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1 Henn u 32124y U3y4eHUs AUCHUIJIMHBI (MOTYJIf)

1.1 Ilesab ocBOEHHS AUCIHUILIHHBI

Lenp ocCBOEHHMS IUCUMUIUIMHBI 3aKIIOYACTCS B OBJIAJICHUM TEOpUEH M TMPAKTHKOMN
mporecca JOKyMEHTAIIMOHHOTO 00eCcTIeueHus IpoIiecca YIpaBieHUsT OM3HECOM MEXaHHMUECKUM U
AJIEKTPOHHBIM CIIOCOOAMH Ha OCHOBE TPEOOBaHMI HOPMATUBHO-TIPABOBBIX JOKYMEHTOB.

1.2 3agauu TUCHUIINHBI

— oOydeHHe CTyIEHTOB 3HAHUSM, YMEHUSM W HaBbIKaM, HEOOXOJAMMBIM B paboTe C
JOKYMEHTaMu;

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

— MPUBHUTHE MPAKTHUECKUX HABBIKOB pa0OTHI CO CITYy>KEOHBIMHU JJOKYMEHTAMH;

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

— oOydeHHe TpaBUJIaM COCTaBJICHHs, OGOPMIIEHHS W HCIOJIB30BaHUS JOKYMEHTOB,
CBSI3aHHBIX C JIEATEIHHOCTHIO MIPEANPUSITHM, B TOM YHCJI€ C BHEIIHEIKOHOMUYECKOM;

— O03HAKOMJICHUE CTYACHTOB C OOIIMMHU MPUHIIMITIAMH JOKYMEHTAIIMOHHOTO 00eCTIeueHuUs
NESATENHPHOCTH MPEANPHUATHS, C TIOPSIKOM JOKYMEHTHPOBAHUS HH(OPMAIIHH;

— o0yuyeHue cucteMaTu3auy HHHOPMAIH 0 KAaTETOPHSIM M YPOBHSM JOCTYIA K HEH;

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

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

— BbIpa0OTKa YMEHHS paboTaTh C MaTepralaMyd OTPaHUYEHHOIO JOCTYIIA.

1.3 MecTo qucuMnJIMHbI (MOIYJisl) B CTPYKTYpe 00pa3oBaTeibHON MPOrpaMMbl

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

Jucuumninuna Oa3upyeTcsi Ha 3HAHUSAX, MOJYYEHHBIX CTYJEHTAaMH B paMKaX OCBOCHUS
TUCUMIUIMH:  «KOMIBIOTepHBI  MPakTUKYM», «MHUpoBas HSKOHOMHKAa H  MEXKIyHapOIHBIC
YKOHOMHYECKHE OTHOUICHUsS», «PycCKUil S3bIK M OCHOBBI JENOBBIX KOMMYHHKanui», «Teopus
OyXraJiTepcKoro y4deray, «MHpOopManOHHO-KOMMYHUKAIIHOHHBIE TEXHOJIOTHH B
npo(eCCHOHANIBHOM JeITeIbHOCTUY) ¥ sBJIsIeTCS 0a30i Uil M3YydeHHs Ha CIEIYIOIIUX Kypcax
JIHUCHMILIAH: « MEHEPKMEHT, «Y IPaBICHYECKHN yaeT».

1.4 IlepeyeHb NMJIAHMPYEMBIX Pe3yJbTATOB O0Y4YeHHUS IO JMCUMILIMHE (MOAYJIO),
COOTHECEHHBIX € IUIAHNPYEMBIMH Pe3YJIbTATAMM 0CBOEHHUSI 00pa30BaTe/IbLHOM MPOrpaMMbl

N3ydyenne paHHOW y4yeOHOW AMCUMIUIMHBI HampaBleHO Ha (GOpPMUPOBaHUE Y
oOyuaronuxcs CIeayoNX KOMIETEHITHI:

Konx n HaumeHnoBanue
WHAUKATOpa™® MOCTHKEHUS
KOMIIETEHIINHA

Pe3ynbTaThl 00ydeHUs 10 TUCIIUILTHHE

IIK-1 CnocofeH ocymecTB/ISTH BHEIIHEIKOHOMHYECKYIO IeSITeJIbHOCTh




3naet: 3akoHonaTenbCTBO Poccuiickoit denepariu B 06IacTH
MaTepHaIbHO-TEXHIYECKOT0 00ecIiedeHus, IeTI0NPON3BOJICTBA;

3naetr: CTpyKTYpY, IPUHIUITEL, HHCTPYMEHTapUi JOKYMEHTOBEACHHS 1
JIETIOBOT0 IOKYMEHTOO00pOTa OpraHU3alliy, a TaKXKe pa3padoTKu 1
o(hopMIIeHHS IOKYMEHTALIUH;

VYwmeer: PazpabareiBaTh U BHEAPSITH JIOKaJIbHBIE HOPMATUBHBIE aKThI 1
periaMeHTHpYIOIIe JOKYMEHTHI O0IIEro XapakTrepa v 1o
(yHKIIMOHATBEHOMY HaIlPaBJIEHHIO AESTEIbHOCTH;

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

TpynoBoe neiictBue: Opopmirsier JOKYMEHTANUIO, B TOM YHUCIE IO
BHEITHEAKOHOMHYECKOH AESTETbHOCTH B COOTBETCTBHHU C TPEOOBAHUSIMHU
3aKoHonarenbeTBa Poccuiickolt denepan ¥ MEXIyHapOIHBIX aKTOB;
TpynoBoe neiictBue: cnonb3yer KOMIbIOTEPHBIE TPOTPAMMBI JIIS
BEJ/ICHUs y4eTa, CHCTEMAaTH3allMK ¥ aHaJIi3a JaHHbBIX, COCTABJICHHS 0a3
JIAHHBIX, BEJICHUS IOKyMEeHTO000pOTa, CIIPABOYHO-TIPABOBBIE CUCTEMBI,
pecypchl HH(pOpMaIMOHHO-TEJIEKOMM YHUKallMOHHOH ceTn «IHTepHeT,
OPI'TEXHHUKY.

WIIK-1.1 Pa3zpabatsiBaer,
UCIIONIb3YeT NHCTPYMEHTapHi
JIOKyMEHTOBEJICHUSI U JIEIOBOTO
JOKYMEHT0000pOTa U COCTABIISAET
OTYETHOCTH JUIS PEIICHUS
MIOCTABJICHHBIX 33724

Pe3ynbrarel 00ydeHHs MO AMCUUIUIMHE JOCTHTAIOTCA B PaMKaxX OCYILECTBICHHUS BCEX
BUJIOB KOHTAaKTHOM U CaMOCTOATEIbHOW paboThl O0OydalolUXcs B COOTBETCTBUH C
YTBEP’KIACHHBIM y4EOHBIM IIaHOM.

WuaukaTopel  IOCTHXKEHUS  KOMIETEHIMM  CUUTAarOTCsl  COPMHUPOBAHHBIMU  IPH
JOCTHKEHUH COOTBETCTBYIOIIUX UM PE3yJIbTaTOB OOyUEHHUSI.

2. CTpyKTYypa U cofep:KaHue TN CIUTIIUHbI

2.1 Pacnpenesienne TPyaA0éMKOCTH IMCHUILIMHBI 110 BUJAaM padoT

OOmiast TpyI0EMKOCTh AMCIUIUIMHBI COCTABIISCT 2 3aUeTHBIX eIuHHIBI (72 Yaca), uX
pacmpeeneHye 1mo BujaaM padoT MpeACTaBICHO B TaOJIUIIE

Buns! pabot Bcero ®dopma o0yueHus
4acoB ouHas OYHO-3320YHAs
3 3
ceMecTp ceMecTp
("gacern) (Jgacer)
KonTakTHasi padoTa, B TOM YHCJe€: 38,2 28,2
AyauTOpHBIE 3aHATHUS (BCEro): 34 24
3aHATUSA JIEKIIMOHHOI'O TUIIA 18 12
1ab0paTOpHbIE 3aHATUS
MPAKTHYECKUE 3aHATHS 16 12
CEMHUHAPCKUE 3aHSTHSI
HMnasi KOHTAaKTHas1 padoTa: 4,02 4,02
Kontpons camocrosrensHoii padots! (KCP) 4 4
[Tpomexyrounas arrecraims (MKP) 0,2 0,2
CamMocTosiTeIbHAsE Ppad0Ta, B TOM YHCJIE: 33,8 43,8
Peghepam (nodzomosra) 14 14

CamocmosimenvHoe uzyueHue pazoenos, camono020mosKa
(npopabomka u nogmopenue JeKYUOHHO20 Mamepuaid u
Mamepuana y4eOHUKos u y4eOHbIX nocooutl, no020mogKa 19,8 29,8
K 1aOopamopubiM U NPAKMUYECKUM  3AHIMUSIM,
KOJLIOKBUYMAM U M.0.)

[oAroToBKa K TEKYyIIEMY KOHTPOIIO

KonTtpous:

HOHFOTOBK& K 3a4CTy

Oomas yac. 72 72

TPYA0EMKOCTH B TOM 4YHCJI€ KOHTAKTHAS 382 8.2
padora ' '
3a4. e 2 2




2.2 Copepsxkanue QM CHUIITHHBI

Pacrnipenenenne Bu1oB yueOHOM pabOThI U UX TPYAOEMKOCTH IO pa3zesiaM JAUCHUIIINHBIL.

Pasnenbl (TeMbl) AMCHUIUIAHBI, H3y4aembie B 3 cemectpe 2 (kypce) (ounas popma
00yuenust)

KonnuectBo yacos
Bueayaut
Ne HaunmenoBanue paznenos (tem) AYMHTOPHAZ OpHyaH
Bcero pabora
pabora
J I13 JIP CPC
1 [Ipenmer, conepxanue U 3a1a4u Kypca JOKyMEHTOBEICHHE U 4 1 1 2
" |menoBoii JOKyMeHTOOOOPOT

2.  |[oxymeHTHI 1 TipaBuia X oOpMIICHUS 7 2 2 3
3. |OpraHu3allMOHHO-TIPaBOBBIE TOKYMEHTHI 7 2 2 3
4.  |PacriopsaurtenbHble JOKYMEHTHI 6 2 1 3
5.  |[lokyMeHTHpOBaHHUE IEeITENFHOCTH KOJJIETHaIbHBIX OPTaHOB 6 2 1 3
6. HubopMalmoHHO-CIIPaBOYHbBIC JOKYMEHTBI 6 5 1 3
7. |CompoBoauTenbHble JOKYMEHTHI 6 1 2 3

Odopmitenne, 00pabOTKa U XpaHEHUE JOKYMEHTAIIUH I10

BHENTHEAKOHOMUYECKOMH ACATCIIBHOCTU B COOTBETCTBHHU C
8. RO 5,8 1 1 3,8

TpeOoBaHUsIMHU 3aKOHOAATeNbcTBA Poccuiickoit denepanuu n

MEKAYHapOJHBIX aKToB. COBPEMEHHOE JIETIOBOE MTUCHMO
9.  |JlokyMeHTHI KaJJpOBOH M OYXTalTEPCKOM CITyKObI 4 1 1 2
10. |Opranuzanys paboThl C JOKYMEHTaMHU 4 1 1 2
11. |ABromaru3aiys JOKYMEHT0000poTa 4 1 1 2
12 JloKyMeHT0000pOT B OpraHU3aLM1 U YIPAaBIEHUH OH3HEC- 4 1 1 2

HpOoIecCaMy
13. |Ciyx6a TOKYMEHTAIIMOHHOI'0 00ECIICYCHUsI YIIPABICHUS 4 1 1 2

UTOI O no pazoenam oucyuniuivl 67,8 | 18 16 33,8

Konrponb camocrosrensHoit padots! (KCP) 4

ITpomexyrounas arrecrarms (MKP) 0,2

IToxroroBka K TeKynieMy KOHTPOIIO

OO01ast Tpy10eMKOCTb MO TUCIUTLTUHE 72 33,8

[Ipumeuanue: JI — nexnuu, 113 — npaktudyeckue 3anatus / cemuHapsl, JIP — maGopatopHbie
3ansaTust, CPC — camocrosTensHas padoTa CTy/IeHTa

Pazgenbl (TeMbl) TUCHUIUIUHBI, H3ydaeMbie B 3 cemectpe 2 (kypce) (ouno-zaounas
¢opma 0b6yuenus)

KommuaectBo yacoB
N AynmuTtopHas Breaym-
0 HanmenoBanwue pasnenos (Tem) TOpHAas
Bceero pabora
pabora
J 113 JIP CPC
1 [penmer, conepkaHue U 3aJa4u Kypca TOKyMEHTOBEICHHE 1 3 05 05 2
' JIETIOBOI TOKYMEHTOO0OPOT ! !
2. JIOKyMEHTBI U IpaBuiia ux ohopmiteHus 5 1 1 3
3. OpraHu3aluoOHHO-IIPABOBbIC JOKYMEHTBI 6 1 1 4
4, PacnopsimuTenbHBIE TOKYMEHTHI 6 1 1 4
5. JIoKyMEeHTHpOBaHHE AESTEIFHOCTH KOJJICTHAIBHBIX OPTaHOB 6 1 1 4
6. HHdopmanmoHHO-CIpaBOYHBIC JIOKYMEHTbI 6 1 1 4
7. CorpoBoaHUTETbHBIE JOKYMEHTHI 6 1 1 4
Odopmirenne, 00paboTKa U XpaHEHUE JOKYMEHTAINH 110
8 BHEIITHEAKOHOMHUYECKOH JeITETbHOCTH B COOTBETCTBUH C 58 1 1 38
TpeOoBaHUAME 3aKOHOAaTeNbCcTBa Poccuiickoit denepanuu u ! !
MEXIYHApOIHBIX akTOB. COBpEMEHHOE ET0BOE MUCHMO
9. JIOKyMEHTBI KaIpOBOil 1 OyXTanTepCcKoi CiryKObI 5 1 1 3
10. |Opranmuzanust pabOTHI C JOKYMEHTAMH 5 1 1 3
11. |ABTOoMaTtu3anus TOKYMEHTOO00pOTa 5 1 1 3




12 JlokyMeHTO000OpOT B OpraHM3alliy U yIIpaBICHHH On3Hec- 5 1 1 3
" |mpoueccamu

13. |Ciryx0a JOKYMEHTAI[MOHHOTO 00ECTICUCHHS YIIPABICHUS 4 0,5 0,5 3
HUTOI'O no pazdenam oucyuniunvl 67,8 | 12 12 43,8
Kontpons camocrosrensHoit padots! (KCP) 4
[Tpomexyrounas arrecrarms (MKP) 0,2
[ToaroroBka K TeKyeMy KOHTPOJIIO
OO0m1ast TPyTOEMKOCTb IO JUCIUTUINHE 72 43,8

[Mpumeuanue: JI — nexknum, [13 — mpakrtuyeckue 3amstus / cemuHapbl, JIP — maGopaTopHbie
sanstust, CPC — camocTosiTenbHas paboTa cTyeHTa

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

HanmenoBanue pasnena (TeMbl)

Coneprxanue paszzena (TemMbl)

dopma TeKyIero
KOHTPOJA

1. Tpever, cofepanie i [ToHATHS «TOKYMEHT», «TOKYMEHT0000pOT» U KpaTtxwuii orpoc B
sajaum Kypea «JIOKyMeHToBeZleHne». Pa3Butre nokymenTa. CriocoObl HavaJie JISKIIMU
+ [AOKYMEHTHPOBAHHNA U MAaTCPpHUAJIbHbIC HOCUTEIIN
JIOKyMEHTOBEJICHUE U JIETI0BOU .
1OKYMEHT00GOPOT uHpopmanun. CrolicTBa 1 QYHKIMH JTOKYMEHTOB.
Knaccugukars.

2. Yuudukaums W craH;aptusanus — ynpasieHueckux | Kpartkuit orpoc B
JOKyMeHTOB.  IlpaBuna  odopmileHHST  JOKYMEHTOB.| Hauale JISKIUH
TpeboBanus K o(hopMIIEHUIO OpraHU3alMOHHO-

JIOKyMEHTBI U IIpaBuiIa UX

o opMIIeHHs pacnopsAuTeNbHBIX  JOKyMEeHTOB (CocTaB pPEKBHU3UTOB
JOoKyMeHTOB. TpeOoBaHMs K O(QOPMIICHHIO PEKBHU3UTOB.
HcnpaBienuss B AOKyMeHTax. bilaHku JOKyMEHTOB
HpeIpUsITUS

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

JIOKyMEHTOB. YcraB  opranuzauuu. llonoxeHue 0| Havaie JeKIUH
OpraHu3alMOHHO-TIPABOBbIE  [CTPYKTYpHOM moApasjeieHuu opraHuzauuu IltatHoe
JOKYMEHTBI pacrucaHue. IIpaBuna  BHYTpEHHEro  TPYIOBOI'O

pacriopsiaka. VIHCTpyKIMHM 1O  OTHENHBHBIM  BUAAM

JeaTenbHOCTH. JIOIKHOCTHbIE HHCTPYKIUHU

4. PacropsIHTebHbIC Bupael pacnopsiautenbHbix  okymeHToB. Ocobennoctu| Kpatkuit orpoc B
JIOKYMCHTBI HONrOTOBKM M OQOpMIIEHHS  DPACIOPAAMTENbHBIX| Hayase JEeKIUH

JIOKyMEHTOB.

5. OpraHu3anroHHO-TEX HIUECKUE MEpONPHUATHS ro| Kpatkwuit onpoc B
JloKkyMEeHTHpOBaHHE MOATOTOBKE U MpOBeICHUIO coBellaHui. CTpykTypa| Hayane JeKLIUH
JEeATCIPHOCTH KOJUIETHANBHBIX |IOKTaJa W OT4YeTa: Ha  COBEIIAHHM, 3aCEHaHHH,

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

6. Bunst WH(OPMAIIMOHHO-CIIPABOYHBIX JIOKyMeHTOB. | KpaTkuii ornpoc B
HNudpopmanmonno-cnpaBognsie |Odopmienne cipaBok. OpopmiieHre JOKIaIHBIX 3aIMCOK.| Hadaje JeKIHN
JIOKYMEHTHI OdopmiieHre 00BICHUTENBHBIX 3amucok. OdopmieHue

aktoB. Ocobennoctu TtenedoHorpamm, (HaKCHMUIBLHOM
cBsi3u. OCOOCHHOCTH MCIIOIb30BaHMS TENETala.

7. OcobeHHOCTH 0()OPMIIEHUS U UCTIONIE30BAHUS Kpatxwmii ompoc B
CONPOBOUTENBHBIX JOKyMEHTOB. OdopMIieHue, HavaJie JIeKINU
00paboTKa M HCIOIB30BAaHUE COTPOBOIUTEIHLHBIX

CompoBonuTensHbIC
JIOKYMEHTBI JOKyMEHTOB TIPOIIECCOB NEPEBO3KH paOOTHUKOB, JOCTaBKU
TPY30B M yHpaBJIEHHE KOPITOPATUBHBIM TPAHCIIOPTOM
oprann3anyy. [loaroroBka qOKyMeHTanuy IS
TIPOBEJICHUS] MPOLIEAYP BHIOOpA ITOCTABIIMKOB M 3aKYITKH.
8. |Odopmnenne, 0bpaboTka u IIpaBuma  odopmiennsi, o0paborkm wu  xpanenus| Kpartkuii orpoc B

XpaHeHHE JTOKyMEHTAIUH 110
BHEITHEOKOHOMHYECKOH
JeSITETPHOCTH B COOTBETCTBUU
¢ TpeOOBaHUSAMU
3aKOHOAATEIHCTBA

Poccuiickoii @enepanun u

JOKYMEHTAllU¥ MO BHEITHESKOHOMUYECKOH JEATENbHOCTU
B COOTBETCTBMH C TpPEOOBaHMSIMH 3aKOHOJATENbCTBA
Poccuiickoii ®@enepanuu ¥ MEXAYHAPOAHBIX aKTOB.
JenoBoe mmceMo B ycnoBusx yHu¢ukammu. IlpaBuma
ohopMIIeHHS 1€T0BOro MrchMa. HekoTopsle BUA MHCEM.
MexryHapoiHbI€ NHCEMA.

HaydaJi€ JCKINHU




MCKAYHAPOAHBIX aAKTOB.
COBpCMeHHOG JACJIOBOC IMMUCBbMO

9. Bunel nokymeHTOB 1Mo JIMYHOMY cocTaBy. TpeboBanus k| Kpatkuii orpoc B
ohopMmIIeHHIO TpyIoBOro jgoroopa. OdopmiieHre npuemMa| Havase JeKIUH
JIOKyMEHTHI KaJIpoBO# 1 Ha paboty. 3asBieHue o npueme Ha padory. OdopmieHue
OyXTanTepcKon CIyXObl NPUKa30B 10 JMYHOMY COCTaBy. TpyaoBas KHHXKKA.
Jlnunas xkaptouka. JluuHoe geno. XapaKTepUCTHKA.
Astobuorpadus. Pezrome.
10. OO0paboTka mocTymaronmx JIokyMeHTOB. OOpabotka| Kpatkwii ompoc B
OTMpaBIISIEeMbIX  JOKYMEHTOB. llopsyiok  paboThl  c| Hayase JeKIuH
Opranuzanus paboThI C BHYTPEHHUMH JIOKYMEHTaMHu. Perucrpamust m KOHTPOJIb
JIOKyMEHTaMH UCTIOJHEHHS JOKyMeHToB. DopMupoBanue n opopmieHue
nen. IloaroroBka MOKYMEHTOB K Iiepelrade Ha apXUBHOE
XpaHeHHe.

11. OneKTpoHHBIH JOKyMEHT. ABToMaTu3alusa cocraBieHus | Kpartkuii onpoc B
ABTOMaTH3aIMs JIOKyMEHTOB. ABTOMaTu3aIms JIeTIONPON3BO/ICTBA. [HAYANIE JICKIIU
JIOKYMEHT0000pOTa Benenue 0a3nl JTAHHBIX JIOKyMEHTaIu! mno

BHELTHETOPTOBOMY KOHTPAKTY.

12. |doxymeHTOOOOPOT B JlokymeHTHpOBaHMEe  OwW3Hec-mporieccoB  YmpasneHue|Kpartkuii onpoc B
OpraHM3aliy ¥ yIpaBieHnu  |OM3Hec-poleccaMu yepes OpraHM3alHIo |HaYalie JeKIUH
Ou3Hec-TpoleccaMu JIOKyMeHT0000poTa

13. 3ajaun W GyHKIMHM  CAOyXObl JOoKyMmeHTanuoHHoro|Kpatkuii onpoc B
Ctyx6a I0KyMEHTALHONHOTO obecrieyeHus yIIpaBJICHUS. CrpykTypa CITyKObl |HaYase JeKIUuH
obecTIcueH s yrpaBeHHs JIOKyMEHTaIlMOHHOT0 olecriedeHus ynpasienus. [IpaBa u

OTBETCTBECHHOCTbH CJ'Iy)K6BI AOKYMEHTALIUOHHOT'O
obecrieueHus! yrpaBJIeHHUI.
2.3.2 3aHsATHS CEMMHAPCKOT0 TUNA (IPAKTHYECKUE 3aHATHS)
Ne HaumenoBanue pa3zzaena (TEMbI) TemaTuka 3aHATHIA/paboT Popwma rekyuero
KOHTPOJIS

1. |lIpeamer, conepkaHue U [Monstust «uHbOpMALUs» W «IOKyMeHT». Pa3Butie Pedepar-
3aJja4M Kypca JOKYMEHTA. Cnoco0sI JOKYMEHTHPOBAHHUSA u Ipe3eHTaINA
JOKYMEHTOBEICHHE U [IETI0BOH |MaTepHasibHble Hocutenu wuHpopmarmu. CBolcTBa M
JIOKyMEHT0000pOT ¢yukmu nokymenToB. Kiaccudukarus.

2. Co3nanue JIOTOTHIIA, AJIEMEHTBI PEKBU3UTOB Pedepar-

npennpusituss  CozgaHue  COOCTBEHHOro — 00paslia| Impe3eHTanusl, Keiic
JIOKyMEHTEHI ¥ IpaBHIIa UX PEKBHU3UTOB JOKYMEHTA. PexBu3uTHI JIeTOBBIX
o opMIiIeHUS JOKyMeHTOB. OdQopMileHHe  PEKBU3UTOB  JIETOBBIX
JOKyMeHTOB (Tpu¢) yTBepkIeHus, azapecar, Trpud
COTJIACOBAHUS U T.1I.).
3. PaGora c aiinamu, CcO3JaHHBIME Ha TMPEIbLAYIIEM Pedepar-
sausatun. Odopmienue OmaHKa JOKYMEHTA, HWCHOJIB3YS| MpE3eHTaIws, Keic
COXpaHEHHBIE JIOTOTHII, DJIEMEHTHl PEKBH3HUTOB. Y CTaB,
OpraHu3allMOHHO-TIPABOBBIE  |YUPEIUTENBHBIA OTOBOP, IOJOKEHHE 00 OpraHHM3alvy,
JOKYMEHTBI MIOJIOXKEHHE O CTPYKTYPHOM HOIpa3/e/ieHNH, MOJI0KEHHE
o KOJUTETHATBHOM (coBemaTenbHOM oprase)
OpraHM3alli{, perjaMeHT, IUTaTHOE pacHHCaHHe,
HWHCTPYKIHMS, JOJDKHOCTHAs! HHCTPYKLIHSL.

4. IMpukasel. Co3anue madIOHOB IPHUKA30B [0 OCHOBHOM Pedepar-
PacrniopsiinTensHble JeATENBHOCTH U 0 JITYHOMY COCTaBY (IPOIOIBHBIH Npe3eHTanus, Keic
JIOKYMEHTBI 6nank obmero Buna). [locraHoBneHus; pemeHus;

MIPUKA3bl; PACIOPSHKEHHUS; YKa3aHHS.

5. |doxymeHTHpOBaHHE IIporokon, ero Buapl. Co3maHue M1abIOHOB MIPOTOKOIA. Pegepar-
JeATENEHOCTH KOJJIETHAIBHBIX Npe3eHTalus, Keic
OpraHoOB

6. Axt. JloknmamHas 3amucka. CoyxeOHas — 3ammncKa. Pedepar-

OObsichurensHast ~ 3amucka.  Co3manue  maOioHa| Mpe3eHTanus, Keic
WudopmannonHoO-cripaBOYHbIE
JIOKYMEHTBI JOKJTJHBIX, OOBSCHHUTENBHBIX 3aMHCOK M CIyXEeOHBIX
3ammcok. OdopmileHHe CIpaBKH, CO3JaHHE IIa0IIoHA
JIOBepeHHOCTH U pactiucku. Pakcel. TenedoHOrpaMmsl.
7. o p—— OdopmireHre TOBapHO-TPAHCTIOPTHON HAKJIIaTHOM, Pedepar- 3
ITyTEeBOTO JIMCTA, I0OTOBOPA HAa OKAa3aHWE TPAHCIOPTHBIX | Mpe3eHTanusl, Keiic
JOKYMEHTBI

yCJIyr, myreBoro Jmcra u T.1. HOI[I'OTOBKEI




JIOKYMEHTAITUH TS TIPOBEICHUS TIPOIICTYP BRIOOpa
TTOCTaBIIMKOB ¥ 3aKYITKH.

8. |Odopmienne, 06paboTKa U [IpaBunma odopmienus, o0pabOTKM H  XpaHEHHs Pedepar-
XpaHEHHE JIOKYMEHTAIIUH 110 | TOKyMEHTAIlH! o BHCIITHEAKOHOMIUYCCKOMN | TIPE3CHTAIINS, KEHC
BHEITHEKOHOMHYECKOH JESITETPHOCTH B COOTBETCTBHM C  TPeOOBaHUSIMHU
JIESITeIIBHOCTH B COOTBETCTBUU |3aKOHOMIATEIILCTBA Poccwuiickoit denepanuu u
¢ TpeOOBaHUSIMHU MEKIyHApOIHBIX akToB. CocTaBlicHHE ¥ O(OpPMIICHHE
3aKOHOIATEIbCTBA JICTIOBOT0 THChMa, (haKC JUPEKTOPY, COCTABUTH JEIOBOC
Poccuiickoii ®enepanun u MUCEMO 3apyOC)KHBIM TTApTHEPaM.

MEXIYHAPOIHBIX aKTOB.
CoBpeMeHHOE J1eNT0BOE
MTUCHMO
9. TpymoBbIe JOTOBOPHI C COTPYIHUKaMHU. JIMIHBIC Pedepar-
KapTOUKK PabOTHUKOB. Tpy/IOBbIC KHHXKKU. MIPe3CHTAINs, KeHC
YBenomiieHre pabOTHUKOB O BEIOOpE (DOPMBI TPYIOBOU
. kHkkd. [lItaTHOE pacnucanue. J{oMKHOCTHBIE
JIOKYyMEHTBI KaJipOBOI
5 uHCTpyKIuK. [IpaBuiia BHYTPEHHETO TPYI0BOTO
CITY)KOBI
YK pacnopsiika. ['paduk oTImycKoB. 3asBIICHHE.
XapakTtepuctuka. Aproouorpadus. Pesrome.
Odopmiienre 3asBienus. Co3nanue aBTooHOrpaguu u
xapaktepucTuku. OpopMiIeHHE Pe3roMeE.
10. Opranmzanus J0OKyMEHTO00OpOTa Ha MPEAIPUATHH. Pedepart-
Opranuzanus paboTsl ¢ p " M P peAp (bep .
OKVMEHTAMMU Perucrpanyss BXxoasdmuMX JOKYMEHTOB. Perucrpaunusi| npeseHranus, Keic
JOKYM HCXOSAIINX JOKYMEHTOB. .
11. CocraBjicHHE B DJIGKTPOHHOM BHIE CXEMBI pabOThI C Pedepat-
nokymentamu. Co3ZaHue CcaMOCTOSITENBbHO —00pa3ial Impe3eHTanusl, Keic
OmaHKa ©KICHUA, B KOTOPOM BBl 00OydaeTecs.
ABTOMaTH3AIHA YA ’ p i
Co3aHue DIEKTPOHHOTO JKypHaja B  TEKCTOBOM
JIOKyMEHT0000poTa
pelnakrope sl PerHCTpalMi BXOISAIIMX W HMCXOISIIUX
JIOKyMeHTOB. Benenue 0a3bl JaHHBIX JOKYMEHTALUH MO
BHELIHETOPTOBOMY KOHTPAKTY.
12. JIOKYMEHTOOGOPOT B CpoKHM XpaHEeHUsS] UCIIOJHEHHBIX JEJOBBIX JOKYMEHTOB. Pedepar-
™ P [ToaroroBka IOKyMEeHTOB K ciaade B apxuB. Co3narh| mpe3eHTanusl, Keiic
OpraHu3alyy 1 yIpaBiIeHHH
oOpaserr 00JIOXKKH Jiea, oOpa3sell OIMUCH Jena, odpaser
OU3HEeC-TIPOLIECCAMH. N
3aBEPHUTEIHLHON HAIUCH.
13. 3ajaun U QYHKIMH CIyXObl JOKYMEHTAIl[MOHHOTO Pedepar-
obecrieyeHus aBiaeHus. C Typa  CIyXOBbI| TpE3eHTALHsI, TECT
Cnyx0a TOKyMEHTallHOHHOTO yrp TPYKTYD YK p ’
JIOKyMEHTAIIMOHHOT0 o0ecrniedenust yrpasienus. [Ipasa u
o0ecTiedeHns yIIpaBICHHs.
OTBETCTBEHHOCTh CITYXOBI JIOKYMEHTAI[HOHHOTO
00ecCTIeYeHUs YIIPABICHHS.

3amuTa nabopatopHoii padotsl (JIP), Beimonunenue kypcosoro mpoekrta (KII), kypcoBoit
pabotel (KP), pacuerHo-rpaduueckoro 3amanus (PI'3), manucanue pedeparta (P), scce (D),
kosutokBuyM (K), rectupoBanue (T) u T.x1.

2.3.3 [IlpumepHasi TeMaTHKA KYPCOBBIX padoT (MPOEKTOB)
KypcoBas paboTa 1o JaHHOW JUCHUIUIMHE HE IPEIyCMOTPEHA.

2.4 Ilepeyenb y4eOHO-METOANYECKOr0 o0ecnedeHHus AJIsl CAMOCTOAATEIbHOH PadoThI
o0yyamuxcst Mo JUCHHUILINHE (MOIYJIIO)

[lepeuenp y4eOHO-METOANIECKOTO 00ECTIEYeHHS ANCIUTUINHBI TI0
Ne Bug CPC BBITIONTHEHUIO CAMOCTOATENBHOU PabOTHI (8b10pams 6 cOOmeemcmauil ¢
suoom CPC)

1 3aHATHS JIEKIUOHHOTO U |MeToaudeckne yKa3aHus IS TOATOTOBKM K 3aHATHAM JICKIIMOHHOTO W
CEMHMHApPCKOro THUIna CEMUHAPCKOT0 THMA. YTBEpXKJCHBI Ha 3aceqaHun CoBeTa 3KOHOMHYECKOTO
¢axymnsrera PI'BOY BO «KyoI'Y». IIporokon Ne 1 ot 30 aBrycra 2018 rona..

Pexxum moctyna: https://www.kubsu.ru/ru/econ/metodicheskie-ukazaniya
2 |lloaroroBka 3cce, pedeparos,  MeToanueckue ykazaHus Uil HOATOTOBKH 3cce, pedepaToB, KypCOBBIX padorT.
KYPCOBBIX padoT. YTBepkaeHs! Ha 3acenannn CoBera 3koHOMHYeckoro ¢axymnprera ®I'BOY
BO «Ky0I'Y». IIporokon Ne 1 or 30 aBrycra 2018 roma.. Pexxum moctyna:



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

https://mww.kubsu.ru/ru/econ/metodicheskie-ukazaniya
3 Beimonaenue Meroauyeckne yKa3aHUs 110 BBIIOJHEHUIO CaMOCTOSTENBHOM paboThI
CaMOCTOSITETILHON paboOTHl  |0Oydaromuxcs. YTBep)KIeHb Ha 3acemaHnn CoBera SKOHOMHYECKOTO
00ydaromuxcst ¢axymnbrera PI'BOY BO «KyoI'Y». [Iporokon Ne 1 ot 30 aBrycra 2018 rona..
Pexxum moctyna: https://www.kubsu.ru/ru/econ/metodicheskie-ukazaniya
4 WnrepakTuBHBIE MeTOABl  (Meroquyeckue yKazaHHs [0 HWHTEPAaKTHBHBIM ~ MeTogaM  OOy4eHHS.
o0y4JeHus YrBepkaeHsl Ha 3acenannn CoBera 3koHommueckoro ¢akynapreta ®I'BOY
BO «Ky6I'Y». Ilporokon Ne 1 or 30 aBrycra 2018 roma. Pexxum mocryna:
https://www.kubsu.ru/ru/econ/metodicheskie-ukazaniya

Y4eOHO-MeTOAMUECKNE MaTepHualibl s CaMOCTOSITENbHON padoThl oOydarolmuxcs H3
YHUCJIa UHBAJIUIOB U JIUI] C OTPAaHUYCHHBIMH BO3MOXKHOCTAMHU 3710poBbs (OB3) npenocrapisitoTcst
B (hopMmax, alalTHPOBAHHBIX K OTPAHMYCHHUSM UX 3/I0POBbs U BOCIIPHUATHS MH(DOpMAIUH:

JUig i1 ¢ HapyIIEHUSIMH 3pEHUS:

— B IIeYaTHOU opme yBeTnYeHHBIM HIpUdTOM,

— B (hopMe PIIEKTPOHHOTO JOKYMEHTA,

— B (hopMme ayauodaiina,

— B nieyaTHOU opme Ha s13b1ke bpaiins.

JInst man ¢ HapyImeHus MM CITyXa:

— B IIe4aTHOM opme,

— B (hopMe AIIEKTPOHHOTO JOKYMEHTA.

Jljis 11 ¢ HapyIIeHUsSIMU OTIOPHO-JBUTaTENIbHOTO anmnapara:

— B IIeYaTHOM opme,

— B (hopMe FIIEKTPOHHOTO JOKYMEHTa,

— B popme aynuodaiina.

JlaHHBIM TepedyeHb MOXKET ObIThb KOHKPETH3MPOBAH B 3aBUCHUMOCTH OT KOHTHHI'€HTA
00yJaronuxcs.

3. OOpa3oBarejibHbIe TEXHOJIOTHH, NMPHUMeHsieMble NMPH OCBOCHHH JUCHUNJIHHBI
(MoayJis1)

B xome wu3ydeHWs JOUCHUIUIMHBI MPEAYCMOTPEHO HCMOJB30BAHUE  CIICAYIOITUX
00pa3oBaTeNIbHBIX TEXHOJOTHMA: JICKIIUU, MPAKTHYECKUE 3aHATHSA, CaMOCTOsATENbHas paboTa
CTYJICHTOB.

KoMneTeHTHOCTHBIN TOAXO0J B paMKax NPerojiaBaHUs TUCHUILIMHBI pPEau3yeTcs B
HCIIOJIb30BAHUH UHTEPAKTHUBHBIX TEXHOJOTHIM B COYETAHUH C BHEAYTUTOPHOU pabOTOMH.

NudpopManvionHble  TEXHOJOTHH, NPHUMEHSEMbIE TNPHU U3YYEHUU  JUCIUTIINHBIL:
UCIOJIb30BaHWE  HH(OPMAIMOHHBIX  PECYpPCOB, JNOCTYIHBIX B WH(GOPMALUOHHO-
TEJICKOMMYHUKAIIMOHHON ceTu MHTepHeT.

AnantuBHbIe 00pa30BaTENbHbBIE TEXHOJIOTUH, IPUMEHSIEMBIC IPU U3YYCHHUH TUCIUTUIMHBI
— JUId JMI C OrPaHUYCHHBIMH BO3MOXHOCTSMHU 3J0POBbS TMPEIYyCMOTpPEHA OpraHu3anus
KOHCYJIbTAIMH C UCIIOJIb30BAHUEM AIIEKTPOHHOM MOYTHI.

4. OueHOYHbIe CpeACTBAa /ISl TEKYIIero KOHTPOJS  YCIeBaeMOCTH U
NMPOMEKYTOYHOH aTTEeCTALMHU

OneHouHble CpeAcTBa NpeqHa3HAYEHBI U1l KOHTPOJS M OLEHKH 00pa30BaTeIbHBIX
JOCTHKEHU N oOyJarouxcs, OCBOMBIINX porpamMmmy yueOHOM JUCLUIIITUHBL
«JlokyMeHTOBEZICHHE U JIEIOBOM TOKYMEHTOO00POTY.

OueHoYHbIE CpeCTBa BKIOYAIOT KOHTPOJIbHBIE MaTE€pHalbl JJIs IPOBEACHUS TEKYyIero
KOHTPOJISA B OpME TECTOBBIX 3aJaHUM, pedepaToB-MPe3CHTAINU, KEHCOB U MPOMEKYTOUHOMI
arrecranuu B jopMe BOIIPOCOB K 3aYETY.

CTpyKTypa OLlEeHOYHBIX CPEACTB AJIsl TeKylleil i MPOMEXKYTOYHOM aTTeCTAluU

Kon 1 nHanmeHnoBanue HanMeHOBaHME OLIEHOUYHOTrO CPECTBA
PesynbraTel 00ydeHust

HMHAMKaTOpa N ITpomexxyrounast
P (B cootBeTcTBHH C 11. 1.4) Texymuii KOHTPOJIb p YT

/o
(B coorBeTcTBHH C 11. 1.4) aTTecTalus



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

UIIK-1.1 Pa3pabatsiBaer
U UCTIONIB3YET
UHCTpYMEHTapUi
JIOKyMEHTOBEJICHUS U
JIETIOBOTO
JIOKYMEHT0000pOTa 15
PpeLIeHNs TOCTABICHHBIX
3a1aq

3HaeT: 3aKOHOJATENHCTBO
Poccuiickoit ®enepanun B
o0yacTi MaTepHaIbHO-
TEXHHYECKOT0 00ECIICUEHUS,
JIEITOTIPON3BOJICTRA.

Omnpoc, pedepat-
MPE3EHTAIINs, TECT

Bonpoc Ha
3ayere
29-48

3Haetr: CTpyKTypy, IPUHIUIIEL,
UHCTPYMEHTapHit
JIOKyMEHTOBEJICHUS U JICIIOBOTO
JOKYMEHT0000poTa
OpraHM3ally, a TaKKe
pa3pabotku u ohopMIIeHUS
JIOKyMEHTallu{

Omnpoc, pedepat-
npe3eHTanms, Keic, Tect

Bonpoc nHa
3ayere
1-28

Ywmeer: PazpabareiBath u
BHEJIPSTH JIOKAJIbHbIC
HOPMaTHBHBIE aKThI 1
perilaMeHTHPYIOLIHE
JOKYMEHTBI O0LIEro XapakTepa
1 110 (PyHKIIMOHAIEHOMY
HAaIpaBIICHUIO JIEITENbHOCTH

Omnpoc, pedepat-
Npe3eHTalus, Keic, TecT

Bonpoc Ha
3ayere
1-28

VYwmeer: PazpabarsiBath u
HCIIOJIb30BaTh
MHCTPYMEHTapUi
JIOKYMEHTOBEJIEHHsI U JAEJIOBOT0
JIOKyMeHT000opoTa
opraHu3anuu, B TOM YHUCJIC 11O
BHEIIHE3KOHOMMYECKON
JEeATEIIbHOCTH

Omnpoc, pedepat-
Mpe3eHTalMsl, Kelc, TeCT

Bonpoc Ha
3a4eTe
29-48

Tpynosoe nericTBue:
Odopmitser JOKyMEeHTaIHIO, B
TOM YHCIIC 110
BHEITHEAKOHOMHUYECKOM
JICATEIbHOCTH B COOTBETCTBUH
¢ TpeOOBaHUSIMHU
3aKOoHOJaTeNbcTBa Poccuiickon
®Denepaliii 1 MEKIyHAPOTHBIX
aKTOB

Omnpoc, pedepar-
[Ipe3eHTaLHs, KeHe, TECT

Bonpoc Ha
3ayere
1-28

TpynoBoe pericTBue:
Hcnonp3yeT KOMIBIOTEpHBIE
MPOTPAMMEI [T BEICHUS
ydeTa, CHCTeMaTH3alud |
aHaJIM3a JaHHBIX, COCTaBICHUS
0a3 JaHHBIX, BEICHHS
JIOKYMEHT0000pOoTa,
CIIPaBOYHO-TIPABOBEIE
CHCTEMBI, PeCypPCHI
HHPOPMAIIOHHO-

TEJIEKOMM yHUKAIIHOHHOHN CEeTH
«/HTEpHET», OPTTEXHUKY

Omnpoc, pedepar-
MIpe3eHTaLNs, KEelc

Bonpoc Ha

3ayeTe
29-48

TunoBbie KOHTPOJIbHBIEC 32JAHUA UJIH HHbIE MAaTEPHAJIbl, HEOOX0AMMBbIE ISl OLCHKH
3HAHUH, YMEHHUI1, HABBIKOB M (MJIH) ONBITA JeATEJbHOCTH, XaPAKTEPHU3YIOIIMX ITANbI
(opmMupoBaHMs KOMIIETEHIMI B ITpoIecce 0CBOCHHS 00Pa30BaTEILHOM IPOrPAMMBI
Ilpumepnulii nepeuens 6onpocoé u 3a0anuil
Pegpepam
Temamuxa pegepamog
1. CymHocTh u TpeOOBaHHMA COBPEMEHHOIO Jenonpou3BojcTBa. Poib uHpoOpmanuu B
YIIPaBJIEHYECKOH AEATeNbHOCTH opraHu3auuu. JIokyMeHT U ero (GpyHKuuu. YHUHUIMpPOBaHHAS
CUCTEMA JOKYMEHTALIUH.
2. Buapl JOKyMEHTOB U MX KIaccUpUKanus. YHU(PUKAIUSA U CTaHJapTU3ALMSL.
3. CoBpeMeHHOE rocyAapCcTBEHHOE peryaupoBanue aenonpousBoactsa ECOY.



4. 3amaun ¥ QpyHKIMH CITYKOBI AETONPOU3BOICTBA.

5. TpeGoBanus kx coctaBienuto u opopmiienuto OPJ[. Tlonsrtue u coctaB pexkBu3utoB OPJ]
I'OCT P.6.- 30.2003

6. OcoOeHHOCTH TOATOTOBKM M O(OPMIICHHS OPraHMW3alMOHHBIX JOKYMEHTOB (YyCTaB,
YUpEAUTEIbHBIA JIOTOBOP, JOJDKHOCTHAsE MHCTPYKLMS, IIOJOXKEHHUE, IUTAaTHOE paclUCAaHUE,
CTPYKTYypa U IITaTHAas! YUCIECHHOCTB).

7. OcoOeHHOCTH TOATOTOBKH M O(GOPMIICHHS PpacTOPSIUTEIbHBIX JOKYMEHTOB (IIPHKa3 IO
OCHOBHO J1€TENbHOCTH, YKa3aHUE, IOCTAHOBJICHUE, PACIIOPSKEHUE U PELICHHUE).

8. CocraBienue u odopmieHHEe HH(YOPMAITMOHHO-CIIPABOYHBIX JOKYMEHTOB (aKT, MPOTOKOI,
TOKJIaIHas!, OOBSCHUTEIbHAS U CITy)KeOHAasl 3aIHCKHN).

9. Bugpl muceM, 0COOEHHOCTH X 0(OPMIICHHSL.

10. KagpoBas cinyx6a. PernamenTarus ee 1eITeIbHOCTH.

11. JIokyMeHTBI MO YCTaHOBJIEHHUIO TPYAOBBIX NpaBOOTHOIIEHUH. OdopmiieHue MpHUKa3oB IO
JUYHOMY COCTaBY, TPYIOBBIX KOHTPAKTOB, TPYIOBBIX KHUKEK, TUYHBIX KAPTOUEK.

12. OcobenHocTH cocTaBiieHus: U 0OPMIICHUS TUIHOTO JIeTa.

13. DnexrponHblil oduc. CoBpemMeHHble HH(OPMALMOHHBIE TEXHOJOTMH, MCIIOJIb3yEMbIE B
JOKYMEHTAI[MOHHOM OOECIeUeHUH YIIPABIICHUS.

14. CraHOBJICHUE U Pa3BUTHE MOHATHS «AJEKTPOHHBIN JOKYMEHT.

15. [Ipobnema mpuaanus FOPUANIESCKON CHITBI JIEKTPOHHBIM IOKYMEHTAM.

16. DIIEKTPOHHBIN JOKYMEHTOOOOPOT M €ro OTJINYKE OT aBTOMATH3AIMH JISTIOTIPOU3BOJICTBA.

17. HopmaTuBHOE TIPaBOBOE U METOAMYECKOE 00ECTIEYeHHE DIIEKTPOHHOTO JOKYMEHTO000pOTAa.
18. MHOrokpuTepuanbHblii MOAXOJ K mpoOiieMy BbIOOpa M ONTHMU3ALMM amlapaTHO-
MIPOTrPaMMHBIX KOMIUIEKCOB: CYIIHOCTb, OCHOBHBIE JTAIlbI.

19. IIpoGnemMbl TpaAUIIMOHHBIX TEXHOJOTUH JOKYMEHTAIIMOHHOTO OOECIeUeHUs YyIpaBiIeHUS U
UX 00bEKTUBHBIC TPUYUHBI.

20. TIIpoGnemMbl W TMEpPCNEKTHBHI PACIIMPEHUS WCIOJB30BAHUSA CHCTEM aBTOMATH3aIluU
JIeIONIPOU3BOICTBA U JOKYMEHTOO00pOTA.

21. JKu3HEHHBI LMK MPOTPaMMHOTO oOecreueHuss HWH(POPMAIMOHHOW CHCTEMBI MU  €T0
cTpykrypa. OCHOBHBIE, BCIOMOI'aTEJIbHBIE M OPraHU3ALMOHHBIE TIPOLIECCHI.

22. Mogenu >KM3HEHHOTO MLHMKJIAa NPOrpaMMHOro oOecreueHus: KacKajgHas, I[O3TaIHasil,
CrupaJibHasl.

23. OyHkuuoHaIbHbIE Bo3MOXkHOCTH Microsoft Office u ee mpunoxxeHui.

24. Peanu3anus TUNIOBBIX 3aJ1a4 JETONPOU3BOACTBA Ha ipuMepe nakera MS Office.

25. OpraHuzalMOHHBIE M TEXHUYECKHE MPOOJIEMbl KOHTPOJIS 332 HCIOJHEHUEM JIOKYMEHTOB.
Bo3moxHOCTH peann3anuu KOHTPOJIs UCTIOTHEHUs JokyMeHToB B cpene MS Office.

26. BO3MOXHOCTH CO3[aHUSI KOMIIO3HIIMOHHBIX JTOKyMEeHTOB B cpeae MS Office. [Tpunuun
CBSI3BIBAHHUSA U BCTpauBaHUsA 00bEKTOB. [IpuHIIMT TMHAMUYECKOTO 0OMEHA TAaHHBIMHU.

27. HopMmatuBHbIE TIpaBOBbIE AaKThl, PErJIaMEHTUPYIOLIMX IMPOLECCHl BHEIPEHUS U
WCIOJIb30BaHUS  HMH(POPMAIIMOHHBIX TEXHOJOTHMH B  JOKYMEHTAllMOHHOM oOOecreueHun
YIPABIICHHUS.

28. HopMaTHBHO-METOJWYECKUE JOKYMEHTHI, PErIAMEHTHUPYIOIINX MPOILECCHl BHEAPEHUS H
WCIOJIb30BaHUs  MH(POPMAIIMOHHBIX TEXHOJOTHH B  JOKYMEHTAllMOHHOM oOOecreueHun
YIPABIICHHUS.

29. Bo3MmoxkHBIE cdepbl UCHOIB30BAHUS COBPEMEHHBIX HH(OPMAIIMOHHBIX TEXHOJOTHH B B
JOKYMEHTAIMOHHOM OOECIIEYeHUH YITPABICHHS.

30. Llenu u 3a1a4u BHEAPEHUS IIEKTPOHHOTO JOKYMEHTO000POTa B OPraHU3aIIHsIX.

Keiicol
1. CocraButhb akT peBusuu kaccel npeanpuarud TOO "Cnaprax" Ne 15 ot 14.03.20 .

OcHoBanueM sBisercss npukaz aupexkropa Nel65 or 13.03.20 .B cocraB komuccumy,
npoBodiel pesusuio BXxoaaT: [Ipeacenarens - 3am. nupekropa C.H. KoznoB Unenbsl komuccuu:



1. I'n. 6yxrantep H.M. Porosa 2. Cr. Oyxranrep 3.A. OpnoBa 3. byxrantep O.M. YyaeBa
[TpucyrcTBoBanmu: 3am. ri. Oyxranrepa [.H. Kopones kaccup B.M. MakcumoBa PeBusust Obuia
nposeneHa B nepuon ¢ 14.03.20 mo 16.03.20 B pe3ynbTare NpoBEACHHON pEBU3UU
ycraHoBieHO: 1. OcTarok HaldM4YHBIX JAEHEr B Kacce Mo cocrosiHuio Ha 14.03.20  cormacHo
KacCOBOM KHHUTM U JIaHHBIM OYXTalTEepCKOTO yd4eTa JoJbkeH cocTtaBisite 5000 pyo. 2.
dakTUUECKHI OCTAaTOK HaJIMYHBIX JIeHer B Kacce coctamiseT 4800 py6. Hemocraua nener B
kacce - 200 py6. 3. Hemocraua HamM9HBIX JEeHET B Kacce oOpa3oBaiach 1Mo BUHE Kaccupa B.M.
MaxkcuMoBO# AKT cocraBiieH B 3-X 3k3eMmIunipax: 1-i 3x3. - B menmo Ne 05-11 2-if k3. -
TMPEKTOPY MpeanpusaTus 3-id 5k3. - TJ1. Oyxranrepy B mpuiokeHnHn oObSCHUTEIbHAS 3aIHMCKa
kaccupa B.1. MakcumoBoii Ha 1 1. B 1 3k3. (caMmy 0OBSCHUTENbHYIO 3aIIUCKY MUCATh HE HYKHO,
HEOOXOIMMO B TEKCTE aKTa CJeNlaTh MOMETKY O HaJu4uu mpuioxeHui.) Odopmuth rpud
yrBepxkaeHus: aupekrop A.A. bepkyr, nata yreepxaenust 18.03.20 . OdopMuTh pexkBU3UT
"OTMeTKa O HampaBJieHUH JoKyMeHTa B Aeno" Mcnonnutens B.A. Anykun narta 25.03.20 .

2. CocraBpTe muceMo — mpurmamienne Ne 544 ot 10.07.20  mo cn. manabM: WHCTHUTYT
TOYHBIX MPUOOPOB TOCHUIAET MHChbMO — mnpuriamenue gupekropy HHUU «IIpomereii»
Koncrantuny CepreeBuuy ¢ MpHriameHueM MOCEeTUTh MEXIYHAPOIHYIO CIIEUAIN3UPOBAHHYIO
BBICTaBKY «DKOHOMUS MaT€pUAIbHBIX U TOIUIMBHO-YHEPreTUUECKUX PECYPCOB B CTPOUTENIHCTBE
Y IPOMBIIITIEHHOCTUY. BhicTaBka cocTonTcs B . MOCKBa B TaBUJIbOHE BBICTABOYHOTO IIEHTpa Ha
KpacHnoii IIpecne 18 aBrycra 20 roaa ¢ 9.00 no 20.00. Anpec MHCTUTYTa TOUYHBIX TPHUOOPOB T.
Mocksa yiu. [lnexanosa 36, ten. 237-87-77. {upekrop mHcTHTyTa TOYHBIX TIproOopoB C. K.
Ceprees.

3. B cootBerctBun ¢ Pacmopsikenmem Munuctpa ot 04.03.20 No 115 «O06 ycuiieHun
MPOTUBOMNOXKAPHONH O€30MaCHOCTM U YCWJIIEHMHM OXpPaHbl B MEPHOJ] MPa3JHUYHBIX JTHEH»
coctaBuTh npukaz Ne 245 ot 06.03.20  wm3paHHbI aupekTopoM HaydHO-TIpOM3BOACTBEHHOTO
oobemuueHust «Arporpuoop» r. MockBel M.JI. TankunabiM. B pacmopsauTensHOM YacTu
BoIZIeUTh 4 myHKTa: 1. OO0 opranm3anuu yoopku Tepputopun oObeauHeHus 2. O mpoBepke
COCTOSIHUS JEKTPOIpoBoaKU 3. O mpenocTaBieHUH B CEKpeTapuaT IeHepaIbHOro JUPEKTOpa
CIHUCKa COTPYAHUKOB, IpeObIBaHHE KOTOPBIX HEOOXOIMMO Ha TEPPUTOPUU OOBEITUHEHUS B
npa3auuunbie AHU 4. KOHTpoib 3a HCIOJHEHHEM BO3JaraeTcsi Ha TJIABHOTO HWHXKEHepa
oobemuuenus I1.P. XKaposa. Kaxkapiii myHKT paccmoTperh mo cxeme «Komy?», «UTo HYXKHO
caenath?», «Jlo xakoro cpoka?». Hampumep, k n.1 3aBenyromemy ckinagom O.H. Huxkutuny
opranu3oBaTh yOopky Ttepputropuu Ao 07.03.20 . IlpocraBuTh BHU3y TIJIaBHOTO HHXEHEpA.
IToctaBuTh 0OTMETKY 00 HcnonHutene. Mcnonnutenem sapnserca ConoBbeBa Tenedon 302-34-56.

IIpumep TeCTOBBIX 3aJaHUI

1. YTo HE OTHOCUTCA K YUPEIUTEIbHBIM JOKYMEHTAM FOPHUINYECKOro Juua?

— IIpoTokon cobpanus yupeauTenei;

— Ycras;

— YupeauTenpHblid T0TOBOP.

2. IlonoxeHue 0 CTPYKTYPHOM MOJIpa3AeieHNH — 3TO:

— IIPaBOBOM aKT, KOTOPBI ycTaHABIUBAET CTATyC, PYHKIIMH, TIpaBa, 00OSI3aHHOCTH U
OTBETCTBEHHOCTb CTPYKTYPHBIX NIOAPA3AEIEHUN WIX UHBIX OPTaHOB;

— IPaBOBOI1 aKT, KOTOPKII ONIPEENIeT CTaTyC OpraHu3aIliy, ee 3aJaun U GyHKIUHU, IPaBa,
OTBETCTBEHHOCTD, IIOPAJIOK JESITEIBLHOCTH;

— JIOTOBOP, CTOPOHBI KOTOPOTO 00S3YIOTCS CO31aTh IOPUAMUECKOE JIUIO0 U YCTAHABIMBAIOT
MOPSIIOK COBMECTHOM JIEATENBHOCTH 110 TaHHOMY (DaKTy.

3. JlaToil 1OKHOCTHOM MHCTPYKLUHU SIBISIETCS JaTa:

— €€ YTBEPKICHUS;

— €€ COCTaBJICHUS;



— O3HaKOMJIEHUS C HeW pabOTHHKA.

4. IIpaBoBOIi aKT, B KOTOPOM OTOOpaXaeTcst MOPSIIOK EATETLHOCTH PYKOBOJICTBA OpraHU3alnH,
a paBHO KOJIJIETHAJIbHOIO MJIM COBEIIATEIbHOIO OpraHa — 3To:

— PEIJIaMEHT;

— IITaTHOE PaclHCaHUE;

— yCTaB.

5. o cdepe cBoero AEHCTBHS paciopsAUTEIbHBIE JOKYMEHTHI JEISATCS Ha:

— (erepanbHOTO YPOBHS, pETHOHATBHOTO YPOBHS, IPABOBBIEC aKThl OPTraHU3aAIHIA;

— KOJUICKTUBHBIE U HHAUBUIYATbHBIC,

— MIPaBOBBIC AKThl OPTaHMU3AIMHN, IPABOBBIEC AKTHI UX CTPYKTYPHBIX MOIPA3ICICHHI.

6. Pacniopsbxenue nznaercs:

+ €IMHOJINYHO;

— KOJUJIETHAJIbHO;

— B YCJIOBHSIX BEJJOMCTBEHHOT'O PETYJIMPOBAHUSI.

7. Komnust 4acTu JOKyMEHTa, KOTOpas 3aBEpeHa B OMPEACIICHHOM MOPSIAKE, 3TO:

— BBITIUCKA;

— 3JIEKTPOHHAS KOIUS;

— nyOnuKar.

8. He sBigeTcss JOKYMEHTOM, KOTOPBIA HHUIIUUPYET PEIICHUE:

— IIPOEKT JOKYMEHTa;

— 3aKIIIOYCHHE;

— JIOKJIaJHAsl 3aIIMCKa.

9. UeM BHEUIHE OTIIMYAETCS MPOEKT TIOKYMEHTa OT €r0 OKOHYATEJIbHOTO BapraHTa?

— Hanamnuceio «1poekT» B BEpXHEM I0JIE€ CIIPaBa;

— IIpoekT He 00s3aTebHO 0OPMIIATH B TaKO# ke hopme, Kak OyayIui TOKYMEHT, JOCTaTOYHO
CaMoro TeKCTa;

— IIpoekT odopmisieTcss Ha crielUaaIbHOM OJIaHKeE.

10. Kakast yacTh MOCTaHOBJIEHUS COJEPKUT HOPMATHUBHBIE TIOJIOKEHUS WIIH IOPYYEHUA?

— PacnopsiaurensHasi;

— Koncrarupytomas;

— BBognas.

11. B coctaB nH()OpMAalIMOHHO-CITPABOYHBIX TOKYMEHTOB HE BXOJMUT:

— YKa3aHue;

— JIOKJIaIHAs 3aIKCKa;

— CBOJIKA.

12. Bug uadopmannoHHO-CIIPaBOYHOM JOKYMEHTAIUH, SIBIISFOIIEHCS CIOCOO0M OTepaTUBHOTO
nH(OPMALIMOHHOTO 0OMEHa MEX/1y OpPraHU3alUsIMHU, Ha3bIBACTCS:

— MEPENUCKOM;

— JOKyMEHTalUen Ui CI1yKeOHOTO OJIb30BaHuUs;

— CTaTUCTUYECKOM OTUETHOCTHIO.

13. Yro mpencrasnsier coOoii 3asBICHUE B TOKyMEHTO000pOTE OpraHu3anu?

— DTO0 JOKYMEHT, KOTOPBIH aJIpecoBaH JOPKHOCTHOMY JIMILY U COJIEPKUT KaKyr0-JIH00 MpochOy
paOoTHHUKa;

— OTO TOKYMEHT C MPe/UI0KEHHEM Ha3HAYUTh, IEPEMECTUTh WK MOOMIPUTH PaOOTHHUKA,

— OTO TOKYMEHT, OOBSICHSIONINI MPUYUHBI CTyYUBIIETOCs, KOTOPBIN COCTaBIsieT pabOTHUK Ha
HMSI PYKOBOJUTEISL.

14. Yto He sBNsSETCS NPU3HAKOM aKTa?

— cocTaBJieHHe B CBOOOTHOM (hopme;

— YCTaHOBJIEHUE (PAKTUYECKOTO COCTOSIHUE JIENl U OTPAXKEHUE €T0 B aKTe;

— KOJUIETUAJIbHOCTh COCTABIICHHUSL.



15. JIoKkyMeHTBI, KOTOPbIE U3/IaHbl BHYTPU YUPEKIACHUS U OTIPABIICHBI 32 €r0 MpeAebl s
PYKOBOJICTBA HIKECTOSIIIIUM OpraHaM yIPaBJICHHsI JTNOO B IENSIX UCTIOTHEHUS MTMCbMEHHBIX
yYKa3aHW BbICIIEH MHCTAaHUMU, HA3bIBAKOTCS:

— UCXOJIIMMHU JOKYMEHTAMU;

— BXOJISIIIIUMH TOKYMEHTaMU;

— IIEPEIUCKOM.

16. YUto BKIIFOUAET B CeOsI TEXHUYECKOE HCIIOJTHCHUE JOKYMCHTA:

— MOATOTOBKY MPOEKTa TIOKYyMEHTa, HAOOp U pacreyaTKy TEeKCTa MPOCKTa, KOPPEKTHUPOBKY
coJiepKaHus JOKyMEHTA MOCIIe COTJIacoBaHusl, opopmiieHHe (MHATLHOTO BapUaHTa JOKYMEHTA;
— IPEJOCTaBJIEHUE PACIIEYaTaHHOTO MIPOEKTA JIOKYMEHTa PYKOBOAMUTENIO Ha COTJIACOBAHUE,
yCTpaHEHHE HETOYHOCTEH, HA0Op OKOHYATENBHOTO TOKYMEHTA;

— COCTaBJICHHE JIOKyMEHTA Cpa3y B OKOHYATEJIbHOM BapHUaHTE, €ro MOANNUCAHUE Y PYKOBOAUTENS,
OTIpaBKa JOKYMEHTA aJipecary.

17. Korga noKyMeHT SIBIISI€TCS HCTIOJTHEHHBIM?

— Korna paccmaTpuBaeMblil B JOKYMEHTE BOIIPOC pa3pelleH MOJHOCTHIO U MepEeNnrcKa o Hemy
3aBeplIeHa;

— Kak ToJIbkO TOKyMEHTY MPUCBOCH PErUCTPAITMOHHBIN HOMED;

— Koraa mokymMeHT moJiydeH KOHEYHBIM aJJpecaToM.

18. Kakue pazmepsl mpupTOB peKOMEHAYETCS UCII0Ib30BaTh MPU 0(HOPMIEHUN JOKYMEHTOB
corimacHo 'OCT P 7.0.97-2016?

—Ne 12, Ne 13, Ne 14;

—Ne 12, Ne 14, Ne 16;

—Ne 11, Ne 12, Ne 14.

19. udposoii ninu OyKBeHHO-IIM(PPOBOK HACHTU(HUKATOP JOKYMEHTA, BKIIOYAIOITUN
MOPSAAKOBBIN HOMEP, JOMOIHIEMBIH M0 KETAHUIO MHACKCAMU COTJIACHO UCIOJIb3yEMbIM
KJ1acCU(pUKaTOpaM, Ha3bIBACTCSI:

— PErUCTPALlMOHHBIM HOMEPOM JIOKYMEHTA;

— rpudom;

— JJaTOM JOKYMEHTA.

20. Kakoii (hopmat Oymaru UCIOIB3YETCS AJI U3TOTOBJICHUS OJIAHKOB PE30JIFOIIH?

— AS, A6;

— A4, AS;

— A6, A4.

21. Hocurenem uHbopMaIuu SBIsSETCS:

— MaTepuanbHbI 00BEKT, KOTOPBIN HYXEH JUIsl PUKCAINH, XpaHEeHUs (1 BOCIIPOU3BEICHNUS)
pedeBoOii, 3BYKOBOM UK M300pa3uTeNibHOM nHpopmanuu;

— cO3/JaTelNb I0OKYMEHTA;

— CTPYKTYPHOE Ioipa3/ielieHne, BRIMOIHAIee (YHKIIMU 110 BEACHUIO TIOKYyMEHTO000pOTA.
22. CBOKCTBO IOKyMEHTa MOJTBEPKIaTh IEIOBYIO ACITEILHOCTD JINOO COOBITHE JTUYHOTO
XapakTepa — 3To:

— IOpUNYECKasi 3HAUUMOCTb IOKYMEHTA;

— IOpUINYECKas Cujia JOKYMEHTA,

— ayTEeHTHUYHOCTb.

23. TunoBbIM CPOKOM HCTIOJIHEHUS JOKYMEHTA Ha3bIBACTCS:

— CPOK MCHOJIHEHHUSI IOKYMEHTA COTJIACHO HOPMATUBHO-IIPAaBOBOMY aKTY;

— CPOK MCHOJIHEHHUSI, KOTOPbIH YCTAHOBJIEH B OPraHU3alMOHHO-PACTIOPSIANTEILHOM JOKYMEHTE
WJIU B PE30JIIOIUY;

— CPOK UCTIOJTHEHUS], YCTAHOBIICHHBIN CIIOKHUBIIUMCS B OPraHU3aIMH 00bIYaeM.

24. CripaBOYHUK, COJIEpKalIUi cBeleHus 0 (POHAAX apXuBa U MPeAHA3HAUCHHBIN IS
03HAKOMJIEHHUSI C UX COCTABOM M COJEPKAHUEM — 3TO:

— apXUBHBIN MTyTEBOIUTEIB;

— apPXUBHBIN CIIPABOYHMUK;



— apXUBHBIN YKa3aTellb.

25. Yuu¢unupoBanHoi GopMOii JOKyMEHTa SABISETCA:

— dopMyIIsIp TOKYMEHTA OMIPEICIICHHOTO BUIa, KOTOPBIA COJIEPKUT OCTOSTHHYIO YacTh TEKCTA;
— OyMaKHBIN WM DJIGKTPOHHBIN MAOIOH ¢ PEKBU3UTAMH, TIO KOTOPHIM OTIPEIEIISICTCS aBTOP
o(HIMATBHOTO JOKYMEHTA;

— PEKBH3UT O COTJIACUU OPraHU3aIu, KOTOpask HE SIBISETCS aBTOPOM JIOKYMEHTA, C €r0o
COJIEpKAHUEM.

26. KakoBa myiriHa camoii JUTMHHOM CTPOKY PEKBHU3UTA MIPH YTIIOBOM PACIOJIOKEHUT
PEKBU3UTOB?

— He 6omee 7,5 cwM;

— He 6onee 12,5 cm;

— He 601ee 10 cm.

27. PekBU3UT TIOKyMEHTa — 3TO:

— DJIEMEHT O0(POpMIICHUS TOKYMEHTA;

— PErUCTPaAIMOHHBIN HOMEP JTOKYMEHTA;

— CBEJICHUS O JaTe M UCTIOJHUTENE IOKYMEHTA.

28. Bxoasmiuit JOKYMEHT MPOXOIUT CIETYIOIIHNE ITAbl 00padOTKH:

— COTIPOBOXJICHUE U JIOCTaBKa C IMOYTHI, IepBUYHAs 00pabOoTKa, peruCcTpalns, MOAroTOBKa Ha
JOKJIa/I, PACCMOTPEHHE U 0(hOPMIICHHE PE30IONNN, PETUCTPAIUS PE30TIOIIMHY, TOCTAHOBKA Ha
KOHTPOJIb HCTIOJTHEHUS, OTIPAaBKa Ha UCTIOJIHEHUE, UCTIOJTHEHUE W KOHTPOJIh 32 HUM, TIPHEM
WCIIOJTHEHHOTO JIOKYMEHTA, CHATHE C KOHTPOJIS, MOMEIIEHUE UCTIOJTHEHHOTO TJOKYMEHTa B JEJIO,
paboTa ¢ HUM, TEKYIIIee U apXUBHOE XpaHEHHUE, YHUUTOKEHUE U CITUCAHUE;

— YCTaHOBJICHHE KOHKPETHOTO aJipecaTa JOKYMEHTa B OpraHU3alliu, perucTpaiys JOKyMeHTa 10
BXOJISIIIIMM JKypHaJIaM, Tiepeiada JOKyMEHTa aipecary, yKa3aHHOMY €0 B TEKCTE, YCTaHOBJICHUE
CPOKOB MCTIOJIHEHHSI TOKYMEHTA, UCTIOJIHEHHE JOKYMEHTA, MPOBEPKA PE3YJIbTaTOB UCTIOTHEHUS,
MOMeIIeHNe JOKYMEHTa B HOMEHKJIATYPHOE JIEJI0 U MOCIEeAYIOIIas cada B apXuB;

— perucTpanus J0KyMeHTa MO BXOAIICH KOPPECTOHACHITUH, TTepeiada €ro PyKOBOIUTEIIO TS
OTIpeIeTICHUS UCTIOJTHUTEIIA, TTepeaada JOKyMEHTa HETIOCPEICTBEHHOMY UCIIOTHUTEIIO,
KOHTPOJIb 3a UCTIOJITHEHUEM JIOKYMEHTA, UCIIOJIHEHHUE TIOKYMEHTA, IIPUEM Pe3yIbTaTOB
WCIIOJTHEHUST PYKOBOIUTEIEM, OTMETKA 00 UCIIOJIHEHUH B CIICIIMAIIBHOM XKypHaJe, cadya
JIOKYMEHTA B apXUB.

29. IlpeaBapuTenbHbIA TEKCT JOKYMEHTA, KOTOPBIMA JIMYHO TOTOBUT UCIIOJTHUTEDb WU
COMCIIOJIHUTEIh JOKYMEHTA, 3TO:

— MIPOEKT JIOKYMEHTA;

— 3K3EMIUISIP JOKYMEHTA;

— KOTHS TIOKyMEHTA.

30. Jlemonpou3BoOACTBO — 3TO:

— IEATEIbHOCTh MO JOKYMEHTUPOBAHUIO, TOKYMEHTOOOOPOTY, ONIEPATUBHOMY XPaHEHHUIO U
HCIOJIb30BAHUIO JOKYMEHTOB;

— IpoleaAypa CO3aHMsI, THPAKUPOBAHUS U PETUCTPAIIUHU BXOJAIIEH U UCXOAAIIEH
JOKYMEHTAI[MN OpPTaHu3allNu;

— HEeTMOCPEICTBEHHOE CO3/aHNe O(UITHAIBHBIX JOKYMEHTOB Ha MPEANPUATHH.

3a4eTHO-IK3aMeHAIMOHHbIC MATEPHAJIBI IUIs1 MPOMEKYTOYHOM aTTecTaluu (3a4eT)
1. TloHATHS «IOKYMEHTOOOOPOT», «IOKYMEHT» U «JIOKyMEHTOBECHNEY. Pa3BuTHE TOKYMEHTA.
Crnioco0bl TOKYMEHTHPOBAaHUS U MaTepUallbHble HOCUTEIH HH(OPMAIHH.
CaoiicTBa n QpyHKIIMM ToKyMeHTOB. Kitaccuduxanus.
VYHu}UKanus u cTaHAapTH3aIMs YIPABIECHUYECKUX JOKYMEHTOB.
4. TIlpaBwmiia opopmieHus T0KyMeHTOB. TpeboBaHus K 0(OPMIICHHIO OpPraHU3allMOHHO -
pacnopsAUTENbHBIX TOKYMEHTOB.
5. CocraB peKBU3UTOB JOKYMEHTOB. TpeGoBaHus K 0OPMIIEHUIO PEKBU3HUTOB.
6. HcnpaBneHus B JOKyMeHTaX. biiaHku JOKYMEHTOB MpeIIpUsTHS.
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OYHKIMHA U 0COOCHHOCTH OPraHU3allMOHHO-TTPABOBEIX JOKYMEHTOB. Y CTaB OpraHU3aIliH.
[Tonoxenne o CTpyKTypHOM ToIpa3aeneHun opranusanuu lltatHoe pacniucanue. [IpaBuna
BHYTPEHHETO TPYIOBOTO pacropsiika. MHCTPYKIINU 1O OT/IEIBHBIM BUAM JICSTEIILHOCTH.
JI0JKHOCTHBIE HHCTPYKIUU.

Buner paciopsauTebHBIX JOKYMEHTOB. OCOOSHHOCTH TTOATOTOBKH U 0(hOpMIICHUS
pPacTOpSAIUTEILHBIX JOKYMEHTOB.

Opranu3anuoHHO-TEXHUICCKUE MEPOTIPUSATHS TI0 TIOATOTOBKE U TIPOBEACHHUIO COBEIIAHMIA.
CrpykTypa IOKIa/ia ¥ OTYECTA: Ha COBEIIAHUH, 3aCeJaHIH, KOH(DEPSHITNH U T.]I.
TpeOGoBaHMs K COCTABICHHUIO ¥ 0(OPMIICHHIO TIPOTOKOJIOB.

Buner nHQOpPMAIIOHHO-CIIPABOYHBIX ¥ COTIPOBOIUTEIBHBIX JOKYMEHTOB.

OdopmiieHue CIIPaBOK, TOKIAIHBIX 3aIUCOK, OOBSICHUTEIHHBIX 3aITUCOK, aKTOB.
Ocob6ennoctu oopmiieHus TenepoHorpaMmm, PaKCUMUTBEHOMN CBS3H, UCTIOTB30BAHUS
TeneTanmna.

Ocob6ennoctu oopmiieHus, 00pabOTKH M UCTIOIH30BAHUSI COMTPOBOIUTEIBHBIX TOKYMEHTOB
MIPOIIECCOB TIEPEBO3KH PAOOTHUKOB, IOCTABKH I'PY30B U YIIPABIICHHUE KOPIIOPATHBHBIM
TPAHCIIOPTOM OpTaHHU3AIHH.

[ToaroToBKa TOKYMEHTAITUH JIJIsl TIPOBEICHHSI TPOIIESAYP BBIOOpA TIOCTABITUKOB M 3aKYITKH.
Oco0enHocty 0OpMIIEHUS U UCTIOJIB30BaHUS COMTPOBOIUTENBHBIX TOKYMEHTOB.
Odopmnenue, 06paboOTKa U UCTIOIB30BAHUE COTIPOBOIUTENHHBIX JOKYMEHTOB MPOIIECCOB
MePEeBO3KH PAaOOTHHUKOB, JJOCTABKH I'PY30B U YIPaBJICHHE KOPITOPATUBHBIM TPAHCTIOPTOM
OpraHH3aIiH.

[ToaroToBKa TOKYMEHTAITUH JIJISl TIPOBEICHIS ITPOIIECYP BHIOOpA MOCTABITUKOB U 3aKYITKH.
[TpaBuna odopmiieHus, 00pabOTKH U XpaHEHHUS TOKYMEHTAIIUHU TI0 BHEITHEAKOHOMHYECKOM
JESITETHHOCTH B COOTBETCTBUH C TPEOOBAaHUSIMHU 3aKOHO1aTenbcTBa Poccuiickoit denepamm
1 MEXIyHAPOIHBIX aKTOB.

JlenoBoe nucbMo B yclioBUsax yHUGuKkauuu. [IpaBuia opopmiieHus 1ei10Boro nuchma.
HexoTtopsie Bl muceM. MexayHapoHbIE THChMA.

Bunpl 1OKyMEHTOB MO JUYHOMY COCTaBY.

TpeGoBanus kK 0popMIIEHUIO TPYAOBOTO AOrOBOPA.

Odopmienue npuema Ha paboTy. 3asBlIeHUE O IpUEME Ha padoTy.

OdopmiieHue NpUKa3oB MO JUYHOMY COCTaBY.

TpynoBas kHMKKa.

JInuHas KapTouKa.

JInyHoe geno.

Xapaktepuctuka. ABToduorpadus. Pesrome.

DNEKTPOHHBIN TOKYMEHT. ABTOMATH3allUs COCTABICHUS JOKYMEHTOB.

Benenue 0a3bl JaHHBIX JOKYMEHTAIMH 110 BHEIIHETOPIrOBOMY KOHTPAKTY.

O06paboTKa MOCTYNAIOMINX JOKYMEHTOB.

O06paboTka OTHPaBISEMbIX JOKYMEHTOB.

[Topsinok paboThI C BHYTPEHHUMU AOKYMEHTaMH. Peructpanus 1 KOHTPOJIb UCTIOTHEHUS
JTOKYMEHTOB.

dopmupoBanue u 0GopMICHUE JIEN.

[ToaroToBka MTOKYMEHTOB K Iepeaue Ha apXUBHOE XpaHEHHE.

ABTOMaTH3aIUs AETOTNPOU3BOJICTBA.

JlokymMeHTHpOBaHUEe OM3HEC-TIPOIIECCOB. YTIpaBieHne OM3HEeC-TIpoIleccaMu Yepes
OpraHu3aIHIo JOKYMEHTO000pOTa.

3amaun ¥ QYHKIIUHU CIY>KOBI TOKYMEHTAIMOHHOTO 00ECTICUeHHs YIIPABICHHUS.

CrpykTypa cayxO0bl JOKYMEHTAIIHOHHOTO OOECTICUeHUS YIIPABICHUSI.

[IpaBa ¥ OTBETCTBEHHOCTH CIIYKOBI TOKYMEHTAIIMOHHOTO 00ECTICUeHHUs YIIPABICHHUS.

. Onucanue u TOKyMEHTUPOBAaHUE OU3HEC-TIPOIIECCOB OPTaHU3AIINH.
. JlokyMeHT B cucteMe MeHeKMeHTa kauectsa [SO 9000
. JlokyMeHTanroHHOe o0ecredeHue yrnpaBaeHusl.



43. Ha3HadyeHue U BUIbI YIIPABICHYECKUX JOKYMEHTOB, HCIIOIb3yEMBIX TP BHIMOTHEHUH
pa3IMYHBIX BUJIOB YIIPABIEHYECKUX JIECUCTBUII.

44. Bunpl yrpaBieHYeCKHX JOKYMEHTOB B COOTBETCTBUU C OOLIEPOCCHICKUM KJIacCU(UKATOPOM
YIIPaBJIEHYECKOI JOKyMEHTAIHH.

45.0cobernoct odopmiteHus, 00pabOTKH U XpaHEHHS TOKYMEHTAIIUHU TI0
BHEIIHEAKOHOMUYECKON JIESATEbHOCTH.

46. CoBpeMeHHBIE IPOTPAMMHBIE CPEZCTBA, UCIIOJIb3YEMbIE B ITPOIECCE CO3IaHMsI IOKYMEHTOB.
47. CylIHOCTh 1 OCHOBHOE Ha3HAUY€HUE JOKYMEHTALIMOHHOTO 00€CIIEYeHHsI YIIPABICHUS B
COBPEMEHHBIX YCIOBUSIX.

48. BO3MOXHOCTH UCTIOJIb30BaHUSI COBPEMEHHOH O(UCHON TEXHUKH B ONITUMH3AINN
JOKYMEHTOO0OPOTa B OpTraHU3aIlIH.

Kpurtepuu ouenuBanusi pe3yjbTaToB 00y4eHUs
Ha BeimonHenune Bcex 3amanuii otBoautcs 1,5 waca. Kaxaoe BEpHO BBINOJHEHHOE 3a/IaHHE
OLCHUBACTCA <«3a4YTCHO». CTYACHT BJIAJACCT TCOPCTHUYCCKMMH 3HAHUAMH I10 BBIIIOJHACMOMY
3a/IaHHUIO.
«HE 3a4TE€HO»: CTYJEHT HE MOKET OTBETUTh Ha BOIPOCHI 10 BBIIOJIHSIEMOMY 3aIaHUIO.

Kpurtepun oueHnBaHus 1o 3avery:
«3a4TEHO»: CTYACHT BJIaJECET TEOPETUUECKUMH 3HAHUSAMM 10 JUCLUIUIMHE, 3Ha€T HHCTPYMEHTHI
JOKYMEHTOBEACHUS U JIEIONPOU3BOJICTBA, MOKET O0(OPMUTH OCHOBHBIE PEKBH3UTHI JEJIOBOIO
JOKYMEHTa, JIOMYCKAeT HE3HAUUTENIbHbIE OIIMOKH; CTYIEHT YMEET MPaBUIbHO OOBACHUTH
JIEKIIMOHHBIN MaTEpUa, HJUIIOCTPUPYsI €70 IPUMEPAMH .

«HE 3aUTEHO»: MaTepHall He YCBOEH WJIM YCBOEH YaCTUYHO, CTYAEHT 3aTPYAHSETCS MPUBECTH
npuMepbl M0  O(GOPMIIEHHIO OCHOBHBIX JIOKYMEHTOB CHCTEMbl JIOKYMEHTAlMOHHOTO
ofecrieueHns YIpaBJIeHUs, JOBOJBHO OTPAaHMYEHHBIM 00BbEM 3HAHMU CHCTEMbI 00eCIeYeHHUS
ANIEKTPOHHOTO JOKYMEHTO000pOTA.

OueHouHblE CpeacTBa Ui WHBAJIUIOB M JIMI C OrPAaHUYECHHBIMH BO3MOXXHOCTSMH
3JI0POBBS BEIOMPAIOTCS C YYETOM UX MHIUBUIYAIBHBIX ICUXO0()U3NIECKIX 0COOCHHOCTEH.

— mpu HEOOXOJMMOCTH HHBAIMAAM M JIMIAM C OrPAaHUYEHHBIMH BO3MOXKHOCTSAMH
3JI0POBBS NIPEJOCTABIISIETCS IOMOTHUTEILHOE BPEMs ISl ITOITOTOBKH OTBETA HAa YK3aMEHE;

— IIpU TIPOBEJICHHUH MPOLEAYPhl OLICHUBAHHS PE3yIbTaTOB OOYYCHMSI HHBAINIOB U JIHII C
OTPaHMYCHHBIMH BO3MOYKHOCTSMH 3/I0POBbsI IPEIyCMATPUBACTCS HCIOIb30BAaHUE TEXHHYECKUX
CPEICTB, HEOOXOAUMBIX UM B CBSI3U C UX HHMBUAYAJIbHBIMUA OCOOCHHOCTSIMH;

— TIpH HEOOXOIMMOCTH ISl OOYUAIOIIUXCS C OTPaHUYEHHBIMH BO3MOKHOCTSIMH 3/I0POBbS
W WMHBAIAIOB TIPOLENypa OLEHUBAHUS pE3YIbTAaTOB OOYYCHHS IO JAUCIHMIUIMHE MOXKET
MPOBOJNUTHCS B HECKOJIBKO ITAIIOB.

[Mpouenypa oneHWBaHHUS PE3yIbTATOB OOYUCHHS WHBAIMIOB W JIMIl C OTPAHMYCHHBIMHU
BO3MOJKHOCTSIMH 3/I0POBBSI 10 JUCHUIUIMHE (MOJYJIIO) MpEeayCMaTpUBACT MpPeJOCTaBIEeHUE
uHbopmanuu B (opmax, aJanTHPOBAHHBIX K OrPaHMYEHMSIM WX 3/0POBbS U BOCHPUATHUSA
UH(pOpMAaINHU:

Jlnist U1 ¢ HapyIIeHUsIMH 3peHUS:

— B I1€4aTHOM (hopMe yBeTUUEeHHBIM HIPUPTOM,

— B JopMe AIIEKTPOHHOTO JIOKYMEHTA.

JUnist U1 ¢ HapyIIEHUSIMU CITyXa!

— B reyatHoi ¢opme,

— B JopMe PIEKTPOHHOTO IOKYMEHTA.

Jnist U1 ¢ HapyIeHUsIMHM OTIOPHO-/IBUTATEIBHOTO anmapara:

— B rie4atHoi ¢opme,

— B JopMe PIEKTPOHHOTO IOKYMEHTA.



JlaHHBI TIepeueHb MOXET ObITb KOHKPETH3HPOBAH B 3aBUCHUMOCTH OT KOHTHHI'€HTA
00yJaromuxcs.

5. IlepeuyeHnb y4eOHOI IuTEpaTyphbl, HHPOPMALNMOHHBIX PECYPCOB U TEXHOJIOTHH

5.1. YueOnas sureparypa

1.Bapmynna, Bukropusi BeeBosiogoBna. JlokyMeHTaImOHHOE OOECIICUEHHE YIIPaBICHUS:
YU4eOHMK JUIS CTYJCHTOB CpPEIHEr0 Mpo(pEeCcCCHOHATBHOrO 00pa3oBaHMs, OOY4YaIOMIMUXCS 10
cnenuansHocTsIM "HOpucnpynenuus", "Couuonorus u couuaibHas pabdota", "DKOHOMHUKA H
ynpasnenue", "Cepsuc u Typusm" / B. B. Bapmynn. - Mocksa : FOctunust, 2018. - 271 c. : wi. -
(Cpennee mpodeccroHanpbHOe 0OpazoBanme). - bubmuorp.: ¢. 269-271. - ISBN 978-5-4365-
1585-4 : 210 p.

2. OCHOBBHI JICIIONIPOM3BO/JICTBA | y4eOHOE MocoOue JUIsl CTYJICHTOB BY30B, 00YJarOIIHXCS
o HanpasjieHuto noarorosku 38.03.01 "Dxonomuka" (kBanudukanus (creneusp) "0axanasp") /
A. M. Acanues, 1. Y. Muponosa, E. A. Kocapesa, I'. I'. BykoBuy; Poc. s3xonom. yH-T um. I'. B.
[TnexanoBa. - 2-¢ w3n., wcnp. U jomn. - MockBa : UH®PA-M, 2017. - 145 c¢. - (Beicmiee
oOpa3oBanue. bakanaspuar). - bubmmorp.: c. 131-135. - ISBN 978-5-16-012632-6. - ISBN 978-
5-16-102395-2 : 355 p.

3. Kysznenos, Hropr HuxonaeBwu. JlokyMeHTamMoHHOE OOECTICUCHHE YIPABICHUS
MIEPCOHAJIOM : y4eOHUK M TPAaKTUKYM JUTS IPUKJIAJTHOTO OakalaBpuaTa | Y4eOHHK /TSl CTY/ICHTOB
BY30B, 00Y4YaIOIINXCS 110 SKOHOMUYECKUM HarpaBieHusiM u cnenuansHocTsMm / Y. H. Ky3ueros.
- Mocksa : FOpaiit, 2015. - 520 c. - (bakanasp. Ilpuknagaoit xypc). - budmuorp.: c. 409-421. -
ISBN 978-5-9916-4000-8.

4. Kamanwna, Tarpsina BacunbeBHa.lOpuanueckwe MTOKYMEHTHI © 4YeMy HE yd4aT
CTY/IEHTOB, KaK MPaBHIILHO TOHATh M MOArOTOBUTH . yucOHuk / T. B. Kamanuna. - Mocksa :
[Tpocnexkt, 2019. - 448 c. : ni. - ISBN 978-5-392-28273-9 : 692 p. - TekcT : HemocpeACTBEHHBIH.

5. KokanoBa, Pay3a AOapumeBHa. KommnbroTepHbie HHGOPMAIIMOHHBIE TEXHOJIOTHU B
JOKYMEHTAIlMOHHOM  OOECTIICYeHHH YIpaBjieHUs . YydeOHOe TmocoOue i CTYACHTOB,
oOyuaromuxcs 1Mo Hampasienuio "J[okymeHTOBeAeHne u apxuBoBeneHue" / aBT.-cocT. P. A.
KokanoBa, A. ®. Kmumora. - MockBa : KHOPYC, 2016 ; [Actpaxans] : [AI'Y] : [U]
"Actpaxanckuii yauepcutet"], 2016. - 109 c. : wn. - bubmmorp.: c. 85-87. - ISBN 978-5-4365-
0330-1:

6. Pazgopoxnbiii, AnaTonmii AJjekceeBHY. J|OKyMEHTHpOBaHHE YIPaBICHYECKOM
NESTENHHOCTH . ydeOHOoe mocoOue mo HampasiaeHuto noaroroBku 38. 03. 02 "Menemxkment"
(xBanudukarus (crenens) "0akanasp") / A. A. Pazgopoxusiii. - Mocksa : UTH®PA-M, 2016. -
303 c. : mi. - (Beicmiee oOpazoBanue. bakanagpuar). - bubmumorp.: c. 295-298. - ISBN 978-5-16-
011744-7. - ISBN 978-5-16-104186-4

7. JlokyMeHTalMOHHOE oOOecreueHue YIpaBleHUs: Y4eOHUK s CTYICHTOB BY3O0B,
oOyuaronuxcs 1o HampasieHusM "DkoHomuka" u "Menemxment", cnenuansHocTsiM 030100
"Undopmaruka", 032001 "JlokymeHTOBeAeHHE U  JOKYMEHTAI[MOHHOE oOOecreueHue
ympasienus", 220200 "Asromatuzanus u ynpasierue" / [A. C. I'punbepr u ap.]. - Mocksa :
[FOHUTHU-OAHA], 2015. - 391 c. : un. - bubnuorp.: c. 382-383. - ISBN 9785238017709

8. Yrpun, Tumodeii Crenanouy. J[oroBop MexayHapOJHON KYIUTU-TIPO/IaKH TOBApOB B
cucreMe rpaxjaaHckoro mnpaBa Poccuiickoit @enepanuu: ydeOHoe mocoOue i CTYJIEHTOB
BYy30B, oOyuaroniuxcs o crnenuanbroctu "Opucnpynennus” / T. C. YrpuH. - 2-¢ u3a., nepepad.
u gon. - Mocksa : 3akoH u npaso : [FOHUTU-JTAHA], 2016. - 127 c. - buGnuorp.: ¢. 123-126. -
ISBN 9785238025667 : 367.50.

9. Ky3nenos, . H. JlokymeHnTanmonnoe obecreuenue ympasieHus. JJokymeHTO000pOT
Y JICJIOTIPOM3BOJICTBO | Y4EOHHK U MPAKTHKYM JUISl CPEIHET0 MpodecCHOHATLHOTO 00pa3oBanus /
W. H. Ky3nenos.- 3-e¢ uzn., nepepab. u jmom. - Mocksa : U3znarensctBo HOpaiit, 2021. - 462 c. -
(ITpoeccnonansHoe obOpaszoBanue). - ISBN 978-5-534-04604-5. - Tekcr : snekTpoHHBIH //
OopazoBarenbHas miarpopma FOpaiir [caiit]. - URL: https://urait.ru/viewer/dokumentacionnoe-
obespechenie-upravleniya-dokumentooborot-i-deloproizvodstvo-449769#page/2



10.  KomnplmkuHa, T.b. [enoBbie KOMMYHUKAIIUH, JIOKYMEHTOOO0OPOT u
JIeTIOTIPOU3BOACTBO © ydeOHoe mocobue it By3oB/ T.Bb. Koapnmkunaa, W. B. lllyctuna. - 2-¢
U31., uctp. u Joi. - Mocksa : U3narensctBo FOpaiit, 2020. - 163 c. - (Bricmiee oOpa3oBanue). -
ISBN 978-5-534-07299-0. - Tekcr : anekrponssiii // OOpazoBarenbHas miardpopma HOpait
[caiit]. - URL :https://urait.ru/viewer/delovye-kommunikacii-dokumentooborot-i-
deloproizvodstvo-452463#page/3

11. M.A. TlosnoBUEHKO, 10.C. Knemiéna, M.P. AxmenoBa CoBpeMeHHbIE
UHQOPMAIIMOHHBIC  TEXHOJIOTHM B  yIpaBJCHHMM OuW3HecoM: ydeOHoe mocobume /
M.A. Ilonosuenko, O.C. Knemépa, M.P. AxmenoBa; MHUHUCTEPCTBO HayKd U BBICILIETO
oOpazoBanusi Poccuiickoit ®enepanmu, KyOaHCKHi TOCyIapCTBEHHBI YHUBEPCHUTET. —
Kpacnonap: Ky6anckuii roc. yu-T, 2021. — 200 c. — 500 »x3. ISBN 978-5-8209-1989-3

12. Kopuees, U. K. Ynpasnenue nokymentamu: yueonuk / .K. Kopuees, A.B. ITmenko,
B.A. Mamypne. — MockBa : UHOPA-M, 2020. — 300 c¢. — (Bricuiee oOpa3oBaHme:
bakamaBpuar). - ISBN 978-5-16-003590-1. - Tekcr : onekrponHsid. - URL:
https://znanium.com/catalog/product/1068920 (mata o6pamenus: 17.09.2021). — Pexum
nocTyma: mo noamucke: https://znanium.com/catalog/document?pid=1068920

13. AntyxoBa, H.®. CrucTeMbl 3JIEKTPOHHOTO JOKYMEHTOOOOpoTa : yueOHOe mocobue /
AnryxoBa H.®., JI3t06enko A.JI., Jlocea B.B., UeunkoB F0.b. — Mocksa : KnoPyc, 2021. —
201 c. — ISBN 978-5-406-02705-9. — URL.: https://book.ru/book/936560 (mata oGparieHus:
16.09.2021). — Tekcr: 3JIEKTPOHHBI: URL:
https://www.book.ru/view5/6cc1dbh1809a7aa32e772583c277a8493

14. AntyxoBa, H.®. Cuctemsl 3J€KTPOHHOTO JOKYMEHTO0OOopoTa. [IpakTukym : yue6HOE
nmocobue / Anryxosa H.®., Jlonmranosa O.U., JloceBa B.B., /I3t06euko A.JI., YeunkoB FO.b. —
MockBa : KuoPyc, 2022. — 395 c¢. — ISBN 978-5-406-07367-4. — URL:
https://book.ru/book/942386 (mata ob6pamenus: 16.09.2021). — Tekcr : snexrponnsii: URL:
https://www.book.ru/view5/f67f8cd8873d023e6ab0068a68ef20fa

5.2. llepuoguyeckas Juteparypa

1. TleyatHoe mepuoauyeckoe wu3maHue (GoHma HayuyHouW Oumbmuorekn KyOol'Y
«J1enonpou3BOJACTBO U JOKYMEHTOOOOPOT Ha TPEATIPHUITHIX)

2. lleyaTHoe mepwoauyueckoe u3AaHue (QoHma HaydHou OumOmmoreku Kyol'yY
«Jlenonpou3BoACTBOY

3. Baser nanssix kommnanuu «Hct Bero» http://dlib.eastview.com

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

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

5.3. UHTepHeT-pecypchbl, B TOM 4HCJIe COBpeMeHHble MNpodeccuoHaIbHbIEe 0a3bl
OJAHHBIX U I/IH(l)OpMaHI/IOHHbIe CIIPAaBOYHBIC CUCTEMbI

JIeKTPOHHO-0ubImoTeynsbie cucremsbl (IBC):

1. DBC «IOPAWT» https://urait.ru/

2. 9bC «YHUBEPCUTETCKAS BUBJIMOTEKA OHJIAMH» www.biblioclub.ru

3. OBC «BOOK.ru» https://www.book.ru

4. DBC «ZNANIUM.COM» www.znanium.com

5. OBC «JIAHb» https://e.lanbook.com

IIpodeccuonanbubie 6a3bl JAHHBIX:
1. Scopus http://www.scopus.com/
2. ScienceDirect www.sciencedirect.com
3. XKypnans uznatenscrBa Wiley https://onlinelibrary.wiley.com/
4. Hayunas snekrponHas oubmuoreka (HOB) http://www.elibrary.ru/
5. TlonMHOTEKCTOBBIC apXMBBI BEIYIIMX 3alaIHbIX HAYYHBIX )XYpHAJIOB Ha Poccuiickoit
iatgopme HaydHbIX xypHantoB HOWMKOH http://archive.neicon.ru
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6. HamumonanbHas »nexkTpoHHass OuOIMOTEKa (JOCTYHm K DJIEKTPOHHOH OMOIHOTEKE

nuccepraiuii Poccuiickoit rocymapcrBennoi oubmmoreku (PI'B) https://rusneb.ru/

7. Tlpesupentckas oudanorexa um. b.H. Expuuna https://www.prlib.ru/

8. DOnexrponnas xouteknus Okcdopackoro Poccuiickoro @ouma
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. "Jlextopuym TB" http://www.lektorium.tv/

17. YuuBepcurerckas uHdopmanuonHas cucrema POCCUS http://uisrussia.msu.ru

HNHpopmMannoHHbIe CIPABOYHbIE CHCTEMBbI:
1. KoncynberanT I[lntoc - cipaBoyHas mpaBoBas cucteMa (JOCTYI IO JIOKAIbHOMN CeTH ¢
KOMITbIOTEPOB OMOINOTEKH )

Pecypchl cBOGOIHOTO q10CTYNA:

1. AmepukaHCKas maTeHTHas 0a3a maHHbIX http://www.uspto.gov/patft/

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

3. MuHucTEepCcTBO HAyKH U BhICIIEro oopazoBanus Poccuiickoit deaepanun
https://www.minobrnauki.gov.ru/;

4. denepanbhbiii mopran "Poccuiickoe odpazosanue” http://www.edu.ru/;

5. HNudopmanmonnas cucrema "EqmHoe OKHO J0CTyna K 00pa3oBaTeIbHBIM pecypcam
http://window.edu.ru/;

6. Enwmnas xosexius nudpoBeIX 00pa3oBaTeabHBIX pecypcoB hitp://school-
collection.edu.ru/ .

7. IIpoext ['ocynapcTBEHHOrO MHCTUTYTa pycckoro sizbika uMeHu A.C. [lymkuna
"O6paszoBanue Ha pycckom" https://pushkininstitute.ru/;

8. CnpaBouno-uHpopMannoHHbIH mopran "Pycckuii s3pik" http://gramota.ru/;

9. Cnyx0a TeMaTHYeCKHX TOJIKOBBIX ciioBapeii http://www.glossary.ru/;

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

11. Oopa3oBarenbHsblil mopran "Yueba" http://www.ucheba.com/;

12. 3axonomnpoekT "O6 o6pazoBanuu B Poccuiickoit @eneparnuun. Bonpocs! 1 OTBETHI
http://xn--273--84d1f.xn--plai/voprosy_i_otvety

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

CoOcTBeHHBIC 3J1eKTPOHHBbIE 00pa3oBaTe/IbHbIe M HHPOPMALHMOHHBIE PECypPChI

KyoI'y:

1. DnextpoHHbIH Katanor Hayunoit 6ubnuorexku Kyol'yY
http://megapro.kubsu.ru/MegaPro/Web

2. DnektpoHHas 6ubianoTeka TpyaoB yueHbix Kyol'yY
http://megapro.kubsu.ru/MegaPro/UserEntry?Action=ToDb&idb=6

3. Cpena moayabHOTO AMHaAMU4eckoro ooyuenus http://moodle.kubsu.ru

4. ba3a yueOHBIX [UIAHOB, YU€OHO-METOANYECKUX KOMITJIEKCOB, IyOIUKaUNA U
koHpepennwmii http://mschool.kubsu.ru/

5. bubanorexa nH(OpMAIMOHHBIX pecypcoB Kadeapbl MHGOPMAIIMOHHBIX
oOpa3zoBarenbHBIX TexHoNorHi http://mschool.kubsu.ru;

6. DnekrpoHHbIi apxuB nokymentoB KyoI'Y_http://docspace.kubsu.ru/
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https://link.springer.com/
https://www.nature.com/siteindex/index.html
https://experiments.springernature.com/sources/springer-protocols
http://materials.springer.com/
https://zbmath.org/
https://nano.nature.com/
https://link.springer.com/
http://www.lektorium.tv/
http://uisrussia.msu.ru/
http://www.uspto.gov/patft/
http://cyberleninka.ru/
https://www.minobrnauki.gov.ru/
http://www.edu.ru/
http://window.edu.ru/
http://school-collection.edu.ru/
http://school-collection.edu.ru/
https://pushkininstitute.ru/
http://gramota.ru/
http://www.glossary.ru/
http://dic.academic.ru/
http://www.ucheba.com/
http://273-фз.рф/voprosy_i_otvety
http://273-фз.рф/voprosy_i_otvety
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/

7. DnexTpoHHBIE 00pa3oBaTeNbHbIE pecypchl Kadenpbl MH)OPMAIMOHHBIX CHCTEM U
TexHoJoruii B oOpazoBanuu KyOl'Y wu Hayuno-merommueckoro >xypuana "LHKOJIBHBIE
I'OAbI" http://icdau.kubsu.ru/

6. Meronuyeckne yka3aHusi 1Jsi O0y4AalOIIMXCA IO OCBOEHHMIO JHCHUILUIMHBI
(MoayJis1)

CamocrosaTenbHass paboTa CTYJEHTOB SBJSIETCA HEOTHEMJIEMOM YacThlO Ipolecca
MOATOTOBKU. JIMCIMIUIMHY PEKOMEHIYeTCsl M3ydaThb IYyTEM CHUCTEMaTH4YeCKOW MIpopadoTKu
JEKIIMOHHOTO MaTepuana, CaMOCTOSTEIbHON NPOPadOTKH PEKOMEHIYeMOW JIUTEepaTyphl,
PYKOBOACTB M METOJMYECKMX YKa3aHUM K BBINIOJIHEHUIO IIPAKTHUYECKUX 3aHATHM. [lens
CaMOCTOSITEJIbHOM paboThl — pacHIMpeHue Kpyrosopa M YriiyojeHHe 3HaHUH B 00JacTH
JOKYMEHTOBEACHHUS U JEI0BOI0 JOKYMEHTO000pOTa.

KoHTponbs 3a BBINOJHEHHMEM CaMOCTOSITENIbHOM paboThl MPOBOAWUTCA MPH U3Y4YEHUU
Ka)K)IOI\/JI TEMbl JUCHUIINIMHBI Ha MPAKTHYCCKHUX 3aHATHUAX. 9T0 TGKYIIII/If/'I OIIpoC, TECTOBBLIC
3aJlaHusl, KeHChI, peepaThl-IPE3eHTALIH.

B wacel, oTBeneHHBIC IJII CAMOCTOATENBHOW pabOTHI, CTYIEHTHI IMOJI PYKOBOJCTBOM
npenoaaBaTeiid 00s13aHbI BBIMOTHSATD WHAWBUAYAJIIBbHBIC IPAKTUYCCKHUEC 3aaHNs, ITOJTYYCHHBIC Ha
MPAKTUYCCKUX 3aHATHAX. HpI/I BBIIIOJIHEHUHN J3THUX SaHaHI/II\/’I H€O6XO}II/IMO HCIIOJIB30BaTh
TEOPETUYECKUI MaTepHrall, MaKeThl U Ia0JI0HbI O(PUIIHATBHBIX TOKYMEHTOB YIIPaBIICHUS.

B ocBoenun JUCHUIINIMHBI MHBAJIWJAaMH W JIMDaMKU C OTPaHWMYCHHBIMHU BO3MOXXHOCTAMH
310pOBbsl 0OJIBIIOE 3HAYEHHE HMEET HHAMBHUAyallbHas ydeOHas paboTa (KOHCYJIbTallUU) —
JIOTIOJIHUTEIBHOE Pa3bsICHEHNE YUeOHOTr0 MaTepHana.

WupuBuayanbHble KOHCYJNbTAllMM IO IPEIMETY SBISAIOTCS BaXXHBIM  (DAKTOPOM,
CIOCOOCTBYIOIIMM MHAMBUAYATH3aMY OOy4eHHs M YCTAaHOBJICHUIO BOCIIUTATEIBHOIO KOHTAKTa
MEXJy I[pernojaBaTelieM U OOy4arolUMCS HMHBAJIUAOM WIM JIMLOM C OrPaHUYEHHBIMU
BO3MO’KHOCTSIMH 3/10POBBSI.

7. MaTepuajibHO-TeXHHYECKOe ofecriedeHne 1Mo JUCHUIInHEe (MOAYII0)

HauMeHoBaHue CrIeHHaTbHBIX OCHAILCHHOCTH CIELUaTbHBIX I[TepeyeHp TUIEH3HOHHOIO
TIOMEILEHUI MIOMELEHUI MIPOrPaMMHOT0 00ECTIEUeHUS

VueGHbIE ayJIUTOPHUN st | Mebens: yaueOHas Mebenb Microsoft Windows 8, 10,
TPOBEICHUSI 3aHsTHIA JIeKInoHHoro | Texuudueckue cpenctBa ooyuenus: | Microsoft Office Professional Plus
THIA SKpaH, MPOEKTOp, HOYTOYK
VueGHbIe ayJIUTOPHUN st | Mebens: yueOHas Mebenb Microsoft Windows 8, 10,
TPOBEICHHSI samsThii | Texuuueckue cpenctBa ooyuenuns: | Microsoft Office Professional Plus
CEMHHAPCKOr0 THIIA, TPYIIIOBBIX U | KPaH, IPOEKTOpP, HOYTOYK
HUHAUBUAYAIBHBIX  KOHCYJIBTALIHIA,
TEKYILIEro KOHTPOJIS u
MIPOMEXYTOUHOHN aTTeCTaluu

[[J'Iﬂ CaMOCTOSATEIIBHON pa6OTLI o6yqa}oumxc;[ MpeaAyCMOTPCHLBL IIOMCHIICHU A,
YKOMIIJICKTOBAHHBIC CHCHH&J’IH?»HI)OB&HHOﬁ MC6CJ'II>IO, OCHaIllCHHBIC KOMHBIOTepHOﬁ TEXHUKOM C
BO3MOXXHOCTBIO MOJKIKYCHUA K CCTH ((I/IHTepHeT» n oOecreycHueM AOCTYIIa B J3JICKTPOHHYIO
I/IH(I)OpMaI_[I/IOHHO'O6paSOBaTeJ'ILHy10 cpeay YHUBCPCUTCTA.

HaumMmeHnoBaHnue noMemenuit s OCHAIIIEHHOCTh TTOMEIEHUI TS [lepeueHp NHULIEH3UOHHOTO
CaMOCTOSITETTFHON pabOTHI CaMOCTOSITENTFHON pabOTHI MIPOTPaMMHOTO 00ECTICUCHHUS
00yJaromuxcs 0o0yJarommxcs

IToMemmenue st | MeGenb: yueOHas Mebenb Microsoft Windows 8, 10,
CaMOCTOSTENHHON paboter | Komriekt crrenmanusupoBanHoii | Microsoft Office Professional Plus
obyvaromuxcsi (YUTANBHBIA 3a7 | MeOemH: KOMITBIOTEPHBIE CTOJBI
Hayunoit Onbmmorexw) Ob6opynoBanue: KOMIBIOTEPHAS

TEXHUKa C  TOAKIIOYCHUEM K

“H(pOpPMAIMOHHO-

KOMM yHUKAIIMOHHON ceTH

«/HTepHeT» W OCTyIoM B

JJIEKTPOHHYIO MH(OPMAIMOHHO-



http://icdau.kubsu.ru/

00pa30BaTeIbHYIO cpeny
00pa3oBaTeNFHON OpraHU3aIuy, BeO-

KaMephl, KOMMYHHUKAIIMOHHOE
obopyoBaHue, obecrieunBaromiee
JIOCTYII K CETH UHTEpHET (TPOBOJHOE
COCJIMHCHHUE u OecrnpoBoHOE

coequHeHue 1o texaonorun Wi-Fi)

[Tomemmenue JUISL
CaMOCTOSATENIbHON pabotsI
obOygarommuxes (aym.213 A, 218
A)

Mebenb: yueOHas MeOeb

Kommnekr CIIelMaT3UPOBAHHOM
MeOeH: KOMITBIOTEPHBIC CTOJBI
O6opynoBaHue: KOMIIBIOTEepHAS
TEXHUKAa C  MOAKIIOYCHHEM K
nH(OpMaLMOHHO-

KOMM YHHKAIIHOHHO# ceTu
«HTEpHET» W JOCTyIOM B
3IEKTPOHHYIO uH(opMalMoHHO-
00pa3oBaTeIbHYIO cpeny
00pa3oBaTeILHON OpraHU3aIuy, BeO-
KaMephl, KOMMYHHKAIIHOHHOE
obopynoBanue, o0ecreYnBaroIee
JIOCTYII K CETH WHTEpHET (TIPOBOJIHOE
COEIMHEHNE U 0ecTpoOBOIHOE
coenHenue 1o rexnogoruu Wi-Fi)

Microsoft Windows 8, 10,
Microsoft Office Professional Plus




