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1 Hesn n 3axa4M M3y4YeHUs JMCHHUILIMHBI (MOZYJIsT)

1.1 Ilean ocBOeHUsI TUCUHUILIMHBI

Ilenb OCBOEHHS AMCLUMIUIMHBI 3aKJIIOYAaeTCs B OBJIAJEHUU TEOpUEH U IMPAKTUKOU
npoliecca J0KyMEHTallMOHHOT0 00ecieyeHus Ipolecca ypaBieHnss OM3HECOM MEXaHUYECKUM U
AIIEKTPOHHBIM CIIOCOOaMU Ha OCHOBE TpeOOBaHM HOPMATUBHO-TIPABOBBIX JTIOKYMEHTOB.

1.2 3agaun AMCHUILIMHEI

— oOyueHHe CTyJEHTOB 3HAHUSIM, YMEHHUSM U HaBbIKaM, HEOOXOTUMBIM B padoOTe C
JIOKyMEHTaMU;

— BbIpa0OTKa Yy CTYAEHTOB CTPOIOIO M HEYKOCHHUTEJIBHOIO COOJIOACHUS IPUHIMIIOB
OpraHM3aly JOKYMEHTO000pOTa, B TOM YMCJE C MOAPA3JACICHUIMHA OpPraHU3aluu, BETyIUMU
OyXTaJITePCKUH YYeT;

— IPUBUTHE MPAKTUYECKUX HABBIKOB PabOTHI CO CIyKEOHBIMU TIOKYMEHTaMH;

— TIOJIyY€HHE, COCTaBJICHHE, W3TOTOBIICHHE, O(OpMIIEHUE, Y4eT, OTIpaBKa, XpaHECHHUE,
nepeaaya U yHUYTOKEHUE JOKYMEHTOB U MaTepUaJIOB;

— o0yyeHHe NpaBUJIaM COCTaBJIEHUS, O(OPMIICHUS U HCIIOJIb30BAHUS JIOKYMEHTOB,
CBSI3aHHBIX C J€SITEIbHOCTHIO MPEANPUATUH, B TOM UHCIE C BHEITHEIKOHOMUYECKOM;

— 03HAKOMJICHHE CTYJIEHTOB C OOLIMMH HPUHIMIIAMHI JOKYMEHTALMOHHOTO 00ecreYeHus
JEeSITeTLHOCTH MPEIIPUATHS, C TIOPSIKOM TOKYMEHTHPOBaHUS HH(pOpMAaIum;

— o0y4eHue cucTeMaTu3aluy HH(HOpMaIMK 110 KaTEropusiM U YPOBHSIM JIOCTYIA K HEH;

— O3HAaKOMJIGHME C OpraHu3alueil paluOHAIbHOTO JBM)KEHUS JJOKYMEHTOB Ha
HOPEIIPUSITHH, B TOM YHUCIIE C KOHLIETILMEN CO3AaHUs AIEKTPOHHOIO 0uca;

— o0yueHHe KauyecTBEHHOM U ObicTpoii 00paboTke wuH(pOpPMaNKMKU B  LEJAX
CBOEBPEMEHHOI0 NMPHUHSATHS COOTBETCTBYIOIUX YIPABICHYECKUX PELICHUH, YCBOCHUIO MPaBUII U
(dbopM 1e10BOM U KOMMEPUYECKON MEPENUCKHY;

— BpIpa0OTKa yMeHUs paboTaTh ¢ MaTepUaIaMyd OrPaHUYEHHOTrO JJOCTYIA.

1.3 Mecto aucuuiuinHbl (MOyJs) B CTPYKTYpe 00pa3oBaTeIbHOI NPOrpaMMbl

JucuuruinHa «/loKkyMeHTOBeIeHHEe U JIeNIOBOM JJOKYMEHTOOOOPOT» OTHOCUTCS K 4acTH,
dbopMupyeMoil yuacTHUKaMU 00pa3oBaTesIbHbIX OoTHOIIEHUH biioka 1 «/lucuunianasl (MoLyn)»
y4eOHoro 1uiaHa. B cooTBeTcTBUU ¢ pabouuM yuyeOHBIM IJIAHOM JUCLMIUIMHA M3ydaeTcs Ha 2
Kypce 10 O4HOH U Ha 2 Kypce o 3a04Hoi (opme 00ydueHus. Bua npomexxyTouyHON aTTecTauu:
3ayer.

JucuuninuHa 06a3upyeTcss Ha 3HAHUSAX, MOJYYEHHBIX CTYJIEHTaMH B PaMKaX OCBOEHUS
JUCHUIUIMH: «KOMITBIOTEpHBIH MpakTHKyM», «MeXIyHapoIHble SKOHOMHYECKHE OTHOILCHUS»,
«Pycckuil s3bIK U OCHOBBI JIETIOBBIX KOMMYHHKaumit», «Teopust Oyxraiarepckoro yueray, «Teopus
ynpasnenusi», «MHDOpMaIMOHHO-KOMMYHHKAIIMOHHBIE  TEXHOJOTMH B NPo(ecCHOHaIbHOI
JeATeIbHOCTHY» W siBisieTcst 0a30i Uil W3y4eHHMs Ha CIEAYIONX Kypcax —JUCIHILINH:
«ITpodeccronanbHpie KOMITBIOTEPHBIE IPOTPAMMBI», « Y TIPABICHUECKUH ydeT».

1.4 IlepedyeHb MJIAHMPYeMbIX Pe3yJbTATOB O0y4eHHsI IO JMCHHILIMHE (MOIYJIO),
COOTHECEHHBIX C IJIAHUPYEMBbIMH Pe3yJbTATAMM 0CBOEHHSI 00Pa30BaTeJIbHOM MPOrpaMMBbI

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

Kona n naumeHoBanue
HHIUKaTOpa™ JOCTHKEHHUS
KOMIIETEHIIUH

Pe3ynbpTarhl 00yueHuUs 1O AUCIUILTHHE

ITK-1 CniocofeH Kk oOpraHu3anmy NpoueccoB nepeso3Kku paloTHUKOB, 10CTABKHU IPY30B H YNIPABJICHUIO
KOPNOPATHBHBIM TPAHCIIOPTOM OPraHU3ANMH




NIIK-1.1 Pa3pabatsiBaeT u
UCTIONIB3YEeT UHCTPYMEHTapHii
JIOKYMEHTOBEJIEHUS U JAETIOBOTO
JIOKyMEHT0000pOTa JUISl pELICHUS
MOCTaBJICHHBIX 3a7ja4

3naet: 3akoHonaresnscTBO Poccuiickoit denepanuu B ob61acti
MaTepHaIbHO-TEXHUYECKOTO 00ECTIeUeHH s, IEIONPOU3BOICTBA;

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

Ymeet: PazpabarsiBaTh M BHEAPATH JTOKAIbHBIE HOPMAaTHBHBIE AKTHI U
peTIaMEeHTHPYIOIINE JOKYMEHTHI OOILETO XapakTepa U 110
(YHKIIMOHAIEHOMY HaIlPaBJICHHIO AEATEIbHOCTH;

VYmeer: PazpabarsiBaTh U HCIIONIB30BATh HHCTPYMEHTAPUI
JOKYMEHTOBEJICHHSI U AEJIOBOr0 JOKYMEHTOO00pOTa OpraHu3alii, B TOM
YyCcIIe 110 BHEITHEAKOHOMHUYECKOH e TebHOCTH;

Tpynosoe neiictue: OGopMisieT JOKYMEHTAIHIO, B TOM YHCJIE 10
BHEITHEAKOHOMHUYECKOH JIEITEIbHOCTH B COOTBETCTBUH C TPEOOBAHUSIMHU
3aKoHoAarenscTBa Poccuiickoit denepanny U MEXIyHAPOIHBIX aKTOB;
Tpynosoe aeiictBue: Vcnosib3yeT KOMIBIOTEPHBIE TPOTPAMMBI AJIS
BEACHHS yUeTa, CHCTEMAaTH3allMH 1 aHAJIN3a JaHHbIX, COCTABICHUS 0a3
JAHHBIX, BEJICHUS JOKyMEHTO000pOTa, CIIPABOYHO-TIPABOBBIE CHCTEMBI,
pecypchl HHPOPMAIMOHHO-TEIEKOMMYHUKAIIMOHHOH ceTH «VHTepHeT»,
OPTTEXHHUKY.

IIK-2 Cnoco0eH kK OpraHu3anuu paéoyero NnpocTpaHcTBa, CO3IaAHMIO U 00ecTeYeHUI0 ONTUMATbHBIX
YCJI0BHIi BHINMOJHEHUS TPYAOBBIX (PYHKIMI PAa0OTHUKAMH OPTraHH3AIMA

WIIK-2.2 Pa3zpabaTeIBaeT U
UCTIONb3YeT HHCTPYMEHTApHi
JOKyMEHTOBEJCHUS U JICTIOBOTO
JOKyMEHTO000pOTa ISl peIICHUS
MOCTaBJIEHHBIX 3a/1a4

3naert: 3akoHOmaTeNbCTBO Poccuiickoit deneparyu B 001acTi
MaTepHATbHO-TEXHIYECKOTO 00ECTICYCHNUS, ICIIOTPON3BOICTBA;

3Haet: CTpyKTypy, IPUHIIUIIBI, HHCTPYMEHTapUi JOKYMEHTOBEICHUS U
JICIIOBOTO TOKYMEHTOO00POTa OpraHu3alliy, a TAKKe pa3paboTKu U
oopMIICHUS TOKYMEHTAIIHH;

Ywmeer: PazpabaTeiBaTh U BHEIPSTH JIOKAIbHBIC HOPMATUBHBIC aKThI U
periaMeHTHPYIOIIHE JOKYMEHThI 00IIero XapakTepa U 1o

(G YHKIIMOHATIPHOMY HAMPABICHUIO NCSTECIBHOCTH;

Ywmeer: PazpabaTeIBaTh 1 HCIIOMB30BATh HHCTPYMEHTAPHIHA
JOKYMEHTOBEIICHHSI U ICTIOBOTO JOKYMEHTOO00POTa OPTaHU3AIIH, B TOM
YHUCJIE IO BHEUTHEAKOHOMUYECKON ACSITENbHOCTH;

TpynoBoe peticteue: OdopMIIIeT JOKYMEHTAIUIO, B TOM YHCIIE IO
BHEITHEAKOHOMHYECKOH ESTSIFHOCTH B COOTBETCTBUH C TPEOOBAHUSAMU
3aKoHoAarenscTBa Poccuiickoit denepauyiv 1 MEXIyHAPOIHBIX aKTOB;
Tpynosoe aelictBue: Mcroyib3yeT KOMIBIOTEPHBIE IPOTPAMMBI JIS
BEJICHUsI yUeTa, CUCTEMAaTHU3allNK U aHAJIN3a JJAHHBIX, COCTaBIICHUS 6a3
JIAHHBIX, BEJIEHUS TOKYMEHTOO00POTa, CIIPAaBOYHO-TIPABOBBIE CUCTEMBI,
pecypchl HHPOPMAIIMOHHO-TEIIEKOMMYHHUKAITHOHHOH ceTH «HTepHeTY,
OpPT'TEXHUKY.

IIK-5 CnocoleH k ynpap/jieHHI0 00beKTAMH HEeJABUKUMOCTH, HAXOASAIIUMHUCH B COOCTBEHHOCTH
OpraHM3aNHNy WIH HCIOJIb3yeMbIMH HA OCHOBAHHMY IPYIUX BeNIHBIX MPaB

WIIK-5.1 PazpabarsiBaet u
UCTIONIB3YeT NHCTPYMEHTApHI
JOKYMEHTOBEJICHHS U I€TIOBOTO
JIOKYyMEHTO0000pOTa JIS PEIICHUS
MOCTAaBIICHHBIX 3a7a4

3naet: 3akoHoAaTenbcTBO Poccuiickoit deneparuy B 001aCTH
MaTepHaAIbHO-TEXHIYECKOr0 00ecedeH s, IeI0NpOU3BO/ICTRA;

3Haet: CTpyKTypy, IPUHIIUIIBI, HHCTPYMEHTapUl JOKYMEHTOBEICHUS U
JIeTI0BOTO IOKyMEHTOO00POTa OpPraHU3aIiy, a TaKkkKe pa3paboTKH U
oopmIIeHNS TOKyMEHTAIIH;

VYmeer: PazpabarsiBaTh 1 BHEAPATH JOKAIbHbIE HOPMAaTHBHBIE AKTHI U
periaMeHTHPYIOIINE JOKYMEHTHI 00ILEero XapakTepa u 110
(YHKIIMOHAIEHOMY HAIIPaBJICHHIO AEATEIHHOCTH;

VYwmeer: PazpabarsiBaTh M NCTIONIB30BAaTh MHCTPYMEHTAPUI
JTOKYMEHTOBEACHUA U JE€JIOBOTO JIOKyMeHTOO60pOTa OpraHu3ainuu, B TOM
YHCJIE 0 BHEITHEOKOHOMHUYECKOM JCATCIBHOCTU,

TpynoBoe peficteue: OpopmirsieT JOKYMEHTAIHIO, B TOM YHCIIE O
BHEIITHEYKOHOMUYECKOI JACATCIIBPHOCTU B COOTBECTCTBHH C Tpe6OBaHI/I$[MI/I
3aKoHoAarenscTBa Poccuiickoit denepanyy 1 MEXIyHAPOIHBIX aKTOB;
Tpynosoe aeiictBue: Mcnoyib3yeT KOMIIBIOTEPHBIE IPOTPAMMBI JIS
BEJICHH ydeTa, CHCTEMaTH3allMK U aHaJIN3a JaHHbIX, COCTABICHUs 0a3
JIaHHBIX, BEJICHUSI IOKyMEHTO000pOTa, CIIPAaBOYHO-TIPABOBBIE CUCTEMBI,
pecypchl HHPOPMAIMOHHO-TEIEKOMMYHUKAIIMOHHOU ceTH «HTepHeT»,
OPITEXHHUKY.




Pesynprartel 00y4eHHs TO NUCHUUIUIMHE JOCTHTAIOTCS B PaMKaxX OCYIIECTBICHUS BCEX
BUJIOB KOHTAaKTHOW U CaMOCTOSATEIHLHON paboThl OOYYarOIIMXCSI B COOTBETCTBUU C
YTBEPKJACHHBIM YICOHBIM IIAHOM.

NHnukaTopbl  AOCTHIKEHUS  KOMIIETEHIIMHA  CUMTAKOTCS  CHOPMUPOBAHHBIMH  IIPH
JIOCTH>KEHUHM COOTBETCTBYIOIIUX UM PE3YJIbTaTOB 00YUCHUSI.

2. CTpyKTYypa U colepKaHue TUCHUILINHBI

2.1 Pacnpeesienne TPYA0EMKOCTH TUCHUILJIMHBI IO BUIaM padoT

OO6mast TpyT0éMKOCTh JUCIUILIMHBI COCTABISICT 2 3a4eTHBIX eauHullbl (72 dYaca), ux
pacrpeziesieHue 1Mo BugaM padboT IpeCTaBICHO B TAOIHIIE

Bunst padot Bcero Dopma 00yueHHS
4acoB OuHasi OYHO-3a0YHas
3 3
ceMecTp CeMecTp
(gacsr) (gachl)
KonTakTHasi pa6oTa, B TOM YHCJIE: 38,2 28,2
AyIuTOpHBIE 3aHATHS (BCero): 34 24
3aHATH JICKIIMOHHOTO THUIIA 18 12
J1a00paTOPHBIC 3aHATHUS
MIPAKTUYECKHE 3aHATHS 16 12
CEeMHMHAPCKHE 3aHSTHS
HNHas koHTaKTHAas padora: 4,02 4,02
KonTtpons camocrogrensHoi pabotsl (KCP) 4 4
IIpomexyrounas arrecrarus (MKP) 0,2 0,2
CamocrosiTesibHasi padoTa, B TOM YHCJIE: 33,8 43,8
Pegepam (nooecomosxa) 14 14

Camocmosmenvroe uzyuenue pazoenos, camono020mosKa
(npopabomka u nogmopenue 1eKYUoHHO20 Mamepuaia u
Mamepuana y4eOHUKo8 u yueOHbIX nocooull, no02omoeKa 19,8 29,8
K JnabopamopublmM U APAKMUYECKUM — 3AHAMUSIM,
KOJLIOKGUYMam u m.o.)

[MoAroToBKa K TEKyIIEMy KOHTPOIIO

KonTpoas:

HOZ[FOTOBK& K 3a4€Ty

Oo6umas gac. 72 72

TPYAOEMKOCTDb B TOM 4YHCJ/I€ KOHTaKTHasA 382 28 2
padora ' '
3a4. ef 2 2

2.2 ConeprxaHue QM CUUILTHAHBI

Pacrnipenenennie BU10B yueOHOI paOOThI U UX TPYTOEMKOCTH IO pa3jieiaM JTUCIUTLIAHEI.

Pasnenbl (TeMmbl) TUCHMITIMHBI, H3y4aeMble B 3 cemectpe 2 (kypce) (ounas ¢hopma
00yuenus)

KonuuecTBo yacoB

Breaynut
AynutopHas
Ne HaunmenoBanue paznenos (Tem) Beero aGota opHas
P pabora

113 JIP CPC

[Ipenmer, conep:kanue U 3aa9u Kypca JOKyMEHTOBEACHNE U
JIJIOBOH JIOKYMEHTO000pOT

JIOKyMeHTHI ¥ IipaBuiIa uX oopmiIeHUs
OpraHu3alMoHHO-ITPaBOBbIE JTOKYMEHTHI
PacnopsianTenpHble TOKYMEHTHI

JloKyMeHTHpOBaHHE eI TEIbHOCTH KOJUIETHAJIbHBIX OPraHOB

N(N(NIN
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6. WHdopManmoHHO-CIIpaBOYHbIE JOKYMEHTHI 6 2 1 3
7.  |ConpoBoauTeNnbHBIE JOKYMEHTHI 6 1 2 3
Odopmitenne, 00paboTKa 1 XpaHEHNE TOKYMEHTAIIUH I10
8 BHEIITHEOKOHOMHUYECKOH AESTEIFHOCTH B COOTBETCTBUH C 58 1 1 38
TpeOOBaHUAMHE 3aKOHOMaTeIbCcTBa Poccuiickoit denepanmu u ! !
MEXIYHapOIHBIX aKToB. COBpEMEHHOE NIeTI0BOE MHChMO
9. |JoKyMeHTHI KaIpOBOH M OyXralTepCKOH CITy>KOBI 4 1 1 2
10. |Opranmzanus paboTHI ¢ JOKYMEHTAMHI 4 1 1 2
11. |ABTOoMaTH3anus JOKyMEeHTO0OOpOTa 4 1 1 2
12 JIokyMeHT0000pOT B OpraHU3aINH U YIPaBICHAN OnU3HEC- 4 1 1 2
IpoLecCaMu
13. |Caxyx0a TOKyMEHTAaIIMOHHOTO O0ECTICYCHNUS YIIPABICHHUS 4 1 1 2
HUTOI'O no pazodenam oucyuniutul 67,8 | 18 16 33,8
KonTtpons camocrosrensroit pabots (KCP) 4
IIpomexxyrounas arrectanus (MKP) 0,2
[oAroToBKa K TeKyIeMy KOHTPOJIIO
OO01mast TPyAOEMKOCTb 110 TUCIUIIIHHE 12
[Ipumeuanue: JI — nekumm, [13 — mnpaktuueckue 3anatus / cemuHapel, JIP —

naboparopusble 3aHsaTHs, CPC — camocTosdTenbHas padora CTyJeHTa

Pasnenbr (TeMbl) AMCHUIUIMHBI, W3ydaembie B 3 cemectpe 2 (kypce) (ouno-3aounas
dopma obyuenus)

KonmuecTBo yacos
Bueaynu-
Ne HaumeHnoBanue pazaenos (Tem) AyRHTOpHES TOp}}I]aﬂ
Bcero pabora
pabora
J 113 JIP CPC
1 [penmer, copepkaHue U 3a1a4u Kypca TOKyMEHTOBEICHUE H 3 05 05 2
' JISIIOBOH TOKYMEHTOOOOPOT ' '
2. JIOKyMEHTHI 1 IpaBMIIa MX 0(hOPMIICHUS 5 1 1 3
3. OpraHu3anoHHO-TIPABOBBIC JTOKYMEHTHI 6 1 1 4
4, PacnopsianTennsHBIE TOKYMEHTHI 6 1 1 4
5. JIOKyMeHTHpOBaHHE IESTEIFHOCTH KOJUICTHAIEHBIX OPTaHOB 6 1 1 4
6. MHubopManmoOHHO-CIIPaBOYHBIC JOKYMEHTHI 6 1 1 4
7. ConpoBOANTENEHBIC JOKYMEHTHI 6 1 1 4
Odopmitenne, 00paboTKa 1 XpaHEHHE TOKYMEHTAIIUH I10
BHEIIHEIKOHOMHUYECKOH AESATENFHOCTH B COOTBETCTBUH C
8. RO 5,8 1 1 3,8
TpeOoBaHUAMHU 3aKOHOaTeIbCcTBa Poccuiickoit denepanuu u
MEXKAyHapOIHbIX aKTOB. COBpEMEHHOE JIeJI0BOE IIMChMO
9. JIOKyMEHTBI KaJJpOBOH M OyXrantepckoil ciyxObl 5 1 1 3
10. |Opranusanusi paboThI C JOKyMEHTAMH 5 1 1 3
11. |ABTOoMmMartu3anus TOKyMEHTO00OpOTa 5 1 1 3
12, JlokyMeHT0000pOT B OpraHU3aINy U YIpaBICHUH On3HecC- 5 1 1 3
nporeccamu
13. |Cayx0a JOKyMEHTallMOHHOTO o0ecredeH s ypaBIeHHs 4 0,5 0,5 3
HUTOI'O no pasoenram oucyuniurvl 67,8 | 12 12 43,8
KonTpoas camocTosrensHoi paboTsl (KCP) 4
IIpomexxyrounas arrecranus (MKP) 0,2
TlonroroBka K TeKymeMy KOHTPOJIO
OO6mas TpyJ0eMKOCTh IO JUCIIUILTHHE 72
[Ipumeuanue: JI — nekumu, [13 — mnpaktuueckue 3anatus / cemuHapel, JIP —

J'Ia60paTOpHLIC 3aHATHA, CPC — camocrosTenbHas pa60Ta CTyJACHTA



2.3 Coaep:xanue pa3iesioB (TeM) THCHUTITHHBI
2.3.1 3aHsaTHA JEeKINOHHOI0 THIIA

dopMa TeKy1ero

Ne HaumenoBaHue pa3nena (TeMbl) Coneprxkanue paszzena (TeMbl) KOHTpOIS

1. [MToHATHS «IOKYMEHT, «IOKYMEHTOO000POT» U Kparkuii onpoc B
IIpenmer, conepxanue u
sajiaum Kypea «IokyMeHTOBeeHue». Pazsurne nokymeHnra. CriocoObl HauaJe JIeKIIUU

., |IOKYMEHTHPOBaHHUS U MaTepHaIbHbIE HOCUTEIH
JOKyMEHTOBEJICHUE U IEIOBOH .
1OKYMEHTO0BOpOT nHpopmanuu. CBOHCTBA M QYHKINHU TOKYMCHTOB.
Knaccndukarus.

2. VYuudukanus W CTaHAapTH3amus  ympaBleHdeckux | Kparkwuii ompoc B
nokymeHToB. IlpaBmnma  odopmiieHHMs ~— TOKYMEHTOB.| Hadale JEKIUH
TpeboBanus K 0hOpPMIICHHIO OpTraHM3aIMOHHO-

JlOKyMeHTBI U ITpaBmIIa UX

odpopMICHUs pacnopsauTeNbHBIX  AOKyMEHTOB (CocTaB  pPEKBU3HTOB
JIoKyMeHTOB. TpeOoBaHHsS K O(OPMIICHUIO PEKBH3UTOB.
HcnpaBienuss B JOKyMeHTaX. bllaHKM JIOKYMEHTOB
NpEeANPUSTHS

3. OyHKIMM W 0COOEHHOCTH OpraHM3allMOHHO-NPaBOBbIX| KpaTkuii orpoc B

JIOKyMEHTOB. YcTaB opraHuzauuu. IlonoxxeHue o Hauaze JeKLuU
OpraHu3alliOHHO-TIPABOBBIE  |CTPYKTYpHOM Iojpa3jeneHun opraHusauuu IltatHoe
JIOKYMEHTBI pacnucaHue. IIpaBuna BHYTPEHHETO TPYAOBOTO

pacniopsiaka. MHCTpykmmum 1O  OTHAECNBHBIM — BHUIAM

JIeSITeNIbHOCTH. JIOJDKHOCTHBIE HHCTPYKIIMU

4, PacTiopsMTE bHbIC Bunsr pacmopsautensHbIX ToKyMeHTOB. Ocobennoctu| Kpartkuii ompoc B
JIOKYMEHTHI MOATOTOBKM W OQOPMIIEHHS  pacCIOPSIUTENbHBIX| Hadaje JIEKIHH

JIOKYMEHTOB.

5. OpraHu3annoHHO-TEXHHYECKHE MEpOTIPUATHS no| Kpatkwuit onpoc B
JlokymMeHTHpOBaHuE MOATOTOBKE W IIPOBEACHMIO coBemannid. CTpykTypa| Hadaie JICKIHH
JeATEIIHOCTH KOJUIETHATBHBIX |IOKIaAa M OT4eTa: Ha  COBCIIAHWHW, 3acellaHuH,

OpraHoB KOHpepeHIMd © T.JO. TpeOOBaHUS K COCTaBICHHIO U
0(OPMIICHHIO MIPOTOKOJIOB.

6. Bumpt nH(pOpMaLMOHHO-CITPaBOYHBIX JokyMeHTOB.| KpaTkwuii orpoc B
Wudopmanuonno-crpasounbie |Odpopmierue crpaBok. OhopMiIeHHE TOKIAIHBIX 3alMCOK.| HaYaje JeKIHU
JIOKYMEHTBI Odopmiienne 00BACHUTENBHBIX 3amucok. OdopmieHue

akToB. OcobenHocTn TenedoHorpamm, (HaKCUMUIBHOM
cBsi3u. OcOOCHHOCTH MCTIONb30BAHMS TEIeTala.

7. OcobeHHOCTH 0QOPMIIEHHS 1 NCTIOIB30BAHMS Kparkwuii orpoc B
COIIPOBOANTEBHBIX NOKyMeHTOB. Odopmiienne, HavaJie JeKINU
00paboTKa 1 UCTIONH30BAaHHUE COTPOBOJUTEIBHBIX

ComnpoBoauTENbHEIE

JTOKYMEHTHI JIOKyMEHTOB TIPOLIECCOB MEPEBO3KN paOOTHUKOB, JOCTABKU
TPY30B H YIIPaBJIEHHE KOPIIOPATUBHBIM TPAHCIIOPTOM
opranmzanuy. [loaroroBka foKyMeHTanuy st
MIPOBEICHU POIIEAYP BBIOOPA MOCTABIIMKOB M 3aKYIIKH.

8. |Odopmienue, 06paboTKa u IIpaBuna  odopmienus, o00paboTku u  xpaHenws| Kparkuii onpoc B
XpaHeHHE TOKYMEHTAIlUU I0  |HOKYMEHTAIUX 10 BHEUTHEIKOHOMHUYECKOW AEATENFHOCTH| Hadaje JEeKIHU
BHEIITHEAKOHOMUYECKOH B COOTBETCTBHH C TpeOOBaHMSAMH 3aKOHOJATEIbCTBA
JIeSITENBHOCTH B cOOTBETCTBUM Poccuiickoii  denepanuu M MEXIYHApOIHBIX aAKTOB.
¢ TpeOOBaHUAMHU JlemoBoe THMCHEMO B YCIOBHSIX yHUGUKarwmu. llpaBuma
3aKOHOaTEIHCTBA odopmIIeHHS JIeIIOBOTO MUChMa. HekoTopble BHIA MHCEM.

Poccuiickoit ®enepanuu u Me:xayHapoaHble THCHMA.
MEKIyHAPOIHBIX aKTOB.
CoBpeMEeHHOE JeJI0BOE MUCBMO
9. Buzapl 1okyMeHTOB 1Mo JMYHOMY cocTaBy. TpeGoBanust k| Kparkwuii orpoc B
odopmirennio TpyznoBoro porosopa. OdgopmiieHHe NpuemMa| Havase JICKIHH
JIOKyMeHTBI Ka/ipoBOH U Ha pabory. 3asBieHue o npueme Ha pabory. Odopmienue
OyXxranTepcKou CIry kOB MPHUKa30B 10 JIMYHOMY COCTaBy. TpynoBas KHIDKKA.
Jlnunasg xaprtouka. JluuHoe peno. XapakTepUCTHUKA.
ABtobmorpadus. Pesrome.

10. O6paboTka mocTymalomux JoKyMeHToB. OO0pabotka| Kpatkwuii onpoc B

Opraanzanus paboTsI C OTIIPaBISEMBIX ~ JOKyMeHTOB. [lopsmok  paboTel  c| Hagae JeKINH

JIOKYMEHTaMHU

BHYTPEHHUMHU JOKYMEHTaMH. Perucrpauus U KOHTpPOJIb
WCTIOIHEHUs TOKyMeHTOB. PopmupoBaHue u oopmMieHne




nein. I[ToaroroBka JOKYMEHTOB K IMeEpejiavye Ha apXUBHOE
XpaHeHHe.

11. ONEeKTPOHHBIA JTOKYMEHT. ABTOMAaTH3alMsA cocTaBieHus | KpaTkuii onpoc B
ABTOMaTH3aLHA JOKYMEHTOB. ABTOMaTH3aLUA JeIIONIPOU3BOJICTBA. [HaYaIe JICKIIUH
JOKYMEHTO000pOTa Benenne 06a3bl TaHHBIX JOKYMEHTAIUN 1o

BHEIIHETOPIOBOMY KOHTPAKTY.

12. |doxymMeHTOOOOpOT B JloxkymeHTHpOBaHHEe  OW3Hec-miporieccoB  YmpasieHue|Kpatkuii onpoc B
OpraHU3alLll{ U YIPaBICHHN |OW3HEC-IPoLeccCaMu gepes OpraHU3aLHI0 [Hayaje JICKIUH
Om3Hec-TporeccamMu JIOKYMEHT0000poTa

13. 3amaun W QyHKIUE cayxkOBl  JOKyMeHTarmoHHoro |KpaTkwuii ompoc B
Cty K6 JI0KyMEHTALHOHHOTO obecrieueHust yIIpaBJeHUS. Crpyktypa  ciryObl|Hadane JeKIUU
oBecricueHHs ynpaseHHs JIOKyMEHTAI[HOHHOT'O ofecrieueHus: yrpasiieHus. [lpaBa u

OTBETCTBEHHOCTb CITyKOBI JIOKYMEHTaI[HOHHOTO
o0ecrieueHys yIpaBJIeHUsL.
2.3.2 3aHATHSA CEMUHAPCKOro THNA (IPAKTHYECKHE 3aHATHSA)
No HammeHnoBanwue paszzena (TeMbl) Temartuka 3aHATHI/PabOT Popwma Tekymiero
KOHTPOJIS

1. |[Ipenmer, comepxanue U [TonsaTus «uHGOpMALUD» M «IOKyMEHT». Pa3putHe Pedepat-
3aga4u Kypca JOKYMEHTA. Croco6bl JOKYMEHTHPOBAHHUS u|  Tpe3eHTaUus
JOKYMEHTOBEACHHE U JICTIOBOM |MaTepuanbHble HOCUTENM HHpopMmanuu. CBoOWCTBA |
JOKYMEHT0000pOT ¢$yHkunn gokymentoB. Kiaccuduxarms.

2. Coznanue JIOTOTHIIA, JIIEMEHTBI PEKBH3UTOB Pedepat-

npennpusatuss ~ Co3gaHue  coOCTBEHHOro  oOpasua| mpe3eHTalws, Keiic
I[OKyMeHTI)I U MpaBujIa ux PCKBU3UTOB JOKYMCHTA. PexBu3uTHI JCJIOBBIX
odopmienus JnokyMmeHTOB.  OdopmiieHHe  pEKBH3MTOB  JEJIOBBIX
JOKyMeHTOB (rpud) yTBepkIeHuWs, azapecar, Tpud
COTJIACOBAHUS U T.1I.).
3. Pabota ¢ daiimamMu, CO3MAHHBIMH Ha MPEIBIIYIIEM Pedepar-
3ansTHU. O¢opmieHue OllaHKa IOKYMEHTa, UCIIOJNB3Ys| Npe3eHTalus, Keic
COXpaHCHHBIC JIOTOTHUII, 3JICMCHTBI PEKBU3UTOB. yCTaB,
OpraHn3anMOHHO-TIPABOBBIC  |YYPEAUTENBHBIA OTOBOp, IOJIOKEHHE 00 OpraHH3aluy,
JOKYMEHTBI MOJIOXKEHHE O CTPYKTYPHOM ITOJPa3/IelICHUH, OJIOKEHHE
0 KOJUICTHAILHOM (coBeraTensHOM oprase)
OpraHW3ally, perjaMeHT, LITaTHOe  paclHCaHue,
WHCTPYKIHMS, JOJDKHOCTHAS! HHCTPYKLHSL.

4. I[Tpukasel. Co3nanue mWabIOHOB PUKA30B 110 Pedepar-
PacnopsiauTenbHbie OCHOBHOM JIESITEIbHOCTH | 110 JINYHOMY COCTaBY Npe3eHTalus, Keic
JIOKYMEHTBI (mpoaonbpHBIH 6JaHK obmiero Buaa). [loctaHoBeHuUS;

PEeLICHUsT; NPUKa3bl; PACIIOPSDKEHNUS; YKa3aHuUsI.

5. |dokyMeHTHpOBaHHE [Tporokoun, ero Bunsl. Co3aaHue mMadIoHOB IPOTOKOJIA. Pedepat-
JACATCIBbHOCTHU KOJIJICTHAJIBHBIX Mpe3eHTanus, Kelc
OpraHoB

6. Axt. JoxmamHas 3amucka. CiyxeOHas — 3ammcka. Pedepar-

OObsacHuTenbHas  3amucka.  CosmaHme — mI1a0iioHA| Mpe3eHTarus, Keifc
WHdopmannoHHO-CIIpaBOYHBIE
JOKYMEHTBI JOKJIAJdHBIX, OOBSCHUTEILHBIX 3alMCOK U CJ'Iy)Ke6HI)IX
3amucok. OdopmileHne crnpaBkH, co3laHue M1abJIoHa
JIoBepeHHOCTH U paciuck. Paxcel. TenedoHOTpaMMEIL.
7. Odopmiienne ToBapHO-TPAHCIIOPTHOW HAKIIATHOM, Pedepar-
MyTEBOTO JIMCTA, JIOTOBOPA Ha OKa3aHHE TPAHCHOPTHBIX | MPE3eHTALusl, Keic
ComposomTeibHbIe ycIyT, ImyTeBoro ymcra u T.4. [lonqroroska
JIOKYMCHTEI JIOKyMEHTAIMH JUIs IPOBEACHHsS IpoLie1yp BeIOOpa
MOCTABIIMKOB U 3aKYIKH.

8. |Odopmienue, 06paboTka u IMpaBuna odopmieHus, o0pabOTKM H  XpaHEHHs Pedepar-
XpaHeHHe TOKYMEHTAllUH [0 |IOKYMEHTALUH 1o BHEITHEAKOHOMHYECKOI| Npe3eHTanus, Keic
BHELTHEAKOHOMHYECKOH JIeITEIbHOCTH B COOTBETCTBUM C  TPEOOBaHUSIMHU
JIeITeIIbHOCTH B COOTBETCTBUH |3aKOHOJATEeNIbCTBa  Poccuiickoii denepanyn "

¢ TpeOOBaHUAMU
3aKOHO/IATENILCTBA
Poccuiickoit ®enepanuu u
MCKIYHAPOOHBIX aKTOB.

MEXAyHapoaHbIX akToB. CocraBieHne W ogopMmIieHHe
JIETIOBOTO NHChMa, (haKc ITUPEKTOpPY, COCTABUTD JIEJIOBOE
MUCHMO 3apyOeKHBIM IapTHEpaM.




COBpeMCHHOC JCJII0BOC
IMMCbMO

JIOKyMEHTBI KapOBOU
CITYKOBI

Pedepar-
TIpe3eHTalusl, Kelc

TpynoBble TOrOBOPHI C COTPYAHUKAMHU. JIMuHbIE
KapTO4YKH PaOOTHUKOB. TpynOBbIC KHIDKKH.
YBenomieHue pabOTHHUKOB O BEIOOPE (POPMBI TPYIOBOIT
kHKKH. [lITaTHOE pacmucanne. JIomKHOCTHBIE
uHCTpyKnuu. [IpaBuia BHyTpEHHETO TPYIOBOTO
pacniopsinka. ['paduk oTmyckoB. 3asBieHIE.
XapaxkTepuctuka. Aproornorpagus. Pestome.
Odopmienue 3assinenns. Co3naHue aBToonorpaduu u
xapaktepuctuku. OdopmieHne pesrome.

10.

Opraamnzanus paboTHI C
JIOKyMEHTaMH

Pedepar-
Ipe3eHTanus, Keiic

Opraam3anusi JAOKyMEHTOOOOpOTa Ha TIPEANPUATHH.
Peructpamust BXOISIIIMX JOKYMEHTOB. Perucrparms
UCXOSIIIUX JOKYMEHTOB..

11.

ABTOMaTH3aLMSA
JIOKYMEHT0000pOTa

Pedepar-
Ipe3eHTanus, keiic

CocraBiieHHEe B 3JEKTPOHHOM BHJE CXEMBI PabOTHl C
jJoxymenTamu. Co3faHHe CcaMOCTOATENbHO —oOpasia
OnmaHka ydpekIeHus, B KOTOPOM BHI 0O0y4aereck.
Co3faHue DIEKTPOHHOIO OKypHaJa B  TEKCTOBOM
peaakrope I PErucTpanuyd BXOISAIUX U HCXOLALIUX
JOKYMEHTOB. BeneHne 0a3bl JaHHBIX JOKYMEHTALMH IO
BHEIIHETOPIrOBOMY KOHTPAKTY.

12.

JlokymeHT0000pOT B
OpTaHM3aINH 1 YIIPABICHUH
OM3HEeC-TIPOLIECCaMH.

Pedepar-
npe3eHTalus, Keifc

Cpoku XpaHEeHHUs] HCIOJHEHHBIX JENOBBIX JIOKYMEHTOB.
IMoaroroBka JOKYMEHTOB K crmade B apxuB. Co3nath
oOpazenr 00OKKH [ena, oOpaser] omucu Aemna, oOpasern
3aBEPUTEIIbHON HAJIMHUCH.

13.

Cnyx0a TOKyMEHTallHOHHOTO
oOecreyeHus yrpaBlIeHUs.

Pedepar-
NPEe3eHTALHS, TECT

3amaun W QYHKOMHM CIOYyXOBl JIOKYMEHTALHOHHOT'O
obecrieuennst  ynpaeieHus.  CTpykTypa  CITyKObl
JIOKyMEHTallMOHHOTO obecrneuenus ynpasieHus. [Ipasa u
OTBCTCTBCHHOCTbD CJ'Iy)KGI)I JOKYMECHTAIMOHHOTO
o0ecrieyeHns yIpaBIICHHsL.

3amuTa 1abopaTopHOi

pabotsl (JIP), Beimonnenue kypcoBoro npoekta (KII), kypcoBoii

paboter (KP), pacuerHo-rpadpuueckoro 3amanus (PI'3), mamucanme pedepara (P), acce (D),
kostokBuyM (K), rectuposanue (T) u T.1.

2.3.3 IIlpumepHast TeMaTHKa KYPCOBBIX Pa0doT (IIPOEKTOB)
KypcoBas paboTa 1o 1aHHON AUCIUIUTHHE HE MPEyCMOTPEHA.

2.4 llepeyeHb y4eOHO-METOAMYECKOT0 O0ecneYeHUs JJI CAMOCTOSTeIbHOH padoThl
o0yyarommxcs Mo JMCHUIIHHE (MOYJII0)

IlepeyeHp yueOHO-METOAMYCSCKOTO OOSCIICUCHUS UCIUILIHHBI 110
No Bun CPC BBITIOJTHEHHUIO CAMOCTOATEIHLHOU PabOThl (8b10pams 6 coomeemcmauil ¢
suoom CPC)
1 3agsaTus JICKITMOHHOI'O U MeTO}:[I/I‘-IeCKI/Ie YKasaHud [Jid MNOATOTOBKHM K 3aHATHAM JICKIIMOHHOI'O H
CEMHHApPCKOTo THMa CEMHHAPCKOT0 THIa. YTBEpKAEHHl Ha 3aceqaHnu CoBeTa SKOHOMHYECKOTO
¢axynprera PI'BOY BO «Ky6I'V». ITporokon Ne 1 ot 30 aBrycra 2018 rona..
Pexxum moctyna: https://www.kubsu.ru/ru/econ/metodicheskie-ukazaniya
2 |IoaroroBka 3cce, pedeparos. MeToanvecKue yKa3aHus Ul MOATOTOBKHU 3cce, pedepaToB, KypCOBBIX palorT.
VYr1Bepxknensl Ha 3acenanun CoBera skoHomudeckoro dakynsreta ®I'BOY
BO «Ky6I'Y». IIpotokon Ne 1 or 30 aBrycra 2018 roga.. Pexxum mocryna:
https://www.kubsu.ru/ru/econ/metodicheskie-ukazaniya
3 Brimonnenue Meronuueckue yKa3aHUs 110 BBINOJHEHHWIO CaMOCTOSITENILHON paboTh
CaMOCTOSITEIbHON paboThl  [0OyJarommxcsi. YTBepkAeHbI Ha 3acenanuu CoBeTa 3KOHOMHYECKOTO
00yJarommxcs daxynprera ®I'BOY BO «Ky6I'Y». I[Iporokosn Ne 1 ot 30 aBrycra 2018 roza..
Pexum nocryna: https://www.kubsu.ru/ru/econ/metodicheskie-ukazaniya
4 I/IHTepaKTI/IBHI)Ie METOAbI MCTO}II/I‘IGCKHC YKaszaHusd 110 WHTCPAKTUBHBIM METOAaM o6yquI/m.
00y4eHHS VYr1BepxkneHnsl Ha 3acegannuu CoBera dkoHoMHUYecKoTro (akympreta OI'BOY
BO «Ky6I'Y». IIpotokom Ne 1 ot 30 aBrycta 2018 roma. Pexum moctyma:
https://www.kubsu.ru/ru/econ/metodicheskie-ukazaniya
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Y4eOHO-MeTOIYeCKHe MaTepHalibl Ui CaMOCTOSITEIbHONM pPabOThl OOYdYaIOIIMXCS M3
Yrcila UHBAJIMJIOB M JIML C OTPaHUYEHHBIMH BO3MOKHOCTAMU 310poBbs (OB3) npenocrasnstorces
B (hopMax, aJalnTUPOBAHHBIX K OTPAHUYCHUSAM UX 37J0POBbS U BOCHPUATHS HH(DOPMAITIH:

Jlist 11 ¢ HapyIeHUSIMU 3pEHMSL:

— B [1€4aTHOW (hopMe YBEIUYECHHBIM HIPUPTOM,

— B (hopMe 3JIEKTPOHHOI'0 TIOKYMEHTA,

— B (popme ayamodaiina,

— B IIeyaTHOM opMe Ha si3bike bpaitns.

JIyist L ¢ HapyIIeHUsIMU CIIyXa:

— B IIeYaTHOM ¢opme,

— B (popMe 2IEKTPOHHOTO TOKYMEHTA.

Jlnist 11 ¢ HapyLeHUsIMUM OTIOPHO-/IBUTATENIBHOTO arapaTa:

— B mieyaTHo hopme,

— B (hopMe 3JIEKTPOHHOI O TIOKYMEHTA,

— B (popme ayamnodaiina.

JlaHHBINA TNepeyeHb MOXET ObITh KOHKPETH3MPOBAH B 3aBUCHUMOCTH OT KOHTHHI€HTA
o0yyJaroumxcs.

3. Oo0pa3oBaTe/ibHbIe TEXHOJIOTMH, NMPUMEHsieMble NPU OCBOCHHH IMCHUILIHHBI
(MmonxyJis)

B xonme wu3yyeHus [UCHMIUIMHBI TPEAYCMOTPEHO HCIOJIB30BAHHE  CIICIYIOLIUX
00pa3oBaTeNbHBIX TEXHOJIOTHH: JICKIIMHM, NPAKTUYCCKHUE 3aHATH, CaMOCTOSATENIbHas padora
CTYJICHTOB.

KoMmeTeHTHOCTHBIN MOAXOJl B paMKax MpenojaBaHusl AUCIUILTUHBI pealu3yeTcs B
WCIIOJIb30BaHNY MHTEPAKTUBHBIX TEXHOJIOTHIA B COUETAaHUH C BHEAYIUTOPHOH paOOTOM.

NudopmanonHple  TEXHOJIOTUH, TMPUMEHSEMble TMPH U3YYCHHHM  JUCIUILINHBI:
UCIIONIb30BaHWE  WMH(MOPMAIMOHHBIX  PECYpCcOB,  JOCTYNMHBIX B WH(OPMAIIMOHHO-
TEJIEKOMMYHUKAILIMOHHON ceTu HTepHeT.

AJnanTiBHBIE 00pa30BaTEIbHBIC TEXHOJIIOTHH, IPUMEHSIEMbIE TIPY U3YyUYEHUU TACIUTITUHBI
— N8 JIMI C OTPAHUYEHHBIMU BO3MOXXHOCTSMH 3J0POBbSl MPEIYCMOTPEHA OpraHU3alMs
KOHCYJIBTAIIMI C UCTIOI30BAHUEM JIEKTPOHHOM MOYTHI.

4. OueHo4yHble CcpeACTBA UIA TeKyWero KOHTPOJSl  yCIeBaeMOCTH H
NPOMEKYTOYHOM aTTeCTALNHA

OneHouyHble CpeACTBa MpeIHAa3HAYeHbl JJIs KOHTPOJS M OLEHKM 0Opa3oBaTeIbHBIX
JOCTHKEHUN o0yyaromuxcs, OCBOHMBILINX IIporpaMMmy yueOHOit JUCLUTUTMHBI
«/loxymMeHTOBeIeHHE U JIETOBOM JOKYMEHTOO0OPOTY.

OneHouHbIEe CPEACTBA BKIKYAIOT KOHTPOJIbHBIE MATEPUAIIBI ISl IPOBENICHUS TEKYLIero
KOHTPOJIAA B (pOpME TECTOBBIX 3a/laHuM, pedepaToB-NPe3eHTAMH, KEHCOB U MPOMEKYTOUYHOMI
aTTecTaluu B (hopMe BOIPOCOB K 3aUYETYy.

CTpyKTypa OLEHOYHBIX CPEICTB AJIsl TeKYIIeil i MPOMEKYTOYHOM aTTeCTAllun

Kon u HanmeHoBaHue HaunmeHoBaHME OLIEHOUYHOIO CPEACTBA
Ne Pe3ynprarel 00y4eHus
HHIIKaTopa . [IpomexyrouHas
n/n (B cootBeTcTBMU C 1I. 1.4) Texymuii KOHTPONIBb

(B cooTBeTcTBUH C 1. 1.4) arTecTanus
3HaeT: 3aKOHOATENbCTBO Onpoc, pedepat- Bonpoc Ha

WIIK-1.1 Pa3zpabarsiBaer NN poc, pedep P
Poccwuiickoii denepanyn B Npe3eHTalus, TECT 3ayere

1 MCHOJIB3YET

1 . o0JiacTn MaTepHaIbHO- 29-48

WHCTpYMEHTapui
TEXHHUYECKOTO 00ecIIeueHNs],

JOKYMEHTOBEJICHUS 1
JIJIOTIPON3BOICTRA.

AITOBOTO 3naet: CTpyKT npuHnunsl, | Ompoc, pedepar Bompoc Ha

JIOKyMEHTO000pOTa JIs PYKTYPY, HPHHIL ’ poc, pedepatr- P
MHCTpyMEHTapuit MIpe3eHTanus, Keic, TecT | 3ayere

2 | peuieHHs MOCTABJICHHBIX

sanad JIOKyMEHTOBEACHHUSI U JICTIOBOTO 1-28

JIOKyMEHT0000pOTa




OpTraHU3aINH, & TAKKE
pa3paboTku U ohopMIICHUS
JIOKyMEHTAIHH

Ywmeet: PazpabatsiBath u
BHEJIPSATH JIOKAJIbHBIE
HOPMAaTHBHBIC aKThI U
peryIaMeHTHPYIOIIHUE
JIOKYMEHTHI 00IIEeTO XapakTepa
1 110 QYHKIIMOHATEHOMY
HaNpaBJICHHUIO AEATSIbHOCTH

Omnpoc, pedepat-
npe3eHTalus, Keic, TecT

Bompoc Ha
3a4yere
1-28

Ywmeer: PazpabaTeiBaTe 1
UCIIOJIb30BaTh
HUHCTPYMCHTApHi
JIOKYMEHTOBECHHS U ICIOBOTO
JIOKYMEHTO000pOTa
OpraHU3alii, B TOM YHCIIE 10
BHEIIHEIKOHOMHYECKOH
JIeSITEIbHOCTH

Omnpoc, pedepat-
MIpe3eHTALMs], KEHC, TECT

Bomnpoc Ha
3ayere
29-48

TpynoBoe aelicTBHE:
OdopmisieT TOKYMEHTAIUIO, B
TOM YHCIIE 10
BHEITHEDKOHOMUYECKOM
NIEITEILHOCTH B COOTBETCTBUH
¢ TpeOOBaHUAMHU
3aKOHOJaTelIbcTBa Poccuiickoi
Denepanui 1 MEXIYHAPOTHBIX
aKTOB

Omnpoc, pedepat-
Tpe3eHTaLs, Keic, TeCT

Bomnpoc Ha
3ayere
1-28

TpynoBoe aelicTBue:
Hcnonb3yeT KOMIIBbIOTEPHBIE
MIPOTpaMMBI JUIS BEACHUS
ydeTa, CHCTeMaTH3allud 1
aHaJIM3a JaHHBIX, COCTABIICHUS
0a3 TaHHBIX, BEACHUS
JIOKyMEHT0000poTa,
CIPaBOYHO-TIPABOBBIE
CHCTEMBI, PECYpPCHI
HHPOPMALMOHHO-
TEIeKOMMYHHUKAIIMIOHHOHN ceTH
«/IHTEpHETY, OPITEXHUKY

Omnpoc, pedepat-
IIpEe3EHTALMs], KEHe

Bomnpoc Ha
3a4eTe
29-48

10

UIIK-2.2 PazpabaTsiBacT
1 MCHOJIB3YET
HHCTPYMEHTapHH
JOKYMEHTOBEJICHUS 1
JIETI0BOTO
JIOKyMEHTO000pOTa JIs
PpeLIeHUsI TOCTABICHHBIX
3amadq

3HaeT: 3aKOHOIaTEECTBO
Poccuiickoit @enepanuu B
00acTi MaTepuaibHO-
TEXHUYECKOTo 00ecIieueHusl,
JITIONPON3BO/ICTBA.

Ompoc, pedepat-
npe3cHTanunsd, T€CT

Bomnpoc Ha
3a4eTe
29-48

3Haet: CTpyKTYypy, IPUHLIMIIBI,
UHCTPpYMEHTapUi
JIOKyMEHTOBEJICHHUS U JIETIOBOTO
JOKYMEHTO000pOTa
OpTaHM3aINH, a TAKXKE
pa3padoTku 1 oopMIIeHUS
JIOKYMEHTAIIH

Omnpoc, pedepat-
Hpe3eHTaLus, Keiic. TecT

Bomnpoc Ha
3ayere
1-28

VYwmeert: PazpabareiBaTh u
BHECAPATH JIOKAJIBbHBIC
HOPMAaTHWBHBIC aKThI U
periaMeHTHPYIOIIHe
JIOKyMEHTBI 00IIIero XapakTepa
U 110 QYHKIMOHATEHOMY
HANPAaBJICHUIO JESITeIbHOCTH

Ompoc, pedepar-
Mpe3eHTaIus, Kelc, TecT

Bomnpoc Ha
3a4eTe
1-28

Ywmeer: PazpabarsiBaTh 1
HCIIONIb30BATh
MHCTpyMEHTapuit
JIOKYMEHTOBEJICHHUSI U IETIOBOTO

Omnpoc, pedepat-
Npe3eHTalus, TECT

Bonpoc Ha
3ayere
29-48




11

12

JIOKYMEHTO000pOTa
OpraHu3aIiy, B TOM YUCIIE 0
BHCITHEOKOHOMUYECKOM
IEITEILHOCTH

TpynoBoe aelicTBuE:
OdopmisieT TOKYMEHTAIIHIO, B
TOM YHCJIE TI0
BHCITHEOKOHOMUYECKOM
JIeSITCILHOCTH B COOTBETCTBUH
¢ TpeOOBaHUAMU
3aKOHOJaTeabCcTBa Poccuiickoit
Deaepanu 1 MEXIYHAPOIHBIX
aKTOB

Omnpoc, pedepat-
MIpe3eHTaLMs], KEHUC, TECT

Bomnpoc Ha
3ayere
1-28

TpynoBoe aelictBue:
Vcnonp3yeT KoMIbIOTEpHEBIE
MPOTrpaMMBl I BEACHUS
ydeTa, CHCTEMaTH3allud 1
aHau3a JaHHBIX, COCTABICHHUS
0a3 maHHBIX, BEACHUS
JIOKyMEHT0000poTa,
CIPaBOYHO-TIPABOBBIE
CHCTEMBI, PECyPChI
nHpopMannoHHO-
TEIEeKOMMYHHUKAIIMOHHOHN ceTH
«/HTEpHETY, OPITEXHUKY

Omnpoc, pedepat-
npe3eHTalus, Keic, TecT

Bompoc Ha
3a4yere
29-48

13

14

15

16

17

18

UIIK-5.1 PazpabaTriBacT
1 MCTIONB3YET
HHCTPpYMEHTapUi
JOKyMEHTOBEJICHUS 1
JIETIOBOTO
JOKyMEHTO000pOTa ISt
PpEeLIeHUsI TOCTaBICHHBIX
3a1adq

3HaeT: 3aKOHOJaTEILCTBO
Poccuiickoit @enepanuu B
o0acTi MaTepraIbHO-
TEXHUYECKOTO 00EeCIIeUeH s,
JIEIIOTIPON3BOICTBA.

Omnpoc, pedepat-
Mpe3eHTalus, Kelc, TecT

Bomnpoc Ha
3a4eTe
29-48

3Haet: CTpyKTypy, IPUHLIMIIBI,
UHCTPYMEHTApUH
JIOKyMEHTOBEJCHHUS U JCTIOBOTO
JIOKyMEHTO000poTa
OpTaHU3aINH, a TAKXKe
pa3paboTku 1 ohopMIIeHHUS
JIOKYMEHTAIIH

Omnpoc, pedepat-
Hpe3eHTaLHs, Keic, TeCT

Bomnpoc Ha
3ayere
1-28

Ywmeert: PazpabatbiBaTh 1
BHEAPATH JIOKAJIBbHBIC
HOPMAaTHUBHBIC aKThI U
perJaMeHTHPYIOIIHe
JIOKYMEHTHI 00IIETO XapakTepa
U 110 QYHKIIMOHATEHOMY
HAIIPaBJICHUIO NIESTEITBHOCTH

Ompoc, pedepat-
Mpe3eHTalus, Kelc, TecT

Bomnpoc Ha
3a4eTe
1-28

Ywmeer: PazpabaTeiBaTh 1
UCTIONB30BaTh
UHCTPpYMEHTapui
JIOKYMEHTOBE/ICHUS U JAETIOBOTO
JIOKyMEHTO000pOTa
OpraHU3aIiH, B TOM YHCIIE 10
BHEUTHE3KOHOMUYECKON
JIESITETIHHOCTH

Omnpoc, pedepat-
Npe3eHTaLHs, Keiic

Bomnpoc Ha
3ayere
29-48

TpynoBoe aeiicTBue:
OdopmitseT TOKyMEHTAIHIO, B
TOM YHUCJIE 110
BHEUTHEAKOHOMUYECKOU
JIESITETHHOCTH B COOTBETCTBHH
¢ TpeOOBaHMAMHU
3aKoHoAaTenbCTBa Poccuiickoi
denepanun 1 MEXKTYHAPOTHBIX
aKTOB

Ompoc, pedepar-
Mpe3eHTaIus, Kelc, TecT

Bomnpoc Ha
3a4eTe
1-28

TpynoBoe aeiictBue:

Ompoc, pedepar-

Bomnpoc Ha




Hcnosnb3yeT KOMITbIOTEPHBIE Mpe3eHTalus, Keic, TeCT | 3auere
MPOTPaMMBI TSI BEACHUS 29-48
yueTa, CHCTeMaTH3aIUHd U
aHaIM3a JaHHBIX, COCTABJICHHUS
0a3 JaHHBIX, BEICHUS
JIOKYMEHTO0000pOTa,
CIPaBOYHO-TIPABOBBIE
CUCTEMBI, PECYPCHI
nHpopManmoHHO-
TENIEKOMMYHHUKAITHOHHOM CETH
«IHTEpHETY», OPTTEXHUKY

TunoBbie KOHTPOJIbHBbIE 32JaHUSI MJIA HHbIE MaTepHAJIbl, HeO0OXO0ANMBIE VISl OLleHKH
3HAHWI, YMEHHM i, HABBIKOB M (WJIH) ONBITA AeSITeJIbHOCTH, XaPpAKTEePU3YIOIIUX ITATbI
(¢opMupoBaHus KOMIIETEeHIIMII B polecce 0CBOEHHUsI 00pa30BaTeIbHON NMPOrpaMMbl
Ilpumepnbolii nepeuens 60npoco6 u 3a0aHULL
Pegpepam
Temamuka pegpepamog
1. CymHocts W TpeOOBaHHS COBPEMEHHOIO JeNONpOW3BOACTBA. Ponb wuHbOpManmuu B
YIpaBJIEHYECKON JesITeNbHOCTH OpraHu3anuu. JJokyMeHT U ero GpyHKUuU. YHUPUIUpOBaHHAs
CUCTEMA JOKYMEHTAaLUU.
2. Buzpl TOKyMEHTOB U UX KiaccupuKanus. Y HU(UKaLusA U CTaHapTU3aLMsL.
3. CoBpeMeHHOE TrocyaapCcTBEHHOE peryaupoBanue aenonpousBoactesa ECOY.
4. 3amaun ¥ QyHKIUM CTy>XObI J€I0NPOU3BOCTBA.
5. TpeboBanus k cocrapinenuto u opopmieHuto OPJI. Tlonsarue u cocraB pexkBu3utoB OPJ]
I'OCT P.6.- 30.2003
6. OCOOEHHOCTM TOJArOTOBKM M O(OPMIIEHUS OpraHU3alMOHHBIX JIOKYMEHTOB (YCTas,
YUPEAUTEIbHBIA [IOTOBOP, JOJDKHOCTHAsE MHCTPYKLMS, IOJOXKEHHUE, IITAaTHOE paclUCAaHUE,
CTPYKTYypa U IITaTHAs! YUCIEHHOCTD).
7. OcoOeHHOCTH MHOATOTOBKM M O(OPMIIEHHS PpacloOpSIUTENbHBIX JOKYMEHTOB (TpHKa3 IO
OCHOBHOI1 J1€TeIbHOCTH, YKa3aHHE, IOCTAaHOBIIEHNE, PACTIOPSKEHUE U PEILICHUE).
8. CocraBneHne u odopmieHHe MH()OPMAIMOHHO-CIPABOYHBIX JOKYMEHTOB (aKT, MPOTOKOJI,
JOKJIa[IHas, OOBSICHUTEIIbHAS U CIyKEOHasl 3alMCKH).
9. Buspl nucem, 0co0€HHOCTH UX 0(OPMIIEHUS.
10. KanpoBas ciyx6a. Pernamenranus ee 1eaTeIbHOCTH.
11. JIokyMeHTBI MO YCTAHOBIJIEHHIO TPYIOBBIX MpaBooTHoIIeHU. OdopmMieHne mpuka3oB IO
JMYHOMY COCTaBY, TPYIOBBIX KOHTPAKTOB, TPY/AOBbIX KHHKEK, TMUHBIX KapTOUEK.
12. OcoGeHHOCTH cocTaBiIeHUs U 0(OPMIICHHSI TMYHOTO Jea.
13. DnextponHblii opuc. CoBpemMeHHblE HH(GOPMALMOHHBIE TEXHOJOIMH, MHCIIOJIb3yEeMbIE B
JIOKYMEHTAIIMOHHOM O0€CII€YeHUH YIIpaBIICHUSL.
14. CtaHoBII€HUE U PA3BUTHE MOHSITUS «3JIEKTPOHHBIN TOKYMEHT.
15. [Ipob6nema nmpuaHust FOPUANIECKON CUIIBI JICKTPOHHBIM JJOKYMEHTaM.
16. DneKTpOoHHBIN JOKYMEHTOOOOPOT U €Tr0 OTJINYHE OT aBTOMAaTU3alluHU JAEONPOU3BO/ICTBA.
17. HopmaTuBHOE MPaBOBOE U METOJINYECKOE 0OECIIeYeHUE IIEKTPOHHOTO JOKYMEHTO000pOTa.
18. MHOTrOKpUTepHALHBIA TMOIXOA K MpodieMy BbIOOpa W ONTHUMH3AIMH  aIapaTHO-
IIPOrPaMMHBIX KOMIUIEKCOB: CYIIIHOCTb, OCHOBHBIE JTallbl.
19. [IpoGnembl TpaAULIMOHHBIX TEXHOJOTHM JOKYMEHTAIIMOHHOTO O0ECIeUYeHUs YIpaBiIeHUS U
uX 00BEKTHBHBIE IPUYUHBI.
20. TlpoGmembpl ¥ TIEPCHEKTHBBI PACIIUPEHUS WCIOJB30BAHUS CHCTEM aBTOMATHU3aIluU
JIeNTOTIPOU3BOICTBA U IOKYMEHTOO00pOTA.
21. JKusHeHHBI LMK HporpaMMHOro ooOecrnedeHuss HWH(OPMALMOHHONW CHCTEMBI U €ro
cTpyKkTypa. OCHOBHBIE, BCIIOMOTaTENIbHBIE U OPraHU3aLMOHHBIE IIPOLIECCHI.
22. Mopnenu S>KM3HEHHOTO IMKJIA TIPOrPaMMHOTO OOecCredyeHus: KacKajHas, IOodTaIHas,
CIupajbHasl.



23. ®ynkuuoHaNbHBIE Bo3MOxHOCTH Microsoft Office u ee mpunoxxeHuit.

24. Peanu3zanus TUIOBBIX 33]1a4 ISJIOTIPOM3BOICTBA HA TpuMepe nakera MS Office.

25. OpraHu3alliOHHBIE M TEXHUYECKHE MPOOJIEMBbI KOHTPOJS 32 HCIOJHEHHEM IOKYMEHTOB.
Bo3moxxHOCTH peann3aniy KOHTPOJIS HCIOJTHEHH JOKyMeHTOB B cpeae MS Office.

26. Bo3aMOXHOCTH CO37aHHMS KOMIIO3UIIMOHHBIX JTOKYMEHTOB B cpene MS Office. [Ipunuun
CBSI3BIBAHMS U BCTPaUBaHUs 00BEKTOB. [IpuHIMI AHAMUYECKOT0 OOMEHA TaHHBIMHU.

27. HopmaruBHBIE TpPaBOBBIE aKTHl, PETVIAMEHTHUPYIOUIMX TIPOLECCHl BHEAPEHUS U
UCIIONIB30BaHUSl  MH(MOPMAIMOHHBIX TEXHOJIOTHH B  JOKYMEHTAI[HOHHOM  OOECIeYeHUH
yIIpaBJICHUSL.

28. HopMaTHBHO-METOAWYECKHE JOKYMEHTHI, PErJaMEHTHPYIOIINX IPOLECCHl BHEAPEHUS H
UCTIOJIB30BaHUSI  MH(POPMALMOHHBIX TEXHOJOTHMH B JOKYMEHTAIlHOHHOM OOEeCIeYeHUU
yIIpaBJICHUSL.

29. Bo3MoOxHBIE Chepbl HCIOIb30BAaHUS COBPEMEHHBIX HH(POPMAIMOHHBIX TEXHOJOTHHA B B
JOKYMEHTAIIMOHHOM O0ECTICeYeHUH yIIPABICHUS.

30. Lenu u 3a1a4n BHEAPEHHS HJIEKTPOHHOTO JOKYMEHTO000pOTa B OpraHU3aIHsX.

Keiico

I. CocrtaButh axkT peBu3uu kaccel npennpustua TOO "Cmaprak" Ne 15 or 14.03.20 .
OcHoBanueMm sBisieTcss mnpukaz jgupekropa Nel65S or 13.03.20  .B cocraB komuccuu,
npoBojsIel peBusnto BxoaT: [Ipencenarens - 3am. qupexropa C.H. Kozno Unensl komuccuu:
1. I'n. 6yxrantep H.M. Porosa 2. Ct. Oyxranrep 3.A. Opnoa 3. byxranrep O.M. Yuaena
[TpucyrctBoBanu: 3am. ri. Oyxrantepa [.H. KoponeB xaccup B.M. MakcumoBa PeBusus Obiia
nposeneHa B nepuon ¢ 14.03.20 no 16.03.20 B pesynbrare NpoOBENEHHON pPEBU3UU
ycraHoBiaeHO: 1. OcTaTok HaJIM4YHBIX JIeHEr B Kacce mo cocrosHuto Ha 14.03.20  cormacHo
KacCOBOW KHHUTHM W JIaHHBIM OYXTalITepCKOTOo ydera JoipkeH coctaBimsate 5000 py6. 2.
daKkTUYECKUI OCTaTOK HAJIMYHBIX JeHer B Kacce cocraBisgeT 4800 py6. Hemoctaua nener B
kacce - 200 py6. 3. Hemocraua HalM4HBIX JEHET B Kacce oOpa3zoBasiach 1Mo BHHE Kaccupa B.J.
MakcumoBoii AKT cocTaBiieH B 3-X sKk3eMIunsipax: 1-if sk3. - B jmeno Ne 05-11 2-if sk3. -
JTUPEKTOPY Mpeanpusatus 3-il 7k3. - Ti1. Oyxraiarepy B mpumnoskeHun oObsSCHUTENbHAs 3alucKa
kaccupa B.M. MakcumoBoit Ha 1 1. B 1 9k3. (caMy OOBSCHUTEIbHYIO 3aIIUCKY NUCATh HE HYKHO,
HEOOXOJUMO B TEKCTE aKTa CHelaTh MOMETKY O Haludyuu npuioxeHuil.) Odopmurs rpud
yTBepKIeHUs: aupekTop A.A. bepkyt, nata yreepxkaenus 18.03.20 . OdopMuTh peKBH3UT
"OTMETKa 0 HampaBJIeHUH JToKyMeHTa B fieno" Mcnonnurens B.A. Anykun nara 25.03.20 .

2. CocraBpre nuchbMo — npurnamenue Ne 544 ot 10.07.20 mo ci. ganHbIM: UTHCTHTYT TOYHBIX
npubOpoB MmockulaeT nuchbMo — npuriamenue aupexkropy LHTHUU «IIpomereit» Koncrantuny
CepreeBuuy C MNpUIJallEHUEM IOCETUTh MEXIYHAPOJIHYIO CIEHUATM3UPOBAHHYIO BBICTABKY
«OKOHOMHS MAaTE€pPUAIBHBIX W TOIUIMBHO-DHEPI€TUYECKUX PECYpCOB B CTPOMTEIBCTBE U
POMBIIIIEHHOCTHY. BbicTaBka coctoutcs B . MoCkBa B MaBUJILOHE BBICTABOYHOI'O LIEHTPA Ha
Kpacnoii IIpecue 18 aBrycra 20 roxa ¢ 9.00 1o 20.00. Aapec MHCTUTYTa TOUHBIX IPUOOPOB T.
Mocksa yi. [lnexanoBa 36, ten. 237-87-77. dupekrop MHCTHTYTa TOYHBIX TprbOopoB C. K.
Ceprees.

3. B cootBerctBun ¢ Pacnopsbkennem Munuctpa ot 04.03.20 Ne 115 «OO6 ycunenuun
MIPOTUBOMNOXKAPHON O€30MacCHOCTH M YCUJICHHMM OXpaHbl B MEpPUOJ MPa3IHUYHBIX THE»
coctaBuTh npukas Ne 245 or 06.03.20  u3ganHblii qupekTopoM HaydHO-TIpOM3BOACTBEHHOTO
obbenuuenust «Arporpudop» r. MockBel M.JI. TankunabiM. B pacnopsauTensHON yacTu
BeIIeUTh 4 myHkTa: 1. OO0 opranuzamuu yoopku Tepputopuu obwveauHeHus 2. O mposepke
COCTOSTHUS 3JIeKTporpoBoAKU 3. O mpenocTaBIeHUN B CEKpeTapuaT I'€HEpaIbHOTO JUPEKTOpa
CIHCKa COTPYIHUKOB, NMpeObIBaHME KOTOPHIX HEOOXOAMMO Ha TEPPUTOPUU OOBEIWHEHHS B
npa3aHuyHble 1HU 4. KOHTposib 3a HUCHOJHEHHEM BO3JIaraeTcsi Ha TIJIABHOTO HWHXKEHepa
oobenunenus [1.P. JKaposa. Kaxnelii myHKT paccMorperh mo cxeme «Komy?», «UTo HYy»)HO



caenath?», «/lo xakoro cpoka?». Hampumep, k n.l1 3aBenyromemy cknazom O.H. Huxkutuny
opranuzoBaTth yOopky Tepputopuu n0 07.03.20 . IlpoctaBuTh BH3y TJIaBHOTO HH)XCHEpA.
[ToctaButh oTMeTKY 00 ucnionautene. Mcnonuurenem sisisiercss ConobbeBa Tenedon 302-34-56.

Tecm
1. YTo HEe OTHOCUTCS K YUPEIUTEIBHBIM TOKYMEHTaM IOPUANYECKOTO JInna’?
— IIpoTokon coOpaHus yupenauTeneii;
— Ycras;
— YupeauTenbHblid I0r0BOP.
2. IlonoxxeHne 0 CTPYKTYPHOM HOJPA3ACIECHUH — ITO:
— MPaBOBOH aKT, KOTOPBI yCTaHABIMBAET CTATYyC, PYHKIMH, IIpaBa, 005S3aHHOCTH U
OTBETCTBEHHOCTb CTPYKTYPHBIX IIOAPAa3/I€JICHUN NN UHBIX OPraHoOB;
— IMPaBOBOM aKT, KOTOPBIH OMpeAEsieT CTaTyC OpraHnu3alny, e 3a1a4u U GYHKIUH, IIpaBa,
OTBETCTBEHHOCTb, ITOPSIOK AEATEIbHOCTH;
— JI0rOBOP, CTOPOHBI KOTOPOI'0 0053YyI0TCA CO3JaTh FOPUINUYECKOE JIMLIO U YCTaHABIUBAIOT
HOPSII0K COBMECTHOM JIeATEILHOCTH 110 JTaHHOMY (aKTy.
3. JlaToii TOJKHOCTHOM MHCTPYKIIUU SIBJISIETCS /1aTa:
— €€ YTBEP)KICHMUS;
— €€ COCTAaBJICHHS,;
— O3HAaKOMJICHUS ¢ Hell pabOTHUKA.
4. IIpaBoBOIi aKT, B KOTOPOM OTOOPAXKAETCsI MOPSIAOK AEATEIbHOCTH PYKOBOJCTBA OPraHU3alluH,
a paBHO KOJIJIETHAJIBHOIO MM COBEIIATEIBHOIO OpraHa — 3TO:
— PETJIaMEHT;
— IITaTHOE PACIHUCAHUE;
— yCTaB.
5. Ilo cdepe cBoero neiicTBUS pacnoOpsAUTENIbHbIE JOKYMEHTHI ACISATCS Ha!
— ¢erepantbHOTO YPOBHS, PETHOHATBHOTO YPOBHSI, IPABOBBIC aKThl OPraHU3aINH;
— KOJIJIEKTUBHBIE U UHAWBHUYaJIbHBIE,
— IIPaBOBBIE AKTHI OPTaHU3ALNN, IPABOBBIE AKThI UX CTPYKTYPHBIX MTOAPA3ICICHUN.
6. Pacniopsbxenue usnaercs:
+ €IMHOJINYHO;
— KOJUIETUAJIbHO;
— B YCIIOBHSIX BEIOMCTBEHHOT'O PEryJIUPOBaHUS.
7. Konus yacTu TOKyMEHTa, KOTOpasi 3aBepeHa B OIIPEIETICHHOM HOPSAAKE, 3TO:
— BBINHCKA,
— DJIEKTPOHHAS KOIIUS;
— nyOnuKar.
8. He saBiisieTcss JOKYMEHTOM, KOTOPBIM HHULUUPYET PELICHNUE:
— IIPOEKT JJOKYMEHTA;
— 3aKJII0YCHUE;
— JIOKJIQ/IHAsl 3aIIUCKA.
9. UeM BHeEIIHE OTINYAETCA MPOEKT JOKYMEHTA OT €r0 OKOHYATEJIbHOIO BapuaHTa?
— Hannucero «a1poekT» B BEPXHEM I0JI€ CIPABA;
— IIpoekT He 06s13aTenbHO 0hOPMIIATE B TakoM ke opme, Kak OyayIHid JOKYMEHT, T0CTaTOYHO
CaMOT0 TEKCTa;
— IIpoekTt oopmisieTcs Ha crielMagbHOM OJIaHKe.
10. Kakast yacTh NOCTaHOBIIEHUS COAECPKUT HOPMATUBHBIE MOJIOKEHUS I TOPYUYEHUS?
— PacniopsaurensHas;
— KoHcrarnpyromas;
— BBonHas.
11. B coctaB uHpOopManmoHHO-CIIPaBOYHBIX JOKYMEHTOB HE BXOJIUT:
— YKa3aHue,



— JIOKJIa/IHAasl 3aIMCKa;

— CBOJIKA.

12. Bun napopManmoHHO-CIIPaBOYHON JOKYMEHTALINH, SBISFOIIEHCS ClI0COOOM OMEpaTUBHOTO
nH(OPMALIMOHHOTO 00MEHa MEKy OpraHu3alusIMi, Ha3bIBACTCS:

— IIEPEIUCKOM;

— TOKyMEHTAIHUEeH /Ui CIyKeOHOTO MOJIb30BaHUs;

— CTaTUCTUYECKON OTUETHOCTBIO.

13. Yro npencraBiseT coO0i 3asBlIeHNE B JOKYMEHTOOOOPOTE OpraHU3aIiK?

— DTO IOKyMEHT, KOTOPBIH apecOoBaH JOJLKHOCTHOMY JIMILY M COJIEPKHUT KaKyl0-In00 Ipoch0y
pabOTHHKA;

— OTO0 TOKYMEHT C NPEJI0KEHUEM HAa3HAYUTh, IEPEMECTUTD WIIM ITOOLIPUTH PAOOTHHKA;

— OTO0 TOKYMEHT, OOBSICHSIOUINI IPUYMHBI CITyYUBIIETOCs, KOTOPBII cOCTaBiIsieT pabOTHUK Ha
UMS PYKOBOJIUTEISL.

14. Yto He sABIAETCS NPU3HAKOM aKTa?

— COCTaBJICHHE B CBOOOIHOM (hopme;

— ycTaHoBIIeHHE (PaKTUYECKOTO COCTOSIHUE €T U OTPa)KEHUE €T0 B aKTE;

— KOJIJIETHAJIbHOCTh COCTABJICHUSI.

15. JIOKyMeHTBI, KOTOpPBIE U3/JaHbl BHYTPU YUPEKACHUS U OTIIPABIICHBI 32 €r0 MPeAeibl s
PYKOBOJCTBA HMKECTOSIILIUM OpraHaM yIpaBieHus MO0 B LIEJAX UCIOJIHEHUS TUCbMEHHBIX
YKa3aHUH BbICIIEH MHCTAHIIUHU, HA3bIBAIOTCS:

— UCXOSILUMU JTOKYMEHTAMU;

— BXO/JSIIIIUMH IOKYMEHTaMU;

— IIEPEIUCKOMN.

16. Uto BKIItOUaET B €051 TEXHUYECKOE UCIIOJIHEHUE TOKYMEHTA:

— IOJrOTOBKY IPOEKTa JOKyMEHTa, HA0Op U paclieyaTKy TeKCTa MIPOEKTa, KOPPEKTUPOBKY
coJlepKaHus JOKYMEHTA MOcje corjacoBanus, opopmieHue (PrHaIbLHOTO BapuaHTa JOKYMEHTA;
— IPEJOCTaBICHUE PAacleyaTaHHOTO MPOEKTa JOKYMEHTa PYKOBOJUTENIO Ha COTJIaCOBAHUE,
yCTpaHEHUE HETOYHOCTeH, Habop OKOHYATENILHOTO JOKYMEHTA;

— COCTaBJIEHHE JOKYMEHTA Cpa3y B OKOHYATEJIIbHOM BapUaHTe, €ro MOANKUCAHNE Y PYKOBOAMUTEIS,
OTIIpaBKa JOKYMEHTA aJipecary.

17. Koria TOKyMEHT SIBIISIETCS UCTIOTHEHHBIM?

— Korna paccmaTprBaeMblil B JOKYMEHTE BOIIPOC Pa3peLIeH ITOJHOCTBIO U MIEPENUCKA TI0 HEMY
3aBeplICHa;

— Kak ToJIbKO JOKYMEHTY ITPUCBOEH PETUCTPALlMOHHBINA HOMED;

— Korna 1okyMeHT 1oy4eH KOHEYHBIM a/IpECaTOM.

18. Kakue pa3meps! IpUPTOB PEKOMEHTYETCs] UCIIOIB30BaTh ITPH OPOPMIICHUH JOKYMEHTOB
cornacHo '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. lludpporoii mim OyKBEHHO-TIUPPOBON HIASHTH(YHUKATOP JOKYMEHTA, BKITFOYAFOIINH
MOPSIIKOBBIM HOMED, TONOJIHAEMBIN 110 JKEJTaHUI0 MHIEKCAMHU COIIACHO MCIOIb3YEMbBIM
KJIacCU(UKaTOpaM, Ha3bIBAETCS:

— PETUCTPALMOHHBIM HOMEPOM JOKYMEHTA;

— rpudom;

— JIaTOM TOKYMEHTA.

20. Kakoit ¢popmaT Oymaru uCrosib3yeTcst isl U3TOTOBIIEHUS OJIAaHKOB PE30TIOLNN?

— A5, A6;

— A4, AS;

— A6, A4.

21. Hocurenem napopManuu siBISETCS:



— MaTepuabHbIi 00BEKT, KOTOPBIN HYXEH I (puKcanuu, XpaHeHus (1 BOCIIPOU3BEICHUS)
PEYCBOI, 3BYKOBOH MJIH M300pa3uTeIbHON HH(OpMAIUH;

— co3jarenb JOKyMEHTa;

— CTPYKTYpHOE HOJpa3IelIeHUE, BBINONIHAOLIEe (PYHKIIUU IO BEACHUIO JOKYMEHTO000pOTA.
22. CBOWCTBO AOKYMEHTA IMOATBEPKIAATh ACIOBYIO ICATEIBHOCTD JINOO COOBITHE JTMYHOTO
Xapakrepa — 3T0:

— IOpUMYECKasi 3HAUUMOCTh JOKYMEHTA;

— IOpUMYecKas Cuila JOKYMEHTa;

— ayTEeHTUYHOCTb.

23. TUNOBBIM CPOKOM HUCIOJHEHUS JOKYMEHTA Ha3bIBACTCA:

— CPOK MCIIOJIHEHHS IOKYMEHTA COIJIaCHO HOPMATUBHO-IIPAaBOBOMY aKTY;

— CPOK HUCIIOJIHEHHUSI, KOTOPBIH YCTAaHOBJIEH B OPraHU3alMIOHHO-PACIIOPAAUTEIBHOM JOKYMEHTE
WIH B PE30JIIOLINY;

— CPOK HUCIIOJIHEHHUS], YCTAHOBJICHHBIN CIIO)KUBLIMMCS B OpraHU3alMyi 00bIYaeM.

24. CipaBOYHHK, cozepKaiuii cBeeHus o (poHmax apxuBa U MpeJHa3HAYCHHbIN IS
O3HAKOMJICHHUS C UX COCTAaBOM U COZEP KaHUEM — 3TO:

— apXMBHBINA MTyTEBOTUTEI;

— apXMBHBIH CIIPAaBOYHUK;

— apXMBHBIN yKa3aTellb.

25. YauduiupoBaHHOU (HOpMOI TOKYMEHTA SBIISETCS:

— GopMyIIsp TOKYMEHTa ONPEACICHHOTO BH/IA, KOTOPBIH COAEPKUT IMMOCTOSHHYIO YacTh TEKCTa;
— OyMakKHBIN MJTU 3JIEKTPOHHBIN M1a0JIOH ¢ pPEeKBU3UTAMHU, [0 KOTOPBIM OIPEENsAeTCsS aBTOP
O(QUIMAIBHOTO IOKYMEHTA;

— PEKBU3UT O COIJIACHM OPTaHU3aLUU, KOTOpas HE SIBJISIETCS] aBTOPOM JJOKYMEHTA, C €ro
COJIEp’)KaHUEM.

26. KakoBa anuHa caMOi ITTMHHOM CTPOKU PEKBU3MTA IPU YITIOBOM PACIOI0KEHUU
PEKBU3UTOB?

— He Gonee 7,5 cM;

— He 6onee 12,5 cm;

— He 6onee 10 cm.

27. PeKBU3UT TOKYMEHTa — 3TO:

— 3JIeMEHT O0()OPMIICHUS IOKYMEHTA;

— PeTHUCTPAIMOHHBIA HOMEP JOKYMEHTA;

— CBEJICHMSI O JIaT€ U MCIIOJIHUTENE JOKYMEHTA.

28. Bxoasamuii TOKyMEHT IPOXOIUT CIAEAYIOIINE 3Tanbl 00pabOTKU:

— COIPOBOYX/IEHUE U JOCTaBKa C MOYTHI, IepBUYHAs 00paboTKa, perucTpanus, HoAroToBKa Ha
JIOKJIaJl, pACCMOTPEHHE U 0POPMIIEHHE PE3OJIIOLINIA, PETUCTPALIUs PE3OJIOLUH, TOCTAHOBKA HA
KOHTPOJIb UCIIOJHEHHUS, OTIPaBKa Ha UCIIOJHEHNE, UCTIOTHEHNE ¥ KOHTPOJIb 32 HUM, IIPUEM
MCIIOJTHEHHOT'O JOKYMEHTA, CHATHE C KOHTPOJIS, IOMEIIEHHE NCIIOJIHEHHOTO IOKYMEHTA B JIEJI0,
paboTa c HUM, TeKyIllee U apXUBHOE XPaHEHUE, YHUUTOKEHNE U CITUCAHUE;

— YCTaHOBJIEHHE KOHKPETHOT'O a/ipecaTa JOKyMEHTa B OpraHU3aliy, pErucTpanns JOKyMeHTa o
BXOJISIILIUM JKypHajiam, repeada JoKyMeHTa ajpecary, yKka3aHHOMY €ro B TEKCTE, yCTaHOBIICHHE
CPOKOB HCIIOJTHEHUS IOKYyMEHTa, UCIIOJIHEHHE TOKYMEHTa, POBEpKa pe3yIbTaTOB UCIOJHEHUS,
MOMEIIEHUE IOKYMEHTa B HOMEHKJIATypHOE JIeJI0 U MOCIIEAYIOIIas c/laya B apXuB;

— peructpanus J0KyMeHTa 10 BXOJAIIeH KOPPECIOHIEHIIH, ITepeiada ero pyKOBOIUTEIO IS
OTIpeieNIeHuUs UCTIOJIHUTEIS, Ilepejada JOKyMEHTa HENOCPEICTBEHHOMY HCIIOJIHUTEITIO,
KOHTPOJIb 32 UCIIOJIHEHHUEM JIOKYMEHTA, UCIIOJIHEHUE TOKYMEHTA, IPUEM Pe3yJIbTaTOB
UCTIOJIHEHUS pyKOBOJIUTENIEM, OTMETKA 00 MCIIOJIHEHUH B CIIEIMATbHOM XXypHaJe, caada
JOKYMEHTa B apXHB.

29. IIpenBapuTEeNbHBIM TEKCT JOKYMEHTA, KOTOPBIA JTMYHO TOTOBUT UCIIOTHUTEb UIIH
COUCIIOJIHUTENb IOKYMEHTA, 3TO:

— MPOEKT JOKYMEHTA;



— IK3EMILISIP TOKYMEHTA;
— KOTIUS JOKYMEHTA.

30. Jlenmonpou3BOACTBO — ATO:

— IeATENILHOCT 110 JIOKYMEHTHPOBAHHUIO, JIOKYMEHTOO00OPOTY, OTIEPATUBHOMY XPaHEHUIO
UCIIOJIb30BAHUIO JOKYMEHTOB;

— Mpoleaypa CO3IaHMs, TAPAKUPOBAHUS U PETUCTPAIIMH BXOJSIICH M UCXOISIICH
JOKYMCHTAIIUU OpTaHU3allnH;

— HETIOCPEJICTBEHHOE CO3/[aHne O(DUIIUAILHBIX IOKYMEHTOB Ha MPEIPUSTHH.
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3ayeTHO-3K3aMeHANMOHHbIE MATEPHUAJIbI IJIsl IPOMEKYTOYHOM aTTecTanum (3a4er)
[ToHATHS «IOKYMEHTOOO0POT», «TOKYMEHT» U «IJOKYMEHTOBEIeHUE». Pa3BuTHE JOKyMEHTA.
CnocoObl TOKYyMEHTUPOBAHUS U MaTepuaibHble HOCUTEIH UH(OPMALIUH.
CoiicTBa u QyHKIIMHN T0KyMeHTOB. Kiaccuduxanus.
YHubukauus u cTaniapTu3alus yupaBlieHYeCKUX JOKYMEHTOB.
[TpaBuna opopmieHus JOKyMeHTOB. TpeboBaHus K 0(hOpPMIICHHIO OPraHU3AIIOHHO-
pacmopsAUTEIbHBIX TOKYMEHTOB.
CocTtaB peKBU3UTOB JOKyMEHTOB. TpeboBaHMs K 0(OPMIIEHUIO PEKBU3HUTOB.
Hcnpapnenust B A0OKyMeHTaX. biaHku JOKYMEHTOB MPEANPUSTHS.
@OYHKIMY U 0COOEHHOCTH OPraHU3allMOHHO-TIPaBOBBIX TOKYMEHTOB. Y CTaB OpraHU3aliy.
[TonoxkeHue o CTPYKTypHOM MHoapazaeneHuu opranuzanuu ltatHoe pacnucanue. [IpaBuna
BHYTPEHHET0 TPYI0BOr0 pacnopsaka. MHCTpyKuu no oTenbHbIM BUAAM J€STEIbHOCTH.
JlomKHOCTHBIE UHCTPYKIUU.
Bunast pacnopsanTenbHbIX T0KyMEeHTOB. OCOOEHHOCTH MOATOTOBKU M OPOPMIICHHS
pacmopsAUTEIbHBIX TOKYMEHTOB.
Opranu3anvoHHO-TEXHUYECKUE MEPONIPUATHUS IO MTOATOTOBKE U IPOBEJCHUIO COBELLIAHUI.
CtpyKkTypa J0KIaa U OTYETa: HA COBEUIAaHNH, 3acCelaHuU, KOH(PEpEeHIINH U T.1.
TpeGoBaHMsI K COCTaBICHHUIO i 0()OPMIICHHIO IPOTOKOJIOB.
Bup! HHQOPMaIIMOHHO-CIIPAaBOYHBIX U COMPOBOJIUTENBHBIX TOKYMEHTOB.
Odopmienue cripaBok, TOKIaJHbIX 3aMIUCOK, OOBSICHUTEIbHBIX 3aIIUCOK, aKTOB.
Ocob6ennoctu oopmieHus TenedoHorpaMM, pakCUMUIBHOMN CBS3H, UCTIOIB30BAaHUS
TeneTanna.
Ocobennoctu oopmieHus, 00pabOTKU U UCTIOIb30BAHUS COIPOBOUTEIBHBIX JOKYMEHTOB
IIPOLIECCOB NEPEBO3KU PAOOTHUKOB, TOCTABKHU I'PY30B U YIIPaBJICHUE KOPIOPATUBHBIM
TPAHCHOPTOM OpraHU3alHH.
[TonroroBka JOKYMEHTAIUU JIJIsl IPOBEACHUS ITPOLIEAYP BbIOOpA MOCTABILIMKOB U 3aKYTKH.
OcobenHoctr 0popMIIeHUSI U UCTIOIB30BAHUS COIIPOBOIUTENBHBIX TOKYMEHTOB.
Odopmnenue, 06paboTKa U UCTIOIB30BAHUE COMTPOBOIUTEIBHBIX TOKYMEHTOB IIPOIIECCOB
HEepeBO3KU pabOTHHUKOB, JIOCTAaBKH I'PY30B U YIPABICHHE KOPIOPATUBHBIM TPAHCIOPTOM
OpraHM3aIiHy.
[ToaroToBka JOKyMEHTAIMH JUIs IPOBEIEHUS MPOLEAYP BIOOpa MOCTABUIMKOB U 3aKYIIKH.
[TpaBuna opopmeHus, 00pabOTKH U XpaHEHUS TOKYMEHTAIIMU 110 BHEITHEAKOHOMUYECKOM
NeSITeIbHOCTH B COOTBETCTBUU € TPeOOBaHUSIMH 3aKOHOaTeIbcTBa Poccuiickoit @enepanun
U MEXTyHAPOJIHBIX aKTOB.
JlenoBoe nuckMo B yciaoBUsAX yHU(UKanuu. [IpaBuia ohopmiieHus 1e710BOro Muchma.
Hekortopsle BUbI muceM. Mex1yHapOJHbIE MNChbMA.
Buzbl 10KyMEHTOB 11O TUYHOMY COCTAaBY.
TpeboBanus k 0HOpPMIIEHUIO TPYIOBOTO J1I0TOBOPA.
Odopmiienne nmpueMa Ha paboTy. 3asBICHHE O TpUEeMe Ha PaboTy.
OdopmineHne Npukas3oB Mo JUYHOMY COCTABY.
TpynoBas KHIKKA.
JInynas kaprouka.
JInunoe neno.



27. Xapakrepuctuka. Aproouorpadus. Pesrome.

28. DneKTpOHHBIN TOKYMEHT. ABTOMAaTH3AIUsl COCTABJICHHS JJOKYMEHTOB.

29. Benenue 6a3bl TaHHBIX JOKYMEHTAIIUH 110 BHEITHETOPIOBOMY KOHTPAKTY.

30. OO6paboTka MoCTynarIux J0KYMEHTOB.

31. OO6paboTka OTHpPaBISAEMbIX JOKYMEHTOB.

32. Tlopsaok paboOThl ¢ BHYTPEHHUMH JOKYMEHTaMH. Perucrpaius 1 KOHTPOJIb UCIIOTHEHUS
JIOKYMEHTOB.

33. ®opmupoBanue u 0HOPMIICHUE JEN.

34. TloaroroBka TOKYMEHTOB K Iiepe/iade Ha apXUBHOE XpaHEHHE.

35. ABTomaruzanus J1eJ10MPOU3BOJICTRA.

36. JlokymeHTHpOBaHUE OM3HEC-TIPOIIECCOB. YIpaBiIeHUE OU3HEC-TIPOLIECCaMU Yepe3
OpraHHU3aIHIo JOKYMEHTO000POTA.

37. 3amaun U GYHKIUH CITY>KOBI JOKYMEHTAITMOHHOTO O0SCTICUCHUS YIIPABICHHSL.

38. Ctpykrypa ciyxObl JOKYMEHTAIIHOHHOTO OOCCIICYCHHS YIIPABIICHUS.

39. IIpaBa u OTBETCTBEHHOCTH CIIY>KOBI IOKyMEHTAIIMOHHOT'O 00ECIICYEeHUS YIIPABICHHUS.

40. Orucanue U JOKyMEHTHPOBaHUE OM3HEC-TPOIIECCOB OPraHU3alHH.

41. loxymeHT B cucTemMe MeHepkMeHTa kauectra [SO 9000

42. JlokyMeHTallMOHHOE 00EeCTIeueHUE YIIpaBICHUSI.

43. Haznauenue u BUABI YIIPABJICHUYCCKUX JOKYMCHTOB, UCIIOJIb3YEMbIX ITPHU BBINTOJTHCHUN

pa3IMYHBIX BUAOB YIIPABICHYECKUX JEHCTBUM.

44. Bunel yripaBleHUECKUX JOKYMEHTOB B COOTBETCTBHHU C OOIIEPOCCUHCKUM KilacCU(UKATOPOM

YIPaBICHYECKON JTOKYMEHTALIUY.

45.0cobeHHocTr 0hopMIICHHSI, 00paOOTKH U XpAaHCHHSI IOKYMEHTAIIUH 110

BHEITHEIKOHOMHUYECKOH 1eATeIbHOCTH.

46. CoBpeMeHHBIE ITPOTPaMMHBIE CPEJICTBA, UCIIOIb3YEMBIE B IIPOLIECCE CO3/IaHUs JOKYMEHTOB.

47. CymHOCTh 1 OCHOBHOE Ha3HAUYEHHE JOKYMEHTAIIMIOHHOTO O0eCIIeueHHs YIIPaBICHUS B

COBPEMEHHBIX yCIOBHSIX.

48. BO3MOXHOCTH UCTIOIb30BAaHUSI COBPEMEHHON O()MCHON TEXHUKH B ONTUMHU3AIIH

JIOKYMEHTO000pOTa B OpraHU3alLuy.

Kputepuu orieHuBaHus pe3ylbTaToOB 00yUEHUS
Ha Bemonnenue Bcex 3amanuid otBogutcs 1,5 daca. Kaxmoe BEpHO BBIMOJHEHHOE 3a/IaHHE
OLICHUBACTCS «3aYTE€HO»: CTYIEHT BJIAJICET TEOPETUYECKUMHU 3HAHUSAMH I10 BBIIOJHIEMOMY
3a/1aHUIO.
«HE 3aUTEHO»: CTYJEHT HE MOKET OTBETUTH Ha BOIIPOCHI 110 BBHIMOJIHAEMOMY 33IaHUIO.

Kpurepun onieHuBaHuMsI 110 3a4€ETy:
«3aUTEHO»: CTY/IEHT BIIaJICET TEOPETUUECKUMH 3HAHUSAMU IO JIUCHUIUIMHE, 3HAET HHCTPYMEHTHI
JIOKYMEHTOBEJIEHUSI U JIEJIONPOU3BOJICTBA, MOXKET O(OPMHUTH OCHOBHBIE PEKBHU3MTHI JEJIOBOTO
JIOKYMEHTA, JIONyCKaeT HE3HAuYWUTEIbHbIE OIIMOKU; CTYJEHT yMEeT NpPaBHIbHO OOBSCHUTH
JIEKIMOHHBIN MaTepuall, WILIIOCTPUPYsI M0 IPUMEPAMU .

«HE 3a4TEHO»: MaTepHaJl HE YCBOEH WJIM YCBOEH YAaCTUYHO, CTYIEHT 3aTpPyIHAETCS IIPUBECTU
npuMepel M0  O(QOPMJICHHIO OCHOBHBIX JIOKYMEHTOB CHCTEMbI JIOKYMEHTAallHOHHOTO
oOecrieyeHHs YIpaBJeHUs, JOBOJBHO OTPAaHUYEHHBIH OOBEM 3HAHHMH CHCTEMbI OOECTIeUeHHS
JIEKTPOHHOIO IOKYyMEHTO000pOTA.

OHCHO'—IHBIe cpeacrtBa i HHBAJIMAOB W JIMI C OI'PaHUYCHHBIMU BO3MOXHOCTIMU
300POBbA BBI6I/IpaIOTC${ C YUCTOM UX MHAUBUAYAJIbHBIX HCI/IXO(i)I/BI/I‘-ICCKI/IX 0COOEHHOCTEH.

— Ipu HeO6XO}II/IMOCTI/I HHBaJIWJaM MW JiMOaM C OrpaHUYCHHBIMH BO3MOXHOCTIMU
3A0POBBA MPEAOCTABIACTCA JOITOJIHUTCIBHOC BPEMA JIA ITIOATOTOBKU OTBETA HA 3K3aMCHC,



— P MPOBEICHUU MPOIIETYPHI OLICHUBAHUS PE3yIbTATOB 00YUEHUS HHBAIUOB U JIUII C
OTPaHUYCHHBIMH BO3MOXXHOCTSIMH 3/I0POBBS TPEAYCMATPUBACTCSI UCTIOIH30BAHNE TEXHHUECKUX
CPEICTB, HEOOXOAMMBIX UM B CBSI3H C UX MHIUBUIYATHHBIMA OCOOCHHOCTSIMU;

— TIpY HEOOXOJAUMOCTH ISl O0YYAFOIIUXCS ¢ OTPAHUYCHHBIMHA BO3MOXKHOCTSIMH 37I0POBbS
W UWHBAJIWAOB IIpOLIEypa OICHUBAHUS pE3YJIbTaTOB OOYYEHHS M0 AWCIMILIUHE MOXKET
MIPOBOJUTHCS B HECKOJIBKO ATAIIOB.

[Ipouenypa oleHUBaHUsI pe3yIbTaTOB OOYYCHUS WHBAIUIOB U JIUIl C OTPAHUYCHHBIMHU
BO3MOXKHOCTSIMH  3JIOPOBbSI 10 JTUCHUIUIMHE (MOJIYJIIO) MpEeIycMaTpUBaeT IPEIOCTABICHUE
uHpopManuu B QopMmax, aJanTHPOBAHHBIX K OTPAHUYCHHUSM WX 3J0POBbS H BOCIPHUSTHUS
nHpopmanuu:

Jist 11 ¢ HApYIICHUSIMH 3PEHUS:

— B I1e4aTHOW (hopMe YBEIMYCHHBIM HIPUPTOM,

— B (hopMe 2IEKTPOHHOTO TOKYMEHTA.

JUJ1st T ¢ HApYIIEHHUSIMH CITyXa!

— B mieyaTHo opme,

— B (hpopMe 3IIEKTPOHHOTO IOKYMEHTA.

JUtst 11 ¢ HapYIICHUSIMHA OTIOPHO-IBUTATEIILHOTO arlapara;

— B IIeYaTHOM opme,

— B (hopMe 2IIEKTPOHHOTO TOKYMEHTA.

JlaHHBII TEpeYeHb MOXET OBbITh KOHKPETH3MPOBAH B 3aBUCHMOCTH OT KOHTHHICHTA
o0ydJarouuxcsi.

5. Ilepeuyennb yueOHOIi JInTEPaTypPhl, MHPOPMALMOHHBIX PECYPCOB M TEXHOJIOT Wil

5.1. YueOHas aimTeparypa

1.OCHOBBI JIEIONTPOU3BOJICTBA : y4eOHOE TTOCOOUE ISl CTYICHTOB BY30B, OOYJArOIIHXCS
no HampasieHuto nmoarotoBku 38.03.01 "Oxonomuka" (kBanudukarys (crenens) "Oakanasp") /
A. M. Acanues, 1. . Muponoga, E. A. Kocapesa, I'. I'. Bykosuu; Poc. sxoHoMm. yH-T um. I'. B.
[InexanoBa. - 2-e u3nd., ucnp. u jgon. - Mocksa : UHOPA-M, 2017. - 145 c. - (Bsiciiee
oOpa3oBanue. bakanaspuar). - bubmmorp.: ¢. 131-135. - ISBN 978-5-16-012632-6. - ISBN 978-
5-16-102395-2 : 355 p.

2. Kysznenos, U. H. JlokymenTanimonHoe oOecrieueHue ympasiaeHus. JJokyMeHTOO00pOT
Y JICTIONPOU3BOCTBO : YYCOHUK M MPAKTUKYM JUIS CPETHEro mpodeccnoHambHOro oopasoBanusi /
U. H. Ky3nenos.- 3-¢ u3z., nmepepad. u mom. - Mocksa : U3natensctBo FOpaiit, 2021. - 462 c. -
(ITpoeccronansrnoe obpaszoBanue). - ISBN 978-5-534-04604-5. - Tekct : 31eKTpOHHBIH //
Oo6pasoBarenbHas miatdopma FOpaiit [caiit]. - URL: https://urait.ru/viewer/dokumentacionnoe-
obespechenie-upravleniya-dokumentooborot-i-deloproizvodstvo-449769#page/2

3. Komprukuna, T. b. JlenoBeie KOMMYHUKaIUH, JIOKYMEHTO000pOT u
JIeNONIPOU3BOACTBO : yuyebHoe nocobue i By3oB/ T.b. Kombnukuna, U. B. lllyctuna. - 2-e
u3/1., ucrp. u jgor. - Mocksa : M3natensctBo FOpaiit, 2020. - 163 c. - (Bricmiee oOpazoBanue). -
ISBN 978-5-534-07299-0. - Tekct : snexTpoHHbI / OOpa3oBatenbHas miaatdopma HOpaiit
[caiiT]. - URL.:https://urait.ru/viewer/delovye-kommunikacii-dokumentooborot-i-
deloproizvodstvo-452463#page/3

4. Kopnees, U. K. Ynpasnenue nokymentamu: yueonnk / M.K. Kopuees, A.B. ITmenko,
B.A. MamypneB. — MockBa : UHOPA-M, 2020. — 300 c. — (Beicuiee oOpa3oBanue:
bakamaBpuar). - ISBN 978-5-16-003590-1. - Tekcr : onektponnsid. - URL:
https://znanium.com/catalog/product/1068920 (mara o6pamenus: 17.09.2021). — Pexum
JOCTyIa: 1Mo moAmucke: https://znanium.com/catalog/document?pid=1068920

5. Anrtyxosa, H.®. CucteMsbl 35IeKTpOHHOTO JOKyMeHTooOopoTa. [IpakTukym : yuebHOE
nocobue / Antyxoa H.®., [lonranoa O.U., Jlocera B.B., [I3t06erko A.JI., Ueunkos F0.b. —
MockBa : KuoPyc, 2022. — 395 c¢. — ISBN 978-5-406-07367-4. — URL:
https://book.ru/book/942386 (mata obpamenus: 16.09.2021). — Tekct : saexTponnsiii: URL:
https://www.book.ru/view5/f67f8cd8873d023e6ab0068a68ef20fa



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

6. M.A. ITonosuenko, 10.C. Kneména, M.P. Axmenosa CoBpeMeHHbIE HH(POPMAITMOHHBIE
TEXHOJIOTHH B YyIpaBjieHUU OuzHecoM: yueOHoe mocobue / M.A. Tlomosuenko, FO.C. Knemgéga,
M.P. AxmenoBa, MUHUCTEpCTBO HayKd H BhICIIEro oOpa3oBanust Poccuiickoii dDenepammu,
Ky6anckwuii rocynapcTBeHHbll yHUBepcUTeT. — KpacHomap: Kybanckuii roc. yu-T, 2021. — 200 c.
— 500 5k3. ISBN 978-5-8209-1989-3

7. Kabamos, C. KO. DaekTpoHHOE MPaBHUTEIbCTBO. DJICKTPOHHBIM JTOKYMEHTOOOOPOT.
Tepmuns! u onpenenenus : yueonoe nocodue / C.1O. Kabamos. — Mocksa : UTHOPA-M, 2024.
— 320 c. — (Bricmee oOpazoBanue: bakamapmar). - ISBN 978-5-16-019274-1. - Tekcr :
anektpoHHbii. - URL: https://znanium.com/catalog/product/2103130 (nara  oOpareHus:
14.10.2023). — PeskuM g0CTyIa: 10 MOAMUCKE.

5.2. llepuoauyeckas gureparypa

1. TleyatHoe mepuoguveckoe u3nanue QoHma HaydHod Oubmmoreku Kyol'Y
«/lenonpon3BoICTBO U JOKYMEHTOOOOPOT Ha MPEIIPUITUIX

2. IlewatHoe mepuonumyeckoe wu3nanue ¢oHma HaydHod Oubmmoreku Kyol'Y
«/lenonpousBoaCcTBO»

3. Baswel manubeix kommanun «Mct Beroy» http://dlib.eastview.com

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

5. Hayunas AJIEKTPOHHAs oubimoreka (HOb) eLIBRARY.RU
https://elibrary.ru/projects/subscription/rus_titles free.asp

5.3. UnTepHeT-pecypcbl, B TOM 4HCJe COBPeMeHHble NpodeccHOHAIbHbIEC 0a3bl
JAHHBIX U MH(OPMAIMOHHBbIE CTIPABOYHbIE CHCTEMBI

JIeKTPOHHO-0u0MoTeuHbIe cuctemMsl (IBC):

1. DBC «IOPAUT» https://urait.ru/

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

3. DBC «BOOK.ru» https://www.book.ru

4. 3bC «ZNANIUM.COM» www.znanium.com

5. DBC «JIAHb» https://e.lanbook.com

Ipodeccuonanbubie 6a3b1 JAHHBIX:

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

2. ScienceDirect www.sciencedirect.com

3. XKypnanst uznarensctea Wiley https://onlinelibrary.wiley.com/

4. Hayunas snekrponHas oubmuoreka (HOB) http://www.elibrary.ru/

5. IloHOTEKCTOBBIE APXUBbBI BEAYIIUX 3alIaIHBbIX HAYYHBIX )XYPHAJIOB Ha Poccuiickoi

wiatdopme HayuHbIX xKypHaaoB HOMKOH http://archive.neicon.ru
6. HanumonanbHas osyekTpoHHass OHOIMOTEKa (JOCTYN K DJIEKTPOHHOM OHOIMOTEKe
nuccepranuii Poceuiickoit rocynapcrsentoit onbnuorexu (PI'B) https://rusneb.ru/

7. Tlpesunentckas oubmmoreka um. b.H. Enpumna https://www.prlib.ru/

8. Dmnexrponnas koymekus Oxchopackoro Poccuiickoro ®onga
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. "Jlexktopuym TB" http://www.lektorium.tv/

17. YuuBepcurerckas uHpopmanmonnas cucrema POCCUSA http://uisrussia.msu.ru
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NudopmannoHHble cIPABOYHbIE CHCTEMbI:
1. Koucynbrant [lntoc - cipaBoyHast mpaBoBasi cucteMa (JOCTYI MO JIOKAJIbHOM CETH C
KOMITHIOTEPOB OMOITMOTEKH )

Pecypcobl cBOOOIHOTO J0CTYyNA:

1. AwmepukaHcKas nmaTeHTHas 0a3a naHHbIX http://www.uspto.gov/patft/

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

3. MuHuCTEpCTBO HayKH | BhIciero oopa3osanus Poccuiickoii @enepanun
https://www.minobrnauki.gov.ru/;

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

5. Hudopmarmonnas cucrema "EquHoe OKHO 10CTyIa K 00pa30BaTe/IbHBIM pecypcaM
http://window.edu.ru/;

6. Enunas komnekius nudpoBeIx 00pa3oBaTeabHBIX pecypcoB hitp://school-
collection.edu.ru/ .

7. TIpoekt 'ocymapCcTBEHHOTO HHCTHTYTa pycckoro si3pika uMeHu A.C. [yrikuna
"Oo6pa3oBanue Ha pycckom" https://pushkininstitute.ru/;

8. CnpaBouHo-uHpOpMaIMOHHBIH opTai "Pycckwii si3bIk" hitp://gramota.ru/;

9. Cnyx0ba TeMaTHYECKHX TOJIKOBBIX ciioBapei http://www.glossary.ru/;

10. CnoBapu u 3HIMKIONeauK http://dic.academic.ru/;

11. O6pa3oBatenbHblil moptan "Yuebda" http://www.ucheba.com/;

12. 3akonompoekt "O6 obpazoBanuu B Poccuiickoit ®eneparnuun". Bornpockl U OTBETHI
http://xn--273--84d1f.xn--plai/voprosy i_otvety

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

CoOcTBeHHBIC JIEKTPOHHBbIE 00pa3oBaTe/ibHbIe M HH(POPMALMOHHBIE PeCypPChl

KyoI'y:

1. DnexTtpoHHbIH Katanor Hayunoit 6ubnmorexku Kyol'y
http://megapro.kubsu.ru/MegaPro/Web

2. DnekTpoHHas 6ubaroTeka TpyAoB yueHbix Kyol'Y
http://megapro.kubsu.ru/MegaPro/UserEntry? Action=ToDb&idb=6

3. Cpena MmonynpHOTO AMHaMUYeckoro ooydenus http://moodle.kubsu.ru

4. ba3a y4eOHBIX IUIAHOB, y4eOHO-METOAMYECKUX KOMIUIEKCOB, TyOIUKaIuil 1
koH(pepenmmii http://mschool.kubsu.ru/

5. bubnuoreka nHGOPMAIIMOHHBIX PeCypcoB Kadenpbl HH(HOPMALIMOHHBIX
oOpazoBarenbHBIX TeXHOMOTH http://mschool.kubsu.ru;

6. DnexrpoHHbIi apxuB qokymeHToB KyoIl'Y_http://docspace.kubsu.ru/

7. DnekTpoHHbIE 00pa30BaTeNIbHBIE pecypchl Kadeapsl MH()OPMAIMOHHBIX CHCTEM U
TexHojoruii B oOpazoBanuun KyOI'Y u HayuHo-merogmueckoro >xypHana "IHKOJIBHBIE
I'OJIbI" http://icdau.kubsu.ru/

6. MeToauueckne ykazaHusi Js1 OOyYAaIOIIMXCH IO OCBOCHMI) IMCHMILIMHBI
(Momy.Jist)

CaMocTtosiTennbHasi paboTa CTYJIEHTOB SBISIETCS HEOTHEMIIEMOW YacThIO TMpoiiecca
MOATOTOBKU. JIUCIUIUITMHY PEKOMEHIYeTCsl HM3y4aTh IyTeM CHCTEMaTUYeCKOW MpOopadOTKH
JIEKIIMOHHOTO MaTepuaya, CaMOCTOATEIbHOW MpopaboTKH pPEeKOMEHAYEMOW JHUTepaTyphl,
PYKOBOACTB M METOJWYECKHX YKa3aHWUW K BBIMIOJHCHUIO TpaKTUYeCKuX 3aHsaTuil. llenb
CaMOCTOSITENILHOM paboThl — pacHIMpeHue Kpyrosopa M yriIyOlieHHe 3HAaHMW B 001acTh
JIOKYMEHTOBEICHUS U JCIIOBOTO JOKYMEHTOO0OOpOTA.

KoHTponb 3a BBINOTHEHHEM CaMOCTOSITENFHOW pabOThl MPOBOAUTCSA MPU HU3YYECHUU
KOKJIOM TEMbl NHUCIHMIUIMHBI HA MPAKTUUECKHX 3aHATHUAX. OJTO TEKYIIMH ONpOC, TECTOBHIC
3a/laHusl, KeHUChl, pedepaThl-pe3eHTAIIH.
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B dackl, oTBeneHHBIC IS CaMOCTOSITENIBHON pabOThl, CTYIEHTHI TOJ PYKOBOACTBOM
npernoiaBaTess 00s3aHbl BBINOIHATh WHAWBHYAIbHbBIC IPAKTHYECKUE 3a1aHus, TIOTyYCHHBIC Ha
MPAKTUYECKUX 3aHATHSAX. [IpyW BBIOJIHEHWH OTUX 33JaHUN HEOOXOJUMO HCIOIB30BATh
TEOPETUYECCKHI MaTepHall, MAKEThI U MAOIOHBI O(UIHATHHBIX JOKYMEHTOB YIIPABJICHUSI.

B ocBoeHWM MUCHUTUIMHBI WHBATUAAMHA U JTUIAMH C OTPAaHUYCHHBIMH BO3MOXHOCTSIMU
3I0POBBSl OOJIBIIIOE 3HAYCHUE HMMEET WHIAMBUIYyallbHas ydyeOHash pabora (KOHCYJIbTAllMHM) —
JIOTIOJTHUTEIILHOE pa3bsiICHEHUE Y4eOHOro MaTepuara.

WupuBuayanbHble KOHCYJIBTAIMM IO MPEIMETY SBIISIIOTCS BaKHBIM  (DaKTOPOM,
CIOCOOCTBYIONUM HHIUBUyaTU3allid O0y4EHHUS U YCTAHOBJICHUIO BOCIIUTATEILHOTO KOHTAKTa
MEXIy MpernojaBaTesieM W OO0YyJYaroIUMCS HMHBAJIHIOM WM JIMIIOM C OrpaHUYCHHBIMHU

BO3MOXHOCTAMHU 3J0POBbA.

7. MarepuajibHO-TEXHUYECKOE o0ecnedeHne 1o JUCHUIInHe (MOAYJI10)

HanmenoBanue crieniaiabHBIX
NoMelIeHu

OCHaIIEHHOCTD CIIELMAIBHBIX
HoMeIIeHu I

[lepeueHb NULIEH3UOHHOTO
MPOTPAaMMHOTO 00eCTICUCHHS

YueOHbIe ayIUTOpUU IS
MPOBEICHUS 3aHATHI JIEKIIHOHHOTO
THIA

Meo0enb: yueOHas mebeb
TexHIYEeCKHE CPeCTBA OOYUCHUSL:
9KpaH, IPOEKTOP, HOYTOYK

Microsoft Windows 8, 10,
Microsoft Office Professional Plus

NAG: 1 E TUTSE
NIPOBECHUS 3aHATUN
CEMUHAPCKOI'0 THUIA, TPYMIIOBLIX U
WHAUBUAYAIbHBIX  KOHCYJbTALUM,
TEKYLIEro KOHTPOJIS u
MIPOMEXYTOUHOH aTTeCTallu|

ayIUTOpUHU

Meo0enb: yueOHas Mebeb
TexHIUYeCKHEe CPECTBa O0yUCHHS:
9KpaH, IPOEKTOP, HOYTOYK

Microsoft Windows 8, 10,
Microsoft Office Professional Plus

Jliist

CaMOCTOSITeILHOM

paboThl  00yYarOIIUXCS

MMpEeayCMOTPCHBI IIOMCIICHHA,

YKOMILJIEKTOBAHHBIE CTICIIUATU3UPOBAHHON MeOEbI0, OCHAIIICHHBIE KOMITBIOTEPHOU TEXHUKOH C
BO3MOXKHOCTBIO MOAKIIOUEHUs K ceTu «HTepHeT» U obecriedeHreM JOCTyIa B 3JIEKTPOHHYIO
MH(POPMAIOHHO-00pa30BaTENBHYIO CPEly YHHBEPCUTETA.

HanmeHnoBanue noMemnieHui JJis
CaMOCTOSATENIEHON PabOTHI
00yJaromuxcs

OCHAaIIEeHHOCTh MOMEIICHUH] ISt
CaMOCTOSTENTFHON pabOTHI
o0ydaromuxcs

[lepeueHb TMIIEH3MOHHOTO
MIPOrPaMMHOTO 00eCTIeUeHNs

ITomemenue TSt
CaMOCTOSATENIBHOMI paboThI
oOyuaromuxcsa (YUTAIBHBIN 3al
HayuHoti OnbmuoTexn)

Meo0ens: yuebHas mebenb

Kommnekr CIIEHUAIU3UPOBAHHOU
MeOeH: KOMITBIOTEPHBIE CTOJIBI
Ob6opynoBanue: KOMITBIOTEpHAs
TeXHHKa C  MOJKIIOYEHHEM K
HHPOPMALMOHHO-
KOMMYHUKaIIMOHHOH
«HTepHeT» u
NIEKTPOHHYIO UH(OpPMaLMOHHO-
00pazoBaTeNbHYIO cpeny
obpazoBaTeNbHON OpraHu3auy, BeO-
KaMepBl, KOMMYHHMKAIIHOHHOE
obopyznoBanue, oOecreunBaroIiee
JIOCTYTI K CETH MHTEPHET (TIPOBOIHOE
COEIMHEHUE u GecnipoBotHOE
coenuHenue 1o texuonorun Wi-Fi)

CCTHU
JA0CTYIIOM B

Microsoft Windows 8, 10,
Microsoft Office Professional Plus

TTomemenue s
CaMOCTOSATEIbHOM paboTHI
oOyuaromuxcs (aym.213 A, 218
A)

MeGensb: yueOHast Mmebeb

Kommnekr CHeUaTu3upOBaHHON
MeOeIn: KOMITBIOTEPHBIE CTOJIBI
O6opynoBanue: KOMIIbIOTEpHAs
TEXHUKa C  TOAKIIOYEHHEM K
MHPOPMALTMOHHO-
KOMMYHHMKaIUOHHOMI
«HTepHET» 51
3JIEKTPOHHYO UH(POPMAITHOHHO-
00pa3oBaTeNbHYIO cpeny
00pa3oBaTeNbHOM OpraHu3anuy, Beo-

CeTH
JOCTYIIOM B

Microsoft Windows 8, 10,
Microsoft Office Professional Plus




KaM€Ephl, KOMMYHUKAIIUOHHOC

obopynoBanue, obecreynBaromiee
JIOCTYI K CETH MHTEpHET (IPOBOIHOE
COEeIUHEHNE u OecripoBoTHOE

coenuHenne 1o texnonaorud Wi-Fi)




