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1 Henn u 3a1a4m U3y4YeHus JUCHUNIHHBI (MOTYJIs1)

1.1 Ilean ocBOEHHS JUCHUILIHHBI

Lenp ocCBOEHHMS IUCHUIUIMHBI 3aKIIOYAETCS B OBJIAJICHUU TEOpUEH U TMPAKTHKOMN
rpoiiecca JOKyMEHTAllMOHHOTO 00EeCTICUeHHsI TIPOIecca yIpaBiIeHUs OM3HECOM MEXaHHUYECKUM U
AJIEKTPOHHBIM CIIOCOOAMH Ha OCHOBE TPEOOBaHMI HOPMATUBHO-TIPABOBBIX JOKYMEHTOB.

1.2 3agauyu AUCUMIINHBI

— 0o0y4YeHHE CTYICHTOB 3HAHWSIM, YMCHHSIM W HaBBIKaM, HEOOXOIUMBIM B paboTe C
JOKYMEHTaMu;

— BBIpa0OTKa y CTYAEHTOB CTPOTOT0 M HEYKOCHUTEIHHOTO COOJIIOICHUS] TPHUHITUIIOB
OpraHu3aIui JOKyMEHTO00OpOTa, B TOM YHUCJIE C MOJPA3ACIICHUSIMU OPraHu3aIii, BeIyIIUMH
OyXrantepckui y4er;

— MIPUBUTHE MMPAKTUICCKUX HABBIKOB PA0OTHI CO CITy)KEOHBIMU JOKYMEHTAMH,

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

— oOydeHHne TpaBWJIaM COCTaBJICHHS, O(GOpPMIICHUS M HCIOJIB30BaHUS JOKYMEHTOB,
CBSI3aHHBIX C JIEATEIHHOCTHIO MIPEAMPUITHIA, B TOM YHCII€ C BHEITHEIKOHOMUYECKOM;

— O03HAKOMJICHUE CTYACHTOB C OOIIMMHU MPUHIIMIIAMH JOKYMEHTAIIMOHHOTO 00€CTIeUeHUs
NESITeILHOCTH MPEANPHUATHS, C TIOPSIKOM JJOKYMEHTHPOBAHUS HH(POPMAIIHH,

— o0yuyeHue cucteMaTu3auy HHGHOPMAIHH 10 KaTeTOPHUSIM M YPOBHSIM JIOCTYIIA K HEW;

— O3HAKOMJICHHE C OpraHM3aiiedl pamroHaIBLHOTO JBWKEHHS JOKYMEHTOB Ha
MPEANPUSITHH, B TOM YUCJIE C KOHIENIINENW CO3AaHUs AIEKTPOHHOTO 0duca;

— o0Oy4yeHME KayeCTBEHHOW M ObICTpoi o00paboTke wuHPOpMAMK B  LEJAX
CBOEBPEMEHHOTO IMPHUHSTHS COOTBETCTBYIOIIMX YIIPABICHYECKUX PEIICHUN, YCBOCHHUIO TIPABUII U
(hopM AeT0BOIM M KOMMEPUECKOU MEePEUCKH;

— BbIpa0OTKa yMEHHs paboTaTh ¢ MaTepralaMyi OTPaHUYEHHOIO JOCTYIIA.

1.3 MecTo qucuunMHbI (MOAYJisl) B CTPYKTYpe 00pa3oBaTeibHOI MPOrpaMmMbl

Jucuumnuna «J{okyMeHTOBeIeHNE U JIEIOBOM TOKYMEHTOOOOPOT» OTHOCHUTCS K YacTH,
dbopMupyeMoil yuacTHUKaMu 00pa3oBaTeiabHbIX oTHOIIEHUN bioka 1 «lucuunauasl (MOayn)»
yuebHoro 1uiaHa. B cooTBercTBUU ¢ paboyMM y4eOHBIM IJIAHOM JAUCLUUIUIMHA M3ydaeTcs Ha 2
Kypce 10 OYHOM M Ha 2 Kypce 1o 3a04Ho# hopme oOydeHus. Bua mpomMexyTOUHON aTTeCTAIUH:
3auer.

Jucuumnnuna Oa3upyeTcsi Ha 3HAHUAX, MOJYYEHHBIX CTYJEHTAMH B paMKaxX OCBOCHUS
TUCHUIUTNH: «KOMIBIOTEPHBIN NpakTHKyM», «MeXIyHapoJIHbIe SKOHOMHYECKHE OTHOLICHUSY,
«Pycckuii sI3bIK U OCHOBBI JICTIOBBIX KOMMYHHKaIuii», «Teopust Oyxrantepckoro yderay», «Teopus
yrpasieHus», «MHPOPMAIIMOHHO-KOMMYHUKAIIMOHHBIE ~ TEXHOJIOTUH B MPOQecCHOHATBHON
NEATeIBHOCTH» W sIBIsieTCsl 0a30i Ui HM3Y4eHHs Ha CJICAYIOIIUX Kypcax IAHMCIHILIHH:
«IIpodeccronanbHbIe KOMITBIOTEPHBIC TPOrPAMMBD», « Y TIPaBICHYECKUN yUeTy.

1.4 IlepeyeHb NUIAHMPYEMbIX Pe3yJbTATOB O00y4eHHsl IO AMCHMILIMHE (MOIYJII0),
COOTHECEHHBIX C INIAHNPYEMbIMH Pe3YJIbTATAMH OCBOCHHUSI 00pa30BaTeIbHOH NPOrPaMMbI

W3yuenne paHHOM y4yeOHOM AMCUUMIUIMHBI HalpaBlieHO Ha (OpPMHUpPOBAHUE Y
oOyyJaromuxcs CIeAYIOMHNX KOMIIETeHIIHUH]:

Kona u HaumeHoBaHnue
WHAUKATOpa™® JTOCTHKEHUS
KOMIICTEHIINH

Pe3ynbTaThl 00ydeHUs 10 TUCITUILTHHE

ITK-1 CnocofeH K oOpraHu3aluy NPoUeccoB NMepeBo3KH Pa0OTHHKOB, 10CTABKH I'PY30B M YIPaBJIeHHIO
KOPNOPATUBHBIM TPAHCIIOPTOM OPraHU3anuu




WUIIK-1.1 PazpabatsiBaer u
UCTIONB3YeT NHCTPYMEHTapHi
JOKYMEHTOBEJICHUSI U JICIIOBOTO
JOKYMEHT0000pOoTa JJIs PEIIeHUs
MOCTABJICHHBIX 33724

3naet: 3akoHOmaTenscTBO Poccuiickoit dexepaiu B 06IacTH
MaTepHaIbHO-TEXHIYECKOT0 00ecIiedeHus, IeTI0NPON3BOJICTBA;

3naer: CTpyKTypY, IPUHIMIBL, HHCTPYMEHTApUil TOKYMEHTOBECHUS 1
JEII0BOr0 IOKyMEHTO000pOTa OPraHU3alUH, a TakKe pa3paboTK U
o(hopMIIeHHS IOKYMEHTALIUH;

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

VYwmeer: PazpabareiBaTh U HCHIONB30BaTh HHCTPYMEHTAPHIA
JOKYMEHTOBEIECHHUS U JIeJIOBOTO JOKYMEHTOO00pOTa OpraHu3aluy, B TOM
YHCIIE TI0 BHEITHEAKOHOMHUYECKOH IesITeIbHOCTH;

TpynoBoe neiictBue: Opopmirsier JOKYMEHTANUIO, B TOM YHUCIE IO
BHEITHEAKOHOMHYECKOH AESTETbHOCTH B COOTBETCTBHHU C TPEOOBAHUSIMHU
3akoHonarenbeTBa Poccuiickort depepaliiv 1 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-TEIEKOMM YHUKalIMOHHO# cetn « UlHTepHeT,
OPI'TEXHHUKY.

ITK-2 Cnoco6eH K opranu3auuu paéo4ero nNpocTPaHCcTBAa, CO3AHUIO U 00eCIeYeHUI0 ONTUMAJIBHBIX
YCJIOBMii BBINOTHEHUSI TPYAOBBIX GYHKIMIT paGOTHUKAMH OPraHu3anuu

WIIK-2.2 PazpabarsiBaer u
HCIOJIb3YET UHCTPYMEHTApUM
JOKYMEHTOBEICHHUS U JIeTIOBOTO
JIOKyMEHT0000pOTa ISl pEIICHUS
IIOCTaBJICHHBIX 3aJa4

3Haet: 3akoHoAaTenbCTBO Poccuiickoi denepanyu B odiacTu
MaTepHaIbHO-TEXHUYECKOTr 0 00eceueH s, IeI0NPOU3BOICTRA;

3naet: CTpyKTYypy, IPUHIMIIEL, HHCTPYMEHTApUN JOKYMEHTOBEACHUS U
JIETIOBOT0 IOKYMEHTOOO0pOTa OpraHu3allly, a TakKe pa3padoTKU 1
ohopMIIeHHs IOKYMEHTALIUH;

Ymeert: PazpabateiBaTh U BHEAPSITH JIOKAJIbHBIE HOPMATUBHBIE aKThI U
periaaMeHTHpPYIOIMe JOKYMEHTHI O0IIero Xapakrepa 1 1o
(YHKLMOHATEHOMY HAIIPaBJICHUIO ASSTEILHOCTH;

Ymeer: PazpabaTsIBaTh U UCTIOIB30BATH HHCTPYMEHTAPHIHA
JOKYMEHTOBEACHHS U ISJIOBOT0 JOKYMEHTOO00pOTa OpraHn3auy, B TOM
YHCIIE 110 BHEITHEAKOHOMHUUECKOH JesITEIbHOCTH;

TpynoBoe neiictBue: Ogopmitsier JOKYMEHTAIUIO, B TOM YHUCIIE IO
BHEIIHEAKOHOMUYECKON IeSTENIbHOCTH B COOTBETCTBUH C TPEOOBaHUSIMU
3aKoHozAaTenscTBa Poccuiickoit denepanyv 1 MEXAYHAPOIHBIX aKTOB;
Tpynosoe nerictBue: Mcnonb3yeT KOMIBIOTEPHBIE IPOIPAMMBI IS
BEJICHHs y4eTa, CUCTEMAaTH3alMK U aHaIn3a JaHHBIX, COCTABICHUS 0a3
JAHHBIX, BEJICHUS TIOKyMEHTO000pOTa, CIIPaBOYHO-TIPABOBBIE CUCTEMBI,
pecypcsl HHOPMAIMOHHO-TETIEKOMMYHUKAIIMOHHOU ceTu «HTepHeT»,
OPI'TEXHHUKY.

IIK-5 CnocoeH Kk ynpaBJ/jieHUI0 00bEKTAMHU HEIBUKUMOCTH, HAXOAS LIUMHUCS B COOCTBEHHOCTH
OpraHHM3anHM WIN UCNOJIb3yeMbIMH Ha OCHOBAHUY JIPYTHX BEIIHBIX NPaB

HUIIK-5.1 Pa3pabaTsiBaeT u
HCIIONB3YeT HHCTPYMEHTapUH
JOKYMEHTOBE/ICHHS U JIeTIOBOTO
JOKYMEHT0000pOoTa JUIs PEIICHHUS
MIOCTaBJICHHBIX 3a]a4

3naet: 3akoHOMATENHCTBO Poccuiickoit denepanuu B obmactu
MaTepHaIbHO-TEXHIYECKOT0 00ECICUeHNs, JETOPON3BOJICTBA;

3naetr: CTpyKTYpY, IPUHLHUIIEI, HHCTPYMEHTapUi JOKYMEHTOBEACHHS U
JIETIOBOT0 IOKYMEHTO000pOTa OpraHU3aIiy, a TAKXKe Pa3paboTKu 1
oopMIeHNSsT JOKYMEHTAIINH;

Ywmeer: PazpabaTeiBaTh 1 BHEAPSTH JIOKATbHBIE HOPMATUBHBIE aKThI 1
peraMeHTHPYIOINe JOKYMEHTHI 00IIEro XapakTepa v Mo
(hyHKIIMOHATBHOMY HAIPABJIEHHIO AEATEIHHOCTH;

Ywmeer: PazpabaTriBaTh U UCTIONB30BATE HHCTPYMEHTAPHI
JOKYMEHTOBEJICHUS 1 IEJIOBOTO JOKYMEHTO000POTa OPTaHN3allH, B TOM
YHCIIE TI0 BHEITHEAKOHOMHUYECKOH NesITeNbHOCTH;

TpynoBoe neiictBue: OdopMIseT JOKYMEHTAIHIO, B TOM YHCIIE TIO
BHEITHEAKOHOMHUYECKOH JIeITeTbHOCTH B COOTBETCTBUH C TPEOOBAHUSIMHU
3akoHOnarenbeTBa Poccuiickoit deneparii 1 MEXIyHAPOIHBIX AKTOB;
TpynoBoe neiictBue: Mcnonb3yeT KOMIBIOTEPHBIE TPOTPAMMBI JIIS
BEJICHHS ydeTa, CHCTEeMaTH3ally 1 aHaJlu3a JaHHBIX, COCTABICHUS 0a3
JAHHBIX, BEJICHUS TOKyMEHTO000pOTa, CIIPAaBOYHO-TIPABOBBIE CUCTEMBI,
pecypchbl HHPOPMAIIMOHHO-TEIEKOMMYHUKAIIMOHHOH ceTH «HTepHeT»,
OPITEXHHUKY.




Pesynprarel 00ydeHHs TO TUCHMIUIMHE JOCTUTAIOTCS B paMKaxX OCYIIECTBJICHHS BCEX
BUJIOB KOHTAaKTHOW W CaMOCTOATENBbHOM paboThl O0OydyalomMXCs B COOTBETCTBHU C
YTBEPKACHHBIM Y4EOHBIM IIAHOM.

Wupukatopsl  JOCTIKEHHS KOMIETEHUUH  CYMTAIOTCS  CPOPMHUPOBAHHBIMHU  IIPU
JOCTUXKEHUH COOTBETCTBYIOILIUX UM PE3yJIbTaTOB OOyUYEHHUSI.

2. CTpyKTYpa M coJep:KaHue JUCHUIIMHBI

2.1 Pacnipeaesienne TPyA0EMKOCTH AMCUMILIMHBI IO BHAaM padoT

OObmas Tpy10EMKOCTh AUCLMILIMHBI COCTaBJISIET 2 3a4eTHBIX enuHulbl (72 yaca), ux
pacripeniesieHle 1Mo BUAaM paboT MPEICTaBICHO B TAOIHUIIE

Bupner pabor Bcero ®dopma oOydeHust
4acoB OYHast OYHO-3204YHAsI
3 3
ceMecTp ceMecTp
(gacer) (gacer)
KonTakTHas padoTa, B TOM YHCJIE: 38,2 28,2
AyauTopHbIe 3aHATHSA (BCero): 34 24
3aHATHSI JIEKIIMOHHOTO THUITA 18 12
J1a00PATOPHBIC 3aHATHUS
NpPaKTUYECKUE 3aHITUS 16 12
CEMHHAPCKUE 3aHATHSI
HHas KOHTaKTHasi padoTa: 4,02 4,02
Kontpons camoctostensHoi pabotel (KCP) 4 4
[Tpomexyrounas arrecraims (MKP) 0,2 0,2
CamocTosiTeIbHAsi padoTa, B TOM YHCJIE: 33,8 43,8
Pegpepam (noozomosxa) 14 14

Camocmoamenvhoe uzyuenue pasoenos, cCamono020mosKa
(npopabomka u nosmopeHue 1eKYUoHHO20 MAmepuaila u
Mamepuana y4eOHUKos u y4eOHbIX nocooutl, N0020mogKa 19,8 29,8
K J1a00pamopHelM U NPAKMUYECKUM  3AHAMUAM,
KOJLIOKBUYMAM U M.O.)

IoaroroBka K TeKymieMy KOHTPOJIIO

Kontpoas:

IToaroroBka k 3auery

Oomas gac. 72 72

TPYA0EMKOCTH B TOM 4YHCJI€ KOHTAKTHAS 382 28.2
pa6ora ' '
3a4. e[ 2 2

2.2 Conepxanue JTUCUMIIIMHBI

PacnpenencHue BuaoB yueOHOM pabOThI U MX TPYAOEMKOCTH IO pa3jesiaM JUCIUTUINHBL.

Pazgenbl (TeMbl) AMCHUMILIMHBI, U3ydaeMmbie B 3 cemectpe 2 (kypce) (ounas ¢popma
0byuenus)

KonngecTBo yacoB

AynuTtopHas Bueaymu
Ne HanmenoBanue pasnienos (Tem) Beero yﬂa 60121 opHas
P pabora

113 JIP CPC

[peamer, comepKaHue U 3a/1a4d Kypca JOKyMEHTOBEACHHE U
JIETIOBOI TOKYMEHTOO0OPOT

JIOKyMEHTBI M IpaBuiia uX 0hopmIIeHuUS
OpraHu3aiuOHHO-IIPABOBbIC JOKYMEHTBI
PacniopsiiuTenbHbIe TOKYMEHThI

JIOKyMEHTHUPOBAHHE JICSITEIbHOCTH KOJUIETHATLHBIX OPIaHOB
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6. HubopMalmoHHO-CIIPaBOYHBIE JOKYMEHTBI 6 5 1 3
7. |ConpoBonuTenbHbIE TOKYMEHTHI 6 1 2 3
Odopmitenre, 00paboTKa U XpaHCHUE TOKYMEHTAIIUH 110
8. BHEIIHEYKOHOMHUYECKOH JACSATEIBHOCTH B COOTBETCTBUH C 58 1 1 38
TpeboBaHUsIMHU 3aKOHOAATeNbCTBA Poccuiickoit @enepanun n ' ’
MEXIYHapOIHBIX akToB. COBpEMEHHOE JEJI0BOE MUChMO
9.  |lokyMeHTHI KaJpOBOH M OYXTalNTEepCKON CIyKOBI 4 1 1 2
10. |Opranmzamus paboOTHI C TOKYMEHTaMHU 4 1 1 2
11. |ABToMaTH3aIms JOKYMEHT0000pOoTa 4 1 1 2
12 JloKkyMeHTO000OpOT B OpraHM3alliy U yIIpaBiIeHHUH On3Hec- 4 1 1 5
TIpoLeccaMu
13. |Ciyx06a TOKyMEHTaIIMOHHOI'0 00ECIeYeHUsI YIIPaBICHUS 4 1 1 2
HTOI'O no pazoenam oucyuniusl 67,8 | 18 16 33,8
Kontpons camocrosrensHoit padots! (KCP) 4
[Tpomexyrounas arrecrarms (MKP) 0,2
[ToaroroBka K TeKyleMy KOHTPOJIIO
OO0m1ast TPyI0EMKOCTb 10 JUCIUATUTHHE 72
[lpumeuanue: JI — nexuum, [13 — mnpaxtudeckue 3anatus / cemuHapel, JIP —

naboparopuble 3ausaTusl, CPC — camocrositensHas pabota cTyeHTa

Paszensr (TeMBI) AMCIUIUIMHBI, W3ydaeMmblie B 3 cemectpe 2 (kypce) (ouno-3aounas
¢opma 06yuenus)

Kommuectso yacos
Bueaynu-
Ne HaumenoBanue pa3zenos (Tem) AyuTOpHas TopIZax
Bcero pabora
pabora
J 113 JIP CPC
1 [penmer, conepkaHue U 3aJa4u Kypca TOKyMEHTOBEICHHE U 3 05 05 5
' JICTIOBOM JIOKYMEHTO000pOT ' '
2. JIOKyMeHTBI M IipaBuiia uX oopmiieHUs 5 1 1 3
3. OpraHu3aloHHO-TIPABOBbIC JOKYMEHTBI 6 1 1 4
4. PacnopsnuTenpHbIe TOKYMEHTHI 6 1 1 4
5. JloKyMeHTHpOBaHNE AESTEIFHOCTH KOJJIETHAIBHBIX OPTaHOB 6 1 1 4
6. WudopmanmoHHO-cripaBOYHbIE JIOKYMEHTBI 6 1 1 4
7. ComnpoBoanuTensHbIe JOKYMEHTHI 6 1 1 4
Odopmiienne, 06paboTKa 1 XpaHEHHE TOKYMEHTALIUH 110
8 BHEIIHEYKOHOMHYECKOH JAESTEILHOCTH B COOTBETCTBUH C 58 1 1 38
TpeOoBaHMAMH 3aKOoHOMaTeNsCTBA Poccuiickont deneparmu u ! !
MEXKIyHapOIHbIX akTOB. COBpEMEHHOE IeJI0BOE NHChMO
9. JIOKyMEHTBI KaJIpOBOI U OyXTanTepCcKoi CiryKObl 5 1 1 3
10. |Opranuzanusi pabOTHI C JOKYMEHTAMU 5 1 1 3
11. |ABTOMaTH3aIUs TOKYMEHTOOO0pOTa 5 1 1 3
12 JokyMeHT0000pOT B OpTaHU3AINH U YIIPABICHUN OHU3HEC- 5 1 1 3
npoLeccaMu
13. |Cnyx0a TOKYMEHTAIMOHHOT0 00ECICYCHUsI YIIPABICHUS 4 0,5 0,5 3
HUTOI'O no pazoenam oucyuniutol 67,8 | 12 12 43,8
Kontpons camocrosrensHoit paboter (KCP) 4
ITpomexyrounas arrecraims (MKP) 0,2
[ToaroroBka K TeKynieMy KOHTPOJIFO
OO0m1ast TPyIOEMKOCTb IT0 JUCIUTUINHE 72
IIpumeuanune: JI — nexkumu, II3 — mnpaktuueckue 3aHATUsS / cemMuHapsl, JIP —

J'Ia60paTOpHBIC 3aHATHA, CPC — camocrosTenbHas pa60Ta CTyACHTa



2.3 Coneprxanue pa3iesoB (TeM) THCHUILTHHBI
2.3.1 3aHATHSA JIEKUMOHHOT O THIIA

HanmenoBanue paszena (TeMbl)

Coneprxanue paszzena (TemMbl)

dopma TeKyliero
KOHTPOJIA

1. Tpemer, coepanye i [oHATHS «TOKYMEHT, «IOKYMEHTO000POT» U Kpartkuii orpoc B
saaum Kypea «JIOKyMeHToBezieHne». PasButre nokymeHTa. CrocoOs HavaJie JISKIIMU
., |TOKYMEHTHPOBaHHUS U MaTepUaJIbHbIE HOCUTEIH
JIOKyMEHTOBEJICHUE U JIETIOBOU .
1OKYMEHTO0B0pOT nHpopmanun. CBolicTBa 1 QyHKIMH JOKYMEHTOB.
Knaccudukarps.

2. Yuudukaums W craHmapTusanus  ynpasieHueckux | Kpartkuit orpoc B
nokymeHToB.  IlpaBuma  odopmileHHST — TOKYMEHTOB.| Hadale JICKIINU
TpeboBanus K oopmITeHUIO OpraHu3aluOHHO-

JIOKyMEHTBI M ITpaBuIIa UX

o opMIeHus pacnopsAuTenbHbIX  IoKyMeHToB CocTaB  pEeKBU3UTOB
JOKyMeHTOB. TpeOoBaHHsS K OGOPMIIEHHIO PEKBU3UTOB.
HcrpaBienuss B JOKyMeHTaX. bJaHKM JIOKyMEHTOB
NpeNpUsITHS

3. OyHKIMM W 0COOEHHOCTH OpraHM3aloOHHO-TIPaBoBbIX | Kpatkuii ompoc B

JOKyMEHTOB. YcraB opraHum3anuu. [lonokeHne o Hauane JIEKIMU
OpraHu3allMOHHO-TIPAaBOBBIE  [CTPYKTYPHOM ToApasfeleHuHd opranusamuu lltaTtHoe
JIOKYMEHTBI pacrucaHue. [lpaBuna  BHYTpEHHEro  TPYAOBOIO

pacnopsinka.  MHCTpykumum 1O OTAENBHBIM  BHJAM

JIeATeNbHOCTH. JIOJKHOCTHBIE HHCTPYKIIUH

4, PacropsIHTebHbIC Bugsl pacnopsaurensHbix  TokymeHToB. OcobenHoctu| Kpatkuii onpoc B
JIOKYMEHTHI [IOATOTOBKHU u ohopmieHus paclopsAUTENBHBIX | Hadalle JEKIUN

JIOKyMEHTOB.

5. OpraHu3anoHHO-TEX HIUECKHE MEpOTPHUITHS no| KpaTxkwuii orpoc B
JloKyMeHTHpOBaHHUE HOIrOTOBKE M TIpOBEAEHMIO coBemaHuid. CTpykTypa| Hauaie JEeKIUH
JeATENbHOCTH KOJUIETHANIbHBIX |IOKIada M OT4eTa: Ha  COBCIIAHMH, 3acelaHuH,

OpraHoB koHpepeHMH W T.0. TpeOoBaHMA K COCTaBICHUIO H
0(hOPMIICHHUIO TPOTOKOJIOB.

6. Bunst MH(OPMAIMOHHO-CIIPABOYHBIX JIOKyMeHTOB. | Kpatkuii onpoc B
Nudopmanmonno-cnpaBounsie |Odopmiienne cripaBok. OdopmileHne TOKIaIHbIX 3aMUCOK. | Havaje JEeKIHN
JOKYMEHTHI Odopmiienre 00BSACHUTENBHBIX 3amucok. OdopmieHue

aktoB. Ocobennoctu tenedoHorpamm, (HaKCHMUIBLHOM
cBsi3u. OCOOCHHOCTH UCIIOIb30BaHMS TeNeTala.

7. OcobenHocTH 0opMIIEHHS 1 UCTIONH30BAHHS Kpatxwuii ompoc B
COTIPOBOAUTENBHBIX JOKyMeHTOB. OdopmieHue, Hayaje JeKIUH
00paboTKa M UCHOIb30BAaHUE COTPOBOAUTEIHHBIX

CompoBoauTensHbIe

JIOKYMHTBI JOKYMEHTOB IIPOLIECCOB IIEPEBO3KH PA0OTHHUKOB, TOCTABKH
IPY30B U yIpaBJieHHe KOPIOPATUBHEIM TPAHCIIOPTOM
opranmzanyy. [ToaroroBka TOKyMEeHTAMU IS
MIPOBENICHH POLIEYP BHIOOPA ITOCTABIIMKOB U 3aKYITKH.

8. |Odopmienue, obpadoTka u IIpaBuna  odopmieHnsa, o0paboTku u  XpaHenus| Kparkuii ompoc B
XpaHeHHEe JOKYMEHTALUH 110 |IOKYMEHTALlUH 110 BHEIIHEIKOHOMUYECKOH NeATebHOCTH| Havale JEeKIUH
BHEIIHEIKOHOMHUYECKOH B COOTBETCTBMM C TpeOOBaHMAMH 3aKOHOATEIHCTBA
JIESATENBHOCTU B cOOTBETCTBUU |Poccuiickoii @enepaliii M MEXAYHAPOIHBIX  aKTOB.
¢ TpeGOBaHUIMHU HdenoBoe muceMoO B ycnoBUsX YyHUpukaumu. I[IpaBuna
3aKOHOJATENNbCTBA ohopMIiIeHHs 1enoBoro nuckMa. Hekoropele BHIOa mUCEM.

Poccuiickoit @enepanun u MexayHapoaHble TUCbMA.
MEKITyHapPOIHBIX aKTOB.
CoBpeMeHHOE JIETTOBOE MHCHMO
9. Bunpl m1oKyMeHTOB M0 TUYHOMY cocTaBy. TpeboBanus k| Kpartkwmii ompoc B
oopmrenuto TpymoBoro gorosopa. OdopmiieHue npuemMa| Hadale JISKIINH
JIOKyMEHTBI KaJpOBOH U Ha paboty. 3asBieHne o npueme Ha padbory. OdopmieHue
OyXTanTepcKon ciyKObl MIPUKA30B 10 JIMYHOMY COCTaBY. TpynoBas KHIDKKA.
Jlvunass xaprouka. JlmuHoe neno. XapakTepUCTHKA.
Astobuorpadus. Pesrome.

10. O6paboTka mocTymarommx JokyMmeHToB. OOpaborka| Kpartkuii orpoc B

Opranusanus paboTsI ¢ OTMpaBISIEMbIX  JOKyMEeHTOB. Ilopsgok  paboThl  C| Havase JeKIUH

JAOKYMCHTaMH

BHYTPCHHUMH JOKYMCHTaMH. PGFI/ICTpaL[I/Iﬂ U KOHTPOJb
HCIOJHCHUSA JOKYMCHTOB. q)OpMI/IpOBaHI/Ie n O(i)OpMJ'IeHI/Ie




jen. IloaroroBka IOKYMEHTOB K Iepefaue Ha apXHUBHOE
XpaHEHHE.

11. ONeKTpOoHHBIM JOKyMEHT. ABToMaTu3alusa cocTaBieHus | Kpartkuii onpoc B
ABTOMaTH3ays JIOKyMEHTOB. ABTOMaTH3aIms JIeTIONPON3BO/ICTBA. [HAYaIIe JICKIINU
JIOKyMEHT0000pOTa Benenue 6a3bl JTAHHBIX JIOKyMEHTaIN| o

BHEITHETOPTOBOMY KOHTPAKTY.

12. |doxymeHTOOOOPOT B JlokymeHTHpOBaHHEe  OW3Hec-mporeccoB  YmpasiieHue | Kpartkuii onpoc B
OpraHM3alliy ¥ YIIpaBJIeHNH  |OM3HEc-TpoIeccaMu yepes OpraHM3alHIo | Havaje JEeKIHN
Ou3HEec-TIpoleccaMu JIOKyMeHT0000poTa

13. 3amaun u  QyHKUMH caykObl  JOoKymeHTanuoHHoro |Kpatkuii orpoc B
CtyKGa JI0KyMEHTALHOHHOrO obecnieueHus yIIpaBJICHUSL. Crpyktypa  ciyxObl|Ha4ase JEeKIIn
oBecTICueHHA yrpaBIeHHs JIOKyMEHTaIlMOHHOTO obecrieueHus ynpasienus. [IpaBa u

OTBETCTBEHHOCTh CITyKOBI JIOKYM EHTAI[HOHHOT'0
obecrieyeHuns yrpaBJieHHUsI.
2.3.2 3aHATHSA CEMHUHAPCKOI0 TUNA (MPAKTUYECKHE 3aAHITHSA)
Ne HaummenoBanue paspena (TeMbl) TemaTuka 3aHATHI/PabOT Popma Texymero
KOHTPOJIS

1. |[Ipenmer, copepkaHue u [Monstuss «uHbOpPMaLUs» M «IOKYMEHT». PasBurue Pedepar-
3a/1a4M Kypca JIOKyMEHTA. Crioco0sr JOKYMEHTHPOBaHUS U Ipe3eHTalus
JIOKyMEHTOBEJICHUE U JIeJIOBOW |MaTepuainbHble Hocurenu uHpopmanuu. CBoiicTBa U
JIOKYMEHTO000pOT ¢ynkpm nokymenToB. Kiaccuguxaryst.

2. Coznanue JIOTOTHUIIA, 2JIEMEHTHI PEKBU3UTOB Pedepat-

npeanpustiss ~ Co3ganue  COOCTBEHHOro  00pasiia| Mmpe3eHTalus, KeHc
HOKyMCHTbI U MpaBujia ux PEKBU3UTOB JAOKYMEHTA. PexBU3UTHI JCJIIOBBIX
ohopmiteHUs JoKyMeHTOB.  OdopmiieHHe  pEeKBH3MTOB  JEIOBBIX
JOKyMeHTOB (rpud  yrBepkIeHus, ajipecar, Trpud
COTJIACOBAHUS U T.1I.).
3. PaGora c dainamu, CcO3gaHHBIMM Ha TIPEbLIyIIEM Pedepar-
3ansaTud. O¢opmiieHne OnaHKa JOKYMEHTa, MCIHONb3Ys| Mpe3eHTaLus, Keic
COXpaHEHHBIC JIOTOTHII, JJIEMEHTHl PEKBU3UTOB. YCTaB,
OpraHu3allMOHHO-TIPABOBBIE  |YUPEIUTENbHBIH JOTOBOP, IOJOXKEHHE 00 OpraHM3aluy,
JOKYMEHTBI HOJIOKEHHE O CTPYKTYPHOM IOApa3/eeHIH, HOIOKEHUE
o KOJIJIETHaTbHOM (coBemmaTenbHOM oprase)
OpraHM3alli{, perJIaMeHT, INTaTHOE  pAacCIFCaHue,
MHCTPYKIHS, TOJDKHOCTHAS! HHCTPYKIHS.

4. IIpuka3sl. Co3nanue m1abI0HOB MPUKA30B 110 Pedepar-
PacnopsnurensHbie OCHOBHOM JI€ATENILHOCTH U 110 INYHOMY COCTaBY IIPE3EHTAlNsA, KEHUC
JOKYMEHTHI (mponomnpHEIL Giiank obmero Buaa). [locraHoBieHNS;

PpeLIeHns; IPUKa3bl; PACTIOPSDKEHHS; YKa3aHHs.

5. |doxymeHTHpOBaHHE IIpotokon, ero Buapl. Co3maHue M1abIOHOB MIPOTOKOJIA. Pedepar-
JeATENFHOCTH KOJIETHalIbHBIX npe3eHTalus, Keic
OpraHoOB

6. Axt. JloknmamHas 3amucka. CiyxeOHas — 3amucKa. Pedepar-

OOpscaurenbHass  3amucka.  CosmaHme — mraGiioHA| Mpe3eHTAlus, Kewc
WudopmannoHHO-CIpaBOYHBIE
JIOKYMEHTBI JOKIIAHBIX, OOBSCHUTENBHBIX 3aIllCOK M CIIY)KEOHBIX
3ammcok. OdopmieHne cmpaBKu, co3fgaHue mabioHa
JoBepeHHOCTH 1 pactiicki. Dakcel. TenedoHOrpaMMBL
7. OdopmiteHre TOBapHO-TPAHCIIOPTHOMN HAKIIAHOMH, Pegepar-
IyTEBOT'0 JIMCTA, JIOTOBOPA HA OKAa3aHHME TPAHCHOPTHBIX | Mpe3eHTaLus, Kekic
CompoBonuTensHbIC
yCITyT, MyTEBOro JIUCTa U T.1. [loaroroBka
JIOKYMCHTEI JOKYMEHTAIIMH JUIsl IPOBESHUS POLeyp BbIOOpa
MOCTaBIIMKOB U 3aKyITKH.

8. |Odopmnenue, odpadorka u IlpaBuna odopmieHus, o00pabOTKM UM XpaHEHHA Pedepar-
XpaHEeHHUEe TOKYMEHTALUH [0 |IOKYMEHTaIH 1o BHEIITHEAKOHOMHUYECKOH | TTpe3eHTaIus, Kerc
BHEIITHEAKOHOMHUYECKOM JEeATENPHOCTH B COOTBETCTBHM C  TpeOOBaHMSIMHU
JeATENTFHOCTH B COOTBETCTBHHM |3aKOHO/IATENIbcTBA  Poccuiickon Denepannu u

¢ TpeOOBaHUSAMU
3aKOHOJATENIbCTBA
Poccuiickoii @enepanun u

MCKAYHAPOAHBIX dKTOB.

MEeXIyHaponHbIX akToB. CocraBieHMe W OQOpMIEHHE
JIeTIOBOr'0 MHChbMa, (pakc AUPEKTOpPY, COCTABUTH JIETIOBOE
MTHUCHEMO 3apyOeKHBIM MTapTHEPaM.




COBpCMCHHOC JACJIOBOC
IIHUCbMO

JIOKyMEHTBI KaJpoBOI
CITY’KOBI

TpynoBble JOrOBOPEI ¢ COTpYAHUKaMU. JImdHbIe
KapTOUYKH pabOTHHUKOB. TpyHOBbIE KHIKKH.
YBenomieHre pabOTHUKOB O BEIOOPE (DOPMBI TPYIOBOU
kHWKkH. lllTaTHOE pacnucanue. JomKHOCTHBIE
uHCTpyKuWH. [IpaBuiia BHyTpEHHETO TPYI0BOTO
pacriopsiaka. ['paduk ormyckoB. 3asBieHue.
XapaxkrepucTtruka. Aproouorpadus. Pesrome.
Odopmienne 3asBienns. Cozpanue aBroOHorpaduu u
xapakTepuctuku. OgopmiieHne pe3rome.

Pedepar-
Ipe3eHTalus, Keic

10.

Opranusanus paboThI C
JIOKyMEHTaMH

Opranuzanusi JTOKyMEHTOOOOpOTa Ha MPEANpPUSTHH.
Peructpanms BXOmsmMx JOKYMEHTOB. Perucrpanms
UCXOASAIIMX JOKYMEHTOB. .

Pedepar-
Mpe3eHTanus, Keic

11.

ABTOMaTH3aALHA
JIOKYMEHT0000pOTa

CocraBjcHHE B 3JCKTPOHHOM BHUJE CXEMBI pPabOTHI C
nokymentamu. Co3JaHue CaMOCTOSATENBHO — 00pasia
OlaHKa YUYPEXKJCHHUS, B KOTOPOM BBl 00YyYaeTech.
Co3gaHue  9JIEKTPOHHOTO JKypHaJla B TEKCTOBOM
pelaKkTope IUIS PETUCTPAIMU BXOMSANIMX M HCXOJSIINX
JIOKyMeHTOB. Benenue 0a3bl AaHHBIX JOKYMEHTAIMH IO
BHEITHETOPTOBOMY KOHTPAKTY.

Pedepar-
Mpe3eHTanus, Keic

12.

JokymMeHT0o000pOT B
OpFaHI/ISaL[I/II/I u praBHeHI/II/I
OM3HEC-TPOLIECCaMH.

Pedepat-
Mpe3eHTanus, Keic

CpOKI/I XpaHCHHA HCIOJHCHHBIX JCJTOBBIX llOKyMCHTOB.
[TomroroBka MOKYMEHTOB K cmade B apxuB. Co3math
obpaser; 00JIOKKH Jea, oOpasel] omucu jaena, odpaserl
3aBEPUTEIILHON HAIIHCH.

13.

Ciyx0a TOKyMEHTallMOHHOTO
obecrieyeHus yrpaBIIeHUSI.

Pedepar-
MPE3CHTAINS, TECT

3amaun u  QyHKOMH  CIYKObI  JIOKYMEHTAI[HOHHOTO
obecnieuennst  ympaenenus.  CTpykrypa  CIyKObl
JOKYMEHTAIllHOHHOT0 obecreueHus ynpasienus. [Ipasa u
OTBETCTBEHHOCTb CITY>KOBI JOKYMEHTalluOHHOTO
00ecTIeYeHNs YIIPaBIICHHS.

3amura 1a60paTopHOU

pa6otsl (JIP), Bemmosinenne kypcoBoro npoekta (KII), kypcoBoii

pabotsl (KP), pacuerHo-rpaduueckoro 3amanus (PI'3), manmucanue pedepara (P), acce (9),
kosutokBuyM (K), rectupoBanue (T) u 1.11.

2.3.3 [lpumepHasi TeMaTHKA KYpPCOBBIX padoT (IIPOEKTOB)
KypcoBast paboTa no gaHHO#M AUCHUIUIMHE HE IPEAYCMOTpPEHA.

2.4 TlepeyeHb Y4eOHO-METOAUYECKOT0 o0ecneyeHHs JJIsl CAMOCTOATEIbHON pPadoThI
o0yyamuxcst o AUCHHUILINHE (MOIYJIIO)

ITepedyenp yueOHO-METOAMYECKOTO 00ECTIEUeHUS TUCIIUILINHEI 110

00y4deHus

Ne Bug CPC BBITIOTHEHUIO CAMOCTOSATENBHOU PabOTHI (8b10pams 6 cOOmMeemcmauiL ¢
suoom CPC)
1 3aHATHA JEKIMOHHOTO 1 |MeToAMYecKHe yKa3aHWsA Ul ITOATOTOBKM K 3aHATHAM JICKIMOHHOTO U
CEMHHAPCKOT0 THIIA CEMUHAPCKOr0 THMA. YTBEpPXKIECHBI Ha 3aceqaHun CoBeTa 3KOHOMUYECKOTO
takymeTera @T'BOY BO «Ky6I'Y». Ilporokon Ne 1 ot 30 aBrycra 2018 rona..
Pesxum mocrymna: https://www.kubsu.ru/ru/econ/metodicheskie-ukazaniya
2 |IloaroroBka scce, pedeparoB. |Meroauueckue yKa3zaHus Ui OATOTOBKH dcce, pedepaToB, KypCcOBHIX paboT.
YTBepxkneHsl Ha 3acemanun CoBera 3KoHOMHYecKoro ¢axynprera GI'BOY
BO «KyoI'Y». IIporokon Ne 1 or 30 aBrycra 2018 roma.. Pexxum moctyma:
https://www.kubsu.ru/ru/econ/metodicheskie-ukazaniya
3 Boinonnenue Meroandeckie yKa3aHHS 110 BBITOJHEHHIO CAMOCTOSTEIBHOH pPaboTHI
CaMOCTOSITETIbHON paboOThl  |0Oyuarommxcs. YTBepKIeHsl Ha 3acemaHnn CoBera SKOHOMHYECKOTO
o0yJarommxcst ¢axymnsrera PI'BOY BO «KyoI'Y». [Iporokon Ne 1 ot 30 aBrycra 2018 rona..
Pexxum moctyna: https://www.kubsu.ru/ru/econ/metodicheskie-ukazaniya
4 WnrtepakTuBHBIE MeTOABI  (MeToaudeckne yKa3aHHs 10 HWHTEPAaKTHBHBIM ~ MeTogaM  OOy4eHHS.

YTBepxneHsl Ha 3acemanun CoBera 3KoHOMmYEcKoro Qaxympreta GI'BOY
BO «Ky6I'Y». Ilporokom Ne 1 or 30 aBrycra 2018 roma. Pexxum moctyma:
https://www.kubsu.ru/ru/econ/metodicheskie-ukazaniya
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https://www.kubsu.ru/ru/econ/metodicheskie-ukazaniya

Y4eOHO-MeTOAMYEeCKHe MaTepuallbl ISl CAMOCTOSITEIbHOM PabOThl OOy4aromuxcs u3
YHUCJIa UHBAJIUAOB U JIUI C OTPAHUYEHHBIMHU BO3MOKHOCTSIMU 3/10p0oBbsi (OB3) npenocrasnsiorcs
B (hopMmax, alalTUPOBAHHBIX K OTPAHMYCHHUSM UX 37I0POBbS U BOCHPUATHS HH(OPMAIIHH:

JUnist U1 ¢ HApyIICHUSIMUA 3PCHHS:

— B Ie4aTHOM (hopMe yBeTUUIEHHBIM MIPUPTOM,

— B opMe AIIEKTPOHHOTO JIOKYMEHTA,

— B ¢popme ayauodaiina,

— B meyatHoi (hopme Ha si3pike bpaits.

JInst AL ¢ HapyleHUs MM ClIyXa:

— B TiedaTHou (opme,

— B opMe DIEKTPOHHOTO JIOKYMEHTA.

JUiist U1 ¢ HapyIIEHUSIMHA OTIOPHO-/IBUTATEIBHOTO ammapara:

— B Ile4aTHOU opme,

— B JOopMe DIIEKTPOHHOTO JIOKYMEHTA,

— B (hopMe ayauodaiina.

JlaHHBI TIepedeHb MOXKET OBITh KOHKPETH3MPOBAH B 3aBUCHUMOCTH OT KOHTHHICHTA
00yJaronuxcs.

3. OOpa3oBare/ibHbIE TEXHOJIOTHMM, NMPHUMeEHsieMble MPH OCBOECHUM AMCUUIJIMHBI
(MoayJis)

B xonme wu3ydeHWs UCHUIUIMHBI TPEIYCMOTPEHO HCTOJB30BAHUE  CIEAYIOIIUX
00pa3oBaTeNbHBIX TEXHOJOTHI: JICKIIMH, MPAKTUYECKUE 3aHATHS, CaMOCTOSITENbHas padoTa
CTYICHTOB.

KoMrereHTHOCTHBI MOAXOJ B pamMKax MpenojaBaHus TUCIHUILIMHBI peannu3yeTcs B
HCIO0JIb30BAHNN MHTEPAKTUBHBIX TEXHOJIOTHIl B COUETAaHUH C BHEAYIUTOPHOM paboTOil.

NudopmanronHble  TEXHOJIOTUH, TMpPUMEHSEMble TpPU HU3YUYEHUHM  JUCHMIUIUHBI:
UCIOJIb30BaHME  HMH(OPMALIMOHHBIX  PECypCcoB,  JOCTYNHBIX B  HH(OPMALMOHHO-
TEJIEKOMMYHHUKAIIMOHHOU ceTu IHTepHeT.

AnantuBHble 00pa30BaTENIbHbIE TEXHOJIOTUH, IPUMEHSIEMbIE TPU U3YYCHUH TUCIUTIIHMHBI
— JUIsl JIMIl C OTPaHUYEHHBIMH BO3MOXHOCTSMHU 3J0POBbSI IPEIyCMOTPEHA OpraHu3aIus
KOHCYJIbTAIMH C UCIOJIb30BAHUEM AJIEKTPOHHOM MOYTHI.

4. OueHoYHble CcpeACTBA JUIA TeKYylIero KOHTPOJS  yCIeBaeMOCTH |
NMPOMEKYTOYHOM aTTeCTAMHU

OneHouHble CpeACTBa IMpEeAHA3HAYEHBl S KOHTPOJS M OLEHKH 00pa30BaTeIbHBIX
JOCTHKEHHH oOyuarouxcs, OCBOMBIIIHUX porpaMmmy yueOHOU JUCIUTIIAHBI
«JlokyMeHTOBeZIeHHE U JeTOBOM JOKYMEHTOO00POT.

OueHouHbIE CpeACTBa BKIIOYAIOT KOHTPOJIbHBIE MaTEpHAIIbl JJI IPOBEACHUS TEKYyLIero
KOHTPOJISA B OpME TECTOBBIX 3a/JlaHUM, pedepaToB-MpPe3eHTALMU, KEHCOB U MPOMEKYTOUYHOI
arrecranuu B opme BOIIPOCOB K 3aYETY.

CTpyKTYypa OlEeHOYHBIX CPEACTB /ISl TeKylIeil i MPOMEKYTOYHOM aTTeCTAIMHU

Kona u HaumeHoBanue HaumeHnoBaHue OIIEHOYHOIO CpE/ICTBA
Ne Pe3ynbraTel 00y4eHus
WHIUKaTOpa . [Ipomexxyrounas
w/n (8B cootBeTcTBHH C 1. 1.4) Texymmuii KOHTPOIb

(B cootBeTcTBHH C 1. 1.4) aTTecTanys
3HaeT: 3aKOHOAATEIHCTBO Ompoc, pedepart- Bompoc Ha

HUIIK-1.1 Pa3pabaTreiBaeT VR poc, pedep P
Poccutickoit @eneparim B MPe3CHTAINs, TECT 3a4eTe

U UCTIONB3YET

1 . 00nacTi MaTepraIbHO- 29-48

WHCTPYMEHTapHA
TEXHUYCCKOr0 00ECIICUEeHNS,

JIOKYMEHTOBEICHUS U
JIEITOTIPON3BOJICTBA.

JeITOBOTO 3naer: CTpyKT MPUHITATIBI Omnpoc, pedepar Bompoc na

JOKYMEHT0000pOoTa ISt PyK y‘iy’ P ’ poc, p P . P
HWHCTPYMEHTaPHiA Mpe3eHTaNws, Keic, TecT | 3adeTe

2 | peleHHs MOCTaBIICHHBIX

saat JIOKYMEHTOBEACHHUSA U JETOBOrO 1-28

JIOKYMEHT0000pOTa




OpTraHH3allH, a TAKXKe
pa3paboTku u ohopMIICHUS
JOKYMEHTAIIH!

Ywmeer: PazpabareiBath n
BHEJIPATH JIOKAIbHBIE
HOPMaTHBHBIE aKThI 1
periaMeHTHpyIomue
JOKYMEHTBI O0LIEro Xxapakrepa
U 110 (PyHKIIMOHATBHOMY
HAaIpaBJICHUIO JEITEIbHOCTH

Omnpoc, pedepat-
Mpe3eHTalus, Keic, TecT

Bonpoc Ha
3ayere
1-28

VYwmeer: PazpabareiBath u
UCIIOIb30BaTh
HUHCTPYMEHTapuit
JIOKYMEHTOBEIEHHsI U AEJIOBOTO
JOKYMEHT0000poTa
OpraHu3aliK, B TOM YHUCIIE 110
BHEIIHEAKOHOMUYECKOM
JIeSITeTbHOCTH

Omnpoc, pedepat-
Mpe3eHTaIus, KeHC, TeCT

Bonpoc Ha
3ayere
29-48

Tpynosoe neiicTBue:
Odopmitser TOKyMeHTaIHIo, B
TOM YHCIIE 110
BHEITHEAKOHOMHUYECKOM
JIEATEJILHOCTH B COOTBETCTBUH
¢ TpeOOBaHUAMU
3aKoHoJaTeNnbcTBa Poccuiickon
®denepanyy 1 MEXAYHAPOAHBIX
aKTOB

Omnpoc, pedepat-
Mpe3eHTalusl, Kelc, TeCT

Bonpoc Ha
3auere
1-28

Tpynosoe nericTBue:
Hcnone3yeT KOMIbIOTEPHBIE
HpOrpaMMBbl JUISl BEJCHUS
ydeTa, CUCTeMaTU3aluu U
aHaJIM3a JaHHbIX, COCTABIICHUS
0a3 JaHHBIX, BEICHUS
JIOKYMEHT0000pOoTa,
CIIPaBOYHO-TIPABOBBIE
CHCTEMBI, PECYPCHI
nH()OpPMALIMOHHO-
TENEKOMMYHUKAIITHOHHON CETH
«/HTEpHET», OPITEXHUKY

Omnpoc, pedepar-
IIpEe3EHTALHNs, KEeHC

Bonpoc Ha
3auere
29-48

10

UIIK-2.2 Pa3pabaTrsiBaeT
1 MCHONB3YET
HWHCTPYMEHTApUI
JOKyMEHTOBEJICHUS 1
JIETIOBOTO
JIOKYMEHT0000pOoTa 115
PpEeIIEeHHS TOCTaBICHHBIX
3a1a4

3HaeT: 3aKOHOAATEIHCTBO
Poccuiickoit ®enepanuu B
o0JracTi MaTepraIbHO-
TEXHUYECKOr0 00ECIICYEHMS,
JIETTOTIPON3BO/ICTBA.

Omnpoc, pedepar-
HPE3EHTALS, TECT

Bonpoc Ha
3ayere
29-48

3naet: CTpyKTypy, IPHUHIIHIIBL,
HWHCTPYMEHTApU
JOKyMEHTOBEJICHUS U ICTIOBOTO
JIOKYMEHT0000poTa
OpraHM3aIlH, a TAKKE
pa3paboTKu ¥ OPOPMITCHHS
JOKyMEHTaIlNn

Omnpoc, pedepat-
Mpe3eHTaLHUs, KEHC. TECT

Bonpoc Ha
3ayere
1-28

Ywmeer: PazpabaTriBaTh 1
BHEJPSTH JIOKaJIbHBIE
HOPMAaTHUBHBIC aKThI U
periaMeHTHpyIoImue
JIOKyMEHTBI O0IIETO Xapakrepa
1 10 QYHKIIOHAJTHEHOMY
HaIpaBIICHUIO JISITENFHOCTH

Omnpoc, pedepat-
Mpe3eHTalus, Kelc, TeCT

Bonpoc Ha
3ayere
1-28

Ywmeer: PazpabateiBats 1
HCIONb30BaTh
HUHCTPYMEHTapui
JIOKYMEHTOBEICHUsI U JETI0OBOr0

Omnpoc, pedepat-
Npe3eHTAIHS, TECT

Bonpoc Ha
3ayere
29-48




11

12

HOKyMCHTOO60pOTa
opraHusainuu, B TOM 4YUCJIC 11O
BHEITHEYKOHOMHYECKOM
JACATCIIBHOCTH

TpynoBoe nericTBue:
OdopmIIseT TOKYMEHTAIIUIO, B
TOM YHCJIC IO
BHEIITHEIKOHOMUYIECKOM
JIESITEIIBHOCTH B COOTBETCTBHH
¢ TpeOOBAHUSIMHU
3aKOHO/aTeNnbCTBa Poccuiickoit
denepalty 1 MEKIYHAP OTHBIX
AKTOB

Omnpoc, pedepat-
Mpe3eHTalus, Keic, TeCT

Bonpoc Ha
3ayere
1-28

Tpynosoe neiicTBue:
Hcronb3yeT KOMITBIOTEpHBIE
MpOrpamMMBI JUIsl BEICHUSI
ydera, CUCTeMaTH3aliu 1
aHaNu3a JaHHBIX, COCTABJICHUS
0a3 JaHHBIX, BEJCHHS
JIOKyMeHT0000poTa,
CIIpaBOYHO-TIPaBOBbLIC
CHCTEMBI, PECYpPChI
nH(OpMALIMOHHO-

TENEKOMM YHUKALIHOHHOMN CETH
«/HTEpHET», OPTTEXHUKY

Omnpoc, pedepat-
Mpe3eHTAaIus, KEHC, TECT

Bonpoc Ha
3ayere
29-48

13

14

15

16

17

18

UIIK-5.1 Pa3pabaTreiBaeT
1 HCIONB3YET
HWHCTPYMEHTApUH
JOKyMEHTOBEJICHUS 1
JIETIOBOTO
JOKYMEHT0000pOoTa 115
PpEIIEHHS TOCTABICHHBIX
3a1a4

3HaeT: 3aKOHO/IATEILCTBO
Poccuiickoit ®enepanuu B
o0J1acTi MaTepHaIbHO-
TEXHUYECKOro 00eCIIeYeHMs,
JICTTOTIPOM3BO/ICTBA.

Omnpoc, pedepat-
IIpe3eHTaLus, KEeHC, TECT

Bonpoc Ha
3a4eTe
29-48

3uaet: CTpyKTYypy, IPUHIIHIIBL,
MHCTPYMEHTapUi
JOKYMEHTOBEACHHUS U JITIOBOTO
JIOKYMEHT0000poTa
OpraHM3aL|H, a TAKKe
pa3pabotku u ohopmIIeHHUS
JOKYMEHTaIlH{

Omnpoc, pedepar-
[Ipe3eHTaLHNs, KEHC, TECT

Bonpoc Ha
3auere
1-28

Ywmeer: PazpabaTsiBaTh 1
BHEAPSTH JOKAJIbHBIC
HOpPMAaTHBHBIE aKThI U
pernaMeHTHpYyroLmye
JIOKYMEHTBI 00IIIeTo XapakTepa
¥ 10 (PYHKIINOHATEHOMY
HAIIPABJICHUIO JeSTEIbHOCTH

Omnpoc, pedepar-
[Ipe3eHTalus, Kelc, TECT

Bonpoc Ha
3ayere
1-28

Ywmeer: PazpabaTsiBaTh 1
HCTIONB30BaTh
HWHCTPYMEHTApUi
JOKyMEHTOBEICHUS 1 ICIIOBOTO
JIOKYMEHT0000poTa
OpraHM3alliy, B TOM YHCIIE MO
BHEIIHEAKOHOMHYECKON
JeATEbHOCTH

Omnpoc, pedepat-
MpE3EHTALHNsA, KEHC

Bonpoc Ha
3ayere
29-48

TpynoBoe nercTBuE:
OdopmiseT TOKyMEHTAINIo, B
TOM YHCIIE 110
BHCIITHEIKOHOMMYECKOM
JIEATEILHOCTH B COOTBETCTBUU
¢ TpeOOBaHUAMU
3aKOHOJIaTeIbCcTBa Poccuiickoit
Oeneparyiv 1 MEXKITYHAPOTHBIX
aKTOB

Omnpoc, pedepat-
Mpe3eHTalus, Kelc, TECT

Bonpoc Ha
3ayere
1-28

Tpynosoe neicTBue:

Omnpoc, pedepat-

Bonpoc Ha




Hcnonp3yeT KOMIIBIOTEPHbIE Ipe3eHTalus, Kelc, TecT | 3adeTe
TIPOrpamMMBbl 71 BEICHUS 29-48
ydera, CUCTEMaTH3aluu 1
aHaJIM3a JaHHbIX, COCTABIICHUS
0a3 TaHHBIX, BEICHUA
JOKYMEHT0000poTa,
CIIPaBOYHO-TIPABOBBIE
CHCTEMBI, PECYpPCHI
nH(OpPMALIMOHHO-
TENEKOMMYHUKAI[HOHHOW CETH
«HTEpHETY», OPTTEXHUKY

TunoBbie KOHTPOJIbHbIE 32JaHUA UJIM HHbIE MaTepHaJibl, He00X0AUMBbIE /1JIsl OLleH KU
3HAHM, YMEHHi, HABLIKOB H (MJIH) ONBITA AeATeJbHOCTH, XaPAKTEPU3YIOIIHUX ITANbI
(opMupoBaHNs KOMIIETEHIIUI B poLiecce 0CBOeHHsI 00pa30BaTeIbHOI MPOrpaMMbl
Ilpumepnulii nepeuens 60npocos u 3a0anuil
Pegpepam
Temamuxa pepepamos
1. CymHocth u TpeOOBaHUS COBPEMEHHOTO JenonpousBojacTBa. Ponb uHbopManuu B
YIpaBIe€HYECKON JAeATeNbHOCTH opranu3auuu. [JokymeHT u ero GyHKIuU. YHUbUIUPOBaHHAS
CUCTEMa JOKyMEHTAIIHH.
2. Buael 1oKyMeHTOB U UX Kiaccuukanus. Y HUPUKAIUS U CTaHIapTH3AIINS.
3. CoBpeMeHHOE TOCYAapCTBEHHOE perynrpoBanue nenonpousBoactsa ECOY.
4. 3agaun ¥ QyHKUIUU CIIYKOBI JI€IOMPOU3BO/ICTBA.
5. TpeboBanus k cocraienuio u odpopmienuto OPJl. Tlonstue u coctraB pexBusutoB OP]]
I'OCT P.6.- 30.2003
6. OcoOCHHOCTH TIOATOTOBKM H OGOPMIICHHS OpPraHU3AIMOHHBIX JOKYMEHTOB (yCTaB,
YUpEeAUTEIbHBIA JIOTOBOP, JOJHKHOCTHAS WHCTPYKIMS, IIOJIOKEHUE, IITaTHOE pacHucaHue,
CTPYKTYypa U IITaTHAas YUCICHHOCTh).
7. OcoOeHHOCTH MOATOTOBKM M O(OPMIICHUS PACHOPATUTENBHBIX IOKYMEHTOB (TpHUKa3 IO
OCHOBHOI1 J1eTeIbHOCTH, YKa3aHUE, IOCTAaHOBIICHUE, PACHIOPSIKEHHUE U PELLICHUE).
8. Cocrapiienue u odopmieHre HHPOPMAIMOHHO-CIPABOYHBIX JOKYMEHTOB (aKT, MPOTOKOIL,
JOKIJIaJHasl, 0ObSCHUTEIbHAS U CIy)KeOHas 3alHCKH).
9. Bunel nucem, ocobeHHOCTH UX 0(GOPMIICHHUSL.
10. KagpoBas ciayx0a. Pernamenranus ee 1eaTeIbHOCTH.
11. JIokyMEHTHI IO YCTAaHOBJICHHIO TPYIOBBIX IMpaBooTHOmIeHHH. OdopMiieHHe MpPUKA30B TIO
JTUYHOMY COCTaBY, TPYIOBBIX KOHTPAKTOB, TPYIOBBIX KHUKEK, JIMYHBIX KAPTOUEK.
12. OcobeHHOCTH cocTaBiICHUS U OPOPMIICHUS JTUYHOTO JIena.
13. DnexrponHslii oduc. CoBpemeHHbIe WHGOPMAIMOHHBIE TEXHOJIOTHUH, HWCIOJb3yeMbIE B
JOKYMEHTAI[MOHHOM OOECTIeUeHUH YIIPABIICHUS.
14. CtaHOBNIEHHE U Pa3BUTUE TIOHATHUS «AIEKTPOHHBINA JOKYMEHT.
15. IIpo6nema mpuaaHus FOPUIUIECKON CHITBI JIEKTPOHHBIM JJOKYMEHTaM.
16. DeKTPOHHBIA JOKYMEHTOOOOPOT U €r0 OTJIMYHE OT aBTOMAaTU3alMHU JAETOPOU3BOJICTBA.
17. HopmaTHUBHOE ITPaBOBOE U METOAMUECKOE OOECTIeUeHUE DIEKTPOHHOTO JOKYyMEHTO000pOoTa.
18. MHOrOKpUTEepUANbHBIN MOAXOM K TpoOieMy BbIOOpa M ONTUMH3AIMM AamlapaTHO-
MPOTrPaMMHBIX KOMIUIEKCOB: CYIIHOCTb, OCHOBHBIE ATAIlbI.
19. TIpoGnembl TpaAUIIMOHHBIX TEXHOJOTHH JOKYMEHTAIIMOHHOTO 00eCredeHus YIpaBlIeHUS U
X 00bEKTUBHBIC IPUYUHBIL.
20. TIpoGnembl ¥ TMEPCHEKTUBHI PACHIUPEHHUS HCIONB30BAHHUS CHUCTEM aBTOMAaTH3allUU
JIeIOTIPOU3BOICTBA U JOKYMEHTOO00pOTA.
21. XXu3HeHHBIH [HKJI MPOrpaMMHOTO oOOecredeHuss WHOOPMAIMOHHONW CHCTEMBI U €ro
cTpykrypa. OCHOBHBIE, BCIOMOTaTEIbHbIE U OPraHU3al[MOHHBIE MTPOLIECCHI.
22. Mogenu >KH3HEHHOTO IHMKJIA TPOTPAaMMHOTO oOOecCreueHus: KacKajaHas, I[OdTaIHasil,
crupaJibHasl.



23. ®dynkuuoHanbHbIE BO3MOXKHOCTH Microsoft Office u ee mpusoxenuit.

24. Peanu3anys THUIOBBIX 3a/1a4 JIETIONPOU3BOACTBA Ha pumMepe nakera MS Office.

25. OpraHu3aiioHHBIE M TEXHUYECKHE MPOOIEeMbl KOHTPOJS 32 MCIOJHEHHEM JIOKYMEHTOB.
Bo3MokHOCTH peain3anuy KOHTPOJIS UCTIOJIHEHHsI IOKYMEHTOB B cpene MS Office.

26. B0O3MOXHOCTH CO3JIaHHsSI KOMIIO3MIIMOHHBIX JTOKyMeHTOB B cpeae MS Office. IlpuHrmmn
CBSI3bIBAaHMS U BCTpauBaHUsl 00BEKTOB. [IpuHIMI tnHAMIYECKOro 0OMeHa JTaHHBIMH.

27. HopmaTuBHBIE TPaBOBBIE AaKTHl, PETIAMEHTHPYIOIIMX IPOLECCHl BHEAPEHHUS U
WCTIOJb30BaHUSI MH(POPMALMOHHBIX TEXHOJOTMA B  JIOKyMEHTAIMOHHOM  OO0ecre4eHuHn
yIIpaBJICHUSI.

28. HopMaTUBHO-METOAMYECKHE JOKYMEHTBI, PETJIAMEHTHPYIOIIMX MPOIECCHl BHEIAPEHHS H
WCTIOJb30BaHUSI MH(POPMALMOHHBIX TEXHOJOTMA B  JIOKyMEHTAIMOHHOM  OOecreueHuHn
yIIpaBJICHUS.

29. Bo3MOXkHBIE Cc]epbl HCHOJb30BaHUS COBPEMEHHBIX MH(POPMAIMOHHBIX TEXHOJOTMH B B
JOKYMEHTAI[HOHHOM OOECTIEYCHNH YIIPaBIICHHUS.

30. Henu u 3a7a4u BHEAPEHUSI DIIEKTPOHHOTO JOKYMEHTOO0O0pOTa B OPraHU3aIHsIX.

Keiicuor

1. CocraBurh akt peBusnn kaccel npeanpusatna TOO "Cmaprak" Ne 15 or 14.03.20 .
OcHoBanueMm sBisgercss npuka3z gupekropa Nel65S ot 13.03.20  .B cocraB kKomuccuu,
poBoAAIIEel peBu3uto BXoaaT: [Ipencenarens - 3am. nupekropa C.H. Ko3nos UneHnbl komuccun:
1. I'n. 6yxrantep H.M. Porosa 2. Crt. Oyxrantep 3.A. OpnoBa 3. byxranrep O.M. YuaeBa
[IpucyrcrBoBanu: 3am. ri. Oyxranrepa I'.H. Kopones xaccup B.. MakcumoBa PeBuzus Oblna
nposeneHa B nepuon ¢ 14.03.20  no 16.03.20 B pesynapTare NOpOBEAECHHOW pPEBU3UU
ycTaHoByieHO: 1. OcTaTok HAJIMYHBIX JEHEr B Kacce mo cocrosHuto Ha 14.03.20  cormacHo
KacCOBOM KHUTM W JAaHHBIM OYXTalTEpPCKOTO ydeTa JoJbkeH cocTtaBisate 5000 pyo. 2.
dakTUUECKH OCTAaTOK HaJWYHBIX JieHer B kacce cocrtabisier 4800 pyd. Hemocraua nener B
kacce - 200 py0. 3. Hemocraua HAJIMYHBIX JIEHET B Kacce 0Opa3oBaiach Mo BuHE Kaccupa B.U.
MakcumoBO# AKT cocTaBlieH B 3-X 3k3eMmIunipax: 1-il 3x3. - B gemo Ne 05-11 2-it 9k3. -
JTUPEKTOPY MpeanpusaTus 3-il k3. - m1. Oyxranarepy B mpumnoxkenun oObSCHUTENbHAS 3alUCKa
kaccupa B.M. MakcumoBoii Ha 1 1. B 1 9K3. (camy O0OBSICHUTEIBHYIO 3aMCKY MTUCATh HE HYXHO,
HEOOXOIMMO B TEKCTE aKTa CcJellaTh MOMETKY O Halu4uu npuioxeHuil.) Odopmutb rpud
yrBepxkaeHus: aupekrop A.A. bepkyr, nara yrBepxknaenus 18.03.20 . OdopMHUTH PEKBU3UT
"OoTMeTKa O HalpaBJeHUU JOKyMeHTa B jieno" Mcnonnurens B.A. Anykun nata 25.03.20 .

2. CocraBbTe nucbMo — npurnamenue Ne 544 or 10.07.20  mo cit. gaHHbIM: HCTUTYT TOYHBIX
npuOoOpoB MmochlaaeT nucbMmo — npuriamenue mupekropy LIHUU «lIpomerteit»y Koncrantuny
CepreeBuuy C MNpUIIANIEHUEM IOCETUTh MEXAYHAPOIHYIO CIIELMAIU3UPOBAHHYIO BBICTABKY
«OKOHOMHUS MAaTEpPUAIBbHBIX M TOIUIMBHO-3HEPIe€TUUYECKUX PECYPCOB B CTPOUTENBCTBE U
MIPOMBILIIIEHHOCTH». BbIcTaBKa cocTouTcsi B I. MOCKBa B MaBWJIBOHE BBICTABOYHOIO LIEHTPA Ha
KpacHnoii IIpecue 18 aBrycra 20 roga ¢ 9.00 mo 20.00. Aapec HHCTUTYTa TOYHBIX TPUOOPOB T.
Mocksa yin. IlnexanoBa 36, ten. 237-87-77. lupexkrtop uHCTHTyTa TOuHBIX mpubopoB C. K.
Ceprees.

3. B coorBerctBun ¢ Pacnopsokennem Munuctpa ot 04.03.20 Ne 115 «OO0 ycunenuun
MIPOTHBOIOXKAPHOM ©O€30MacHOCTH M YCHJICHMHM OXpaHbl B TMEpPHOJA TNPA3THUYHBIX JHEH»
coctaBuTh npukas Ne 245 or 06.03.20  wusganHbIl aupexkropoM HayuHO-IIpOM3BOICTBEHHOIO
oObenuHenus «Arpomnpubop» 1. MockBel M.J[. TankunbiM. B pacnopsaurensHoil vacTu
BbIeUTh 4 myHkra: 1. O0 opraHu3anuu yOOpku Tepputopuu oObeauHeHus 2. O mpoBepke
COCTOSIHUS 2JIEKTPONpoBOoAKU 3. O MpenocTaBIEHUHM B CEKPETApUAT FEHEPAIBHOTO IUPEKTOpa
CIHMCKAa COTPYIHUKOB, MpeObIBaHHE KOTOPHIX HEOOXOAMMO Ha TEPPUTOPUU OOBEIWHEHHS B
npasgHuuHble 1HU 4. KOHTposIb 3a HCIOJHEHMEM BO3J1aracTcsi Ha TIJVIABHOTO WHXKEHEpa
oobenunenus [1.P. JKaposa. Kaxnpiii myHKT paccmorpers mo cxeme «Komy?», «HUTo HyXHO



caenatb?», «/lo xakoro cpoka?». Hampumep, k n.1 3aBenyromemy ckiagom O.H. Hukutuny
opranusoBaTth ybopky Tteppuropun ao 07.03.20 . IlpoctaBurh BH3Y IJIaBHOI'O HH)KEHEpa.
[ToctaButh 0OTMETKY 00 HcnonHuTene. Mcnonnutenem spisiercst ConoBreBa tenedon 302-34-56.

Tecm
1. UTO HE OTHOCHUTCS K YUPEAUTETBbHBIM JOKYMEHTAM IOPUANYECKOTO JInia?
— IIpoToKOJ COOpaHus yupeIuTeei;
— VYcras;
— YupeauTenbHblid I0TOBOP.
2. IlososkeHue 0 CTPYKTYPHOM MOJIpa3IeICHUH — 3TO:
— TIPaBOBOM aKT, KOTOPBIN YCTaHABIUBAET CTATyC, QYHKIUH, TTpaBa, 00I3aHHOCTH U
OTBETCTBEHHOCTb CTPYKTYPHBIX MOAPA3ACICHUN U UHBIX OPraHOB;
— TIPaBOBOM aKT, KOTOPKIH ONpPEENIIeT CTaTyC OpraHU3aluy, ee 3a1a4u U GyHKIUH, TTPaBa,
OTBETCTBEHHOCTD, TIOPAJIOK JIEATEILHOCTH,
— JIOTOBOP, CTOPOHBI KOTOPOTO O0S3YIOTCS CO3aTh IOPUANYECKOE JTUI0 U YCTAaHABIUBAIOT
MOPSZIOK COBMECTHOM JIEATETLHOCTH 10 JaHHOMY (DaKTy.
3. JlaToil TOKHOCTHON MHCTPYKIIUM SIBJISIETCS JaTa:
— €€ YTBEPKIECHUS;
— €€ COCTaBJICHUS;
— O3HaKOMJIEHUS C HeW pabOTHHKA.
4. IIpaBOBOif aKT, B KOTOPOM OTOOpa)KaeTCs MOPSAAOK IeATEITLHOCTH PYKOBOJICTBA OpraHU3aIliH,
a paBHO KOJUIETHAJILHOTO WJIM COBEMIATEILHOTO OpraHa — 3To:
— PErJIaMEHT;
— IITaTHOE PaCIUCaHNUE;
— yCTaB.
5. o cdepe cBOETO ACHCTBUS pacTIOPAIUTEIBHBIC JOKYMEHTHI ICATCS Ha:
— ¢eepaIbHOTO YPOBHSI, PETMOHAIBHOTO YPOBHSI, IPABOBBIE aKThl OPraHU3aLNT;
— KOJUIEKTUBHBIE U MHAUBUYaJIbHBIC;
— IIPaBOBBIE AKThl OPraHU3ALMI, IPABOBBIEC AKThl UX CTPYKTYPHBIX I10IPa3ACICHUII.
6. PacniopsbkeHne u3aercs:
+ €IUHOJINYHO;
— KOJUIETHUAJIbHO;
— B YCJIOBHSIX BEIOMCTBEHHOI'O PErYIMPOBAHUSI.
7. Konus yactu TOKyMEHTa, KOTOpasi 3aBEpEHa B ONPEAECIICHHOM MOPSAIKE, ITO:
— BBIIIUCKA;
— DIIEKTPOHHAS KOMUS;
— nyOnuKar.
8. He sABisieTcst IOKyMEHTOM, KOTOPbIII HHULIUUPYET PELICHUE:
— IIPOEKT JOKYMEHTA;
— 3aKJIFOYECHHUE;
— JOKJIa/IHas 3aIuCKa.
9. YUem BHEUIHE OTIMYAETCS MPOEKT TIOKYMEHTA OT €r0 OKOHYATEIbHOTO BapuaHTa?
— Hannucero «1poekT» B BEpXHEM MOJI€ CPaBa;
— IIpoekT He 06s3aTenbHO 0POPMIIATE B TaKOH ke popMe, Kak OYAYIIHI TOKYMEHT, JOCTaTOYHO
CaMOTO0 TEKCTa;
— IIpoekT odopmiisercs Ha crieaIbHOM OJIaHKe.
10. Kakast yacTh OCTaHOBJIEHHSI COJIEPKUT HOPMATUBHBIE TOJIOKEHUS WIIA TTOPYIECHUS?
— PacnopsiaurenbHas;
— KoHncrarupyromas;
— BBogHas.
11. B cocraB nH()OpMAaIMOHHO-CITPABOYHBIX TOKYMEHTOB HE BXOMUT:
— yKa3aHue;



— JIOKJIaJIHAs 3alKCKa;

— CBOJIKA.

12. Bunx uHpOpMaMOHHO-CIIPABOYHOM JJOKYMEHTAINH, SBIISIOMICHCS CIIOCOOOM ONEPaTUBHOTO
MH(GOPMAIIMOHHOTO 0OMEHA MEXIy OpraHU3alMsIMHU, Ha3bIBACTCS:

— IIEPEIUCKOM;

— IOKyMEHTAalUEeN /Ui C1yKeOHOT0 NOJIb30BaHUS;

— CTaTUCTUYECKON OTUETHOCTBIO.

13. Yro mpexcrasiser co6o0ii 3asiBieHNE B JOKYMEHTOO00POTE OpraHn3auu?

— OTO TOKYMEHT, KOTOPBIN aJipecoBaH JOHKHOCTHOMY JIMIY U COJAEPKUT KaKyl0-TMO0 MPOochOy
paboTHHUKA;

— OTO TOKYMEHT C NPEeUI0KEHUEM Ha3HAYHUTh, IEPEMECTUTh WK MOOLIPUTH PAOOTHHKA;

— OTO TOKYMEHT, OOBSICHSIOIINI NPUYMHBI CTYYUBIIET0Cs, KOTOPBI coCTaBiiseT pabOTHUK HA
UM PYKOBOJUTEIIS.

14. Yto He siBAsSeTCS MPU3HAKOM aKTa?

— COCTaBJICHHE B CBOOOIHOM opme;

— yCcTaHOBJIEHHE (PaKTUYECKOTO COCTOSIHUE JIeNl U OTPaKEHUE €ro B aKTE;

— KOJUJIETHaJIbHOCTh COCTABIICHUSI.

15. JIokyMeHTbI, KOTOpbIE U3JaHbl BHYTPH YUPEXKIECHUS U OTIIPABJICHBI 3a €0 MPeAebl IS
PYKOBO/JICTBA HIKECTOSIIIIMM OpraHaM yIpaBJeHHs! TUOO B LENSIX UCTIOTHEHHS TUCbMEHHBIX
YKa3aHHI BbICILIEH MHCTAHIIUK, HA3bIBAKOTCS

— UCXOSIIUMHU JOKYMEHTAMH;

— BXOJSIIMMHU JOKYMEHTAMH;

— MEPETUCKOM.

16. Yto BKIIFOUaET B ce0s1 TEXHUYECKOE MCIIOJHEHNE TOKYMEHTA:

— MOJrOTOBKY MPOEKTa TIOKyMEHTa, HA0Op U pacrevyaTKy TeKCTa MPOeKTa, KOPPEKTUPOBKY
coJiep’KaHus JOKYMEHTa MOCJIe COTJIacoBaHus, opopmiieHrne (UHAIBHOTO BapHaHTa JOKYMEHTA;
— IPeJOCTaBIEHUE pACIeYaTaHHOTO MPOEKTa JOKYMEHTa PYKOBOAUTENIO Ha COTJIACOBAHMUE,
yCTpaHEHHe HETOYHOCTEH, HAOOp OKOHYATENIBHOTO TOKYMEHTA;

— COCTaBJICHHE JIOKyMEHTA Cpa3y B OKOHYATEIIbHOM BapHUaHTE, €ro MOANKUCAHUE Y PYKOBOJAUTENS,
OTIpaBKa JOKYMEHTA aJipecary.

17. Koraa 1OKyMEHT SIBJISIETCA UCTIOJIHEHHBIM ?

— Korna paccmaTpuBaeMblii B JOKYMEHTE BOIIPOC pa3pelleH MOJTHOCTHIO U MEPENUCcKa 10 HEMY
3aBeplIeHa;

— Kak TobKO JOKYMEHTY IPUCBOEH PETUCTPALIMOHHBINA HOMED;

— Korga 1okyMeHT mojtyueH KOHEYHBIM a/IpecaToM.

18. Kakue pazmepbl MIpUPTOB PEKOMEHIYETCSl UCIIOJIB30BaTh MPH 0(OPMIICHUH JTOKYMEHTOB
cornacuo 'OCT P 7.0.97-20167

—Ne 12, Ne 13, Ne 14;

—Ne 12, Ne 14, Ne 16;

—Ne 11, Ne 12, Ne 14.

19. lludposoit nnu 6ykBeHHO-LU(POBOM HACHTUDHUKATOP TOKYMEHTA, BKIIOUAIOIINN
MIOPSIIKOBBIM HOMED, AOTOJIHAEMBIH 110 JKEJTaHUI0 MHJIEKCAMU COTJIACHO MCIOJIb3yEMbIM
KJaccu(uKaTopam, Ha3bIBaeTCs:

— PETUCTPALlMOHHBIM HOMEPOM JOKYMEHTA;

— rpudowm;

— JIaTOM JOKYMEHTA.

20. Kaxoii (popmat Gymaru UCrosib3yercs sl H3TOTOBJICHUS OJIAHKOB PE30JIIOIHA?

— A5, A6;

— A4, AS;

— A6, A4d.

21. Hocurenem nHpopManuu sSBIsSETCS:



— MaTepUaTbHBIN 00BEKT, KOTOPHIN HYKEH i (PUKCcAUU, XpaHEHUS (A BOCIIPOU3BEICHUS)
peueBoii, 3BYKOBOH HJIM H300pa3UTENbHON HHPOPMALINN;

— co3/aTenb JOKyMEHTa;

— CTPYKTYpHOE NOJpa3/iesieHIe, BBIMOIHSoNIee (GYHKIUH 110 BEACHUIO TOKyMEHTO000pOTA.
22. CBOUCTBO JJOKYMEHTA MOATBEPKIATh JIEIOBYIO JIEATEIbHOCTh JIMOO COOBITHE JIMYHOTO
Xapakrepa — 3TO:

— IOpUNYECKasi 3HAUUMOCTD JIOKYMEHTA;

— IopUIMYecKas CUjia JOKYMEHTa,

— QyTEeHTUYHOCTb.

23. TUNOBBIM CPOKOM HCIIOJIHEHUS JOKYMEHTA Ha3bIBACTCH:

— CPOK MCTIOJIHEHUSI IOKYMEHTA COTJIACHO HOPMATUBHO-TIPAaBOBOMY aKTY;

— CPOK MCTIOJIHEHHUSI, KOTOPBIH YCTAaHOBJIEH B OPraHU3aI[MOHHO-PACTIOPSAUTEIEHOM JJOKYMEHTE
WIH B PE30JTIOLNH;

— CPOK MCTOJIHEHHUSI, YCTAHOBJICHHBIN CJIOKUBIIUMCS B OpraHU3aIUHA 00bIYaeM.

24. CipaBOYHHUK, COJEPKAIUN CBeleHUs 0 (JOHAAX apXHBa M MpPeTHA3ZHAYCHHBIN IS
03HAaKOMJIEHHUS C UX COCTaBOM U COAEPKaHUEM — 3TO:

— apPXUBHBIN MTyTEBOIUTEB;

— apXUBHBIN CIIPABOYHHUK;

— apXUBHBIN yKa3aTellb.

25. YaudunupoBaHHOH GopMOI TOKyMEHTa SBISETCS:

— (hopmymsip TOKYMEHTa OTPEACIICHHOTO BHU/1a, KOTOPBIN COJNEPKUT MOCTOSIHHYIO YacTh TEKCTA;
— OyMa)KHBIN WJIHM DJIEKTPOHHBINA MTA0JIOH C PEKBU3UTAMHU, TI0 KOTOPBIM OTIPEICTISIETCS aBTOP
0(UIINATEHOTO JOKYMEHTA,

— PEKBM3UT O COIIACHM OPraHHU3aluu, KOTOpasl HE SIBJISIETCA aBTOPOM JIOKYMEHTA, C €r0
COJICpKAHUEM.

26. KakoBa JyTuHa caMOil INIMHHOM CTPOKHU PEKBU3UTA MIPH YIJIIOBOM PAaCIOJI0KEHUU
PEKBU3UTOB?

— He 6onee 7,5 cMm;

— He 607ee 12,5 cm;

— He Gonee 10 cm.

27. PeKBU3UT JOKYMEHTA — 3TO:

— 3]IeMEeHT 0(hOpMIICHUS TOKYMEHTA;

— PEruCTPALMOHHBIN HOMEpP JTOKYMEHTA;

— CBEJICHHUS O JaTe U UCIOJHUTENE TOKYMEHTA.

28. Bxosmuii TOKyMEHT IPOXOIUT CIAEAYIOIINE STanbl 00pabOTKHU:

— COIPOBOXICHHE U JIOCTaBKa C MOYTHI, IEpBUYHAS 00pabOTKa, perucTpaius, IoAroToBKa Ha
JOKJIaJl, pacCMOTpeHue U 0(OpPMIICHHE PE3OIIOLIUIN, PErUCTpaIisl PE30TIOIIH, TIOCTAHOBKA Ha
KOHTPOJIb UCIIOJIHEHUS, OTIIPABKa HA UCIIOJIHEHUE, UCIIOJIHEHUE U KOHTPOJIb 32 HUM, IPUEM
HCIIOJJHEHHOTO IOKYMEHTA, CHATHUE C KOHTPOJIS, IOMEIIEHUE UCIIOJTHEHHOTO JOKYMEHTA B JIETIO,
paboTa c HUM, TEKylIee U apXUBHOE XpaHEHHE, YHUUTOKEHUE U CIIHCAHUE;

— YCTaHOBJIEHHE KOHKPETHOTO aJipecaTa JOKYMEHTa B OpraHU3aluu, perucTpanus JOKyMEHTa 1o
BXOJSIIMM >KypHaJlaM, repefada JOKyMEHTa aipecary, YKa3aHHOMY €Tr0 B TEKCTE, YCTaHOBIIEHHE
CPOKOB MCHOJIHEHHUSI TOKYMEHTA, UCIIOJIHEHUE IOKYMEHTA, IPOBEPKa pe3yIbTaTOB UCIOJIHEHHUS,
MOMENIEHNE JOKYMEHTa B HOMEHKJIATYPHOE JIEJI0 U MOCIEAYIoIas cadya B apXuB;

— peructpanus JOKyMEeHTa M0 BXOSAIIEH KOPPECTOHACHIINY, ITepeada ero pyKoOBOAUTENIO IS
OTpe/IeJICHUs] UCIIOJIHUTEIIA, TTepeaada JOKYMEHTA HETIOCPEICTBEHHOMY HCTIOJHUTETIO,
KOHTPOJIb 32 UCIIOJIHEHUEM JIOKYMEHTA, UCIIOJIHEHHUE TJOKYMEHTA, IPUEM Pe3yIbTaTOB
WCIIOJIHEHUSI PYKOBOJIUTEIEM, OTMETKA 00 MCIIOJIHEHUH B CIICIIMATLHOM KypHaJe, cladya
JIOKYMEHTA B apXUB.

29. IlpenBapuTenbHbIA TEKCT TOKYMEHTA, KOTOPBIN JIMYHO TOTOBUT UCIIOJIHUTEND WU
COMCIOJIHUTENb JOKYMEHTA, 3TO:

— MPOEKT JOKYMEHTA;



— IK3EMIUISP JOKYMEHTA;
— KOTHS IOKyMEHTA.

30. denonpou3BoACTBO — 3TO:

— IeSITeNbHOCTH 10 IOKyMEHTHPOBAHUIO, JOKYyMEHTOOOOPOTY, OTIEPATUBHOMY XPAaHEHHIO U
HCII0JIb30BAHUIO JOKYMEHTOB;

— IIpoLielypa CO3/1aHUsl, THPAKUPOBAHUSA U PErUCTPALIMM BXOALIEH U UCXOIAIIECH
AOKYMCHTAIMKU OpTraHu3alu,

— HEMOCPEICTBEHHOE CO3JaHKe O(UINAIBHBIX JOKYMEHTOB Ha MPEANPUATHH.

w N

~No o,

10.
11.
12.
13.

14.

15.
16.

17.
18.

19.

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

3a4eTHO-IK3aMeHAIlMOHHbIE MaTepPUAJIbI JIsl IPOMEKYTOYHOM aTTecTaluu (3a4eT)
[ToHATHS «TOKYMEHTOO00POT», «IOKYMEHT» U «JIOKYMEHTOBEJCHHE». Pa3BuTre JOKyMeHTa.
CriocoObl TOKyMEHTUPOBAHUS U MaTepuaibHble HOCUTENIN HH(OPMALIUK.
CpoiicTBa u pyHkunu 1okyMeHToB. Kiaccudukanus.
YHu}UKanus U CTaHAapTH3ANUS YIPABICHUYECKIX JOKYMEHTOB.
[IpaBuna opopmienust 1okyMeHTOB. TpeboBaHus K 0(OPMIIEHHIO OPTaHU3AIIMOHHO-
pacropsIUTeIbHBIX JOKYMEHTOB.
CocTaB pekBU3UTOB T0OKYMEHTOB. TpeboBaHUs K OPOPMIECHUIO PEKBU3UTOB.
Hcnpasnenus B jokyMeHTax. biiaHKH TOKyMEHTOB TIPEAPHUSITHSL.
OYHKIMU U OCOOEHHOCTH OPraHU3allMOHHO-IPABOBBIX JOKYMEHTOB. Y CTaB OpraHu3aliii.
[Tonoxenne o cTpykTypHOM noapasaeneHnn opranusannu llratnoe pacnucanue. IlpaBuna
BHYTPEHHETO TPYIOBOTO pacropska. MHCTpYKIIMU MO OT/IENbHBIM BUJAM JESTEIbHOCTH.
JIOTKHOCTHBIE MHCTPYKITHH.
Bunpl pacnopsauTenbHbIX TOKyMEHTOB. OCOOEHHOCTH NMOATOTOBKH U 0(hOpMIIEHHUS
pacrnopsIuTeIbHbIX JOKYMEHTOB.
OpraHu3allMOHHO-TEXHUYECKHE MEPONIPUATHS IO IOATOTOBKE U MIPOBEJCHUIO COBELIAHUN.
CrpykTypa JOKJIaZia ¥ OTYETa: Ha COBELIAHUH, 3aCE€aHUH, KOH(EPEHIUH U T.[.
TpeGoBanMsI K COCTABICHUIO U O(POPMIICHUIO MPOTOKOJIOB.
Busl ”HPOPMALIMOHHO-CIIPABOYHBIX U COIIPOBOJUTEIBHBIX JOKYMEHTOB.
Odopmiienue crpaBok, JOKIAJHBIX 3aIIUCOK, OOBSICHUTENBHBIX 3alIUCOK, aKTOB.
Ocob6ennoctu odopmieHus TeaedoHorpaMM, GakCUMUIBHOMN CBSI3H, UCTIOIb30BaHUS
TeneTaina.
Ocob6enHoctu odopmieHus, 06pabOTKH U UCTIOIb30BaHUs COIPOBOAUTENBHBIX TOKYMEHTOB
IIPOLIECCOB MEPEBO3KU paOOTHUKOB, IOCTABKU I'PY30B U YIIPABIECHHE KOPIOPATUBHBIM
TPaHCIOPTOM OpraHU3alHH.
[ToaroToBka JOKyMEHTAIMH Ul IPOBEAEHUS MPOLEAYp BbIOOpa MOCTABLINKOB U 3aKYIIKH.
Oco6enHocTr 0pOPMIIEHUS U UCTIOJIB30BAHUS COIIPOBOUTENBHBIX JJOKYMEHTOB.
Odopmiienue, 00paboTKa U UCIIOJIB30BAaHUE COIIPOBOIUTENBHBIX JJOKYMEHTOB IIPOLIECCOB
NEePEeBO3KU PAOOTHUKOB, JOCTABKH I'PY30B U YIPaBICHHE KOPIOPATUBHBIM TPAHCIIOPTOM
OpraHu3aluH.
[ToaroToBka JOKyMEHTAIMH JUIs IPOBEAEHUS MPOLEAYp BbIOOpa MOCTABLINKOB U 3aKYIIKH.
[IpaBuna opopmiieHus1, 00pabOTKH U XpaHEHUs TIOKYMEHTAIMH 110 BHEITHEIKOHOMUYECKOM
JeATeIbHOCTH B COOTBETCTBUH € TPeOOBaHUIMM 3aKOHOJaTenbcTBa Poccuiickoit deneparuu
U MEXYHApOJIHBIX aKTOB.
JlenoBoe nmucbMo B ycnoBusix yHupukanuu. [Ipasuna oopmiieHus Ae10BOro Nuchbma.
Hexotopsle BUbI mceM. Mex1yHapoHbIE MUChMA.
Bupl JOKyMEHTOB 10 TMYHOMY COCTaBY.
TpeboBanus kK 0(OpMIIEHHIO TPYAOBOTO JOTOBOPA.
Odopmiienue mpueMa Ha paboTy. 3asBICHUE O IpUeMe Ha paboTy.
Odopmitenue mpukas3oB MO JUYHOMY COCTaBY.
TpynoBast KHHXKKA.
JInuHast KapTOUKa.
JIngnoe neno.



27. Xapakrepuctuka. ABroouorpadus. Pesrome.

28. DneKTpOHHBIN TOKYMEHT. ABTOMAaTH3aIMs COCTABICHUS TOKyMEHTOB.

29. Benenwue 6a3bl JaHHBIX JOKYMEHTALUH 110 BHEITHETOPrOBOMY KOHTPAKTY.

30. O6paboTKka MOCTYMAOIINX JOKYMEHTOB.

31. OO6paboTKa OTIPABISIEMBIX JOKYMEHTOB.

32. Topsanok paboThI ¢ BHYTPEHHUMH JIOKyMEHTaMu. Peructpanus u KOHTPOJIb UCTIOTHEHUS
JOKYMEHTOB.

33. ®opmupoBanue u 0popMIICHHE ACT.

34. TloaroroBka TOKYMEHTOB K Ilepe/iaye Ha apXUBHOE XpaHECHHUE.

35. ABTOMaTH3aLUs IEIOTPOU3BOICTBA.

36. JlokymeHTHpOBaHUE OM3HEC-TIPOIIECCOB. YIIpaBleHHE OU3HEC-TIPOIIECCaMH Yepes
OpraHU3aIUIo0 JOKYMEHTOO00pOTa.

37. 3amaun U QYHKIMH CITYXKOBI JOKYMEHTAIIHOHHOTO 00CCIICUeHUS YIIPABIICHUSI.

38. CrpykTypa ciryObl TOKyMEHTAIIMOHHOTO 00ECIICUeHHsI YIIPaBJICHUSI.

39. IIpaBa 1 OTBETCTBEHHOCTH CITYyXKObI IOKyMEHTAIIMOHHOTO 00eCTIeUeHHs! YIIPaBICHUSI.

40. Oncanue U JOKYMEHTHPOBaHHE OM3HEC-TIPOIIECCOB OPraHU3aIInH.

41. JlokyMeHT B cucteMe MeHekMeHTa kadectsa ISO 9000

42. JlokyMEeHTaIlMOHHOE 00ECTICYCHHUE YITPABICHHUS.

43. Ha3Hnauenwue u BUABI YIIPABJICHYCCKUX NOKYMCHTOB, UCIIOJIb3YCMbBIX ITPU BBIITOJIHECHUHN

Pa3JINYHBIX BUJIOB YIIPABICHYECKUX JNECUCTBUM.

44. Bunsl ynpaBiIeHYECKHX IOKYMEHTOB B COOTBETCTBHUHU C OOIIEPOCCHICKNM KJIACCH(PHUKATOPOM

YIIPaBJICHYECKOU JOKYMEHTALINH.

45.0cobennoctu ohopmiteHUs, 00pabOTKH U XpaHEHHUS TOKYMEHTAIUH T10

BHEITHEAKOHOMUYECKON eI TEIbHOCTH.

46. CoBpeMeHHbIE TPOTPAMMHBIE CPEJICTBA, UCIIOJIb3YEMBIE B MPOLIECCE CO3JaHUS JOKYMEHTOB.

47. CynHOCTh ¥ OCHOBHOE Ha3HAUYCHHE TOKYMEHTAITMOHHOTO OOECIICYCHUS YIIPaBICHUS B

COBPEMEHHBIX YCIOBHSIX.

48. Bo3MOXXHOCTH UCITOJIH30BaHUS COBPEMEHHOM O(PHCHON TEXHUKH B ONITUMH3AITAN

JOKYMEHTOO0OpOTa B OpraHU3aIiu.

Kpurtepuu orieHuBaHUs pe3yJIbTaTOB O0yUCHUS
Ha Beimonnenune Bcex 3amanuii otBoautcs 1,5 yaca. Kaxkmoe BEpHO BBINIOJHEHHOE 3a/laHUE
OIIEHUBACTCSA <«3AYTCHO»: CTYACHT BJAJCET TCOPETUUYCCKUMH 3HAHUSIMHU II0 BBHITIOJHICMOMY
3aJJaHMIO.
«HE 3aYTEHO»: CTYACHT HE MOKET OTBETUTH Ha BOIMPOCHI 110 BHITIOIHAEMOMY 33JaHHUIO.

KpHTepI/II/I OLCHHBAHUA 10 3a4UCTY:
«BavYTCHO»: CTYACHT BJIAACCT TCOPECTUICCKUMU 3HAHUAMU 10 JUCHUIIINHEC, 3HACT NHCTPYMCHTBI
AOKYMCHTOBCACHUA U ACJIONPOU3BOACTBA, MOXKECT O(bOpMI/ITL OCHOBHBIC PCKBU3UTHI JICJIOBOI'O
HAOKYMCHTA, HOIIYCKAaCT HCE3HAYUTCIIbHBIC OH_II/I6KI/I; CTYACHT YMCCT IIPaBUIILHO O00BSICHUTH
JIEKITUOHHBIMN MaTepual, WJUIIOCTPUPYA €ro IPpUMCpaAMU .

«HE 3a4TE€HO». MaTepuajl HE YCBOEH MJIM YCBOEH YaCTHYHO, CTYAEHT 3aTPYAHSAETCS NPUBECTU
npuMepsl M0 O(QOPMIICHHIO OCHOBHBIX JIOKYMEHTOB CHCTEMBl JIOKyMEHTALMOHHOTO
oOecrieyeHHs YNpaBieHUs, JOBOJBHO OTPaHUYEHHBIH 00BEM 3HAHHMH CHUCTEMbI OOeCIeYeHHS
3JIEKTPOHHOTO JOKYyMEHTO000pOTA.

OL[CHO‘IHLIC CpeacTBa I HWHBAJIMAOB U JIMI C OrpaHUYCHHBIMH BO3MOXKHOCTAMU
300POBbA BBI6I/IpaIOTCH C YUCTOM UX MHAWBUAYAJIbHBIX HCI/IXO(I)I/ISI/I‘-ICCKI/IX 0COOCHHOCTEH.

— IIpu HeO6XO,Z[I/IMOCTI/I HHBaAJIMAaM MW JiMOaM C OrpaHUYCHHBIMH BO3MOKHOCTAMHU
3A0POBBA MPEAOCTABIACTCA AOTTOJIHUTCIIBHOC BpEMA UIA ITIOATOTOBKHU OTBETA HA 3K3aAMCHE;



— IIPH TIPOBEICHUH IPOLEAYPhl OLICHUBAHUS PE3yIbTaTOB 00yYCHHUS MHBAIUAOB U JIUI] C
OTPaHUYECHHBIMU BO3MOXHOCTSIMH 3/I0POBbsI MPEAYCMATPUBAETCS UCIOJIb30BAHUE TEXHHUUYECKHX
CpeACTB, HEOOXOIUMBIX UM B CBSI3U C UX UHAWBUAYATbHBIMUA 0COOCHHOCTSIMH;

— TP HEOOXOIMMOCTH 1151 00YJArOIIUXCSl ¢ OTPAHUYCHHBIMUA BO3MOKHOCTSIMH 37I0POBbS
U UHBAIMAOB MpOIEAypa OLEHHBAHUS pPE3YJIbTaTOB OOYUEHHsS IO JUCHUIUIMHE MOXKET
IIPOBOJUTHCS B HECKOJIBKO 3TaIOB.

[Ipouienypa oneHMBaHUs PE3yIbTaTOB OOYYEHHs WHBAIMIOB W JIUI] C OTPaHUYCHHBIMHU
BO3MOXHOCTSIMU 3/I0pPOBbSl 10 JUCHUIUIMHE (MOIYJIIO) IpEeAyCMaTpUBaeT IperoCTaBIECHUE
nHpopmanmu B (opMax, aganTUPOBAHHBIX K OTPAHMUYCHHSIM WX 3I0POBbS W BOCIPHSTHS
nHGOpMAITHH:

JUist AT ¢ HApYIISHUSIMHA 3PSHHS:

— B IIe4YaTHOU opme yBeTMYeHHBIM HIpUdTOM,

— B (hopMe AIIEKTPOHHOTO JOKYMEHTA.

JInst man ¢ HapylmeHus MM ClTyXa:

— B Ile4aTHOU opme,

— B (hopMe AIIEKTPOHHOTO JOKYMEHTA.

Jljis 11 ¢ HapyIIEHUSIMH OTIOPHO-JBUTATENILHOTO anmnapara:

— B IIe4aTHOM opme,

— B (hopMe 3JIEKTPOHHOTO JOKYMEHTA.

JlaHHBII TIepedeHb MOXKET OBITh KOHKPETH3MPOBAH B 3aBUCHUMOCTH OT KOHTHHICHTA
00yJaronuxcs.

5. IlepeyeHb y4eOHOM JaUTEPATYPbI, HH(YOPMANMOHHBIX PECYPCOB U TEXHOJIOT U

5.1. YueOHas aureparypa

1.OCHOBBI J1€JIOTIPOU3BOJICTBA : YIEOHOE MOCOOME /Il CTYJACHTOB BY30B, OOYUAIOIINXCS
o HampasieHuto noarotoBku 38.03.01 "OxoHomuka" (kBanudukanus (cTernens) "d6akamasp") /
A. M. Acanues, 1. . Muponosa, E. A. Kocapesa, I'. I'. BykoBuu; Poc. sxoHoM. yH-T um. I'. B.
[InexanoBa. - 2-e¢ w3n., ucnp. U gom. - MockBa : UHOPA-M, 2017. - 145 c. - (Beicmiee
obOpasoBanue. bakamaBpuar). - bubaumorp.: ¢. 131-135. - ISBN 978-5-16-012632-6. - ISBN 978-
5-16-102395-2 : 355 p.

2. Kysuenos, U. H. JloxymenTanmonHoe obecriedueHue ymnpapieHus. JJOKyMeHTOO00pOT
U JICJIOTIPOM3BOJICTBO : YICOHHK U MPAKTUKYM ISl CPETHEro MpoQecCHoHaIbHOTo 00pazoBanus /
N. H. Ky3nenoB.- 3-e u3n., nepepad. u jom. - Mocksa : M3narensctBo FOpaiit, 2021. - 462 c. -
(ITpodeccuonanbuoe odpazoBanme). - ISBN 978-5-534-04604-5. - Tekcr : 27EKTpOHHBIA //
OopazoBarenbHas mwiathopma FOpaiit [caiit]. - URL: https://urait.ru/viewer/dokumentacionnoe-
obespechenie-upravleniya-dokumentooborot-i-deloproizvodstvo-449769#page/2

3. Konpimkuna, T. b. JlenoBbie KOMMYHHKAIIHIH, JIOKyMEHTOO000pOT u
JeONPOU3BOACTBO : ydeObHoe mocobue mnst By3oB/ T. b. Kompimkuna, U. B. lllyctuna. - 2-¢
u3/1., UCTp. H joil. - Mocksa : U3aarensctBo HOpaiit, 2020. - 163 c. - (Bricuiee o6pa3oBanue). -
ISBN 978-5-534-07299-0. - Tekct : anekrponnslii // OOpa3zoBarenbHast 1uiardgopma HOpaiT
[caliT]. - URL :https://urait.ru/viewer/delovye-kommunikacii-dokumentooborot-i-
deloproizvodstvo-452463#page/3

4. Kopnees, U. K. Ynpasnenue nokymenramu: yueonuk / M.K. Kopnees, A.B. ITmenxo,
B.A. MamypneB. — MockBa : UHOPA-M, 2020. — 300 c. — (Bricmee oOpa3oBanue:
bakanaspuat). - ISBN 978-5-16-003590-1. - Tekcr : oanektpoHHbii. - URL:
https://znanium.com/catalog/product/1068920 (marta oOpamenus: 17.09.2021). — Pexum
nocrtymna: mo noanucke: https://znanium.com/catalog/document?pid=1068920

5. AnryxoBa, H.®. CucteMsl 31eKTpoOHHOTO JToKyMeHTooOopoTa. [IpakTtukym : ydeOHOE
nocobue / Anryxoa H.®@., [lonranosa O.U., JloceBa B.B., [I3t06enko A.JI., YeunkoB FO.b. —
MockBa : KuoPyc, 2022. — 395 c. — ISBN 978-5-406-07367-4. — URL:
https://book.ru/book/942386 (mata obOpamenus: 16.09.2021). — Tekcr : snekTponnsiii: URL:
https://www.book.ru/view5/f67f8cd8873d023e6ab0068a68ef20fa



https://urait.ru/viewer/dokumentacionnoe-obespechenie-upravleniya-dokumentooborot-i-deloproizvodstvo-449769#page/2
https://urait.ru/viewer/dokumentacionnoe-obespechenie-upravleniya-dokumentooborot-i-deloproizvodstvo-449769#page/2
https://urait.ru/viewer/delovye-kommunikacii-dokumentooborot-i-deloproizvodstvo-452463#page/3
https://urait.ru/viewer/delovye-kommunikacii-dokumentooborot-i-deloproizvodstvo-452463#page/3
https://znanium.com/catalog/document?pid=1068920
https://www.book.ru/view5/f67f8cd8873d023e6ab0068a68ef20fa

6. M.A. TlonoBuenko, F0.C. Kneména, M.P. Axmenoa CoBpeMeHHbIE HHPOPMALIMOHHBIE
TEXHOJIOTUH B YyHpaBieHUU Ou3HecoM: yueOHoe mocobue / M.A. ITonosuenko, FO.C. Kneméga,
M.P. AxmenoBa; MuHHCTEPCTBO Hayku M Bbicimiero oOpasoBanusi Poccuiickoit deneparum,
Kybanckuii rocynapctBennsiii yauBepeuter. — KpacHonap: Kybanckwuii roc. ya-1, 2021. — 200 c.
— 500 k3. ISBN 978-5-8209-1989-3

7. Kabamos, C. F). DiekTpoHHOE MPaBUTEIBCTBO. DIEKTPOHHBIA JOKYMEHTOOOOPOT.
Tepmuns! u onpenenenus : yaeoHoe nmocooue / C.1O. Kabamos. — Mocksa : UTHOPA-M, 2024.
— 320 c. — (Bricmee oOpaszoBanme: bakamaBpumar). - ISBN 978-5-16-019274-1. - Tekcr :
anexktponHsidi. - URL: https://znanium.com/catalog/product/2103130 (natra  oOparieHwus:
14.10.2023). — Pexxum OCTYMIA: 110 TOAITUCKE.

5.2. llepuoguyeckas JuTeparypa

1. TleyatHoe mnepuoguyeckoe wu3manue (QoHma HayuyHoW OumoOmmorekun KyOol'Y
«J1enonpou3BOACTBO U JOKYMEHTOOOOPOT Ha MPEATIPUATUIX»

2. [lewatrHoe mepuoamueckoe w3manue (¢GoHma HaydHod Oubmmorekn Kyol'yY
«/1emonpon3BOACTBO»

3. bassr manneix kommanuu «Mct Beroy http://dlib.eastview.com

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

5. Hayunas JNEKTPOHHAs o6ubnuoreka (H3b) eLIBRARY.RU
https://elibrary.ru/projects/subscription/rus_titles_free.asp

5.3. UnTepHeT-pecypchl, B TOM YHCJIe COBpeMeHHble NpodeccuoHAJbHbIE 0a3bl
JAHHBIX U HH(OPMALMOHHbIE CNIPABOYHbIE CHCTEMBI

DJIeKTPOHHO-0MOMoTedHbIe cuctembl (IBC):

1. OBC «FOPAWT» https://urait.ru/

2. DbC «YHUBEPCUTETCKAS BUBJIMOTEKA OHJIAMH» www.biblioclub.ru

3. BDBC «BOOK.ru» https://www.book.ru

4. ObC «ZNANIUM.COM» www.znanium.com

5. OBC «JIAHb» https://e.lanbook.com

IIpodeccuonanbHblie 0a3bl JTaHHBIX:

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

2. ScienceDirect www.sciencedirect.com

3. XKypnans u3natenscrea Wiley https://onlinelibrary.wiley.com/

4. Hayunas snexrponnas oubmmoreka (HOB) http://www.elibrary.ru/

5. IIolIHOTEKCTOBBIE APXHWBLI BEAYIIHX 3alla/IHbIX HAYYHBIX JKYPHAJIOB Ha Poccuiickoit

iatgopme HaydHbIX KypHanoB HOMKOH http://archive.neicon.ru
6. HamumonanbHast 5>1eKTpOHHAas OuOIMOTEKa (IOCTYm K DIEKTPOHHON OubnnoTexe
nuccepranuii Poccuiickoit rocynapcrBernnoi ouomuoreku (PT'B) https://rusneb.ru/

7. Tlpesupentckas omdanoreka uMm. b.H. Enpriuna https://www.prlib.ru/

8. DnekrpoHnHas kosekius Oxcdoprackoro Pocecuiickoro @onna
https://ebookcentral.proquest.com/lib/kubanstate/home.action

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

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

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

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

13. zbMath https://zbmath.org/

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

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

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

17. YuuBepcurerckas nHpopmannonHas cucrema POCCUS http://uisrussia.msu.ru
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HNudopmaunoHHbie CIPABOYHBIE CHCTEMBbI:
1. KoncynberanT [nroc - cripaBoyHasi mpaBoBasi cucTeMa (JOCTYI 1O JIOKAIBHON CETH ¢
KOMITLIOTEPOB OMOIMOTEKH )

Pecypcsbl ¢B0OOOIHOTO q0CTYHA:

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

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

3. MuHucTEepCcTBO HayKH U BbIclIero oOpazoBanus Poccuiickoit @enepanuu
https://www.minobrnauki.gov.ru/;

4. ®enepanbHblii mopran "Poccuiickoe oopazosanue” hitp://www.edu.ru/;

5. Hudopmanmonnas cucrema "EauHoe 0KHO A0cTymna K 00pa3oBaTebHBIM pecypcam”
http://window.edu.ru/;

6. EnunHas xoyutekius nudpoBbix 00pa3oBaTeabHbIX pecypcos hitp://school-
collection.edu.ru/ .

7. Ilpoekt 'ocynapcTBeHHOT0 HHCTUTYTA pyccKoro si3bika uMeHu A.C. Ilymkuna
"O6pa3zoBanue Ha pycckom" https://pushkininstitute.ru/;

8. CmpaBouHo-uH(popMannoHHbIi mopTai "Pycckuii s3p1k" hitp://gramota.ru/;

9. Caiyx0a TeMaTHYECKUX TOJKOBBIX cioBapei http://www.glossary.ru/;

10. CnoBapwu u suImkiIonexuu http://dic.academic.ru/;

11. O6pa3oBarenbHblil mopTan "Yueda" hitp://www.ucheba.com/;

12. 3akonomnpoekT "O06 o6pazoBanuu B Poccuiickoit deaepanun". Bonpocs 1 OTBETHI
http://xn--273--84d1f.xn--plai/voprosy_i_otvety

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

CoOcTBeHHbIE YJIEKTPOHHBbIE 00pa3oBaTe/ibHbIe U HH(OPMAIMOHHBIE PeCYPChI

KyoI'Vy:

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

2. DiekTpoHHas OubimoTeka TpynoB yueHbx Kyol'yY
http://megapro.kubsu.ru/MegaPro/UserEntry?Action=ToDb&idb=6

3. Cpema MoayapHOTO AMHaAMUYecKoro ooyuenus http://moodle.kubsu.ru

4. baza yueOHBIX MJIaHOB, Y4€OHO-METOJMUECKUX KOMIUIEKCOB, ITyOJIMKALUNA U
koHbepenrwmii http://mschool.kubsu.ru/

5. bubnuotexa nHGOPMAIMOHHBIX pecypcoB Kadeapsl HHHOPMAIMOHHBIX
oOpa3oBaTelIbHBIX TexHOJIOTHI hitp://mschool.kubsu.ru;

6. DnexrpoHHbI apxuB nokymentoB KyoI'Y_http://docspace.kubsu.ru/

7. DnexTpoHHbIe OOpa3oBaTelbHbIE pecypchl Kadeapbl MHPOPMAIMOHHBIX CHCTEM U
TexHosoruii B oOpasoBanun KyOI'Y u HayuHo-merommueckoro >xypHana "IIIKOJIBHBIE
I'OJIbI" http://icdau.kubsu.ru/

6. Meroauyeckue YyKa3aHusi JUISi OOYYAKOIIMXCS MO OCBOECHHIO JTHCHHMILIAHBI
(Momxy.is)

CamocTosiTenbHass paboTa CTYJAEHTOB SBIISIETCS HEOTHEMIIEMON YacThiO Mpoliecca
MOJArOTOBKH. JIUCHMIUTHHY DPEKOMEHAYETCsl W3ydaTh IyTeM CHCTEMAaTHYECKOW MPOpabOTKH
JICKIIMOHHOTO ~MaTepHana, CaMOCTOSITEIbHONH MpOpabOTKH PEKOMEHIYeMO# JIUTepaTyphl,
PYKOBOJCTB M METOJMYECKAX YKa3aHH K BBIMOJHCHUIO MPAKTHYECKUX 3aHATHid. Llenn
CaMOCTOSITEIbHONH pabOThl — paclIMpeHHe Kpyrozopa W yriayOlicHWe 3HaHHHA B 00JacTH
JOKYMEHTOBE/ICHHUS U JISIOBOTO IOKYMEHTO000pOTA.

KoHTposib 3a BBIMIOJHEHHEM CaMOCTOSTEILHON pabOThI MPOBOAMTCS MPH H3yYEHUH
KQKIOW TEeMbl JUCHUIUIMHBI HAa MPAKTHYECKUX 3aHATHAX. ODTO TEKYIIHH OMPOC, TECTOBBIC
3ajaHus, KeHChI, pedepaThl-pe3eHTAIINH.
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B uacel, oTBeneHHBIE ISl CAMOCTOSITENIHOW PabOThI, CTYJEHTHI MOJ PYKOBOJCTBOM
npenoaaBaTeiid 00s13aHBI BBIIOJIHATD UHAUBUAYAJIBHBIC IIPAKTUYCCKUC 3a/laHNUA, TOJTYYCHHBIC Ha
MPAKTUYCCKUX 3aHATHAX. HpI/I BBIMIOJIHCHHUHN 3TUX Bal[aHI/Iﬁ HCO6XOIII/IMO HUCIIOJIBb30BaTh
TEOPETUYECKHI MaTepHall, MAKeThl ¥ MA0IOHBI O(UIHUAIBHBIX TOKYMEHTOB YIIPABICHHUS.

B ocBoennu JUCHUIINIMHBI MHBAJIMJIAMHU W JIMOaMKU C OTPAHUYCHHBIMHU BO3MOKHOCTAMHA
3I0pOBBSI OOJIBIIOE 3HAYEHWE HMMEET WHIUBHUAyajbHas ydeOHas pabora (KOHCYJIbTAIlMH) —
JIONOJIHUTEIBHOE Pa3bsICHEHUE YUeOHOTr0 MaTepuana.

I/IHILI/IBI/II[yaJII)HI)IC KOHCYJIbTallUKM 110 IMPCAMCTY ABJIAIOTCA  BaXHBIM (1)aKTOpOM,
CHOCO6CTByIOHII/IM HHIUBUAYyAJIU3allnn O6y‘-IeHI/I$I MU YCTAHOBJICHHUIO BOCIIMTATCIIbHOI'O KOHTAKTAa
MCXKAY NOpernoaaBarciicM U o6yqa101u1/1Mca HHBAJIMAOM WKW JIMOOM C OI'paHUYCHHBIMU
BO3MOXHOCTAMMU 3J0POBbA.

7. MaTepuajibHO-TeXHUYECKOE o0ecredeHne 1o JUCHuIInte (Moaya10)

HanMeHoBaHue ClIenUaIbHbIX OCHAIIEHHOCTH CIENUaTbHbIX [NepeyeHpb JIUIEH3HOHHOIO
HIOMEIEHHU HOMEIIEHUIH [POrPaMMHOr0 00eCIIeYeHUs!

VYueGHbie ayITUTOPUH st | Mebenb: yueOHas Mebenb Microsoft Windows 8, 10,
MPOBEICHUsI 3aHATHH JekimonHoro | Texuudeckue cpenctBa ooyuenus: | Microsoft Office Professional Plus
THIIA 9KpaH, IPOEKTOP, HOYTOYK
VYueGHbie ayTUTOPUH s | MebGenb: yueOHas Mebenb Microsoft Windows 8, 10,
TPOBEICHHSI samsituii | Texuuueckue cpenctsa ooyuenus: | Microsoft Office Professional Plus
CEMUHAPCKOTO THIIA, TPYIIOBBIX M | 3KPaH, IPOEKTOP, HOYTOYK
WHIMBUYaJIbHBIX  KOHCYJIbTAIlUH,
TEKYIIETO KOHTPOJISt u
MIPOMEKYTOUHON aTTeCTallUU

Jnst  camocTosATeNbHOW  pabOThl  OOydYaloOIMXCSl  MPEIyCMOTPEHBI  MOMEIICHUS,
YKOMITJICKTOBaHHBIE CIICIIUATM3UPOBAHHOMN MeOeNbl0, OCHAIIEHHBIE KOMIIBIOTEPHON TEXHUKOH ¢
BO3MOJKHOCTBIO TMOJIKITIOUEHUST K ceTn «MHTepHEeT» M o0ecreyeHneM OCTyna B 3JIEKTPOHHYIO
HH(POPMAITMOHHO-00Pa30BaATEIBHYIO CPEly YHUBEPCHUTETA.

HaumeHnoBaHue noMmeleHui ais OcCHAIIEHHOCTh TOMEIIECHUI [T [lepeueHp TMLIEH3MOHHOTO
CaMOCTOSITETILHOM PabOThI CaMOCTOSITENTFHON pabOThI MPOrpaMMHOTO 00ECTIeUeHHUS
o0yJaromumxcs o0yJaromumxcs

IToMmemenue st | MeGenb: yueOHas Mebenb Microsoft Windows 8, 10,
CaMOCTOSTETBHOMN paboter | Kommiekt crienmanmsuposannoi | Microsoft Office Professional Plus
oOyuaromuxcst (YUTagbHBIA 3a1 | MeOelm: KOMIBIOTEPHbIE CTONbI
HayuHotii Oubnuorexu) Oo0opynoBanue: KOMITBIOTEpHAs
TEXHHKa C  TIOAKIIOYEHHEM K
HHPOPMAIIOHHO-

KOMM YHUKAIIUOHHOH ceTH
«nTepuer U JIOCTYIIOM B
SIEKTPOHHYIO WHPOPMAIIMOHHO-
00pa3oBaTeNHHYIO cpeny
00pa3oBaTeNFHON OpraHW3aluy, BeO-
KaMepbl, KOMMYHHKaIMOHHOE
obopynoBaHue, obecrieunBatomiee
JOCTYHI K CeTH UHTEPHET (TIPOBOJHOE
COEIMHEHNE " OecripoBoHOE
coequnenne 1o texuonoruu Wi-Fi)

IToMemmenue st | MeGenb: yueOHas Mebenb Microsoft Windows 8, 10,
CaMOCTOSITETLHON pa6oter | Kommrekt crienmansuposannoi | Microsoft Office Professional Plus
obygarommxcs (aya.213 A, 218 | mebemi: KOMIBIOTEPHBIE CTOJBI

A) Ob6opynoBanue: KOMITBIOTEpHAS
TEXHUKa C  TOAKIIOYCHUEM K
“H(pOpMaIMOHHO-

KOMM yHUKAIIMOHHON ceTH
«/HTepHeT» W OCTyIoM B
JJIEKTPOHHYIO HHGOPMAIMOHHO-
00pa3oBaTeIbHYIO cpeny
00pa3oBaTeIbHON OpraHU3aliy, BeO-




KaMCphI, KOMMYHHUKAIIMOHHOC

o0opyoBaHue, obecrieunBaromice
JIOCTYII K CETH MHTEpHET (TPOBOJHOE
COCJIMHCHHUE u OecrpoBOHOE

coequHeHue 110 TexHonorun Wi-Fi)




