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1 Hesn u 3axa4M N3y4YeHUs TUCHUUILIMHBI (MOLYJI51)

1.1 Ilean ocBOeHUSI TUCHUILIMHBI

Ilenb OCBOEHHS MAMCLUMIUIMHBI 3aKJIIOYAaeTCs B OBJIAJEHUM TEOpUEH U IPAKTUKOU
mpolecca JT0KyMEHTallMOHHOTO oOecrieyeH s mpoliecca yrpapieHus: OU3HECOM MEXaHUYECKUM U
AIIEKTPOHHBIM CIIOCOOaMU Ha OCHOBE TpeOOBaHMI HOPMATUBHO-TIPABOBBIX JIOKYMEHTOB.

1.2 3agaun AMCHUIIIMHEI

— 00yYeHHE CTYJCHTOB 3HAHHSM, YMCHHSIM W HaBbIKaM, HEOOXOAWMBIM B paboTe C
JIOKyMEHTaMHU;

— BbIpabOTKa y CTYACHTOB CTPOTOr0 M HEYKOCHHUTEIBHOTO COOJIOACHUS HPUHIMIIOB
OpraHM3aly JOKYMEHTO000pOTa, B TOM YMCJIE C MOAPA3JEICHUIMU OpPraHU3aliM, BEAYIIUMU
OyXTaJITePCKUH YYeT;

— IPUBUTHE MPAKTUYECKUX HABBIKOB PabOTHI CO CIyKEOHBIMU TIOKYMEHTaMH;

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

— o0y4yeHHWE TpaBHJIAM COCTABJICHUS, O(OPMIICHHS W HCIIOJIB30BAHUS JIOKYMCHTOB,
CBSI3aHHBIX C JCSATENbHOCTBIO MPEANPUATUH, B TOM UHCIE C BHEITHEIKOHOMHYECKOM;

— O3HAKOMJICHUE CTYJEHTOB C OOLIMMH IMPUHLIMUIIAMU TOKYMEHTAllMOHHOIO 00eCcIeueHus
NeSITeIbHOCTH MPEIIPUSATHS, C TIOPSIIKOM JOKYMEHTHPOBAaHUS HH()OPMAIUH;

— o0ydeHue cucreMaTu3anuy nHGOPMaIIUY IO KaTerOpUsM U YPOBHSAM JOCTYIA K HE;

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

— o0yueHue KauyecTBEHHOM U ObicTpoil o00paboTrke wuHMOpMaNUKU B  LEJIAX
CBOEBPEMEHHOT'0 IPUHSTHUS COOTBETCTBYIOLINX YIIPABJIEHYECKUX PELICHUN, YCBOCHUIO IPAaBUI U
dbopM e0BOM U KOMMEPUYECKOU MEPENHICKY;

— BeIpa0OTKa YMEHHUS pabOTaTh ¢ MaTepHaIaMyd OTPaHUYEHHOTO AOCTYIIA.

1.3 Mecto aucuuminHbl (MOyJis1) B CTPYKTYpe 00pa3oBaTeibHON NPOrpaMMbl

JucuumnnuHa «/{oKkyMeHTOBeeHIEe U JIEI0BOM JOKYMEHTOOOOPOT» OTHOCUTCS K YacTH,
dbopMupyeMoil yuacTHUKaMU 00pa3oBaTesIbHbIX OoTHOIIEHUH biioka 1 «/lucuumiannasl (MoLyn)»
yueOHoro 1uiaHa. B cooTBeTcTBHM ¢ pabouuM yueOHBIM IUJIAHOM JUCHMIUIMHA HM3ydaeTcs 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
TUCIUIIINH: «KOMIBIOTEPHBIA MPaKTHKYM», «MexIyHapoIHble 3KOHOMHYECKHE OTHOIICHHS,
«Pycckuil s13bIK U OCHOBBI JICNIOBBIX KOMMYHUKalui», «Teopust Oyxranrepckoro yderay, «Teopus
ynpasieHus», «MHPOpMaMOHHO-KOMMYHHMKAIIMOHHBIE  TEXHOJOTMM B  NPOQECCHOHATBHOM
ACATCIABHOCTHN» W SABIISICTCA Oasoi A1 U3YUCHHA Ha CICAYHOIIHX KypCaxX JOUCHUILIIIWHI
«IIpodeccronanbHpIe KOMIBIOTEPHBIE TPOTPAMMBD, «Y IPABICHUECKHN YIET».

1.4 IlepedyeHp MJIAHMPYEMBIX Pe3y/JbTATOB O0y4eHUs] MO JMCHUILIMHE (MOAYJIIO),
COOTHECEHHBIX C IVIAHUPYEeMbIMH Pe3y/JIbTATAMH OCBOEHHS 00pa30BaTeJbHOH NPOrpaMMbl

W3yuenne paHHOM y4yeOHOW MAMCUMIUIMHBI HANpaBlIeHO Ha (OPMHPOBAHUE Y
00yJaroNUXCs CIETYIOMNUX KOMITETSHITUN

Kona n naumeHoBanue
HHIUKaTOpa™ JOCTHKEHHUS
KOMIIETEHIIUH

Pe3ynbTaThl 00y4ueHUs O AUCIUTIIIMHE

ITK-1 Cnioco6eH ocymecTBISTh BHEITHEIKOHOMHYECKYIO eI TeJIbHOCTh




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

3naet: CTpyKTypy, MPUHIUIIB, HHCTPYMEHTAPHIl TOKYMEHTOBEICHUS U
JIETIOBOTO IOKYMEHTOO00pOTa OpraHu3anui, a TakKe pa3paboTKu U
oopMIICHNS TOKYMEHTAIIHH;

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

VYmeer: PazpabareiBaTh U HCIOJIB30BATh HHCTPYMEHTAPHI
JOKYMEHTOBEJICHUS U JIeJIOBOTO JJIOKyMEHTO000pOTa OpraHU3aliy, B TOM
YyCcIIe 110 BHEITHEAKOHOMHUYECKOH e TebHOCTH;

Tpynosoe neiictue: OGopMisieT JOKYMEHTAIHIO, B TOM YHCJIE 10
BHEITHEIKOHOMHUYECKOH JIEITeIbHOCTH B COOTBETCTBUH C TPEOOBAHUSIMHU
3aKoHoAarenscTBa Poccuiickoit denepaniv 1 MeXIyHAPOAHBIX AKTOB;
Tpynosoe aeiictBue: Vcnosib3yeT KOMIBIOTEPHBIE TPOTPAMMBI AJIS
BEACHHS yUeTa, CHCTEMAaTH3allMH 1 aHAJIN3a JaHHbIX, COCTABICHUS 0a3
JAHHBIX, BEJICHUS JOKyMEHTO000pOTa, CIIPABOYHO-TIPABOBBIE CHCTEMBI,
pecypchl HHPOPMAIMOHHO-TEJIEKOMMYHUKAIMOHHOH ceTH «VHTepHeT»,
OPTTEXHHUKY.

HWIIK-1.1 Pa3pabatsiBaer,
UCIIOJIb3YEeT HHCTPYMEHTapHi
JIOKyMEHTOBEJICHUS U JI€TI0BOTO
JOKYMEHTO000pOTa U COCTABISACT
OTYETHOCTB JUISl PEIICHHS
MOCTaBJICHHBIX 3a/1a4

ITK-2 CnocoeH ocylecTBIATh TAKTHYECKOE YIIPABJIeHHe MPoLeccaMy IVIAHNPOBAHNS M OPraHu3aluu
NMPOM3BOJCTBA HA YPOBHE CTPYKTYPHOIO0 NOApa3/ieJieHUsl IPOMbIIIJICHHON OpraHu3anum (oTaesa, nexa)

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

3Haet: CTpyKTypy, IPUHIIMUIIBI, HHCTPYMEHTapUN JOKYMEHTOBEICHUS U
JICIIOBOT'O TOKYMEHTOO00POTa OpraHU3alliy, a TAKKEe pa3padOTKu U
oopMIICHUS TOKYMEHTAIIHH;

Ywmeer: PazpabaTeiBaTh U BHEIPSTH JIOKAIbHBIC HOPMATUBHBIC aKThI U
periaMeHTHPYIOIIHE JOKYMEHThI 00IIero XapakTepa U 1o
(YHKIIMOHATIBHOMY HAMPABICHUIO ICSITCIbHOCTH;

Ywmeer: PazpabaTeIBaTh U HCIIOTB30BATh HHCTPYMEHTAPHUI
JOKYMEHTOBEIICHHSI U ICTIOBOTO JOKYMEHTOO00POTa OPTaHU3AIIH, B TOM
YHCJIE TI0 BHENTHEIKOHOMHUYECKON JIEATENHHOCTH;

TpynoBoe peticteue: OdopMIIIeT JOKYMEHTAIUIO, B TOM YHCIIE IO
BHEITHEAKOHOMHYECKOH ESTSIFHOCTH B COOTBETCTBUH C TPEOOBAHUSAMU
3akoHOJaTenbcTBa Poccuiickoit denepanuu M MEeXITyHAPOIHBIX aKTOB;
Tpynosoe aelictBue: Mcroyib3yeT KOMIBIOTEPHBIE IPOTPAMMBI JIS
BEJICHUsI yUeTa, CUCTEMAaTHU3allNK U aHAJIN3a JJAHHBIX, COCTaBIICHUS 6a3
JIAHHBIX, BEJIEHUS JOKYMEHTOO0OO0POTa, CIIPABOYHO-TIPABOBBIE CUCTEMBI,
pecypchl HHGOPMAIMOHHO-TEIEKOMMYHUKAITMOHHOH ceTu «IHTepHeT»,
OpPT'TEXHUKY.

WUIIK-2.1 Pa3pabarbiBaer,
UCIOJIb3YET UHCTPYMEHTapU
JIOKYMEHTOBEIEHUS U AETIOBOTO
JOKyMEHTO000pOTa U COCTaBIISET
OTYETHOCTH TSl PELLEHUS
MOCTAaBJICHHBIX 3aJa4

PesynpraTthl 00yuyeHHs] MO JUCHMIUIMHE JOCTHTAIOTCS B paMKaX OCYIIECTBIECHHUS BCeX
BUJIOB KOHTAaKTHOM U CaMOCTOSTENbHOM paboThl OOyyaroluxcsi B COOTBETCTBUH C
YTBEP)KJICHHBIM YUE€OHBIM IIJIAHOM.

WuaukaTtopel  TOCTMXKEHUS  KOMIETEHIMH CUMTAlOTCS  COPMHUPOBAHHBIMH  MpU
JOCTH>KEHUH COOTBETCTBYIOIIUX UM PE3yJIbTaTOB O0YUEHHSI.

2. CTpyKTypa U coepKaHue TUCHUIINHBI

2.1 PacnipenesieHue TPy10€MKOCTH JUCHUILIMHBI 110 BUaM padoT

OO6miast TpyT0EMKOCTh JAUCHUILINHBI COCTABISIeT 2 3a4eTHBIX enuHuIlbl (72 dYaca), Ux
pacmipeneneHye mo BujgaM padoT MpeICTaBIeHO B TaOJIUIIe

Buast pabot Bcero ®dopma obydeHuns
4acoB OuHast OYHO-320YHasI
3 3
ceMecTp CeMecTp
(gacsr) (gacsl)
KonTakTHasi pa6oTa, B TOM YHCJI€: 38,2 28,2
AyIuTOpHBIE 3aHATHS (BCEro): 34 24
3aHATHS JIEKIIMOHHOTO THIIA 18 12
nabopaTopHbIe 3aHATHUS




MIPAKTUYECKUE 3aHATUS 16 12
CEeMHHAPCKHE 3aHSATHS

HNuas koHTaKkTHas padora: 4,02 4,02
Konrpons camocrositensHoi pabotsl (KCP) 4 4
IIpomexxyrounas arrecraus (MKP) 0,2 0,2
CamocrosiTesibHasi padoTa, B TOM YHCJIe: 33,8 43,8
Peghepam (noocomosxka) 14 14

Camocmosmenvhoe uzyuerue paszoeios, cCamono02omoeKad
(npopabomka u nogmopenue NeKYUoHH020 Mamepuaia u
Mamepuana y4ebHUKo8 U y4eOHbIX nocoouti, no020mosKa 19,8 29,8
K 1a6opamopuvblM U NPAKMUYECKUM  3aHAMUSM,
KOJLIOK8UyMam u m.o.)

IToAroToBKa K TEKyIIEMy KOHTPOIIO

Kountpoas:

[loaroroBka k 3auery

Oomas qac. 72 72

TPYAOEMKOCTh B TOM YMCJIe€ KOHTAaKTHAasI 382 28.2
padora ' '
3a4. ef 2 2

2.2 Conepxxanue QM CUUILTAHBI

Pacnpenencaue BuI0B y4eOHOU pabOThI U MX TPYJOEMKOCTH TI0 pa3JieiaM JUCIUTLTAHBI.

Pasnenbl (Tembl) TUCHMILIMHBI, M3y4aembie B 3 cemectpe 2 (kypce) (ounas ¢hopma
00yuenus)

KommuectBo yacos
Bueayaur
Ne HanmenoBanue paznenos (Tem) AyRMTOpHES Op}?;lﬂ
Bcero pabora
pabota
JI 113 JIP CPC
1 [Ipeamer, coneprkanue U 3aJa4u Kypca JOKyMEHTOBEACHUE U 4 1 1 2
' JISIIOBOH TOKyMEHTOOOOPOT

2. |JokyMeHTHI U mpaBwmiia UX 0(OPMIICHHS 7 2 2 3
3.  |OpraHu3anOHHO-TIPABOBBIC JTOKYMEHTHI 7 2 2 3
4, PacniopsianTensHBIE TOKYMEHTHI 6 2 1 3
5. |JokyMeHTHpOBaHHE NEATEIFHOCTH KOJUICTHAIEHBIX OPTaHOB 6 2 1 3
6. WHdopMannoHHO-CIIpaBOYHbBIE JOKYMEHTHI 6 2 1 3
7. ConpoBOANTENEHBIC JOKYMEHTHI 6 1 2 3

Odopmirenne, 00paboTKa 1 XpaHEHHE TOKYMEHTAIIUH I10

BHEITHEAKOHOMHYECKOH e TeTbHOCTH B COOTBETCTBHUH C
8. RO 58 1 1 3,8

TpeGoBaHUAMHU 3aKOHOaTeIbCcTBa Poccuiickoit denepanuu u

MEXKAYyHapOIHbIX aKTOB. COBpEMEHHOE JIeJI0BOE IIMChMO
9.  |/loKyMeHTHI KaJpOBOii ¥ OYXIraJaTepCKOH CiIyxObl 4 1 1 2
10. |Opranuzanust paboThI ¢ JOKYMCHTAMH 4 1 1 2
11. |ABTomMaTH3anus JOKyMeHTOO0OOpoTa 4 1 1 2
12, JlokyMeHT0000pOT B OpraHU3aINK U YIpaBICHUN On3HecC- 4 1 1 2

nporeccamu
13. |Cnyx06a TOKyMEHTAIIMOHHOTO 00ECIIeYeHUsl yIIPaBIICHUsI 4 1 1 2

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

KonTtpons camocrostensroi pabotsl (KCP) 4

IIpomexxyrounas arrecranus (MKP) 0,2

TlonroroBka K TeKymeMy KOHTPOJIO

OO011ast TPYA0EMKOCTh 110 TUCIUTUIHHE 72 33,8

[Tpumeuanue: JI — nexmuu, [13 — mpaktuueckue 3aHsaTHs / cemuHapbl, JIP — maGopaTtopHble
saasTusi, CPC — camocrositenpHas paboTa CTyieHTa



Pasnenbl (TeMbl) AUCHUIUIAHBI, U3ydaembie B 3 cemectpe 2 (kypce) (ouno-3aounas

dopma obyuenus)
Konngectso yacos
IBueaynu-
No HammenoBanwme paznenos (Tem) AyauropHas Topl}{]aﬂ
Bcero pabota
pabota
JI 113 JIP CPC
1 [Ipeamer, coneprkanue U 3aJa4u Kypca JOKyMEHTOBEJICHUE U 3 05 05 5
) JICJIOBOU JIOKYMEHTOO00POT ' '
2. JIoKyMeHTBI ¥ ipaBuiia uX oopmileHUs 5 1 1 3
3. Opraan3annOHHO-TIPABOBBIE TOKYMEHTHI 6 1 1 4
4, PacniopsianTennsHBIE TOKYMEHTHI 6 1 1 4
5. JIoOKyMeHTHpOBaHHE AESTEIFHOCTH KOJUICTHAIBHBIX OPTaHOB 6 1 1 4
6. MHupopManmoHHO-CIIPaBOYHBIE JOKYMEHTHI 6 1 1 4
7. ConpoBOANTENbHBIE JOKYMEHTHI 6 1 1 4
Odopmirenne, 00paboTKa 1 XpaHEHHE TOKYMEHTAIIUH I10
BHEIITHEOKOHOMHUYECKOH AESATEIFHOCTH B COOTBETCTBUH C
8. RO 5,8 1 1 3,8
TpeOOBaHUAMH 3aKOHOAATENbCTBA Poccuiickoit Denepanyn u
MEXIYHapOIHBIX aKToB. COBpEMEHHOE JIEJIOBOE MHChMO
9. JIOKyMEHTBI KaJJpOBOH M OyXTanTepcKoi ciyKObI 5 1 1 3
10. |Opraru3zamms paboTH ¢ JOKyMEHTaMH 5 1 1 3
11. |ABTomaru3amus TOKyMEHTOOOOpOTa 5 1 1 3
12 JoxymMeHT0000pOT B OpraHU3aliy M YIPaBICHHN OH3HEC- 5 1 1 3
IpoLeCCaMH
13. |Cnyx0a TOKYMEHTAITMOHHOTO O0SCTICYCHUS YIIPABICHHUS 4 0,5 0,5 3
HUTOI'O no pasoenam oucyuniurvl 67,8 | 12 12 43,8
KonTtpons camocrosrensroit pabotst (KCP) 4
IIpomexxyrounas arrectanus (MKP) 0,2
[ToAroToBKa K TEKyIIEMY KOHTPOJIIO
OO01mast TPyAOEeMKOCTbh 110 TUCIIATUTHHE 12 43,8

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

2.3 Coaep:xanue pa3iesoB (TeM) TUCHUTLTHHBI
2.3.1 3ausaTHud JeKINOHHOr0 THIIA

HanMmeHoBaHue pa3szerna (TeMbl)

Copeprxanue paszena (TeMbI)

dopMa TeKy1ero
KOHTPOJIA

1. IToHATHS «TOKYMEHT», «IJOKYMEHTO000POT» Kparkwuii orpoc B
[Ipenmer, conepxanue u
sanaun Kypea «1OKyMeHToBesieHue». Pa3Burue noxkymenTa. CrocoOsl Hayaje JIEKIUU
P ., | TOKyMEHTHpPOBaHUS U MaTepHAIbHBIC HOCUTEIH
JIOKyMEHTOBEACHUE U JI€JI0OBOU .
nndopmanuu. CBoHcTBa M GYHKIMH TOKYMEHTOB.
JIOKYMEHTO000pOT
Knaccudukanus.
2. Yundpukaums u  craHgapTusanms  ynparieHdeckux| Kparkwuii orpoc B
JokymeHToB.  IlpaBunma  odopmileHHMsT — JTOKYMEHTOB.| Hayale JEeKLIUH
TpeboBanus K 0o opMIIEHHIO OpraHU3alMOHHO-
JIOKyMEHTBI U paBuUiIa UX
A P— pacnopsauTeNnbHEIX  JOKyMeHTOB (CocTaB  pEKBU3UTOB
P JoKyMeHTOB. TpeOoBaHHMsS K O(OPMIICHHUIO PEKBH3UTOB.
HcnpaBneHus B JOKyMeHTaXx. braHku JOKyMEHTOB
IPEIIPUATHS
3. OYHKIIMM W OCOOEHHOCTH OpTaHU3aIlMOHHO-TPaBoBHIX| KpaTkuii onmpoc B
JIOKYMEHTOB. YcTaB opraHuzauuu. IlosnoxxeHue o Hauase JEKLUU
Opran3aniiOHHO-TIPABOBBIE  |CTPYKTYpHOM Monpa3jieneHun opraHmsanuu IltatHoe
JIOKYMEHTBI pacmncanue. IIpaBuna BHYTPEHHETO TPYIOBOTO
pactiopsinka. VHCTpYKIIMM 1O  OTHOENBHBIM  BHAAM
JIeSITETIPHOCTH. JIOIDKHOCTHBIE MHCTPYKIINH
4. |PacnopsanTenbHBIE Bunsl pacnopsautensHeIX TokyMeHTOB. Ocobennoctu| Kpartkuit onmpoc B
JIOKYMEHTEI NOATOTOBKM M o(QOpPMIIEHHMS  paclOpsIUTENbHBIX| Havase JICKIHH




JAOKYMCHTOB.

5. OpraHu3anMoHHO-TEXHUYECKHE MEpOIPUSATHS no| Kpatkwuii onpoc B
JlokymMeHTHpOBaHue MOATOTOBKE W IIpOBedeHMIO coBemanuid. CTpykTypa| Havaie JIEKIHH
JeATCIFHOCTY KOJUIETHATBHBIX |IOKNaAa M OT4eTa: Ha  COBCIIAHWHM, 3acellaHnH,

OpraHoOB KoHpepeHInH © T.A. TpeOOBaHMS K COCTABICHHIO U
0(OPMIICHHIO IPOTOKOJIOB.

6. Bunst WHPOPMAITHOHHO-CIIPABOYHBIX JIOKyMeHTOB. | Kpatkuii onpoc B
HNudpopmanmonno-cmpaBodnsie |OpopmieHne crpaBok. OdopMireHHe TOKIAIHBIX 3aIHCOK.| HaYaje JeKIHA
JIOKYMEHTHI Odopmiienne 0O0BSICHUTENBHBIX 3amucok. OdopmieHne

aktoB. OcobeHHOCTH TenedoHOTpaMM, (HaKCHMILTBHON
cBsi3u. OcOOCHHOCTH UCTIONIb30BAHMS TEJIeTala.

7. OcobeHHOCTH 0QOPMIICHHS M UCTIOB30BAHHSA Kparxkwuii orpoc B
CONPOBOANTEIBHBIX NOKyMeHTOB. Odopmiienue, Hayale JEeKIUH
00paboTKa 1 UCTIONIH30BAaHHUE COTPOBOJUTENBHBIX

ConpoBoauTEIbHbIC

JTOKYMCHTBI JIOKyMEHTOB TIPOLIECCOB NEPEBO3KU paOOTHUKOB, JOCTABKU
IPYy30B H YIIPaBJIEHHE KOPIIOPATUBHBIM TPAHCIIOPTOM
opranuzanyu. [loaroroBka JOKyMeHTAMU JUIS
MPOBECHUS IPOLEAYP BHIOOPA MMOCTABIIMKOB M 3aKYIIKH.

8. |Odopmienne, 06paboTKa I IIpaBmna  odopmienus, o0paboTku wu  XpaHeHwms| Kparkuii ompoc B
XpaHEHHE TOKYMEHTAlUH [0 |TOKYMEHTAIMU 110 BHEIIHEAKOHOMHYECKON NESTENbHOCTH| Hadase JICKIHH
BHEITHEAKOHOMHYECKOH B COOTBETCTBHHM C TpeOOBaHMSMH 3aKOHOJATEIBCTBA
JIeITeIIHOCTH B COOTBETCTBUM |Poccuiickolt Penmeparun ¥ MEXAYHApPOAHBIX  AKTOB.
¢ TpeOOBaHUAMHU JlenoBoe mmchbMO B ycHoBHsX YyHH¢puKauuu. IlpaBuia
3aKOHO/ATEIbCTBA odopmiiennst aeioBoro nuchkma. HekoTopbie Buaa muceMm.

Poccuiickoit denepanuu u MexnyHapoaHble MCbMa.
MEKAYHaPOIHBIX aKTOB.
CoBpeMEeHHOE JEeI0BOE MUCHMO
9. Buabl nokyMeHTOB 1o JMYHOMY cocTaBy. Tpebosanus k| Kpartkwuii orpoc B
oopMIIeHHIO TpyHOBOro porosopa. OdopmieHue npuema| Havaje JICKIUH
JIOKyMEHTHI KaJIpOBOM U Ha paboty. 3asBieHue o0 mpueme Ha padoty. OdopmieHue
OyXranarepckoi ciyx OblI NPUKa30B 10 JIMYHOMY COCTaBy. TpyaoBas KHIDKKA.
Jlnunasg kaprtouka. JluuHoe geno. XapakTepUCTHUKA.
Asrtobuorpacdus. Pesrome.

10. OO6paboTka mocTymarommx JOoKyMeHTOB. (OO6pabotka| Kpartkuit ompoc B

OTHpaBJISIEMBIX  JOKyMeHTOB. Ilopsnmok  paboTbl  c¢| Havaie JIEKIHH
Opranuzanus padoTsI ¢ BHYTPEHHUMH JOKYMEHTaMH. Perumcrpanmss u KOHTPOJb
JOKyMEHTaMH UCTIONIHEHUs JoKyMeHToB. DopmupoBanne n opopmieHue

nen. IlonroroBka ITOKYMEHTOB K Iepejauye Ha apXUBHOE

XpaHeHHe.

11. ONeKTPOHHBIA JOKyMEHT. ABTOMaTH3alusa cocTaBieHus | KpaTkuii onpoc B
ABTOMaTu3anus JIOKYMEHTOB. ABTOMaru3anus JIeJIOTIPOM3BO/ICTBA. |HaYasIe JICKITUH
JIOKyMEHTO000pOTa Benenue 6a3bI JTAHHBIX JIOKYMEHTalK1 no

BHELTHETOPTOBOMY KOHTDPAKTY.

12. |doxymeHTOOOOPOT B JlokymeHTupoBanue  OusHec-mpolieccoB  Ympasienue| Kpartkuii onpoc B
OpTaHM3aINY ¥ YIIPaBIEHUH |OW3HEc-TpoleccaMu yepes OpTaHM3AIHIO | HavalIe JICKIH
Ou3Hec-TpoueccamMu JIOKyMeHT0000poTa

13. 3amaun W QyHKIUM cayxkObl  JOKyMeHTarmoHHOro |KpaTkuii ompoc B
Cty K6 JI0KyMEHTALHOHHOTO obecrieueHus yIpaBJIeHUS. Crpykrypa CITy>KObI|Havae JICKIH
oBeCTIeueHNs yTIpaBIICHHs JIOKyMEHTAI[HOHHOT'O ofecriedyeHus ynpasiieHus. [IpaBa u

OTBETCTBEHHOCTb CITyKOBI JIOKYMEHTAI[HIOHHOTO
o0ecrieueHuns ypaBJICHHUSI.
2.3.2 3aHATHSA CEMUHAPCKOr0 THNA (IPAKTHYECKHE 3AHSATHSA)
Ne HawmmenoBanue pasziena (TEMBbI) Temartuka 3aHATHI/PabOT Popwma Tekyuero
KOHTPOJIS
1. |IIpeamer, comepkaHue U [ousatuss «uHQOpPMaIUI» W «IOKYMEHT». Pa3Butue Pecdepar-
3aja4yn Kypca JIOKYMEHTA. Crioco0bt JIOKYyMEHTHPOBAHHUSI " npe3eHTams
JIOKyMEHTOBEJICHUE U [IeJIOBO# |MaTepHaibHble HocuTenud uHpopmanuu. CoiicTBa H
JIOKyMEHT0000pOT ¢ynkinn noxkymenToB. Knaccuduxarmst.
2. |doxyMeHTHI ¥ IpaBHiIa UX Co3nanue Jjororuna, JIEMEHTHI PEKBHU3HUTOB Pedepar-
odopmrenns npeanpusitiss  Coznanue  coOCTBEHHOro  o0Opasua| mpe3eHTalusl, Keic




PEKBH3HTOB JOKYMEHTA. PexBu3NTHI JIETIOBBIX
MOKyMEeHTOB.  OdopmiieHHEe  PEKBU3UTOB  JEIIOBBIX
IOKyMEeHTOB (Tpu¢ yTBepXKIOCHHSA, ajapecar, Tpud
COTJIACOBaHUSA U T.1I.).
3. Pabora c ¢aitmamu, CcoO3IaHHBIMH Ha TPEIBIIYIIEM Pedepar-
saaaTun. OdopmieHne OnaHka IOKYMEHTa, WCIONB3Ys| Mpe3eHTaIus, Keiic
COXpaHEHHBIE JIOTOTHII, 3JIEMEHTHI PEKBH3HTOB. YCTaB,
OpraHu3anoOHHO-TIPABOBBIE  |YYPEIUTEIBHBIA JTOTOBOpP, MONOXKEHHE 00 OpraHU3anuy,
JIOKYMEHTEI MOJIOKEHHE O CTPYKTYPHOM IOJIpa3/ieIeHUH, MOJI0KEHHE
0 KOJUIETHAJILHOM (coBemaresisHOM oprase)
OpraHM3alii, perjaMeHT, [ITaTHOE  pacluCaHue,
WHCTPYKIHS, TOJDKHOCTHAsE MHCTPYKIIHSI.

4. [Mpukassl. Co3naHue mabI0HOB MIPUKA30B 110 Pedepar-
PacnopsiauTensHble OCHOBHOH JIESITEIEHOCTH | 110 JINYHOMY COCTaBY Ipe3eHTanus, keiic
JIOKYMEHTEI (npomosbHBIH 61aHK o01ero Buna). [locranoBnenus;

PELICHUST; MPUKa3bl; PAaCIIOPSDKCHNUS; YKa3aHU.

5. |dokxymeHTHpOBaHHE [Tporokon, ero Buapl. Co3naHue mabIoHOB IPOTOKONA. Pedepar-
JACATCIBbHOCTU KOJIJICTHAJIBHBIX Mnpe3eHTanus, Kec
OpraHoB

6. Axt. JoxnagHas 3amucka. CiyxeOHas — 3amucka. Pedepar-

OObsicautensHast  3anucka.  Co3maHme — ma0iioHa| Mpe3eHTamusl, Keic
WHudopmannoHHO-CTIpaBOYHbIE
JIOKYMEHTHI JOKJIAJHBIX, OOBSICHUTENBHBIX 3alHCOK M CIy>KeOHBIX
3anmncok. OdopmileHHe CHpaBKH, CO3JaHHE MIadIoHA
JIOBepeHHOCTH U paciucku. Pakcel. TenedoHOrpamMmel.
7. OdopmiteHre TOBapHO-TPAHCIIOPTHOH HAKIIATHOM, Pedepar-
IyTEBOTO JINCTA, IOTOBOPA Ha OKAa3aHHE TPAHCHOPTHBIX | TMPE3EHTALMs, Keic
ConpoBoauTeIbHbIC
ycIyT, myTeBoro nucrta u T.4. [loqroroska
AOKYMCHTBI JIOKyMEHTAaLIMU JJIs1 IPOBEJICHUsI IPoLieTyp BhIiOopa
TMOCTAaBIIUKOB 1 3aKYIIKHU.

8. |Odopmnenue, obpaboTka u [IpaBmia odopmieHus, 00pabOTKHM ©  XpaHCHHA Pedepar-
XpaHEHHE TOKYMEHTAllUH [0 |IOKYMEHTALUH hics) BHETITHEOKOHOMHUYECCKOH | ITPe3eHTaIHs, KEHC
BHEIITHEAKOHOMHUYECKOM JACATCIBbHOCTHU B COOTBETCTBUU C Tpe6OBaHI/I51MI/I
JIEATEIIbHOCTU B COOTBETCTBUM |3aKOHOAATEIILCTBA Poccuiickoii Denepanuu u
¢ TpeOOBaHUAMHU MEeXIyHapOAHBIX akToB. CocTaBieHne U OQOpMIECHUE
3aKOHOaTEIhCTBA JIeTIOBOTO MHChMa, (hakc ITUPEKTOpPY, COCTABUTDH JEJIOBOE
Poccuiickoit ®enepanuu u MUCHMO 3apyOEKHBIM MapTHEPaM.

MEXIyHApPOJHBIX aKTOB.
CoBpeMeHHOE IeT0BOe
MHCHEMO
9. TpynoBsie TOTOBOPEI ¢ COTpYAHMKaMHU. JIndHbIe Pedepar-
KapTOYKH PaOOTHUKOB. TpynOBbIE KHIKKH. TIpe3eHTaus, KeHe
YBenomiieHue pabOTHUKOB O BEIOOPE (POPMBI TPYIOBOI
. kHKKY. llITarHOE pacncanue. [lomKHOCTHBIE
'HOKyMeHTLI KaZpOBOH HWHCTPYKIOHU. HpaBHna BHYTPCHHETO TPYJAOBOI'O
cIy kGt pacniopsiaka. ['paduk oTmyckoB. 3asiBieHuHe.
Xapakrepuctuka. Aproounorpadus. Pestome.
Odopmienue 3assinenns. Co3nanue aproororpaduu u
xapakrepucTuku. OpopmiieHHE pe3roMe.
10. Oprannsaims paboTs ¢ Opraam3anusi JAOKyMEHTOOOOpOTa Ha TPEeRNpPUATHH. Pecdepar- 5
HOKYMEHTAMH Peructpauus BXOAsSIIMX JOKYMEHTOB. Peructpanus| npeseHTanus, Keic
HNCXOIAMNX TOKYMECHTOB..
11. CocTaBjieHHEe B JJIGKTPOHHOM BHJE CXEMbI pabOThHI C Pedepar-
nokymeHtamu. Co3ZaHue CcaMOCTOSATENbHO —00pa3sla| npe3eHTanus, Keic
ABToMaTI3AIIS OnmaHka yupexXIeHus, B KOTOPOM Bbl 00ydaerech.
Co3aHue  JICKTPOHHOTO  JKypHajda B  TEKCTOBOM
JIOKyMEHTO0000poTa
pelnakTope Uil PerMcTpalMy BXOJSIIMX U HCXOMISIINX
JIOKyMEHTOB. Benenne 6a3bl JaHHBIX JOKyMEHTAIMU IO
BHELTHETOPTOBOMY KOHTPAKTY.
12. CpokHu XpaHEHHS! HCIIOJHEHHBIX JEJIOBBIX JOKYMEHTOB. Pedepar-

JlokymMeHT0000pOT B
OpTaHU3aAINH U YIIPABICHUN
OM3HEC-TIPOIIECCAMU.

[ToaroroBka NOKYMEHTOB K crmade B apxuB. Co3nath
obpazer; 000K Jiena, oOpaser ONucH jeia, odpaser
3aBEPUTEIILHOM HAAKCH.

npe3cHTanus, Kelic




13.

Cryx0a TOKyMEHTaIIHOHHOTO
o0ecrieueHns yIpaBICHHS.

3amaun W (QYHKOMH CIyXObl JTOKYMEHTALIMOHHOTO Pegepar-
obecriedernss  ympaBienus.  CTpykTypa  CIyXObl| TIpE3eHTaIus, TeCT
JIOKyMEHTAI[HOHHOTO o0ecneuenus ynpasnenus. [Ipasa u

OTBETCTBEHHOCTb CITYKOBI JIOKYMEHTAI[HOHHOTO

o0ecTieueHNs yIIpaBIICHS.

3amura 1abopaTopHO

pabotsl (JIP), Bemmonnenue kypcooro npoekta (KII), kypcoBoii

pa6otel (KP), pacuerno-rpaduueckoro 3amanms (PI'3), mamucanue pedepara (P), acce (9),
koiokBuyM (K), rectuposanue (T) u T.1.

2.3.3 IIlpumepHasi TeMaTHKa KypCOBBIX padoT (IIPOEKTOB)
KypcoBast paboTta 1o faHHON AUCHUIUIMHE HE MPEAyCMOTpPEHaA.

2.4 IlepeyeHb yueOHO-METOAUYECKOT0 o0ecnevYeH sl JJI CAMOCTOSATEILHOH padoThI
00y4YaIIUXCs M0 JUCHUILIMHE (MOYJII0)

[epeuenp y4eOHO-METONNUECKOTO 0OECTICUEHHS AUCIIUILUINHBI 110
Ne Buxg CPC BEITIOJTHEHUIO CAMOCTOSATEIIEHON PabOTHI (8b10pams 6 coomeemcmaui ¢
suoom CPC)
1 3aHATHA JEKIMOHHOTO H  |MeToAWYecKHe YKa3aHWsA JUId IOATOTOBKM K 3aHATHAM JICKIMOHHOTO U
CEeMHHApCKOro THMa CEMHHApCKOIro TumHa. YTBEpKAEHBl Ha 3aceqaHuu CoBeTa SKOHOMHYECKOIO
¢axyaprera DI'BOY BO «Ky6I'V». [Tporokon Ne 1 ot 30 aBrycra 2018 roxa..
Pexxum noctyma: https://www.kubsu.ru/ru/econ/metodicheskie-ukazaniya
2 |TloaroroBka scce, pedeparos, [ MeToanueckue ykasaHus Ui TOArOTOBKH 3cce, pedeparoB, KYpcOBBIX paboT.
KYPCOBBIX pa0oT. VYr1Bepxnenbl Ha 3acenanun CoBera skoHOMHYeckoro ¢akyiprera GI'BOY
BO «Ky0I'Y». IIporokon Ne 1 ot 30 aBrycra 2018 roga.. Pexxum moctyna:
https://www.kubsu.ru/ru/econ/metodicheskie-ukazaniya
3 Beinonnenue Metoandeckue YyKa3aHHS [0 BBIIOJHEHHUIO CaMOCTOSITEIbHON paboThI
CaMOCTOSTENBHOM paboThl |0Oydaromuxcs. YTBepkKIeHbl Ha 3acemaHnd CoBeTa SKOHOMHYECKOTO
oOygaromuxcs takymeTera ®TBOY BO «Ky6I'V». [Ipotokon Ne 1 ot 30 aBrycra 2018 rona..
Pexum nocryna: https://www.kubsu.ru/ru/econ/metodicheskie-ukazaniya
4 WnrepakTuBHBIe MeTOABI  (MeToaudyeckne yKa3aHHS 10 HHTEPAKTHBHBIM ~ METOAaM  OOydYeHHS.
00yueHUS YTBepxneHsl Ha 3acegannu CoBera SKoHOMHYecKoro ¢akymbrera GI'BOY
BO «Ky6I'V». IIporokox Ne 1 ot 30 asrycra 2018 roma. Pexxum mocryma:
https://www.kubsu.ru/ru/econ/metodicheskie-ukazaniya

VY4eOHO-METOANYECKHE

MaTepuaibl JUIsl CaMOCTOSITENIbHON pPabOThl O0y4YaroIUXCs W3

YHCJIa MHBAIK/IOB U JIUI] C OTPAHUYEHHBIMU BO3MOXHOCTSIMHU 3710poBbst (OB3) npenocTasistoTcs
B (hopMax, aJanTUPOBAHHBIX K OTPAHUYEHUSIM UX 3/JOPOBbS U BOCIIPUATHS HH(POpMALIUU:

JUid nu1 ¢ HapyIIEHUSMH 3pEHUS:

— B IieyaTHOU (popme yBeIMUEHHBIM HIPUPTOM,

— B (hopMe 2IIEKTPOHHOI O TIOKYMEHTA,

— B (opme ayauodaiina,

— B ieyaTHOM popme Ha si3bike bpaiins.

JUid nu1 ¢ HapyIIEHUAMH ClIyXa:

— B TIe4aTHOM opme,

— B (hopMe 2IIEKTPOHHOTO TOKYMEHTA.
Jljig U1 ¢ HapyIIeHUsIMH OIIOPHO-JBUTATEIILHOTO arlnapara:

— B I1e4aTHoi (opme,

— B (popMe JIEKTPOHHOTO IOKYMEHTA,
— B (popme ayamnodaiina.

JlaHHBIN TepeuyeHb MOXET ObITh KOHKPETHU3UPOBAaH B 3aBUCUMOCTU OT

o0yJaromuxcs.

KOHTHHI'CHTa


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

3. 06p330BaTeJIBHbIe TEXHOJOIruM, NPpUMEHACMbIC¢ IIPU OCBOCHHU JTUCHUIIJIMHBI

(Mmomy.Jist)
B xoxne

W3yYCHUS

NUCHUIIIINHEI

IIPEyCMOTPEHO  UCIOJb30BaHUE

CIIC/TYFOIIIUX

06p330BaTeJ'IBHBIX TEXHOJIOTHIA: JICKIWMH, IMPAKTHYCCKUEC 3aHATHsA, CaMOCTOATCIIbHad pa60Ta

CTYJCHTOB.

KoMneTeHTHOCTHBI MOAXOA B paMKax IMPEnoJaBaHUsl JUCLUUIUIMHBI peaau3yercs B
UCIIOJIb30BAHUU UHTEPAKTUBHBIX TEXHOJIOTUM B COYETAHUU C BHEAYIUTOPHOU pabOTOM.

Nudopmannonusie
UCII0JIb30BaHUE

TEXHOJIOTUH,
MH(POPMALMOHHBIX

pecypcos,

TEJIEeKOMMYHUKAalMOHHOMU ceTh MIHTepHeT.

AnantuBHbIe 00pa30BaTEbHBIC TEXHOJIOTHH, TPUMEHSIEMbIE TIPU U3YYECHUH JUCIUTUTMHBI
— Uil JMIl C OrPaHMYEHHBIMH BO3MOXKHOCTSAMHU 3I0POBbsl IPEIyCMOTPEHAa OpraHU3alys
KOHCYJIBTALIUM C UCIOJIb30BAHUEM JICKTPOHHOM IIOYTHI.

4. OueHo4YHbIE

cpeacTaa

A

NMPOMEKYTOYHOM aTTeCTAlUN
OIIGHO‘-IHI)IG CpCIICTBa HpeIIHaBHa‘-IeHI)I JJIA KOHTpOJI?I U OLCHKHU 06pa3013aTeJH)me

NOCTHKEHUN

oOyuarommxcs,

OCBOHMBIIIHNX

«JlokyMeHTOBeIeHNE U JIETTOBOI IOKyMEHTOO00POT.

O1eHOUHBIE CPeICTBA BKIIOYAIOT KOHTPOJIbHBIE MAaTE€pUalbl Ul IPOBEICHUS TeKyllero
KOHTPOJIsl B popMe TECTOBBIX 3aJaHUH, pedepaToB-TIPEe3eHTANH, KEHCOB 1 NMPOMEKYTOUYHOM
aTTecTalu B (hopMe BOIIPOCOB K 3aUETYy.

IIPUMCHACMBIC
AOCTYIIHBIX B

TEeKylIero

nporpammy

npu

KOHTPOJIA

yueOHOI

U3y4CHUH
MH(POPMALMOHHO-

JUCUUIUINHEL:

ycneBaeMoCcT H

JUCHUILINHBI

CTpyKTypa OIEHOYHBIX CPEACTB AJIsl TeKYlIeil i NPOMEKYTOYHOH aTTeCTAlluN

Ko u HanmeHnoBanue
HHAWKaTOpa
(B cooTBeTCcTBUH C 1. 1.4)

PesynbraTel 00yueHUs
(B cooTBeTCcTBHH C 1. 1.4)

HaunmenoBanme OLCHOYHOT'O CPCACTBA

Texkymuil KOHTPOJIb

IIpomexxyTounast
aTTecTaIys

HIIK-1.1 Pa3pabateiBaet
1 MCTIONB3YET
HHCTpYMEHTapUi
JOKyMEHTOBEJICHUS 1
JIETIOBOTO
JOKyMEHTO000pOTa ISt
peLIeHUs! TOCTaBICHHBIX
3amaq

3HaeT: 3aKOHOJATEIIECTBO
Poccuiickoit denepaunu B
00acTé MaTepHalbHO-
TEXHUYECKOr0 00CCIICUCHUS,
JIEIIOTIPOU3BOICTBA.

Omnpoc, pedepat-
NPE3CHTALHMS, TECT

Bomnpoc Ha
3ayere
29-48

3Haet: CTpyKTYypy, IPUHLIMIIBI,
MHCTPpYMEHTapui
JIOKYMEHTOBE/ICHUS U JAETIOBOTO
JIOKyMEHTO000pOTa
OpTaHU3aINH, a TAKXKe
pa3paboTku 1 ohopMIIeHUS
JIOKyMEHTaINH

Omnpoc, pedepat-
Mpe3eHTalus, Kelc, TecT

Bomnpoc Ha
3ayere
1-28

Ywmeer: PazpabaTeiBaTh 1
BHEJIPSATH JOKAJIbHBIE
HOPMAaTHBHBIC aKTHI U
perylaMeHTHPYIOIIHE
JIOKyMEHTBHI 00IIeTO XapaKTepa
1 110 QYHKIIMOHATIBHOMY
HAIPaBJICHUIO JICSTEILHOCTH

Omnpoc, pedepat-
Hpe3eHTaLus, Keiic, TeCT

Bomnpoc Ha
3ayere
1-28

Ywmeet: PazpabatsiBaTh 1
HCTIONBb30BaTh
MHCTPYMEHTApUI
JIOKYMEHTOBEJIEHUS U J1€JIOBOI'O
JIOKyMEHTO000pOTa
OpraHu3aiuuv, B TOM YUCJIC 11O
BHEIIHEAKOHOMHUYECKOMN
JIESITEIbBHOCTH

Ompoc, pedepar-
Mpe3eHTaIus, Kelc, TecT

Bomnpoc Ha
3a4eTe
29-48

TpynoBoe aeiictBue:
OdopmisieT TOKYMEHTAIUIO, B
TOM YHCJIE 110
BHCIITHEIKOHOMUYECKOU

Omnpoc, pedepar-
Ipe3eHTalus, Kelc, Tect

Bonpoc Ha
3aueTe
1-28




JIESITCILHOCTH B COOTBETCTBUH
¢ TpeOOBaHUSAMH
3aKkoHoaTenbcTBa Poccuiickoii
Denepartii 1 MEXKIYHAPOTHBIX
aKTOB

TpynoBoe aelicTBuE:
Hcnone3yeT KOMIBIOTEPHBIE
HPOTPaMMBbI IJIsI BEICHUS
yueTa, CUCTeMaTH3aluy 1
aHaJIM3a JIaHHBIX, COCTABJICHUS
0a3 JaHHBIX, BEACHUS
JIOKYMEHTO000pOTa,
CIPaBOYHO-TIPABOBBIE
CHCTEMBI, PECYpPCHI
HHPOPMALMOHHO-
TENICKOMMYHHKALIMOHHON CEeTH
«/HTEpHET», OPITEXHUKY

Omnpoc, pedepat-
IIpEe3EHTALMsL, KEHC

Bomnpoc Ha
3a4ere
29-48

10

11

12

HIIK-2.1 Pa3pabaTbiBaet
1 HCTIONIB3YyeT
HUHCTPpYMEHTapui
JOKYMEHTOBEJICHHS 1
JIEJI0BOTO
JOKYMEHTO0000pOTa IS
peLIeHHs TOCTaBJIEHHBIX
3a1a4y

3HaeT: 3aKOHOJATEIIECTBO
Poccuiickoit denepannu B
00acTi MaTepraIbHO-
TEXHUYCCKOr0 00CCIICUCHUS,
JIeIIONPOU3BOICTBA.

Omnpoc, pedepat-
NPE3CHTALHNS, TECT

Bomnpoc Ha
3ayere
29-48

3naeT: CTpyKTypy, IPUHIIUIIBI,
MHCTPpYMEHTapui
JIOKYMEHTOBEJICHUS U JIETIOBOTO
JIOKyMEHTO000pOTa
OpraHM3aIiH1, a TAKIKE
pa3paboTKu 1 0POPMIICHHS
JIOKyMEHTaINH

Omnpoc, pedepat-
IIpe3eHTalMs], KEUC. TECT

Bomnpoc Ha
3a4eTe
1-28

Ywmeer: PazpabaTeiBaTh 1
BHEIPATH JTOKaJIbHBIC
HOPMAaTHBHBIC aKTHI U
peryIaMeHTHPYIOIIHE
JIOKyMEHTBHI O0IIETO XapaKTepa
U 10 QYHKIIMOHAIBHOMY
HaIpaBJIECHHUIO JICSTEILHOCTH

Omnpoc, pedepat-
Tpe3eHTaLHs, Keic, TeCT

Bomnpoc Ha
3ayere
1-28

Ywmeert: PazpabatbiBaTh 1
HCTIONB30BaTh
UHCTPpYMEHTapui
JIOKYMEHTOBE/ICHUS U JAETIOBOTO
JIOKyMEHTO000pOTa
OpraHu3aluu, B TOM YUCIIE MO
BHEUTHEAKOHOMUYECKON
JIeSITENIbHOCTH

Ompoc, pedepat-
pe3cHTanunsd, T€CT

Bomnpoc Ha
3a4eTe
29-48

TpynoBoe aeictBue:
OdopmisieT TOKYMEHTAITHIO, B
TOM YHCJIE TT0
BHEITHEOKOHOMHUYECKOU
NIEITEILHOCTH B COOTBETCTBUM
¢ TpeOOBaHUSAMH
3aKkoHoj1aTenbcTBa Poccuiickoit
Denepanuy 1 MEXTYHAPOTHBIX
aKTOB

Omnpoc, pedepat-
Hpe3eHTaLus, Keiic, TeCT

Bomnpoc Ha
3ayere
1-28

TpynoBoe aeiicTBue:
Hcnonb3yeT KoMNbIOTEPHbIE
MIPOrpaMMBbI 7Sl BEICHUS
ydera, CUCTeMaTU3aluy U
aHanM3a JaHHBIX, COCTaBJICHUS
0a3 TaHHBIX, BEICHUS
JIOKyMEHT0000poTa,
CIIPaAaBOYHO-IIPABOBBIC
CHUCTEMBI, PECYPChI

Ompoc, pedepar-
Mpe3eHTaIus, Keic, Tect

Bomnpoc Ha
3a4ere
29-48




nH(OpMaLMOHHO-
TEIICKOMMYHHKALIHOHHON CETH
«/HTEpHET», OPITEXHUKY

TunoBblie KOHTPOJIbHbIE 32JaHUS] MM HHbIE MaTepUAJIbl, He00X0ANMMBIE /IJIl OLlEHKH
3HAHMI, yMEHUIl, HABBIKOB U (WJIH) ONBITA AeATEJIbHOCTH, XapAKTEPU3YIOIIHUX ITANbI
¢GopMupoBaHusi KOMIIETEeHIM B MIpollecce 0CBOCHUS 00pa30BaTeILHOI MPOrPaMMbl
IlpumepHnulit nepeuens 60nPocos u 3a0aHuil
Peghepam
Temamuka pegpepamos
1. CymHocte u TpeOOBaHUS COBPEMEHHOTO JenonpousBojcTBa. Ponbp unbopmanuu B
YIIPaBJIEHYECKON JeSITEeIbHOCTH OpraHu3anuu. JJokyMeHT u ero ¢pyHKUuHU. YHU(PUIUpOBaHHAS
CUCTeMa JOKYMEHTAalUH.
2. Bunbl TOKyMEHTOB M MX KiIaccuukanus. Y HupuKamus u cTaHaapTH3aIus.
3. CoBpeMeHHOE rocyJapCTBEHHOE perynupoBanue nenonpousoactsa ECIOY.
4. 3amaun 1 QyHKIUH CITY>KOBI J€TTONPONU3BOCTBA.
5. TpeboBanusi k cocrasnenuto u opopmienuto OPJI. Tlonarue u cocraB pexkBusutoB OPJ]
['OCT P.6.- 30.2003
6. OcOOEHHOCTH TOJATOTOBKM M O(OPMIIEHUS OpraHU3alMOHHBIX JOKYMEHTOB (YCTas,
YUpPEAUTEIbHBIA JIOTOBOP, JAOJKHOCTHAsE HMHCTPYKLMS, IOJOXKEHUE, IITATHOE pacluCaHue,
CTPYKTYypa U IITaTHAs YUCICHHOCTH).
7. OcoOEHHOCTH TOATOTOBKH M O(GOPMIICHHS PaCIOPSIIUTEIBHBIX JAOKYMEHTOB (TIPHKa3 II0
OCHOBHOI1 J1eATeIbHOCTH, YKa3aHHE, TOCTAHOBJICHHE, PACIIOPSIKEHUE U PEIICHHUE).
8. CocraBnenune u odopmieHre HH)OPMAIMOHHO-CIPABOYHBIX JOKYMEHTOB (aKT, HMPOTOKOI,
JOKJIaiHas, OOBSICHUTEIbHAS U CIYKEOHAs 3aHCKH).
9. Buapl muceM, 0coOO€HHOCTH X 0(OPMIICHHUS.
10. KagpoBas ciyx0a. Pernamenranus ee 1eaTeabHOCTH.
11. JIokyMeHTBI 10 YCTAHOBJIEHHIO TPYAOBBIX NpaBoOTHOWIEHUH. OdopMieHre NpPUKa30B IO
JUYHOMY COCTaBY, TPYJIOBBIX KOHTPAKTOB, TPYIOBBIX KHUKEK, TUUYHBIX KAPTOUYEK.
12. OcobenHoctu cocTaBiaeHuUs: 1 0GOPMIICHUS JTUYHOTO JIeTa.
13. Dnextponnslii opuc. CoBpeMeHHbIe WHGOPMAIMOHHBIE TEXHOJOTHH, HCIIOJNb3yeMble B
JIOKYMEHTAllMOHHOM O0OECIIeUeHUH YIIPABJICHNUS.
14. CraHOBII€HUE U Pa3BUTHE MOHATHUS «IJIEKTPOHHBINA JOKYMEHT.
15. TIpoGnema mpumanus FOPUAMUECKOU CUITBI JIEKTPOHHBIM IOKYMEHTaM.
16. DNeKTpOHHBINA JOKYMEHTOOOOPOT U €T0 OTJIMYME OT aBTOMATU3AIIUU AEJIONPOU3BOICTBA.
17. HopmaTuBHOE MPAaBOBOE U METOJAMUECKOE 00ECTICUCHHE YIIEKTPOHHOTO JJOKYMEHTO000pOTA.
18. MHOroKpUTepHalbHBII TOIX0J K TMpobieMy BbIOOpa M ONTHMHU3AIMU  AalMIapaTHO-
IPOrPaMMHBIX KOMIUIEKCOB: CYIIIHOCTb, OCHOBHBIE 3Tallbl.
19. [IpoGneMbl TpaAUIIMOHHBIX TEXHOJOTHH JOKYMEHTAIIMOHHOTO O00ECTeUYeHUs YIpaBICHUS U
WX OOBEKTUBHBIC TPUIUHBI.
20. TIIpoGmemMbl W TEPCHEKTUBHI PACHIMPEHUS HCIOJIB30BAHUS CHCTEM aBTOMAaTH3alluU
JIEJIONPOU3BOJICTBA U JOKYMEHTO000pOTA.
21. JKu3HeHHBI NMKJI TporpamMMHOro obecredeHuss WH(GOPMALIMOHHOW CHCTEMBI U €ro
cTpyKkTypa. OCHOBHBIE, BCTIOMOTaTeNIbHbIE U OpPraHU3aI[MOHHBIE TPOLIECCHI.
22. Mopenu >KU3HEHHOTO IIMKJIA TMPOTPAMMHOIO OOECTeueHus: KacKagHas, IodTamHasi,
CIupajbHasl.
23. ®dynkuuoHabHBIE Bo3MoxkHOCTH Microsoft Office u ee mpunoxxeHuit.
24. Peanu3zamus TUMIOBBIX 3a]1a4 ISTOTIPOU3BO/ICTBA Ha mpuMepe nakera MS Office.
25. OpraHu3alOHHbIE U TEXHUYECKUE MPOOJIEMBbl KOHTPOJS 32 HCHOJIHEHHEM JOKYMEHTOB.
Bo3MoxHOCTH peanu3aiii KOHTPOJIS UCIIOIHEeHNs JoKyMeHToB B cpeae MS Office.
26. Bo3MOXHOCTH CO37aHMS KOMIIO3MLMOHHBIX JOKyMeHTOB B cpene MS Office. Ilpuniun
CBSI3bIBAHUS U BCTpaMBaHUS 00BEKTOB. [[pHHITUIT TUHAMUYECKOTO OOMEHA TaHHBIMH.



27. HopmartuBHbIE TPaBOBBIE aKTbl, PErJIAMEHTUPYIOIIUX MPOLECCHl BHEAPEHHUS U
UCTIONB30BaHUSl  MH(MOPMAIIMOHHBIX TEXHOJIOTHH B  JOKYMEHTAI[HOHHOM  OOECIIeYeHUH
yIIpaBJICHUSL.

28. HopMaTHBHO-METOIMYECKHE IOKYMEHTHI, PErJaMEHTHPYIOIIUX MPOLECCHl BHEAPECHUS H
UCTIOJIb30BaHUSl  MH(POPMALMOHHBIX TEXHOJOTMA B  JIOKyMEHTAlMOHHOM  O0ecre4eHuun
yIIpaBJICHUSL.

29. Bo3MoxHBIE Chepbl HCIOIb30BAaHUS COBPEMEHHBIX HH(POPMAIMOHHBIX TEXHOJOTHHA B B
JOKYMEHTAIIMOHHOM O0ECIIeYeHUH YIIPABIICHUSI.

30. Llenu u 3a1auu BHEAPEHNUS 3JIEKTPOHHOTO JJOKYMEHTOO00POTa B OPraHU3aIHsAX.

Keiicu

I. CocraButh axkT peBusum kaccel npennpustua TOO "Cmaprak" Ne 15 or 14.03.20 .
OcHoBanueMm sBisieTcs: npukaz jgupekropa Nel65 or 13.03.20  .B cocraB komuccuu,
npoBojsiel pesusnto Bxoadar: [Ipeacenarens - 3am. gupexkropa C.H. Ko3noB UneHnsl komuccuu:
1. I'n. 6yxrantep H.M. Porosa 2. Cr. Oyxranrep 3.A. Opnosa 3. byxranrep O.U. YuaeBa
[TpucyrctBoBanu: 3am. ri. Oyxrantepa [.H. Kopones xaccup B.M. MakcumoBa PeBusus Obilia
nposeneHa B nepuon ¢ 14.03.20  mo 16.03.20 B pesynbTare NpOBEACHHON pEBU3UU
ycraHoBieHO: 1. OcTaTok HaJdM4YHBIX JEHEr B Kacce 1o cocrosHuto Ha 14.03.20  cormacHo
KacCOBOW KHHUTHM W JIaHHBIM OYXTalITepCKOTo ydera JoipkeH coctaBimsate 5000 py6. 2.
@DaKTUYECKHIl OCTaTOK HaJIMYHBIX JieHer B Kacce coctaBiuseT 4800 py6. Hemoctaua nener B
kacce - 200 py6. 3. Hemocraua HalM4HBIX JIeHET B Kacce oOpa3oBanach 1o BuHE Kaccupa B.U.
MakcumMoBOi AKT cocTaBieH B 3-X 3K3eMmIunipax: 1-if 3k3. - B gemo Ne 05-11 2-it axk3. -
TUPEKTOPY MPEANPUATHS 3-H IK3. - TI. Oyxrainrepy B mpunokeHUU oOBSCHUTEIBbHAS 3aIllUCKa
kaccupa B.1. MakcumoBoii Ha 1 1. B 1 9Kk3. (camy 00BACHUTENbHYIO 3aMCKY MUCATh HE HYXHO,
HEOOXOJMMO B TEKCTE aKTa CHeNaTh MOMETKY O HaIW4YhH TpuioxkeHwid.) Odopmuts rpud
yrBepxkacHus: aupektop A.A. bepkyt, gara yrBepxkaenus 18.03.20 . OpopMuTh peKBU3UT
"OTMETKa 0 HampaBJIeHUH JOKyMeHTa B fieno" Mcnonautens B.A. Anykun nata 25.03.20 .

2. CocraBpre nuchbMo — npurnamenue Ne 544 ot 10.07.20 mo ci. ganHbIM: UTHCTHTYT TOUHBIX
npubOpoB MmockutaeT nuchMo — npuriamenue aupexrtopy LHTHUU «IIpomereit» KoncTanTuny
CepreeBuuy C MpHUIJalIEHUEM IOCETUTh MEXIYHAPOJIHYIO CIEHHATU3UPOBAHHYIO BBICTaBKY
«OKOHOMHS MATEPUAIBHBIX W TOIUIMBHO-DHEPI€TUYECKUX PECYpCOB B CTPOMTEIBCTBE U
IPOMBIIIIEHHOCTHY. BbicTaBka coctoutcsa B . MOCKBa B aBMJILOHE BHICTABOYHOI'O LIEHTPA Ha
Kpacnoii IIpecue 18 aBrycra 20 roxa ¢ 9.00 1o 20.00. Aapec MHCTUTYTa TOUHBIX IPUOOPOB T.
Mocksa yi. [lnmexanoBa 36, ten. 237-87-77. JQupektop mHCTHTYTa TOouHBIX mpuoopoB C. K.
Ceprees.

3. B cootBerctBun ¢ Pacnopsikennem Munuctpa ot 04.03.20 Ne 115 «OO6 ycunenuun
MPOTUBOMNOXKAPHON O€30MaCHOCTH M YCUJICHHMM OXpaHbl B MEpUOJ MNPa3IHUYHBIX THEH»
coctaBuTh npukas Ne 245 or 06.03.20  wusgansHbl qupekTopoM HaydHO-IIpOM3BOACTBEHHOTO
obbenuuenust «Arporpudop» r. MockBel M.JI. TankunabiM. B pacnopsauTensHON yacTh
BeIIeUTh 4 myHkTa: 1. OO0 opranuzanuu yOOpku Tepputopuu oobeaunHeHus 2. O mposepke
COCTOSTHUS 3JIeKTporpoBoAKU 3. O mpeocTaBiIeHUH B CEKpeTapuaT T'€HEepabHOrO JHUPEKTopa
CIHCKa COTPYIHUKOB, MpeObIBaHME KOTOPHIX HEOOXOAMMO Ha TEPPUTOPUU OOBEIWHEHHS B
npa3aHuyHble HU 4. KOHTpoib 3a HCHOJHEHHEM BO3JIaraeTcsi Ha TJIABHOTO WHXKEHepa
oobenunenus [1.P. JKaposa. Kaxnelii myHKT paccMoTperh mo cxeme «Komy?», «UTo HYXHO
caenatb?», «Jlo xakoro cpoka?». Hampumep, k m.1 3aBenyromemy ckinagom O.H. Hukutuny
opranuzoBath yOopky Ttepputopuu a0 07.03.20 . IIpoctaBuTh BHU3y TIJaBHOTO HHXKEHEpA.
[ToctaButh oTMeTKY 00 UcnionauTeNe. Mcromaurenem sisisiercs ComoBbeBa Tenedon 302-34-56.

Tecm
1. YUTO HE OTHOCUTCA K YUPEIUTEIbHBIM JOKYMEHTAM HOPUANYECKOTro JInia?



— IIpoTokon cobpanus yupeauTenei;

— Ycras;

— YupeauTenbHblid I0r0BOP.

2. IlonoxkeHne 0 CTPYKTYPHOM HOIPA3ACIECHUH — ITO:

— MPaBOBOH aKT, KOTOPBIA yCTaHABIMBAET CTATYC, PYHKIIUH, IPaBa, 00SI3aHHOCTH U
OTBETCTBEHHOCTb CTPYKTYPHBIX IIOAPAa3/IeJICHUN NN UHBIX OPraHoB;

— IMPaBOBOH aKT, KOTOPBIA OMpeAEIsieT CTaTyC OpraHn3aluy, ee 3a/1a4u U (PYHKIINH, TIpaBa,
OTBETCTBEHHOCTb, ITOPSIOK AEATEIbHOCTH;

— JI0rOBOP, CTOPOHBI KOTOPOI'0 0053YyI0TCA CO3JaTh FOPUINUYECKOE JINLIO U YCTAaHABJIUBAIOT
HOPSII0K COBMECTHOH JI€ATEILHOCTH 110 JaHHOMY (aKTy.

3. JlaToii TOJBKHOCTHOM MHCTPYKLIUU SIBJISIETCS /1aTa:

— €€ YTBEPKICHMS;

— €€ COCTAaBJICHUS,;

— O3HAaKOMJIEHUS ¢ Hell pabOTHUKA.

4. IIpaBoBOIi aKT, B KOTOPOM OTOOpaXkaeTcst MOPSII0K ACATEIbHOCTH PYKOBOACTBA OPraHU3AIHH,
a paBHO KOJIJIETHAJIBbHOTO MJIM COBEIIATEIBHOIO OpraHa — 3TO:

— PETJIaMEHT;

— IITaTHOE PACIHUCAHUE;

— yCTaB.

5. I1o cdepe cBoero aeiicTBUS pacnopsAUTENNbHbIE JOKYMEHTHI ACIATCS Ha!

— ¢erepanabHOTO YPOBHS, pETHOHATIBHOTO YPOBHSI, IPABOBBIE aKThI OPraHU3aINH;

— KOJIJIEKTUBHBIE U UHAWBHUYaJIbHBIC,

— IIPaBOBBIE AKTHI OPTaHU3ALUN, IPABOBBIE AKThI UX CTPYKTYPHBIX ITOAPA3ICICHUN.

6. PacniopsbxeHue usnaercs:

+ €IMHOJINYHO;

— KOJIJIETHAJIBHO;

— B YCIIOBHSIX BEIOMCTBEHHOI'O PEryJIUpPOBaHUS.

7. Konus yactu JOKyMEHTa, KOTOpasl 3aBEpeHa B OIIPEIETICHHOM HOPAIKE, 3TO:

— BBIIIUCKA,

— DJIEKTPOHHAS KOIIUS;

— nyOnuKar.

8. He saBisieTcss AOKYMEHTOM, KOTOPBIM HHULIMUPYET PELICHUE:

— IIPOEKT JJOKYMEHTA;

— 3aKJII0YCHUE;

— JIOKJIQ/IHAsl 3aIIMCKA.

9. UeM BHeIIHE OTIIMYAETCS MPOEKT JOKYMEHTA OT €r0 OKOHYATEJIBHOTO BapHaHTa?

— Hagnucero «a1poekT» B BEPXHEM I0JI€ CIIPABa;

— IIpoekT He 06s3aTenbHO 0(hOPMIIATH B TaKOH ke popMe, Kak OyAyIIUi JOKYMEHT, JOCTaTOYHO
CaMOTo0 TEKCTa;

— IIpoekT oopmisieTcs Ha crielMagbHOM OJIaHKe.

10. Kakast yacTh NOCTaHOBIIEHUS COACPKUT HOPMATUBHBIE ITOJIOKEHUS WM TOPYUECHUS ?
— PacniopsaurensHas;

— KoHcrarnpyromas;

— BBonHas.

11. B coctaB uHpopManmoHHO-CIIPaBOYHBIX JOKYMEHTOB HE BXOJIUT:

— YKa3aHue,

— JIOKJIa/THAsl 3aIIMCKa;

— CBOJIKA.

12. Bua nadopmManoHHO-CIIPaBOYHON JOKYMEHTAIUH, SIBJISIOIIENHCS ClI0COO0M ONepaTUBHOIO
UH(POPMALIMOHHOTO 0OMEHa MEX/1y OpraHU3allusIMH, Ha3bIBACTCS:

— IIEPENUCKOM;

— TIOKyMEHTalueH sl CIy»KeOHOTro MOJIb30BAHHUS;



— CTaTUCTUYECKOU OTYETHOCTBIO.

13. Yro npencraBiseT coOoii 3asBJIEHHE B TJOKYMEHTOOOOPOTE OpraHU3aINH?

— DTO IOKyMEHT, KOTOPBIH aJpecOoBaH JOJKHOCTHOMY JIMILY U COJCPKHUT KaKyr0-JIn00 Ipoch0y
pabOTHHKA;

— OTO0 TOKYMEHT C NPEI0KEHUEM HAa3HAYUTh, IEPEMECTUTD WIIM MTOOLIPUTH PAOOTHHKA;

— OTO TOKYMEHT, OOBSICHSIOUINI IPUYUHBI CITyYUBIIETOCs, KOTOPBII COCTaBiIsieT pabOTHUK Ha
UMS PYKOBOJUTEISL.

14. Yto He sBIAETCS NPU3HAKOM aKTa?

— COCTaBJICHHE B CBOOOIHOM (hopme;

— ycTaHoBIIeHHE (PaKTUYECKOTO COCTOSIHUE JIeT M OTPAKEHUE €TO0 B aKTe;

— KOJIJIETMAJIbHOCTh COCTABJICHUSI.

15. JIokyMeHTBI, KOTOpPBIE U3[JaHbl BHYTPU YUPEKACHUSA U OTIIPABIICHBI 32 €r0 MPEAeIIbl 1S
PYKOBOJICTBA HMYKECTOSAIIUM OpraHaM YIpaBJICHHs JTUOO0 B LEISIX UCIIOTHEHHUS MTUCHMEHHBIX
YKa3aHUH BBICIIEH MHCTAHIIUU, HA3bIBAIOTCS:

— UCXOSILMMU JTOKYMEHTAMU;

— BXO/JSIIIMMH IOKYMEHTaMU;

— IIEPEIUCKOMN.

16. Uto BKIItOUaET B €051 TEXHUYECKOE UCIIOJIHEHUE TOKYMEHTA:

— IOJrOTOBKY IIPOEKTa JOKYMEHTa, HA0Op U pacleyarKy TeKCTa IPOeKTa, KOPPEKTUPOBKY
coJlepKaHus JOKYMEHTA MOCje corjacoBanus, opopmieHue (prHaIbLHOTO BapuaHTa JOKYMEHTA;
— IPEJOCTaBICHUE paclieyaTaHHOrO MPOEKTa JOKYMEHTa PYKOBOJUTEIIO Ha COTJIACOBAHUE,
ycTpaHEHHE HETOYHOCTEH, HAOOp OKOHYATETLHOTO TOKYMEHTA;

— COCTaBJIEHHE JJOKYMEHTA Cpa3y B OKOHYATEJIbHOM BapUaHTE, €ro MOANKUCAHNE Y PYKOBOAUTEIS,
OTIpPAaBKa JOKYMEHTA aJipecary.

17. Korma 1OKyMEHT SIBIISIETCS UCTIOTHEHHBIM?

— Korpaa paccMarpuBaeMblii B JOKYMEHTE BOIIPOC Pa3pelleH MOJHOCTBIO U IEPEMHUCKA [0 HEMY
3aBepLICHA;

— Kak TosbKO TOKYyMEHTY MPUCBOEH PErHMCTPALIMOHHBIN HOMED;

— Korna 10okyMeHT 1oty4eH KOHEUHBIM a/IpECaTOM.

18. Kakue pazmepbl HIpuPTOB PEKOMEHIYETCS UCIIOJIB30BaTh MPH 0QOPMIICHHH TOKYMEHTOB
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. Ludposoit unu OykBeHHO-LIMPPOBOMH UAECHTUPHUKATOP JOKYMEHTA, BKIIFOUAOIIUI
MOPSIIKOBBIM HOMED, AOMOJHSAEMBIH 110 JKEJTaHUI0 MHIEKCAMH COTJIACHO UCIOIb3YEMbIM
KJIacCU(pUKaTOpaM, Ha3bIBAETCS:

— PETUCTPALMOHHBIM HOMEPOM JOKYMEHTA;

— rpudom;

— JIaTOM JOKYMEHTA.

20. Kakoit ¢popmaT Oymaru uCnosib3yeTcst JIIsl U3rOTOBJIEHUS OJIaHKOB PE30JTIOLININA?

— A5, A6;

— A4, AS;

— A6, A4.

21. Hocurenem nHpOpManiu sIBISETCS:

— MaTepUaIbHBIN O0BEKT, KOTOPHIN HYXKeH sl PUKCAIK, XpaHEeHUs (1 BOCIIPOU3BEICHNS)
peudeBo, 3BYKOBOW MJIM U300pa3uTeNIbHON HHpOpMaLnH;

— co3zarenb JOKyMEHTa;

— CTPYKTYpPHOE O/Ipa3/iesIeHre, BRINOIHIIoMIee (GYHKIIUHU 10 BEJCHHUIO JOKYMEHTO000pOTa.
22. CBOWCTBO AOKYMEHTA MOATBEPKIATh AEJIOBYIO AEATEIBHOCTD JINOO COOBITHE TUYHOTO
XapakTepa — 3TO:

— IOpUINYECKAs 3HAYMMOCTh IOKYMEHTA;



— IOpUIUYECKas CUjia JOKYMEHTA;

— ayTEeHTHUYHOCTb.

23. TUnoBbIM CPOKOM HCIIOJIHEHUS JOKYMEHTA Ha3bIBAETCH:

— CPOK MCIOJIHEHHUSI IOKYMEHTa COTJIaCHO HOPMaTHUBHO-IIPABOBOMY AKTY;

— CPOK UCIOJIHEHHUS, KOTOPBIA YCTAHOBJIEH B OPTaHU3ALMOHHO-PACTIOPSAUTEIIBHOM JOKYMEHTE
WJIU B PE30JIIOLINH;

— CPOK UCIIOJTHEHHS, YCTAHOBIICHHBIN CIIOKHBIIIUMCSI B OPTaHU3AI[UN O0BIYacM.

24. CipaBOYHUK, COACpIKAITUi CBeJeHUs O (OHIaX apXHUBa M MPeTHA3HAYCHHBIN IS
03HAKOMJIEHHUS C UX COCTaBOM M COAECPKAHUEM — 3TO:

— apXMUBHBIN ITYyTEBOAUTEIID;

— apXMBHBIN CIIPAaBOYHUK;

— apXMUBHBIN yKa3aTellb.

25. YaudunupoanHoi GopMOi TOKyMEHTa SBISETCA:

— dopMyIIsIp TOKYMEHTA OIPEICICHHOTO BUAA, KOTOPBIA CONEPKUT MOCTOSHHYIO YaCTh TEKCTa,
— OyMa)kKHBIN WM DJICKTPOHHBIN 1IA0JIOH ¢ PEKBU3UTAMH, TI0 KOTOPHIM ONPEEIISICTCS aBTOP
O(pUIMATEHOTO TOKYMEHTA;

— PEKBU3UT O COTJIaCUM OpraHU3alluu, KOTOpasl HE SBJISIETCS] aBTOPOM JOKYMEHTA, C €ro
COJIEpKAHUEM.

26. KakoBa ayimHa caMOi JJIMHHOM CTPOKH PEKBU3UTA IIPU YITIOBOM PaclOI0KEHUU
PEKBU3UTOB?

— He 6onee 7,5 cm;

— He 6onee 12,5 cM;

— He Gonee 10 cm.

277. PEeKBU3UT TOKYMEHTA — 3TO:

— 371eMeHT 0(hOpMIICHUS IOKYMCHTA;

— pEerucTpalMoOHHbIN HOMEP JTOKYMEHTA;

— CBEJICHHUS O J1aTe U UCIIOJIHUTENE JOKYMEHTA.

28. Bxoasmuii TOKyMEHT IPOXOIUT CIAEAYIOIIHE dTanbl 00pabOTKU:

— COTIPOBOXJICHHUE U JIOCTaBKa C IMOYTHI, IEpBUYHAsT 00pabOTKa, perucTparus, oAroToBka Ha
JOKJIaJl, pACCMOTpEeHHE U 0POPMIICHHE PE3OIOLIUMN, pErUCTpaIUs PEe30JIOIUH, TOCTAHOBKA Ha
KOHTPOJIb UCTIOTHEHUS, OTIIPAaBKa Ha UCTIOJIHEHHE, NCTIOTHEHUE i KOHTPOJIb 32 HUM, TIPHEM
MCIIOJIHEHHOTO JIOKYMEHTA, CHATUE C KOHTPOJIS, TOMEIIEHHE UCTIOJTHEHHOTO JOKYMEHTA B JIETIO,
paboTta ¢ HUM, TEKyIlee U apXUBHOE XPaHEHHUE, YHUUTOKECHHUE U CIIHCAHUE;

— YCTaHOBJIEHHE KOHKPETHOTO aJipecaTa JOKYMEHTA B OPraHU3aliy, PETUCTPALIUs IOKYMEHTA 1O
BXOJIALINM JKypHalaMm, repejaya JOKyMeHTa ajipecaTy, yKa3aHHOMY €ro B TEKCTE, YCTAHOBJICHHE
CPOKOB MCIOJIHEHHUS IOKYMEHTA, UCIIOJIHEHUE JOKYMEHTA, IPOBEPKA PE3YyJIbTaTOB UCIOJIIHEHHUS,
MOMEIIEHUE IOKYMEHTa B HOMEHKJIaTypHOE JI€JI0 U MOCeAyIolIas c/laya B apXuB;

— peructpanus JOKyMEHTa M0 BXOISAIIEH KOPPECTOHACHIINH, Iepeadya ero pyKOBOIUTEINIO AJIs
orpezesieHus] UCTIOTHUTENS, epeaaya J0KyMEHTa HEIOCPEICTBEHHOMY UCTIOIHUTENIO,
KOHTPOJIb 32 UCTIOJIHEHUEM JOKYMEHTA, UCIIOJIHEHUE TOKYMEHTA, IPUEM PE3YIbTAaTOB
HCIIOJTHEHUS] PYKOBOJUTENIEM, OTMETKA 00 MCIIOJIHEHUH B CIIELIMATILHOM XKypHalle, cladya
JIOKYMEHTA B apXHUB.

29. IIpenBapuTeNbHBINA TEKCT JOKYMEHTA, KOTOPBIN JINYHO TOTOBUT UCIIOJIHUTED WIH
COMCIOJIHUTENh JOKYMEHTA, 3TO:

— TIPOEKT JJOKYMEHTA,

— DK3EMIUISIP IOKYMEHTA;

— KOTIUS TOKYMEHTA.

30. Jlenonpou3BOACTBO — ATO:

— IeATEIbHOCTD MO IOKYMEHTHPOBAHUIO, TOKYMEHTOO0OPOTY, ONIEPAaTUBHOMY XPaHEHUIO U
HCIIOJIb30BAHUIO IOKYMEHTOB;

— TIpoIIelypa CO3/IaHUsI, TUPAKUPOBAHUS M PETUCTPAIINH BXOISAIIEH U UCXOIMIICH
JIOKYMEHTAIlMU OpraHu3alliy;



— HETIOCPCACTBCHHOC CO3AaHUC O(i)I/ILII/IaJIbHI:IX JOKYMCHTOB Ha IMPCANIPUATHUH.
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31.
32.

3ayeTHO-IK3aMeHALMOHHBIE MAaTePHAJIbI ISl IPOMEKYTOUHON aTTecTaluM (3a4er)
[ToHsTHS «TOKYMEHTOOO0POTY», «IOKYMEHT» U «IOKYMEHTOBeIeHue». Pa3BuTHe TOKyMEHTA.
Crioco0Ob! TOKyMEHTHPOBAHUS M MaTepUAIbHBIE HOCUTENN HH(OpMAIIH.
CgoiicTBa 1 GyHKIHMH TOKyMeHTOB. Kiaccudukarusi.
YHUHUKAIMA U CTaHAAPTH3AMMS YIIPABICHIECKUX JOKYMEHTOB.
[TpaBuna opopmiieHns JOKyMeHTOB. TpeOoBaHuUs K OPOPMIICHUIO OPraHU3alMOHHO-
pacnopsiAUTEIbHBIX TIOKYMEHTOB.
CocTaB pekBU3UTOB TOKyMEHTOB. TpeboBanus Kk 0hOpMIECHUIO PEKBU3UTOB.
Hcnpasnenus B TOKyMeHTax. biiaHKu TOKyMEHTOB NIPEAIPUSTHSL.
OYHKIMHU U 0COOEHHOCTH OPraHU3allMOHHO-TIPABOBBIX TOKYMEHTOB. Y CTaB OpraHU3aIuy.
[TonoxxeHne o CTPYKTYpHOM Hoapa3aeneHuu opranuzauuu ltatHoe pacnincanue. [IpaBuna
BHYTPEHHET0 TPYAOBOr0 pacnopsaka. MHCTpyKuu no oTAeIbHBIM BUAM J1€ATEIbHOCTH.
JI0JKHOCTHBIE HHCTPYKLIAH.
Bunsl paciopsauTenbHbIX T0KyMeHTOB. OCOOEHHOCTH MOATOTOBKU U ohopmIIeHuUs
pacnopsAUTENbHbBIX JOKYMEHTOB.
Opranu3alnuoHHO-TEXHUYECKUE MEPOTIPUATHUS MO MOATOTOBKE U MPOBECHUIO COBEIIAHUH.
CTpyKTypa JOKIaa ¥ OTYETa: Ha COBEIIAHUH, 3aCCIaHuU, KOHPEPEHITUHU | T.1.
TpeGoBaHusI K COCTaBICHUIO U O(OPMIICHHUIO POTOKOJIOB.
Bust m1HGOPMAIMOHHO-CIPABOYHBIX U COITPOBOIUTEIBHBIX TOKYMEHTOB.
Odopmienue crpaBok, TOKIAAHBIX 3aMUCOK, OOBSICHUTEIbHBIX 3aITUCOK, aKTOB.
Ocobennoctu opopmiieHHs TeneGoHorpamMm, (PaKCUMIIIBHOHN CBSI3U, UCTIOIH30BAHUS
TeneTaina.
Ocobennoctu opopmiteHUs, 00pabOTKH M HCIIOJIB30BAHMS CONIPOBOJIUTEIBHBIX IOKYMEHTOB
MIPOLIECCOB MEPEBO3KU PAOOTHUKOB, TOCTABKH IPY30B U YIIPABJICHHUE KOPIIOPATUBHBIM
TPaHCIIOPTOM OpIraHU3ALUH.
[ToaroToBka JOKyMEHTAILUH JUIs IPOBEAECHUS MPOLEAYP BIOOpa MOCTABLINKOB U 3aKYIIKH.
OcoOeHHOCTH 0OPMIIEHUS U UCTIOJIB30BAaHUS CONTPOBOAUTENBHBIX JOKYMEHTOB.
Odopmiienne, 00paboTKa U UCIOIB30BaHUE COITPOBOIUTENBHBIX JOKYMEHTOB IPOLIECCOB
NEPEBO3KU pabOTHUKOB, JOCTAaBKU I'PY30B U YIPABIEHHUE KOPIOPATUBHBIM TPAHCIIOPTOM
OpraHu3aIuy.
[TonroroBka JOKYMEHTAIMH JIJIsl IPOBEACHUS ITPOLIEAYP BbIOOpA MOCTABIIMKOB U 3aKYIKH.
[TpaBuna opopmieHust, 00pabOTKU M XpaHEHHs JOKYMEHTAIUH 110 BHEITHEIKOHOMUYECKOI
JIeSITEIbHOCTH B COOTBETCTBUHU € TPeOOBaHMUSIMM 3aKOoHOaTenbcTBa Poccuiickoit @eneparmn
U MEXTYHAPOIHBIX aKTOB.
JlenoBoe nucbMo B ycinoBUsIX yHUDuKamu. [IpaBuia opopmieHns 1ei0Boro nuchbma.
Hexotopsie Buabl muceM. Mex1yHapoaHbIe TUChMA.
Buibl 10KyMEHTOB 11O TUYHOMY COCTAaBY.
TpeboBaHus kK 0(OPMIIEHUIO TPYAOBOTO JIOTOBOPA.
Odopmienune npuema Ha padboTy. 3asBICHHE O IpUEME Ha padoTy.
OdopmiteHne MpUKa3oB MO JTUYHOMY COCTaBY.
TpynoBast KHMXKKA.
JInuHast KapTOUKa.
JInunoe neno.
Xapakrepuctuka. Aproouorpadus. Pesrome.
DJIEKTPOHHBIN JOKYMEHT. ABTOMATHU3alHsl COCTABICHHS JOKYMEHTOB.
Benenue 6a3bl 1aHHBIX JOKYMEHTAIIUH 110 BHEITHETOPITOBOMY KOHTPAKTY.
O6paboTka MOCTyMarIUX T0KYMEHTOB.
O06paboTKa OTIpaBIIEMbIX TOKYMEHTOB.
[Topsimox paboThl ¢ BHYTPEHHUMH JOKYMEHTaMH. Perucrpanus 1 KOHTPOJIb UCIIOTHEHUS
JIOKYMEHTOB.



33. ®opmupoBanue U 0pOpMIICHHUE JIEI.

34. IloaroroBka TOKYMEHTOB K Iepeade Ha apXHUBHOE XpaHEHHE.

35. ABromaruzanusi 1eI0MpPOU3BOJICTRA.

36. JloxymeHTHpOBaHHE OM3HEC-TIPOIIECCOB. YIpaBiieHuEe OU3HEC-TIPoLIeccaMu uepe3
OpraHu3aIuio JTOKyMEHTO000poTa.

37. 3amgauu v QYHKIMH CITYKOBI JOKYMEHTAITMOHHOTO O0SCIICYCHUS YIIPaBIICHHUS.

38. Crpykrypa Ciry)0bl JOKYMEHTAIIHOHHOTO 00CCIICUCHUS YIIPABIICHUS.

39. IlpaBa U OTBETCTBEHHOCTbH CITY>KObI JOKYMEHTAI[MOHHOTO O0ECIIeUeHUs yIIPaBICHHUS.

40. Omucanue U JOKyMEHTHPOBaHUE OM3HEC-TIPOIIECCOB OPraHU3aIHH.

41. JoxyMmeHT B cucTeMe MeHekMeHTa kauectsa [SO 9000

42. JlokyMeHTaIIMOHHOE 00eCcTieYeHNE YITPaBICHUSI.

43. Ha3zHayeHue U BHIBI YIIPABICHYSCKUAX JOKYMEHTOB, HCIIOIB3YEMBbIX ITPH BBIIOJTHEHHU

Pa3IUYHBIX BUAOB YIPABICHYECKUX JEHCTBUM.

44. Buppl yripaBiIeHYECKUX JTIOKYMEHTOB B COOTBETCTBUH C OOMICPOCCHHCKIM KITaCCH()UKATOPOM

yIIPaBJICHYECKOW JTOKYMEHTALIUH.

45.0cobenHocTr ohopMiIeHHs, 00pabOTKU U XpaHEHHsI IOKYMEHTAIUHU 110

BHEITHEAKOHOMHYECKON ICATEIBHOCTH.

46. CoBpeMeHHbIE POTPaMMHbBIE CPEICTBA, UCIIOJIb3yEeMbIE B MPOIIECCe CO3AAHUS TOKYMEHTOB.

47. CyuiHoCTh ¥ OCHOBHOE Ha3HAaYEeHHE JIOKyMEHTAIIHOHHOTO 00ECIIeYeHHs YIIPABICHHS B

COBPEMEHHBIX yCIOBHSIX.

48. BO3MOXHOCTH UCTIOJIb30BaHUSI COBPEMEHHON 0()MCHON TEXHUKH B OITUMHU3AIIH

JIOKyMEHTO00O0pOTa B OpraHU3aIiy.

Kputepuu onieHuBanus pe3ynbTaToB 00yUeHHS
Ha Bemmonnenue Bcex 3amanuid orBogutcs 1,5 daca. Kaxmoe BEpHO BBIMOJHEHHOE 3a/IaHHE
OLICHUBAETCA <«3aUT€HO»: CTYACHT BJIAJACET TCOPETUYECKHMMH 3HAHUSIMHU I10 BBIIOJIHAEMOMY
3a/1aHHUIO.
«HE 3a4YTCHO»: CTYACHT HC MOKCT OTBCTHUTH Ha BOIIPOCHI I10 BBIITOJIHACMOMY 3aaHUIO.

Kpurepnn onieHuBaHus 10 3a4eTy:
«3a4TEHO»: CTYACHT BIAJCET TECOPETUYECKUMH 3HAHUAMU 10 JUCLUIIIINHE, 3HAET UHCTPYMEHTBI
JIOKYMEHTOBE/ICHUS U JIEJIONPOU3BOJCTBA, MOKET O(DOPMHUTH OCHOBHBIE PEKBU3UTHI J€JIOBOTO
JIOKYMEHTa, JIOIyCKaeT HE3HAYMTEeJIbHble OIIMOKH; CTYJIEHT yMeeT NpPaBWIbHO OOBSICHUTDH
JIEKIIMOHHBIN MaTepHall, WUIFOCTPUPYSI €70 IPUMEPAMH .

«HE 3aYTEHO»: MaTepuaj HE YCBOCH WJIM YCBOEH YAaCTHYHO, CTYIECHT 3aTPYIHSIETCS NMPUBECTH
npuMepel M0  OGOPMJICHHIO OCHOBHBIX JIOKYMEHTOB CHCTEMBbI JIOKYMEHTAllMOHHOTO
obecrieueHus ympaBJIeHUs], JOBOJbHO OTPAaHMYEHHBIH O0BEM 3HAHUN CHUCTEMBI OOECTIeYCHUS
AJIEKTPOHHOI'0 IOKYMEHTO000pOTA.

OneHouHble CpeACTBa JUIsl WHBAJIMAOB M JIMIl C OIPAaHUYEHHBIMH BO3MOXHOCTSMU
3JI0pPOBBSI BEIOUPAIOTCS C YUETOM MX MHAMBHUAYAIbHBIX ICUXO(U3UYECKUX OCOOEHHOCTEH.

— IpU HEOOXOAMMOCTH HHBAJIMAAM M JIMIAM C OrPAaHHYEHHBIMH BO3MOXXHOCTSIMHU
310pPOBbS IPENOCTABISAETCS JOMOJHUTEIBHOE BPEMS LIS ITIOATOTOBKHM OTBETA HA DK3aMEHE;

— IIpU MPOBEJICHUH TPOLEIYPHI OLICHUBAHUS PE3yIbTATOB 00YyUEHHsI MHBAJIUIOB U JIUIL C
OTPAaHNYEHHBIMU BO3MOYKHOCTSIMHU 370pPOBBS MPEyCMATPUBAECTCS HCIIOIb30BAHNE TEXHUUYECKHUX
CpeACTB, HEOOXOIUMBIX UM B CBSI3U C UX WHAWBUIYAIBHBIMUA OCOOEHHOCTSIMH;

— IIpU HEOOXOAUMOCTH JJIsl 00YYaIOIIUXCsl C OTPAHUYEHHBIMU BO3MOXHOCTSIMU 3/10POBbS
U MHBAJIUAOB TpOILESypa OLCHUBAHUS pE3yJIbTaTOB OOyUYeHHs 10 JAUCHUILUIUHE MOXKET
IIPOBOJIUTHCS B HECKOJIBKO 3TAIOB.

IIponietypa oneHMBaHUS PE3yJIbTAaTOB OO0Y4YEHMsS WMHBAIUAOB M JIUI] C OIpaHUYECHHBIMHU
BO3MOXXHOCTSIMU 37I0POBbSl 1O JUCHMUILIMHE (MOAYINIO) MpeaycMaTpuBaeT IpPeOoCTaBlIEHUE



uHpopmanuu B (opMax, aJalNTHPOBAHHBIX K OTPAHMUYCHHUSM HX 3J0POBbS M BOCIHPHUATHS
nHpopmanuu:

JUis 11 ¢ HapYIICHUSIMH 3PEHUS:

— B Ie4aTHOW (hopMe YBEIMYCHHBIM HIPUPTOM,

— B (popMe 2IIEKTPOHHOTO TOKYMEHTA.

JUJ1st U1 ¢ HApYIISHHUSIMH CITyXa!

— B mieuaTHo opme,

— B (hpopMe 3IEKTPOHHOTO IOKYMEHTA.

JJist 11 ¢ HapYIICHUSIMHA OTIOPHO-IBUTATEIILHOTO armapara:

— B IIeYaTHOM ¢opme,

— B (popMe 2IEKTPOHHOTO TOKYMEHTA.

JlaHHBII TIepeYeHb MOXET OBbITh KOHKPETH3HPOBAH B 3aBUCHMOCTH OT KOHTHHICHTA
o0yyJaromxcs.

5. Ilepedennb y4eOHOI JuTEpaTypbl, HHGOPMALHOHHBIX PECYPCOB U TE€XHOJIOTUH

5.1. YueOHas aiuTeparypa

1. OcHOBBI IeNOPOU3BO/CTBA : yueOHOE TOCOOME ISl CTYIEHTOB BY30B, O0OYUYAIOIIMXCS
no HarpasieHuto nmoarotoBku 38.03.01 "Oxonomuka" (kBanuduxanys (crenens) "Oakanasp") /
A. M. Acanues, 1. . Muponoga, E. A. Kocapesa, I'. I'. Bykosuu; Poc. sxoHoMm. yH-T um. I'. B.
[InexanoBa. - 2-¢ u3x., uchp. u jgomn. - MockBa : UH®PA-M, 2017. - 145 c. - (Bsicuiee
oOpa3oBanue. bakanaspuar). - bubmmorp.: ¢. 131-135. - ISBN 978-5-16-012632-6. - ISBN 978-
5-16-102395-2 : 355 p.

2. Kysuenos, 1. H. JlokymenTanmonHoe odecrieueHue ympasieHus. JJokyMeHTO000pOT
U JICJIONPOM3BOJICTBO : yYEOHHK U MPAKTHKYM ISl CpeIHEro mpodeccroHaabHOro oopazoBanus /
U. H. Ky3nenos.- 3-¢ u3z., nepepad. u nom. - Mocksa : U3narensctBo FOpaiit, 2021. - 462 c. -
(ITpodeccuonansuoe obpazoBanue). - ISBN 978-5-534-04604-5. - TekcTt : 2JIEKTpOHHBIH //
OopasoBarenbhas miatdopma FOpaiit [caiit]. - URL: https://urait.ru/viewer/dokumentacionnoe-
obespechenie-upravleniya-dokumentooborot-i-deloproizvodstvo-449769#page/2

3. Komnprkuna, T. b. Jlenoseie KOMMYHUKaIUH, JIOKyMEHTOO00pOT 51
JIeNONIPOU3BOACTBO © yuebHoe nocobue i By3oB/ T.b. Kombnukuna, U. B. lllyctuna. - 2-e
U3, ucnp. u aor. - Mocksa : U3matenscrBo FOpaiit, 2020. - 163 c. - (Breiciiee oOpa3oBaHue). -
ISBN 978-5-534-07299-0. - Tekct : snexTpoHHbI / OOpa3oBarenbHas miaatdopma HOpaiit
[caiiT]. - URL.:https://urait.ru/viewer/delovye-kommunikacii-dokumentooborot-i-
deloproizvodstvo-452463#page/3

4. M.A. Tlonosuenko, 0.C. Knemésa, M.P. AxmenoBa CoBpeMeHHbIE HHPOPMAIIOHHBIE
TEXHOJIOTHH B yIpaBJieHHH OusHecoMm: yueOHoe mocodue / M.A. Ilonosuenko, FO.C. Knemiéna,
M.P. AxmenoBa, MuHuUCTEpCTBO HayKd M BbIcuiero obpasoBanust Poccuiickoii ®Denepauuu,
Ky0anckuii rocynapctBenHsli yauBepcutet. — KpacHogap: Kybanckwuii roc. yu-1, 2021. — 200 c.
—500 5x3. ISBN 978-5-8209-1989-3

5.2. llepuoauyeckas gureparypa

1. IleyatHoe mepuonuueckoe uznaHue ¢oHga HayyHoit Oubmmorexku Kyol'Y
«/lenonpon3BoICTBO U JOKYMEHTOOOOPOT Ha MPEIIPUITUIX )

2. IlevatHoe mepuoanveckoe wu3naHue (oHma HayyHod Oumbnmoreku KyOoI'Y
«/lenonpons3BoaCTBOY

3. Bassl manubeix kommanun «Mct Brro» http://dlib.eastview.com

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

5. Hayunas ANIEKTPOHHAs oubimoreka (H9b) eLIBRARY.RU
https://elibrary.ru/projects/subscription/rus_titles_free.asp

5.3. UnTepHeT-pecypcbl, B TOM 4YHCJe COBpeMeHHble NpodeccuoHAIbHbIE 0a3bl
JAHHBIX H MH(POPMAIMOHHBbIE CTIPABOYHbIE CHCTEMBI


https://urait.ru/viewer/delovye-kommunikacii-dokumentooborot-i-deloproizvodstvo-452463#page/3
https://urait.ru/viewer/delovye-kommunikacii-dokumentooborot-i-deloproizvodstvo-452463#page/3
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

JIeKTPOHHO-0u0InoTedHble cuctembl (IBC):

DBC «FOPAWT» https://urait.ru/

ABC «YHUBEPCUTETCKAS BUBJIMOTEKA OHJIAWMH» www.biblioclub.ru
DBC «BOOK .ruy» https://www.book.ru

OBC «ZNANIUM.COM» www.znanium.com

OBC «JIAHBb» https://e.lanbook.com

orwdE

IIpodeccnonanbHubie 0a3bl JTaHHBIX:
Scopus http://www.scopus.com/
ScienceDirect www.sciencedirect.com
Kypuanst uznarenscrea Wiley https://onlinelibrary.wiley.com/
Hayunas snextponnas 6ubanoreka (HIB) http://www.elibrary.ru/
5. IloaHOTEKCTOBBIE apXUBBI BEAYIIUX 3alaJHBIX HAYYHBIX )KypPHAJIOB Ha Poccuiickon
wiatdopme HayuHbIX xypHaaoB HOMKOH http://archive.neicon.ru

HPwdPE

6. HamumonanpHas »>JEeKTpOHHAs OWOMMOTEKa (IOCTYH K DIEKTPOHHOW OMOIHOTEeKE

nuccepraiuii Poccuiickoit rocynapcreennoi oubmmoreku (PI'B) https://rusneb.ru/

7. Tpesunentckas 6ubimoreka um. b.H. Enbrmna https://www.prlib.ru/

8. DmnekrponHas koymeknus Oxchopackoro Poccutickoro ®onaa
https://ebookcentral.proquest.com/lib/kubanstate/home.action

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

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

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

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

13. zbMath https://zbmath.org/

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

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

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

17. YuuBepcuterckas unpopmaimonnas cucrema POCCUS http://uisrussia.msu.ru

NudopmanuoHHbie CIPpaBOYHbIE CHCTEMBI:
1. KoncynsranT [lntoc - 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 Poccuiickoit @enepanun
https://www.minobrnauki.gov.ru/;

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

5. HNudopmanumonnas cucrema "EnnHoe okHO J0cTyna kK 00pa3oBaTelbHbIM pecypcam”
http://window.edu.ru/;

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

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

8. CmpaBouHO-MH(DOpMAMOHHBIN mopTan "Pycckuii s3p1k" 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/;

12. 3axonompoekt "O0 obpa3zoBanuu B Poccuiickoit denepanun". Bormpockl u 0TBETHI
http://xn--273--84d1f.xn--plai/voprosy_i_otvety
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13. Tpenunru 1 C Jlerkwmii crapt https://kpk.1c.ru/directions/training1%D0%A1/

Co0OcTBeHHbIE )JIeKTPOHHBIE 00pa30BaTe/bHbIe H HHPOPMALIMOHHbIE pecypchl

KyoI'y:

1. DnexTtpoHHbIi katanor Hayunoit Oubmuorexku Kyol'y
http://megapro.kubsu.ru/MegaPro/\Web

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

3. Cpena MoayapHOrO AMHaMUYecKoro ooyuenus http://moodle.kubsu.ru

4. baza y4eOHBIX IJIaHOB, y4eOHO-METOAMUYECKUX KOMIUIEKCOB, TyOIUKaIuil 1
koHpepenmmii http://mschool.kubsu.ru/

5. bubnuorexa nHPOPMAIIMOHHBIX PECYpcOB Kadeapbl HHHOPMAITMOHHBIX
oOpasoBaTenbHbIX TexHomorui http://mschool.kubsu.ru;

6. DnekTpoHHbI apxuB qokyMenToB KyoI'Y http://docspace.kubsu.ru/

7. DnexTpoHHBIE 00pa30BaTENbHBIE PEcypchl Kadenpsl MH)OPMAIMOHHBIX CHCTEM H
TexHosoruii B oOpazoBanun KyOI'Y u HayuHo-meronmueckoro >xypHana "IIIKOJIBHBIE
['OAbI" http://icdau.kubsu.ru/

6. Meroaguyeckue ykazaHuUsl JJIsi OOYYAKOIIMXCS IO OCBOCHMIO JHCHMILIMHBI
(MmonxyJis)

CaMmocrosiTenbHasi pabdoTa CTYIEHTOB SBJISETCS HEOTHEMJIEMOM 4acThlO Ipoliecca
HOJArOTOBKU. JIUCUMIUIMHY pEeKOMEHAyeTcs H3y4yaTb IIyTeM CHCTEMaTHYeCKOW NpopaboTKu
JEKIMOHHOTO MaTepuaya, CaMOCTOATEIbHOW MpopabOTKM PpPEKOMEHAYEMOW JHUTEepaTyphl,
PYKOBOJCTB M METOJMYECKUX YKa3aHUM K BBIIOJHEHHIO MpPAaKTHUYeCKUX 3aHATHH. Llensb
CaMOCTOSITENIbHOW pabOThl — pacHIMpeHHe Kpyrozopa W yriyOleHue 3HaHWM B 00JacTu
JIOKYMEHTOBEJIEHUS U JIeI0OBOT0 JIOKyMEHTO000pOTa.

KoHTpoib 3a BBIIOJHEHHMEM CaMOCTOSITEIBHOM pabOThl MPOBOAUTCA IPU H3YHYEHUU
KOKIOW TEMbl JUCHUIUIMHBI Ha NPAKTUYECKMX 3aHATUSX. JTO TEKYIIMH OIpOC, TECTOBBIE
3a/1aHusl, KeHchl, pedepaThl-pe3eHTal|H.

B uyacel, oTBeZieHHBIE JUIsI CAMOCTOSITEIBHONM pPabOThI, CTYAEHTHI IOJ PYKOBOICTBOM
npenoaaBaresisi 00s13aHbl BHITOJIHATH UHAUBUIYalbHbIE TPAKTUYECKUE 3aJaHMs], IOTYyUEHHbIE Ha
NOPAaKTUYECKUX 3aHATHSAX. [Ipu BBIOMHEHMHM JTHX 3aJaHUi HEOOXOJUMO HCHOJIb30BATh
TEOPETUUECKHUI MaTepHall, MakeThl U 1a0JI0HBI OPUIAIBHBIX JJOKYMEHTOB YIIPaBICHUSI.

B ocBoeHuM IHCHUIUIMHBI MHBAIUAAMM U JIMIAMH C OFPAaHUYEHHBIMU BO3MOXHOCTSMHU
3/10pOBbs OOJBIIOE 3HAYEHHE HMEeT WHJMBHJyalbHas y4yeOHas paboTra (KOHCYNbTALUU) —
JIOTIOJTHUTEIbHOE pa3bsiCHEHUE Y4eOHOro MaTtepuaa.

WunuBuayanbHble KOHCYJIbTAIMM IO TMPEAMETY SBISIOTCS BaXHBIM  (DaKTOpOM,
CHOCOOCTBYIOUIMM MHIMBUAYAIN3aLUU OOYUYEHHs U YCTAHOBJIEHUIO BOCIMTATEIILHOTO KOHTAKTa
MEXIy IpernojaBaTeieM W o00yJarollMMCS WHBAJIWJIOM WJIM JIMIOM C OrpaHUYEHHBIMU
BO3MO>KHOCTSIMH 37J0POBBS.

7. MarepuajibHO-TEXHHYECKOe o0ecnedeHne Mo JUCHUIInHEe (MOAYJII0)

HaumeHoBaHue crielManbHBIX OCHalIEHHOCTD CIIEHUATBHBIX [TepedeHpb JTULICH3HOHHOTO
HNOMEIICHHUH HNOMEIICHHU OpOrpaMMHOro obecredeH s

VYueOHble ayTUTOPUHN it | Mebenb: yaeOHas meOeb Microsoft Windows 8, 10,
NpOBENCHUs 3aHATHI JekunoHHoro | TexHuueckue cpenctsa ooyuenus: | Microsoft Office Professional Plus
THIA 9KpaH, MPOEKTOP, HOYTOYK
VYueOHble ayTUTOPUA it | Mebenb: yaeOHas meOeb Microsoft Windows 8, 10,
MPOBEICHUS sanatuid | TexHuueckue cpenctsa ooyuenus: | Microsoft Office Professional Plus
CEeMHHAPCKOTO THUIIA, TPYIMIOBBIX U | 9KPaH, MPOEKTOP, HOYTOYK
WH/IMBUIYATbHBIX  KOHCYJBTAIIHI,
TEKYIIEro KOHTPOJIS "
MIPOMEKYTOYHOM aTTeCTalluK



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/

Jns  camocTosiTenbHOW — paboThl  OOydYaIOUIMXCS  MPEAYCMOTPEHBl  MOMEIICHUS,
YKOMIUIEKTOBAaHHBIE CHEIMATM3UPOBAHHON MeOebl0, OCHAIIEHHbIE KOMIBIOTEPHON TEXHUKOM C
BO3MOXXHOCTBIO MOJKIIIOUEHUS K ceTu «VHTepHeT» M o0ecredeHrneM JOCTyIa B JIEKTPOHHYIO
nH(OPMaIMOHHO-00pa30BaTEIbHYIO CPEy YHUBEPCUTETA.

HaumeHoBaHue noMemeHu 1
CaMOCTOSATEIFHONW PabOTHI
oOygaromuxcs

OcCHAaIIlEHHOCTh TOMEIIEHUH TSt
CaMOCTOSTENFHON pabOTHI
o0yJaromuxcs

[TepeueHs TUIIEH3MOHHOTO
MIPOTPAMMHOTO 00ecTICUeHHS

ITomemenue IS
CaMOCTOSTENTFHON paboThI
oOyuaromuxcs (YUTaTBHBIN 3all
Hayunott 6nbmuoTexn)

Mebenn: yaeOHas meOeib

Kommnexr CIIEHUANIU3UPOBAHHON
MeOemH: KOMITBIOTEPHBIC CTOJBI
Ob6opynoBanue: KOMITBIOTEepHAS
TEXHHKA C  MOAKIIOYEHHEM K
nHpopManmoHHO-
KOMMYHUKAIIMOHHOM
«uTepreT u
ANIEKTPOHHYIO UH(POPMAITUOHHO-
00pa30BaTEeIBHYIO cpeny
00pa30BaTebHON OpraHU3alluy, BeO-
KaMephl, KOMMYHHKAIIHOHHOE
obopynoBaHue, oOecrmeunBarouiee
JIOCTYTI K CETH MHTEPHET (IIPOBOIHOE
COeIMHEHNE H OecripoBoTHOE
coenuHenne mo texuojaoruu Wi-Fi)

cetu
JOCTYIIOM B

Microsoft Windows 8, 10,
Microsoft Office Professional Plus

TTomermenue IS
CaMOCTOSATENIbHON paboTsl
obyuaromuxcs (ayn.213 A, 218
A)

Mebenb: yaeOHas MeOeib

Komruiekr CHeLNaATU3UPOBAHHOM
MebeIH: KOMIIBIOTEPHbIE CTOJIBI
O6opynoBaHue: KOMITBIOTEpHAsI
TEXHHKa C  MHOJKIIOYEHHEM K
nHpopMannoHHO-
KOMMYHHMKAIMOHHOM
«HTepHeT» u
3JIEKTPOHHYIO nH(pOpPMaINOHHO-
00pa3oBaTeIbHYIO cpeny
00pa3oBaTeNbHON OpraHu3anuy, Beo-
KaMepHl, KOMMYHHUKaIIHOHHOE
o0opynoBaHue, o0ecrneunBaroiiee
JIOCTYIl K CETH MHTEpHET (IPOBOJHOE
COEJIITHEHHE u 6ecripoBoIHOE
coemuHenne no texuonorun Wi-Fi)

CCTH
JA0CTYIIOM B

Microsoft Windows 8, 10,
Microsoft Office Professional Plus




