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1 Henu u 3a1a4m U3y4eHus AUCHUUIJIMHBI (MOTYJIf)

1.1 Ilean ocBOEHHS JUCHUILIHHDBI

Lenp ocCBOEHHMS IUCUUIUIMHBI 3aKIOYAeTCS B OBJIAJICHUM TEOPUEH U MPAKTUKON
METOJUYECKOTO  TMpollecca JOKYMEHTAIlMOHHOrO OoOecleueHus Ipollecca  yIpaBieHUs
OopraHu3alell MEXaHUYeCKUM U AJIEKTPOHHBIM CIOCO0aMU C y4eTOM TpeOOBaHMII HOPMATUBHO-
IIPaBOBBIX IOKYMEHTOB Ha ocHOBe 1C:J{0KyMeHTO00O0POT.

1.2 3agauyu AUCUMIINHBI

— oOydeHHe CTYJEHTOB 3HAHWSAM, YMEHHUSM U HaBbIKaM, HEOOXOIMMBIM B paboTe C
JOKYMEHTaMu;

— BBIPabOTKa y CTYACHTOB CTPOTOr0 M HEYKOCHHUTEIHLHOTO COOJIOACHHS MPUHITUTIOB
OpraHu3aIi JOKyMEHTO00OpOTa, B TOM YHUCJIE C MOJPA3ACIICHUSIMU OPraHu3aIiy, BeIyIIUMH
OyXrantepckuil y4er,

— MPUBHUTHE MPAKTHYECKUX HABBIKOB Pa0OTHI CO CITYKEOHBIMH IOKYMEHTAMU;

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

— oOyueHue mnpaBwiaM pa3pabOTKH, OGOPMIIEHUS M WCIHOJb30BAaHUS JTOKYMEHTOB,
CBSI3aHHBIX C JIEATEILHOCTHIO OPraHu3aIfii, B TOM YUCJIE€ C BHEITHEOKOHOMHYECKOM;

— O3HAaKOMJICHHE CTYJCHTOB C OOIIMM TOPSAKOM W TMpaBWJIaMHU JOKYMEHTO00OpOTa,
OCHOBaMH JIEIIOTIPOU3BO/ICTBA, CTPYKTYpOii, MIPUHITUTIAMH, WHCTPYMEHTApUEM
JOKYMEHTOBEJICHUS U JCIOBOTO JOKYMEHTOO0OpOTa OpraHU3allly;

— o0yuyeHue cucteMaTru3auy HHHOPMAIH 0 KAaTETOPHUSIM M YPOBHSM JOCTYIIA K HEH;

—  O3HAaKOMJICHHE C  OpraHu3amiedl  BHYTPEHHUX  OINEPAIMOHHBIX  TPABUI
JOKYMEHTO000pOTa C Y4ETOM CUCTEMBI MEP aHTUKOPPYINIIUOHHOTO KOHTPOJIS;

— o0Oy4yeHME KayeCTBEHHOW H ObIcTpod o00paboTke wWHPOpMAMKM B  LEJAX
CBOEBPEMEHHOTO MPUHSTHS COOTBETCTBYIOIIMX YIPABICHYECKUX PEIICHUM, YCBOCHHUIO IPABUII U
(hopM eT0BOIM M1 KOMMEPUECKOU MEePENUCKH;

— BbIpa0OTKAa YMEHUS aHAJIM3UPOBATh U CUCTEMATU3UPOBATh BHYTPEHHUIN U BHEIIHUN
JOKYMEHTOOO0OpOT U paboTaTh ¢ MaTepuaiaMi OTPaHUYEHHOTO JOCTYTIA.

1.3 MecTo qucuunMHbI (MOAYJisl) B CTPYKTYpe 00pa3oBaTeibHO MPOrpaMMbl

Jucrtunmuna «1C: JIokyMeHTO000pOT» OTHOCUTCS K YacTH, GOPMHUPYEMOH ydaCTHUKAMHU
oOpasoBaTelbHbIX OTHOIICHWH broka 1 «Jluctumiuasl (Moaynmm)» ydeOHOTO IIaHa. B
COOTBETCTBUU C pab04YNM y4eOHBIM IIJIAHOM JUCIMILIMHA U3y4yaeTcs Ha 4 Kypce Mo OYHOM U Ha 4
Kypce 1o 3a04Hoi popme 00ydenus. Bun mpoMexyTouHOl aTTecTaluu: 3a4er.

Jucuunnuna OazupyeTcsi Ha 3HAHUAX, MOJYYEHHBIX CTYJEHTAMH B paMKaX OCBOCHUS
TUCHUIUTMH: «DKOHOMHYECKas Oe30MmacHoOCThY», «YTpaBlieHYecKuil yueT», «byxranrepckas
(buHaHCcOBasT) OTYETHOCTHY, «DUHAHCOBBIN y4eT», « BIO/DKETHBIN yueT», « AyIuT» U sBIsieTcs 0a30ii
ISl U3Y4YCHUS Ha CIIeIYIOMNX Kypcax quciuruing: «CrieruanbHast mpodeccnoHanbHast OATOTOBKaY,
«Opranuszanus TpyAa U KaapoBas 0e30macHOCThy», «MH(popMalMoHHOE 00ECIeYeHUE YIpaBICHUS
OW3Hec-TpoLeccaMm.

1.4 Ilepedyenp MJIAHMPYEMbIX Pe3y/abTATOB O0y4eHHs] N0 JUCHHUILINHE (MOIYJIO0),
COOTHECEHHBIX C INIAHNPYEMbIMH Pe3YJIbTATAMH OCBOCHHUSI 00pa30BaTeIbHOH NPOrPaMMbI

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

Kona u HaumeHoBanue
WHIUKATOpa™® MOCTHKECHUS
KOMIIETEHIINH

Pe3ynbTaThl 00ydeHuUs 110 TUCIUIUTHHE

IIK-3 CnocodeH ocylecTBIASITh METON0JOTHYECKOE H AHAJTUTHYECKOE COMPOBOKAeHNe U (MIN) KOHTPOJIb
COOTBETCTBHS OPraHU3alUuM TPeOOBAHUSIM AHTHMOHONOJIBHOI0 3aKOHOAaTeJbcTBa Poccuiickoii
Denepanuu U pa3BUTHE KOHKYPEHIIUH




3naet: [lopsnok u mpaBuiia T0KyMEHTOOO0pPOTa U OCHOBBI
JenonponsBoacTBa. CTpyKTypy, IPUHIMIIEL, THCTPYMEHTAPHNA
JOKYMEHTOBEIEHHUS U JIETIOBOI0 JJOKYMEHTO000pOTa OpraHu3aLuH, a
TaKKe pa3padoTKu 1 0hOPMIICHHUS TOKYMEHTAIIHH;

YMeer: AHaNU3UPOBATh U CUCTEMATU3UPOBATh BHYTPEHHUI U BHEIIHUM
JOKYMEHTO000pOT

Tpynosoe neiictBue: OpraHu3anyio BHyTPEHHUX ONEpPaOHHBIX [TPABUI
JOKYMEHT0000pOTa C yUeTOM CUCTEMBI MEp aHTUKOPPYILHOHHOTO
KOHTPOJISL.

WNIIK-3.2 [TonnMaer u npuMeHsier
METOJIbI JOKYMEHTOBEICHUSI U
JIETIOBOTO JIOKYMEHTO000pOTA
opraHu3anuy (Ha OCHOBE

1C: loxkymeHT0000pOT)

Pe3ynbrarhl 00y4eHHs MO AMCUUIUIMHE JOCTUTAIOTCS B PaMKaxX OCYILECTBICHHUS BCEX
BUJIOB KOHTAaKTHOH W CaMOCTOATENBbHOW paboThl OOydJalOmMXCS B COOTBETCTBHU C
YTBEPKJACHHBIM Y4EOHBIM IUIAHOM.

NHpukatopel  JOCTWXKEHHsS  KOMIIETEHUHMH  CUHUTAIOTCS
JOCTHUXKEHUH COOTBETCTBYIOIIUX UM PE3YJIbTaTOB OOyUEHUSI.

c(OpPMUPOBAHHBIMH  TIpU

2. CTpyKTypa M coep:kaHHue TUCHUTIIHHBI

2.1 Pacnipenesienue TPy10éMKOCTH AUCIUILIMHBI 10 BUAAM padoT

OOmasi Tpy10éMKOCTh JMCIUILIMHBI COCTABIISACT 2 3a4eTHBIX eauHUIBl (72 daca), ux
pacmpeeneHre mo BujaaM paboT MpeicTaBiIeHo B TabIuIe

Bunpt pador Bcero ®dopma oOydeHust
JaCOB OYHAsI OYHO-3a0YHAs
7 7
ceMecTp cemecTp
(uacer) (uacer)
KonrakTHasi paboTa, B TOM YHcJe: 52,2 8,2
AyauTOpHBIE 3aHSATHS (BCEro): 50 8
3aHATHUS JIEKIIMOHHOI'O THIIA 18 4
11a00paTOPHBIC 3aHSTHSI 32 4
NPAKTHYECKUE 3aHATHS
CEMHMHAPCKUE 3aHATHUS
HMHas koHTaKTHas padora: 2,2 0,2
Kontponb camocrosrensHoit padotsl (KCP) 2
ITpomexyrounas arrecrarms (MKP) 0,2 0,2
CamocTosiTeJibHasi padoTa, B TOM YHCJIE: 19,8 60
Peghepam (nodzomosra) 14 20
CamocmoamenvHoe usyueHue pasoenos, Camono02omosKa
(npopabomka u nosmoperue IeKYUoHHO20 MAmepuana u
Mamepuana y4eOHuKo8 u yueOHvlx nocooull, n0020MosKa 19,8 40
K J1a00pamopHeiM U NPAKMUYECKUM  3AHAMUAM,
KOJLIOKSUYMAM U M.0.)
[NoxroroBka K TeKymeMy KOHTP OO
Kontpoas: 3,8
IToaroroBka k 3auery
Oomas yac. 72 72
TPYAOEMKOCTH B TOM YHCJIe KOHTAKTHASs
52,2 8,2
padora
3a4. efy 2 2

2.2 ConepaxaHue JMCHUILIAHBI

Pacnipenenenue BUIOB y4eOHON pabOThI M X TPYAOEMKOCTH IO pa3/eaaM AUCIUIUTHHEL.
Pasenbl (TeMbl) MUCIUIUIHHBI, W3ydaeMmbie B [ cemectpe 4 (kypce) (oumnas ¢opma
00yueHUst)



KonuuectBo yacos
Breayout
Ne HaumeHoBaHue pa3ienos (TeMm) AYMHTOPHAA OpH};H
Bceero pabora
pabora
J I13 JIP CPC
1 [Ipenmer, conepxanue U 3a1a4u Kypca JOKyMEHTOBEICHHE U 4 1 2 1
" |menoBoii JOKyMEHTOOOOPOT

2. |[loxymeHTHI 1 TipaBuia X oOpMIICHUS 8 2 4 2
3.  |OpraHu3anMOHHO-TIPaBOBBIE TOKYMEHTHI 8 2 4 2
4, PacniopsinuTenbHble TOKYMEHTHI 6 2 2 2
5.  |[lokyMeHTHpOBaHHE IEITENFHOCTH KOJJIETHAJIbHBIX OPTaHOB 6 2 2 2
6. Wb opMalmoHHO-CIIPaBOYHBIC JOKYMEHTBI 6 5 5 2
7.  |ConpoBonuTenbHbIE TOKYMEHTHI 7 1 4 2

OdopmiieHre, 00paboOTKa M XpaHCHUE TOKYMEHTAIIUH 110

BHEITHEOKOHOMHYECKOH JESTEIHbHOCTH B COOTBETCTBHU C
8. N 4,8 1 2 1,8

TpeboBaHUAMHU 3aKOHOAATeNbCcTBA Poccuiickoit @enepanun n

MEKAYHApOJHBIX aKToB. COBPEMEHHOE JIETIOBOE MTUCHMO
9.  |/lokyMeHTHI KaJpOBOW 1 OYXTanTepCKON CIyKObI 4 1 2 1
10. |Opranuzanys paboThl ¢ JOKYMEHTaMHU 4 1 2 1
11. |ABromaru3anus JOoKyMeHTooOopoTta B cucteme 1C 4 1 2 1
12 1C: 1okyMeHTOO0OPOT B OpraHU3alliK ¥ YIpaBIeHHN OU3HeC- 4 1 5 1

npoleccamMmu
13. |Ciyx6a TOKyMEHTaIIMOHHOT0 00eCTIeYeHus! YIPaBIICHUS 4 1 2 1

HUTOI'O no paszoenam oucyuniuivl 69,8 | 18 32 19,8

Konrponb camocrosrensHoit padots! (KCP) 2

ITpomexyrounas arrecraims (MKP) 0,2

IToxroroBka K TeKynieMy KOHTPOIIO

OO01ast Tpy10eMKOCTb 10 TUCHUILTHHE 72

[Ipumeuanune: JI — mnexknuu, I3 — mnpaktudeckwe 3anatus / cemuHapel, JIP —

naboparopusie 3ansaTus, CPC — camocrositenbHas paboTa CTyIeHTa

Paszensl (TeMBbl) OUCHUILIMHBI, W3ydaeMbie B 7 cemectpe 4 (kypce) (3aounas ¢popma
00yueHus1)

KonnuecTBo yacos
Bueaynu-
Ne HaumenoBanue paszenos (tem) AyMuTOpHaZ TopIZa;I
Bceero pabora
pabora
JI 113 JIP CPC
1 Hpe/:[MezT, COZIep)KaHUE U 3a/Ia4U Kypca JOKYMEHTOBEICHHE U 52 | 03 0.3 46
JIETIOBOI TOKYMEHTOO0OPOT
2. JIOKyMEHTBI M IpaBuiia uX ohopMIIeHuUs 52 | 0,3 0,3 4.6
3. OpraHu3alMoOHHO-IIPABOBbIC JOKYMEHTBI 52 | 0,3 0,3 4.6
4, PacniopsinuTenbHbie TOKYMEHTbI 52 | 0,3 0,3 4.6
5. JIOKyMEHTHUPOBaHHE JCSITEIBHOCTH KOJUIETHATbHBIX OPIaHOB 52 | 0,3 0,3 4.6
6. HHdopmanmoHHO-CIpaBOYHBIC JIOKYMEHTbI 52 | 0,3 0,3 4.6
7. CoIpoBOANTENHHBIC JOKYMEHTBI 52 | 0,3 0,3 4.6
OdopmiteHne, 00paboTKa U XpaHEHUE JOKYMEHTAIIUH I10 52 | 0,3 0,3 4.6
8 BHEITHEIKOHOMHUYECKOM JAEATETLHOCTA B COOTBETCTBHUH C
' TpeOOBaHMAME 3aKOoHOMAaTeNbCcTBA Poccuiickont deneparmu u
MEXIYHAPOIHBIX aKTOB. COBPEMEHHOE JICTIOBOE MUCHMO
9. JIOKYMEHTBI KaJJpOBOI M OYXTaNTepCKOH CITYKOBI 52 | 0,3 0,3 4,6
10. |Opranm3amms pabOTHI ¢ JOKYMEHTAMHU 52 | 0,3 0,3 4.6
11. |ABToMaru3amus TOKyMeHT0ooboporta B cucteme 1C 55 1| 04 0,4 4,7
12, 1C: lokyMeHTOO0OPOT B OpPraHM3aIMU U YIIPaBICHUN OM3HEC- 52 | 03 0,3 4,6
poreccaMmu
13. |Ciryx0a JOKYMEHTAIIMOHHOTO 00eCTieueHHs YIIPaBICHUS 53 1] 0,3 0,3 4.7
UTOI'O no pazoenam oucyuniutvi 68 4 4 60




Kontpons camocrosrensHoi pabotsl (KCP)
[Tpomexyrounas arrecrarms (MKP) 0,2
[ToaroroBka K TeKyeMy KOHTPOJIIO
OO0m1ast TPyTOEMKOCTb IT0 JUCIIUTUINHE 72
[Mpumeuanue: JI — nexkumu, I[I3 — mnpaktuueckue 3aHATus / cemunHapsl, JIP —

nabopatopusie 3anatusi, CPC — camocTosiTennpHas paboTa CTyJeHTa

2.3 Coneprxanue pa3iesioB (TeM) TUCHUIIHHBI
2.3.1 3auaTud JeKIMOHHOI0 THIIA

HanmenoBanue pasnena (TeMbl)

Coneprxanue paszzena (TemMbl)

dopma TeKyuiero
KOHTPOJA

1. Tpever, cofepanie i [ToHATHS «TOKYMEHT», «IOKYMEHTO000POT» U KpaTtxwuii onpoc B
sajaum Kypea «JIOKyMeHToBeZleHne». Pa3Butre nokymenTa. CriocoOsl HavaJie JISKIMU
., |TOKYMEHTHPOBaHHUS U MaTepUaIbHbIE HOCUTEIH
JIOKyMEHTOBEJICHUE U JIETIOBOU .
1OKYMEHT00GOPOT unpopmanuu. CBolicTBa 1 QyHKIMH JOKYMEHTOB.
Knaccudukars.

2. Yuudukaums W craHAapTtusanus — ynpasieHueckux | Kpartkuit orpoc B
JoKyMeHTOB.  [lpaBuna  odopmileHHST  JOKYMEHTOB.| Hauale JISKIUH
TpeboBanus K o(hopMIIEHUIO OpraHU3alMOHHO-

JIOKyMEHTBI U IIpaBuIa UX

o opMIIeHHs pacmopsAUTeNbHBIX  JOKyMEeHTOB (CocTaB PEKBU3HTOB
JOKyMeHTOB. TpeOGoBaHMS K O(QOPMIICEHHIO DPEKBU3UTOB.
HcnpaBineHuss B AOKyMEHTaX. bilaHku JOKYMEHTOB
HpeANIpUsITHS.

3. OyHKIMM ¥ OCOOCHHOCTH OpraHU3alMOHHO-TIpaBoOBbIX | Kpatkuil ornpoc B

JOKYMEHTOB.  YcTaB opranuzauuu. llonokeHue 0| Hadaie JeKIUH
OpraHu3allMOHHO-TIPABOBbIE  [CTPYKTYpHOM moApasjieieHuu opraHuzauuu IltatHoe
JOKYMEHTBI pacrucaHue. [IpaBuna  BHYTpEHHEro  TPYJOBOIO

pacniopsiaka. MHCTpykuuM 1O  OTAEIBHBIM  BHJAM

JeaTenbHOCTH. JIOIKHOCTHBIE HHCTPYKIUHU

4. PacropsIHTebHbIC Bupael pacnopsiautenbHbix  okymeHToB. Ocobennoctu| Kpatkuit orpoc B
JIOKYMCHTBI NONrOTOBKM M O(OpMIIEHHS  DPACIOPAAMTENbHBIX| Hayase JEeKIUH

JIOKYMEHTOB.

5. Oprau3anroHHO-TEX HIUECKIE MEpONPHUATHSA ro| Kpatkwuit onpoc B
JloKkyMEeHTHpOBaHHE MOATOTOBKE M MpOBEICHUIO coBelanuil. CTpykTypa| Hayane JeKLUH
JEATEIBHOCTH KOJUIETHANIBHBIX |IOKTIaJa W OT4YeTa: Ha  COBEIIAHHM, 3acCElaHHH,

OpTaHOB KoHpepeHIIMA © T.1. TpeOoBaHHSA K COCTaBICHUIO U
0(hOpMIICHHIO TIPOTOKOJIOB.

6. Bunst UH(OPMAIIMOHHO-CIIPABOYHBIX JIOKyMeHTOB. | KpaTkuii ornpoc B
Hudpopmanmonno-cnpaBognsie |Odopmienne cripaBok. OpopmiieHre JOKIaIHBIX 3aIHCOK.| Hadaje JeKIHN
JIOKYMEHTHI OdopmiieHre 00BICHUTENBHBIX 3amucok. OdopmieHue

aktoB. Ocobennoctu TtenedoHorpamm, (HaKCHMUILHOM
cBsi3u. OCOOCHHOCTH MCIIONIb30BAHMS TeJIeTalIa.

7. OcobeHHOCTH 0()OPMIIEHUS U UCTIONE30BAHUS Kpatxwuii ormpoc B
CONPOBOUTENBHBIX JOKyMEHTOB. OdopMIiIeHue, HavaJie JIeKINU
00paboTKa M HCIOIB30BAaHUE COTPOBOIUTEIHLHBIX

CompoBonuTensHbIC
TOKYMEHTEL JOKyMEHTOB TIPOIIECCOB NIEPEBO3KH paOOTHUKOB, JOCTaBKU
TPY30B M yIpaBJIeHHE KOPITOPATUBHBIM TPAHCIIOPTOM
oprann3aiyy. [TonroroBka JOKyMEHTAIMH VIS
TIPOBECHUS! MPOLEAYP BHIOOpPA ITOCTABIIMKOB M 3aKYITKH.
8. |Odopmnenne, 0bpadoTka u IIpaBuna  odopmiennsi, o0pabotkm w  xpanenws | Kpartkuii orpoc B

XpaHeHHE JTOKyMEHTAIUH 110
BHEITHEIKOHOMUYCCKOM
JIeITEILHOCTH B COOTBETCTBUH
¢ TpeOOBaHUSAMU
3aKOHOJIaTCILCTBA
Poccuiickoii @enepanun u

MCKAYHAPOAHBIX dKTOB.

JOKYMEHTAIlU¥ MO BHEIIHESKOHOMUYECKOH JEATENbHOCTU
B COOTBETCTBMM C TpPeOOBaHMSIMH 3aKOHONATEIbCTBA
Poccuiickoii ®@enepanuu ¥ MEXAYHAPOAHBIX aKTOB.
JenoBoe mmceMo B ycnoBHAX yHubukanmu. IlpaBuia
ohopMIIeHHS 1€T0BOro mrchbMa. HekoTopsle BUA MHCEM.
MexyHapoaHbIe MHCbEMA.

HaydaJi€ JCKINHU




COBpCMCHHOG JACJIOBOC IMUCBbMO

9. Buzer nokymeHTOB 1Mo JMYHOMY cocTaBy. TpeboBanus k| Kpatkuii orpoc B
o(hopMIIeHHIO TpyIoBOro jgoroopa. OdopmiieHne mmpuemMa| Havase JeKIUH
JIOKyMEHTHI Ka/IpoBOH 1 Ha paboty. 3asBieHue o npueme Ha padory. OdopmieHue
OyXTanTepcKon CIyXObl MIPUKA30B 110 JIMYHOMY COCTaBy. TpynoBas KHIDKKA.
Jlnunas xkaptouka. JluuHoe geno. XapaKTepUCTHKA.
Astobuorpadus. Pezrome.
10. OO0paboTka mocTymarommx JIokyMeHToB. (OOpabotka| Kpatkuii ompoc B
OTMpaBIISIEeMbIX  JOKYMEHTOB. llopsyiok  paboThl  c| Hayase JeKIuH
Opranusanus paboTsl C BHYTPEHHUMH JIOKYMEHTaMu. Perumcrpamust m KOHTPOJb
JIOKyMEHTaMH UCIIOJHEHUs JOKyMeHToB. DopMupoBaHue U oopMIiIeHHE
nen. IloaroroBka MOKYMEHTOB K Iiepelrade Ha apXUBHOE
XpaHeHHe.
11. ABTOMATH3AIIMS OneKTpoHHBIH JOKyMEHT. ABToMaTu3aiusa cocTtaBieHus | Kpatkuii onpoc B
JIOKyMEHTOB. ABTOMaTu3aIuys JIeTIONPON3BO/ICTBA. [HAYaIe JIEKIINU
JIOKyMEHT0000pOTa B CUCTEME
IC Benenue 6a3bl JTAHHBIX JOKyMEHTAIUU o
BHEUTHETOPTOBOMY KOHTPAKTY.

12. |1C: JokyMeHTOOOOpOT B JlokymeHTHpOBaHMEe  OwW3Hec-mporeccoB  YmpasneHue|Kpatkuii onpoc B
OpraHu3aliy ¥ yIIpaBieHnn  |OM3Hec-poleccaMu yepes OpraHM3alHIo | Havyase JEeKIHN
Ou3Hec-TpoleccamMu JIOKyMeHT0000poTa

13. 3ajaun W GyHKIMHM  CAOyXObl  JokyMeHTanroHHOro|Kpatkuii onpoc B
Cty6a I0KyMEHTALHONHOTO obecrieyeHus yIIpaBJIECHUS. CrpykTypa CITyObl |HaYase JeKIUuH
obecTIcueH s yrpaBeHHs JIOKyMEHTaIIMOHHOT0 olecrieueHus ynpasienus. [IpaBa u

OTBETCTBCHHOCTbH CJ'Iy)K6bI JAOKYMEHTALlUOHHOT' O
obecrieueHus! ypaBJIeHHUsI.
2.3.2 3aHATHA cCeMHMHAPCKOro THMa (JadopaTopHbie padoThl)
Ne HaumenoBanue pa3zzgesna (TEMBbI) TemaTuka 3aHATHIA/pabOT Popwma Tekyuiero
KOHTPOJIS
1. |lIpeamer, conepkaHue U [Monstust «uHbOpPMAaLUs» W «IOKyMeHT». Pa3Buthe JIP, PIT
3aJja4M Kypca JOKYMEHTA. Cnoco0sl JOKYMEHTHPOBAHHUSA u
JOKYMEHTOBEICHHE U [IETI0BOH |MaTepualibHble Hocutenu wuHpopmarmu. CBolcTBa M
JIOKyMEHT0000pOT ¢yukimu nokymenToB. Kiaccuduxarus.
2. Cosnmanue JIOTOTHIIA, 3JIEMEHTHI PEKBU3UTOB JIP, PIT
npennpusituss  CoznaHue  cOOCTBEHHOro — oOpasia
JIOKyMEHTEHI ¥ IpaBHIIa UX PEKBHU3UTOB JOKYMEHTA. PexBu3uTHI JeTOBBIX
o opMIIeHUS JOKyMeHTOB. OdQopMmileHHe  PEKBU3UTOB  JIETOBBIX
JOKyMeHTOB (Tpu¢) yTBepkIeHus, azapecar, Trpud
COTJIACOBAHUS U T.1I.).
3. PabGora c daitmamu, cO3ZaHHBIMH Ha NPEABIIYIIEM JIP, PII
sausatun. OdopmieHne OnaHKa JOKYMEHTa, HCIOIB3YA
COXpaHEHHBIC JIOTOTHII, DJIEMEHTHl PEKBH3HUTOB. Y CTaB,
OpraHu3allMOHHO-TIPABOBBIE  |YUPEIUTENBHBIA OTOBOP, IOJOKEHHE 00 OpraHHU3allvy,
JOKYMEHTBI TMIOJIOXKEHHE O CTPYKTYPHOM HOIpa3/e/ieHNH, MOJI0KEHHE
o KOJUIETHATBHOM (coBemaTenbHOM opraHe)
OpraHM3alli{, perjaMeHT, IUTaTHOE pacHHCaHHe,
HWHCTPYKIHMS, JOJDKHOCTHAs! HHCTPYKLIHSL.
4. [pukaser. Co3nanre MabIoHOB IPUKA30B TT0 OCHOBHOM JIP, PII
PacrniopsiinTensHble JEATENBHOCTH 1 TI0 INYHOMY COCTaBY (IPOIOTBbHBIN
JIOKYMEHTBI OmaHK obmero Buaa). [locTaHOBIICHNS;, peIICHHS;
MIPUKA3bl; PACIOPSHKEHNUS; YKa3aHHS.
5. |JdoxymeHTHpOBaHHE IIporokon, ero Buapl. Co3maHue M1abIOHOB MIPOTOKOIA. JIP, PII
JeATENEHOCTH KOJJIETHAIBHBIX
OpraHoB
6. Axt. [lokmamgHas 3ammcka. CmyxeOHas — 3ammcka. JIP, PI1
OOwsicaurenpHass  3amucka.  Cosmanme  mabioHa
WndopmannoHHoO-cripaBOYHbIE
JIOKYMEHTBI JOKJTAJHBIX, OOBSCHHUTENBHBIX 3aMHCOK M CIyXEOHBIX
3ammcok. OdopmileHre CIpaBKH, CO3JaHHE MIa0IIoHA
JIOBepeHHOCTH U pactiucku. Pakcel. TenedoHOrpaMmsl.
7. |ComnpoBonuTenbHbIE OdopmireHre TOBapHO-TPAHCTIOPTHON HAKJIIaIHOM, JIP, PII

JOKYMCHTBIL

IyTCBOI'0 JIMCTA, 1OrOBOPA HAa OKA3aHHUC TPAHCIOPTHBIX




YyCJIyr, myTeBoro Jucra u T.1. HOI[FOTOBKa
JOKYMCHTAIIUU UIA IPOBEACHUS IIPOLEAYD BI)I60pa
MNOCTAaBIINKOB 1 3aKYyIIKH.

8. |Odopmienne, 06paboTKa U [IpaBuna odopmieHus, oOpaOOTKM ©  XpaHEHHS JIP, PIT
XpaHeHHe TOKYMEHTAlUH 10 |IOKYMEHTaIUH 1o BHEIIHEAKOHOMHYECKON
BHEIIHE3KOHOMHUYECKOH JEATEIFHOCTH B COOTBETCTBHM C  TpeOOBAaHUSIMHU
JIeSITEITbHOCTH B COOTBETCTBUHU |3aKOHOJATENbCTBA Poccuiickoit Denepanuu u
¢ TpeOOBaHUSIMHU MEXKITyHApOMHBIX akToB. CocTaBlieHHE ¥ O(hOpPMIICHHE
3aKOHOAATENbCTBA JIETIOBOr0 MHChbMa, (haKC JAUPEKTOPY, COCTABUTDH JEIOBOE
Poccuiickoii ®enepanun u MICHMO 3apyOeXHBIM TapTHEPaM.

MCKAYHAPOAHBIX aAKTOB.
COBpeMeHH 0€ I€JI0BOC
IMUCBbMO

9. TpynoBbie JOrOBOPHI ¢ COTPYIHUKaMHU. JINYHbIE JIP, PII
KapTOYKH paOOTHUKOB. TpynOBbIE KHIKKH.
YBenomieHne pabOTHUKOB O BEIOOPE (hOPMBI TPYIOBOU
kHKkH. lllTaTHOE pacnucanue. JlomKHOCTHBIE
uHCTpyKUWK. [IpaBuiia BHyTpEHHETO TPY10BOTO
pacniopsiaka. I'paduk ormyckoB. 3asBieHue.
Xapakrepuctuka. Aproouorpadus. Pesrome.
Odopmienne 3assnenns. Cozaanue aBrooHorpaduu u
xapakTepuctuk. OpopmiieHre pe3rome.

JIOKyMEHTBI KaJpoBOI
CITY’KOBI

10. Opragusanus JOKYMEHTOOOOpOTa Ha IIPENIPUATHH. JIP, PI1
Opranuzanus paboTsl ¢ p 1 JIOKYM P peup ’
Perucrpanyss BXosflmMX JOKYMEHTOB. Perucrpaums

JIOKyMEHTaMHU
UCXOZSIIMX JOKYMEHTOB. .
11. CocraBneHue B DJIEKTPOHHOM BHJE CXEMBI PabOTHI C JIP, PII
JokymeHtamu. Co3ZaHue CaMOCTOATENBHO —o0pa3ma
ABTOMaTH3AIHA OmaHKa Yy4YpexJeHus, B KOTOPOM BBl 00y4aeTech.
JOKyMeHT0oo0OopoTa B cucTeMe |Co3gaHue  SNEKTPOHHOTO  JKypHajla B TEKCTOBOM
1C penakTope Uil PErucTpaldl BXOMAIMUX U HCXOISIINX

JOKyMEHTOB. Benenue 6a3pl JaHHBIX JOKYMEHTALUH IO
BHEIIHETOPIrOBOMY KOHTPAKTY.

12. Cpoky XpaHEHHsS MCIIOIHEHHBIX IEIOBBIX JIOKYMEHTOB. JIP, PIT
1C: 1okymMeHTO00OpOT B p P A JOKYM ’
IoaroroBka mokymMeHTOB K crmade B apxuB. Co3nmatb
OpraHM3aIy 1 YIIPaBICHUH
oOpaserr 00JIOXKKH Jiea, oOpa3sel] OMUCH Jena, odpaser
Ou3Hec-TIpoLIecCaMU N
3aBEPHUTEIHLHON HAIIUCH.

13. 3ajaun v QYHKIMHA CIyXObl JOKYMEHTAI[MOHHOT'O JIP, PIT, T
obecnieuennst  ymnpaenenus.  CTpykTypa  CIyXObI
JOKYMEHTAIlHOHHOT0 o0ecrieueHus ynpasienus. [Ipasa u
OTBETCTBEHHOCTb CITYKOBI JOKYMEHTAI[MOHHOTO
00eCTIeYCHNS YIIPABIICHIIS.

Cnyx0a TOKyMEHTallMOHHOTO
o0ecTiedeHns yIIpaBICHHS.

3amuta nabopatopHoii padotsl (JIP), Beimonnenue kypcosoro npoekra (KII), kypcoBoit
pa6otsl (KP), pacuetHo-rpadudeckoro 3amaanus (PI'3), nanucanue pedepara-npesenramuu (PIT),
acce (D), komokBuyM (K), rectuposanue (T) u T.1.

2.3.3 [IlpumepHasi TeMaTHKA KYPCOBBIX padoT (MIPOEKTOB)
KypcoBast paboTa no AaHHO# AUCHUIUIMHE HE TPEAYCMOTpEHA.

2.4 Ilepeyenb y4eOHO-METOANMYECKOr0 oOecneyeHHus AJIsl CAMOCTOSITEIbHOH PadoThI
o0yyamuxcst Mo AUCHHUILINHE (MOIYJIIO)

ITepedyenp yueOHO-METOAMYIECKOTO O0ECTICUCHUS TUCITUIIINHEI I10

Ne Bun CPC BBIITOJTHEHHUIO CAMOCTOSITETIBHON PA0OTHI (6610pams 6 coOmeemcmeuu ¢
suoom CPC)
1 3aHATHS JIEKIMOHHOTO M |MeToaudeckne yKa3aHus IS TOATOTOBKM K 3aHATHAM JICKIIMOHHOTO W
CEMHHAPCKOT'0 THIIA CEMUHAPCKOT0 THMA. YTBEpXKJECHBI Ha 3aceqaHun CoBeTa 3KOHOMHYECKOTO

¢axymnsrera PI'BOY BO «KyoI'Y». [Iporokomn Ne 1 ot 30 aBrycra 2018 rona..
Pexxum moctyna: https://www.kubsu.ru/ru/econ/metodicheskie-ukazaniya

2 |lloaroroBka 3cce, pedeparos. MeToanueckue yka3zaHus Uil HOATOTOBKH 3cce, pedepaToB, KypCOBBIX padoT.
YTBepkaeHs! Ha 3acenannu CoBera skoHoMmueckoro ¢axyinerera @I'BOY



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

BO «KyoI'Y». IIporokon Ne 1 ot 30 aBrycra 2018 roma.. Pexxum moctyna:
https://www.kubsu.ru/ru/econ/metodicheskie-ukazaniya

3 Beimonaenue Meroauyeckne yKa3aHUs 110 BBIIOJHEHUIO CaMOCTOSTENBHOM paboThI
CaMOCTOSITETILHON paboOThl  |0Oydaromuxcs. YTBepKIeHbl Ha 3acemaHnd CoBeTa SKOHOMHYECKOTO
00ydaromuxcst ¢axymnbrera PI'BOY BO «KyoI'Y». [Iporokon Ne 1 ot 30 aBrycra 2018 rona..

Pexxum moctyma: https://www.kubsu.ru/ru/econ/metodicheskie-ukazaniya
4 WnrepakTuBHBIE MeTOABl  (Meroquyeckue yKazaHHs [0 HWHTEPAaKTHBHBIM  MeTogaM  OOy4eHHS.
00y4deHus YTBepkaeHsl Ha 3acenannn CoBera skoHommueckoro ¢akynapreta ®I'BOY

BO «Ky6I'Y». Ilporokon Ne 1 or 30 aBrycra 2018 roma. Pexxum mocryna:
https://www.kubsu.ru/ru/econ/metodicheskie-ukazaniya

Y4eOHO-MeTOAMUECKNE MaTepHualibl s CaMOCTOSITENbHON padoThl oOydarolmuxcs H3
YHUCJIa UHBAJIUIOB U JIUI] C OTPAaHUYCHHBIMH BO3MOXKHOCTAMHU 3710poBbs (OB3) npenocrapisitoTcst
B (hopMmax, alalTHPOBAHHBIX K OTPAHMUYCHHUSIM UX 37I0POBbS U BOCHIPUATHS HH(OPMAIIHH:

JUig U1 ¢ HapyIIEHUSIMU 3pEHUS:

— B IIeYaTHOU opme yBeTMYeHHBIM HIpUdTOM,

— B (hopMe AIIEKTPOHHOTO JOKYMEHTA,

— B (hopMme ayauodaiina,

— B nieyaTHOU opme Ha s13b1ke bpaiins.

JInst man ¢ HapymeHus MM CITyXa:

— B IIeYaTHOM opme,

— B (hopMe AIIEKTPOHHOTO JOKYMEHTA.

Jljis 11 ¢ HapyIIeHUSIMH OTIOPHO-JBUTATENIbHOTO anmnapara:

— B IIeUaTHOM opme,

— B (hopMe 3IIEKTPOHHOTO JOKYMEHTa,

— B popme ayamodaiina.

JIaHHBIM TepeuyeHb MOXKET ObIThb KOHKPETH3MPOBAH B 3aBUCHUMOCTH OT KOHTHHI'€HTA
00yJaronuxcs.

3. OOpa3oBarejibHbIe TEXHOJIOTHMH, NMPHUMeHsieMble MPH OCBOCHHH JUCHUNIHHBI
(MoayJis1)

B xome wu3ydeHWs JUCHUIUIMHBI MPEIYCMOTPEHO HCMOJB30BAHUE  CIICAYIOITUX
00pa3oBaTEIIbHBIX TEXHOJOTHHA: JICKIIMU, MPAKTHYECKUE 3aHATHSA, CaMOCTOsATeNbHas paboTa
CTYJICHTOB.

KoMmneTeHTHOCTHBI TOAX0J B paMKax IPEroJaBaHUs JUCIUIUIMHBI peaTu3yeTcss B
HCIIOJIb30BAHUH UHTEPAKTHUBHBIX TEXHOJOTHI B COYETAHUH C BHEAYTUTOPHOU pabOTOM.

NudopmanrionHple  TEXHOJIOTHM, TMPUMEHSEMble TpPH W3YYCHUHU AUCLUILIUHBI:
UCIOJIb30BaHWE  HH(OPMAIMOHHBIX  PECYpCOB, JNOCTYIHBIX B WH(GOPMALUOHHO-
TEJIeKOMMYHUKAIIMOHHOU ceTu MHTepHeT.

AnantuBHbIe 00pa30BaTENbHBIE TEXHOJIOTUH, IPUMEHSIEMBIC TPU U3YYCHHUH TUCIUTUIIMHBI
— JUId JMI C OrPaHUYEHHBIMH BO3MOXHOCTSMHU 30POBbSl MPEIyCMOTPEHA OpraHU3alUs
KOHCYJIbTAIMH C UCIIOJIb30BAHUEM AIIEKTPOHHOM MOYTHI.

4. OueHoyHble CcpeACTBAa UISl TeKyWero KOHTPOJISA  YCIHEeBAaeMOCTH M
NMPOMEKYTOYHOH aTTEeCTALMHU

OneHouHble cpelcTBa MpeAHAa3HAYEeHbl I KOHTPOJIE M OLEHKH 00pa3oBaTeNbHBIX
JNOCTHXKEHUU oOyyaromuxcs, OCBOMBILNX IIPOrpaMMmy yueOHOMI JUCLIUTUINHBI
«1C: J1IokyMeHTO000POT».

OneHouHble CPEACTBA BKIIOYAIOT KOHTPOJIbHBIE MaTepUalbl JUIsl IPOBEACHUS TEKYyLIero
KOHTPOJISl B (hopMe TECTOBBIX 3aJaHMi, pedepaToB-Npe3eHTalnH, JTaOOPATOPHBIX 3aJaHUi U
NMPOMeKYTOYHOM aTTecTaluM B JopMe BOIIPOCOB K 3a4eTy.


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

CprRTypa OLCHOYHBIX CPEACTB AJIsA Telcymei/i H l'lpOMC)KyTO‘lHOﬁ arrecranmumn

HaumenoBanue onieHOYHOT0
Kon u HauMeHOBaHHe
Ne PesynbraTel 00y4deHust cpencTBa
m/n HHARKATOPA (B cootBeTcTBUMU C 1. 1.4) Texymmii [IpomexyTrounas
(B cootBeTcTBHH C 1. 1.4) T yi p yr
KOHTPOJIb aTTecTalys
UIIK-3.2 Tlonnmaer n 3naer: Ilopsaok u npaBuna Omnpoc, Bonpoc Ha
MIPUMEHSET METOBI JIOKyMEHT0000pOTa U OCHOBBI pedepat- 3ayere
JIOKyMEHTOBEJICHUS 1 nenmornpoun3BojacTBa CTPYKTYpy, IPUHIAIGI, | Tpe3eHTanus, | 1-28
1 | menoBoro WHCTPYMCHTAPHH JTOKYMEHTOBEACHUS U TECT, 3allluTa
JIOKyMEeHT0000poTa JIETIOBOT0 IOKYMEHTOO0O0pOTa OpraHu3alyy, | J1abopaToHbIX
OpraHu3aiyy (Ha OCHOBE | a Takye pa3paboTKH U oopMIIeHHs 3aJJaHuH
1C: TlokymMeHT0000pOT) JIOKYM €HTaIlUU
WIIK-3.2 [Torumaet u Ompoc, Bonpoc Ha
NPUMEHSIET METOJIBI pedepar- 3ayere
JIOKYMEHTOBEICHUS U Ymeer: AHaATU3UPOBATH U Mpe3eHTaIus, 29-48
2 | memnoBoro CHUCTEMAaTH3UPOBATh BHYTPCHHUNA U TECT, 3alluTa
JOKyMeHT0000poTa BHEIIHUI JOKyMEeHTO000pOT 712a00paTOHBIX
opraHu3anuy (Ha OCHOBE 3a/laHni
1C: lokymMeHT0000pOT)
WIIK-3.2 [Tonumaer u Ompoc, Bonpoc Ha
IIPUMCEHACT METOAbI o cpepar- 3a4eTe
P TpynoBoe neiictBue: Opranuzanmio pedep
JOKYMEHTOBEJICHUS U npesenranusi, | 1-48
BHyTpeHHI/IX OINCpallMOHHBIX MpaBUJI
3 | memoBoro TECT, 3aIl[UTa
JIOKyMEHT0000pOTa C y4ETOM CHUCTEMBI MEp
JIOKYMEHT0000pOTa J1a00pATOHBIX
AHTUKOPPYNLIMOHHOI'O KOHTPOJI. .
opranuzanuu (Ha OCHOBE 3a7laHuN
1C:JlokyMeHTO000pOT)

TunoBbie KOHTPOJIbHBbIE 32JaHUA UJIM HHBIE MaTepHUAJIbl, HE00X0AMMBbIe 1JIs1 OLIEHKHU
3HAHUI, YMEHHH, HABBIKOB U (MJIH) ONBITA AeSITeJIbHOCTH, XaPAKTEPU3YIOIIHX ITATbI
¢dopmMupoBaHus KOMIIETEHIMH B Ipollecce 0CBOEHHUsI 00pa30BaTeJIbHOM MPOrpaMMBbl
IlpumepHnutit nepeuens 60npocos u 3a0anuil
Peghepam
Temamuxa pegpepamos
1. CymHoctsh u TpeOOBaHUS COBPEMEHHOro jenonpousBojacTBa. Ponb uHbopmanuu B
yIpaBIEeHYECKON AeATeIbHOCTU opranu3auuu. JJokymeHT u ero GyHKIuU. YHUbUIUPOBAHHAS
cUCTEMa JOKYMEHTALIMH.
2. Buzpl 10KyMEHTOB U UX KjIaccuukanus. Y HU(pUKALKs U CTaHAapTU3ALMS.
3. CoBpeMeHHOE rocyapCcTBEHHOE peryaupoBanue aenonpoussoacrsa EC/I0Y.
4. 3agaun ¥ PyHKIUU CIIYKOBI IEIOMPOU3BOICTBA.
5. TpeboBanus k coctanenuto u odopmienuto OPJI. Tlonarue u coctaB pexBusutoB OPJ]
I'OCT P.6.- 30.2003
6. OcoOGeHHOCTH TOATOTOBKA M O(GOPMIICHUS OPraHU3AlMOHHBIX JTOKYMEHTOB (yCTas,
YUpEOUTENbHBIM J0TOBOp, JOJDKHOCTHAs MHCTPYKIUS, IIOJIOKEHHE, IITaTHOE pacluCaHue,
CTPYKTYpa U IITATHASI YUCIEHHOCT).
7. OcoOeHHOCTH MOATOTOBKM U O(OPMIIEHUS PACHOPSIUTEIBHBIX TOKYMEHTOB (MPHUKa3 IO
OCHOBHOM JI€ATEIbHOCTH, YKa3aHUE, IOCTAHOBIICHNE, PACTIOPSIKEHUE U PELICHUE).
8. CocraBnenue u odopmiieHne HHPOPMAIMOHHO-CIPABOYHBIX JOKYMEHTOB (aKT, MPOTOKOI,
JOKIJIaHast, OObSICHUTEIbHAS U Cy)KeOHas 3alKCKH).
9. Bugp! nucem, 0co6eHHOCTH UX 0(OPMIIEHHUS.
10. KagpoBas ciyxx0a. PernamenTanust ee qesiTeTbHOCTH.
11. JIokyMeHTBI MO YCTaHOBIEHHUIO TPYIOBBIX MpaBOOTHOIIeHWH. OdopmileHHe MPUKA30B 0
JUYHOMY COCTaBY, TPYIOBBIX KOHTPAKTOB, TPYIOBBIX KHUKEK, TUYHBIX KAPTOUEK.
12. OcobeHHOCTH cocTaBIeHUsI U 0(OPMIICHUS TMYHOTO JIeTa.
13. Dnexrponnbiii oduc. CoBpemeHHbIE WH(GOPMAIMOHHBIE TEXHOJIOTUH, HWCIOJb3yeMbie B
JOKYMEHTAIMOHHOM OOECTICUeHUH YIPABIICHUS.



14. CraHoByI€HUE U PA3BUTHE MOHATHUS «3JIEKTPOHHBIN TOKYMEHT.

15. IlpobGnema npuaaHus FOPUIUIECCKON CHITBI 3JICKTPOHHBIM JJOKYMEHTaM.

16. DneKTpoHHBIN TOKYMEHTOOOOPOT M €ro OTJIMYHE OT aBTOMATH3AIMHU JeJIOTIPOU3BO/ICTBA.

17. HopMaTHBHOE MPaBOBOE U METOAUYECKOE 00eCIIeYeHNE 3IEKTPOHHOTO JOKYMEHTO000POTa.
18. MHorokputepuanbHblii MOAX0J] K ImpoOieMe BbIOOpa W ONTHUMM3ALMM amnlapaTHO-
IIPOrPAMMHBIX KOMIUIEKCOB: CYILIHOCTb, OCHOBHBIE 3TaIlbl.

19. IIpobnembl TpaaUIIMOHHBIX TEXHOJIOTHH TOKYMEHTAIIMOHHOTO OOECIICYCHHUs YIPaBICHUS U
X 0OBEKTHUBHBIC PUYMHBI.

20. IlpoGnemMbl ¥ TEPCIEKTHUBHI PACIIMPEHUS UCIOIB30BAHUS CHCTEM aBTOMAaTH3AIUU
JIEIONIPOU3BOICTBA U JOKYMEHTOO00pOTA.

21. JKusHeHHBIH LMKJI HPOrpaMMHOro oOecredeHuss HHQOPMALMOHHONW CHCTEMBI U €ro
cTpykTypa. OCHOBHBIE, BCTIOMOTATENIbHBIE U OPTraHU3aI[MOHHBIE POLIECCHI.

22. Mogenu >KU3HEHHOTO IIMKJIa TIPOTPAaMMHOTO OOECHedYeHHs: KacKaJHas, I[0dTaIHasl,
crupasbHasl.

23. OyHKIUOHATBHBIE BO3MOXXHOCTH cucTeMbl 1C U ee mpuiioKeHu .

24. Peanu3anys TUIIOBBIX 3a7a4 JAEJIONPOU3BOJCTBA Ha puMepe nakera 1C.

25. OpraHuzalMOHHbIE M TEXHUYECKHE MPOOJIIEMBbl KOHTPOJIS 32 HCIOJHEHUEM JIOKYMEHTOB.
Bo3MoxxHOCTH peann3anny KOHTPOJIA NCIIOTHEHHS TOKYMEHTOB B cpene 1C.

26. Bo3MOXHOCTH CO3/TaHUSI KOMIIO3UIIMOHHBIX TOKyMeHTOB B cpezie 1C. [IpuHiun cBsa3bIBaHus
U BCcTpauBaHUs 00beKTOB. [IpuHIMI AUHAMUYECKOTr0 0OMEHa TaHHBIMU.

27. HopMmatuBHBIE TIpaBOBBIE AaKThl, PETJIAMEHTUPYIOIIUX MPOLECCHl BHEIPEHUS U
UCIOJIb30BAHUS  HMH(POPMAIIMOHHBIX TEXHOJOTHMM B  JIOKYMEHTAllMOHHOM oOOecreueHuun
YIPaBICHUS.

28. HopMaTMBHO-METOOMYECKHE TOKYMEHTBI, PErJIaMEHTHPYIOIIHME IPOLECCHl BHEAPEHUS U
UCIOJb30BAHUS MH(POPMALMOHHBIX TEXHOJOIMH B  JIOKyMEHTALlMOHHOM  OOecre4eHuun
YIpaBICHUS.

29. Bo3moxkHbIe c(epbl HCIOIB30BaHUS COBPEMEHHBIX HH(GOPMAIMOHHBIX TEXHOJOTHH B B
JOKYMEHTAI[HOHHOM O0O€CIEeYEeHNH YIIPaBICHHUS.

30. Ienu u 3a1a4y BHEAPEHUSI SIEKTPOHHOIO JOKyMEHTO0O0POTa B OPraHU3aIHsX.

Jlabopamonuvle 3a0anus

1. CocraButh akt peBusuu kaccel npeanpusatus TOO "Cnaprak" Ne 15 ot 14.03.20 .
OcHoBanuewM sBisieTcs npukas qupekropa Nel65 ot 13.03.20 B cocraB komuccum,
NnpoBo/islel peBusuto BXoaiaT: [Ipeacenarens - 3am. qupexropa C.H. Ko3nos UiieHbl KoMuccHuu:
1. I'n. 6yxrantep H.M. Porosa 2. Ct. Gyxrantep 3.A. Opnosa 3. byxrantep O.1. YuaeBa
[IpucyrcrBoBanu: 3am. ri. Oyxranrepa [.H. Koposnes kaccup B.1. MakcumoBa PeBuzus Oblia
nposezeHa B nepuo ¢ 14.03.20  no 16.03.20 B pe3ynbTate NpoBEICHHON PEBU3UU
ycTaHoBJeHO: 1. OcTaTOK HAMYHBIX JACHET B Kacce 1o cocrosiHuio Ha 14.03.20  cornacHo
KacCOBOI KHUTU U JaHHBIM OyXTalTepCKOro yueTa AoJbKeH coctaBisath S000 pyo. 2.
DakTHYECKHI OCTATOK HAJMYHBIX JeHer B Kacce coctanisieT 4800 py6. Henocraua nener B
kacce - 200 py0. 3. Henocraua Ham4HBIX JIeHeT B Kacce oOpa3oBajach 1o BuHe kaccupa B.1.
MaxkcuMoBO# AKT cocTaBiieH B 3-X 3k3eMIusipax: 1-if ok3. - B neso Ne 05-11 2-i1 ok3. -
IUPEKTOPY MpeAnpusTUs 3-i 3K3. - I11. Oyxrantepy B npuioskeHun o0bsiCHUTEIbHAS 3alIUCKa
kaccupa B.J. MakcumoBoif Ha 1 11. B 1 3k3. (caMmy 0OBSCHUTENBHYIO 3aIIUCKY MHCATh HE HYXHO,
HE00X0/AMMO B TEKCTE aKTa CJIeJIaTh IIOMETKY O HAJIMYUU NMpuiokeHui.) OpopMuTh Tpud
yTBepkaeHus: qupektop A.A. bepkyrt, nata yreepxaenus 18.03.20 . OdopMHUTb peKBU3UT
"OTMETKA O HalpaBJIeHUH T0KyMeHTa B Aeno" Mcnonnutens B.A. Anykun nara 25.03.20 .

2. CoctaBbTe nucbMo — npurnamienue Ne 544 ot 10.07.20_ no ci. ganHbIM: HCTUTYT TOYHBIX
npuOOpOB MochUIaeT MuchMo — mpurnamenue gupextopy LIHUM «lIpomereit» Koncrantuny
CepreeBuuy C HpUIJIAlIEHUEM IOCETUTh MEXKIYHAPOIHYIO CHEUAIN3UPOBAHHYIO BBICTABKY
«OKOHOMHS MAaTEpUAIBHBIX U TOIUIMBHO-3HEPI€TUYECKUX PECYPCOB B CTPOUTENIBCTBE U



IMPOMBIIIJIICHHOCTW). BricraBka cocrourca B T. MocKkBa B ITaBUJIBOHE BLICTABOYHOTO LCHTpa Ha
Kpacnoii IIpecne 18 aBrycra 20 rozga ¢ 9.00 no 20.00. Axpec HHCTUTYTa TOUYHBIX IPHOOPOB T.
Mocksa yn. [lnexanoBa 36, ten. 237-87-77. {upekrop mHcTHTyTa TOuHBIX TprbopoB C. K.
Ceprees.

3. B coorBerctBun ¢ Pacmopsoxkennmem Mmunuctpa ot 04.03.20 Ne 115 «O06 ycunenun
IIPOTUBONOXKAPHOM 0€30IaCHOCTH M YCHUJICHUM OXpaHbl B IEPUOJ MPA3THUYHBIX JTHEH»
coctaBuTh npukasz Ne 245 or 06.03.20  usganHblil aupexropoM HayuyHO-TIpOM3BOJCTBEHHOIO
oOwenuHeHUs «Arporpubop» r. MockBel M.JI. TankuabiM. B pacmopsiauTenbHON dYacTu
BeIICNTUTh 4 myHKTa: 1. O0 opranusammu yOoopku TeppuTopuu oOweamHeHus 2. O mpoBepke
COCTOSIHUS 2JIEKTPOIpoBoAKkU 3. O mpenocTaBiIeHUH B CEKpeTapuaT IeHepalbHOro JUPEKTOpa
CIIMCKA COTPYAHUKOB, IpeObIBaHME KOTOPBIX HEOOXOJIMMO Ha TEPPUTOPUU OOBEIUHEHUS B
npa3gHuuHble AHU 4. KOHTposib 3a HCIOJHEHHEM BO3JaraeTcsi Ha TJIABHOIO HMHKEHepa
oovenunenus I1.P. XKaposa. Kaxnaplii myHKT paccMoTperh mo cxeme «Komy?», «UTo HyXHO
caenatb?», «Jlo xakoro cpoka?». Hampumep, k n.1 3aBenyromemy ckinagom O.H. Hukutuny
opranuszoBaTth ybopky Ttepputopun ao 07.03.20 . ITIpoctaBuTh BH3Y IJIaBHOI'O HH)KEHEpA.
[ToctaBuTh OTMETKY 00 HcnonmauTene. Mcromautenem sBisiercs ConoBreBa Tenedon 302-34-56.

Tecm
1. UTO HE OTHOCHTCS K YUPEAUTEITHbHBIM JOKYMEHTAM IOPUANYECKOTO JInIa?
— [IpoTokon coOpaHust yupeauTenei;
— VYcras;
— YupeauTenbHbli I0TOBOP.
2. [lonoxeHue o CTpyKTYPHOM MOJIpa3IeICHUU — 3TO:
— TIPaBOBOM aKT, KOTOPBIN YCTaHABIWUBAET CTATYC, GYHKITUH, TIpaBa, 00I3aHHOCTH U
OTBETCTBEHHOCTh CTPYKTYPHBIX OJAPA3EICHUN WK UHBIX OPraHOB;
— TIPaBOBOM aKT, KOTOPBIH ONPECIISIET CTaTyC OPraHU3alliy, €¢ 3a1a4u U GyHKIUH, IIPaBa,
OTBETCTBEHHOCTb, MOPAJIOK AEATETbHOCTH;
— JIOTOBOP, CTOPOHBI KOTOPOTO 00S3YIOTCSI CO37aTh FOPHANYECKOE JIUIO M YCTAaHABIUBAIOT
MOPSAZ0K COBMECTHOM JIEATEILHOCTH 10 JaHHOMY (DaKTy.
3. JlaToil 10HKHOCTHON MHCTPYKIIUM SIBJISIETCS JlaTa:
— €€ YTBEPXKJCHUS;
— €€ COCTaBJICHUS;
— 03HAKOMJICHHUS C HeW paOOTHHUKA.
4. TIpaBOBOIi aKkT, B KOTOPOM OTOOpa)xkaeTcst MOPSIOK ASSITETbHOCTA PYKOBOICTBA OpraHU3aIiH,
a paBHO KOJUJIETHAJILHOIO WJIM COBEMIATEILHOTO OpraHa — 3To:
— perJIaMeHT;
— IITaTHOE PaclucaHue;
— yCTaB.
5. o cepe cBoero necTBUS pacHOPSAUTEIbHBIE JOKYMEHTHI JCNATCS Ha!
— ¢erepalIbHOTO YPOBHS, PETHOHAIBHOTO YPOBHSI, IPABOBBIC aKThI OpPraHU3aIUi;
— KOJUIEKTUBHBIE U UHAUBUIYaJIbHBIC,
— MIPaBOBBIE AKThl OPraHU3aMI, IPABOBBIEC AKThl UX CTPYKTYPHBIX MOJIPa3ACICHHI.
6. PacniopsbxeHue nznaercs:
+ €IMHOJINYHO;
— KOJIJIETHUAIIBHO;
— B YCJIOBHSIX BEIOMCTBEHHOTO PETYIHUPOBAHUSI.
7. Konus yactu TOKyMEHTa, KOTOpasi 3aBEpeHa B ONPEACICHHOM MOPSIKE, ITO:
— BBIIIHACKA;
— DIIEKTPOHHAS KOTHS;
— MyOnuKar.
8. He sBiisieTcst IOKyMEHTOM, KOTOPbII HHUIIUUPYET PEILICHUE:



— IIPOEKT JOKYMEHTA;

— 3aKIIIOYECHMUE;

— JIOKJIaJHAsl 3aIIMCKa.

9. UeM BHEILIHE OTJIIMYAETCS POEKT TOKYMEHTA OT €0 OKOHYATEJIbHOTO BapuaHTa?

— Hannucero «1poekT» B BEpXHEM I10JIE€ CIIPABa;

— IIpoexT He 00s3aTenbHO 0(OPMIIATE B TaKOH ke popme, Kak OyIylIuil TOKyMEHT, JOCTATOYHO
CaMoro TEKCTa;

— IIpoexTt oopmisiercs Ha CrieHaIbHOM OJaHKe.

10. Kakas 9acTh IOCTAaHOBJICHHUS COACP)KUT HOPMATHUBHBIC TTOJIOKEHUS HITH TOPYICHHS?

— PacnopsiaurensHas;

— KoHcratupyromas;

— BBogHas.

11. B coctaB nH(OpMalMOHHO-CIIPABOYHBIX TOKYMEHTOB HE BXOJMT:

— YKa3aHHE;

— JIOKJIaJHAas 3aMKCKa;

— CBOJIKA.

12. Bua uHpOpMaIOHHO-CIIPAaBOYHOM TOKyMEHTALMH, SIBJISIOIIEHCS CIocOO0OM ONepaTUBHOTO
MH(OPMALIMOHHOTO 0OMEHA MEX/ly OpraHU3alMsIMHU, Ha3bIBaeTCS:

— IIEPENUCKOM;

— JTOKyMEHTaluen i c1yKeOHOTo NOJIb30BaHus;

— CTaTUCTUYECKON OTUETHOCTBIO.

13. Yrto mpeacTaBisieT co0oii 3asBJIeHHE B JOKYMEHTOOOOPOTE OpraHu3ariu?

— OTO TOKYMEHT, KOTOPBIN aipeCOBaH JOIKHOCTHOMY JIUIY U COJAEPKUT KaKyl0-THOO Mpoch0y
paboOTHHKA;

— OTO TOKYMEHT C MPe/UI0KEeHUEM Ha3HAYHUTh, IEPEMECTUTh WM MOOHIPUTH PAOOTHHKA;

— OTO TOKYMEHT, OOBSICHSIONINI MPUYMHBI CTYYUBIIETOCS, KOTOPBIM coCTaBisgeT pabOTHUK Ha
HMsI pYKOBOJUTEIISL.

14. Yto He sBIISIETCSA MPU3HAKOM aKTa?

— COCTaBJICHHE B CBOOOIHOM opme;

— ycTaHOBJIeHHE (PaKTUYECKOTO COCTOSIHUE JIeNl U OTPaKEHUE €ro B aKTe;

— KOJUIETUAJIbHOCTh COCTABJICHHUSL.

15. JIokyMeHTBI, KOTOPbIE U3/IaHbl BHYTPU YUPEXKACHUS U OTIIPABIICHBI 3a €r0 IIPEEIbl IS
PYKOBO/JICTBA HIKECTOSIIIIUM OpraHaM yIpaBiIeHUsI TUOO B LENSIX UCTIOTHEHHS MUCbMEHHBIX
YKa3aHUH BbICIICH MHCTAHIUH, HA3bIBAIOTCS:

— UCXOILIMMU JOKYMEHTAMU;

— BXO/JISIIIMMHU TIOKYMEHTaMU;

— MEPEMUCKOM.

16. Uto BKIIIOYAET B ce0s1 TEXHUYECKOE UCIIOJTHEHNE IOKYMEHTA!

— MOJIrOTOBKY MPOEKTa IOKyMEHTa, HabOp U pacredyaTky TeKCTa MPOeKTa, KOPPEKTUPOBKY
CoJIep’KaHus JOKYMEHTA MOCJe CoTiacoBaHus, opopmiieHrne GUHAIBHOTO BapHaHTa JOKYMEHTA,
— IPEJOCTABIIEHUE PACIIEYaTaHHOTO MPOEKTA JOKYMEHTA PYKOBOJUTENIO Ha COTJIACOBAHMUE,
yCTpaHeHHe HeTOYHOCTEH, Habop OKOHYATEIBHOTO JOKYMEHTA;

— COCTaBJICHHE JOKYMEHTa Cpa3y B OKOHUYATEJIbHOM BapHUaHTE, €ro MOANNCAHUE Y PYKOBOJUTENS,
OTIpaBKa JOKYMEHTa aJipecary.

17. Korga 1OKyMeHT SIBIIIETCS. HCTIOJTHEHHBIM?

— Kora paccmaTprBaeMblil B JOKYMEHTE BOIIPOC pa3peLIeH MOJHOCTHIO U NIEPENNCKA [0 HEMY
3aBEpILICHA;

— Kak ToJIbKO TOKyMEHTY MPUCBOEH PErUCTPALIMOHHBIN HOMED;

— Korja 10KyMeHT MOJIy4€H KOHEYHBIM a/IpeEcCaToM.

18. Kakue pazmepsl LIpupTOB peKOMEH/TyeTCsI UCIOJIb30BATh MPH 0POPMIICHUH JOKYMEHTOB
cornacHo 'OCT P 7.0.97-2016?

— Ne 12, Ne 13, Ne 14,



—Ne 12, Ne 14, Ne 16;

—Ne 11, Ne 12, Ne 14,

19. Ludposoit nnu 6ykBeHHO-IN(POBOI MACHTUDHUKATOP TOKYMEHTA, BKIFOUAIOIIUN
IIOPSIIKOBBIM HOMED, AOTOJIHAEMBIH 110 JKEJTaHUI0 MHJIEKCAMU COTJIACHO MCHOJIb3yEMbIM
KJIacCHU(UKATOpaM, Ha3bIBACTCS:

— PETUCTPALMOHHBIM HOMEPOM JOKYMEHTA;

— rpudowm;

— JJaTOM JOKYMEHTA.

20. Kaxoii (hopmat Oymaru UCIONb3yeTcs Al H3TOTOBJICHUS OJIAHKOB PE30JTFOIIHIA?

— A5, A6;

— A4, A5,

— A6, A4d.

21. Hocurenem nndopmanuu sBiaseTcs:

— MaTepuabHbI 00BEKT, KOTOPBII HY)KEH Ui (PUKcaluy, XpaHEeHUs (MU BOCIPOU3BEICHUS)
pedeBoi, 3ByKOBOI MM M300pa3uTesIbHON HHpOpMaLny;

— co3/1aTenb JOKyMEHTa;

— CTPYKTYpHOE€ I0/ipa3/ielieHne, BhIMOIHAOIee (PYHKIIMU 110 BEACHUIO TIOKYyMEHTO000pOTA.
22. CBOMCTBO JJOKYMEHTA MOATBEPKIATh JIETOBYIO JIEATEILHOCTh JIHOO COOBITHE JIMYHOTO
XapakrTepa — 3TO:

— I0pUInYecKasl 3HaUMMOCTh JOKYMEHTA;

— IOpUIMYecKas Cujia JOKYMEHTa,

— ayTeHTHUYHOCTb.

23. TUNOBBIM CPOKOM HMCHOJIHEHUSI TJOKYMEHTA Ha3bIBACTCS:

— CPOK UCHOJTHEHUS TIOKYMEHTa COTJIaCHO HOPMATUBHO-TIPAaBOBOMY aKTY;

— CPOK UCHOJIHEHUS, KOTOPBI YCTaHOBJIEH B OPraHU3allMOHHO -PACTIOPSAUTEIHLHOM JOKYMEHTE
WM B PE30JIIOLNH;

— CPOK UCIIOJTHEHUS], YCTAHOBJICHHBIN CIIOKMBILUMCS B OpPraHU3aH 00bIYaeM.

24. CnpaBOYHHUK, COJEPKAIINN CBeleHUs 0 (hOHAAX apXHBa M MPeTHA3SHAYCHHBIN IS
03HAKOMJICHHUS C UX COCTaBOM U COAEPKaHHEM — 3TO:

— apXUBHBINA TyTEBOAUTEIIb;

— apXUBHBIN CIIPABOYHUK;

— apXUBHBIN yKa3aTelb.

25. YaudunupoBaHHo# GopmMoil TOKyMEHTa SBIISICTCS:

— dopMyIIsip TOKYMEHTA OIPEICIICHHOTO BUIa, KOTOPBIA COJIEP’KUT MOCTOSTHHYIO YacTh TEKCTA;
— OyMaKHBIN WM SJIEKTPOHHBIN 1IA0JI0OH C PEKBU3UTAMU, TI0 KOTOPBIM OTIPEIEIIAETCS aBTOP
O(UIMATBHOTO IOKYMEHTA;

— PEKBU3HUT O COTJACUH OPraHU3alliH, KOTOpas He SBJISETCS aBTOPOM JIOKYMEHTA, C €T
coJIep>KaHuEeM.

26. KakoBa /uyiiHa caMOi JUIMHHOM CTPOKH PEKBU3UTA MPH YTIOBOM PACIOJIOKEHUU
PEKBU3UTOB?

— He 6omee 7,5 cM;

— He 6omee 12,5 cwm;

— He 6onee 10 cm.

27. PeKBU3UT TOKyMEHTA — 3TO:

— 3JIEeMEHT 0()OPMIICHUS TOKYMEHTA;

— PETUCTPALMOHHBIN HOMEDP TOKYMEHTA;

— CBEZICHHUS O J1aT€ U MCIIOJIHUTENE JOKYMEHTA.

28. Bxoasauiuii JOKYMEHT IPOXOJUT CIETYIOIIHEe ITarbl 00paboTKu:

— CONPOBOYXKAECHHUE U JIOCTaBKa C OYTHI, IepBUYHas 00pabOTKa, perucTparus, MoAroToBka Ha
JIOKJIaJl, PACCMOTpPEHUE U 0(POpMIICHHUE PE30JIIOLIUI, perUCTpalMs PE30IIOIHNH, TOCTAHOBKA HA
KOHTPOJIb MCIIOJIHEHNUS, OTIIPaBKa Ha MCIIOJIHEHNE, UCTIOJIHEHUE U KOHTPOJIb 32 HUM, IPUEM



HCIIOJHEHHOTO JIOKYMEHTA, CHATHUE C KOHTPOJIS, TOMEIICHUE UCTIOTHEHHOTO JOKYMEHTA B JIETIO,
paboTa c HUM, TEKyIee U apXUBHOE XPaHCHHE, YHUUTOKEHUE U CITMCAHMCE,

— YCTaHOBJICHHE KOHKPETHOTO aJipecaTa JOKYMEHTa B OpraHU3alliu, perucTpamnus JOKyMeHTa 1o
BXOJSIIIMM JKypHaJlaM, repeaada JOKyMEeHTa ajipecary, YKa3aHHOMY €r0 B TEKCTEe, YCTaHOBIICHHE
CPOKOB MCHOJIHEHUSI IOKYMEHTA, UCIIOJIHEHHUE IOKYyMEHTA, IPOBEPKa Pe3yIbTaTOB UCIOJHECHHUS,
MOMeEIIeHNEe JOKYMEHTa B HOMEHKJIATYPHOE JIEJI0 U MOCJIEeAYIOIIas cjadya B apXuB;

— peructpanus J0KyMEeHTa 10 BXOSIICH KOPPECTOHACHIINH, ITepeada ero pyKoBOIUTEIIO s
OTIpeIeJICHUS UCIIOJIHUTEIIA, TIepeada JOKYMEHTa HEMOCPEICTBEHHOMY UCTIOTHUTEIIO,
KOHTpOJH) 34 UCIIOJTHCHUEM I[OKYMCHTa, HCIIOJTHCHUEC IIOKYMCHTa, aneM pC3YJII>TaTOB
HCIIOJTHCHUA pyKOBOIlI/ITeJIeM, OTMECTKAa 06 HCIIOJIHCHUHU B CIICIITUAJIBHOM )KypHa.He, caadya
)IOKYMGHTa B apXI/IB.

29. IIpenBapuTENbHBIN TEKCT JOKYMEHTA, KOTOPBIM JTUYHO TOTOBUT UCIIOJIHUTEND UITH
COMCIIOJIHUTENh JJOKYMEHTA, 3TO:

— IIPOEKT TOKYMEHTA,

— DK3EMIUISIP IOKYMEHTA;

— KOIIUA I[OKYMCHTa.

30. J{emonmpou3BOACTBO — 3TO:

— 1eATEIbHOCTh MO JOKYMEHTUPOBAHHUIO, TOKYMEHTOO0OPOTY, ONIEPaTUBHOMY XPaHEHUIO U
HCIIOJIb30BAHUIO JIOKYMEHTOB;

— IIpoLeypa CO3/1aHusl, THPAKUPOBAHMS M PETUCTPALIMH BXOJAIIEN U HCXOASIIEN
,HOKYMGHTaHI/II/I OpFaHI/IBaHI/II/I;

— HEMOCPEICTBEHHOE cOo3/jaHKe 0(UIIHAIBHBIX JOKYMEHTOB Ha MPEANPHUATHH.

3ayeTHO-3K3aMeHAINMOHHbIE MATEPHAJIbI JJISl IPOMEKYTOYHON aTTecTanum (3a4er)

1. TloHATuS «TOKYMEHTOOOOPOT», «TOKYMEHT» U «JIOKYMEHTOBeleHue». Pa3BuTne 1oKyMeHTa.
CriocoObl TOKyMEHTUPOBAHUS U MaTepuaibHble HOCUTENIN HH(OPMALIUH.

2. CgoiictBa u ¢pyHKIIMH TOKyMeHTOB. Kinaccudukarusi.

3.  YHuduKaus 1 cTaHgapTU3alus yIIpaBIeHUYECKUX TOKYMEHTOB.

4. TlpaBuna opopmieHus JOKyMEHTOB. TpeOoBaHus K 0(OPMIICHHIO OPraHU3aIUOHHO-

paciopsIUTeNbHBIX JOKYMEHTOB.

CoctaB pekBU3UTOB TOKYMEHTOB. TpeboBaHUs K OPOPMIICHUIO PEKBU3UTOB.

Hcnpasnenus B JokyMeHTaX. bjaHKu JOKYMEHTOB MPEANPUATHS.

7. ®OyHKUHUU U OCOOCHHOCTH OPraHU3aMOHHO-TIPABOBBIX JOKYMEHTOB. Y CTaB OpraHu3aIliH.
[TonoxeHnue o cTpyKTypHOM Toipa3aeneHuu opranuszanuu LlltatHoe pacnucanue. [IpaBuma
BHYTPEHHETO TPYAOBOTO pacropsaka. MHCTPYKIIMU MO OT/IENbHBIM BUJAM JESTEIbHOCTH.
JIOJKHOCTHBIE MHCTPYKIIUH.

8. Bwuapl pacnopsauTenbHbIX JOKyMEHTOB. OCOOEHHOCTH MOATOTOBKH U 0(OPMIICHHUS
paciopsaIUTeNbHBIX TOKYMEHTOB.

9. OpraHu3zalMOHHO-TEXHUYECKHE MEPOTIPHUATHUS IO TIOATOTOBKE U MPOBEACHUIO COBEIIAHUIA.

10. CrpykTypa AOKIa[a U OTUETA: HA COBEIIAHUU, 3aCeIaHNH, KOH(PEPEHIIUHU U T.1.

11. TpeGoBaHUs K COCTABIECHUIO U O()OPMICHUIO TPOTOKOJIOB.

12. Buab! uHGOPMAITMOHHO-CIPABOYHBIX U COMPOBOAUTEIHHBIX TOKYMEHTOB.

13. Odopmienue crpaBokK, JOKIaTHBIX 3aMIUCOK, OOBSICHUTENBHBIX 3aIMCOK, aKTOB.
Ocob6ennoctu odopmieHus TenedoHorpaMM, GakCUMUIBHOMN CBSI3H, UCTIOIb30BAHUS
TeJeTanna.

14. OcoGenHoctu opopmiieHHs, 00pabOTKU U UCIIOIB30BAHUS COMTPOBOIUTEIBHBIX TOKYMEHTOB
MIPOIIECCOB MEPEBO3KH paOOTHUKOB, TOCTABKU I'PY30B M YIIpaBJIEHHE KOPIOPATUBHBIM
TPaHCIOPTOM OpraHU3alMH.

15. TloxaroToBka JOKYMEHTAIMH Ul IPOBEACHUS MPOLEAYp BIOOpA MOCTABLIMKOB U 3aKYIIKH.

16. OcoGeHHOCTH OPOPMIICHUS U HCIIOJIB30BAHMSI COTTPOBOAUTENBHBIX TOKYMEHTOB.
Odopmienue, 00paboTKa U UCIIOIB30BAaHUE COMTPOBOIUTENBHBIX JOKYMEHTOB ITPOLIECCOB

oo



NEpEeBO3KU PAOOTHUKOB, JOCTABKH I'PY30B U YIPABICHHE KOPIOPATHBHBIM TPAHCIIOPTOM
OpraHu3aIuH.

17. TloaroToBka JOKYMEHTAIMH [yl IPOBEACHUS MPOLEAYp BIOOpA MOCTABLUIMKOB U 3aKYIIKH.

18. TIpaBuna oopmiieHus, 00paOOTKH U XpaHEHUS JOKYMEHTAIIUHU TI0 BHEITHEAKOHOMUYECKOU
JeSITEIbHOCTH B COOTBETCTBUU C TPEOOBAHUSAMHU 3aKOHOAaTenbcTBa Poccuiickoit denepanun
Y MEXYHApOIHBIX aKTOB.

19. JlenoBoe nuceMo B ycioBusix yHuukanuu. [IpaBuna ohopmiieHus: 1eI0BOTO MUChMa.
Hexkotopeie Buasl nuceM. MexayHapoIHbIE TCEMA.

20. Buapl JOKYMEHTOB I10 JITYHOMY COCTABY.

21. TpeGoBanus K 0POPMIICHUIO TPYIOBOTO AOTOBOPA.

22. Odopmienne npuema Ha paboTy. 3asBIIEHUE O TIpHeMe Ha padoTy.

23. OdopmieHne MPUKA30B 110 JINIYHOMY COCTABY.

24. TpynoBasi KHU)KKA.

25. JluyHas xapTodYKa.

26. Jluanoe aemo.

27. Xapakrepuctuka. ABroonorpadus. Pesrome.

28. DneKTpOHHBIN TOKYMEHT. ABTOMAaTH3aIHs COCTABICHUS JIOKyMEHTOB.

29. Benenwne 06a3bl JaHHBIX JOKYMEHTAIIUH 110 BHEITHETOPrOBOMY KOHTPAKTY.

30. OOpaboTKa MOCTYHAOIINX JJOKYMEHTOB.

31. O6paboTKa OTIPABIAEMBIX JOKYMEHTOB.

32. Topsmok paboTHI ¢ BHYTPEHHUMH JOKYMEHTaMU. Perucrpanus 1 KOHTPOJIb UCTIOTHEHHSI
JTOKYMEHTOB.

33. ®opmupoBanue u 0(GOPMIICHHE JIEN.

34. TloaroroBka TOKYMEHTOB K Iepeade Ha apXUBHOE XpaHCHHE.

35. ABTOMartm3anus AeIonpou3BoaACcTBa B cucteme 1C.

36. JlokyMeHTHpOBaHHE OM3HEC-TIPOIIECCOB. YIIpaBiIeHUE OM3HEC-TIPOIIECCAMH Yepes
OpraHHU3aIHIo JOKYMEHTO000pOTa.

37. 3amaun u QyHKIHUH CITY>KObI JOKYMEHTAIIMOHHOTO 00CCTICUCHUSI YITPABICHHUSI.

38. CrpykTypa ciyx0bl JOKYyMEHTAIIHOHHOTO 00ECIIEYCHHSI YITPaBICHUSI.

39. IlpaBa 1 OTBETCTBEHHOCTH CIYXObI JOKYMEHTAIIMOHHOTO 00ECTIeYeHHS! YITPaBJICHHU 1.

40. Onucanue u JOKyMEHTHPOBaHUE OM3HEC-TTPOIIECCOB OPraHU3aIlHH.

41. lokyMeHT B cucteMe MeHelxMeHTa kayectsa [SO 9000

42. JlokyMEeHTaIlMOHHOE 00ECIICYCHHUE YITPABICHHUS.

43. Ha3Ha4yeHue U BUIBI YIIPABICHYECKHX TOKYMEHTOB, UCIIOJIb3yEMbIX IPH BHITOTHEHHH

Pa3IMYHBIX BUJIOB YIIPABICHUYECKHUX NCHCTBHU.

44. Buppl yrpaBiIeHYECKHX JOKYMEHTOB B COOTBETCTBUU C OOIIEPOCCUIICKAM KIIaCCU(PHKATOPOM

YIIPABJICHYECKON TOKYMEHTALIUH.

45.0cobennoctu oopmiieHus, 00pabOTKH U XpaHEHHs TOKYMEHTAIUHU IO

BHEITHEAKOHOMUYECKON JESTEbHOCTH.

46. CoBpeMeHHbIE MPOTPaMMHbBIE CPEJICTBA, UCIIOIb3yeMbIE B IPOIIECCe CO3AaHUS TOKYMEHTOB.

47. CymHOCTb U OCHOBHOE Ha3HaYeHHE IOKYMEHTAIMOHHOTO 00eCIeYeHHs yIIpaBlIeHHs B

COBPEMEHHBIX YCIOBHSIX.

48. Bo3MO>XHOCTH HCTIOJIH30BAHMS COBPEMEHHOM 0(DMCHOM TEXHUKHU B ONITUMHU3AIINN

JOKYMEHTO000pOTa B OpraHU3alllu.

Kpurepuu orieHnBaHuUs pe3ynbTaToOB 00y4eHUsS
Ha BeimonmHenue Bcex 3amaHuil otBoauTcs 1,5 yaca. Kaxknoe BepHO BBIIIOJIHEHHOE 3aJ1aHUE
OLICHMBAETCS «3aUYTE€HO»: CTYIEHT BIAAECET TEOPETUYECKHMMH 3HAHUSAMH M IMPaKTUYECKUMH
HaBBIKAMHU TIO BBITOJHAEMOMY 33JJaHHUIO.
«HE 3aYTEHO»: CTYJEHT HE MOJKET BBIMOJHUThH 3aJaHWE W/WIM OTBETHUTHh Ha BOIPOCHI IO
BBIIIOJIHAEMOMY 33JaHHUIO.



Kpurepuu oneHrnBanus 1o 3adery:
«3a4TEHO»: CTYACHT BJIaJCeT TEOPETUUECKUMHU 3HAHUAMMU 110 JUCLUIUIMHE, 3Ha€T HHCTPYMEHTHI
JOKYMEHTOBE/ICHUS U JICIONPOU3BOICTBA, MOKET O(POPMUTH OCHOBHBIE PEKBU3UTHI JICIOBOTO
JOKYMEHTA, JIONyCKAeT HE3HAUUTEJIbHbIE OIIMOKHU; CTYIEHT YMEET NPAaBUIBHO OOBICHUTH
JIEKIIMOHHBIA MaTepua, WIIIOCTPUPYS €ro NpUMepaMu .

«HE 3aYTEHO». MaTepHuall HE YCBOEH MJIM YCBOEH YaCTUYHO, CTYIEHT 3aTPYIHSETCS IMPHUBECTH
npuMepsl M0 OQOPMIICHHIO OCHOBHBIX JIOKYMEHTOB CHCTEMBl JIOKyMEHTAIIHOHHOTO
o0ecrieyeHns YIpaBJICHUsS, JOBOJBHO OTPAaHUYEHHBIH O0BEM 3HAHHMN CHCTEMBI O00ECTIeUCHHS
AJIEKTPOHHOTO JOKYMEHTO000pOTA.

OrneHOUYHBIC CpENCTBA YIS WHBAIWIOB W JIMI] C OTPAaHUYCHHBIMH BO3MOXXHOCTSIMHU
3JI0POBbSI BRIOMPAIOTCS C YI€TOM MX WHAMBUIYATBHBIX TICUXO(U3HIECKUX 0OCOOCHHOCTEH.

— TpU HEOOXOTUMOCTH WHBAIHMIAM U JIIAM C OTPAHWYCHHBIMH BO3MOXKHOCTSIMH
3JI0POBBS MTPEIOCTABIISCTCS JOTOJHUTEIIEHOE BpEeMsI JUTS TOATOTOBKH OTBETA HA DK3aMEHE;

— MPU MPOBEICHUH TPOIIECTYPHI OTICHUBAHMS PE3yIbTATOB O0YUEHUSI HHBAIUJIOB U JIUI] C
OTPAaHWYEHHBIMH BO3MOYKHOCTSIMH 3JIOPOBbSI MPEAYCMATPUBACTCS MCIOJIb30BAHUE TEXHUUYCCKUX
CPEICTB, HEOOXOUMBIX UM B CBSI3H C UX WHIUBUAYATBHBIMU 0COOCHHOCTSIMU;

— TIpH HEOOXOIMMOCTH TSI OOYJAIOIINXCS C OTPAaHHYECHHBIMUA BO3MOYXHOCTSIMU 3JI0POBbS
W WHBAIUAOB TMpOIEaypa OICHUBAHHS PE3YJIbTATOB OOYYCHHS IO JUCIUIUIMHE MOXET
MTPOBOJIMTHCS B HECKOJIBKO JTAIIOB.

[Ipouemypa oneHWBaHUS Pe3yIbTATOB OOYYEHHUS WHBAIUIOB W JIMII C OTPAHWYCHHBIMU
BO3MOJKHOCTSIMH 3JIOPOBBSI 0 TUCHUIUIMHE (MOIYJIIO) MpPEeayCMaTPUBACT MPEIOCTaBICHUE
uHbopmanui B (opMax, aaanTHPOBAHHBIX K OTPAaHHUYCHUSM HX 3J0POBbSI M BOCIIPHUSTHSI
nHpOpManuu:

J1J1s1 TUT] C HApYIICHUSIMHA 3PCHHS:

— B IIeYaTHOU (popMe yBEIIMUECHHBIM HIPUPTOM,

— B JopMe DIIEKTPOHHOTO JIOKYMEHTA.

JUJ1s1 JTAT] C HApYIICHUSIMH CITyXa!

— B IIe4aTHOU opme,

— B JopMe DIIEKTPOHHOTO JIOKYMEHTA.

J1J1st T C HapyIIEHUSIME OTIOPHO-/IBUTATEIBHOTO amiapara:

— B IIe4aTHOU opme,

— B JopMe DIIEKTPOHHOTO JIOKYMEHTA.

JlaHHBII TIEpeYeHb MOXKET OBbITh KOHKPETH3MPOBAH B 3aBUCUMOCTH OT KOHTHHI'CHTA
oOyuaromuxcs.

5. Ilepeyenb y4eOHOM JIUTEPATYPbI, HH(POPMAIMOHHBIX PECYPCOB U TEXHOJIOT Uil

5.1. Yuebnas aureparypa

1.0cHoBBI Aenonpon3BOACTBA | yueOHOE mocoOue A CTYACHTOB BY30B, 00Y4arOIIUXCS
no HanpasiaeHuio moaroroBku 38.03.01 "Dxonomuka" (kBamudukarms (crenens) "Gakamasp') /
A. M. Acanues, 1. 1. Muponosa, E. A. Kocapesa, I'. I'. Bykosuy; Poc. 3xoHoM. yH-T um. I'. B.
[InexanoBa. - 2-e u3n., ucnp. u gom. - MockBa | UH®PA-M, 2017. - 145 c. - (Beicmiee
oOpa3zoBanue. bakanaspuar). - bubauorp.: c. 131-135. - ISBN 978-5-16-012632-6. - ISBN 978-
5-16-102395-2 : 355 p.

2. Kysnenos, . H. JlokymeHnTanmonnoe obecneuenue ympasieHus. JJokymeHT0000poT
Y JICJIOTIPOM3BOJICTBO | Y4EOHHK U MPAKTHKYM JUISl CPEIHET0 MpodecCHOHATLHOTO 00pa3oBanus /
W. H. Ky3nenos.- 3-e¢ uzn., nepepab. u jmom. - Mocksa : U3znarensctBo HOpaiit, 2021. - 462 c. -
(ITpoeccnonansHoe obOpaszoBanue). - ISBN 978-5-534-04604-5. - Tekcr : snekTpoHHBIH //
OopazoBarenbHas miarpopma FOpaiir [caiit]. - URL: 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/dokumentacionnoe-obespechenie-upravleniya-dokumentooborot-i-deloproizvodstvo-449769#page/2

3. Konpiikuna, T. b. [lenoBeie KOMMYHHUKaIIH, JOKYMEHTOO000POT u
JIeTIOTIPOU3BOACTBO © ydeOHoe mocobue it By3oB/ T.Bb. Koapnmkunaa, W. B. lllyctuna. - 2-¢
U31., uctp. u Joi. - Mocksa : U3narensctBo FOpaiit, 2020. - 163 c. - (Bricmiee oOpa3oBanue). -
ISBN 978-5-534-07299-0. - Tekcr : anekrponssiii // OOpazoBarenbHas miardpopma HOpait
[caiiT]. - URL :https://urait.ru/viewer/delovye-kommunikacii-dokumentooborot-i-
deloproizvodstvo-452463#page/3

4. Kopuees, U. K. Ynpasnenue nokymenramu: yueonuk / UK. Kopuees, A.B. ITmenko,
B.A. Mamypne. — MockBa : UHOPA-M, 2020. — 300 c¢. — (Bricmiee oOpa3oBanwme:
bakamaBpuar). - ISBN 978-5-16-003590-1. - Tekcr : onekrponnsid. - URL:
https://znanium.com/catalog/product/1068920 (mata oOpamenus: 17.09.2021). — Pexum
nocTyma: mo noamucke: https://znanium.com/catalog/document?pid=1068920

5. AntyxoBa, H.®. Cuctemsl 3J€KTpOHHOTO J0KyMeHTooOopoTa. IIpakTukym : yueGHOE
nocodbue / Anryxosa H.®., Jlonmranosa O.U., JloceBa B.B., /I3t06enko A.JI., YeunkoB 10.b. —
MockBa : KunoPyc, 2022. — 395 c¢. — ISBN 978-5-406-07367-4. — URL:
https://book.ru/book/942386 (mata ob6pamenus: 16.09.2021). — Tekcr : snextponnsiii: URL:
https://www.book.ru/view5/f67f8cd8873d023e6ab0068a68ef20fa

5.2. Illepuoauueckasi JuTeparypa

1. TleyatHoe mepuoauyeckoe wu3nanue (Qouma HayuHoud OumOmuorekum Kyol'yY
«/1enonpou3BOJACTBO U JOKYMEHTOOOOPOT Ha MPEATIPUATUIX»

2. [lewatHoe mepuoaMyeckoe w3aaHue (¢oHma HaydHod Oubmmorekn Kyol'yY
«/lemonpon3BOACTBO»

3. bassr mannaeix kommanuu «Mcer Beroy http://dlib.eastview.com

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

5. Hayunas ANEKTPOHHAS onbmnoTeKa (HOBb) eLIBRARY.RU
https://elibrary.ru/projects/subscription/rus_titles_free.asp

5.3. UHTepHeT-pecypchbl, B TOM 4YHCJe COBpeMeHHble TpodeccHOHATbHBbIE 0a3bl
JAHHBIX " ](IH(l)OpMaIII/IOHHbIe CIIPAaBOYHBIC CUCTEMbBI
DJIeKTPOHHO-0MOMoTeuHbIe cucrembl (IBC):
1. DBC «FOPAWT» https://urait.ru/
2. DBC «YHUBEPCUTETCKAS BUBJIMOTEKA OHJIAMH» www.biblioclub.ru
3. DBC «BOOK.ruy» https://www.book.ru
4. OBC «ZNANIUM.COM» www.znanium.com
5. OBC «JIAHb» https://e.lanbook.com
IIpodeccuonanbHblie 6a3bl JAHHBIX:
Web of Science (WoS) http://webofscience.com/
Scopus http://www.scopus.com/
ScienceDirect www.sciencedirect.com
XKypuansr nuzgarenscrea Wiley https://onlinelibrary.wiley.com/
Hayunas snekrponnas oudmuorexa (HOB) http://www.elibrary.ru/
6. IlomHOTEKCTOBEIE APXHUBLI BEAYIIHX 3alla/IHBIX HAYYHBIX KYPHAJIOB Ha Poccuiickoi
atgopme HaydHbIX xypHatoB HOWMKOH http://archive.neicon.ru
7. HamumonanbHas »nexkTpoHHass OuOIMOTEKa (JOCTYHn K DJIEKTpOHHOH OubInoTeke
nuccepranuii Poccuiickoit rocynapcrBennoi oubmmoteku (PI'B) https://rusneb.ru/
8. TIlpesumentckas 6udnmorexa um. b.H. Expumna https://www.prlib.ru/
9. DmnekrponHas koutekuus Oxcdoprackoro Poccuiickoro donna
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/

o hrcwnE
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14. zbMath https://zbmath.org/

15. Nano Database https://nano.nature.com/

16. Springer eBooks: https:/link.springer.com/

17. "Jlextopuym TB" http://www.lektorium.tv/

18. YuuBepcurerckas nHdopmannonHas cucrema POCCUS http://uisrussia.msu.ru

NudopmannoHHbie CIpaBOYHbIe CHCTEMbI:
1. KoncynberanT Ilntoc - cipaBoyHas mpaBoBasi cucTeMa (JOCTYI IO JIOKAIbHOM CETH ¢
KOMIIBIOTEPOB OMOINOTEKH )

Pecypcsbl ¢B0OOOHOTO T0CTYNA:

1. AwmepukaHCKas maTeHTHas 0a3a maHHbBIX hitp://www.uspto.gov/patft/

2. TlomHble TeKCThI KaHAICKKUX auccepTanuii http://www.nlc-bnc.ca/thesescanada/

3. KubepJlenunka (http://cyberleninka.ru/);

4. MuHHUCTEpCTBO HayKH U BhIcuiero oopasosanus Poccuiickoit denepannn
https://www.minobrnauki.gov.ru/;

5. ®enepanbHblii mopTan "Poccuiickoe oopazosanue” hitp://www.edu.ru/;

6. Hudopmanmonnas cucrema "EqmHoe OKHO J0CTymna K 00pa3oBaTeIbHBIM pecypcam
http://window.edu.ru/;

7. Enmnas xoyutekius nupoBbix 00pa3oBaTenbHbIX pecypcos hitp://school-
collection.edu.ru/ .

8. ®enepanbHbIil EHTP HHPOPMAILIMOHHO-00pa30BaTENbHBIX PECYPCOB
(http://fcior.edu.ru/);

9. Ilpoexkt ['ocynapcTBEHHOTO MHCTUTYTa pycckoro sizbika uMeHn A.C. [lymkuna
"O6pa3zoBanue Ha pycckom" https://pushkininstitute.ru/;

10. CmpaBouHo-uH(DOpMAIHOHHBIN TopTai "Pycckuit s3e1k" http://gramota.ru/;

11. Cayxba TeMaTHYECKUX TOJKOBBIX ciaoBapeit http://www.glossary.ru/;

12. Cnosapwu u sunukiIoneauu http://dic.academic.ru/;

13. Oo6pazoBarenbHblii mopran "Yue6a" http://www.ucheba.com/;

14. 3akonomnpoekT "O06 o6pazoBanuu B Poccuiickoit deneparuu'. Bonpock! 1 0TBETHI
http://xn--273--84d1f.xn--plai/voprosy_i_otvety

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

CoOcTBeHHbIE YJIeKTPOHHBbIE 00pa3oBaTe/ibHbIe U HHPOPMALMOHHBbIE PecypChl

KyoI'Y:

1. Cpena MoyinbHOTO AMHaAMHUeckoro oOydenus http://moodle.kubsu.ru

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

3. bubnuoteka nHGOPMAIMOHHBIX pecypcoB Kadeapsl HHGOPMAIMOHHBIX
oOpa3oBaTelIbHBIX TexHOJIOTHIA hitp://mschool.kubsu.ru;

4. DnextpoHHbIN apxuB nokymenToB Kyol'Y _http://docspace.kubsu.ru/

5. DnexTpoHHbIe OOpa3oBaTeNbHbIE pecypchl Kadeapbl MH)OPMAIMOHHBIX CHUCTEM H
TexHoJoruii B oOpazoBanun KyOI'Y u nHayuHo-meronmueckoro sxypHana "IIIKOJIBHBIE
I'OJIbI" http://icdau.kubsu.ru/

6. Meroauyeckue yKa3zaHMs [Jisi O0Y4YalOIIMXCS MO OCBOEHHMIO JHCUMILIMHBI
(MoxyJis)

CamoctosaTenpHass paboTa CTYyIEHTOB SBJSETCS HEOTHEMIIEMOM YacThlO Ipoliecca
MOATOTOBKH. JIMCHMIUTMHY PEKOMEHIYeTCsl HM3ydaTh MyTeM CHCTeMaTUYeCKOW MpopaboTKu
JEKIIMOHHOTO MaTepuana, CaMOCTOSTENbHOW MpPOopabOTKH pPEeKOMEHAYEeMOW JHUTepaTyphl,
PYKOBOJACTB M METOJAMYECKHX YKA3aHWH K BBHINOJHEHUIO NpakTUyeckux 3aHatuil. lLlens
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CaMOCTOSITENIbHOW PabOThl — pAaCHIMPEHHE Kpyrozopa W yriayOieHue 3HaHMA B o0iacTtu
JTOKYMEHTOBE/ICHHS U JIEJIOBOTO JOKYMEHTO000pOTA.

KoHTponb 3a BBINOJIHEHHEM CAaMOCTOSITENBHON pabOTHl MPOBOAUTCA MPH H3YUYCHHUH
KaX/JI0H TeMbl IAMCUUIUIMHBI HAa TMPAKTUYECKUX 3aHATHSAX. DTO TEKYIIMH OINpPOC, TECTOBBIC
3aJaHus, KeHChI, pedepaThl-TIpe3eHTAINH.

B wacel, OTBeneHHBIE IJIsI CAMOCTOSITENILHOW pabOThI, CTYAEHTHI TOJ PYKOBOJCTBOM
npero/aBatelisi 00s3aHbl BHITIOIHITH WHAMBH/IyaJIbHBIC IPAKTHUECKUE 3a/IaHU, TIOTy4YeHHbIE Ha
NPAaKTUYECKUX 3aHATHAX. [Ipu BBIMONHEHMM OTHX 3aJaHU HEOOXOJMMO HCIOJIb30BATh
TEOPETHUYECKUI MaTeprall, MaKeThl U I1a0JIOHBI O(DUIHATIBHBIX JJOKYMEHTOB YIIPABJICHUS.

B ocBOeHMM NUCHMIUIMHBI WHBAIMAAMHU M JIMIAMH C OTPAHUYCHHBIMH BO3MOKHOCTSIMHU
310pOBbsl 0OJIBIIOE 3HAYEHHE HMEET WHJAMBHyajbHass ydeOHas paboTa (KOHCYJIbTAllMH) —
JONOJTHUTEIBHOE PA3bsICHEHHE YIeOHOTO MaTepHana.

WupuBuayanbHble  KOHCYNBTAIMM IO TMPEIMETY SBIISIOTCS BaXHBIM  (DAKTOPOM,
CTIOCOOCTBYIOIIMM MHIWBUAYaTH3aH 00y4eHHS M YCTAaHOBJICHHIO BOCIIUTATENIFHOTO KOHTAKTa
MEXIy TMpernojaBaTelieM M OOyJaroImuMCs HWHBAJTUAOM WM JIMIOM C OTPaHWYCHHBIMU
BO3MOKHOCTSIMH 3/I0POBBSI.

7. MaTepuajibHO-TeXHHYECKOe ofecredeHne 1o JUCHUIIuHe (MOYI10)

HaumenoBanue CII€lIMaJIbHbIX OCHameHHOCTB CIICIIMAJIbHBIX Hepequb JIMOEH3NMOHHOI'O
NIOMELEHUM MIOMELIEHUI MPOrpaMMHOI0 00eCTIeeHHsI

VYueGHbie ayJIUTOPHN st | Mebenb: yueOHas Mebenb Microsoft Windows 8, 10,
npoBeieHus 3aHATUi NeknuonHoro | Texuuueckue cpeacrsa ooyuenus: | Microsoft Office Professional Plus
THIIA 9KpaH, IPOEKTOP, HOYTOYK
VueGHble ayJIUTOPHN st | Mebens: yueOHas Mmeberb Microsoft Windows 8, 10,
MPOBEICHUSI samsituii | Texuuueckue cpenctBa ooyuenus: | Microsoft Office Professional Plus
CEMHHAPCKOr0 THIIA, TPYIIIOBBIX U | IKPaH, IPOSKTOP, HOYTOYK
MHAUBUAYAIBHBIX  KOHCYJIBTALUA,
TEKYLIEro KOHTPOJIS u
IIPOMEXYTOUHOH aTTeCTaluu

Jlis  caMmocTosITeNnpHOW — paboThl  OOyYaromMXCS  MPEIyCMOTPEHbl  MOMEIEHHUs,
YKOMIUIEKTOBAHHBIE CIIEUANIN3HUPOBAHHON MeOelblo, OCHAIIEHHbIE KOMIBIOTEPHON TEXHUKOH C
BO3MOXHOCTBIO MOJKIIOUeHUs K ceTu «MHTepHeT» W olecreueHueM JI0CTyMa B 3JIEKTPOHHYIO
nH(OPMaMOHHO-00pa30BaTeNIbHYIO CPEAY YHUBEPCUTETA.

HaumMmeHnoBaHue noMeleHui ais OcCHAIIIEHHOCTh TOMEIIEHUH T [lepeueHp NULIEH3MOHHOTO
CaMOCTOSITETILHOM PabOThI CaMOCTOSITENTFHON paboTHI MPOrpaMMHOT0 00ECTIEUeHUS
00yJarommxcs o0yJarommxcs

IToMemenue st | MeGenb: yueOHas Meberb Microsoft Windows 8, 10,
CaMOCTOSITEITLHOM pa6otsr | Kommrekr criermanusuposannoii | Microsoft Office Professional Plus
oOygaromuxcs (YATAIBHBIA 3a7 | MeOeJH: KOMIBIOTEPHBIE CTOJBI
Hayunoit OubnmoTexn) ObopynoBanue: KOMIBIOTEPHAS
TEXHUKa C  TOAKIIOYEHHEM K
HHPOPMAIIOHHO-

KOMM YHUKAlUOHHOH ceTH
«/HTepHeT» M OCTyIOM B
SIEKTPOHHYIO WHPOPMAIMOHHO-
00pa3oBaTENHHYIO cpeny
00pa3oBaTeNFHON OpraHU3aINH, BeO-
KaMepébl, KOMMYHHUKAaIMOHHOE
obopynoBaHue, obecrieunBaromiee
JOCTYII K CETH WHTEpHET (IIPOBOJHOE
COeTMHEHHE u GecnpoBoiHOE
coenunenue 1o Texuonorun Wi-Fi)

ITomewenue st | Mebens: yaeOHas MmeOenb Microsoft Windows 8, 10,
CaMOCTOSATENBHON pa6oter | Komriekt crrenmanusuposanHoii | Microsoft Office Professional Plus
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“H(pOpMaIMOHHO-

KOMM yHUKAIIMOHHON ceTH
«HTepHeT» M JOCTyIOM B
JNIEKTPOHHYIO HUH(OPMAIHOHHO-
00pa3oBaTeIbHYIO cpeny
00pa3oBaTeIFHON OpraHU3aIuH, BeO-
KaMephl, KOMMYHHUKAIIHOHHOE
00opyoBaHuE, o0ecIeunBaroIee
JOCTYI K CETH MHTEPHET (IPOBOIHOE
COCJIMHCHHUE u OecrnpoBoHOE
coequHeHue 1o texaonoruu Wi-Fi)




