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1 Henn u 3a1a4m U3y4YeHus JUCHUNIHHBI (MOTYJIs1)

1.1 Ilean ocBOEHHS JUCHUILIHHBI

Lenp ocCBOEHHMS IUCHUIUIMHBI 3aKIOYAETCS B OBJIAJICHUU TEOpUEH U TMPAKTHKOMN
rporecca J0KyMEHTallMOHHOTO 00ecrieueH s npoliecca yrpaBieHusi OM3HECOM MEXaHUYECKUM 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 CTYJEHTOB CTPOTOTO0 M HEYKOCHUTEIHHOTO COOJOJIEHUS MPUHIIUIIOB
OpraHM3anuy JOKyMEHTO000pOTa, B TOM YMCJE C MOJApa3JesIeHUsIMUA OpraHu3aluy, BEAYIIUMHU
OyXrantepckui y4er;

— MPUBUTHE MPAKTHUYECKUX HABBIKOB PAOOTHI CO CITY>KEOHBIMU JIOKYMEHTAMU;

— TOJy4eHHEe, COCTaBJIEHUE, M3rOTOBJIEHHE, O(OpMIIEHHE, Y4YeT, OTIpaBKa, XpaHEHHE,
nepeaada U YHUYTOXKEHHUE JOKYMEHTOB M MaTepUalioB;

— oOy4yeHHe NpaBUJIaM COCTaBJIE€HHSA, O(OPMIIEHHS W HCIOJIB30BAHUS JOKYMEHTOB,
CBSI3aHHBIX C JIEATEIHHOCTBIO MPEANPUSITHI, B TOM YHCJI€ C BHEITHEIKOHOMUYECKOM;

— 03HAKOMJICHUE CTYACHTOB C OOIIMMHU MPUHIIMIIAMH JOKYMEHTAIIMOHHOTO 00eCTIeueHuUs
NESATENHHOCTH MPEANPHUATHSA, C TIOPSIKOM JOKYMEHTHPOBAHUS HH(OPMAIIHH;

— o0yueHue cucteMaTu3auy HHHOPMAIHH 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 MPHUHSTHS COOTBETCTBYIOIIMX YIPABICHYECKUX PEIICHUH, YCBOCHHUIO TIPABUII U
(hopM AeT0BOIM M KOMMEPUECKOU MEePEUCKH;

— BbIpa0OTKa yMEHHs paboTaTh ¢ MaTepralaMyi OTPaHUYEHHOIO JOCTYIIA.

1.3 MecTo qucuunMHbI (MOAYJisl) B CTPYKTYpe 00pa3oBaTeibHOI MPOrpaMmMbl

Jucuumnnuna «J{okyMeHTOBeEHHE U JIEIOBOM TOKYMEHTOOOOPOT» OTHOCHUTCS K YacTH,
dbopMupyeMoil yuacTHUKaMu 00pa3oBaTeinbHbIX oTHOIIEHUN bioka 1 «/{ucuunianasl (Moaynn)»
yuebHoro 1uiaHa. B cooTBercTBUU ¢ paboyMM y4eOHBIM IJIAHOM JAUCLUUIUIMHA M3ydaeTcs Ha 2
Kypce 1o OYHOM M Ha 2 Kypce 1o 3a04Ho# (hopme oOydeHus. Bua mpoMeXyToOUHON aTTeCTAlNH:
3auer.

Jucuumnnuna Oa3upyeTcsi Ha 3HAHUAX, MOJYYEHHBIX CTYJEHTAMH B paMKaxX OCBOCHUS
TUCIUIUIMH:  «KOMIBIOTepHBI — MPakTUKYM», «MUpoBas OJKOHOMHKAa M  MEKIYHApOIHBIE
IKOHOMHYECKUE OTHOIICHUs», «PyCCKHMil SI3bIK M OCHOBBI JICJIOBBIX KOMMYHHKaIUit», «Teopus
OyXraJiTepcKoro yderay, «MHpOopManOHHO-KOMMYHHKAITMIOHHbIE TEXHOJIOTHH B
npo(eCCHOHANIBHOM JeITeIbHOCTUY) ¥ sBJIsIeTCS 0a30i Uil M3YydeHHs Ha CIEIYIOIIUX Kypcax
JTHUCHMILIHH: « MEHEIDKMEHT, «Y IPaBICHYCCKHI yaeT».

1.4 IlepedyeHb IUVIAHUPYEMBIX Pe3y/IbTATOB O0Oy4YeHHMs IO JUCHHUILUIMHE (MOAYJIIO),
COOTHECEHHBIX C IJIAHUPYEMbIMH Pe3yJIbTATAMHU O0CBOeHHs 00pa30BaTeIbHOM IPOrpaMMBbI

N3ydyenne paHHOW y4yeOHOW AMCUMIIIMHBI HAmpaBleHO Ha (GOpPMUPOBAHUE Y
oOyuaronuxcs CIeayoX KOMIETEHITHI:

Kona u HaumeHoBanue
WHAUKATOpa™® TOCTIKEHUS
KOMIIETEHIINHA

Pe3ynbTaThl 00ydeHuUs 110 TUCIIUILUTHHE

ITK-1 CnocodeH ocyniecTBJISITh BHEIIHEIKOHOMHYECKYIO 1esITeJIbHOCTh




3naer: 3akoHOoAaTeNLCTBO Poccuiickoit denepariy B obiacTu
MaTepHaIbHO-TEXHIYECKOT0 00ecIiedeHus, IeTI0NPON3BOJICTBA;

3naetr: CTpyKTYpY, IPUHIUITEL, HHCTPYMEHTapUi JOKYMEHTOBEACHHS 1
JIETIOBOT0 IOKYMEHTOO00pOTa OpraHu3aliy, a TAKXkKe pa3paboTKu 1
o(hopMIIeHHS IOKYMEHTALIUH;

Ywmeer: PazpabateiBaTh 1 BHEAPSTH JIOKAJIbHBIE HOPMATUBHBIE aKTHI U
periaMeHTHpYIOIIe JOKYMEHTHI O0IIEro XapakTrepa v 1o
(yHKIIMOHATBEHOMY HaIlPaBJIEHHIO AESTEIbHOCTH;

VYwmeer: PazpabareiBaTh 1 HCHONB30BaTh HHCTPYMEHTAPHI
JOKYMEHTOBEIECHHUS U JIeJIOBOTO JOKYMEHTOO00pOTa OpraHu3aluy, B TOM
YHCIIE TI0 BHEITHEAKOHOMUYECKOH JIeSITENIbHOCTH;

TpynoBoe neiictBue: Opopmirsier JOKYMEHTANUIO, B TOM YHUCIE IO
BHEITHEAKOHOMHYECKOH AESTETbHOCTH B COOTBETCTBHHU C TPEOOBAHUSIMHU
3akoHonarenbeTBa Poccuiickolt denepanyy 1 MEXIYHAPOIHBIX aKTOB;
TpynoBoe neiictBue: Mcnonb3yer KOMIIbIOTEPHBIE IPOrPAMMBI IS
BEJ/ICHUs y4eTa, CHCTEMAaTH3allMK ¥ aHaJIi3a JaHHbBIX, COCTABJICHHS 0a3
JIAHHBIX, BEJICHUS IOKyMEeHTO000pOTa, CIIPABOYHO-TIPABOBBIE CUCTEMBI,
pecypchl HH(pOpMaIMOHHO-TEJIEKOMM YHUKalIMOHHOH ceTh «HTepHeT,
OPI'TEXHHUKY.

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

Pe3ynbrarel 00ydyeHHs MO AUCUHUIIIMHE JOCTUTAIOTCS B paMKaX OCYLIECTBJICHUS BCEX
BUJIOB KOHTAaKTHOM U CaMOCTOATEIbHOW paboThl O0OydalolUXcs B COOTBETCTBUH C
YTBEP’KIACHHBIM y4EOHBIM IIaHOM.

WuaukaTophl  IOCTHKEHUS  KOMIETEHIMH  cuuTaroTcsi CHOPMUPOBAHHBIMH  IIpU
JOCTHKEHUH COOTBETCTBYIOIIUX UM PE3yJIbTaTOB OOyUEHHUSI.

2. CTpyKTYypa U cofep:KaHue TN CHUTIIUHbI

2.1 Pacnpenesienne TPyaA0éMKOCTH IMCHUILIMHBI 110 BUJAaM padoT

OO6mrast TpyI0€MKOCTh JUCIUIUIMHBI COCTABJISIET 2 3a4eTHBIX eAuHHII (72 daca), ux
pacmpeiesieHre 1Mo BujaaM paboT MpecTaBiIeHo B TabauIe

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 KOHTaKTHas1 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 Mamepuand 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 Copnepsxanue QMCUMILTHHBI

Pacrnipenenenne Bu1oB yueOHOM pabOThI U UX TPYAOEMKOCTH IO pa3zesiaM JAUCHUIIINHBIL.

Pasnenbl (TeMbl) MUCIHMILIMHBI, H3y4aembie B 3 cemectpe 2 (kypce) (ounas popma
0byuenus)

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 ipaBuia UX o(OPMIICHUS 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.  |JlokyMeHTbI KaJpOBOU 1 OYXTaNTepCKOM CIyXKObI 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 Oucyuniumsl 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, 13 — npaktudyeckue 3anatus / cemuHapsl, JIP — maGopatopHsbie
3ansaTust, CPC — camocrosTensHas padoTa CTyIeHTa

Pazgenbl (TeMbl) TUCHUIUIMHBI, H3ydaeMble 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 ACATEIFHOCTH KOJJICTHANBHBIX 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
TpeboBaHUAME 3aKOHOAaTeNnbcTBa Poccuiickoit deneparmu 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 JlokyMeHT000OpOT B OpraHU3aLK U YIIPABJICHUH OU3HEC- 5 1 1 3
" |mpoueccamu

13. |Ciryx0a JOKYMEHTAIIMOHHOTO 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 TeKyIeMy KOHTPOIIIO
OO0m1ast TPyTOEMKOCTb IO JUCIUTUINHE 72 43,8

[Mpumeuanue: JI — neknum, [13 — npakruyeckue 3anstus / cemuHapbl, JIP — maGopatopHbie
sanstust, CPC — camocTosiTenbHas paboTa cTyeHTa

2.3 Conep:xanue pa3aeaoB (TeM) THCHUTLTHHBI
2.3.1 3auaTusa JeKIMOHHOr0 THIIA

HanmenoBanue paszena (TeMbl)

Coneprxanue paszzena (TemMbl)

®dopma TeKyuiero
KOHTPOJA

1. Tpemer, coepanye i [ToHATHS «TOKYMEHT», «TOKYMEHTO000POT» 1 Kpartkuii orpoc B
sajaum Kypea «JIOKyMeHToBezleHne». PasBuTtre nokymeHTa. CriocoOsl Hayaje JIeKIUuH
+ [AOKYMEHTHPOBAHHNA U MAaTCPpHUAJIbHbIC HOCUTEIIN
JIOKyMEHTOBEJICHUE U JIETI0BOU .
1OKYMEHT00GOPOT unpopmanuu. CBolicTBa 1 QyHKIMH JOKYMEHTOB.
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

A — pacmopsAUTeNbHBIX  JOKyMEeHTOB (CocTaB  PEKBU3HTOB
JOoKyMeHTOB. TpeOoBaHMs K O(QOPMIICHHIO PEKBHU3UTOB.
HcnpaBienuss B AOKyMeHTax. bilaHku JOKyMEHTOB
HpeIpUsITUS

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

JOKYMEHTOB.  YcTaB opranuzauuu. llonokeHue 0| Hadale JIEKLIUH
OpraHu3alMOHHO-TIPABOBbIE  [CTPYKTYpHOM moApasjeieHuu opraHuzauuu IltatHoe
JOKYMEHTBI pacrucaHue. IIpaBuna  BHYTpEHHEro  TPYIOBOI'O

pacriopsiaka. VIHCTpyKIMHM 1O  OTHENHBHBIM  BUAAM

JeaTenbHOCTH. JIOIKHOCTHbIE HHCTPYKIIMU

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

JIOKyMEHTOB.

5. OpraHu3anroHHO-TEX HIUECKIE MEpONPHUATHS ro| Kpatkwuit onpoc B
JloKkyMEeHTHpOBaHHE MOATOTOBKE U MpOBEICHUIO coBelanuil. CTpykTypa| Hayane JeKLUH
JEeATCIPHOCTH KOJUIETHANBHBIX |IOKTaJa W OT4YeTa: Ha  COBEIIAHHM, 3aCEHaHHH,

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

6. Bunst HH(OPMAIIOHHO-CITPABOYHBIX JIOKyMeHTOB. | KpaTtkuii ornpoc B
Hudpopmanmonno-cnpaBodnsie |Odopmienne cripaBok. OpopmiieHre JOKIaIHBIX 3aIHCOK.| Hadaje JeKIHN
JIOKYMEHTHI OdopmiieHre 00BICHUTENBHBIX 3amucok. OdopmieHue

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

7. OcobeHHOCTH 0()OPMIIEHUS U UCTIONIE30BAHUS Kpatxwmii ompoc B
CONPOBOIUTENBHBIX TOKyMEHTOB. OdopmiieHne, HavaJie JIeKINU
00paboTKa M HCIOIB30BAaHUE COTPOBOIUTEIHLHBIX

CompoBonuTensHbIC
JIOKYMEHTBI JOKyMEHTOB TIPOIIECCOB NEPEBO3KH paOOTHUKOB, JOCTaBKU
TPY30B M yIpaBJI€HHE KOPIIOPATUBHBIM TPAHCIIOPTOM
oprann3anyy. [1oaroroBka JOKyMEeHTaH IS
TIPOBEJICHUS] MPOLIEAYP BHIOOpA ITOCTABIIMKOB M 3aKYITKH.
8. |Odopmnenne, 0bpadoTka u IIpaBuma  odopmiennsi, o0paborkm wu  xpanenus| Kpartkuii orpoc B

XpaHEHHE TOKyMEHTAIUH 110
BHEITHEOKOHOMHYECKOH
JeSITETPHOCTH B COOTBETCTBUU
¢ TpeOOBaHUSAMU
3aKOHOIATEIHCTBA

Poccuiickoii @enepanun u

JOKYMEHTAllU¥ MO BHEITHESKOHOMUYECKOH JEATENbHOCTU
B COOTBETCTBMH C TpPEOOBaHMSIMH 3aKOHOJATENbCTBA
Poccuiickoit ®enmepanui M MEXIyHapOAHBIX AaKTOB.
JenoBoe mmceMo B ycnoBuAx yHubukanuu. Ilpasuia
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
o(hopMIIeHHIO TPyIOBOro goroBopa. OdopmiieHne IpruemMa| Havase JeKIUH
JIOKyMeHTBI KaApOBOH 1 Ha paboty. 3asBieHue o npueme Ha padory. OdopmieHue
OyXTanTepcKon CIyXObI NPUKa30B 10 JMYHOMY COCTaBy. TpyaoBas KHHXKKA.
Jlnunas xkaptouka. JluuHoe geno. XapaKTepUCTHKA.
Astobuorpadus. Pezrome.
10. OO0paboTka mocTymarommx JMokyMeHToB. (OOpabotka| Kpatkuii ompoc B
OTMpaBIIsIEeMbIX  JOKYMEHTOB. llopsyiok  paboThl  ¢| Hayase JeKIuH
Opranuzanus paboTsl 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. [HAYaIE JIEKIINU
JIOKYMEHT0000pOTa Benenue 0a3nl JTAHHBIX JIOKyMEHTaIu! mno

BHELTHETOPTOBOMY KOHTPAKTY.

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

13. 3amaun u  GyHKIMH CcIyxO0bl  JokyMmeHTauuoHHoro|Kpartkuii ompoc 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 3aHATHS CEMMHAPCKOT0 TUNA (IPAKTHYECKUE 3aAHATHS)
Ne HammenoBanue paszaeina (TeMBbl) TemaTuka 3aHATHI/PabOT Popwma rekyuero
KOHTPOJIS

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

2. Co3nanue JIOTOTHIIA, AJIEMEHTBI PEKBU3UTOB Pedepar-

npennpusituss  Co3zgaHue  COOCTBEHHOro — 00pasiia| Impe3eHTanusl, Keic
JIOKyMEHTEHI ¥ IpaBHIIa UX PEKBHU3UTOB JOKYMEHTA. PexBH3NTEI JIETIOBBIX
o opMIiIeHUS JOKyMeHTOB. OdQopMileHHe  PEKBU3UTOB  JIETOBBIX
JOKyMeHTOB (Tpu¢) yTBepkIeHus, azapecar, Trpud
COTJIACOBAHUS U T.1I.).
3. PaGora c aiinamu, CcO3JaHHBIME Ha TMPEIbLAYIIEM Pedepar-
samsatun. Odopmienue OmaHka JOKYMEHTa, HCIONB3Ys| 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 (coBemaTensHOM oprase)
OpraHM3alli{, perjaMeHT, IUTaTHOE pacHHCaHHe,
HWHCTPYKIHMS, JOJDKHOCTHAs] HHCTPYKIIHSL.

4. IMpukasel. Co3anue madIoHOB IPHKA30B MO Pedepar-
PacnopsinutensHbie OCHOBHOM JIEATENILHOCTH U IO JINYHOMY COCTaBY Ipe3eHTalus, Kelc
JIOKYMEHTBI (mpononpHEI OiaHk obmero Buaa). [loctanoBieHus;

PpeLICHHUS; IPUKA3bl; PACTIOPSDKEHHS; YKa3aHHS.

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

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

OObsichurensHast  3amucka.  Co3gaHue  1mabioHa| mpe3eHTanus, Keic
WudopmannonHoO-cripaBOYHbIE
JIOKYMEHTBI JOKJTJHBIX, OOBSCHHUTENBHBIX 3aMHCOK M CIyXEeOHBIX
3ammcok. OdopmileHHe CIpaBKH, CO3JaHHE IIa0IIoHA
JIOBEpEHHOCTH 1 pactucku. Pakcel. TenedoHOrpaMmBbl.
7. o p—— OdopmiteHre TOBapHO-TPAHCTIOPTHON HAKJIIaTHOM, Pedepar- 3
ITyTEeBOT O JIMCTA, IOTOBOPA HAa OKAa3aHWE TPAHCIIOPTHBIX | Mpe3eHTanusl, Keic
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 TOKYMEHTAIIUH 110 | TOKyMEHTAIlH! o BHCIITHEAKOHOMIUYCCKOMN | TIPE3CHTAIINS, KEHC
BHEITHEKOHOMHYECKOH JESITETPHOCTH B COOTBETCTBHH C  TPEOOBaHUSIMHU
JIESITEIIBHOCTH B COOTBETCTBUHU |3aKOHOMATEIILCTBA Poccutickoii Denepanuu u
¢ TpeOOBaHUSIMHU MEKIyHApOMHBIX akToB. CoOCTaBlieHHE W O(QOpPMIICHHE
3aKOHOJATENbCTBA JIETIOBOr0 MHChbMa, (pakc JAUPEKTOpY, COCTABUTH JIEJIOBOE
Poccuiickoii ®enepanun u MUCEMO 3apyOC)KHBIM TTApTHEPaM.

MEXIYHAPOIHBIX aKTOB.
CoBpeMeHHOE J1eNT0BOE
MTUCHMO
9. TpymoBbIe JOTOBOPHI C COTPYIHUKaMHU. JIMIHBIC Pedepar-
KapTOUKK PaOOTHUKOB. Tpy/IOBbIC KHHXKKU. MIPe3CHTAINs, KeHC
YBenomiieHre pabOTHUKOB O BEIOOpE (DOPMBI TPYIOBOU
. kHkkd. [lItaTHOE pacnucanue. J{oMKHOCTHBIE
JIOKYyMEHTBI KaJipOBOI
5 uHCTpyKIuK. [IpaBuiia BHYTPEHHETO TPYI0BOTO
CITyKOBI
yK pacniopsinka. ['paduk ormyckoB. 3asBieHue.
XapakTtepuctika. ABroduorpagus. Pesrome.
Odopmiienre 3asBnenus. Co3nanue aBToOHOrpaduu U
xapakTepuctuk. OpopmiieHne pesrome.
10. Opranmzanus J0OKyMEHTO00OpOTa Ha MPEAIPUATHH. Pedepart-
Opranuzanus paboTsl ¢ p " M P pearp (bep .
OKVMEHTAMMU Perucrpanyss BXoasAlMX JOKYMEHTOB. Perucrpauus| npeseHranus, Keuc
JOKYM HCXOSAIINX JOKYMEHTOB. .
11. CocraBjicHHE B DJIGKTPOHHOM BHIE CXEMBI pabOThI C Pedepat-
nokymentamu. Co3ZaHue CcaMOCTOSITENBbHO —00pa3la| Impe3eHTanusl, Keic
Onanka ©KICHHUS, B KOTOPOM BBl 00y4aeTech.
ABTOMaTH3AIHA YA ’ P i
Co3aHue DIEKTPOHHOTO JKypHajia B  TEKCTOBOM
JIOKyMEHT0000poTa
pelnakTope il PerucTpalMy BXOISIIMX W HCXOMISIINX
JIOKyMEeHTOB. Benenue 0a3bl JaHHBIX JOKYMEHTAIMH IO
BHELIHETOPTOBOMY KOHTPAKTY.
12. JIOKYMEHTOOGOPOT B CpoKHM XpaHEeHUsS] UCIIOJHEHHBIX JEJOBBIX JOKYMEHTOB. Pedepar-
™ P [ToaroroBka IOKyMeHTOB K ciaade B apxuB. Co3narh| npe3eHTanusl, Keiic
OpraHu3alyy 1 yIpaBiIeHHH
oOpaserr 00JIOXKKH Jiea, oOpa3sell OIMUCH Jena, odpaser
OU3HEC-TIPOLIECCAMM. N
3aBEPHUTEIHLHON HAIUCH.
13. 3ajaun v QYHKIMHA CIyXObl  JOKYMEHTAI[MOHHOT'O Pedepar-
obecrieyeHus aBiaeHus. C Typa  CIyXOBbI| TpE3eHTALHsI, TECT
Cnyx0a TOKyMEHTallHOHHOTO yrp TPYKTYD YK p ’
JIOKyMEHTaI[MOHHOTr0 obecniedenust yrnpasienus. [Ipasa u
o0ecTiedeHns yIIpaBICHHs.
OTBETCTBEHHOCTh CITYXOBI JIOKYMEHTAI[HOHHOTO
00ecCTIeYeHUs YIIPABICHHS.

3amuTa nabopatopHoit padotsl (JIP), Beimonuenue kypcosoro npoekra (KII), kypcosoit
paboter (KP), pacuerHo-rpaduueckoro 3amanus (PI'3), manucanme pedepara (P), acce (D),
kosutokBuyM (K), rectupoBanue (T) u T.x1.

2.3.3 IIpumepHasi TeMaTHKa KypPCOBBIX padoT (IIPOEKTOB)
KypcoBas paboTa no gaHHO# IUCHUIUIMHE HE MPEAYCMOTPEHA.

2.4 IlepeyeHb y4eOHO-METOANYECKOr0 O0ecnedeHHs AJIsl CAMOCTOAATEIbLHOM PadoThI
o0yyamuxcst Mo JUCHHUILINHE (MOIYJIIO)

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

1 3aHATHS JIEKIMOHHOTO U |MeToaudeckne yKa3aHUs ISl TMOATOTOBKM K 3aHATHSM JIEKIMOHHOTO H
CEMHMHApPCKOro THUIna CEMUHAPCKOT0 THMA. YTBEpXKJCHBI Ha 3aceqaHun CoBeTa 3KOHOMHYECKOTO
¢axymnprera PI'BOY BO «KyoI'Y». [Iporokon Ne 1 ot 30 aBrycra 2018 rona..

Pexxum octyna: 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 rona.. Pexxum moctyna:



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

https://mww.kubsu.ru/ru/econ/metodicheskie-ukazaniya
3 Beimonaenue Meroauyeckne yKa3aHUs 110 BBIIOJHEHHIO CaMOCTOSTENBHOM pPabOTHI
CaMOCTOSITETILHON paboOThl  |0Oydaromuxcs. YTBepKIeHbl Ha 3acemaHnd 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 OTPAHHMUYCHHUSM UX 37I0POBbS U BOCHPUSATHS HH(OPMAIIHH:

JUig i1 ¢ HapyIIEHUSIMH 3pEHUS:

— B IIeYaTHOU opme yBeTnYeHHBIM HIpUdTOM,

— B (hopMe PIIEKTPOHHOTO JOKYMEHTA,

— B (hopMme ayauodaiina,

— B nieyaTHOU opme Ha s13b1ke bpaiins.

JInst AL ¢ HapylnIeHUs 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.

JIaHHBIM TepedyeHb MOXKET ObITh KOHKPETH3MPOBAH B 3aBUCUMOCTH OT KOHTHMHIEHTA
00yJaronuxcs.

3. Oo0pa3oBarejibHbIe TEXHOJIOTHMH, NMPUMeHsieMble MPH OCBOEHMH IUCHHUILIHHBI
(MoayJis1)

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

KoMmneTeHTHOCTHBIH TOAXO0J B paMKax IPEroJaBaHUs JUCIUIUIMHBI peaTu3yeTcsi B
HCIIOJIb30BAHUH UHTEPAKTHUBHBIX TEXHOJOTHIM B COYETAHUH C BHEAYTUTOPHOU pabOTOMH.

NudpopManvionHble  TEXHOJOTHH, NPHUMEHSEMbIE TNPHU U3YYEHUU  JUCIUTIINHBIL:
UCIOJIb30BaHWE  HH(OPMAIMOHHBIX  PECYpPCOB, JNOCTYMHBIX B nH(OpMaIMOHHO-
TEJIeKOMMYHUKAIIMOHHOU ceTu MHTepHeT.

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

4. OueHOYHBbIe CpeACTBA ISl TEKYIIero KOHTPOJSI yCIeBAaeMOCTH H
NMPOMEKYTOYHOH aTTEeCTALMHU

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

OueHouHbIE CpeICcTBa BKIOYAIOT KOHTPOJIbHBIE MAaTEPHAIIbI 171l IPOBEACHUS TEKYIEro
KOHTPOJISA B JOpME TECTOBBIX 3a/JaHUM, pedepaToB-MPE3CHTAINU, KEHCOB U MPOMEKYTOUHOI
arrecranuu B jopMe BOIIPOCOB K 3aYETY.

CTpyKTypa OLlEHOYHBIX CPEACTB JIsl TeKylIeil 1 MPOMEXKYTOYHOM aTTecTaunu

Kon 1 HanmenoBanme HanMeHOBaHME OLIEHOUHOrO CPEICTBA
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-
MpE3EHTAIIUS, TECT

Bonpoc Ha
3ayere
29-48

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

Omnpoc, pedepat-
Npe3eHTaIus, KeHC, TeCT

Bonpoc nHa
3ayere
1-28

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

Omnpoc, pedepat-
Mpe3eHTAaIus, KEHC, TECT

Bonpoc Ha
3ayere
1-28

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

Omnpoc, pedepat-
Mpe3eHTalusl, Kelc, TeCT

Bonpoc Ha
3a4eTe
29-48

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

Omnpoc, pedepar-
[Ipe3eHTaLHs, KEHC, 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
3HAHUI, YMEHHUI1, HABBIKOB 1 (MJIH) ONBITA JeATEJbHOCTH, XaPAKTePHU3YIOIIMX ITAIbI
(opMupoBaHMs KOMIIETEHIMII B IIpoLecce 0CBOCHHUsI 00pa30BaTeIbHOM NPOrPaMMbl
Ilpumepnulii nepeuens 6onpocoé u 3a0anuil
Pegpepam
Temamuxa pegepamog
1. CymHocTh u TpeOOBaHMS COBPEMEHHOIO JeNONpoM3BOACTBAa. Poibp uHpopManuu B
YIIPaBJIEHYECKOH AEATeNbHOCTH opraHu3auuu. JIokyMeHT U ero (GpyHKuuu. YHUHUIMpPOBaHHAS
CUCTEMA JOKYMEHTALIUH.
2. Buapl JOKyMEHTOB U MX KIaccUpUKanus. YHU(PUKAIUSA U CTaHJapTU3ALMSL.
3. CoBpeMeHHOE rocyaapcTBEHHOE peryaupoBanue aenomnpoussoacresa ECIOY.



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(OPMIICHMS OpraHU3alMOHHBIX JIOKYMEHTOB (yCTaB,
YUpPEAUTEIbHBIA JIOTOBOP, JOJDKHOCTHAS WHCTPYKIMS, IIOJIOKEHUE, IITaTHOE pacHucaHHe,
CTPYKTYypa U IITaTHAas! YUCIECHHOCTB).

7. OcoOeHHOCTH TOATOTOBKH M O(GOPMIICHHS PpacTOPSIUTEIbHBIX JOKYMEHTOB (IIPHKa3 IO
OCHOBHO J1€TEIbHOCTH, YKa3aHUE, IIOCTAaHOBIIEHUE, PACHIOPSKEHUE U PELLIEHUE).

8. CocraBienue u odopmiieHHe WHPOPMALMOHHO-CIIPABOYHBIX JOKYMEHTOB (aKT, MMPOTOKOI,
TOKJIaIHas!, OOBSCHUTEIbHAS U CITy)KeOHAasl 3aIHCKHN).

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

10. KagpoBas cinyx6a. Pernamenrarnus ee neaTenIbHOCTH.

11. JIokyMeHTBI MO YCTaHOBJIEHHIO TPYAOBBIX NMPaBOOTHOIIEHHH. OQopmieHHe NPUKA30B 1O
JUYHOMY COCTaBY, TPYIOBBIX KOHTPAKTOB, TPYIOBBIX KHUKEK, JUYHBIX KAPTOUEK.

12. OcobenHocTH cocTaBiieHus: U 0OPMIICHUS TUIHOTO JIeTa.

13. DOnexrpoHHblil oduc. CoBpemMeHHble WH(GOPMAIMOHHBIE TEXHOJIOTUH, HCIOJIb3yEMbIE B
JOKYMEHTAI[MOHHOM 00eCIeYeHUH yIPaBIICHUS.

14. CraHOBJICHUE U Pa3BUTHE MOHATHS «AJEKTPOHHBIN JOKYMEHT.

15. [Ipobnema mpuaanus FOPUANIESCKON CHITBI JIEKTPOHHBIM IOKYMEHTAM.

16. DneKTpOHHBIA JOKYMEHTOOOOPOT U €ro OTJIMYHE OT aBTOMAaTU3alMHU JAeJOTPOU3BO/ICTBA.

17. HopmaTuBHOE MPaBOBOE W METOAMYECKOE 00ECIIeYeHUE IIEKTPOHHOTO JOKYMEHTO000pOTAa.
18. MHOrokpuTepuanbHblii MOAXOJ K mpoOiieMy BbIOOpa M ONTHMU3ALMM amlapaTHO-
MIPOTrPaMMHBIX KOMIUIEKCOB: CYIIHOCTb, OCHOBHBIE JTAIlbI.

19. IIpoGnemMbl TpaAUIIMOHHBIX TEXHOJOTHUH JOKYMEHTAIIMOHHOTO OOECIeUeHUsl YIpaBiIeHUs U
UX 00bEKTHUBHBIE TPUUNHBL.

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

21. JKu3HEHHBI LMK MPOTPAaMMHOTO oOecreueHruss HWHPOPMAIMOHHON CHCTEMBI W €ro
cTpykrypa. OCHOBHBIE, BCIOMOI'aTEIbHbIE U OPraHU3ALMOHHBIE ITPOLIECCHI.

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

23. OyHkuuoHaIbHbIE Bo3MOXkHOCTH Microsoft Office u ee mpunoxxeHui.

24. Pean3anust THIIOBBIX 33J1a4 JISJIONIPOU3BO/ICTBA Ha puMepe nmaketa MS Office.

25. OpraHuzalMOHHBIE M TEXHUYECKHE MPOOJIEMbl KOHTPOJIA 3a HCIOJHEHHUEM JIOKYMEHTOB.
Bo3moxHOCTH peann3anuu KOHTPOJIs UCTIOTHEHUs JokyMeHToB B cpene MS Office.

26. BO3MOXHOCTH CO3[aHUSI KOMIIO3UIIMOHHBIX JOKyMeHTOB B cpene MS Office. Ilpunnun
CBSI3BIBAHUS U BCTpauBaHUsg 00beKTOB. [IpuHIIMI TMHAMUYECKOTO 0OMEeHa TaHHBIMHU.

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

28. HopMaTuBHO-METOAMUYECKUE AOKYMEHTBI, PETIAMEHTHUPYIOUIUX IPOLIECCHl BHEAPEHUSA U
UCTOJb30BaHUS  MH(POPMALIMOHHBIX TEXHOJOIMH B  JIOKyMEHTALlMOHHOM  OOecre4eHuun
YIPABIICHHUS.

29. Bo3MoxHbIe c(epbl HCIOIb30BaHUS COBPEMEHHBIX HH()POPMALMOHHBIX TEXHOJOIMH B B
JOKYMEHTAI[MOHHOM OO€CTIeYeHNH YIPaBIICHHUS.

30. Lenu u 3a1a4n BHEAPEHMSI SIEKTPOHHOTO JOKYMEHTOO00POTa B OpraHU3alUsX.

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 pesusuto BXxoaaT: [Ipeacenarens - 3am. nupekropa C.H. Ko3nos UineHnsl koMmuccuu:



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 nepuox ¢ 14.03.20 mo 16.03.20 B pesynbrare NpoBEACHHOW pEBU3HMU
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 HaJWYHBIX JieHer B kacce cocrtasisier 4800 pyd. Hemocraua nener B
kacce - 200 py6. 3. Hemocraua HamM9HBIX JEeHET B Kacce oOpa3oBaiach 1o 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-i 9K3. - TJ. Oyxranrepy B mpuiokeHnn oObSCHUTEIbHAS 3aIMCKA
kaccupa B.M. MakcumoBoii Ha | 1. B | 9k3. (caMmy OOBSICHUTENBHYIO 3aIUCKY MHCATh HE HY)KHO,
HEOOXOIMMO B TEKCTE aKTa CJeNlaTh MOMETKY O HaJu4uu mpuioxeHui.) Odopmuth rpud
yrBepxkaeHus: aupektop A.A. bepkyr, nara yreepxknaenus 18.03.20 . OpopMHUTH pPEKBU3UT
"OTMETKa O HampaBJIeHUH J0KyMeHTa B feno" Mcnonnutens B.A. Anykun aara 25.03.20 .

2. CocraBpTe muceMo — mpuriamenne Ne 544 ot 10.07.20  mo ci. ganHbM: MHCTHTYT
TOYHBIX MPUOOPOB TOCHUIAET MHChbMO — mnpuriamenue gupektopy LHHUU «IIpomereit»
Koncrantuny CepreeBuuy ¢ MpUriamieHueM MOCETUTh MEKIYHAPOIHYIO CIIEIUATN3UPOBAHHYIO
BBICTaBKY «OKOHOMHS MaT€pHAIbHBIX M TOTUIMBHO-YHEPreTUUECKUX PECYPCOB B CTPOUTENILCTBE
Y IPOMBIIITIEHHOCTUY. BhIcTaBka cocTonTcs B . MOCKBa B TaBUJIbOHE BBICTABOYHOTO LIEHTpa Ha
KpacHnoii IIpecne 18 aBrycra 20 rozga ¢ 9.00 1o 20.00. Aapec HHCTUTYTa TOYHBIX PUOOPOB T.
Mocksa yiu. [lnexanosa 36, ten. 237-87-77. {upekrop mHcTHTyTa TOYHBIX TIproOopoB C. K.
Ceprees.

3. B cootBerctBuu ¢ Pacmopsikennem Munuctpa ot 04.03.20 Ne 115 «O6 ycunenuun
MPOTUBOMOXKAPHONH O€30MacHOCTH M YCWJIEHMHM OXpaHbl B MEpPUOJA NPa3JAHUYHBIX THEH»
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 opranuzanuu yOoopku Tepputopuu oObeauHeHus 2. O mpoBepke
COCTOSIHUS JEKTPOIpoBoaKU 3. O mpenocTaBieHUH B CEKpeTapuaT IeHepaIbHOro JUPEKTOpa
CIHUCKa COTPYAHUKOB, IpeObIBaHHE KOTOPBIX HEOOXOIMMO Ha TEPPUTOPUU OOBEITUHEHUS B
npazguuunbie AHU 4. KOHTposib 3a HCHOJHEHHEeM BO3JaraeTcsi Ha TJIABHOTO WH)KEHepa
oobemuuenus I1.P. XKapoa. Kaxnaeiii myHKT paccmotperh mo cxeme «Komy?», «UTo HYXHO
caenath?», «Jlo xakoro cpoka?». Hampumep, k n.1 3aBenyromemy ckinagom O.H. Huxkutuny
opranuzoBaTh yOopky Tteppuropun ao 07.03.20 . ITIpoctaBuTh BH3Y IJIaBHOTO HH)KEHEpA.
IToctaBuTh 0OTMETKY 00 HcnonHutene. Mcnonnurenem spisercst ConobeBa Tenedon 302-34-56.

IIpumep TeCTOBBIX 3aJaHNI

1. YTo HE OTHOCUTCA K YUPEIUTEIbHBIM JOKYMEHTAM FOPHUINYECKOro Juua?

— IIpoTokon cobpanus yupeauTenei;

— Ycras;

— YupeauTenpHblid T0TOBOP.

2. IlonoxeHue 0 CTpPYKTYpHOM MOJIpa3IeieHuu — 3TO:

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

— IPaBOBOI aKT, KOTOPKII OMIpEeNsIeT CTaTyC OpraHu3alluy, €€ 3a0a4u U PYHKIUH, TIpaBa,
OTBETCTBEHHOCTb, NIOPAJIOK JAECATEIbHOCTH;

— 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 neiCTBHS pacoOPSAUTENbHBIE JOKYMEHTHI ACTSATCS Ha!

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

— KOJUICKTUBHBIE U HHAUBUIYATbHBIC,

— MIPaBOBBIC AKThl OPTaHMU3AIMHN, IPABOBBIEC AKTHI UX CTPYKTYPHBIX MOIPA3ICICHHI.

6. Pacniopsbkenue uznaercs:

+ €IMHOJINYHO;

— KOJUJIETHAJIbHO;

— B YCJIOBHSIX BEJOMCTBEHHOI'O PEryIHMPOBaHUS.

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 OTIMYAETCA MPOEKT TOKYMEHTA OT €ro OKOHYATEIbHOTO 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 yacTb MOCTaHOBJIEHUS COJICPKUT HOPMATHUBHBIE TIOJIOKEHUS WU TIOPYIEHUA?

— PacnopsiaurensHasi;

— Koncrarupytomas;

— BBognas.

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

— YKa3aHue;

— JIOKJIaIHAs 3aIKCKa;

— CBOJIKA.

12. Bug undopmainoHHO-CIIPaBOYHOM JOKYMEHTAIUH, SBIISIOIIEHCS CIOCOO0M ONepaTUBHOIO
nH(OPMALIMOHHOTO 0OMEHa MEX/1y OpPraHU3alUsIMHU, Ha3bIBACTCS:

— MEPENUCKOM;

— JOKyMEHTalUen Ui CI1yKeOHOTO OJIb30BaHuUs;

— CTaTUCTUYECKOM OTUETHOCTHIO.

13. Yro npeactapiseT coboil 3asBiieHNE B JOKYMEHTO000POTE OpraHu3anun’?

— 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 MPUYMHBI CTYYHBIIETOCS, KOTOPBIM cOCTaBysgeT pabOTHHUK 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. IokyMeHTBI, KOTOPbIE U3/IaHbI BHYTPU YUPEKACHUS U OTIPABIICHBI 3a €TI0 MPEAeIbl s
PYKOBOJICTBA HIKECTOSIIIIUM OpraHaM yIPaBJICHHsI JTNOO B IENSIX UCTIOTHEHUS MTMCbMEHHBIX
yYKa3aHW BbICIIEH MHCTAaHUMU, HA3bIBAKOTCS:

— UCXOJIIMMHU JOKYMEHTAMU;

— BXOJISIIIIUMH TOKYMEHTaMU;

— IIEPEIUCKOM.

16. Yto BKIIIOUAET B c€0s1 TEXHUYECKOE MCIIOJHEHNE TOKYMEHTA:

— MOATOTOBKY MPOEKTA IOKYMEHTa, HA0OP U pacreyaTKy TEKCTa MPOEKTa, KOPPEKTUPOBKY
coJiepKaHus JOKyMEHTA MOCIIe COTJIacoBaHusl, opopmiieHHe (MHATLHOTO BapUaHTa JOKYMEHTA;
— IPEJOCTaBJIEHUE PACIIEYaTaHHOTO MPOEKTa JOKYMEHTA PYKOBOAUTENIO Ha COTJIACOBAHMUE,
yCTpaHEHHE HETOYHOCTEH, HA0Op OKOHYATENILHOTO IOKYMEHTA;

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

17. Korga noKyMeHT SIBIISI€TCS HCTIOJTHEHHBIM?

— Korna paccmaTpuBaeMblii B JOKYMEHTE BOIIPOC pa3pelieH MOJTHOCTBIO U MEPENNCKA [0 HEMY
3aBeplIeHa;

— Kak ToJIbkO TOKyMEHTY MPUCBOCH PErUCTPAITMOHHBIN HOMED;

— Koraa mokymMeHT moJiydeH KOHEYHBIM aJJpecaToM.

18. Kakue pazmepsl IpUPTOB pEKOMEHAYETCS UCIOJIB30BaTh MPH 0(OPMIICHUH TOKYMEHTOB
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, Ha3bIBaeTCS:

— 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:

— MaTepualbHbI 00BEKT, KOTOPBII Hy)KeH Ui (PUKcaluu, XpaHEeHUs (1 BOCIPOU3BEICHUS)
pedeBOii, 3BYKOBOI M H300pa3uTeNbHOM HHpOpMaLny;

— cO3/JaTelNb I0OKYMEHTA;

— CTPYKTYPHOE Ioipa3/ielieHne, BRIMOIHAIee (YHKIIMU 110 BEACHUIO TIOKYyMEHTO000pOTA.
22. CBOKCTBO IOKyMEHTa MOJITBEPKIaTh JAEJIOBYIO AESITEIbHOCTD JTUO0 COOBITHE JINYHOTO
XapakTepa — 3To:

— IOpUINYECKasi 3HAUUMOCTD JIOKYMEHTA;

— IOpUINYECKas Cujia JOKYMEHTA,

— ayTEeHTHUYHOCTb.

23. TunoBbIM CPOKOM HCTIOJIHEHUS JOKYMEHTA Ha3bIBACTCS:

— CPOK MCHOJIHEHHUSI IOKYMEHTA COTJIACHO HOPMATUBHO-IIPAaBOBOMY aKTY;

— CPOK MCHOJIHEHHUSI, KOTOPbIH YCTAHOBIIEH B OPraHU3al[MOHHO-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 COJEP>KaHUEM — 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 MIA0JI0OH ¢ PEKBU3UTAMU, TI0 KOTOPBIM 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 IOCTaBKa C IMOYTHI, IepBUYHAs 00pabOoTKa, perucTpaIys, MoAroToBKa Ha
JOKJIa/I, PACCMOTPEHHE U 0(hOPMIICHHE PE30IONNN, PETUCTPAIUS PE30TIOIIMHY, TOCTAHOBKA Ha
KOHTPOJIb HCTIOJTHEHUS, OTIPAaBKa Ha UCTIOJIHEHUE, UCTIOJTHEHUE W KOHTPOJIh 32 HUM, TIPHEM
WCTIOJTHEHHOTO JIOKYMEHTA, CHATHE C KOHTPOJIS, TOMEIICHUE UCTIOTHEHHOTO JOKYMEHTA B JIETIO,
paboTa ¢ HUM, TEKYIIee U apXUBHOE XpaHEHHUE, YHUUTOKEHUE U CITUCAHUE;

— YCTaHOBJICHHE KOHKPETHOTO aJipecaTa JOKYMEHTa B OpraHU3alliu, perucTpaiys JOKyMeHTa 10
BXOJISIIIIMM JKypHaJIaM, Tiepeada JOKyMEeHTa aipecary, YKa3aHHOMY €T0 B TEKCTEe, YCTaHOBJICHHE
CPOKOB MCTIOJIHEHHSI IOKYMEHTA, UCIIOJTHEHUE IOKYMEHTA, TIPOBEpKa pe3yIbTaTOB UCIOJHCHHS,
MOMeIIeHNe JOKYMEHTa B HOMEHKJIATYPHOE JIEJI0 U MOCIEeAYIOIIas cada B apXuB;

— perucTpanus J0KyMEeHTa 1O BXOSAIICH KOPPECTOHACHIINH, ITepeada ero pyKOBOIUTEIIO s
OTIpeIeTICHUS UCTIOJTHUTEIIA, TIepeaada JOKyMEHTa HEMOCPEICTBEHHOMY UCTIOJTHUTEITIO,
KOHTPOJIb 3a UCTIOJITHEHUEM JIOKYMEHTA, UCIIOJIHEHHUE TIOKYMEHTA, IIPUEM Pe3yIbTaTOB
WCIIOJTHEHUST PYKOBOIUTEIEM, OTMETKA 00 UCIIOJIHEHUH B CIICIIMAIIBHOM XKypHaJe, cadya
JIOKYMEHTA B apXUB.

29. IIpeaBapuTenbHbIA TEKCT JOKYMEHTA, KOTOPBIA JIMYHO FTOTOBUT UCIIOJIHUTEIb WU
COMCIIOJIHUTEIh JOKYMEHTA, 3TO:

— MIPOEKT JIOKYMEHTA;

— 3K3EMIUISIP JOKYMEHTA;

— KOTHS TIOKyMEHTA.

30. Jlemonpou3BoOACTBO — 3TO:

— IeATEIbHOCTh MO JOKYMEHTUPOBAHHUIO, TOKYMEHTOO0OPOTY, ONIEPaTUBHOMY XPAaHEHUIO U
HCIOJIb30BAHUIO JOKYMEHTOB;

— IpoLeAypa CO3aHMs], THPAKUPOBAHUS U PETUCTPAIIUHU BXOJAIIECH U UCXOAIIEH
JOKYMEHTAI[MN OpPTaHu3allNu;

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

3a4eTHO-IK3aMeHAIMOHHbIC MaTePHAJIbI /ISl IPOMEKYTOYHOH aTTeCTANMH (324€T)
1. TloHATHS «IOKYMEHTOOOOPOT», «JOKYMEHT» U «JIOKyMEHTOBEJICHHEY. Pa3BUTHE TOKYMEHTA.
Crnioco0bl TOKYMEHTHPOBAaHUS U MaTepUallbHble HOCUTEIH HH(OPMAIHH.
CaoiicTBa n QpyHKIIMM ToKyMeHTOB. Kitaccuduxanus.
YHu}UKanus U cTaHAapTU3aLus YIpaBIeHUYECKHX JOKYMEHTOB.
4. TIlpaBwmiia opopmieHus J0KyMeHTOB. TpeboBaHus K 0(hOPMIIEHUIO OpraHU3allMOHHO-
pacnopsAUTENbHBIX TOKYMEHTOB.
5. CocraB peKBU3UTOB JOKYMEHTOB. TpeGoBaHus K 0OPMIIEHUIO PEKBU3HUTOB.
6. MHcnpaBnenus B JOKyMeHTax. bianku JOKyMEHTOB MpeIIpUsATHSL.
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OYHKIMHA U 0COOCHHOCTH OPTraHU3alMOHHO-IPABOBBIX JOKYMEHTOB. Y CTaB OpraHU3aI1u.
[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.
TpeGoBaHMs K COCTABICHUIO i O(OPMIICHHIO TIPOTOKOJIOB.

Buner nHGOpPMAIIOHHO-CITPABOYHBIX H COTIPOBOIUTEIIBHBIX JOKYMEHTOB.

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

Ocob6ennoctu oopmiieHHsI, 00paOOTKU U UCIIOIH30BAHUS COMTPOBOIUTENHHBIX JOKYMEHTOB
MIPOIIECCOB TIEPEBO3KH PAOOTHUKOB, IOCTABKH I'PY30B U YIIPABIICHHUE KOPIIOPATHBHBIM
TPAHCIIOPTOM OpTaHHU3AIHH.

[ToaroToBKa TOKYMEHTAITUH JIJIsl TIPOBEIACHHSI ITPOIIEAYP 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 TOKYMEHTAITMH JIJIsl TIPOBEICHHSI ITPOIIEAYP BBIOOpA TTOCTABITUKOB M 3aKYITKH.
[TpaBuna odopmiieHust, 00pabOTKU U XpaHEHUS TOKYMEHTAIIUHU TI0 BHEITHEAKOHOMHYECKOM
JESITETHHOCTH B COOTBETCTBUH C TPEOOBAaHUSIMHU 3aKOHO1aTenbcTBa Poccuiickoit denepamm
1 MEXIyHAPOIHBIX aKTOB.

JlenoBoe nucbMo B yclioBUAX yHUGuKauuu. [IpaBuiia opopmieHus 1einoBoro nucbma.
HexoTtopsie Buabpl nuceM. MexxayHapogHbIE TMChMA.

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 JOKYMEHTaMH. Peructpanus 1 KOHTPOJIb UCTIOTHEHHUS
JTOKYMEHTOB.

dopmupoBanue u 0GopMICHUE JIEN.

[ToaroToBka MTOKYMEHTOB K Iepeaue Ha apXUBHOE XpaHEHHE.

ABTOMAaTH3aIMS AETIONPOU3BOJICTBA.

JlokymMeHTHpOBaHUEe OM3HEC-TIPOIIECCOB. YTIpaBieHUe OM3HEC-TIpoIlecCaMu Yepes
OpraHu3aIHIo JOKYMEHTO000pOTa.

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

CrpykTypa cayxO0bl JOKYMEHTAIIHOHHOTO OOECTICUeHUS YIIPABICHUSI.

[IpaBa ¥ OTBETCTBEHHOCTH CIIY>KOBI TOKYMEHTAIIMOHHOTO OOECTICUeHUs YIIPABICHHUSI.

. Onucanue u TOKyMEHTUPOBaHKE OU3HEC-TIPOIIECCOB OPTaHHU3AIIHH.
. JlokyMeHT B cucteMe MeHeKMeHTa kauectsa [SO 9000
. JlokyMeHTanroHHOe o0ecredeHue yrnpaBaeHusl.



43. HazHnaueHue u BHU/bI YIIPABJIICHYCCKUX JOKYMCHTOB, UCIIOJIb3YCMbBIX ITPU BBIITOJTHCHUH
pa3IMYHBIX BUJIOB YIIPABICHUYECKUX JIECHCTBUII.

44. Bunpl yrpaBieHYeCKHX JOKYMEHTOB B COOTBETCTBUU C OOLIEPOCCHICKUM KJIacCU(UKATOPOM
YIPaBJIEHYECKON JOKYMEHTALINH.

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

46. CoBpeMeHHBIE ITPOTPAMMHBIE CPEJICTBA, UCTIOJIb3YEMBIE B TIPOLIECCE CO3/IaHUS IOKYMEHTOB.
47. CyliHOCTh 1 OCHOBHOE Ha3HAUYEHUE JOKYMEHTALMOHHOTO 00ECIIEYEeHUsI YIIPABICHUS B
COBPEMEHHBIX YCIOBUSIX.

48. BO3MOXHOCTH UCTIOJIb30BaHUSI COBPEMEHHOH O(UCHON TEXHUKH B ONITUMH3AIHN
JOKYMEHTOO0OPOTa B OpTraHU3aIlIH.

Kpurtepuu ouenuBanusi pe3yjbTaToB 00y4eHUs
Ha BeimonHenune Bcex 3amanuii otBoautcs 1,5 waca. Kaxaoe BEpHO BBINOJHEHHOE 3a/IaHHE
OLCHUBACTCA <«Ba4YTCHO». CTYACHT BJIAACCT TCOPCTHYCCKMMH 3HAHHUAMHU I10 BBINIOJIHACMOMY
3a/IaHHUIO.
«HE 3aYTEHO»: CTYJEHT HE MOKET OTBETUTH HA BOMPOCHI MO BBINOJHIEMOMY 3a/ITaHUIO.

Kpurtepun oneHnBanus o 3avery:
«3a4TEHO»: CTYACHT BJIaJEET TEOPETUUECKUMH 3HAHUSAMU 1O JUCLUMIUIMHE, 3HAET HHCTPYMEHTHI
JOKYMEHTOBEACHUS U JIEIONPOU3BOJICTBA, MOKET O0(OPMUTH OCHOBHBIE PEKBH3UTHI JEJIOBOIO
JOKYMEHTa, JIONMYyCKAaeT HE3HAUWTEIbHbIE OIIMOKH; CTYIEHT YyMEeT NpPaBHIbHO OOBSCHUTH
JIEKIINOHHBINA MaTEpUal, HJUIIOCTPUPYsI €T0 IPUMEPAMH .

«HE 3aUTEHO»: MaTepHall He YCBOEH WJIM YCBOEH YaCTUYHO, CTYAEHT 3aTPYAHSETCS MPUBECTH
npuMepbl M0  O(QOPMIEHHIO OCHOBHBIX JIOKYMEHTOB CHCTEMbBl JIOKYMEHTAallMOHHOTO
obecrieueHns YIpaBJIeHUS, TOBOJHHO OTPaHMUYEHHBIH OO0bEM 3HAHUI CHUCTEMBlI OOecreyeHUs
AJIEKTPOHHOTO 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 OrPAaHMYCHHBIMH BO3MOXKHOCTSIMU
3JI0POBBS NIPEJOCTABIISIETCS IOMOTHUTEILHOE BPEMs ISl ITOITOTOBKH OTBETA HAa YK3aMEHE;

— IIpU TIPOBEJICHHUH MPOLEAYPhl OLICHUBAHHS PE3yIbTaTOB OOYYCHMSI HHBAINIOB U JIHII C
OTPaHMYCHHBIMH BO3MOXXHOCTSMH 3/10POBbSI ITPEAYCMATPUBACTCS HCIOIb30BAHHE TEXHUYECKUX
CPEICTB, HEOOXOAUMBIX UM B CBSI3U C UX HHMBUAYAJIbHBIMUA OCOOCHHOCTSIMH;

— TIpH HEOOXOIMMOCTH ISl OOYUAIOIIUXCS C OTPaHUYEHHBIMH BO3MOKHOCTSIMH 3/I0POBbS
W HMHBAIMAIOB TIPOIENypa OLEHHBAHUS pE3YIbTAaTOB OOYYCHHS IO JAUCHHMIUIMHE MOXKET
MPOBOANTHCS B HECKOJIBKO ATAIOB.

[Mpouenypa oneHWBaHHUS PE3yIbTATOB OOYUCHHS WHBAIMIOB W JIMIl C OTPAHMYCHHBIMHU
BO3MOJKHOCTSIMH 3/I0POBBSI 10 JUCHUIUIMHE (MOJYJIIO) MpEeayCMaTpUBACT MpPeJOCTaBIEeHUE
uHbopManuu B (opmax, aJanTUPOBAHHBIX K OTPAaHMYEHUSM HX 3/0POBbS M BOCIPHUATHS
UH(pOpMAaINHU:

Jnist U1 ¢ HapyIIEeHUSIMU 3pSHMSL:

— B I1€4aTHOM (hopMe yBeTUUEeHHBIM HIPUPTOM,

— B JopMe AIIEKTPOHHOTO JIOKYMEHTA.

JUnist U1 ¢ HapyIIEHUSIMU CITyXa!

— B reyatHoi ¢opme,

— B JopMe PIEKTPOHHOTO IOKYMEHTA.

JUnist U1 ¢ HapyIEeHUsIMA OTIOPHO-/IBUTATEIBHOTO amnmapaTta:

— B rie4atHoi ¢opme,

— B JopMe PIEKTPOHHOTO IOKYMEHTA.



JlaHHBIN TepedYeHb MOXKET ObITh KOHKPETU3MPOBAaH B 3aBUCUMOCTH OT KOHTHUHIE€HTA
00yJaromuxcs.

5. IlepeuyeHb y4eOHOI1 TuTEpaTyphl, HHPOPMALHOHHBIX PECYPCOB U TEXHOJIOTHH

5.1. Y4eOnas sureparypa

1.Bapmynn, Bukropust BeeBonomoBHa. JIoKyMeHTAITMOHHOE OOCCIICUCHHE YITPABIICHHUS:
Y49eOHUK JUIS CTYACHTOB CpEIHEro Mpo(ecCHOHATBLHOTO 00pa30BaHUs, OOYUYAIONIUXCS I10
cnenuansHocTsIM "FOpucnpynenuusa"”, "Conuonoruss U couuanbHas paborta", "DKOHOMHKA U
ynpasienue", "Cepsuc u typusm" / B. B. Bapmynn. - Mocksa : FOctumms, 2018. - 271 c. : un. -
(Cpennee mpodeccuoHanbHoe 0OpazoBanue). - bubmuorp.: ¢. 269-271. - ISBN 978-5-4365-
1585-4 : 210 p.

2. OCHOBBI JIETIOTIPOU3BOJICTBA : y4eOHOE MTOcOoOUe i CTYIEHTOB BY30B, O0YUYaOIIUXCS
o HampasiaeHuto noarotoBku 38.03.01 "OxoHomuka" (kBanmudukanus (cTenensb) "dakamasp') /
A. M. Acanues, . 1. MuponoBa, E. A. Kocapesa, I'. I'. Bykosuu; Poc. skoHoM. yH-T M. I'. B.
[InexanoBa. - 2-e¢ m3m., ucnp. u gon. - Mocka : UH®PA-M, 2017. - 145 c. - (Bsicmee
oOpa3oBanue. bakanaspuar). - bubmmorp.: ¢. 131-135. - ISBN 978-5-16-012632-6. - ISBN 978-
5-16-102395-2 : 355 p.

3. Ky3neuos, Uropr HukonaeBuu. JlokymMeHTallMOHHOE oOOecCHeuYeHUue YIpaBiICHUS
MEPCOHAJIOM : YUeOHMK M MPAaKTUKYM [yl MPUKJIaJHOTrO OakanaBpuaTa : y4eOHUK JJIsl CTYJEHTOB
BY30B, 00yUarouuxcs Mo 3KOHOMHUYECKUM HarpaBieHusM u cnennanbHocTsM / Y. H. Ky3uenos.
- Mocksa : FOpaiit, 2015. - 520 c. - (bakanasp. [Ipuknagaoit xypc). - budmuorp.: c. 409-421. -
ISBN 978-5-9916-4000-8.

4. Kamanuna, TarbsHa BacunbeBHa.lOpuanueckne JTOKYMEHTBI @ 4YeMy HE ydaT
CTYJICHTOB, KaK MPaBWJILHO TMOHATH M MOArOTOBUTH : yueOHuK / T. B. Kamannna. - Mockaa :
[Tpocnexkt, 2019. - 448 c. : ui. - ISBN 978-5-392-28273-9 : 692 p. - TekcT : HemocpeACTBEHHBIH.

5. KokanoBa, Payza AOapumeBna. KommbioTepasie MHOOPMAIMOHHBIE TEXHOJOTHU B
JOKYMEHTAIlMOHHOM OOECTICUCHHH YMpaBJICHHWs : ydeOHOe TMoco0ue Hjsi CTYICHTOB,
oOydJaromuxcsi 1Mo HampasieHuio "J[okymeHTOBeneHHE M apxuBOBeneHUe" / aBT.-cocT. P. A.
KokanoBa, A. ®. Kmumosa. - MockBa : KHOPYC, 2016 ; [Actpaxaun| : [AI'Y] : [
"Actpaxanckuii yauepcutet"], 2016. - 109 c. : un. - bubmmorp.: c. 85-87. - ISBN 978-5-4365-
0330-1:

6. Pasznopoxubliii, Anatonuii AsekceeBHdY. J[OKYMEHTHMpOBaHHE YIPaBICHUECKOU
NESATENBHOCTH : ydeOHOe rmocoOme mo HampapiieHuio noarotoBku 38. 03. 02 "MenemxMeHT"
(xBamnukanus (crenenp) "6akanaBp") / A. A. Pasmopoxnsiit. - Mocksa : UH®PA-M, 2016. -
303 c. : mi. - (Beicmiee oOpazoBanue. bakamaspuar). - bubmumorp.: ¢. 295-298. - ISBN 978-5-16-
011744-7. - ISBN 978-5-16-104186-4

7. JlokyMeHTallMOHHOE OOecleueHue YIpaBiIeHHs: Y4eOHUK JUIsi CTYIEHTOB BY30B,
oOyuaronuxcs no HampaieHusM "OkoHomuka" u "MenemxmenT", crnenuanbHocTsM 030100
"Undopmaruka", 032001 "okymeHTOBeneHHE U  JOKYMEHTAIlMOHHOE OOecreyeHue
ynpasienus", 220200 "Asromartuzanus u ynpasienue" / [A. C. I'punbepr u np.]. - Mocksa :
[FOHUTHU-OAHA], 2015. - 391 c. : un. - bubnuorp.: c. 382-383. - ISBN 9785238017709

8. ¥Yrpun, Tumodeit CrenanoBud. J{oroBop MexIyHapoAHOHN KyIUIM-IIPOJaKd TOBAPOB B
cucteMe TpaxaaHckoro mnpaBa Poccuiickoit deneparuu: ydeOHOe mocoOue isi CTYASHTOB
BY30B, oOyuaromuxcs no crnenuanbHoct "FOpucnpynenuus" / T. C. Yrpun. - 2-e u3z., nepepad.
u gon. - Mocksa : 3akoH u npaso : [FOHUTU-JTAHA], 2016. - 127 c. - buGnuorp.: ¢. 123-126. -
ISBN 9785238025667 : 367.50.

9. Kyznenos, . H. JlokymeHTanmonHoe obecreuenue ynpasieHus. JJoKyMeHTOO00pOT
Y JISJIOTIPOM3BOJICTBO : YYEOHHK U MPAKTHKYM ISl CPETHETOo MpodeccHoHaIbHOTo 00pazoBanus /
W. H. Ky3nenos.- 3-e¢ uzn., nepepad. u jomn. - Mocksa : U3znarensctBo FOpaiit, 2021. - 462 c. -
(ITpodeccuonanbuoe obpazoBanue). - ISBN 978-5-534-04604-5. - Tekct : >IeKTpOHHBIH //
OopazoBarenpHas miatpopma IOpaiit [caiiT]. - URL: https://urait.ru/viewer/dokumentacionnoe-
obespechenie-upravleniya-dokumentooborot-i-deloproizvodstvo-449769#page/2



10.  KomnplmkuHa, T. b. [enoBbie KOMMYHUKAIIUH, JIOKYMEHTOO0OPOT u
JeIOTIPOU3BOACTBO : ydeOHoe mocobue mis By3oB/ T. b. Kompimkuna, W. B. lllyctuna. - 2-¢
W31, uctp. u Aoi. - Mocksa : U3narensctBo FOpaiit, 2020. - 163 c. - (Briciiee oOpa3oBanue). -
ISBN 978-5-534-07299-0. - Tekct : snexrponHnsiii // OOpa3zoBatenbHas mmiardpopma FOpait
[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
WHOOpPMAIIMOHHBIE  TEXHOJIOTMM B  yOpaBlIeHWH Ou3HecoM: ydeOHoe mocobue /
M.A. IlonoBuenko, lO.C. Knemépa, M.P. AxmenoBa; MUHUCTEPCTBO HAayKM U BBICILETO
oOpazoBanusi Poccuiickoit ®enepaunu, KyOaHCKHII TOCYZapCTBEHHBIH YHHBEPCHUTET. —
Kpacnonmap: Kyb6anckuii roc. yH-T, 2021. — 200 c¢. — 500 sx3. ISBN 978-5-8209-1989-3

12. Kopnees, U. K. Ynpasnenne nokymenramu: yueonuk / M.K. Kopuees, A.B. [Tmenko,
B.A. Mamypue. — Mocksa : UHOPA-M, 2020. — 300 c. — (Bsicmiee obpa3zoBanue:
bakamaBpuar). - ISBN 978-5-16-003590-1. - Tekcr : onekrponHbid. - URL:
https://znanium.com/catalog/product/1068920 (mara oOpamenms: 17.09.2021). — Pexum
nocTyma: mo noamucke: https://znanium.com/catalog/document?pid=1068920

13. AnryxoBa, H.®. Cuctemsl 3JIEKTPOHHOTO JAOKYMEHTO00OpOTa : yuebHoe mocobue /
AntyxoBa H.®., /I3t06enko A.JI., Jlocera B.B., UeunkoB FO0.b. — Mocksa : KuoPyc, 2021. —
201 ¢. — ISBN 978-5-406- 02705 9. — URL: https://book.ru/book/936560 (mara oOpameHus:
16.09.2021). — Tekcr: JJIEKTPOHHBII: URL:
https://www.book.ru/view5/6cc1dbh1809a7aa32e772583c277a8493

14. AntyxoBa, H.®. Cuctemsl 3JIeKTpOHHOTO JOKYMEHTOO0OOpoTa. [IpakTukym : ydebHOe
nocobue / AntyxoBa H.®., Jlonranosa O.U., Jlocera B.B., /I3to6enko A.JI., Yeunkos 10.b. —
MockBa : KwnoPyc, 2022. — 395 c¢. — ISBN 978-5-406-07367-4. — URL:
https://book.ru/book/942386 (mata oOpamienus: 16.09.2021). — Texkcr : snexrponnsiii: URL:
https://www.book.ru/view5/f67f8cd8873d023e6ab0068a68ef20fa

15. Kabamos, C. KO. DnekTpoHHOE MPAaBUTEIBCTBO. DIJIEKTPOHHBIN JTOKYMEHTOOOOPOT.
Tepmunsl u onpenenenus : yaeonoe nmocooue / C.}0. Kabdamos. — Mocksa : UHD®PA-M, 2024.
— 320 ¢. — (Bwicmiee oOpazomanue: bakamaspuar). - ISBN 978-5-16-019274-1. - Tekcr :
anexktponnsii. - URL: https://znanium.com/catalog/product/2103130 (natra  oOpareHus:
14.10.2023). — PexuM JOCTYyIIA: IO MMOIIUCKE.

5.2. llepuoguyeckas Jureparypa

1. TleyatHoe mepuoguyeckoe wu3gaHue GoHma HayuyHodW Oubmuorekn KyOoI'Y
«J1enonpou3BOJACTBO U JOKYMEHTOOOOPOT Ha MPEATIPUITUIX)

2. [leyatHoe mepuoanyeckoe wu3aanue ¢onna HayuHod Oubmmoreku Kyol'y
«J/1eonpoOr3BOICTBOY

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

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

5. Hayunas 3EKTPOHHAs o6ubnunorteka (H3b) eLIBRARY.RU
https://elibrary.ru/projects/subscription/rus_titles free.asp

5.3. UHTepHeT-pecypchbl, B TOM 4HCJie COBPeMeHHble NpodeccHOHANbHbIE 0a3bl
AAHHBIX U MH(POPMALMOHHBbIE CNIPABOYHbIC CHCTEMBI
JIeKTPOHHO-0ubIMmoTeynbie cucrteMsbl (IBC):
9BC «FOPAWT» https://urait.ru/
9BC «YHUBEPCUTETCKAS BUBJIMOTEKA OHJIAMH» www.biblioclub.ru
3BC «BOOK.ruy» https://www.book.ru
3bC «ZNANIUM.COM» www.znanium.com
3bC «JIAHb» https://e.lanbook.com

agrwnPE

IIpodeccuonaibHbie 6a3bl JAHHBIX:


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/view5/6cc1db1809a7aa32e772583c277a8493
https://www.book.ru/view5/f67f8cd8873d023e6ab0068a68ef20fa
https://znanium.com/catalog/product/2103130
http://dlib.eastview.com/
https://grebennikon.ru/
https://elibrary.ru/projects/subscription/rus_titles_free.asp
https://elibrary.ru/projects/subscription/rus_titles_free.asp
https://urait.ru/
http://www.biblioclub.ru/
http://www.book.ru/
https://znanium.com/
https://e.lanbook.com/

Scopus http://www.scopus.com/
ScienceDirect www.sciencedirect.com
Kypuainsr uznarenscrea Wiley https://onlinelibrary.wiley.com/
Hayunas snexrponnas oudaunoreka (HOB) http://www.elibrary.ru/

5. IlonHOTEKCTOBBIE ApXMBBI BEAYIIUX 3alaJHbIX HAYYHBIX )KYPHAJIOB Ha Pocculickon
wiatgopme HaydHbIx xypHanoB HOMKOH http://archive.neicon.ru

6. Haumonanmpnass »siexkTpoHHass OuOIMOTEKa (JOCTYNm K DJIEKTPOHHOW OMOIMOTEKEe
mucceptaiuii Poccuiickoit rocynapcrsennoit oubmmoreku (PI'B) https://rusneb.ru/

7. Tlpesupentckas oubanoreka um. b.H. Enbumna https://www.prlib.ru/

8. DOnexrponnas xoyuekius Oxkchopackoro Poccuiickoro @onma

https://ebookcentral.proquest.com/lib/kubanstate/home.action

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

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

11. Springer Nature Protocols and Methods

https://experiments.springernature.com/sources/springer-protocols

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

13. zbMath https://zbmath.org/

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

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

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

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

bR

HNudopmannoHHbie cIpaBOYHbIE CHCTEMBbI:
1. Koncynberant [Lmtoc - cipaBoyHast mpaBoBasi cucteMa (JOCTYII IO JIOKaJIbHOM CETH C
KOMIBIOTEPOB OMOITMOTEKH )

Pecypcol cBOOOIHOIO J0CTYNA:

1. AwmepuKkaHCKas maTeHTHas 0as3a maHHbBIX hitp://www.uspto.gov/patft/

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

3. MuHucTepcTBO HAyKH M BhICIIEro oOpa3zoBanus Poccuiickoit deaepanun
https://www.minobrnauki.gov.ru/;

4. denepanbublii mopran "Poccuiickoe obpazosanue” http://www.edu.ru/;

5. Hudopmanmonnas cucrema "EauHoe OKHO A0CTyna K 00pa3oBaTeIbHBIM pecypcam”
http://window.edu.ru/;

6. Enunas koyuiekims nupoBbIX 00pa3oBaTelbHbBIX pecypcoB http://school-
collection.edu.ru/ .

7. Tlpoekt ['ocymapcTBEHHOTO MHCTHTYTA PycCKOTO si3bika uMeHH A.C. [lymknHa
"Oo6pa3zoBanue Ha pycckom" https://pushkininstitute.ru/;

8. CnpaBouHO-uH(pOPMANMOHHBKINA opTan "Pycckuit si3pik" http://gramota.ru/;

9. Cuyx0a TeMaTHYECKHX TOJKOBBIX ciioBapeit http://www.glossary.ru/;

10. Cnosapwu u sHnmkiIoneauu http://dic.academic.ru/;

11. OGpa3oBarensHbIi moptan "Yueda" http://www.ucheba.com/;

12. 3akonomnpoekT "O06 oOpa3oBanuu B Poccuiickoit @eneparuu'". Bonpockl 1 0TBETHI
http://xn--273--84d1f.xn--plai/voprosy_i_otvety

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

CoOcTBeHHBIE 2JIeKTPOHHBbIE 00pa3oBaTe/bHbIe H HH(POPMALMOHHBIE PeCypPChl
KyoI'y:
1. DnexTtpoHHbIH Katanor Hayunoii 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
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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

3. Cpena moayapHOTO AMHaMuU4eckoro ooyuenus http://moodle.kubsu.ru

4. ba3a yueOHBIX IUIAHOB, YUCOHO-METOANYECKUX KOMITJIEKCOB, IyOIHKAUN U
koHdepennwmii http://mschool.kubsu.ru/

5. bubanorexa nH(OPMAIMOHHBIX PeCypcOB Kadeapbl HHPOPMAITOHHBIX
oOpa3zoBarenbHbIX TexHOJoTHi http://mschool.kubsu.ru;

6. DnekrpoHHbIi apxuB nokymentoB Kyol'Y _http://docspace.kubsu.ru/

7. DnexTpoHHBIE 00pa3oBaTeNbHbIE pecypchl Kadenpbl HH()OPMAIMOHHBIX CHCTEM H
TexHojoruii B oOpazoBanuun KyOI'Y u HayuHo-merommueckoro »xypHasia "LHKOJIBHBIE
I'OAbI" http://icdau.kubsu.ru/

6. Meroauyeckue yKa3aHHMf [Jisi OOYYAIOIIUXCS 1O OCBOEHHIO JAWCHHUILIMHBI
(MoayJis1)

CamocrositenpbHas paboTa CTYIEHTOB SBISIETCS HEOTHEMIIEMOH YacThIO IIporiecca
MOATOTOBKU. JIMCIMIUIMHY PpPEKOMEHIYyeTCsl M3ydaThb IYyTEM CHCTEMaTH4YeCKOH MpopadoTKu
JIEKIIMOHHOTO MaTepuaia, CaMOCTOSTCIILHOW TPOpPabOTKH PEKOMEHAYEMOW JUTepaTyphl,
PYKOBOJACTB M METOJMYECKMX YKa3aHWM K BBINOJHEHUIO NPAKTUYECKUX 3aHAThd. [lens
CaMOCTOSITENIBHOM paboThl — pacHIMpeHue Kpyrosopa M YriiyojeHHe 3HaHUH B 00JacTH
JOKYMEHTOBE/ICHUS U JICTIOBOTO JIOKYyMEHTOO0OpOTA.

KoHTponbs 3a BBINOJIHEHHEM CaMOCTOSITENIbHON pabOThl MPOBOAMUTCA TNMPHU H3IYyUEHHUH
Ka)K)IOI\/’I TEMblI JUCHUIINIMHBI Ha IIPAKTUYCCKUX 3aHATUAX. 910 TeKyHII/Iﬁ OIpocC, TECTOBBLIC
3a/laHusl, KeNChl, pedepaThl-IPe3eHTAIIH.

B uacel, oTBelneHHBIE JIs CAaMOCTOSITENBHON pabOThI, CTYAEHTHI O] PYKOBOJCTBOM
MpernogaBaTelis 00s13aHbl BHITOIHATh UHIUBUYaIbHbIE TPAKTUUYECKUE 3aJaHMs], TIOJydeHHbIE Ha
MPaKTUYECKUX 3aHATHsAX. [Ipu BBIMONHEHUWHM OTHX 3aAaHUA HEOOXOJUMO HCIOIb30BaTh
TEOPETUYECKUI MaTeprall, MaKeThl U I1a0JI0HBI O(UIIHAIBHBIX JOKYMEHTOB YIIPaBICHUS.

B ocBoeHMU AMCUUIUIMHBI MHBATUAAMH U JUIAMH C OTPAaHUYEHHBIMU BO3MOXHOCTSMU
3I0POBBsI OOJIBIIIOE 3HAYCHUWE WMEET WHIWBHIyallbHas ydeOHas pabora (KOHCYJIbTallUM) —
JIOTIOTHUTEIBHOE Pa3bsiCHEHHE y4eOHOro MaTepuaa.

WnnuBuayanbHble KOHCYIbTAlMM IO TPEAMETY SBISIOTCS BaXXHBIM  (PAKTOPOM,
CHOCOOCTBYIOUIUM MHJIMBUIYyANIU3aMH 00YUEeHHS U YCTAHOBIICHUIO BOCIIMTATEIBHOTO KOHTAKTa
MeXAy ImpernojaBaTeieM W OOyYarolMMCS HMHBAIUIOM WA JIUMIOM C OrPaHUYEHHBIMU
BO3MOXHOCTSIMU 3/I0POBbSI.

7. MaTepuajibHO-TeXHHYEeCKOe ol0ecreyeHne 1o JMCUUILIHHE (MOAYJII0)

HaumenoBaHue CrielraIbHbIX OCHAILEHHOCTH CIELUaIbHBIX I[TepeyeHp TUIEH3HOHHOIO
THOMEIIEHNI IIOMEIEHUHN MIPOrPaMMHOTO 00ECTIeUeHHUS

VueOHbIe ayIUTOPHN st | MebGens: yaueGHas Meberb Microsoft Windows 8, 10,
TIPOBEICHUS 3aHATHIA JIeKIMoHHOro | Texuuueckue cpencrBa ooyuenus: | Microsoft Office Professional Plus
THTIA SKpaH, MPOEKTOpP, HOYTOYK
VueOHbie ayIUTOPHN st | MebGens: yaueGHas Mebenb Microsoft Windows 8, 10,
TPOBEICHUSI samsThii | Texuuueckue cpencrBa ooyuenus: | Microsoft Office Professional Plus
CEMHHAPCKOTO THIIA, TPYIIIOBBIX U | KPaH, IPOEKTOP, HOYTOYK
WHAWBUAYAIbHBIX  KOHCYJIBTALINIA,
TEKYILIETO KOHTPOJIS "
MIPOMEXYTOUHOHN aTTeCTalu

Jns  camocTosATeNbHOW — paboThl  OOydaromMXcs  MPeIycMOTPEHbl  MOMEIIEHuS,
YKOMIUIEKTOBAaHHbIE CIIEIMATM3UPOBAHHON MeOelblo, OCHAIIEHHbIE KOMIIBIOTEPHON TEXHUKOM ¢
BO3MOJKHOCTBIO MOJKIIIOUEHUsS! K ceTu «MHTepHEeT» M o0ecrneyeHneM J0CTymna B JIEKTPOHHYIO
MH(POPMAIMOHHO-00pa30BaTEIbHYIO CPEly YHUBEPCHUTETA.

HanmeHoBaHMe MOMEILCHUH J1Ts1 OcHalIeHHOCTb TTOMEICHUH IS I[TepeveHb JMIIEH3NOHHOTO
CaMOCTOSATEIBHOM PaboThI CaMOCTOSATEIBHON PabOThI MPOrpaMMHOTO 00eCIIeYeHHUS
00ydaromuxcst 00y4Jaromuxcst
ITomenenue st | Mebenb: yaeOHas MmeOenb Microsoft Windows 8, 10,
CaMOCTOSTEIILHOM pabotsl | Kommmexr crierpamsupobanHoi | Microsoft Office Professional Plus



http://moodle.kubsu.ru/
http://mschool.kubsu.ru/
http://mschool.kubsu.ru/
http://docspace.kubsu.ru/
http://icdau.kubsu.ru/

oOyuvatomuxcsi (YNTAIBHBIA 3aI
Hayunotii Oubmmorexw)

MeOeIH: KOMITBIOTEPHBIE CTOJBI
O6opynoBanue: KOMIBIOTEepHAS
TEXHUKA C  MOAKIIOYCHHEM K
“H(pOpMaIMOHHO-

KOMM yHUKAIIMOHHON ceTH
«HTepHeT» M OCTyIOM B
JNIEKTPOHHYIO UHG)OPMAIIHOHHO-
00pa3oBaTeIbHYIO cpeny
00pa3oBaTeIFHON OpraHU3aIuy, BeO-
KaMmephl, KOMMYHHUKAITHOHHOE
o0opyoBaHue, o0ecIeunBaroIee
JOCTYI K CETH MHTEPHET (IPOBOHOE
COCJIMHCHHUE u 6ecrnpoBoHOE
coequHeHue o texuonoruu Wi-Fi)

[Tomermmenue JUTSt
CaMOCTOSTENIbHON padoTsI
obOyuaromuxes (aym.213 A, 218
A)

Mebenb: yueOHas MeOenb

Kommext CIIeIMaTM3UPOBAHHOM
MeOeH: KOMITBIOTEPHBIC CTONBI
O6opynoBanue: KOMIIBIOTEepHAS
TEXHUKAa C  MOAKIIOYCHHEM K
nH(OpMAaLIMOHHO-

KOMM YHMKAIIHOHHOM ceTu
«HTEpHET» u JOCTYIIOM B
3JEKTPOHHYIO uH(popMalMoHHO-
00pa3oBaTeNbHYIO cpeny
00pa3oBaTeIbHON OpraHU3aIluM, BeO-
KaMephl, KOMMYHHKaIIMOHHOE
o0opynoBaHue, obecnieunBatoriee
JIOCTYT K CETH MHTEpHET (IIPOBOTHOE
COEIMHEHNE 51 OecrpoBOIHOE
coenuHenne 1o rexnojorun Wi-Fi)

Microsoft Windows 8, 10,
Microsoft Office Professional Plus




