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1 Hesn n 3axa4M M3y4YeHUs JUCHHUILIMHBI (MOIYJIsST)

1.1 Ilean ocBOeHUsI TUCUHUILIMHBI

Ilenp oOCBOEHHS MAMCLUUIUIMHBI 3aKIIOYAaeTCs B OBJAJACHUU TEOpPUEH M IPAKTHKOU
npoliecca J0KyMEHTallMOHHOT0 00ecieueHus Ipoliecca yIpaBieHnss OU3HECOM MEXaHUYECKUM U
AIIEKTPOHHBIM CIIOCOOAMHU Ha OCHOBE TpeOOBaHM HOPMATUBHO-TIPABOBBIX JIOKYMEHTOB.

1.2 3agaun AMCHUIIIMHEI

— oOyuyeHHe CTyJEHTOB 3HAaHUSAM, YMEHHSM M HaBBIKaM, HEOOXOAMMBIM B paboTe ¢
JOKyMEHTaMU;

— BbIpabOTKa y CTYACHTOB CTPOTOr0 M HEYKOCHHUTEIBHOTO COOJIOACHUS MPUHIMIIOB
OpraHM3aly JOKYMEHTO000pOTa, B TOM YMCIE C MOAPA3JACICHUIMHA OpPraHU3aluu, BETyIUMU
OyXTaJITepPCKUM YYeT;

— IPUBUTHE MTPAKTUUYECKUX HABBIKOB paOOTHI CO CIIy>)KEOHBIMU JJOKYMEHTaMU;

— IOJIy4y€HHEe, COCTaBJIEHME, W3TrOTOBIIEHHE, O(OpMIIEHUE, YYET, OTIpaBKa, XpaHEHHUE,
nepesadya U yHUYTOKEHUE JOKYMEHTOB U MaTepUaJloB;

— o0yyeHHe NpaBUJIaM COCTaBJIEHUS, O(OPMIICHUS U HCIIOJIIb30BAHUS JIOKYMEHTOB,
CBSA3aHHBIX C JEATEIBHOCTHIO IPEANPUATUIN, B TOM YHUCJIE C BHEUTHEAKOHOMUYECKON;

— O3HAKOMJICHUE CTYJEHTOB C OOLIMMH IMPUHLIMUIIAMU TOKYMEHTAllMOHHOIO 00ecIeueHus
JESTENIbHOCTH MPEANIPUATHS, C OPAIKOM JTOKYMEHTHPOBaHUS UH(POpMAaLIHH;

— o0y4eHue cucTeMaTu3aluu HH(GOpMaIuK 1o KaTeropyusM 1 YpoBHIM JOCTYIIa K Hel;

— O3HaKOMJIEHHE C OpraHu3alueil palUoOHaJIbHOIO JBM)KEHHUS JOKYMEHTOB Ha
HOPEIIPUSITHH, B TOM YHUCJIE C KOHLIETILIMEN CO3/1aHusl JJIEKTPOHHOIO OHca;

— oO0yueHHe KauyecTBEHHOM U ObicTpoli 00paboTke wuH(MOpPMaLKMKU B  LEJIAX
CBOEBPEMEHHOT'O IPUHSTHUS COOTBETCTBYIOLINX YIIPABJIEHYECKUX PELIECHUH, YCBOCHHUIO ITPABUII U
dopM J1e10BOM M1 KOMMEPYECKOH MEPENNCKH;

— BbIpabOTKa yMeHHs padoTaTh C MaTeprajlaMyd OTPAHUYEHHOTO JOCTYIIA.

1.3 MecTo AucuuiuinHbl (MO1yJs) B CTPYKTYpe 00pa3oBaTeIbHOI NPOrpaMMbl

JucuuruinHa «/loKkyMeHTOBeIeHHEe U JIeNIOBOM JOKYMEHTOOOOpOT» OTHOCUTCS K YacTH,
dbopMupyeMoil yuacTHUKaMU 00pa3oBaTesIbHbIX OTHOIIEHUH bioka 1 «/lucuuninnasl (MoLyn)»
yueOHoro 1uiaHa. B cooTBeTcTBHH ¢ pabouuM yueOHBIM IUIAHOM JUCHMIUIMHA HM3ydaeTcs Ha 2
Kypce 10 O4HOH U Ha 2 Kypce 1o 3a04HOoi (hopMe 00yueHus. Bua npomexxyTouHoi aTTectanuu:
3ayer.

JucuuninuHa 06a3upyercss Ha 3HAHUSAX, MOJYYEHHBIX CTYJIEHTaMH B PaMKaX OCBOEHUS
muciuiuinH: - «KomnbloTepHbI  MpakTUKyM», «MupoBasi SKOHOMHKAa U MEXIyHAapOIHbIE
HSKOHOMHUYECKHE OTHOLIECHUs», «PycCKUH S3BIK M OCHOBBI JENOBBIX KOMMYHHKauui», «Teopus
OyXraaTepckoro y4eTay, «H(pOopMaIMOHHO-KOMMYHHUKAIIMOHHbIE TEXHOJIOIUU B
npoeCCHOHANBPHON JEesITeIbHOCTH» M sABJIsIeTCsl 0a30i Ui HM3ydYeHHs Ha CIEAyIONHX Kypcax
JUACHUIUINH: «MEHEHKMEHT», « Y TPAaBICHUECKUN YUETY.

1.4 IlepedeHb IUIAHMPYeMbIX Pe3yJabTATOB O0y4YeHHMs IO AUCHHUILIMHE (MOAYJIIO0),
COOTHECEHHBIX C IVIAHUPYEeMbIMH Pe3yJIbTATAMH OCBOEHHS 00pa30BaTe/JbHOMH MPOrpaMMbl

W3yuenne paHHOM y4yeOHOW AMCUMIUIMHBI HANpaBlIeHO Ha (OPMHUPOBAHUE Y
00yJaroNUXCsl CICTYIOMNX KOMITETCHITUN

Kona n naumeHoBanue
HHIUKaTOpa™ JOCTHKEHHUS
KOMIIETEHIIUH

Pe3ynbTarhl 00yueHUs 1O JUCIUILTUHE

ITK-1 Cnioco6eH ocymecTBISTh BHEITHEIKOHOMHYECKYIO eI TeJIbHOCTh




3naet: 3akoHonarenscTBO Poccuiickoit @enepanuu B odnactu
MaTepHaIbHO-TEXHIUECKOTO 00ECTIeueHH s, IEIONPOU3BOICTBA;

3naet: CTpyKTypy, MPUHIUIIB, HHCTPYMEHTAPHIl TOKYMEHTOBEICHUS U
JIETIOBOTO IOKYMEHTOO00pOTa OpraHU3anui, a TakKe pa3paboTKu U
oopMIICHNS TOKYMEHTAIIHH;

VYmeet: PazpabarsiBaTh ¥ BHEAPATH JOKAIbHBIE HOPMAaTHBHBIC aKThI U
peTIaMEeHTHPYIOIINE JOKYMEHTHI OOILETO XapakTepa U 110

WUIIK-1.1 Pa3pabatsiBaet 1 (YHKIIMOHAIEHOMY HaIlPaBJICHHIO AEATEIbHOCTH;

UCTIONIB3YEeT UHCTPYMEHTapHii VYmeer: PazpabarsiBaTh U HCIIONIB30BATh HHCTPYMEHTAPUI
JIOKYMEHTOBEJIEHUS U JAETIOBOTO JOKYMEHTOBEJICHUS U JIeJIOBOTO JJIOKyMEHTO000pOTa OpraHU3aliy, B TOM
JIOKyMEHT0000pOTa JUISl pELICHUS YyCcIIe 110 BHEITHEAKOHOMHUYECKOH e TeIbHOCTH;

MOCTaBJICHHBIX 3a7ja4 Tpynosoe neiictue: OGopMisieT JOKYMEHTAIHIO, B TOM YHCJIE 10

BHEITHEAKOHOMHUYECKOH JIEITEIbHOCTH B COOTBETCTBUH C TPEOOBAHUSIMHU
3aKoHoAarenscTBa Poccuiickoit denepaniv 1 MeXIyHAPOAHBIX AKTOB;
Tpynosoe aeiictBue: Vcnosib3yeT KOMIBIOTEPHBIE TPOTPAMMBI AJIS
BEACHHS ydeTa, CHCTeMaTH3allMK U aHaIN3a JaHHbIX, COCTABICHUS 0a3
JaHHBIX, BEJICHUS IOKyMEHTO000pOTa, CIIPAaBOYHO-TIPABOBBIE CHCTEMBI,
pecypchl HHPOPMAIMOHHO-TEIEKOMMYHUKAIIMOHHOH ceTH «VHTepHeT»,
OPTTEXHHUKY.

Pe3ynbrarel 00ydyeHHs NO AMCLUIUIMHE JOCTHTAIOTCS B paMKax OCYIIECTBJIEHHUS BCEX
BUJOB KOHTaKTHOH M CaMOCTOATENIbHOM paboThl O0OydyaromMXcsi B COOTBETCTBUU C
YTBEP)KJICHHBIM YUE€OHBIM IIJIAHOM.

WuaukaTtopel  TOCTHXKEHUS KOMIETEHLUMH CUMTAlOTCS CQOPMUPOBAHHBIMH  IMpU
JOCTH>KEHUH COOTBETCTBYIOIIUX UM PE3yJIbTaTOB O0YUYEHHSI.

2. CTpyKTYypa M coepkaHue TUCHHUILIHHbI

2.1 Pacnipenesienne TPYA0EMKOCTH JUCHHUILIMHBI IO BHAaM padoT

OO6mias TpyI0EMKOCTh JAMCHUIIIMHBI COCTABISEeT 2 3a4eTHBIX enuHUIBl (72 4vaca), Ux
pacrpeziesieHue 1o BujaM paboT MPeICTaBICHO B TAOIHIIE

Bunst padot Bcero Dopma o0yueHHs
4acoB OuHasi OYHO-3a0YHas
3 3
ceMecTp ceMecTp
(gacsr) (gachl)
KoHTakTHasi pa6oTa, B TOM YHCJIE: 38,2 28,2
AyIuTOpHBIE 3aHATHS (BCero): 34 24
3aHATHS JICKIIMOHHOTO THIIA 18 12
n1ab0paToOpHbIE 3aHATHUS
MIPAKTUIECKHE 3aHATHS 16 12
CEeMHUHAPCKHE 3aHSTHS
HNHuasi KOHTaKTHas padoTa: 4,02 4,02
Kontpons camocroarensHoi padotsl (KCP) 4 4
ITpomexxyrounas arrecrarus (MKP) 0,2 0,2
CamocrosiTesibHasi padoTa, B TOM YHCJIe: 33,8 43,8
Peghepam (noocomosxa) 14 14

CamocmosimenvHoe uzyuenue pazoenos, camono020mosKa
(npopabomka u noGmMoperue NeKYUOHHO20 Mamepuaia u
Mamepuana y4eOHUKo8 u yueOHbIX nocooull, no020moeKad 19,8 29,8
K J1a6opamopuvblM U APAKMUYECKUM  3AHAMUSIM,
KOJLIOKGUYMam u m.o.)

IToAroToBKa K TEKyLIEMY KOHTPOIIIO

KonTpoas:

HOHFOTOBK& K 3a4€Ty

Oomas vac. 72 72

TPY10EMKOCTh B TOM YHCJI€ KOHTAKTHAS 38.2 8.2
padorta ' '
3a4. e 2 2




2.2 ConepxxaHue QM CUUILTHHBI

Pacnipenencnue BuI0B yueOHOMH pabOThI M X TPYIOEMKOCTH IO pa3esiaM AUCIUILIHHBL.

Pasnenbl (TeMbl) TUCHMILIMHBI, M3y4aeMbie B 3 cemectpe 2 (kypce) (ounas ¢hopma
00yueHus)

KonnuectBo 4acos
Bueayaut
No HammenoBanwme paznaenos (Tem) AyauTopHas OpHyaSI
Bcero pabota
paboTa
JI 113 JIP CPC
1 [Ipeamer, conepxanue U 3aJa4u Kypca JOKyMEHTOBEACHUE U 4 1 1 2
' JICIIOBOH TOKyMEHTOOOOPOT

2. |JokyMmeHTHI U paBwmiIa UX 0(OPMIICHHS 7 2 2 3
3.  |OpraHu3annoHHO-TIPABOBBIC TOKYMEHTHI 7 2 2 3
4, PacniopsianTennsHBIE TOKYMEHTHI 6 2 1 3
5. |JokyMeHTHpOBaHHE NEATEIFHOCTH KOJUICTHAIEHBIX OPTaHOB 6 2 1 3
6. HudopMamoHHO-CIPaBOYHBIC TOKYMEHTEI 6 2 1 3
7. ConpoBOAHNTENEHBIE JOKYMEHTHI 6 1 2 3

OdopmieHue, 00paboTKa ¥ XpaHEHHE TOKYMEHTALMH 10

BHEIIHEIKOHOMHUYECKOI AESATEIFHOCTH B COOTBETCTBUH C
8. RO 58 1 1 3,8

TpeOOBaHUAMH 3aKOHOAATENbCTBA Poccuiickoit Denepanyn u

MEXIYHapOIHBIX akToB. COBpEMEHHOE JIeJIOBOE ITHCHMO
9. |JoKyMeHTHI KaApOBOH B OyXTalTepCKOH CITYKOBI 4 1 1 2
10. |Opranmzanus paboTHI ¢ JOKYMEHTAMHU 4 1 1 2
11. |ABTOMaTH3anWsa JOKyMEHTO00OpOTa 4 1 1 2
12 JoxymMeHT0000pOT B OpraHU3alliy M YIPaBICHHN OH3HEC- 4 1 1 2

HpoLeCCaMu
13. |Cayx0a TOKYMEHTaIMOHHOTO 00ECIICUCHHUS YIIPABICHHUS 4 1 1 2

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

KonTtpons camocrosrensHo# padbots (KCP) 4

IIpomexxyrounas arrecranus (MKP) 0,2

[oAroToBKa K TEKYIIEMY KOHTPOJIIO

OO0mast TPyAOEMKOCTh 10 TUCTIATUTHHE 12

[Tpumeuanue: JI — nexmuu, [13 — npaktudeckue 3ausTus / cemunHapsl, JIP — maGoparopHbie
3anstusi, CPC — camocTosiTenbHast paboTa cTyieHTa

Pasnenbl (TeMbl) AUCIUIUIAHBI, U3ydaemblie B 3 cemectpe 2 (kypce) (ouno-3aounas
dopma 0byuenus)

KonnuecTso yacos
Breayau-
Ne HanmenoBanwne pazaenos (Tem) AyaTopHas TOpIi’aSI
Bcero pabota
pabora
Ja 113 JIP CPC
1 [Ipeamer, coneprkaHue U 3aa4u Kypca JOKyMEHTOBEACHUE U 3 05 05 2
) JIETI0BOM JJOKYMEHTO000POT ' '
2. JIOKyMeHTHI ¥ IipaBuiia X oopmileHUs 5 1 1 3
3. Oprasu3alluOHHO-IIPABOBBIE JOKYMEHTbI 6 1 1 4
4, PacniopsinuTenbHble TOKYMEHTBI 6 1 1 4
5. JIOKyMEeHTUpOBaHHE AEATEIbHOCTH KOJJIETHAIBHBIX OPraHOB 6 1 1 4
6. WHdopManmoHHO-CIIpaBOYHbIE JOKYMEHTHI 6 1 1 4
7. ConpoBoAUTENbHbIE JOKYMEHTHI 6 1 1 4
OdopmiieHre, 00paboTKa U XpaHCHUE TOKYMEHTAIIUH I10
8. BHEIITHEIKOHOMHUYECKOH AESATENFHOCTH B COOTBETCTBUH C 58 1 1 38
TpeboBaHUAMH 3aKOHOIATENbCTBAa Poccuiickoit Meneparuu u ' '
MEXIYHapOIHbIX aKToB. COBpEMEHHOE JIeJI0BOE IIHCHMO
9. JIOKYMEHTBI KaqPOBOW M OyXTainTepCKOM CayKObI 5 1 1 3
10. |Opranusaiwst pabOThI C JOKyMEHTaAMH 5 1 1 3
11. |ABromaTu3aius JOKYMEHTO00OpOTa 5 1 1 3




12 JlokyMeHTO00O0pOT B OpraHHU3aLMHK ¥ YIIPAaBICHUH OU3HEC- 5 1 1 3
" |mponieccamu

13. |Cnyx06a TOKYMEHTAIITMOHHOTO O0ECTICYCHNUS YIIPaBICHHUS 4 0,5 0,5 3
HUTOI'O no pasdenam oucyuniurol 67,8 | 12 12 43,8
Konrpoiss camocrositensHo# pabotsl (KCP) 4
IIpomexyrounas arrectranus (MKP) 0,2
[ToaroroBka K TEKyIeMy KOHTPOJIIO
OO01mast TPYA0EMKOCTh 1O TUCIUTUIHHE 72

[Tpumeuanue: JI — nekmuu, [13 — npaktudeckue 3aHsATus / cemuHapbl, JIP — maboparopHbie
sansitus, CPC — camoctosiTenbHast paboTa CTyIeHTa

2.3 Conep:xanue pa3iesioB (TeM) THCHUTITHHBI
2.3.1 3ausaTHA JEeKINOHHOI0 THIIA

dopMa TeKy1ero

Neo HaummeHoBaHue paszena (TeMbl) Coneprxanue pazjena (TeMbl) KoHTpOIS

1. Tpeaver, conepxanue u IToHATHS «TOKYMEHT», «IJOKYMEHTO000POT» U Kpartkuii orpoc B
sajiaum Kypea «nokyMeHToBeeHue». PazButue nokymenra. CriocoOsl Hauase JIeKIIUU

., |IOKYMEHTHPOBaHUS U MaTepUabHbIe HOCUTEIH
JIOKYMEHTOBEJICHHUE U JIeTI0BOH .
1OKYMEHTO06OpOT nHpopmanuu. CBoHCTBA M GYHKIIMH JOKYMEHTOB.
Knaccudukarus.

2. Yaupukanus ®W  craHgapTH3anua — ynpasieHueckux| Kparkwii orpoc B
nokymeHToB. IlpaBunma  odopmiieHHMs  TOKYMEHTOB.| Hayale JEKIUH
TpebdoBanus K odopMITeHHIO OpTaHN3alMOHHO-

JloKyMeHTBI U ITpaBmIIa UX

odpopMICHUS pacnopsauTeNbHBIX  JOKyMEeHTOB (CocTaB  pPEKBH3HTOB
JOKyMeHTOB. TpeOoBaHHA K O(OPMIICHHIO PEKBH3UTOB.
HcnpasieHuss B JOKyMEHTax. blaHkuM JOKYMEHTOB
NpeANPUITHS

3. OYHKIIMK W OCOOEHHOCTH OpTaHU3aIlMOHHO-TpaBoBhIX| KpaTkuii onpoc B

JIOKYMEHTOB. YcTaB opraHm3anuu. IlojmoxeHune o Hagaie JEKIUH
OpraHu3alliOHHO-TIPABOBBIE  |CTPYKTYpHOM Mojpa3jeneHun opranmsauuu IlltatHoe
JIOKYMEHTBI pacnucaHue. IIpaBuna BHYTPEHHETO TPYAOBOTO

pacropsnka. VHCTpYKIIMM TIO0  OTHENBHBIM  BHAAM

JIeSITeIIbHOCTH. JIOJDKHOCTHBIE HHCTPYKIIMU

4, PactiopsTE bHbIC Bunsr pacnopsautensHbIX ToKyMeHTOB. Ocobennoctu| Kpartkuii ompoc B
JIOKYMEHTHI MOATOTOBKM M OQOPMIIEHHS  pacCHOPSIIUTENbHBIX| Havaje JICKIHH

JIOKYMEHTOB.

5. OpraHu3anuoHHO-TEXHHYECKHE MEpOTIPUATHS no| Kpatkwuit onpoc B
JlokymMeHTHpoBaHue MOATOTOBKE W IIPOBEJEeHMIO coBemannid. CTpykTypa| Hadaie JICKIHH
JIeITeIbHOCTH KOJUIETHAIbHBIX |IOK/IaAa M OT4eTa: Ha  COBEIIAHWHW, 3acellaHuH,

OpraHoB KoH(MepeHIMH W T.A4. TpeOoBaHUS K COCTaBICHHIO H
0(hOPMIICHHIO IPOTOKOJIOB.

6. Bunst WH(POPMAITMOHHO-CIIPABOYHBIX JIOKyMeHTOB. | Kpatkuii onpoc B
Nudopmanmonno-crpasodnsie |Odopmienne crupaBok. OdopmireHHe JOKIaAHBIX 3aIMCOK.| Hadaje JeKIHN
JIOKYMEHTBI Odopmiienne 0O0BACHUTENBHBIX 3amucok. OdopmieHne

aktoB. OcobeHHocTn TenedoHOTpaMM, (HaKCHMIUTBHON
cBsi3u. OCOOCHHOCTH HUCTIOIb30BAHMS TENETANIA.

7. Oco6eHHocTH 0(hOPMIIEHHUS W UCTIONB30BAHU Kparkwuii orpoc B
COIPOBOANTENBHBIX OKyMeHTOB. OdopmiieHue, HavaJie JIeKIINU
00paboTKa 1 UCTIONH30BAHHUE COTPOBOIUTEILHBIX

ConpoBoauTeIbHbIE
JTOKYMEHTBI JIOKyMEHTOB TIPOLIECCOB NEPEBO3KN paOOTHUKOB, IOCTABKU
TPY30B H YIIPaBJIEHHE KOPIIOPATUBHBIM TPAHCIIOPTOM
opranuzanyy. [loaroroBka JoKyMeHTaMuU JUIst
MPOBEJICHUsI IIPOLIEAYP BHIOOpA MOCTABIIMKOB M 3aKYITKH.
8. |Odopmnenue, o6paboTka u IMpaBuna  odopmiuennsi, oOpabotkn wu  xpanenus| Kparkwuii orpoc B

XpaHEeHHE JOKYMEHTAITHH 110
BHEIITHEIKOHOMUYECKOMH
JIEATEeIbHOCTH B COOTBETCTBUHU
¢ TpeOOBaHUSAMH
3aKOHO/IATENIbCTBA

Poccuiickoit @enepanuu u

JIOKYMEHTAIINH 0 BHEIITHEOKOHOMUYECKOH IesTeTbHOCTH
B COOTBETCTBHH C TpeOOBaHMSAMH 3aKOHOIATEIHCTBA
Poccuiickoit  ®enmepanui U MEXKIyHapOJIHBIX aKTOB.
JlenoBoe THCHMO B YCJIOBHSIX YyHHU(HUKanuu. IIpaBmia
odopMIICHHS [IEIIOBOTO MHUChMa. HekoTopble BHIA MHCEM.
MexayHapoaHble TUCbMa.

HayvaJie JCKIHUU




MEXKYHAPOIHBIX aKTOB.
CoBpeMEeHHOE JET0OBOE MMUCHBMO

9. Buner 1okyMeHTOB 1Mo JTHYHOMY cocTaBy. TpeboBanus k| Kpartkwmii ompoc B
odopmiieHHIO0 TpyIoBOTO MoroBopa. OdopmieHne mpueMal Hadale JCKITIH
JIOKyMeHTBI KaZpOBOH H Ha pabory. 3asBieHue o mpueme Ha padorty. OdopmieHne
OyXxraiarepckoi ciyx Obl NPUKAa30B 10 JIMYHOMY COCTaBy. TpyJaoBas KHIDKKA.
Jlnunasg kaptouka. JluuHoe geno. XapakTEpUCTHUKA.
ABrobuorpacdmus. Pesrome.
10. O6paboTka mocTymatonnx JokyMeHToB. (OO6paborka| Kparkuit ompoc B
OTHpABJIIEMBIX  JOKYMEeHTOB. Ilopsnok  paboTbl  ¢| Havaie JIEKIHH
Opranuzanus padoTsl ¢ BHYTPEHHUMH JOKYMEHTaMHu. Perucrpaunusi U KOHTPOJb
JIOKyMEHTaMH UCTIONIHEHUsI oKyMeHToB. DopmupoBanue n opopmieHue
nen. IlonroroBka IOKYMEHTOB K Iiepeiade Ha apXUBHOE
XpaHeHHe.

11. DJIeKTPOHHBIA JOKYMEHT. ABTOMaru3anusi coctasieHus|Kparkuii onpoc B
ABTOMaTu3anus JIOKYMEHTOB. ABTOMaTu3aIMs JIEJIONPOHU3BO/ICTBA. |[HAYalle JEKIUH
JOKyMEHTO000poTa Benenue 6a3bI JaHHBIX JOKyMEHTAIN hi(s)

BHEITHETOPTOBOMY KOHTPAKTY.

12. |doxyMeHTOOOOpOT B JlokymeHTHpOBaHHEe  OW3Hec-TiporieccoB  Ympasienue|Kpatkuii onpoc B
OpTaHM3aINY ¥ YIIPABICHUN  |OW3HEC-TIpolieccaMu qepes OPTaHM3AIHIO | HavalIe JICKIHH
Ou3Hec-TpoueccaMu JIOKyMeHT0000poTa

13. 3amaun u QyHKIUE cayxkOBl  JOKyMeHTarmoHHOro |[KpaTkuii ompoc B
Coty K6 JI0KyMCHTALHOHHOTO obecrieueHnss  yIpaBIICHHS. Crpyktypa  ciryObI|Hadase JeKIUU
oBecricueHys ynpaeHHs JIOKyMEHTAI[HOHHOT'0 ofecrieueHus: yrpasiienus. [IpaBa u

OTBETCTBEHHOCTb CITyKOBI JOKYMEHTAI[HOHHOTO
o0ecrieyeHHs yIpaBJICHHsL.
2.3.2 3aHATHSA CEMHUHAPCKOI0 THNA (IPAKTHYECKHE 3AHSATHSA)
Ne HammeHnoBaHue pa3zzmena (TEMBbI) Temaruka 3aHATHI/PabOT Popwma Tekymero
KOHTPOJIS

1. |IIpenmer, conepxkanue u IMonsitns  «uHbOpMALMs» W «IOKyMEHT». PasBurme Pedepar-
3a/1a4y Kypca JIOKyMEHTA. Crioco0sr JIOKyMEHTHUPOBAHHUS u [IpE3CHTALN
JIOKyMEHTOBEJICHUE U JIeJIOBOI |MaTepHaibHble Hocutenu uHpopmanuu. CoiicTBa u
JIOKyMEHTO000pOT dynkimu fokymeHToB. Knaccudukarus.

2. Coznanue JIOTOTHIIA, 3JIEMEHTBI PEKBU3UTOB Pedepar-

npeanpusitua  Co3gaHue  COOCTBEHHOro  oOpasIa| Impes3eHTarms, Keiic
JloKyMeHTBI U ITpaBuiia UX PEKBH3HUTOB JIOKYMEHTA. PexBu3NTHI JIETIOBBIX
odopmrenns nokyMmeHTOB.  OdopmileHHe  peKBH3HTOB  JEIOBBIX
MOKYMEHTOB (rpud yTBepKIOCHHS, aapecar, TpHUd
COTJIACOBAHUS U T.JI.).
3. Pabora c ¢aitmamu, CcO3IaHHBIMH Ha TPEIBIIYIIEM Pedepar-
3ansaTun. OdopmiieHne OnaHKa JOKYMEHTa, HCIOJB3Ys| MpEe3eHTaLus, Keic
COXpaHEHHBIE JIOTOTHII, 3JIEMEHTHl PEKBU3HUTOB. YCTaB,
OpraHu3allMOHHO-TIPABOBBIE  |YUPEIUTENbHBIA J0TOBOP, MOJIOKEHHE 00 OpraHu3aluy,
JIOKYMEHTBI MOJIOKEHHE O CTPYKTYPHOM IOJpa3/ieIeHUH, MOJI0KEHHE
0 KOJUIETHAIbHOM (coBemiarebHOM oprase)
OpraHM3aiii, perjaMeHT, IITaTHOE  pacluCaHue,
WHCTPYKIIUS, JOJDKHOCTHASI MHCTPYKIIUSI.

4. IMpukasel. Co3nanue mWabIOHOB PUKA30B 10 Pedepar-
PacnopsiauTenbHbie OCHOBHOM JIESITEIbHOCTH | 110 JINYHOMY COCTaBY Hpe3eHTalus, Kelc
JIOKYMEHTBI (mpononpHBIH O61aHK obmiero Buaa). [loctaHOBIEHUS;

PELICHUs; NPUKa3bl; PacIIOPSDKEHNUS; YKa3aHusI.

5. |dokymeHTuUpOBaHUE [Iporoxo, ero Buabl. Co3anue MadI0HOB MPOTOKOJIA. Pedepar-
JIeSTeNIbHOCTH KOJIJIETHalbHBIX Hpe3eHTalus, Keic
OpraHoB

6. Axt. Jloknmagnas 3ammcka. CiykeOHasi — 3amucka. Pedepar-

OObsicuutenbHast  3anucka.  Co3maHue — ma0iioHa| Mpe3eHTaLusl, Keic
WHdopmanmoHHO-CcIIpaBOYHbIE
JIOKYMEHTHI JIOKJIaJHBIX, OOBSICHUTENBHBIX 3alHCOK M CIIy>KeOHBIX
3ancok. OdopmileHne crpaBKH, CO3JaHUE [Ia0JIoHa
JIoBepeHHOCTH U pactiucku. Pakcel. TenedoHorpammel.
7. CoNpoBo T bIbIC OdopmiieHre TOBapHO-TPAHCIIOPTHON HAKJIaTHOH, Pedepar- §
MyTEBOTO JIMCTA, IOTOBOPA Ha OKa3aHHE TPAHCIOPTHBIX | TMPE3EeHTALMs, Keic
JIOKYMEHTEI

YCayr, myTeBOro JucTa u T.4. HOI[FOTOBKE[




JIOKyMEHTAIMH JUIs IPOBEACHUs IpoLieiyp BbIOOpa
MOCTABIINKOB U 3aKYTKH.

8. |Odopmienue, 06paboTka U [MpaBuna odopmieHus, o00pabOTKM H  XpaHEHHs Pedepar-
XpaHeHHe JTOKYMEHTAIUHU [0 |IOKYMEHTALUH o BHELTHEAKOHOMHYECKOI1| pe3eHTanus, Keic
BHELTHEAKOHOMHYECKO JIeITEIbHOCTH B COOTBETCTBUM C  TPEOOBaHUSIMHU
JIeITEIbHOCTH B COOTBETCTBUH |3aKOHOJATENILCTBA Poccwuiickoii denepanyn u
¢ TpeOOBaHUAMHU MEXIyHapoaHBIX akToB. CocTaBlieHHE W OQOpMIICHHE
3aKOHO/ATEIbCTBA JIETIOBOTO MHChMa, (haKc TUPEKTOPY, COCTABUTH TEIIOBOE
Poccuiickoit ®enepanuu u MICHMO 3apyOeKHBIM MTapTHEPaM.

MEKAYHAPOIHBIX aKTOB.
CoBpeMeHHOE JIEI0BOE
THCHEMO
9. TpynoBsie TOTOBOPEI ¢ COTpYAHUKaMU. JIndHbIe Pedepar-
KapTO4YKH PaOOTHUKOB. TpynOBbIE KHIKKH. Hpe3eHTanus, Keic
YBenomiieHne pabOoTHUKOB O BEIOOpE (POPMBI TPYIOBOH
. kHWKKU. [lITaTHOE pacnucanue. JJ0JKHOCTHBIE
JloKyMeHTBI KaZipoBOH
5 uHCTpyKuuy. [IpaBuia BHYTpEHHETO TPYIOBOTO
CITy>KOBI
Y pacniopsiaka. ['paduk oTmyckoB. 3asiBieHuHE.
Xapakrepuctuka. ABroduorpadus. Pesrome.
Odopmienne 3asBinerus. Co3naHue aBTOOHOrpapun 1
xapakrepucTuku. OdopMieHe pe3ioMe.

10. Opranuzanusi JOKyMEHTOOOOpOTa Ha IPEINPHSTHH. Pecdepar-
Opranuzanus padoThl C p Y P peArp (ep .
OKYMeHTAMIL Pernctpanms BXOSMIIMX JOKYMEHTOB. Permcrparus| npe3eHTanus, Keic

M MCXOSIIIMX JOKYMEHTOB..
11. CocraBieHHE B AJIEKTPOHHOM BHIE CXEMBI pabOTHI C Pedepar-

nokymeHtamu. Co3gaHHe CaMOCTOSTENIBHO 00paslia| mpe3eHTanus, Keic
OmaHka eXKICHUS, B KOTOPOM BBl 00ydaeTecs.

ABTOMAaTH3AIHA YApexrA i P v
Co3maHue  NIEKTPOHHOTO JKypHada B  TEKCTOBOM

JOKyMEHTO0000poTa
pelakTope Uil PErHCTPAlMM BXOJSIIMX W HMCXOMSIINX
JIOKyMEHTOB. BeneHne 0a3bl JaHHBIX JOKyMEHTAIMU MO
BHEITHETOPTOBOMY KOHTPAKTY.

12. TToKyMEHT0060pOT B CpokH XpaHEHHs HCIIONHEHHBIX JIENOBBIX JOKYMEHTOB. Pecdepar-

Y P [MoaroroBka JOKYMEHTOB K craue B apxuB. Co3JaTh| Mpe3eHTalusl, Keic
OpraHM3aliy 1 yIPaBJICHUH
obpazenr 0010XKKH Jena, obpasell omucu Jena, odpazerr
Ou3HEC-TIPOIIECCaMU. N
3aBEPUTEIIHLHON HAJIIIUCH.
13. 3amauyn W QYHKOUH CIYyXObl JOKYMEHTal[MOHHOTO Pedepar-
obecrieyeHus mpasneHus.  CTpykTypa  ciIykObl| Ipe3eHTanus, TeCT
Cnyx0a TOKyMEHTallHOHHOTO Yip PYKTYp Y P T,
JIOKyMEHTaI[IOHHOTO o0ecnieueHus ynpasienus. [Ipasa u
obecrieueHuns yrpaBIieHHUSI.
OTBETCTBEHHOCTD CITyKOBI JIOKYMEHTAI[IOHHOTO
o0ecIieueHus yIpaBIICHHUSI.

3amura nabopatopHoi padotsl (JIP), Beimonnenue kypcosoro npoekra (KII), kypcoBoit
pabotsl (KP), pacuerno-rpadudeckoro 3amanus (PI'3), mammcanue pedeparta (P), scce (D),
kosuokBuyM (K), recruposanue (T) u T.1.

2.3.3 IIpuMepHasi TeMaTHKa KypCOBbIX padoT (IIPOEKTOB)
KypcoBast paboTta no gjaHHON AUCHUIUIMHE HE MPETyCMOTpEHa.

2.4 IlepeyeHb y4eOHO-METOAMYECKOT0 0O0eceYeHus AJIs1 CAMOCTOATEIbHOIH padoThl
00y4aroIUXCcH M0 JUCUMUILIIMHE (MOTYJII0)

[epeuenp y4eOHO-METONUECKOTO OOECTICUEH S AUCIIMIUINHEI 10
Ne Bug CPC BBINOJTHEHHIO CAMOCTOSTENILHOM PabOThl (6610pams 6 coomeememesuu ¢
suoom CPC)

1 3aHATUS JCKIMOHHOTO 1 |MeToMYecKie yKa3aHus Ui TMOATOTOBKH K 3aHATHSM JICKIMOHHOTO U
CEeMHMHapCKOI'o THUIIa CEeMUHApPCKOT0 THMA. YTBEp)KAEHBl Ha 3aceqaHun CoBeTa SKOHOMHUYECKOTO
daxynprera PI'BOY BO «Ky6I'Y». I[Iporokosn Ne 1 ot 30 aBrycra 2018 roza..

Pexxum gocryma: https://www.kubsu.ru/ru/econ/metodicheskie-ukazaniya
2 |IloaroroBka 3cce, pedeparos, [ MeToanvecKUe yKa3aHus Ui MOATOTOBKU 3cce, pedepaToB, KypCOBBIX padoT.
KYPCOBBIX paboT. VYrBepxknensl Ha 3acemanun CoBera skoHoMHUeckoro (akympreta OI'BOY
BO «Ky6I'Vy». IIpotokon Ne 1 ot 30 aBrycra 2018 roga.. Pexum nocryma:



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

https://www.kubsu.ru/ru/econ/metodicheskie-ukazaniya
3 Brimonnenue Meroauyeckne yKazaHHS [0 BBIIOJHEHUIO CaMOCTOSTENIbLHOW paboThI
CaMOCTOSTENLHOM paboThl |0Oyuatomuxcs. YTBepkIeHbl Ha 3acefnaHnu CoBeTa SKOHOMHYECKOTO
oOygaromuxcs tdakymerera @I BOY BO «Ky6I'V». IIporokon Ne 1 ot 30 aBrycra 2018 rona..
Pexum nocryna: https://www.kubsu.ru/ru/econ/metodicheskie-ukazaniya
4 VHTepakTHBHBIE METOABI  |MeToaMYecKHe yKa3aHHs 110 HHTEPAKTHBHBIM  METOIaM  OOyYeHHs.
oOyueHms YrBepxnensl Ha 3acemannu CoBera SKoHOMHYeckoro daxynsrera GI'BOY
BO «Ky6I'V». IIporokox Ne 1 ot 30 aBrycra 2018 roma. Pexxum mocryma:
https://www.kubsu.ru/ru/econ/metodicheskie-ukazaniya

Y4eOHO-METOIMYeCKHE MaTepHalibl Ui CaMOCTOSTEIbHONH pPabOThl OOYdYaIOMIMXCS M3
YHCJia MHBAJIHU/IOB U JIUI C OTPaHUYEHHBIMU BO3MOXKHOCTSIMU 3710poBbsi (OB3) npenocrasusiorcs
B (hopMax, aJanTUPOBAHHBIX K OTPAHUYCHUSM HX 37J0POBbS U BOCHPUATHS HH(OPMAITHH:

Jljia au11 ¢ HapyIICHUSIMU 3PEHUSL:

— B I1€4aTHOW (hopMe YBEIUYECHHBIM HIPUPTOM,

— B popMe IEKTPOHHOTO IOKYMEHTA,

— B opme ayamodaiina,

— B IIeyaTHOM opMe Ha s3bIke bpaiimns.

JIist AL ¢ HapyIIeHUsIMU CIIyXa:

— B IIeYaTHOM opme,

— B (hpopMe 2IIEKTPOHHOTO TOKYMEHTA.

Jjig U1 ¢ HapyIIeHUSIMHA OTIOPHO-JBUTATEIBLHOTO amnmnapara:

— B mieyaTHOU hopme,

— B hopMe PIEKTPOHHOTO IOKYMEHTA,

— B (popme ayamodaiina.

JlaHHBIN TepeueHb MOXET ObITh KOHKPETU3MPOBAH B 3aBUCUMOCTH OT KOHTHHTEHTA
o0ydJaronuxcs.

3. OOpa3oBaTesibHbIe TEXHOJIOTMH, NPHUMeHsieMble NPH OCBOCHHMH JHCHUIIUHBI
(Mmoay.ns)

B Xozme wu3ydeHHs JUCHUIUIMHBI TNPEAYCMOTPEHO HCIIOJIb30BAHME  CIIEIYIOIIMX
00pa30BaTEeNbHBIX TEXHOJOTMH: JIEKIUH, MPaKTHYECKUE 3aHATHUS, CaMOCTOATeNbHas paboTta
CTYZACHTOB.

KoMIIEeTEHTHOCTHBIN MOAXOJ B paMKax MpENoJaBaHUs IUCLUIUIMHBI pPEaln3yercs B
MCIIOJIb30BAaHNU MHTEPAKTUBHBIX TEXHOJIOTHH B COUETAaHUH C BHEAYIUTOPHOM pabOTOM.

NHpopmMalMoOHHbIE  TEXHOJOTMM, TPHUMEHSEMble TIpPH U3YYCHUM JAUCHUILIUHBL:
UCIOJIb30BaHWE  HMH(MOPMALMOHHBIX  PECYpCcOB,  JOCTYNHBIX B HH(OPMAIMOHHO-
TEJIEKOMMYHUKALlMOHHOMN ceTH MHTepHeT.

AnantuBHbIe 00pa30BaTENIbHBIE TEXHOIOTHH, TPUMEHSIEMbIE PH U3yYSHUN JUCIUIUINHBI
— JUIsl JIMIl C OTPaHMYEHHBIMH BO3MOXKHOCTAMHU 3J0POBbsl IPEIyCMOTPEHa OpraHu3anus
KOHCYJIbTAallMM C UCIIOJIb30BAaHUEM JIEKTPOHHOM MOYTHI.

4. OueHo4YHBIe CpeACTBA JUIS TeKyHIero KOHTPOJISI  YCIeBaeMOCTH H
NMPOMEKYTOYHOM aTTecTalluu

OneHouHbIE CpeACTBa MpeIHA3HAYeHBbl NAJIsi KOHTPOJS M OLEHKH 00pa30BaTeIbHBIX
JIOCTHKEHHI oOydJaronmxcs, OCBOUBIIINX porpamMmmy yaeOHOMH JTUCIMTUTIHBI
«/lokyMeHTOBeIeHHE U JeTOBOM JOKYMEHTOO0OPOTY.

OlLieHOUHBIE CPEACTBA BKIIOYAIOT KOHTPOJIbHBIE MaTEpPHUabl JJIsl TPOBEICHUS TEKYLIero
KOHTPOJISA B JOPME TECTOBBIX 33/JaHUM, pedepaToB-MPE3CHTALNN, KEWCOB U MPOMEKYTOUHOM
arrecTanuu B opmMe BOIPOCOB K 3a4ETy.

CTpyKTypa OlEHOYHBIX CPEICTB JJI TEKYIIeil ¥ MPOMEKYTOYHOH aTTeCcTalluu

Kon u HaumeHoBaHue HanmMmeHoBaHME OLIEHOUHOIO CPEACTBA
PesynbraTel 00yueHns

HHIUKATOpa . IIpomexyTounas
! p (B cootBercTBHH C 1. 1.4) Texymuii KOHTPOITb P Y

/11
(B cooTBeTcTBHH C 1I. 1.4) aTTecTanus



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 PazpabaTsiBacT
U MCHOJIB3YET
HHCTpYMEHTapui
JOKYMEHTOBEJICHUS 1
JIeTIOBOTO
JIOKYMEHT0000pOTa 1151
PpEeLICHUs! TOCTaBICHHBIX
3a1a4

3HaeT: 3aKOHOIATEIBLCTBO
Poccuiickoit ®enepannu B
00acTi MaTepraIbHO-
TEXHHUYECKOTO 00ECIIEUeH S,
JIEJIOTIPON3BOICTBA.

Omnpoc, pedepat-
TPE3EHTAINS, TECT

Bonpoc Ha
3ayeTe
29-48

3uaet: CTpyKTypy, IPHUHIIHIIEI,
MHCTPYMEHTApUI
JOKYMEHTOBEACHHS H JICJIOBOTO
JOKYMEHTO000poTa
OpTaHM3aIiH, a TAKKE
pa3paboTku 1 ohopMIICHUS
JIOKyMEHTaIH

Omnpoc, pedepat-
MIpe3eHTALMs], KEHC, TECT

Bomnpoc Ha
3a4ere
1-28

Ywmeer: PazpabarsiBath 1
BHE/IPSITH JOKaJIbHbIE
HOPMAaTUBHBIE aKThI U
peryIaMeHTHPYIOIIHE
JIOKyMEHTBHI 00IIETO XapakTepa
1 110 (PYHKIIHOHATBHOMY
HaINpaBJICHUIO AEATSIbHOCTH

Omnpoc, pedepat-
npe3eHTalus, Keic, TecT

Bompoc Ha
3ayere
1-28

Ywmeer: PazpabaTeiBaTh 1
UCTIONB30BaTh
MHCTPpYMEHTapui
JIOKYMEHTOBE/ICHUS U JETI0BOTO
JIOKyMEHTO000pOTa
OpraHu3alIiy, B TOM YHCIIE 110
BHEIIHE3KOHOMUYECKOH
JICSITETIbHOCTH

Omnpoc, pedepat-
Hpe3eHTaLHs, Keic, TeCT

Bomnpoc Ha
3ayere

29-48

TpynoBoe aelicTue:
OdopmisieT TOKYMEHTAIIUIO, B
TOM YHCIIE 10
BHEITHEDKOHOMUYECKOM
JIESITEILHOCTH B COOTBETCTBUH
¢ TpeOOBaHUAMU
3aKOHOJaTeNIbeTBa Poccuiickoi
Depepanuu 1 MEXIYHAPOTHBIX
aKTOB

Omnpoc, pedepat-
TIpE3EHTAINsA, Keic, TeCT

Bompoc Ha
3aueTe

1-28

Tpynosoe nelictBue:
Hcnonb3yeT KOMIbIOTEPHBIE
MIPOTPaMMBI JUTS BEACHUS
ydeTa, CHCTeMaTH3alud |
aHaM3a JaHHbBIX, COCTABJICHUS
6a3 TaHHBIX, BEACHUS
JOKYMEHTO000pPOTa,
CIPaBOYHO-TIPABOBbIE
CUCTEMBI, PECYPCHI
nHpopManmoHHO-
TEIeKOMMYHHUKAIIHOHHOM CeTH
«IHTEpHET», OPITEXHUKY

Ompoc, pedepat-
IIpEe3eHTalMs], KEHe

Bomnpoc Ha
3a4eTe
29-48

TunoBbie KOHTPOJILHBbIE 32IAHUS UJIH HHBbIE MATEePHAJIbl, He00X0AMMBbIE J1JIsl OLEHKH
3HAHMI, yMEHUI1, HABBIKOB U (WJIH) ONBITA AeATEJbHOCTH, XapaKTePU3YIOIIHUX ITANbI
¢GopMupoBaHusi KOMIIETEeHIMI B Mpolecce OCBOCHUA 00pa30BaTeIbHOI MPOrpaMMbl
Ilpumepnulit nepeuens 60npocos u 3a0anuil
Pecpepam
Temamuka pegpepamog
1. Cymuocth W TpeOOBaHUS COBPEMEHHOTO JEJIOMpon3BojAcTBa. Ponbk wHpOpManmu B
yIpaBIECHYECKON NEATENbHOCTH opraHu3anuu. JIokyMeHT u ero QyHKIuU. YHUDUIIUPOBaHHAS
CUCTeMa JOKYMEHTAalUH.
2. Bunbsl TOKyMEHTOB M UX Kiaccudukaius. Y Hupukamus u cTaHaapTH3AIus.
3. CoBpeMeHHOE rocyJapCTBEHHOE perynupoBanue aenonpousoacrsa ECJIOY.



4. 3amaun ¥ QyHKIUH CTyKOBI eTONPOU3BO/ICTBA.

5. TpeboBanus k cocraBinenuto u odopmienutro OPJI. Tlonstue m cocraB pexBuszutoB OPJ]
['OCT P.6.- 30.2003

6. OCOOEHHOCTM TOJATOTOBKM M O(OPMIIEHUS OpraHU3alMOHHBIX JIOKYMEHTOB (yCTas,
Y4peaUTENbHBIN JOTOBOp, MOJDKHOCTHAST MHCTPYKIHMSA, IOJOKEHHE, IITaTHOE paclucaHue,
CTPYKTYypa U IITaTHasl YUCICHHOCTD).

7. OcoOeHHOCTH TOATOTOBKH M O(OPMIICHHS PACIOPSIIUTEIBHBIX JIOKYMEHTOB (TIPHKa3 IO
OCHOBHOI1 J1eTeIbHOCTH, YKa3aHHe, TOCTAaHOBIICHUE, PACIIOPSKEHHUE U PEILICHUE).

8. CocraBnenue u odopmieHue HHGOPMAIMOHHO-CIIPABOYHBIX JTOKYMEHTOB (aKT, MPOTOKOI,
JOKJIaiHAs, OOBSICHUTEIbHAS U CIYKEOHAs 3aIHCKH).

9. Bunsl mucem, 0cCoOOEHHOCTH UX O(OPMIICHHUS.

10. KanpoBas ciryx0a. Pernamenranus ee 1esTeIbHOCTH.

11. JIokyMeHTBI MO YCTaHOBIIEHHIO TPYIOBBIX MpaBooTHOIIeHUH. OdopmieHne mpukasoB IO
JUYHOMY COCTaBY, TPYAOBBIX KOHTPAKTOB, TPYAOBBIX KHIKEK, TUUYHBIX KaPTOUEK.

12. OcoOeHHOCTH COCTaBICHHS U OPOPMIICHHUS JTMYHOTO JIejIa.

13. Dnextponnslii opuc. CoBpemeHHble WH(GOPMAIMOHHBIE TEXHOJOTHH, HCIIOJIb3yeMbIE B
JTIOKYMEHTAIIMOHHOM O0ECIEYCHUH yIPABIICHUS.

14. CraHOBJIEHHE U PA3BUTHE MOHSITHS «QIEKTPOHHBIA JOKYMEHT.

15. IIpoGnema npuanus FOPUAMUYECKON CUITBI JIEKTPOHHBIM TOKYMEHTaM.

16. DneKTpOHHBIN JOKYMEHTOOOOPOT U €Tr0 OTJIMYHE OT aBTOMATU3alluH JETONPOU3BOJICTBA.

17. HopmaTuBHOE MPAaBOBOE U METOIMUECKOE 00ECTICUCHHE FIIEKTPOHHOTO IOKYMEHTO000pOTA.
18. MHOroKkpuTepHalbHbII MOIXO0J K NpobieMy BbIOOpa M ONTUMHU3ALUU AaIIapaTHO-
MIPOTrPaMMHBIX KOMIUIEKCOB: CYIITHOCTh, OCHOBHBIE ATAIIbI.

19. [IpoGnembl TpaAULIMOHHBIX TEXHOJOTHM JOKYMEHTAIIMOHHOTO 00ECTeUYeHUs YIpaBICHUS U
UX 00ObEKTHBHBIC TIPUINHEI.

20. IIpoGmemMbl W TEPCHEKTUBHI PACHIMPEHHUS HCIIOJNB30BAHUS CHCTEM aBTOMAaTH3allUU
JIeTIOTPOU3BOJICTBA U JOKYMEHTOO0OpOTA.

21. JKuzHeHHBI NMKJI TporpamMMHOro obecredeHuss WH(GOPMALIMOHHOW CHCTEMBI U €ro
cTpykTrypa. OCHOBHBIE, BCTIOMOTaTeJIbHBIC U OpPTraHU3aIIMOHHBIE TIPOLIECCHI.

22. Mopenu >KU3HEHHOTO IIMKJIA MPOTPAMMHOIO OOECTeueHus: KacKajgHas, Mod3TarHasl,
CriMpayibHasl.

23. dynkunoHanbHbIe Bo3MoxHOCTH Microsoft Office u ee mpunoxxeHuit.

24. Peanu3zaiusi TUMIOBBIX 3a]1a4 IETONPOM3BOICTBA HA npuMepe nakera MS Office.

25. OpraHu3alMOHHbIE U TEXHHYECKHE MPOOJIEMbl KOHTPOJS 3a HCHOIHEHUEM JIOKYMEHTOB.
Bo3moxHOCTH peann3anuy KOHTPOJIs UCIIOTHEHMSI TIOKyMEeHTOB B cpene MS Office.

26. BO3MOXHOCTH CO3J]aHHSI KOMITO3UIIMOHHBIX TOKYMEHTOB B cpene MS Office. IIpuniun
CBSI3BIBAHUS U BCTPAWBAHUS 00BEKTOB. [IpHHIINTT THHAMHYECKOTO OOMEHA JTAHHBIMH.

27. HopmartuBHBIE TPaBOBBIE aKTHI, PETIAMEHTHPYIOIIMX TMPOIECCHl BHEAPEHUS U
WCIIONIB30BaHUS  WMH(DOPMAIMOHHBIX  TEXHOJOTUH B  JIOKYMEHTAIIMOHHOM  OOECIeYeHUHN
yIpaBIeHUsI.

28. HopmaTuBHO-METONMYECKHE JOKYMEHTHI, PETIaMEHTHUPYIOIINX TMPOIECChl BHEAPCHHS U
UCTIONIb30BaHUsl  MH()OPMAIIMOHHBIX  TEXHOJNOTUH B  JOKYMEHTAIIMOHHOM  OOECIeYeHUHU
YIIpaBJICHHUS.

29. Bo3moxHble chepsl UCTOIB30BAHUS COBPEMEHHBIX HH(POPMAIIMOHHBIX TEXHOJOTHUH B B
JTIOKYMEHTAIIMOHHOM 00eCIeYeHUH yIPaBIICHUS.

30. Llenu u 3a1a4n BHEAPEHUS DIIEKTPOHHOTO IOKYMEHTOO00pOTa B OpraHU3AIUsX.

Keiicol
1. CocraButh akt peBuzuu kaccol npeanpustius TOO "Cnaprak" Ne 15 ot 14.03.20 .

OcHoBanueMm sBisercss Tnpukaz aupektopa Nel6S or 13.03.20 .B cocraB komuccuu,
npoBozsien pesusnto Bxoadar: [lpencenarens - 3am. nupexropa C.H. Koznos Unensl komuccuu:



1. T'n. Gyxranrep H.M. Porosa 2. Cr. O6yxranrep 3.A. Opnosa 3. Byxrantep O.M. Yuaesa
[TpucyrcrBoBaym: 3am. ria. oyxrantepa I'.H. Kopones kaccup B.M. MakcumoBa PeBusust Oblna
npoeeneHa B nepuon ¢ 14.03.20  no 16.03.20 B pesynbrare NpoOBENEHHON pPEBU3UU
ycTaHoBJIeHO: 1. OcTaToKk HAJIWYHBIX JIEHEr B Kacce mno coctosHuio Ha 14.03.20  cormacHo
KacCOBOW KHHUTHM W JIaHHBIM OYXTaJTepcKoro ydera aoipkeH coctaBisate 5000 py6. 2.
®DakTHYECKUI OCTAaTOK HaJWYHBIX JeHer B kacce cocrtabisger 4800 py6. Hemocraua nener B
kacce - 200 py6. 3. Hemocraua HalM4HBIX JEHET B Kacce oOpa3zoBajiach 1Mo BHHE Kaccupa B.J.
MakcumoBOi AKT cocTaBieH B 3-X 3K3eMmIunipax: 1-if 3k3. - B gemo Ne 05-11 2-it axk3. -
TUPEKTOPY MPEANPUATUS 3-H 9K3. - TI. Oyxraiarepy B mpunokeHUu oOBSCHUTENbHAS 3alUCKa
kaccupa B.M. MakcumoBoii Ha 1 1. B 1 2K3. (caMmy OOBSICHUTEIbHYIO 3aITUCKY MMHCATh HE HY)KHO,
HEOOXOMMO B TEKCTE aKTa CHeNaTh MOMETKY O HaIM4YuM TNpuioxkeHwil.) Odopmurs rpud
yrBepxaeHus: aupektop A.A. bepkyt, mara yrBepxknenus 18.03.20 . Odopmuth pekBU3UT
"oTMETKa 0 HampaBJIeHUH JToKyMeHTa B fieno" Mcnonnurens B.A. Anykun nara 25.03.20 .

2. CocraBbTe mcbMo — npuriamenne Ne 544 or 10.07.20  mo cn. manaeiM: MHCTHUTYT
TOYHBIX NPUOOPOB TOCHUIAET MUCbMO — mpuriamenue aupektopy LHUU «lIpomereii»
Koncrantuny CepreeBuuy ¢ NpUIJali€eHUEM IMOCETUTh MEXIYHAPOIHYIO CIIEHUAIU3UPOBAHHYIO
BBICTABKY «KOHOMHS MATEPUAIbHBIX U TOILUIMBHO-3HEPI€TUUECKUX PECYPCOB B CTPOUTEILCTBE
U IPOMBILUIEHHOCTH». BpicTaBka coctouTcs B I. MOCKBa B MaBUJIbOHE BBICTABOYHOI'O IIEHTPa Ha
KpacHnoii [Ipecne 18 aBrycta 20 roama ¢ 9.00 mo 20.00. Aapec HHCTUTYTa TOYHBIX IPUOOPOB T.
Mocksa yin. IlnexanoBa 36, ten. 237-87-77. JQupektop mHCTHTYTa TOouHBIX npubdbopoB C. K.
Ceprees.

3. B cootBerctBuM ¢ Pacnopsbkennem Munuctpa ot 04.03.20  Ne 115 «OO0 ycunenuun
IPOTUBOMNOXAPHON 0€30MacCHOCTH M YCHUJIEHHM OXpaHbl B MEPHOJ MPa3THUYHBIX JHEW»
coctaBuTh npukas Ne 245 or 06.03.20  u3ganHbli qupekTopoM HaydHO-IIpOM3BOACTBEHHOTO
oobenuuenust «Arporpudop» r. MockBel M.JI. TankunbiM. B pacnopsauTensHON yacTu
BeIIeUTh 4 myHkTa: 1. OO0 opranuzamuu yOoopku TeppuTopuu oObvenuHeHus 2. O mposepke
COCTOSTHUS 3JIeKTporpoBoAKU 3. O mpegocTaBIeHUN B CEKpeTapuaT I'€HEpaIbHOTO JHUPEKTOpa
CIMCKAa COTPYIHUKOB, NpeObIBaHME KOTOPHIX HEOOXOAMMO Ha TEPPUTOPUU OOBEIMHEHHS B
npa3aHuuHble JHU 4. KOHTposb 3a HCHOJHEHHEM BO3JIAraeTcsi Ha TIJIABHOTO HWHXKEHepa
oobenuHenus [1.P. JKaposa. Kaxnelii myHKT paccMotperh 1o cxeme «Komy?», «UTo Hy*)HO
caenath?», «/lo xakoro cpoka?». Hampumep, x n.1 3aBegyromemy ckinagom O.H. Hukutuny
opranuzoBaTh yOopky Ttepputopuu ao 07.03.20 . IIpoctaBuTh BM3y IJIaBHOTO HH)KEHEpA.
[ToctaButh oTMeTKy 00 ucnionauTene. Mcnomuurenem sisisiercst ConoBbeBa Tenedon 302-34-56.

IIpumep TecTOBBIX 3a4aHUI

1. UTo HE OTHOCUTCSA K YUPEAUTEIbHBIM IOKYMEHTAM FOPUANYECKOTO JIUIa?

— IIpoTokon coOpaHus yupenuTeneii;

— VYcras;

— YupeauTenbHbIid 10Tr0BOP.

2. [TonoxeHne 0 CTPYKTYPHOM MOJAPa3ICIECHUH — 3TO:

— IPaBOBOM aKT, KOTOPBIM YCTaHABIMBAET CTATYC, PYHKIIHNH, ITpaBa, 00sI3aHHOCTH U
OTBETCTBEHHOCTh CTPYKTYPHBIX MOAPA3ICIECHUN WIIM HHBIX OPTaHOB;

— IIPaBOBOI aKT, KOTOPBIM OMpeeNsieT CTaTyC OpraHu3alliy, ee 3a71a4d U GYHKIIUH, [TpaBa,
OTBETCTBEHHOCTb, MOPSAJIOK JICSITEILHOCTH;

— JIOTOBOP, CTOPOHBI KOTOPOT'O 00S3YIOTCS CO37aTh FOPUIUIECKOE JINIIO U YCTAHABIUBAIOT
MOPSIOK COBMECTHOM JIEATEIBHOCTH 110 TaHHOMY (haKTy.

3. J1aToil 10JKHOCTHOM MHCTPYKIIMH SIBJIIETCS 1aTa:

— €€ yTBEPKICHUS;

— €€ COCTaBJICHUS,



— O3HAaKOMJICHHS ¢ Heil pabOTHUKA.

4. IIpaBoBOIi aKkT, B KOTOPOM OTOOpa)KaeTcsl MOPSIIOK AESTEIbHOCTH PYKOBOACTBA OpraHU3alluy,
a paBHO KOJIJIETHAJIBHOIO MJIM COBEIIATEIBHOIO OpraHa — 3TO:

— PErJIaMEeHT;

— IITaTHOE PaclHCaHUE;

— yCTasB.

5. Ilo cdepe cBoero neicTBUS pacHoOPsAUTENbHBIC JOKYMEHTHI ACTATCS Ha!

— ¢eaepanbHOro ypoBHS, pErHOHAIBHOTO YPOBHSI, IPABOBbIE aKThl OpraHU3alni;

— KOJIJIEKTUBHBIE U UHAUBU1yaJIbHBIE;

— IPaBOBbIE aKThl OPTaHU3AIIHM, TPABOBBIE AKThI UX CTPYKTYPHBIX MOAPA3ICICHUN.

6. Pacniopsixenue uznaercs:

+ € IUHOJINYHO;

— KOJIJIETUAJIBHO;

— B YCJIOBHSIX BEJOMCTBEHHOT'O PETYIUPOBAHUS.

7. Konus yacTv 1OKyMEHTa, KOTOpas 3aBEPEHA B ONPEACICHHOM MOPSAKE, 3TO:

— BBINHCKA,

— 3JIEKTPOHHAs KOIUS;

— nyonuKar.

8. He sBiisercss JOKYMEHTOM, KOTOPBIM HHULMUPYET pEIICHUE:

— IPOEKT JOKYMEHTA,

— 3aKJIIOYEHHUE;

— JIOKJIaJHasl 3aIIiCKa.

9. UeM BHeIIHE OTIMYAETCS IPOEKT JOKYMEHTA OT €r0 OKOHYATEIbHOTO BapUaHTa?

— Haanucero «poeKkT» B BEpXHEM I0JIE CIIPaBa;

— [IpoexT He 00s3aTeNbHO 0GOPMIIATH B TaKOH ke popme, Kak OyAyIuid JOKYMEHT, IOCTATOYHO
CaMoro TEKCTa;

— IIpoexT odopmisercs Ha crielUaIbHOM OJIaHKe.

10. Kakast yacTb IOCTaHOBJIEHHSI COACPKUT HOPMATHUBHBIE ITOJIOKEHUS WU IIOPYUECHHUS?

— PacnopsiaurensHas;

— KoHcrarupyromas;

— BBogHas.

11. B cocraB HHPOPMALIMOHHO-CITPABOYHBIX JTOKYMEHTOB HE BXOJIUT:

— yKa3aHHUe;

— JIOKJIaJHAsl 3aIKCKa;

— CBOJIKA.

12. Bua nH(opManmoHHO-CIIPaBOYHON JOKYMEHTAIMH, SBJISIOIIEHCS CII0COO0M ONepaTUBHOTO
MH(OPMaLIMOHHOTO 00MEHa MEKy OpraHU3alusIMHU, Ha3bIBACTCS:

— IIEPEIUCKOH;

— TOKyMEHTalMen i C1yKeOHOTO MOJIb30BaHuUs;

— CTaTUCTUYECKONW OTUETHOCTHIO.

13. Yro mpencraBisieT co00il 3asiBIIEHHE B JOKYMEHTOOOOPOTE OpraHU3aInu ?

— DTO IOKYMEHT, KOTOPBIH aJpecoBaH JOJKHOCTHOMY JIMILY U COJEPKUT KaKyr0-I100 Ipoch0y
paboTHUKA;

— DTO IOKYMEHT C MPEeI0KEHNEM Ha3HAUYUTh, IEPEMECTUTh WX MOOLIPUTh pAOOTHHKA;

— OTO0 TOKYMEHT, OOBSCHSIOUINI MPUYUHBI CITyYUBILIETOCs, KOTOPBI cocTaBisieT pabOTHUK Ha
UMS PYKOBOJUTEISL.

14. Yro He sBnsAETCS MPU3HAKOM aKTa?

— cocTaBJIeHHE B CBOOOTHOM (hopme;

— ycTaHoBIIeHHE (PaKTUYECKOTO COCTOSIHUE JIeT U OTPA)KEHUE €T0 B aKTE;

— KOJIJIETUAJIbHOCTh COCTABIICHUSI.



15. JIokyMeHTBI, KOTOpPBIE U3[JaHbl BHYTPU YUPEXKACHUS U OTIIPABIEHBI 3a €r0 MPEAEIbl s
PYKOBOJICTBA HHYKECTOSAIIUM OpTaHaM yIpaBjeHHs! TUOO0 B LENSIX UCTIOIHEHUS MMCbMEHHBIX
YKa3aHWH BbICIIEH WHCTAaHLIUH, HA3bIBAKOTCA:

— UCXOJAIIMMHU JOKYMEHTaMU;

— BXO/ISIIIIMMH IOKYMEHTaMU;

— MEPEMUCKOMN.

16. Uto BKIIIOUAET B c€0s1 TEXHUYECKOE UCIIOJIHEHUE JIOKYMEHTA:

— IOJTrOTOBKY MPOEKTa JOKYMEHTa, HA0Op U pacreyaTrKy TeKCTa IPOeKTa, KOPPEKTUPOBKY
CoJIepKaHusl JOKYMEHTA TOCJe COTIacoBaHus, OpopMiieHHe (PMHATHHOTO BapHAHTA JJOKYMEHTA;
— IIPEI0CTABIIEHNE PACIIEYATAHHOTO MPOEKTA JOKYMEHTA PYKOBOJUTENIO HA COIJIaCOBaHUE,
yCTpaHEHUE HETOYHOCTEH, HA0Op OKOHYATEILHOTO IOKYMEHTA;

— COCTaBJICHHUE JIOKYMEHTA Cpa3y B OKOHYATEJIbHOM BAPUAHTE, €r0 NOANNCAHUE Y PYKOBOIUTEIIA,
OTIpaBKa JOKYMEHTa aJipecary.

17. Korna 1OKyMEHT SIBJISI€TCSA UCTIOTHEHHBIM?

— Korpga paccMarpuBaeMblil B JOKYMEHTE BOIIPOC pa3pelieH MOJHOCTHIO U IEPENUCKa 110 HEMY
3aBEpILICHA;

— Kak TosbKko TOKyMEHTY MPHUCBOEH PErUCTPALIMOHHBIN HOMED;

— Koraa 10kyMeHT nosty4eH KOHEUHBIM aJIpecaToM.

18. Kakue pazmepbl mIpuTOB PEKOMEHIYETCS UCITOJIB30BATh MTPH OOPMIICHUH JOKYyMEHTOB
coriacHo '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. Ludposoii unu OykBeHHO-IUPPOBOM UACHTHPHUKATOP JOKYMEHTA, BKIIFOUAIOLIUI
MOPSIIKOBBIM HOMEP, TOMOJIHSIEMBIH 110 KEJIAHUIO MHAEKCAMU COTJIACHO MCIOJIb3yeMbIM
KJlaccu(pUKaTopaM, Ha3bIBACTCA:

— pEerucTparmOHHBIM HOMEPOM JIOKYMEHTA;

— rpudowm;

— JIaTOM TOKYMEHTA.

20. Kakoit ¢popmaTt Oymaru uCrosb3yeTcst IIsl U3TOTOBJICHUS OJIAaHKOB PE30TIOLIAN?

— A5, A6;

— A4, AS;

— A6, A4,

21. Hocutenem nHdopManuu sBIsSeTCS:

— MaTepualbHbI 00BEKT, KOTOPBIN HYXeH JUIsl (PUKCAIK, XpaHEeHUs (M BOCIIPOU3BEICHNUS)
pedeBoOi, 3BYKOBOI WM M300pa3uTENbHON HHPOpMAIIHH;

— co3/JaTeNb TIOKYMEHTA;

— CTPYKTYpPHOE TOIpa3/ielieHre, BRIMONHSONIee (DYHKITUH 110 BEACHHUIO TOKYyMEHTOO00pOTAa.
22. CBOMCTBO TIOKYMEHTA MOATBEPKIATH JACIOBYIO JIEATEILHOCTH JIMOO COOBITHE IMYHOTO
Xapaxkrepa — 3To:

— IOpUINYECKast 3HAYMMOCTh IOKYMEHTA;

— IOpUMYECKas CUjia JOKYMEHTA;

— ayTEeHTHYHOCTb.

23. TUNOBBIM CPOKOM HCIIOTHEHUS JOKYMEHTA Ha3bIBACTCS:

— CPOK MCTIOJIHEHHUS TOKYMEHTa COTJIaCHO HOPMATHUBHO-TIPABOBOMY aKTY;

— CPOK MCHOJIHEHHUS, KOTOPBI YCTAHOBJIEH B OPTaHU3ALMOHHO-PACTIOPSAUTEIBHOM JOKYMEHTE
WJIH B PE30JTIOIHH;

— CPOK UCTIOJTHEHUS, YCTAHOBIICHHBIN CIIOKHUBIIIUMCSI B OPTaHU3AI[UN O0BIYaeM.

24. CipaBOYHUK, COAEpKaITUi CBeieHUs 0 (POHIaX apXHUBa U MPeTHA3HAYCHHBIN IS
03HAKOMIJICHHUSI C UX COCTABOM U COAEP>KAaHUEM — 3TO:

— apXMUBHBIN ITYyTEBOAMTEID;

— apXMUBHBIN CIIPABOYHUK;



— apXMUBHBIN yKa3aTellb.

25. YaudummpoBanHoi HOpMOii TOKyMEHTA SBIISECTCS:

— GopMyIIsAp TOKYMEHTa OMPEACICHHOTO BUIa, KOTOPBII CONEPKUT MOCTOSHHYIO YaCTh TEKCTa,
— OyMa)kKHBIN WM AJIEKTPOHHBIN 11a0JIOH C PEKBU3UTAMHU, IO KOTOPHIM OIPEENISIeTCS aBTOP
o(pHUIIMANTBHOTO TOKYMEHTA;

— PEKBHU3UT O COTJAaCUM OpraHU3alluu, KOTOPas HE SBJSETCS aBTOPOM JOKYMEHTA, C €ro
COJIEp’KaHUEM.

26. KakoBa jyiiHa caMOy JIJTMHHOW CTPOKHM PEKBU3UTA MPH YIIIOBOM PACIIOJIOKEHUHT
PEKBU3UTOB?

— He 6onee 7,5 cM;

— He 6onee 12,5 cm;

— He Gonee 10 cm.

27. PeKBU3UT IOKYyMEHTa — 3TO:

— 311eMeHT 0(hOpMIICHUS TOKYMEHTA;

— PErUCTPALlMOHHBIN HOMEP TOKYMEHTA;

— CBEJICHHUS O JIaTe€ W UCIIOJIHUTENE JOKYMEHTA.

28. Bxonsmmii JOKYMEHT MPOXOIUT CIIEAYIOUINE Tarbl 00pabOTKH:

— COIPOBOX/ICHUE U JIOCTaBKa C MOYTHI, IepBUYHAs 00paboTKa, perucTpaius, MoAroToBKa Ha
JIOKJIaJI, PACCMOTpPEHUE U 0(POpPMIICHHE PE30IIONNI, PETUCTPALIHS PE3OJIOIIH, TOCTAHOBKA HA
KOHTPOJIb UCIIOJIHEHUS, OTIIPABKa Ha UCIIOJIHEHUE, UCTIOIHEHNE U KOHTPOIIb 32 HUM, IIPUEM
MCIIOJIHEHHOT'O JOKYMEHTA, CHATHE C KOHTPOJIS, IOMELIEHUE HCIIOJHEHHOTO JOKYMEHTA B JIEJI0,
paboTa ¢ HUM, TeKyIIee U apXUBHOE XpaHEHHE, YHUUTOKEHUE U CIIMCAHUE;

— YCTaHOBJIEHHE KOHKPETHOI'O a/ipecaTa JOKyMEHTa B OpraHU3alliu, PErucTpalys JOKyMEHTa 110
BXOJIAIINM JXKypHaIaMm, Iepeaavya JOKyMeHTa ajipecaTy, yKa3aHHOMY €ro B TEKCTE, yCTaHOBJICHHE
CPOKOB HCIIOJIHEHUS IOKYMEHTA, UCIIOJTHEHUE IOKYMEHTA, IIPOBEPKa pe3yIbTaTOB UCIOJHEHUS,
MIOMEILEHUE IOKYMEHTA B HOMEHKJIATYPHOE JIEJ0 U MOCIIEAYIOIIasl cla4ya B apXHUB;

— peructpanus J0KyMeHTa 110 BXOJIIeH KOPPECIOHIEHINH, ITepeiada ero pyKOBOIUTEIIO IS
OIpeEIICHUs UCTIOJHUTENS, Iepeaada J0KyMEHTa HETIOCPEICTBEHHOMY HCIIOJIHUTEIIIO,
KOHTPOJIb 3a UCIIOJIHEHUEM JIOKYMEHTA, UCIIOJIHEHUE IOKYMEHTA, IPUEM PE3yJIbTaTOB
MCTIOJTHEHUS PYKOBOJUTENIEM, OTMETKa 00 MCIIOTTHEHUH B CTIELIMAIbHOM XKypHale, cladya
JIOKYMEHTa B apXUB.

29. [IpeaBapuTeNbHBINA TEKCT JOKYMEHTA, KOTOPBIM JIMYHO TOTOBUT UCHIOJHUTEND UIH
COMCIIOJIHUTENb IOKYMEHTA, 3TO:

— IIPOEKT JOKYMEHTA;

— 3K3EMILISIP JOKYMEHTA;

— KONHUS T0KYMEHTA.

30. denonpou3BoICTBO — 3TO:

— JIeATeNIHOCTH 10 JIOKYMEHTHPOBAHHUIO, JJOKYMEHTOO00POTY, OTIEPaTUBHOMY XPAHEHUIO U
HCIIOJIb30BAaHUIO TOKYMEHTOB;

— IIpolLIe/lypa CO3/IaHUsl, TUPAKUPOBAHUS U PETUCTPALIMHU BXOISAIIEH U UCXOAAIICH
JIOKYMEHTAIlUU OpraHU3alllH;

— HEMOCPEICTBEHHOE CO3/[aHKe O(UIIHATIBHBIX IOKYMEHTOB Ha MPEAIPUATHH.

3a4eTHO-IK3aMeHAIlMOHHBbIC MaTePHAJIbI 1JIsl IPOMEKYTOYHOH aTTecTAlMH (324eT)
1. TloHATHS «IOKYMEHTOOOOPOT», «IOKYMEHT» U «JJOKYMEHTOBEIEHUEY. Pa3BuTHE NOKyMEHTA.
Crioco0b! TOKyMEHTHPOBAHUS 1 MaTepUAIbHBIE HOCUTENU HH(OpMAIIH.

2. CsaoiicTBa 1 GyHKINHU TOKyMeHTOB. Kitaccudukars.

3.  VHudUKanus U cCTaHIapTU3aANNS YIIPABICHYSCKUX JOKYMEHTOB.

4. TlpaBuna opopmiieHus TOKyMeHTOB. TpeboBaHUs K 0POPMIICHUIO OPTaHU3AIMOHHO-
pacmopsAUTEIHHBIX TOKYMEHTOB.

5. CocraB peKBU3UTOB TOKyMEHTOB. TpeboBaHus K 0pOPMIICHUIO PEKBU3UTOB.

6. UcnpaBneHus B JoKyMeHTaX. bliaHKu JOKYMEHTOB MpeIIPUATHS.



10.
11.
12.
13.

14.

15.
16.

17.
18.

19.

20.
21.
22.
23.
24.
25.
26.
27.
28.
29.
30.
31.
32.

33.
34.
35.
36.

37.
38.
39.

OyHKIUU U 0COOEHHOCTH OPTraHU3allMOHHO-TIPABOBBIX JOKYMEHTOB. Y CTaB OpraHU3aIiH.
[TonoxkeHue o CTPYKTypHOM HoapazaeneHuu opranuzauuu ltatHoe pacnucanue. [IpaBuna
BHYTPEHHETO TPYI0BOr0 pacnopsaka. MIHCTpyKIuM N0 OTAENbHBIM BUAAM JAESATEIBHOCTH.
JI0KHOCTHBIE UHCTPYKIUH.

Buasl pacnopsanTenbHbIX T0KyMeHTOB. OcOOEHHOCTH MOATOTOBKH M 0POPMIICHHUS
pacropsiAUNTEIbHBIX TOKYMEHTOB.

Opranu3anvoHHO-TEXHUYECKUE MEPONIPUATHUS 11O ITOATOTOBKE U IPOBEJCHUIO COBELLIAHUI.
CrtpyKkTypa J0KiIaa U OTYETa: Ha COBEUIaHUH, 3acCeJaHUuU, KOH(PEepEeHIIH U T.1.
TpeboBaHMs K COCTABICHUIO U O()OPMIICHUIO TIPOTOKOJIOB.

Bunel nHpopManmoHHO-CIIPABOYHBIX U COMPOBOIUTENBHBIX JOKYMEHTOB.

Odopmitenne crpaBoK, TOKIATHBIX 3aIMUCOK, OOBSICHUTEIBHBIX 3aIMCOK, AKTOB.
OcoOennoctu opopmiieHus teneponorpamm, GakCUMIIBHON CBSI3U, UCTIOIb30BAHUS
TejeTanna.

OcoGennoctu opopmieHus, 00pabOTKU U HCIIONIb30BAHUS COIPOBOAUTEIBHBIX IOKYMEHTOB
IIPOLIECCOB NEPEBO3KU PAOOTHUKOB, JOCTABKH I'PY30B U YIIPAaBJIEHUE KOPIIOPATUBHBIM
TPAHCIIOPTOM OpPTraHU3AINH.

[TonroroBka JOKYMEHTAMH JIJIsl IPOBEACHUS ITPOLIEAYP BbIOOpA MOCTABLIMKOB U 3aKYIIKH.
OcoOenHocTy 0OPMIICHUS U UCTIOTIB30BAHUS CONIPOBOAUTENbHBIX JOKYMEHTOB.
Odopmrenue, 00padbOTKa U UCTIOIB30BAHUE COMTPOBOAUTEIBHBIX JIOKYMEHTOB MTPOIIECCOB
MEPEBO3KU paOOTHUKOB, JOCTAaBKU I'PY30B M YIPaBIEHUE KOPIIOPATUBHBIM TPAHCTIOPTOM
OpraHH3aIiHu.

[ToaroroBka JOKYMEHTAIUU JIJIsl IPOBEACHUS MTPOLIEAYDP BHIOOpA MOCTABIIMKOB U 3aKYIIKH.
[TpaBuna opopmieHust, 00pabOTKH M XpaHEHHs JOKYMEHTAIIUH 110 BHEITHEIKOHOMUYECKOM
JESITEIBHOCTH B COOTBETCTBUU C TPEOOBAHUAMHU 3aKOHOAaTenbcTBa Poccuiickoit denepanuu
¥ MEXTYHAPOTHBIX aKTOB.

JlenoBoe nucbMo B yciaoBUsAX yHU(UKanuu. [IpaBuiia oopmiieHus 1€710BOro MUchMa.
Hexotopseie Buabl nuceM. MexayHapoIHbIE TUChMA.

Bupl 10KyMEHTOB IO TMYHOMY COCTaBY.

TpeboBanust kK 0HOPMIIEHUIO TPYIOBOTO J10TOBOPA.

Odopmiienne nmpueMa Ha paboTy. 3asBICHHE O TpUEeMe Ha PaboTy.

OdopmieHune npuKkazoB Mo JUYHOMY COCTaBY.

TpynoBas KHIKKA.

JInynas kaprouka.

JIngynoe neno.

Xapaxrepuctuka. ABroouorpadus. Pesrome.

DJEeKTPOHHBIN JOKYMEHT. ABTOMATHU3alUsl COCTABJICHUS JOKYMEHTOB.

Benenune 6a3bl TaHHBIX JOKYMEHTAIMH IO BHEITHETOPTOBOMY KOHTPAKTY.

O6paboTKa MOCTYNAOUNX JOKYMEHTOB.

O6paboTka OTIpaBIIEMBbIX JOKYMEHTOB.

[Topsiiok paboThl ¢ BHYTPEHHUMH JOKYMEHTaMH. Perucrpaiius 1 KOHTPOJIb UCIIOTHEHUS
JIOKYMEHTOB.

dopmupoBanue u opopmieHHE ae.

[TonroroBka JOKYMEHTOB K Mepeiaue Ha apXUBHOE XpaHEHUE.

ABTOMaTH3aIM 1EIIONPOU3BO/ICTBA.

JlokyMeHTupOoBaHrEe OM3HEC-TIPOLIECCOB. YTIpaBieHHe OU3HeC-TIPOLECCaMH Yepes
OpraHu3aIuio TOKyMEHTO000poTA.

3amaun U GYHKIHUH CITY>KOBI JOKYMEHTAIIMOHHOTO 00ECTICUeHUSI YITPaBICHUSI.

CrpykTypa ciyk0bl JOKYMEHTAIIHOHHOTO 00ECIICYeHHS YIIPaBIICHUSL.

[IpaBa 1 OTBETCTBEHHOCTH CITY:KOBI TOKYMEHTAIMOHHOT'O 00eCreYeHUs YIIPaBICHUS.

40. Onucanue u JAOKYMCHTHUPOBAHHUC 6H3HCC-Hp0LICCCOB OpraHu3aluu.

41
42

. [lokymeHT B cucteme MeHepkMeHTa kauectsa [ISO 9000
. JJokymenTarnmonHoe obecrieueHue ynpapieHusl.



43. Ha3zHayeHue W BHIBI YIIPABICHYSCKUX JOKYMEHTOB, HCIOIB3YEMBIX ITPH BHITIOITHEHHU
pa3IMYHBIX BUJOB YIPABIEHYECKUX ACHCTBUH.

44. Bupl yrpaBlIeHYECKUX TOKYMEHTOB B COOTBETCTBUU C OOILEPOCCUICKUM KiIaccu(pUKaTopoM
YIPaBJIEHUYECKON TOKYMEHTALUH.

45.0cobenHoctu oopMiIeHUs, 00paOOTKH U XpaHEHHUS JTOKYMEHTAIUH 110
BHEITHE3KOHOMHUYECKON JAESITEIbHOCTH.

46. CoBpeMeHHbIE POrPaMMHbBIE CPEJICTBA, UCIIOIb3yEeMbIE B MPOIIECCe CO3AaHUSI IOKYMEHTOB.
47. CyuiHoCTh ¥ OCHOBHOE Ha3HAYE€HHUE IOKYMEHTAIIMOHHOTO 00eCIeueHus YIPaBICHUS B
COBPEMEHHBIX yCIOBHSIX.

48. BO3MOXHOCTH UCTIOJIb30BaHUSI COBPEMEHHON 0()MCHON TEXHUKH B ONTUMHU3AIIH
JIOKyMEHTO000pOTa B OpraHU3aIiy.

Kpurepun oueHuBaHus1 pe3yJbTATOB 00y4YeHUsI
Ha Bemmonnenue Bcex 3amanuid orBogutcs 1,5 daca. Kaxmoe BEpHO BBIMOJHEHHOE 3a/IaHHE
OLICHUBAETCA <«3aUT€HO»: CTYACHT BJIAJACET TCOPETUYECKUMH 3HAHUSMHU [0 BBIIOJIHIEMOMY
3a/1aHUIO.
«HE 3a4TEHO»: CTYJIEHT HE MOXET OTBETUTh Ha BOMPOCHI 110 BHIIOJIHIEMOMY 33/IaHHUIO.

Kpurtepuu oneHuBanus mo 3a4ery:
«3a4TEHOY: CTYACHT BIAJCET TECOPETUUECKUMH 3HAHUSIMU IO JUCIIUIUIMHE, 3HA€T UHCTPYMEHTHI
JIOKYMEHTOBEICHUS U JIEIOMPOU3BOJCTBA, MOKET O(DOPMUTH OCHOBHBIE PEKBU3UTHI JEIOBOTO
JIOKYMEHTa, JIONMyCKAeT HE3HAYHMTEIbHBIC OIMMOKU; CTYIEHT yMEeT IPAaBHWIBHO OOBSCHUTH
JICKIIMOHHBIN MaTepuall, WILTIOCTPUPYS €ro MPUMEPaMHU .

«HE 3aYTEHO»: MaTepHal He YCBOCH WJIM YCBOCH YaCTHYHO, CTYJICHT 3aTPYIHSETCS NMPUBECTH
IMPpUMCEPHBI I10 O(i)OpMHeHI/IIO OCHOBHBIX JOKYMCHTOB CHCTEMbI AOKYMCHTAIITMUOHHOTI'O
oOecrieueHns yIpaBleHHs, JOBOJIBHO OTPaHWYEHHBI 00BEM 3HAHUI CHCTEMBI OOECTIeYECHUS
3JIEKTPOHHOTO JOKYyMEHTO000POTA.

OneHoUHBIE CpencTBA Ui HMHBAJIHIOB W JIMII C OTPAaHUYEHHBIMH BO3MOKHOCTSIMHU
3/10pOBbsI BHIOUPAIOTCS C YUETOM X WHAMBUIYAIbHBIX ICUXO()U3NYECKHX OCOOCHHOCTEH.

— NpW HEOOXOAMMOCTH WHBAJIMAAM M JIMIAM C OTPAaHWYEHHBIMH BO3MOXHOCTSIMHU
3J10pOBbsI IPEIOCTABIISIETCS IOMOJIHUTENIbHOE BpeMs ISl IOJrOTOBKM OTBETA Ha K3aMEHE;

— TIpH TIPOBEJICHUH TPOLIEAYPHI OIICHUBAHUS PE3yIbTATOB O0yUSHHSI MHBAIUIOB H JIUI] C
OTPaHUYEHHBIMU BO3MOXHOCTSIMU 3/10POBbSI IIPEAYCMATPUBAETCS UCIOIb30BAHUE TEXHHUUECKUX
CpeACTB, HEOOXOIMMBIX UM B CBSI3U C X WHAWBUIYAITEHBIMUA 0COOCHHOCTSIMH;

— IIpU HEOOXOAUMOCTH JJIs1 00YHAIOIUXCS ¢ OTPAHUYEHHBIMU BO3MOKHOCTSIMH 37I0POBbS
U WHBAIWAOB TIPOIEIypa OICHUBAHUS PE3YJIbTaTOB OOYYEHHS 10 JHCIUIUIMHE MOXKET
IIPOBOJUTHCS B HECKOJIBKO ATAIIOB.

[Tporierypa orneHMBaHUsI Pe3yIbTATOB OOYYCHHS WHBAIUAOB M JIUI] C OTpPaHUYCHHBIMHU
BO3MOXHOCTSIMM 3JI0POBbsSI II0 JUCHUIUIMHE (MOJIYJIO) MpeaycMaTpuBaeT IpeloCTaBIeHUE
uHpopManuu B (opMax, aganTUPOBAHHBIX K OTPAaHHUYCHHSM WX 3I0POBBS W BOCIIPUSTHS
uHpOpMaLUu:

J171st TUTT C HApYIICHUSIMH 3PEHHS:

— B [1€4aTHON (hopMe YBEIUYEHHBIM HIPUPTOM,

— B (popMe 2IIEKTPOHHOTO TOKYMEHTA.

JUist a1 ¢ HapyIIEHUSIMU CITyXa!

— B IIeYaTHOM opme,

— B (hopMe 3IIEKTPOHHOTO TOKYMEHTA.

JUnst TUI ¢ HapyIISHUSIMH OTTIOPHO-/IBUTATEIILHOTO amIapara:

— B I1e4aTHoM (opme,

— B (hopMe PIEKTPOHHOTO JOKYMEHTA.



JlaHHBIN TepedeHb MOXET OBITh KOHKPETH3MPOBAH B 3aBUCUMOCTH OT KOHTHHTEHTA
oOyJaronuxcs.

5. Ilepedennb y4eOHOI JuTEepaTypbl, HHPOPMALHOHHBIX PeCyPCOB U TE€XHOJIOTUH

5.1. YueOHas tureparypa

1. . Ky3nenos, 1. H. [lokymeHTanimonHoe obecnieueHne ynpasieHus. JJokyMeHTo000poT
U JICJIONPOM3BOJICTBO : YYEOHHK U MPAKTHKYM ISl CpeIHEro mpodeccroHaibHoro oopazoBanus /
. H. Ky3nenos.- 3-¢ u3z., nepepad. u non. - Mocksa : U3narensctBo FOpaiit, 2021. - 462 c. -
(ITpodeccuonansuoe obpazoBanue). - ISBN 978-5-534-04604-5. - TekcTt : 2JIeKTpOHHBIN //
OopasoBarenbhas miatdopma FOpaiit [caiit]. - URL: https://urait.ru/viewer/dokumentacionnoe-
obespechenie-upravleniya-dokumentooborot-i-deloproizvodstvo-449769#page/2

2. Konpimkuna, T. b. JlenoBbie KOMMYHHUKAIUH, JIOKYMEHTOOO0OPOT u
JIETIOTIPOU3BOJICTBO : yueOHoe mocobue s By3oB/ T. b. Kombimkuna, Y. B. lllyctuna. - 2-¢
u3., ucnp. u gor. - Mocksa : U3natenscrBo FOpaiit, 2020. - 163 c. - (Briciiee oOpa3oBaHue). -
ISBN 978-5-534-07299-0. - Tekct : anektpoHHblii // OOpa3oBarenbHas miatdopma FOpaiit
[caiiT]. - URL.:https://urait.ru/viewer/delovye-kommunikacii-dokumentooborot-i-
deloproizvodstvo-452463#page/3

3. Kopuees, U. K. Ynpasnenune nokymenramu: yaeoHuk / M.K. Kopuees, A.B. ITmienko,
B.A. MamypneB. — MockBa : UHOPA-M, 2020. — 300 c. — (Beicmee obOpa3oBanue:
bakanmaBpuar). - ISBN 978-5-16-003590-1. - Tekcr : onekrponnsni. - URL:
https://znanium.com/catalog/product/1068920 (mara o6pamenus: 17.09.2021). — Pexum
JOCTyIa: 1Mo moAmnucke: https://znanium.com/catalog/document?pid=1068920

4. Antyxoa, H.®. Cuctemsl 3eKTpOHHOTO AOKyMeHTooOopoTa. [IpakTukym : yue6HOE
nocooue / Anryxosa H.®., Jlonranosa O.U., JloceBa B.B., /I3106enko A.JI., Yeunkor 10.b. —
MockBa : KwnoPyc, 2022. — 395 c¢. — ISBN 978-5-406-07367-4. — URL:
https://book.ru/book/942386 (mata oOpamenusi: 16.09.2021). — Tekct : snektponnsblii: URL:
https://www.book.ru/view5/f67f8cd8873d023e6ab0068a68ef20fa

5. TlomoBuenko M.A., Krmeméa }0.C., AxmemoBa M.P. CoBpemenHbIe
UHPOPMALIMOHHbIE  TEXHOJIOTMM B  YOpaBlIeHMM Ou3HecoM: ydeOHoe mocobue /
M.A. ITonosuenko, lO.C. Kneméra, M.P. AxmenoBa; MUHHUCTEPCTBO HAyKHM ¢ BBICHIETO
oOpazoBanus Poccuiickoii ®enepaunu, KyOaHckuif rocynapcTBEHHBIH YHUBEPCUTET. —
Kpacnonap: Kyb6anckuii roc. yH-T, 2021. — 200 c. — 500 sk3. ISBN 978-5-8209-1989-3

6. Kabamos, C. KO. DaexkTpoHHOE MPaBUTEIBCTBO. DIEKTPOHHBIM JOKYMEHTOOOOPOT.
Tepmunsbl u onpeaenenus : yuedHoe nocodue / C.1O. Kabamos. — Mocksa : UHOPA-M, 2024.
— 320 c¢. — (Beicuiee oGpaszoBanue: bakamaBpuar). - ISBN 978-5-16-019274-1. - Tekcr :
anektpoHHbi. - URL: https://znanium.com/catalog/product/2103130 (qara  oOparieHus:
14.10.2023). — Pexxum gocTyma: 1o moJInrcKe.

7. AntyxoBa, H.®. CucteMbl 3JEKTPOHHOTO JOKYMEHTOOOOpoTa : ydeOHOoe mocobue /
AntyxoBa H.®., JI3t06enko A.JL., JloceBa B.B., Ueunkos FO.b. — Mocksa : KnoPyc, 2021. —
201 ¢. — ISBN 978-5-406-02705-9. — URL.: https://book.ru/book/936560 (nara oOpameHus:
16.09.2021). — Tekcr: AJIEKTPOHHBIN: URL:
https://www.book.ru/view5/6cc1db1809a7aa32e772583c277a8493

5.2. Ilepuoanyeckas JUTEPaATYpa

1. [TewatHoe mepuoguyeckoe wu3nanue (QoHma HayuHod Oubmmorekn Kyol'y
«/1enonpon3BoICTBO U JOKYMEHTOOOOPOT Ha MPEIIPUSITUIX

2. IlewatHoe mepuomnueckoe w3gaanue (¢GoHma HaydyHoW Oubmmorekm Kyol'Y
«/lenonmpon3BoaCTBOY

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

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

5. Hayunas AIIEKTPOHHAS oubmmoTeka (HOb) eLIBRARY.RU
https://elibrary.ru/projects/subscription/rus_titles free.asp
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5.3. UnTepHeT-pecypchbl, B TOM 4HCJe COBPpeMeHHble NMpodeccHOHAIbHbIE 0a3bl
JAHHBIX U MHGOPMALMOHHbIE CIIPABOYHbIE CUCTEMbI

J1eKTPOHHO-0ubMoTeuHbIe cucTeMbl (IBC):

1. 9BC «IOPAWT» https://urait.ru/

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

3. OBC «BOOK .ru» https://www.book.ru

4. 3bC «ZNANIUM.COM» www.znanium.com

5. OBC «JIAHb» https://e.lanbook.com

IIpodeccnonanbHbie 0a3bl JTAHHBIX:
Scopus http://www.scopus.com/
ScienceDirect www.sciencedirect.com
Kypuanst uznarenscrea Wiley https://onlinelibrary.wiley.com/
Hayunast anekrponnas 6udnuorexa (HOb) http://www.elibrary.ru/
5. IloaHOTEKCTOBBIE apXUBBI BEAYIIUX 3aIaJHBIX HAYYHBIX )KYpPHAJIOB Ha Poccuiickon
iatdopme HaydHbIX )KypHatoB HOMKOH http://archive.neicon.ru
6. HamumoHanpHas »JJIEKTpOHHAs OWOMMOTEKa (IOCTYH K DJIEKTPOHHOW OMOIHOTEeKE
nuccepraiuii Poccuiickoit rocynapcrsennou oubimoreku (PI'B) https://rusneb.ru/
7. Tlpesunentckas 6ubnmoreka um. b.H. Enbrmna https://www.prlib.ru/
8. DmnekrponHas koyuekius Oxchopackoro Poccutickoro @onaa
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. YuuBepcuterckas unpopmarronnas cucrema POCCUS http://uisrussia.msu.ru

~AwbdPE

NudopmanuoHHbie CIPpaBOYHbIE CHCTEMBI:
1. KoncynbranT [Intoc - cipaBouHas mpaBoBasi cucteMa (JOCTYII MO JIOKAIbHOM CeTH ¢
KOMIIBIOTEPOB OMOIMOTEKH)

Pecypcbl cBoOOAHOTO fOCTYHA:

1. AmMepuKaHCKas naTeHTHas 0a3a maHHbBIX hitp://www.uspto.gov/patft/

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

3. MuHuCTEepCTBO HayKH M BbIciero oopasosanus Poccuiickoit @enepanun
https://www.minobrnauki.gov.ru/;

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

5. Hudopmanmonnas cucrema "EarHOE OKHO J0CTyIa K 00pa30BaTeIbHBIM pecypcaM
http://window.edu.ru/;

6. Enunas xomnexius nudpoBeIx 00pa3oBaTeIbHBIX pecypcos hitp://school-
collection.edu.ru/ .

7. IIpoekt ['ocymapcTBeHHOro MHCTUTYTA pycckoro si3bika uMeHu A.C. [lymkuHa
"OO6pazoBanue Ha pycckoM" https://pushkininstitute.ru/;

8. CnpaBouHo-uHpopMaHOHHbIH mopTain "Pycckwmii s3p1k" hitp://gramota.ru/;

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

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

11. OOpa3oBarenbHbIid opTan "Yuebda" http://www.ucheba.com/;
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12. 3akonompoekT "O6 oOpa3oBanuu B Poccuiickoit @enepanun". Bonpock! u 0TBETHI
http://xn--273--84d1f.xn--plai/voprosy i_otvety
13. Tpenunru 1 C Jlerkuii crapr https://kpk.1c.ru/directions/training1%D0%A1/

Co0OcTBeHHbIE 3JIeKTPOHHBIE 00pa30BaTe/bHbIe H HHPOPMALIMOHHBIE pecypchl

KyoI'y:

1. DnexrtpoHHbIi Katajgor Hayunoii 6ubmmorexku Kyol'y
http://megapro.kubsu.ru/MegaPro/Web

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

3. Cpena MoayapHOrO AMHaMUYECKoro odoyuenus http://moodle.kubsu.ru

4. baza yueOHBIX IUIAHOB, Y4eOHO-METOANUECKUX KOMILIEKCOB, MyOIUKaIuil 1
koHpepenmmii http://mschool.kubsu.ru/

5. bubnuoreka nHGOPMAIMOHHBIX pecypcoB Kadeapbl HHHOPMALIMOHHBIX
obpasoBaTenbHbIX TexHomorui http://mschool.kubsu.ru;

6. DnexrpoHHbIi apxuB qokymeHtoB Kyol'Y _http://docspace.kubsu.ru/

7. DnexTpoHHBIE 00pa30BaTENbHBIC Pecypchl Kadenpbl MHOOPMAIMOHHBIX CHCTEM U
TexHosoruii B oOpazoBanuu KyOI'Y u HayuHo-meronmueckoro >xypHana "IIIKOJIBHBIE
['OAbI" http://icdau.kubsu.ru/

6. Mertoauyeckue yKa3zaHusl Jisl OOYYAlOIIMXCSl [0 OCBOEHHMIO JUCHMILIMHBI
(Mmonmy.Jist)

CaMmocTtosiTenbHas paboTa CTYIEHTOB SBJSETCS HEOTHEMIIEMOM YacThiO Mpoliecca
MOJATOTOBKU. JIMCHUIUIMHY PpPEKOMEHAYEeTCS M3ydaThb IYyTEM CHCTEMaTH4YeCKOH MpopadOTKu
JEKIIMOHHOTO MaTepuayia, CaMOCTOATEIbHOW MPOpaboTKU pPEeKOMEHAYEMOW JHTepaTyphl,
PYKOBOACTB M METOJWYECKMX YKa3aHUM K BBIIOJIHEHUIO IIPAKTHYECKUX 3aHATud. llens
CaMOCTOSITENILHOM palbOThl — pacHIMpeHue Kpyrosopa U yrioyOlleHWe 3HaHWi B 00NacTu
JIOKYMEHTOBE/ICHUS U JEI0BOT0 TOKYMEHTO00O0pOTa.

KoHTponbp 3a BBIOTHEHHEM CaMOCTOSITENBFHOM pabOThl MPOBOAUTCS MPU HU3YUYEHUU
Ka)KI[OI\/JI TEMbl OUCHUIINIMHBI HAa IMPAKTUYCCKHUX 3aHATHAX. 3910 TCKYHH/Iﬁ OIIpoC, TECTOBLIC
3a/laHusl, KeHUChl, pedepaThl-pe3eHTAIIH.

B dackl, oTBeneHHBIE ISl CaMOCTOSITENIbHON palOOThl, CTYIEHTHI IMOJ] PYKOBOJACTBOM
npenoaaBatesns 00s13aHbl BHITIONHATH HHIUBUAYATbHBIC TPAKTUYECKHE 3aaHNs, TOTYyYeHHbIE Ha
MPAKTUYCCKUX 3aHATHUAX. HpI/I BBITIOJIHEHUU JTUX SaI[aHI/Iﬁ HCO6XO)II/IMO HUCIIOJB30BATh
TEOPETUUECKHUI MaTepHall, MaKEThl U MA0JIOHBI OPUIHATEHBIX JOKYMEHTOB YIIPaBICHUSI.

B ocBoenun JAUCHUIITIMHBI MHBAJIWJAMH W JIMOaMU C OTPaHUYC€HHBIMHU BO3MOXKHOCTAMU
3I0pOBbsl OONBINIOE 3HAYCHHE HMEET WHIWBHyalbHas ydeOHas pabora (KOHCYNbTALUU) —
JIOTIOTHUTEILHOE Pa3bsICHEHHE yueOHOro MaTepuara.

NunuBuayanbHple KOHCYIBTAIMM 1O TPEAMETY SBISIOTCS BaXHBIM  (DaKTOpPOM,
CHOCO6CTBy}OH_[I/IM WHAUBUAYaJTIU3allun 06yquI/1$1 N YCTAHOBJICHUIO BOCIIUTATCIIBHOI'O KOHTAaKTa
MEXIy TIpernojaBaTeieM W OOyJaroIIMMCS WHBAIMIOM WJIA JUIOM C OrpPaHUYECHHBIMU
BO3MOXHOCTSAMU 310POBbA.

7. MarepuajibHO-TEXHHYECKOe o0ecneyeHne Mo JUCHUIInHEe (MOAYJII0)

HaumeHoBaHUe crielManbHBIX OCHalIEHHOCTD CIEHUATBHBIX [NepedeHp JTULICH3HOHHOTO
HNOMEIICHHUH HNOMEIICHHUH IpPOrpaMMHOro obecedeHus

VYuebOHble ayTUTOPUA it | Mebenb: yaeOHas meOeb Microsoft Windows 8, 10,
NpOBENCHUs 3aHATHI JleKinoHHoro | Texuuueckue cpenctsa ooyuenus: | Microsoft Office Professional Plus
THIIA 9KpaH, MPOEKTOP, HOYTOYK
VYuebOHble ayUTOPUU it | Mebenb: yueOHas meOeIb Microsoft Windows 8, 10,
MPOBEICHUS sanatuil | Texuuueckue cpencrsa ooyuenus: | Microsoft Office Professional Plus
CEMHHApPCKOTO THIIA, TPYIIIOBBIX U | 3KPaH, POEKTOP, HOYTOYK
MHANBUAYaIbHBIX  KOHCYJIBTALNIA,
TEKYILIero KOHTPOJISI u



http://273-фз.рф/voprosy_i_otvety
http://273-фз.рф/voprosy_i_otvety
https://kpk.1c.ru/directions/training1%D0%A1/
http://megapro.kubsu.ru/MegaPro/Web
http://megapro.kubsu.ru/MegaPro/UserEntry?Action=ToDb&idb=6
http://moodle.kubsu.ru/
http://mschool.kubsu.ru/
http://mschool.kubsu.ru/
http://docspace.kubsu.ru/
http://icdau.kubsu.ru/

HpOMe)KyTO‘lHOﬁ aTTcCTaiun | | |

Jns  caMmocTosTeNnbHOW — pabOThl  OOYYaIOLIMXCS  MPEAYCMOTPEHBI  MMOMELICHHUS,
YKOMIUIEKTOBAaHHbIE CHEIMATM3UPOBAHHON MeOeblo, OCHAILEHHbIE KOMIIBIOTEPHON TEXHUKOH ¢
BO3MOXKHOCTBIO MOJKIIIOUEHUS K ceTu «VHTepHeT» M o0ecredeHneM JOCTyIa B JIEKTPOHHYIO
MH(POPMALMOHHO-00pa30BATENbHYIO CPEly YHUBEPCUTETA.

HaumMmeHoBaHue moMeneHun ais
CaMOCTOSATEIFHONW PabOTHI
o0yJaromuxcs

OcHaIIeHHOCTh TOMEIICHUH 1A
CaMOCTOSTENTFHON pabOTHI
o0yJarmuxcs

[lepeueHb NULIEH3UOHHOTO
MIPOTPaAMMHOTO 00eCTICUCHHUS

ITomemenue JUIsL
CaMOCTOSATENIbHOM paboTsl
oOyuaromuxcsi (YUTaJbHBIA 3aJl
HayuHo#t 6ubnnorexu)

Mebenb: yueOHast MmeOemb

Komruiexr CHelNaTU3UPOBAHHOM
MeOeIi: KOMITBIOTEPHBIE CTOJIBI
O6opynoBaHue: KOMITBIOTEpHAsI
TEXHHKa C  MNOJKIIOYEHHEM K
nHpopMannoHHO-
KOMMYHHKAIMOHHON
«HTepHET» u
EKTPOHHYIO HHGOPMALMOHHO-
00pa3oBaTeIbHYI0 cpeny
00pa3oBaTeNbHON OpraHu3alHy, BeO-
KaMepsl, KOMMYHHMKaIlUOHHOE
o0opynoBaHue, o0ecreunBaolee
JIOCTYI K CETH MHTEpHET (IPOBOJHOE
COEIHEHHE u 6ecripoBoIHOE
coenuHenne no texuonorun Wi-Fi)

CETHU
JA0CTYIIOM B

Microsoft Windows 8, 10,
Microsoft Office Professional Plus

[Tomemenue s
CaMOCTOSATEIbHON paboTsl
obOyuaromuxcs (aym.213 A, 218
A)

MebGenb: yuyeOHast meOenb

Kommnekr CIIeHUAIU3UPOBAHHOU
MeOemH: KOMITBIOTEPHBIC CTOJBI
Oo6opynoBanue: KOMITBIOTEepHAS
TEXHHKa C  TOAKIIOYCHHEM K
HHPOPMALMOHHO-
KOMMYHUKAIIHOHHOH
«HTepHeT» u
NIEKTPOHHYIO UH(OpPMaLMOHHO-
00pazoBaTeNbHYIO cpeny
obpazoBaTeNbHON OpraHu3aIuy, BeO-
KaMepBl, KOMMYHHMKAIIHOHHOE
obopynoBanue, obecrneuynBaroriee
JIOCTYIl K CETH MHTEpHET (IIPOBOJHOE
COCIIITHEHHE u OecripoBoTHOE
coequHeHne 1mo texunojaoruu Wi-Fi)

CETHU
JA0CTYIIOM B

Microsoft Windows 8, 10,
Microsoft Office Professional Plus




