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1 Hesn v 3a1auM U3y4YeHUs JUCUMILIHHBI (MOXYJISA)

1.1 llean ocBOEHUNA 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 3agauyu 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 MmpaBWIaM COCTaBJIEHUS, O(GOPMIIEHHS M MCIIOJIB30BaHUS JIOKYMEHTOB,
CBSI3aHHBIX C J€SITEIbHOCTHIO MPEANPUATUH, B TOM UHCIIE C BHEITHEIKOHOMUYECKOM;

— O3HAKOMJICHUE CTYJEHTOB C OOLIMMH IMPUHLIMIIAMU TOKYMEHTAllHOHHOIO 00eCcIeueHus
NEeSITeIbHOCTH MPEINPUATHS, C TOPSIKOM TOKYMEHTUPOBAaHUS UH(OpMaIuuy;

— 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;

— oOyueHHe KayeCTBEHHOH U ObIcTpoid 00paboTke wWHPOpMAIMKU B  HEJAX
CBOEBPEMEHHOT'O IPUHATHS COOTBETCTBYIOLINX YIIPABJIEHYECKUX PEUICHUH, YCBOCHHUIO IPABUI U
(dopM 1e710BOM U KOMMEPUYECKON MEPENUCKY;

— BeIpa0OTKa YMEHHUS pabOTaTh ¢ MaTepHaIaMyd OTPaHUIEHHOTO JOCTYIIA.

1.3 MecTo AucuumInHbI (MOAYJIs) B CTPYKTYpPe 00pa3oBaTe/ibHOM NMPOrpaMMbl

JucuunnuHa «J{oKyMeHTOBEEHHE U JI€JI0BOM TOKYMEHTOOOOPOT» OTHOCHUTCS K YacTH,
dopmupyeMoii ydacTHUKaMH 00pa3oBaTeNbHbIX OTHOWEHUH biioka 1 «/lucuurmHel (MOLyIN)»
y4eOHOTO TutaHa. B cooTBeTCTBHM ¢ pabounM yueOHBIM IUIAHOM JUCHHIUIMHA 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:  «KoMIbloTepHBId NPakTUKYM», «MexXayHapOoAHbIE SKOHOMHYECKHE OTHOLICHUS,
«Pycckuil s13bIK MU OCHOBBI JIEJNIOBBIX KOMMYHUKalMi», «Teopust Oyxranrepckoro yuyeray, «Teopus
ynpasieHus», «MHPOpMaMOHHO-KOMMYHHMKAIIMOHHBIE  TEXHOJOTMM B  IPOQECCHOHATBHOM
ACATCIBHOCTH)Y MW SABJIACTCA 6azoit A1 U3YUCHHA Ha CICAYHOIIHX KypCaxX JAUCHUILIIIWHI
«IIpodeccronanbHpIe KOMITBIOTEPHBIE TPOTPAMMBD, «Y IPABICHUECKHN YIeT».

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

WN3ydyenne paHHOW y4yeOHOM JAMCUMIUIMHBI HAmpaBiIeHO Ha (QOPMHUpPOBAaHUE Y
00yYaromuXxcsl CISTYIONUX KOMIETEHIIHIA:

KOZL 1 HAMMCHOBAHUEC
I/IHHI/IKaTOpa* JOCTHUKCHUSA
KOMIICTCHIIMH

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

IIK-1 Cnocoden OCYIIECTBJIATHD BHCHITHEIKOHOMUYECKYIO 1€ATECJIbHOCTD




3naet: 3akoHonaresnbcTBO Poccuiickoit denepanuu B ob6aacti
MaTepHaIbHO-TEXHUYECKOTO 00ecTieueH s, IeJI0NPOU3BO/ICTRA;

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

VYmeer: PazpabarsiBaTh 1 BHEAPATH JOKAIbHbIE HOPMAaTHBHBIE aKTHI U
perIaMEeHTHPYIOIINE JOKYMEHTHI OOIIETO XapakTepa | 0
(YHKIIMOHAIEHOMY HAIIPABICHHIO AEATECIHHOCTH;

Ymeer: PazpabaTeIBaTh U HCIIOTB30BATH HHCTPYMEHTAPHI
JOKYMEHTOBEICHUS U IEJIOBOTO JOKyMEHTO000pOTa OPTaHU3AINH, B TOM
YHCIIe 10 BHEITHEAKOHOMHYECKON IEATENbHOCTH;

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

WIIK-1.1 Pa3pabatsiBaer,
UCIIONB3YeT HHCTPYMEHTapHH
JOKYMEHTOBEACHHS U ICIIOBOTO
JOKYMEHTO0000POTa U COCTABIISCT
OTYETHOCTH [UIS PEIICHUS
MIOCTaBJICHHBIX 3a/1a4

IIK-2 CnocodeH ocymecTBAATH TAKTHYECKOE YIPaBJIeHHe MPOoLHeccaMi IMIAHHPOBAHNUS M OPraHN3aluH
NMPOM3BOJCTBA HA YPOBHE CTPYKTYPHOIO0 NOApa3/ieJieHUsl IPOMbIIIJICHHON OpraHu3anum (oTaesa, nexa)

3naet: 3akoHonarenbcTBO Poccuiickoii denepaiuu B 061acTH
MaTepHaIbHO-TEXHIYECKOTO 00eCTIeueHH s, IEIONPOU3BOICTRA;

3naet: CTpyKTYypY, MPUHINIIB, HHCTPYMEHTAPHI JTOKYMEHTOBEICHUS U
JIETIOBOTO IOKYMEHTOO00pOTa OpraHu3anny, a Takke pa3paboTKu 1
oopmIIeHNS TOKYMEHTAIHH;

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

VYmeer: PazpabareiBaTh M UCIOJIB30BATh HHCTPYMEHTAPHIA
JOKYMCHTOBEACHUA U JE€JIOBOTO [[OKyMeHTOO60pOTa OopraHnusanuu, B TOM
YHCJIE 110 BHEITHEIKOHOMUYECKOM JCATCIBHOCTH,

Tpynosoe aeiictue: OGopmitsieT JOKYMEHTAIHIO, B TOM YHCIIe 110
BHEITHEAKOHOMHUYECKOM JACATCIBbHOCTU B COOTBCTCTBHHU C Tpe60BaHI/I$[MI/I
3aKoHOaTenbCTBa Poccuiickoit dexepary 1 MEXIyHAPOIHBIX aKTOB,;
Tpynosoe neiicteue: Mcronb3yeT KOMITBIOTEpPHBIE TIPOTPAMMBI JITIS
BEJICHUS ydeTa, CHCTEMaTH3allMK U aHaJIN3a JaHHbIX, COCTABICHUS 0a3
JIAHHBIX, BEJICHUS IOKyMEHTO000pOTa, CIIPaBOYHO-TIPABOBBIE CUCTEMBI,
pecypchl HHPOPMAIMOHHO-TEIEKOMMYHUKAIIMOHHOH ceTH «VHTepHeT»,
OPTTEXHHUKY.

HWIIK-2.1 Pa3pabatsiBaer,
HCIOJIb3YET UHCTPYMEHTapU
JIOKyMEHTOBEJICHUS U JIETIOBOTO
JOKyMEHT0000pOTa U COCTaBIISAET
OTYETHOCTB JUISl PeIICHHs
MOCTABJICHHBIX 3a/1a4

Pe3ynbrarel 00y4eHHs MO NHUCHUUIUIMHE JOCTHTAIOTCS B PaMKaxX OCYIIECTBIEHHUS BCEX
BUJOB KOHTaKTHOM UM CaMOCTOATENbHOM paboThl O0OydyaromMXcsi B COOTBETCTBUU C
YTBEPKACHHBIM YUEOHBIM IJIAHOM.

WHaukatopel  JOCTMXKEHUS KOMIETEHLMH  CcuuTaoTcs CHOPMHPOBAHHBIMU  IIpU
JIOCTUKEHUHN COOTBETCTBYIOIIMX UM PE3YyJIbTATOB OOYyUEHHUSI.

2. CTpyKTypa M coep:KkaHue THUCHUILINHBI

2.1 PacnipeaesieHne TPYAO0EMKOCTH JUCHHUILIMHBI IO BHAaM padoT

O6miast TpyI0EMKOCTh JMCIUIUIMHBI COCTaBJsIET 2 3a4eTHBIX eauHHIbl (72 dvaca), ux
pacripesiesieHie 1o BUaM padoT MpeCTaBIeHO B Ta0IuIe

Bunst pabot Bcero Dopma 00yueHus
4acoB OUHAas OYHO-3a0YHasI
3 3
ceMecTp ceMecTp
(gackr) (gacel)

KonrakTHas pabora, B TOM 4mcJe: 38,2 28,2
AyauMTOpHBIE 3aHATHSI (BCEro): 34 24
3aHATHS JIEKIIMOHHOT'O THIIA 18 12
J1a00paTOPHBIC 3aHATHUS




MIPAKTUYECKHE 3aHATUS 16 12
CEeMHHAPCKHE 3aHSATHS

HNuas koHTaKTHas padora: 4,02 4,02
Konrposnb camocrositensHo# pabotsl (KCP) 4 4
IIpomexxyrounas arrecraius (MKP) 0,2 0,2
CamocrosiTesibHasi padoTa, B TOM YHCJIe: 33,8 43,8
Peghepam (noozcomoska) 14 14

Camocmosmenvroe uzyuenue pazoenos, Camono02omoeKa
(npopabomka u nogmopeHuUe JeKYUOHHO20 MAmepuand u
Mamepuana y4eOHUKo8 u yueOHbIX nocooull, no02omoera 19,8 29,8
K 1a00pamopHeiM U APAKIMUYECKUM  3AHAMUSM,
KOJIOKGUYMAM U Mm.0.)

IToAroToBKa K TEKYIIEMY KOHTPOIIIO

Kontpous:

[loaroroBka k 3auery

Oomasn Jac. 12 72

TPY10EMKOCTh B TOM 4YHCJIe KOHTAKTHAs 382 28.2
padora ' '
3a4. e 2 2

2.2 Coneprxkanue QU CHUNINHbBI

Pacripenenenne BuI0B yaeOHOM paOOThI M UX TPYJOEMKOCTH TIO pa3jiesiaM AUCIHILTAHBIL.

Pasgesnbl (TeMbl) AMCHMILIMHBI, U3ydaeMbie B 3 cemectpe 2 (kypce) (ounas popma
00yueHust)

KonngectBo gacoB
Bueayaut
Ne HanmeHoBaHUe pa3ziesioB (TeM) AyauTopHas opH};ﬂ
Bcero pabota
pabora
JI 113 JIP CPC
1 [Ipenmer, comepxkanue 1 3aa41 Kypca JJOKYMEHTOBEICHHE 4 1 1 2
" |estoBO# TOKYMEHTOOOOPOT

2. |JIoKyMeHTHI U npaBuiia uxX oQopMIICHHs 7 2 2 3
3. |Opranu3aniMOHHO-TIPaBOBBIE IOKYMEHTBHI 7 2 2 3
4.  |PacmopsauTesbHbIE JOKYMEHTHI 6 2 1 3
5.  |JoKkyMEeHTHpOBaHHE EATEIbHOCTH KOJUICTHAIBHBIX OPraHOB 6 2 1 3
6. HudopmanmoHHO-CIIpaBOYHbIE JOKYMEHThI 6 2 1 3
7. |ConpoBoauTenbHbIe JOKYMEHTHI 6 1 2 3

Odopmienue, 06paboTKa U XpaHEHHE TOKYMEHTAIIUH TI0

BHEIIHEIKOHOMHUYECKOH AESATENFHOCTH B COOTBETCTBUH C
8. RO 5,8 1 1 3,8

TpeOOBaHUIMH 3aKOHOAATEIbCTBA Poccuiickoit Denepanun 1

MEXIYHApOIHBIX aKTOB. COBpEMEHHOE JIeJIOBOE ITHCHMO
9. |JoKyMeHTHI KaIpOBOH B OYXTalTepCKOH CITYKOBI 4 1 1 2
10. |Opranusanus paboThl C JOKyMEHTAMH 4 1 1 2
11. |ABTOoMaTH3anuMs JOKYyMEHTO00OpOTa 4 1 1 2
12 JlokyMeHTO00O0pOT B OPTaHHU3AIMH M YIIPABICHUH OU3HEC- 4 1 1 2

nporeccamMmu
13. |Cnyx06a TOKyMEHTAIIMOHHOTO 00eCIeYeH sl YIIPaBICHUsI 4 1 1 2

HUTOI'O no pasdenam oucyuniurvl 67,8 | 18 16 33,8

Konrpois camocrositensHoi pabotsl (KCP) 4

IIpomesxyrounas arrectauus (MKP) 0,2

[ToaroTroBka K TEKyIEMy KOHTPOJIIO

OO0mast TPYAOEMKOCTb M0 TUCIHILUIHHE 72 33,8

[Ipumeuanue: JI — nexmuu, [13 — mpaktudeckue 3ansTus / cemuHapsl, JIP — maGopartopHbie
sanstusi, CPC — camocTosiTenbHast paboTa CTyieHTa



Pazgenbl (TeMbl) OUCIUIUIHHBI, W3ydaeMbie B 3 cemectpe 2 (kypce) (ouno-3aounas

@opma obyuenus)
KonugectBo yacos
Bueaynu-
Ne HaumenoBaHue pasaenos (Tem) AyRuTOpHaS TOpI}{/aﬂ
Bcero pabota
pabota
JI 113 JIP CPC
1 [penmer, comeprkaHne U 3a1a4u Kypca TOKyMEHTOBEICHHUE U 3 05 05 5
) JICJIOBOU JIOKYMEHTO000POT ' '
2. JIOKyMeHTBI ¥ ipaBuiia ux oopmileHUs] 5 1 1 3
3. Oprasu3alliOHHO-TIPABOBBIE TOKYMEHTHI 6 1 1 4
4, PacniopsinuTenbHble TOKYMEHTHI 6 1 1 4
5. JIOKyMeHTUpOBaHHE AESTEIbHOCTH KOJUICTHAIBHBIX OPraHoB 6 1 1 4
6. WH]opManmoHHO-CIIPaBOYHbIE JOKYMEHTBI 6 1 1 4
7. ConpoBoaUTEeNbHbIE JOKYMEHTHI 6 1 1 4
OdopmiieHre, 00padboTKa 1 XpaHCHUE TOKYMEHTAIIUH I10
BHELTHEAKOHOMHYECKOH JIeATEIbHOCTH B COOTBETCTBHUH C
8. RO 58 1 1 3,8
TpeOoBaHUSIMHU 3aKOHOaTeNIbcTBa Poccuiickoit ®enepannu u
MEKAYHApOIHbIX akTOB. COBpEeMEHHOE JIeJI0BOE IIMChMO
9. JIOKyMEHTBI KaIpOBOH M OYXTalTepCKON CITyKObI 5 1 1 3
10. |Opranusanusi paboThI C TOKyMEHTaMH 5 1 1 3
11. |ABTOMaTtu3anus TOKyMEHTOO0OpoTa 5 1 1 3
12. JlokyMeHTO00OpOT B OpraHHU3alMK U YIIPAaBICHUH OU3HEC- 5 1 1 3
npoleccamMu
13. |Cayx0a JOKYMEHTallMOHHOTO o0ecreueH s yIpaBIeHus! 4 0,5 0,5 3
HUTOI'O no pasdenam oucyuniurl 67,8 | 12 12 43,8
KoHTponb camocrosTenbHoil paboTsl (KCP) 4
ITpomesxyrounas arrecrarus (MKP) 0,2
[ToaroToBka K TeKylieMy KOHTPOJIIO
OO6mas TpyJ0eMKOCTh IO JUCIUILTHHE 72 43,8

[Tpumeuanue: JI — nexnuu, [13 — mpaktuueckue 3aHsTHs / cemuHapbl, JIP — nmaGopaTtopHble
3anstusa, CPC — camocrosTensHas paboTa CTyIeHTa

2.3 Conep:xanue pa3aesioB (TeM) THCIHNIHHBI
2.3.1 3aHATHA JEKIMOHHOTO THIIA

dopMa TeKy1ero

Ne HanmenoBanue pasnena (TeMsl Copneprxanue paszena (TeMsl
paszena (Tembr) ziep paszena (Tembr) KOHTpOI
1. IToHATHS «TOKYMEHT», «TOKYMEHTOO00POT» 1 Kparkuii orpoc B
IIpenmer, cogepxanue u
sazaH Kypea «oKyMeHToBeieHne». PazButre nokymenta. CriocoOsl Hayaje JeKIHU
P ., | BIOKyMEHTHPOBAHUS U MaTepHAIbHbIE HOCUTEIN
JIOKYMEHTOBEJICHHUE U JIEIOBOH .
nHpopmanun. CBolcTBa U QYHKINH JOKYMEHTOB.
JIOKYMEHTO000pOT
Knaccubukanus.
2. Yuudukanusg W cTaHAapTH3amus  ympaBleH4deckux | Kparkwmii ompoc B
nokyMeHTOB.  [IpaBmma  odopmieHHS  JTOKYMEHTOB.| Hadaie JICKITHNH
TpeboBanust K 0(hOPMIICHUIO OpraHu3aluoOHHO-
JIOKyMEHTHI U TIpaBHiIa UX
- pacmopsauTeNbHEIX JTOKyMEeHTOB (CocCTaB pPEKBHU3UTOB
p JIOKYMEHTOB. TpeOGoBaHUS K OGOPMIICHHIO PEKBHU3UTOB.
HcnpaBneHus B J0KyMeHTaXx. braHku JOKyMEHTOB
OpeAnpUsITUS
3. OyHKIMM W 0COOCHHOCTH OpraHM3allMOHHO-TIPaBOBHIX| Kparkuii orpoc B
JIOKYMEHTOB. YcTaB opraHm3zanuu. IlonmoxeHue o Havane JEKIUH
OpraHu3alluOHHO-NIPABOBBIE  |CTPYKTYPHOM Mojpa3jeneHun opranusanuu IlltatHoe
JIOKYMEHTEI pacnucaHue. IIpaBuna BHYTPEHHETO TPYLOBOI'O
pacnopsnka. MHCTpyknuM 1O  OTHOEIBHBIM  BUAAM
JIeATENbHOCTH. JIOJDKHOCTHBIE HHCTPYKLIUU
4. |PacnopsanTenbHBIE Bunsl pacnopsautensHeIX TokyMeHTOB. Ocobennoctu| Kpartkuii onmpoc B
JIOKYMEHTBI MOATOTOBKM M ohOpMIICHHS]  pacTOPSONTENbHBIX| Hadale JICKITH




JAOKYMCHTOB.

5. OpraHu3annoHHO-TEXHIYECKHE MEPOTIPUATHS no| Kpatkwuit onpoc B
JlokymMeHTHpOBaHue MOATOTOBKE W IIpOBeNCHMIO coBemanuid. CTpyKTypa| Havaie JIEKIHH
JIeITeIbHOCTH KOJUIETHAJIbHBIX |IOKNaAa M OT4eTa: Ha  COBEIIAHWHW, 3acellaHuH,

OpraHoB KOH(epeHIMH W T.A. TpeOoBaHUS K COCTaBICHHIO H
0(OPMIICHHIO IPOTOKOJIOB.

6. Bub nH(pOpPMaMOHHO-CIIPaBOYHBIX JIokyMmeHTOoB. | KpaTkuii onpoc B
HudopmanmonHo-crpaBounsie |OdopmieHue cripaBok. OGopMiIeHHEe JOKJIAJAHBIX 3aIHCOK. | Havaje JIEKIHH
JIOKYMEHTEI Odopmienne 0O0BICHUTENBHBIX 3anucok. OdopmieHue

aktoB. OcoOeHHOocTH TenedoHOTpamMM, (PaKCHMUIIBHON
cBsi3u. OcOOCHHOCTH HCTIONIb30BAHMS TEIETalIA.

7. Oco6erHoCcTH 0(hOPMIICHHUS U UCTIONB30BAHUS Kparkwuii ormpoc B
COIPOBOANTEIBHBIX OKyMeHTOB. OdopmieHue, HavaJie JeKINU
00paboTKa M HCIOIH30BAHUE COTPOBOAUTEIEHBIX

ConpoBoauTeNbHEIE

JTOKYMCHTHI JOKyMEHTOB IPOLIECCOB MEPEBO3KN PAOOTHUKOB, JOCTABKU
TPYy30B H YIPaBJICHHE KOPIIOPATUBHBIM TPAHCIIOPTOM
opranuzanuy. [IoaroroBka JOKyMeHTalUU JUIs
MPOBEJICHUsI IIPOLIEAYP BHIOOpA MMOCTABLIMKOB M 3aKYITKH.

8. |Odopmienue, 00paboTKa u IIpaBuna  odopmieHus, o00paboTku u  XxpaHenwus| Kparkuii onpoc B
XpaHeHHe JTIOKYMEHTALUHU [0 |IOKYMEHTAIMU 10 BHELIHEOKOHOMHYECKOW NESTENbHOCTH| Havaje JIEKIHMH
BHELTHEAKOHOMHYECKOI B COOTBETCTBUM C TpEOOBAHMSMU 3aKOHOJATEIBCTBA
JIeATENBHOCTH B cOOTBeTCTBUM (Poccuiickoii denepanuu M MEXIYHApOIHBIX aAKTOB.
¢ TpeOOBaHMAMHU JenoBoe mmcpMo B ycnoBusx yHu¢puKanuu. IIpaBmia
3aKOHO/ATEIbCTBA odopmirernst nenoBoro nuchkMa. HekoTopeie Buia muceM.

Poccuiickoit ®enepanuu u MexnyHapoaHble TUCbMa.
MEKAYHAPOIHBIX aKTOB.
CoBpeMeHHOE IET0BOE MUCEMO
9. Buner 1oKyMeHTOB 1Mo JTHYHOMY cocTaBy. TpeboBanus k| Kpartkwii ompoc B
odopmirernio TpyznoBoro gorosopa. OdopmieHne npuemMa| Hadaje JSKIHH
JIOKyMEHTBI KaJIpOBOH U Ha paboty. 3asBieHue o0 mpueme Ha padoty. OdopmieHue
OyXraiarepckoi ciryxObl NPUKa30B 10 JIMYHOMY COCTaBy. TpyJaoBas KHHIKKA.
Jlnynas kaprouka. JluuHoe penmo. XapaKTepHUCTHKA.
Astobuorpadus. Pesrome.

10. Oo6paboTka mocrymaroniux JgokymeHToB. OOpaborka| Kparkuii onpoc B

OTHpaBJISIEMbIX  JIOKYMEeHTOB. [lopsgok  paboTbl  ¢| Havase JIEKIHH
Opranuzanus paboThl ¢ BHYTPEHHUMH JOKyMeHTaMu. Perucrpauusi U KOHTPOJIb
JOKyMEHTaMH UCTIONIHEHUs oKyMeHToB. DopmupoBanne n opopmieHue

nen. [lonroroBka ITOKYMEHTOB K Iiepefadye Ha apXUBHOE

XpaHEHHE.

11. DNEeKTPOHHBIM JOKYMEHT. ABTOMartu3auus cocraBieHus|KpaTkuit omnpoc B
ABTOMaTu3anusa JIOKYMEHTOB. ABTOMaTu3anys JIeTIONPON3BO/ICTBA. |HAYAJIE JICKIIHH
JIOKyMEHTO0000poTa Benenue 6a3bI JaHHBIX JOKyMEHTAIN 1o

BHELTHETOPTOBOMY KOHTPAKTY.

12. |doxymeHTOOOOPOT B JlokymeHTupoBanue  OusHec-mpolieccoB  Ympasienue| Kpatkuii onpoc B
OpraHM3aliy ¥ yIpaBJIeHUH |OW3Hec-TIpoleccamMmu 4epes OpTaHU3aIHIO |HavaJIe JIEKIINU
Ou3Hec-nporeccaMu JIOKYMEHT0000poTa

13. 3amaun W QyHKIMH cayxkObl JOKyMeHTarmoHHoro |KpaTkuii onpoc B
CotysK6a OKYMEHTALHOHHOTO obecrneueHus YIIPaBJICHUS. CtpykTypa CITyObl [HaYaJIe JTEKITUU
oBecrieuenys ynpasieHHs JIOKyMEHTAI[MOHHOT'0 ofecriedeHus yrpasienus. [IpaBa u

OTBETCTBEHHOCTb CITyKOBI JIOKYMEHTaI[HOHHOTO
o0ecrieueHus ypaBJICHHUSI.
2.3.2 3aHsATHS CEMHHAPCKOI0 TUNA (IPAKTUYeCKUE 3aAHATHS)
Ne HawmmenoBanue pasnena (TeMbl) TemaTuka 3aHATHH/pabOT Popwma Texymero
KOHTPOJIS
1. |IIpenmer, conepxanue u [Monstus  «uHbOpMaLMs» W «IOKyMeHT». PasBurue Pedepar-
3a7a4M Kypca JIOKyMEHTa. Croco0b1 JIOKyMEHTHPOBAHUS u TIpe3eHTaIys
JIOKyMEHTOBEJICHUE U JIeJIOBO# |MaTepHaibHble Hocutenun uHpopmanuu. CoiicTBa U
JIOKYMEHTO000pOT dynkmu gokymenToB. Knaccudukarusi.
2. |JdoxyMeHTHI ¥ IpaBuiia UX Co3nanue JIOroTHUNa, AJIEMEHTBI PEKBH3UTOB Pedepar-
obopMIICHHS npennpustusi  CosznmaHue  coOCTBEHHOTO  oOpasia| mpe3eHTanus, Kenc




PEKBH3HTOB JOKYMEHTA. PexBu3uTHI JICTIOBBIX
JokyMeHTOB.  OdopmiieHHEe  pPEKBU3HTOB  JEJIOBBIX
JOKyMeHTOB (rpud yTBepKIeHuWs, azapecar, TIpud
COIJIACOBAHUSI U T.JI.).
3. PaGora ¢ daiinamMu, CO3MAHHBIMH Ha MPEIBIIYIICM Pedepar-
3aHsaTud. OdopmiieHne OnaHka JOKYMEHTa, WCIOJB3Ys| IMPEe3eHTaLusl, Keic
COXpaHEHHBIE JIOTOTHII, JJIEMEHTHl PEKBH3HTOB. YCTaB,
OpraHu3anoOHHO-TIPABOBBIC  |YYPEIUTEIBHBIA JTOTOBOP, MONOXKEHHE 00 OpraHW3anuy,
JOKYMEHTEI MOJIOKEHHE O CTPYKTYPHOM IOJPa3ZCICHUH, MTOJI0KEHHE
o KOJUISTHAITLHOM (coBemaTeTbHOM oprasxe)
OpTaHM3allM, pErJaMeHT, [ITaTHOE  PpaclUCaHue,
WHCTPYKIHNS, JOJDKHOCTHAS HHCTPYKIHSI.

4. ITpukasbl. Co3aanue mWabIOHOB IIPUKA30B 10 OCHOBHOM Pedepar-
PacnopsianTensHbIe JIESATEIbHOCTH | IO INYHOMY COCTaBY (IIPOIOIbHBIN TIpe3eHTanus, KeHe
JOKYMEHTEI Onank obOmero Buna). [locraHOBIEHHMS; peILICHNS;

NPUKa3bl; PaCIIOPSDKEHNUS; YKa3aHuUsI.

5. |[oxymeHTHpOBaHHE IIpoTokour, ero Buapl. Co3ganne mabIoHOB MPOTOKOIIA. Pedepar-
JEATEIIHOCTH KOJIJIETHATbHBIX TIpe3eHTanus, KeHe
OpraHoB

6. Axt. JoxnagHas 3amucka. CiyxeOHas — 3amucka. Pedepar-

OObsacHuTenbHas  3amucka.  CosjmaHue — mI1a0ioHA| Mpe3eHTalus, Keifc
HudopmanmoHHO-clIpaBOYHbIE
OKYMEHTHI JIOKJIaJHBIX, OOBSCHUTENBHBIX 3allMCOK M CIIy)KeOHBIX
3amucok. OdopmiieHHe CHpaBKH, CO3JaHue InadiIoHa
JIoBepeHHOCTH U pactucku. Dakcel. TenedoHOrpaMmbl.
7. OdopmiieHIE TOBAPHO-TPAHCTIOPTHON HAKIIATHOM, Pedepar-
MYTEBOTO JIMCTA, IOTOBOPA Ha OKa3aHHE TPAHCHOPTHBIX | MPE3eHTALusl, Keic
ComnpoBoauTebHBIE
yCIyT, yTeBoro nucta u T.1. [loqroroska
JIOKYMCHTEI JOKyMEHTAINH JUI1 IPOBEACHUS IpoLieyp BEIOOpa
MOCTABIIIMKOB U 3aKYTIKH.

8. |Odopmienue, 06paboTKa U [MpaBuna odopmieHus, o00pabOTKM H  XpaHEHHs Pedepar-
XpaHEHHE TOKYMEHTAllUH [0 |IOKYMEHTALUH hics) BHETITHEOKOHOMHUYECKOH | ITPEe3eHTaIHs, KEHC
BHEITHEAKOHOMHYECKOH JIEITEIIPHOCTH B COOTBETCTBHM C  TPEOOBAHUSIMHU
JIeITeIFHOCTH B COOTBETCTBUH |3aKOHOJATENLCTBA  Poccuiickoit Deneparin "
¢ TpeOOBaHMAMHU MEXAyHapoaHbIX akToB. CocraBieHne M ogopmieHHe
3aKOHOJIATENIECTBA JIETIOBOTO MHChMa, (haKc ITUPEKTOpPY, COCTABUTH JEIOBOE
Poccuiickoit ®enepanuu u MUCHMO 3apyOeKHBIM MTapTHEPaM.

MEXKAYHAPOIHBIX aKTOB.
CoBpeMeHHOE JIeI0BOe
MHCHEMO
9. TpynoBsle TOTOBOPHI ¢ COTPYyAHUKAMHU. JINUHbIE Pedepar-
KapTOYKH PaOOTHUKOB. TpyIOBBIC KHIKKH. [IPE3CHTALINS, KEHC
YBenomieHre pabOTHUKOB O BbIOOpE GOpMBI TPYLOBOI
. kHKKY. llITarHOE pacncanue. JlomKHOCTHBIE
HloKyMeHTEI KaapoBoii nHCTpyKnuu. [IpaBuia BHYTpEHHETO TPYyIOBOTO
CITyKOe! pacniopsiaka. I'paduk oTmryckoB. 3asiBIeHHe.
Xapakrepuctuka. ABroduorpadus. Pesrome.
Odopmienne 3asBnerus. Co3naHue aBToOHOrpapun 1
xapakrepuctuku. OpopmiieHre pe3rome.
10. Oprammsais paGoTh ¢ Opranuzanusi JOKyMEHTOOOOpOTa Ha TPEINPHSITHH. Pedepar- §
JIOKyMeHTaMH Perucrpanms BXOIMIIMX JOKYMEHTOB. Perucrparus| npeseHranus, Keic
MCXOSIIMX JOKYMEHTOB..
11. CocraBiieHHE B 3JEKTPOHHOM BHJIE CXEMBbI pabOTHl ¢ Pedepar-
nokymeHTtamu. Co3gaHue CcaMOCTOSTENIbHO 00pasia| mpe3eHTranus, Keic
ABToMaTI3AIIS OnaHka yupexIeHus, B KOTOPOM Bbl 0O0ydaerech.
Co3aHue  DIIEKTPOHHOTO  JKypHaja B  TEKCTOBOM
JIOKYMEHT0000poTa
pelakTope Uit perducTpaliy BXOJSIIMX U HCXOMISIINX
JIOKyMeHTOB. Benenne 0a3bl JaHHBIX JOKYMEHTAIMH MO
BHEITHETOPTOBOMY KOHTPAKTY.
12. Cpokn XpaHEHHsS HCIIONHEHHBIX JIEIOBBIX JOKYMEHTOB. Pedepar-

JloxkymMeHT0060pOT B
OpTaHM3alMK 1 yIIPABICHUH
OM3HEC-TIPOLIECCaMH.

IToaroroBka MOKyMEHTOB K crmade B apxuB. Co3marh
obpazer; 000K Jiena, oOpasen ONucH jeia, odpasen
3aBEpPUTEIbHON HAIUCH.

IIPE3CHTALNS, KEHC




13.

Ciyx6a JOKYMEHTAIIMOHHOTO
obecrieueHus yrpaBJieHHUSI.

3agaun W QYHKOUHM CIY>KOBl JJOKyMEHTaI[HIOHHOTO Pedepar-
obecrieuennst  ynpaeieHus.  CTpykrypa  CiykObl| Ipe3eHTaIys, TecT
JIOKyMEHTal[HOHHOT0 obecnieyenusi ynpasnenus. [Ipasa u

OTBETCTBEHHOCTb CITyKOBI JIOKYMEHTaILHOHHOTO

o0ecrieueHys yIpaBJICHHsL.

3ammTa 1a00paTOpPHOU

pabots! (JIP), Bemonnenne kypcoBoro npoekta (KII), kypcoBoit

pabotel (KP), pacuerHo-rpadmyeckoro 3amanus (PI'3), manmcanue pedepara (P), acce (D),
kosutokBuyM (K), rectuposanue (T) u T.1.

2.3.3 IIpuMepHasi TeMaTHKa KYPCOBBIX padoT (MP0EKTOB)
KypcoBas paboTa 1o 1aHHOM TUCIUTIUIMHE HE TPEIyCMOTpPEHA.

2.4 llepeyeHb y4eOHO-METOAMYECKOT0 O0eceYeHUs 1JIsl CAMOCTOATEIbHONH padoThl
00y4aoIUXCH M0 JUCHHUILIMHE (MOTYJII0)

IlepeyeHp yueOHO-METOAMYCSCKOTO OOCCIICYCHUS TUCIUILIHNHBI 110

o0y4eHust

Ne Bun CPC BBITIOJIHEHHIO CAMOCTOATENBHON paboThl (8biOpams 6 coomeemcmsuul ¢
suoom CPC)
1 3aHATHA JEKIMOHHOTO H  |MeToAWYecKHe YKa3aHWsA JUId IOATOTOBKM K 3aHATHAM JICKIMOHHOTO U
CEeMHMHapCKOTO THUIIA CEeMUHAPCKOTO THIA. YTBEp)KACHBI Ha 3aceqaHuu CoBeTa SKOHOMHYECKOTO
takymeTera @TBOY BO «Ky6I'V». IIpotokon Ne 1 ot 30 aBrycra 2018 roxa..
Pexxum nocryna: https://www.kubsu.ru/ru/econ/metodicheskie-ukazaniya
2 |IlogroroBka 3cce, pedeparos, | MeToanvecKue yKa3aHus Uil MOATOTOBKHU 3cce, pedhepaToB, KypCOBBIX paloT.
KYpPCOBBIX paboT. YTBepxneHsl Ha 3acemannu CoBera SKoHOMHYecKoro ¢akymbrera GI'BOY
BO «Ky6I'Y». Ilpotokonm Ne 1 ot 30 aBrycra 2018 roma.. Pexxum mocryma:
https://www.kubsu.ru/ru/econ/metodicheskie-ukazaniya
3 Beinonnenue Metoandyeckue YyKa3aHHS [0 BBIIOJHEHHUIO CaMOCTOSITEIbHON paboOThI
CaMOCTOSTENILHOM padoThl |0Oyuatomuxcs. YTBepkIeHbl Ha 3acegaHnu CoBeTa SKOHOMHYECKOTO
o0yyJaromumxcst ¢axyaprera DI'BOY BO «Ky6I'V». [Tporokon Ne 1 ot 30 aBrycra 2018 roxa..
Pexxum noctyma: https://www.kubsu.ru/ru/econ/metodicheskie-ukazaniya
4 WHuTepakTuBHBIE MeTOABI |MeToauueckue yKa3aHMA 10 HHTEPAKTHBHBIM  METOJaM  OOYyYEHHS.

Yrepxaensl Ha 3aceaannu CoBera dKOHOMHUUYECKOTo (akyiabrera OIBOY
BO «Ky6I'Y». IIpotokon Ne 1 ot 30 aBrycta 2018 roma. Pexum moctyma:
https://www.kubsu.ru/ru/econ/metodicheskie-ukazaniya

YyeOHO-MeTOANYECKIE

MaTepuajibl I CaMOCTOSTEIbHOM pa6OTI>I 06yqa10m1/1xc;1 nu3

YuCiIa MHBAJIUAOB M JIUI] C OTPAHUYCHHBIMH BO3MOKHOCTSIMH 3710poBbst (OB3) npegocraBistoTcs
B (hopMax, aanTUPOBAHHBIX K OTPAHUYEHUSIM HX 3JJOPOBBS U BOCTIPUATHS HHPOPMAIIIH:

JUig U1 ¢ HapyIIEHUSIMU 3pEHUS:

— B MieyaTHOM (popme yBeIMUEHHBIM HIPUPTOM,

— B (popMe 2IIEKTPOHHOT O TIOKYMEHTA,

— B ¢popmMme ayaunodaiina
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— B reyatHo (opme Ha si3bike bpaitns.
JIist L ¢ HapyIeHUsIMU CITyXa:

— B I1e4aTHoM (opme,

— B (hopMe 3IIEKTPOHHOI O TOKYMEHTA.
JUnist a1 ¢ HapyIIEHUsIMHM OTIOPHO-/IBUTATEIBHOTO arnapaTta:

— B TIeYaTHOM opme,

— B (hopMe 2IEKTPOHHOT O TIOKYMEHTA,
— B ¢popMe ayauodaiina.

I[aHHLIﬁ MNEpCUCHb MOXKCT OBITh KOHKPCTU3UPOBAH B 3aBUCHUMOCTU OT

oOydJaronuxcs.

KOHTHHI'CHTa



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

3. OOpaszoBaTeJbHbI¢ TEXHOJIOIMH, NPHUMEHSEMbIe NPH OCBOCHHU JHCHHUILIHHBI
(Mmomyuis)

B Xozme wu3ydyeHHMA [UCUUMIUIMHBI TPEAYCMOTPEHO HCIIOJIB30BAHHUE  CIIEIYIOIIMX
00pa30BaTEeNbHBIX TEXHOJOTHA: JIEKIUH, MPAKTHYECKUE 3aHATHA, CaMOCTOATENbHas paborta
CTYJEHTOB.

KoMneTeHTHOCTHBIN IOAXO0A B paMKax IpenoAaBaHus IHUCLUIUIMHBI pealn3yercs B
UCIOJIb30BAHUY UHTEPAKTUBHBIX TEXHOJIOTUI B COUETAHNUU C BHEAYJUTOPHOM paboToil.

WudopmanvoHHble  TEXHOJOTHM, TPHUMEHSEMbIE TIPH U3YYCHHH JAUCHUILIAHBL:
UCMOJb30BaHUE  MHMOPMAIMOHHBIX  PECypCcoB,  JOCTYNHBIX B HMH(OPMAaLMOHHO-
TEJIEKOMMYHUKAIIMOHHOU cetu VIHTepHeT.

AnantuBHble 00pa30BaTebHbIE TEXHOJIOIMH, IPUMEHIEMbIE IPH U3YYEHUU AUCHUILIMHBI
— I JIML C OrPAHMYEHHBIMH BO3MOXKHOCTSMM 3J0pPOBbSl IPEIYCMOTPEHA OpraHU3aLMs
KOHCYJIBTAllMM C NCIIOJIBb30BAHUEM DJIEKTPOHHOM IOYTHI.

4. OueHoyHbIe CpeaACTBa
NMPOMEKYTOUHOI aTTecTAllU

OrneHoYHBIC CpeNCTBAa MpeAHA3HAYEHBI I KOHTPOJIS M OICHKH 00pa3oBaTelIbHBIX
JOCTHKEHUHN oOyuarommxcs, OCBOUBIIINX IporpaMmy yueOHOI JUCLIUIUIMHBL
«Jl0KyMEHTOBE/ICHUE H JICTIOBOM IOKYyMEHTOO00POTY.

OrneHOYHBIC CPEJICTBA BKIFOYAIOT KOHTPOJIBHBIC MAaTEPUAIIBI JIJIS MPOBEACHUS TEKYIIEro
KOHTPOJIsi B popMe TECTOBBIX 3aJaHui, peepaToB-IIPE3CHTAIINH, KSHCOB U MPOMEKYTOUYHOH

IJIAA TEKYLIEro KOHTPOJIdA yYcneBaeMoCTH H

aTTeCcTanmu B (bOPMe BOITPOCOB K 3a4€TYy.

CprRTypa OLHCHOYHBIX CPEACTB NJHA TeKleIeﬁ H l'lpOMe)KyTO‘IHOﬁ aTTeCTallumn

Konx n nanmenoBanue
HUHJUKaTOpa

n/n
(B cooTBeTcTBHH C 1. 1.4)

Pesysprarel 00y4eHus
(B cootBeTcTBMU C 1. 1.4)

HauMeHoBaHMe OIIEHOYHOTO CpeacTBa

Texylmuil KOHTPOJIb

IIpomexyTounas
arTecTanus

HIIK-1.1 Pa3pabateiBaeT
1 HCTIONB3YeT
HHCTPpYMEHTapui
JOKYMEHTOBEJICHHS 1
JIeTIOBOTO
JIOKyMEHTO000pOTa JIs
pelIeHHs TOCTaBJIEHHBIX
3a1a4y

3HaeT: 3aKOHOIaTEBECTBO
Poccuiickoit @enepanuu B
00acTi MaTepuaibHO-
TEXHUYECKOTo 00ecIieueHusl,
JITIONPOM3BO/ICTBA.

Ompoc, pedepar-
nmpe3cHTanusd, TeCT

Bomnpoc Ha
3a4eTe
29-48

3Haet: CTpyKTYypy, IPUHLIMIIBI,
UHCTPpYMEHTapUi
JIOKyMEHTOBEJICHHUS U JIETIOBOTO
JIOKyMEHTO000poTa
OpTaHM3aINH, & TAKXKE
pa3paboTku 1 ohopMIIeHHUS
JIOKYMEHTAIHH

Omnpoc, pedepat-
Hpe3eHTalus, Keiic, TecT

Bomnpoc Ha
3ayere
1-28

Ywmeert: PazpabatbiBaTh 1
BHEAPATH JIOKAJIbHBIC
HOPMAaTHUBHBIC aKThI U
perIaMeHTHPYIOIIHe
JIOKyMEHTBI 00IIIEero XapakTepa
U 110 QYHKIMOHATEHOMY
HAIPAaBJICHUIO JESITeIbHOCTH

Ompoc, pedepat-
Mpe3eHTalus, Kelc, TecT

Bomnpoc Ha
3a4eTe
1-28

VYwmeer: PazpabarsiBats 1
HCIIOJIb30BATh
MHCTpyMEHTapuit
JIOKYMEHTOBEJICHHUS U JIETIOBOTO
JIOKyMEHTO000poTa
OpraHu3aiiy, B TOM YHCiIe 110
BHEUIHE3KOHOMUYECKON
JIeSITeNIbHOCTH

Omnpoc, pedepat-
Npe3eHTalus, Kelc, TecT

Bonpoc Ha
3ayere
29-48

TpynoBoe aeiictBue:
OdopmitseT TOKyMEHTAIHIO, B
TOM YHCJIIE [0
BHEUTHEIKOHOMHUYECKOH

Ompoc, pedepar-
Mpe3eHTaIus, Kelc, Tect

Bomnpoc Ha
3a4eTe
1-28




JIEATEILHOCTH B COOTBETCTBUU
¢ TpeOOBaHUAMU
3aKoHOJaTeNIbcTBa Poccuiickoi
denepanuu U MEXAYHAPOAHBIX
aKTOB

TpynoBoe aelicTBue:
Hcnonb3yeT KOMITBIOTEpPHBIE
MPOTPaMMBI IJIsl BEACHHS
ydeTa, CHCTeMaTH3alu 1
aHaIM3a JaHHBIX, COCTABICHUS
0a3 JaHHBIX, BEICHUS
JIOKYMEHTO0000pOTa,
CIPaBOYHO-TIPABOBBIE
CHCTEMBI, PECYPCHI
nHpopManmoHHO-
TEJICKOMMYHHUKAIIHOHHOH CETH
«VIHTEpHET», OPTTEXHUKY

Omnpoc, pedepat-
Mpe3eHTAalus, KEeHC

Bompoc Ha
3ayere
29-48

10

11

12

UIIK-2.1 PazpabaTsiBacT
1 UCTIONB3YET
HHCTpYMEHTapUi
JOKyMEHTOBEJICHUS 1
JIeTI0BOTO
JIOKyMEHTO000pOTa JIs
PpEeLIeHUsI TOCTaBICHHBIX
3a1adq

3HaeT: 3aKOHOIaTENIBCTBO
Poccuiickoit @enepanuu B
00acTi MaTepualbHO-
TEXHHYECKOTO 00ECIICUCHNS,
JITIONPOU3BO/ICTBA.

Omnpoc, pedepat-
npe3eHTanusd, TeCT

Bomnpoc Ha
3a4eTe
29-48

3Haet: CTpyKTypy, IPUHLIMIIBI,
UHCTPYMEHTApUH
JIOKyMEHTOBEJCHHUS U JCTIOBOTO
JIOKyMEHTO0000poTa
OpTaHU3aIiH, a TAKXKe
pa3paboTku 1 oopMIIeHUS
JIOKYMEHTAIHH

Omnpoc, pedepat-
Tpe3eHTaLs, Keiic. TecT

Bomnpoc Ha
3ayere
1-28

Ymeer: PazpabareiBath 1
BHEAPATH JTIOKAJIbHBIC
HOPMAaTHUBHBIC aKThI U
perJaMeHTHPYIOIIHe
JIOKYMEHTHI 00IIETO XapakTepa
U 110 QYHKIIMOHATEHOMY
HAIIPABJICHUIO NIESATSILHOCTH

Omnpoc, pedepat-
Mpe3eHTalus, Kelc, TecT

Bomnpoc Ha
3a4eTe
1-28

Ywmeer: PazpabaTeiBaTh 1
UCTIONB30BaTh
UHCTPpYMEHTapui
JIOKYMEHTOBEIEHUS U JEI0OBOTO
JIOKyMEHTO000pOTa
OpraHu3aIiH, B TOM YHCIIE 110
BHEUIHE3KOHOMUYECKOU
JIeSITETIbHOCTH

Omnpoc, pedepat-
Npe3eHTALHs, TECT

Bomnpoc Ha
3ayere
29-48

Tpynosoe nelictBue:
OdopmiiseT TOKyMEHTAIIHIO, B
TOM YHCJIC 0
BHEUTHEAKOHOMUYECKOU
JIESITETHHOCTH B COOTBETCTBHH
¢ TpeOOBaHMAMHU
3aKoHoAaTenbCTBa Poccuiickoi
denepanuy 1 MEXKTYHAPOTHBIX
aKTOB

Ompoc, pedepat-
Mpe3eHTalus, Kelc, TecT

Bomnpoc Ha
3a4eTe
1-28

TpynoBoe aeiicTBue:
Hcnonb3yeT KOMIbIOTEPHBIE
MIPOTPaMMBI JIJIsl BEICHUS
ydeTa, CHCTeMaTH3alud |
aHaM3a JaHHBIX, COCTABICHHS
0a3 JTaHHBIX, BEICHHS
JIOKyMEHTO000poOTa,
CIPaBOYHO-TIPABOBBIC
CUCTEMBI, PECYpChI

Ompoc, pedepar-
Mpe3eHTaIus, Kelc, TecT

Bomnpoc Ha
3a4eTe
29-48




nHpopManmoHHo-
TEJICKOMMYHHKALIMOHHOH CETH
«VHTEpHET», OPTTEXHUKY

TunoBbie KOHTPOJIbHBbIE 32JaHUSI MM HHbIE MaTepHAJIbl, HeOOX0ANMMBIE VISl OLleHKH
3HAHUI, YMEHHM i, HABBIKOB M (WJIH) ONBITA JAeSATeJbHOCTH, XaPAKTEPU3YIOIIUX ITANbI
(opMupoBaHusI KOMIIETEHIIHII B IIpolecce OCBOEHUsI 00pa30BaTeJLHOM IPOrPaMMBbI
Ilpumepnulii nepeuens 6onpocos u 3a0anHuil
Pegpepam
Temamuxka pegpepamos
1. CymHocts W TpeOOBaHHS COBPEMEHHOIO JeNONpOou3BOACTBA. Ponb uHpOpManmuu B
yIpaBICHUYECKON JIeATeIbHOCTH opraHu3auuu. JlokyMeHT u ero GyHKuuu. YHubUUUpoBaHHAS
CUCTEMA JOKYMEHTALUU.
2. Bunpl TOKyMEHTOB M UX Kjaccuukanus. Y Hupukamus u cranaapTH3ausl.
3. CoBpeMeHHOE rocyJapCcTBEHHOE peryaupoBanue aenonpousBoacrsa ECOY.
4. 3agaum ¥ QyHKIUU CITYKObI 1€T0MPOU3BOJICTBA.
5. TpeboBanus k cocrapinenuto u opopmieHuto OPJI. Tlonsarue u cocraB pexBu3utoB OPJ]
I'OCT P.6.- 30.2003
6. OCOOEHHOCTM TOJArOTOBKM M O(OPMIIEHUS OpraHU3alUMOHHBIX JOKYMEHTOB (YCTasB,
YUpEOUTENbHbIN JOTOBOp, MIOJDKHOCTHAs HMHCTPYKLHS, IIOJIOKEHHE, IITAaTHOE pacluCaHue,
CTPYKTYypa U IITaTHasl YUCIEHHOCTD).
7. OCOOEHHOCTH TMOATOTOBKM U O(OpPMIIEHUS PACHOPSAUTENBHBIX JIOKYMEHTOB (IIPHKa3 IO
OCHOBHOI1 J1€TeNbHOCTH, YKa3aHHUE, IOCTAHOBJIEHUE, PACIIOPSIKEHUE U PELICHHUE).
8. CocraBnenue u odopmieHue HUHPOPMAIMOHHO-CIIPABOYHBIX JOKYMEHTOB (aKT, MPOTOKOI,
JIOKJIa/THas, OOBSCHUTETbHAS U CITy)KEOHas 3aIIMCKH).
9. Bunsl mucem, 0co0eHHOCTH UX 0(OPMIICHHUS.
10. Kagpogas ciyx6a. Pernmamenranus ee 1eaTeIbHOCTH.
11. JIokyMeHTBbI MO YCTAHOBJIEHHMIO TPYJOBBIX MpaBOOTHOIIEHHH. OdopmiileHHe MPUKa30B MO
JMYHOMY COCTaBY, TPYIOBBIX KOHTPAKTOB, TPYIOBbIX KHUKEK, TUYHBIX KaPTOUEK.
12. OcoGeHHOCTH cocTaBIeHUs U 0(OPMIICHHSI TMYHOTO Jea.
13. DnextponHblii o¢puc. CoBpeMeHHble HH(GOPMAIMOHHBIE TEXHOJOIHH, MCIIOJIb3yeMbIE B
JIOKYMEHTAIIMOHHOM O0€CTI€YeHUHN YIIpaBIICHUS.
14. CtaHoBNIE€HUE U pAa3BUTHE OHATUS «3JIEKTPOHHBIN TOKYMEHT».
15. [Ipob6nema nmpuiaHust OPUANIECKON CUIIBI JICKTPOHHBIM JJOKYMEHTaM.
16. DneKTpOHHBIN JOKYMEHTOOOOPOT U €ro OTJINYME OT aBTOMAaTU3aLUU JAEJIOIPOU3BOICTBA.
17. HopmaTuBHOE NPaBOBOE U METOINYECKOE 0OECIIeYeHUE FIEKTPOHHOTO JJOKYMEHTO000pOTa.
18. MHoOrokputrepuaJbHblii MOIX0J K mpobieMy BbIOOpa M ONTUMHU3ALMK alIapaTHO-
IIPOrPaMMHBIX KOMIUIEKCOB: CYIIIHOCTb, OCHOBHBIE JTallbl.
19. [IpoGnembl TpaAULIMOHHBIX TEXHOJOTHMM JOKYMEHTAIIMOHHOTO OOECIeYeHHUs YIpaBiIeHUsS U
UX 00BEKTHBHBIC TPUUUHBI.
20. TlpoGmembpl ¥ TIEPCHEKTHBBI PACIIUPEHUS MCIOJb30BAHUS CHCTEM aBTOMAaTHU3AIluU
JIeNTOTIPOU3BOICTBA U IOKYMEHTOO00pOTA.
21. JKusHeHHBI LMK MporpaMMHOro ooOecnedeHuss HWH(OPMALUOHHONW CHCTEMBI U €ro
cTpykTypa. OCHOBHBIE, BCIIOMOTaTENIbHBIE U OPraHU3aLMOHHBIE ITPOLIECCHI.
22. Mopnenu S>KM3HEHHOTO IMKJIA TIPOTPAMMHOTO OOECHEYCHHS: KacKaJHas, IodTarHasl,
CIUpaJIbHasl.
23. dynkunoHanbHble Bo3MoxHocTH Microsoft Office u ee mpunoxxeHuii.
24. Peanu3anus THUIOBBIX 3a/1a4 JEIONPOU3BOJICTBA Ha pumMepe nakera MS Office.
25. OpraHu3alMOHHbIE M TEXHUYECKHE MPOOJIeMbl KOHTPOJS 3a HCIHOJHEHHEM OKYMEHTOB.
Bo3MoskHOCTH peain3aluy KOHTPOJIS UCTIOIHEHUs TOKyMeHTOB B cpese MS Office.
26. BO3MOXXHOCTH CO37aHUsI KOMITO3UITMOHHBIX JOKYMEHTOB B cpene MS Office. [Ipunnmm
CBSI3bIBAaHMA U BCTpauBaHUs 00BEKTOB. [IpHHIMIT AUHAMUYECKOT0 0OMEeHa JTaHHBIMH.



27. HopmaTuBHBIE TIPaBOBbIC AaKThl, PEIJIAMEHTHPYIOIIMX TMPOIECCHl BHEAPEHUS H©
HUCITIOJIB30BaHUA I/IH(I)OpMaLII/IOHHI:IX TEXHOJIOTUH B JOKYMCHTAITUOHHOM OGCCHC‘-ICHI/II/I
yIpaBIeHUSI.

28. HopMaTHMBHO-METOIWYECKUE AOKYMEHTBI, PETIAMEHTUPYIOLIIUX IPOLECCHl BHEAPEHUS U
UCIIONIb30BaHUsl  MH()OPMALIMOHHBIX TEXHOJOTHMH B  JIOKYMEHTAllMOHHOM OOecrneueHuu
YIIpaBICHHUS.

29. Bo3moxHble cepbl UCHOIb30BAHUS COBPEMEHHBIX HH(POPMAIMOHHBIX TEXHOJOTHH B B
JIOKYMEHTAI[MOHHOM OOECTICUCHUU YITPABJICHUS.

30. Llenu 1 3a1a4u BHEAPEHUS SJIEKTPOHHOTO IOKYMEHTOO00pOTa B OpraHU3aLUsX.

Keticvl

1. CocraButh akt peBu3uM Kaccel npeanpustus TOO "Cpnaprak" Ne 15 or 14.03.20 .
OcHoBanueMm sBisieTcss npukaz gupekropa Nel65 or 13.03.20  .B cocraB komuccuw,
npoBogsien pesusuto Bxoadar: [Ipencenarens - 3am. nupekropa C.H. Koznos Unensl komuccuu:
1. I'n. 6yxrantep H.M. Porosa 2. Cr. Oyxrantep 3.A. Opnosa 3. byxranrep O.W. YuaeBa
[TpucyrcrBoBanu: 3am. ri. Oyxrantepa I'.H. Kopones xaccup B.1. MakcumoBa PeBusus Obuia
npoBeaeHa B nepuon ¢ 14.03.20 mno 16.03.20 B pe3ynbrare NpOBEIEHHOW pPEBU3UU
ycraHoBieHO: 1. OcTaTok HaJIM4YHBIX JEHEer B Kacce 1o cocrosiHuio Ha 14.03.20  cormacHo
KAacCOBOM KHUTHM W JIaHHBIM OYXTajaTepcKkoro ydera aoipkeH coctaBiate 5000 py6. 2.
DaKTUYECKUI OCTaTOK HAJIMYHBIX JieHeT B Kacce cocraBisier 4800 py0. Hemocraua neHer B
kacce - 200 py6. 3. Hemocraua Hanmu4HBIX JIeHET B Kacce oOpa3zoBanach 1o BuHE kaccupa B.W.
MakcuMOBOM AKT cocTaBieH B 3-X 3k3eMIuispax: l-ii 3k3. - B genmo Ne 05-11 2-if ok3. -
TUPEKTOPY MpEeAnpusaTus 3-il 9Kk3. - TI. Oyxraiarepy B mpumnoskeHuu oOBsSCHUTENbHAS 3aMUCKa
kaccupa B.M. MakcumoBoii Ha 1 1. B 1 9k3. (caMmy OOBSICHUTENBHYIO 3aIMCKY MUCATh HE HYXKHO,
HEOOXOIUMO B TEKCTE aKTa CHeNaTh MOMETKY O Haluduu npuioxeHuil.) Odopmurs rpud
yrBepxaeHus: aupekrop A.A. bepkyr, nata yreepxknaenus 18.03.20 . OpopMuTh peKBU3UT
"OTMETKa 0 HalpaBJIeHUH JO0KyMeHTa B Jieno" Mcnonuurens B.A. Anykun nara 25.03.20 .

2. CocraBbTe nucbMo — npurnamenue Ne 544 or 10.07.20  mo ci. gaHHBIM: IHCTUTYT TOYHBIX
npuOopoB mocbutaeT nucbMo — npuriamenue aupekropy [HTHUU «IIpomereit» Koncrantuny
CepreeBuuy ¢ HpUIJAIIEHUEM IIOCETUTh MEXIYHAPOIHYIO CIEHUAIU3UPOBAHHYIO BBICTaBKY
«OKOHOMHS MaTE€pHAbHBIX W TOIUIMBHO-DHEPI€TUYECKUX PECYpCOB B CTPOMUTENLCTBE U
IIPOMBIIIIEHHOCTH». BeicTaBka cocToutcs B . MOCKBa B NIaBUJILOHE BBHICTABOYHOIO LIEHTPA HA
Kpacnoii [Ipecne 18 aBrycta 20 roaa ¢ 9.00 no 20.00. Aapec HHCTUTYTa TOYHBIX IPUOOPOB T.
Mocksa yi. IlnexanoBa 36, Ten. 237-87-77. [lupexktop mHCTUTYTa TOouHBIX HpuodbopoB C. K.
Ceprees.

3. B coorBerctBum ¢ Pacmnopsokermem Mmununctpa ot 04.03.20  Ne 115 «O06 ycunenun
IPOTHBONOXApHOW O€30MacHOCTH M YCHJIEHHMM OXpaHbl B IMEpUOJ Mpa3AHUYHBIX JHE»
coctaBuTh npukas Ne 245 or 06.03.20  uzgansHblil qupekTropoM HaydHO-TIpOM3BOJACTBEHHOTO
oObenuHeHus «Arpompubdop» r. MockBel M.JI. TankuueiM. B pacnopsautenbHol dYacTH
BeiIeUTh 4 myHkTa: 1. OO0 opranuzamuu yoopku Tepputopuu oO0beawHeHus 2. O mpoBepke
COCTOSIHUS 3JIEKTporpoBoAKU 3. O MpeocTaBICHUM B CEKpETapuaT T'€HEPAIBbHOIO IUPEKTOpa
CIUCKa COTPYAHHMKOB, MpeObIBaHHE KOTOPBIX HEOOXOAWMO Ha TEPPUTOPUU OOBEAUHEHUS B
npasaHuuHble 1HU 4. KOHTpoJIb 3a HMCIOJHEHHEM BO3JIAracTcsli Ha IJIABHOTO HWHXKEHEpa
oovenunenus I1.P. Kaposa. Kaxnplii myHKT paccMmoTpers mo cxeme «Komy?», «UTo HY)KHO
caenath?», «/lo xakoro cpoka?». Hampumep, k n.l1 3aBenyromemy cknazom O.H. Huxkurtuny
opranu3oBath yOopky Ttepputopuu g0 07.03.20 . IlpoctaBuTh BH3y TIJIaBHOTO HHXKEHEpA.
[ToctaButh oTMeTKY 00 ucnonautene. Mcnonuurenem siisercss ConosbeBa Tenedon 302-34-56.

Tecm
1. YTO HE OTHOCHUTCA K YUYPEIUTEIbHBIM JOKYMEHTAM OPUANYECKOro JInna?



— IIpoTokon coOpaHust yupeauTeei;

— Ycras;

— YupeauTenbHblid 10TOBOP.

2. IlonoxxeHue 0 CTPYKTYPHOM MOJIpa3IeIeHUN — 3TO:

— IPaBOBOI1 aKT, KOTOPBIM yCTaHABIMBAET CTATyC, PYHKIIMU, TPaBa, 00A3aHHOCTHU U
OTBETCTBEHHOCTb CTPYKTYPHBIX MOAPA3ACIICHUNA U UHBIX OPTaHOB;

— IPaBOBOI1 aKT, KOTOPBI ONpeeNsieT CTaTyC OpraHu3aliy, ee 3aa4u U QYHKIINH, [TpaBa,
OTBETCTBEHHOCTD, OPSJIOK JEATEIbHOCTH;

— JIOTOBOP, CTOPOHBI KOTOPOT'0 0053yI0TCA CO37aTh IOPUIUUECKOE JINIIO U YCTAHABJIUBAIOT
MOPSITOK COBMECTHOM JISATEIIBHOCTH 10 JAHHOMY (DaKTy.

3. JlaTroi 10/KHOCTHOM MHCTPYKIMM SIBJIAETCS JaTa:

— €€ yTBEePXKICHUS;

— €€ COCTaBJICHUS;

— O3HAaKOMJICHHS ¢ Heil pabOTHUKA.

4. IIpaBoBOIi aKkT, B KOTOPOM OTOOpa)KaeTcsi MOPSIAOK AeSATENIbHOCTH PYKOBOACTBA OpraHU3allny,
a PaBHO KOJIJIETHAJIBHOTO UJTM COBEIIATEIIbHOTO OpraHa — 3TO:

— PErJIaMeHT;

— IITAaTHOE PaCIUCaHUE;

— yCTasB.

5. Ilo cdepe cBoero neiicTBUS pacnoOpsAUTENbHBIC JOKYMEHTHI ACTATCS Ha!

— ¢deaepanbHOrO ypOBHS, PErHOHAIBHOTO YPOBHSI, IPABOBBIC aKThl OpPraHU3alN;

— KOJUICKTUBHBIC U UHAUBUYaJbHEIC;

— IPaBOBBIE aKThl OPraHMU3AIIH, TPABOBbBIE AKThl UX CTPYKTYPHBIX MOAPA3IEICHUIA.

6. Pacniopsixenue uznaercs:

+ €IUHOJINYHO;

— KOJUIETHUAJIBHO;

— B YCJIOBHSIX BEJOMCTBEHHOT'O PETYIUPOBAHUSI.

7. Konus yactu TOKyMEHTa, KOTOpas 3aBEPEHA B ONIPEACICHHOM MOPSAKE, 3TO:

— BBINHCKA,

— DJICKTPOHHAS KOTIHS;

— nyOnuKar.

8. He siBnsieTcs TOKYMEHTOM, KOTOPBIN HHUITUUPYET PEIICHUE:

— IIPOEKT JIOKYMEHTA;

— 3aKJIIOYCHUE;

— JOKJIa/IHasl 3aIIUCKA.

9. Uem BHENIHE OTINYAETCS MPOEKT TOKYMEHTA OT €r0 OKOHYATEILHOTO BapruaHTa?

— Hananucero «aipoekT» B BEpXHEM MOJI€ CIPABa;

— [IpoexT He 00s13aTebHO 0GOPMIIATH B TaKO ke popme, Kak Oyayluil JOKYMEHT, TOCTAaTOYHO
CaMOT0 TEKCTa;

— [IpoexT odopmisieTcss Ha CrieUaTbHOM OJIaHKE.

10. Kakast yacTb NOCTaHOBIIEHUS COACPKUT HOPMATUBHBIE MOJOKEHUS UIIM TOPYUCHUS?
— PacnopsiaurenpsHas;

— KoHcrarupyromias;

— BBogHas.

11. B coctaB uHhOpMaImOHHO-CIPABOYHBIX TOKYMEHTOB HE BXOJIUT:

— yKa3aHHUE;

— JOKJIa/IHAasl 3aIMCKa;

— CBOJIKA.

12. Bua uadopmanrmoHHO-CIIPaBOYHON JOKYMEHTAIUH, SIBISIOIIEHCS CTTIOCOOOM OIepaTUBHOTO
nH(pOpPMaAITMOHHOTO OOMEHA MEXKTy OPTaHHU3aAIUSIMH, Ha3bIBACTCS:

— IIEPEIUCKOH;

— IOKyMEHTAITUEH I CITy>KeOHOTO TT0JIb30BAHNS,



— CTaTUCTUYECKOU OTUETHOCTHIO.

13. Yro mpencrasinsieT coOoil 3asBieHHE B JOKYMEHTOOOOPOTE OpraHu3aluu?

— OT0 TOKYMEHT, KOTOPBIN aIpeCOBaH JOIKHOCTHOMY JIUIY U COJAEPKUT KaKyt0-JINOO MPoch0y
paboTHUKA;

— OT0 IOKYMEHT C MPeI0KEHUEM HA3HAYUTh, IEPEMECTUTh WIIH MOOLIPUTh PAOOTHHKA;

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

14. Yto He sBisieTCs IPU3HAKOM aKTa?

— COCTaBJICHHE B CBOOOIHO opme;

— YCTaHOBJIEHUE (PAKTHYECKOTO COCTOSIHUE JIEJI U OTPAXKEHUE €T0 B AKTE;

— KOJIJIETUAJIbHOCTh COCTABIICHUSI.

15. JlokyMeHTbI, KOTOpPbIE U3/1aHbI BHYTPH YUPEXKICHUS U OTIIPABJICHBI 32 €T0 MPEAEIbI IS
PYKOBOJICTBA HHYKECTOSAIIUM OpraHaM yIpaBJieHHs! TUO0 B LENSIX UCTIOIHEHHSI MMCbMEHHBIX
YKa3aHWH BbICLIEH NHCTAaHLUH, HA3bIBAKOTCA:

— UCXOSIIMMU JTOKYMEHTaMH;

— BXOJSIIMMH JOKYMEHTaMU;

— MEPEMUCKOMN.

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

— MOJrOTOBKY MPOEKTa JOKYMEHTa, HA0Op U pacledyarKy TeKCTa IPOeKTa, KOPPEKTUPOBKY
COJIepKaHus JOKYMEHTA ITOCIIe COTJIacOBaHMs, OopMIIeHHE (PMHAILHOTO BapUaHTa JOKYMEHTA;
— Ipe0CTaBICHUE paclieyaTaHHOTO MPOEKTa TOKYMEHTa PYKOBOAUTEIIO Ha COTJIAaCOBAHUE,
yCTpaHEHHE HETOYHOCTEH, HAOOp OKOHYATEIBbHOTO JOKYMEHTA;

— COCTaBJICHHE JJOKYMEHTA Cpa3y B OKOHYATEIIbHOM BapUaHTe, €ro MOANKUCAHNE Y PYKOBOAUTETS,
OTIIpaBKa JJOKYMEHTA aJipecary.

17. Korna 1OKyMEHT SIBISI€TCA UCTIOJTHEHHBIM?

— Korna paccmaTprBaeMblil B JOKYMEHTE BOIIPOC Pa3peLIeH MOJHOCTBIO U MEPENUCKa 110 HEMY
3aBEpIIICHA;

— Kak Tos1bKO JOKYMEHTY MPUCBOEH PETUCTPALIMOHHBIA HOMED;

— Korza 1okyMeHT Nory4eH KOHEYHBIM a/IpECATOM.

18. Kakue pazmeps! mipudToB PEKOMEHAYETCS UCTIOIB30BaTh MPU 0GOPMIICHUN TOKYMEHTOB
corsacHo I'OCT P 7.0.97-20167?

—Ne 12, Ne 13, Ne 14;

—Ne 12, Ne 14, Ne 16;

—Ne 11, Ne 12, Ne 14,

19. Hudposoii nim 6ykBeHHO-UM(POBOH UACHTUPHUKATOP JOKYMEHTA, BKIIOYAIOIINN
MOPSAIKOBBIM HOMEp, JOMOJHAEMBIH 10 JKEeJTaHUI0 UH/IEKCAMU COTJIaCHO UCMOIb3YEMbIM
KJlaccu(uKaTopaM, Ha3bIBACTCS:

— PErUCTPAllMOHHBIM HOMEPOM JOKYMEHTA;

— rpudowm;

— JIaTOM TOKYMEHTA.

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

— A5, A6;

— A4, AS;

— A6, A4.

21. Hocutenem uHdopMarum sBiseTcs:

— MaTepualbHbI 00BEKT, KOTOPHIN HYXeH JUIsl PUKCAIlK, XpaHeHus (1 BOCIIPOU3BEICHNS)
peueBoii, 3BYKOBOH MM U300pa3uTeNIbHOW HH(POPMALIUY;

— co3Jarenb JOKyMEHTa;

— CTPYKTYpHOE MOpa3/iesieHue, BEIMOHsoIee (PYHKIIUU MO BEACHUIO JJOKYMEHTO000pOoTa.
22. CBOMCTBO TIOKYMEHTa MOATBEPKIATH JCIOBYIO IEATEILHOCTD JIMOO COOBITHE JIMYHOTO
XapakTepa — 3TO:

— I0pUINYECKasi 3HAYMMOCTh JIOKYMEHTA;



— IOpUAMYEcKas CUila JOKYMEHTa;

— ayTEeHTUYHOCTb.

23. TUNOBBIM CPOKOM HUCIOJHEHUS JOKYMEHTA Ha3bIBACTCA:

— CPOK MCIIOJIHEHHS IOKYMEHTA COTJIaCHO HOPMATUBHO-IIPAaBOBOMY aKTY;

— CPOK HUCIIOJIHEHHUSI, KOTOPBIH YCTAaHOBJIEH B OPraHU3alMOHHO-PACIIOPAAUTEIBHOM JOKYMEHTE
WIH B PE30JIIOLINY;

— CPOK HUCIIOJIHEHHUS], YCTAHOBJIEHHBIN CIIOKUBLIMMCS B OpraHU3alMyi 00bIYaeM.

24. CipaBOYHHK, COZIEpKaIMil CBeCHHS O (POHAAX apXuBa U MpeIHa3HAuYCHHBIN JIIs
03HAKOMJIEHHUS C UX COCTAaBOM U COZEP>KaHUEM — 3TO:

— apXUBHBINA TyTEBOIUTEb;

— apXUBHBINA CIIPABOYHUK;

— apXMUBHBIN yKa3aTellb.

25. YaudummpoBanHoi HOpMOii TOKyMEHTa SBIISCTCS

— GopMyIIsAp TOKyMEHTa ONPEAEICHHOTO BU/Ia, KOTOPBIH COAEPIKUT MOCTOSHHYIO YaCTh TEKCTA;
— OyMaKHBIN WJTU 3JIEKTPOHHBIN M1a0JIOH ¢ pPEKBU3UTAMHU, [0 KOTOPBIM OIPEENsSeTCs aBTOP
O(QUIMAIBHOTO IOKYMEHTA;

— PEKBU3UT O COIJIACHM OPTaHU3aLUHU, KOTOpast HE SIBJIAETCS] aBTOPOM JIOKYMEHTA, C €ro
COJIEp’KaHUEM.

26. KakoBa anuHa caMoi ITIMHHOM CTPOKU PEKBU3UTA MPU YIIIOBOM PACIIONI0KEHUU
PEKBU3UTOB?

— He Gonee 7,5 cM;

— He 6onee 12,5 cm;

— He Gomnee 10 cm.

27. PeKBU3UT TOKYMEHTa — 3TO:

— 3JIeMEHT 0()OPMIIEHUS TIOKYMEHTA;

— PETUCTPALMOHHBIN HOMEP TOKYMEHTA;

— CBEJICHMSI O JIaT€ U MCIIOJIHUTENE JOKYMEHTA.

28. Bxoasamuii TOKyMEHT IPOXOIUT CIEAYIOIINE 3Tanbl 00paObOTKU:

— COIPOBOYX/IEHUE U JOCTABKa C MOYTHI, IEpBHUYHAs 00paboTKa, perucTpanus, HoAroToBKa Ha
JTOKJIaJl, pACCMOTPEHHE U 0POPMIIEHUE PE3OJIOLININ, pErUCTpaus Pe30I0IUH, TOCTAHOBKA Ha
KOHTPOJIb UCIIOJTHEHHUS, OTIPAaBKa Ha UCIIOJHEHNE, UCIIOJTHEHNE U KOHTPOJIb 32 HUM, IIPHEM
HCIIOJTHEHHOT'O JOKYMEHTA, CHATHE C KOHTPOJIS, IOMEIIEHHE NCIIOJIHEHHOTO JOKYMEHTa B JIEJI0,
paboTa c HUM, TeKyIllee U apXUBHOE XpaHEHUE, YHUUTOXKEHNE U CITUCAHUE;

— YCTaHOBJIEHHE KOHKPETHOT'O a/ipecaTa JOKyMEHTa B OpraHU3alluu, perucTpalus J0KyMeHTa o
BXOJISILUM JXKypHajiam, repeaya J0OKyMeHTa ajpecary, yKka3aHHOMY €ro B TEKCTE, yCTaHOBIICHHE
CPOKOB HCIIOJIHEHUS! IOKYyMEHTA, UCTIOJTHEHHE JOKYMEHTA, IPOBEPKa pe3yIbTaTOB UCIIOTHEHMS,
MOMEIIIeHUE IOKYyMEHTa B HOMEHKJIATYpHOE JEJI0 U MOCIEyIoNIas cjaua B apXUB;

— perucrpanus J0KyMeHTa 110 BXOJIIeH KOPPECIOHIEHIIH, ITepeiada ero pyKOBOIUTEIIO IS
OIpeEIICHUs UCTIOJIHUTENS, IIepeaada J0KyMEHTA HENTOCPEICTBEHHOMY UCIIOIHUTEIIO,
KOHTPOJIb 3a UCIIOJIHEHUEM JIOKYMEHTA, UCIIOJIHEHUE IOKYMEHTA, IPUEM PE3yJIbTaTOB
UCTIOJIHEHUS pyKOBOJIUTENIEM, OTMETKA 00 MCIIOJIHEHUH B CIIEIMAIbHOM XXypHaje, caaya
JIOKYMEHTa B apXUB.

29. IIpenBapuTENbHBIA TEKCT JOKYMEHTA, KOTOPBIH JTMYHO TOTOBUT UCIIOTHUTEb UIIH
COUCIIOJIHUTENb IOKYMEHTA, 3TO:

— IIPOEKT JOKYMEHTA;

— 3K3EMIUISIP JOKYMEHTA;

— KOTIUS JOKYMEHTA.

30. Jleronponu3BoICTBO — 3TO:

— JIeATENILHOCTH 10 JIOKYMEHTHPOBAHHUIO, JOKYMEHTO000POTY, OIIEpPaTUBHOMY XPaHEHUIO U
HCIIOJIb30BAaHUIO JOKYMEHTOB;

— MpoLEeAypa CO3IaHMs, TUPAKUPOBAHUS U PETUCTPALIMM BXOSIIEH U UCXOAIIeH
JIOKYMEHTAIlUU OpraHU3allkH;



— HEIMOCPEICTBEHHOE CO3/ITaHNe O(UIIMATIBHBIX IOKYMEHTOB Ha TIPEANPUITHH.

Hown
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31.
32.

3ayeTHO-3K3aMeHANMOHHbIE MATEPHUAJIbI 1JIs1 IPOMEKYTOUHON aTTecTaluu (3a4er)
[ToHATHS «TOKYMEHTOOO0POT», «IOKYMEHT» U «IOKYMEHTOBE/IEHUE». Pa3BuTHE JOKYMEHTA.
CnocoObl TOKYyMEHTUPOBAHUS U MaTepUaibHble HOCUTEIH HH(OPMALIUH.
CpoiicTBa u QyHKIIMHN T0KyMeHTOB. Kitaccuduxanus.
YHubukauus u cTaniapTu3alus yupaBlieHYeCKUX JOKYMEHTOB.
[TpaBuna opopmieHus JOKyMeHTOB. TpeboBaHus K 0(hOpPMIICHUIO OPTaHU3AIIIOHHO-
pacropsAUTEIbHBIX TOKYMEHTOB.
CocTtaB peKBU3UTOB JOKYMEHTOB. TpeboBaHMs K 0(OPMIICHUIO PEKBU3UTOB.
Hcnpapnenust B A0KyMeHTaX. biaHku JOKYMEHTOB MPEeANPUSITHS.
OYHKIUU U 0COOEHHOCTH OPTraHU3allMOHHO-TIPABOBBIX JOKYMEHTOB. Y CTaB OpraHU3aIUH.
[TonoxkeHue o CTPYKTypHOM MHoapazaeneHuu opranuzauuu ltatHoe pacnucanue. [IpaBuna
BHYTPEHHETO TPYJOBOTO pacropsaka. MHCTpYKIUH 1O OTAETBHBIM BHIAM JIESITEIbHOCTH.
JIoMKHOCTHBIE UHCTPYKIUH.
Bunast pacnopsanTenbHbIX TOKyMeHTOB. OCOOEHHOCTH MOATOTOBKU M OOPMIICHHS
pacmopsAUTEIbHBIX TOKYMEHTOB.
Oprau3anroOHHO-TEXHUYECKHE MEPOTIPUATHS IO MOJITOTOBKE U MPOBEICHUIO COBEIAHMH.
CtpykTypa I0KIa/a U OTYETa: Ha COBELIAHUH, 3acelaHu, KOHPEPEHIIUH U T.1.
TpeOGoBaHMsI K COCTaBICHHUIO B 0()OPMIICHHIO IPOTOKOJIOB.
Bunsr naHpopManimoHHO-CIIPABOYHBIX U COMPOBOIUTENBHBIX JOKYMEHTOB.
OdopmIiieHHE CIIPaBOK, TOKJIAIHBIX 3aMMACOK, OOBSICHUTEIHHBIX 3aITUCOK, aKTOB.
OcoGennoctu opopmieHus Tene@oHorpamm, pakCUMIIBHON CBSI3U, UCTIOIb30BAHUS
TejeTanna.
OcoGennoctu opopmiieHus, 00paboOTKU U HCIIOIb30BAHMS COTPOBOAUTEIBHBIX IOKYMEHTOB
IPOIIECCOB MEPEBO3KH PAOOTHUKOB, JOCTABKU TPY30B H YIIPABIEHUE KOPIIOPATUBHBIM
TPAHCIIOPTOM OpPTraHU3AINH.
[ToaroToBka JOKYMEHTAIUH JUTSI IPOBEICHUS MPOLEAYP BHIOOPA MOCTABIIMKOB U 3aKYIIKH.
OcobenHoctr 0(hopMIIeHUS U UCTIOJIB30BAHUS COIIPOBOIUTENBHBIX TOKYMEHTOB.
Odopmnenue, 06paboTKa U UCTIOIB30BAHUE COMTPOBOIUTEIBHBIX TOKYMEHTOB IIPOIIECCOB
NEepeBO3KU pabOTHHUKOB, IOCTaBKH I'PY30B U yIIpaBJIeHHE KOPIOPATUBHBIM TPAHCIIOPTOM
OpraHu3aIuHg.
[ToaroToBka JOKyMEHTAIMH JUIs IPOBEIEHUS MPOLEAYP BIOOpa MOCTABLIMKOB U 3aKYIIKH.
[IpaBuna opopmieHus, 00pabOTKH M XpaHEHHUS TOKYMEHTAIIUHU 110 BHEITHEAKOHOMHUYECKOM
NeSITeIbHOCTH B COOTBETCTBUU € TpeOOBaHUAMM 3aKoHO1aTenbcTBa Poccuiickoit denepanun
U MEXTYHAPOTHBIX aKTOB.
JlenoBoe nuceMo B ycioBusAx yHUpukanuu. [IpaBuna odpopmiieHus 1e10BOro nNuchma.
Hexotopsie Buabl nuceM. MexayHapoIHbIE TUCHMA.
Bupl 10KyMEHTOB IO TMYHOMY COCTaBY.
TpeboBanust kK 0hOPMIIEHUIO TPYIOBOTO J10TOBOPA.
Odopmitenne nmpueMa Ha paboTy. 3asBICHHE O TpUEME Ha PaboTy.
OdopmineHne npuka3oB Mo JUYHOMY COCTABY.
TpynoBast KHHXKKA.
JInynas kaprouka.
JIngnoe neno.
Xapakrepuctuka. ABroouorpadus. Pesrome.
DJEeKTPOHHBIN JOKYMEHT. ABTOMATHU3allUsl COCTABICHUS JOKYMEHTOB.
Benenune 6a3bl TaHHBIX JOKYMEHTAIMH IO BHEITHETOPTOBOMY KOHTPAKTY.
O06paboTKa MOCTYNAUINX JOKYMEHTOB.
O6paboTka OTIpaBIIEMBIX JTOKYMEHTOB.
[Topsiiox paboThI ¢ BHYTPEHHUMH JOKYMEHTaMH. Perucrpaiius 1 KOHTPOJIb UCIIOTHEHUS
JIOKYMEHTOB.



33. ®opmupoBanue u 0HOPMIICHUE JEN.

34. TloaroroBka JOKYMEHTOB K Iepeaayue Ha apXUBHOE XPaHEHHE.

35. ABTomaru3anus J1eJ10MPOU3BOJICTRA.

36. JlokymMeHTHpOBaHUE OM3HEC-TIPOLIECCOB. YIpaBiIeHUE OU3HEC-TIPOLIECCaMU Yepe3
OpraHHU3aIHIo JOKYMEHTO000pOTA.

37. 3amaun U GYHKIUH CITY>KOBI JOKYMEHTAITMOHHOTO OOSCTICUCHUS YIIPABICHHMSL.

38. Ctpykrypa ciy>kObl JOKYMEHTAIITMOHHOTO 00CCIICYCHHS YIIPABICHUS.

39. IIpaBa u OTBETCTBEHHOCTH CIIY>KOBI IOKyMEHTAIIMOHHOT'O 00ECIIeUeHUs YIIPABICHHUS.

40. Onucanue U TOKyMEHTHPOBAaHUE OHU3HEC-TTPOIIECCOB OpraHU3aIlUH.

41. JoxyMmeHT B cucTeMe MeHekMeHTa kauectsa [SO 9000

42. JlokyMeHTaIIMOHHOE 00ECTICUeHUE YIIPABICHUS.

43. Ha3zHayeHue 1 BHJBI YIIPABICHYCCKUAX JOKYMEHTOB, HCIOIB3YEMBbIX ITPH BHIIOJTHEHHU

Pa3IUYHBIX BUAOB YIIPABICHYECKUX JEHCTBUM.

44. Buppl yripaBiIeHYECKUX JTOKYMEHTOB B COOTBETCTBUH C OOMICPOCCHHCKIM KITaCCHOUKATOPOM

yIPaBJICHYECKOW JTOKYMEHTALIUH.

45.0cobeHHocTr 0hopMIICHHSI, 00paOOTKH U XPAaHCHHSI IOKYMEHTAIIUH TI0

BHEITHEIKOHOMHUYECKOH JIeITeIbHOCTH.

46. CoBpeMeHHBIE TIPOTPAMMHBIE CPEICTBA, HCIIOJIB3YEMbIE B ITPOIECCE CO3/IaHMS JOKYMEHTOB.

47. CymHOCTbh U OCHOBHOE Ha3HaUEHUE TOKYMEHTAIIMOHHOTO 00eCIIeueHHs YIIPABICHUS B

COBPEMEHHBIX YCIIOBHSIX.

48. BO3MOKHOCTH HUCIIOJIb30BAHUS COBPEMEHHOM 0(hMCHOM TEXHUKHU B ONITUMU3ALINN

JIOKYMEHTOO00pOTa B OpraHU3aIiH.

Kpurepuu onieHuBanust pe3ysibTaToOB 00yUEHUS
Ha BemmonHeHue Bcex 3amaHui oTtBoauTcs 1,5 waca. Kakmoe BEpHO BBIIIOJHEHHOE 3aJaHHE
OLICHUBAETCA <«3a4YT€HO». CTYACHT BJIAJCET TCOPETUYECKUMM 3HAHMAMU I10 BBIIIOJIHAEMOMY
3aJ1aHUIO.
«HE 3a4TCHO». CTYIECHT HE MOXKET OTBETUTH Ha BOIPOCHI 110 BHIIIOJIHAEMOMY 3a1aHHUIO.

Kpurepun orieHMBaHusI 110 3a4€Ty:
«3a4TEHO»: CTY/ICHT BJIAJIEET TEOPETUUECKUMH 3HAHUSAMU I10 AUCLUILIIMHE, 3HAET HHCTPYMEHTHI
JIOKYMEHTOBE/IEHUS] U JIEJIONPOU3BOJICTBA, MOXKET O(OPMHUTH OCHOBHBIE PEKBHU3MTHI JEJIOBOTO
JIOKYMEHTa, JONYyCKaeT HE3HAuYUTEIbHbIE OIIMOKH; CTYIEHT YMEeT NPaBWJIbHO OOBSCHUTH
JEKIIMOHHBIN MaTepua, WITIOCTPUPYS €ro MIpUMepamH .

«HE 3aYTEHO»: MaTepHall HE YCBOEH WJIM YCBOEH YAaCTUYHO, CTYIEHT 3aTpyIHAETCS IPUBECTU
npuMepel MO0  O(QOPMIIEHUIO OCHOBHBIX JIOKYMEHTOB CHCTEMbI JIOKYMEHTAllMOHHOTO
oOecrieyeHns yIpaBJeHUs, JOBOJBHO OTPaHHYEHHBIH OOBEM 3HAHHMH CHCTEMBl OOecreueHHs
JIEKTPOHHOIO JIOKyMEHTO000POTA.

OneHouHble CpencTBa Uil MHBAIWAOB M JIMI[ C OTPAaHUYEHHBIMH BO3MOXKHOCTSIMH
3/I0pOBbsI BEHIOUPAIOTCS C YUETOM UX WHAMBUIYAIbHBIX ICUXO()U3NYECKHX OCOOCHHOCTEH.

— Tpu HEOOXOJUMOCTHM HHBAIMJIAM M JIMIAM C OIPaHUYEHHBIMH BO3MOKHOCTSIMHU
310pOBbBS IIPEAOCTABIIACTCS TONOJHUTEIBHOE BPEMS I IIOArOTOBKH OTBETA HA DK3aMEHE;

— MIPU MIPOBEICHUH MPOLIETYPhl OLICHUBAHUS PE3yJIbTAaTOB O0YyUEHUSI UHBAINUIOB U JIUIL C
OTPaHUYEHHBIMU BO3MOXKHOCTSIMU 370POBbS IIPELYyCMATPUBACTCS UCIIOIB30BAHUE TEXHUYECKUX
CPEICTB, HEOOXOAUMBIX UM B CBS3H C UX UHJIUBUIYaTbHBIMU OCOOCHHOCTSIMU;

— IpU HEOOXOAUMOCTH JJIs1 00YHarOIUXCs ¢ OTPAHUYCHHBIMUA BO3MOKHOCTSIMH 3710POBBS
U UHBaJWAOB IIpOLEypa OLIEHUBAHUSA pE3YyNbTaTOB OOYyYEHHUs M0 JUCHUILUIUHE MOXKET
IIPOBOJUTHCS B HECKOJIBKO 3TAIOB.

[Ipouenypa oneHuBaHusl pe3yabTaToB OOYyYE€HHsS WHBAJIUAOB U JIUIL C OrPaHUYEHHBIMU
BO3MOXHOCTSIMM 3JI0POBbsSI 110 JUCHUIUIMHE (MOJIYJIO) IpelycMaTpuBaeT IpeloCTaBICHUe



uHpopManuu B QopMax, aJaNTUPOBAHHBIX K OTPAHMYEHHSM HX 370POBbSI M BOCIPUATHA
uHpOpMaLUu:

JInst i1 ¢ HapyIIeHUSIMH 3PEHUS:

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

— B (hopMe PIEKTPOHHOTO JOKYMEHTA.

JIyist naL ¢ HapyIIeHUsIMU CIIyXa:

— B IIeYaTHOM ¢opme,

— B (hpopMe 2IEKTPOHHOTO TOKYMEHTA.

JInst UL ¢ HapyHIISHUSIMH OTTIOPHO-/IBUTATEIIBLHOTO amIapara:

— B mieyaTHoi opme,

— B (hopMe PIEKTPOHHOTO JOKYMEHTA.

JlaHHBIN TIepeYeHb MOXKET OBITh KOHKPETU3MPOBAH B 3aBUCHMOCTH OT KOHTHHTEHTA
oOyJaronuxcs.

5. llepeyeHb yueOHOM JIUTEPATYPbI, HHGPOPMALMOHHBIX PECYPCOB M TEXHOJIOT Uil

5.1. YueOHasi aiuTeparypa

1. OcHOBBI AeNOMPON3BOACTBA : y4eOHOE MOCOOUE ISl CTYIEHTOB BY30B, 00YYArOIIMXCS
no HampasieHuio noAarorosku 38.03.01 "Dxonomuka" (kBanudukamnus (creneusp) "6akanasp') /
A. M. Acanues, . 1. Muponoga, E. A. Kocapesa, I'. I'. BykoBuu; Poc. s3xoHoMm. yH-T um. I'. B.
[InexanoBa. - 2-e u3n., ucnp. u gon. - Mocksa : UHOPA-M, 2017. - 145 c. - (Bsicmiee
obpasoBanue. bakanaspuar). - bubauorp.: ¢. 131-135. - ISBN 978-5-16-012632-6. - ISBN 978-
5-16-102395-2 : 355 p.

2. Ky3nenos, U. H. JlokymeHnTanmonnoe obecredenue ympasieHus. [JokyMeHToo0opoT
U JICJIONPOM3BO/ICTBO © y4EOHHK U IPAKTHKYM JUIsl CPEIHET0 MPpOodecCHOHaIbHOT0 00pasoBanus /
. H. Ky3nenos.- 3-¢ u3a., nepepad. u gom. - Mocksa : M3narensctBo FOpaiit, 2021. - 462 c. -
(ITIpodeccronanbroe obpazoBanue). - ISBN 978-5-534-04604-5. - Tekct : anektpoHHbid //
OopasoBarenbHas miathopma FOpaiit [caiit]. - URL: https://urait.ru/viewer/dokumentacionnoe-
obespechenie-upravleniya-dokumentooborot-i-deloproizvodstvo-449769#page/2

3. Komnpimkuna, T. b. lenoBsie KOMMYHHKAIIIH, JOKYMEHTOO0O0pOT U
JICTTOTIPOU3BOICTBO : yueOHoe mocobue it By3oB/ T.b. Kombrimkuna, W. B. lllyctuna. - 2-¢
u3M., ucop. u goim. - Mocksa : U3natensctBo FOpaiit, 2020. - 163 c. - (Briciee o6pa3oBanue). -
ISBN 978-5-534-07299-0. - Tekcr : snekrponnsiii // OOpa3oBatenbHas miatdopma IOpaiit
[caliT]. - URL :https://urait.ru/viewer/delovye-kommunikacii-dokumentooborot-i-
deloproizvodstvo-452463#page/3

4. M.A. Tlonosuenko, F0.C. Knemésa, M.P. AxmenoBa CoBpeMeHHbIE HHPOPMAIIHOHHBIE
TEXHOJIOTUHU B ylpaBiieHHH On3HecoM: ydeOHoe mocooue / M.A. [Tonosuenko, H0.C. Knemgéra,
M.P. AxmenoBa; MuHHUCTEPCTBO HaykM M Bbicuiero oOpas3oBaHusi Poccuiickoit ®eneparum,
Kybanckuii rocynapctBeHHbIi yHUBEpcuTeT. — KpacHomap: Kybanckwuii roc. yu-t, 2021. — 200 c.
— 500 k3. ISBN 978-5-8209-1989-3

5.2. Ilepuoanyeckasi JuTepaTypa

1. [TewatHoe mepuoguyeckoe wu3nanue (QoHma HaydHod Oubmmoreku Kyol'yY
«/1enonpon3BoICTBO U JOKYMEHTOOOOPOT Ha MPEIIPUITUIX

2. IlevatHoe mepuomnyeckoe w3aanue (¢oHma HaydyHoW Oumbimorekn Kyol'yY
«/lenonmpon3BoaCTBOY

3. Basel nanneix komnaauu «Mct Beroy http://dlib.eastview.com

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

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

5.3. NHTepHeT-pecypchbl, B TOM 4YHCJIe COBpPeMeHHble NpodeccHOHAIbHbIE 0a3bl
AAHHBIX U MHGOPMALMOHHbIE CIIPABOYHBIE CHCTEMbI


https://urait.ru/viewer/delovye-kommunikacii-dokumentooborot-i-deloproizvodstvo-452463#page/3
https://urait.ru/viewer/delovye-kommunikacii-dokumentooborot-i-deloproizvodstvo-452463#page/3
http://dlib.eastview.com/
https://grebennikon.ru/
https://elibrary.ru/projects/subscription/rus_titles_free.asp
https://elibrary.ru/projects/subscription/rus_titles_free.asp

DJIeKTPOHHO-0MOMoTeuHbIe cucteMbl (IBC):

DBC «HIOPAWT» https://urait.ru/

ABC «YHUBEPCUTETCKAS BUBJIMOTEKA OHJIAMH» www.biblioclub.ru
9BC «BOOK.ru» https://www.book.ru

OBC «ZNANIUM.COM» www.znanium.com

OBC «JIAHb» https://e.lanbook.com

agkrownE

IIpodeccuonanbubie 6a3bl JAHHBIX:
Scopus http://www.scopus.com/
ScienceDirect wwwe.sciencedirect.com
XKypuansr uzgareascrea Wiley https://onlinelibrary.wiley.com/
Hayunast snexkrponnas oudauorexa (HOB) http://www.elibrary.ru/
5. TloJHOTEKCTOBBIE apXMBBI BEAYIIUX 3allaJHbIX HAYYHBIX )KYypHaAJIOB Ha Poccuiickoi
iatdopme HayuHbIX xypHatoB HOUMKOH http://archive.neicon.ru
6. HamumonanbHas »3leKTpoHHas OuOIMOTEeKa (IOCTyHn K DIEKTPOHHON Oubmnorteke
nuccepranuii Poceuiickoit rocynapcreennoit ouonuoreku (PI'B) https://rusneb.ru/
7. Ilpe3upenrtckas oudimoreka um. b.H. Enpumna https://www.prlib.ru/
8. Dnekrponnas koyueknus Okcdopackoro Poccuiickoro @onma
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 uHpopmarnmonnas cucrema POCCHUSA http://uisrussia.msu.ru

MowbdE

HNupopmManHoHHBIE CIPABOYHbIE CHCTEMBbI:
1. Koncynsrant [lntoc - cipaBoyHasi mpaBoBasi cucTeMa (AOCTYII MO JIOKAIbHOM CETH ¢
KOMIIBIOTEPOB OMOTHUOTEKH )

Pecypcbl cBoOOAHOTO 1OCTYMHA:

1. AmepuKaHCKas nmaTeHTHas 0a3a JmaHHbIX hitp://www.uspto.gov/patft/

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

3. MuHucTepcTBO HayKu U BbIclIero oopasosanus Poccuiickoit ®denepanuu
https://www.minobrnauki.gov.ru/;

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

5. HMudpopmanmonnas cuctema "Equnoe okHO JocTyma K 00pazoBaTeabHbIM pecypcam’
http://window.edu.ru/;

6. Enmnas koyuekuus nupoBbIX 00pa3oBaTelbHBIX pecypcos http://school-
collection.edu.ru/ .

7. Tlpoekt I'ocymapcTBEHHOr0 HHCTUTYTa pycckoro sizbika uMeHnu A.C. [Tymkuna
"Oo6pa3zoBanue Ha pycckom" https://pushkininstitute.ru/;

8. CmpaBouHo-nH(pOpMaMOHHBIN mopTan "Pycckwmii s3p1k" http://gramota.ru/;

9. Cnyx0a TeMaTHYECKHX TOJKOBBIX ciioBapeit http://www.glossary.ru/;

10. Cnosapu u sHimkioneauu http://dic.academic.ru/;

11. O6pa3oBatenbHbli moptan "Yueda" http://www.ucheba.com/;

12. 3akonHompoekT "O6 oOpasoBanuu B Poccuiickoit denepanun". Bonpockl 1 0TBETHI
http://xn--273--84d1f.xn--plai/voprosy_i_otvety
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13. Tpenmnuru 1 C Jlerkmii crapt https://kpk.1c.ru/directions/training1%D0%A1/

CoOcTBeHHBbIE YJIEKTPOHHBIE 00pa3oBaTe/ibHbIe U HH(POPMAIIMOHHbIE PeCYPChI

KyoI'y:

1. DnektpoHHbIi KaTanor Hayunoit oubmuorexku Kyol'y
http://megapro.kubsu.ru/MegaPro/Web

2. DnexkTpoHHas Oubnuoreka TpyaoB yueHbx Kyol'yY
http://megapro.kubsu.ru/MegaPro/UserEntry? Action=ToDb&idb=6

3. Cpema MOAYJIBHOTO AMHAMHYECKOTo 00yueHus http://moodle.kubsu.ru

4. ba3a y4eOHBIX IJIAHOB, Y4€OHO-METOANYECKIX KOMILJICKCOB, ITYyOIUKAIUHI 1
koH(pepenmmii http://mschool.kubsu.ru/

5. bubamnorexa nH(HOpMAIIMOHHBIX pecypcoB Kadeapbl nH(HOPMAITHOHHBIX
oOpa3oBaTelIbHbIX TexHOOoTrHi http://mschool.kubsu.ru;

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

7. DnexkTpoHHBbIE OOpa3oBaTeNbHBIE pecypchl Kadeapbl MHPOPMAIMOHHBIX CUCTEM H
TexHosnoruii B oOpazoBanun KyOl'Y u nHayuno-merommueckoro >xypHama "ILIKOJIBHBIE
I'OJIbI" http://icdau.kubsu.ru/

6. Meroauyeckue yKa3zaHuUsl Jisl OOYYAIOIIMXCSl MO OCBOEHHMIO JUCHMILIMHBI
(Mmonmy.Jist)

CaMocTtosiTenbHasi paboTa CTYIEHTOB SBISIETCS HEOTHEMJIEMOM YacThiO Ipoliecca
NOJArOTOBKU. JIMCHUIUIMHY PpPEKOMEHAYETCS M3ydaThb IMYTEM CHUCTEMaTH4eCKOW MpopabOTKu
JIEKIIMOHHOTO MaTepuaya, CaMOCTOATEIbHOW MNPOopaboTKU pPEeKOMEHAYEeMOW JHTepaTyphl,
PYKOBOACTB M METOJMYECKMX YKa3aHUN K BBIIIOJIHEHUIO IIPAKTHYECKUX 3aHATHH. llensb
CaMOCTOSITENIbHOM pPa0OThl — pacHIMpeHue Kpyrosopa U yrioyOlieHWe 3HaHWi B o00NacTu
JIOKYMEHTOBEJICHUS H JIEIOBOTO JIOKYyMEHTO000poTA.

KoHTponb 3a BBINOJHEHHEM CaMOCTOSITENBHOM pabOThl MPOBOAUTCSA MPU HU3YYEHUU
Ka)KI[OI\/JI TEMbl JUCHUIINIMHBI Ha MPAKTUUYCCKHUX 3aHATHAX. 910 TGKYHII/II\/'I OIIpoC, TECTOBBLIC
3a/laHusl, KeHUChl, pedepaThl-pe3eHTAIIH.

B YqacChbl, OTBCIACHHBLIC JIA CaMOCTOSITETbHOM pa6OTI)I, CTYACHTHI IOJ PYKOBOACTBOM
npenoaaBatesss 00s13aHbl BHITIOIHATH MHIUBUAYaTbHbIC TPAKTUUYECKUE 3aJaHUs], IOTYYCHHbBIE Ha
MPAKTUYCCKUX 3aHATHIAX. HpI/I BBITIOJTHCHUU JTUX 3a)1aH1/1171 H€O6XO)II/IMO HCIIOJIBb30BAaTh
TEOPETUUECKHI MaTepHall, MaKeThl U MAa0JIOHBI OQUIIHATBHBIX TOKYMEHTOB YIIPABIICHUS.

B ocBoenun JAUCHUIITIMHBI MHBAJIWJAMH W JIMOAaMU C OTPaHUYCHHBIMHU BO3MOXKHOCTAMU
3I0pOBbs OOIBINIOE 3HAYCHHE WMEeT HHIWBHAyallbHas ydeOHas pabora (KOHCYNbTallUU) —
JIOTIOTHUTEILHOE Pa3bsICHEHHE yueOHOro MaTepuara.

NuauBuayanbHple KOHCYIbTAIMM 1O TPEAMETY SBISIOTCS BaXHBIM  (DaKTOpOM,
CHOCO6CTByIOHII/IM WHAUBUAYaJTIU3allun 06yquI/1$1 N YCTAHOBJICHUIO BOCIIUTATCIIBHOI'O KOHTAKTa
MEXIy TpernojaBaTeieM U OO0y4arolMMCS HWHBAIUAOM WA JUIOM C OrPaHUYEHHBIMHU
BO3MOXHOCTAMU 310POBbA.

7. MaTrepuajibHO-TEXHUYECKOE o0ecriedeHne Nno JUCHUIIHHE (MOAYJII0)

HanmeHoBanue crienuaabHBIX OCHaIIEHHOCTD CTIEHATBHBIX IMepedeHb JTUIIEH3HOHHOTO
OMEILEHU I [IOMEILEHU I MIPOTPaMMHOTO obecneueHHs

VueOHble ayJMTOPHI st | MebGens: yueOHast MeGeb Microsoft Windows 8, 10,
NpOBeEHUs 3aHATH JekiuonHoro | Texunueckue cpencra oOyuenus: | Microsoft Office Professional Plus
THOA 9KpaH, MPOEKTOp, HOYTOYK
VueOHble ayJMTOPHI st | MebGens: yueOHast MeGeb Microsoft Windows 8, 10,
MPOBEICHUS sanatuid | TexHuueckue cpencrea ooyuenus: | Microsoft Office Professional Plus
CEMHHApPCKOr0 THUIIA, TPYMIOBBIX U | IKpaH, MPOEKTOP, HOYTOYK
UHIUBUIYAbHBIX  KOHCYJIbTAINIA,
TEKYILEro KOHTPOJIS u
OPOMEKYTOYHOU aTTECTAlUH



https://kpk.1c.ru/directions/training1%D0%A1/
http://megapro.kubsu.ru/MegaPro/Web
http://megapro.kubsu.ru/MegaPro/UserEntry?Action=ToDb&idb=6
http://moodle.kubsu.ru/
http://mschool.kubsu.ru/
http://mschool.kubsu.ru/
http://docspace.kubsu.ru/
http://icdau.kubsu.ru/

Hns

CaMOCTOSTEILHOU

paboThl  OO0ydYarOIIMXCS

PEeyCMOTPEHbl  MOMEIEHUS,

YKOMIUIEKTOBAaHHBIE CHEIMATH3UPOBAHHON MeOebio, OCHAIIEHHBIE KOMIIBIOTEPHON TEXHUKOM €
BO3MOXKHOCTBIO MOJKIIIOUEHUS K ceTu «MHTepHeT» M o0ecrneyeHueM J0CTyIa B 3JIEKTPOHHYIO
MH()OPMALMOHHO-00Pa30BATEIBHYIO CPEly YHUBEPCHUTETA.

HaumeHoBaHue noMemeHu ais
CaMOCTOSITENILHOM PaboTHI
oOyyaromuxcs

OcCHAaIlIEHHOCTh TOMEIIEHHUH ISt
CaMOCTOSITENILHOM PabOTEI
o0yJarmuxcs

HepequL JIMIOCH3HUOHHOTI'O
MporpaMMHOTO obecneueHus

ITomemenue JUISL
CaMOCTOSATENbHOM paboTsl
oOyuvaromuxcsi (YUTaJbHBIA 3aJl
HayuHo#t 6ubnnorexu)

Me0enb: yueOHas meOeb

Kommexr CIICIMAT3UPOBAHHOM
MeOesH: KOMITBIOTEPHBIC CTOJIBI
O6opynoBaHue: KOMIIBIOTEpHASI
TeXHHKa C  TOAKIIOYCHHEM K
HHPOPMALMOHHO-
KOMMYHHUKaIIUOHHOM
«HTEepHET» u
AIIEKTPOHHYIO WHPOPMALNOHHO-
00pa3oBaTeNBHYIO cpemy
00pa30BaTeIbHON OpraHU3alluy, BeO-
KaMepsl, KOMMYHHMKallUOHHOE
obopynoBanue, obecrnieynBaroniee
JIOCTYI K CETH MHTEPHET (TMPOBOIHOE
COEIIHEHHE u 6ecripoBoIHOE
coenuneHue mo texunojorun Wi-Fi)

ceTn
JOCTYTIOM B

Microsoft Windows 8, 10,
Microsoft Office Professional Plus

ITomerenue IS
CaMOCTOATEILHON paboTsI
obyuaromuxcsa (aym.213 A, 218
A)

Mebenb: yaeOHas MeOeib

Kommexr CIIeHUANU3UPOBAHHOM
MeOemH: KOMITBIOTEPHBIC CTOJBI
ObopynoBanue: KOMIIBIOTEepHAS
TeXHHKa C  TOAKIIOYCHHEM K
HHPOPMALIMOHHO-
KOMMYHHMKALMOHHOM
«HTepHETY u
NIEKTPOHHYIO UH(OpPMALMOHHO-
00pazoBaTeNbHYIO cpeny
obpa3oBaTeNnbHON OpraHu3aIuy, BeO-
KaMephbl, KOMMYHHKAI[HOHHOE
o0opynoBaHue, o0ecrneunBarouiee
JIOCTYTI K CETH MHTEPHET (TPOBOIHOE
COCIIITHEHHE u OecripoBoTHOE
coenunenue no rexuonoruu Wi-Fi)

ceTH
JIOCTYIIOM B

Microsoft Windows 8, 10,
Microsoft Office Professional Plus




