MUHUCTEPCTBO HAYKU W BBICIIEI'O OBPA30OBAHUSA POCCUMUCKON
GEJEPALIMA

DejepanbHOE rocyapcTBEHHOE OI0JKETHOE 00pa30oBaTeIbHOE yUPEKACHME
_ BBICLIEro 00pa3oBaHUs
«KYBAHCKWHA I'OCY IAPCTBEHHbBIM YHUBEPCUTET»

dakynprer IKOHOMUYCCKUN

VTBEPXJIAIO:

PABOYASI IPOT'PAMMA JIUCHUITJIMHBI

b51.B.01 JlokymenToBeienne 1 IeI0BOi J0KyMEHTO000pOT
(I\‘()() U HAUMECHOGAHUE ()llCl[lIll'lIIl/bl 6 coomeemcemau L’_)"IU6II()I.\I I1.7(III().\I)

Hanpasienne nojroroskn  38.03.02 Menepkment
(l\‘()() U HAUMENOGUANUC HANPUAGTCH U NOO2OMOGKIU)

HarpasieHHoCTs (Mpoduiib) Yiipasienue MajibiM OU3HEeCOM
(nauvenoganue nanpagiennocmu (npoguis)

(DopMa 06}’”{(’3}1“5{ O4yHast, O4YHO-3a04Hasl, 3a04Hasl
(()lIHCI}I, OYHO-3UOUHUA, 's’[l()‘lll[l}l)

KBanuduxarus baxanasp

Kpacnoyap 2021



Pabouas mnporpamma gucuurminasl b1.B.01 JlokymeHTOBelneHHEe U J€10BOU
JOKYMEHTOOOOpPOT  COCTaBlieHa B COOTBETCTBUH  C (benepanbHbIM
rOCYJapCTBEHHBIM 00pa30BaTENbHBIM CTaHIapTOM BhIciIero oopazoBanusi (OPI'OC
BO) no nanpasnenuto noaroroku 38.03.02 MenexMeHT

[Mporpammy coctaBui(u):
10.C. Knemena, goueHT kadeapst MOUM, KaH1.9KOH HayK

noAnurcChb

Pa6ouas nporpamma nucuurinasl b1.B.01 JlokymeHTOBeieHUE U 1€TT0BOM
JOKYMEHTOOOOPOT YTBEp:K/I€HA Ha 3acelaHuu Kadeapbl MUPOBOW SKOHOMUKH U U
MeHemKkMeHTa TpoTokoa Ne7 ot 16 anpens 2021r.

3asenytonuit kadeapoit MOuM [llesuenko U.B

CbaMPUTHﬂ, MHUIUAJIBI oA Ch

VYTBepk/IeHa Ha 3acelaHuH Y4eOHO-METOIMUYECKON KOMUCCUU SKOHOMUYECKOTO
dakynbreTa
npotokod Ne8 ot 14 mas 2021 1.

[Tpencenarens YMK sxonomuueckoro daxkymnbreta JApodsimenckas JI.H.
(i)aMI/IJ'II/Iﬂ, HWHHUILIHAAJIbI oA Ch

PenenseHTsr:
berman P.M., coyupenurenr OOO «FOMM-TexHo»
Jlo6anoBa B.B., kaH/. 5KOH. HayK., TOIEHT Kadeapbl SKOHOMHUKHU MPEITPUATHSI,

PErHOHANBHOTO U KaIPOBOI'O MEHEI)KMEHTA
OI'BOY BO «KybaHckuii rocy1apCTBEHHBI YHUBEPCUTET)



1 Henu u 3a1a4m U3y4eHus AUCHUUIJIMHBI (MOTYJIf)

1.1 Ilean ocBOEHHS JUCHUILIHHDBI

Ilenp OCBOCHMS JMCUUIUIMHBI 3aKIIOYACTCS B OBJIAJICHUU TEOpUEH U TPAKTUKOU
mporecca JOKyMEHTAIIMOHHOTO 00eCcTIeueHus IpoIiecca YIpaBieHUsT OM3HECOM MEXaHHMUECKUM U
AJIEKTPOHHBIM CIIOCOOAMH Ha OCHOBE TPEOOBaHMI HOPMATUBHO-TIPABOBBIX JOKYMEHTOB.

1.2 3agauyu AUCUMIINHBI

— oOydeHHe CTyJIEHTOB 3HAHUSM, YMEHHSM W HaBbIKaM, HEOOXOJAMMBIM B paboTe C
JOKYMEHTaMHU;

— BBIPabOTKa y CTYACHTOB CTPOTOr0 M HEYKOCHHUTEIHHOTO COOJIOACHHS MPUHITUIIOB
OpraHu3aIi JOKyMEHTO00OpOTa, B TOM YHUCJIE C MOJPA3ACIICHUSIMU OPraHu3aliy, BeIyIIUMHU
OyXrantepckuil y4er,

— MIPUBUTHE MPAKTUICCKIX HABBIKOB PA0OTHI CO CITYy)KEOHBIMHU JOKYMCHTAMH,

— TIOJIyY€HHE, COCTaBJIEHWE, M3TOTOBJIEHUE, O0(QOPMIICHHE, y4eT, OTIpaBKa, XpaHECHHE,
nepeaada U YHUYTOXKEHHUE TOKYMEHTOB M MaTepUalioB;

— oOydeHHe TpaBUJaM COCTaBJICHHS, OQOPMIICHUS M HCIOJIB30BaHUS JTOKYMEHTOB,
CBSI3aHHBIX C JCSITEILHOCTHIO MPEANPHUATHI, B TOM YHCIIEC C BHEITHEOKOHOMHYCCKOMH;

— O03HAKOMJICHUE CTYACHTOB C OOIIMMHU MPUHIIMITIAMH JOKYMEHTAIIMOHHOTO 00eCTIeueHuUs
NESITEILHOCTH MPEANPHUATHS, C TIOPSIKOM JJOKYMEHTHPOBAHUS HH(POPMAIIHH,

— o0ydJeHre cucTeMaTu3anuy HH(QOPMAIUY TI0 KATErOPUsSM M YPOBHSM JIOCTYIIA K HEH;

— O3HAKOMJICHHE C OpraHM3aliedl pamroHaIBLHOTO JBWKEHHS JOKYMEHTOB Ha
MPEANPUSITHH, B TOM YUCJI€ C KOHIICTIINEH CO3/IaHMs JIEKTPOHHOTO Oduca;

— o0Oy4yeHME KadyeCTBEHHOW H ObICTpod o00paboTke wuHGOpPMAIMKM B  IEIAX
CBOEBPEMEHHOTO IMPUHSTHS COOTBETCTBYIOIIMX YNPABICHYECKUX PEIIEHUHN, YCBOCHUIO MPaBUi U
(hopM AeTOBOIM M KOMMEPUECKOU MEePENUCKH;

— BbIpa0OTKa YMEHHS paboTaTh C MaTepralaMyd OTPaHUYEHHOIO JOCTYIIA.

1.3 MecTo qucuMnJIMHbI (MOIYJisl) B CTPYKTYpe 00pa3oBaTeibHON MPOrpaMMbl

Jucuunnuna «J{okyMeHTOBeleHHEe U JIeJI0BOM JTIOKYMEHTOOOOPOT» OTHOCHUTCS K YacTH,
(dbopMupyeMoit yuacTHUKaMu 00pa3oBaTeabHbIX OTHOIIEHUH bioka 1 «ucuumiuuel (MOIyIH)»
yuebHoro 1uiaHa. B cooTBercTBUU ¢ paboyMM y4eOHBIM IJIAHOM JAMCLUUIUIMHA M3ydaeTcs Ha 2
Kypce 10 0YHOU U Ha 2 Kypce o 3a04Hoi popme oOyueHus. Bug mpoMekyTouHON aTTeCTaluu:
3auer.

Jucuumninuna Oa3upyeTcsi Ha 3HAHUSAX, MOJYYEHHBIX CTYJEHTAaMH B paMKaX OCBOCHUS
TUCUMIUTNH: «KOMIBIOTEPHBIN TpPaKkTHKyM», «MeXIyHapoJIHble SKOHOMUYECKHE OTHOLICHUS,
«Pycckuii sI3bIK U OCHOBBI JICTIOBBIX KOMMYHHKaIui», «Teopust Oyxrantepckoro ydera», «Teopus
yrpasieHus», «MHPOPMAIIMOHHO-KOMMYHUKAIIMOHHBIE ~ TEXHOJIOTUH B MPOQeCcCHOHATBHON
NEATeIbHOCTH» W sIBIsieTCsl 0a30i Ui WM3YyYeHHs Ha CICAYIOIIUX Kypcax IHMCIHILIHH:
«IIpodeccronabHbIe KOMITBIOTEPHBIC IIPOrPAMMBD», «YTIPaBICHUYSCKUN yUeTy.

1.4 IlepevyeHb NMIAHMPYEMBIX Pe3y/JIbTATOB OOy4YeHHsI MO JMCUMILIMHE (MOIYJIIO),
COOTHECEHHBIX C INIAHNPYEMbIMH Pe3YJIbTATAMH OCBOCHHUSI 00pa30BaTeIbHOH NPOrPaMMbI

W3yuenne paHHOM y4yeOHOM AMCUMIUIMHBI HalpaBlieHO Ha (OpPMHUpPOBAHUE Y
oOyJaromuxcs CIeIyONMX KOMITETESHIHN:

Kona u HaumeHoBanue
WHAUKATOpa™® TOCTIKEHUS
KOMITIETEHIINHA

Pe3ynbTaThl 00ydeHUs 10 TUCIUILUTHHE

ITK-1 CnocofeH K oOpraHu3aluy NPoUeccoB NMepeBo3KH PAa0OTHHKOB, T0CTABKH I'PY30B M YIPAaBJIeHHIO
KOPNOPATUBHBIM TPAHCIIOPTOM OPraHU3anuu




WUIIK-1.1 PazpabatsiBaer u
UCTIONB3YeT NHCTPYMEHTapHi
JOKyMEHTOBEJICHUSI U JIEIOBOTO
JOKYMEHT0000pOoTa JJIs PEIIeHUs
MOCTABJICHHBIX 33724

3naet: 3akoHOmaTenscTBO Poccuiickoit dexepaiu B 06IacTH
MaTepHaIbHO-TEXHIYECKOT0 00ecIiedeHus, IeTI0NPON3BOJICTBA;

3uaer: CTpyKTypY, IPUHIMIBI, HHCTPYMEHTApHI IOKYMEHTOBEICHUS 1
JIETIOBOT0 IOKYMEHTOO00pOTa OpraHu3aliy, a TAKXkKe pa3paboTKu 1
o(hopMIIeHHS IOKYMEHTALIUH;

VYwmeer: PazpabareiBaTh U BHEAPSITH JIOKaJIbHBIE HOPMATUBHBIE aKThI 1
periaMeHTHpYIOIIe JOKYMEHTHI O0IIEro XapakTrepa v 1o
(yHKIIMOHAIBEHOMY HaIIPaBJIEHHIO JeTebHOCTH;

VYwmeer: PazpabareiBaTh 1 HCHONB30BaTh HHCTPYMEHTAPHI
JOKYMEHTOBEIECHHUS U JIeJIOBOTO JOKYMEHTOO00pOTa OpraHu3aluy, B TOM
YHCIIE TI0 BHEITHEAKOHOMHUYECKOH IesITeIbHOCTH;

TpynoBoe neiictBue: Opopmirsier JOKYMEHTANUIO, B TOM YHUCIE IO
BHEITHEAKOHOMHYECKOH JIeITETbHOCTH B COOTBETCTBUH C TPEOOBAHUAMHU
3akoHonarenbeTBa Poccuiickolt denepanyy 1 MEXIYHAPOIHBIX aKTOB;
TpynoBoe neiictBue: cnonb3yer KOMIbIOTEPHBIE TPOTPAMMBI JIIS
BEJ/ICHUs y4eTa, CHCTEMAaTH3allMK ¥ aHaJIi3a JaHHbBIX, COCTABJICHHS 0a3
JIAHHBIX, BEJICHUS IOKyMEeHTO000pOTa, CIPaBOYHO-TIPABOBBIE CUCTEMBI,
pecypchl HH(pOpMaIMOHHO-TEJIEKOMM YHUKalIMOHHOH ceTh «HTepHeT,
OPI'TEXHHUKY.

ITK-2 Cnoco6eH K opranu3auuu paéo4ero nNpocTPaHCcTBAa, CO3AHUIO U 00eCIeYeHUI0 ONTUMAJIBHBIX
YCJIOBMii BBINOTHEHUSI TPYAOBBIX GYHKIMIT paGOTHUKAMH OPraHu3anuu

WIIK-2.2 PazpabatbiBaer u
HCIOJIb3YET UHCTPYMEHTApUM
JOKYMEHTOBE/ICHHUS U JIETIOBOTO
JIOKyMEHT0000pOTa ISl pEIICHUS
IIOCTaBJICHHBIX 3aJa4

3Haet: 3akoHoAaTenbCTBO Poccuiickoi denepanyu B odiacTu
MaTepHaIbHO-TEXHUYECKOTr 0 00eceueH s, IeI0NPOU3BOICTRA;

3naet: CTpyKTYypy, IPUHIMIIBL, HHCTPYMEHTAPUN JOKYMEHTOBEACHHUS U
JIETI0BOr'0 IOKyMEHTO000pOTa OpraHu3aliH, a TAKKe Pa3paboTKH U
ohopMIIeHHs IOKYMEHTALIUH;

Ymeert: PazpabateiBaTh U BHEAPSITH JIOKAJIbHBIE HOPMATUBHBIE aKThI U
periaaMeHTHpPYIOIMe JOKYMEHTHI O0IIero Xapakrepa 1 1o
(YHKLMOHATEHOMY HAIIPaBJICHUIO AESTEIBHOCTH;

Ywmeer: PazpabaTsiBaTh U UCTIONB30BATH HHCTPYMEHTAPHUI
JOKYMEHTOBEACHHS U ISJIOBOT0 JOKYMEHTOO00pOTa OpraHn3auy, B TOM
YHCIIE 110 BHEITHEAKOHOMHUUECKOH JesITEIbHOCTH;

TpynoBoe neiictBue: Ogopmitsier JOKYMEHTAIUIO, B TOM YHUCIIE IO
BHEIIHEAKOHOMUYECKOH IESTENLHOCTH B COOTBETCTBUH C TPEOOBaHUAMU
3aKoHozaarenscTBa Poccuiickoit denepanyy U MEXIYHAPOIHBIX aKTOB;
Tpynosoe nerictBue: Mcnonb3yeT KOMIBIOTEPHBIE IPOIPAMMBI IS
BEJICHHs y4eTa, CUCTEMAaTH3alMK U aHaIn3a JaHHBIX, COCTABICHUS 0a3
JAHHBIX, BEIEHHS JOKyMEHTO000pOTa, CIIPaBOYHO-IIPABOBBIE CHCTEMBI,
pecypcsl HH)OPMAMOHHO-TETIEKOMMyHUKAIMOHHOH ceTn «/HTepHeT»,
OPI'TEXHHUKY.

IIK-5 CnocoeH Kk ynpaBJ/jieHUI0 00bEKTAMHU HEIBUKUMOCTH, HAXOAS LIUMHUCS B COOCTBEHHOCTH
OpraHHM3anHM WIN UCNOJIb3yeMbIMH Ha OCHOBAHUY JIPYTHX BEIIHBIX NPaB

HUIIK-5.1 Pa3pabaTsiBaeT u
HCIIONB3YeT HHCTPYMEHTapUH
JOKYMEHTOBE/ICHHUS U JIETIOBOTO
JOKYMEHT0000pOoTa JUIs PEIICHHUS
MIOCTaBJICHHBIX 3a]a4

3naet: 3akoHOMATENHCTBO Poccuiickoit denepanuu B obmactu
MaTepHaIbHO-TEXHIYECKOT0 00ECICUeHNs, JETOPON3BOJICTBA;

3naetr: CTpyKTYpY, IPUHIUIIBI, HHCTPYMEHTapUil JOKyM EHTOBEICHUS 1
JIETIOBOT0 IOKYMEHTOO00pOTa OpraHu3alny, a TAaKXKe pa3paboTKu U
oopMIeHNSsT JOKYMEHTAIINH;

Ywmeer: PazpabaTeiBaTh 1 BHEAPSTH JIOKATbHBIE HOPMATUBHBIE aKThI 1
peraMeHTHPYIOINe JOKYMEHTHI 00IIEro XapakTepa v Mo
(hyHKIIMOHATBHOMY HAIIPABJICHHIO AEATEIHHOCTH;

Ywmeer: PazpabaTriBaTh U UCTIONB30BATE HHCTPYMEHTAPHI
JOKYMEHTOBEJICHUS 1 IEJIOBOTO JOKYMEHTO000POTa OPTaHN3allH, B TOM
YHCIIE TI0 BHEITHEAKOHOMHUYECKOH NesITeNbHOCTH;

TpynoBoe neiictBue: OdopMIseT JOKYMEHTAIHIO, B TOM YHCIIE TIO
BHEITHEAKOHOMHUYECKOI IEITENTbHOCTH B COOTBETCTBUH C TPEOOBAHUAMHU
3aKoHOnarenbeTBa Poccuiickoit denepanyy 1 MEXIYHAPOIHBIX aKTOB;
TpynoBoe neiictBue: Mcnonb3yeT KOMIBIOTEPHBIE TPOTPAMMBI JIIS
BEJICHHS ydeTa, CHCTEeMaTH3ally 1 aHaJlu3a JaHHBIX, COCTABICHUS 0a3
JAHHBIX, BEJICHUS TOKyMEHTO000pOTa, CIPaBOYHO-TIPABOBBIE CUCTEMBI,
pecypchbl HHPOPMAIIMOHHO-TEIEKOMMYHUKAIIMOHHOH ceTH «VHTepHeT»,
OPITEXHHUKY.




Pesynbratel 00ydeHHs MO TUCHMIUIMHE JOCTUTAIOTCS B paMKax OCYIIECTBICHHS BCEX
BUJIOB KOHTAaKTHOW W CaMOCTOATENBbHOM paboThl O0OydyalomMXCs B COOTBETCTBHU C
YTBEPKACHHBIM Y4EOHBIM IIAHOM.

WuaukaTtopsl  JOCTIKEHUS KOMIIETEHLUUH  CYMTAIOTCS  CPOPMHPOBAHHBIMU  TIPU
JOCTUXKEHUH COOTBETCTBYIOILIUX UM PE3yJIbTaTOB OOyUYEHHUSI.

2. CTpyKTYpa M coJep:KaHue JUCHUIIMHBI

2.1 Pacnipenesnenue TPy10éMKOCTH AMCIUILIMHBI 10 BUAAM padoT

OOmiasi TpynoéMKOCTh JMCHUILIMHBI COCTABJISICT 2 3a4eTHBIX eauHUIBl (72 dYaca), Ux
pacmpeeneHue mo BujaaM paboT MpeicTaBlIeHO B TabIuIe

Bupner pabor Bcero ®dopma obyyeHus
4acoB OYHast OYHO-3204YHAsI
3 3
ceMecTp ceMecTp
(gacer) (gacer)
KonTakTHas padoTa, B TOM YHCJIE: 38,2 28,2
AyauTopHbIe 3aHATHSA (BCero): 34 24
3aHATHSI JIEKIIMOHHOTO THUITA 18 12
J1a00PATOPHBIC 3aHATHUS
NpPaKTUYECKUE 3aHITUS 16 12
CEeMHHAPCKUE 3aHATHSI
HHas KOHTaKTHasi padoTa: 4,02 4,02
Kontpons camoctostensHoi pabotel (KCP) 4 4
[Tpomexyrounas arrecraims (MKP) 0,2 0,2
CamocTosiTeIbHAsi padoTa, B TOM YHCJIE: 33,8 43,8
Pegpepam (noozomosxa) 14 14

Camocmoamenvroe usyueHue pasoenos, camonoo020moskd
(npopabomka u nosmoperue 1eKYUoHHO20 Mamepuaila u
Mamepuana y4eOHUKos u y4eOHbIX nocooutl, N0020mogKa 19,8 29,8
K J1a00pamopHelM U NPAKMUYECKUM  3AHAMUAM,
KOJLIOKBUYMAM U M.O.)

INoxroroBka K TeKymeMy KOHTPOIIO

Kontpoas:

IToaroroBka k 3auery

Oomas gac. 72 72

TPYA0EMKOCTH B TOM 4YHCJI€ KOHTAKTHAS 382 28.2
pa6ora ' '
3a4. e[ 2 2

2.2 Conepxxanue TUCUUIIMHBI

Pacnpenencnue BuaoB yueOHOIM pabOThI U MX TPYAOEMKOCTH IO Pa3JieiaM JUCIUILIAHBI.

Pazzenbl (TeMbl) OUCIUIUIHMHBI, W3ydaeMmbie B 3 cemectpe 2 (kypce) (oumnas cpopma
06yuenus)

KonngecTBo yacoB

AynuTtopHas Bueaymu
Ne HanmenoBanue pa3zienos (Tem) Beero yﬂa 60121 opHas
P pabora

113 JIP CPC

[peamer, comepkaHue U 3a/1a4d Kypca JOKYMEHTOBEICHHE U
JIETIOBOI TOKYMEHTOO0OPOT

JIOKyMEHTBI M IpaBuiia uX 0hopmIIeHuUS
OpraHu3aiuOHHO-IIPABOBbIC JOKYMEHTBI
PacniopsiiuTenbHbIe TOKYMEHThI

JIOKyMEHTHUPOBAHHE JICSITEIbHOCTH KOJUIETHATLHBIX OPIaHOB
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6. HHbopMalmoHHO-CIIPaBOYHBIE JOKYMEHTBI 6 5 1 3
7. |ConpoBonuTenbHbIE TOKYMEHTHI 6 1 2 3
Odopmitenre, 00paboTKa U XpaHCHUE TOKYMEHTAIIUH 110
8. BHEIIHEYKOHOMHUYECKOH JACSATEIBHOCTH B COOTBETCTBUH C 58 1 1 38
TpeboBaHUsIMHU 3aKOHOAATeNbCTBA Poccuiickoit @enepanun n ' ’
MEXIYHapOIHBIX akTOB. COBpEMEHHOE JIETI0BOE MMUCHMO
9.  |lokyMeHTHI KaJpOBOH M OYXTalNTEepCKON CIyKOBI 4 1 1 2
10. |Opranmzamus paboOTHI C TOKYMEHTaMHU 4 1 1 2
11. |ABToMaTH3aIms JOKYMEHT0000pOoTa 4 1 1 2
12 JloKkyMeHTO000OpOT B OpraHM3alliy U yIIpaBiIeHHUH On3Hec- 4 1 1 5
TIpoLeccaMu
13. |Ciyx06a NOKyMEHTaIIMOHHOI'0 00ECIeYeHUs! YIIPaBIICHUS 4 1 1 2
HTOI'O no pazoenam oucyuniusl 67,8 | 18 16 33,8
Kontpons camocrosrensHoit padots! (KCP) 4
[Tpomexyrounas arrecrarms (MKP) 0,2
[ToaroroBka K TeKyleMy KOHTPOJIIO
OO01m1ast TPyT0EMKOCTb IO JUCIUTUINHE 72
[lpumeuanue: JI — nexuuu, [13 — mnpaxtudeckue 3auatus / cemuHapel, JIP —

naboparopuble 3ausaTusl, CPC — camocrositenpHas pabota cTyeHTa

Paszensr (TeMBI) AMCHUIUTAHBI, W3ydaembie B 3 cemectpe 2 (kypce) (ouno-3aounas
¢opma 06yuenus)

Kommuectso yacos
Bueaynu-
Ne HaumenoBanue paszenos (tem) AyuTOpHas TopIZax
Bcero pabora
pabora
J 113 JIP CPC
1 [penmer, conepkaHue U 3aJa4u Kypca TOKyMEHTOBEICHHE U 3 05 05 5
' JICTIOBOM JIOKYMEHTO000pOT ' '
2. JIOKyMeHTBI M IipaBuiia uX oopmiieHUs 5 1 1 3
3. OpraHu3aloOHHO-TIPABOBbIE JOKYMEHTBI 6 1 1 4
4. PacnopsnuTenpHbIe TOKYMEHTHI 6 1 1 4
5. JloKyMeHTHpOBaHNE AESTEIFHOCTH KOJJIETHAIBHBIX OPTaHOB 6 1 1 4
6. WudopmanmoHHO-cripaBOYHbIE JIOKYMEHTBI 6 1 1 4
7. ComnpoBoanuTensHbIe JOKYMEHTHI 6 1 1 4
Odopmiienne, 06paboTKa 1 XpaHEHHE TOKYMEHTALIUH 110
8 BHEIIHEYKOHOMHYECKOH AEATENFHOCTH B COOTBETCTBUH C 58 1 1 38
TpeOoBaHMAMH 3aKOoHOMaTeNsCTBA Poccuiickont deneparmu u ! !
MEXKIyHapOIHbIX akTOB. COBpEMEHHOE IeJI0BOE NHChMO
9. JIOKyMEHTBI KaJIpOBOI U OyXTanTepCcKoi CiryKObl 5 1 1 3
10. |Opranuzanusi pabOTHI C JOKYMEHTAMU 5 1 1 3
11. |ABTOMaTH3aIUs TOKYMEHTOOO0pOTa 5 1 1 3
12 JokyMeHT0000pOT B OpTaHU3AINH U YIIPABICHUN OHU3HEC- 5 1 1 3
npoLeccaMu
13. |Cnyx0a TOKYMEHTAIMOHHOT0 00ECICYCHUsI YIIPABICHUS 4 0,5 0,5 3
HUTOI'O no pazoenam oucyuniutol 67,8 | 12 12 43,8
Kontpons camocrosrensHoii padotsr (KCP) 4
ITpomexyrounas arrecraims (MKP) 0,2
[ToaroroBka K TeKynieMy KOHTPOJIFO
OO0m1ast TPyIOEMKOCTb IT0 JUCIUTUINHE 72
IIpumeuanune: JI — nexkumu, II3 — mnpaktuueckue 3aHATUsS / cemMuHapsl, JIP —

J'Ia60paTOpHBIC 3aHATHA, CPC — camocrosTenbHas pa60Ta CTyACHTa



2.3 Coneprxanue pa3iesioB (TeM) TUCHUINIHHBI
2.3.1 3aHATHSA JIEKUMOHHOT O THIIA

HanmenoBanue pasnena (TeMbl)

Coneprxanue paszzena (TeMbl)

dopma TeKyliero
KOHTPOJIA

1. Tpemer, coepanye i [oHATHS «TOKYMEHT, «JOKyMEHTO000POT» H Kpartkuii orpoc B
saaum Kypea «JIOKyMeHToBezleHne». Pa3Butre nokymenTa. CriocoObl HavaJie JISKIIMU
., |TOKYMEHTHPOBaHHUS U MaTepUaJIbHbIE HOCUTEIH
JIOKyMEHTOBEJICHUE U JIETIOBOU .
1OKYMEHTO0B0pOT nHpopmanun. CBolicTBa 1 QyHKIMH JOKYMEHTOB.
Knaccudukarps.

2. Yaudukaums W craHmapTusanms — ynpasieHueckux | Kpatkuit orpoc B
JnokymeHToB. IlpaBunma  odopmileHHMST  JOKYMEHTOB.| Hadale JICKIINU
TpeboBanus K o opMIICHUIO OpraHu3alMOHHO-

JIOKyMEHTBI M ITpaBuIIa UX

o opMIeHus pacnopsAuTeNnbHbIX  J0KyMeHToB (CocTaB  pEKBU3UTOB
JOKyMeHTOB. TpeOoBaHMS K O(QOPMIIEHHIO DPEKBHU3UTOB.
HcrpaBienuss B JOKyMeHTaX. bllaHKM —JIOKyMEHTOB
NpeNpUsITHS

3. OyHkuMM M 0COOSHHOCTH OpraHM3allMOHHO-TIPaBOBBIX | KpaTtkuii orpoc B

JOKyMEHTOB. YcraB opraHum3anuu. [lonokeHne o Hauane JIEKIMU
OpraHu3allMOHHO-TIPAaBOBBIE  [CTPYKTYPHOM ToApasfeleHuHd opranusamuu lltaTtHoe
JIOKYMEHTBI pacrucaHue. [lpaBuna  BHYTpEHHEro  TPYAOBOIO

pacnopsinka. MHCTpykKuuMuM 1O  OTAEIBHBIM  BUIAM

JIeATeNbHOCTH. JIOJKHOCTHBIE HHCTPYKIIUH

4, PacropsIHTebHbIC Bugpl pacnopsaurensHbIX  JokymMeHTOB. OcobenHoctu| Kpatkuii onpoc B
JIOKYMEHTHI [IOATOTOBKHU u ohopmieHus pacnopsaUTENbHBIX | Hayvalle JIEKINUN

JIOKyMEHTOB.

5. OpraHu3anoHHO-TEX HIUECKHE MEpONPHUATHS no| KpaTxkwuii orpoc B
JloKyMeHTHpOBaHHUE HOIrOTOBKE M IpOBeAeHHIO coBemanui. CTpykTypa| Hauaie JeKIUH
JeATENbHOCTH KOJUIETHANIBHBIX |IOKIafa W OT4eTa: Ha  COBEIIAHWH, 3acelaHuH,

OpraHoB koHpepeHuMH W T.A. TpeOoBaHMA K COCTaBICHUIO H
0(hOPMIICHHUIO POTOKOJIOB.

6. Bunst MH(OPMAIMOHHO-CIIPABOYHBIX JIokyMmeHToB. | KpaTkuii onpoc B
Nudopmanmonno-cnpaBounsie |Odopmiienne cripaBok. OdopmileHne TOKIaIHbIX 3aMUCOK. | Havaje JEeKIHN
JOKYMEHTHI Odopmiienre 00BSACHUTENBHBIX 3amucok. OdopmieHue

aktoB. Ocobennoctu TtenedoHorpamm, (HaKCHMUIBLHOM
cBsi3u. OCOOCHHOCTH UCIIOIb30BaHMS TeNeTala.

7. OcobenHocTH 0opMIIEHHS 1 UCTIONH30BAHHS Kpatxwuii ompoc B
COTIPOBOAUTENBHBIX JOKYMEHTOB. OdopmieHue, Hayaje JeKIUH
00paboTKa M UCHOIb30BAaHUE COTPOBOAUTEIHHBIX

CompoBoauTensHbIe

JIOKYMHTBI JOKYMEHTOB IIPOLIECCOB IIEPEBO3KH PA0OTHHUKOB, TOCTABKH
IPY30B U yIpaBJieHHe KOPIOPATUBHEIM TPAHCIIOPTOM
opranmzanuy. [loAroroBka TOKyMEeHTALMN U1
MIPOBENICHH POLIEYP BHIOOPA ITOCTABIIMKOB U 3aKYITKH.

8. |Odopmienue, obpadoTka u IIpaBuna  odopmieHusa, o0paboTku u  XpaHeHus| Kparkuii ompoc B
XpaHeHHe JOKYMEHTALUH 110 |IOKYMEHTALlMH 110 BHEIIHEIKOHOMUYECKOH NEATEeIbHOCTH| Hadale JEeKIUH
BHEIIHEIKOHOMHUYECKOH B COOTBETCTBMHM C TpeOOBaHMAMHU 3aKOHOIATEIHCTBA
JIESATENBHOCTU B cOOTBETCTBUU |Poccuiickoii @enepaliii M MEXAYHAPOIHBIX  aKTOB.
¢ TpeGOBaHUIMHU HenoBoe muceMo B ycnoBusx yHUbukauuu. [IpaBmia
3aKOHOJATENNbCTBA ohopMIIeHHs 1eNOBOro mickMa. HekoTopele BHIa MHECEM.

Poccuiickoit @enepanun u MexayHapoaHble TUCbMA.
MEKITyHapPOIHBIX aKTOB.
CoBpeMeHHOE JIETTOBOE MHCHMO
9. Bunpl m1oKyMeHTOB M0 TUYHOMY cocTaBy. TpeboBanus k| Kpartkwmii ompoc B
oopmrenuto TpymoBoro gorosopa. OdopmiieHue npuemMa| Hadale JISKIINH
JIOKyMEHTBI KaJJpOBOil U Ha paboty. 3asBieHne o npueme Ha pabory. OdopmieHue
OyXTanTepcKon ciyx0bl MIPUKA30B 10 JIMYHOMY COCTaBY. TpynoBas KHIDKKA.
Jlvunass xaprouka. JImgHoe neno. XapaKTEpUCTHKA.
Astobuorpadus. Pesrome.

10. O6paboTrka mocTymarommx gokyMmeHToB. OOpaborka| Kpartkuii orpoc B

Opranusanus paboTsI ¢ OTMpaBIIIEeMbIX  JOKyMeHTOB. llopsmok  paboTel  c| Havane JeKIuH

JAOKYMCHTaMH

BHYTPCHHUMH JTOKYMCHTaMH. PGFI/ICTpaL[I/IH U KOHTPOJIb
HCIOJHCHUSA JOKYMCHTOB. (DOpMI/IpOBaHI/Ie n Oq)OpMJ'IeHI/Ie




jen. IloaroroBka JOKYMEHTOB K Iepejadye Ha apXUBHOE
XpaHEHHE.

11. OneKTpOHHBIM JOKyMEHT. ABToMaTH3alMsa cocTaBieHus | Kpatkuii onpoc B
ABTOMaTH3ays JIOKyMEHTOB. ABTOMaTH3aIms JIeTIONPON3BO/ICTBA. [HAYaIIe JICKIINU
JIOKyMEHT0000pOTa Benenue 6a3bl JTAHHBIX JOKyMEHTAINN 1o

BHEITHETOPTOBOMY KOHTPAKTY.

12. |ToxymeHTOOOOPOT B JlokymeHTHpOBaHHEe  OW3Hec-mporeccoB  YmpasiieHue | Kpartkuii onpoc B
OpraHM3alliy ¥ YIIpaBJIeHNH  |OM3HEc-TpoIeccaMu yepes OpraHM3aIMIo | Havyajle JEKIHN
Ou3HEec-TIpoleccaMu JIOKyMeHT0000poTa

13. 3amaun W QyHKIMM cnyxkObl  JoKyMmMeHTanumoHHoro |Kpatkuii orpoc B
CtyKGa JI0KyMEHTALHOHHOrO obecnieueHus yIIpaBJICHUSL. Crpyktypa  ciyxObl|Ha4ase JEeKIIn
oBecTICueHHA yrpaBIeHHs JIOKyMEHTaIlHOHHOTO olecrieueHus ynpasienus. [lpaBa u

OTBETCTBEHHOCTh CITyKOBI JIOKYM EHTAI[HOHHOT'0
obecrieyeHuns yrpaBJIeHHUsI.
2.3.2 3aHATHS CEMHHAPCKOr0 TUNA (MPAKTHYECKHE 3aHITHA)
Ne HaumenoBanue paszena (Tembl) TemaTuka 3aHATHI/pabOT Popma Texymero
KOHTPOJIS

1. |[Ipenmer, copepkaHue u [Monstuss «uHpOpPMaLUs» W «IOKyMeHT». PasButHe Pedepar-
3a/1a4M Kypca JIOKyMEHTA. Crioco0sr JTOKYMEHTHPOBAHUS U Ipe3eHTalus
JIOKyMEHTOBEJICHUE U JIeJIOBOW |MaTepuaibHble Hocurenu HHpopmanuu. CBoiCTBA |
JIOKYMEHTO000pOT ¢ynkpm nokymenToB. Kiaccuguxaryst.

2. Coznanue JIOTOTHIIA, 3JIEMEHTHI PEKBU3UTOB Pedepat-

npeanpustus  Co3maHue  COOCTBEHHOro  00pasiia| Mmpe3eHTalus, KeHc
HOKyMCHTbI U MpaBujia ux PEKBU3UTOB JAOKYMEHTA. PexBu3uTHI JCJIOBBIX
ohopmiteHUs JnokymeHToB.  OdopmiieHHe  pPEeKBH3MTOB  JIENIOBBIX
JOKyMeHTOB (Tpu¢) yTBepkIeHusi, azapecar, Trpud
COTJIACOBAHUS U T.1I.).
3. PaGora c¢ (¢aiinamu, co3gaHHBIMM Ha MPEABLIYIIEM Pedepar-
3ansaTud. O¢opmiieHne OnaHKa JOKYMEHTa, MCIHONb3Ys| Mpe3eHTaLus, Keic
COXPAaHEHHBIC JIOTOTHII, JIEMEHTBI PEKBH3HUTOB. YCTaB,
OpraHu3allMOHHO-TIPABOBBIE  |YUPEIUTENbHBIH JOTOBOP, IOJOXKEHHE 00 OpraHM3aluy,
JOKYMEHTBI MOJIOKEHHE O CTPYKTYPHOM IOApa3AEICHHUH, MOJIOKEHHE
o KOJUIETHATbHOM (coBemaTenbHOM oprase)
OpraHM3alliy, perjJaMeHT, IITaTHOE  pacIiCaHMUE,
MHCTPYKLUS], JOJDKHOCTHAs] MHCTPYKLIHSL.

4. IIpuxa3er. Co3nanue mabI0HOB MPUKA30B 110 OCHOBHOMN Pedepar-
PacrniopsianTensHele JeATENBHOCTH U I10 JINYHOMY COCTaBY (IPOOIBHBIH Ipe3eHTalus, Keic
JOKYMEHTHI 6mank obmiero Buaa). [loctaHoBiIeHNS; pelIeHNs;

NPUKAa3bl; PACIOPSDKCHUS; YKa3aHHUS.

5. |doxymeHTHpOBaHHE IIpotokon, ero Buapl. Co3maHue M1abIOHOB MIPOTOKOJIA. Pedepar-
JEATENBHOCTH KOJIJIETHAIbHBIX Ipe3eHTanus, Keic
OpraHoB

6. Axt. JloknmamHas 3amucka. CiyxeOHas — 3amucKa. Pedepar-

OOpscaurenbHass  3amucka.  CosmaHme — mraGiioHA| Mpe3eHTAlus, Kewc
WudopmannoHHO-CIpaBOYHBIE
JIOKYMCHTBI JOKJIAIHBIX, OOBSACHHUTENBHBIX 3aMHCOK M CIYXEOHBIX
3ammcok. OdopmileHre CIpaBKH, CO3JaHWE MIa0IIoHA
noBepeHHocTH 1 pacrucku. Dakcel. TenedoHOTpamMMBL
7. OdopmiteHre TOBapHO-TPAHCIIOPTHON HAKIIAIHOMH, Pegepar-
ITyTEBOTO JINCTA, I0TOBOPA HAa OKAa3aHWE TPAHCIOPTHBIX | Mpe3eHTanus, Keiic
CompoBonuTensHbIC
yCIIyT, ITyTeBoro aucra u T.1. [lonroroBka
JIOKYMCHTEI JOKyMEHTAIMHN JUTS IPOBEAEHHS NPOLIEAyp BHIOOpa
TTOCTABIIMKOB 1 3aKYIKH.

8. |Odopmnenue, odpadorka u IlpaBuna odopmienus, o0pabOTKM U XpaHEHUS Pedepar-
XpaHeHHe TOKYMEHTAIUH 10 |IOKYMEHTaIH 1o BHEITHEIKOHOMHUYECKOH | TIpe3eHTanusl, Keic
BHEIITHEAKOHOMHUYECKOM JeATENPHOCTH B COOTBETCTBHM C  TpPEOOBaHMSIMHU
JeATENTFHOCTH B COOTBETCTBHHM |3aKOHO/IATENIbcTBA  Poccuiickon Denepannu u

¢ TpeOOBaHUSAMU
3aKOHOJATENIbCTBA
Poccuiickoii @enepanun u

MCKAYHAPOAHBIX dKTOB.

MEXIyHaponHbIX akToB. CocraBieHMe W OQOpMIIEHHE
JIeTIOBOT0 MHChbMa, (DAaKC AUPEKTOPY, COCTABUTDH JEIOBOE
MTHUCHEMO 3apyOeKHBIM MTapTHEPaM.




COBpCMCHHOC JACJIOBOC
IIHUCbMO

JIOKyMEHTBI KaJpoBOI
CITY’KOBI

Pedepar-
Ipe3eHTalus, Keic

TpynoBble JOrOBOPEI ¢ COTpYAHUKaMU. JImdHbIe
KapTOUYKH pabOTHHUKOB. TpyHOBbIE KHIKKH.
YBenomieHre pabOTHUKOB O BEIOOPE (DOPMBI TPYIOBOU
kHWKkH. lllTaTHOE pacnucanue. JomKHOCTHBIE
uHCTpyKuWH. [IpaBuiia BHyTpEHHETO TPYI0BOTO
pacriopsiaka. ['paduk otiryckoB. 3asBieHue.
Xapakrepuctuka. Aproonorpadus. Pesrome.
Odopmienne 3asBienns. Cozpanue aBroOHorpaduu u
xapakTepuctuku. OgopmiieHne pe3rome.

10.

Opranusanus paboThI C
JIOKyMEHTaMH

Pedepar-
Mpe3eHTanus, Keic

Opranuzanusi JTOKyMEHTOOOOpOTa Ha MPEANpPUSTHH.
Perucrpanmst BXOASIMX JTOKYMEHTOB. Perucrparms
UCXOASAIIMX JOKYMEHTOB. .

11.

ABTOMaTH3aALHA
JIOKYMEHT0000pOTa

Pedepar-
Mpe3eHTanus, Keic

CocraBjcHHE B DJIGKTPOHHOM BHIE CXEMBI pabOTHI C
nokymentamu. Co3JaHue CaMOCTOSATENBHO — oOpasia
OaHKa YUYPEXKJCHUS, B KOTOPOM BBl 00Yy4aeTech.
Co3gaHue  9JIEKTPOHHOTO JKypHaJla B TEKCTOBOM
penaKkTope Ui PErHCTPAldM BXOMAIIUX W HCXOJSIINX
JIOKyMEHTOB. BezneHnue 6a3pl JaHHBIX JOKYMEHTALUH IO
BHEITHETOPTOBOMY KOHTPAKTY.

12.

JokymMeHT0o000pOT B
OpFaHI/ISaL[I/II/I u praBHeHI/II/I
OM3HEC-MPOIIECCAMH.

Pedepat-
Mpe3eHTanus, Keic

CpOKI/I XpaHCHHA HCIOJHCHHBIX JCJTOBBIX llOKyMCHTOB.
[TonroroBka JIOKYMEHTOB K crmade B apxuB. Co3nath
obpaser; 00JIOKKH Jea, oOpasel] omucu jaena, odpaserl
3aBEPUTEIILHON HA/IMKCH.

13.

Ciyx0a TOKyMEHTallMOHHOTO
obecrieyeHus yrpaBIIeHUSI.

Pedepar-
MPE3CHTAINS, TECT

3amaun u  QyHKOEM  CIY)KOBI  JOKYMEHTAI[HOHHOTO
obecnieuennsi  ynpaenenus.  CTpykTypa  CIyXObl
JOKYMEHTAIllHOHHOT0 obecreueHus ynpasienus. [Ipasa u
OTBETCTBEHHOCTb CITY>KOBI JIOKyMEHTaI[MOHHOTO
00ecTIeYeHNs YIIPaBIICHHS.

3amura 1a60paToOpHOU

pa6otsl (JIP), BeimonHenune kypcoBoro mpoekta (KII), kypcoBoit

pabotsl (KP), pacuerHo-rpaduueckoro 3amanus (PI'3), manmucanue pedepara (P), acce (9),
kosutokBuyM (K), rectupoBanue (T) u 1.11.

2.3.3 IlpumepHasi TeMaTHKa KYPCOBBIX pPadoT (MMP0EKTOB)
KypcoBas paboTa 1o JaHHOW TUCHUIUIMHE HE MPEIYyCMOTPEHA.

2.4 TlepeyeHb Y4eOHO-METOAUYECKOT0 o0ecneyeHHs JJIsl CAMOCTOATEIbHON pPadoThI
o0yyamuxcst o AUCHHUILINHE (MOIYJIIO)

[lepeuenp y4e6HO-METOANIECKOTO 00ECTIEUEHH ANUCIUIUINHBI TI0
Ne Bug CPC BBITIOTHEHUIO CAMOCTOSATENBHOU PabOTHI (8b10pams 6 cOOmMeemcmauiL ¢
suoom CPC)
1 3aHATHA JEKIMOHHOTO 1 |MeToAMYecKHe yKa3aHWsA JUId TOATOTOBKM K 3aHATHUSAM JIEKIMOHHOTO M
CEMHHAPCKOT0 THIIA CEMUHAPCKOr0 THMA. YTBEpPXKIECHBI Ha 3aceqaHun CoBeTa 3KOHOMUYECKOTO
¢dakynperera ®I'BOY BO «KyoI'Y». IIporokon Ne 1 ot 30 aBrycra 2018 rona..
Pesxum mocrymna: https://www.kubsu.ru/ru/econ/metodicheskie-ukazaniya
2 |IloaroroBka scce, pedeparoB. |MeToauueckue yKa3aHus LI TOATOTOBKH 3cce, pedepaToB, KypCcOBBIX padorT.
YrBepxkneHsl Ha 3acemanun CoBera sKoHOMHYecKoro (akympreta ®I'BOY
BO «KyoI'Y». IIporokon Ne 1 or 30 aBrycra 2018 roma.. Pexxum moctyma:
https://www.kubsu.ru/ru/econ/metodicheskie-ukazaniya
3 Boinonnenue Meroandeckie yKa3aHHS 110 BBITOJHEHHIO CAMOCTOSTEIBHOH pPaboTHI
CaMOCTOSITETIbHON paboOThl  |0Oyuarommxcs. YTBepKIeHbl Ha 3acemaHnd CoBera 3KOHOMHYECKOTO
o0yJaromumxcst ¢axymnsrera PI'BOY BO «KyoI'Y». [Iporokon Ne 1 ot 30 aBrycra 2018 rona..
Pexxum moctyna: https://www.kubsu.ru/ru/econ/metodicheskie-ukazaniya
4 WnrtepakTuBHBIE MeTOABI  (MeToaudeckne yKa3aHHs 10 HWHTEPAaKTHBHBIM ~ MeTogaM  OOy4eHHS.
00y4deHus YTBepkaeHs! Ha 3acenanny CoBera 3koHOMHYeckoro ¢axymnprera @I'BOY
BO «Ky6I'Y». Ilporokonm Ne 1 or 30 aBrycra 2018 roma. Pexxum moctyma:
https://www.kubsu.ru/ru/econ/metodicheskie-ukazaniya



https://www.kubsu.ru/ru/econ/metodicheskie-ukazaniya
https://www.kubsu.ru/ru/econ/metodicheskie-ukazaniya
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https://www.kubsu.ru/ru/econ/metodicheskie-ukazaniya

Y4eOHO-MeTOAMYEeCKHe MaTepuallbl ISl CAMOCTOSITEIbHOM PabOThl OOy4aromuxcs u3
YHUCJIa UHBAJIUAOB M JIUI C OTPAHUYEHHBIMHU BO3MOXKHOCTSIMU 3710poBbst (OB3) npenocraisitoTcs
B (hopMmax, alalTUPOBAHHBIX K OTPAHMYCHHUSM UX 37I0POBbS U BOCHPUATHS HH(OPMAIIHH:

JUnist U1 ¢ HApyIICHUSIMUA 3PCHHS:

— B Ie4aTHOM (hopMe yBeTUUIEHHBIM MIPUPTOM,

— B opMe AIIEKTPOHHOTO JIOKYMEHTA,

— B ¢popme ayauodaiina,

— B meyatHo# (opme Ha si3pike bpaiis.

JInst AL ¢ HapyleHUs MM ClIyXa:

— B TiedaTHou (opme,

— B opMe DIEKTPOHHOTO JIOKYMEHTA.

JUiist U1 ¢ HapyIIEHUSIMHA OTIOPHO-/IBUTATEIBHOTO ammapara:

— B Ile4aTHOU opme,

— B JOopMe DIIEKTPOHHOTO JIOKYMEHTA,

— B (hopMe ayauodaiina.

JlaHHBII TIepeueHb MOXET OBbITh KOHKPETH3HUpPOBAaH B 3aBUCHUMOCTH OT KOHTHHICHTA
00yJaronuxcs.

3. OOpa3oBare/ibHbIE TEXHOJIOTMH, NMPHUMeEHsieMble NMPH OCBOECHUM IMCUUIJIMHBI
(MoayJis)

B xonme wu3ydeHWs UCHUIUIMHBI TPEIYCMOTPEHO HCTOJB30BAHUE  CIEAYIOIIUX
00pa3oBaTeNbHBIX TEXHOJOTHI: JIEKIIUU, TPAKTUYECKUE 3aHATHS, CAMOCTOsITeIbHas paboTa
CTYICHTOB.

KoMrereHTHOCTHBIA MOAXOJA B paMKax MpernoJaBaHusi AUCLUILIUHBI pealu3yeTcsl B
HCIO0JIb30BAHNN MHTEPAKTUBHBIX TEXHOJIOTHIl B COUETAaHUH C BHEAYIUTOPHOM paboTOil.

NudopmanioHHble  TEXHOJIOTUH, TpPUMEHSEMble TPU HU3YYEHUU  JIUCHUIUIMHBIL:
UCIOJIb30BaHWE  HMH(OPMAIMOHHBIX  PECypcoB,  JOCTYNHBIX B HH(OPMAIMOHHO-
TEJIEKOMMYHHUKAIIMOHHOU ceTu IHTepHeT.

AnantuBHbIe 00pa30BaTENIbHbBIC TEXHOJIOTUH, IPUMEHSEMBIC ITPU U3YYCHUH TUCIUTUIIMHbI
— JUId JIMI C OrPAaHUYEHHBIMH BO3MOXHOCTSMHU 3J0POBbS TMPEIYCMOTpPEHA OpraHu3anus
KOHCYJIbTAIIMH C HCIOJIb30BAHUEM AJIEKTPOHHON TOYTHI.

4. OueHoYHble CcpeACTBAa ISl TEKYIIero KOHTPOJSI  yCIeBAaeMOCTH W
NMPOMEKYTOYHOM aTTeCTAMHU

OneHouHble CpeAcTBa NpeaHa3HAYEHBI ISl KOHTPOJS U OLEHKH O0pa30BaTeIbHBIX
JOCTHKEHHH oOyuaromuxcs, OCBOMBILIUX MpOrpaMmy yueOHOM JUCIUTLIAHBI
«JlokyMeHTOBEICHHE U JIEIOBOM TOKYyMEHTOO00POTY.

OueHouHbIE CpeCTBa BKIOYAIOT KOHTPOJIbHBIE MaTE€pHalbl JJIs IPOBEACHUS TEKYyLIero
KOHTPOJIsA B OpME TECTOBBIX 33JlaHUl, pedepaToB-Mpe3eHTALMU, KEHCOB U MPOMEKYTOUYHOI
arrectanuu B opme BOIIPOCOB K 3aYETY.

CTpyKTYypa OLIEHOYHBIX CPEACTB JJIfl TeKYylIeil U MPOMEKYTOYHOM aTTeCTAlMT

Kona u HaumeHoBanue HaumenoBaHue OLIEHOYHOT'O CpeICTBA
Ne Pe3ynbraTel 00y4eHus
WHIUKaTOpa . [Ipomexxyrounas
w/n (8B cootBeTcTBHH C 1. 1.4) Texymmuii KOHTPOIb

(B cootBeTcTBHH C 1. 1.4) aTTecTaIus
3HaeT: 3aKOHOAATEIHCTBO Ompoc, pedepart- Bompoc Ha

UIIK-1.1 Pa3pabaTsiBaeT VR poc, pedep P
Poccutickoit @eneparim B MPe3EHTAINs, TeCT 3a4eTe

U UCTIONB3YET

1 . 00nacTi MaTepraIbHO- 29-48

WHCTPYMEHTapHA
TEXHUYCCKOr0 00ECIICUEeHNS,

JIOKYMEHTOBEICHUS U
JIEITOTIPON3BOJICTBA.

JeITOBOTO 3naer: CTpyKT MPUHITATIBI Omnpoc, pedepar Bompoc na

JOKYMEHT0000pOoTa ISt PyK y‘iy’ P ’ poc, p P . P
HWHCTPYMEHTaPHiA Mpe3eHTaNws, Keic, TeCT | 3adeTe

2 | peleHHs MOCTaBIICHHBIX

saat JIOKYMEHTOBEACHHUSA U JETOBOrO 1-28

JIOKYMEHT0000pOTa




OpTraHH3allH, a TAKXKe
pa3paboTku u ohopMIICHUS
JOKYMEHTAIIH!

Ywmeer: PazpabareiBats n
BHEJIPATH JIOKAIbHBIE
HOPMaTHBHBIE aKThI 1
periaMeHTHpyIomue
JOKYMEHTBI O0LIEro Xxapakrepa
U 110 (PyHKIIMOHATBHOMY
HAaIpaBJICHUIO JEITEIbHOCTH

Omnpoc, pedepat-
npe3eHTalus, Keic, Tect

Bonpoc Ha
3ayere
1-28

VYwmeer: PazpabareiBath u
UCIIOIb30BaTh
HUHCTPpYMEHTapUit
JIOKYMEHTOBEIEHHsI U AEJIOBOTO
JOKYMEHT0000poTa
OpraHu3aliK, B TOM YHUCIIE 110
BHEIIHEAKOHOMUYECKOM
JIeSITeTbHOCTH

Omnpoc, pedepat-
Npe3eHTalus, Keic, TecT

Bonpoc Ha
3ayere
29-48

Tpynosoe neiicTBue:
Odopmitser TOKyMeHTaIHIo, B
TOM YHCIIE 110
BHEITHEAKOHOMHUYECKOM
JIEATEJILHOCTH B COOTBETCTBUH
¢ TpeOOBaHUAMU
3aKoHoJaTeNnbcTBa Poccuiickon
®denepanyy 1 MEXAYHAPOAHBIX
aKTOB

Omnpoc, pedepat-
Mpe3eHTalusl, Kelc, TeCT

Bonpoc Ha
3auere
1-28

Tpynosoe nericTBue:
Hcnone3yeT KOMIbIOTEPHBIE
HpOrpaMMBbl JUISl BEJCHUS
ydeTa, CUCTEMaTU3allU U
aHaJIM3a JaHHbIX, COCTABIICHUS
0a3 JaHHBIX, BEICHUS
JIOKYMEHT0000pOoTa,
CIIPaBOYHO-TIPABOBBIE
CHCTEMBI, PECYPCHI
nH()OpPMALIMOHHO-
TENEKOMMYHUKAIITHOHHON CETH
«/HTEpHET», OPITEXHUKY

Omnpoc, pedepar-
IIpEe3EHTALHNs, KEeHC

Bonpoc Ha
3auere
29-48

10

UIIK-2.2 Pa3pabaTreiBaeT
1 MCHONB3YET
HWHCTPYMEHTApUI
JOKyMEHTOBEJICHUS 1
JIETIOBOTO
JIOKYMEHT0000pOoTa 115
PpEeIIEeHHS TOCTaBICHHBIX
3a1a4

3HaeT: 3aKOHOAATEIHCTBO
Poccuiickoit ®enepanuu B
o0JracTi MaTepraIbHO-
TEXHUYECKOr0 00ECIICYEHMS,
JIETTOTIPON3BO/ICTBA.

Omnpoc, pedepar-
HPE3SHTALHS, TECT

Bonpoc Ha
3ayere
29-48

3naet: CTpyKTypy, IPHUHIIHIIBL,
HWHCTPYMEHTApU
JOKyMEHTOBEJICHUS U ICTIOBOTO
JIOKYMEHT0000poTa
OpraHM3aIlH, a TAKKE
pa3paboTKu ¥ OPOPMITCHHS
JOKyMEHTaIlNn

Omnpoc, pedepat-
Mpe3EHTALHNsA, KEHC. TECT

Bonpoc Ha
3ayere
1-28

Ywmeer: PazpabaTriBaTh 1
BHEJPSTH JIOKaJIbHBIE
HOPMAaTHUBHBIC aKThI U
periaMeHTHpyIoImue
JIOKyMEHTBI O0IIETO Xapakrepa
1 10 QYHKIIOHAJTHEHOMY
HaIpaBIICHUIO JISITENFHOCTH

Omnpoc, pedepat-
Mpe3eHTalus, KeHe, TECT

Bonpoc Ha
3ayere
1-28

Ywmeer: PazpabateiBats 1
HCIONb30BaTh
HUHCTPYMEHTapui
JIOKYMEHTOBEICHUsI U AETOBOrO

Omnpoc, pedepat-
TpEe3CHTALHUS, TECT

Bonpoc Ha
3ayere
29-48




11

12

HOKyMCHTOO60pOTa
opraHusainuu, B TOM 4YUCJIC 11O
BHEITHEYKOHOMHYECKOM
JACATCIIBHOCTH

TpynoBoe nericTBue:
OdopmIIseT TOKYMEHTAIIUIO, B
TOM YHCJIC IO
BHEIITHEIKOHOMUYIECKOM
JIESITEIIBHOCTH B COOTBETCTBHHU
¢ TpeOOBAHUSIMHU
3aKOHO/aTeNnbCTBa Poccuiickoit
denepalty 1 MEKIYHAP OTHBIX
AKTOB

Omnpoc, pedepat-
Npe3eHTalus, Keic, TecT

Bonpoc Ha
3ayere
1-28

Tpynosoe neiictBue:
Hcronb3yeT KOMITBIOTEpHBIE
MpOrpamMMBI JUIsl BEICHUSI
ydera, CUCTeMaTH3aliu 1
aHanu3a JAaHHBIX, COCTABJICHUS
0a3 JaHHBIX, BEJCHHS
JIOKyMeHT0000poTa,
CIIpaBOYHO-TIPaBOBbLIC
CHCTEMBI, PECYpPChI
nH(OpMALIMOHHO-

TENEKOMM YHUKALIHOHHOMN CETH
«/HTEpHET», OPTTEXHUKY

Omnpoc, pedepat-
Npe3eHTalus, Keic, TecT

Bonpoc Ha
3ayere
29-48

13

14

15

16

17

18

UIIK-5.1 Pa3pabaTreiBaeT
1 HCIONB3YET
HUHCTPYMEHTApUI
JOKyMEHTOBEJICHUS 1
JIETIOBOTO
JOKYMEHT0000pOoTa 115
PpEIIEHHS TOCTABICHHBIX
3a1a4

3HaeT: 3aKOHO/IATEILCTBO
Poccuiickoit ®enepanuu B
o0J1acTH MaTepualIbHO-
TEXHUYECKOro 00eCIIeYeHMs,
JICTTOTIPOM3BO/ICTBA.

Omnpoc, pedepat-
[Ipe3eHTaLHs, KEHC, TECT

Bonpoc Ha
3a4eTe
29-48

3uaet: CTpyKTYypy, IPUHIIHIIBL,
MHCTPYMEHTapUi
JOKYMEHTOBEACHHUS U JITIOBOTO
JIOKYMEHT0000poTa
OpraHM3aL|H, a TAKKe
pa3pabotku u ohopmIIeHHUS
JOKYMEHTaIlH{

Omnpoc, pedepar-
[Ipe3eHTaLHs, KEHC, TECT

Bonpoc Ha
3auere
1-28

Ywmeer: PazpabaTsiBaTh 1
BHEAPSTH JOKAJIbHBIC
HOpPMAaTHBHBIE aKTHI U
pernaMeHTHpYyroLmye
JIOKYMEHTBI 00IIIeTo XapakTepa
¥ 10 (PYHKIINOHATEHOMY
HAIIPABJICHUIO JeSTEIbHOCTH

Omnpoc, pedepar-
MIpe3eHTalus, Kelc, TECT

Bonpoc Ha
3ayere
1-28

Ywmeer: PazpabaTsiBaTh 1
HCTIONB30BaTh
HWHCTPYMEHTApUi
JOKyMEHTOBEICHUS 1 ICIIOBOTO
JIOKYMEHT0000poTa
OpraHM3alliy, B TOM YHCIIE MO
BHEIIHEAKOHOMHYECKON
JeATEbHOCTH

Omnpoc, pedepat-
MpE3EHTALHNsA, KEHC

Bonpoc Ha
3ayere
29-48

TpynoBoe nercTBuE:
OdopmiseT TOKyMEHTAINIo, B
TOM YHCIIE 110
BHCIITHEIKOHOMMYECKOM
JIEATEILHOCTH B COOTBETCTBUU
¢ TpeOOBaHUAMU
3aKOHOJaTeabcTBa Poccuiickoit
Oeneparyiv 1 MEXKITYHAPOTHBIX
aKTOB

Omnpoc, pedepat-
Mpe3eHTalus, KeHc, TECT

Bonpoc Ha
3ayere
1-28

Tpynosoe neicTBue:

Omnpoc, pedepat-

Bonpoc Ha




Hcnonp3yeT KOMIIBIOTEPHbIE Tpe3eHTanus, Keic, TecT | 3adere
TIPOrpamMMBbl 71 BEICHUS 29-48
ydera, CUCTEMaTH3aluu 1
aHaJIM3a JaHHbIX, COCTABIICHUS
0a3 JaHHBIX, BEJICHUS
JIOKyMeHT0000poTa,
CIIPaBOYHO-TIPABOBBIE
CHCTEMBI, PECYpPCHI
nH(OpPMALIMOHHO-
TENEKOMMYHUKAI[HOHHOW CETH
«HTEepHEeTY», OPITEXHUKY

TunoBble KOHTPOJIbHbIE 32aHUS UJIM HHbIE MATEPHAJIbl, He00X0UMBbIE JJIsl OLEHKH
3HAHM, YMEHHi, HABLIKOB H (MJIH) ONBITA AeATeJbHOCTH, XaPAKTEPU3YIOIIHUX ITANbI
(opMupoBaHus KOMIIETEHIIUI B MpoLiecce OCBOEHHsI 00pPa30BaTe/bHOI MPOrpaMMbl
Ilpumepnulii nepeuens 60npocos u 3a0anuil
Pegpepam
Temamuxa pepepamos
1. CymHocth u TpeOOBaHUS COBPEMEHHOIO JENONpPOU3BOJCTBA. Ponb uHbOpManuu B
YIpaBIe€HYECKON JAeATeNbHOCTH opranu3auuu. [JokymeHT u ero GyHKIuU. YHUbUIUPOBaHHAS
CUCTEMa JOKyMEHTAIIHH.
2. Buael 1oKyMeHTOB U UX Kiaccuukanus. Y HUPUKAIUS U CTaHIapTH3AIINS.
3. CoBpeMeHHOE ToCyIapCTBEHHOE perynupoBanue aenonpousBoactsa ECHOY.
4. 3agaun ¥ QyHKUIUU CIIYKOBI JI€IOMPOU3BO/ICTBA.
5. TpeboBanus k cocraBienuio u odpopmienuto OPJl. Ilonstue u coctaB pexBusutoB OPJ]
I'OCT P.6.- 30.2003
6. OcoOeHHOCTHM TIOATOTOBKM H OGOPMIICHHS OpPraHU3alMOHHBIX JTOKYMEHTOB (YCTaB,
yUpeAUTEIbHBIA JIOTOBOP, NOJDKHOCTHAsi MHCTPYKLHMS, IOJOXKEHHUE, IITAaTHOE paclHCaHuUE,
CTPYKTYypa U IITaTHAas YUCICHHOCTh).
7. OcoOeHHOCTH MOATOTOBKM U O(OPMIIEHUS PACHOPAIUTEIBHBIX JOKYMEHTOB (MpPUKa3 IO
OCHOBHOI1 JIeTeIbHOCTH, YKa3aHUe, IOCTAaHOBJICHHUE, PACTIOPSKEHUE U PEIICHHE).
8. Cocrapiienue u odopmiieHne HH(POPMALIMOHHO-CIPABOYHBIX JOKYMEHTOB (aKT, MPOTOKOIL,
JOKIJIaJHasl, 0ObSCHUTEIbHAS U CIy)KeOHas 3alHCKH).
9. Bunel nucem, ocobeHHOCTH UX 0(GOPMIICHHUSL.
10. KagpoBas ciayx0a. Pernamenranus ee 1eaTeIbHOCTH.
11. JlokyMeHTBHI [0 YCTAaHOBJICHHMIO TPYAOBBIX MpaBooTHOIIEHUH. OdopmMieHHEe MPUKA30B IO
JTUYHOMY COCTaBY, TPYIOBBIX KOHTPAKTOB, TPYIOBBIX KHUKEK, JIMYHBIX KAPTOUEK.
12. OcobeHHOCTH cocTaBiICHUS U OPOPMIICHUS JTUYHOTO JIena.
13. Dnextponuslii oduc. CoBpemeHHble HHGOPMAIIMOHHBIE TEXHOJIOTHH, HCIOJIb3yeMble B
JOKYMEHTAI[MOHHOM OOECTIeUeHUH YIIPABIICHUS.
14. CtaHOBNIEHHE U Pa3BUTUE TIOHATHUS «AIEKTPOHHBINA JOKYMEHT.
15. IIpo6nema mpuaaHus FOPUIUIECKON CHITBI JIEKTPOHHBIM JJOKYMEHTaM.
16. DEeKTPOHHBIA JOKYMEHTOOOOPOT U €T0 OTJIMYUE OT aBTOMATU3AIUU JeJIOMPOU3BOICTBA.
17. HopmaTuBHOE ITPaBOBOE M METOAMUYECKOE OOeCcTIeueHUE TEKTPOHHOTO TOKYyMEHTO000pOoTa.
18. MHOrOKpUTEepUANbHBIN MOAXOM K TpoOieMy BbIOOpa M ONTUMH3AIMM AamlapaTHO-
MPOTrPaMMHBIX KOMIUIEKCOB: CYIIHOCTb, OCHOBHBIE ATAIlbI.
19. TIpoGnembl TpaAUIIMOHHBIX TEXHOJOTHI JOKYMEHTAI[MOHHOTO 00eCleYeHHsl yIpaBIeHUs U
X 00bEKTUBHBIC IPUYUHBIL.
20. TIpobGnembl u TMEPCHEKTUBHI PACHIUPEHHUS HCIIONH30BAHHS CHCTEM aBTOMAaTH3aIllUU
JIeIOTIPOU3BOICTBA U JOKYMEHTOO00pOTA.
21. XXu3HeHHBIH [HKJI MPOrpaMMHOTO oOOecredeHuss WHOOPMAIMOHHONW CHCTEMBI U €ro
cTpykrypa. OCHOBHBIE, BCIOMOTaTEeJIbHbIE U OPraHU3aIIMOHHBIE TPOLIECCHI.
22. Mogenu >KH3HEHHOTO IHMKJIA TPOTPAaMMHOTO oOOecCreueHus: KacKajaHas, I[OdTaIHasil,
crupaJibHasl.



23. ®dynkuuoHanbHbIE BO3MOXKHOCTH Microsoft Office u ee mpusoxenuit.

24. Peanu3anys TUIOBBIX 3a/1a4 JEOPOU3BOJICTBA Ha MpuMepe nmakera MS Office.

25. Opranu3anioHHbIE M TEXHUYECKHE MPOOIEeMbl KOHTPOJS 32 MCIOJHEHHEM JIOKYMEHTOB.
Bo3MokHOCTH peain3anuy KOHTPOJIS UCTIOJIHEHHsI IOKYMEHTOB B cpene MS Office.

26. Bo3MOXHOCTH CO3[aHHS KOMIIO3MIMOHHBIX NOKyMeHTOB B cpene MS Office. Ilpunimm
CBSI3BIBAaHMS M BCTPAMBaHUs 00BEKTOB. [IpHHIINTT TMHAMUYECKOTO OOMEHA JaHHBIMHU.

27. HopmaTuBHBIE TIPAaBOBBIE AaKTHl, PETJIAMEHTHPYIOIIMX MPOLECCHl BHEAPEHHUS U
UCTIOJb30BaHUSI MH(POPMALMOHHBIX TEXHOJOTMA B  JIOKyMEHTAIMOHHOM  OOecre4eHun
yIIpaBJICHUSI.

28. HopmaTUBHO-METOAMYECKHE IOKYMEHTBI, PETJIAMEHTHPYIOIIUX IPOLECCHl BHEAPCHHUS U
WCTIONb30BaHUSI MH(POPMALMOHHBIX TEXHOJOTMA B  JIOKyMEHTAIMOHHOM  OOecreueHun
yIIpaBJICHUS.

29. Bo3MoOXkHBIE Ccepbl UCHOJb30BaHUS COBPEMEHHBIX MH(MOPMAIMOHHBIX TEXHOJOTHMH B B
JOKYMEHTAI[HOHHOM OOECTIEYCHNH YIIPaBIICHHUS.

30. Henu u 3aauu BHEAPEHUSI DIIEKTPOHHOTO JIOKYMEHTOO00POTa B OPraHU3aIUsIX.

Keiicuor

1. CocraButh akT peBu3uu Kaccel npeanpusatus TOO "Cpnaprak" Ne 15 ot 14.03.20 .
OcHoBanueMm sBisgercss npuka3z gupekropa Nel65S ot 13.03.20  .B cocraB kKomuccuu,
poBoAIIer peBu3uto BXoaAaT: [Ipeacenarens - 3am. nupekropa C.H. KoznoB Unensl komuccuu:
1. I'm. 6yxrantep H.M. PoroBa 2. Ct. Oyxranrep 3.A. OpnoBa 3. byxrantep O.U. YuaeBa
[IpucyrcrBoBanu: 3am. ri. Oyxranrepa I'.H. Kopones xaccup B.. MakcumoBa PeBuzus Oblna
nposeneHa B mepuon ¢ 14.03.20 mo 16.03.20 B pe3ynaprare NpOBENCHHOW PEBU3UU
ycTaHoByieHO: 1. OcTaTOK HAJIMYHBIX JIEHET B Kacce mo coctossHuio Ha 14.03.20  corjacHo
KacCOBOM KHHUTH W JaHHBIM OYXTalTEepPCKOTO YydeTa JoJbKeH cocTtaBisate 5000 pyo. 2.
DakTUUECKH OCTAaTOK HAJWYHBIX JieHer B kacce cocrtabisier 4800 pyd. Hemocraua nmener B
kacce - 200 py6. 3. HemocTaya HamnyHBIX JEHET B Kacce oOpa3oBajachk 1o BuHE kKaccupa B.U.
MakcumoBO# AKT cocTaBlieH B 3-X 3k3eMmIunipax: 1-il 3x3. - B gemo Ne 05-11 2-it 9k3. -
JTUPEKTOPY MpeanpusaTus 3-il 9k3. - 1. Oyxranrepy B mpuioskeHun oObsSCHUTENbHAs 3aMucKa
kaccupa B.1. MakcumoBoii Ha 1 1. B 1 9K3. (caMmy OOBSICHHUTEIIbHYIO 3aIIUCKY MMUCATh HE HY)KHO,
HEOOXOIMMO B TEKCTE aKTa CcJellaTh MOMETKY O Halu4uu npuioxeHuil.) Odopmutb rpud
yrBepxkaeHus: aupekrop A.A. bepkyr, nara yrBepxknaenus 18.03.20 . OdopMHUTH PEKBU3UT
"OoTMeTKa O HalpaBJeHUU AOKyMeHTa B jieno" Mcnonnurens B.A. Anykun nara 25.03.20 .

2. CocraBbTe nucbMo — npuriamenue Ne 544 ot 10.07.20  no ci1. gaHHbIM: HCTUTYT TOYHBIX
npuOoOpoB MmochlaaeT nucbMmo — npuriamenue mupekropy LIHUU «lIpomerteit»y Koncrantuny
CepreeBuuy C MNpUIJIAIIEHUEM IOCETUTh MEXIYHAPOIHYIO CIIELHAIU3UPOBAHHYIO BBICTABKY
«OKOHOMHUS MaTEpPUAIBbHBIX M TOIUIMBHO-3HEPIe€TUUYECKUX PECYPCOB B CTPOUTENBCTBE U
MIPOMBILIIIEHHOCTH». BbIcTaBKa cocTouTcsi B I. MOCKBa B MAaBUJIBOHE BBICTABOYHOIO LIEHTPA Ha
Kpacwnoii [Ipecne 18 aBrycra 20 roaa ¢ 9.00 mo 20.00. Anpec MHCTUTYTa TOUYHBIX TPHUOOPOB T.
Mocksa yin. IlnexanoBa 36, ten. 237-87-77. lupexkrtop uHCTHTyTa TOuHBIX mpubopoB C. K.
Ceprees.

3. B coorBerctBumn ¢ Pacnopsokennem Munuctpa ot 04.03.20 Ne 115 «O06 ycunenuun
IIPOTHBOIOXKAPHOM ©0€30MacHOCTH M YCHJIEHMM OXpaHbl B IEpUOJ Mpa3JAHUYHBIX JTHEW»
coctaBuTh npukas Ne 245 or 06.03.20  u3gansbl qupekropoM HaydHO-IIpOM3BOICTBEHHOIO
oObenuHenus «Arpomnpubop» 1. MockBel M.J[. TankunbiM. B pacnopsaurensHoil vacTu
BbIieUTh 4 myHkra: 1. OO0 opranuzanuu yOopku TeppuTopuu oowveaunHeHus 2. O mpoBepke
COCTOSIHUS 3JIEKTPONpoBoAKU 3. O NMpenocTaBiIeHUM B CEKPETApUaT I€HEPAIBHOIO IUPEKTOpa
CIMHMCKA COTPYIHUKOB, MpeObIBaHHE KOTOPHIX HEOOXOAMMO Ha TEPPUTOPUU OOBEIMHEHHS B
npasgHuuHble 1HU 4. KOHTposIb 3a HCIOJHEHMEM BO3J1aracTcsi Ha TIJVIABHOTO WHXKEHEpa
oobenunenus [1.P. JKaposa. Kaxnelii myHKT paccmorperh mo cxeme «Komy?», «UTo HYXHO



caenatb?», «/lo xakoro cpoka?». Hampumep, k n.1 3aBenyromemy ckiagom O.H. Hukutuny
opranuszoBaTth ybopky Tteppuropun a0 07.03.20 . IIpocrtaBuTh BH3Y IJIaBHOI'O HH)KEHEpaA.
[ToctaBuTh OTMETKY 00 HcnonauTene. Mcnomunutenem spnsiercs ConoBneBa Tenedon 302-34-56.

Tecm
1. UTO HE OTHOCHUTCS K YUPEAUTETBbHBIM JOKYMEHTAM IOPUANYECKOTO JInia?
— IIpoToKOJ COOpaHus yupeIuTeei;
— VYcras;
— YupeauTenbHblid I0TOBOP.
2. IlososkeHue 0 CTPYKTYPHOM MOJIpa3IeICHUH — 3TO:
— TIPaBOBOM aKT, KOTOPBIN YCTaHABIUBAET CTATYC, PYHKIIMHU, ITpaBa, 00SI3aHHOCTH 1
OTBETCTBEHHOCTb CTPYKTYPHBIX MOAPA3ACICHUN U UHBIX OPraHOB;
— TIPaBOBOM aKT, KOTOPKIH ONpPEENIIeT CTaTyC OpraHU3aluy, ee 3a1a4u U GyHKIUH, TTPaBa,
OTBETCTBEHHOCTD, TIOPAJIOK JIEATEILHOCTH;
— JIOTOBOP, CTOPOHBI KOTOPOTO 00S3YIOTCS CO3AaTh IOPUANUECKOE JIUIIO U YCTAaHABIUBAIOT
MOPSZIOK COBMECTHOM JIEATETLHOCTH 10 JaHHOMY (DaKTy.
3. JlaToil TOKHOCTHON MHCTPYKIIUM SIBJISIETCS JaTa:
— €€ YTBEPKIECHUS;
— €€ COCTaBJICHUS;
— O3HaKOMJIEHUS C HeW pabOTHHKA.
4. IIpaBOBOIf aKT, B KOTOPOM OTOOpaKaeTcs MOPSIIOK EATETLHOCTH PYKOBOJICTBA OpPraHU3aIiH,
a paBHO KOJUIETHAJILHOTO WJIM COBEMIATEILHOTO OpraHa — 3To:
— pErJIaMeHT;
— IITaTHOE PacClHCaHuE;
— YCTaB.
5. o cdepe cBOETO ACHCTBUS pacTIOPAIUTEIBHBIC JOKYMEHTHI ICATCS Ha:
— (benepabHOTO YPOBHS, PETHOHAIBHOTO YPOBHSI, IIPABOBBIC aKThl OpraHM3aIU;
— KOJUIEKTUBHBIC U UHAWBUIYAIbHBIE;
— MPABOBBIE aKThl OPraHU3ALNHI, IPABOBBIC AKThl KX CTPYKTYPHBIX MOIpa3ICICHUH.
6. PacniopsbkeHne u3aercs:
+ €IUHOJINYHO;
— KOJUIETHAJILHO;
— B YCJIOBHSIX BEJJOMCTBEHHOTO PEryJIUPOBAHUSI.
7. Komnus 4yacTy JOKyMEHTa, KOTOpas 3aBepeHa B ONPEAEICHHOM MOPAJIKE, TO:
— BBINTMCKA;
— BJICKTPOHHAs KOIHUS;
— nyOnuKar.
8. He sABisieTcst IOKyMEHTOM, KOTOPbIII HHULIUUPYET PELICHUE:
— IIPOEKT JOKYMEHTA;
— 3aKJIFOUYECHHUE;
— IOKJIaJHas 3amucKa.
9. YUem BHEUIHE OTINYAETCS MIPOEKT TOKYMEHTA OT €r0 OKOHYATEIbHOTO BapuaHTa?
— Hannucero «1poekT» B BEpXHEM MOJI€ CPaBa;
— IIpoekT He 06s3aTenbHO 0POPMIIATE B TaKOH ke popMe, Kak OYAYIIHI TOKYMEHT, JOCTaTOYHO
CaMoOr0 TEKCTa;
— IIpoekT odopmiisercs Ha crieaIbHOM OJIaHKe.
10. Kakast yacTh OCTaHOBJIEHUSI COJEPKUT HOPMATUBHBIE TIOJIOKEHUS HIIA TOPYYEHUS?
— PacnopsiaurenbHas;
— KoHncrarupyromas;
— BBoHas.
11. B cocraB nH()OpMAaIMOHHO-CITPABOYHBIX TOKYMEHTOB HE BXOMUT:
— yKa3aHue;



— JIOKJIaJIHAs 3alKCKa;

— CBOJIKA.

12. Bunx uHGOpPMAIMOHHO-CIIPABOYHON JOKYMEHTAINH, SBJISIOIIEHCS CII0COOOM ONIEpaTHBHOTO
MH(POPMAIIMOHHOTO 0OMEHA MEXKy OpraHU3aIMsIMU, Ha3bIBACTCS:

— IIEPEIUCKOM;

— IOKyMEHTAalUEeN /Ui C1yKeOHOT0 NOJIb30BaHUS;

— CTaTUCTUYECKON OTUETHOCTBIO.

13. Yro mpexcrasiser co6o0ii 3asiBieHNE B JOKYMEHTOO00POTE OpraHn3auu?

— OTO TOKYMEHT, KOTOPBIN aJipeCOBaH JOHKHOCTHOMY JIMIY U COJIEPKUT KaKyl0-TM00 MpOochOy
paboTHHUKA;

— OTO TOKYMEHT C NPEeUI0KEHUEM Ha3HAYHUTh, IEPEMECTUTh WK MOOLIPUTH PAOOTHHKA;

— OTO TOKYMEHT, OOBSICHSIOIINI NPUYMHBI CTYYUBIIET0Cs, KOTOPBI coCTaBiiseT pabOTHUK HA
UMs PYKOBOJUTEIIS.

14. Yto He siBAsSeTCS MPU3HAKOM aKTa?

— COCTaBJICHHE B CBOOOIHOM opme;

— yCcTaHOBJIEHHE (PaKTUYECKOTO COCTOSIHUE JIeNl U OTPaKEHUE €ro B aKTE;

— KOJUJIETHaJIbHOCTh COCTABIICHUSI.

15. JlokyMeHTbI, KOTOpbIE U3JaHbl BHYTPH YUPEXKICHUS U OTIIPABJICHBI 32 €T0 NMPeAesbl IS
PYKOBO/JICTBA HMKECTOSIIIIUM OpraHaM yIpaBiIeHUsI TUOO B LENSIX UCTIOTHEHHS MHCbMEHHBIX
yYKa3aHUH BBICIIEH MHCTAaHIUY, HA3bIBAIOTCS:

— UCXOSIIUMHU JOKYMEHTAMH;

— BXOJSIIMMHU JOKYMEHTAMH;

— MEPETUCKOM.

16. Yto BKIIFOUaET B ce0s1 TEXHUYECKOE MCIIOJHEHNE TOKYMEHTA:

— HOJrOTOBKY MPOEKTa IOKyMEHTa, HA0Op U pacrevyaTKky TeKCTa MPOeKTa, KOPPEKTUPOBKY
coJiep’KaHus JOKYMEHTa MOCJIe COTJIacoBaHus, opopmiieHrne (UHAIBHOTO BapHaHTa JOKYMEHTA;
— IPeJOCTaBIEHUE pACIeYaTaHHOTO MPOEKTa JOKYMEHTa PYKOBOAUTENIO Ha COTJIACOBAHMUE,
yCTpaHEHHe HETOYHOCTEH, Ha0Op OKOHYATENIBHOTO TOKYMEHTA;

— COCTaBJICHHE JIOKyMEHTA Cpa3y B OKOHYATEIIbHOM BapHUaHTE, €ro MOANKUCAHUE Y PYKOBOJAUTENS,
OTIpaBKa JOKYMEHTA aJipecary.

17. Koraa 1OKyMEHT SIBJISIETCA UCTIOJIHEHHBIM ?

— Korna paccmaTtpuBaeMblil B JOKyMEHTE BOIIPOC pa3pelleH MOJHOCThIO U MEepenucKa o Hemy
3aBeplIeHa;

— Kak TobKO JOKYMEHTY IPUCBOEH PETUCTPALIMOHHBINA HOMED;

— Korga 1okyMeHT mojtyueH KOHEYHBIM a/IpecaToM.

18. Kakue pazmepbl HIpU(PTOB PEKOMEH/IYETCSl UCI0JIB30BATh TPH 0(OPMIICHUHU TOKYMEHTOB
cornacuo 'OCT P 7.0.97-20167

—Ne 12, Ne 13, Ne 14;

—Ne 12, Ne 14, Ne 16;

—Ne 11, Ne 12, Ne 14.

19. lludposoit nnu 6ykBeHHO-LU(POBOM HACHTUDHUKATOP TOKYMEHTA, BKIIOUAIOIINN
MIOPSIIKOBBIM HOMED, AOTOJIHAEMBIH 110 JKEJTaHUI0 MHJIEKCAMU COTJIACHO MCIOJIb3yEMbIM
KJaccu(ukaTopam, Ha3bIBaeTCs:

— PETUCTPALlMOHHBIM HOMEPOM JOKYMEHTA;

— rpudowm;

— JIaTOM JOKYMEHTA.

20. Kaxoii (popmat Gymaru UCrosib3yercs sl H3TOTOBJICHUS OJIAHKOB PE30JIIOIHA?

— A5, A6;

— A4, AS;

— A6, A4d.

21. Hocurenem nHpopManuu sSBIsSETCS:



— MaTepUaTbHBIN 00BEKT, KOTOPHIN HYKEH i (PUKCcAUU, XpaHEHUS (A BOCIIPOU3BEICHUS)
peueBoii, 3BYKOBOH MM M300pa3nuTEIbHON HH(POPMALIUY;

— co3/aTenb JOKyMEHTa;

— CTPYKTYpHOE NOJpa3/iesieHIe, BBIMOIHSoNIee (GYHKIUH 110 BEACHUIO TOKyMEHTO000pOTA.
22. CBOUCTBO JJOKYMEHTA MOATBEPKAATh JIETOBYIO JIEATEILHOCTh JTMOO COOBITHE JIMYHOTO
Xapakrepa — 3TO:

— IOpUNYECKasi 3HAUUMOCTD JIOKYMEHTA;

— IopUIMYecKas CUjia JOKYMEHTa,

— QyTEeHTUYHOCTb.

23. TUNOBBIM CPOKOM HCIIOJIHEHUS JOKYMEHTA Ha3bIBACTCH:

— CPOK MCTIOJIHEHUSI IOKYMEHTA COTJIACHO HOPMATUBHO-TIPAaBOBOMY aKTY;

— CPOK MCTIOJIHEHHUSI, KOTOPBIH YCTAaHOBJIEH B OPraHU3aI[MOHHO-PACTIOPSAUTEIEHOM JJOKYMEHTE
WM B PE30JIIOLNH;

— CPOK MCTOJIHEHHUSI, YCTAHOBJICHHBIN CJIOKUBIIUMCS B OpraHU3aIUHA 00bIYaeM.

24. CipaBOYHHUK, COJEPKAIUN CBeleHUs 0 (JOHAAX apXHBa M MpPeTHA3ZHAYCHHBIN IS
03HAaKOMJIEHHUS C UX COCTaBOM U COAEPKaHUEM — 3TO:

— apPXUBHBIN MTyTEBOIUTEB;

— apXUBHBIN CIIPABOYHHUK;

— apXUBHBIN yKa3aTellb.

25. YaudunupoBaHHOH GopMOI TOKyMEHTa SBISETCS:

— (hopmymsip TOKYMEHTa OTPEACIICHHOTO BHU/1a, KOTOPBIN COJNEPKUT MOCTOSIHHYIO YacTh TEKCTA;
— OyMa)KHBIW WJIM DJIEKTPOHHBIN MA0JIOH C PEKBU3UTAMHU, TI0 KOTOPBIM OTIPEICTISIETCS aBTOP
0(UIINATEHOTO JOKYMEHTA,

— PEKBH3UT O COTJIACHH OPraHU3allu, KOTOpas He SIBISAETCS aBTOPOM JIOKYMEHTA, C €r0
COJICpKAHUEM.

26. KakoBa JyiTuHa caMOil IJTMHHOW CTPOKHU PEKBU3UTA MPH YIIIOBOM PacCHOI0KEHUH
PEKBU3UTOB?

— He 6onee 7,5 cMm;

— He 607ee 12,5 cm;

— He Gonee 10 cm.

27. PeKBU3UT JOKYMEHTA — 3TO:

— 3]IeMeHT 0(hOpMIICHUS TOKYMEHTA;

— PEruCTPALMOHHBIN HOMEpP JTOKYMEHTA;

— CBEJICHHUS O JaTe U UCIOJHUTENE TOKYMEHTA.

28. Bxosmuii TOKyMeHT IPOXOIUT CIAEAYIOIIHE Tallbl 00pabOTKH:

— COIPOBOXICHHE U JIOCTaBKa C MOYTHI, IEpBUYHAS 00pabOTKa, perucTpaius, IoAroToBKa Ha
JOKJIaJl, paCCMOTpEeHHE U 0(OPMIICHHUE PE30IIOLUI, perucTpalus pe30IIOIHH, TOCTAHOBKA Ha
KOHTPOJIb UCIIOJHEHUS, OTIIPABKa HA UCIIOJIHEHUE, UCIIOJIHEHUE U KOHTPOJIb 32 HUM, [IPUEM
HCIIOJJHEHHOTO IOKYMEHTA, CHATHUE C KOHTPOJIS, IOMEIIEHUE UCIIOJTHEHHOTO JOKYMEHTA B JIETIO,
paboTa c HUM, TeKyIlllee U apXUBHOE XPaHEHHE, YHUUTOKEHHUE U CIIMCAHHE;

— YCTaHOBJIEHHE KOHKPETHOTO aJipecaTa JOKYMEHTa B OpraHU3aluu, perucTpanus JOKyMEHTa 1o
BXOJSIIMM >KypHaJlaM, Iepefada JOKyMEHTa aJipecary, YKa3aHHOMY €ro B TEKCTE, YCTAHOBJICHHE
CPOKOB MCHOJIHEHUSI TOKYMEHTA, UCIIOJIHEHHE JOKYMEHTA, IPOBEPKA PE3YJIbTATOB UCIOJIHEHHUS,
MOMENIEHNE JOKYMEHTa B HOMEHKJIATYPHOE JIEJI0 U MOCIEAYIoIas cadya B apXuB;

— perucrpanus JOKyMEeHTa 10 BXOJAIIEH KOPPECIOHAEHIIUH, lepeaya ero pyKOBOIUTENIO IS
ONpeIeTICHUs UCIIOJIHUTEIA, NTepeaada JOKYMEHTA HEOCPEACTBEHHOMY UCIIOJIHUTENIO,
KOHTPOJIb 32 UCIIOJIHEHUEM JIOKYMEHTA, UCIIOJIHEHHUE TJOKYMEHTA, IPUEM Pe3yIbTaTOB
WCIIOJIHEHUSI PYKOBOJIUTENIEM, OTMETKA 00 UCIIOJIHEHUH B CHEIMAILHOM XXypHalle, ciada
JIOKYMEHTA B apXUB.

29. llpenBapuTenbHbIA TEKCT TOKYMEHTA, KOTOPBII JIMYHO TOTOBUT UCHIOJHUTETDh UIH
COMCIOJIHUTENb JOKYMEHTA, 3TO:

— MPOEKT JOKYMEHTA;



— IK3EMIUISP JOKYMEHTA;
— KOTHS IOKyMEHTA.

30. denonpou3BoACTBO — 3TO:

— IeSITeNbHOCTH 10 IOKyMEHTHPOBAHUIO, JOKYyMEHTOOOOPOTY, OTIEPATUBHOMY XPAaHEHHIO U
HCII0JIb30BAHUIO JOKYMEHTOB;

— IIpoLelypa CO3/1aHUs, TUPAKUPOBAHMS U PETUCTPALIMH BXOJAIIEH U HCXOASIIEH
AOKYMCHTAIMKU OpTraHu3alu,

— HEMOCPEJICTBEHHOE CO3/1aHie 0(UIUAIbHBIX JOKYMEHTOB Ha MPEAIPUATHH.

w N

~No o,

10.
11.
12.
13.

14.

15.
16.

17.
18.

19.

20.
21.
22.
23.
24,
25.
26.

3adeTHO-IK3aMeHAIMOHHbIE MaTePUAJIbI LISl IPOMEKYTOYHOM aTTecTaluu (3a4er)
[ToHATHS «TOKYMEHTOO00POTY», «TOKYMEHT» U «JIOKYMEHTOBEJCHHE». Pa3BUTHE JOKYMEHTA.
CriocoObl TOKyMEHTUPOBAHUS U MaTepuaibHble HOCUTENIN HH(OPMALIUK.
CpoiicTBa u pyHkuuu nokymeHnToB. Kiaccuduxanus.
YHu}UKanus U CTaHAapTH3ANUS YIPABICHUYECKIX JOKYMEHTOB.
[IpaBuna opopmienust 1okyMeHTOB. TpeboBaHus K 0(OPMIIEHHIO OPTraHU3aLMOHHO -
pacropsIUTeIbHBIX JOKYMEHTOB.
CocTaB pekBU3UTOB T0OKYMEHTOB. TpeboBaHUs K OPOPMIECHUIO PEKBU3UTOB.
Hcnpasienus B JoKyMeHTax. biiaHku JOKyMEHTOB MPEIIPHUSTHS.
OYHKIMU U OCOOEHHOCTH OPraHU3allMOHHO-IPABOBBIX JOKYMEHTOB. Y CTaB OpraHu3aliii.
[Tonoxenne o cTpykTypHOM noapaszaesennu opranusannu lllratnoe pacnucanue. IlpaBmia
BHYTPEHHETO TPYIOBOTO pacropsika. MHCTpYKIIMU MO OT/IENbHBIM BUJAM JEATEIbHOCTH.
JIOTKHOCTHBIE MHCTPYKITHH.
Bunpl pacnopsauTenbHbIX TOKyMEHTOB. OCOOEHHOCTH NMOATOTOBKH U 0(hOpMIIEHHUS
pacnopsIUTeIbHbIX JOKYMEHTOB.
OpraHu3allMOHHO-TEXHUYECKHE MEPONIPUATHS IO IOATOTOBKE U MIPOBEJCHUIO COBELIAHUN.
CrpykTypa JOKJIaZia ¥ OTYETa: Ha COBELIaHNH, 3aCeJaHUH, KOH(PEPEHLIUHU U T.J.
TpeGoBanMsI K COCTABICHUIO U O(POPMIICHUIO MPOTOKOJIOB.
Bus! ”HPOPMALIMOHHO-CITPABOYHBIX M CONPOBOAUTENBHBIX JOKYMEHTOB.
Odopmiienue crpaBok, JOKIAJHBIX 3aIIUCOK, OOBSICHUTENBHBIX 3alIUCOK, aKTOB.
Ocob6enHoctu odopmieHus TenedoHorpamMM, GaKCUMHUIBLHON CBSI3U, UCIOIb30BAHUS
TeneTaina.
Ocob6enHoctu oopmieHus, 00pabOTKU U UCHOIb30BAHUSA COIIPOBOUTEIBHBIX JOKYMEHTOB
IIPOLIECCOB MEPEBO3KH paOOTHUKOB, TOCTABKU I'PY30B M YIIPABIECHHE KOPIOPATUBHBIM
TPaHCIOPTOM OpraHU3alHH.
[ToaroToBka JOKyMEHTAIMH [yl IPOBEJCHUS POLEAYP BbIOOpA MOCTABIIUKOB U 3aKYIKH.
Oco6enHocTr 0pOPMIIEHUS U UCTIOJIB30BAHUS COIIPOBOUTENBHBIX JJOKYMEHTOB.
Odopmiienue, 00paboTKa U UCIOJIB30BAaHUE COIIPOBOIUTENBHBIX JOKYMEHTOB IIPOLIECCOB
NEePEBO3KU PAOOTHUKOB, JJOCTABKYU I'PY30B U yIPaBJIEHHE KOPIOPATUBHBIM TPAHCIIOPTOM
OpraHu3aluH.
[ToaroToBka JOKyMEHTAIMH JUIs IPOBEAEHUS MPOLEAYp BbIOOpa MOCTABLINKOB U 3aKYIIKH.
IIpaBuna opopmiieHus1, 00pabOTKM U XpaHEHHs JOKYMEHTAIH 110 BHEITHEIKOHOMUYECKOM
JeATeIbHOCTH B COOTBETCTBUH € TPeOOBaHUIMM 3aKOHOJaTenbcTBa Poccuiickoit deneparuu
U MEXYHApOJIHBIX aKTOB.
JlenoBoe nmucbMo B ycioBusAX yHupukanuu. [Ipasuna opopmiieHus 1eI0BOro nNuchma.
Hexotopsle BubI iiceM. MexTyHapoHbIE HChMA.
Bupl JOKyMEHTOB 10 TMYHOMY COCTaBY.
TpeboBanus kK 0(OpMIIEHHIO TPYAOBOTO JOTOBOPA.
Odopmiienue mpueMa Ha paboTy. 3asBICHUE O IpUeMe Ha paboTy.
Odopmitenue mpukas3oB MO JUYHOMY COCTaBY.
TpynoBast KHHXKKA.
JInuHast KapTOUKa.
JIngnoe neno.



27. Xapakrepuctuka. ABroouorpadus. Pesrome.

28. DneKTpOHHBIN TOKYMEHT. ABTOMAaTH3aIMs COCTABICHUS TOKyMEHTOB.

29. Benenwue 6a3bl JaHHBIX JOKYMEHTALUH 110 BHEITHETOPrOBOMY KOHTPAKTY.

30. O6paboTKka MOCTYMAOIINX JOKYMEHTOB.

31. OO6paboTKa OTIPABISIEMBIX JOKYMEHTOB.

32. Topsanok paboThl ¢ BHYTPEHHUMH JOKYMEHTaMH. Perucrpanus 1 KOHTPOJIb UCTIOTHEHHS
JOKYMEHTOB.

33. ®opmupoBanue u 0popMIICHHE ACT.

34. TloaroroBka TOKYMEHTOB K Ilepe/iaye Ha apXUBHOE XpaHECHHUE.

35. ABTOMaTH3aLUs IEIOTPOU3BOICTBA.

36. JlokymeHTHpOBaHUE OM3HEC-TIPOIIECCOB. YIIpaBleHHE OM3HEC-TIPOIIECCaMt Yepe3
OpraHU3aIUIo0 JOKYMEHTOO00pOTa.

37. 3amaun U QYHKIMH CITYXKOBI JOKYMEHTAIIHOHHOTO 00CCIICUeHUS YIIPABIICHUSI.

38. CrpykTypa ciryObl TOKyMEHTAIIMOHHOTO 00ECIICUeHHsI YIIPaBJICHUSI.

39. IIpaBa 1 OTBETCTBEHHOCTH CITYyXKObI IOKyMEHTAIIMOHHOTO 00eCTIeUeHHs! YIIPaBICHUSI.

40. Oncanue U JOKYMEHTHPOBaHHE OM3HEC-TIPOIIECCOB OPraHU3aInH.

41. JlokyMeHT B cucteMe MeHekMeHTa kadectsa ISO 9000

42. JlokyMEeHTaIlMOHHOE 00ECTICYCHHUE YITPABICHHUS.

43. Ha3Hnauenwue u BUABI YIIPABJICHYCCKUX NOKYMCHTOB, UCIIOJIb3YCMbBIX ITPU BBIITOJIHECHUHN

Pa3JINYHBIX BUJIOB YIIPABICHYECKUX JNECUCTBUM.

44. Bunsl ynpaBiIeHYECKHX IOKYMEHTOB B COOTBETCTBHUHU C OOIIEPOCCHICKNM KJIACCH(PHUKATOPOM

YIIPaBJICHYECKOU JOKYMEHTALINH.

45.0cobennoctu ohopmiteHUsI, 00pabOTKU U XpaHESHUsI TOKYMEHTAIIUU 10

BHEIIHEIKOHOMHUYECKON JEeATENbHOCTH.

46. CoBpeMeHHbIe IPOTPaMMHBIE CPECTBA, UCIOJIb3YEMBIE B ITPOLIECCE CO3/1aHUsI IOKYMEHTOB.

47. CynHOCTh ¥ OCHOBHOE Ha3HAYCHHE TOKYMEHTAITMOHHOTO 00ECIICYCHUS yIIPaBJICHUS B

COBPEMEHHBIX YCIIOBUSIX.

48. Bo3MOXXHOCTH MCITOJIH30BaHUS COBPEMEHHOM O(PHCHOM TEXHUKH B ONITUMH3AIIAN

JOKYMEHTO000pOTa B OpraHu3alLuu.

Kpurtepuu orieHUBaHUs PE3yJIbTaTOB O0yUCHUS
Ha Bbimonnenune Bcex 3amanuii oTBoautcs 1,5 waca. Kaxaoe BEepHO BBINOJHEHHOE 3aJlaHUE
OIICHUBACTCS «3AYTCHO»: CTYACHT BJAJCET TCOPETUUYCCKUMH 3HAHHUSIMHU II0 BBITIOJHAEMOMY
3aJJaHMIO.
«HE 3aYTEHO»: CTYACHT HE MOKET OTBETUTH Ha BOIIPOCHI 10 BBIMOJIHIEMOMY 33/1aHUIO.

Kpurepun orieHuBaHus 1o 3aydery:
«3aYTEHO»: CTYJCHT BJIa/Ie€T TEOPETUUECKUMHU 3HAHUSIMU 110 AUCLUIUIMHE, 3HA€T HHCTPYMEHTBI
JOKYMEHTOBE/IEHUS U JIEJIONPOU3BOJCTBA, MOKET O(POPMUTH OCHOBHBIE PEKBU3UTHI JI€IOBOIO
JOKYMEHTa, JIOIyCKaeT HEe3HAuYMUTeNIbHblE OIIMOKH; CTYJIEHT yMeEeT NpPaBUIbHO OOBSICHUTH
JIEKIIMOHHBIN MaTepHa, WLTIOCTPUPYSI €0 IPUMEpaMH .

«HE 3a4TEHO»: MaTepHall HE YCBOEH WM YCBOEH YaCTHUYHO, CTYICHT 3aTPYAHSIETCS MPUBECTU
npuMepsl M0 O(QOPMIICHHIO OCHOBHBIX JIOKYMEHTOB CHCTEMBbl JIOKyMEHTALlMOHHOTO
oOecrieyeHHsl YNpaBJICHUsS, JOBOJBHO OTPaHUYEHHBIH O00BbEM 3HAHMH CHCTEMBI OOecHeueHHs
3JIEKTPOHHOTO JOKYMEHTO000POTA.

OL[CHO‘IHLIC CpeacTtBa JIs HWHBAJIMAOB MW JIMI C OI'PAHUYCHHBIMU BO3MOXHOCTIMU
300POBbA BBI6I/IpaIOTCH C YUCTOM UX MHAWBUAYAJIbHBIX HCI/IXO(I)I/ISI/I‘-ICCKI/IX 0COOCHHOCTEH.

— Hpu HCO6XOI[I/IMOCTI/I HHBAJIMAAM MW JIMIaM C OI'PpaHUYCHHBIMU BO3MOXKHOCTAMU
3A0POBBA MPEAOCTABIACTCA AOTTOJIHUTCIIBHOC BpEMA UIA ITIOATOTOBKHU OTBETA HA 3K3aAMCHE;



— IIPH TIPOBEICHUH IPOLEAYPhl OLICHUBAHUS PE3yIbTaTOB 00yYCHHUS MHBAIUAOB U JIUI] C
OTPaHUYEHHBIMU BO3MOXHOCTSIMH 3/I0POBBSI TPETyCMaTPUBACTCS MCIIOJIb30BAHNE TEXHUYECKUX
CpeACTB, HEOOXOIUMBIX UM B CBSI3U C UX UHAWBUAYATbHBIMUA 0COOCHHOCTSIMH;

— IIpU HEOOXOIUMOCTH ISl 00YJAIOLIUXCsl ¢ OTPAaHUYCHHBIMUA BO3MOKHOCTSIMH 37I0POBbS
U WHBAIKAOB TMpPOIEAypa OICHUBAHUS pPE3YJIbTaTOB OOYYCHHS 10 JUCHUIUIMHE MOXKET
IIPOBOJUTHCS B HECKOJIBKO 3TaIOB.

[Ipouienypa oneHMBaHUs PE3yIbTaTOB OOYYEHHs WHBAIMIOB W JIUI] C OTPaHUYCHHBIMHU
BO3MOXHOCTSIMU 3/I0pOBbSl 10 JUCLMIUIMHE (MOAYJIIO) IpenycMaTpuBaeT NpPeJOCTaBICHUE
nHbopmanuu B (opMax, aJanTHPOBAHHBIX K OTPAHMYCHHSIM WX 3/J0POBbS U BOCIPHUATHS
nHGOpMAITHH:

JUiist AT ¢ HapyIIEHUSIMH 3pEHUS:

— B IIe4YaTHOU opme yBeTMYeHHBIM HIpUdTOM,

— B (hopMe AIIEKTPOHHOTO JOKYMEHTA.

JInst man ¢ HapylmeHus MM ClTyXa:

— B Ile4aTHOU opme,

— B (hopMe AIIEKTPOHHOTO JOKYMEHTA.

Jljis 11 ¢ HapyIIeHUSIMHU OTIOPHO-JBUTATENIbHOTO anmnapara:

— B IIe4aTHOM opme,

— B (hopMe 3JIEKTPOHHOTO JOKYMEHTA.

JlaHHBII TIepedeHb MOXKET OBITh KOHKPETH3MPOBAH B 3aBUCHUMOCTH OT KOHTHHICHTA
00yJaronuxcs.

5. Ilepeyenb y4eOHOM JIUTEPATYPbI, HHPOPMAIMOHHBIX PECYPCOB M TEXHOJIOT Uil

5.1. YueOHasi 1uTepaTypa

1.OcHOBBI J€ONIPOU3BOJICTBA : yueOHOE MOCOOUe JJIsl CTYIEHTOB BY30B, OOYUYarOIIMXCS
o HanpasjeHuto noarorosku 38.03.01 "Dkonomuka" (kBanudukanus (crencusp) "Gaxamasp") /
A. M. Acanues, 1. 1. MuponoBa, E. A. Kocapesa, I'. I'. BykoBuu; Poc. skonom. yH-T um. I'. B.
[InexanoBa. - 2-e¢ w3n., ucnp. U gom. - MockBa : UH®PA-M, 2017. - 145 c. - (Beicmiee
obOpasoBanue. bakanaspuar). - bubaumorp.: ¢. 131-135. - ISBN 978-5-16-012632-6. - ISBN 978-
5-16-102395-2 : 355 p.

2. Ky3znenos, W. H. JlokymeHTanmonHoe obecriedyeHue ynpasieHus. J[JokyMeHTO000pOoT
U JICJIOTIPOM3BOJICTBO | YIEOHHUK U MPAKTHKYM JUIS CPEIHEro MpodecCHOHATLHOTO 00pa3oBaHus /
N. H. Ky3nenoB.- 3-e u3n., nepepad. u jom. - Mocksa : U3narensctBo HOpaiit, 2021. - 462 c. -
(ITpodeccuonanpuoe obpazopanue). - ISBN 978-5-534-04604-5. - Tekcr : s1meKTpoHHBIA //
OopazoBarenbHas miathopma FOpaiit [caiit]. - URL: https://urait.ru/viewer/dokumentacionnoe-
obespechenie-upravleniya-dokumentooborot-i-deloproizvodstvo-449769#page/2

3. Konpimkuna, T. b. [lenoBeie KOMMYHHKAIIIH, JOKYMEHTOO00pOT u
JIeTI0NPOM3BOICTBO : yueOHoe mocobue mast By3oB/ T.b. Koabimkuna, W. B. llyctuna. - 2-¢
U3]., uctp. u goi. - Mocksa : U3parensctBo FOpaiit, 2020. - 163 c. - (Breicmiee oOpa3oBanue). -
ISBN 978-5-534-07299-0. - Tekcr : anekrponusiii // O6pazoBarenphas miardpopma HOpait
[caliT]. - URL :https://urait.ru/viewer/delovye-kommunikacii-dokumentooborot-i-
deloproizvodstvo-452463#page/3

4. Kopuees, 1. K. Ynpasnenue nokymentamu: yueonuk / M1.K. Kopuees, A.B. IliieHko,
B.A. MamypneB. — MockBa : UHOPA-M, 2020. — 300 c¢. — (Bricmiee oOpa3oBanue:
bakanaspuat). - ISBN 978-5-16-003590-1. - Tekcr : oanektponHsii. - URL:
https://znanium.com/catalog/product/1068920 (mata o6pamenus: 17.09.2021). — Pexum
nocrtyma: mo noamucke: https://znanium.com/catalog/document?pid=1068920

5. AntyxoBa, H.®. Cuctemsl 3eKTPOHHOTO JA0KyMeHTooOopoTa. [IpakTukym : yueGHOe
nocooue / Anryxosa H.®., Jlonranosa O.U., JloceBa B.B., /I3to6enko A.JI., YeunkoB F0.b. —
MockBa : KuoPyc, 2022. — 395 c¢. — ISBN 978-5-406-07367-4. — URL:
https://book.ru/book/942386 (mata obOpamenus: 16.09.2021). — Tekcr : snexrponnsiii: URL:
https://www.book.ru/view5/f67f8cd8873d023e6ab0068a68ef20fa



https://urait.ru/viewer/dokumentacionnoe-obespechenie-upravleniya-dokumentooborot-i-deloproizvodstvo-449769#page/2
https://urait.ru/viewer/dokumentacionnoe-obespechenie-upravleniya-dokumentooborot-i-deloproizvodstvo-449769#page/2
https://urait.ru/viewer/delovye-kommunikacii-dokumentooborot-i-deloproizvodstvo-452463#page/3
https://urait.ru/viewer/delovye-kommunikacii-dokumentooborot-i-deloproizvodstvo-452463#page/3
https://znanium.com/catalog/document?pid=1068920
https://www.book.ru/view5/f67f8cd8873d023e6ab0068a68ef20fa

5.2. [lepnoanyeckas iuTeparypa

1. TlewatHoe mepuoguueckoe wu3ganwe (oHAa HayyHoW Oumbmmorekun Kyol'Y
«J1enonpou3BOCTBO U JOKYMEHTOOOOPOT HA MPEATIPHUITUIX)

2. [lewatHoe mepuoanyeckoe wu3ganue ¢oHma HaydHod Oubmmoreku Kyol'yY
«/lemonpon3BoACTBO»

3. Bassl nanubeix kommanuu «Mct Breroy» http://dlib.eastview.com

4. Dnexrponnas oubmmoreka GREBENNIKON.RU https://grebennikon.ru/

5. Hayunas NEKTPOHHAs oubnmoTreka (H3b) eLIBRARY.RU
https://elibrary.ru/projects/subscription/rus_titles_free.asp

5.3. NuTepHeT-pecypchbl, B TOM 4HCJie COBPeMEHHble MpodeccHOHAIbHbIE 0a3bl
JAHHBIX U l/IH(l)OpMaIIHOHHbIe CIIPAaBOYHBIEC CUCTEMbI
DJIeKTPOHHO-0ubIMoTeuHble cucteMbl (IBC):
9BC «FOPAWT» https://urait.ru/
ABC « YHUBEPCUTETCKAS$ BUBJIMOTEKA OHJIAMH» www.biblioclub.ru
3BbC «BOOK.ruy» https://www.book.ru
DbC «ZNANIUM.COM» www.znanium.com
. ObC «JIAHb» https://e.lanbook.com
IIpodeccuonaibHbie 6a3bl JAHHBIX:
Web of Science (WoS) http://webofscience.com/
Scopus http://www.scopus.com/
ScienceDirect www.sciencedirect.com
XKypuansr uzgarenscrea Wiley https://onlinelibrary.wiley.com/
Hayunas snexkrponnas oudmuorexa (HOB) http://www.elibrary.ru/
6. IlonmHOTEKCTOBBIE ApXUBBI BEAYIINX 3aMaJHbIX HAYUYHBIX XKYypHAJIOB Ha Poccuiickoii
miardopme HayuHsix xypHaaoB HOMKOH http://archive.neicon.ru
7. HanmonanmpHass »snekTpoHHas OuOmMMoTeKa (JAOCTYym K DJIEKTPOHHOW OuOnIHoTeke
nuccepranuii Poccuiickoit rocymapersernoi oubmmoreku (PI'B) https://rusneb.ru/
8. Ilpesumentckas 6udanorexa um. b.H. Expuuna https://www.prlib.ru/
9. DOmnektponHas koyueknus Okchopackoro Poccuiickoro ®onma
https://ebookcentral.proquest.com/lib/kubanstate/home.action
10. Springer Journals https://link.springer.com/
11. Nature Journals https://www.nature.com/siteindex/index.html
12. Springer Nature Protocols and Methods
https://experiments.springernature.com/sources/springer-protocols
13. Springer Materials http://materials.springer.com/
14. zbMath https://zbmath.org/
15. Nano Database https://nano.nature.com/
16. Springer eBooks: https://link.springer.com/
17. "Jlekropuym TB" http://www.lektorium.tv/
18. YuuBepcurerckas nHpopmannonHas cucrema POCCUS http://uisrussia.msu.ru

SIS

okhwnE

HNupopmannoHHbIe CIPABOYHBIE CHCTEMbI:
1. Koncynbsrant [Intoc - cipaBouHas npaBoBas cucTeMa (JOCTYI 110 JIOKAIbHOM ceTH ¢
KOMITBIOTEPOB OMOIHOTEKH )

Pecypcbl cB0OOAHOTO 1OCTYNA:
1. AwmepukaHCKas nmaTeHTHas 0a3a maHHbIX hitp://www.uspto.gov/patft/
2. TlonHbie TEKCTHI KaHAJICKUX Aucceprarmii http://www.nlc-bnc.ca/thesescanada/
3. KubepJlennnka (http://cyberleninka.ru/);
4. MUHUCTEpPCTBO HAYKH M BbIcIIero oopazoBanus Poccuiickoit @enepanuu
https://www.minobrnauki.gov.ru/;
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5. ®exaepanbHbiii moptan "Poccuiickoe odpazosanue’ http://www.edu.ru/;

6. Mudopmanumonnas cucrema "Enunoe okHO JocTyna K 00pazoBaTeabHBIM pecypcam”
http://window.edu.ru/;

7. Enunas xoyutekuus nupoBbix 00pa3zoBaTenbHBIX pecypcos http://school-
collection.edu.ru/ .

8. ®dexepanbHBIN HEHTP HH(HOPMAITHOHHO-00pa30BaTEIBHBIX PECYPCOB
(http://fcior.edu.ru/);

9. Ilpoekr 'ocynapcTBeHHOTro HHCTUTYTA pycckoro si3bika uMeHu A.C. Ilymkuna
"Oo6pa3oBanue Ha pycckom" https://pushkininstitute.ru/;

10. CnpaBovHo-uH(pOpMaIMOHHBIN TopTan "Pycckwuii si3pik" http://gramota.ru/;

11. Cnyx0a TeMaTH4YeCKHX TOJKOBBIX ciioBapeit http://www.glossary.ru/;

12. CnoBapwu u suImKIoneauu http://dic.academic.ru/;

13. OO6pasoBarenbHbIil mopTan "Yueba" http://www.ucheba.com/;

14. 3akxonomnpoekT "O6 o6pazoBanuu B Poccuiickoit @enepannn". Bonpocs! u OTBETHI
http://xn--273--84d1f.xn--plai/voprosy_i_otvety

15. Tpenunru 1 C Jlerkwmii crapt https://kpk.1c.ru/directions/training1%D0%A1/

Co0OcTBeHHBbIE YJIEKTPOHHBbIE 00pa3oBaTeIbHble U HH(OPMAIOHHbIE PeCypChl

KyoI'Y:

1. Cpena MoaynbHOTO AuHaMuUYeckoro ooyuenus http://moodle.kubsu.ru

2. baza yueOHBIX MJIaHOB, YyueOHO-METOAUUECKUX KOMIUIEKCOB, IMyOJINKalUN U
koHpepenwmii http://mschool.kubsu.ru/

3. bubmuorexa nHPpOpPMAIIMOHHBIX pecypcoB Kadeapbl HHPOPMAITMOHHBIX
o0pasoBaTenbHBIX TexHosorui http://mschool.kubsu.ru;

4. DnextpoHHbIN apxuB gokymenToB KyoI'V _http://docspace.kubsu.ru/

5. DnektpoHHbIE oOpa3oBareiabHbIE pecypchl Kadenapsl WHGOPMAIMOHHBIX CHCTEM H
TexHosioruii B oOpaszoBanmu KyOl'Y wum wHayuno-merommdeckoro >xypHana "IIIKOJIBHBIE
I'OJIbI" http://icdau.kubsu.ru/

6. Meroauyeckne YyKa3aHusi Jsi OOyYAIOUIUXCA 10 OCBOEHMI0 JTHCHMILIHHBI
(MoayJis1)

CamocrosTenpHass paboTa CTYJASHTOB SBJISETCS HEOTHEMJIEMOM 4YacThIO IIpoliecca
MOJATOTOBKH. JIUCIUIIIMHY PEKOMEHIYEeTCS H3y4aTh ITyTEM CHCTEMaTHYeCKOW MpopabOTKH
JIEKIIMOHHOTO ~Marepuajga, CaMOCTOSATEIbHOW MpopabOTKH PEKOMEHIYeMOW JIUTEpaTyphl,
PYKOBOJICTB M METOJMYECKUX YKa3aHUW K BBHIMOJHEHHIO MpakTUYeckux 3aHaTui. llens
CaMOCTOSITENIBHOM paboThl — pacHIMpeHue Kpyrosopa M YriiyoleHHEe 3HAaHUN B 00JIacTH
JOKYMEHTOBEACHHUS U JAEIOBOI0 JOKYMEHTO000pOTa.

KoHTponbs 3a BBIMIOJIHEHHEM CaMOCTOSITENIbHOM pabOThl MPOBOAMUTCA MPU HIYyUCHHUH
KOKJIOM TeMbl JMCHMUIUIMHBI Ha MPAKTUYECKUX 3aHATHUSX. ODTO TEKYIIMH OMNpPOC, TECTOBBIE
3aJIaHusl, KEUChI, pedepaThi-npe3eHTAIIH.

B dacel, oTBeneHHBIE 7SI CAaMOCTOSITENBHON pabOTHI, CTYJAEHTHI IMOJ PYKOBOJCTBOM
MIpernojaBaTelis 00s13aHbl BHIIOIHATh HWHIUBUIyaIbHBIE TPAKTUUYECKUE 3aJaHMs], TIOTyYeHHbIE Ha
MPAKTUYECKUX 3aHATHsIX. [Ipu BBIMONHEHWH OTUX 3aJaHUA HEOOXOIUMO HCIOIb30BaATh
TEOPETUYECKUI MaTepHrall, MaKeThl U MIa0IOHbI O(PUITHATBHBIX TOKYMEHTOB YIIPaBICHHUS.

B ocBoeHuu AMCHUIUIMHBI MHBAJUAAMHU U JULIAMHU C OTPAHMYEHHBIMU BO3MO>KHOCTSIMHU
3I0pOBbsI OOIBIIIOE 3HAYCHHE HMEeT HHAWBHyalbHas ydeOHas paboTa (KOHCYIbTAIlUH) —
JOTIOTHUTEIHHOE Pa3bsiCHEHHE y4eOHOTO MaTepHaa.

NunuBuayanbHple KOHCYIBTAIMM IO TPEAMETY SBISIOTCS BaXXHBIM  (PAKTOPOM,
CHOCOOCTBYIONIUM MHIMBUIyATH3AIMH O0YYCHUS U YCTAHOBIIEHUIO BOCIIMTATEIHHOTO KOHTAKTa
MEXAy TpernojaBaTeieM W OOYYaroIIMMCS WHBAIUIOM WA JUIOM C OrPaHUYEHHBIMU
BO3MOKHOCTSIMU 3/I0POBBSI.
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/. MaTepuajibHO-TeXHHYECKOe o0ecneyeHne no JUCHuIInge (MOIyJI10)

HanmeHnoBanue cnenuaibHBIX
TOMEIICHUI

OCHAIIEHHOCTD CIEIHAILHBIX
TTOMEIIEHUH

HepequL JIMICH3UOHHOI'O
MpOrpaMMHOro obecrneueHus

VYueOHble ayIuTOpuu JUTSE
TIPOBEACHUS 3aHATHH JIEKIIHOHHOT'O
THUIIA

Mebenb: yaeOHas MeOenb
TexHuyeckue cpeacTBa 00yYCHHUS:
9KpaH, MPOEKTOpP, HOYTOYK

Microsoft Windows 8, 10,
Microsoft Office Professional Plus

VYueGHbIe ayJIUTOPHU st | MeGenb: yueOHas Mebenb Microsoft Windows 8, 10,
MPOBECHUSI samsituii | Texuuueckue cpenctBa ooyuenus: | Microsoft Office Professional Plus
CEMHHAPCKOTO THUMA, TPYIMOBBIX W | 3KpaH, IPOEKTOp, HOyTOYK
UHIUBUYAIBHBIX  KOHCYJIBTAIHIA,
TEKYIIEro KOHTPOJISI "
POMEKYTOUHOM aTTeCTaluu

JUia  camocTosITeNbHOW — paboThl  OOyYaromMXCsl  MPEIyCMOTPEHbl  MOMEIEHUs,

YKOMIIJICKTOBAHHBIC CHGHI/IaHI/ISI/IpOBaHHOﬁ M€6€J'IBIO, OCHAIIICHHBIC KOMHBIOTepHOﬁ TEXHUKOU C
BO3MOHOCTBIO TIOJKITIOUCHHS K ceTn «MHTepHeT» M o0ecrieueHrneM JIOCTyNa B JIEKTPOHHYIO
MH(POPMAITMOHHO-00Pa30BaATEIBHYIO CPEly YHUBEPCUTETA.

HaunmenoBanue nomMenienuii ajis
CaMOCTOSITEIILHON PabOThI
00yJaroImuxcs

OcCHaIEHHOCTh TTOMEILEHUH JIs
CaMOCTOSITENILHOW PaOOThI
o0y4aromuxcs

[epeveHs JTUIICH3HOHHOTO
MPOrPaMMHOT0 00CCIIeUCHHU S

ITomemenue JUTSL
CaMOCTOSTENIBHON paboTbI
oOyvarommxcst (YUTANBHBIA 3l
HayuHoit 6uGmuoTexn)

Mebenb: yaeOHas MeOesb

Kommekt CIIeMaIN3UPOBAHHOM
MeOenn: KOMITbIOTEPHBIE CTONBI
ObopynoBanue: KOMITBIOTEpHAs
TEXHUKaA C INOAKIIFOUECHUEM K
nH()OpMALIMOHHO-
KOMM YHUKALIMOHHOM
«ntepuer» u
IJEKTPOHHYIO uH(popMaloHHO-
00pa3oBaTeIbHYIO cpeny
00pa3oBaTeIbHON OpraHMU3aIuy, BeO-
KaMepsl, KOMMYHHKAI[IOHHOE
obopynoBaHue, obecrieunBaroniee
JOCTYI K CeTH MHTEPHET (IPOBOJHOE
COEIMHEHNE " OecrpoBOIHOE
coenuHenne 1o rexuojorud Wi-Fi)

ceTu
JOCTYTIOM B

Microsoft Windows 8, 10,
Microsoft Office Professional Plus

ITomemmenue UL
CaMOCTOSTENBHOM padoTsI
obyuaromuxest (ayn.213 A, 218
A)

Mebenb: yuebnas medenb

Kommiekr CHELUATN3UPOBAaHHON
MeOenH: KOMIIBIOTEPHBIE CTOJIBI
ObopynoBanue: KOMIBIOTEPHAS
TEXHHKa C  TOAKIIOYEHHEM K
HHPOPMAIIOHHO-
KOMM YHUKAIlUOHHON
«nTepuer u
SIEKTPOHHYIO “H(OPMAIMOHHO-
00pa3oBaTENHHYIO cpeny
00pa3oBaTeNFHON OpraHU3aINH, BeO-
KaMephl, KOMMYHHUKaIMOHHOE
obopynoBaHue, obecrieunBaromiee
JOCTYII K CETH WHTEpHET (TIPOBOJHOE
COEIMHEHNE " OecrpoBOIHOE
coequuenue 1o texuonoruu Wi-Fi)

CceTH
JIOCTYTIOM B

Microsoft Windows 8, 10,
Microsoft Office Professional Plus




