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1. Ilepeyenb MJIAHUPYEMBIX Pe3yJIbTATOB 00y4eHHS 10 JUCHHUILINHE COOTHECEHHBIX C
IUIAHUPYEMBIMH pPe3y/JIbTaTaAMHU OCBOCHHS 00pa30BaTe/IbHON NPOrpaMMbl

1.1. [lenpr0 OCBOEHUS TUCITUTIIMHBI SBISETCS

- OBNaJICHHE OOYYarONIMMHCS OCHOBHBIMM TpPEOOBAaHUSMU U YMEHUSIMU BeICHUS
JIOKyMEHTO00O0pOTa B OpraHU3aIiH.

1.2. B CcOOTBETCTBMU C BUIAMU TPOPECCHOHAIBHOW IEATEIHLHOCTH, Ha KOTOpPHIC
OpUEHTUpOBaHa oOOpa3oBaTeibHAas MporpaMma YKa3aHHOW CHENHATbHOCTH U (WJIN)
HAIpPaBJICHUS MOJTOTOBKH, COJCPIKAHNE TUCIUILTHHBI (MOIYIISI, MEKIUCIUILUTHHAPHOTO Kypca)
MO3BOJIUT O0YYAIONTUMCS peliaTh CIeAYIOIe MPOoPEeCCHOHANTBHBIE 3a0aUu:

-11I0Ka3aTh 3Ha4eHue pabOoThI C JOKYMEHTAaMU B )KH3HU OOIIECTBA.

-onpenenuth posb ciyxk0 IOV (moxkymeHTanmoHHOE oOecredyeHHue YIpaBlICHUs) B
OopraHu3aIu padoThl ¢ JOKYMEHTHOW MH(POPMAITHEH.

- OBJIQJICHUE IIpHeMaMH U HaBbIKaMHU COBPEMEHHOM J€JI0BOM NEPENUCKHU.

-U3y4UTh TMPOLENYPY PErucTpaluu JOKYMEHTOB, pPEIaKTUPOBAHUS, KOHTPOJI,
COTJIACOBaHMs, MOUCKA U PACCBUIKA JTOKYMEHTOB, O(OPMIICHHE U COCTABIEHHE OCHOBHBIX
BUJIOB YIIPABJIEHYECKUX TOKYMEHTOB.

-opMUpOBaHUE CIIOCOOHOCTH CaMOCTOSITENIBHOTO M TBOPYECKOTO HCIIOJIb30BAHMS
MOJIyYEHHBIX 3HaHUH B MPOIECCE MOCIEAYIONEro 00yYeHUs U MPAKTUUECKOH 1eITeIbHOCTH.

1.3. Kommnerenuuu obyyvaromierocs, GopMupyeMble B pe3yIbTaTe OCBOCHUS AUCLIUTUINHBI
B pesymbrare OCBOCHHMSA IUCHUIUIMHBI Yy oOOydaromuxcs (GOpMHPYIOTCS —CIEAYIOIIHe
KOMITETEHIIHH:

Kon HaumenoBanue xommnereHIuu
KOMIIETEHI]
uu
1 2
OK'1 [TonnMarpe CyIIHOCTP UM COIMAIBHYI 3HAYMMOCTh CBOeW Oymymiei
npodeccuu, NposIBIISATh K HEH YCTOWYHMBBIN MHTEpEC
OK 2 Opranu30BbIBaTh COOCTBEHHYIO JCSATEIHHOCTH, BRIOUPATh THUIIOBBIE METOJIBI

u CHOCOGBI BBITIOJIHCHU A HpO(beCCI/IOHa.HBHBIX 3aJad, OLCHHBATh HX
3(PEKTUBHOCTD U KAYE€CTBO

OK 3 IIpuHUMaTh penieHus B CTaHAAPTHBIX U HECTAHAAPTHBIX CUTYalUsIX U HECTH
32 HUX OTBETCTBEHHOCTb.

OK 4 OcCymIecTBISITh TIOUCK M HMCTOJb30BaHNEe HMH(POPMAIMK, HEOOXOIUMOM ISt
3¢ HEeKTUBHOTO BBITIOJTHEHUS npo¢eCcCHOHATLHBIX 3azad,
PO eCCUOHATBHOTO M IMYHOCTHOTO PA3BUTHSI.

OK 6 PabGorate B xomtekTuBe M KomaHzAe, d3(HPEKTUBHO 0OMIATHCS C KOJUIETAaMU,
PYKOBOJICTBOM, MIOTPEOUTEISIMH.

OK 12 CobnronaTh ACHCTBYIOIIEE 3aKOHOAATEIILCTBO U 00s13aTeNIbHBIE TPEOOBAHUS
HOpMaTI/IBHBIX ,Z[OKYMGHTOB, a TaK¥XKeE Tp€6OBaHI/I§I CTaH,Z[apTOB, TCXHHUYCCKHUX
YCJIOBHU.

1K 2.2 OdopmIIsTh, TPOBEPSITH NPABUIHHOCTh COCTABJICHHUS, 00ECIICUNBATh




XpaHeHue OPTaHU3allMOHHO-PACTIOPSIIUTENBHBIX, TOBAPOCOIIPOBOIUTEIBHBIX
Y UHBIX HEOOXOIMMBIX TOKYMEHTOB C UCIIOJIb30BAHUEM
aBTOMATHU3HPOBAHHBIX CHCTEM.

1.4. TlepeueHb MIAHUPYEMBIX PE3YIBTATOB OOYUEHUS 110 AUCIUILTIHE

PGSyJ'IBTaTBI OCBOCHHA JUCIHUITIIUHBI

Texnomoruu GpopmMupoBaHus
KOMIICTCHIINHU
10 yKa3aHHBIM pe3yJbTaTaM

Cpencrsa u
TEXHOJIOTUH OIICHKH
M0 YKa3aHHBIM
pe3yabpTaram

1 3ran

3uaem:

OCHOBHBIC ITOHSTHS: 1SN, 3a1a491 U
MPUHIIAITEI TOKYMEHTAIIHOHHOTO
obecrieueHust yrpaBIeHHUs,
CUCTEMBI JJOKYMEHTAI[HOHHOTO
o0ecrieueHHs yIpaBIICHUs, HX
ABTOMATH3AIIHIO;

KJIacCU(UKALUIO JJOKYMEHTOB;
TpeOOBaHUS K COCTABICHUIO U
0(OPMIICHUIO TOKYMEHTOB;

-JIEKI1H;
-IPAKTUYECKUE 3aHSATHUS;

-co0eceI0BaHuE;
-TeCTUPOBAHUE;

Ymeem:

oopMIIATh U TIPOBEPSATH MPABUIBHOCTh
oopMIICHUS TOKYMEHTAIUHU B
COOTBETCTBUH C YCTAHOBJICHHBIMU
TpeOOBAaHUSAMH, B TOM YHCJIC UCTIONB3YS
UH()OPMAIIMOHHBIC TEXHOJIOTHH;

- caMocTosITebHas padoTa,
- BBITIOJIHECHUE
WHIUBUTYAJIbHBIX 1
IPYIIIOBBIX 3aJaHUI

-3aI11Ta
WHIWBUAYAJIBbHBIX U
TPYNIOBBIX 3a/IaHUI

2 oTan
3naem: -JIeKIUH; -co0eceioBaHuE;
OpraHu3alUIo T0KyMEHTO000poTa: -[IPaKTHUYECKUE 3aHSITUS; -TeCTUPOBAHUE;
npuem, 00paboTKy, perucTpanuio,
KOHTPOJIb, XpPAaHEHHUE JOKYMEHTOB,
HOMEHKJIATYpY Jell;
Ymeem:
IPOBOIUTH aBTOMAaTU3UPOBAHHYIO - CaMOCTOsTeNIbHAs paboTa; -3aIUTa
00pabOTKy TOKYMEHTOB; - BBIITOJIHEHUE WH/IUBUYaJIbHBIX U

OCYHICCTBJIATH XPAHCHUC U ITOUCK
JIOKYMEHTOB;

HCIIOJIb30BATh TCICKOMMYHUKAIITUOHHBIC
TEXHOJIOTUH B JIIEKTPOHHOM
JIOKyMEHTO000pOTE;

WHIWBUAYAJIbHBIX U
TPYNMNOBBIX 3a/IaHUI

IPYIIIOBBIX 3aJaHUI

2. MecTO TUCHUIJIMHBI B CTPYKTYpe 00pa30BaTeIbHON NMPOrpaMMbl

JlucruniamHa OTHOCUTCS K 001enpodecCHOHaIbHBIM TUIUTLTHHAM




npodecCHoHaNBHOTO UKIIA. Ee OCBOGHME OCYIIeCTBIsIETCS B 5  cemectpe (ax)™*.

Ne
/o

HaumenoBanue JAUCHUIUINH, OMPCACIIAIOINX
MCKIUCHUIIJIMHAPHBIC CBA3U

Kox n HanmeHOBaHUE KOMIIETCHIMH (i)

[IpeamecTByOMMe TUCIUTLIAHBI

1. DKOHOMHKA OpTaHU3AINHI

OK1 TlonumaTh CyIHOCTh M COIMAJIbHYIO 3HAYMMOCTH
cBoelt Oynmymed nmpodeccur, TPOSBIATE K Hel
YCTONYMBBIN HHTEPEC

OK2Opranu3oBeiBaTh  COOCTBEHHYIO  JIESITEIBHOCTb,
BBIOMpATh THUIIOBBIE METOJBI M CIOCOOBI BBINOJIHEHUS
podeCcCHOHANBHBIX 3ajad, OLICHUBATh nux
3¢ (GEKTHBHOCTD U KA4ECTBO

OK3 IIpuHumaTs penieHus B CTAaHAAPTHBIX U
HECTaHJAPTHBIX CUTYaLUsIX U HECTH 332 HUX
OTBETCTBECHHOCTb.

OK4 OcymiecTBIATH MOKUCK U HCIIOIB30BAHHE
nHpOpMannu, HeoOXoauMon s 3 PeKTHBHOTO
BBITIOJTHEHHS PO(ECCHOHANBHBIX 33/1a4,

PO eCCHOHANBHOTO W JINYHOCTHOTO PAa3BUTHA.
OK?7.CamocTosTenEHO oTpenenaTh
npo)eCCHOHATBHOIO U JIMYHOCTHOTO
3aHUMAaThCS camMo00pa3oBaHUEM,
IUIAHUPOBATH TIOBBIIICHHE KBATU(PHUKALIH.
OK12Cobmtonats IeHCTBYIOIICE 3aKOHOAATEIBCTBO U
o0si3aTenbHble TPeOOBAHMSI HOPMATUBHBIX JOKYMEHTOB,
a TaKke TpeOOBaHMS CTAaH/IAPTOB, TEXHHUECKUX
YCIIOBUH.

K 2.3. [IpuMeHsTh B IPAKTUYECKUX CUTYALUAX
HSKOHOMHYECKHE METO/IbI, PACCUUTHIBATH
MHUKPOIKOHOMUYECKHE TIOKa3aTeNH, aHATM3UPOBATh X,
a TaKk)Ke PhIHKU PECYPCOB.

IIK 2.4. OnpenensaTs OCHOBHBIE IKOHOMHYECKHE
ToKasarean paboThl OpraHU3allny, IIEHbI, 3apab0THYIO
IUIaTy.

3a1a4u
pa3BuTHA,
OCO3HAHHO

[Tocnenyromuye TUCIUIIIIMHBI

1. Craructuka

OKI1 TloHumaTh CyIIHOCTh M COLMAJIbHYIO 3HAYHUMOCTH
cBocH Oynymiei mpodeccHu, TPOSIBIATH K  Hel
yCTOMUYUBBIN HHTEpEC

OK2Opranu3oBeiBaTh ~ COOCTBEHHYIO  JICSITEIBHOCTD,
BBIOMpATh THUIOBBIE METOJBI M CIOCOOBI BBINOJHEHUS
po¢heCCHOHATHHBIX 3amad, OIICHUBATh ux
3(hHeKTHBHOCTE ¥ Ka4eCTBO

OK3 IIpuHuMaTh peleHus B CTAaHJAPTHBIX U
HECTaHIAPTHBIX CUTYallUsAX W HECTH 32 HUX
OTBETCTBEHHOCTb.

OK4 OcymiecTBIATH MOKUCK U HCIIOIB30BAHHE
nHpopmanny, HeoOXoauMOit st 3hHEKTHBHOTO
BBITIOJTHEHHS PO(eCCHOHANBHBIX 33/1a4,
poQeCCHOHANBEHOTO M JINYHOCTHOT'O PAa3BUTHS.
OK12Cobmtonath IeHCTBYIOIICE 3aKOHOIATEIBCTBO U
o0si3aTenbHble TPeOOBaHUSI HOPMATUBHBIX JOKYMEHTOB,
a Taxke TpeOOBaHUS CTaHAAPTOB, TEXHIICCKUX
YCIIOBUH.

K 1.8. Vcnonap30BaTh OCHOBHBIE METOABI U MPUEMBI
CTATUCTHKU JJIS pCEIICHUS MPaKTUYeCKHX  3a7ad
KOMMEepYeCcKoit JeSITEBHOCTH, OTIpeNIeNATh
CTaTUCTHYECKUE BEIMYMHBI, IMOKA3aTelIH BapHalUUd U
HMH/ICKCHL.

* 3mech M jmajee CeMeCTpbl yKa3aHbl IS

oOyyaromuxcs Ha ©0a3e OCHOBHOTO OOIIEro

oOpaszoBanus. s nun, oOydarommxcss Ha 0a3e cpenHero oOmero oOpa3oBaHUs, CEMECTPHI
COOTBETCTBYIOT yUeOHOMY IJIaHY 1 HOPMAaTHBHOMY CPOKY 00yueHus, ycraHoBieHHOMYy ®I'OC.




3. O0beM TUCHUITHHBI B 32YeTHBIX eIMHULAX € YKa3aHUEM KOJIN4ecTBa
aKaJeMH4YeCKHX YaCOB, BbI/IeJICHHbIX HA KOHTAKTHYI0 padoTy 00y4aommnxcs ¢
npenoaasaresieM (Mo BUAAM y4eOHbIX 3aHATHI) M HA CAMOCTOSITEJILHYIO PadoTy

Pacnipenenenne ¢ponma BpeMEeHH 110 cEMECTpaM M BUJaM 3aHITHI

Bunrsl 3austuii

ouHast opma
oOy4eHus

OYHO-3204HAs
dhopma oOyueHust

3a04Has popma
oOy4eHus

Hroro uacos 8 q,
3a4eTHEIX €TUHUIL

w

3.C.

q.
3.C.

58 9.

3.C.

Jlexuu (yac)

18

4

[IpakTnueckue
(ceMuHapckue)
(dac)

14

3aHATUA

4

JlabopaTopHble paboTHI (4ac) -

CamocTosTenpHas
(gac)

paborta 26

50

KypcoBoii mpoekt (pabdota) -

(+,)

KonTposbHas padota (+,-) -

DK3aMeH, CeMeCTp /4ac. -

3ayer 5

(muddhepeHnupoBaHHBIN
3a4eT), CEMECTP

6 ceM.

KonTponbhas
CEMECTP

pabora, -

4. Coneprxkanue TMCHUILIMHBI, CTPYKTYPHPOBAHHOE 10 TeMaM (pa3jieiaM) ¢ yKa3aHueM
OTBEJEHHOI0 HA HUX KOJMYeCTBA aKaJleMUYeCKNX YACOB U BHI0B Y4eOHBIX 3aHATHI

4.1. Conep:xaHue TUCHUILINHBI

Bunbl yueOHBIX 3aHATHH, BKITIOTAsT
CaMOCTOSITENIBHYIO PabOTy CTYJEHTOB U
TPYAOEMKOCTH (B aKaJIEMHUYECKHX Yacax)

0B 3 9 g . Cpencrea u
Pasgen muciuminHeL 2 g g g E S g < peA
= g &7 IS & 5 TEXHOJIOTUU
= Z 88 S22 |28 8 OLIEHKH
= E L B o Q [SE ="y
Z ¥ = R o O S
o) S 2 E © s s <
QO g < = =
Bl ES S o |O
1| Tema 1 JIOKyMEHT ¥ CUCTEMBI JOKYMEHTALMH 2/-11 1/-/1 -[-1- 4/-110 | ycrHBIH ompoc

OcHOBHOE cofiep>KaHue

1. I[OKyMeHTaIII/IOHHOG obecrnieueHue YyIipaBJICHUS:

IpeaMeT, coaepkanue u 3agaun J[OVY.

2. Buapl JOKYMEHTOB U MX KJIACCHU(DUKAIIHS.

3. CocTaB HOPMAaTUBHO-METOINYECKOM Oa3bl
JOKyMEHTHPOBAHUS yIPaBICHYECKON
JIeATEIbHOCTH.

4. T'ocynapcTBEeHHbIE CTaHIAPTHI HA
JIOKYMEHTAIHIO

5. YHu(UIHUpOBaHHBIE CHCTEMBI IOKYMEHTAIINH.

6. O6mepoccuiickue KIacCu(pUKaTOPhl TEXHUKO-

10 TEME,
TECTUPOBAHHE




9KOHOMHUYECKOH M COLMAIBLHON HH(POPMALHH.

Tema 2. YrpasieH4ecKas JOKyMEHTAIHS
OcHOBHOE cofiep>KaHue
1. OcHOBHBIE TIOJIOKEHHUS 110
JIOKYMCHTAIIHOHHOMY 00CCIICUCHUIO
ynpaieHus. TpeOoBaHUS K COCTABICHUIO U
0(OPMIICHHIO JOKYMCHTOB.
2. CoCTaB U pacroyioKEHUE PCKBU3UTOB.
3. bianku u Gpopmartsel JOKyMEHTOB. DopMyIIsp-
o0paszer Kak MOJIENTb YHU(UITHPOBAHHON (hOPMBI
JOKyMeHTa
4. TpeGoBaHUS K TEKCTaM JOKYMEHTOB. SI3BIK 1
CTHITb TOKYMEHTA.
5. IloAroToBKa TEKCTOB TOKYMEHTOB C
UCIIOJIb30BAaHHEM KOMITBIOTEPHOTO MaKeTa
nporpamm Microsoft Office

2/-11

2/-11

6/-/110

YCTHBII ONPOC 110
TeMe,
TECTUPOBaHUE

Tema 3. CocraBieHne u 0(GOPMIICHHE OCHOBHBIX
JOKYMEHTOB

OcHOBHOE coJiepKaHue

1. IlpaBmia coctaBieHus U 0HOPMIICHHS
OCHOBHBIX OpTaHH3AI[HOHHO-IIPABOBBIX
JIOKyMEHTOB: yCTaBa, MOJIOKCHUS, HHCTPYKIIUH,
JIOTOBOPA, KOHTPAKTA.

2. IIpaBuia coctaBieHus U 0popMIICHUS
OCHOBHBIX PacIOPSIIATEIBHBIX JOKYMEHTOB:
MPHKa3a U PACIIOPSIKCHUS.

3. IIpaBwmia cocraBiieHus B 0pOpMIICHUS
OCHOBHBIX CIIPaBOYHO-HH(POPMAITHOHHBIX
JIOKyMEHTOB: aKTa, CIIPaBKH, IPOTOKOJIA,
CITyKeOHOH, TOKIaTHON M 00BSICHUTEIHHOM
3aIHICOK.

4. ITpaBuia coctaBieHus 1 0popMICHUS
JIOKYMEHTOB JINYHOTO MPOUCXOKICHHUS:
oOpailieHre o HaliMy Ha paboTy; HAMCAHUC
pe3toMe IS MOCTYIUICHHS Ha paboTy Mo
KOHKYPCY; 3asBIICHUE O IIPHEMe Ha paboTy;
aBroOnoTpadus; XapaKTePUCTHKA; 3asSBICHUE O
MEePEeBOJIC, O MPEIOCTABICHUH OTIYCKA U T.II.

4/-12

2/-12

-

2/-110

YCTHBII OIPOC 110
TEeMe,
COCTaBJICHUE
JIOKYMEHTOB

Tema 4. Opranuzanus ciayx0bl
JOKYMEHTALMOHHOTO o0ecrnedeHus
yIpaBICHUS

OcHOBHOE cofiep>KaHue

1. Poms IOV B opranusaiuu J0KyMEHTO000pOTa
opranuzanuy. OpraHu3alOHHOE TIOCTPOCHHE
CITY>KOBI JISIIOIIPOU3BO/ICTRA.

2.0pranusanus 1oKyMeHToOOOpOTa. BXO MMM
JIOKYMEHTONOTOK. BHyTpeHHU
JOKYMEHTOTIOTOK. Y4eT o0breMa
JMIOKyMEHT0000poTAa.

2/-/-

2/-/-

~/-I-

2/-14

YCTHBIH OIIPOC 1O
TeMe

Tema 5. CucremaTr3aiys T0KyMEHTOB

OCHOBHOE cofiepKaHue
1.00mme  TpeboBaHMS K  CHCTEMaTH3alMu
JOKyMeHTOB U (opmupoBanuto nen. CocraBieHue
3arojIOBKOB JIeJl U YCTAaHOBIEHUE CPOKOB XPaHEHUS
nen. Homenknatypa gen.
2. ApxuBHOE XpaHEHHUE JOKYMEHTOB U Jel.

2/-I-

2/-I-

2/-14

YCTHBII OIPOC 110
TeMe

Tema 6. JlenmoBble 1 KOMMEpPYECKHE MICHMa

2/-I-

1/-1-

-

2/-14

YCTHBII OIPOC TI0




OCHOBHOE COZIepKaHNe TeMe,
1. Knaccudukanus v CTpyKTypa JIeJIOBBIX TUCEM. CaMOoCTOSATEIbHAS
2. PeKBU3UTHI THCHhMa U X PACIIONOKCHHE. pabota
3. CrangapTHbIe Ppas3bl U BRIPAKCHHS.
4. OOpa3Iipl BApUAHTOB JIEJOBBIX MMHCEM: MUChMa-
TIPOCHOBL, MTMCHMa-OTBEThI (oTKa3wI),
COIPOBOIUTEIIbHBIE MUCHhMa, nmUucbMa-
TOJTBEPIKICHHSI, TAPAHTUITHBIC TUCHMA.
7| Tema 7. KoppecnionneHIHsI, CBI3aHHAS C 2/-1- 2/-1- -/-1- 2/-14 | ycrHbI# ompoc 1o
MPOBEICHUECM MIEPUOTUICCKUX MEPONPUSITHIHA, U TeMe,
npodasi KOPPECHOHACHITUS COCTaBJICHUE
OCHOBHOE COZIepKaHNe JIOKYMECHTOB
1.00pa3ipl BapuaHTOB JICIOBBIX IMHACEM, CBSI3aHHBIX
C TPOBEJICHHEM TMEPHOIUYECKUX MEPOIPHUSITHI:
UH()OPMALMOHHO-PEKIIAMHBIE ~ [HChMa, IHUCbMa-
HAIIOMUHAHUSL.
2. CocraBieHue TelerpamMM, TEIEKCOB M (HaKCOB.
OCHOBHBIC ~ COKpAIIIEHHs, HKCIOJIb3yeMble IPH
COCTABJICHUH TEJIerPaMM U TEJICKCOB.
3. CocraBreHue W OTIpaBKa WHUCEM 4epes
3JIEKTPOHHYIO oYty B JIOKaJbHOMN
BBIYUCIIUTEIIbHOU CETH.
8| Tema 8. CoBpeMeHHbIE CIIOCOOBI M TEXHHUKA 2/-1- 2/-1- -/-1- 2/-14 | ycrHbI# ompoc 1o
CO3/1aHus IOKYMCHTOB TeMe,
OCHOBHOE COZIepIKaHNe COCTaBJICHUE
1. CpexnctBa OpITEeXHHKH, HCIOJb3yeMble Ha JIOKYMEHTOB
ABTOMaTHU3UPOBAHHOM pabouem MecTe
crienuainucTa u pykooautess. Knaccudukarms
CPEACTB  OpPraHU3alMOHHOW  TEXHUKH  JUIs
COBPEMEHHBIX O(DUCHBIX TEXHOJIOTHI.
2. Konuenmwst 3JIEKTPOHHOTO oduca.
KomnbroTepHbie TEXHOJIOTHH obecrieueHus
YIPaBJIEHYECKOU JEATEIIbHOCTHU:
WHTETPUPOBAHHBIA makeT mporpamm Microsoft
Office.
9 18/-/14 14/-14 26/-/50
IIpoMexxyTodHas aTTeCTalUs 110 TUCIUILTHHE 3a4er
4.2.Coaepxanne NPAKTHYECKUX (CEMUHAPCKUX) 3aHATHI
OO6ne
HanmeHnoBanue TeMbl NMPaKTUYECKUX
No N M dopma nmpoBEACHUS
(ceMuHApCKUX) 3aHITHI
qaCcoB
5  cemecTp
1 | 3amsarue 1. «/JOKYMEHT U CHCTEMBI TOKYMCHTAITUI 1/-/1 TECTHPOBaHUEC
2 | Bausrue 2. «YnpaBieHYeCKas JOKYMEHTALHS 2/-11 TECTHPOBaHUEC
3 | Bamsrue3.«CocraBienne u  odopmieHHE  OCHOBHBIX | 2/-/2 COCTaBJICHUE TJOKYMCHTOB
JIOKYMCHTOBY
4 | Bansarue 4. «Opranusanus ciIyXObl JOKYMEHTAIHOHHOTO 2/-1- PemieHue cuTyallMOHHBIX 3214
obecrieyeHUs yIpaBICHUI»
5 | 3anarue 5. «Cucremaruszanus JOKyMEHTOBY 2/-1- PeriieHre CUTYallMOHHBIX 33124
6 | 3ansarue 6. «/{enoBBIC M KOMMEPYECKHE THCHMa) 1/-/- PeriieHre CUTYaIlMOHHBIX 33184




7 | 3ansarue 7. «kKoppecnoHACHIUS, CBI3aHHAS C IPOBEACHUCM 2/-1- COCTAaBJIEHUE TOKYMEHTOB
MePUOTUIECKUX MEPOIPUATHH, ¥ TIPpOoYasi KOPPECIOHACHIINS

8 3ansTue 8. «CoBpeMEeHHBIE CTIOCOOBI M TEXHHUKA CO3IaHuUs 2/-1- COCTABJICHUE TI0KYMEHTOB
JIOKYMEHTOBY

Uroro | 14/-/4

4.3.ConepxaHue J1a00paTOPHBIX PadoT (IpH HATUYUHU B y4eOHOM TUTaHE)
Jlaboparopubie pabOThl Y4€OHBIM IIJIAHOM HE TPEYCMOTPEHBI.
5. YueOHO-MeTOAUYECKOE o0ecTiedeHre CAMOCTOSITeIbHOI padoThI

oﬁyqammnxm Mo AMCHUILJIMHE

TexHoJI0rnYecKkasi KApTa CAMOCTOATEIbHOI padoThI CTY/ICHTA

Kon
peamsy Bun nesTensHOCTH CTYJCHTOB
eMoi Hrorosslif mpoaykT CpencTsa u O06bem
(3aaHus Ha CAaMOCTOSTEIIBLHYIO PaboTy) N
KOMIIeTe CaMOCTOSITENbHON TEXHOJIOTHH 4acoB
HIUH paboThl OIIEHKH
1 2 3 4 5)
OK1-4,
OKaG,
OK12,
I1K2.2 TemaTrka pedepaTon pedepar cobecetoBaHKe 5/-1-
OK1-4,
OKe6, BapuanThl uHIUBUAYATIBHBIX 3aJaHUI NunuBuayansHoe IIncemennas 5/-120
OK12, cTyJieHTaM (TpyIIIe CTYACHTOB) IO 3a/1aHne pabota
I1K2.2 BapHaHTaM
OK1-4,
OKe6, BrImostHeHUE TakeTa TIOKyMEHTOB [TakeT TOKYMEHTOB TTanka 14/-/20
OK12, CTYZIeHTOM (TPYyMIION CTYJEHTOB) 10 JIOKYMEHTOB
I1K2.2 BapuaHTam
OK1-4,
OKaG, Brinonnenue TeCTOB CaMOKOHTPOJIS KomnbrotepHsiii TecT TECT
OK12, 2/-110
I1K2.2
Hroroza 5/-/6 cemecrp | 26/-/50
HNUToro 26/-/50

Conep:xaHue 3a1aHUH V11 CAMOCTOSITEJIbHON Pad0ThI

Tewmbl pedepaToB (MUCEMEHHBIX palboOT, 3cce, JOKIAI0B U T.11.)
1. OcobeHHOCTH BCKPBITHS KOPPECTIOHACHITUH
2. N opManimiOHHO-TIONCKOBAsI CHCTEMA MPEATTPUATHUS
3. XapakTepucTuka KOMIBIOTEPHBIX TEXHOJIOTHI OpraHU3aluy XpaHEHHUs U TTOUCKa
JIOKYMEHTallMOHHON UH(pOpMaIuu
4. Cucrtemarm3anusi u 00ecCleUeHHE COXPAaHHOCTH JOKYMEHTHOH HH(OpPMAIMH C Y4E€TOM
COBPEMEHHBIX TPEOOBAHMIA.
2. lenonpoun3BoicTBO B [IpeBHEPYCCKOM rOCY1apCTBE.
3. [Ipukaznoe pemonpounsBoactBo XV—-XVII BB.
4. Cucrema KOJUIEKCKOTO JI€I0IPOU3BOJICTBA.
5. Cucrema MUHHCTEPCKOTO Aenonpon3BoacTea XIX—XX Ba.
6. Ucropus ynpaBnenus u aenonpoun3Boactsa B 1917-1941 rr.
7. VicTopus ynpaBieHus U feaonpousBoactsa B 1945-1990 rr.




8. [ToaroroBka u 00CTy>)KMBaHUE COBEIAHUI.

9. Opranu3zanus npuema moceTuTesel u padboTa ¢ MIChbMEHHBIMU O0paIeHUSIMU

10. 3ammTa KOHPUICHINATHHBIX TOKYMEHTOB OT HECAHKIIMOHMPOBAHHOTO JOCTYTIA.

11. 3ammra KoHpUACHINATLHOW HHPOPMAIMH ITPH MPOBEICHNUU COBELIAHUI U TIEPErOBOPOB.
12. Uctopust popmupoBanus ['ocynapcTBeHHON apXUBHOM Ci1yk0b1 PD.

13. ApxuBnbiii ponn PO, apxuBHbIi QoHI OpraHU3alu, apXuB KOMMEPUECKOH (PUPMBI.

14. Opranuzanus ceKpeTapcKkon AesITeIbHOCTH.

15. DTuker 1en0BOro o0IIEHUs.

16. CoBpemeHHas opranu3anys apxXuBHOH ciiyxObl B PO.

[TucbmMeHHbIe pPabOTHI MOTYT OBITH MPEICTABICHBI B PAa3IHUHBIX (popMax:

- pedepar - THCBMEHHBIM JOKIAN WJIM BBICTYIUICHHE IO ONPEACICHHOW TeMme, B
KOTOpOM coOpaHa MHGOpMAIUs U3 OJHOTO WJIM HECKOJBKUX HCTOYHUKOB. Pedeparsl moryt
SIBIISITHCSI M3JIOKEHUEM COZICP)KaHUsI HAYIHOU PadOThI, Xy/I0)KECTBEHHON KHHUTH H T. II.

- 3cce - MPO3anyecKoe COYMHEHHE HEOONBIIOro o0beMa M CBOOOIHOW KOMITO3HUIUH,
BBIpAXKAIONICe WHIMBHUIYaIbHBIC BIEUATICHUS U COOOPAKEHHS 10 KOHKPETHOMY ITOBOIY WU
BOIIPOCY U 3aBEIOMO HE MPETEHYIOIIEE Ha ONPEIEeNISIONYI0 U HCUSPITBIBAIOLTYIO0 TPAKTOBKY
npeaMera.

- aHHOTUPOBaHHE — TPEAEIbHO KpaTKOe CBS3HOE ONMCAHHE INPOCMOTPEHHOM WM
NPOYMTAHHOHN KHHUTH (CTaTbU), €€ COACPIKaHUs, NICTOYHUKOB, XapaKTepa U Ha3HAuCHMS,

- TesupoBanue — TaKOHWYHOE BOCIIPOM3BEJCHUE OCHOBHBIX YTBEpXJECHUH aBTOpa 0e3
npuBJeUeHNs (PaKTHYECKOTO MaTepHaa;

- llutupoBanue — AOCIOBHOE BBIMUCHIBAHUE M3 TEKCTa BBIICPKEK, H3BJICUCHUH,
HauboJee CyIeCTBEHHO OTPAXKAIOUINX Ty WM UHYIO MBICIH aBTOPA;

- KoncnektupoBanne — KpaTKO€ M TIOCIEIOBATEIIBHOE W3JIOKEHUE COJIepKaHUs
MPOYUTAHHOTO.

- KoHcnekr — cloxHbI cnoco0 H3JI0KEHHs COJEpXKAHUS KHUTU WIM CTAaTbU B
JIOTHYECKOW TociieioBaTebHOCTH. KOHCIEKT akkymynupyer B cebe NpeAblAyIliue BHIbI
3allACH, MO3BOJIAET BCECTOPOHHE OXBAaTUTh COJCpXKaHME KHUIM, cTaThu. llosromy ymenwue
COCTABJIATh IUIAH, TE3UCHI, JENaTh BBIIMCKA U APYIHE 3alACH ONPEAEISeT U TEXHOJIOTHIO
COCTaBJICHUS KOHCIIEKTA.

- IInan - 3TO cXemMa MPOYMTAHHOTO MaTepHaja, KpaTKui (MM MOApOOHBIN) MepedeHb
BOIPOCOB, OTPAXKAIOIIMX CTPYKTYpy M IOCIEIOBaTeIbHOCTh MaTepuana. IloxpobHo
COCTABJICHHBIN IIJIAH BIIOJIHE 3aMEHSET KOHCIIEKT;

- Ipyroe.
Bormpocsl (TecT) 111 CaMOKOHTPOJIsS

Tema 1. JOKyMeHT U cMCTeMbI JOKYMEHTALUHU

1. [laiiTe onpeneneHne JOKyMEHTa:

a) MaTepualibHBIN 00BEKT ¢ MH(pOpMaIIHEH, 3adUKCHPOBAHHON CO3/ITaHHBIM YEJIOBEKOM
crioco0oM, /1711 €€ Tiepeiad BO BpEMEHH U IIPOCTPAHCTBE

0) COBOKYITHOCTh PEKBH3UTOB OPHUITNATHLHOTO TUChMa

B) CTaHJIaPTHOE PACIOJIOKEHHUE MaTepraia

') TEKCT

2. Kakas pyHKIHMS OTHOCHUTCS K OOITUM (DYHKIIHSIM JTOKYMEHTA:
a) oOIIeKyIbTypHas

0) nH(pOpMaIIOHHAS

B) MpaBOBas

T') YIOPSIIOYMBAIOIIIAS

3. JlokymeHTaIrmoHHOE 00eCrieYeHHE yIpaBIeHUs — 3TO:


http://dic.academic.ru/dic.nsf/ruwiki/420609

a) MpoLIECC YCTaHOBJICHUS U IPUMEHEHNUS ITPaBUJI C LIENIBIO YIOPSA0UYEHUS IEATEIbHOCTH B
JEJIONPOU3BOJCTBE

0) AeATeNbHOCTD anmapara yrnpaBJieHHs, 0XBaThIBAIOLIAst BOIMPOCH! TOKYMEHTHPOBAHUS U
opraHu3zanuu padoThl ¢ JOKYMEHTaMH

B) COBOKYITHOCTh JIOKyMEHTOB, IPUMEHIEMBIX B OIIPEACIIEHHON cepe eI TeNbHOCTH

I') COBOKYITHOCTb PEKBU3UTOB, YCTAHOBJIEHHBIX B COOTBETCTBUU C (POPMYIIIPOM TOKyMEHTA

Tema 2. YnpaBiieH4ecKasi JOKYMEHTAUS

1. Jaiite onpenenenue Gopmyisipa-oopasia:

a) COBOKYITHOCTh PEKBU3UTOB JI€JIOBOTO MUChMaA

6) COBOKYITHOCTB PACIIOJIOKCHHBIX B OHpeI[eJIeHHOI\/'I mocJICa0BATCIIbHOCTU PCKBU3UTOB,
MPUCYIIUX BCEM JOKYMEHTAM ONPEAEICHHON CUCTEMBI JOKYMEHTAI[UU

B) COBOKYITHOCTh PEKBU3HUTOB IpPUKa3a

') COBOKYITHOCTh PEKBU3UTOB aKTa

2. UatepBanm — 5T0

a) pabouee moine

0) cimyxeOHOe ToJie

B) MOJIOXKEHHE Ta0yIsITOpa

T') PaCCTOSIHUE MEXTy OCHOBaHUSIMH CMEXHBIX CTPOK

3. HazoBuTe aBa OCHOBHBIX (hopMaTta, Ha KOTOPBIX OPOPMIISIOTCS TOKYMEHTHI
a) A 5 (148x210 mm); A 3 (297x420 mm)
0) A4 (210x297 Mmm); A 5 (148x210 mm)
B) A 5 (148x210 mm); A 6 (105x148 mMm)
r) A 3 (297x420 mm); A 4 (210x297 mm)

Tema 3. CocTaBiieHue u oopMiIeHHE OCHOBHBIX JOKYMEHTOB

1. Ecnu pacnopsauTenbHas 4acTh TEKCTa HAYMHAETCS CIIOBaMH “‘00s3BbIBaI0”, TO 3TO
a) puKas3

0) 3asBIIEHUE

B) pacHopsKEHHE

') YKa3aHue

2. Ecnu pactiopsiauTenbHas 4acTh TEKCTa HAUWHAETCS CIIOBAMU “TIpeJiarar’’, TO 3TO
a) NpuKas3

0) pactiopspKeHHE

B) MHCTPYKIIUS

') YKa3aHue

3. MHdpopManmoHHO-CTIPaBOYHBII JOKYMEHT, COCTABJISIOMIUUCS TPYIIIION JTUIT JJIs
MOJITBEPK/ICHUS] YCTAHOBJICHHBIX (DAKTOB — 3TO

a) IOKJIaJHAasl 3arrcKa

0) aKT

B) IPOTOKOJ

') OOBSICHUTEIbHAS 3aIHCKa



Tema 4. Opranu3zanus cJy:KO0bl JOKYMEHTAIIMOHHOT0 o0ecrneYyeHust
ynpaBJ/ieHUs

1. Hdomyctumo i GopMHUPOBATH MIEPEMUCKY B Jieja 1o MPUHIUTY: «Bxomsmias
KOppecnoHIeHIus», «Mcxoasias KOppecnoHISHITHI»?

a) Jla.

0) Her

B) HET MPABWIBHOTO BapHaHTa OTBETA

2. Ha xakom stame 00paboTKH J1e71a TPOBOIUTCS HyMEpAIHs JIMCTOB?
a) [Ipu oOpaboTke aena Uit epeadd Ha apXUBHOE XpaHEHHE.

0) Ilo 3aBepiieHnn 1EIOMPOU3BOICTBEHHOTO TO/Ia.

B) [Ipy momeneHn UCIIOTHEHHBIX JOKYMEHTOB B JIEJIO.

3. JlokymeHTO00O0pOT — 3TO:

a) JIBryKeHHe JOKYMEHTOB B OpraHM3allMy ¢ MOMEHTA MOIY4YEHUS WU CO3JaHUs 10
3aBEpLICHMS UCIIOIHEHNUS, OTIIPAaBKU aJpecaTy WM HAIIpaBICHUH HA XPAaHEHHE B JIENI0
0) /IBmxeHne TOKYMEHTOB MEXAY OpraHUu3aIusIMH

B)/IBM>KEHNE JOKYMEHTOB MEXAYy OpraHU3alMeil U opraHaMy roCyAapCTBEHHOM BJIACTH

Tema 5. CucremaTusanusi 10KyMeHTOB
1. B HOMeHKJIaTypy A€M BKIIOYAIOTCS:

a) BCe Jiesa OpraHu3alui, KypHaIbl pErUCTPALUK, CIIPABOYHBIE KAPTOTEKU
0) Bce BXOASAIINE, UCXOASIINE U BHYTPEHHUE JOKYMEHTBI OpTraHUu3aIiuu

B) Jela M JOKYMEHTBl OpraHM3allid, KOTOphIe OTHOCATCS K paboTe ¢ KaapamMH B

OpraHu3aIu

2. Kakoe u3 HuXe NMPUBEACHHBIX YTBEPKACHUN SBIISETCS BEPHBIM:

a) Homenkmatypa gen pa3spabaThIBaeTcsi IOCIIE CO3JAHHS OpraHM3allud M JIeHCTBYET

OeccpovYHO

06) Homenknartypa nen pa3paOaTbiBaeTcs IOCIE CO3JAaHUS OPTraHU3allMM U €XKETOJTHO

nepeyTBepKAaeTCs

B) Homenkmatypa gen  pa3pabaTbiBaeTcs  IOCI€  CO3JaHUSl  OpraHM3aluu

nepeyTBepKIaeTcs OJUH pa3 B MATh JIET

3. Uto BKiIO9a6eT B ceOs morHoe 0hOpMIICHHE JIena:
a) Ilepemner nena
06) Hymeparus nuctoB
B) CocTaBieHHE JTUCT-3aBEPUTEIIS
r) OmnucaHue J0KyMEHTOB, XpaHSAIIUXCS B Jele
n) OdopmiieHrne peKBU3UTOB OOJIOKKH Jelia

Tema 6. /le;10BbIe M KOMMepUYecKHe MHCbMAa

1. 'apanTuiiHOE MHCHMO — ITO:

u

a) JTIOKYMEHT, COOOIIAIONTNI O MPUOIMKCHUH, YCKOPEHUH, UICTCYCHUH CPOKA UCTIOTHEHUS

KaKoro-ian0do NeicTBUs

0) -TOKYMEHT, COJEPKAIIUNA MPUTIIAIIEHNE Ha MEPOTIPUSTHE

B) JOKYMEHT, B KOTOPOM T'apaHTUPYETCs OIUIaTa BHITIOJTHEHHON PabOThI WK
Mpe0CTaBICHNE YeTr0-T100 (padoThI, TOMEIICHUS U T.JI.)



I) JTOKYMEHT, HOATBEPKIAOLINH [TOJIydeHNE IEHHOCTEN

2. JlenoBble mrchbMa OOBIYHO 3aKaHUYMBAIOT (Ppazamu:
a) B COOTBETCTBHMHM ¢ Bameit mpocs00ii ...
0) C yBaKEHUEM ...
B) HaMU paccMOTpeHbl Baiu npennoxenus ...
r) BCBS3M ...

3. Ecnn Bam HeoO6Xx01MMo aTh ONMMCaHUE PeKIIaMUPYEeMBIX yCiIyT, Bel coctaBuTe
a) JIOTOBOPHOE IMHCHMO
0) pexIIaMHOE MUCHMO
B) COIPOBOJUTEIBHOE HCHMO
I) MHUCHMO-TIPUIJIALIEHNE

Tema 7. KoppecnionaeH1usi, cBI3aHHAasi ¢ IPOBeleHNEM MePUOINYECKUX
MepOoNpHUSTHI, U IPOYAsi KOPPeCNOHACHIUSI

1. Ecau Bam HE0O6X0auMO COOOIIUTE O MTPOBEICHUU MEpONpUsTUs, BBl cocTaBuTe
a) COIPOBOJUTEIHLHOE MHUCHMO
0) MUCHMO-TIOATBEPKICHUE
B) JIOTOBOPHOE IMHCHMO
r) UHPOPMAIMOHHOE MHCHEMO

2. OCHOBHOE MPaBUIIO, KOTOPOT'O CIEAYET IPUACPKHUBATHCS IPU Moaue TeaepOoHOrpaMMbl
a) TmepeaaBaTh TOJHKO KPaTKYIO, CPOUHYIO HH(POPMAIIUIO
0) mpu peructpauuu Tere(GoHOrpaMMbl HCIIOIB30BaTh KyPHAT PErUCTPALIUU BXOISAIINX
JOKYMEHTOB
B) TeKcT - 6onee 100 cioB
I') HCIOJB30BATh MAKCHMYM CITEIIHAIBHBIX TEPMUHOB

3. IIucemo mocne obpaiieHus Jaiie BCero Mpoa0HKaeTcsl CIIOBaAMH
a) MBI pacCUMThIBacM Ha Baiie coTpyaHIYECTBO. ..
0) BCBsI3UC ...
B) HaMM pacCMOTpeHbl Baim npeioxeHus ...
I) C YBOKCHHEM ...

Tema 8. CoBpeMeHHBbIe CIOCOOBI H TEXHUKA CO3aHUSI IOKYMEHTOB

1. YUTO OTHOCHUTCS K CPEJICTBAM JIEKTPOHHOTO KOMHUPOBAHUS JOKYMEHTOB:
a) Pwusorpad
0) Ulpenep
B) Kcepokc
r) Ckanep
n) DpaHKHpOBaIbHAS MaIlIMHA

2. ABroMmarnueckuil BBoJ Tekcta Ha [IK ocyiiecTBisercs: ¢ moMOIIbIO
a) Pusorpag
6) Kcepoxkc
B) Ckanep
r) ®paHKHpOBaIbHAS MaIlIMHA



3. ®akcUMUIIbHAS CBSA3b — ITO:
a) Ilponecc nmonydyeHus KONMUU Ha YyBCTBUTEIBHBIX K BO3JIEHCTBUIO CBETA MaTepHalIax
6) Ilporecc nMCcTaHIMOHHON NIEpeTavn HEMOABUKHBIX U300PKEHHUHN U TEKCTa
B) IIponecc nomyyeHus 6yMaxHOM KOIUH TOKYMEHTA C 3JICKTPOHHOTO HOCHTEJIS
NunuBuayansHbIEe (TPYIIIOBEIE) 3a0aHUS IJISI CAMOCTOSITEILHON pabOThI

1.CocraBbTe cxemy, XapaKTepU3YIOIIYIO Talbl pa3BUTHS J€JI0Npou3BoaAcTBa B Poccuu.

2.CocraBbTe  CpaBHUTEIBHYIO  TaOMUIly Uil  TOHATUH  «yHUPUKAOHS» U
«CTaHJapTU3ALUS» B AETONPOU3BOACTBE, PACKPHIBAIOLIYIO UX CXOACTBA U OTIUYHMSL.

3. IlpuBenute mpuMepsl 0POPMIICHHUS JaT B Pa3IHMYHBIX JOKYMEHTaX

4. CoctaBbTe ¥ 0OpPMHUTE TAOTUITY AHATUTHICCKUX JaHHBIX. CHopMyIupyiTe BEIBOABI
10 MPEJICTABJICHHBIM aHATUTHYECKUM JaHHBIM.

5. PazpaboraiiTe mOJIOXKEHUST O TUIAHOBO-DKOHOMHYECKOM OTJENe, OT/AeNIe MapKETHHTA,
ornmene cObITa, OyXraaTepuu, TEXHOJIOTHYECKOM OTAeNle, OTAeNe KauecTBa, OTele
nH(pOpPMAITMOHHOW OE€301acCHOCTH, OTAENE MpoJax, (PMHAHCOBOM OTAENe, OTIEee MpueMa M
pa3MelIeHus U T. 11

6. Pa3paboTaiiTe MODKHOCTHBIE WHCTPYKIIUU: PaOOTHHKA TUIAHOBO-DKOHOMHYECKOTO
oTnena, pabOTHHKA OT/ENa MapKeTHHTa, SKOHOMHCTAa MO TPYAY, OTAeNa HH(OPMAIMOHHOM
0e30MacHOCTH, OT/AeNa MPOoAaX, OyXraiarepuu, OTAesla KayecTBa, TEXHOJOTHYECKOro OT/Aena,
OT/eJla IprueMa 1 pa3MEelIeHus U T. 1.

7. CocTaBbTe JBa NMpUKa3a M0 OCHOBHOM AEATEIbHOCTH MPEANPUITHUA.

8. CocTaBbTe HECKOJBKO CIIPABOYHO-UH(OPMAIIMOHHBIX JJOKYMEHTOB

9. OopMuTe TUTYIBHBIN JTUCT €A )1 IEpeavynl B apXHUB.

10. CocTtaBbTe HOMEHKIATYPY A€I MAJIOTO IPEAIPUSITHS.

11. CocTaBbTe MO3/IPABUTENBHYIO TEIETPAMMY.

12. Hanuiute 31eKTPOHHOE TUCBMO C KOMMEPYECKUM MPEAJIOKEHUEM.

[Taker 1OKyMEHTOB

CocTaBbTe TOJMHBIA KOMIUIEKT JTOKYMEHTOB JTUYHOTO MPOUCXOXKICHUS, YUUTHIBAOIINX
MIPUEM Ha JIOJDKHOCTD, TIEPEBOJ] BHYTPH OpraHU3aIliy, YBOJIbHEHUE ¢ O(DOPMIICHHEM 3amucel B
TPYIOBOM KHUKKE.

PazpaboraiiTe moJIOXKEHUSI O TUIAHOBO-DKOHOMHYECKOM OTJENe, OTACNIC MapKETHHTa,
ornmene cObITa, OyXraaTepuu, TEXHOJIOTMYECKOM OTAeNe, OTAeNe KauecTBa, OTHele
nH(pOpPMAITMOHHOW 0€30MacCHOCTH, OTAENE MpoJax, (PMHAHCOBOM OTAENe, OTIEee MpueMa M
pa3MelIeHHs U T. TI.

PazpaboraiiTe MO0JDKHOCTHBIE HMHCTPYKIMH: pPaOOTHHUKA IIJIAHOBO-3KOHOMHUYECKOTO
oTnena, pabOTHHKA OTHAENa MapKeTHHTa, SKOHOMHCTAa IO TPYAY, OTAeNa WH(OPMAIMOHHOM
0e30macHOCTH, OTeNa MPOoJaX, OyXraaTepuu, OTAela KadyecTBa, TEXHOJIOTMYECKOTo OT/ea,
OTJIeNa MpueMa U pa3MeIIeHus 1 T. II.

6. Mertoanueckue yKa3aHusi /sl 00y4arOmMXcs M0 OCBOCHUIO U CIUTIIHHbI
NHHOBanMOHHBIE 00pa3oBaTeIbHbIE TEXHOJIOTHHA

. | NeTemsr / Ne npaktnueckoro Ne
Bun o6pa3oBaTenbHBIX TEXHOIOTHHA, .
. TeMa (ceMHHapCcKoro) nabopaTopHOH
CpE/CTB Iiepeauy 3HaAHHH,
N JEKUUU | 3aHATHS/HAaNMEHOBaHUE | pabOThI / 1ENb
(dbopMHpOBaHUS YMEHHH U TOMEL

IMPAKTUYCCKOI'O OIIbITa

2. «YmpaBneHueckas

Ob6cyxaenne npoOIeMHON CUTYaIH HOKYMEHTAIIID)




3anstue3.«CocTaBicHUe U
o opMIICHHE OCHOBHBIX
Pa360p KOHKpETHBIX cUTYyaIui JIOKyMEHTOB

3austue 6. «JlenoBeie U
KOMMEPYECKHE IIHCHMaY

B nauane cemectpa cTyneHTaM HE0OXOAMMO 03HAKOMHUTBCS ¢ TEXHOJIOTHYECKOW KapTOou
JUCLUILIMHBI, BBIACHUTb, KakKWe PE3yJbTaTbl OCBOCHMS JIUCLUMIUIMHBI 3asBJICHbI (3HAHUS,
YMEHHMsI, TpaKTHUeCKUi ombIT). [l ycrmemrHoro OCBOEHUS JUCHUIUIMHBI —CTYyJIEHTam
HEOOXOJMMO BBINOJHHUTH  3a/IaHUs], NPEAYCMOTpEHHBbIE paboueil y4deOHOW mporpamMmoi
JUCIUIUIMHBI 1 TIPONTH KOHTPOJIbHBIE TOYKU B CPOKH, YKa3aHHbIE B TEXHOJOTMYECKOW KapTe
(pazmen 11). Ot kadecTBa © TOJHOTHI WX BBHIMOJTHEHHS OyIeT 3aBUCETh YPOBEHb
c(OpMHUPOBAHHOCTH KOMIIETEHIIMM M OIIEHKa TeKylleW ycrmeBaemocTu mo aucuuriuHe. [lo
UTOTAM TEKyIIEH yCIeBaeMOCTH CTYACHTY MOXET OBITh BBICTABJICHA OIEHKA II0
MPOMEXYTOUHOM  aTTECTallMM, €CJIM 3TO MPEIYyCMOTPEHO TEXHOJIOTHYECKON  KapTou
muciuruiiHbl. CUcKu yu4eOHBIX TOCOOUM, HAYYHBIX TPYIOB, KOTOPBIE CTYAEHTaM CIEAYyeT
MPOYECTh U 3aKOHCIEKTUPOBATH, TEMbI MPAKTUUECKUX 3aHATHI U BOMPOCHl K HUM, BOIIPOCHI K
9K3aMEHy (3aueTy) W JApyrue HeoOXOoJuMble MaTepuaibl yKa3aHbl B pa3pabOTaHHOM IS
JAHHOW JUCLMILTUHBI y4eOHO-METOJUUECKOM KOMILIEKCE.

OcHoBHOW  (hOopMOH OCBOEHHUS JUCIHUIUIMHBI SIBISETCS KOHTakTHas pabora ¢
npenojaBaTesieM - JIEKIIUU, MPAaKTUYECKUe 3aHATHs, J1a0opaTopHble paboTHl (IIPU HAIUYUHU B
y4eOHOM IIIaHE), KOHCYJIbTAIMK (B TOM YHUCIIC UHIUBUAYAIbHBIC), B TOM YHCIIC IPOBOJIUMBIC C
MPUMEHEHUEM JUCTAHLIIMOHHBIX TEXHOJIOTUH.

[lo mucuumnnuHe yacth TeM (pa3AesioB) HU3Y4aeTcsl CTYJIEHTaMHU CaMOCTOSITEIBHO.
CamocrosaTenbHass paboTa mpenycMaTpuBaeT TMOATOTOBKY K ayAUTOPHBIM — 3aHATHUSM,
BBHITIOJTHEHNE 3a/laHuil (MMChMEHHBIX pPa0OT, TBOPYECKHX MPOEKTOB W Jp.) MOATOTOBKY K
MIPOMEXKYTOUYHOM aTTecTaluu (IK3aMeHy (3adery)).

Ha JNeKIMOHHBIX U MPaKTHYECKUX (CEMHUHAPCKUX) 3aHATUSX BBIPAOATHIBAIOTCS HABBIKU
U yMEHHS O00YyYaroIIMUXCS MO MPUMEHEHMIO MOJYYEHHBIX 3HAHMI B KOHKPETHBIX CUTYalUSX,
CBS3aHHBIX C Oynymed mpodecCHOHaIbHOW AeATelbHOCThI0. [l0 OKOHYaHWHM W3YYCHHS
JUCIUTUTHHBI TPOBOIUTCS MTPOMEIKYTOUHAS aTTecTanus (d9K3aMeH, (3a4er)).

PerynspHoe moceleHre ayAuTOPHBIX 3aHSATHH HE TOJIBKO CIOCOOCTBYET YCIEITHOMY
OBJIAJICHUIO 3HAHUSIMHU, HO U TIOMOTaeT OPraHU30BaTh BPeMsl, T.K. BCE BUJbI YUEOHBIX 3aHATHIMA
pacmpeneNeHbl B ceMeCcTpe MIIaHOMEPHO, C YI4EeTOM HEOOXOJUMBIX BPEMEHHBIX 3aTpar.

[Ipumeuanue:

6.1. MeTonnueckue yKazaHus 1Jis1 00y4aloMXcsl 0 OCBOEHHIO TN CUMILIMHBI HA
NPaKTHYeCKUX (CEMUHAPCKNX) 3aHATHSAX, JJa00paTOPHBIX padoTax

[IpakTrueckue (ceMHHAPCKUE) 3aHATHS 00yUJaIOIMUXCS 00SCIICUHBAIOT:

- MPOBEPKY U YTOYHEHUE 3HAHUM, MOTYyYEHHBIX HA JIEKLHSIX;

- IOJIy4€HHE HAaBbIKOB COCTaBJICHHUS TOKJIa10B U COOOLIEHHH, 00CYXIeHUsI BOIIPOCOB 10
yueOHOMY MaTepualy AUCIUTLINHBL;

- 00CyX/IeHHE BOIIPOCOB B ayAUTOPHH, pa3lIeIeHHON Ha rpymmbl 6 - § o0ydaromuxcs
1100 MHIUBUTYaTbHBIX,

- BBIIIOJIHEHUE TPAKTUYECKUX 3a/IaHUM, 3a/1a4;

- IOJABEJICHUE UTOIOB 3aHATUNA MO PEUTUHIOBOM CHUCTEME, COINIACHO TEXHOJIOTUYECKOMN
KapTe JUCUUILINHBL,

- Ipyroe.

Conep:xanue 3a1aHUM ISl TPAKTHYECKUX 3aHATHI
Bonpocs! quis1 06cyxneHust

1. lokymMeHTaIlmOHHOE 00ECTIEYeHHE YITPaBIEHUs: PEAMET, coaepkanue u 3anaun J[OVY.
2. Bunibl TOKyMEHTOB M MIX KIIACCHU(UKAIIUS.




3. CocTaB HOPMAaTUBHO-METOANYECKON 0a3bl TOKYMEHTUPOBAHUS YIIPABICHUECKOM
NESITeIbHOCTH.

4. 'ocynapCTBeHHbIE CTaHIAPTHI HA JTOKYMEHTALIHIO

5. YHupuImpoBaHHbIE CUCTEMbI IOKYMEHTAIIMH.

6. O0mmepoccuiickue Kiaccu(huKaTopbl TEXHUKO-IKOHOMHYECKOH U COIMATbHON HH(DOpMAIU.
7. OCHOBHBIE MOJIOKEHUS N0 JOKYMEHTAIIMOHHOMY 00€CIIeUeHUIO YIPaBICHHUS.
TpeboBaHUs K COCTaBICHUIO U O()OPMIICHUIO JOKYMEHTOB.

8. CocTaB U pacnoioXeHue PeKBU3UTOB.

9. brnanku u Gpopmatsl JOKyMEeHTOB. PopMyIsip-00paser] Kak MoJeNb YHUDHUIIMPOBAHHOM
dbopMBI JOKyMEHTa

10. TpeboBaHust K TEKCTaM JOKYMEHTOB. SI3bIK U CTHJIb JIOKYMEHTA.

11. IToaroroBka TEKCTOB JOKYMEHTOB C UCIOIb30BAHUEM KOMITBIOTEPHOTO MAaKeTa Mporpamm
Microsoft Office

12. IIpaBuita coctaBiaeHus U OQPOPMIICHHSI OCHOBHBIX OpTraHU3aIlMOHHO-TTPABOBBIX
JIOKYMEHTOB: yCTaBa, MOJO0XKEHUS, MHCTPYKIIMH, JOTOBOPA, KOHTPAKTA.

13. IlpaBuna coctaBneHus U 0pOpMIICHUS OCHOBHBIX PaCHOPSAIUTEIbHBIX JOKYMEHTOB:
IpHKa3a U PacoOPsIKEHHUS.

14. TIpaBuia coctaBiaeHus U OPOPMIICHHS OCHOBHBIX CIIPAaBOYHO-HH(GOPMAITMOHHBIX
JTOKYMEHTOB: aKTa, CIIPAaBKH, MPOTOKOJIA, CITYKEOHOM, TOKIATHONH U 0OBICHUTEILHON
3aMMCOoK.

15. IIpaBuna cocraBieHuss 1 0HOPMIICHHUS JOKYMEHTOB JTMYHOTO MPOUCXOKICHHUS:
oOpaienne o HaltMy Ha paboTy; HANTMCAaHUE PE3FOME JIJIsl TOCTYIUICHUS Ha paboTy 1o
KOHKYpCY; 3asBJICHHE O IpUeMe Ha paboTy; aBToOMOrpadus; XapaKTepUCTUKA; 3asIBICHUE O
nepeBo/ie, O MPEeI0CTaBICHUHN OTIyCKa U T.II.

16. Pons JIOVY B opranusanuu 10KyMeHT0000poTa opranuzanuu. Opranu3aluoHHOe
MOCTPOEHHE CITYXKObI 1€J0TPOU3BOJICTBA.

17.Opranuzanus 1oKyMeHTo0o00poTa. Bxoasuiuit JTokyMeHTONOTOK. BHyTpeHHuUi
JOKYMEHTOIIOTOK. Y4eT o0beMa JOKYMEHT0000poTa.

18.06mue TpeboBaHMs K CUCTEMAaTH3aIlMH JOKYMEHTOB M (opmupoBanuio aei. CocraBieHue
3aroJIOBKOB /1€ U YCTaHOBJIEHUE CPOKOB XpaHeHus fien. Homenknarypa gein.

19. ApxuBHOE XpaHeHHEe JOKYMEHTOB U JIe]l.

20. Knaccudukanus u CTpyKTypa JCIOBBIX TTHUCEM.

21. PekBU3HTHI MMChMA U UX PACIIONOKEHHE.

22. CtannmapTHbie (Ppa3sl U BRIPAKCHHUS.

23. OOpa3ubl BapHaHTOB JEIOBBIX IHCEM: MHUCHhMAa-TIPOCHOBI, MUCHMA-OTBETHI (OTKA3bl),
COTPOBOIUTENIbHBIE MUCbMa, TUChMAa-TIOATBEPKACHUS, TapaHTHITHbIEC TChMA.

24.00pa3upbl BAapHMAHTOB JIENOBBIX IIMCEM, CBS3aHHBIX C IIPOBEACHHEM NEPUOTUYECKUX
MEPONPUATHIA: HH()OPMALIMOHHO-PEKIIAMHBIE MUCbMa, TUChMa-HalIOMUHAHMSL.

25. CocraBieHue Tenerpamm, TelekcoB U (hakcoB. OCHOBHBIE COKpAILEHUS, MCIIOIb3yeMble
IIPU COCTaBJICHUH TEJErPaMM U TEJIEKCOB.

26. CocraBieHHe M OTHOpaBKa IHCEM Yepe3 OHIIEKTPOHHYIO TIOYTYy B JIOKAJIbHOM
BBIUHCIUTENBHOM CEeTH.

27. CpenctBa OpPrTeXHUKH, HCHOJb3yeMble Ha aBTOMAaTH3UPOBAaHHOM paboueM MecTe
cnenuanucrta u pykopoaurtens. Kiaccudukanus cpencTB OpraHU3allMOHHOM TEXHUKH JUIS
COBPEMEHHBIX O(DMCHBIX TEXHOJIOTHIA.

28. Konnenuus 3JeKTpoHHOrO oduca. KommploTepHblE TEXHOJIOTHHU OOeCreYeHUs
YIIPaBJICHYECKOM AeATEIbHOCTH: MHTETpUPOBaHHKIN nakeT nmporpamm Microsoft Office.

ITo qucuuIuIMHE 1715 POBEACHUS PAKTUYECKUX 3aHATUH pazpabotaHo 49 3axanuil:

3amanus, 3a7a4u (CUTyallMOHHBIC, PACUCTHBIE U T.I1.)



3aoanus ona cocmasnenuss NPUKA308 N0 OCHOBHOU OesIMENbHOCMU NPEeONPULIMUSL:

1. CocraButh nmpukaz pykosogutenss OAO «Paccer». Ha npeanpusituu B cBA3U CO
CJIO)KUBIIICHCS TTPOW3BOJCTBEHHON CHUTyallMe HEOOXOAMMO IMPOBECTH PEMOHT KOTEIBHOW B
nepuon ¢ 09.04.2016 mo 15.04.2016. Ilpu stom skoHomuct Ilappenoa O.K. nomxkna
MOJTOTOBUTH CMETY PAaCXOJI0B Ha PEMOHT.

2. CocTaBUTh NpUKa3 IO CTPOUTEIBHOMY MPEANPUATUIO «ApPro» O HENPaBHUIBHOM
HCIIOJIb30BAaHUU CTPOUTENIbHBIX OTX0J0B. [Ipu mpoBepke paboThl cKilaja MUIOMAaTEpHUajoB
YCTaHOBJICHBI (PAKTHI OTITYCKA B KOTEJIBHYIO JIJISl CKUTAHUS OTXOJIOB MUJIOMATEPHATIOB UTMHON
cBbilie 20 cMm. B cBsi3u ¢ 3TUM 7 cheayeT NpeasioKUTh 3aBEAYIONIEMY CKJIaIOM OPraHU30BaTh
paboTy Mo pean3aluy TaKUX OTXO/I0B YACTHBIM JIHIIAM.

3. CocraBpTe W OQOpMHUTE TPHKA3 MO OCHOBHOW aesTenbHOCTH. Ha MockoBckom
KOMOMHATEe TO MPOMU3BOJACTBY MY3BIKAJIBHBIX MHCTPYMEHTOB M MeOenu (rocyaapcTBEHHOE
npeanpustre) qupektop Jlapuono B. M. mopyunn HadalbHHUKY OTAENa TpyAa U 3apaboTHOM
iatel MapkoBy H.I'. paccuntars pasmep mpeMuu pyKOBOIHUTEISIM OTAEJIOB, LIEXOB U CIYKO
KOMOMHAaTa MO WUTOraM paloThl 3a MEpBBIA KBapTal, B COOTBETCTBUHM c [lonoxkeHuem o
IPEMUPOBAHUH PYKOBOJHUTEICH LIEX0B, OTAEIOB U cIyk0, yrBepxaeHHoe 05.01.2015 Ne 27

4. Cocrasbre npukas. Jupekrop OO0 «Jlyna» IomsxkoB B. M. 10 oktsi0pst Tekymiero
roja u3Jan MpUKa3 O MPOBEIECHUU HMHBEHTapHU3allMM TOBAPHO-MaTEpUaIbHBIX LIEHHOCTEH Ha
ckinane mpennpusaTus. OH HazHAYMJI KOMHCCHIO IO TNPEACENaTelIbCTBOM KOMMEPYECKOTO
nupekropa 3onmorapesa E. . B cocraB komuccnn Bouuu rinaBHbli Oyxrantep Bonoauna E. H.
u Oyxranrep MBanoBa B.C. B mpukaze ObUIO MOpPy4YeHO NPEACTaBUTh Ha YTBEPXKICHHE
JIOKYMEHTHI CKJIaJICKOTO y4eTa (10 COCTOSIHUIO Ha 1 OKTsIOpsi) M OTUeThI 00 OCTaTKaxX TOBAPHO-
MaTepHaNTBHBIX IIEHHOCTEH (1Mo cocTossHHIO Ha 10 oKTAOps) K 15 OKTAOpS.

5. CocraBbte npoekT npukaza. Jupekrop OO0 «Zenb» Tpodpumon O. FO. 7 anpens
TEKYIIEro rojia u3aaji npukas o0 yreepxkaeHuu [lonoxeHus o mopsiike pacyeToB 3a OKa3zaHue
UHPOPMALMOHHBIX ycnyr. HOpHCKOHCYJIbTY 1O (MHAHCOBO-XO3AHCTBEHHBIM BOIIPOCAM
Mopo3zoBy B. Il. u cekperapro-pedepenty Hsarunesoit E. A. 6suo mopydero xk 10 ampens
pa3paboTraTh TUIIOBBIE (POPMBI TOTOBOPOB 00 OKa3aHMM Pa3IMYHBIX BUIOB WH(OPMAIIMOHHBIX
yCIYT W CTPOrOo KOHTPOJIMPOBaTh MX MPUMEHEHHE B JEATENIbHOCTH MPEANpUATHUS.
OTBETCTBEHHOCTh 3a W3TOTOBJICHHE, YUET M COXPAaHHOCTh OJAHKOB JIOTOBOPOB BO3JI0XKEHA Ha
HaruneBy E.A

6. CocTaBbTe MPOEKT MPUKa3a MO MACOKOMOMHATY O HEpaIllMOHAIILHOM HCIIOJIb30BAaHUH
OTXOJIOB KOCTEW MOCIJIe cpe3a Msca Ha MPOM3BOACTBO. B pacnmopsauTenbHOM 4YacTu AainTe
yKa3aHHe JOJKHOCTHBIM JIMLAM HalTH MOTpeOuTeneil TaHHON MPOIyKIIMK, YCTAHOBUTH LIEHY,
HauboJee yI0BIETBOPSIONIYIO MTOKyaTeNlel, yCTaHOBUTh IpauK OTIYCKa U TPAHCIOPTUPOBKH
IPOIYKIIMH.

7. CoctaBpTe MNPOEKT TMpHKaza Mo paboTe CceTH MPOAYKTOBBIX MAarasmHoB O
IUTAaHUPOBAaHUU OTKPBITUS ¢runana B roposae Ceipans. [laiite ykazaHnue o0 M3y4eHUH PHIHKA
cObITa B JaHHOM pETHUOHE, MPEJOCTABICHUH HH(POPMAMH O KOHKYPUPYIOIIHMX (UpMax,
BBISICHEHHHM CpEIHEro ypoBHS 3apa0oTka mmoTpeOuTeneil; yKakuTe JOJKHOCTHBIX JIUIL,
OTNpaBJISIEMBbIX B O3TOT TOPOJ C KOHKPETHBIMU 3aJaHUSIMM M CPOKAMH HCIOJIHEHMS,
pacropsIuTech 0 MPOBEACHUN (PMHAHCOBBIX PACUETOB HA PEANU3ALIUIO ATOTO MEPOIIPUSATHSI.

8. CocraBbTe mpukas reHepanbHoro aupekropa 3A0 «Kopmer» 00 namMeHeHuu rpaduka
paboThl ciyxammx oTAena Oyxrautepuu. B KOHcTaTHpyomedl dYacTu yKaxuTe Ha
MIPOU3BOJICTBEHHYI0O HEOOXOIMMOCTh M HaJM4Me JOKJIAAHOW 3alUCKU HaudalbHHKA oTAena. B
pacropsaIuTeNbHON 4YacTH oOpaTuTe BHMMAaHUE Ha OPTaHU3AIMIO CBEPXYpOUHOW pPabOTHI B
cyO0OTHHE THU U MPEJIOKEHHUS 110 UX OIJIaTe.

9. CocraBbre npukas aupekropa 3AO «CepBuc» O BBIIUIATE JEHEXKHBIX CPEICTB Ha
KOMaHJIUPOBOYHBIE pacXoAbl ydacTHHKaM Bcepoccuiickoro ¢opyma. JleHeXHbIE cpencTBa
JIOJKHBI OBITH BBITIJIAYEHBI U3 PE3EPBHOIO (POHAA OILUIATHI TPYJA B pa3Mepe ABYXCOT pyOiei B
JI€Hb U THICSIYU pyOJiel Ha TPAaHCTIOPTHBIE PACXO/IBL.



10. CocraBbTe npuKa3 0 BHECEHNU M3MeHEHUH B mTatHoe pacnucanue OAO «lmams»
B CBSI3U C Iepejadeil 00beKkTa Ha 00CIy)KMBaHUE BO BHEBEIOMCTBEHHYIO OXPaHY.

3aoanus ona cocmasnenus CNpaBoOUHO-UHDOPMAYUOHHBIX OOKYMEHMOB:

1. CocTaBUTh JOKIAJHYIO 3alIMCKY. BBl - MeHekep TypucTuueckoii pupmel «Apro». B
CBSI3M C HACTYIJIEHUEM JIETHETO CE30HA YBEJIMYMBAETCS 00BhEM paboT ¢ KIIMEHTaMHU-TypUCTaMH,
HO3TOMY TPeOYyIOTCS JOMOJHUTEIbHBIC BpeMEHHbIE paOOTHUKH. [l pelIeHus: 3TOoro Borpoca
HE00X0aMO 0(hOPMUTH JTOKIIATHYIO 3aMUCKY TUPEKTOPY (PUPMBI.

2. CocTaBUTh [OKJIQJAHYIO 3allUCKy TIJIaBHOTO Oyxrantepa o0 uTorax paboThl IO
BHEJPEHUIO aBTOMATU3HPOBAHHOW CHCTEMBI PacyeTOB C pabOYMMHU U CIHyKallUMH 3aBOja
«Texmarr». ABTOMaTH3aIUs PACUETOB Jlala BO3MOKHOCTh MEPEBECTH HA JIPYT'YI0 PabOTy ISITh
OyXxrajarepoB, YMEHBIINTh OMIMOKH B pacderax, YCHJIUTh KOHTPOJb 32 pacxoJoBaHHeM (oHOa
OIIaThl TpyAa. B 3akimrodeHne He0OXOAMMO MOCTaBUTh BOTIPOC O MPEMUPOBAHUN PAOOTHHUKOB
Oyxraiarepuu U BBIYHCIUTENLHOTO LEHTpA, o0ecreunBaroInX BHEJ[pEHUE
ABTOMATHU3UPOBAHHOW CUCTEMBI OYXTalITepPCKOTO yUeTa.

3. BeimenuTh pEeKBU3HTHI JOKJIAJAHOW 3aMUCKH M OPOPMUTH €€ B COOTBETCTBHU CO
CTaHJApTOM. PYyKOBOIMTENIO aBTOPEMOHTHOro caioHa TumommHy. OOpamiaioch K BaM C
HACTOAIIEH  JOKJIQJAHOW MO  CIHEAYIOUIEMY  IOBOLY. KoHTposibHBIE ~ WCTIBITAHUS
OTPEMOHTHPOBAHHBIX MAIIMH YacTo TPEeOYIOT 3aJepXKKuh ciecapeil u 1modepoB Ha
CBEpXypOuHyI0 paboTy. Mbl moayac CcTajJKMBaeMCsi C TPYAHOCTSIMH IO OQOPMIICHUIO
CBEpXypouHbIX B Oyxrantepuu. [loaToMy BaM CpOYHO HEOOXOAMMO pazo0paThCsi B ITOM
BOIpOCE M OOECHeunTh MPHUHATHE HEOOXOAMMBIX MEp IO BbIlIeCKa3aHHOMY. HawanbHuk
mactepckoit 1.M. CmupHOB

4. CocraBere u odopmure tenerpammy ¢upmel  «lOHuUCHO6» KemepoBckomy
npennpusaTaio «Kpucramm o MoJHOM 0TKa3e OT OIJIaThl 32 MOCTYIHUBIIYIO MTPOIYKIIHIO B CBSI3H
C TeM, 4TO 3Ta MPOYKIUs He Oblia 3aka3aHa. OcTalbHbIE TaHHbIE YKAXKUTE CAMOCTOSATEIBHO.

5. CocraBpTe OOBSICHHUTENBHYIO 3alMCKy Ha4daJllbHUKA OTHElIa PYKOBOIUTEIIO
OpennpusaTHs 0 (aKTe HEBBIMOIHEHUS PACIOPSIKEHHUSI 0 MOHTa)ke 00OpYIOBaHUS Ha y4acTKe
M0 MPUYHUHE CITA00TO KOHTPOJISl CO CTOPOHBI TTIABHOTO MEXaHUKA.

6. CocraBbTe OOBSCHUTENBbHYIO 3allUCKy O TPUYMHAX HECBOEBPEMEHHOCTHU
MpeCTaBICHUST MHPOPMAIIMU O BBIMOJIHEHUU TpHUKa3a AupekTopa. OCTallbHBIE PEKBU3UTHI
YKa)XHUTE CAMOCTOSITENIBHO.

7. CoctaBbTe OKIQJHYI0O 3aIMCKy HadajJbHHMKA IUIAHOBO-3KOHOMHYECKOTO OTAesa
PYKOBOJUTEIIO MPEANPUATHS 00 00eCrieueHNH OT/el1a YEThIPbMS KOMITbIOTEpaMH.

8.  CocraBuTh  COKpallleHHBIH  TPOTOKON  oOmiero  coOpaHuss  pabouymx
IIPOU3BOJCTBEHHOr0 KooreparuBa «CTHUB», Ha KOTOPOM OOCYXKJajlcs BONPOC O CO3JaHHUU
MPOU3BOJICTBA CTPOUTEIHHBIX MAaTEPHAIIOB JIJISI CTPOUTENHCTBA KUIBIX JOMOB. Ha coOpanuu
Obuta 3acinymana wHpopmarusa mpexacenarenss CadonoBa I1LA. 0 BO3MOKHOCTH CO3HaHHS
TAKOro IlexXxa M IMepcreKTHBax ero padotsl. Ilocie oOcCyxkIeHHs ObUIO MPUHSATO pELICHHE
MOPYYUTh MPEACEAATENIO U €ro 3aMEeCTUTENO 1Mo cTpouTenscTBy HoBrkoBy K.A. B Teuenue 6
MecCsI1IeB Pa3BepHYTh Pa0OTY U BBIACIUTH HA 3TU 11enH 315 mMiH. pyo.

9. CocTaBUTh MPOTOKOJI MPOU3BOACTBEHHOI'O COBELIAHUS PAaOOTHUKOB OyXraiatepuw,
KOTOpBIE OO0CYXIalau BOMPOC 00 oOpraHu3anmuu paboThl B OTAENE B CBS3U C pPa3BUTHEM
KOMMEpPUYECKON JeATEeNbHOCTH M TMPUHSUIM pElIeHue O HEOoOXOJUMOCTH YBEITHYECHUS
YHCJICHHOCTH DPAa0OTHUKOB OyXraaTepuu M 00 OCHALICHUM OTAeNa HOBOM KOMITBIOTEPHOU
TEXHUKOMU.

10. CoctaBbTe NPOTOKONI MPOU3BOJCTBEHHOTO COBEIIAHUS PAOOTHUKOB IIJIAHOBO-
SKOHOMMYECKOTO OTJesia 3aB0jIa MEAMIIMHCKUX IpernapaTtoB, Ha KOTOPOM ObLI paccMOTpEH
BOIIPOC O JOCPOUYHOU paszpaborke QurancoBoro miana Ha 2005 rox. Ilocne oOcyxaeHus
MIPOU3BOJICTBEHHOE COBEIIAHKE MPUHSIIO pellieHre pa3padboTaTh (PMHAHCOBBIN IIJIaH HA TPHU JHS
paHblle YCTAaHOBJIEHHOTO CPOKa.



3aoanus ona cocmasnenuss 00OKyMeHmMO8 TUYHO20 NPOUCXOHCOCHUSL:

1. Hanmumwure npukas reHepaibHOro JUPEKTOpa 3aKPBITOTO aKIMOHEPHOTO OOIecTBa
«AnO» o mpueme Bac Ha paboTy OyXraaTepom.

2. CocraBbTe TpriKa3 00 0CBOOOXKIEHUH Bac OT paboThl B pupme «OpOUTa» B CBSI3H C
nepee3 oM Ha HOBOE MECTOXKHUTEIHCTBO.

3. CocraBbTe TIpHKa3bl: a) 0 IpueMe Ha pabory Oyxramnrepom Meanosoit MN.II.; 6) 00
yBosibHeHUM MBanoBou H.II. mepeBogom B 1pyryro opraHusauuro. Jlpyrue pexBU3HUTHI
YKaXXHUTE CAMOCTOSITENIBHO.

4. CocraBbTe XapaKTEPUCTUKY-PEKOMEHIALNI0O HAa PAaOOTHHKA BAIIEro MPeNrpUsTUS
JUISI IOCTYIUIEHUSI €70 B aCHUPAHTYpPy TONBSITTUHCKUI rocyapCTBEHHOM akaJleMUU CepBUCa.

5. Hanummre 3asBieHHe O NPEAOCTABICHUM BaM aJMUHUCTPATHBHOTO OTIYCKa IO
CEMEIHBIM 00CTOSITENTLCTBAM.

6. Hanmummre aBTroOWorpaduio u (wiu) pesrome, HeoOXomuMmble isi OhOpMIICHUS
JIOKYMEHTOB MpHY MOCTYIUIEHUH Ha paboTy.

7. OdopmuTe 3amuch B TPYAOBOW KHIKKE 00 YBOJIBHEHHH Bac: a) MO COOCTBEHHOMY
JKenaHuio;, 0) B CBSI3W C JMKBHAAIMECH TPEINPHUATHSA, B) B CBS3HM C HECOOTBETCTBHEM
BBIMIOJIHAAEMONH  PabOThl  NPEAbABISEMBIM  TpeOOBaHMUSAM  BCIEACTBHE  HEIOCTATOYHOMN
KBaTH(UKAIIIH.

8. CocraBbTe MPOEKT KOHTPaKTa IO HaiiMy, OIUIaTe W YBOJBHEHHIO PAOOTHHKA.
OcTalnbHble JaHHBIE YKAXXUTE CAMOCTOSITENIBHO.

9. CocraBbTe npHKa3 00 yBOJIbHEHUH PAOOTHUKA B CBSA3H C JIMKBHJIAIIMEH TPEATPUATHS.

10. CocraBbTe MpUKa3 0 MEpeBoJie pabOTHHKA Ha APYTYI0 pabOTy BHYTPH OpPTaHHU3AIINH.

11. B mpomecce mpoxokIeHUs TOKyMEHTa II0 OJTamaM JOKyMEHTooOOpoTa Ha
JOKYMEHTE OCTalOTCSl OIpE/CICHHbIE OTMETKH. [0 HHM JOJDKHBI OBITh OIPEICIICHBI
JIeTIOTIPOU3BOICTBEHHBIE ONepaliy, HCIOIHUTEIN JTUX onepauuid, cpokd. ['paduueckum
NPEICTaBICHUEM «OKU3HM» JOKYMEHTA SIBIIIETCS oreporpamma. [lo oneporpamMMe mpoBOAUTCS
aHaJIU3 IOKYMEHTOO00pOTa U OIeHKa ero 3 ekTuBHOCTH U onTuManbHOCTH. (Tabmuna 1).

3amanue: 1) MOCTPOUTH OMEPOrpaMMy IO OTepanusiM ¢ JaHHBIM fokymeHToMm (O, ¥V, N);
2) 1o oreporpamme MpeCTaBUTh OTYET O IBUKEHUU JAHHOTO JOKYMEHTA, ero 3(()eKTHBHOCTH
C BBIBOJIAMH U TIPEIOKECHUSIMH.

Tab6muna 1
Matpuiia OTBETCTBEHHOCTH OT/IeJIa KaJpOB
‘ JomxHOCTD ‘
Hucniexrop mo
Haumenosanue pabotsl (mporecca) HavanpHuk | 3aM. HauaTbHUKA Kazpan I()?,
OTJEeNa KaIpoB | OTAena KaapoB
A AP A AP YeJIOBEKa)

‘1. [TnanupoBaHue KaapoBor pabOTHI H

2. [MonOop KaHTUAATOB TIO 3asiBKAM
noapa3ieICHU

‘3. Benenue kagpoBoro apxmsa H H H ‘

‘4. Brinmyck kaapoBbIX MPUKA30B H H H ‘

5. Opranu3zanusi NOArOTOBKHU U
MEepenoAroTOBKY NepcoHana

6. IlpencraBinenue opraHu3anuu B
MECTHBIX COI[AJIbHBIX,
MYHUIIUTIATBHBIX U APYTHX OpTraHax




7. KOHTpOJIb BBIMIOJIHEHUS T1JIAHOB
paboTHI 1O IepcoHAITY

‘8. VYpaiieHue oTAeI0M KaJpoB H

9. PerynsipHoe npencTaBiieHHe
PYKOBOJIUTEITIO OPTaHU3aIIH
OTUYETHOCTH TIO KaJipam

YcnoBHBIE 0003HAUCHUS:

O — OTBETCTBEHHBIH, OTBEUACT 32 MPOBEJCHNE U KOHCUHBIN pe3yIbTaT paboThI,

Y — ygacTByeT B IPOBEJCHUH PaOOTHI,

N — nonyuaet nndopmaiuio o mpoBeieHnH mnpoiiecca (padoThl) U pe3ybTaTax.

B m1060#t cTpoke MaTpHIbl OTBETCTBEHHOCTH JOJDKHA ObITh o1Ha OykBa «O», T. €. 3a
mo0yro paboTy (OM3HEC-TIPOIECC HUKHETO YPOBHS ) TOJDKEH OTBEYATh TOJIBKO OJMH PAOOTHHK.

12. CocraBpTe uH(MOPMAIMOHHOE MHUCHBMO. MOCKOBCKHHM paJuOTEXHUYECKUN
KOJUIeIDK MMEHU akagemuka Pacrimetuna A. A. MunucrepcrBa obpazoBanusi PO (Mocksa, yi1.
b.lexabpbckast, 5, 124000, ten.: 252-11-84, dakc: 253-32-36) paszocnan uHGOpPMAIMOHHBIC
MUChMa JTUPEKTOpaM LIKOJI TOpojAa ¢ COOOIIeHHEM 00 OTKPHITUM B HOBOM y4e€OHOM TOAY JIBYX
(dakynbTe- TOB: COBpeMEHHbIC MHPOPMAITMOHHEBIE TEXHOIOTHH U IOpUIUYecKuii. B miuceme co-
0011a7I0Ch TaKXe O TOM, YTO TpaBWja NpHemMa Ha yKa3zaHHble (akyiabTeThl oOmue. [TuceMo
ObUI0 cocTaBiieHO HcnoHuTeneM CTenaHoBOW M MOANUCAHO TupekTopoM MapteiHiokom JI. b.
15 mapra Tekymiero roja.

13.  CocraBbTe HH()OPMAIIMOHHOE MUCHMO O MPOJIAXKE YACTHBIM U TOCYAAPCTBEHHBIM
OPEINPUATHIM MEPCOHATBHBIX KOMITBIOTEPOB IO JOTOBOPHON CTOMMOCTH M O BO3MOKHOCTH
MPUHUMATH 3aKa3bl HA COCTABIICHUE MPOTPAMM.

14.  CocraBbTe NUCHMO-TIPUIIIALLIEHUE OPTaHU3ALMOHHOTO KOMUTETa «DKCIOLIEHTP
C MNPEIJIOKEHUEM IOCETUTh MEXIYHAPOJHYIO CIELHATM3UPOBAHHYIO BBICTABKY «JKOHOMMS
MaTepuaibHbIX W TOIUIMBHO-DHEPI€TUYECKUX  PECYpPCOB B CTPOUTEIBCTBE U
MPOMBINIICHHOCTHY. BBICTaBKa MPOXOIUT B MAaBUILOHE BRICTABOYHOTO KoMILIeKca Ha KpacHoii
IIpecHe.

15. CocraBeTe rapantuitHoe mnuchMo OAO «Oxocan» OAO «lIporpecc» 00
OKa3aHUM TEXHUYECKON MOMOIIU B pa3paboTke pabounx ueprekei HacocHoW cranimmu. OAO
«DKOCaH» MPOCHUT MPOU3BECTH ATY pabOTy HEMOCPEICTBEHHO Ha IIOIIA/IKE.

16. CoctaButh mucbMo. Bel — Begymmii crienmanuct OAO «Cubupckas spMapkay.
Bama opranmzamusi TpPOBOAHWT  BBICTABKY-SIPMapKy TMPEACTABISIONIYI0O COBPEMEHHBIE
CTpouTelibHbIe MaTepuaiibl. Ha spmapke ecTb BO3MOXHOCTb MPEICTaBUTh IPOAYKIINIO, TOBAPHI,
POJATh SKCIIOHATHI CO CTEH/IOB, U3YYUT OCOOCHHOCTH PBIHKA, 3aKIIOYHTH BHITOJHBIC CIACIKH C
KJIMeHTamu, naptaepamu. CocTaBbTe MUCHMO-TIPUIIIAILICHUE YIACTHUKAM SIPMapKHU.

17. BeigenuTh PEeKBU3HUTHI CIYKEOHOTO MUChbMa U OPOPMUTH €r0 B COOTBETCTBUHU CO
cranmaptoM. 127572, Mocksa, yin. Hoeropoackas, 14, k.3, ten. 1234567, AO «Cokon My,
nupekropy 3A0 «Taitnexkc» Ilpumenosy U.B., Ha Ne oT , Bamry npocs0y 00
M3MEHEHUHU CPOKa MOCTaBKU KOMIBIOTEPHOU MeOeI BBIIIOJHUTH HE MOKEM H3-3a OTCYTCTBHUS
€e Ha HAmUX CKJIaJaxX, MO3TOMY KOMIIbIOTepHass MeOenb OyIeT HOCTaBleHa B CPOKH,
ykazanHbeie B jporoBope. Jupekrop «Cokxon M» C.H. JlopoxoB. Hemocraromme peKBU3UTHI
IIPUAYMANUTE CAaMOCTOSTENBHO.

18. CocraBpTe MHCHMO-0TBET mpeanpusTHs «Cait» Ha TpockOy CTPOUTETHHOM
MOHTQXHOW (UPMBI  «AnNTIe» pa3padoTarh NPOEKTHO-CMETHYIO JOKYMEHTAIlMI0 Ha
CTPOUTENBCTBO JKUJIOT0 JoMa B roc. Kodeneso.

19.  CocraBbTe COBMECTHOE MIUCBbMO-OTBET 001acTHOTO yIpaBiIeHUS
3[paBOOXpPAHEHUS] U YIpaBlieHWs (UHAHCOB M HAJIOTOBOM TMOJMTUKH aJMHHUCTPALUU
HoBocubupckoro paiioHa O BBIJCICHUH OTOJHUTEIBHBIX ACCUTHOBAHWUN W3 0O0JIACTHOTO
O10/KeTa Ha OKa3aHWE MEIUIIMHCKOM MTOMOIIH KUTEIISIM paioHa.




20.  CocraBbTe  THCBMO-0TBET  OOBenuHeHHs  «HoOBOCHOMPCKXIEOOPOLYKT
OTKPBITOMY akIroHepHoMY o0miecTBy «Ctpenay o BeiaeneHun OAO aBromamuubl Y A3-469
1OJ] CIAHHOE 3€PHO.

21. CocraBbTe MHCHBMO-TIPOCKOY MOUYHIIEHCKOTO  3aBOoAa  JKEJe300€TOHHBIX
KOHCTPYKIIUN aJMUHUCTPAIIMN 00JacTU O BBIICTICHHUH JIMMUTA HA CTEKIOIIHNTKY «puckay B
kosinuecTBe S0 THIC.KB.M. JUIsl OTACJIKHA HAPYKHBIX CTEHOBBIX NaHenen cepun 135.

22. HamummTe MUCHMO JENOBBIM MapTHEpPaM C TPUTIIANICHUEM MPUHATh Y4acTHE B
KOH(epeHInH.

23. CocraBbTe TellerpaMMy JIeJIOBBIM MapTHEPAM MPEATPHUSATHSI.

24. HanumuTe Je10BO€ MHUCBMO OO0 OpraHu3ali COBEIIAHUS Y TEHEPaTbHOTO
TUPEKTOpa IS Iepeadu 1o AIEKTPOHHON TToUTe

25. OdopmMuTh OCHOBHBIC BHJBI YIPABICHUYECKHUX JTOKYMEHTOB C HCIOJIb30BAaHUEM
KOMITBIOTEpA U HHTETPUPOBaHHOTO Takera nporpamMm Microsoft Office..

26. Opranu3oBaTh HHTEPAKTUBHOE IMPOU3BOJCTBEHHOE COBELIAHNE C TOMONIbIO TMaKeTa
npuKiIaaHbIx nporpamm Outlook.

Bormpocsl (TecT) 17151 CaMOKOHTPOJIsS

1. [laiiTe onpeneneHne JOKyMEHTa:

a) MaTepualibHBIN 00BEKT ¢ MHpOpMaIHEH, 3aUKCHPOBAHHON CO3/ITaHHBIM YEJIOBEKOM
crioco0oM, /1711 €€ Tiepeiady BO BpEMEHH U IIPOCTPAHCTBE

0) COBOKYITHOCTh PEKBH3UTOB OPHUITNATHLHOTO TUChMa

B) CTaHJIaPTHOE PACIOJIOKEHHUE MaTepraia

') TEKCT

2. Kakas pyHKIHMS OTHOCHUTCS K OOITUM (DYHKIIMSIM JTOKYMEHTA:
a) oOIIEeKyIbTypHas

0) nHpOpMaIOHHAS

B) paBOBas

T') YIOPSIIOYMBAIOIIIAS

3. JlokymeHTaIrmoHHOE 00eCrieYeHHe yIpaBIeHUs — 3TO:

a) MpoLIECC YCTaHOBJICHUS U IPUMEHEHNUS ITPaBUJI C LIENBIO YIOPSA0YEHUS 1E€ATEIbHOCTH B
JIeITOTIPOU3BOICTBE

0) AeATeNbHOCTD ammapara yrnpaBJieHHs, 0XBaThIBAIOLIast BOIPOCH! TIOKYMEHTHPOBAHUS U
opranuzaiu paboThl ¢ JOKYMEHTaMH

B) COBOKYITHOCTh JIOKyMEHTOB, IPUMEHIEMBIX B OIIPEACIIEHHON cepe eI TeNbHOCTH

T') COBOKYITHOCTb PEKBH3UTOB, YCTAHOBJICHHBIX B COOTBETCTBUU C (DOPMYIISIPOM TOKyMEHTA

4. Yrto OTHOCHUTCA K NMPU3HAKAM JJOKYMEHTA!
a) (QYHKIIMOHAIBHOCTh MH(POPMALIUU

0) TOXKIECTBEHHOCTh CaMOMYy cebe

B) 3aKOHHOCTh

T') 3aBEPIICHHOCTh COOOIIICHHUS.

5. YKaXuTe OTINYUTEIIBHOE CBONCTBO JOKYMEHTA:
a) KOMUHUHOCTh

0) ropuanyUecKas cuia

B) MHO>KECTBEHHOCTh

') TOYHOCTh

6. Maiite onpenenenue Gpopmyispa-odpasma:



a) COBOKYITHOCTh PEKBU3UTOB JI€JIOBOI'O IMChMA

0) COBOKYITHOCTb PacIOJI0KEHHBIX B ONPEIEICHHON MOCIe0BaTEIbHOCTH PEKBU3UTOB,
IPUCYIIHX BCEM TOKYMEHTAM ONPEAEICHHON CUCTEMBI JOKYMEHTAllUU

B) COBOKYITHOCTh PEKBU3HUTOB MIPHUKa3a

I') COBOKYITHOCTh PEKBU3UTOB aKTa

7. NaTepBan — 310

a) pabouee mose

0) cmyxebHoe moJe

B) TIOJIOKEHHE TabymsiTopa

I‘) pacCToAHNUC MCIKAY OCHOBAHHUAMU CMCKHBIX CTPOK

8. HazoBute 1Ba OCHOBHBIX (hopMaTa, Ha KOTOPBIX OPOPMIISIOTCS TOKYMEHTHI
a) A5 (148x210 mm); A 3 (297x420 mm)
0) A4 (210x297 Mmm); A 5 (148x210 mm)
B) A 5 (148x210 mm); A 6 (105x148 mm)
r) A 3 (297x420 Mmm); A 4 (210x297 mm)

9. OxapakTepu3yiTe ¢ TOYKU 3pEHUS MPUHAIICHKHOCTH K PEKBU3UTAM CIEIYIOINUN (DparMeHT:
BEPHO Cekpetapb-pedepent muunas noanuck M.K. Penuna

a) rpu¢ yTBEpKACHUS

0) oTMEeTKa 0 3aBEPEHUH KOTTUHU

B) MOJIUCH

T') PE30JTIOIHS

10. OxapakTepu3yilTe ¢ TOUKU 3pEHUS MPUHAIIC)KHOCTH K PEKBU3UTAM CIIETYFOIITHI
¢parment: OO0 obecriedeHnn yCIoBUil BHIIOTHEHUs TocTaBok 10 16.01.2016

a) TIOJIMTUCH

0) 3aroJ0BOK

B) BH3a

T') pE30JIOLHS

11. Ecnu pacriopsauTenbHas 4YacTh TEKCTa HAYMHAETCS CJIOBAMU “‘00sI3bIBa0”, TO 3TO
a) MpUKa3

0) 3asBICHUC

B) pacmopshKEHNe

I') yKa3aHue

2. Ecnu pactiopsiauTenbHas 4acTh TEKCTa HAUMHAETCS CIIOBAMU “TIpeJiarar’’, TO 3TO
a) puKas

0) pactiopspKeHHe

B) MHCTPYKIIUS

') YKa3aHue

12. MadopManmoHHO-CIIPABOYHBIN JOKYMEHT, COCTABIISIOIIUICS TPYIIITON JTUIT JJIs
MOJITBEPK/ICHUSI YCTAHOBJICHHBIX (DAKTOB — 3TO

a) IOKJIaJHAasl 3armrcKa

0) aKT

B) IPOTOKOJI

') O0BSICHUTEIbHAS 3aIHCKa



13. KoMrtiekc B3auMOYBsI3aHHBIX JOKYMEHTOB, PETIIAMEHTUPYIOIIUX CTPYKTYPY, 3a7a4H,
(GYHKINU TPEANPHUSITHS, OPTaHU3AIHIO €r0 padOThI; IPpaBa, 00SI3aHHOCTH U OTBETCTBEHHOCTh
PYKOBOJICTBA H CIICIIUATMCTOB MIPEIPHUITHS — 3TO

a) pacropsANTEIbHBIC JOKYMEHTHI

0) ycraB

B) CITPaBOYHO-UH(OPMAITMOHHBIC

T') OpraHU3alMOHHBIE JIOKYMEHTHI

14. Ha3zoBuTe BUABLI JOKJIAIHBIX 3alIHCOK

a) "HGOpPMAITMOHHBIC, OTUYETHHIE

0) BHYTpEeHHUE, BHEIIHNE

B) OTYETHbIE, BHYTPEHHHE

r) uH(hOPMaIMOHHBIE, OTYECTHHIC, BHYTPEHHNE, BHEIIIHNE

15. omyctumo i (hopMHUPOBATH MEPEMHUCKY B JIeNa MO MPUHIUMY: «Bxoasmas
KOppecnoHIeHIus», «Mcxoasias KoppecnoHASHIIH»?

a) Ja.

6) Her

B) HET [IPaBUJIBHOI'O BapUaHTa OTBETA

16. Ha xakom 3tamne o6paOoTKH Jesia IPOBOAUTCS HyMEpaIus JIMCTOB?
a) [Ipu 0O6paboTke nema s mepeaadn Ha apXUBHOE XpaHEHUE.

6) Ilo 3aBepiIeHUH AETONPOU3BOACTBEHHOIO TO/IA.

B) [Ipn momenieHny NCIOMHEHHBIX TOKYMEHTOB B JICJIO.

17. JloxymeHT000OpOT — 3TO:

a) I[BI/DKGHI/IG AOKYMCHTOB B OpraHu3ali ¢ MOMCHTA IOJYUCHUA UJIW CO3JaHUA 10
3aBEpIICHHSI UCTIOTHEHNS, OTIPABKY a/IpecaTy WM HAIPaBJICHUN Ha XpaHCHHE B JIEIIO
0) JIBmxeHne JOKYMEHTOB MEX/ly OpraHU3alUsIMHU

B)/IBMKEHHE TOKYMEHTOB MKy OpraHU3alluel 1 OpraHaMy rocyIapCTBEHHON BIIaCTH

18. KakoBa ocHOBHas 3a/1a4a JOKyMEHTOOOOpOTa:
a) ObICTpOTa B ABMYKCHUH JJOKYMEHTOB

0) MakcUMHU3aIMs JOKYMEHTOIIOTOKA

B) Hp}IMOTO‘IHOCTB B ABUKCHUU ,Z[OKYMGHTOB

19. B HOMEHKIAaTypy A€ BKIIOUYAIOTCS:
r) BCe JeJa OpraHu3alui, )KypHaJbl pETUCTPALUU, CIIPABOYHbIE KAPTOTEKU
1) BCE BXOJSIIUE, UCXOSIINE U BHYTPEHHUE TOKYMEHThI OpraHU3aluu
€) JOera M JOKYMEHTHl OpraHu3alliH, KOTOphle OTHOCATCS K paboTe ¢ Kaapamu B
OopraHu3aIu

20. Kakoe 13 HHXKe MPUBEICHHBIX YTBEP)KICHUN SBIISIETCS BEPHBIM:
r) Howmenxiatypa nmen pa3pabaTbiBaeTcsi MOCTE CO3[aHUS OPraHU3allid M JCHCTBYET
0eccpouHo
n) HomenxiaTypa men pa3pabarhiBacTCsi TOCIIE CO3[JaHUs OPTaHU3alUH W €XKEroJHO
nepeyTBEPIKAaeTCS
e) Homenkmarypa gen  paspabaTbiBaeTcsi  TOCIE  CO3MAHHMS ~ OpraHU3alMd |
[IEpEyTBEPIKAACTCS OJUH Pa3 B IIATh JIET

21. Yro BkItOUabeT B cedst momHoe oopmiieHue aena:
e) Ilepemner nena



22.

23.

24.

25.

26.

27.

28.

%) Hymepanus nucros

3) CocraBieHue JIUCT-3aBEPUTEIS

n) OnucaHue T10KyMEHTOB, XpaHALIMXCS B A€
K) OdopmieHrne peKBU3UTOB 00JI0KKH el

I'apanTHitHOE IHCBMO — 3TO:

1) JTOKYMEHT, COOOIIAIONINI O MPUOIMKEHIH, YCKOPEHUHN, UCTCYCHUH CPOKA UCTIOTHEHUS
KaKoro-an0o JeicTBUd

€) -J0KYMEHT, COJIepKallluil MpUTJIallieHHe Ha MEPONpUsITHE

k) IOKYMEHT, B KOTOPOM TapaHTUPYETCs OIIaTa BEINOJTHEHHON PabOThI WK
MpeI0CTaBlIeHNE YeTr0o-Tr00 (padoThl, TOMEIICHUS U T.JI.)

3) JOKYMEHT, TOATBEPKIAIOIINM MOTyYEeHUE IEHHOCTEHN

JlenoBble muchMa 0OBIYHO 3aKaHYMBAIOT (Ppaszamu:
1) B COOTBETCTBHH C Bareit mpocb00ii ...

€) C YBaXEHUEM ...

) HaMHU paccMOTpeHbl Baiu npenioxeHus ...

3) BCBS3M ...

Ecnu Bam Heo0XoauMO 1aTh OMKMCaHUE PEKIaMUpPYyeMbIX ycayr, Bel cocTaBute
1) JOTOBOPHOE MTUCHMO

€) peKiaMHOE MUCHhMO

%) COIPOBOJUTENILHOE MHUCHMO

3) MHUCHMO-TIPUTIJIALIEHNE

Ecnu Bam Heo0XxoauMo npebsBUTH MIPEeTeH3uu MapTHEPY, Bbl cocTaBuTe
a) JOTOBOPHOE MHUCHMO

0) uHpOPMAIMOHHOE THCHMO

B) CONPOBOJUTEIBHOE MUCHMO

I) HUCBMO-TIPETEH3UIO

[Tepeuncnutre OCHOBHBIE BUIBI OJTAHKOB

a) oOmmii OJaHK, OJTAHK JJI MUCEM, OJTaHK C TIPOJIOJIBHBIM U YTIIOBBIM PACIIONIOKEHUEM
PEKBHU3UTOB

0) CymIecTBYET TOJBKO OJIAHK C MPOJOIBHBIM U YIIIOBBIM PACIIOJI0KCHUEM PEKBH3UTOB

B) CYIIECTBYET TOJIbKO OOl OIaHK

T') CYHIECTBYET TOJIBKO OJaHK ISl MHCEM

Ecnu Bam Heo0x01MMO cOOOIIUTH O IPOBEIACHUH MEPOTIPUSTHS, BBl cocTaBuTe
J1) COMPOBOJUTEIHHOE MUCHMO

€) MHCbMO-TIOATBEPKACHUE

’K) JTOTOBOPHOE MTUCHMO

3) UH(POPMAIMOHHOE MUCHEMO

OcCHOBHOE TIPABHIIO, KOTOPOTO CIIEAYET MPUIEPKUBATHCS TIPH MoAa4ue TeIeOHOTPaAMMBI

1) TIepenaBaTh TOJIBKO KPAaTKYI0, CPOUHYIO HHPOPMAIIHIO

€) TpU perucTpauuu Tere(oHorpaMMbl HCIIOIB30BaTh KyPHAT PErUCTPALIUU BXOISAIINX
JOKYMEHTOB

k) Tekct - 6onee 100 cnos

3) HCIIOJIb30BaTh MAKCUMYM CIEIHAIbHBIX TEPMUHOB



29. TluceMmo mocie oOpareHus Jaie BCero Mpo0JKAETCsl CIIOBaMHU
J1) MBI pacCUMThIBacM Ha Baiuie corpyiHu4ecTBo. ..
€) BCBS3HUC ...
’K) HaMHU pacCMOTPEHBI Bary mpeioxkeHus ...
3) C YBaXXEHUEM ...

30. IIucbMo-HamOMUHAHUE - 3TO
a) JOKYMEHT, IOATBEPKAAOIINN [TOJIydeHNE IEHHOCTEN
0) ITOKYMEHT, COOOIIAIONTNI O MPUOIMKCHUH, YCKOPEHUH, UICTCYCHUH CPOKA UCTIOTHEHUS
KaKoro-ian0o JIeicTBUsd
B) JOKYMEHT, COAep alluii MpUTallieHne Ha MEpOTpUsTHE
r) JTOKYMEHT, COJAepKaliii HHPOPMAIIHIO O TPOBOAUMOM MEPOTPUATUN

31. UTo OTHOCHUTCS K CPEACTBAM 3JIEKTPOHHOTO KOMMPOBAHUS IOKYMEHTOB:
e) Pusorpag
k) Llpenep
3) Kcepokc
n) Ckanep
k) ®pankupoBaibHas MallMHA

32. ABromaruueckuii BBoJ Tekcta Ha [1K ocymiecTBisercs: ¢ moMoIbio
n) Puszorpad
e) Kcepokc
k) Ckanep
3) @paHKHpOBaJIbHAS MallMHA

33. ®akcuMuIbHAA CBI3b — OTO:
r) IIpormecc momydeHust KOMUU HA YyYBCTBUTEIIBHBIX K BO3JICUCTBHIO CBETA MaTeprasax
n) Ilporecc MMCTaHIIMOHHOW MepeIayu HeTOABUKHBIX H300pKEHUH 1 TeKCTa
e) Ilpomecc monyuenus OymMakHOM KOTIMH JTOKYMEHTA C DJIEKTPOHHOT'O HOCHUTEIS

34. Kakoit mpudt sBiIsieTcs OCHOBHBIM ITPU 0POPMIICHUH JOKyMeHTa ¢ momorisio [1K:
a) Times New Roman 12
6) Times New Roman 14
B) Arial 12

BapuaHTbl MHIMBUYyaIbHBIX 33JaHHI

1.CocraBbTe cxeMy, XapaKTepU3YIONIYIO TAlbl pa3BUTHS JETIONPOU3BOICTBA B Poccuu.

2.CocTaBbT€  CpaBHUTCIBHYIO  TaOJMIly Ui  TOHATHH  «yHUUKaIUs» U
«CTaHJAPTU3ALNS» B JICTOMPOU3BOACTBE, PACKPHIBAIONIYIO UX CXOACTBA U OTIUYHS.

3. IlpuBenute npumMepsl oPOpMIIEHHUS AT B Pa3IMUHbIX JOKYMEHTaX

4. CoctaBbTe 1 0OhopMHUTE TAOIUILY AaHATUTUIECKUX TaHHBIX. CHOpMyIHUpYyHTE BHIBOIBI
0 MPEACTABICHHBIM aHAIUTUYECKUM JIaHHBIM.

5. Pa3zpaboraiiTe monox)eHus 0 TUIAHOBO-YKOHOMHUYECKOM OTAEIE, OTAeNIe MAapKETHHTa,
ornene cObITa, OyXraiaTepuu, TEXHOJIOTMYECKOM OTAeNle, OTAeJe KauecTBa, OTele
uH(pOPMaIMOHHON 0e30MacHOCTH, OT/AeNe MPOoJaX, (PUHAHCOBOM OTJAENE, OTIEeNe NMpHeMa H
pa3MenieHus u T. I



6. Pa3paboTaiiTe NOKHOCTHBIE WHCTPYKIIMU: PAOOTHUKA IUIAHOBO-?KOHOMUYECKOTO
oTnena, pabOTHHKA OTHAE’Na MapKeTHHIa, SKOHOMHCTAa MO TPYAY, OTAeda HH(POPMAIOHHOM
0e30MacHOCTH, OT/eNa MPOAaX, OyXranrepuu, OTAela KayecTBa, TEXHOJIOTHYECKOTO OT/Aena,
oTJieNa MprueMa U pa3MeIieHus U T. II.

7. CocTaBbTe /1Ba IIPUKa3a 10 OCHOBHOM AESTEIbHOCTU IIPEIIPUSITHS.

8. CocTaBbTe HECKOJIBKO CIIPAaBOYHO-UH(POPMALIMOHHBIX JOKYMEHTOB

9. OpopmuTe TUTYIBHBIN JIUCT JI€NIa AT Iepe/laur B apXHB.

10. CocTaBbTE HOMEHKIATYPY A1 MAJIOT0 MPEAPUATHS.

11. CoctaBbTe O3PABUTEIBHYIO TEIETPAMMY.

12. Hanumute 3J€KTPOHHOE MUCBMO ¢ KOMMEPYECKUM MPEIII0KEHUEM.

JlabGopaTropHblie padoThI
JlabopaTopubie pabOThl Y4EOHBIM IIJITAHOM HE MPETyCMOTPEHBI.

6.2 MeToanyecKkue yKa3aHus JJI51 BHINOJTHEHHSI KOHTPOJIbHBIX PadoT (MHCbMEHHbIX
pa6oT) (Ipu HATHYUH)
KonTponbsHbie paboThl y4eOHBIM IIAHOM HE MPEyCMOTPEHBI.

6.3. MeToanueckue yKazaHusi JJisl BbINOJHEHHUSI KYPCOBBIX padoT (IPOEKTOB)

KypcoBas pabota (mpoekT) yueOHBIM TUIAHOM HE MPEAyCMOTPEHA.

7. DOoHJ OLIEHOYHBIX CPEICTB /IS MPOBEIeHHs MPOMEKYTOUHOI aTTecTallnu
o0ydJaImxcst Mo AUCHUILIAHE (3a4eT)

@OHIBI OIEHOYHBIX CPENICTB, IMO3BOJISIIONIME OLEHUTh YPOBEHBb C(HOPMUPOBAHHOCTHU

KOMIETEHIIMH U  Pe3yNbTaThl

OCBOCHUs  JUCHMIIINHBI,

MIPEACTABICHBl  CICAYIOIIMMHU

KOMITIOHCHTaMMu:
Kon Oran Kommaectso
OIICHUBAEMOM dhopmupoB DneMeHTOB (KOJHYECTBO
KOMIIETEHI[UU aHUs Tun KoHTpOJIS Bup xonTpons BOTIPOCOB, 3aJIaHUH), TIT.
(wn ee JacTh) KOMITETEHI]
uu
OK1-4, OK6, OK12, 1-8 NPOMENCYMOUHbLIL Tecr, 3a1anus Briok 1 ®OC 1-28
T1K2.2 Brox 500C, Bonpocs! 1-96
OK 1-4,0K 6, OK 12, 3-8 TEKYIIUi Tecr, 3amanus Baok 1 ®OC 1-28
Biok 2 ®OC tems! 1-16;
Biok 3 ®OC 1-49;
Bnox 4;
Baok 5 ®OC 1-96.
MK 2.2 25,6 TEKYIIUi Tecr, 3amanus Baok 1 ®OC 1-28

Baok 2 ®OC remsr 1-16;
Baok 3 ®OC 1-49;
bnok 4;

Bnok 5 ®OC 1-96.




7.1. OueHo4Hble cpeACTBA ISl TeKYLEero KOHTPOJIsl ycleBaeMoCTH,
NMPOMEKYTOYHOM ATTEeCTAINH MO UTOraM OCBOCHU S TUCIUNJIMHBI

OueHouHbIe cpeicTBa (IIEpeUeHb

Pe3ynbTaThl 0OCBOCHHS THCHHUIINHBI .
BOIIPOCOB, 33JJaHUH U 1Ip.)

1 7Tan

3uaem:
HOHSTHE, IIEJIH, 334K U IPUHIIATIBI
JICTTOTIPOU3BOJICTBA; Brox 1 @OC 1-28

OCHOBHBIC TTOHSTHSI JIOKYMEHTAIIMOHHOTO Biok 5®OC, Bompocs! 1-76
b
obecrieueHns yIpaBIICHNUS,

CHCTEMBI JIOKYMEHTALIMOHHOTO 00CCTICYCHUSI
YIPaBICHUS;

KJIacCU(UKAIHIO JOKYMEHTOB;

TpeOOBaHUs K COCTABJICHHIO ¥ 0(POPMIICHUIO

JIOKYMEHTOB;
Ymeem:
0OPMIISITE TOKYMEHTAITUIO B COOTBETCTBUH C Brok 2 ®OC temsr 1-16;
HOPMAaTHBHOU 0a30, B TOM YHCIIC C
HCTIOJIb30BaHUEM HH(POPMAIIMOHHBIX TEXHOJIOTHIA; Biok 3 ©OC 1-49;
HCTIONIb30BaTh YHUDHUIIMPOBAHHBIC (HOPMBI Briok 4.
JIOKYMEHTOB;

2 3Tan
3naem: Biox 1 ®OC 1-28
OpraHH3alHIo JIOKYMEHTO000pOTA! MIPUEM,

briok 5®OC, Bonpocsr 77-96

00paboTKy, PpEerucTpanuio, KOHTPOJIb, XpaHEHHE
JOKYMEHTOB, HOMEHKJIATYpY HeJl;

Ymeem: Baok 2 ®OC temsr 1-16;
OCBaMBaTh TEXHOJIOTHMH aBTOMATH3UPOBAHHOM

06pabOTKH TOKYMEHTAIVH; ’ Brox 3 ®OC 1-49;
OCYILIECTBIISTH XPAHCHHE U TIOMCK IOKYMEHTOB; Buok 4.
UCIIOJIB30BaTh TEJIEKOMMYHHKAIIMOHHbIE TEXHOJIOTHH
B 9JIEKTPOHHOM JIOKYMEHTOO0O0pOTE;

7.2. MeToanuyecKkue peKOMEHIAIUN K ONpe/iesIeHHI0 MPoLeaypbl OlleHMBAHUS
3HAHUM, YMEHHH, HABBIKOB U (MJIM) ONBITA JeATEJbHOCTH, XapPaAKTEePHU3YIOLIMX ITANbI
¢dopmMupoBaHuss KOMIIETCH U

PaGouass yuebHasi mporpamma IHUCHUIUIMHBI COJEPKUT CIEAYIOIINE CTPYKTYpHbIE
DJICMCHTHI:

- HepedyeHb KOMIIETEHIMH, (OpMUPYEMBIX B pe3yJbTaTe H3Y4YEHHs AUCLMIUIUHBL C
yKa3aHHUEM ITaroB UX GOPMHUPOBAHUS B TIPOIECCE OCBOCHHS 00pa30BaTEIbHON MPOTPaMMBI,

- TUIOBBIE KOHTPOJIbHBIE 3a/laHUsl WM MHbIE MaTepuasbl, HEOOXOIUMBIE Ul OLIEHKU
3HAaHWM, YMEHMI, HAaBBIKOB M (WJIM) OIBITa JEATENBHOCTH, XapaKTEPU3YIOIIUX ATaIlbl
dbopMHUpOBaHKS KOMITETCHIIMA B MPOIIECCE OCBOCHMsI 00pa30BaTEIbHON MPOrpaMMbl (anee—
3aI[aHI/I$I). 3aI[aHI/I5I 1o Ka)KHOﬁ KOMIICTCHIIMHU, KaK MMPAaBHUJIO0, HC JOJIKHBI IIOBTOPATHCH.

TpeGoBanus 10 (HOPMUPOBAHHIO 3amanus Ha orenky SHAHUN:

- oOyyaromuiicss TOJDKEH BOCHPOM3BOIUTH U OOBSACHATH YUeOHBIM Marepuan c
TpeOyeMol CTEeNeHbI0 HAYYHOW TOYHOCTH M TMOJTHOTHI;

- MNPUMCHAIOTCA CPCACTBA OLCHUBAHUSA KOMHGTGHHHﬁI TCCTUPOBAHUC, BOIIPOCHI IIO
OCHOBHBIM MOHSATHUSAM JUCUUIIINHBI U T.I1.




TpeGoBanus 110 POPMUPOBAHHUIO 3a1aHUs Ha onerky YMEHUMN:

- 00yYaromuicsl TOJDKEH peniaTh THIOBBIC 3a/1ay (BBIOTHATH 3aJaHUs) HA OCHOBE
BOCTIPOM3BEICHUS CTAH/IAPTHBIX aJITOPUTMOB PELICHHUS;

- TPUMEHSIOTCS CIEQYIONIME CpPeICTBa OLCHUBAHHS KOMIICTCHIMA: MPOCTHIC
CUTYallMOHHBIC 3aJaud (3aJaHusi) C KOPOTKUM OTBETOM WM TIPOCTHIM JEHCTBUEM,
yIpaXHEHWs, 3aJaHusi Ha  COOTBETCTBHE WJIM HA  yCTAHOBICHHE  IPaBHILHOU
MI0CJIEI0BATEIBHOCTH, 3CCE U APYTOE.

TpeboBanust mo QopmMupoBaHuio 3agaHusi Ha oreHKY HaBbikoB u (uau) OIIBITA
JNEATEJIBHOCTU:

- oOydJaromuiics JOJKEH pelIaTh YCIOKHEHHBIC 3a1aud (BBINOJHATH 3aJaHUs) Ha
OCHOBE MPUOOPETECHHBIX 3HAHWM, YMEHHH W HABBIKOB, C MX MPUMEHEHHEM B OIpPEICICHHBIX
CUTYaIIHSX;

- TPUMEHSIOTCS CpEJCTBA OILICHWBAHUS KOMIICTCHIIMH: 3amaHus TpeOyromme
MHOTOIIATOBBIX PEINICHWI KaK B HM3BECTHOW, TaK W B HECTAHJAPTHOW CHUTYalWsX, 3aIaHus,
TpeOyIOIIHe TOATATHOTO PEIICHHS U Pa3BEPHYTOI'O0 OTBETA, CUTYAIMOHHBIC 3a/1a4H, TPOCKTHAsS
NeSITeIbHOCTD, 3aJaHusl pacueTHO-Tpaduueckoro Tuma. CpeacTBa OLECHUBAHUS KOMITCTECHITHNA
BBIOUPAIOTCSI B COOTBETCTBHUH C 3asIBJICHHBIMH PE3yJIbTaTaMu 00y4eHUs IO JTUCITUTLINHE.

[Ipomemypa BBICTAaBICHHS OIICHKH JOBOJAWTCS IO CBEACHUS OOYyYArOIIUXCS B TEUCHHUE
MecsIa ¢ Hadanaa U3ydeHusl JUCIUILIMHBI ITyTeM O3HAKOMIICHHUS UX C TEXHOJOTUYECKON KapTOu
JVCIATUTHHBI, KOTOpasi SIBJISIETCS HEOThEMJIEMON YacThio pabodell yueOHOH TporpaMMBbl 110
TUCITUTLIAHE.

B pesynbrare oleHMBaHHWS KOMIICTCHIIMH Ha pa3jMYHBIX ATanax MX (pOpMHUPOBaHUS IO
TUCIUIIMHE CTYICHTY HAYHMCISAIOTCS Oayipl MO INKale, yKa3aHHOW B pabodeil ydeOHOI
porpaMMe 10 JUCIUTUINHE.

7.3. Onucanue nokasarejel 1 KpuTepreB OLEHNBAHUS KOMIIETEHUMI HA
Pa3IHYHBIX ITanax uxX (POPMUPOBAHUS, ONIMCAHUE IIKAJ OLlCHUBAHUSA
YcnemHocTs YCBOCHHS JUCHMIUIMHBI XapaKTEPU3YyeTCsl KAaYeCTBEHHOW OILICHKOW Ha
OCHOBE JIUCTa OLEHKU C(HOPMUPOBAHHOCTH KOMIIETCHIIUMN, KOTOPBIH SIBISETCS MPHIOKEHHEM K
3aYETHO-IK3aMEHALlMOHHON BEJOMOCTH IpPU MPOBEIACHUHM IMPOMEKYTOUHOW aTTECTAllUU IO
JUCLIAIIIIMHE.

Kputepuu oneHuBaHus KOMIETEHIIUIH

Komnemenyus cuumaemcs cpopmuposanuoii, €Ciii TEOPETHUECKOE COAepIKaHue Kypca
OCBOEHO  TMOJHOCTHIO; TPH  YCTHBIX  CcOOECelOBaHUAX  CTYAGHT  HCUYEpIIbIBAIOLIE,
MOCIIEI0OBATEIbHO, YETKO M JIOTHYECKH CTPOWHO H3NaraeT y4eOHBI MaTepuan; CBOOOIHO
CIPAaBIISETCS C 3a/Ja4yaMH, BOIIPOCAMU U JPYTUMHU BUAAMHU 3a/laHUM, TPEOYIOIUX MPUMEHEHHUS
3HAHW, UCTIONB3YEeT B OTBETE JOMOJHHUTEIBHBIM MaTepual, BCEe MPEeIyCMOTPEHHBIE paboueit
yueOHOM mporpamMmol 3aJaHMsl BBINOJIHEHBI B COOTBETCTBUM C  YCTAHOBJICHHBIMHU
TpeOOBaHUSAMH, CTYACHT CIIOCOOCH aHATU3UPOBATh MOJNYYCHHbIE pPE3YJIbTAThl; MPOSBIAET
CaMOCTOSITENIbHOCTh P BBINOJHEHUM 3a/laHU, KaueCTBO WX BBIMIOJIHEHUS OLIEHEHO YHCIIOM
O6amnoB or 86 g0 100, 9TO COOTBETCTBYET HOBLIULEHHOMY YPOBHIO CHOPMUPOBAHHOCTH
KOMIIETEHIIUH.

Komnemenyus cuumaemcs cpopmuposannoii, €Ciii TEOPETHUECKOE COAepIKaHue Kypca
OCBOEHO TMOJHOCTBIO; TPH YCTHBIX COOECEIOBAaHUAX CTYACHT IOCIEN0BATEIbHO, YETKO H
JIOTUYECKH CTPOMHO M3iaraet y4eOHBI MaTepuai; CIpaBIIIeTCA C 3aJadyaMu, BOTPOCAMH U
JIpYTMMHU BUIAMU 331aHU, TpeOYIOMKUX MPUMEHEHUS 3HaHUI; BCe IPEeyCMOTPEHHbIE paboueit
y‘-IG6HOﬁ HpOFpaMMOI\/'I 3alaHuA  BBIIIOJIHCHBI B COOTBETCTBUHN C YCTAHOBJICHHBIMHA
TpeOOBaHUSIMHU, CTYAEHT CHOCOOEH aHaJIM3UPOBaTh IOJyYEHHBIE PE3yJIbTaThl; MPOSBISET
CaMOCTOATCIIBHOCTb IIPHU BBINTOJITHCHUN 3aI[aHI/II>'I, Ka4ueCTBO HMX BBIIIOJIHCHHSA OLHCHCHO 4YHCJIOM
6aimmoB or 61 1o 85,9, YTO COOTBETCTBYET nOpo2co8oMy YposHiO CHOPMUPOBAHHOCTH
KOMIETEHIIUH.



Komnemenyus cuumaemcs Hec@popmuposanHol, €Cau CTYyIEHT TpU BBHITOJTHECHUU
3aJJaHu} HE JIEMOHCTPHUPYET 3HAHUI y4eOHOro MaTtepuala, JOIMycKaeT OINUOKH, HEYBEPEHHO, C
OONBIIMMH  3aTPYAHEHUSIMH  BBINOJHSET TPAaKTHUYECKUE paboThl, HE JAEMOHCTPHUPYET
HEOOXOMMBIX YMEHHUM, JT0JIsI HEBBITIOJIHEHHBIX 3aJIaHUM, TIPETyCMOTPEHHBIX pabodeit yueOHOo#
nporpaMMoil coctaBisieT 55 %, KauecTBO BBINOJHEHHBIX 3aJaHUll HE COOTBETCTBYET
YCTaHOBJICHHBIM TPeOOBaHUSIM, KaueCTBO MX BBIMOJHEHHS OLEHEHO YHCIIOM OajlioB HIKE 61,
YTO COOTBETCTBYET 00NOPO208OM) YPOGHIO.

HIka/jia oueHKH YPOBHS OCBOCHUS TUCHMILIUHBI
KauecTBeHHast olleHKa MOXET OBbITh BBIpaKEHA: B MPOILEHTHOM OTHOILIEHUU KauyecTBa
YCBOCHHUS JUCIUILINHBI, KOTOpPasi COOTBETCTBYET OalljlaM, ¥ TIEPEBOJUTCS B YPOBHEBYIO IIIKAITY
U OLICHKU «OTIUYHO» / 5, «xopoiioy / 4, «yTOBIETBOPUTEIBHOY / 3, «HEYIOBIETBOPUTEIHHO»
/2, «3aureHO», «HE 3auTeHOo». I[IpemojaBaTenb BeAET MUCHMEHHBIM Yy4YeT TEKymeh
YCIIEBAEMOCTH CTYIEHTA B COOTBETCTBUH C TEXHOJIOTMYECKON KapTOU MO JUCLUIUIMHE.

Llkana oyenxu pe3yn1bmamos 0ceoenus OUCYUNIUHbL, CHOPMUPOBAHHOCMU KOMNEMeHYULL

IIkajbl OLleHKH YPOBHA
copmMupoBaHHOCTH Illkaa oneHKH YPOBHSI OCBOECHHS TUCIHIIIAHBI
KoMmmeTeHuuu (i)

Yposnesas 100 100 5-6annvnasn wkana, Heoughghepen
WKana oyeuKu banvHas banvHas oughghepenyuposannas YuposamnHas
KOMnemeHyuil wKana, wKana, oyenka/bann OYeHKa

% %
JIOTTOPOTOBBIN HIKe 61 HIKe 61 «HEYJIOBJICTBOPUTEITLHOY / 2 HE 3a4TEHO

MIOPOTOBBIi 61-85,9 70-85,9 «xopomuioy / 4 3a4YTEHO

61-69,9 «YIOBJICTBOPUTEITHLHO» / 3 3a4TEHO
MOBBIIICHHBIN 86-100 86-100 «OTIIHYHOY / 5 3a4TE€HO

8. YueOHO-MeTOoqHYeCcKOE U HMH(OPMAIIMOHHOE 00ecTedeHue JUCIIUTIIMHBI

8.1. IlepeyeHb OCHOBHOM M ONMOJTHUTEJIbHON YUeOHOM JTUTEPATYPHI,
He00X0AUMOi 17151 0CBOEHHUS TUCHUILINHBI

Hopmamu(mo-npaeoeble 00KyMeHm bl

1. Koncruryuus Poccuiickoit ®enepaunn [Tekct]: mpuHsTa BCeHap. rojJOCOBAaHUEM
12 nex. 1993 r. - M. : Aipuc-IIpecc, 2013. - 64 c.

2. T'paxnanckuii konexc Poccwuiickoit ®eneparuu. Yacte mepBas [DIEKTpOHHBIN
pecype] : ot 30.11.1994 Ne 51-®3 : (pexa. ot 03.08.2018) // Koucynprantllmoc. — Pexum
nocryma: http://www.consultant.ru/.

3. Hamoroseiii konexkc Poccuiickoit ®enepanuu. Yacte mepBas [DIEKTPOHHBINA
pecypc]: ot 31.07.1998 Ne 146-®@3 : (pen. ot 03.08.2018) // Koncyneraut Ilmoc. - Pexum
noctyna: http://www.consultant.ru/.

4. Tpynosoit koxekc Poccuiickoit @enepauuu [DIEKTpOHHBIM pecypc] @ OT
30.12.2001 N 197-®3 : (pea. ot 03.08.2018) // Koncymprantllmtoc. — Pexum nocryma:
http://www.consultant.ru/.



http://www.ozon.ru/brand/857416/
http://www.consultant.ru/
http://www.consultant.ru/

5. O TocynmapctBernoM repOe Poccwmiickoit denepanuu [DIEKTpOHHBIA pecypc |:
dbenep. KOHCTHUTYHHOHHBIN 3akoH oT 25.12.2000 Ne 2-®K3 : (pem. ot 12.03.2014) //
Koncynprantllmtoc. — Pesxum mocryma: http://www.consultant.ru/.

6. OO »IeKTPOHHOU MOAMKCH [ DIEKTPOHHBIN pecypc]: deaep. 3akoH oT 06.04.2011 Ne
63-D3: (pex. ot 30.12.2015) // KoncynsrantlLimtoc. — Pexxum nocrymna:
http://www.consultant.ru/.

7. O xommepyeckoii TaiiHe [DnekTpoHHbBIN pecypc]: deaep. 3akoH ot 29.07.2004 Ne
98-d3: (pen. ot 12.03.2014) // Koncynsrantlmtoc. — Pexum gocryna:
http://www.consultant.ru/.

8. OO0 apxuBHOM nene B Poccutickoit deneparuu [ I1eKTpoHHBIN pecypce]: dhenep.
3aK0H OT 22.10.2004 Ne 125-@3: (pen. ot 28.11.2015) // KoncynsrantlLttoc. — Pexxum
noctyma: http://www.consultant.ru/.

9. OO o0mux NpUHIMIIAX OpPraHU3alMM MECTHOro camoymnpasieHus B Poccuiickoit
Oenepannn [OnekTpoHHbli pecypc]: denmep. 3akoH ot 06.10.2003 Ne 131-®3: (pem. ot
30.12.2015): (¢ u3m. u morm., Bcrymawomumu B cuity ¢ 01.01.2016) // KoncynerantILioc. —
Pexxum moctyma: http://www.consultant.ru/.

10. O6 wunpopmarmu, WHPOPMALMOHHBIX TEXHOJOTMAX M O 3aluTe HH(pOpMaIuu
[DnexTponHsbIit pecypc]: denep. 3akoH oT 27.07.2006 Ne 149-D3 (pen. ot 13.07.2015) : (¢ u3m.
u jom., Berynamomumu B cuiay ¢ 10.01.2016) // Koncynerantllmoc. — Pexxum noctyna:
http://www.consultant.ru/.

11. O TexHHYECKOM peryJIHupOBaHUU [DIEKTPOHHBIM pecypc]: denep. 3akoH OT
27.12.2002 Ne 184-®3: (pen. ot 28.11.2015) // Koncymprantllmtoc. — Pexxum nmocryma:
http://www.consultant.ru/.

12. O rocynmapcTBeHHOU TaifHe [DNeKTpOoHHBIN pecypc]: 3akoH oT 21.07.1993 No 5485-
1 : (pen. ot 08.03.2015) // Koncynsrautllntoc. — Pexxum nocryna: http://www.consultant.ru/.

13. O ®denepanbHOM apXMBHOM areHTCTBE [DJIEKTPOHHBIN pecypc]: MOCTaHOBIEHHUE
[IpaBurensctBa Poccuiickoii @eneparuu ot 17.06.2004 Ne 290: (pen. ot 25.12.2015) //
Koncynerant [Tnroc. — Pexxum goctyna: http://www.consultant.ru/.

14. "TOCT P 7.0.97-2016. Haumonaneuslii crangapt Poccuiickoit ®enepanuu.
Cuctema craHgapToB 10 uHPOpPMANMK, OWOJIMOTEYHOMY | H3AATCIIbCKOMY  JCIY.
Opranu3anuoOHHO-PACTIOPAIUTENbHAS ~ JOKYMEHTarus.  IpeOoBanwsi K  OQOPMIICHHUIO
nokymentoB" (ytB. [Ipukaszom Poccranmapra ot 08.12.2016 Ne 2004-ct) (pexn. ot 14.05.2018) //
Koncynprantllmtoc. — Pesxum mocryma: http://www.consultant.ru/.

15. TocymapcTBeHHass cHUCTeMa JOKYMEHTAIIMOHHOTO OOECIEUYEHUs YIpaBJICHUS.
OcHoBHbIe TIONOXKeHU. O01e TpeOoBaHU K TOKYMEHTaM U CIIy)kK0aM JOKyMEHTallMOHHOTO
obecrieuenust [DnekTpoHHBI pecypc]. — Been. 1988-05-23 // Koncynsrant Ilnmroc. — Pexxum
nocryma: http://www.consultant.ru/.

16. OK 011-93. O6mepoccuiickuii KiacCU(PpUKATOp YIPABICHUYCCKOW TOKYMEHTAIIUU
[DnextponHblii pecypc]. — Been. 1993-12-30 // Koucynwsrantllmoc. — Pexxum noctyna:
http://www.consultant.ru/.

17. IlpaBuna okazaHus yCIyr MOYTOBOU CBSI3U [DNEKTPOHHBIN pecypc] : yTB. IPUKA30M
MuHHuCTEpCTBAa CBSI3M U MAacCOBBIX KOMMYyHHMKaiui Poccuiickont @enepanuu ot 31.07.2014
Ne234 // KoucynbTantlntoc. — Pesxxum poctyna: http://www.consultant.ru/.

18. IlpaBuna oxa3zaHusi yciIyr TtenerpagHoil CBs3W [DJIEKTPOHHBIA pecypc]| : YTB.
nocraHoBienneMm lIpaButenbctBa P® ot 15.04.2005 Ne 222: (pem. ot 31.01.2012) //
Koncynprantllioc. — Pexxum mocrtyma: http://www.consultant.ru/.

Cnucku 0cHO8HOIL TUmMepamypol
1. BbeixoBa, T. A. JlIokyMEHTaIlMOHHOE OOECTICUeHUE YITPaBICHHUS (JETOMPOU3BOICTBO)
[DnexTpoHHbIH pecypc] : yued. mocodue sl By30B IO HAMpaBJICHUIO oaAroT. 46.03.02
"JlokymenToBeaeHue u apxuposenenue" u cnenuanbHoct 03.20.01 "JlokymeHnToBeAEHUE U
nokymenTail. ooecriedenue ynp." / T. A. beikoBa, T. B. Ky3nernoga, JI. B. Cankuna ; mos o0mr.
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pen. T. B. Ky3uenoBoii. - 2-e u3n., nepepad. u goi. - Jlokyment Bookread2. - M. : UHOPA-M,
2018. - 304 c. - Pexxum gocryna: http://znanium.com/bookread2.php?book=942800.

2. T'magwmii, E. B. JlokymMeHTanmoHHoe obecnieueHue yrnpasieHus [ DIeKTpoHHbIH pecypce] :
yue6. mocobue s cpen. mpod. oopazosanus / E. B. I'maguii. - [lokyment Bookread2. - M. :
PUOP [u np.], 2016. - 248 c. - Pexxum noctymna:
http://znanium.com/bookread2.php?book=468335.

Cnucku 00ononHumenvHoll 1umepamypol

3. bacako, M. U. JlenmonpousBoactBo (/lokymeHTarimoHHOE OOECIeYeHUE YIPABIICHHS)
[Texer] : yueb. mist cpen. mpod. oOpa3oBaHUS MO TPYIIE CHEIUATBHOCTEH "DKOHOMHKA H
ynpasienue" / M. U. bacakos, O. W. 3ambiikosa. - Poctos v/]] : ®enukc, 2017. - 375 c.

4. T'ymumna, W. A. JlokymMeHTanmMOHHOE oOecreueHHe YIpaBlIeHUS B COLHUAIBHO-
KyJIbTYPHOM CEpPBUCE W Typu3Me [DJEKTpPOHHBINM pecypc| : ydebd. mocoOue st BY30B IO
Hanpasienusm noarot. "Cepsuc" u "Typmsm" / U. A. I'ymmuna, H. A. 3aiiuesa. - JlokymeHT
Bookread2. - M. : Ampdpa-M [u gp.], 2015. - 239 c. : wmn. - Pexum gocryma:
http://znanium.com/bookread2.php?book=489737.

5.  ITmenko, A. B. Jlokymentanimonnoe obecrieuenue ynpasiaeHus [ Tekct] : yue0. ais cpen.
npod. oOpazoBaHUs MO CHENHATBLHOCTSIM "DKOHOMHKAa M Oyxrantep. yder" (IO OTpacisiM),
"bank. nmemo", "Crpax. pemo" (mo otpacmsMm), "Omepan. IeAT€TbHOCTh B JIOTHCTHKE",
"Kommeprus" / A. B. ITmenko, JI. A. Jloponuna. - 15-e usa., ucnp. - M. : Akanemus, 2017. -
224 c.

6. Pa3mopoxHbIi, A. A. JlokyMeHTHpOBaHHE YIIPABIECHUYECKOM
NEeATETLHOCTH [ DNEKTPOHHBIN pecypc] : y4ued. mocobue 1o Hampapienuto moaror. 38.03.02
"MenemkmenT" (kBanudukanus (crenens) "OakamaBp") / A. A. PazmopoxxHblid. - JIOKyMEHT
Bookread2. - M. : HWH®PA-M, 2017. - 303 ¢ : wr - Pexum gocryma:
http://znanium.com/bookread2.php?book=854774.

Humepuem-pecypcol

1.I'apanT [DnexTpoHHBIN pecypc| : uHGOPM. — IPaBOBOM MOpTall. — Pexxum mocrymna:
http://www.garant.ru/. — 3ari. ¢ skpaHa.

2.Koncynperantlmtoc [DnekTpoHHBIH pecypc] : ohUuIManbHbINA CalT KOMIIAHUN
«Koncynprantllmocy. — Pexxum nocryna: http://www.consultant.ru/. — 3aru. ¢ sxpana.
3.0dunmanpHI HHTEPHET-TIOPTA MIPABOBOM MH(POPMaLNH [ DIIEKTPOHHBIN pecypc]. — Pexum
noctyna: http://Www.pravo.gov.ru. — 3ari. ¢ sKkpaHa.

4.OnexTpoHHas OnbIMoTeuHast cucrema [1oBOIKCKOro rocy1apcTBEHHOTO YHHBEPCUTETA
cepBuca [ DneKTpoHHbIH pecypc]. - Pexxum nocryma: http://elib.tolgas.ru/. - 3arn. ¢ skpana.
5.25eKTpOHHO-O0MOMMOTEeUHast cucTeMa Znanium.com [ DIeKTpOoHHBIN pecypc]. - Pexxum
nocryma: http://znanium.com/. — 3aru. ¢ skpaHa.

8.2. Ilepeuennb pecypcoB HH(POPMALMOHHO-TETeKOMMYHUKAIIMOHHOH ceTH "UHTepHeT"
(nasee - cerpb "UHTEpHET'), HEOOXOAUMBIX /151 OCBOCHHS M CHUILTUHbBI
Ilpozpammnoe obecneuenue cospemeHHbIX UHPOPMAYUOHHO-KOMMYHUKAUUOHHBIX
mexnonozuit u Humepnem-pecypcoi

Jly1st caMocTOsATEeTbHOM pabOThI CTY/ICHTOB:

- TexHonoruu Internet Anms momcka Marepwana IS BBIMOJHEHUS WHAWBHIYaTbHBIX
paboT u paboT 1Mo 3aJaHUI0 MPEOAaBATEINS;

- Microsoft Word ans odopmiieHHsI THUCHbMEHHBIX WHAWBUIYAIBHBIX U TBOPYECKHX
3aJIaHuI TperoaaBaTesi; opopMIICHUS KYPCOBBIX paboT U pedeparos;

- Microsoft Power Point s Bu3yanu3anuu pe3yabTaToOB BBIIOJHEHHUS CTYJICHTAMHU
WHAUBUAYAJIbHBIX 3a/laHUH.

- UH(OPMAIIMOHHO-TIPABOBBIC MOMCKOBBIE cucTeMbl (Koncymnprantllmtoc, ).

JJ1 TpOMEXYTOUYHOTO U UTOIOBOTO KOHTPOJIA:


http://znanium.com/bookread2.php?book=489737
http://www.garant.ru/
http://www.consultant.ru/
http://www.pravo.gov.ru/
http://elib.tolgas.ru/
http://znanium.com/

- C10 MOODLE

9. Ilepeyenb HHPOPMAIMOHHBIX TEXHOJIOTHI, HCTIOJIb3yeMBbIX MPHU OCYLIECTBJICHUH
00pa30BaTeILHOIO MpoIecca Mo TUCIUNJINHE, BRIKYasl NepeyeHb NPOrpaMMHOIo
o0ecrneyeHUs1 1 HHPOPMALMOHHBIX CIPABOYHBIX CHCTEM (ITPH HEOOXOTUMOCTH )

KpaTkas xapakTepucTruka NpuMeHseMOro MporpaMMHOro obecreueHus

Ne [IporpamMMHBIit XapakTepucTuka Hasnauenue npu
/i IPOIYKT OCBOCHUU JAHMCLHTIINHBI
1 | Microsoft Office st ohopMITeHUS
2003/2007/2010 MUCHMEHHBIX

WHIUBUAYAIbHBIX U
TBOPUYECKUX 3aJaHUI
MpenoaBaTens;

o opMIIEHUS KYPCOBBIX
pabot u pedepaToB

10. Onucanue MaTepuaIbHO-TEXHUYECKOM 0a3bl, HEOOXOIMMOI 1JIs1 OCYIIECTBJIEHUSA

06p330BaTeJIBHOF0 nmpounecca mo TMCuMIlIinHe

Peanuzamust mporpaMMmbl AUCIUIUIMHBI B coOTBeTCTBUU ¢ TpeboBanusimu PI'OC CIIO mo

CHeUMaTbHOCTH  TpeOyeT  Hajauuue  y4yeOHOro

KaOMHeTa,  YKOMIUIEKTOBAaHHOTO

CTIEUATN3UPOBAHHON MeOeNnblo, TEXHWYECKUMH CpPEICTBAMU OOYYeHHsS W HarJsIHBIMH
OCOOUSMU, CITYKALIUMHU 15 TIPEACTaBIeHUs yueOHoM nHpopMaluu.



11. TexHoJsioruyeckasi KapTa JMCHUILIHHBI "' JIOKYMEHTAIIMOHHOE 00ecnieyeHue ynpapjenus'

kadeapa "IKOHOMHKA U yIipaBjieHne" Mperno/iaBaTeinb
rpymma
cemMecTp 5 201 - 201 vyu4.ronma
2 E g~ % CpOK IPOX0KICHHS KOHTPOJIBHBIX TOYCK 3ayeTHo-
No BH1b1 KOHTPOIHHBIX TOUCK g2 P g g 2 ? CEeHTSIOpb OKTS0ph HOA0pB JieKkabpb Hroro | 2X3@MeHALNOHHAR
B E 3 e E = £ e |7 |14|21|128|5 [12]19|26]| 2 9 |16| 23 [30|7|14 |21 | 28 ceccust
< 2 < © 9 1312027 | 4 |11 |18 |25| 1| 8 |15 (22| 29 |6 |8|20|27 |31 JieKadpb
1. O0s13aTenbHEIC:
1.1. CreneHb aKTUBHOCTH PaOOTHI 7 1o 2 + + + + + |+ | + 14
CTY/ICHTOB Ha MPAKTHYECKUX
3aHSTHAX
1.2. | KourposnbHbie pabOThI 3 0 5 + + + 15
1.3. | Odopmiienne makeTa JOKYMCHTOB 1 1o 51 + + |+ |+ |+ 51
B TOM YHCIIE:
1.3.1. | Pa3paborka makera 1 10 6 + 6
OpraHU3alMOHHBIX JOKYMEHTOB
1.3.2. | Pa3pabotka makera 1 o 10 + 10
pacIopsIUTENbHBIX TOKYMEHTOB
1.3.3. | Pa3paboTka makeTa CrpaBOYHO- 1 mo 10 + 10
nH(OpPMAIMOHHBIX TOKYMEHTOB
1.3.4. | Pa3paboTka makera JOKyMEHTOB 1 o 15 + 15
10 JJTMYHOMY COCTaBY
1.3.5. | CocraBieHue neNOBBIX IUCEM 1 no 10 + 10
2. JlomonHUTEIbHEIC:
2.1. | IlpoMexyTO4YHOE TECTUPOBAHUE 1 1010 | + | | | | | 10
3. TBopueckuil peHTHHT:
3.1. IMoaroroBka qoKiIana U ydacTue B 1 no 10 + 10
HAYYHO-HCCIICIOBATEIBCKOM
KOH(epeHIINH
4. ®dopma KOHTPOIIsS 3a4er
HUroro 100

HOI[HI/ICI: nmpernoaaBaTeid

CornacoBano: 3aB. kadeapoit







	Технологическая карта самостоятельной работы студента
	Тема 5. Систематизация документов
	Тема 6. Деловые и коммерческие письма
	Тема 8. Современные способы и техника создания документов
	10. Составьте номенклатуру дел малого предприятия.
	Пакет документов
	18.Общие требования к систематизации документов и формированию дел. Составление заголовков дел и установление сроков хранения дел. Номенклатура дел.
	19. Архивное хранение документов и дел.
	20. Классификация и структура деловых писем.
	21. Реквизиты письма и их расположение.
	22. Стандартные фразы и выражения.
	23. Образцы вариантов деловых писем: письма-просьбы, письма-ответы (отказы), сопроводительные письма, письма-подтверждения, гарантийные письма.
	10. Составьте номенклатуру дел малого предприятия.
	Нормативно-правовые документы

