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PabGouass mporpamma muctumivabel b1.B.01 JlokymeHTOBeneHHE U ACIOBOM
JIOKyMEHTOO0OpPOT COCTaBJi€Ha B COOTBETCTBUU c dbenepaibHbIM
roCyJapCTBEHHBIM 00pa30BaTeIbHBIM CTaHIApTOM BhIciiero oopazoBanus (PI'OC
BO) no nanpasnenuto noaroroBku 38.03.02 MenemxmeHT

[Mporpammy coctaBui(u):
1O.C. KnemeBa, noueHt kadeapst MOuM, kaH.9KOH HAyK

N.O. ®amunus, 10HKHOCTD, yUeHas! CTEIIEHb, YUCHOE 3BaHUE TOATHUCH

Pabouas mporpamma auciuminabel b1.B.01 JlokymeHTOBeIeHHE U 1€JI0BOM
JIOKYMEHTOOOOPOT yTBEpXKJCHA Ha 3aceaHuu KadeIpbl MUPOBOM YIKOHOMUKHU U U
MeHeIKMeHTa TpoTokoil Ne 7 ot 12.05.2022

3aBenyromuit kadeapoit MOuM llleruenko 1.B

(1)aMI/IJ'H/I${, HWHHULHAJIbBI IoAIUCh

VYTBepk/IeHa Ha 3acCeJaHNH Y4€OHO-METOAMYECKOM KOMUCCHH 3KOHOMUYECKOTO
bakynbTeTa

npotokoi Ne 10 ot 12.05.2022

[Ipencenarens YMK skonomuyeckoro dakynprera ApoosimeBckas JI.H.

(bamMuIHs, HHUITHAITBI MOAIKUCH

PenieH3eHTsHLI:
Huxwutnna T.1O., renepansnsiii nupektop 3A0 Onenounas komnanus «Pyrenus»
JloGanoBa B.B., kaHJ. 5KOH. HayK., TOUEHT Kadeapbl 3KOHOMUKH NPEIIPUSITHS,

PETUOHAIBHOTO U KaJJPOBOr0 MEHEI)KMEHTA
OI'bOY BO «KybaHckuii rocy1apCTBEHHBIN YHUBEPCUTET»



1 Hesn v 3a1auM U3y4YeHUs JUCUMILIHHBI (MOXYJISA)

1.1 llean ocBOeHUS TUCHUILIHHDI

Ilenp OCBOEHHSA NHUCLUIUIMHBI 3aKIHOYaeTCA B OBJIAJECHUM TEOpPUEH M IPAKTHKOU
npoliecca JOKyMEHTAIIMOHHOTO 00eCTIeYeHUs poIiecca yIpaBieHHst OU3HECOM MEXaHHUECKUM H
3JIEKTPOHHBIM CIIOCOOaMM Ha OCHOBE TPEOOBaHUI HOPMATUBHO-IIPABOBBIX 10KYMEHTOB.

1.2 3agauu AUCHUIIMHBI

— oOyueHHe CTYJEHTOB 3HAaHUSAM, YMEHUSAM U HaBbIKaM, HEOOXOOUMBIM B paboTe C
JIOKyMEHTaMU;

— BbIpabOTKa y CTYACHTOB CTPOTOr0 M HEYKOCHUTEIBHOTO COOIIOJCHUS HPUHIUIIOB
OpraHu3alM J0KyMEHTO000pOTa, B TOM YHUCIE C NOJPa3/eIeHUsIMU OpraHu3ally, BeAyIUMU
OyXrajaTepckuil yuer,

— IPUBUTHE IPAKTUYECKUX HABBIKOB pabOTHI CO CIyKEOHBIMU TI0KYMEHTaMH;

— IOJIy4€HHE, COCTaBJIEHME, W3rOTOBIIEHHE, O(OpPMIIEHUE, Y4eT, OTIpaBKa, XpaHEHHUE,
nepesadya i yHUYTOKEHUE JOKYMEHTOB U MaTepUaJioB;

— oOyueHHe MNpaBWJIaM COCTaBJIEHUSA, O(QOPMIIEHHMS M HCIOJIb30BaHUS JIOKYMEHTOB,
CBSI3aHHBIX C J€SITEIbHOCTHIO MPEANPUATUH, B TOM UHCIIE C BHEITHEIKOHOMUYECKOM;

— O3HAKOMJICHUE CTYJEHTOB C OOLIMMH IMPUHLIMIIAMU TOKYMEHTAllHOHHOIO 00eCcIeueHus
NeSITeAbHOCTH MPEANPUATHS, C IIOPSIKOM JOKYMEHTUPOBAHUS UH(OpMAaIIH;

— o0y4eHune cucTeMaTu3anuy HHHOPMAIHH M0 KaTeroOpusM M YPOBHSIM JIOCTYIA K HEW;

— O3HAaKOMJIGHHE C OpraHu3alueil paluoOHaJIbHOIO JBM)KEHHUS JOKYMEHTOB Ha
OPEANPUATHH, B TOM YUCIIE C KOHIIETILUEH CO3AaHus 3JIEKTPOHHOTO 0uca;

— oOyueHMe KadyeCTBEHHOW W OBICTpOil 00paboTke WHPOpPMANIUKU B  IEJAX
CBOEBPEMEHHOT'O IPUHATHS COOTBETCTBYIOLINX YIIPABJIEHYECKUX PEUICHUH, YCBOCHHUIO IPABUI U
(dopM 1e710BOM U KOMMEPUYECKON MEPENUCKY;

— BeIpa0OTKa YMEHHUS pabOTaTh ¢ MaTepHaIaMyd OTPaHUIEHHOTO JOCTYIIA.

1.3 MecTo AucuuminHbl (MOAYJIs) B CTPYKTYpe 00pa3oBaTe/ibHOI NPOrpaMMbl

JucuunnuHa «J{oKyMeHTOBEEHHE U JI€JI0BOM TOKYMEHTOOOOPOT» OTHOCHUTCS K YacTH,
dopmupyeMoii ydacTHUKaMH 00pa3oBaTeNbHbIX OTHOWEHUH biioka 1 «/lucuurmHel (MOLyIN)»
y4eOHOTOo TutaHa. B cooTBeTCTBHU ¢ pabounM yueOHBIM IUIAHOM TUCIHIUIMHA W3ydaeTcs Ha 2
Kypce 10 O4YHOM M Ha 2 Kypce 10 3a04HO0i ¢opme oOydeHus. Bua npoMexyTouHON aTTecTaluu:
3auer.

JucuuruinHa Oa3upyercss Ha 3HAHUAX, MOJYYEHHBIX CTYAEHTAMH B paMKaX OCBOEHUS
qucuunnH: «KoMIbIOTEpHBIH NPAaKTHKYM», «MeXAyHapOAHbIE SKOHOMMYECKHE OTHOILIEHUSY,
«Pycckuil s3bIK U OCHOBBI JIEJIOBBIX KOMMYHUKalui», «Teopust Oyxranrepckoro yuyeray, «Teopus
ynpasieHus», «MHPOpMaMOHHO-KOMMYHHMKAIIMOHHBIE  TEXHOJOTMM B  IPOQECCHOHATBHOM
ACATCIBHOCTH)Y MW SABJIACTCA 6azoit A1 A3YUCHHSA Ha CIACAYIOIIHUX KypcCax JOUCIHMUIIIWHI
«[IpodeccronanpHpIe KOMITBIOTEPHBIE TPOTPAMMBD», « Y IPaBICHYECKHN YUeT».

1.4 Ilepeyenb MaaHMPYyeMbIX Pe3yJbTATOB O00y4YeHHUs] MO JUCHUIIMHE (MOAYJI0),
COOTHECEHHBIX C IVIAHUPYEMbIMH Pe3yJIbTATAMH OCBOCHHS 00pa30BaTeJbHOH NPOrPaMMBbI

WN3ydyenne naHHOW y4yeOHOM JAMCUMIUIMHBI HAmpaBiIeHO Ha (QOpPMHUpPOBaHUE Y
00yYaromuXxcsl CISTYIONUX KOMIETEHIIHIA:

KOZL 1 HAMMCHOBAHUEC
I/IHHI/IKaTOpa* JOCTHUKCHUSA
KOMIICTCHIIMH

Pe3yJ'IBTaTI)I O6y‘l€HI/IH 10 JTUCIHUIIJIMHE

ITK-1 CnocodeH K OpraHu3amnuu NpoieccoB NepeBo3Ku pado0THUKOB, T0CTABKH I'PY30B U YIIPABJIEHHIO
KOPNOPATHBHBLIM TPAHCIIOPTOM OPraHU3alUu




WIIK-1.1 Pa3pabatsiBaeT u
UCIIONB3YeT HHCTPYMEHTapHH
JOKYMEHTOBEACHHS U ICIIOBOTO
JOKYMEHTO000pOTa VIS PEIICHUS
MIOCTaBJICHHBIX 33124

3naet: 3akoHonarenscTBO Poccuiickoit denepanuu B ob6mactu
MaTepHaIbHO-TEXHUYECKOTO 00ecTieueH s, IeJI0NPOU3BOICTRA;

3naet: CTpyKTYpy, IPUHIUIBI, HHCTPYMEHTApUH JOKYMEHTOBEICHUS U
JIETIOBOTO IOKYMEHTOO00pOTa OpraHu3alui, a TaKkKe pa3paboTKu 1
oopmIIeHHs] TOKYMEHTAIIH;

VYmeer: PazpabarsiBaTh M BHEIPSTH JIOKAIBbHBIC HOPMATHBHBIC aKThI U
perIaMeHTHPYIOIINE JOKYMEHTHI OOILETO XapakTepa U 110
(YHKIIMOHAIEHOMY HAIIPABICHHIO AEATECIHHOCTH;

Ymeer: PazpabaTeIBaTh U HCIIOTB30BATH HHCTPYMEHTAPHI
JOKYMEHTOBEICHUS U IEJIOBOTO JOKyMEHTO000pOTa OPTaHU3AINH, B TOM
YHCIIe 110 BHEITHEAKOHOMHYECKON IEATENLHOCTH;

Tpynosoe neiictue: OpopMiseT JOKyMEHTAIHIO, B TOM YHCIIE IO
BHEITHEAKOHOMHUUECKOH JIEITEIbHOCTH B COOTBETCTBUH C TPEOOBAHUIMHU
3aKoHozarenscTBa Poccuiickoin denepanuy U MeXIyHApOAHBIX aKTOB;
Tpynosoe aelicteue: Mcroyib3yeT KOMIBbIOTEPHBIE IPOrPaMMBbl AJIS
BEJICHH y4eTa, CHCTEMaTH3alliK U aHaJlh3a JaHHbIX, COCTAaBICHUs 0a3
JIaHHBIX, BEJICHUSI IOKyMEHTO000pOTa, CIIPABOYHO-TIPABOBBIE CUCTEMBI,
pecypchbl HHPOPMAIMOHHO-TEIEKOMMYHHUKAIIMOHHOM ceTH «HTepHEeTY,
OpITEXHUKY.

IIK-2 Cnoco0eH k opranuzauuu padoyero npocTpaHcTBa, CO3AAHMIO U 00ecliedYeHHI0 ONITUMAIbHBIX
YCJI0BHIi BLINOJHEHUS TPYAOBBIX (PYHKIMI pa00THHUKAMHU OPraHM3aluu

WUIIK-2.2 Pa3pabatbiBaet 1
UCIOJIb3YET UHCTPYMEHTapU
JIOKyMEHTOBEJICHUS U JIETIOBOTO
JIOKYMEHTO000pOTa ISl PEIICHHUS
MOCTABJICHHBIX 3a/1a4

3naet: 3akoHoarenbcTBO Poccuiickoit denepanun B ob6mactu
MaTepHaIbHO-TEXHIYECKOTO 00eCTIeueHH s, IEIONPOU3BOICTRA;

3naet: CTpyKTYypY, MPUHINIIB, HHCTPYMEHTAPHI JTOKYMEHTOBEICHUS U
JIETIOBOTO IOKYMEHTOO00pOTa OpraHu3anni, a TakKe pa3paboTKu 1
oopmIIeHNS TOKYMEHTAIHH;

VYmeer: PazpabarsiBaTh ¥ BHEAPATH JOKAIbHBIE HOPMAaTHBHBIC AKTHI U
perIaMeHTHPYIOIINE JOKYMEHTHI OOILETo XapakTepa U 110
(YHKIIMOHAIEHOMY HaIIPaBJICHHIO AESATEIbHOCTH;

VYmeer: PazpabarsiBaTh U UCIIONIB30BAaTh HHCTPYMEHTAPUI
JOKYMCHTOBEACHUA U JE€JIOBOTO [[OKyMeHTOO60pOTa OopraHuszanuu, B TOM
YHCJIE 110 BHEITHEIKOHOMUYECKOM JCATCIBHOCTH,

Tpynosoe aeiictue: OGopmitsieT JOKYMEHTAIHIO, B TOM YHCIIe 110
BHEITHEAKOHOMHUYECKOM JACATCIBbHOCTU B COOTBCTCTBHHU C Tpe60BaHI/I$[MI/I
3aKoHO/aTenbCTBa Poccuiickoit denepay 1 MeKTyHApOIHBIX aKTOB;
Tpynosoe neiicteue: Mcnonb3yeT KOMITBIOTEPHBIE TIPOTPaMMBI IS
BEJICHUS ydeTa, CHCTEMaTH3allMK U aHaJIN3a JaHHbIX, COCTABICHUS 0a3
JIAHHBIX, BEJICHUS IOKyMEHTO000pOTa, CIIPaBOYHO-TIPABOBBIE CUCTEMBI,
pecypchl HHPOPMAIMOHHO-TEIEKOMMYHUKAIIMOHHOH ceTH «VIHTepHeT»,
OPTTEXHHUKY.

ITK-5 CnocofeH k ynpaBJjieHHI0 00beKTAMM HeABHAKNMOCTH, HAXOAAIIMMHUCS B COOCTBEHHOCTH
OpraHM3anMy WIH UCNOJb3YeMbIMH HA OCHOBAHMH PYIUX BelHLIX NpPaB

WIIK-5.1 Pa3pabatsiBaeT u
UCTONb3YyeT HHCTPYMEHTapuil
JOKYMEHTOBEJICHHSI U I€TI0BOTO
JOKyMEHT0000pOTa ISl pELIEHUS
MOCTaBJICHHBIX 3aJja4u

3naert: 3akoHOAaTeNBECTBO Poccuiickoit deneparyu B 00macTi
MaTepHATFHO-TEXHIYECKOTO 00ECTIEYCHUS, ICIIOPOU3BOICTBA;

3Haet: CTpyKTypy, IPUHLMIIBI, HHCTPYMEHTapUi JOKYMEHTOBEIECHUS U
JICJIOBOT'O IOKYMEHTOO00POTa OpraHu3alliy, a TAKIKE pa3pabOTKU U
opopMIIEHHS JOKYMEHTAITIH;

YwMmeet: PazpabateiBaTh U BHEPSITH JOKAJIbHBIE HOPMATUBHBIE aKThl U
periiaMeHTUPYIOIINE JOKYMEHTHI 00IIIero XapakTepa u Mo
(hYHKITMOHATTLHOMY HaTPaBIECHUIO JAESITEILHOCTH;

Ywmeer: PazpabaTeIBaTh U HCIIOTB30BATh HHCTPYMEHTAPHUI
JIOKYMEHTOBEJICHHS U JIEJIOBOTO JJOKYMEHTOO00POTa OpraHU3aIie, B TOM
YHUCJIE IO BHEUTHEOKOHOMHUYECKON JAESITEIbHOCTH;

TpynoBoe peticteue: OdopMIIIECT TOKYMEHTAIUIO, B TOM YHCIIE IO
BHEITHEAKOHOMHYECKOHN JIEATSIFHOCTH B COOTBETCTBUH C TPEOOBAHUSIMU
3aKoHoAarenscTBa Poccuiickoit denepaiv 1 MexXIyHApOAHBIX aKTOB;
Tpynosoe aeiictBue: Mcnosb3yeT KOMIbIOTEPHBIE IPOrPaMMBbl AJIS
BEJIEHUS yUueTa, CHCTEMATH3AIMH U aHAIM3a JIAHHBIX, COCTaBJICHHS 0a3
JIAHHBIX, BEJIEHUS TOKYMEHTOO00POTa, CIIPAaBOYHO-TIPABOBBIE CHCTEMBI,
pecypchl HHGOPMAIMOHHO-TEIEKOMMYHHUKAITMOHHON ceTh «IHTepHeT»,
OpPT'TEXHUKY.




PesynpraTthl 00yueHMs] MO IUCHMIIIMHE JOCTUIAIOTCS B paMKaxX OCYLIECTBICHHS BCEX
BUJOB KOHTaKTHOH M CaMOCTOSATENBbHOM paboThl 0OydyalomMXcsi B COOTBETCTBUU C
YTBEP)KICHHBIM YUE€OHBIM IIJIAHOM.

WHaukatopel  JOCTHKEHHS KOMIIETCHIMH  CUMTAIOTCS  CPOPMHUPOBAHHBIMU  IIPU
JOCTH>KEHUH COOTBETCTBYIOILUX UM PE3YJIbTATOB O0yUCHMS.

2. CTpyKTypa U copep:KaHue TUCHUTIIUHBI

2.1 Pacnipenesienne TPyA0EMKOCTH JUCHHUILIMHBI IO BHAaM padoT

O6miast TpyI0éMKOCTh JHMCIHUIUIMHBI COCTABISET 2 3a4eTHBIX ¢AuHUIBI (72 daca), ux
pacmpezenieHue Mo BuaaM padboT IPeCTaBICHO B TAOIHIIE

Bunst padot Bcero dopma oOydeHus
4acoB OYHas OYHO-320YHAs
3 3
ceMecTp ceMecTp
(Jackr) ("ackn)
KoHTakTHasi paboTa, B TOM YHcJe: 38,2 28,2
AyIuTOpPHbBIE 3aHATHSI (BCEro): 34 24
3aHATHS JEKIMOHHOTO TUIIA 18 12
11a00paTOPHBIC 3AHSATHSI
MIPaKTUICCKHE 3aHATHS 16 12
CEeMUHAPCKHE 3aHSTHS
HWHasi KOHTaKTHas padora: 4,02 4,02
KoHTpons camocTosTenpHol padoTel (KCP) 4 4
IIpomexyrounas atrectanus (MKP) 0,2 0,2
CamocTosiTeJbHAsi padoTa, B TOM YHCJIe: 33,8 43,8
Pegepam (noocomoska) 14 14

Camocmosmenvhoe uzyuenue pazoenos, cCamono020mosKd
(npopabomka u noemopenue NeKYUoHHO20 Mamepuaid u
Mamepuana y4eOHUKo8 U y4eOHbIX nocooull, no020moeKa 19,8 29,8
K J1a60pamopHeiM U NPAKMUYECKUM  3AHSMUSIM,
KOMLOKGUYMAaM u m.o.)

IToAroTOBKA K TEKYIIEMY KOHTPOIIIO

KonTpoas:

IToaroroBka k 3auery

O6mas gac. 72 72

TPYAOEMKOCTh B TOM YHCJI€ KOHTAKTHAS 382 8.2
padora ’ '
3a4. e]1 2 2

2.2 ConepxxaHue QM CUUILTHHBI

Pacnipenenenne BuoB yueOHOM pabOTHI M UX TPYIOEMKOCTH TI0 pa3jesiaM JUCIUTIITUHBI.

Pasnenbl (Tembl) TUCHMILIMHBI, u3y4aeMbie B 3 cemectpe 2 (kypce) (ounas ¢hopma
00yueHust)

KonnuecTBo yacoB

AynutopHas preaynut
No HanmenoBanwue pa3enoB (Tem) Beero yna6o TI; OpHas
P pabora

113 JIP CPC

Ipenmer, copeprkaHne U 3a1a4u Kypca JOKyMEHTOBEJCHHUE U
JISIOBOH IOKYyMEHTOOO0OPOT

JIOKyMEHTHI U IpaBmJIa MX 0hOPMIICHHUS
Opraan3anoOHHO-TIPABOBBIE IOKYMEHTHI
PaCHOpH}II/ITeHLHLIe JOKYMCHTBI

ﬂOKyMeHTHpOBaHI/Ie JACATCIbHOCTH KOJJICTUAJIBHBIX OPTraHOB
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6. WHdopMannoHHO-CIIpaBOYHbIE JOKYMEHTHI 6 2 1 3
7. |ConpoBomuTtenbHble JOKYMEHTEHI 6 1 2 3
OdopmiteHue, 00paboTKa U XpaHEHHE JOKYMEHTALUH 110
8. BHELTHEAKOHOMHYECKOH JeATETbHOCTH B COOTBETCTBHUH C 58 1 1 38
TpeboBaHUsIMH 3aKOHOaTeNbcTBa Poccuiickoit ®enepannu n ' '
MEKIYHApOIHBIX akTOB. COBpEeMEHHOE JIEI0BOE IMUCHMO
9.  |/IoKyMeHTHI KapOBOi M OyXIrajaTepCKOn ciryKObl 4 1 1 2
10. |Opranusauus paboThl C JOKyMEHTaMH 4 1 1 2
11. |ABTomaTH3anus JOKyMEHTO000pOTa 4 1 1 2
12 JlokyMeHTO000O0pOT B OpraHHU3aIMHK ¥ YIIPAaBICHUH OU3HEC- 4 1 1 2
npoLeccamMu
13. |Cnyx06a TOKyMEHTAIIMOHHOT'O 00eCIIeYeHHs! YIIPaBICHUsI 4 1 1 2
HUTOI'O no pasoenam oucyuniurovl 67,8 | 18 16 33,8
Konrpoiss camocrositensHoi pabotsl (KCP) 4
IIpomexyrounas arrectranus (MKP) 0,2
[ToaroToBka K TeKylieMy KOHTPOJIIO
OO61mas TpyJ0€MKOCTh MO JUCIUILTHHE 72
[Mpumeuanune: JI — nexkumm, [13 — mnpakTuueckue 3aHATus / cemuHapsl, JIP —

naboparopusle 3ausaTus, CPC — camocToarenbHas paboTta CTyJAeHTa

Pazgesnbl (TeMbl) OUCIUIUIMHBI, M3ydaeMble B 3 cemectpe 2 (kypce) (ouno-zaounas
¢opma 0byyenus)

KonmuectBo yacoB
Bueaynu-
Ne HanmenoBanue paznenos (Tem) AyauTopHas Topl}{/as{
Bcero pabota
pabota
J 113 JIP CPC
1 [Ipenmer, comepxkanue 1 3aa41 Kypca JJOKYMEHTOBEICHHE 3 05 05 5
) JIETIOBOH JIOKYMEHTOO0OpOT ' '
2. JIoKyMeHTBI ¥ IipaBuiia ux odopmiieHus 5 1 1 3
3. Opra=u3aliOHHO-TIPABOBBIE TOKYMEHTHI 6 1 1 4
4, PacnopsinurenpHble JOKYMEHTHI 6 1 1 4
5. JIOKyMEHTUPOBaHUE ACSATEIbHOCTH KOJUIETHAIbHBIX OPTaHOB 6 1 1 4
6. WHpopMannoHHO-CIPaBOYHBIE TOKYMEHTHI 6 1 1 4
7. ConpoBoANUTENbHBIE JOKYMEHTHI 6 1 1 4
Odopmienue, 06paboTKa U XpaHEHHE TOKYMEHTAIIUH TI0
BHEITHEAKOHOMHYECKOH e TeTbHOCTH B COOTBETCTBHUH C
8. N 58 1 1 3,8
TpeboBaHMSIMH 3aKOHOaTeNbCTBa Poceuniickoit @enepannu n
MEKAYHAPOIHBIX akTOB. COBpEeMEHHOE J€JI0BOE IIMCHMO
9. JIOKYMEHTBI KaJJpOBOH M OyXTanTepcKoi ciayxObl 5 1 1 3
10. |Opraxuzaims paboThI ¢ JOKYMEHTaAMH 5 1 1 3
11. |ABromaruzamus TOKYMEHTOO0OpOTa 5 1 1 3
12 JlokyMeHTO00O0pOT B OPTaHHU3AIMH ¥ YIIPABICHUH OU3HEC- 5 1 1 3
npoleccamMmu
13. |Cnyx0a TOKYMEHTAIMOHHOTO 00SCIICUCHHUS YIIPABICHHUS 4 0,5 0,5 3
HUTOI'O no pasoenam oucyuniurvl 67,8 | 12 12 43,8
Konrpois camocrositensHoi pabotsl (KCP) 4
IIpomesxyrounas arrectauus (MKP) 0,2
[ToaroTroBka K TEKyIEMy KOHTPOJIIO
OO1mas Tpy10eMKOCTb 10 AUCIUIUINHE 72
[Ipumeuanune: JI — nexkumm, [13 — mnpakTuueckue 3aHATUsS / cemuHapsl, JIP —

naboparopusle 3aHsaTHs, CPC — camocTosaTenbHas paboTta CTyJeHTa



2.3 Conep:xaHue pa3iesioB (TeM) THCHUIIAHBI
2.3.1 3aHATHA JeKIMOHHOTO THIIA

dopMa TeKyLero

Ne HawmmenoBanwme pasnena (TEMBI) Copeprxanue paszena (TeMbI) KOHTPOI

1. TIpeMeT, CONCpIKAHHS H [ToHATHS «TOKYMEHT», «TOKYMEHTO000POT» H Kpatkuii onpoc B
sajiaum Kypea «IOKyMeHToBeaeHue». PazButre nokymeHTa. CriocoOs! HavaJie JeKINU

., |TOKYMEHTHPOBaHUS U MaTepHaIbHbIE HOCUTEIH
JIOKYMEHTOBEJICHHE U JI€TI0BOH .
IOKYMEHT0060pOT nndopmanuu. CBolcTBa U QYHKINH JOKYMEHTOB.
Kraccudukarms.

2. Yundpukaumss W craHapTu3anMs  ynpasieHdeckux| Kpartkwuii ormpoc B
nokymeHToB.  IlpaBuna  odopmiieHHMs — TOKYMEHTOB.| Hayale JEeKLIUH
TpeboBanus K odopMIIEHHIO OpraHU3aIMOHHO-

JIoKyMeHTBI U ITpaBuila UX

T — pacnopsauTeNbHBIX  AOKyMEHTOB (CocTaB  pEKBHU3UTOB
JIOKyMEHTOB. TpeOoBaHUS K OGOPMIICHHIO PEKBU3UTOB.
UcnpaBnennss B JOKYMEHTax. bJaHKM JOKYMEHTOB
HpEANPUATHS

3. OyHKIMH W OCOOCHHOCTH OpraHM3aIllMOHHO-TIpaBOBHIX| Kparkuii orpoc B

JOKyMEHTOB. YcTaB opraHmszanud. [lonokeHwe o Havaie JEKIUH
OpraHu3anMoOHHO-TIPABOBBIC  |CTPYKTYPHOM THoppasjeneHuu opranusanuu  llltatHoe
JIOKYMEHTBI pacnucaHue. IIpaBuna BHYTPEHHETO TPYAOBOTO

pacniopsiaka. MHCTpyKuMM 1O  OTHAENBbHBIM  BHUJAM

JIeSITeNIbHOCTH. JIOJDKHOCTHBIE HHCTPYKIIUU

4, PaCTIOpAHTEbHBIC Bunpt pacnopsimurensHbix  1okymeHToB. OcoGennoctu| Kpartkwuii orpoc B
JIOKYMEHTBI MNOATOTOBKM M O(QOPMIICHHS  paCIOPSIUTENbHBIX| Havaje JICKIHH

JIOKYMEHTOB.

5. OpraHu3aliliOHHO-TEXHUYECKUE MEPOIPUATUSL no| Kpatkuii orpoc B
JlokyMeHTHupOoBaHHe MOJATOTOBKE M MpoBeleHHI0 coBemanuid. CTpyKTypa| Hadaje JeKIHH
JeATEIIbHOCTH KOJUIETHATBHBIX |IOKIaAa M = OT4eTa: Ha  COBCIIAHWHM, 3acellaHuH,

OpTaHoOB KOoH(epeHIMH U T.A. TpeOOBaHUSA K COCTABICHHUIO H
0(opMIICHHIO TPOTOKOTIOB.

6. Bugpt nH(pOpPMaMOHHO-CIIPABOYHBIX JIokyMmeHToB. | KpaTkwuii onpoc B
HnudopmannonHo-cripaBounsie |OdopmireHne cripaBok. OGopMiIeHHe JOKJIAJAHBIX 3aIHCOK. | Havaje JICKIHH
JIOKYMEHTEI Odopmienne OOBICHUTENBHBIX 3anmucok. OdopmieHue

akToB. OcobenHocTn TenedoHorpamm, (HaKCUMHUIIBHOM
cBs3u. OcoOEHHOCTH MCTIOIb30BaHUS TeNeTaimna.

7. OcobeHHOCTH 0QOPMIIEHHS M UCTIOIb30BAHUS Kparkwuii orpoc B
COTIPOBOJIUTENBHBIX TOKYMEeHTOB. OdopmieHue, Hayasie JIEKIUU
00paboTKa 1 UCTIONIH30BAaHHUE COPOBOJUTENBHBIX

ConpoBoauTeIbHBIC

JTOKYMEHTBI JIOKYMEHTOB IIPOIIECCOB NMEPEBO3KH PAOOTHUKOB, JOCTABKH
IPy30B U YIPaBJICHNUE KOPIIOPATUBHBIM TPAHCIIOPTOM
opranuzanuy. [1oaroroBka JOKyMEeHTaluN JUIs
MIPOBEJICHUs MIPOLIEAYP BHIOOpA MTOCTABIIMKOB M 3aKYITKH.

8. |Odopmienue, 06paboTKa [IpaBmra  odopmienus, o0paboTku wu  XpaHeHwms| Kparkuii ompoc B
XpaHEHHE JTOKYMEHTAllUH [0 |TOKYMEHTAIMU 110 BHEIIHEOKOHOMHMYECKOW NIESTENbHOCTH| Havase JICKIHH
BHEITHEAKOHOMHYECKOI B COOTBETCTBHUM C TpeOOBaHMSMH 3aKOHOJATEIBCTBA
JIeITeNIbHOCTH B COOTBETCTBUM |Poccuiickoli Denepaniin M MEXAYHApPOIHBIX  aKTOB.
¢ TpeOOBaHMAMHU JlenoBoe mHcbMO B ycioBusX yHH¢puKauuu. [IpaBuia
3aKOHOIAaTETIHCTBA odopmIIeHHS J1eIOBOTO MUChMa. HekoTopble BHIA MHCEM.

Poccuiickoit ®enepanuu u MextyHapoiHbIe TUChMA.
MEXKIYHAPOIHBIX aKTOB.
CoBpeMeHHOE JeT0BOE MUCHMO
9. Buner nokymMeHTOB 1Mo JMYHOMY cocTaBy. TpeboBanus k| Kpartkwmii ompoc B
odopMIIeHHIO TPYIOBOTO AoroBopa. OdopmieHue npuema| Havaie JEKIUH
JIOKyMeHTBI Ka/IpoBOH U Ha pabory. 3asBieHue o npueme Ha padory. Odopmienue
OyXraiarepckoi ciryxOb NPUKa30B 10 JIMYHOMY COCTaBy. TpyJaoBas KHHIKKa.
Jlnunass xaprouka. JluyHoe geno. XapakTepUCTHKA.
Astob6uorpagus. Pesrome.

10. O6paboTka mocTymaromux JokymeHToB. OOpabotka| Kparkuii orpoc B

Opranuzanus padoTsl ¢ OTHpaBJISIEMBIX  JOKYMeHTOB. Ilopsnok  paboTbl  c| Havase JISKIHH

JAOKYMEHTaMH

BHYTPCHHUMH JIOKYMEHTaMH. Perumcrpamuss u KOHTPOJIb
WCTIONIHEHHS TOKyMeHTOB. @opMupoBaHue U 0hOpMIICHHE




jen. IloaroroBka NOKYMEHTOB K Iepefaue Ha apXUBHOE
XpaHEeHHE.

11. DJIeKTPOHHBIA JOKYMEHT. ABTOMaru3anusi coctasieHus|Kparkuii onpoc B
ABTOMaTu3anus JIOKYMEHTOB. ABTOMaTu3anys JIeTIONPON3BO/ICTBA. |HAYAJIE JICKIIHH
JIOKyMEHT0000poTa Benenue 6a3bl JIaHHBIX JOKyMEHTAIN o

BHELTHETOPTOBOMY KOHTPAKTY.

12. |doxymMeHTO00OpOT B JlokymeHTupoBanue  OusHec-mpoueccoB  Ympasienue|KpaTkuii onpoc B
OpraHM3alliy ¥ yIIpaBJIeHUH |On3Hec-TpoleccaMu 4epes OpraHM3aIHIo | Havyale JICKIHH
OM3HEC-TIPOIIECCAMHU JIOKYMEHT0000pOTa

13. 3amaun W QyHKIUH cayxkOBl  JOKyMeHTarmoHHoro |KpaTkuii ompoc B
Cty6a JI0KyMCHTALHOHHOTO obecreueHns YIpaBJICHHUS. CrpykTypa CITy>KOBI |HadasIe JeKIHN
oBecnicucHns ynpasicHHs JOKyMEHTAI[MOHHOTO obecriedyeHus ympasieHus. IIpaBa u

OTBETCTBCHHOCTb CITyKOBI JIOKyMEHTAI[HOHHOTO
obecrieyeHsl YIpaBJICHHUSI.
2.3.2 3aHATHSA CEMMHAPCKOrO0 TUNA (MPAKTHYECKHE 3aAHATHS)
Ne HaumeHnoBaHue pa3ziena (TeMbI) TemaTuka 3aHATHIA/PabOT Popwma Tekymero
KOHTPOJIS

1. |IIpenmer, comepkaHue U [Monstus «uHbOpMALMSI» U  «IOKyMEeHT». PasBurue Pedepar-
3a/1a4y Kypca JIOKYMEHTA. Crioco0sl JIOKYMEHTHUPOBAHHUS u [Ipe3CHTALN
JIOKyMEHTOBEJICHUE U JICJIOBOH |MaTepraibHble Hocutenu uH(opmanuu. CBoiicTBa H
JIOKYMEHTO000POT dbyaknmu gokymenToB. Kiaccudukanusi.

2. Coznanue JIOTOTHIIA, 3JIEMEHTHI PEKBU3UTOB Pedepar-

npeanpustus ~ CoszgaHme  coOCTBEHHOro — o0Opasma| mpe3eHTamusl, Keic
JloKyMeHTBI U ITpaBmiIa UX PEKBH3HTOB JOKYMEHTA. PexBusuTHI JICTIOBBIX
odopmrenns nokymeHTOB.  OdopmiileHHe  pEeKBH3HTOB  JAEIOBBIX
IOKYyMEeHTOB (Trpu¢ yTBep)KIOCHHSA, ajapecar, Tpud
COTJIACOBAHUS U T.JL.).
3. Pabora c ¢aitmamu, CcoO3IaHHBIMH Ha TPEIBIIYIICM Pedepar-
3asaTun. OdopmieHne OlaHKa TOKYMEHTA, HCIIONB3Ys| MPE3CHTALMS, Keic
COXpaHEHHBIE JIOTOTHII, AJIEMEHTHl PEKBH3HUTOB. YCTaB,
OpraHu3alMOHHO-TIPABOBBIE  |YUPEIMTENbHBIH JIOrOBOpP, MOJIOKEHHE 00 OpraHu3aluy,
JIOKYMEHTBI MOJIOKEHHE O CTPYKTYPHOM IOJIpa3/ieIeHUH, MOJI0KEHHE
0 KOJUIETHAJIbHOM (coBemiarenbHOM oprase)
OpraHM3aiii, perjamMeHT, [ITaTHOE  paclucaHue,
WHCTPYKIMS, TOJDKHOCTHAs MHCTPYKIHSI.

4. [Mpukassl. Co3nanue madI0HOB MPUKA30B 110 OCHOBHOM Pedepar-
PacnopsianTenbHbie JIESTETHFHOCTH U 110 IMYHOMY COCTaBY (IPOIOIBHBII TIpe3eHTaIys, KeHe
JIOKYMEHTEI 6nank obmero Buna). [locraHOBICHNS; peIICHNS;

MIPUKa3bl; PacTIOPSDKEHNUS; YKa3aHHUS.

5. |dokymeHTHpOBaHME ITporokou, ero Buzpl. Co3naHue mabI0HOB MIPOTOKOIA. Pedepar-
JIeATeIIbHOCTH KOJIJIETHaIbHBIX TIpe3eHTaus, KeHe
OpTaHoB

6. Axt. [okmamHas 3ammcka. CmyxeOHas — 3aIucKa. Pedepar-

OObsicuutensHast  3anucka.  Co3maHue — ma0iioHa| Mpe3eHTanusl, Keic
WudopmannoHHO-cTIpaBOYHbIE
JIOKYMEHTHI JIOKJIAJHBIX, OOBSICHUTENBHBIX 3alHCOK M CIIy>KeOHBIX
3anmcok. OdopmileHne crpaBKH, CO3JaHUE I[adJIoHA
JloBepeHHOCTH U paciuck. Pakcel. TenedoHOrpamMMEI.
7. Odopmiienne ToBapHO-TPAHCIIOPTHOW HAKIIATHOM, Pedepar-
MYTEBOTO JIMCTA, IOTOBOPA Ha OKa3aHHE TPAHCHOPTHBIX | MPE3eHTALusl, Keic
ConpoBoauTeIbHbIE
ycayr, myTeBoro nucra u T.4. [loqroroka
JOKYMCHTERI JIOKyMEHTAIMHX JUIS IPOBECHHS POLIeyp BbIOOpa
MOCTABIINKOB U 3aKYIKH.

8. |Odopmaenue, 0bpaboTka u [MpaBwna odopmiieHusi, 00pabOTKM W XpaHEHUS Pedepar-
XpaHeHHe JIOKYMEHTALIUH [0 |IOKYMEHTALUH o BHELIHEAKOHOMHYECKOI1| Npe3eHTanus, Keic
BHELITHEAKOHOMHYECKOi JIeITEIbHOCTH B COOTBETCTBUM C  TPEOOBaHUSIMU
JeATEIbHOCTH B COOTBETCTBUHM |3aKOHOJATEIHLCTBA Poccuiickoi denepanu u

¢ TpeOOBaHUAMH
3aKOHOJIaTENILCTBA
Poccuiickoit ®enepanuu u
MEKIYHAPOIHBIX aKTOB.

MEXIyHapoaHBIX akToB. CocTaBieHHE U O(GOpMIICHHE
JIEJIOBOTO MHChMa, (haKc ITUPEKTOpPY, COCTABUTH JEJIOBOE
MHCHMO 3apyOeKHBIM ITAPTHEPAM.




COBpeMCHHOC JCJI0BOC
IMMCbMO

JlOKyMeHTHI KaipoBOH
CITY>KOBI

Pedepar-
Ipe3eHTanus, keiic

TpynoBsie TOTOBOPEI ¢ COTpYAHUKaMU. JIndHbIe
KapTO4YKH PaOOTHUKOB. TpynOBbIE KHIKKH.
YBenomiieHne pabOTHUKOB O BEIOOpE (POPMBI TPYIOBOH
kHKKY. llITatHOe pacncanue. Jlo/KHOCTHBIE
nHCTpyKuuy. [IpaBuia BHYTpEHHETO TPYI0BOTO
pacnopsiaka. ' paduk oTmyckoB. 3asBiIcHHE.
Xapakrepuctuka. ABroonorpadus. Pesrome.
Odopmirenue 3asBiaeHns. Coznanue aBToOnorpaduu u
xapakrepucTuku. OpopmIIeHHE pe3roMe.

10.

Opraanzanus paboTHI C
JOKYMEHTaMH

Opraam3anusi JAOKYMEHTOOOOpOTa Ha TIPEANPUATHH.
Perucrpanmst BXOIAIIMX JOKYMEHTOB. Permcrpanus
UCXOJUIIHNX TOKYMEHTOB..

Pedepar-
TIpe3eHTalusl, Kelc

11.

ABTOMAaTH3AIHA
JIOKYMEHT0000pOTa

CocraBieHHE B JJIEKTPOHHOM BHAE CXEMBI pabOTHI C
mokymeHtamu. Co3maHne CaMOCTOSTEIBHO —oOpasiia
OmaHKa YyUYpeXXAEHHS, B KOTOPOM BHI 00y4aeTech.
Co3naHue DICKTPOHHOTO JKypHala B  TEKCTOBOM
peaakrope I PEerucTpanuyd BXOIAIUX U HCXOLALINX
JOKYMCHTOB. Be[[eHI/Ie 0asbl JaHHBIX NTOKYMCHTAalUU I10
BHCIIHCTOPIOBOMY KOHTPAKTY.

Pedepar-
Tpe3eHTalusl, Kelc

12.

JlokyMeHT0000pOT B
OpraHu3alnuu U yrnpaBJICHUU
Ou3HEC-TIPOIIECCaMU.

Pedepar-
[IPE3CHTALNs, KEHC

CpOKI/I XpaHCHHA HMCIOJIHCHHBIX ICJIOBBIX HOKYMCHTOB.
ITonroroBka MIOKYMEHTOB K crmaue B apxuB. Co3nath
oOpazerr 00MOKKH Jesia, oOpasel] omucu jena, oOpasell
3aBEpUTEIbHON HaANCH.

13.

Cnyx0a TOKyMEHTallHOHHOTO
oOecrieueHHs yIIpaBICHS.

Pedepar-
MPE3EHTAIMS, TECT

3agaun W QYHKUUH CIYKObl JOKYMEHTaI[HOHHOTO
obecrieuennst  ynpaeieHus.  CTpykTypa  CIIy»KObI
JOKYMEHTAIJHOHHOr0 o0ecriedeHus yrnpasneHus. [IpaBa u
OTBETCTBEHHOCTh CITyKOBI JOKYMEHTAIL[HOHHOTO
o0eCIIeUeHHUS YIIPABICHUSL.

3amuTa J1abopaTopHOU

pab6ots! (JIP), Bemmonnenne kypcooro npoekta (KII), kypcoBoit

pabotel (KP), pacuetno-rpaduyeckoro 3amanus (PI'3), manmcanue pedeparta (P), scce (D),
kosutokBuyM (K), recruposanue (T) u T.1.

2.3.3 llpumepHasi TeMATHKA KYPCOBbIX padoT (MIP0eKTOB)
KypcoBast paboTa 1o gJaHHON AMCHUILUIMHE HE IPEIYCMOTpPEHA.

2.4 IlepedyeHb y4eOHO-METOAUYECKOr0 o0ecneYeHHsl I CAMOCTOSTEeJIbLHOI PadoThI
o0y4yaommxcs M0 AMCHUILIAHE (MOLYJII0)

[lepeuenp y4eOHO-METOINUECKOTO 0OECTIEUEHHS AUCIIUIUINHBI 110
Ne Buxg CPC BEITIOJTHEHUIO CAMOCTOSTEIEHON PabOTHI (8b10pams 6 coomeemcmeui ¢
suoom CPC)
1 3aHATHSA JEKIMOHHOTO U |MeToAnYecKre yKazaHWs JUId IIOJrOTOBKM K 3aHSATHAM JICKIMOHHOTO U
CEMHHApCKOTo THMa CEMHHAPCKOT0 THIa. YTBEpXKAEHHI Ha 3aceqaHnu CoBeTa SKOHOMHYECKOTO
¢daxyiaprera DI'BOY BO «Ky6I'V». ITporokon Ne 1 ot 30 aBrycra 2018 roaa..
Pexum nocryna: https://www.kubsu.ru/ru/econ/metodicheskie-ukazaniya
2 |IoarortoBka 3cce, pedeparoB. MeToanvECKUe yKa3aHus Ul MOATOTOBKHU 3cce, pedepaToB, KypCOBBIX padorT.
VYr1Bepxknensl Ha 3acegannu CoBera dkoHOMHUYecKOoTo (akympreTa OI'BOY
BO «Ky6I'Y». Ilpotokon Ne 1 ot 30 aBrycra 2018 roma.. Pexxum mocryma:
https://www.kubsu.ru/ru/econ/metodicheskie-ukazaniya
3 Brinonnenue Meronuueckue yKa3aHUs 110 BBINOJHEHHWIO CaMOCTOSITENILHON paboThl
CaMOCTOSTENILHOM padoThl |0Oyuatomuxcs. YTBepkIeHbl Ha 3acegaHnn CoBeTa SKOHOMHYECKOTO
oOydJaromuxcs ¢axynprera PI'BOY BO «Ky6I'V». ITporokon Ne 1 ot 30 aBrycra 2018 rona..
Pexxum moctyna: https://www.kubsu.ru/ru/econ/metodicheskie-ukazaniya
4 WnrepakTuBHble MeTOABI  (MeToaudyeckne yKa3aHHsi 1O HWHTEPaKTHBHBIM ~ METOAaM  OOYdYeHHS.
o0ydeHust Vr1Bepxknensl Ha 3acenannn CoBera skoHoMHYeckoro ¢akyiprera GI'BOY
BO «Ky6I'V». Ilporokon Ne 1 ot 30 aBrycra 2018 ronma. Pexxum nmocryna:
https://www.kubsu.ru/ru/econ/metodicheskie-ukazaniya



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

Y4eOHO-METOANYECKHUE MaTepuajbl I CaMOCTOATEILHONW pabOThl OOYyYalOIIUXCs W3
qKcila MHBAINWJIOB U JIUI] C OTPaHUYEHHBIMU BO3MOXKHOCTAMH 310poBbs (OB3) npenocrasisitoTcs
B (hopMax, aJanTUPOBAHHBIX K OTPAHUYEHUSIM HX 3JOPOBBS U BOCIIPUATHS HHPOPMAIUH:

JUist 1 ¢ HApyIICHUSIMH 3PEHHS:

— B MleyaTHOM popme yBeIMUEeHHBIM HIpUPTOM,

— B (popMe 2IIEKTPOHHOTO TOKYMEHTA,

— B (hopme aynuodaiina,

— B re4atHoi (opme Ha s3bike bpaits.

Jjig U1l ¢ HapYIICHUSMHU CiIyXa:

— B mieyaTHoi opme,

— B hopMe IEKTPOHHOTO TOKYMEHTA.

JUist 1 ¢ HapyIIEHUSIMH OTIOPHO-/IBUTATEIBHOTO arapaTra:

— B IIeYaTHOM ¢opme,

— B (popMe 2IIEKTPOHHOTO TOKYMEHTA,

— B ¢popme ayaunodaiina.

JlaHHBIN TIepeYeHb MOXET OBITh KOHKPETH3MPOBAH B 3aBHCHMOCTH OT KOHTHHTEHTA
oOyJaromuxcs.

3. OOpasoBaTeJbHbIC TEXHOJIOTMH, NPHMEHsSIEMbI¢ NPH OCBOCHHH JHCHHUIIIHHBI
(Mmonmy.Jist)

B Xozme wu3ydyeHHMs [UCLUMIUIMHBI TPEAYCMOTPEHO HCIIOJIB30BAHHUE  CIIEIYIOIIMX
00pa30BaTeNbHbIX TEXHOJOTUH: JIEKIUHU, NPAKTHUUECKHUE 3aHATHs, CaMOCTOsITeNbHas padboTa
CTYJEHTOB.

KoMneTeHTHOCTHBIN ITOAX0A B paMKax IpEenoJaBaHUs JHUCLUIUIMHBI PEAn3yercs B
UCIOJIb30BAaHUY UHTEPAKTUBHBIX TEXHOJIOTUI B COUETAHNUU C BHEAYJUTOPHOM paboToil.

WudopmanvoHHbIE  TEXHOJOTHH, TPHUMEHSEMbIE TPH HU3YYCHHH JAUCIUILIAHBL:
UCMOJb30BaHUE  MHMOPMAIMOHHBIX  PECypcoB,  JOCTYNHBIX B HMH(OPMALMOHHO-
TEJIEKOMMYHUKAIIMOHHOM ceTu VIHTepHeT.

AnantuBHble 00pa30BaTeNbHbIE TEXHOJIOTMH, IPUMEHIEMbIE TPH U3YYEHUU AUCHUTUTUHBI
— I JIAI C OIPAHMYEHHBIMHM BO3MOXHOCTSIMHM 3JI0POBbSl NPEIyCMOTPEHA OpraHU3aLMs
KOHCYJIBTALIMH C UCIIOJIBb30BAHUEM DJIEKTPOHHOM TOYTHI.

4. OuneHo4yHble CpeACTBa JUIA  TeKyLIero KOHTPOJS  yCIeBAeMOCTH U
NPOMEKYTOYHOH aTTecTAUHN

OrneHouHBIE CcpelcTBa MNpeJHAa3HAYeHbl Ul KOHTPOJIE M OLEHKHM 00pa30BaTeNbHBIX
JOCTHKEHUIN oOyuarommxcs, OCBOMBIIUX nporpammy yueOHOI JUCIMITUHBI
«JlokyMeHTOBeIeHUE U JIETOBOM IOKyMEHTOO000pOT».

OneHoyHbIEe CPECTBA BKIKOYAIOT KOHTPOJIbHBIE MaTepUalbl /IS MPOBEACHUS TeKylIIero
KOHTPOJIl B (popMe TECTOBBIX 3aJaHUM, pedepaToB-IIpe3eHTALH, KEHCOB U NMPOMEeKYTOUYHOM
arrecTanMu B opmMe BOIIPOCOB K 3a4ETy.

CTpyKTypa OlIEHOYHBIX CPEJCTB IJIs TEKYIIei M MPOMEKYTOYHOH aTTeCcTalluu

Kox u HanMeHOBaHue HanMeHoBaH#e OIIECHOYHOTO CPEJICTBA
Ne Pesynprarel 06ydeHus
HHAXKATOpa . IIpomexyTouHas
n/m (B cootBercTBHH C 1. 1.4) Texymmii KOHTPOJIB

(B cooTBeTcTBUH C 1. 1.4) aTTecTanus
3HaeT: 3aKOHOJATEILCTBO Omnpoc, pedepart- Bompoc na

WIIK-1.1 PazpabarsiBaer L poc, pedep P
Poccuiickoit denepanuu B MPE3EHTAIUs, TECT 3a4eTe

1 UCTIONB3YET

1 . o0JyacT MaTepHabHO- 29-48

HHCTPYMEHTAPHIA
TEXHUYECKOr0 00eCIICUeHUS,

JOKYMCHTOBEIICHUS U
JICJIOTIPOU3BOICTBA.

Jles1oBOrO 3Haet: CTpYyKT HPUHIMITHI Omnpoc, pedepar Bonpoc Ha

JOKYMEHTO0000pOTa IS Py yP,y’ PUHIL ’ poc, p P . P
HHCTPYMCHTAPHA Mpe3eHTalns, Keic, TecT | 3ayere

2 | pelieHHs MOCTaBICHHBIX

saxau JIOKyMEHTOBEACHHUSI U JIETIOBOTO 1-28

JIOKYMEHT0000pOTa




OpraHM3aIiH, a TAKKE
pa3paboTku 1 oopMIICHUS
JIOKyMEHTaIN

Ywmeer: PazpabaTeiBaTe 1
BHEJIPSTH JIOKAJIbHBIE
HOPMaTHBHBIC aKThl U
periiaMeHTHPYIOIHUE
JIOKYMEHTBI OOIIIETO XapakTepa
1 110 QYHKIIMOHAIBHOMY
HaIpaBJIeHUIO JIESTeIbHOCTH

Omnpoc, pedepat-
npe3eHTalus, Kelc, Tect

Bomnpoc Ha
3a4yere
1-28

Ywmeet: PazpabatsiBath u
UCTIONB30BaTh
WHCTPYMEHTApUH
JIOKYMEHTOBEIEHUS U JAEIOBOTO
JIOKYMEHT0000poTa
OpraHU3aliH, B TOM YHUCIIE 10
BHEUIHE3KOHOMUYECKON
JICSITETIbHOCTH

Omnpoc, pedepat-
MIpe3EHTALMs], KEHUC, TECT

Bompoc Ha
3ayere
29-48

TpynoBoe aelicTue:
OdopmiiseT TOKYMEHTAIIUIO, B
TOM YHCJIE TI0
BHEIITHEIKOHOMUYECKOM
JIeSITCILHOCTH B COOTBETCTBUM
¢ TpeOOBaHUAMHU
3aKOHOJaTeNIbeTBa Poccuiickoi
®Deneparuy 1 MEKIYHAPOTHBIX
aKTOB

Omnpoc, pedepat-
Mpe3eHTalus, Kelc, TecT

Bomnpoc Ha
3a4eTe
1-28

TpynoBoe aelicTBHE:
Hcnonp3yeT KoMObIOTEpHEBIE
MIPOTPaMMEI JUTS BEACHUS
ydeTa, CHCTEMAaTH3alUU 1
aHau3a JaHHBIX, COCTABICHHUS
0a3 JTaHHBIX, BEICHHS
JIOKyMEHTO000pOoTa,
CIPaBOYHO-TIPABOBbIC
CHUCTEMBI, PECyPCHI
HHPOPMALMOHHO-
TEIEKOMMYHUKAIIHOHHOH CeTH
«IHTEpHET», OPTTEXHHUKY

Omnpoc, pedepat-
Npe3eHTals, Keic

Bomnpoc Ha
3ayere
29-48

10

NIIK-2.2 Pa3pabaTeiBaeT
1 MCTIONB3YeT
HHCTPpYMEHTapui
JOKYMEHTOBEJICHUS U
JIeI0BOTO
JOKyMEHTO000pOTa ISt
pelleH s TOCTaBIEHHBIX
3a1a4

3HaeT: 3aKOHOAATENHCTBO
Poccuiickoit denepannu B
00acTi MaTeprabHO-
TEXHUYECKOTO 00ECIIeUueH s,
JISTIOMPOU3BOICTBA.

Omnpoc, pedepat-
Npe3eHTALHs, TECT

Bompoc Ha
3ayere
29-48

3naeT: CTpyKTypy, IPHUHIIHIIBI,
MHCTPpYMEHTapui
JIOKYMEHTOBEJICHUSI U JIETIOBOTO
JIOKyMEHTO000pOTa
OpraHM3aliy, a TAKIKe
pa3padoTku 1 ohopMIIEHUS
JIOKyMEHTaINH

Ompoc, pedepat-
[IpPEe3eHTAlMs], KEUC. TECT

Bomnpoc Ha
3a4eTe
1-28

VYwmeer: PazpabatsiBats 1
BHEJIPSATH JIOKAJIbHBIE
HOPMaTHBHBIE aKThI U
perilaMeHTHPYIOIIHE
JIOKyMEHTBI 00IIIEero XapakTepa
U 10 QYHKIIMOHAITEHOMY
HAIpPAaBJICHHUIO JESTeIbHOCTH

Omnpoc, pedepat-
Npe3eHTalus, Kelc, TecT

Bonpoc Ha
3ayere
1-28

Ywmeert: PazpabareiBath 1
HCII0JIb30BaTh
UHCTPYMEHTApUI
JIOKYMEHTOBEACHMUSI U JIEJIOBOTO

Ompoc, pedepar-
nmpe3CHTaunA, TECT

Bomnpoc Ha
3a4eTe
29-48




11

12

JOKYMEHTO000pOTa
OpraHM3aliy, B TOM YHUCIIE 10
BHEITHEAKOHOMHUUYECKOH
JIESATEILHOCTH

TpynoBoe aelicTBue:
OdopmiisieT TOKYMEHTAITUIO, B
TOM YHCJIE TI0
BHCIITHEOKOHOMUYECKOM
NIEITEILHOCTH B COOTBETCTBUH
¢ TpeOOBaHUAMHU
3aKkoHoaTenbcTBa Poccuiickoii
Denepariil 1 MEXKIYHAPOTHBIX
aKTOB

Omnpoc, pedepat-
npe3eHTalus, Keic, TecT

Bompoc Ha
3a4yere
1-28

TpynoBoe aeiicTBue:
Hcnonb3yeT KOMObIOTEPHEBIC
MPOTPaMMEI JUTS BEACHUS
ydeTa, CHCTEMAaTH3alUud |
aHau3a NaHHBIX, COCTABICHHUS
0a3 TaHHBIX, BEICHHS
JIOKyMEHTO000pOTa,
CIPaBOYHO-TIPABOBBIC
CHCTEMBI, PECYPCHI
HHPOPMAINOHHO-
TENIEKOMMYHHUKAIUOHHOM CeTH
«VIHTEpHET», OPTTEXHUKY

Omnpoc, pedepat-
npe3eHTalus, Kelc, Tect

Bomnpoc Ha
3a4yere
29-48

13

14

15

16

17

18

HIIK-5.1 Pa3pabateiBaet
1 HCTIONIB3YeT
HHCTPpYMEHTapui
JOKYMEHTOBEJICHHS U
JIEJI0BOTO
JOKYMEHTO0000pOTa IS
peLIeHHs TOCTABJIEHHBIX
3a1a4

3HaeT: 3aKOHOAATEHCTBO
Poccuiickoit @enepanuu B
001acTH MaTepuabHO-
TEXHUYECKOr0 00eCreyeHusl,
JIETIOMPOU3BOICTBA.

Omnpoc, pedepat-
Mpe3eHTalus, Kelc, TecT

Bomnpoc Ha
3ayere
29-48

3naeT: CTpyKTypy, IPUHIIUIIBI,
MHCTPpYMEHTapui
JIOKYMEHTOBEJICHUSI U JIETIOBOTO
JIOKyMEHTO000poTa
OpTaHM3aINH, & TAKXKE
pa3paboTKu 1 0POPMIICHHS
JIOKyMEHTaINH

Omnpoc, pedepat-
Mpe3eHTalus, Kelc, TecT

Bomnpoc Ha
3a4eTe
1-28

Ywmeer: PazpabaTeiBaTh 1
BHEJIPSATH JOKAJIbHBIE
HOPMAaTHBHBIC aKTHI U
perIaMeHTHPYIOIIHe
JIOKYMEHTBI OOIIIETO XapakTepa
U 10 QYHKIIMOHAIEHOMY
HaIpaBJICHHUIO JICSTSILHOCTH

Omnpoc, pedepat-
npe3eHTalus, Keiic, TecT

Bomnpoc Ha
3ayere
1-28

Ywmeert: PazpabatbiBaTh 1
HCTIONB30BaTh
UHCTPpYMEHTapui
JIOKYMEHTOBEIEHUS U JETI0BOTO
JIOKyMEHTO000poTa
OpraHu3alyy, B TOM YHUCIIE 110
BHEIIHEAKOHOMHUYECKOMN
JIeSITEIbHOCTH

Ompoc, pedepat-
IIpEe3EHTalMs], KEHe

Bomnpoc Ha
3a4eTe
29-48

TpynoBoe aeiicTBue:
OdopmitseT TOKyMEHTAIIHIO, B
TOM YHCJIE 110
BHEILIHEAKOHOMHUYECKOU
JIEATEIBHOCTH B COOTBETCTBHH
¢ TpeOOBaHUSAMH
3aKkoHoj1aTenbcTBa Poccuiickoit
depepanu 1 MEXAYHAPOIHBIX
aKTOB

Omnpoc, pedepat-
Mpe3eHTaIus, Kelc, TecT

Bonpoc Ha
3ayeTe
1-28

TpynoBoe aeiictBue:

Omnpoc, pedepat-

Bonpoc Ha




Hcnonb3yeT KOMIObIOTEPHEBIC Mpe3eHTAlHs, Keiic, TecT | 3ayere
MIPOrpaMMBbI JIsl BEACHUS 29-48
ydeTa, CHCTEMAaTH3alud 1
aHajau3a JaHHEBIX, COCTABICHHS
0a3 JaHHEIX, BEICHHMS
JIOKYMEHTO000pOTa,
CIPaBOYHO-TIPABOBBIE
CHCTEMBI, PECYPCHI
HHPOPMALMOHHO-
TENICKOMMYHHUKAIIHOHHOM CETH
«VIHTEpHETY, OPTTEXHHUKY

TunoBbie KOHTPOJIbHBbIE 32IaHUSI MJIM HHbIE MATEPHAJIbl, HEOOX0AMMBIE /151 OLEHKH
3HAHMi, yMEHUI1, HABBIKOB U (MJIH) ONBITA AeATeJbHOCTH, XapPAKTEPU3YIOIIHUX ITANbI
¢GopMupoBaHusi KOMIIETEeHUM B Ipollecce 0CBOEHHUsI 00Pa30BaTeJIbHON MPOrPaMMBbl
Ilpumepnulit nepeuens 60npocos u 3a0aHuil
Peghepam
Temamuxka pegpepamos
1. CymHocte u TpeOOBaHHS COBPEMEHHOTO Jelonpou3BojcTBa. Ponbs uHbopMmanuu B
YIPaBICHYECKON JIEeATEIHHOCTH opraHu3anuu. JlokyMeHT u ero GyHKIuu. YHUDUIHPOBAHHAS
cucTeMa JOKyMEHTalUU.
2. Bujpl TOKyMEHTOB U HX KIacCHpUKAIMs. YHA(DUKALUSA U CTAaHIAPTU3AIHSL.
3. CoBpeMeHHOE rocyJapCcTBEHHOE peryaupoBanue aenonpousBoacrsa ECOY.
4. 3amaun 1 QyHKIUH CITY>KOBI JETONPOU3BOCTBA.
5. TpeboBanusi k cocrasnenuto u opopmienuto OPJI. Tlonarue u cocraB pexkBusutoB OPJ]
['OCT P.6.- 30.2003
6. OcoO0EHHOCTH TOJATOTOBKM M O(OpPMIIEHUS OpraHU3allMOHHBIX JOKYMEHTOB (YCTas,
YUpPEAUTEIbHBIA JIOTOBOP, JAOJDKHOCTHAsE HMHCTPYKLMS, IOJOXKEHUE, IITATHOE pacluCaHUe,
CTPYKTYypa U IITaTHAs YUCICHHOCTH).
7. OCOOEHHOCTH MOATOTOBKM W O(OPMIIEHUS PaCHOPSAUTENBHBIX JIOKYMEHTOB (IPHKa3 IO
OCHOBHOM JI€ATENBHOCTH, YKa3aHHUE, IOCTAHOBJIEHHUE, PACIIOPSIKEHUE U PELICHHUE).
8. CocraBnenue u odopmieHue UHPOPMALMOHHO-CIIPABOYHBIX JIOKYMEHTOB (aKT, MPOTOKOI,
JOKJIaiHas, OOBSICHUTETIbHAS U CITy)KEOHAs 3aIICKH).
9. Bunpl muceM, 0coOOEHHOCTH X 0(OPMIICHHSL.
10. KagpoBas ciyx0a. Pernamenranus ee 1eaTeabHOCTH.
11. JIokyMeHTBI [0 YCTAHOBJIEHHIO TPYAOBBIX NpaBoOoTHOWIEeHUH. OdopMieHre NpUKa30B IO
JUYHOMY COCTaBY, TPYJIOBBIX KOHTPAKTOB, TPYIOBBIX KHUKEK, TUUYHBIX KAPTOUYEK.
12. Ocobennoctu cocTaBiaeHuUs: 1 0GOPMIICHUS TUYHOTO JIeTa.
13. OnextponHbli ouc. CoBpeMeHHble HH(OPMAIMOHHBIE TEXHOJOTHH, HCIOJb3yeMble B
JIOKYMEHTAIlMOHHOM OOECIIeUeHUH YIIPABJICHUS.
14. CraHOBIIEHUE U Pa3BUTHE MOHATHUSI «IJIEKTPOHHBINA JOKYMEHT.
15. TIpoGnema mpuanus FOPUANIECKON CHUITBI JIEKTPOHHBIM IOKYMEHTaM.
16. DneKTPOHHBII JOKYMEHTOOOOPOT U €r0 OTIMYME OT aBTOMATH3AIMH JIeJIONPOU3BO/ICTBA.
17. HopmaTuBHOE MPAaBOBOE U METOMUECKOE 00ECTICUCHHE dIIEKTPOHHOTO JJOKYMEHTO000pOTA.
18. MHOrOKpUTEepHAIBHBI TOIX0J K TpobieMy BbIOOpa M ONTHMHU3AIMU  AlIapaTHO-
MPOrPaMMHBIX KOMIUIEKCOB: CYIIIHOCTb, OCHOBHBIE 3Tallbl.
19. IlpoOaeMbl TPaJUIIMOHHBIX TEXHOJIOTUH TOKYMEHTAIMOHHOTO OOECIIeUeHHUs YIpaBJICHUS U
WX O0OBEKTUBHBIC TPUIUHBI.
20. TlpoGmeMbl M TMEPCIEKTUBBI PACIIUPEHUS MCIIOJIB30BAaHUS CHCTEM aBTOMAaTHU3alluU
JIEJIONPOU3BOJICTBA U JOKYMEHTOO00pOTA.
21. JXu3HEHHBIM IMKJI NPOrpaMMHOIO obOecredeHuss HH(OPMAIIMOHHONW CHUCTEMbI U €ro
cTpyKkTypa. OCHOBHbIE, BCTIOMOTaTeNIbHbIE U OpPraHU3al[MOHHBIE TPOLIECCHI.
22. Monenu S>KM3HEHHOTO IMKJIA TIPOTPAMMHOTO OOECHEYCeHHS: KacKajHas, IodTamHasl,
CriMpaybHasi.



23. OdyHKIHOHAIBHBIE BO3MOXKHOCTH Microsoft Office u ee mpuitoxeHui.

24. Peanu3anus THUIOBBIX 3a/1a4 JEIONPOU3BOJICTBA Ha pumMepe nakera MS Office.

25. OpraHu3allMOHHBIE M TEXHHYECKHE MPOOJIEMbl KOHTPOJIS 3a HCIOJHEHHEM JIOKYMEHTOB.
Bo3moxHOCTH peanu3aiuu KOHTPOJIsS UCTIOTHEHMSI TOKYMEHTOB B cpene MS Office.

26. Bo3MOXXHOCTH CO371aHUsI KOMIIO3UITMOHHBIX JOKYMEHTOB B cpene MS Office. Ilpuniumn
CBSI3BIBAHUS U BCTPAaWBaHUS 00BEKTOB. [IpUHIIMTT TMHAMUYECKOTO OOMEHA TaHHBIMHU.

27. HopmaTuBHBIE TIPaBOBBIC aKThl, PErVIAMCHTHPYIOIIUX TIPOLECCHl BHEAPCHUS U
UCIIONIb30BaHUsI MH()OPMAIMOHHBIX TEXHOJOTUH B  JOKYMEHTAIIMOHHOM OOECIeYeHUU
YIIpaBJICHHUS.

28. HopmaTuBHO-METOIMYECKHE JOKYMEHTBHI, PETrJaMEHTHUPYIOIIMX MPOLECChl BHEAPECHHUS U
WCIIONIB30BaHUS  MH(OPMAIMOHHBIX  TEXHOJOTHH B  JIOKYMEHTAIIMOHHOM  OOEeCIeueHUHr
yIpaBJICHUS.

29. Bo3MoxHBIE chepbl HCIIONB30BaHUS COBPEMEHHBIX HH(OPMAIIMOHHBIX TEXHOJIOTMH B B
JOKYMEHTAI[MOHHOM OOECTICUCHUU YITPABJICHUS.

30. Llenu u 3a1a4u BHEAPEHUS SIIEKTPOHHOTO IOKYMEHTOO00pOTa B OpraHU3alUsX.

Keticw

1. CocraButh akt peBu3uM Kaccel npeanpustus TOO "Cpnaprak" Ne 15 or 14.03.20 .
OcHoBanueMm sBisieTcss npukaz jaupekropa Nel65 or 13.03.20 .B cocraB komuccuu,
npoBoasien pesusuto Bxoadar: [Ipeacenarens - 3am. nupexropa C.H. Koznos Unensl komuccuu:
1. I'n. 6yxrantep H.M. Porosa 2. Cr. Oyxrantep 3.A. Opnosa 3. byxranrep O.W. YuaeBa
[TpucyrcTBoBanm: 3am. ri1. Oyxranrepa [.H. KoponeB kaccup B.M. MakcumoBa PeBusust Obuia
npoBeaeHa B nepuon ¢ 14.03.20 no 16.03.20 B pe3ynbrare OpOBEIEHHOW pPEBU3UU
ycraHoBieHO: 1. OcTaTok HaJIM4YHBIX JEHEer B Kacce 1o cocrosiHuio Ha 14.03.20  cormacHo
KAacCOBOM KHHUTM W JIaHHBIM OYXTaJTepcKoro ydera JAobKeH coctaBisath 5000 py6. 2.
DaKTUYECKUI OCTaTOK HAJIMYHBIX JieHer B Kacce coctaBisier 4800 py0. Hemocraua neHer B
kacce - 200 py6. 3. Henocraua HalM4HBIX JI€HET B Kacce oOpa3oBajach 1o BUHe Kaccupa B.U.
MakcuMOBOM AKT coOCTaBiIeH B 3-X 3k3eMIuispax: l-ii 9k3. - B gemo Ne 05-11 2-if ok3. -
JTUPEKTOpY Mpennpuatus 3-i ok3. - ri1. Oyxraiarepy B npusnoxeHun oObsiCHUTENbHas 3alucKa
kaccupa B.1. MakcumoBoii Ha 1 1. B 1 3K3. (caMmy 0OBSCHUTENbHYIO 3alIMCKy MHCATh HE HYXXHO,
HEOO0X0/MMO B TEKCTE aKkTa CJelaTh MOMETKY O HaluyuM npuiioxkeHuil.) Ocdopmuth rpud
yrBepxkaeHus: aupektop A.A. bepkyt, nara yrBepxkiaenus 18.03.20 . Odopmuth peKBU3UT
"OTMETKa 0 HalpaBJIeHUH JOKyMeHTa B Aeno" Mcnomnurens B.A. Anykun nara 25.03.20 .

2. CocraBbTe nucbMo — npurnamenue Ne 544 or 10.07.20  mo ci1. gaHHBIM: IHCTUTYT TOYHBIX
npuOopoB mocbutaeT nucbMo — npuriamenue aupekropy [HTHUU «Ipomereit» Koncrantuny
CepreeBuuy C HpUIJAIICHUEM IIOCETUTh MEXIYHAPOIHYI CIELUAIU3UPOBAHHYIO BBICTaBKY
«OKOHOMHS MaTe€pHAIbHBIX W TOIUIMBHO-DHEPI€TUYECKUX PECYpCOB B CTPOMUTENBCTBE U
IIPOMBIIIIIEHHOCTH». BeicTaBka coctoutcs B . MOCKBa B IaBUJILOHE BBICTABOYHOI'O LIEHTPA Ha
Kpacnoii [Ipecne 18 aBrycta 20 roaa ¢ 9.00 no 20.00. Aapec HHCTUTYyTa TOYHBIX IPUOOPOB T.
Mocksa yin. Ilnexanosa 36, Ten. 237-87-77. Jlupekrtop mHCTUTyTa TOouHBIX HpubopoB C. K.
Ceprees.

3. B cootBerctBum ¢ Pacmopsokermem Mmunnctpa ot 04.03.20  Ne 115 «O06 ycunenun
IPOTHBONOXApHOW O€30MacHOCTH M YCHJIEHHM OXpaHbl B MEPUOJ Mpa3AHUYHBIX JIHEI»
coctaBuTh npuka3 Ne 245 ot 06.03.20  wm3maHHbIA nupekTopoM HaydHO-IIpOM3BOJICTBEHHOIO
oObenuHeHus «Arpompubop» r. MockBel M.Jl. T'ankuneiM. B pacnopsautensHoi yacTu
BeiIeUTh 4 myHkTa: 1. OO0 opranuzamuu yoopku Tepputopuu oO0beawHeHus 2. O mpoBepke
COCTOSIHUS 3JIEKTporpoBoAKU 3. O MpenocTaBiIeHUM B CEKpETapuaT T'€HEPAIBbHOIO IUPEKTOpa
CIUCKa COTPYAHHMKOB, MpeObIBaHHME KOTOPBIX HEOOXOAWMO Ha TEPPUTOPUU OOBEIUHEHHS B
npasaHuuHbple 1HU 4. KOHTpoJIb 3a HMCHOJHEHMEM BO3JIAracTcsi Ha IJIABHOTO HWHXKEHEpa
oovenunenus I1.P. Kaposa. Kaxnplii myHKT paccmoTpers 1o cxeme «Komy?», «UTo HY)KHO



caenatb?», «Jlo xkakoro cpoka?». Hampumep, k n.1 3aBenyromemy ckiagom O.H. Hukutuny
opranuzoBath yOopky Ttepputopuu ao 07.03.20 . IIpoctaBuTh BH3y IJIaBHOTO HHXKEHEpA.
[TocTaBuTh oTMETKY 00 ucnionauTene. Ucnonautenem spisercst ConoBbeBa Tenedon 302-34-56.

Tecm
1. YUTO HE OTHOCUTCS K YUPEIUTEIbHBIM JOKYMEHTAM OPUANYECKOTr0 JInia?
— IIpoTokon coOpaHust yupeauTeei;
— VYcras;
— YupeauTenbHblid I0TOBOP.
2. IlonoxxeHue 0 CTPYKTYPHOM MOJIpa3IeIeHUN — 3TO:
— IPaBOBOI1 aKT, KOTOPBIM YCTaHABIMBAET CTATyC, PYHKIINU, TPaBa, 00A3aHHOCTHU U
OTBETCTBEHHOCTbH CTPYKTYPHBIX MOAPA3ACIICHUNA U UHBIX OPTaHOB;
— IPaBOBOI1 aKT, KOTOPBII ONpeeNsieT cTaTyCc OpraHu3alliy, ee 3aaun U GyHKINH, ITpaBa,
OTBETCTBEHHOCTD, TOPSJIOK JEATEIbHOCTH;
— JIOTOBOP, CTOPOHBI KOTOPOT'0 00S3yI0TCA CO37aTh FOPUIUIECKOE JIMIIO U YCTAHABJIUBAIOT
MOPSITOK COBMECTHOM JISATEIIBHOCTH I10 JAHHOMY (DaKTy.
3. Jlatoi 10/KHOCTHOM MHCTPYKIIMM SIBJISIETCS J1aTa:
— €€ yTBEePXKICHUS,
— €€ COCTAaBJICHHUS;
— O3HaKOMJIEHUS C HEW pabOTHHKA.
4. IIpaBoBOIi aKT, B KOTOPOM OTOOpaXKaeTcsi MOPSIIOK AESATEIbHOCTH PYKOBOACTBA OpraHU3allny,
a PaBHO KOJIJIETHAJIBHOTO UJTM COBEIIATEIIbHOTO OpraHa — 3To:
— pPErjJaMeHT;
— IITAaTHOE PACIUCAHUE;
— yCTaB.
5. I1o cdepe cBoero neiicTBUS pacnoOpsAUTENbHBIE JOKYMEHTHI ACTSATCS Ha!
— ¢enepanbHOrO ypOBHS, PErHOHAIBHOTO YPOBHSI, IPABOBBIEC aKThl OpPraHU3alN;
— KOJUICKTUBHBIE U UHAUBUYaTbHEIE;
— IIPaBOBBIE AKThI OPraHU3aLMi, IPABOBBIE AKThl UX CTPYKTYPHBIX MOAPA3ACICHUMN.
6. Pactiopsixenue uznaercs:
+ € IUHOJINYHO;
— KOJUIETHUAJIBHO;
— B YCIIOBUSIX BEIOMCTBEHHOT'O PETyJIUPOBAHUSI.
7. Konus yactu TOKyMEHTa, KOTOpas 3aBEPEHA B ONIPEACICHHOM MOPSAKE, 3TO:
— BBIIIUCKA,;
— DJICKTPOHHAS KOTIHS;
— nyOnmuKar.
8. He siBnsieTcs TOKYMEHTOM, KOTOPBIN MHUITMUPYET PEIICHHE:
— IIPOEKT JIOKYMEHTA;
— 3aKJIIOYCHUE;
— JOKJIa/IHAasl 3aIIUCKA.
9. YUem BHENIHE OTINYAETCS MPOEKT TOKYMEHTA OT €r0 OKOHYATEILHOTO BapruaHTa?
— Hannucero «aipoekT» B BEpXHEM MOJI€ CIPABa;
— IIpoexT He 00s3aTebHO 0GOPMIIATH B TaKOM ke (popme, Kak OyayImuid JOKYMEHT, IOCTaTOYHO
CaMOT0 TEKCTa;
— [IpoexT odopmisieTcss Ha CrieaTbHOM OJIaHKE.
10. Kakast yacTb NOCTaHOBIIEHUS COACPKUT HOPMATUBHBIE MOJOKEHUS UIIM TOPYUCHUS?
— PacnopsiaurenpHas;
— KoHcrarupyromias;
— BBogHas.
11. B coctaB uHhOpMalmoOHHO-CIIPABOYHBIX TOKYMEHTOB HE BXOJIUT:
— YKa3aHwue,;



— JIOKJIaJHAsl 3aMKCKa;

— CBOJIKA.

12. Bun naopManmoHHO-CIIPaBOYHOM TOKYMEHTAIIUH, SBJISFOIICIHCS CITIOCOOOM OIepaTUBHOTO
UH(POPMALIMOHHOTO 0OMEHa MEX1y OpraHU3alUsIMH, Ha3bIBACTCS:

— MEPENUCKON;

— TOKyMEHTAaIMeH 1711 CIy)KeOHOTO NOJIb30BAHNUS;

— CTaTUCTUYECKOW OTUETHOCTHIO.

13. Yro mpencrasisieT coboii 3asiBIieHHE B JOKYMEHTOOOOPOTE OpraHu3aluu?

— OT0 TOKYMEHT, KOTOPBIN aJipeCOBaH JOIKHOCTHOMY JIUILY U COJEPKUT KaKyt0-JINOO MPoCch0y
paboTHUKA;

— OTO0 TOKYMEHT C MPeUI0KEHUEM Ha3HAYUTh, IEPEMECTUTD WJIH MOOLIPUTHh PAOOTHUKA;

— DTO IOKYMEHT, OOBSCHSIOIINN TPUYHUHBI CITYUYUBIIETOCS, KOTOPBIA COCTAaBIAECT pAOOTHHUK Ha
UMSI PYKOBOJIUTEISL.

14. Yto He sBisieTcs MIPU3HAKOM aKTa?

— COCTaBJICHHE B CBOOOIHOH (opme;

— YCTaHOBJIEHUE (PAKTHYECKOTO COCTOSIHUE JIENI U OTPAKEHUE €TO B aKTE;

— KOJIJIETUAJIbHOCTh COCTABIICHUSI.

15. JlokyMeHTbI, KOTOpPbIE U3AaHbI BHYTPU YUPEXKACHUS U OTIIPABIICHBI 3a €r0 MPEeAeIbl IS
PYKOBOJCTBA HIYKECTOSAIIUM OpTaHaM yIpaBJiIeHHs TUO0 B HENSIX UCTIOTHEHHSI MMCbMEHHBIX
YKa3aHUH BBICIIEW NHCTAHIUH, HA3bIBAIOTCS:

— UCXOSIIUMU JTOKYMEHTAMH;

— BXOJSIIMMH JOKYMEHTaMU;

— MEPEMUCKOMN.

16. Yto BKIIIOUAET B c€0s1 TEXHUYECKOE MCTIOIHEHUE JOKYMEHTA!

— MOJrOTOBKY MPOEKTa JOKYMEHTa, HA0Op U pacredyaTrKy TeKCTa IPOeKTa, KOPPEKTUPOBKY
CoJIepKaHusI JOKYMEHTA ITOCIIe COTTIacOBaHMs, OopMIIeHHE (PMHAILHOTO BapUaHTa JOKYMEHTA;
— Ipe0CTaBICHUE paclieyaTaHHOTO MPOEKTa JOKYMEHTa PYKOBOIUTENIO Ha COTJIaCOBAHUE,
yCTpaHEHHE HETOUHOCTEH, HAOOp OKOHYATEIbHOTO JOKYMEHTA;

— COCTaBJIEHME JOKYMEHTA Cpa3y B OKOHUYATEJIIbHOM BapHUaHTE, €ro MOANKUCAHNE Y PYKOBOAUTEI,
OTIIpaBKa JJOKYMEHTA aJipecary.

17. Korna TOKyMEHT SIBIISI€TCS UCTIOJTHEHHBIM?

— Korna paccmaTprBaeMblil B JOKYMEHTE BOIIPOC pa3pelleH MOJHOCTHIO U MEPEnucKa 10 HeMy
3aBEpLICHA,

— Kak Tos1bKO JOKYMEHTY MPUCBOEH PETUCTPALIMOHHBIA HOMED;

— Korza n1okyMeHT Noty4eH KOHEYHBIM a/IpECATOM.

18. Kakue pazmepbl LIpUPTOB PEKOMEHIYETCSI UCII0JIb30BaTh MPH 0(QOPMIICHUH JOKYMEHTOB
corsacHo I'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. Hudposoii nim 6ykBeHHO-IU(GPOBON HASHTUPHUKATOP JOKYMEHTA, BKIIOYAIOIINN
MOPSAIKOBBIM HOMEp, TOMOJHAEMBIH 110 JKEeJTaHUIO MHAEKCAMH COTJIACHO UCTIOIb3YEMbIM
KJaccu(ukaTopam, Ha3bIBaETC:

— PETUCTPALMOHHBIM HOMEPOM JOKYMEHTA;

— rpudowm;

— JTaTOM TOKYMEHTA.

20. Kakoit ¢popmat OGymaru MUCIosib3yeTcs A1l U3TOTOBJICHUS OJJAaHKOB PE30TFOIIMIA?

— A5, A6;

— A4, AS;

— A6, A4.

21. HocureneM nH(pOpMAaLIUH SIBIISETCS:



— MaTepHATbHBIA 0OBEKT, KOTOPBIN HYXEH I PUKcalnu, XpaHeHHs (M BOCTIPOU3BEICHHS )
peueBoii, 3BYKOBOH MM U300pa3nuTeIbHOW HH(POPMALIUY;

— co3Jaresb JOKYMEHTa;

— CTPYKTYpHOE HOJpa3/iesieHue, BBINONIHsoNIee (DYHKIIMN IO BEACHUIO JOKyMEHTO000pOTA.
22. CBOWCTBO AOKYMEHTA MOATBEPXKAATh JEJIOBYIO AEATEIBHOCTh JINOO COOBITHE TUYHOTO
XapakTepa — 3TO:

— IOpUMYEecKasi 3HAUUMOCTb JOKYMEHTA;

— IOpUINYECKAs CHJIAa JJOKYMEHTA;

— AyTEHTUYHOCTb.

23. TUnoBbIM CPOKOM HCITOJIHEHUS JOKYMEHTA Ha3bIBAETCH:

— CPOK UCHOJIHEHHUS JOKYMEHTA COTJIaCHO HOPMAaTUBHO-TIPAaBOBOMY aKTy;

— CPOK MCIIOJIHEHUS], KOTOPbI YCTAaHOBJIEH B OPraHU3allMOHHO-PACIOPSAUTEILHOM JOKYMEHTE
WIN B PE30JIIOLINY;

— CPOK MCIIOJTHEHHUSI, YCTAHOBJICHHBIN CIIOKUBIIMMCS B OpraHU3aIMy 00bIYaeM.

24. CipaBOYHUK, coziepKallluii cBeIeHHsI 0 (pOHax apXuBa U MpeHa3HAuCHHbIN IS
03HAKOMJIEHHUS C UX COCTaBOM M COZAEPKAHUEM — 3TO:

— apXUBHBIA TyTE€BOIUTEIIb;

— apXMBHBIN CIIPABOYHUK;

— apXMBHBIN yKa3areib.

25. YaudunupoBanHoi GOpMOi TOKyMEHTA SBISETCA:

— GopMyIIsAp T0OKyMEHTa ONpeAEICeHHOr0 BUIa, KOTOPBIN COAEPIKUT MOCTOSHHYIO YaCTh TEKCTA;
— OyMa)XHBIN HITH 3JICKTPOHHBIN MIA0JIOH C PEKBU3UTAMH, IO KOTOPBIM OIPEIEISETCS aBTOP
o(ULIMaNBbHOTO JOKYMEHTA;

— PEKBU3UT O COTJIaCUM OpraHU3alluu, KOTOPasl HE SIBJISIETCS] aBTOPOM JOKYMEHTA, C €ro
COJIepKAHUEM.

26. KakoBa ayimHa caMoi JJIMHHOM CTPOKH PEKBU3UTA IPH YIJIOBOM PAaCIOI0KEHUU
PEKBU3UTOB?

— He 6onee 7,5 cm;

— He Gonee 12,5 cMm;

— He 6onee 10 cm.

27. PeKBU3UT TOKyMEHTa — 3TO:

— aJIeMeHT 0(pOpMIICHUS JOKYMEHTA;

— PETUCTPALMOHHBII HOMEP TOKYMEHTA;

— CBE/ICHHUS O J1aTe U UCIIOJIIHUTENE IOKYMEHTA.

28. Bxonsamumii JOKYMEHT MPOXOIUT CIIETYIOLINE ITarbl 00paboTKu:

— COIPOBOX/ICHNE U JIOCTaBKa C MOYTHI, IEpBUYHAs 00paboTKa, perucTpaiys, NoAroToBKa Ha
JIOKJIaJ1, PACCMOTpPEHHUE U 0(POPMIICHHUE PE30TIOLNH, PETUCTPALHsI PE30JTIOLIH, TOCTAHOBKA Ha
KOHTPOJIb UCIIOJIHEHUS, OTIIPaBKa Ha HCIIOJIHEHNE, UCTIOJHEHUE U KOHTPOJIb 32 HUM, IIPUEM
VICIIOJIHEHHOTO JOKYMEHTA, CHATHE C KOHTPOJISA, IOMELICHUE NCIIOJIHEHHOIO TOKYMEHTA B €0,
paboTa c HUM, TeKyIllee U apXUBHOE XpaHEHUE, YHUUTO)KEHHUE U CIIMCAHUE;

— YCTaHOBJIEHNE KOHKPETHOI'O aJipecaTa JOKyMEHTa B OpraHU3alluy, perucTpanys J0KyMeHTa 1o
BXOJIALINM JXKypHajiaMm, repejiaya JOKyMeHTa aipecaTy, yKa3aHHOMY €ro B TEKCTE, YCTAHOBJICHHE
CPOKOB HCIIOJIHEHUS IOKyMEHTA, UCTIOJTHEHUE JOKYMEHTA, IPOBEPKA PE3yIbTaTOB UCIIOJHEHMS,
MOMEIIEHUE IOKYMEHTa B HOMEHKJIATYpHOE JI€J10 U MOCHIeAYIoLIas ciaya B apXuB;

— perucrpanus JOKyMEHTa 110 BXOAIIEH KOPPECIIOHIEHINH, ITepeiada ero pyKOBOAUTEIIO IS
orpezeNieHus: UCTIOTHUTES, epeaaya J0KyMEHTa HeIOCPECTBEHHOMY UCTIOHUTENIO,
KOHTPOJIb 3a UCIIOJIHEHUEM JIOKYMEHTA, UCIIOJIHEHUE TIOKYMEHTA, IPUEM PE3YJIbTAaTOB
HCIIOJTHEHUS] PYKOBOJUTENIEM, OTMETKA 00 MCIIOJHEHUH B CIIEIUAJIbHOM XKypHalle, claya
JIOKYMEHTA B apXUB.

29. IIpenBapuTeNbHBINA TEKCT JOKYMEHTA, KOTOPBIN JINYHO TOTOBUT UCIIOJHUTED WIH
COMCIIOJIHUTEND IOKYMEHTA, 3TO:

— IPOEKT JOKYMEHTA;



— DK3EMIUISIP IOKYMEHTA;

— KOIHUS TOKYMEHTA.

30. Jdenonpou3BoJICTBO — 3TO:

— IEATEeIBHOCTD IO IOKYMEHTHPOBAHUIO, TOKYMEHTOO0OPOTY, ONIEPATUBHOMY XPaHEHHUIO U
HCITOJIb30BAaHUIO JIOKYMEHTOB;

— IpolIelypa CO3/IaHUsl, TUPAKUPOBAHUS U PETUCTPALIMU BXOISIIECH U UCXOSIIEH
JIOKYMEHTAIIUW OpTraHU3aIliH;

— HETIOCPEICTBEHHOE CO3/]aHNe O(UIIHATBHBIX JOKYMEHTOB HA MPEATPUSATHH.

H~own

No o

10.
11.
12.
13.

14.

15.
16.

17.
18.

19.

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

3a4eTHO-IK3aMeHAI[HOHHBbIE MAaTEPUAJIbI /ISl IPOMEKYTOUHOI aTTecTanuu (3a4er)
[ToHsTHS «TOKYMEHTOOO0POTY, «IOKYMEHT» U «JOKYMEHTOBEACHHUEY». Pa3BuTHe JOKyMEHTA.
Crioco0Ob!I TOKyMEHTHPOBAHUS 1 MaTepUAIbHBIE HOCUTENN HH(OpMAIIH.
CgoiicTBa 1 GyHKIUH TOKyMeHTOB. Kiaccudukarusi.
YHUHUKAMA U CTaHAAPTH3AMS YIIPABICHUYECKUX JTOKYMEHTOB.
[TpaBuna opopmiieHrs JoOKyMeHTOB. TpeOoBaHuUs K O(POPMIICHUIO OPraHU3alMOHHO-
pacropsIuTeIbHBIX JOKYMEHTOB.
CocTaB pekBU3UTOB TOKYMEHTOB. TpeboBaHus K 0(hOpMIECHUIO PEKBU3UTOB.
HcnpaBnenus B TOKyMeHTax. biiaHKu TOKyMEHTOB MIPEIIPHUSTHS .
OYHKINHI U 0COOCHHOCTH OPraHU3allMOHHO-TIPABOBBIX TOKYMEHTOB. Y CTaB OpraHU3aIiH.
[TonoxxeHue o CTpyKTypHOM noapaszaeneHnu opranmszanuu lltatHoe pacnincanue. [IpaBuiia
BHYTPEHHETO TPYAOBOTO pacnopsiaka. MHCTpyKIuu Mo OTeNbHBIM BUAAM JESTEIbHOCTH.
JIOIKHOCTHBIE HHCTPYKITUH.
Bunsr paciopsautenbHbIX T0KyMeHTOB. OCOOEHHOCTH MOATOTOBKU U ohopmIIeHuUs
pacropsIuTeIbHBIX JOKYMEHTOB.
Opranu3anuoHHO-TEXHUYECKUE MEPOTIPUATHUS MO MOATOTOBKE U MPOBECHUIO COBEIIAHUH.
CrtpyKTypa J0K/IaJa U OTYETa: HAa COBELIAHUH, 3aCEJaHuU, KOH(PEPEHIIUHN U T. 1.
TpebGoBaHusI K COCTaBICHUIO U 0(OPMIICHHUIO POTOKOJIOB.
Byt ”HGOPMAIMOHHO-CIIPABOYHBIX W CONPOBOIUTENBHBIX TOKYMEHTOB.
Odopmrnenue crpaBok, TOKIAJAHBIX 3aMUCOK, OOBICHUTEIbHBIX 3aITUCOK, AKTOB.
Ocob6ennoctu oopmiieHus teneponorpamMm, GaKCUMHUIBHON CBS3H, UCTIOIB30BaAHUS
TeJIeTanmna.
Ocob6ennoctu oopmiieHus, 00pabOTKH U UCTIOIB30BAHMS CONTPOBOJIUTENBHBIX IOKYMEHTOB
IPOIIECCOB NEPEBO3KH PAOOTHUKOB, TOCTABKU I'PY30B U YIpaBJIE€HUE KOPIIOPATUBHBIM
TPAHCIIOPTOM OpTaHHU3AIHH.
[ToaroroBka JOKYMEHTAIMH JIJIsl IPOBEACHUS MTPOLIEAYDP BHIOOpA MOCTABIIIMKOB U 3aKYTIKH.
OcoOeHHOCTH 0OPMIIEHHS U UCTIOJIB30BAaHUS CONTPOBOAUTENbHBIX JOKYMEHTOB.
Odopmiienne, 00paboTKa U UCIIOJIB30BaHUE COMTPOBOIUTENBHBIX IOKYMEHTOB IPOIIECCOB
NEepeBO3KU paOOTHHUKOB, JIOCTABKH I'PY30B U YIIPABICHHE KOPITOPATHBHBIM TPAHCIIOPTOM
OpTraHHU3aIIH.
[ToaroToBka JOKYMEHTAIMH JUTsI IPOBEICHUS MPOLEAYP BHIOOPA MOCTABIIMKOB U 3aKYIIKH.
[TpaBuna opopmiieHus, 00pabOTKH U XpaHEHUS JOKYMEHTAIIMU TI0 BHEITHEAKOHOMUYECKOU
JIEeATETLHOCTH B COOTBETCTBHUH C TpeOOBaHUSIMHU 3aKOHOAaTeNbecTBa Poccuiickoit deneparun
U MEXKTyHAPOJIHBIX aKTOB.
JenoBoe nucbMo B ycinoBusx yHudukaruu. [Ipasuna opopmiienns 1enoBoro nuchbma.
Hexkotopsle BuabI iiceM. Mex1yHapOJHbIE THChMa.
Bupl TOKyMEHTOB 1O THYHOMY COCTaBY.
TpeboBanus kK 0(OPMIIEHUIO TPYAOBOTO JIOTOBOPA.
Odopmienue npuema Ha paboTy. 3asBICHHE O IpHEME Ha padoTy.
OdopmiieHne MpUKa3oB MO JTUYHOMY COCTaBY.
TpynoBast KHMXKKA.
JlndHas kapTouka.
JInunoe neno.



27. Xapakrtepuctuka. Aproonorpadus. Pesrome.

28. DNEeKTPOHHBINA JOKYMEHT. ABTOMATH3AIUsl COCTABJICHHSI IOKYMEHTOB.

29. Benenue 6a3pl JaHHBIX TOKYMEHTALMU IO BHEITHETOPTOBOMY KOHTPAKTY.

30. Ob6paboTKa MOCTYNAIONINX JOKYMEHTOB.

31. OG6paboTka OTIpaBIsIEMbIX TOKYMEHTOB.

32. Tlopsinok paGoThI ¢ BHYTPEHHUMH TIOKyMEHTaMHU. Peructpaiyst 1 KOHTPOJIb UCIIOTHEHUS
JIOKYMEHTOB.

33. ®opmupoBanue u opopMIICHHE eIl

34. TloaroroBka JOKYMEHTOB K Iepeaye Ha apXUBHOE XpaHEHHE.

35. ABromaruzanusi 1eI0MpPOU3BOJICTRA.

36. JloxymeHTHpOBaHHE OM3HEC-TIPOLECCOB. YTIpaBlieHHuEe OU3HEC-TIpolieccaMu uepes
OpraHu3aIIo TOKyMEHTO000poTA.

37. 3amgauu v QYHKIMH CIIYKOBI JOKYMEHTAITMOHHOTO O0SCIICYCHUS YIIPaBIICHHUS.

38. Crpykrypa ciry)0bl JOKYMEHTAIIHOHHOTO 00CCIICUEHUS YITPABJICHUS.

39. IlpaBa u OTBETCTBEHHOCTH CIY>KOBI JOKYMEHTAI[MOHHOTO O0ECIICUEHUs yIIPaBICHHUS.

40. Onucanue 1 JOKYMEHTUPOBaHHE OM3HEC-TIPOIIECCOB OPTraHU3aLIUH.

41. lokymeHT B cucTeMe MeHepkMeHTa kauectra [SO 9000

42. JlokyMeHTallMOHHOE 00ECTIeUeHUE YIIPaBICHUS.

43. HazHnauenue u BUABI YIIPABJICHUYCCKUX JOKYMCHTOB, UCIIOJIb3YEMbIX ITPU BBINTOJTHCHUN

pa3IM4YHBIX BUAOB YIIPaBICHYECKUX JEHCTBUIA.

44. Bunel yripaBleHUECKUX JOKYMEHTOB B COOTBETCTBHHU C OOIIEPOCCUHCKUM KilacCU(UKATOPOM

YIPAaBICHYECKON JTOKYMEHTALIUU.

45.0cobenHocTr ohopMieH s, 00padOTKU U XpaHEHHsI IOKYMEHTAIUHU 110

BHEITHE3KOHOMHUYECKOH 1€ATEIbHOCTH.

46. CoBpeMeHHbIE IPOTrPaMMHBIE CPECTBA, UCIOJIb3yEMBbIE B IIPOLIECCE CO3/IaHUs JOKYMEHTOB.

47. CymHOoCTh U OCHOBHOE Ha3HauU€HHUE JOKYMEHTAIIMOHHOTO 00eCIIeueHHs YIIPaBICHUS B

COBPEMEHHBIX yCIOBUSIX.

48. BO3MOKHOCTH HUCIIOJIb30BAHUS COBPEMEHHOM 0(hMCHOM TEXHUKHU B ONITUMHU3ALINN

JTIOKYMEHTOO00pPOTa B OpTraHU3aIUH.

Kputepuu onieHnBanust pe3ysbTaToB 00yUEHUS
Ha BemonHeHue Bcex 3amaHuid oTtBoauTcs 1,5 waca. Kakmoe BEpHO BBINIOJHEHHOE 3aJaHHE
OLICHUBAETCS «3a4TEHO»: CTYACHT BJIAJACET TCOPETUYECKMMM 3HAHMSMHU I10 BBIITOJIHSIEMOMY
3a/1aHUIO.
«HE 3a4TEHO»: CTYJIEHT HE MOXKET OTBETUTh Ha BOIPOCHI I10 BHIITOJIHAEMOMY 3a/IaHHMIO.

Kpurepnn onenuBanus 1o 3adery:
«3a4TEHO»: CTYACHT BIAJCET TECOPETUYECKUMH 3HAHUAMU 10 JUCLUIUIMHE, 3HAET UHCTPYMEHTBI
JIOKYMEHTOBE/ICHUS U JIEJIONPOU3BOJCTBA, MOKET O(DOPMHUTH OCHOBHBIE PEKBU3UTHI J€JIOBOTO
JIOKYMEHTa, JIOMYCKAaeT HE3HAYMTEJbHbIC OIIMOKH; CTYAEHT YMEeT MpPaBUIbHO OOBSICHHUTH
JEKIIMOHHBIN MaTepHall, WUTFOCTPUPYS €r0 IPUMEPAMH .

«HE 3a4TEHO»: MaTepuall HE YCBOEH WJIM YCBOEH YAaCTHYHO, CTYIEHT 3aTPyJIHSAETCS NMPUBECTU
OpuMepbl 10  O(GOPMIICHHIO OCHOBHBIX JIOKYMEHTOB CHCTEMBl JIOKYMEHTAIlMOHHOTO
oOecrieyeHrs YIpaBJIeHUs, JIOBOJIbHO OTpaHUYEHHBIM 00BbEM 3HAHUN CHCTEMBbI OOeCHedeHHUs
3JIEKTPOHHOT0 IOKYMEHTO000pOTA.

OueHouHble CcpencTBa Uil MHBAJIUAOB MU JMI[ C OTPAHUYEHHBIMH BO3MOKHOCTSIMH
3I0POBBSI BEIOMPAIOTCS C YIETOM MX WHIUBUIYATBHBIX TICUXO(DH3NIECKUX OCOOEHHOCTEH.

— TpuU HEOOXOJUMOCTH HWHBAIHMIAM U JIMIAM C OTPAaHUYCHHBIMH BO3MOKHOCTSIMH
310POBbs MPEAOCTABISAETCS JOMOJHUTEIIBHOE BPEMS JIJIs1 MOJITOTOBKH OTBETA HA SK3AMEHE;



— IpY TIPOBEJICHNUH TPOLEAYPHI OLCHUBAHHS PE3yIbTaTOB OOYUCHHS WHBAIUAOB U JIHII C
OTPaHUYEHHBIMU BO3MOXHOCTSIMH 3/10pOBBS IPEAYCMATPUBAETCS UCIIONb30BAHUE TEXHHUUYECKUX
CpPE/CTB, HEOOXOMMBIX UM B CBS3U C X MHIUBHIYAIEHBIMH OCOOEHHOCTSMU;

— IIpU HEOOXOAUMOCTH JJIs1 00YHAIOIIUXCSA ¢ OTPAHUYCHHBIMUA BO3MOKHOCTSIMH 370POBBS
M WHBAIMAOB TMPOIEIypa OLEHUBAHUS pPE3YyIbTaTOB OOYYeHHS IO JAWUCHMIUIMHE MOXKET
IPOBOJUTHCS B HECKOJIBKO ATAIIOB.

[Tpouenypa oreHuBaHMS PE3yIHTATOB OOYYEHHs] MHBAJIHMIOB U JIMIl C OTPAaHUYCHHBIMH
BO3MOXHOCTSIMH 3JI0POBbSI 10 JUCHUIUIMHE (MOJIYJIO) MpeaycMaTpuBaeT IPelI0CTaBICHUE
uHpopManuu B QGopMax, aJaNTUPOBAHHBIX K OTPAHHUYEHHSM HX 370POBbSI M BOCIPUSATHS
uHpOpMaLUu:

JInst L ¢ HapyIIeHUSIMH 3PSHUS:

— B [1€4aTHOW (hopMe YBEIUYECHHBIM HIPUPTOM,

— B (hopMe DIIEKTPOHHOTO JIOKYMEHTA.

JIyist niL ¢ HapyIeHUsIMU CIIyXa:

— B IIeYaTHOM opme,

— B (hopMe 2IIEKTPOHHOTO TOKYMEHTA.

JInst L ¢ HapyIISHUSIMH OTTIOPHO-/IBUTATEILHOTO amIapara:

— B mieyaTHOU hopme,

— B (hopMe PIEKTPOHHOTO JOKYMEHTA.

JlaHHBII TIEpeYeHb MOXET OBITh KOHKPETH3HMPOBAH B 3aBUCHMOCTH OT KOHTHHICHTA
oOyJaromuxcs.

5. Ilepeyenb y4eOHOM JJUTEPATYPbI, HHPOPMAIMOHHBIX PECYPCOB M TEXHOJIOTH A

5.1. YueOHasi auTeparypa

1.0cHoOBBI Aenonpou3BOACTBA | ydeOHOe mocoOue i CTYIEHTOB BY30B, 00YYarOIINXCS
no HanpasieHuio noAarorosku 38.03.01 "Dxonomuka" (kBanudukanus (creneusp) "6akanasp') /
A. M. Acanues, 1. . MuponoBa, E. A. Kocapesa, I'. I'. BykoBuu; Poc. sxonom. yH-T um. I'. B.
[InexanoBa. - 2-e u3n., ucnp. u gon. - Mocka : UHOPA-M, 2017. - 145 c. - (Bsicmiee
oOpa3oBanue. bakanaspuar). - bubauorp.: c. 131-135. - ISBN 978-5-16-012632-6. - ISBN 978-
5-16-102395-2 : 355 p.

2. Ky3nenos, U. H. JlokymeHnTanmonHoe obecredenue ympasieHus. [JokyMeHToo0opoT
U JICJIONPOM3BOJICTBO © YYEOHHK U MPAKTHKYM JUIsl CPEIHET0 MPOoQecCHOHaTbHOT0 00pa3oBanus /
W. H. Ky3nenos.- 3-e u3z., nepepad. u joim. - Mocksa : U3narensctBo FOpaiit, 2021. - 462 c. -
(ITIpodeccronanbroe obpazoBanue). - ISBN 978-5-534-04604-5. - Tekct : anekTpoHHbIA //
OopazoBarenpHas wiatpopma KOpaiit [caiit]. - URL: https://urait.ru/viewer/dokumentacionnoe-
obespechenie-upravleniya-dokumentooborot-i-deloproizvodstvo-449769#page/2

3. Konplimkuna, T. b. [lenoBsie KOMMYHUKAIIH, JIOKYMEHTO000POT U
JICTTOTPOU3BOICTBO : yueOHoe mocobue it By3oB/ T.B. Kombimkuna, W. B. lllyctuna. - 2-¢
u3., ucop. u goim. - Mocksa : U3natensctBo FOpaiit, 2020. - 163 c. - (Briciiee o6pa3oBanue). -
ISBN 978-5-534-07299-0. - Tekcr : snekrponHsiii // ObOpa3oBatenbHas matdopma IOpaiit
[caliT]. - URL :https://urait.ru/viewer/delovye-kommunikacii-dokumentooborot-i-
deloproizvodstvo-452463#page/3

4. Kopnees, U. K. Ynpasnenue noxkymenramu: yueonuk / .K. Kopuees, A.B. ITmenko,
B.A. MamypneB. — Mocka : UHOPA-M, 2020. — 300 c. — (Bsicmee oOpa3zoBaHwme:
bakanaBpuat). - ISBN 978-5-16-003590-1. - Tekcr : oanekrtpoHHsii. - URL:
https://znanium.com/catalog/product/1068920 (mata oo6pamenus: 17.09.2021). — Pexum
Jocryma: o moanucke: https://znanium.com/catalog/document?pid=1068920

5. Antyxosa, H.®. CucteMbl 3€KTpOHHOTO AOKyMeHTooOopoTa. [lpakTukym : yueGHOe
nocobue / Antyxosa H.®., Jlonranosa O.U., Jlocea B.B., [I3r06enko A.JI., Ueunkos 10.b. —
MockBa : KnoPyc, 2022. — 395 c¢. — ISBN 978-5-406-07367-4. — URL:
https://book.ru/book/942386 (nata ooOpamenus: 16.09.2021). — Tekcr : snekrponnsiii: 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

6. M.A. TTonoBuenko, FO.C. Kneméra, M.P. Axmenosa CoBpemeHHBIC HHPOPMAITMOHHBIE
TEXHOJIOTUU B yHpaBiieHHH On3HecoM: ydeOHoe mocooue / M.A. [TonoBuenko, H0.C. Kneména,
M.P. AxmenoBa; MHUHHCTEpPCTBO HayKd W BhICIIero oOpasoBaHus Poccuiickori ®Denepanuw,
Kybanckuii rocynapctBennslii yausepcureT. — KpacHogap: Kybauckwuii roc. yu-t, 2021. — 200 c.
— 500 k3. ISBN 978-5-8209-1989-3

5.2. Ilepuoauyeckas Jureparypa

1. TleyatHoe mepuoguveckoe wu3nanue QoHma HaydHod Oubmmoreku Kyol'yY
«/lenonpon3BoICTBO U JOKYMEHTOOOOPOT Ha MPEIIPUITUIX )

2. llewatHoe mepuonuyeckoe wu3nanue ¢oHma HaydHod Oubmmoreku Kyol'Y
«/lenonpousBoacTBO»

3. Baswel nanubeix kommanuu «HMct Beroy» http://dlib.eastview.com

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

5. Hayunas AIIEKTPOHHAS oubnmoTeka (HOb) eLIBRARY.RU
https://elibrary.ru/projects/subscription/rus_titles free.asp

5.3. HHTepHeT-pecypchl, B TOM 4YHCJe COBpeMeHHble TpodecCHOHATbHBbIE 0a3bl
JAHHBIX U I/IH(l)OpMaIH/IOHHI)Ie CIIPaBOYHBIEC CHCTEMbI

JIeKTPOHHO-0u0MoTeuHbIe cuctemsl (IBC):

1. DBC «IOPAWT» https://urait.ru/

2. DBC «YHUBEPCUTETCKA I BUBJIMOTEKA OHJIAMH» www.biblioclub.ru

3. DBC «BOOK.ru» https://www.book.ru

4. ODBC «ZNANIUM.COM» www.znanium.com

5. OBC «JIAHb» https://e.lanbook.com

IIpodeccuonasiibubie 6a3bl JAHHBIX:

1. Scopus http://www.scopus.com/

2. ScienceDirect www.sciencedirect.com

3. Xypnanst uznarensctea Wiley https://onlinelibrary.wiley.com/

4. Hayunas snekrponHas oudnuorexa (HOB) http://www.elibrary.ru/

5. IloHOTEKCTOBBIE APXUBbBI BEAYHIUX 3allaIHbIX HAYYHBIX XYPHAJIOB Ha Poccuiickoi

wiatdopme HayuHbIX xypHamoB HOMKOH http://archive.neicon.ru
6. HanumonanbHas »3neKkTpoHHass OuOIMOTEKa (JOCTYN K DJIEKTPOHHOM OubamoTexe
nuccepranuii Poceuiickoit rocynapcrBennoit ouodnuoreku (PI'B) https://rusneb.ru/

7. Tlpesunentckas oubmmoreka um. b.H. Enpumna https://www.prlib.ru/

8. DnexrponHas koyekius Oxchopackoro Poccutickoro ®onna
https://ebookcentral.proquest.com/lib/kubanstate/home.action

9. Springer Journals https://link.springer.com/

10. Nature Journals https://www.nature.com/siteindex/index.html

11. Springer Nature Protocols and Methods
https://experiments.springernature.com/sources/springer-protocols

12. Springer Materials http://materials.springer.com/

13. zbMath https://zbmath.org/

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

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

16. "Jlexktopuym TB" http://www.lektorium.tv/

17. YuuBepcurerckas uHpopmamonnas cucrema POCCUSA http://uisrussia.msu.ru

HNHpopmManHoHHBIE CIPABOYHbIEC CUCTEMBbI:
1. Koncynbrant [lntoc - cipaBoyHasi mpaBoBasi cUcTeMa (JIOCTYII MO JIOKAJIBbHOM CeTH ¢
KOMIIBIOTEPOB OMOITHUOTEKH )
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Pecypcol cBOOOTHOTO J0CTYyNA:

1. AwmepuKaHCKas maTeHTHas 0a3a maHHbIX hitp://www.uspto.gov/patft/

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

3. MuHuCTEpCTBO HayKH M BhIcIIero oopaszoBanus Poccuiickoit @enepanun
https://www.minobrnauki.gov.ru/;

4. ®enepanbHbiii moprain "Poccuiickoe odpazoBanue" http://www.edu.ru/;

5. Hudopmanmonnas cuctema "EquHoe 0KHO JOCTyIA K 00pa3oBaTeIbHBIM pecypcam
http://window.edu.ru/;

6. Enunas xomnekius nudpoBeIx 00pa3oBaTeabHBIX pecypcos hitp://school-
collection.edu.ru/ .

7. IIpoext ['ocynapcTBEeHHOTO HHCTUTYTa pyccKoro sibika uMeHu A.C. [lymiknna
"OO6pazoBanue Ha pycckoM" https://pushkininstitute.ru/;

8. CnpaBouHo-uHpOpMaMOHHKIH mopTan "Pycckwuii s3e1k" hitp://gramota.ru/;

9. Cnyx0a TeMaTHYECKHX TOJIKOBBIX ciioBapei http://www.glossary.ru/;

10. CnoBapu u sHIMKIoneaun http://dic.academic.ru/;

11. Ob6pa3zoBatenbHblil moptan "Yuebda" http://www.ucheba.com/;

12. 3akonHompoekT "O06 oOpa3oBanuu B Poccuiickoit denepanuu”. Bonmpockl 1 0TBETHI
http://xn--273--84d1f.xn--plai/voprosy i_otvety

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

CoOcTBeHHBIE JIEKTPOHHBbIE 00pa3oBaTe/ibHbIe M HH(POPMALMOHHBIE PeCypPChI

KyoI'Vy:

1. DnexTtpoHHbIi Katanor Hayunoit 6ubimorexku KyoI'y
http://megapro.kubsu.ru/MegaPro/Web

2. DnektpoHHas 6ubaroTeka TpyAoB yueHbix Kyol'Y
http://megapro.kubsu.ru/MegaPro/UserEntry? Action=ToDb&idb=6

3. Cpena MmonynpHOTO AMHaMU4eckoro odoydenus http://moodle.kubsu.ru

4. ba3a y4eOHBIX IUIAHOB, y4€OHO-METOANUECKUX KOMIUIEKCOB, TyOIUKaIuil 1
koHpepenmmii http://mschool.kubsu.ru/

5. bubnuoreka nHGPOPMAIMOHHBIX pecypcoB Kadeapbl HH(OPMALMOHHBIX
oOpazoBaTenbHBIX TeXHOMOTHH http://mschool.kubsu.ru;

6. DnexrpoHHbIi apxuB qokymeHToB KyoIl'Y_http://docspace.kubsu.ru/

7. DnekTpoHHble 00pa30BaTelIbHBIE pecypchl Kadeapsl MH()OPMAIMOHHBIX CHCTEM U
TexHojoruii B oOpazoBanuun KyOI'Y u HayuHo-merogmueckoro >xypHana "IHKOJIBHBIE
I'OJIbI" http://icdau.kubsu.ru/

6. Meroauyeckue yKa3zaHusl Jisi OOYYAIOIIMXCSl MO OCBOEHHMIO JWCHHMILIMHBI
(Mmonmy.Jist)

CaMocTtosiTenbHasi paboTa CTYIEHTOB SBISIETCS HEOTHEMJIEMOM YacThiO Ipoliecca
MNOJArOTOBKU. JIMCHHUIUIMHY PpEKOMEHAYeTCS H3ydaThb MYTEeM CHCTEMaTH4eCKOW MpopabOTKu
JEKIIMOHHOTO MaTepuaya, CaMOCTOATEIbHOW MpOopaboTKH pPEeKOMEHAYEMOW JHTepaTyphl,
PYKOBOACTB M METOJWYECKMX YKa3aHUM K BBINOJIHEHUIO IPAKTHYECKUX 3aHATHUH. llensb
CaMOCTOSITENILHOM pPabOThl — pacHIMpeHue Kpyrosopa W yrioyOlleHWe 3HaHW B 00NacTh
JIOKYMEHTOBEICHUS U JCIIOBOTO JOKYMEHTOO0OpOTA.

KoHTponb 3a BBIOJHEHHEM CaMOCTOSTENFHON pa0OThl MPOBOAUTCA TMPU H3YYCHUU
KaXJI0M TEMbl TUCHMIUIMHBI HA MPAKTUYECKUX 3aHATHUSIX. OJTO TEKYIIHM OMpOC, TECTOBBIE
3a/laHusl, KeHUChl, pedepaThl-Ipe3eHTAIIH.

B dackl, oTBeeHHBIE IS CaMOCTOSITENIbHON paOOThl, CTYIEHTHI MOJ] PYKOBOJACTBOM
npernoaaBaTesiss 00s13aHbl BHIIOIHATH MHIUBUYaTbHbIC IPAKTUYECKUE 3aJaHHs], IOTYICHHbBIE Ha
MPAKTUYCCKUX 3aHATHIAX. HpI/I BBIIIOJTHCHUU JTUX SaHaHI/II\/’I HeO6XO}II/IMO HUCITIOJIB30BAaTh
TEOPETUUECKHUI MaTepHall, MaKeThl U MIA0JIOHBI OUITUATBHBIX JOKYMEHTOB YIIPABIICHUS.
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B ocBoeHMM IHCHUIUIMHBI MHBAIMIAMHU U JINLAMHU C OTPAHMYEHHBIMHA BO3MOKHOCTSMHU
3I0pOBbsI OOJIBIIOE 3HAYEHHWE MMEET WHAMBHIyalbHas y4yeOHas paboTa (KOHCYJIbTallUM) —
JIOTIOJIHUTEIBHOE pa3bsiCHEHNE Y4eOHOro MaTepuaa.

WupuBuayanbHble KOHCYJIBTAllMM IO MPEAMETY SBISIOTCS BaXHBIM  (aKTOPOM,
CHOCOOCTBYIOUIMM MHIMBUIYAIN3aLUN O0YYE€HUS U YCTAHOBJIEHUIO BOCIUTATEIBHOTO KOHTAKTA
MEXIy IMpernojaBaTesieM M OO0yYalomUMCS HHBAJIMIOM WM JIMIOM C OrpaHUYCHHBIMHU
BO3MOYKHOCTSIMU 3/10POBbSI.

7. MaTepuajibHO-TeXHHYeCKOe o0ecrieyeHne 1Mo JUCHUIIHHE (MOAYJII0)

HanmenoBanue crienuaabHBIX OCHAIIEHHOCTD CTICHATBHBIX IMepedeHb JUIEH3HOHHOTO
MMOMEIIEHU N MIOMEIIEHU N MIPOrPaMMHOTO O0ECTICUCHUS

YV4eOHbIE ayIUTOPHA st | Me6enb: yueOHas MeGesb Microsoft Windows 8, 10,
TIPOBENICHUSI 3aHATHI JIEKIIMOHHOTO | Texunueckue cpenctsa ooyuenus: | Microsoft Office Professional Plus
THTIA 9KpaH, MPOEKTOP, HOYTOYK
YVueOHbIE ayIUTOPHA st | Me6enb: yueOHas MeGeib Microsoft Windows 8, 10,
MPOBEICHUS sansituii | Texaudeckue cpeacta obyuenus: | Microsoft Office Professional Plus
CEMHHAPCKOTO THIIA, TPYNIOBBIX U | 9KpPaH, MPOEKTOP, HOYTOYK
WHIUBUAYAJIbHBIX KOHCYJbTAIUH,
TEKYIIEro KOHTPOJIS u
MIPOMEKYTOYHOM aTTeCTalluK

Jdns  camocTosiTenbHOW — pabOThl  OOYdYalOUIMXCS  MPEAYCMOTPEHBI  MOMEIICHUS,
YKOMIUJICKTOBAaHHBIE CIICIMATU3UPOBAHHONW MeOEbI0, OCHAIEHHBIE KOMITBIOTEPHOH TEXHHUKOH C
BO3MOXHOCTBIO IIOJKIIFOYCHUSA K CCTH «I/IHTepHeT» 1 obeclieyeHneM A0CTYyIIa B DJICKTPOHHYIO
MH()OPMAIIMOHHO-00Pa30BATEIFHYIO CPEly YHUBEPCHTETA.

HanmMmeHoBaHue OMEIEHUN 11 OCHAIEHHOCTD TOMENEHUH 11 [MepeueHs JUIIEH3HOHHOTO
CaMOCTOSITENILHOM PaboThI CaMOCTOSTENbHOM PabOTHI MPOrpaMMHOTO 00eCIIeUeHHUS
00yJaroImuxcs 00y4JaroIUXCsI

TTomerienue st | Mebenb: yueOHast MmeOenb Microsoft Windows 8, 10,
CaMOCTOSTEIbHOM pabotsl | Kommiaekr cneunuanusupoBannoi | Microsoft Office Professional Plus
obydJaromuxcsi (YUTAITBHBIN 3a1 | MeOesH: KOMIbIOTEPHBIE CTOJIBI
HayuHnoit 6ubnmoTexn) O6opynoBaHue: KOMIIbIOTEpHAs
TEXHHUKa C  MHOJKIIYEHHEM K
HHPOPMALMOHHO-
KOMMYHHMKalIUOHHOHI ceTu
«HTepHETY u JIOCTYIIOM B
3JIEKTPOHHYIO HHPOPMAINOHHO-
00pa3oBaTeNBHYIO cpeny
00pa3oBaTebHON OpraHMU3aluy, BeO-
KaMephl, KOMMYHHUKAIIHOHHOE
o0opynoBaHue, o0ecrneunBaroiiee
JIOCTYI K CETH MHTEPHET (IPOBOJHOE
COEJIITHEHHE u 6ecripoBoIHOE
coemunenne no texuonorun Wi-Fi)

Iomermenne st | MebGens: yueOHast MeGels Microsoft Windows 8, 10,
CaMOCTOSTENBHON pa6otel | Komrmiekr cnenuanusuposannoii | Microsoft Office Professional Plus
obyuaromuxcs (ayn.213 A, 218 | mebenu: KOMIBIOTEPHBIE CTOJIBI

A) O6opynoBanue: KOMITbIOTEpHAS
TEXHHKA C  HOJKIOYEHHEM K
nHpopManmoHHO-
KOMMYHHKAIHOHHON cetu
«aTepHeT» WM JIOCTYIIOM B
JNEKTPOHHYIO uH(OPMAIMOHHO-
00pa3oBaTeabHYIO cpeny
obpa3oBaTeNbHON OpraHU3aIuM, BeO-
KaM€EpBhI, KOMMYHUKAIIMOHHOC
obopynoBanue, obecreunBaroriee
JIOCTYTI K CEeTH MHTEpHET (IIPOBOIHOE
COEIIITHEHNE u GecripoBoIHOE
coenuHenue no texuoaorun Wi-Fi)







