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1 Hesn n 3axa4M M3y4YeHUs JUCHHUILIMHBI (MOIYJIsST)

1.1 Ilean ocBOeHUSI TUCHUILIMHBI

Ilenp oCBOEHHS MAMCLUIUIMHBI 3aKIOYAEeTCd B OBJAJCHUU TEOpPUEH M IPAKTUKOU
mpolecca JT0KyMEHTallMOHHOTO oOecrieyeH s mpoliecca yrpapieHus: OU3HECOM MEXaHUYECKUM U
AIIEKTPOHHBIM CIIOCOOAMHU Ha OCHOBE TpeOOBaHMI HOPMATUBHO-TIPABOBBIX JIOKYMEHTOB.

1.2 3agaun AMCHUIIIMHEI

— 00y4YeHHE CTYJCHTOB 3HAHMSIM, YMEHHUSM W HaBbIKaM, HEOOXOJUMBIM B pabore ¢
JIOKyMEHTaMHU;

— BbIpabOTKa y CTYACHTOB CTPOTOr0 M HEYKOCHHUTEIBHOTO COOJIOACHUS HPUHIMIIOB
OpraHM3alu JOKYMEHTO000pOTa, B TOM YMCJE C MOAPA3JACICHUIMUA OpPraHU3aluu, BETyLIUMU
OyXTaJITePCKUH YYeT;

— IPUBUTHE MPAKTUYECKUX HABBIKOB PabOTHI CO CIyKEOHBIMU TIOKYMEHTaMH;

— TMOJy4YeHHe, COCTaBJeHHE, M3rOTOBJIECHUE, O(OpMIICHHE, Y4YET, OTIpaBKa, XpaHEHHE,
nepegavya U yHUYTOKEHUE IOKYMEHTOB U MaTepUAJIOB;

— o0yyeHue NpaBUJIaM COCTaBJIEHUS, O(QOPMIIEHUS U HCIIOJIb30BAHUS JIOKYMEHTOB,
CBSI3aHHBIX C JCSATENbHOCTBIO MPEANPUATUH, B TOM UHCIE C BHEITHEIKOHOMHYECKOM;

— O3HAKOMJICHUE CTYJEHTOB C OOLIMMH IMPUHLIMUIIAMU TOKYMEHTAllMOHHOIO 00eCcIeueHus
JEeSITeTLHOCTH MPEIIPUATHS, C TIOPSIKOM TOKYMEHTHPOBaHUS HH(pOpMAaIum;

— o0ydeHue crucTeMaTu3aluy HHGOPMAIIUY IO KATeTOPUSM U YPOBHSAM JOCTYIA K HEl;

— O3HaKOMJIGHHE C OpraHu3alueil paluoOHaJIbHOIO JBW)KEHHUS JOKYMEHTOB Ha
HOPEIIPUSITHH, B TOM YHUCJIE C KOHLIETILIMEN CO3/1aHusl JJIEKTPOHHOIO OHca;

— o0yueHHe KauyecTBEHHOM U ObicTpoii 00paboTke wuH(pOpMaLKMKU B  LEJAX
CBOEBPEMEHHOT'0 IPUHSTHUS COOTBETCTBYIOLINX YIIPABJIEHYECKUX PELICHUH, YCBOCHUIO IPABUI U
dbopM e0BOM U KOMMEPUYECKOU MEPENHICKY;

— BeIpa0OTKa YMEHHUS pabOTaTh ¢ MaTepHaIaMyd OTPaHUYEHHOTO AOCTYIIA.

1.3 MecTo aucuuminHbl (MOyJs) B CTPYKTYpe 00pa3oBaTeIbHOI NPOrpaMMbl

JucuumnnuHa «J{okyMeHTOBeeHHE U JIeJIOBOM TOKYMEHTOOOOPOT» OTHOCUTCS K YacTH,
dbopMupyeMoil yuacTHUKaMU 00pa3oBaTesIbHbIX OoTHOIIEHUH biioka 1 «/lucuumiannasl (MoLyn)»
yueOHoro 1uiaHa. B cooTBeTcTBUU ¢ pabouuM yueOHBIM IJIAHOM JUCLMIUIMHA M3ydaeTcs Ha 2
Kypce 110 O4HOH U Ha 2 Kypce 1o 3a04Hoi (popme oOyueHus. Bua mpoMexyTouHoi aTTectanuu:
3ayer.

JucuuninuHa 06a3upyeTcss Ha 3HAHUSAX, MOJYYEHHBIX CTYJIEHTaMH B PaMKaX OCBOEHUS
muciurinH:  «KoMmmbploTepHbIil  MpakTUKyM», «MupoBasi SKOHOMHKAa U MEXIYHApOIHBIC
IKOHOMHUYECKHE OTHOLICHUs», «PycCKuil S3bIK M OCHOBBI JICJNOBBIX KOMMYHHKaImiy, «Teopus
OyXraaTepckoro y4eTan, «HpOopMalMOHHO-KOMMYHHUKAIIMOHHbIE TEXHOJIOTUH B
npoecCHOHANBPHON JEesITeIbHOCTH» M SABJIsIeTCsl 0a30i Uil HM3ydeHHs Ha CIEAyIOUHX Kypcax
JTUCUHUIUTNH: «MEeHeIKMEHT», « Y TPaBICHUECKUN yueT».

1.4 IlepedeHb IUIAHMPYEMBIX Pe3yJbTATOB O0y4YeHHMs IO AUCHHUILINHE (MOAYJIIO),
COOTHECEHHBIX C IVIAHUPYEeMbIMH Pe3y/JIbTATAMH OCBOEHHS 00pa30BaTeJbLHOMH NPOrpaMMbl

W3yuenne paHHOM y4yeOHOW AMCUMIUIMHBI HANpaBlIeHO Ha (OPMHUPOBAHUE Y
00yJaroONUXCsl CICTYIOMNUX KOMITETSHITUN

Kona n naumeHoBanue
HHIUKaTOpa™ JOCTHKEHUS
KOMIIETEHIIUH

Pe3ynbTaThl 00y4ueHUs 0 AUCIUTIIIMHE

ITK-1 Cnioco6eH ocymecTBISTh BHEITHEIKOHOMHYECKYIO eI TeJIbHOCTh




3naet: 3akoHonarenscTBO Poccuiickoit denepanuu B obmacti
MaTepHaIbHO-TEXHUYECKOTO 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 JICJIOBOTO JJOKyMEHTO000pOTa OPraHU3aIiH, B TOM
JIOKyMEHT0000pOTa JUISl pELICHUS YyCcIIe 110 BHEITHEAKOHOMHUYECKOH e TebHOCTH;

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 IPOTrPaMMBbl AJIS
BEACHHS yUeTa, CHCTEMAaTH3allMH 1 aHAJIN3a JaHHbIX, COCTABICHUS 0a3
JAHHBIX, BEJICHUS JOKyMEHTO000pOTa, CIIPABOYHO-TIPABOBBIE CHCTEMBI,
pecypchl HHPOPMAIMOHHO-TEIEKOMMYHUKAIIMOHHOH ceTH «VHTepHeT»,
OPTTEXHHUKY.

Pe3ynbrartel 00ydeHHs NO AMCLUMIUIMHE JOCTUIAIOTCS B paMKax OCYIIECTBIIEHUS BCEX
BUJOB KOHTaKTHOH UM CaMOCTOATEJIbHOM paboThl O0OydyaromMXcsi B COOTBETCTBUU C
YTBEP)KJICHHBIM YUE€OHBIM IIJIAHOM.

WuaukaTtoppl  TOCTMXKEHUS  KOMIETEHIMH CUMTAlOTCS C(HOPMUPOBAHHBIMH  MpU
JOCTHXKEHUH COOTBETCTBYIOIUX UM PE3YJIbTATOB O0yUCHHMS.

2. CTpyKTYypa M coepkaHHue TUCHHUILINHBI

2.1 Pacnipenesienne TPYA0EMKOCTH JUCHUILIMHBI IO BHAaM padoT

Obmiast TpyI0EMKOCTh JAMCLUUIIIMHBI COCTABISEeT 2 3a4eTHBIX eauHulbl (72 dvaca), Ux
pacrpeziesieHue 1o BujaM paboT MPeICTaBICHO B TAOIHIIE

Bunst padot Bcero Dopma 00yueHHs
4acoB OuHast OYHO-3a0YHas
3 3
ceMecTp ceMecTp
(gacer) (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 camocrogrensHoi padotsl (KCP) 4 4
ITpomexyrounas arrecrarus (MKP) 0,2 0,2
CamocrosiTesibHasi padoTa, B TOM YHCJIe: 33,8 43,8
Pechepam (noocomosra) 14 14

CamocmosimenvHoe uzyuenue pasoenos, camono020mosKa
(npopabomka u nogmopenue 1eKYUoHH020 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

Oo6mas vac. 72 72

TPYAOEMKOCTh B TOM YHCJI€ KOHTAKTHAS 382 8.2
padora ' '
3a4. eff 2 2




2.2 ConepxxaHue QM CUUILTHHBI

Pacnipenenenue Bua0B yueOHOM pabOThI M UX TPYIOEMKOCTH IO Pa3esiaM IUCIUILIHHBL.

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

KonnuectBo 4acos
Bueayaut
No HammenoBanwme paznaenos (Tem) AyauTopHas opH};ﬁ
Bcero pabota
pabora
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. |PacmopsauTensHBIe TOKYMEHTHI 6 2 1 3
5. |JokymMeHTHpOBaHHE AEATEITFHOCTH KOJUICTHAIBHBIX OPTaHOB 6 2 1 3
6. HudopMamoHHO-CIPaBOYHBIE JOKYMEHTI 6 2 1 3
7. ConpoBOAHNTENEHBIE JOKYMEHTHI 6 1 2 3

Odopmirenne, 00paboTKa 1 XpaHEHHE TOKYMEHTAIIUH I10

BHEIIHEIKOHOMHUYECKOI AESATEIFHOCTH B COOTBETCTBUH C
8. RO 5,8 1 1 3,8

TpeOOBaHUAMH 3aKOHOAATENbCTBA Poccuiickoit Denepanyn u

MEXIYHapOIHBIX akToB. COBpEMEHHOE eJI0BOE 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

IpOLeCCaMH
13. |Caxyx0a TOKYMEHTaIMOHHOTO 00ECIICYCHNUS YIIPABICHHUS 4 1 1 2

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

KonTtpons camocrosrensroit pabots (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, U3ydaembie B 3 cemectpe 2 (kypce) (ouno-3aounas
dopma 0byuenus)

KonnuectBo yacos
Bueaynqu-
Ne HaumeHnoBanue pazaenos (Tem) AyRuTOpHas TOp}}IIaSI
Bcero pabora
pabora
J 113 JIP CPC
1 [Ipeamer, copepkanue U 3aJauul Kypca JOKyMEHTOBEACHUE U 3 05 05 2
) JIETI0BOM JJOKYMEHTO000POT ' '
2. JIOKyMEHTBI ¥ IIpaBuiia UX oopMIIeHHS 5 1 1 3
3. Oprasu3alluOHHO-IIPABOBBIE JOKYMEHTbI 6 1 1 4
4, PacniopsinuTenbHble TOKYMEHTBI 6 1 1 4
5. JIOKyMEeHTUpOBaHHE AEATEIbHOCTU KOJUIETHAIBHBIX OPraHoB 6 1 1 4
6. WHdopManmoHHO-CIIpaBOYHbIE JOKYMEHTHI 6 1 1 4
7. ConpoBoAUTENbHbIE JOKYMEHTHI 6 1 1 4
OdopmiteHne, 00paboTKa U XpaHEHHE JOKYMEHTAaIUH 110
BHELTHEAKOHOMHYECKO#1 JIeTeIbHOCTH B COOTBETCTBHUH C
8. RO 58 1 1 3,8
TpeboBaHUsAMU 3aKOHOIaTENbCTBA Poccuiickoit deaepanuu u
MEXKAyHapOIHbIX aKTOB. COBpEMEHHOE JIeJI0BOE IIHChMO
9. JIOKyMEHTBI KaJjpOBOH M OyXTanTepcKoil ciyKObI 5 1 1 3
10. |Opranusanusi paboThI C JOKyMEHTAMH 5 1 1 3
11. |ABToMmarun3amus TOKyMEHTOO00OpOTa 5 1 1 3




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

13. |Cnyx06a TOKYMEHTAIIMOHHOTO O0SCTICYCHNUS YIIPABICHHS 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 TPYA0EMKOCTb 10 TUCIUTUTHHE 72

[Tpumeuanue: JI — nekmuu, [13 — npaktudeckue 3ansaTus / cemuHapbl, JIP — maGoparopHbie
sansitusi, CPC — camoctosiTenbHast paboTa CTyIeHTa

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

HanmMmeHoBaHue pazzena (TEMBbl)

Coneprxkanue paszzena (TeMbl)

dopMa TeKy1ero
KOHTPOJIA

1. [ToHATHS «TOKYMEHT», «IOKYMEHTO000POT» U Kparkuii onpoc B
[Ipenmer, conepxanue u
SA1aYH KypCa «nokyMeHToBeeHue». PazButue nokymenra. CriocoOsl Hauase JIeKIIUU

P ., |IOKYMEHTHPOBaHUS U MaTepHaIbHbIE HOCUTEIH
JIOKYMEHTOBEJICHHUE U JIeTI0BOH .
nHpopmanuu. CBOHCTBA U PYHKIINH JOKYMEHTOB.
JIOKYMEHTO000POT
Knaccudukarus.

2. VYHudukanmus W CcTaHAApTH3amWs  yhpaBleHdeckux | Kparkwuii ompoc B
nokyMeHTOB.  [IpaBmma  odopMieHHS  JTOKYMEHTOB.| Hadale JICKITHMH
TpeboBanus K 0(pOpPMIICHHIO OpTraHU3aIMOHHO-

JIOKYMEHTHI 1 TIpaBHiIa HX
odpopMICHUS pacmopsauTeNbHEIX NOKyMeHTOB (CocTaB pEKBHU3UTOB
p JIOKYMEHTOB. TpeOoBaHUS K OGOPMIICHHIO PEKBU3UTOB.
UcnpaBnenuss B JoKymMeHTax. biaHku JOKYMEHTOB
MPEAIPUSITHS

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

JIOKyMEHTOB. YcTaB opraHuzauuu. IlonoxeHue o Hauaze JEKIUU
OpraHu3alliOHHO-TIPABOBBIE  |CTPYKTYpHOM Mojpa3jeneHun opraHusauuu IltatHoe
JIOKYMEHTBI pacnucaHue. IIpaBuna BHYTPEHHETO TPYAOBOTO

pacniopsiaka. VMHCTpyKUMM 1O  OTHENbHBIM  BHJAM

JIESTeTbHOCTH. JJOIKHOCTHBIC MHCTPYKIINU

4, Bunsr pacnopsautensHBIX ToOKyMeHTOB. Ocobennoctu| Kpartkuii ompoc B
Pacniopsiaurensabie AbL P pAI FOKYM P P
HOKYMEHTSI MOATOTOBKA W OQOpPMIICHHS  PaCIOPSOWTENBHBIX| Hadale JCKIHH

Y JTOKYMEHTOB.

5. OpraHu3annOHHO-TEXHUIECKUE MEPOTPUATHS mo| Kparkwii orpoc B
JlokyMeHTHpOBaHHE MOJATOTOBKE M TpOBeICHUIO coBemanuid. CTpyKTypa| Hadale JCKIUH
NESTeTbHOCTH KOJUIETHANTBHBIX |HOKIaJa M OTYeTa: Ha  COBEUIAHWHW, 3acelaHWH,

OpraHoB KoH(pepeHIIMM W T.J. TpeOoBaHHWS K COCTaBICHUIO U
0(hOPMIICHHIO TPOTOKOJIOB.

6. Bunpt nH(pOpPMaIMOHHO-CITPABOYHBIX JIokymeHToB. | KpaTkwuii onpoc B
Wudopmanuonno-crpasounbie |Odpopmierue crpaBok. OhopMiIeHHE TOKIAIHBIX 3alMCOK.| HAYaje JeKIHU
JIOKYMEHTBI Odopmiienne 00BACHUTENBHBIX 3amucok. OdopmieHue

akToB. OcoOeHHocTH TenedoHorpamm, (HaKCUMUIIBHOI
cBs3u. OcoOEHHOCTH MCTIOIb30BaHUS TeNeTalmna.

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

ConpoBoauTeIbHbIE
HOKYMEHTEI JIOKyMEHTOB TPOLIECCOB NEPEBO3KN paOOTHUKOB, IOCTABKU
Y TPY30B H YIIPaBJIEHHE KOPIIOPATUBHBIM TPAHCIIOPTOM
opranuzanyy. [loaroroBka foKyMeHTanuy st
MPOBEJICHUsI IIPOLIEAYP BHIOOpA MOCTABIIMKOB M 3aKYITKH.
8. |Odopmnenue, o6paboTka u IMpaBuna  odopmiuennsi, oOpabotkn wu  xpanenus| Kparkwuii orpoc B

XpaHeHue JOKYMEHTAIUH 110
BHEITHEIKOHOMUYECKOH
JIeSITEILHOCTH B COOTBETCTBUM
¢ TpeOOBaHUSAMH
3aKOHOIATEILCTBA

Poccuiickoit @enepanuu u

JIOKYMEHTAIINH 0 BHEIIHE3KOHOMUYECKOH IesTeTbHOCTH
B COOTBETCTBHH C TpeOOBaHMSAMH 3aKOHOIATEIbCTBA
Poccuiickoii ®enepauyu U MEXIyHAPOIHBIX aKTOB.
JlemoBoe mHMCHEMO B YCIOBHSIX yHUGUKaruu. llpaBmma
odopmiiernst genxoBoro nuchbma. HekoTopele Buaa muceM.
Me:xyHapoAHbIe THCHMA.

Havajie JEKIHU




MEXKYHAPOIHBIX aKTOB.
CoBpeMeHHOE AET0OBOE MMUCHEMO

9. Buner 1okyMeHTOB 1Mo JTHYHOMY cocTaBy. TpeboBanus k| Kpartkwmii ompoc B
odopmiieHHI0 TpynoBoro poropopa. OgopmieHne npreMa| Hadale JSKIIH
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 mocTymatomx JoKyMeHTOB. OOpabotka| Kpartkuit ompoc B
OTHpABJIIEMBIX  JOKYMEeHTOB. Ilopsnok  paboTbl  ¢| Havaie JIEKIHH
Opranuzanus paboThl ¢ BHYTPEHHUMH JOKYMEHTaMHu. Perucrpaunusi U KOHTPOJb
JIOKyMEHTaMH UCTIONIHEHUsI oKyMeHToB. DopmupoBanue n opopmieHue
nen. [lonroroBka IOKYMEHTOB K Iepeiauye Ha apXUBHOE
XpaHeHHe.

11. DJIeKTPOHHBIA JOKYMEHT. ABTOMaru3anusi coctasieHus|Kparkuii onpoc B
ABTOMaTu3anus JIOKYMEHTOB. ABTOMaTu3ays JIeTIONPON3BO/ICTBA. |HAYAJIE JICKIIHH
JOKyMEHTO000poTa Benenue 6a3bI JAHHBIX JOKyMEHTAINN o

BHEITHETOPTOBOMY KOHTPAKTY.

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

13. 3amaun W QyHKOUM CcIayxkObl JOKyMeHTarmoHHoro|KpaTkwuii ompoc B
Coty K6 JI0KyMCHTALHOHHOTO obecrieueHnss  yIpaBIICHHUS. Crpyktypa  ciryObI|Hadase JeKINU
oBecricueHys ynpaeHHs JIOKyMEHTAI[HOHHOT'0 ofecrieueHus: yrpasiienus. [IpaBa u

OTBETCTBEHHOCTb CITyKOBI JIOKYMEHTaI[HOHHOTO
o0ecrieyeHHs yIpaBJICHHsL.
2.3.2 3aHATHSA CEMHUHAPCKOI0 THNA (IPAKTHYECKHE 3AHATHS)
Ne HammeHnoBanue pa3ziena (TeMBbI) Temaruka 3aHATHI/PabOT Popwma Tekymero
KOHTPOJIS

1. |IIpenmer, conepkanue u IMonsitus  «uHbOpPMALMS» W «IOKYMEHT». PasBurme Pedepart-
3a/1a4y Kypca JIOKYMEHTA. Crioco0sl JIOKYMEHTHUPOBAHHUS u [Ipe3CHTALNS
JIOKyMEHTOBEJICHUE U JICJIOBOH |MaTepraibHble Hocutenu WH(opmauuu. CBoiicTBa H
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 nokymeHTOB.  OdopmileHHe  peKBH3HTOB  JEIOBBIX
TOKYMEHTOB (rpu¢ yTBEepXKICHHS, ajapecar, Tpud
COTJIACOBAHUS U T.JI.).
3. Pabora c ¢aitmamu, CcO3IaHHBIMH Ha TPEIBIIYIIEM Pedepar-
3ansaTun. OdopmiieHne OnaHKa JOKYMEHTa, HCIOJB3Ys| Mpe3eHTaIusl, Keic
COXpaHEHHBIE JIOTOTHII, JJIEMEHTHl PEKBH3HTOB. YCTaB,
OpraHu3anMoOHHO-TIPABOBBIE  |YUPEIUTENbHBIA JOTOBOp, MOJOKEHHE 00 OpraHu3aluy,
JIOKYMEHTBI MOJIOKEHHE O CTPYKTYPHOM IOJpa3/ieiIeH!H, MOJ0KEHHE
0 KOJUIETHAJIbHOM (coBemarebHOM oprase)
OpraHM3aiii, perjamMeHT, IITaTHOE  pacluCaHue,
WHCTPYKIIHUS, JOJDKHOCTHASI MHCTPYKIIHUSI.

4. IMpukasel. Co3nanue mWabIOHOB PUKA30B 10 Pedepar-
PacnopsiauTenbHbie OCHOBHOM JIESITENILHOCTH | T10 JINYHOMY COCTaBY Hpe3eHTalus, Kelc
JIOKYMEHTBI (mpononpHBIH O61aHK obmiero Buaa). [loctaHOBIEHUS;

PELICHUs; NPUKa3bl; PacIIOPSDKEHNUS; YKa3aHusI.

5. |doxymMeHTHUpOBaHWE [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
WHudopmanmoHHO-cIIpaBOYHbIE
JIOKYMEHTHI JIOKJIAJHBIX, OOBSICHUTENBHBIX 3alHCOK M CIIy>KeOHBIX
3anmcok. OdopmileHne crpaBKH, CO3JaHUe I[abJIoHA
JloBepeHHOcTH U pacriucku. Pakcel. TenedoHorpammsl.
7. o T —_— OdopmiieHre TOBapHO-TPAHCIIOPTHON HaKJIaTHOM, Pedepar- §
MyTEBOTO JIMCTA, IOTOBOPA Ha OKa3aHHE TPAHCHOPTHBIX | MPE3eHTALMs], Keic
JIOKYMEHTEI

YCIyr, MyTeBOro JucTa u T.1. HOI[FOTOBKEI




JIOKYMCHTAIMU [UTS IPOBEACHHUSI MPOLEAyp BbIOOpa
MTOCTABIIUKOB U 3aKYIIKH.

obecrneueHus YHpaBJICHUSA.

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 Poccuiickoii deneparyn "
¢ TpeOOBaHUAMU MEXIyHapoaHBIX akToB. CocTaBiieHHEe W O(OpMIICHHUE
3aKOHOAaTEIHCTBA JISIIOBOTO MHUCHMa, (hakC AUPEKTOPY, COCTaBUTH JAEIOBOE
Poccuiickoit ®enepanuu u MICHMO 3apyOeKHBIM MTapTHEPaM.

MEXIyHapOIHBIX aKTOB.
CoBpeMeHHOE JIEI0BOE
MHCHEMO
9. TpynoBsie TOTOBOPEI ¢ COTpYAHUKaMU. JIndHbIe Pedepar-
KapTO4YKH PaOOTHUKOB. TpynOBbIE KHIKKH. Hpe3eHTanus, Keic
YBenomiieHne paboTHUKOB O BEIOOpE (POPMBI TPYIOBOH
. kHWKKU. lllTaTHOE pacnucanue. JloIKHOCTHBIE
JlOKyMeHTHI KaipoBOH
i nHCTpyKuuy. [IpaBuia BHYTpEHHETO TPYI0BOTO
CITyK
Y pacniopsiaka. ['paduk oTmyckoB. 3asiBieHuHE.
Xapakrepuctuka. ABroduorpadus. Pesrome.
Odopmienne 3asBinerus. Co3naHue aBTOOHOrpapun 1
xapakrepucTuku. OpopmileHHE pe3roMe.

10. Opranuzanuss JAOKyMEHTOOOOpOTa Ha TMPEANPUATHH. Pedepar-
Opranuzanus padoThl C p Y P peArp (ep .
OKYMeHTAMIL Perucrpammss BXOOAIUX TOKYMEHTOB. PerucTparws| mpe3eHTamms, Keiic

Y HCXOJIAINX TOKYMEHTOB. .
11. CocraBieHHE B AJIEKTPOHHOM BHIE CXEMBI pabOTHI C Pedepar-

mokyMeHTamMu. Co3maHHe CaMOCTOSTEIBHO —00pasma| mpe3eHTamus, Keiic
OmaHKa eXKIeHUsI, B KOTOPOM BBl 00ydYaeTech.

ABTOMAaTH3AIHA YApexrA i P v
Co3gaHpe  JEKTPOHHOTO JKypHaJa B  TEKCTOBOM

JIOKYMEHT0000pOTa
penakTope IS PETHCTPAlUU BXOIAMIUX W HCXOISIIIAX
JIOKyMEHTOB. Benenne 0a3bl JaHHBIX JOKyMEHTAIMU IO
BHELTHETOPTOBOMY KOHTPAKTY.

12. TToKYMEHT00G0pOT B Cpoku XpaHEHHs HCIONHEHHBIX IENOBBIX JOKYMEHTOB. Pegepar-

Y P [MoaroroBka JOKYMEHTOB K crnade B apxuB. Co3[aTh| Mpe3eHTausl, Keic
OpraHM3aliy 1 yIPaBJICHUH
obpazenr 06moxkku nema, obpaszer; omucu Jena, obpasels
Ou3HEC-TIPOIIECCaMU. N
3aBEPUTEIIHLHON HAJIIIUCH.
13. 3amauyn W QYHKOUH CIYyXObl JOKYMEHTal[MOHHOTO Pedepar-
obecrieyeHus mpaBieHus.  CTpykTypa  CiIyXObI| mpe3eHTaIus, TeCT
Cnyx0a TOKyMEHTallHOHHOTO yip PYKTYP Y P T,
JIOKYMEHTAIIHOHHOTO o0ecTiedeHus1 yrpapieHus. [IpaBa u
oOecrieueHHs yIIpaBIICHS.
OTBETCTBCHHOCTh CITYKOBI JIOKYMEHTAIIMOHHOTO

3amuTa nabopatopHoi padotsl (JIP), Beimonnenue kypcosoro npoekra (KII), kypcoBoit
pabotel (KP), pacuetno-rpaduyeckoro 3amanus (PI'3), manmcanue pedeparta (P), scce (D),
kosutokBuyM (K), recruposanue (T) u T.1.

2.3.3 [IpumepHasi TeMaTHKa KypCOBBIX padoT (IIPOEKTOB)
KypcoBast paboTta 1o JaHHON AUCHUIUIMHE HE MPEAyCMOTpPEHA.

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

Hepequb y‘Ie6H0'MCTOﬂI/I‘{€CKOI‘O obecrneueHus JUCHUIIIIUHEI I10

KYpPCOBBIX paboT.

Ne Bug CPC BBINOJTHEHHIO CAMOCTOSTENILHOM PabOThl (6610pams 6 coomeememesuu ¢
suoom CPC)
1 3aHATHS JEKIMOHHOTO U |MeToAnYecKre yKazaHWs JUId IIOJrOTOBKM K 3aHSATHAM JICKIMOHHOTO U
CEeMHMHapCKOTo THUIIa CEMHHAPCKOro TUMa. YTBEp:KAeHbl Ha 3acenaHuu CoBeTa SKOHOMHUUYECKOTO
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
2 |IoarortoBka 3cce, pedeparos, | MeToanvecKue yKa3aHus Ui MOATOTOBKHU 3cce, pedepaToB, KypCOBBIX padorT.

VYrBepxkneHnsl Ha 3aceqannuu CoBera dskoHoMHUecKoro (akympreta OI'BOY
BO «Ky6I'Y». Ilporokon Ne 1 ot 30 aBrycra 2018 roma.. Pexxum moctyma:



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

https://www.kubsu.ru/ru/econ/metodicheskie-ukazaniya
3 Brinonnenue Mertonuueckue yKa3aHUs 110 BBINOJHEHHMIO CaMOCTOSITENILHOM paboThl
CaMOCTOSTENLHOM paboThl |0Oyuatomuxcs. YTBepkIeHbl Ha 3acegaHnu CoBeTa SKOHOMUYECKOTO
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 METOIBl  |MeToaMYecKHe yKa3aHHs 110 HHTEPAKTHBHBIM ~ METOIaM  OOyYeHHs.
00yueHUs 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 CaMOCTOSITEIbHONH pPabOThl OOydYaIOMIMXCS M3
YHCJla MHBAJIKU/IOB U JIUI C OTPaHUYEHHBIMU BO3MOXKHOCTSIMH 3710poBbsi (OB3) npenocrasnsiorcs
B hopMax, aJanTUPOBAHHBIX K OTPAHUYCHUSAM HX 37I0POBbS U BOCHPUATHS HH(OPMAITHH:

Jljia au11 ¢ HapyIICHUSIMU 3PEHUSL:

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

— B popMe IEKTPOHHOTO TIOKYMEHTA,

— B (opme ayamodaiina,

— B IIeyaTHOM opMe Ha s3bIke bpaiins.

JIist AL ¢ HapyIIeHUsIMU CIIyXa:

— B IIeYaTHOM opme,

— B (hopMe 2IEeKTPOHHOTO TOKYMEHTA.

Jjis U1 ¢ HapyIIeHUSIMA OTIOPHO-JBUTATEILHOTO ammapara:

— B mieyaTHOU hopme,

— B hopMe PIEKTPOHHOTO IOKYMEHTA,

— B (popme ayamodaiina.

JlaHHBIN TepeuyeHb MOXET ObITh KOHKPETU3MPOBAaH B 3aBUCUMOCTH OT KOHTHHICHTA
o0yyJaroumxcs.

3. OoOpa3oBaTe/ibHbIe TEXHOJIOTMH, NMPUMeHsieMble NPU OCBOCHHH IHCHUIMIHHBI
(MmonxyJis)

B xonme wu3yyeHus JOUCHMIUIMHBI TPEIYCMOTPEHO HCIOJIB30BAHHUE  CIICIYIOLIUX
00pa30oBaTeNbHBIX TEXHOJOTUH: JEKIUU, MPAKTHUYECKHUE 3aHSATHS, CaMOCTOsITeNbHas paboTa
CTYJICHTOB.

KomMmneTeHTHOCTHBIN MOAXOJ B paMKax IMpenojaBaHusl IUCUUILIMHBI peau3yercs B
WCIIOJIb30BAHUU MHTEPAKTUBHBIX TEXHOJOTUN B COUETAHUH C BHEAYTUTOPHOU pabOTOM.

NudopmanonHble  TEXHOIOTUH, TMPUMEHSEMbIE TPU HW3YYCHUHU JUCIMILTUHBI:
UCIIOJIb30BaHWe  WH(MOPMAIIMOHHBIX ~ PECypcoB,  JOCTYNHBIX B HWHGOPMAIMOHHO-
TEJIEKOMMYHUKAIIMOHHON ceTu HTepHeT.

AnantuBHbIe 00pa30BaTeNbHBIE TEXHOIOTUH, IPUMEHSIEMbIE PU U3YUCHUU TUCIUILTAHBI
— I8 JIMI C OTPAaHMYEHHBIMH BO3MOXXHOCTSIMH 3JI0POBBSI TPEIYCMOTPEHA OpraHU3aIus
KOHCYJIBTALIMI C UCTIOJIb30BAHUEM JIEKTPOHHOM MOYTHI.

4. OueHoYHBIE CpeACTBA IS TeKYylUIero KOHTPOJISI  YCHEeBAeMOCTH U
NMPOMEKYTOYHOM aTTecTalluu

OneHouHbIE CpeACTBa MpeIHA3HAYEHBbI NS KOHTPOJS M OLEHKH 00pa30BaTeIbHBIX
JIOCTUKEHHI oOydJaromxcs, OCBOUBIINX porpamMmmy y4aeOHOMH JUCIIMTUTUHBI
«/lokyMeHTOBeIeHHE U JeTOBOM JOKYMEHTOO0OPOTY.

OlLieHOUHBIE CPENCTBA BKIIOYAIOT KOHTPOJIbHBIE MATEPHAIIBI ISl TPOBEACHUS TEKYyLIero
KOHTPOJISA B JOPME TECTOBBIX 3aJaHUM, pedepaToB-MPE3CHTALINN, KEWCOB U MPOMEKYTOUHOM
arrecTauuu B popMe BOIIPOCOB K 3aYETy.

CTpyKTypa OllEHOYHBIX CPEJICTB JI TEKYlIeil M MPOMEKYTOYHOH aTTecTaluu

Kon u HanmeHoBanue HaunmMmeHoBaHME OLIEHOUHOIO CPEACTBA
PesynbraTel 00yueHns

HMHIUKATOpa . IIpomexyTrounas
p (B cootBercTBHH C 1. 1.4) Texkylmuil KOHTPOJIb P .

/1
(B cooTBeTcTBUH C 1. 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
JOKYMEHTO0000pOTa IS
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
JOKYMEHTOBEACHHUS H JICIOBOTO
JOKYMEHTO000poTa
OpTaHM3aIiH, a TAKKE
pa3paboTku 1 ohopMIICHUS
JIOKyMEHTaIH

Omnpoc, pedepat-
MIpe3eHTALMs], KEHC, TECT

Bomnpoc Ha
3a4ere
1-28

Ywmeer: PazpabarsiBath 1
BHEJIPATH JIOKAJIbHBIE
HOPMaTHBHBIE aKThl U
peryIaMeHTHPYIOIIHE
JIOKYMEHTHI 00IIEeTO 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
BHEUIHE3KOHOMUYECKON
JICSITETIbHOCTH

Omnpoc, pedepat-
Hpe3eHTaLHs, Keic, TeCT

Bomnpoc Ha
3ayere

29-48

TpynoBoe aelicTue:
OdopmisieT TOKYMEHTAIIUIO, B
TOM YHCIIE 10
BHEITHEDKOHOMUYECKOM
NIEITEILHOCTH B COOTBETCTBUH
¢ TpeOOBaHUAMHU
3aKOHOJaTeNIbeTBa Poccuiickoi
Denepanuu 1 MEXTYHAPOTHBIX
aKTOB

Omnpoc, pedepat-
TIpE3EHTAINsA, Keic, TeCT

Bompoc Ha
3aueTe

1-28

Tpynosoe aelicTeue:
Hcnonb3yeT KOMIbIOTEPHBIE
MIPOTPaMMBI JUTS BEACHUS
ydeTa, CHCTeMaTH3alud |
aHaM3a JaHHbBIX, COCTABJICHUS
6a3 TaHHBIX, BEACHUS
JIOKyMEHT0000poTa,
CIPaBOYHO-IIPABOBBIE
CHUCTEMBI, PECYPCHI
HHPOPMALMOHHO-
TEIeKOMMYHHUKAIIMIOHHOHN CeTH
«/IHTEpHETY, OPITEXHUKY

Ompoc, pedepar-
IIpEe3eHTalMs], KEHe

Bomnpoc Ha
3a4eTe
29-48

TunoBbie KOHTPOJIbHbIE 32JaHUS] MM HHbIE MaTepUAJIbl, He00X0ANMBIE /IJIl OLleHKH
3HAHMIi, yMEHUI1, HABBIKOB U (MJIH) ONBITA AeATEJbHOCTH, XapPAKTEPU3YOIIHUX ITANbI
¢GopMupoBaHus KOMIIETEeHIMI B IIpollecce 0CBOCHUS 00Pa30BaTeILHON MPOrpaMMbl
Ilpumepnulit nepeuens 60npocos u 3a0anuil
Pecpepam
Temamuka pegpepamog
1. CymHocte u TpeOOBaHUS COBPEMEHHOTO JenonpousBojcTBa. Ponbp uHbopmanuu B
yIpaBIeHYECKON JeATeIbHOCTH opraHu3anuu. JlokyMeHT u ero GyHKuuU. YHUUIHPOBAHHAS
CUCTeMa JOKYMEHTAaLUH.
2. Buapl TOKyMEHTOB | UX Kiaccudukanus. Y HuUKaus u cTaHAapTH3AIuS.
3. CoBpeMeHHOE ToCYyIapCTBEHHOE peryaupoBanue aenonpousBoactea ECIOY.



4. 3amaun 1 QyHKIUH CIY>KOBI IETONPOU3BO/ICTBA.

5. Tpe6oBanusa x cocraBnennio u opopmienuto OPJI. Tlonstue m cocraB pexBu3utoB OPJ]
['OCT P.6.- 30.2003

6. OCOOEHHOCTM TOJATOTOBKM M O(OpPMIIEHUS OpraHU3alMOHHBIX JIOKYMEHTOB (yCTaB,
YUPEAUTETbHBIA JIOTOBOP, JODKHOCTHAS HWHCTPYKIIHS, TOJOXKEHUE, IITAaTHOE paclHCaHue,
CTPYKTYypa U IITaTHAs! YUCICHHOCTD).

7. OcoOEHHOCTH TOATOTOBKH M O(GOPMIICHHS PaACIOPSIIUTEIbHBIX JIOKYMEHTOB (TIPHKa3 II0
OCHOBHOI1 J1eATeIbHOCTH, YKa3aHHE, TOCTAaHOBIICHUE, PACIIOPSIKEHUE U PEILICHUE).

8. CocraBnenue u odopmieHue MHPOPMAIMOHHO-CIIPABOYHBIX JOKYMEHTOB (aKT, MPOTOKOI,
JOKJIaiHas, OOBSICHUTEIbHAS U CITy>KEeOHAsl 3aIICKH).

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

10. KangpoBas ciyx06a. PernmameHnTanus ee 1eATeIbHOCTH.

11. JIokyMeHTBI MO YCTaHOBIIEHHIO TPYIOBBIX MpaBooTHOIIeHUH. OdopmieHne mpuka3oB IO
JUYHOMY COCTaBY, TPYJIOBBIX KOHTPAKTOB, TPYIOBBIX KHUKEK, JIMUYHBIX KaPTOUECK.

12. OcoOGeHHOCTH COCTaBICHHS U OPOPMIICHUS JTMYHOTO JIeyIa.

13. Dnextponnslii opuc. CoBpemeHHble WH(GOPMALMOHHBIE TEXHOJOTHH, HCIIOJIb3yeMbIe B
JIOKYMEHTAI[MOHHOM OOECTICUCHUH YITPABJICHUS.

14. CtaHoBNIEHUE U PA3BUTHE IOHATHUSA «JIEKTPOHHBIN TOKYMEHT».

15. TIpobnema npuaaHus OPUINICCKON CHITBI JICKTPOHHBIM JJOKYMEHTAM.

16. DneKTpOoHHBINA JOKYMEHTOOOOPOT U €0 OTJIMYHE OT aBTOMATU3allUHU JAETONPOU3BO/ICTBA.

17. HopmaTuBHOE MPaBOBOE U METOJNYECKOE 00ECIIeUeHUE FIEKTPOHHOTO JOKYMEHTO000POTA.
18. MHOrokpuTepHalbHbIil MOIXO0J K MpoOiieMy BbIOOpa ¥ ONTUMHU3ALMU AamlapaTHO-
MPOrPaMMHBIX KOMIUIEKCOB: CYIIIHOCTh, OCHOBHBIC JTaIlbI.

19. [IpoGnembl TpaAULIMOHHBIX TEXHOJOTHHA JOKYMEHTAIIMOHHOTO O00ECIeYeHUs YIpaBICHUS U
X 00bCKTUBHBIC TIPUINHEI.

20. IIpoGmemMbl W TEPCHEKTHUBHI PACHIMPEHUS HWCIOJIb30BAHUSA CHCTEM aBTOMAaTHU3AlUU
JIEJIONPOU3BOJICTBA U JOKYMEHTOO0O0pOTA.

21. JKuzHeHHBI NMKJI TporpamMmMHOro obecredeHuss WH(GOPMAIMOHHOW CHCTEMBI U €ro
cTpykTypa. OCHOBHEIE, BCIIOMOTATEIILHBIC H OPTraHU3aI[MOHHBIC TPOIIECCHI.

22. Mopenu >KU3HEHHOTO IIMKJIA TMPOTPAMMHOTO OOecTeueHus: KacKajaHas, MOdTalrHas,
CriUpajbHasl.

23. dynkunoHanbHbIe Bo3MoxHOCcTH Microsoft Office u ee mpunoxeHuit.

24. Peanu3zaiusi TUTIOBBIX 3a]1a4 IETIONPOM3BO/ICTBA Ha npuMepe nakera MS Office.

25. OpraHu3alMOHHbIE W TEXHHYECKHE MPOOJIEMbl KOHTPOJS 3a HCHOJHEHHEM TOKYMEHTOB.
Bo3moxHOCTH peanu3aiuy KOHTPOJIS UCIIOJTHEHMSI TOKyMEeHTOB B cpene MS Office.

26. Bo3MOXHOCTH CO37aHHSI KOMIIO3MIIMOHHBIX TOKyMEHTOB B cpene MS Office. [Ipuniun
CBSI3BIBAHUS U BCTPAWBaHUS 00BEKTOB. [[pHHIINTT TMHAMUYECKOTO OOMEHA TaHHBIMHU.

27. HopmaTuBHBIE TIPaBOBbIE aKThl, PErJIAMEHTHUPYIOIIUX MPOLIECChl BHEAPEHUS U
UCTIONIb30BaHUsI  MH()OPMAIMOHHBIX  TEXHOJOTHH B  JIOKYMCHTAIIMOHHOM  OOCCIICUCHUU
yIpaBIeHUsI.

28. HopMaTHBHO-METOJWYECKHE JOKYMEHTBI, PETIAMEHTHUPYIOMUX TIPOIECCHl BHEAPEHUS W
UCIIONIb30BaHUsl  MH()OPMAIIMOHHBIX  TEXHOJOTHMH B  JIOKYMEHTAllMOHHOM  OOecleueHuun
yIpaBIeHUSI.

29. Bo3moxHbIe chepsl UCTOIB30BAHUS COBPEMEHHBIX HH(POPMAIIMOHHBIX TEXHOJOTHH B B
JIOKYMEHTAITMOHHOM OOECTICUCHUH YITPABJICHUS.

30. Llenu u 3a1a4n BHEAPEHUS DIIEKTPOHHOTO IOKYMEHTOO00pOTa B OpTraHU3AIUSX.

Keiicol
1. CocraButh akT peBusuu kaccel npeanpuarus TOO "Cnaprak" Ne 15 or 14.03.20 .

OcHoBanueMm sBisieTcss mpukaz jgupekropa Nel65 or 13.03.20  .B cocraB Komuccuu,
npoBodiel peBusuto BXxoasT: [Ipencenarens - 3am. qupexropa C.H. KoznoB UneHnsl koMuccuu:



1. I'n. ©yxranrep H.M. Porosa 2. Cr. Oyxranrep 3.A. OpnoBa 3. Byxrantep O.U. Yuaesa
[TpucyrcrBoBaym: 3am. ria. oyxrantepa ['.H. Kopones kaccup B.M. MakcumoBa PeBusust Oblna
nposeneHa B nepuon ¢ 14.03.20  mo 16.03.20 B pesynbTare NpOBEACHHON pPEBU3UU
ycTaHoBieHO: 1. OcTaTok HaJIMYHBIX JIEHEr B Kacce 1o coctosHuto Ha 14.03.20  cormacHo
KacCOBOW KHHUTHM W JIaHHBIM OYXTaJTepcKoro ydera aoibkeH coctaBisate 5000 py6. 2.
®DakTHYECKUI OCTAaTOK HAJIWYHBIX JIeHer B kacce cocrtapisier 4800 py06. Hemocraua aeHer B
kacce - 200 py6. 3. Hemocraua HalM4HBIX JEHET B Kacce oOpa3oBaiach 1o 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 OOBSCHUTEIbHYIO 3aITUCKY MMHCATh HE HY)XHO,
HEOOXOMMO B TEKCTE aKTa CHeNaTh MOMETKY O HaIW4YuM mnpuioxkeHwil.) Odopmuts rpud
yrBepxkaeHus: aupekrop A.A. bepkyr, mara yreepknenus 18.03.20 . Odopmuth pekBU3UT
"OTMETKa 0 HampaBJIeHUH JTOKyMeHTa B fieno" Mcnonnurens B.A. Anykun nara 25.03.20 .

2. CocraBbTe mucbMo — npuriamenue Ne 544 or 10.07.20  mo cn. ganaeiM: MHCTHUTYT
TOYHBIX MPUOOPOB TOCHUIAET MUCbMO — mpuriamenue aupektopy LHHUU «IIpomereii»
Koncrantuny CepreeBuuy ¢ NpUIiali€HUEM IIOCETUTh MEXIYHAPOIHYIO CIIEHUATU3UPOBAHHYIO
BBICTaBKY «KOHOMHS MATE€PUATbHBIX U TOILUIMBHO-IHEPI€TUUECKUX PECYPCOB B CTPOUTEILCTBE
U IPOMBILIEHHOCTH». BbicTaBka cocTouTcs B I. MOCKBa B MaBHJIbOHE BBICTABOYHOI'O IIEHTPA Ha
KpacHnoii [Ipecne 18 aBrycta 20 roama ¢ 9.00 mo 20.00. Aapec UHCTHTYTa TOYHBIX TPUOOPOB T.
Mocksa yin. IlnexanoBa 36, ten. 237-87-77. JQupektop mHCTHTYTa TOouHBIX mpuobopoB C. K.
Ceprees.

3. B cootBerctBuM ¢ Pacnopsbkennem Munuctpa ot 04.03.20  Ne 115 «OO0 ycunenun
IIPOTUBOMNOXKAPHON 0€30IaCHOCTM M YCHUJICHUM OXpaHbl B IEpPUOJ MPA3THUYHBIX JHEW»
coctaBuTh npuka3 Ne 245 ot 06.03.20  wu3panHbld aupekTopoM HaydHO-IpOM3BOICTBEHHOIO
oobenuuenust «Arporpudop» r. MockBel M.JI. TankunbiM. B pacnopsauTensHOM yacTu
BeIIeIUTh 4 myHkTa: 1. OO0 opranuzamuu yoopku Tepputopuu oowveauHeHus 2. O mposepke
COCTOSIHUS 3JIeKTporpoBoAKU 3. O mpenocTaBIeHUN B CEKpeTapuaT I'€HEpaIbHOTO JUPEKTOpa
CIMCKAa COTPYIHUKOB, NpeObIBaHME KOTOPHIX HEOOXOAMMO Ha TEPPUTOPUU OOBEIWHEHHS B
npa3aHuuHble JHU 4. KOHTposib 3a HCHOJHEHHEM BO3JIaraeTcsi Ha TIJIABHOTO HWHXKEHepa
oobenuHenus [1.P. JKaposa. Kaxnelii myHKT paccMoTperh mo cxeme «Komy?», «UTo Hy»KHO
caenath?», «/lo xakoro cpoka?». Hampumep, x n.1 3aBemyromemy cknagom O.H. Hukutuny
opranuzoBaTh yOopky Ttepputopuu ao 07.03.20 . IIpoctaBuTh BHM3y IJIaBHOTO HH)KEHEpA.
[TocraButh oTMeTKY 00 ucnionauTene. Mcrmomuaurenem sisisiercst ConobeBa Tenedon 302-34-56.

IIpumep TecTOBBIX 3a1aHUI

1. YTo HEe OTHOCUTCS K YUPEIUTENIbHBIM IOKYMEHTaM I0OpUANYECKOT0 Jinia’?

— IIpoTokon cobpaHust yupeauTenei;

— VYcras;

— YupeauTenbHbIid 10Tr0BOP.

2. IlonoxeHne 0 CTpYKTYPHOM MOJpa3IeIeHUHN — 3TO:

— MPaBOBOH aKT, KOTOPBIM yCTaHABIMBAET CTATYC, PYHKIUH, [TpaBa, 0053aHHOCTH U
OTBETCTBEHHOCTb CTPYKTYPHBIX MOAPA3ACIICHUNA NI UHBIX OPTraHOB;

— MPaBOBOH aKT, KOTOPBIH OMpeessieT CTaTyc OpraHnu3aluy, ee 3a1a4u U GyHKINY, [IpaBa,
OTBETCTBEHHOCTh, OPSIOK JEATEIbHOCTH;

— JIOTOBOP, CTOPOHBI KOTOPOTO 00SI3yIOTCS CO3/1aTh IOPUANYECKOE JIUIO U YCTaHABIMBAIOT
MOPSIOK COBMECTHOM JIEATEIBHOCTH 110 TaHHOMY (DaKTy.

3. J1aToil 10JPKHOCTHOM MHCTPYKIIMHU SBJISIETCS aTa:

— €€ yTBEepKICHUS;

— €€ COCTAaBJICHUS,;



— O3HAKOMIICHUS C HeW paboTHUKA.

4. IIpaBOBOIi aKT, B KOTOPOM OTOOpa)KaeTcs MOPSAIOK ACSITSIBHOCTA PYKOBOJICTBA OPTaHU3AINH,
a paBHO KOJIJIETHAJIBHOI'O WJIM COBEIIATEIBHOIO OpraHa — 3TO:

— PErJIaMeHT;

— IITaTHOE PaclHCaHUE;

— yCTasB.

5. Ilo cdepe cBoero neicTBUS pacOPsAUTENbHBIE JOKYMEHTHI ACTSATCS Ha!

— ¢eaepanbHOrO YpOBHS, pErHOHAIBHOTO YPOBHS, PABOBBIE AKThI OPraHU3alINIA;

— KOJUICKTUBHBIC U UHAUBUYaJbHBIC;

— IPaBOBbIEC aKThl OPraHU3AIH, TPABOBbBIE AKThl UX CTPYKTYPHBIX MOAPA3/IEICHUA.

6. Pacniopsixenue uznaercs:

+ € IUHOJINYHO;

— KOJIJIETUAJIBHO;

— B YCJIOBHSIX BEJOMCTBEHHOI'O PETYIUPOBAHUS.

7. Konus yactu JOKyMEHTa, KOTOpas 3aBEpEHA B ONPEACICHHOM MOPSIKE, 3TO:

— BBINHCKA,

— DIICKTPOHHAS KOTIUS;

— nyOnuKar.

8. He siBnsieTcs TOKYMEHTOM, KOTOPBIN HHUITUUPYET PEIICHUE:

— IIPOEKT JOKYMEHTA;

— 3aKJIIOYEHHUE;

— JIOKJIaJHasl 3aIIiCKa.

9. UeM BHeIIHE OTIMYAETCS IPOEKT JOKYMEHTA OT €0 OKOHYATEJIbHOIO BapraHTa’?

— Haanucero «poeKkT» B BEpXHEM I0JIE CIIPaBa;

— IIpoekT He 00s3aTenbHO 0OPOPMIIATE B TaKOH ke hopMe, Kak Oy TyIuii JOKYMEHT, JOCTaTOYHO
CaMoro TeKCTa;

— IIpoekTt odopmisieTcs Ha CrieUaTbHOM OJIaHKe.

10. Kakast yacTb NOCTaHOBIIEHUS COAECPKUT HOPMATUBHBIE MOJOKEHUS WIIA TOPYUEHUS?

— PacnopsiaurenpHas;

— Koncrarupyromasi;

— BBogHas.

11. B coctaB uHhOpManimoHHO-CIPABOYHBIX JOKYMEHTOB HE BXOJIUT:

— yKa3aHHUe;

— JOKJIa/IHAasl 3aIMCKa;

— CBOJIKA.

12. Bua uadopmanroHHO-CIIPaBOYHON JOKYMEHTAIUH, SIBJISIOIIEHCS CIOCOOOM OTepaTUBHOTO
MH(OPMaLlMOHHOTO 00MEHa MEKy OpraHU3allusIMHU, Ha3bIBACTCS:

— IIEPEIUCKOH;

— IOKyMEHTAIUEH I CITy>KeOHOTO TT0JIb30BAHUS;

— CTaTUCTUYECKON OTUETHOCTBIO.

13. Yro npencraBiseT coOoii 3asBIeHNE B TJOKYMEHTOOOOPOTE OpraHU3aINH?

— OT0 TOKYMEHT, KOTOPBIN aJipEeCOBAaH JOIKHOCTHOMY JIUIY B COAECPKHUT KaKyI-IN00 MPOChOy
paboTHUKA;

— DTO TOKYMEHT C MPeNI0KEHUEM HAa3HAYUTh, IEPEMECTUTh WM MOOLIPUTh PAOOTHHKA;

— DTO JOKYMEHT, OOBSICHSIOIIUA MPUINHBI CITYUHBIIETOCS, KOTOPBIM COCTaBIIsAeT paOOTHUK Ha
UM PYKOBOJIUTEIIS.

14. Yro He sBnseTCS MPU3HAKOM aKTa?

— cocTaBJIeHHE B CBOOOIHOM (hopme;

— ycTaHoOBJIeHHE (PaKTUYECKOTO COCTOSIHUE JIeTT M OTPA’KEHUE €T0 B aKTE;

— KOJUIETUAJIbHOCTh COCTABIICHUS.



15. JIOKyMeHTbI, KOTOpPbIE U3/IaHbl BHYTPU YUPEXKJICHUS U OTIIPABIICHBI 32 €r0 MPeAebl s
PYKOBOJICTBA HHYKECTOSAIUM OpraHaM yMpaBJeHUs MO0 B LENSIX UCTIOTHEHHSI MUCbMEHHBIX
YKa3aHWH BbICLIEH NHCTAaHLIUH, HA3bIBAKOTCA:

— UCXOSILIUMU JTOKYMEHTaMH;

— BXOJISIIIIUMH JIOKYMEHTaMU;

— MEPEMUCKOMN.

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

— HOJTrOTOBKY IPOEKTa TOKyMEHTa, HA0Op U pacreyaTKy TeKCTa MPOeKTa, KOPPEKTUPOBKY
CoJIepKaHusl JOKYMEHTA TOCJIe COTTIacoBaHus, opopMiieHHe (PUHATHFHOTO BapUaHTa JOKYMEHTA;
— IpeoCTaBICHUE pacredyaTaHHOTO MPOEKTa JOKYMEHTa PYKOBOIUTEIIO Ha COTJIAaCOBAHUE,
YCTpaHEHHE HETOYHOCTEH, HA0OP OKOHYATEIHHOTO JIOKYMEHTA;

— COCTaBJICHHE JJOKYMEHTa Cpa3y B OKOHYATEIIbHOM BapUaHTE, €ro MOANKUCAHNE Y PYKOBOAUTETIS,
OTMpPaBKa JOKYMEHTa aJipecary.

17. Korna 1OKyMEHT SIBJISIETCSL KCTIOJIHEHHBIM?

— Korpaa paccMarpuBaeMblii B JOKYMEHTE BOIIPOC pa3pelieH MOTHOCTHIO U NIEPENHUCKA [0 HEMY
3aBEpIIICHA;

— Kak TosbKko TOKyMEHTY MPHUCBOEH PErUCTPALIMOHHBIN HOMED;

— Korna n1okyMeHT 1oty4eH KOHEYHBIM a/IpeCcaToM.

18. Kakue pa3mepbl mpuTOB PEKOMEHIYETCS UCITOJIB30BATh MTPH 0(OPMIICHUH JOKYyMEHTOB
coriacuo 'OCT P 7.0.97-20167

—Ne 12, Ne 13, Ne 14;

—Ne 12, Ne 14, Ne 16;

—Ne 11, Ne 12, Ne 14,

19. Ludposoii unu OykBeHHO-LUPPOBOM UACHTHPHUKATOP JOKYMEHTA, BKIIFOUAIOIIUI
MOPSIIKOBBIM HOMEP, TOMOJIHSIEMBIH 110 KEJIAHUI0 MHACKCAMHU COTJIACHO MCIOJIb3yEeMbIM
KJ1accu(uKaTopaM, Ha3bIBACTCS:

— pEerucTparMOHHBIM HOMEPOM JIOKYMEHTA;

— rpudowm;

— JIaTOM JTOKYMEHTA.

20. Kakoit ¢popmar 6ymaru UCroib3yeTcs Al U3TOTOBJICHUS OJAaHKOB PE30TFOIIMIA?

— A5, A6;

— A4, AS;

— A6, A4,

21. Hocutenem nHpopManuu sBIsSeTC:

— MaTepualbHbI 00BEKT, KOTOPHIN HYXeH JUIsl PUKCAIIH, XpaHEeHUs (M BOCIIPOU3BEIECHNUS)
peueBoil, 3BYKOBOW WIJIM U300pa3UTeNbHON HH(pOpMalny;

— co3/aTeNb IOKYMEHTA;

— CTPYKTYpPHOE MOipa3/iesieHre, BRIMONHSONIee (YHKITUH 110 BEACHHUIO TOKYyMEHTOO00pOoTa.
22. CBOMCTBO IOKYMEHTa MOATBEPKIATH JACIOBYIO IEATEIbHOCTD JIMOO COOBITHE JIMYHOTO
Xapaxkrepa — 3To:

— IOpUINYECKast 3HAYMMOCTD IOKYMEHTA;

— IOpUMYECKas Cujla JOKYMEHTa,

— ayTEeHTHYHOCT.

23. TUNOBBIM CPOKOM HCIIOTHEHUS JOKYMEHTA Ha3bIBACTCS:

— CPOK MCTIOJIHEHHUS IOKYMEHTa COTJIACHO HOPMATHBHO-TIPABOBOMY aKTY,

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

— CPOK UCTIOJTHEHUS], YCTAHOBICHHBIN CIIOKHUBIIUMCS B OPTaHU3AI[UU O0BIYaeM.

24. CipaBOYHUK, COAEpIKAITUI CBeJeHUs 0 (OHIAX apXUBa U MPETHASHAYCHHBIN IS
03HAKOMIJIEHHUSI C UX COCTABOM U COAEPKAaHUEM — 3TO:

— apXUBHBINA MMyTEBOUTEIb,

— apXUBHBINA CIIPABOYHUK;



— apXMUBHBIN yKa3aTellb.

25. YaudunupoBanHO#H HOpMON JOKYMEHTA SIBIISIETCS:

— GopMyIIsAp TOKyMEHTa ONPEAEICHHOTO BU/Ia, KOTOPBIH COAEPKUT IMMOCTOSHHYIO YacTh TEKCTa;
— OyMa)kKHBIN WM SJIEKTPOHHBIN 1IA0JIOH C PEKBU3UTAMHU, TI0 KOTOPHIM OIPEEIISIETCS aBTOP
o(pHUIIMANTBHOTO TOKYMEHTA;

— PEKBU3HUT O COTJIACHM OpPraHU3alliU, KOTOPasi He SBISETCS aBTOPOM JJOKYMEHTa, C €ro
COJIEp’KaHUEM.

26. KakoBa jyiiHa caMOi JIJTMHHOW CTPOKH PEKBU3UTA MPH YIIIOBOM PACIIOJIOKEHUHN
PEKBU3UTOB?

— He 6onee 7,5 cM;

— He 6onee 12,5 cm;

— He Gonee 10 cm.

27. PeKBU3UT TOKYMEHTa — 3TO:

— 351IeMeHT 0(hOpMIICHUS TOKYMEHTA;

— PETUCTPALIMOHHBIN HOMEP TOKYMEHTA;

— CBEJICHHUS O JIaTe€ W UCIIOJIHUTENE TOKYMEHTA.

28. Bxonsmumii JOKYMEHT IPOXOIUT CIIETYIOIIIE ITarbl 00paboTKH:

— COIPOBOX/ICHHE U JIOCTaBKa C MOYTHI, IEpBUYHAs 00pabOoTKa, perucTpaius, NoAroToBKa Ha
JIOKJIaJl, pACCMOTPEHHE U 0POPMIIEHUE PE3OJIIOLIUIN, pErUCTpaLUs PE30JIOLUY, IOCTAHOBKA Ha
KOHTPOJIb UCIIOJIHEHUS, OTIIPABKa Ha UCIIOJIHEHUE, UCTIOIHEHNE U KOHTPOIIb 32 HUM, IPUEM
MCIIOJIHEHHOT'O JOKYMEHTA, CHATHE C KOHTPOJIS, IOMELIEHHE NCIIOJIHEHHOTO JOKYMEHTA B JIEJI0,
paboTa ¢ HUM, TEeKyIIee U apXUBHOE XpaHEHHE, YHUUTOKEHUE U CIIHCAHUE;

— YCTaHOBJIEHHE KOHKPETHOI'O a/ipecaTa JOKyMEHTa B OpraHU3aliu, pErucTpalus JOKyMEHTa 110
BXOJIAIINM JXKypHaiaMm, repeaadya JOKyMeHTa ajipecaTy, yKa3aHHOMY €ro B TEKCTE, YCTAHOBJICHHE
CPOKOB HCIIOJIHEHUS IOKYMEHTA, UCIIOJTHEHUE TJOKYMEHTA, IPOBEPKA pPe3yIbTaTOB UCIIOJIHEHUS,
MOMEIIEHUE IOKYMEHTa B HOMEHKJIATYPHOE JIeJI0 U TOCIeAYIONIasl cjlavya B apXuB,

— perucrpanus J0KyMeHTa 110 BXOJSIIeH KOPPECIOHIEHINH, [Tepeiada ero pyKOBOIUTEIIO IS
OIpeEIICHUs UCTIOHUTENS, Iepeaaya J0KyMEHTa HETOCPEACTBEHHOMY MCIIOJIHUTEIIO,
KOHTPOJIb 3a UCIIOJIHEHUEM JIOKYMEHTA, UCIIOJIHEHUE IOKYMEHTA, IPUEM PE3yJIbTaTOB
UCTIOJIHEHUS pyKOBOJIUTENIEM, OTMETKA 00 MCIIOJIHEHUH B CIIELIMATbHOM XXYypHaje, ciada
JIOKYMEHTa B apXUB.

29. IlpenBapuTenbHbINA TEKCT JOKYMEHTA, KOTOPBI JTUYHO TOTOBUT UCTIOTHUTENb WM
COMCIIOJIHUTENb IOKYMEHTA, 3TO:

— IIPOEKT JOKYMEHTA;

— DK3EMIUISIP JOKYMEHTA;

— KOTHUS JOKYMEHTA.

30. Jlemonpou3BOACTBO — ATO:

— JIeATeNILHOCTD 10 IOKYMEHTHPOBAHHUIO, TOKYMEHTOOOOPOTY, OTIEPaTUBHOMY XPAHEHUIO U
HCIIOJIb30BAaHUIO JOKYMEHTOB;

— MpoLEeAYypa CO3/IaHUs, TUPAKUPOBAHUS U PETUCTPALIMM BXOJSAIIEH U UCXOAsIIeH
JIOKYMEHTAIlUU OpraHU3allkH;

— HETOCPEICTBEHHOE CO3/[aHKe O(DUIIHAIBHBIX IOKYMEHTOB Ha MPEIIPUATHH.

3a4eTHO-IK3aMeHAIMOHHBbIC MaTePHAJIbI 1JIsl IPOMEKYTOYHOM aTTecTaluu (3a4eT)
1. TloHATHS «IOKYyMEHTOOOOPOT», «TOKYMEHT» U «IOKYMEHTOBEACHUE». Pa3BuTHE JOKyMEHTA.
Crioco0b! TOKyMEHTHPOBAHUS U MaTepUalIbHbIE HOCUTENN HH(OpMaIIH.

2. CsaoiicTBa 1 GyHKINHU TOKyMeHTOB. Kitaccudukarus.

3.  YHubwukanus v CTaHgapTH3aIMs yIIPaBIEHYECKUX TOKYMEHTOB.

4. TlpaBuna oopmiieHust J0KyMeHTOB. TpeboBaHus K 0POPMIIEHUIO OpraHNU3aMOHHO-
pacropsANTENbHBIX TOKYMEHTOB.

5. CocTtaB peKBU3UTOB JOKYMEHTOB. TpeOoBaHuUs K 0POPMIIEHHIO PEKBU3UTOB.

6. I/ICHpaBHeHI/Iﬂ B TOKYMCHTax. bnanku JAOKYMCHTOB MPCANIPUATHA.



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.

OyHKIIMN U 0COOEHHOCTH OpPraHU3allMOHHO-TIPABOBBIX JOKYMEHTOB. Y CTaB OpraHU3allu.
[TonoxxeHue o CTpYKTypHOM noApaszaeineHun opranusamnuu llltatnoe pacnucanue. [IpaBuna
BHYTPEHHETO TPYA0BOr0 pacnopsaka. MTHCTpyKIuu o OTAeNbHBIM BUAAM JESTEIBHOCTH.
JI0KHOCTHBIE UHCTPYKIUH.

Bunast pacnopsanTenbHbIX T0KyMEeHTOB. OCOOEHHOCTH MOATOTOBKU M OPOPMIICHHS
pacopsAUTEIbHBIX TOKYMEHTOB.

Opranu3anvoHHO-TEXHUYECKUE MEPONIPUATHUS 110 ITOATOTOBKE U IPOBEJECHUIO COBELLIAHUI.
CrtpyKkTypa J0KiIaa U OTYETa: Ha COBELIaHUH, 3acelaHuu, KOH(PEepEeHIINH U T.1.
TpeboBaHMs K COCTABICHUIO U O()OPMIICHUIO TIPOTOKOJIOB.

Bunel nHpopMannoHHO-CIIPABOYHBIX U COMPOBOIUTENBHBIX TOKYMEHTOB.

Odopmitenne crpaBoK, TOKIATHBIX 3aIMUCOK, OOBSICHUTEIBHBIX 3aIMCOK, AKTOB.
OcoOenHoctu opopmieHus Teneponorpamm, pakCUMIIBHON CBSI3U, UCIIOIb30BAHUS
TejeTanna.

OcoOennoctu opopmiieHus, 00pabOTKU U UCIIOIb30BAHUS COIIPOBOAUTEIBHBIX IOKYMEHTOB
IPOIIECCOB MEPEBO3KH PAOOTHUKOB, TOCTABKU TPY30B H YIIPaBJICHUE KOPIIOPATUBHBIM
TPAHCIIOPTOM OpPTraHU3AINH.

[ToaroToBka JOKYMEHTAIIMH JUIsI IPOBEICHUS MPOLEAYP BIOOPA MOCTABIIMKOB U 3aKYIIKH.
OcoOenHocty 0OPMIICHUS U UCTIOTIB30BAHUS COMIPOBOAUTENBHBIX JOKYMEHTOB.
Odopmienue, 00padbOTKa U UCTIOIB30BAHUE COMTPOBOAUTEIBHBIX JIOKYMEHTOB ITPOIIECCOB
MEPEBO3KU pabOTHUKOB, JOCTAaBKU I'PY30B M YIPaBIEHHUE KOPIIOPATUBHBIM TPAHCTIOPTOM
OpraHH3aIiHu.

[ToaroroBka JOKYMEHTAIIMU 7Sl IPOBEACHHUSI IIPOLIEYP BBIOOpA MOCTABUIUKOB U 3aKYIKH.
[TpaBuna opopmieHust, 00padOTKH M XpaHEHHs JOKYMEHTAIIUH 110 BHEITHEIKOHOMUYECKOM
JESITEIbBHOCTH B COOTBETCTBUU € TPEOOBaHUSIMHU 3aKOHOAaTenbCcTBa Poccuiickoit denepanyu
U MEXTYHAPOHBIX aKTOB.

JenoBoe nucbMo B ycioBusix yHudukauu. [IpaBuna opopmieHus 1ei10Boro nuchbma.
Hexkotopsie Buabl nuceM. MexayHapoIHbIE TUChMA.

Bupl 10KyMEHTOB IO TMYHOMY COCTaBY.

TpeboBanust kK 0HOPMIIEHUIO TPYIOBOTO J10TOBOPA.

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

OdopmieHune mprKa3oB MO JUIHOMY COCTaBY.

TpynoBas KHIKKA.

JInynas kaprouka.

JIngynoe neno.

Xapaxrepuctuka. ABroouorpagus. Pesrome.

DJEeKTPOHHBIN JOKYMEHT. ABTOMATH3allUsl COCTABIICHUS JOKYMEHTOB.

Benenue 0a3bl JaHHBIX JOKYMEHTAIMH 110 BHEITHETOPTOBOMY KOHTPAKTY.

O06paboTka MOCTYMAOUUX JOKYMEHTOB.

O6paboTka OTIpaBIsIEMbIX JTOKYMEHTOB.

[Topsimox paboThI ¢ BHYTPEHHUMH JOKYMEHTaMH. Perucrpaius 1 KOHTPOJIb UCTIOTHEHUS
JIOKYMEHTOB.

dopmupoBanue u opopmieHHE ae.

[TonroroBka JOKYMEHTOB K Mepejaue Ha apXUBHOE XpaHEHUE.

ABTOMaTH3aIM JIEIONPOU3BO/ICTBA.

JlokyMeHTupoBaHrEe OM3HEC-TIPOLIECCOB. YTIpaBieHHe OU3HeC-TIPOLECCaMt Yepes
OpraHu3aIuio TOKyMEHTO000poTa.

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

CrpykTypa ciayxkO0bl JOKYMEHTAIIMOHHOTO 00eCIieueH s yIIpaBIeHUS.

[IpaBa 1 OTBETCTBEHHOCTH CIIY:KOBbI TOKYMEHTALMOHHOT'O 00€CIIeYeHUs YIIPaBICHUSI.

40. Onucanue u JAOKYMCHTUPOBAHUC 6I/I3HCC-HpOLICCCOB OpraHu3aluu.

41
42

. [lokymenT B cucteme MeHepkMenTa kauectsa [ISO 9000
. JlokymenTarnmonnoe obecrieueHnue ynpapieHusI.



43. Ha3zHayeHue W BHJBI YIIPABICHYCCKUAX JOKYMEHTOB, HCIIOIB3YEMBIX ITPH BBHITIOITHEHUN
Pa3IMYHBIX BHJOB YIIPABICHYECKUX JCHCTBUIA.

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

45.0cobenHocTy oopMieHUs, 00paOOTKU U XPaHECHUSI IOKYMEHTAIIUU 10
BHEIIHEAKOHOMHYECKON IEATEIbHOCTH.

46. CoBpeMeHHbIE POrPaMMHbBIE CPEJICTBA, UCIIOJIb3yEeMbIE B MPOIIECCE CO3AAHUSI TOKYMEHTOB.
47. CymiHOCTh ¥ OCHOBHOE Ha3HAYEeHHUE TOKYMEHTAIIMOHHOTO 00eCIieueH s YIPaBICHUS B
COBPEMEHHBIX yCIOBHSIX.

48. BO3MOXHOCTH UCTIOJIb30BAHUSI COBPEMEHHON 0(h)MCHON TEXHUKH B ONTUMHU3AIIH
JIOKyMEHTO000pOTa B OpraHU3aIiy.

Kpurepun oueHuBaHus1 pe3yJbTATOB 00y4YeHUsI
Ha Beimonnenue Bcex 3amanuid orBogutcs 1,5 daca. Kaxpoe BEepHO BBINOJHEHHOE 3a/laHHE
OLICHUBAETCSA «3aUYT€HO»: CTYACHT BJIAJECET TEOPETUYECKHMMH 3HAHUSMHU I10 BBIIOJIHAEMOMY
3a/1aHUIO.
«HE 3a4TEHO»: CTYJIEHT HE MOXET OTBETUTh Ha BOIPOCHI 110 BHIIOJHAEMOMY 3aJJaHUIO.

Kpurtepuu oneHuBanus mo 3a4ery:
«3a4TEHOY»: CTYACHT BIAJCET TCOPETUUECKUMH 3HAHUSIMU IO JUCIUIUIMHE, 3HAET HMHCTPYMEHTHI
JIOKYMEHTOBE/ICHUS U JEJIOMPOU3BOJCTBA, MOKET O(OPMHUTH OCHOBHBIE PEKBU3UTHI JEIOBOTO
JIOKYMEHTA, JOIMYCKAeT HE3HAYWUTEJbHBIC OIIMOKHU, CTYJEHT yMEEeT MpaBUIbHO OOBIACHUTH
JICKIIMOHHBIN MaTepuall, WLTIOCTPUPYSI €T0 IPUMEPaMHU .

«HE 3a4TCHO»: MaTepHall HE YCBOCH WJIM YCBOCH YaCTHYHO, CTYJCHT 3aTPYAHSETCS MPUBECTU
IMPpUMCPbL I10 O(i)OpMJICHI/IIO OCHOBHBIX JOKYMCHTOB CHUCTEMBbI AOKYMCHTAIIMOHHOI'O
oOecrieueHHs yIpaBlICHHs, JOBOJIBHO OTPaHWYEHHBIN 00BEM 3HAHUI CHCTEMBI OOECIIeYCHUS
3IIEKTPOHHOTO JOKYyMEHTO000POTA.

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

— NpW HEOOXOAMMOCTH WHBAJIMAAM H JIMIAM C OTPAaHUYEHHBIMH BO3MOXHOCTSIMH
3J10pOBbsI NIPEIOCTABIISIETCS IOMOJIHUTEIBHOE BpeMsI JUIsl IOJrOTOBKHM OTBETA HA HK3aMEHE;

— TIpH TIPOBEJICHUH TPOLIECAYPHI OIICHUBAHUS PE3yIbTATOB 00yUSHHsI MHBAIUIOB H JIUIL C
OTrPaHUYEHHBIMU BO3MOXHOCTSIMU 3/10pOBbs MPEAYCMATPUBAETCS MCIIOJIb30BaHUE TEXHUUYECKHX
CpeACTB, HEOOXOIMMBIX UM B CBSI3U C X WHAWBHIYAITbHBIMA OCOOCHHOCTSIMHU;

— IIpU HEOOXOAUMOCTH AJIs1 00yHarOIUXCs ¢ OTPAHUYEHHBIMU BO3MOKHOCTSIMH 3/I0POBbS
U WHBAIWAOB TIPOIEAypa OIICHWBAHUS pE3YJIbTaTOB OOYUYEHHs 10 JUCIUIUIMHE MOXKET
IPOBOJUTHCS B HECKOJIBKO ATAIIOB.

[Iponienypa orneHMBaHUsI PE3yNbTAaTOB OOYYCHHS WHBAIWIOB U JIUI[ C OTpaHUYCHHBIMU
BO3MOXHOCTSIMM 3JI0POBbsSI 110 JUCHUIUIMHE (MOJIYJIO) IMpeaycMaTpuBaeT IpeloCTaBIeHUe
uHpopManuu B (opMax, aTaNTHPOBAHHBIX K OTPAHHUYCHHSIM WX 3J0POBBS W BOCIPHSITHS
uHpOpMaLUu:

J171st TUTT C HApYIICHUSIMH 3PEHHS:

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

— B (hpopMe 3IIEKTPOHHOTO TOKYMEHTA.

JUist a1 ¢ HapyIIEHUSIMU CITyXa!

— B TIe4aTHOU opme,

— B (hopMe 2IIEKTPOHHOTO TOKYMEHTA.

JIi1st TTT ¢ HApyIIEHUSIMH OTIOPHO-/IBUTATEIBHOTO arapara:

— B I1e4aTHoM (opme,

— B (hpopMe 2IIEKTPOHHOTO IOKYMEHTA.



JlaHHBIN TepeueHb MOXKET OBITh KOHKPETHU3MPOBAaH B 3aBUCHMOCTH OT KOHTHHTEHTA
oOydJaronuxcs.

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

5.1. YueOHas tureparypa

1. . Ky3uenos, U. H. [lokymeHTanmornHoe obecrieueHne ynpasieHus. JJokyMeHTo000pOT
U JICJIONPOM3BOJICTBO : YYEOHHK U MPAKTHKYM IS CpeIHEro mpodeccHoHaIbHOro oopa3oBanus /
. H. Ky3nenos.- 3-¢ u3z., nepepad. u non. - Mocksa : U3natensctBo FOpaiit, 2021. - 462 c. -
(ITpodeccuonansuoe obpazoBanue). - ISBN 978-5-534-04604-5. - TekcTt : 2JIeKTpOHHBIN //
OopasoBarenbhas miatdopma FOpaiit [caiir]. - URL: https://urait.ru/viewer/dokumentacionnoe-
obespechenie-upravleniya-dokumentooborot-i-deloproizvodstvo-449769#page/2

2. Koubimkuna, T. b. [IlenoBbie KOMMYHUKAIIHH, JIOKyMEHTOO00pOT 51
JIETIOTIPOU3BOJICTBO : yueOHoe mocobue st By3oB/ T. b. Kombimkuna, Y. B. lllyctuna. - 2-¢
u3., ucnp. u gor. - Mocksa : U3narenscrBo FOpaiit, 2020. - 163 c. - (Briciiee oOpa3oBanue). -
ISBN 978-5-534-07299-0. - Tekct : snextpoHHsid // OOpa3oBarenbHas miaTtdhopma HOpaiit
[caliT]. - URL :https://urait.ru/viewer/delovye-kommunikacii-dokumentooborot-i-
deloproizvodstvo-452463#page/3

3. Kopuees, U. K. Ynpasnenune nokymenramu: yaeoHuk / UK. Kopuees, A.B. ITmieHko,
B.A. MamypneB. — MockBa : UHOPA-M, 2020. — 300 c. — (Bsicuiee obpa3oBanue:
bakanmaBpuar). - ISBN 978-5-16-003590-1. - Tekcr : onektponHbri. - 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.®. Cuctembl 31IeKTPOHHOTO JOKyMeHTooOopoTa. IlpakTuky™m : yueGHOe
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 (nara obpamienus: 16.09.2021). — Texkct : snekrponnsiii: URL:
https://www.book.ru/view5/f67f8cd8873d023e6ab0068a68ef20fa

5. IlomoBuenko M.A., Kiueméa }0.C., AxmemoBa M.P. CoBpemenHbIe
UHPOPMALIMOHHbIE  TEXHOJIOTMM B  yIpaBleHMM Ou3HecoM: y4yeOHoe mocobue /
M.A. ITonosuenko, lO.C. Kneméra, M.P. AxmenoBa; MUHHUCTEPCTBO HAyKHM | BBICHIETO
oOpazoBanusi Poccuiickoii ®enepaunu, KyOaHCKkuii TrocyqapCTBEHHbBI YHUBEpCUTET. —
Kpacnonap: Kyb6anckuii roc. yH-T, 2021. — 200 c. — 500 sk3. ISBN 978-5-8209-1989-3

6. Kabamos, C. KO. DaexTpoHHOE MPaBUTEIbCTBO. DIEKTPOHHBIM JOKYMEHTOOOOPOT.
Tepmunsbl u onpexaenenus : yuedHoe nocodue / C.1O. Kabamos. — Mocksa : UH®PA-M, 2024.
— 320 c¢. — (Beicuiee oGpaszoBanue: bakamaBpuar). - ISBN 978-5-16-019274-1. - Tekcr :
sanekTpoHHbi. - URL: https://znanium.com/catalog/product/2103130 (qatra  oOpareHus:
14.10.2023). — Pexum noctymna: mo moAmicKe.

7. AnryxoBa, H.®. CucteMbl 3JIEKTPOHHOTO JOKYMEHTOOOOpOTa : yuyeOHoe mocodue /
AntyxoBa H.®., JI3r06enko A.JL., Jlocepa B.B., YUeunkoB FO.b. — Mocksa : KnoPyc, 2021. —
201 c¢. — ISBN 978-5-406-02705-9. — URL.: https://book.ru/book/936560 (nara oOparmeHus:
16.09.2021). — Tekcr: ANEKTPOHHBIN: URL:
https://www.book.ru/view5/6cc1db1809a7aa32e772583c277a8493

5.2. Ilepuoanyeckas JUTEPaATYpa

1. [TewatHoe mepuoguyeckoe wu3nanue (QoHma HaydHod Oubmmoreku Kyol'y
«/1enonpon3BOICTBO U JOKYMEHTOOOOPOT Ha MPEIIPUITUIX

2. IlewatHoe mepuomuyeckoe w3naHue ¢oHma HaydHod Oumbimorekn Kyol'yY
«/lenonmpon3BoaCTBOY

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

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

5. Hayunas AJIEKTPOHHAS oubnmnoreka (H9b) eLIBRARY.RU
https://elibrary.ru/projects/subscription/rus_titles free.asp



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

5.3. UHTepHeT-pecypchl, B TOM YHCJIe COBpeMeHHble TNpodeccHOHANbHbIE (a3bl
JAHHBIX U MHGOPMALHOHHBIE CIIPABOYHbIE CHCTEMBbI

J1eKTPOHHO-0ubIMoTeuHbIe cucTeMbl (IBC):

1. BBC «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/
Hayunas snexrponnas 6ubanoreka (HIB) http://www.elibrary.ru/
5. IloaHOTEKCTOBBIE apXUBBI BEAYIIUX 3alIaHBIX HAYYHBIX )KYpPHAJIOB Ha Pocculickon
iatdopme HaydHbIX KypHanoB HOUKOH http://archive.neicon.ru
6. HamumoHanpHas DJJIGKTPOHHAs OWOMMOTEKAa (IOCTYN K DJIEKTPOHHOW OMOIHOTEeKE
nuccepraiuii Poccuiickoit rocynapcrsennou oudimoreku (PI'B) https://rusneb.ru/
7. Tpesunentckas 6ubimoreka um. b.H. Enpruna https://www.prlib.ru/
8. DmnekrponHas koyuekus 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. "JlexTopmym TB" http://www.lektorium.tv/
17. YuuBepcuterckas unpopmaimonnas cucrema POCCUS  http://uisrussia.msu.ru

HwdPE

NudopmanuoHHbie CIPpaBOYHbIE CHCTEMBI:
1. KoncynsranT [Intoc - cipaBouHas mpaBoBas cucTeMa (JOCTYII 1O JIOKAIbHOM CeTH ¢
KOMIIBIOTEPOB OMOIMOTEKH )

Pecypcbl ¢cBOGOIHOTO 10CTYHIA:

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

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

3. MuHucTepcTBO HayKH M Bbicuiero oopasosanus Poccuiickoii @enepanun
https://www.minobrnauki.gov.ru/;

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

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

6. Enunas xomnexius nudpoBeIx 00pa3oBaTeabHBIX pecypcos hitp://school-
collection.edu.ru/ .

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

8. CmpaBouHo-HH(DOpMAMOHHBIHN mopTai "Pycckuii si3p1k" hitp://gramota.ru/;

9. Cnyx0a TeMaTHYECKHX TOJIKOBBIX cioBapei http://www.glossary.ru/;

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

11. OOGpa3oBatenbHblil moptan "Yuebda" http://www.ucheba.com/;

n
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12. 3akonompoekT "O6 oOpa3oBanuu B Poccuiickoit dexepanun”. Bonpockl 1 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. DnexTtpoHHbIi Katanor Hayunoit Oubmuorexku Kyol'yY
http://megapro.kubsu.ru/MegaPro/Web

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

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

4. ba3a y4eOHBIX MJIAHOB, Y4€OHO-METOANYECKUX KOMILJIEKCOB, IyOJUKALUi 1
koHpepenmmii http://mschool.kubsu.ru/

5. bubnuoreka nHPpOPMAIIMOHHBIX pecypcoB Kadeapsl HH()OPMAITMOHHBIX
obpasoBaTenbHbIX TexHoorui http://mschool.kubsu.ru;

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

7. DneKTpoHHBIE 00pa30BaTENbHBIE Pecypchl Kadeapsl HH(POPMAIMOHHBIX CHCTEM WU
TexHosoruii B oOpazoBanun KyOI'Y u HayuHo-meronmueckoro >xypHana "ILIKOJIBHBIE
['OAbI" http://icdau.kubsu.ru/

6. MeTonuyeckne yKa3zaHusi [Jisi OOyYAWIIHUXCS MO OCBOEHUI) JAWCHHUILIAHBI
(Mmonmy.Jist)

CaMocTtosiTenbHasi paboTa CTYIEHTOB SBISIETCS HEOTHEMJIEMOM YacThiO Ipoliecca
MOJATOTOBKU. JIMCIUIUIMHY PEKOMEHAYETCS H3ydaTh ITyTEM CHCTEMaTHYeCKOW MpOpadOTKU
JICKIIMOHHOTO MaTepuayia, CaMOCTOSATEIBHOW NpPOPadOTKH PEKOMEHAYEMOH JIUTepaTyphl,
PYKOBOJCTB HM METOJWYCCKUX VYKa3aHWW K BBHIMOJHCHHUIO TMPAKTUYCCKUX 3aHaTuid. llens
CaMOCTOSITENILHOM pPalbOThl — pacHIMpeHue Kpyrosopa W yrioyOlleHWe 3HaHWi B 00NacTu
JIOKYMEHTOBEJICHUS U JICIOBOTO IOKYMEHTOO0O0pOTA.

KoHTponb 3a BBIMOTHEHHEM CAMOCTOSITENFHON pabOThl MPOBOAUTCS MPU HU3YUCHHUH
KOKIOW TEMBbI JUCIHUIUIMHBI HAa TPAKTHYCCKUX 3aHATHAX. ODTO TEKYIIUH OINMPOC, TECTOBHIE
3a/laHusl, KeHUChl, pedepaThl-pe3eHTAIIH.

B dackl, oTBeeHHBIC IUISI CaMOCTOSITEIIBHON pabOTHI, CTYIEHTHI TOJ] PYKOBOJCTBOM
npenoaaBatess 00s13aHbl BHITIONHATH UHAUBUAYATbHBIC IPAKTUYECKUE 3aJaHHs, TIOJyYeHHbIC Ha
MPAKTUYECKUX 3aHATHSAX. [IpW  BBITOJIHEHWH OTUX 33JaHUN HEO0OXOIUMO HCIOIh30BaTh
TEOPETUUECKHUI MaTepHall, MaKeThl U Ma0JIOHBI OUIIMAIBHBIX JOKYMEHTOB YIIPaBICHUSI.

B ocBoeHWW MUCIUTUIMHBI WHBATUAAMH U JIUIIAMH C OTPAaHUYCHHBIMU BO3MOXHOCTSIMH
3I0pOBbs OONBINIOE 3HAYCHHE WMEeT HHJIWBHyalbHas y4deOHas paboTa (KOHCYIbTallUU) —
JIOTIOTHATEITFHOE PA3bsICHEHHE YIeOHOT0 MaTepHara.

NuauBuayanbHple KOHCYIbTAIMM 1O TPEAMETY SBISIOTCS BaXHBIM  (DaKTOpOM,
CIIOCOOCTBYIONTUM HHIUBUYTU3AIMN O0YICHHUS W YCTAaHOBJICHHUIO BOCITUTATEIILHOTO KOHTAKTa
MEXIy TIpernojaBaTelieM W OOYYaroIIUMCS WHBAIWIOM WM JIUIOM C OTpaHUYCHHBIMU
BO3MOXKHOCTSIMH 37I0POBBSI.

7. MarepuajibHO-TEXHHYECKOe o0ecneyeHne Mo JUCHUIInHEe (MOAYJII0)

HaumeHoBaHUe crielManbHBIX OCHalIEHHOCTD CIEHUATBHBIX [NepedeHp JTULICH3HOHHOTO
HNOMEIICHHUH HOMEIICHHU OpOrpaMMHOr0 obecredeH s

VYueOHble ayTUTOPUHN it | MeOenb: yaeOHas meOeb Microsoft Windows 8, 10,
NPOBENICHUs 3aHATHI JeKinoHHoro | Texuuueckue cpenctsa ooyuenus: | Microsoft Office Professional Plus
THIIA 9KpaH, MPOEKTOP, HOYTOYK
VYueOHble ayTUTOPUHN it | Mebenb: yaeOHas meOeb Microsoft Windows 8, 10,
MPOBEICHUS sanatuid | Texuuueckue cpencrea ooyuenus: | Microsoft Office Professional Plus
CEeMHHAPCKOTO THUIIA, TPYMIOBBIX W | 9KPaH, MPOEKTOP, HOYTOYK
WH/IMBUIYATbHBIX ~ KOHCYJBTAIIHIA,
TEKYIIEro KOHTPOJISI "



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  caMmocTosTenbHOW — paboThl  OOydYalOUMIMXCS  MPEAYCMOTPEHBI  MOMEIICHUS,
YKOMIUIEKTOBAaHHbIE CHELMATU3UPOBAHHON MeOeblo, OCHAILEHHbIE KOMIIBIOTEPHON TEXHUKOH ¢
BO3MOXKHOCTBIO MOJKIIFOUEHUS K ceTu «VHTepHeT» M o0ecredeHrneM JOCTyIa B JIEKTPOHHYIO
MH(POPMALMOHHO-00pa30BaTEIbHYIO CPEly YHUBEPCUTETA.

HaumMmeHnoBaHue noMemeHu aisa
CaMOCTOSATEIFHONW PabOTHI
o0yJaromuxcs

OcHaIIeHHOCTh TOMEIICHUH 1A
CaMOCTOSTENTFHON pabOTHI
o0yJaromuxcs

[lepeueHb NULIEH3UOHHOTO
MIPOTPAMMHOTO 00ecTICUeHHS

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

Mebenb: yuyeOHast meOemb

Komruiexr CHelNaTU3UPOBAHHOM
MeOeIi: KOMITBIOTEPHBIE CTOJIBI
O6opynoBaHue: KOMITBIOTEpHAsI
TEXHHKa C  MNOJKIIOYEHHEM K
nHpopManoHHO-
KOMMYHHUKaIIUOHHOM
«HTepHET» u
3JIEKTPOHHYIO nH(pOpMaINOHHO-
00pa3oBaTeIbHYIO cpeny
00pa3oBaTeNbHON OpraHu3anuy, Beo-
KaMepsl, KOMMYHHMKaIlUOHHOE
o0opynoBaHue, obecrnieynBaroniee
JIOCTYI K CETH MHTEpHET (IPOBOJHOE
COEIHEHHE u 6ecripoBoIHOE
coenuHenne no texuonorun Wi-Fi)

CECTH
JA0CTYIIOM B

Microsoft Windows 8, 10,
Microsoft Office Professional Plus

ITomemenue Tt
CaMOCTOSATEIbHON paboTsl
obOyuaromuxcsa (aym.213 A, 218
A)

MebGenb: yuyeOHast meOenb

Kommnekr CIIeLUAIU3UPOBAHHOU
MeOemH: KOMITBIOTEPHBIC CTOJBI
O6opynoBanue: KOMITBIOTEepHAS
TeXHHKa C  TOAKIIOYCHHEM K
HHPOPMALIMOHHO-
KOMMYHHUKAIIHOHHOH
«HTepHeT» u
NIEKTPOHHYIO UH(OpPMaLMOHHO-
00pazoBaTeNbHYIO cpeny
obpazoBaTeNbHON OpraHu3aIuy, BeO-
KaMepBl, KOMMYHHMKAIIHOHHOE
obopynoBanue, obecrneunBaroniee
JIOCTYIl K CETH MHTEpHET (IIPOBOJHOE
COCIIITHEHHE u OecripoBoTHOE
coequHeHne 1mo texunojaoruu Wi-Fi)

CCTH
JA0CTYIIOM B

Microsoft Windows 8, 10,
Microsoft Office Professional Plus




