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1 Heau 1 321244 U3yYeHUS TUCHHUIIMHBI (MOTYJIS)

1.1 Ieab0 AMCHUIUIHHBI SBISCTCS (POPMHUPOBAHHE Y MATMCTPAHTOB TEOPCTHYCCKUX 3HAHWHA U
MPAKTUYECKUX HABBIKOB B O0JIACTH COBPEMEHHOI'O JTOKYMEHTAIIMOHHOTO OOECIEUCHUS MPEAIPUATHEM
MIPH OCYIIECTBICHUY UM YIPABICHUSCKUX (DYHKITUI.

1.2 3apaum u3yveHus AMCHUATLUIAHBI:

— 3HaTh OCHOBHBIC IIpaBWJIa IOATOTOBKM JIOKYMEHTOB MW JIOKYMEHTO000pOTa, paboThl C
JOKYMEHTaMHU (KOPPECIIOHICHITUEH ), X XPAaHCHUS U YHUYTOXKCHUS;

— 3HaTh CTPYKTYpY NOApAa3ACiIeHUA U (DYHKIMOHAIbHBIC OOS3aHHOCTH JOJDKHOCTHBIX JIHII,
YUYACTBYIOIIUX B ITOATOTOBKE M pa00TEe C JIOKyMEHTaMU;

— 3HATh OPraHU3AIMOHHYI) W JJICKTPOHHO-BBIYMCIUTEIBHYIO TEXHUKY M CPEICTBA CBS3H,
KCIIOIb3yEeMbIE ITPH MOATOTOBKE U pabOTe ¢ JOKYMEHTAMH;

— U3YYUTh METOJbI OOCJCIOBAHUS, aHaIW3a M MPOSKTUPOBAHHUS JIOKYMEHTAIIMOHHOIO
oOecrieueHus YIIpaBJICHUs JIJIs BBISBJICHHSI COCTOSIHUSI €70 CUCTEMbI B KOHKPETHOM OpraHU3all1H;

— HAYYHUTh BBIABIATH 3aKOHOMEPHOCTH H3MEHEHHS o0beMa JOKYMEHTOO00OpOTa OpraHu3alluy,
YIIOPSIIOUEHUS COCTaBa JIOKYMEHTOB U JJOKYMEHTHBIX MTOTOKOB, COKPAIICHHUS UX KOJUYECTBA;

— BBIPa0OTaTh CIIOCOOHOCTH COBEPIIICHCTBOBATh TEXHOJIOTUU JOKYMEHTAIIMOHHOTO 00ECIeUeHU S
yIpaBJICHHUS B KOHKPETHOW OpraHu3alliH;

— TNpPUMEHEHHE METOJ0B pabOThl C JOKYMEHTaMH, B COOTBETCTBHM C TPEOOBAHHSIMH
JICHCTBYIOIIMX 3aKOHOAATEIbHBIX M HOPMATHBHBIX AKTOB;

— BJAJICHWE CTaHAAPTHBIMHU MPUKIAJHBIMUA IAKETaMH IpOrpaMMm (TEKCTOBbIE M rpaduueckue
PEIaKTOPhI, TaOIUYHBIC TPOLIECCOPBI, OPraHU3aTOPhI 0a3 JaHHBIX, SKCIIEPTHBIE TPOrPaMMBbI, MAKEThI 110
MaTeMaTHYECKOMY M CTAaTUCTUYECKOMY aHAIM3Y U JIp.);

— NPUOOpPETEHHE MPAKTUYECKUX HABBIKOB PabOThl ¢ WH(OPMAIMOHHBIM M JOKYMEHTAI[HOHHBIM
obecrieueHreM yIIpaBJICHHsI B KOHKPETHOM 00J1acTH.

1.3MecTo AMCHUNJIMHBI B CTPYKTYpe 00pa3oBaTe/ibHOIi MporpaMmbl
Jucrurummaa «JlokyMeHTalbHOe o0ecriedeHne YIpaBiIeHHs» OTHOCHTCS K 4acTd, popMupyeMon
YYaCTHHKaMH 00pa30BaTeNlbHBIX oTHOmeHnHd broka 1 «JlucnumumHbl (MOIyIH)» yYeOHOro IIIaHa
38.04.05 «busHec-uHpopMaTHKaY, MaruCTEpCKas mporpaMma «MoIeIupOBaHKUe U ONTHMH3AIINs OHU3HEC-
MPOIIECCOBY.
[Nepedens npeaecTBYOMUX JUCITUTLUINH, HEOOXOJIMMBIX JUTS €€ U3yUCHUS:
— CHUCTeMHBIH aHAJTN3 ¥ METOJbl IPUHSTHS YIIPABICHYECKUX PEIICHUH;

—Teopus 1 mpaKTHKa MEXKYIBTYPHOH KOMMYHHKAINH B TPo(heCCHOHANBHOM cdepe;

— YmpaBieHne B3auMOICHCTBUSIMH B OM3HEC-CPEC;

— TexHOMOrMM TUIHOCTHOTO POCTA;

— YrpaBieHre YeT0BEYeCKIMH PECYPCaAMU;

— YrpaBieHre N3MeHEHNUAMU.

[lepeuenp moOCHEAYIOMMX TUCHHILUIAH, JUISI KOTOPBIX JaHHAs JAWCHUIUIMHA  SIBISIETCS
MIPEIIIECTBYIOMIEH B COOTBETCTBUH C YICOHBIM TIAHOM:

— Opraawu3ainust HayYHO-MCCIEA0BATENECKON eI TENFHOCTH;

— Hayuno-uccienoBatenbckas padora;

— Peanm3arus mporieccHOro MoaXoAa MpH MOCTPOSHUH CHCTEM YTIpaBIeHUS HH(POPMAaIMOHHBIMA
TEXHOIIOTUSMU TPEATIPUSITHS;

— Omnenka 3 (peKTHBHOCTH WHBECTUIIMOHHBIX MTPOEKTOB.

1.4 IlepeyeHb NUIAHUPYEMBIX Ppe3yJabTATOB OOy4YeHHs] 0[O JUCHUILIMHE (MOAYJIIO),
COOTHECEHHBIX € NJIAHNPYEMbIMH Pe3yJIbTATAMHU 0CBOEHMs 00pa30BaTeIbHOIl MPOrpaMMbl
Wzyuenne naHHOW y4eOHOM AMCHMIUIMHBI HANpaBlIeHO Ha (GOPMUPOBAHHE y OOYHAIOLIMXCS
CJICAYIOIINX KOMIIETEHIIUI:



Kon n naumeHnoBanue uHaukaTopa™

Pe3ynbTarel 00y4eHUs MO JUCIHUILTAHE
(3uaem, ymeem, éiradeem (mpyoosvle OeltiCmeust))

IIK-2 Cnoco0eH uccnenoBaTh 1 MOJCIUPOBATH CUCTEMBI ITPOLIECCHOTO YIIPABIICHUS

UIIK-2.2.  TlpoekTtupyer  CTPYKTYpy
MH(POPMAIIMOHHON CHCTEMBI YIPABJICHUS
Ha OCHOBE aHalM3a U HCCIEJOBaHUSI
OM3HEC-IIPOIIECCOB OPraHMU3aIIH.

3HaeT OCHOBHbIE MpaBWia IOArOTOBKA JOKYMEHTOB U
JIOKYMEHT0000pOTa, paboThI c JIOKYMEHTaMHU

(xoppecnoHIeHIINel), UX XpaHEHHSI 1 YHUYTOXKEHHSI.

Vwmeer AHAJIU3UPOBATH u KOHTPOJIMPOBATH
AIMUHUCTPATUBHBIC PETTIAMCHTBI KOMIIAaHUN

Bnaneer:

— HaBBIKAMHU  PA0OTHI C JOKYMEHTAMH, B COOTBETCTBUH C
TPeOOBAHUSAMH JICHCTBYIOIINX 3aKOHOAATEIBHBIX U
HOPMATHBHBIX aKTOB;

— HaBBIKaMU 3()(HEKTUBHOTO B3aUMOJICHCTBUS

C YYaCTHHKaMH CHCTEMBI YIIPABJICHUS JOKYMCHTAMH;

— CIOCOOHOCTBIO COCTaBJICHUSI MAaTEPUAIIOB JIIS
MPOBE/ICHHSI MHCTPYKTaXKa, aTTeCTAllN U cepTH(HUKAINT
COTPYAHHUKOB.

NIIK-2.3. [Ipennaraer MIPOEKTHI
BHEPCHHUS CHCTEM IPOLIECCHOTO
VIIpaBJICHUS] OPTaHU3AIUN U PE3YIbTATHI
UX YCOBEPIICHCTBOBAHMSL.

3HaeT MeToabl 00CIIeIoOBaHus, aHaIu3a U MPOSKTUPOBAHUS
obecrieueHust  yIpaBJieHHUS  JUIs
€ro CHCTEMBbl B KOHKPETHOMU

JIOKYMEHTAI[HOHHOT O
BBIIBJICHHS COCTOSHUS
OpTaHU3aIH

YMeTb pyKOBOIUTbL NIPOEKTaMU BHEAPEHUS U3MEHEHUI

Bianeer:
— HaBBIKAMM OKa3aHUsS METOINYECKOH IOMOIIM KOMaHIE
MPOEKTa BHEIPEHUS CHUCTEMBI IPOIECCHOTO YIIPABICHUS

OpraHU3aLuy,
- CIOCOOHOCTBIO BBIOMpPAaTh M BHEAPSATH IPOrPaAMMHOE
obecrieueHne JUId  YOpaBIE€HHSA  AAMHHUCTPaTHBHBIMHU

periaMeHTaMu OpraHusanu

HIIK-2.4 BricTpanBaer rpadsl
COOTBETCTBUSI TpPeOOBAaHUII U IIEJIEBBIX
roKasaresei opraHu3anuu

3HaeT OpraHM3ALMOHHYIO M AJIEKTPOHHO-BBHIYHCIUTEIBHYIO
TEXHUKY U CPEACTBA CBA3H, UCIIONB3YyeMbIe IIPH ITOATrOTOBKE
1 paboTe ¢ TOKYMEHTaMHU.

3HaeT  CTaHmApTHI  TPOBENEHHWA  AyOUTOB  CHCTEM
MEHEHKMEHTA
Ymeer paboraTh €  JOKYMEHTAMH H  JaHHBIMH,

TMOATOTaBJIMBATH U IPOBOAUTH IIPE3CHTAIIUN

Bnaneer:
— CIOCOOHOCTHIO TPOBOAWTH AYAHUT CHCTEMBI YIIPABICHHUS
JIOKYMEHTaMH W HaXOIIUTh ITyTH €€ COBEPIICHCTBOBAHMUS

NIIK-2.5 Pa3pabareiBaeT HpeaioKeHHs
o YCTPAHEHHUIO u (vmm)
MIPENYNPEXKICHUIO BBISBICHHBIX NPUYUH
OTKJIOHEHUII B CHUCTEME IPOLIECCHOTO
yIIpaBJIECHUS

3HaeT mpaBmwia pa3pabOTKH W OQOPMIICHHUS Pa3THIHBIX
BUJIOB YIIPaBJICHYECKON JOKYMEHTAIIMH KOMITAHUH

YMeeT panroHaIbHO OPTaHU30BaTh HH(OPMAIMOHHBIE
Y JIOKyM €HTAI[HOHHBIE TIOTOKH

Bnaneer:
— CITOCOOHOCTBIO COBEpLIEHCTBOBATH TEXHOJIOT A
JIOKYMEHTallHOHHOT'O obecrieueHus YIPaBJICHUS B

KOHerTHOfI OpraHu3zanuun

UIIK-3.4 PaszpaGareiBaeT METOIUKH U

3Haer npaBuJia paspa60T1<1/I METOAUYCCKOI'O




Pe3ynbTarel 00y4eHUs MO JUCIHUILTAHE

Ko 1 HanMeHOBaHME HHIUKATOpa™ .
(3uaem, ymeem, éiradeem (mpyoosvle OeltiCmeust))

periIaMEHThI TpaHcopMAaIIMU | AOKYMEHTOOOO0POTa KOMIIAHHH

IIPOLIECCHOM apXUTEKTYpPhl OPTaHU3ALUNA | YMeer pa3pabaThiBaTh HOPMATHBHBIE JOKYMEHTH IO
IPOLIECCHOMN apXUTEKTYpe OpraHu3alun

Bnaneer:
- HABBIKAMH OKa3aHUS METOAMYCCKONH KOHCYIbTAIHU
MPOCKTHBIM KOMaHJ1aM, OCYIIIECTBIISFOIIAM

TpaHc(hOPMAIIHIO TIPOIIECCHON apXUTEKTYPHl OpraHU3aIiU

2. CTpyKTypa ¥ coAep:kaHHe TUCHUIIMHBI

2.1 Pacnpenenenue TPy10éMKOCTH IMCUMILIMHBI 10 BUaM padoT
OOmiast Tpya0EMKOCTh JIMCHUIUIMHBI COCTaBisieT 3 3aveTHbIX equuuibl (108 waca), wux
pacnpeziesicHHe 1Mo BUIaM paOoT MPEICTaBICHO B Ta0IHUIIe

Bunpt pador Bcero ®dopma oOydeHust
94acoB OYHO- 3a049Hast
OYHAas
3a049Hast
ceMecTp ceMecTp ceMecTp
(dacer) (dacer) (Jacer)
KoHTakTHasi pa6oTa, B TOM YHCJIe: 16,3
AYIUTOPHBIE 3aHATHS (BCET0): 16 16
3aHATHUS JIEKIIMOHHOT' O THUIIA 4 4
MIPAaKTHYECKUE 3aHATHS 12 12

HWNHasi KOHTAKTHasA paﬁoTa:

Kontponb camocrosrensHoit pabotsl (KCP)

ITpomexyrounas arrecrarus (MKP) 0,3 0,3
CaMocTosiTeIbHAsE pad0Ta, B TOM YHCJIE: 83 83
Konmponvuas paboma 10 10

Pacuémno-epapuueckas paboma (PI'P) (noocomoeka)

Camocmoamenvhoe usyueHue paz0eios, camono020mosKa
(npopabomka u nosmopenue NeKYUOHHO20 Mamepuana u
Mamepuana y4eOHUKo8 U yuebHbiX nocoOuti, N0O20MoBKd 73 73
K Ja6OpamopHuiM U NPAKMUYECKUM — 3AHAMUAM,
KOJLIOKBUYMAM U M.0.)

[ToaroroBka K TEKyImeMy KOHTPOIIO 8,7 8,7

KonTtpous:

IToaroroBka k 3auery

Oomas yac. 108 108
TPYA0EMKOCTH B TOM YHCJI€ KOHTAKTHasi pa6oTa 16,3 16,3
3a4. el 3 3

2.2 Coaepxanue IHCHUTINHBI:
Paszensl (TeMbl) QUCHUIUINHBL, U3ydaeMble Ha 2 kypce (3aounasn ghopma obyuenus)

Ne
/ Haumenosarnue pazoena oucyuniunsl KommuectBo yacos
/1
Bcezo Aymuroprast pabora | CamocrosTens
Hast paboTa
J| 113 JIP CPC
1. | JokyMeHTUpOBaHUE YIIPABIEHUECKOU




Ne
w/n Haumenosanue pazoena oucyuniunul KonudectBo yacos
eI TEIbHOCTH 28 1 4 23
2. | YHuduumpoBaHHas cHCTeMa OpPraHH3alHOHHO-
pacIopsAUTENILHON JJOKYM EHTAIUH 36 2 4 30
3. | Opranmzamus paboTHI C TOKYMEHTaMHU 35 1 4 30
HTOI'O no pazoenam oucyunaunl 99 99
Kontpons camocrosrensHoit padots! (KCP)
TIpomexyrounas arrectanus (UKP) 0,3 03
IoaroroBka K TEKylIeMy KOHTP OO 8.7 8.7
OO01m1ast TPyI0eMKOCTb IO JUCIIUTUINHE 108 4 12 92

2.3 Conep:xanue pa3aesoB (TeM) IUCHHILITHHBI

2.3.1 3aHATHSA JeKIHOHHOI0 THIIA

2.3.1 3ausaTHd JEeKIHOHHOI0 THIIA

PaGora ¢ gokyMeHTaluel Mo JIMYHOMY COCTaBY
PabGora c opraHM3anMOHHO-PACIOPSIAUTENHEHON
JIOKYM €HTalueil

Ne HaumeHnoBaHue Conepranme pasnena(ren) dopma TeKyLEero
pasaena (Tem) KOHTPOJISI
1 2 3 4
1. Pazoen 1. ]JlokymeHTupoBanue|/JoKyMeHThI: UCTOPUS, TOHATHE, KiIAaCCU(pHKALIU
yIpaBieH4ecKo# JesarenpbHocTd |CBoifcTBa JOKyMeHTOB. DyHKIMM JOKYMEHTOB. KoHnTponbHble
[ToHsATHE CHUCTEMBI JOKYMEHTALIMH. BOIPOCHI
HopmatuBHO-IipaBoBast 6a3a JeI0MpOU3BOACTBA
2. Pazoen 2. Yuudunuponannas|Haznauenne yHU(UIMPOBAHHOW CUCTEMBI KoHnTponbHbie
cucrema OpraHU3aLOHHO- | OPraHU3ALMOHHO-PACTIOPS AUTEIBHOM BOITPOCHI
PpacnopsauTENbHOM JIOKYM €HTal M1
JIOKYMEHTAILIuU CocraB nokymenToB, pomenue B Y COP/]
[TonroroBka pacnopsIUTEIbHBIX JOKYMEHTOB.
Bunsl pacnopsanTensHbIX JOKYMEHTOB
3. Pazoen 3.0pranmzanusi pa0otsl|OpraHu3alioHHass  CTPYKTypa M (DYHKIHH KoHnTponbHbie
C JOKYMEHTaMH CITY>KOBI JeONPOU3BOCTBA BOIPOCHI
HopmartuBHas periJaMeHTaLus paboTEI
JeTOTIPOU3BOICTBEHHOM CITY>KOBI
Wucerpykums 1o JOKYMEHTHPOBAHHIO
yIIpaBJICHYECKOH JeATEeNbHOCTH
Tabemp ¢dopM ITOKYMEHTOB, NPHUMEHSEMBIX B
OpraHU3aLiN
TexHuyeckne  cpeicTBa,  HCHONB3yeMBIE B
JeIIOTIPOHU3BOJICTB

3amuTa maboparopHoit pabotel (JIP), pacuerHo-rpadmueckoro 3amanus (PI'3), xommoxBuym (K),
tecrupoBanue (T), pemenue nomamanx 3anad (113).

2.3.2 3aHATHA CeMHMHAPCKOr0 TUNA (MpPaKTHYecKHe / ceMHHAPCKHE3aHATHS/JIa00paTOpPHbIe padoThl)

Ne HaunmeHoBanune TemaTrka IPaKTUYECKUX 3aHATHN ®dopma TeKyliero
- pasnena (cemuHapOB) KOHTPOJIA
1 2 3 4

1. Paszoen 1. JlokymeHTHpOBaHHE| JJOKYMEHTBI: WCTOpHS, IOHSATHE, KJIACCH(PHUKAIA Komnoksuym

praBHGH‘IeCKOﬁ JACATCIBbHOCTHU

CBoiicTBa JOKYMEHTOB.
[ToHsiTHE CHCTEMBI TIOKYMEHTAINH.

OVYHKIIMA  TOKYMEHTOB.




HopmaTuBHO-TIpaBoBas 6a3a JeI0MpOU3BOACTBA

2. Paszoen 2. YHupUIMpOBaHHAS Hasnauenne yHUQHUITMPOBAHHON CHCTEMBI Komnoksuym
cucTeMa OpraHu3alMOHHO- OpTraHU3aLIOHHO-PACIOPS IUTEIBHOMN
pacnopsauTenbHON JOKyMEHTalln1
JOKYMEHTALUHI CocraB 1okymeHToB, Bomemmue B Y COPJL
ITonroroBka pacropsiAUTENbHBIX JOKYMEHTOB.
Busbl pacnopsauTenbHbIX TOKYMEHTOB
3. Paszoen 3.Opranmzanus pa0botel|OpraHu3anuoHHas CTPYKTypa U (YHKIIUH CITYKOBI Komnoxsuym

C TOKYMCHTaMH

JICITOTIPON3BOJICTRA
HopmaTuBHas periiaMeHTaIus padoTh
JICITOTIPON3BOICTBEHHOM CITYKOBI

WHCTpyKIHS TI0 JOKYMEHTHPOBAHUIO
YIIPaBJIECHYECKOM JACSITEIIBHOCTH

Tabenb hopM TOKYMEHTOB, IPUMEHICMBIX B
OpraHu3aIu

TexHUUECKUE CPEICTBA, UCTIONB3YEMbIC B
JICITOTIPOU3BOJICTB

Paborta ¢ qokyMeHTanuel mo JUIHOMY COCTaBY
Pabota ¢ opraHu3aIIOHHO-PACTIOPSIUTEIBHOM
JIOKyMEeHTaIuen

3ammra nabopatopHoi pabotel (JIP), pacuerHo-rpaduyeckoro 3amanus (PI'3), komtoxBuym (K),
tecruposanue (T), perienue nomarnaux 3anad (J13)

2.3.3 IIpumepHasi TeMATHKA KYPCOBBIX padoT (MMPOEKTOB) HE MPeTyCMOTpEeHa

2.4 Hepequb y‘leGHO-MeTOI[H‘leCKOFO obecrnevyeHHs1 I CaMOCTOSITEIbLHOM paﬁOTl:I oﬁyqamumxm

N0 AUCHMIIUHE (MOAYJIIO)

Ne Bug CPC

Ilepedens yueOHO-METOANIECKOT0 00eCTIeYeHHS JUCIUIUINHEI [0
BBINIOJIHEHHUIO CAMOCTOSITEIBHON paboThI

1 3aHATHS JIEKLIHOHHOTO 1
CEMHUHAPCKOro THIIa

MeTO,I[I/I‘{CCKI/IC yKasaHust [Jid TOATOTOBKHM K 3aHATUAM JICKHMOHHOI'O H
CEMHHAPCKOro TuIla. YTBep)KZleHLI Ha 3aCcCaaHuMu CoBera 3KOHOMHYECKOI'O
¢akynbrera DI'BOY BO «KyoI'Y». I[Iporokon Ne 1 ot 30 aBrycra 2018 rona..
Pexxum mocryma: https://www.kubsu.ru/ru/econ/metodicheskie-ukazaniya

rpapuyecKux 3aaaHuii

2 Boinonnenue Meroquyeckue yKa3aHUs 110 BBITIOJIHEHUIO CaMOCTOSTENBHON paboTh
CaMOCTOSATEIbHOM paboThl  |oOy4aromuxcs. YTBepkIeHsl Ha 3acegaHud CoBera HKOHOMHYECKOTO
00y4aroImuxcst ¢dakynbrera DI'BOY BO «KyoI'Y». [Iporokon Ne 1 ot 30 aBrycra 2018 rona..

Pexxum mocryma: https://www.kubsu.ru/ru/econ/metodicheskie-ukazaniya
3 BrmonHenue pacyetHo-  |MeTonuyecKkue yKa3aHHS 110 BBHIIOJHEHHIO PAacueTHO-TpapUUecKuX 3aTaHHi.

YrBepxkaeHsl Ha 3acenannn CoBera skoHoMuueckoro (akyibrera ®I'BOY
BO «Ky6I'V». Ilporokomn Ne 1 ot 30 aBrycra 2018 roma.  Pexxum moctyma:
https://mwww.kubsu.ru/ru/econ/metodicheskie-ukazaniya

Y4eOHO-MeToANYeCKne MaTepHallbl Ui CAMOCTOSTENBHON paboThl OOydYaromuxcs W3 YHCa
WMHBAJMIOB W JIMIl C O'PAaHUYEHHBIMH BO3MOXKHOCTSIMH 310poBbsi (OB3) mpenocrasisitorest B Gopmax,
aIaNTUPOBAHHBIX K OTPAaHUYCHHSM HX 3[0POBbS M BOCHIPHUATHS HHPOPMALIIH:

JUIst I ¢ HapyIIeHUSIMA 3PeHHS:

—B Te4aTHON (hopMe YBEIHIESHHBIM HIPUPTOM,

— B (hopMe FIIEKTPOHHOTO JTOKYMEHTA,

— B ¢opme aynuodaiina,

— B TieyaTHOH (hopMe Ha si3bIke bpaiiis.
Just un ¢ HapyIIeHUsIMU CITyXa:

— B TIe4aTHOH opme,

— B JopMe 3IEKTPOHHOr0 JOKYMEHTA.
sty ¢ HapyLIeHUsIMH OITOPHO-/IBUTATENIBHOTO anmapara:

— B TIe4aTHOU opme,

— B JopMe 3MEKTPOHHOTO JOKYMEHTAa,

— B popme ayauodaiina.

ﬂaHHBIﬁ MNEepeUCHb MOXCT OBITH KOHKPCTHU3UPOBAH B 3aBUCUMOCTH OT KOHTHUHICHTA

00yJaromxcsl.



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. Odpa3oBaTeJIbHbIC TEXHOJIOTHH, IPUMeHsieMble IPH OCBOCHUM TUCIHUIIIMHBI (MOAYJIsT)

B xone u3y4yeHus: TUCHMILIMHBI TPELyCMOTPEHO HCIOIB30BAaHUE CIEAYIOIINX 00pa30BaTElbHBIX
TEXHOJIOTUH: JIGKIIUH, TPAKTUUECKHE 3aHATHSI, CAMOCTOATENbHAs paboTa CTyEHTOB.

KomnereHTHOCTHBIH MOAXOJ B paMKax IIpPENoAaBaHHs JUCHUIIMHBI  peaju3yercss B
WCTIOJIb30BaHUH MHTEPAKTUBHBIX TEXHOJIOTHI B COYETAaHUH C BHEAYAUTOPHON pabOTOM.

I/IH(bOpMaHI/IOHHLIC TEXHOJIOIMU, NPHUMCEHACMBIC NPHU HU3YUCHHUU JUCHUIIJIMHBLI: HCIIOJIB30BaHUC
WH(POPMAITMOHHBIX PECYPCOB, TOCTYITHBIX B MHPOPMAIIHOHHO-TEIEKOMMYHUKAallMOHHOH ceTr HTepHeT.

AI[EIHTI/IBHI)IG 06p330BaT€J]BHBIC TEXHOJIOTMHU, NPUMCHACMBIC IIPU M3YYCHUU AVCHUIIIWHBI — JJIA
JIULl C OIPaHMYEHHBIMM BO3MOXXHOCTSIMU 3J0POBbsl IIPENYCMOTPEHA OpraHM3alus KOHCYJIbTAalUH C
HCIIOJIb30BaHHEM JIEKTPOHHON MOYTHI.

4. OueHoYHble CpeACTBA /UIA TEKYLIero KOHTPOJISI YCIeBAeMOCTH M HPOMEKYTOYHOMH
aTTecTalUuM

OreHOYHBIE CpeicTBa MPEIHA3HAYEHBI JJISi KOHTPOJIS U OLIEHKH 00pa30BaTelbHBIX JOCTHKEHUHA
00y4Jaronuxcsi, OCBOMBIIMX MPOTpaMMy Yd4eOHOW JuCHMIUIMHBI «JloKyMeHTanpbHOe oOecreueHue
yIIpaBJICHUSA».

OrneHOUHBIE CPEACTBA BKITIOUAET KOHTPOJIbHBIE MaTepHAabl ISl IPOBEIEHHUS TEKYIIEro KOHTPOJIS
B (hopMe TECTOBBIX 3aJaHUI U MPOMEKYTOYHOHN aTTecTal B (popMe BOMPOCOB U 3aJJaHUH K 3a4eTy.

CprKTypa OLCHOYHBIX CPEACTB AJHA TeKleIeﬁ Hu l'[pOMe)KyTO‘l]—[Oﬁ arrecranmmu

HanmenoBanue o1ieHOYHOTO
Ne | Kon u HaMeHOBaHUE HHAUKATOpA Pe3ynbTatel 00ydeHus CpeACTBa
n/n (B cootBeTcTBUHU C 1. 1.4) (B cootBeTcTBHY C 11. 1.4) Texymmmii [TpomexyTouHas
KOHTPOJIb aTTecTalys
IIK-2 Crnoco6eH ucciieioBaTh M MOAEJIUPOBATH CHCTEMbI POLIECCHOT0 YIIPAaBJIeHUS
3HaeT OCHOBHEBIE npaBwia | KomnoksuyMm, | Bonpoc Ha
MOATOTOBKH JIOKYMEHTOB u JIOKJIa bl sK3ameHe 15 -
17, 25,33

JIOKyMeHT0000poTa, paboTsI C
JOKYMEHTaMH (KOppECIIOHIEHIIHEH ),
UX XPaHEHUS U YHHUYTOXKCHUSI.

Ywmeer AHAJIU3UPOBATh u
KOHTPOJIMPOBATh
aJMUHHCTPATHBHBIE  PEIIaMEHTHI
KOMITaHHH

UIIK-2.2. [poekTupyer

. | Bnageer:

CTPYKTYPY nH(pOpMAIIMOHHOMN

—  HaBBIKAMH paboter ¢

CHCTEMBI YIIPaBJICHUS Ha OCHOBE
aHallM3a W HCCleloBaHus Om3Hec- | OKYMCHTaMH, B COOTBCTCTBHM C
MIPOIIECCOB OpPTraHU3AINH. TpeOOBaHUAMH JIEHCTBYIOIIIX
3aKOHOJATEIHHBIX M HOPMATHUBHBIX
aKTOB;

- HaBBIKAMU 3¢ hexTHBHOTO
B3aMMOJICHCTBUS C yYaCTHHUKaMH
CHCTEMBI YIIPABICHUS TOKyMEHTAMU;
—  CIIOCOOHOCTBIO  COCTABIICHHS
MaTepraioB TULS TIPOBEICHUS
HWHCTPYKTaXa, aTTeCTaIuu u
cepTH(UKAINN COTPYIHUKOB.




UIIK-2.3. Tlpemmaraer NpOEKTHI
BHEJIPEHHUST CHCTEM IIPOIIECCHOTO
YIOpaBJICHUs ~ OpPraHH3alUd |
PE3yIbTaThI ux
YCOBEPLICHCTBOBAHUSL.

3HaeT METO/IbI 00CIIEI0BaHUS,
aHAJIM3a U IPOEKTUPOBAHMS
JIOKyMEHTAI[HOHHOT'O 00eCTIeYeHUsI
YIIPABJICHUSI JJ1s1 BBISIBIICHUS
COCTOSIHUS €70 CHCTEMBI B
KOHKPETHOM OpraHu3aIun

YMeTh  pYKOBOIUTH  IPOEKTaAMHU
BHEJIPEHHST U3MEHECHUM

Bnaneert:
- HaBBIKAMH OKa3aHUsI
METOIMYECKOM TIOMOIIM  KOMaH[Ie
OpOCKTa  BHEAPEHHUS  CHUCTEMBI
MPOLECCHOTO yIIpaBICHHUSI
OpraHH3alliy,;

- CHOCOOHOCTBIO  BBIOMpaTh U
BHE/IPSTH

obecrneueHne

MpOrpaMMHOE
JUId  yOpaBJICHUS
a/IMUHHUCTPATUBHBIMHU

periiaMeHTaMu1 OpraHu3alu

Konnoksuym,
JIOKJIa/ibl,
TeCcT

Bonpoc Ha
sk3amene 1-40

NIIK-2.4 BeicTpauBaer
COOTBETCTBUS

rpadbl
TpeOoBaHU# U
LIEJIEBBIX rokazareiei

OpraHu3aIu

3Haer OpraHM3alliOHHYI0 U
OJIEKTPOHHO-BBIYUCIIUTEIIbHYIO
TEXHHUKY ¥  CpeICTBa  CBSI3M,
HCIIOJIB3YEMBIE MIPU TIOATOTOBKE U
pabote c JOKyMEHTaMHU.

3HaeT  CTaHAApThl  IPOBEICHUS
ayJUTOB CUCTEM MEHEDKMEHTa
YMmeer paboTath C AOKyMEHTaMU H
JaHHBIMH, HOATOTaB/IUBATh u
MPOBOJUTH MPE3CHTALUH

Binaneer:

— CIIOCOOHOCTBIO MPOBOAUTDH AyAUT
CHCTEMBI YIIPaBICHUs JOKyMEHTaMH
Y HaXOJUTh ITyTH

€€ COBEPIIICHCTBOBAHUS

Komnnoksuywm,
JOKTTa B,
TeCT

Bonpoc Ha
JK3aMeHe
1-40

UIIK-2.5 PazpabaTriBaeT
NPEIUIOKEHHsT 110 YCTPAHSHUIO H
(mm) TIPEIYIp e TCHUIO
BBISIBIICHHBIX IPHYMH OTKJIOHEHUH
B cHucTeMe MPOLIECCHOTO

YIIPaBIIEHUS

3HaeT mpaBUIa pa3pabotku
¥ 0OpMIICHHSI pa3NUYHbIX BHIOB
yIIpaBJICHYECKOH JOKYMEHTAIU
KOMIIaHHH

YMeer pallioOHaIbHO OPraHU30BaTh
WHPOPMALIOHHBIE

U IOKyMEHTAIIHOHHBIE TIOTOKU

Bnaneer:

— CIIOCOOHOCTBIO COBEPIICHCTBOBATH
TEXHOJIIOTHH  JOKYMEHTAIlMOHHOTO
yTIpaBICHUS B
KOHKpPETHOM OpraHu3aluu

o0ecrieueHus

KomnokBuym,
JOKJIa IbI

Bonpoc Ha
9K3aMEHe
1-40

IIK-3 CnocofeH mpoeKTHPOBATH APXUTEKTYPY OPraHM3alui HA OCHOBE BbISIBJICHUS 3HAHUIA 0
() YHKIIMOHMPOBAHMH €€ NPOLeCCOB




3HaeT npaBuiia pa3paboTKH Komnoksuym™m, | Bonpoc Ha

METOJIMYECKOT0 JJOKyMEHT0000poTa JIOKITaJIbl sk3amene 1-40
KOMITaHUH
YmMmeer pa3pabaTbIBaTh

UIIK-3.4 Pa3pabatsiBaeT | HOpMATHBHbBIC JIOKYMEHTBI i)

METOAUKH " periiaMeHTsl | TIPOLIECCHOM ApXUTEKTypE

TpaHchopMaIuu MPOLIECCHON | OpPTraHU3alnN

ApPXUTEKTYPBI OpraHU3auu Braneer:
- HaBBIKAMHU OKa3aHus
METOMYECKOI KOHCYJIbTallu!
MPOEKTHBIM KOMaH/1aM,
OCYILECTBIIIOMIUM TpaHC(HOPMALHUIO
MPOLIECCHOMN APXUTEKTYPHI
OpraHu3aniu
3Haer IpaBuiIa paspabotku | KomnoksuyMm, | Bonpoc Ha
METOJJUYECKHUX JJOKYMEHTOB JIOKJIa bl JK3aMeHe
Vmeer paspabaTbIBaTh 1-40
MECTOJHYCCKUC )51 JIOKAJIBHBIC

HOPMATHBHBIE aKTHI 1O MPOIECCHON
aApXUTEKType OpraHu3alluu

WIIK-3.4 Pa3pabatbiBaeTr

METOIUKHU u periamMeHTsl | Bhaneer:

Tpancdopmanmu TPOIECCHON | -  HaBplKaMu  pa3paboTKH U

APXUTCKTYPBI OpraHu3auu BHEJIpEHUS METOJIUK M PETIaMEHTOB
TpaHchopmanmu MPOLIECCHON
APXUTEKTYPHI OpTaHU3aIHH;
- HaBBIKAMU OKa3aHHA

METOJUYECKOM MOMOILU MTPOEKTHBIM
KOMaH/1aM, OCYILECTBIISFOLIUM
TpaHCchOpMaLIHIO MPOLIECCHON
apXUTEKTYPHI OpraHu3aluu

TumnoBblie KOHTPOJIbHbIC 3aJaHUS UJIN UHBIEC MAaTEPHAJIbI, Heo0XoauMbIe /1JIsl OLEHKHU 3HaHl/ll71, YMeHHﬁ,
HaBbIKOB H (PIJII/I) OInbITa AeATCJIbHOCTH, XaPAKTCPU3YIOIIMX 3TAIbI (l)Ole/IPOBaHPlSl KOMIeTeHIui B
mpounecce oCBOCHUs 06pa303aTeJle0ﬁ nporpaMmmMmbl

ITpumepnutit nepeuens 6onpocos u 3a0anuil
Cemunap 1.

1. Ha3oBuTe OCHOBHBIE MOHATHUS TOKYMEHTALMOHHOTO 00eCIeueH sl YIpaBIeHUs

2.JlaliTe onpeneneHue JOKyMEHTA.

3. JlaiiTe onpeneneHue 1e10NpOU3BOICTBA.

4. B ueM pa3HMIIa MEXIY TEPMUHAMU «IEIOIPOU3BOJACTBO» U «IOKYMEHTALIUOHHOE
o0ecrieyeHne ynpaBiaeHUs»?

5. HazoBute kommonentsr JY 1.

6. UTo Takoe JOKYMEHT M KaKOBBI €r0 OCHOBHbIE (PyHKIIUN?

7. HazoBuTe rpynmbl JOKyMEHTOB, OTPAKAIOIINE BUJ JAEATEIbHOCTH.

8. U3znoxwure cnenuaibHble GYHKINUU JOKYMEHTA.

9. Ilo kakUM IpU3HAKAM KIacCUPUIUPYIOTCS TOKYMEHTHI?

10.Yto Takoe ympaBineHueckas JokyMeHTalus? KakoBel o0mie TpeOoBaHus K HEl?




11. Yto moHuMaeTcs 1noj; CUCTEMOM TIOKyMEHTaIuu?
12. Kakue ObIBAIOT CUCTEMBI JOKYMEHTAIUHU ?
13.KakoBo 3HaueHHE JACTOMPOU3BOJICTBA B COBPEMEHHOM MHUpE?

Cemunap 2.

Bonpocsel k ceMunapy:

1.Yrto Takoe yHuduxaus popM gokymeHToB? [laiite onpenenenne yHupuuupoBaHHON
¢opmbl nokymenta (Y®/I) u yuuduunupoBanHoii cucremsl qokymenrauuu (YCI).

2.KakoBbI OCHOBHBIE 1I€TH YHU(DUKAIUU TOKYyMEHTOB?

3. UTo yuuTHIBaeTCS NPU MPOBENCHIH YHU(DUKAIIUH TOKYMEHTOB?

4. JlaiiTe onpeesieHne NOHITUS «OpraHU3allMOHHO-PACIOPSAUTEIbHAS TOKYMEHTALIUSD».
3. Knaccuguxkammst OP/I. 4. TOCT P 6.30-2003 — ero HazHaueHHe U 00JIACTh TPUMEHEHHS

6. B uem ocobennocts YCOP/I?

7. Yrto npezacrasiser coOOM CTaHAAPT U KaKue BUABI CTAaH/IaPTOB MPUMEHSIOTCS B Halllel
cTpane?

8. UTo BXOAMUT B KOMITJIEKC HOPMATHBHBIX JIOKYMEHTOB TI0 CTaHIapTU3AIUH?

9. Ko pa3pabarbeiBaeT M yTBEp:KJaeT HOPMATHBHBIEC JOKYMEHTHI 10 CTAaHIAPTU3AIUHN U
KTO OCYILECTBJISIET KOHTPOJIb M HAJ[30P 3a COOI0ICHUEM UX TpeOOBaHM?

10. Yro nmpencrasnsier coboit YCJI u xakue neiictByromue B Hamiei ctpane Y C/I Bbl
3HaeTe?

11. Yto moHuMMaeTcs Mo peKBU3UTOM JIOKyMeHTa?

12. Yto onpenensier GopMyIsip TOKyMEHTA U YeM OTIHYaeTCss GOPMYISIp TOKyMEHTa OT
dhopmymnsipa-oOpaszna?

13. KakrM HOpMaTUBHBIM JIOKYMEHTOM periameHTupyercs npumeHenue Y COPJI?

14. Yto ycranaBiauBaeT ocHOBHOM cTanmapt Ha YCOP/I?

15. Kakwue npunosxxenns BxitoueHsl B 'OCT P 6.30-977

Cemmunap 3.

I. Bonpochl Kk ceMuHapy:

1. Kakue BOnpoch! JOHKHBI ObITh PEIICHBI PU cO31aHuu CiIyXO0b1 JJOY?

2. Ot xakux GakTOpoB 3aBUCUT BbIOOP (hOpMBI Opranuzanuu padboTsl ¢ JOKyMEeHTaMu ?

3. Kakue nammenoBanus cinyx6 JJOY ycraHOBIEeHbI HOPMATUBHO-METOIUYECKUMHU
JOKYMEHTaMHU MEKOTPACIEBOro IEHCTBUSA?

4. Kakue TunoBbie (DYHKIIUH 3aKpEIICHBI s CTy)O0b1 JJOY?

5. KakoBa TumnoBasi CTpyKkTypa yIrpaBJIeHUs eaamu’?

6. KakoBa cTpyKTypa KaHIeasIpuu?

7. Haznauenue nosioxxeHus o ciayxoe JIOVY.

8. KakoB nmopsiiok nepecMoTpa rnojoxeHus?

9. Kakyro ponp B opranuzauud pabotel ciayxObl JIOY wurpaer monpKHOCTHAsS
UHCTPYKIUSA?

10. Kto paspabareiBaeT mojoxenue o ciayxx6e JOY u NOHKHOCTHBIE MHCTPYKIUU €€
paboTHHKaM?

11. KakoB nopsi1ok nepecMoTpa 3TUX TOKYMEHTOB?

12. Ha3zHaueHHne UHCTPYKIUU 1O AeT0Npon3BoAcTBY. CocTaB ee pa3/ienosB.

IIpakTH4eckue 3axaHus.

3aganue Ne 1. CocraBbTe KpPOCCBOpJ MO OCHOBHBIM TEPMUHAM JEJONPOU3BOJCTBA,
ucnossdys ['OCT P 7.0.8.-2013 «Jlenonpou3BoACTBO W apXuBHOE Jeno. TepMuHBI U
OTIpeICIICHUS.

Kpurepun ouenku: KonuuectBo HaOpaHHBIX OayiioB: 5-6 - omimyHo. 4 - Xopomo 3 -
YJIOBJIETBOPUTEIHHO 2 - HEYJOBIETBOPUTEIHHO

3aganue Ne 2. OdopMuTe M COCTaBbTE pe3lOME U aBTOOMOTpaduio TpakJaHMHA,
MPETEH/IYIOIEro Ha IOJDKHOCTb.



3amanne Ne 3. OopmuTte u cocTaBbTE 3asBJICHUE O TIpUEME Ha padoTy.

3amanne Ned4. Brimmute B TpyI0BOH J0TOBOP MH(OpMAaIHIo 0 paboToaaTesne U KaHAuIaTe
Ha J0JKHOCTb.

3ananue Ne 5. CocraBbTe IpHKa3 o puéMe Ha paboTy TpakJIaHUHA.

3ananue Ne 6. OdopMuTe TPyIOBYIO KHIDKKY PaOOTHHKY M BHECUTE 3aMUCh O puéMe Ha
pabory.

3amaane Ne 7. CoctaBpTe M OodopMuTE XajJo0y B KOMMEPYECKYI OpraHH3aIHIo.
3apeructTpupyiTe xajnody

3ananue 8. CocTaBUTh MMCbMO-3aIIPOC U MHUCbMO-OTBET CJIEIYIOLIEr0 COAEPKAHMUS.
Kommepueckuit  aupektop oOmiectBa C  OrpaHUYEHHO OTBETCTBEHHOCThIO  "Busut",
CHelHMalu3upyouerocs B 00JaCTM M3y4eHHUs CIpoca Ha TYPUCTHYECKHE YCIYyrd U
3aMHTEPECOBAHHOTO B pacIIUpeHuH cdepbl UX pPACIPOCTPAHEHMs ampessi TEKyIIero roja
00paTuiCs ¢ 3ampocoM K TeHepalbHOMY JIUPEKTOPY TypucTtuueckoro areHTcTBa "CKa304HBIN
mup" K.I1I. OnemkoBruyy 0 BO3MOXHOCTH OpraHu3aiiu TypoB B CKaH/INHABCKUE CTPaHBbI.

B nucbMe OblIM 3aTPOHYTHI BOIPOCHI CTOMMOCTH M NPOJIOJDKUTEIIBHOCTH CPOKOB TypHUCTHYE-
CKUX TO€3/0K, BKJIIOYas TpaHc(ep, OpraHu3aluio MUTAaHUS, MPOBEAECHNUE SKCKYpPCUI U Jpyrue
YCIIyTH.

[luceMo Takxke cojepkaio TMpocb0y O PacCMOTPEHUM BOMpOca OpraHU3aluu
UHIUBUAYAIbHBIX TypoB B ABcrpanuto (Cugneit —3omotoit beper). Ilpoekt mmcbma
noarotoBuia Mmenemkep O.b. CuBepckas (tem.: 125-76-90), a moamwcanm B TOT e JICHb
kommepueckuil qupexkrop OO0 C.II. MapkuH.

B oter Ha 3ampoc C.II. MapknHa reHepanbHbI TUPEKTOP TYPUCTHUYECKOW KOMITAaHUHU
"Cka-304HbIl MUpP" TOATBEPIMI BO3MOKHOCTh OPraHHW3alMd TYPUCTHYECKUX II0€3J0K B
Ha3BaHHbBIE CTPAHBL.

B oTBeTHOM muckMe cojepxanach Ipockda K KOMIaHuu «Bu3UT» MpeacTaBUTh TOUHBIE
CBEICHMS C yKa3aHHEM KOJMYECTBA TPYII, CpoKa MpeObIBaHHUS B CTpaHE, pacCMaTpUBAJINChH
(bMHAHCOBBIC BO3MOXHOCTH IKENAIONIMX NpHoOpecTH IyTeBKH. B mmchme ObUT  yKazaH
KOHTaKkTHBIM TenedoH omneparopa A.ILl. JlornHoBo#, KoTOpas BiageeT WHGOPMAIMEH O BCEM
3aTPOHYTHIM B MEPETHCKE BOIIPOCAM.

3amanne 9. Opopmute prKa3 o0 BBeAeHNN MHCTPYKIHH 10 IEMTONPOU3BOJACTBY, UCTIONB3YS
TpadapeTHbIil TEKCT. B 1ensx coBepIeHCTBOBaHUS Pa0OTHI C TIOKYMEHTAMH B OpTaHU3AINH U
obecIedeHusT UX COXPaHHOCTH

[MTPUKA3BIBAIO:
1. YTBepauTs u BBECTH B AelicTBre NHCTPYKIUIO 110 AETIONPOU3BOACTBY B OpraHU3alluu
c .
2. BceM CTpyKTYpHBIM TIOpa3ieIeHUsIM 1 paOOTHHKAM OpTaHU3AINH C
pykoBozacTBoBaThcs [IpaBruinamu paboThl ¢ JOKYMEHTaMH, 3aKPEIICHHBIME B IHCTpYKITUH 110
JIENONPOU3BOACTBY.

3. Cekperapro o0ecmeunTs THpakupoBaHnue NHCTPYKIIUY U ee Tiepeiauy B CTPYKTYPHBIE
MOJpa3eNeHUs] IPEANPUATHS 10

4, KOHTpOJ'IL 34 BBIIIOJIHCHUEM HACTOALICTO ITPUKa3a BO3JIOKUTH Ha

3a,Z[aHI/Ie 10. 3amonHuTe Ta6J'II/II_[y, HCIOJIB3Y: NNEPCUYCHb NOKYMCHTOB € YKa3aHHUEM CPOKOB
HUX XpaHCHUA.

Hemno IIpuznaku ero Cpok xpaHeHus CraTbs 10 NEPEUHI0
(dhopmupoBaHUs
[lepenucka ¢ YOHC no
BOIpOCaM
JeSITEIbHOCTH OT/ENA 3a
2020 rox




IIpukasel qupekropa
000 «Mur-Cepsuc»
110 OCHOBHOM
JIeSITETbHOCTH

Ilomoxkenue o
FOPUANYECKOM OTJIENE

KBapTtanbHbIe m1aHbl
PaboTHI IOPUINIECKOTO
oTaena

AKTBI JOKYMEHTaJIbHBIX
peBH3HIA, PUHAHCOBO-
XO3SIMCTBEHHOM
nesrenpaoct OO0
«Mur-CepBucy u
JIOKYMEHTHI K HUM

KonnexktuBHEBIN
norosop OO0 «IuOy,
3aKJIFOUEHHBIN MEXIY
aJIMUHHUCTpAILUEN 1
PO COFO3HBIM
KOMUTETOM

JInyHble KapTOUKU
paboumx M CIyKanmx
000 «Mur-CepBuc»

KypHnain perucrpanuun
BXOISALIMX JOKYMEHTOB

Ciry>xeOHBIC 3aITUCKH

FOPUINYECKOTO OT/IENA
3a 2019- 2020 rr

3aganue 11.3anonHUTE KapTOUKY JTMYHOTO NMpUEMa TPaKIaHNHA.
Peructpannonnas kapTouka yCTHBIX 0OpallleHuii rpaxaan

JIuueBas cropoHa

Hara

DUO 3agBurens

MecTo ero paboTbl

JIOJKHOCTB

Anpec

KpaTKoe COACPIKAHNC 3adBJICHUA

®UO Benyuiero npuem

O6opoTHas cTopoHa
Komy u uro nopyueno, nara

PGBYJ'ILTaT pPacCMOTPCHUA 3asIBIICHUA

Cpoxk ucTIOTHEHUS

KOF,[[E[ 1 KEM JaH OTBET




KonTpoabHas padora (1 Bapuanr)

1. KomnJiekc MeTO/I0B M MPOIECCOB PaGOThI ¢ TOKYMEHTAMM, OCYIIeCTBIsAeMblii
npeanpusTHeM NMPHU BbINOJTHEHUH UM CBOMX (PYyHKIHH, — 3TO
a) JlokymMeHTOBeIeHHE

0) emonpon3BoaCTBO

B) CucreMa 10KyMeHTalluu

r) JlokymMeHTHpOBaHME

1) JlokymeHTo000poT

2. lokyMeHTBI KjaaccupuuupywTes no ¢gopme Ha...

a) BHemHue u BHyTpeHHUE

6) UnauBuayanbHble, TUTIOBBIE U T.JI.

B) [leuaTHbIe, SIIEKTPOHHBIE H JIP.

r) OpraHu3anyoHHbIe, PACTIOPSAUTETBHBIC, CIIPAaBOYHBIE

1) Her npaBunbHOTO OTBETA

3. leSITeJILHOCTDH 1O CO3IAHUIO JOKYMEHTOB HAa3bIBAETCH ...
a) Jlemompon3BoICTBO

0)/lokymenToo60poT

B) JloxymeHTHpOBaHUE

r) Cucrema qOKyMEHTAIUH

4. 3aduxkcupoBaHHAasi HA MaTePUAJIbHOM HOCHTeJIe HH(opMAaLKs, MO3BOJISIIOIIAS ee
UIEHTU(PUIUPOBATH

a) PekBU3UTHI

0) banku

B) JlokymeHT

r) PJI

n) He 3Haro

5. YHupukamus — 310

a) pUBEJICHUE JOKYMEHTOB K €JMHOOOPa3HIO

0) npuBeieHNE JOKYMEHTOB K ONpE/IeIEHHbIM CTaHAapTaM

B) cHCTEMaTHU3aLusl TOKyMEHTOB

r) cootBercTBUE T0KyMeHTOB ['OCTy

6. O0s3aTeIbHBIH 3J1eMeHT oopMiIeHUsI 0PUIHATBLHOIO TOKYMEHTA — 3TO
a) PEeKBU3UT

0) rmeyathb

B) HAMMEHOBAaHUE JIOKYMEHTa

T') TOJITUCH

7. IlpaBujia opopMiieHHsI PEKBU3UTOB IOKYMEHTa perjaMeHTHPYIOTCSA
a) OCT P 51141-98
6) 'OCT P 6.30-2003



) TCII0Y
r) OKY

8. Hadop pekBH3UTOB 0pUIHATHLHOI0 MUCEMEHHOT0 JIOKYMEHTA, PACIOJI0KEHHbIX B
onpe/eIeHHOI MOC/Ie10BaTEIbHOCTH, ONIPe/ieIsieTcs] Kak

a) popmyIsip JOKyMEHTa

0) TumoBoii hopmyIsip

B) dopmyIsip-oOpasery

r) OJIaHK JTOKyMEHTa

9. HaGop pexkBU3UTOB, HACHTU(GUIHMPYIOIIMX ABTOPA TOKYMEHTA, ONpe/IessieTcs Kak
a) hopMyJIsIp TOKyMEHTa

0) TunoBoi GopMyIsp

B) (hopmyisip-oOpaszers

r) OJIaHK TIOKyMEHTa

10. CoBOKynmHOCTH PadoT MO CO3IAHUIO, PETHCTPALMH, XPAHEHHIO, 00PA0OTKe U ABHKEHH IO
JAOKYMEHTOB HAa3bIBaeTCs

a) TOKyMEHTO000pOT

0) IeOMpPOU3BOJICTBO

B) JOKYMEHTHPOBaHHUE

I') TOKyMEHTOTIOTOK

11. KakuM 3aK0HOAATEeIbHBIM JOKYMEHTOM PeryJHpyOTCcsl TPYAOBbIe IPABOOTHOIIEHUSI
padoroaaresisi U padoTHUKA?

a) YroioBHBIM KosiekcoM PD;

0) TpynoBeiM konekcoM PD;

B) JKunumiaeiM KosiekcoMm PO.

12. Kakue nepcoHa/ibHbIe JaHHbIe PA0OTHUKA PYKOBOAUTEIb He HMeeT NMpaBa moJjay4arsb?
a) CeMeifHOE TOJIOKEHUE;

0) Mecrto poxaeHus1 pabOTHHKA,

B) JlaHHbIE O TOJUTHYECKUX, PEIUTHO3HBIX U UHBIX YOSKICHUSX U YACTHOW )KM3HU paOOTHHUKA.
13. Kakue 10KyMeHTBHI He TPeOYIOTCSl IPH 3aKJII0UYEHUH TPYI0BOI0 J0roBopa?

a) [Tacnopr;

0) TpynoBasi KHIKKa,

B) COeperaTenbHas KHIXKKA.

14. C kakoro Bo3pacra J0IycKaeTcs 3aKJI04eHne TPY/A0BOro 10ropopa?

a) C 13 ner;

0) C 16 ner;

B) C 18 ner.

15. K10 He siBJIsIeTCSI CTOPOHO¥ TPYA0BOI0 A0roBopa?

a) PaboTHuK;

0) Paboronarens;

B) ['ocynapctso.

16. Kakux yc/10BHii B TPY/10BOM /10roBOpe He cyumecTByer?

a) O0s13aTeIbHBIX;

0) JlonoJHUTETBHBIX;

B) YacTHBIX.



17. Kakux TpyAoBbIX JOTOBOPOB 110 CPOKY UX /IeiiCTBUS He CyLeCTBYeT?

a) beccpouHbIx;

6) CpouHBIX;

B) [IpepbIBUCTBIX.

18. Uro He siBJIsSIeTCH OCHOBAHHEM /LISl 3AK/JII0YEHHSI CPOYHOI0 TPY/I0BOIO 10rogopa’?
a) Xapakrep mpeacTosieid paboThl WIH YCIOBHUS €€ BBITOJTHCHUS;

0) CoramieHue CTOpOH TPYJAOBOTIO JJOTOBOpa Oe3 yueTa XapakTepa MPeICTOsIIeH poOOTh 1
YCJIOBHUI €€ BBIIIOJIHEHUS,

B) HeOpexxHOCTh B 01eK/1e paOOTHHKA.

19. K opraHu3anmoHHBIM JOKYMEHTAM OTHOCATCS (Ha3BaTh HY:KHbI€ BADUAHTHI):

a) aKThl;

0) ycTaBbl;

B) IITaTHOE PACIMCAHUE;

T') IOJPKHOCTHAS MHCTPYKIIHS,

1) OTYETHI;

€) MUchMa.

20.Kakoii 6J1aHK OpraHu3aiuy NPUMEHSIIOT 1Js1 0opMJIEHUsI MPUKA3a M0 OCHOBHO¥
aesTeJbHOCTH?

a) OJaHK MHCHbMa,

0) O;1aHK KOHKPETHOTO BH/Ia TOKYMEHTA;

B) OJIaHK JOJKHOCTHOTO JIUTIA.

21. Kakoii pexkBH3MT 00s13aTeJIbHO O(oOpMJIsieTcsl TNPH BHEIIHEM COIJIACOBAHUM
AOKYyMeHTa?

a) rpu¢ cormacoBaHus;

0) BU3BI COTJIaCOBAHUS;

B) rpu¢ OrpaHUYCHHS TOCTYIA K JOKYMEHTY.

22.11o kakoi cxemMe CTPOUTCSI TEKCT CJIy:KeOHOro nmucbma?

a) KOHCTaTUPYIOIIasi YaCTh — paclopsiAUTEIbHAs YacTh;

0) BBe/leHUE — aHAIMTUYECKAs YaCTh — 3aKII0UCHHUE;

B) BBOJHASI YACTh — OCHOBHAS 4aCTh.

23. K10 nognuceIiBaer 3asaBjaenue?

a) pyKOBOUTEIb OpraHU3alHH;

0) pyKOBOAMTENH CTPYKTYPHOTO MOJPA3/ICICHHUS;

B) COCTaBHUTEIIb.

24 Kakoii peKBU3UT HY:KHO 0()OPMUTH, YTOObI KONHS TOKYMEHTa npuodpeia
OPUAHYECKYH0 CHITY?

a) OTMETKA O 3aBEPEHUH KOIIHH;

0) oTMeTKa 00 UCIIOJIHUTEIIE;

B) UACHTU(UKATOP IEKTPOHHON KOMIUHU JTOKYMEHTA.

25.Kakue 1Ba BH/a COTJIACOBAHUS JOKYMEHTOB CyIIeCTBYIOT?
a) BHEIITHEE;

0) BCTpEUHOE;

B) BHYTPEHHEE;

T') YaCTHOE.

3ananue Nel. CoctaBbTe U 0(OpMUTE 3asBICHUE.

Hanumure 3asBieHHe OT cCTapliero OW3HEc-aHAIWTUKA YIPaBICHHUS ONTUMU3AIMEH
6usHec-npouieccoB Bacunbepa Ilerpa AnekcanapoBuya Ha UMs TeHepaibHOTO aupexkropa OO0
«I'pang-Crap» C.A.KoHOBaJlOBa O MPENOCTaBICHUH HEUCIOJb3yemMoro otmnycka ¢ 17.10.2021



POJOJDKUTENBHOCTRIO 17  KaleHAApHBIX JHEH, ¢ MOCIHEAYIOIUM YBOJBHEHHEM TI0
COOCTBEHHOMY KeJIaHHUI0. BacuibeB B CBOEM 3asiBIEHUH PyKOBOACTByeTcs 4. 2, cT. 127 TK PO.
Hara mnoamucanus 05.10.2011. Odopmure BH3y COTJIaCOBAaHHMs HadalbHUKA YIIPABJICHUS
ontumusaiuu 6usHec npoieccoB Ceménona B.I1. o cormacuu (aara 15.10.2021).

OdopmuTe pe30TIonn0 PYKOBOIUTENS B KOTOPO OH Aa&T pacnopspKeHHE HAa4albHUKY OT/IeNa

kanpoB Tumodeeroii JI.K. 0(hopMUTE OTITYCK € IMOCIISTYIOMIUM YBOJbHEHUEM. JaTa pe3omonuu
06.10.2021.

KonTpoabHas padora (2 BapuaHT)

1.Ilpouecc oTHeceHUsI JOKYMEHTOB K OINpe/aAeIeHHOMY JieJly M CHCTeMaTH3auus
AOKYMEHTOB BHYTPU HEro Ha3blBaeTcs;

a) GopMHpPOBAHUEM JIET;

0) HOMEHKJIATYpOH JIeT,

B) perucTpanuei 10KyMEeHTOB.

2.Kakoii JOKyMeHT BXOJAUT B CHCTEMY PACHOPSIUTETbHOH JOKYMEHTAIINU?

a) yCTaB;

0) ykazaHue;

B) OOBSICHUTEIIbHAS 3aITUCKA.

3.Kakoii 0;1aHK T0KyMeHTa Opranu3aluu MPUMEHSIOT Npu 0()OpMIIEHMN BHYTPEHHEH
AOKJIAAHOM 3anMCKu?

a) OJIaHK MHCHbMa,

0) OaHK CTPYKTYPHOTO TOApa3ICIICHUS;

B) 00ImMiA OaHK.

4 K xakoMy BHYy NPUKA30B MOKHO OTHECTH MPHUKAa3 0 mpuemMe Ha padory?

a) MpUKa3 [0 OPraHu3alOHHBIM BOIIPOCAM;

0) mpuKa3 1Mo OCHOBHOU JCSATEIBHOCTH;

B) IIpUKa3 MO JUYHOMY COCTaBY.

5.I1o kakoii cxeMe CTPOMTCSI TEKCT PACHOPSIAUTEILHOT0 JOKYMeHTa?

a) BBOJIHAS 4aCTh — PACHOPSAIUTENbHAS YacCTh;

0) BBOJIHAs 4aCTh — OCHOBHAs 4acTh;

B) BBOJIHASI YACTh — aHAIIUTUYECKAs YACTh — 3aKIIOUUTEIbHAs YaCTh

6.00mme pyHKIUN 0PUIHATBHBIX TOKYMEHTOB:

a) nHpopMaIMOHHAs! (IOKYMEHT CO3/ar0T JJI COXpaHEeHUs HH(POPMAIIUH );

0) commanpHas (JIOKyMEHT SIBJISIETCS] COLMAIbHO 3HAYMMBbIM O0OBEKTOM, TaK KaK CBSI3aH C
OTIpeIeIEHHOM COIMAbHOM MOTPEeOHOCTHIO);

B) KOMMYHUKATHUBHAS (JOKyMEHT BBICTYIIA€T CPEICTBOM CBS3H MEXAY OPTaHU3AIMSIMH U
JIPYrUMHU OOLIECTBEHHBIMU CTPYKTYpamH);

7.A3 kakuX TpeX J0KYMEHTONOTOKOB COCTOUT IOKYMEHTO000POT NpeanpusiTus?
a) UCXOSAIIETO;

0) BHYTpEHHETO;

B) MOCTOSTHHOTO;

I') HIEPEMEHHOT0;

1) CIy4aitHoTrO;

€) BXOIAIIETO.

8. loanucrpIBaeT NPUKAa3bI

a) PYKOBOJUTENb CTPYKTYPHOI'O HOpa3IeNIeHHS;

0) pyKOBOJMTEIb OpraHU3allly;

B) JIOJDKHOCTHOE JIUIIO-COCTaBUTENb MIPHKA3a.

9. MaTepuaabHbIi HOCUTEb HHPOPMALMHU 0 COOBITHAX U SBJICHUSX 00beKTHBHOIM

JEHCTBUTEJIbHOCTH H MbICJIUTEIbHOM IeATEJILHOCTH Y€JI0BEKA — 3TO...



a) IOKYMEHT;

0) hbopmysp;

B) CHCTEMa JOKYMEHTAlUH,

r) OJIaHK JIOKYMEHTA;

1) KOMITBIOTEP.

10.CranpapTusauus — 370...

a) Tunu3anus GopM TOKYMEHTOB;

0) omeparus o 00paboTKe TOKYMEHTOB,;
B) PEKBU3UT JOKYMEHTA,;

) TpadapeTr JOKyMEHTa,

1) HET TMPABHIIFHOTO OTBETA.

11. Kakue BUIbI JOKYMEHTOB Pa3JMYaIOT M0 MEeCTY COCTABJIEHNs ?
a) BHEILIHUE U BHYTPEHHUE;

0) UHIUBHIYaAJIbHBIC, TUTIOBHIE;

B) OPUTUHAJIBI, KOTIUU H TIOJUTMHHUKHY;

T') OpraHU3alMOHHbBIE, CIIPABOYHEIE,

1) HET MPaBUJIBLHOTO OTBETA

12. llepBasi pyHKIHA JTIOOOT0 TOKYMEHTA ...
a) ympaBJeHYecKas;

0) mo3HaBaTeNbHA,

B) BHYTPEHHHE JOKYMEHTHI;

r) “HGOPMAIIMOHHAS;

1) HE 3HaI0

13.lokyMeHTHPOBaHHE HEPA3PbLIBHO CBSI3aHO € IBYMSI KOMIIOHEHTAMH — 3TO...
a) TOKyMEHTUPOBAHKE U YIIPABIICHUE;

0) TOKYMEHTHPOBaHUE U Opranu3anus paboTsl C JOKYMEHTAMU;

B) JOKYMEHT U €r0 IopUruecKas cuia,

') TOKyMEHTUPOBAHUE U apXUB,

1) HET MPaBUJILHOTO OTBETA.

14.0cHOBHBIM HOCHTEJIEM /1€JI0BOIi HHpOPMAIIUM B 1€JIONPOU3BOICTBE SIBJIAETCS ...
a) KOMITBIOTED;

0) ITUCKH;

B) MarHWTHAas JICHTA;

r) Oymara,

1) BCE BMECTE

15. IleKe}me JOKYMEHTOB HA NPECANPUATHN ¢ MOMEHTA MX CO3AAHUA UJIA MMOJYUYCHHSA 10
OKOHYAaHUA UCITOJTHCHUSA, OTIIPABKH WJIH C1aY4 B apXuB, — 3TO ...

a) JOKyMEHTUPOBAaHUE
0)1e10TIPON3BOICTBO

B) TOKYMEHTOOOOPOT

r) pynkuus cinyx6 JOY
) IPSIMOTOYHOCTh



16.3anucp nHpoOpManHM HA PA3THYHBIX HOCUTEJISIX 110 YCTAHOBJIEHHBIM PABUJIAM — 3TO...
a) IOKYMEHTOBEJICHHUE;

0) JOKyMEHTHPOBAHHE;

B) IOKyMEHTAIIUS,

') apXUB;

1) HET IPABUJILHOTO OTBETA

17.00s3aTesIbHbIE 3JIEeMEHTBI, He00XoAUMbIe /151 0(pOpMIIeHHA 0(PHUIHMAIBLHBIX TIOKYMEHTOB
—370...

a) CTaHaapT,

0) OnaHku;

B) PEKBU3UTHI,

I')YHU(UIIMPOBAHHAS CUCTEMA,

1) HET IPaBUJILHOTO OTBETA

18. B kaKkuX JOKYMEHTAX YKa3bIBAKT aJpecHbIe JaHHbIE PeanpusiTus?

a) B JTIIOOBIX;

0) BO BHEIIIHHUX;

B) B IMUChMaX, (hakcax, TeierpaMmmax;

I) i€ 3TO He0OX0IUMO;

1) HE 3HAI0

19. OTnesbHBIE HAAMUCH, IBJISIONIHECS 00513aTeJIbHBIMU ISl 0PUIHAIBHBIX IOKYMEHTOB,
—9T0...

a) TyOJvKar,

0) Ko,

B) PEKBU3UTHI,

T') OTMETKH PEKBU3HUTOB;

1) HE 3HAI0

20. Kakue 0CHOBHbIE PEKBH3UTHI MPUIAIOT TOKYMEHTY IOPHANYECKYIO CHITY?
a) 9TO 3aBUCHT OT BUJa JJOKYMCHTA,

0) MoNuCh, AaTa U MeYaTh;

B) Ipud yTBEPKIACHHUS,

T') IOJIITKCh, J1aTa, MeYaTh,

1) TIeYaTh

21. Kakue BapMaHTbI PAC0JIOKeHHs PEKBU3UTOB HA (0JIAHKAX YCTAHOBJIEHBI CTaHAapTOM?
a) IEHTPUPOBAHHOE PACIIOJIOKEHUE

0) yrJIOBO€ U MPOJIOJIBHOE PACIIOIOKECHHUE

B) HET TAKOTO CTaHJapTa

') HE 3HAI0

22.Ucxons u3 ¢pyukumii, npexycmorpeHnbsix OKY /I, OPJl mo:xHO pa3aeuTh HA ....
a) Ha JIBE TPYIIIIHI,

0) Ha yHU(UIIUPOBAHHBIE CUCTEMBI,

B) Ha YETHIPE TPYIIIIHI;

T') Ha TPU TPYIIIIHI,

1) HE pa3AemnstoTcs

23. Kakue Bu/ibl 0JJAHKOB NPUMEHSAIOTCS HA NPeANPUSITHAX?

a) JUTsl KaKJIOTO BUIAa JOKYMEHTA - CBOM OJNaHK;

0) O;aHK MUCHhMa M OOIIH OJIaHK;

B) TOJIBKO OJIaHK MHCHhMa,

T') OCHOBHBIE, BCTIOMOTaTENbHEIE,

1) oOMiA OJIaHK MPEeANpUATUS



24. OTaesbHBIE HANKMCH, SIBJISIIOIIMECS 00513aTeIbHBIMHU 1 0O(PHIHATBLHBIX JOKYMEHTOB,
—370...

a) myonukar,;

0) xomus;

B)PEKBU3UTHI,

I') OTMETKH PEKBU3UTOB;

1) HE 3HAI0

25. T'ne pacnonaraiorest peKBU3MThI ""IMobsema npeanpusitus' u "HanmenoBanue
npeanpusarTus'?

a) B BEpXHEW 4aCTH JIUCTA - CJIEBA B YIUIY WK B LIEHTPE;

0) TOJBKO B IIEHTPE BEPXHETO TI0JIA;

B) B IIPABOM BEPXHEM YTy,

r) ApYT MOJ APYroM

3ananue Nel. Odopmute 1 cOCTaBbTE MPHUKA3.

Cocrasbte coBMecTHBIN mpuka3z OO0 «JAKAI-MOHUTOPUHI» u AO «CnyTHUK» 00
MCIO0JIb30BaHNU (PaKCHUMUIIBHON NONUCH. B KOHCTaTHpYIOIIeH YacTh yKaxXHuTe, 4yTo (hakcuMuse
HY)XHa 7151 oniepatuBHOro pemreHust BompocoB Mexy OO0 «JAKAI-MOHUTOPUHI » u
3A0 «CnytHuk». B pacnopsauTenbHoOM yacTH yKaXUTe TOKYMEHTBI, Ha KOTOPBIX HEOOXO0IUMO
UCI0JIb30BaTh (hakcuMuiie. Bo3noxxure KOHTPOJIb 3a UCIIOJIHEHUEM TpUKa3a Ha HauaJbHUKA
cTyxk0bI JoKyMeHTarmoHHoro obecneuenus ynpasieaus OO0 «JAKAI-MOHUTOPUHI » u
aaMuHHUCTpaTUBHOTO qupektopa AO «CrnyTtHUK». OdopMuTe BU3bI 0O3HAKOMIICHHUS HaYaIbHUKA
CAOY m agMuHHCTPaTUBHOTO AUPEKTOPA.

3ayeTHO-IK3aMeHAIHOHHBIE MaTepuajibl AJad l'lpOMC)KyTO‘IHOﬁ aTreCcTaluu (3a'1eT)
3ayeTHO-IK3aMeHAIHOHHbIE MaTepuajibl AJd l'lpOMC)KyTO‘IHOﬁ aTreCcTaluu (3a'1eT)

1.Hcropus pa3zButus n1eiaonpou3BoicTea B Poccun

1. lokymeHT Kak moHsATHe. JJOKyMEeHT KaK CHCTeMa.

2. Knaccubukanun 10KyMEHTOB.

3. TlOHATHE «CHCTEMBI JIOKYMEHTAIIUI).

4. OYHKIMOHAIBHBIC CHCTEMbI JOKYMEHTOB.

4. 3HaueHue JOKYMEHTAIIMOHHOTO O0EeCIIeUeHUs YIIPaBICHHUS.

5. YHUUIPOBAHHBIE CUCTEMBI TOKYMEHTAIIHI

6. Cuctembl 3JIeKTpOHHOTO IokyMeHToobopora (CO/I).

7. 3aImTa 3IeKTPOHHBIX TOKYMEHTOB

8. KimaccudukaTopsl JOKyMEHTHPOBAaHHON MH(OPMAIINH.

9.CoBpeMeHHOE TOCYJapCTBEHHOE  pEryJupoBaHHE JOKYMEHTAIIMOHHOTO  00ecredyeHus
yIpaBICHUS.

10.Opranu3amus 1 TEXHOJIOTUS pabOTHI C TOKyMEHTaMHU.

11.0dopmrenue yrmpaBieHYECKUX TOKYMEHTOB: oOmue TpeGoBanus; (popmar Oymaru u moJs;
OJTaHKH TOKYMEHTOB.

12.CocraB peKBU3UTOB, UX XapaKTEPUCTHUKA.

13.CocraB 10KyMEHTOB: TpeOOBaHU K TEKCTY JOKYMEHTA.

14.0co0eHHOCTH A3bIKa M CTUIIS CITY’KEOHBIX TOKYMEHTOB.

15.0co0eHHOCTH MOArOTOBKH U 0(hOPMIIEHHUSI OPraHU3allMOHHBIX JOKYMEHTOB.
16.0co6eHHOCTH MOATOTOBKH U 0(hOpMIICHHUS paCIOPSIIUTENBHBIX JOKYMEHTOB.
17.0cobeHHOCTH MOATOTOBKH U 0(hopMIIeHUsT HH(POPMAILIMOHHO — CIIPABOYHBIX JIOKYMEHTOB.
18.0Opranu3aiyst JOKyMEHTO000pOTa B OM3HEC-CTPYKTYpPaX.

19.Ctpykrypa u GYHKUNH MOAPA3ICICHHUI 110 JOKyMEHTAIMOHHOMY YIIPABJICHHIO YIPEKICHHM.

20. JTomxHOCTHBIE 00s13aHHOCTH paOOTHUKOB ¢y k061 JJOVY.

21.00mue npaBuiIa perucTpaluu 10KyMEHTOB.



22 VIaopMarimoHHO-CIpaBoyHas paboTa ¢ TOKyMEHTaMHU.

23.0pranu3zais KOHTPOJISI 32 UCIIOJIHEHUEM YIIPABJICHYECKUX JOKYMEHTOB.

24 .Opranuzaius JeT0oTpOU3BOICTBA M0 MHUChMaM U OOpaIlleHUsIM TPaXk/IaH.
25.0pranu3zanys TeKyIero XpaHeHus TIOKyMEeHTOB.

26.Homenkiarypa jaed.

27.IToaroToBKa Jei K apXUBHOMY XpPaHCHHUIO.

28.XpaHeHne JOKYMEHTOB B JICKTPOHHOU hopme.

29.0OpranuzanoHHbe (OPMBI BEICHUS IEIOTIPOU3BO/ICTBA.

30.3amaun u pyHKIIH cIy)061 IOV .

31.Mcrionb30BaHME HOBBIX TEXHOJIOTHIA B JOKYMEHTOO0OPOTE.

32.0Opranu3anioHHbIE CTPYKTYPHI CIYKObI 1€I0IMPOU3BOICTBA

33. ®opMBbI KOHTPOJI 32 UCIIOIHEHUEM JOKYMEHTOB B YIIPABJICHYECKOMN JIEATEILHOCTH: TEKYITHH,
CPOKOBBIH, IPEAYNPEAUTENBHBINA U UTOIOBBII.

34.TpeboBaHUs K COCTABICHUIO U O()OPMIICHHUIO ITPOTOKOJIOB.

35. OcobenHoCTH cOcTaBiIeHUs U OOPMIICHHUS TTPUKA30B 0 JUYHOMY COCTaRY.

36. TpeOoBaHUs K COCTABJICHHIO U O(OPMIICHUIO AKTOB.

37. TpeOoBaHus K COCTABJICHHUIO M O(OPMIICHHUIO CIIPABOK.

38. TpeOoBaHMs K COCTABJICHUIO M OOPMIICHHUIO CITY:KEOHBIX ITUCeM. Pa3HOBUAHOCTH MTHUCEM.
39. Crpykrypa 1 QYHKIMH TOAPA3CICHHH 110 JOKYMEHTAIIMOHHOMY YITPABJICHHIO YIPESKICHUH.
40. J1o/KHOCTHBIC 0053aHHOCTH PabOTHUKOB ci1y)0b1 JJOY.

TecT nJ1s MPOBeAeHUs IPOMEKYTOUYHOM aTTecTalum
1. Koraa u3narTesi pacnopsi>KeHUsI M YKa3aHus?

a) Korja HeoOXOIMMO MTPHHATH HOPMATUBHBIN aKT [0 OCHOBHBIM BOIIPOCAM OPTaHHU3AIIHH.
0) Koraa HeoOX0AMMO PElIUThH ONepPATHBHBIE BOMPOCHI

B) M3JIAIOTCS ISl OPTaHU3AIMH UCTIONIHEHUSI IOCTAHOBIICHUH, pEIICHUH W IPUKA30B.

r) A u b BmecTe,

n) b u B BmecTe.

2. B xaxoii ouepeHOCTH NPOBOIUTCS BHYTPEHHeE COIJIACOBAHHeE NMPOEKTA YIPABJeHYeCKOI0
AOKyMeHTa?

S

3. Ilo kakuM npu3HaKaMm KjiaaccuPUIUPYIOTCS JOKYMEHThI?

A) 110 HAaMEHOBAHUIO, 110 MECTY COCTABJICHHUS, 110 COAEPIKAHUIO, 110 HOopMe, IO CPOKaM
HCTIOJIHEHHMS, TI0 IPOUCXOXKACHHIO, 110 BUAY 0OPMIICHUS, 110 CpeAcTBaM (HUKCALUH

b) no o6vemy, o MEHH COCTAaBUTENS, 110 JOCTOBEPHOCTH HH(POPMALIIH;

B)Aub.

4. Yto siBasieTcsl MONIMHHUKOM?

A) Konus JOKyMEHTa;

B) noxyment, conepxaiuii pakcumuIe;

B) nopnucanHblil 1 HaaIeKaMM 00pa3oM 0 OpMIIEHHBIN 3K3EMIUIAP IOKYMEHTa,
COCTaBJIEHHBIN B MIEPBBIN pa3.



5. Kak B 10KyMeHTe 0TpaKaeTcsi PEeKBU3UT «I1aTa»?

A) puMckuMH nUppamu;

b) apabckumu nudpamuy;

B) apabckumu nudpamMu Win ciIoBecHO-IH(PPOBBIM COCOOOM.
7. Ha kaKuX JOKYMEHTAX J0J:KHA ObITh MOCTABJIEHA NMeYaTh?

A) Ha TOKyMEHTAaX, YIOCTOBEPSIIONINX MpaBa JOLKHOCTHBIX JINL, PUKCUPYIOMMX (aKT
pacxogoBaHuA JCHCKHBIX CPECACTB U MaTCPpUAJIbHBIX HCHHOCTeﬁ, a TaKXKeE CIieiuaJIbHO
npeaAyCMOTPCHHBIX ITPABOBBIMU aKTaMH, IOANUCH OTBETCTBCHHOI'O JIMIIA JOJIKHA OBITh 3aBE€pcHa
MevaThio;

B) Ha noKymMeHTaX, yJOCTOBEPSIOMNX (PAKT pacXol0BaHUs ICHESKHBIX CPEICTB U MaTEPUATBHBIX
HeHHOCTeﬁ, IOAIINCh OTBETCTBCHHOI'O JIMIIa JOJI?KHA OBITH 3aBC€pCHa Me4YaThioO,

B) Ha noKyMeHTaX, yJIOCTOBEPSIONINX OCHOBHBIE (PHHAHCOBO-XO03sIICTBEHHBIE OIepaIlUH

OpraHu3allMu.

8. Kakasi 0co0eHHOCTH cyliecTByeT nNpu 0(popMaIeHNH «O0PUIHATLHOT0 MHCHMa»?
A) muceMo odopmisiercs: Ha GUPMEHHOM OJIaHKE OpTaHU3aAIH;
B) He craBuTCst HA3BaHKE €ro BUA;
B) 2-i1 sx3emIuIAp ocTaercs B OpraHU3allyH.

9. Ha xakue 4acTH MOKHO Pa3IeTuTh«PACIOpPsizKeHne»?
A) Ha KOHCTaTHPYIOIIYIO B PaCIOPSIKAOIIYO;
b) Ha KOHCTATHUPYIONTYIO ¥ TTOCTAHABIINBAOIIYIO;
B) Ha pacnopspkaronryro 1 mOCTaHABIUBAIOILYIO.

10. YUro siBasieTcs «HOMEHKJIATYPOI 1e1»?

A) cucTeMaTH3UPYIOIUH IepedeHb 3aBOJJMMBIX B OPIaHU3aIUH JIe) ¢ YKa3aHUEM CPOKOB MX
XpaHEeHUs1, 0POPMIICHHBIN B YCTAHOBIICHHOM TIOPSIJIKE;

B) xaTanor, B KOTOpOM XpaHATCsI Bce OpOpPMIICHHBIC B OpTaHHU3aIluH JJOKYMEHTHI;

B) nepevens ohopMIIEHHBIX B OpraHU3AIWH JIeN JUTS BHEITHETO MOJIh30BaHUSI.

11. Kak Ha3bIBaeTcs JOKYMEHT, NlepeaBaeMblii 10 KaHaJaM TeJjierpadHoii cBs3u?
A) mokagHas 3aMucKa;
b) mpukas;
B) Tenerpamma.

12. Inst yero cocTaBJ/IsSIIOTCS «CONPOBOANTEIbHbIE MUCHMa»?
A) 17151 TOATBEPKIACHUS ITOTYUYEHHs TOKYMEHTOB U MaTEPUAIOB-IIUCEM
B) nns BeIpakeHust O1aromapHOCTH 32 4TO-TH00;
B) nns coobmienust agpecaTy 0 HampaBJICHUH KaKUX-TMOO JOKYMEHTOB, MaTepHaIbHBIX
LIEHHOCTEM.

13. KoMy mMo:keT ObITh aIpecOBaHO MUCHMO-TIPUTJIANIeHHE?
A) KOHKpPETHOMY JIHILY;
b) HeckombKUM JTHIIAM;
B) KOHKpeTHOMY JTHILY, W HECKOJIBKHUM JIUIIaM, WIIK MacCOBOMY aJipecary.

14. Yo siBaAsieTCH peKJaManueii?

A) KOMMEpUYECKHI JOKYMEHT, MPEACTABIISIONINN COO0H MPETEH3UH K CTOPOHE, HAPYILIUBIIICH
MPUHSATHIE HA ce0s 10 KOHTPAKTy 0053aTeNbCTBA, M TPEOOBAaHNE BO3MEIIECHHS YOBITKOB!

B) oTBeTHOE MMCHEMO, TOATBEpPKAAIOIIEE BO3BPAT HEKAueCTBEHHOTO TOBApPa;

B) pexnama npou3BeneHHON MPOAYKIHH.



15. M3 kakuXx 4acTeii COCTOUT «IMOCTAHOBJIEHHE»?
A) KOHCTaTHPYIOIIEH 1 MOCTaHABINBAIOIIEH |
B) xoHCTaTHpyomel U pacnopsKaromei;
B) nocranasiuBaroiei u pacriopsKaroniei.

16. Yro siBasiercsi kogoMm npeanpusitus mo OKITO?
A) xoj opranuzanuu 1o PoccuiickoMy kinaccu(pukaTopy MpEanpUsTAR U OpraHU3allHii;
B) xon opranuzanuu no PoccutickoMy kinaccu(pukaTopy MPOU3BOACTBA M OPTaHU 3allHii:
B) xonx opranmzanuu o Poccuiickomy kiaccuukaTopy Mpou3BOJACTBEHHBIX OTpaciIei.

18. Kakoii cpok XxpaneHusi JOKyMEHTOB 110 JTUYHOMY COCTaBY?
A) 10 ner; b) 25 ner; B) 75 ner.

19. Ha kakue 4acTH MOKHO Pa31eJuTh TEKCT aKTOB?
A) BBe/IeHHE, KOHCTATUPYIOLIYIO YaCTh U BBHIBOIBI;
b) BBeneHne, MOCTaHABIMBAIONIYIO U KOHCTATUPYIOIIYIO YacTH;
B) BBeneHNE U BBIBOABI.

20. Kakue 10KyMeHTbI HCIOJIB3YIOTCH [JIsl JOKYMEHTHPOBaHUST WH(OPMAIIMOHHO-CIIPABOYHBIX
MaTepuaaoB?
A) uceMa, TenerpaMMbl, aKThI, peKJIaMaIlimy;
b) cripaBkm, moKITamHBIE B OOBSICHUTEIHHBIEC 3aITUCKH, aKThI, IUChMa, TEJIErPaMMEI;
B) cripaBkm, IpuKasel, pacIopsLKEHUS.

21.K xakuM 10KyMeHTaM OTHOCHTCS yCTaB?
A) opraHu3anoOHHBIM;
b) pacniopsauTensHEBIM;
B) cripaBodHBIM.

22. Pa3HOBUHOCTHIO KAKUX MHUCEM SIBJISIIOTCS 10TOBOPHBIE MUCbMa?
A) COIIPOBOIUTENHHBIX;
b)mceM-0oTBETOB;
B)mmcem-tipock0.

23. B kakux ciay4asix HCHOJIb3yeTcsl NICbMO-HANOMUHaHue?

A) xorza He yJaercst ¢ IIOMOIIBIO TIEPErOBOPOB MIIN JITYHOTO KOHTAKTA MOIyIUTh HEOOX OTMMBIH
OTBET WJIM JOOUTHCS MPUHSATHS HY)KHOTO PEIICHUS;

b) xorma HE0OXOMMO OATBEPAUTH NONTydEHUE JOKYMEHTOB i MaTEPHAJIOB;

B) xorga He0OX0 MO COOOITUTH O KAKOM-TTHOO COOBITHUH HITH (haKTe.

24.51BasieTcs1 JIM «pelieHne» NMPaBOBbIM AKTOM?
A) sBJsIETCS TOBKO PACIIOPSIANTEIBHBIM JOKYMEHTOM;
B) siByisiercs akToM ynpaBieHus;
B) siBiisiercs pacnopsiIMTENbHBIM JOKYMEHTOM U TPABOBBIM aKTOM.

25. Kakue u3 3THX I0KYMEHTOB HANPABJISIOTCH OT BbILIECTOSIIIIEr0 YPOBHS YIPABJIEHUS K
HUKECTOSIIEeMY :

a) TMpuKasz;

0) 3asBIICHHE;

B) YKa3zaHHE;

r) ciryxeOHas 3anucka?

26. B mokymMeHTaX KaKHX OpPraHu3aiuii He00X0IUM PEKBU3UT «MECTO U3AAHHUS TOKYMEHTa»:



a) CapaTOBCKUH TOCYyJapCTBEHHBIN XyI0KECTBEHHBIN My3el nM. Paauiesa;
0) OAO «Anbpa-0aHK»;
B) Anmunuctpauus JlennHckoro paiiona CapaToBCKOHM 001acTy;
r) OO0 «Puryan-cepBuc»?
27. B KakuX J0KYMEHTAaX He00X0IHM PEKBU3UT «MEYATH»:
a) TIpuKas;
0) ycras;
B) CIIpaBKa;
T) yKazaHue?
28. Kakune peKBH3NTBHI BKJIIOYAIOTCS B COCTAB PEKBU3UTOB OJIaHKA MHCHMA
a) aapecart (ITOTyJaTens);
0) MECTO COCTaBIICHUS;
B) HAMMEHOBaHNE OPTaHU3AIINN;
T) 1aTa ¥ PErUCTPaIlMOHHBIN HOMEp?
29. Kakoii 13 3THX TOKYMEHTOB OTHOCHUTCS K PACHOPSAUTEIbHBIM JOKYMEHTaM:
a) OOBSCHUTENbHAS 3aITNCKA;
0) IMOCTaHOBIICHHUE;
B) MHCTPYKIIHS;
T') MICHMO?

30. B kakuX ciIy4yasix cOrjiacoBaHne HAaHMeHOBAHHUS JOKYMEHTA 3aroJI0BKa K TEKCTY IOKYMeHTa
BEepPHO:

a) IMCHMO JJIS YJacTHsl B BBICTABKE;

0) aKT o mpueMy 00OpyIOBaHUS;

B) OJDKHOCTHASI HHCTPYKIHS TJIABHOMY CIICIUAIIUCTY;
T') IOKJIaJHAs 3aIMCKa O BBISBICHUU HapYIICHHUH.

31. MarepuanbHblii HOCHTEIb HHPOPMAIIUH O COOBITHSX U SIBJEHUAX 00beKTHUBHOM
Al CTBUTEIBHOCTH M MBICIHTEJILHOM 1eITeILHOCTH YeJI0BeKa - ITO...

A) JlokymeHT

B) ®opmysip

B) Cucrema mokymeHTanmm
I') bnank moxymeHnTa

) KomnstoTep

32. Kakue BUIbI IOKYMEHTOB PA3JIMYAIOT M0 MECTY COCTABJIEHUS ?

A) BHemnue u BHyTpeHHHE
b) MnauBunyanbHble, TUIIOBEIE, TpadapeTHbIe



B) OpuruHansl, KONUH U MOTAHHUKH
I') Opranu3zanronHble, pacopsAUTENbHEBIE, CIPABOYHEIE

43. Yem OpUTHHAJ OTJIHYAETCH OT MOAJTUHHAKA?

A) IMoanuHHUK cocTaBiieH 1o (hopMe U MOANUCaH
b) [MoanuHHUK - 3TO OAMH U3 BUJOB OpUTHUHAJA
B) Opurunan cocrasieH no ¢gopMe u MOJMHCaH
I') Huuyem

44, PexjaMHble 00bsIBJIeHHS U "'MA0JMK peJsieiilien3’ OTHOCATCS K TPyMIe ...

A) TpadapeTHbIX TOKYMEHTOB

B) moxkymeHTAanMu MaTepHaIbHO-TEXHUYECKOTO CHAOXKEHHUS U COBITa
B) cripaBouHO-HH(POPMAIHOHHBIX JOKYMEHTOB

I') GhuHAHCOBO-pPAaCUYETHBIX JOKYMEHTOB

JT) MHIUBHIYaIbHBIX TOKYMEHTOB

45. AxTbl, NTUCbMA, PaKChI, JOKJIAAHbIE 3AIMCKH OTHOCATCS K...

A) opraHm3anOHHBIM TOKyMEHTaM

b) cnpaBodHO-NH(pOPMALIMOHHBIM IOKYMEHTaM
B) pacnopsauTenbHBIM TOKyMEHTaM

I') BHEIIHUM HOKyMEHTaM

46. Kakoe pacnoJioskeHne peKBH3UTOB PeKOMeHyeTcsl 1151 mucem?

A) YrmoBoe

b) [IpomonbHOE

B) D10 HEe MMeeT HUKAKOTO 3HAYCHUS
I') He 3naro

47. B yeM oco0eHHOCTH O(popMJIeHHUST 3apYOesKHO KoppecnOHAeH N ?

A) PexBU3NTH TyONUPYIOTCS HA HHOCTPAHHOM SI3BIKE

b) PexBr3uTHI NHUIITYT HA aHTJIMHACKOM SI3BIKE

B) Anpec numercs mo-pyccku, HO O MPABHIJIAaM CTPAHBI - TOTydaTens
I') Her ocobennocreit

48. IokyMeHT, (pUKCHPYIOIIHii corjiallleHHe CTOPOH 00 YCTAHOBJIEHNH TPY/AOBBIX OTHOLIEHUIl U
peryJupyoLMii X, Ha3bIBAeTC ...

A) - TpyIOBOW KHIKKOM

B) - xomexcoM 3aKOHOB 0 TpyIe

B) - npuKa3oM 1o JIMYHOMY COCTaBY

I') - TpyIOBBIM KOHTPAKTOM (IO OBOPOM)
J1) - MOIDKHOCTHON MHCTPYKIIHAEH

49. Ha xoro 3aBoauTcs JUYHOE 1eJ10?

A) Ha pyKOBOJMTENEH U OTBETCTBEHHBIX HCIOIHUTENEH
B) - Ha kaxoro paboTHHKa

B)- Ha HapymuTenei Tpy10BOH JUCIUTLIHHBI

I') - Ha kTMEHTOB PUPMBL

J1) - 10 yCMOTPEHUIO aIMUHUCTPAIIAH TPEIIPUSITUS

50. CTpyKTypa C1y:K0blI 1eJIONPOU3BOACTBA YUPE:KIEHUS 3aBUCHUT OT...



A) KaTeropuu yupex1eHus

B) xonnyecTBa 1OKYMEHTOB

B) npumeHeHnst MexaHU3alul U aBTOMAaTU3aIUN
I') uHTeHCHBHOCTH JOKYMEHTO00O0POTA

51. UHcTpYKIMS O 1e10NPON3BOACTBE YTBEP:KAAETCH. ..

A) OTBETCTBEHHBIM 3a JICTOIPOU3BOACTBO JTUIIOM
b) HauanpbHUKOM KaHIENAPUU

B) pykoBoguTeneM mpearnpusTHsI

I') cekperapem-pedeperToOM

52. llepBuuHas 06padoTKa BXOASAUIUX JOKYMEHTOB JA0JKHA OCYLIECTBIATHCSL. ..

A) B TedeHHe CyTOK

b) B nens moctyruieHus

B) o mepe noctynnenus

I') B Teuenue paboueil HexenH

JI) B 3aBHCHMOCTH OT BaKHOCTH JIOKyMEHTA

53. 3anuck cBeIeHNUI 0 TIOKYMEHTe ¢ MOCIeAYIOUIIM MPOCTABJIEHHEM HHIEKCA H IaThI - 3TO

A) cucremaTu3anus
b) perucrparms

B) apxuBupoBanue
I') kaTanoru3zanus

54. Pernwpauuonnuﬁ HHAECKC BXOAAIINX U UCXOAAIIUX JOKYMEHTOB BKJIIOYA€ET:

A) TlopsakoBEIil HOMEP B TIpeienax TaHHOM TPYIIITEI JOKYMEHTOB
b) [opsiakoBbIit HOMEp W WHAEKC IO HOMEHKJIAType Jel

B) Kiraccudukarop koppecrnoHacHTa

I') Hary peructpanuu

55. TpyaoemMkocTh mMoMcKa JOKYMEHTA M 1y0JUPOBaHUE PErUCTPALUH - 3TO HEOCTATKH ...

A) )xypHaIbHON (OPMBI perHCTpaIin

b) xapTouHOi1 popMBI perucranuu

B) neaBTOMaTH3MpOBaHHON (HOPMBI PETUCTPAITUU
I') nenenTpamu30BaHHOIN CXEMBI AEITONPON3BOICTBA

56. Homenkiarypa geu - 370 ...

A) epeueHb 3aTOJIOBKOB € M CPOKOB MX XpaHEHHSI
B) ciicok Bcex nen, MMernmxcs Ha TpeAnpUsTHI
B) nepedens gen mis nepenayn B apXuB

I') criucok 0co60 BaXKHBIX JOKYMEHTOB

57. Ilepen cnaveii JOKyMEHTOB HA apXHBHOE XpaHEHHE CJIeAYeT...

A) crpynumupoBaTth ¥ MOJMUTH JOKYMEHTHI B ITAIIKU
B) obopmuts u onucats nena
B) cocraBuTh ONMCH JOKYMEHTOB M NEPETIIECTH HX



I') cucTteMaTu3upoBaTh U YTOYHHUTH JOKYMEHTHI
J1) ckomupoBaTh 0COO0 BaXKHBIC JTOKYMEHTHI

Kputepnu oneHnBaHus pe3yJbTaTOB 00y4eHUSs

OcBoeHHE JUCHUIUIMHBI TPEIINONaraerT JBE OCHOBHBIC (OPMBI KOHTPOIS — TEKyllas u
MIPOMEXKYTOYHAsI aTTeCTalUs.

Texymuuii KOHTPOJb YCIIEBAEMOCTH OCYIIECTBIIIETCS B TEUEHHE CEMECTPA, B XOI€ TTOBCEIHEBHOM
ydeOHOI paboThl U MpeArnoiaraeT OBlaJcHHe MaTepralaMH JIEKIUH, INTepaTypsl, IPOrpaMMbl, paboTy
CTYIICHTOB B XOJI€ IPOBEICHUSA IMPAKTUUYECKUX 3aHATHUH, a TaKKe CHCTEMAaTHYECKOE BBIMOTHCHHE
TECTOBBIX pabOT, pelIeHHE MPAKTUUYCCKUX 3a/Jad M HWHBIX 3aJaHUN JJI1 CaMOCTOSTEIbHOW padoThI
CTyNeHTOB. JIaHHBI BHUJ KOHTPOJS CTHUMYIUPYET y CTYACHTOB CTpEMJICHHE K CHCTEMaTHYECKOU
CaMOCTOSATEILHONW paboTe Mo U3yYeHUI0 TUCHUIUIMHBL. OH MpeAHa3HavYeH JUIsl OIICHKH CaMOCTOSTEIBHOMI
paboThl chymaTeneld Mo pElmIeHUI0 3aJlad, BBIIOIHEHHIO MPAKTUYeCKUX 3aJIlaHHM, MOJIBEJCHUS WTOrOB
TectupoBaHus. OlEHUBAETCs TaKKe aKTUBHOCTh M Ka4yeCTBO pE3yJbTaTOB MPAKTHYECKOW paldOTHI Ha
3aHATUSAX, YYACTHE B JUCKYCCHSX, OOCYXACHHSX # T.I. HVHIUBUIyanbHBIE W TPYIIIOBBIC
CaMOCTOSITCTbHBIC, AYAUTOPHBIE, KOHTPOJIbHBIE Pa0OTHl IO BCEM TeMaM AWCIUIUIMHBEI OpPTaHW30BAHBI
enMHO00pa3HbIM 00pa3oM. JInsi KOHTPOJS OCBOCHHS COJICPXKAHHS JAMCIHUILIMHBI HCIIONB3YIOTCS
OlleHO4YHbIe cpecTBa. OHU HapaBJICHBI HA OIpeIeJIeHHEe CTENeHN CPOPMUPOBAHHOCTH KOMIIETEHIINH.

[IpomexxyTouHasi aTTecTanusi CTYJIEHTOB OCYIIECTBIISIETCS B paMKax 3aBEpIICHUS W3Y4eHUs
TUCHMIUTMHBI W TIO3BOJISIET OMPENENNUTh KAa4eCTBO YCBOEHHUS HM3YyYEHHOTO Marepuaja, IpeAroyiaraer
KOHTPOIIb W YIpPaBIIEHHE IPOLIECCOM IPHOOPETEHHs CTYACHTAMH HEOOXOAWMBIX 3HAHWH, YMEHHUS U
HaBbIKOB, omnpenensemMbix Mo @I'OC BO mo cooTBETCTBYIOMIEMY HAIIPaBIEHUIO TOATOTOBKHA B KaueCTBE
pe3yaBTaTOB OCBOCHHS YI€OHON AMCIUTIIIMHEIL.

Kpumepuu OYECHUBANHUS NO IK3AMEH)) .

— «OLIEHKa «OTJIMYHO» CTaBUTICA B TOM Cllydae, €CIM JaH IOJHbIA, Pa3BEepHYTHIH OTBET Ha
[IOCTaBJICHHbIE BOIPOCHI, ITOKa3aHa COBOKYITHOCTh OCO3HAHHBIX 3HAHUM IO AUCLMIUIMHE, OKa3aTElbHO
PacKpBITEl OCHOBHBIEC IOJIOKEHHUSI BOIIPOCOB; B OTBETE MPOCIIEKHUBAETCA YETKasl CTPYKTYpa, JIOTHUECKast
[IOCJIEA0BATEIbHOCTh, OTPAXKAIOIIAsl CYIIHOCTh PACKPHIBAEMBIX ITOHATHH, TEOPUH, SBICHUI. 3HaAHUE IO
IUCLHUIUIMHE JEMOHCTpUpPYeTCsi Ha (OHE TOHMMAaHUSI €ro B CHCTEME JaHHOW HayKd H
MEKAMCLIUIUIMHAPHBIX CBs3e. OTBET U3JI0KEH JTUTEPATYPHBIM S3bIKOM C UCIIOIb30BAaHUEM CIICLUAIBHBIX
TepMUHOB. MoryT OBITh NONYILIEHBl HEJOYETHl B ONpPEIAEICHUM IOHSITHH, WCIPABICHHBIE CTYyAEHTOM
CaMOCTOSTENIBHO B IIPOLIECCE OTBETA. 3ajJaya pelieHa BepHO (MPaKTHIECKOe 3a/1aHUE BBIIOJIHEHO BEPHO);

— OLEHKa «XOPOLIO0» CTaBUTCA B TOM CIy4ae, €CIM JaH IOJHBIH, pa3BEpHYTHIH OTBET Ha
MIOCTABJICHHBIE BOMPOCHI, MTOKA3aHO YMEHHUE BBIACIUTH CYLIECTBEHHBIC M HECYIIECTBEHHBIC NPU3HAKH,
MPUYMHHO-CIICACTBEHHBIE CBs3H. OTBET YETKO CTPYKTYPUPOBAH, JIOTMYEH, H3JIOKEH JIUTEPATYPHBIM
SI3BIKOM C HCIIOJIb30BAHMEM CHELUAIBHBIX TEPMHUHOB. MOryT OBITh NOMYIIEHBI 2-3 HETOYHOCTH WU
HE3HAUUTENbHbIE OIIMOKM, HCIpaBICHHbIE CTYACHTOM C MOMOLIbIO IpernoaaBatrens. JlomymieHsl
HE3HAYUTENbHbIC OUIMOKY MPH PELISHUH 3a1a4H (BBIIOJIHEHUN IPAKTUYECKOT0 3aJaHHs);

— OLICHKA «Y/0BJIETBOPUTEJIbHO)» CTaBUTCS B TOM CIIy4yae, €CJId JaH HEJIOCTATOYHO TOJHBIA U
HEJIOCTAaTOYHO Pa3BEpPHYTHIM OTBeT. Jlormka M TOCIeAOBaTENbHOCTh H3JIOKEHHUS HMEIOT HapyLIeHUs.
HonymieHsl OMmMMOKM B PAcKpbITUM MOHATHHA, ymoTpeOneHun TepMHHOB. CTyIOeHT HE CHocoOeH
CaMOCTOSTEIIBHO BBIICIUTh CYLIECTBEHHbIC W HECYLIECTBEHHbIE MPHU3HAKUA M MPUUMHHO-CIECACTBEHHbBIE
CBsI3U. B oTBeTe OTCYTCTBYIOT BBIBOJIBI. Y MEHHE PACKPBITh 3HAUCHNUE O0OOIIECHHBIX 3HAaHUN HE IOKa3aHo.
PedeBoe oopmitenne Tpedyer nonpaBok, Koppekuru. JomyiieHs! OMMOKH IPH PELIEHUH 3a]1a4y;

— OLICHKA «HeY/0BJIeTBOPUTEJIbHO0)» CTABUTCS B TOM CIIydae, €CIM OTBET MpPEACTaBiIsIieT cOOOM
pa3po3HEeHHbIE 3HAHUS C CYIIECTBEHHBIMU OMIMOKamMH MO Bompocy. IIpucyTcTBYIOT (parMeHTapHOCTS,
HEJIOTHYHOCTD M3NokKeHUs. CTyIEHT He OCO3HAeT CBS3b 0OCYXAaeMOro BOIpOCca M0 OHIIETy ¢ APYTUMH
o0beKkTaMH JTUCUUIITUHBL. OTCYTCTBYIOT BBIBOIBI, KOHKPETH3ALMS U JI0KAa3aTeNbHOCTD U3JI0KEHHs. Peun
HerpaMoTHasi, SKOHOMHYECKas TEPMHHOJOIMS HE HCIONb3yeTcs. [lOMONHUTENbHBIE W YTOYHSIOIINE
BOINPOCHI IPENOAaBaTellsl HE MPUBOAAT K KOPPEKLNHU OTBETa CTyAEHTa. 3ajiaua He pelieHa (IPaKTHIecKoe



3a/laHUE HE BBINTOJIHEHO).

OneHouHble cpeAcTBa JUId WHBAJIUAOB U JIMI[ C OIPAaHUYEHHBIMH BO3MOMKHOCTSMHU 3/I0POBBS
BBIOMPAIOTCS C YIETOM MX UHIUBHIYATbHBIX MCUX0(QHU3UYECKUX 0COOCHHOCTEH.

— Tpyu HEOOXOAMMOCTH WHBAIWAAM M JIMIAM C OTPaHUYCHHBIMH BO3MOXKHOCTSAMH 3JIOPOBBS
MIpeaocTaBisiercs JOMOIHUTEIBLHOE BpeMs [l MTOJTOTOBKM OTBETAa Ha SK3aMEHE;

— TpU TPOBEACHHH TPOIEAYPHl OLEHHBAHUS PE3yJbTaTOB OOYUEHHsS WHBAIHIOB M JIHUI] C
OrpaHUYCHHBIMH BO3MOXHOCTAMMU 3J0POBbA IMPEAYCMATPUBACTCA UCIIOJIB30BAHUC TEXHUUCCKUX CPEACTB,
HGO6XO}Z[I/IMI)IX UM B CBA3H C UX MHAUBUAYAJIbHBIMHA OCO6CHHOCT$IMI/I;

— Tpu HEOOXOAWMOCTH Ul OOyYaroIIUXCs C OrPaHHMYCHHBIMH BO3MOXKHOCTSIMHU 37I0POBbSI U
HWHBAJIMAOB IIpoucaypa OLCHUBAHHA PE3YJILTATOB O6y‘ICHI/Iﬂ M0 AUCHUIIIIMHE MOXKCET MPOBOAUTLHCA B
HECKOJIBKO 3TaIloB.

[Iporienypa oIleHUBAHUS PE3YJITATOB OOYYCHHMsS] HWHBAJIMIOB M JIMII C OrPaHUYCHHBIMH
BO3MOYKHOCTSIMH 3JI0POBbSI TI0 TUCHHILIHHE (MOJYIIO) TpellycMaTpUBaeT MpeaocTaBieHne HHopMauu
B (hopmax, aanTHPOBAHHBIX K OIPaHUYEHUSIM HX 3JI0POBbSl M BOCTIPUATHS MHQOpMAIINK:

st a1 ¢ HapyIICHUSIMA 3pEHUST:

— B Ie4aTHOHN (opMe yBeTHUECHHBIM IIPUPTOM,

— B popMe AIEKTPOHHOTO JOKYMEHTA.

st in ¢ HapyLIEHUAMU CITyXa:

— B ITeyaTHOH (hopme,

— B popMe AJIEKTPOHHOTO JJOKYMEHTA.

Jnist i1 ¢ HapyIeHUsIMHA OTTOPHO-/IBUTATENLHOTO aliapaTa:

— B ITe9aTHOH (hopme,

— B popMe AJIEKTPOHHOTO JOKYMEHTA.

JaHHpIi TIepedeHb MOXET OBITh KOHKPETH3MPOBAH B 3aBUCHMOCTH OT KOHTHHIEHTA
00yJaroIMXCSI.

5. Ilepevenn y4eOHOIt IUTEPATYPHI, HH(POPMAIIMOHHBIX PECYPCOB M TE€XHOJIOTHIi

5.1 OcHoBHAas1 JIUTEpaTypa:
1.BemkypoBa, A. b. JlokyMeHTammoHHOE oOOeclieueHue YIpaBicHHSA: ydeOHOoe rmocobue s

cpenrero mpodeccroHanbHOro odopasopanus / A. b. BemikypoBa. - Mocksa; bepaun: Jupexr-Menua,
2020. — 170 c. — URL: http://biblioclub.ru/index.php?page=book&id=570999 (mata oOpaieHus;:
09.10.2020). - Pexxum mocTyma: ajisi aBTOpu3. moib3oBateneit. - ISBN 978-5-4499- 0436-2. - Tekct:
3IIEKTPOHHBIN

2. loponuHa, JI. A. JIokyMeHTallMOHHOE O0ECIICUCHUE YIPABICHUS : YICOHUK U TPAKTHKYM JJIs
cpemnero mpodeccrmonampHOro  obpazoBanms/ JI. A. Jloponuna, B. C. UputukoBa. — Mocksa:
NsnatensctBo FOpaiit, 2019. — 233 ¢. — (ITpodeccuonansroe obpazoanue). — ISBN 978-5-534-05783-6.
—  Texer :  omektpoHBId //  OOpa3zoBatenmpHast  miatdopma  FOpaitr  [caliT]. —
URL: https://urait.ru/bcode/438586

3.Koprees, U. K. JlokymeHTHpOBaHWE YIpPaBICHYECKONW IEATEIHHOCTH: YICOHHK W MPAKTHKYM
s akagemudeckoro OakanaBpuarta/ W. K. KopreeB, A. B. Ilmenko, B. A. Mamypues. — 2-¢ u3m.,
mepepad. u gon. — MockBa: MzmatenbctBo IOpaiit, 2018. — 384 ¢c. — Tekcr: amekrponHsii // ObC
FOpaiit [caiit]. — URL: https://urait.ru/bcode/413255 https://urait.ru/bcode/413255

5.2. llepuonnyeckue U3IaHMUS:

1.lenonpor3BOACTBO U JOKYMEHTOOOOPOT Ha MPEANPHUITHS

2. Jlenonpou3BoCTBO.

3. Kagposeie perieHust.

4.Cekperapb-ped epeHr.

5.CripaBouHHK cekperaps U opuc-MeHeIKepa.

5.3. UHTEepHeT-pecypchl, B TOM 4YMcCJie COBpeMeHHbIe npodeccHoHalbHbIE 0a3bl JAHHBIX H
HH(OPMAIMOHHBIE CIPABOYHBIC CHCTEMBI

DJIeKTPOHHO-0nOMuoTeYHble cuctembl (IBC):

1. DBC «IOPAUT»https://urait.ru/


https://urait.ru/bcode/438586
https://urait.ru/bcode/413255
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2. DBC «YHUBEPCUTETCKAS BUBJIMOTEKA OHJIAMH» www.biblioclub.ru
3. DBC «BOOK.ru» https://www.book.ru
4. ObC «ZNANIUM.COM» www.znanium.com
5. OBC «JIAHb» https://e.lanbook.com
MpodeccuonanbHble 6a3bI JAHHBIX:
Web of Science (WoS) http://webofscience.com/
Scopus http://www.scopus.com/
ScienceDirect www.sciencedirect.com
Kypnanst uznarenscrea Wileyhttps://onlinelibrary.wiley.com/
Hayunast anekrponnas oubnmoreka (HOb)http://www.elibrary.ru/
ITonHOTEKCTOBBIE ApXUBBI BEAYLIUX 3allaJHbIX HAYYHBIX KypHaAJIOB Ha Poccuiickon
miathopme HayuHbIX KypHamoB HOMKOHhttp://archive.neicon.ru
7. HamumoHanbHas — 3JeKTpOHHAs  OuOaMoTeka  (mOoCcTym K DJIEKTPOHHOW — OMOJIMOTEKe
auccepraimii Poccuiickoii rocyaapcersennoit outdiaunorexku (PT'B) https://rusneb.ru/
8. Tlpesumentckas 6ubnuoreka um. b.H. Ensriunahttps://www.prlib.ru/
9. DnekrponHas komutekius Okcdopackoro Poccuiickoro ®ouaa
https://ebookcentral.proguest.com/lib/kubanstate/home.action
10. Springer Journals https://link.springer.com/
11. Nature Journals https://www.nature.com/siteindex/index.html
12. Springer Nature Protocols and Methods
https://experiments.springernature.com/sources/springer-protocols
13. Springer Materials http://materials.springer.com/
14. zbMath https://zbmath.org/
15. Nano Database https://nano.nature.com/
16. Springer eBooks: _https://link.springer.com/
17. "Jextopmym TB" http://www.lektorium.tv/
18. VYumsepcurerckas uHpopmaimonnas cucrema POCCHS http://uisrussia.msu.ru
HNudopmanoHHble CIpaBoOYHbIE CUCTEMBI:
1. Koncynerant [lmroc - cripaBodHas mpaBoBast CUCTeMa (OCTYI 10 JIOKAITBHON CETH C
KOMIIbIOTEPOB OUOJINOTEKHU)
Pecypcbl cBOGOIHOTO 10CTYyNA:
1. AwmepukaHckas nmatenTHas 6a3a gaHubIx http://www.uspto.gov/patft/
2. Tlonmele TeKCTHI KaHAACKUX muccepranumii http://www.nlc-bnc.ca/thesescanada/
3. KubepJlenunka(http://cyberleninka.ru/);
4. MuHHCTEpPCTBO HAYKH H BBICIIEro oOpazoBaHus Poccuiickoit ®enepannn
https://www.minobrnauki.gov.ru/;
5. ®enepamsubril mopran "Poccuiickoe odpasosanue”http://www.edu.ru/;
6. Uudopmanmonnas cucrema "EanHoe OKHO JOCTyNa K 00pa3oBaTeIbHBIM
pecypcam"http://window.edu.ru/;
7. Enumuas xosuieknus nudpoBbix 00pa3oBateabHbIX pecypcoshttp://school-collection.edu.ru/ .
8. ®enepanbHblii IIEHTP HHPOPMAIIMOHHO-00pa3oBaTenbHbIX pecypcos (http://fcior.edu.ru/);
9. IIpoekr ['ocymapcTBeHHOrO HHCTHTYTa pyccKoro si3bika nMeHn A.C. [lymkuna "O0pa3oBanue
Ha pycckom"https://pushkininstitute.ru/;
10. Cnpasouno-unpopmMaiontbiii mopran "Pycckuit si3pik"http://gramota.ru/;
11. Cayx0a TeMaTHYECKUX TONKOBBIX ciaoBapeiihttp://www.glossary.ru/;
12. Crnosapwu u sHimknoneauuhttp://dic.academic.ru/;
13. O6pa3zoBarenbHbii moptan "Yueda"http://www.ucheba.com/;
14. 3akonomnpoekt "O06 oOpazoBanuu B Poccuiickoii @enepamun”. Bonpocs! 1 orBersInttp://Xn--
273--84d1f.xn--plai/voprosy_i_otvety
15.Bce o aenonpoussozactaehttp://delo-ved.ru/page/2
https://wss-consulting.ru/solutions/ecm/kadrovyy-
16.CnpaBounuk cekperops u opuc-meHemmkepa https://www.sekretariat.ru/
17. Caiit o xagpoBomy nenonpousBoactsy https://www.kadrovik-praktik.ru/
CoOcTBeHHBIE YJIeKTPOHHBIe 00pa3oBaTeIbHble H HHGoOpMannoHHbIe pecypcebl KyoI'Y:
1. Cpena moaynbHOro AMHaAMHUYeckoro odyuenushttp://moodle.kubsu.ru
2. baza y4eOHBIX IJIaHOB, Y4eOHO-METOANYECKUX KOMILJIEKCOB, MyOIHKauri 1 KOoH(pepeHHii
http://mschool.kubsu.ru/
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3. bubnunoreka nHPOPMAHMOHHBIX PeCypcoB Kadeapsl HHPOpMAIIOHHBIX 00pa30BaTENbHBIX
texnonoruihttp://mschool.kubsu.ru;

4. DnexrpoHHsblii apxuB nokymenToB Kyol'Y http://docspace.kubsu.ru/

5. DOmnektpoHHble 00pa3oBaTeNbHBIE peCypchl Kadeapbl HHPOPMAIIMOHHBIX CHUCTEM U
TexHonorud B oOpazoBanuu KyOl'Y u Hayuno-meromuueckoro xypHama "LIHKOJIBHBIE T'OJIbI"
http://icdau.kubsu.ru/

6. MeToanueckue yKkazaHus /it 00y4aroIMXCsl 10 OCBOEHUIO M CUMILIMHBI (MOTYJINA)
JUCHMILJINHE

CamocrosiTenbHas paboTa CTYAEHTOB SIBJISCTCS HEOTHEMJIEMOH YacThIO Ipoliecca MOATOTOBKH.
JIMCIMIUTMHY PEKOMEH/IYETCS M3ydaTh MyTeM CHCTEeMaTHYeCKON MpPOpa0OTKU JICKIIMOHHOIO MaTepuala,
CaMOCTOSITEIIbHOM MPOPabOTKH PEKOMEHIyEeMO# JIUTepaTyphl, PYKOBOJCTB M METOAMYCCKHX YKa3aHUH K
BBITIOJIHGHUIO TIPAKTHYECKUX 3aHsAThi. Llenb caMocTosTeNbHOM paboThl — pacIIMpeHUe Kpyrozopa u
yriryOieHue 3HaHui B 00J1acTH (PUHAHCOBOI'0 MHCTPYMEHTApHSI.

KOHTpOJ1b 32 BBIMOJHEHHEM CaMOCTOSTEIbHOW PabOThl POBOIUTCS MPU M3YYCHUH Ka)0 TEMbI
JIMCIMIUIMHBI HA CEMUHAPCKUX 3aHITHUSIX. DTO TEKYIIUI OMPOC, TECTOBBIE 3aJaHMs, KOHTPOJIbHAs pabora.

B uwachkl, OTBeleHHbIC JJIsI CAMOCTOSTENBHOH pPabOThl, CTYAEHTHI TMOJ PYKOBOJCTBOM
nperoiaBatens  00s3aHbI  BBINOJHATh HMHAWBHIYAJIbHbIC TPAKTHUSCKUE 3aJaHHs, MOITyYCHHbIC Ha
MPAKTHYECKUX 3aHATUsAX. [IpU BBIMOJIHEHWU 3TUX 3aJaHHil HEOOXOIMMO HCIOIB30BaTh TEOPETHUCCKUI
Marepual, JelaTh CChUIKH Ha COOTBETCTBYIOIINE (OPMYIIbI, TPOBEPSTH BBIMOIHUMOCTH MPEIANOCHUIOK,
HEOOXOIMMBIX [UTsl IPUMEHEHHSI TOTO HJIH HHOTO METO/IA.

B ocBoennu JUCHUIUIMHBI MHBAJIMJAMU U JIMIIaMU C OrpaHUYCHHBIMH BO3MOXHOCTAMU 310POBb
0oJpIIOe 3HAYCHWE WMECT WHIWBHUAyalbHas ydeOHas pabora (KOHCYNbTAIlMH) — JIOMOJHUTEIBHOE
pa3bsCHEHHE Y4eOHOro MaTeprara.

WupuBunyaneHble  KOHCYNBTAlMM MO TPEAMETY  SBISIOTCA  BaXHBIM  (PaKTOpOM,
CIIOCOOCTBYIONMM HHIMBH/IYyaTN3aIAN OOYUYCHHS M YCTaHOBJICHUIO BOCITUTATEIHLHOTO KOHTAKTa MEXKIY
nmpenojaBarTeieM W 00y4yaroluMCs WHBAIMIOM HIH JIAIIOM C OTPAHUYCHHBIMH BO3MOXXHOCTSIMU
3II0POBBSI.

7. MaTepuajibHO-TeXHHYeCcKOeo0ecnedeHHe M0 JUCHUILINHE (MOIY.T10)

HauMeHoBaHue CrIeHUaIbHBIX OCHAILEHHOCTH CIELUaTbHBIX I[TepeyeHp TUIEH3HOHHOIO
TIOMEILEHUI MIOMEIEHUI MPOrPaMMHOT0 00ECTIEUeHHUS

VueGHbie ayTUTOPUH st | Mebens: yueOHas Mebenb Microsoft Windows 8, 10,
MPOBEICHUSI 3aHATHI JekimonHoro | Texuudueckue cpenctBa ooyuenus: | Microsoft Office Professional Plus
THIA SKpaH, MPOEKTOp, HOYTOYK
VueOHbie ayTUTOPUH st | MebGerns: yaueGHas Mebenb Microsoft Windows 8, 10,
TPOBEICHUS samsTuii | Texuunueckue cpencrsa ooyuenus: | Microsoft Office Professional Plus
CEMHHAPCKOr0 THIIA, TPYIIIOBBIX H | KPaH, IPOEKTOP, HOYTOYK
WHANBUAYAIBHBIX  KOHCYJIBTALIHIA,
TEKYILIEro KOHTPOJIS u
MIPOMEXYTOUHOM aTTeCTaluu

Jnst  camocTOoATENnbHOM paboThl  0OyJaromMXcs MPELyCMOTPEHbI TTOMEIICHHS, YKOMIUICKTOBaHHBIC
CHELUATM3UPOBAaHHONH MEOEbI0, OCHAIIEHHBIE KOMITBIOTEPHONH TEXHWKOW ¢ BO3MOXKHOCTBIO MOJIKIIOUYEHHS K CETH
«MHTepHeT» 1 00eceueHHeM A0CTyIa B AIEKTPOHHYIO HH(POPMAIMOHHO-00pa30BaTENbHYIO Cpely YHUBEPCUTETA.

HaumMmeHnoBaHue noMemenuit s OCHAIIIEHHOCTh TTOMEIEHUI JUTS [lepeueHp NHULIEH3UOHHOTO
CaMOCTOSITETTFHON paboTHI CaMOCTOSITENTFHON pabOTHI MIPOTPaMMHOTO 00ECTICUCHHUS
o0yJarommxcs o0yJarommxcs

IMomemenue i caMOCTOsATENbHONW | Mebenb: yueOHas MeOesb Microsoft Windows 8, 10,
paboTel obyuarommxcst (auranbHeii | Kommiekr — crmenmammsuposannoi | Microsoft Office Professional Plus
3an HaydaHoit 6nbnmorexn) MeOeNn: KOMITBIOTEPHBIE CTOJIBI

Ob6opynoBanue: KOMIBIOTEpHAS

TEXHHKA C [OAKIIOYEHHEM K

nH(pOpMaOHHO-
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KOMM yHUKAIIMOHHON ceTH
«HTepHeT» M IOCTYyIIOM B
JNIEKTPOHHYIO  HH(OPMAIMOHHO-
00pa3oBaTeIbHYIO cpeny
00pa3oBaTe]bHON  OpraHU3alluy,
BeO-KaMepbl, KOMMYHHKAIMOHHOE
o0opynoBaHue, O00CCIICUHBAIOIIEE
JOCTym K  CEeTH  HHTEpHeT
(mpoBogHOE COeIMHEeHne u
OecrpoBOTHOE ~ COCMMHEHUE 10
texnonorun Wi-Fi)

IToMemeHue aast caMOCTOSTEIBHOM
pabotsl obyqaronmxcs (ayn.213 A,
218 A)

Mebenb: yueOHas MeOeb
KoMmmnexkt cnenuanuzupoBaHHON
MeOeH: KOMITBIOTEPHBIC CTONBI
O6opynoBanue: KOMIIBIOTEPHAS
TEXHUKAa C TOAKIIOYCHHUEM K
nH(OpMaLMOHHO-
KOMM YHHKAIIHOHHOM
«/HTepHET» W JIOCTYyIIOM B
JJIEKTPOHHYI0  WH(OPMAIIMOHHO-
00pa3oBaTeNbHYIO cpeny
0o0pa3oBaTeNIbHONM  OpraHM3alluy,
BC6-KaMepI)I, KOMMyHI/IKaIlI/IOHHOC
obopynoBanue, obecrieunBarolee
JIOCTYII K CeTH MHTEPHET
(mpoBoaHOE coelMHeHue u
0OecrpoBOIHOE  COEIMHEHHE  T0
texHomnorun Wi-Fi)

CCTHU

Microsoft Windows 8, 10,
Microsoft Office Professional Plus
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