MUWHUCTEPCTBO HAVKHU U BBICLLIET'O OBPA30BAHMSI POCCUMCKOU
®EJIEPALIMU
denepanbHOe rocyjapcTBeHHOE OI0KeTHOE 00pa30BaTeIbHOE YUpEXIeHHEe
BBICLICIO o6pa303amm
«KYBAHCKWM I'OCYJAPCTBEHHBIN VHUBEPCUTET»

®akynbTeT - 3KOHOMPI‘{eCKI/II/I i gy

WA

«26» mas 2023 1.

PABOYASI TIPOT'PAMMA JUCHOUILIMHBI (MOAY JISA)

Bb1.B.01 JIoxyMeHTOBe/IeHHe U JIeJI0BOM JOKYMEHT0060pOT

Hanpagsnenne moarorosku 38.03.02. MeHeDKMEHT

Hampasnennocts (npoduis) MexnyHapoaHbIi MEHEIKMEHT

®opma o0Oy4yeHus ouHas, OYHO-3a04HAas

Kpanudukarus 6akanaBp

Kpacuopap 2023



PaGouas mnporpamma amcrmmmmusl b1.B.01 JlokyMEHTOBEACHHE H JICIOBOH
(benepanbHBIM.

AOKyMeHToobopoT  cocTaBleHa B COOTBETCTBHH  C
TOCyIapcTBeHHBIM 06pa3oBaTeNbHBIM CTaHAAapTOM Bhicmero obpasosanus (PTOC

BO) o nanpagrnenuto nogrorosku 38.03.02 MeHemKMeHT

Iporpammy cocraBun(u): .
1O.C. Knemesa, nomnent kadenaper MOHM, KaH1.9KOH HayK e /
H.O. ®amuma, n0mmKHOCTS, yaeHas CTenens, yaeHoe 3BaHHe ngHmce

Pa6ouas nporpamma mucummmusr 51.B.01 JIOKyMEHTOBEIEHHUE U AETOBOU
AOKYMEHTOOOOpOT yTBEpIK/IeHa Ha 3aceJaHHH Ka(eaphl MEPOBOM SKOHOMHKH U K

MEHEIDKMEHTa IpoTokos Ne 5 ot 11.04.2023
3aBexyromuii kadeapoit MOuM [llepyenxo U.B .
MOAITHCh

thaMuIH, HEHIMATEI

YTBepkIeHa Ha 3aceqaHuu y9eO0HO-MeTOOAHIECKOH KOMHCCHHA IKOHOMHYECKOI'0

¢akynsTera
npoTokos Ne 7 ot 16.05.2023 @
Ilpencenarens YMK sxonommueckoro axyiasrera Ipo6simrenckas JLH.

(aMIIHA, HHHIHATL OINMCE

PenienseHTsI:
Huxurrna T .YO., renepansssni aupextop 3A0 Ouenounas komnauus «PyTeHus»

JlobanoBa B.B., kaHZ. 3KOH. HayK., TOLEHT Kadeaphl SKOHOMUKH OpeAnpUATHSA,

PETrHOHAIBPHOIO M KaJPOBOr0 MEHEDKMEHTA
OI'BOY BO «KybaHcKuit rocy1apCcTBEHHbIH YHUBEPCHTET»



1 Henu u 3a1a4m U3y4eHus AUCHUUIJIMHBI (MOTYJIf)

1.1 Ilesab 0CBOEHHA TUCHHUILIHHDBI

Ilenp OCBOCHMS JMCUUIUIMHBI 3aKIIOYACTCS B OBJIAJICHUU TEOpUEH U TPAKTUKOU
mporecca JOKyMEHTAIIMOHHOTO 00eCcTIeueHus IpoIiecca YIpaBieHUsT OM3HECOM MEXaHHMUECKUM U
AJIEKTPOHHBIM CIIOCOOAMH Ha OCHOBE TPEOOBaHMI HOPMATUBHO-TIPABOBBIX JOKYMEHTOB.

1.2 3agauyu AUCUMIINHBI

— oOydeHHe CTyIEHTOB 3HAHUSM, YMEHUSM W HaBbIKaM, HEOOXOJAMMBIM B paboTe C
JOKYMEHTaMHU;

— BBIPabOTKa y CTYACHTOB CTPOTOr0 M HEYKOCHHUTEIHHOTO COOJIOACHHS MPUHITUIIOB
OpraHu3aIi JOKyMEHTO00OpOTa, B TOM YHUCJIE C MOJPA3ACIICHUSIMU OPraHu3aliy, BeIyIIUMHU
OyXrantepckuil y4er,

— MIPUBUTHE MPAKTUICCKIX HABBIKOB PA0OTHI CO CITYy)KEOHBIMHU JOKYMCHTAMH,

— TIOJIyY€HHE, COCTaBJIEHWE, M3TOTOBJIEHUE, O0(QOPMIICHHE, y4eT, OTIpaBKa, XpaHECHHE,
nepeaada U YHUYTOXKEHHUE TOKYMEHTOB M MaTepUalioB;

— oOydeHHe TpaBUJIaM COCTaBJICHHS, O(GOPMIIEHUS M HCIOJIB30BaHUS JOKYMEHTOB,
CBSI3aHHBIX C JCSITEILHOCTHIO MPEANPHUATHI, B TOM YHCIIEC C BHEITHEOKOHOMHYCCKOMH;

— O03HAKOMJICHUE CTYACHTOB C OOIIMMHU MPUHIIMITIAMH JOKYMEHTAIIMOHHOTO 00eCTIeueHuUs
NESITEILHOCTH MPEANPUATHS, C TIOPSIKOM JOKYMEHTHPOBAHUS HH(POPMAIIHH;

— o0ydJeHre cucTeMaTu3anuy HH(QOPMAIUY TI0 KATErOPUsSM M YPOBHSM JIOCTYIIA K HEH;

— O3HAKOMJICHHE C OpraHM3aliedl pamroHaIBLHOTO JBWKEHHS JOKYMEHTOB Ha
MPEANPUSITHH, B TOM YUCJI€ C KOHIICTIINEH CO3/IaHMs JIEKTPOHHOTO Oduca;

— o0Oy4yeHME KayeCTBEHHOW M ObICTpoi o00paboTke wuHPOpMAMK B  MLEJAX
CBOEBPEMEHHOTO IMPUHSTHS COOTBETCTBYIOIIMX YNPABICHYECKUX PEIIEHUHN, YCBOCHUIO MPaBUi U
(hopM AeTOBOIM M KOMMEPUECKOU MEePENUCKH;

— BbIpa0OTKa YMEHHS paboTaTh C MaTepralaMyd OTPaHUYEHHOIO JOCTYIIA.

1.3 MecTo nucuunnHbl (MOAYJisl) B CTPYKTYpe 00pa3oBaTeibHO MPOrpaMmMbl

Jucuunnuna «J{okyMeHTOBeleHHEe U JIeJI0BOM JTIOKYMEHTOOOOPOT» OTHOCHUTCS K YacTH,
(dbopMupyeMoit yuacTHUKaMu 00pa3oBaTeabHbIX OTHOIIEHUH bioka 1 «ucuumiuuel (MOIyIH)»
yuebHoro 1uiaHa. B cooTBercTBUU ¢ paboynM y4yeOHBIM MJIAHOM AMCLUUIUIMHA M3y4yaeTcs Ha 2
Kypce 10 0YHOU U Ha 2 Kypce o 3a04Hoi popme oOyueHus. Bug mpoMekyTouHON aTTeCTaluu:
3auer.

Jucuumninuna Oa3upyeTcsi Ha 3HAHUSAX, MOJYYEHHBIX CTYJEHTAaMH B paMKaX OCBOCHUS
TUCUMIUINH: «KOMIBIOTEPHBI MPaKTHKyM», «MeXIyHapoJHbIle SKOHOMHYECKHE OTHOIICHUS,
«Pycckuii sI3bIK U OCHOBBI JICTIOBBIX KOMMYHHKaIuii», «Teopust Oyxrantepckoro ydera», «Teopust
yrpasieHus», «MHPOPMAIIMOHHO-KOMMYHUKAIIMOHHBIE ~ TEXHOJIOTUH B MPOQeCcCHOHATBHON
NEATETBHOCTH» W sBIsieTCsl 0a30d Ui  HM3YyYeHHs Ha CJICAYIOIMX Kypcax JWCLUILIUH:
«IIpodeccroHanbHbBIE KOMITBIOTEPHBIC TPOrPAMMBD», «YTIPaBICHYECKUHN yUeTy.

1.4 IlepevyeHb NMIAHMPYEMBIX Pe3y/JIbTATOB OOy4YeHHsI MO JMCUMILIMHE (MOIYJIIO),
COOTHECEHHBIX C INIAHNPYEMbIMH Pe3YJIbTATAMH OCBOCHHUSI 00pa30BaTeIbHOH NPOrPaMMbI

W3yuenne paHHOM y4yeOHOM AMCUMIUIMHBI HalpaBlieHO Ha (OpPMHUpPOBAHUE Y
oOyJaromuxcs CIeIyONX KOMITETEHIHN:

Kona u HaumeHoBanue
WHAUKATOpa™® TOCTIKEHUS
KOMITIETEHIINHA

Pe3ynbTaThl 00ydeHUs 10 TUCIUILUTHHE

ITK-1 CnocodeH ocyniecTBJISITh BHEIIHEIKOHOMHMYECKYIO 1esITeJIbHOCTh




3naet: 3akoHonaTenbCTBO Poccuiickoit denepariu B 06IacTH
MaTepHaIbHO-TEXHIYECKOT0 00ecTIeueHu s, IeTIONPOU3BOJICTBA;

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

VYwmeer: PazpabareiBaTh U BHEAPSITH JIOKaJIbHBIE HOPMATUBHBIE aKThI 1
periaMeHTHpYIOIIe JOKYMEHTHI 00IIEro Xapakrepa 1o
(yHKIIMOHATBEHOMY HaIlPaBJIEHHIO AESTEIbHOCTH;

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

TpynoBoe neiictBue: Opopmirsier JOKYMEHTAINIO, B TOM YHUCIIE 1O
BHEITHEAKOHOMHYECKOH AESTETbHOCTH B COOTBETCTBHHU C TPEOOBAHUSIMHU
3akoHonarenbeTBa Poccuiickolt denepanyy 1 MEXIYHAPOIHBIX aKTOB;
TpynoBoe neiictBue: cnonb3yer KOMIbIOTEPHBIE TPOTPAMMBI JIIS
BEJ/ICHUs y4eTa, CHCTEMAaTH3allMK ¥ aHaJIi3a JaHHbBIX, COCTABJICHHS 0a3
JIAHHBIX, BEJICHUS IOKyMEeHTO000pOTa, CIIPABOYHO-TIPABOBBIE CUCTEMBI,
pecypchl HH(pOpMaIMOHHO-TEJIEKOMM YHUKalIMOHHOH ceTh «HTepHeT,
OPI'TEXHHUKY.

WIIK-1.1 Pa3zpabatsiBaer,
UCIIONIb3YeT NHCTPYMEHTapHi
JIOKyMEHTOBEJICHUSI U JIEIOBOTO
JOKYMEHT0000pOTa U COCTABIISAET
OTYETHOCTB JIJIsI PELICHHS
MIOCTABJICHHBIX 33724

ITK-2 Criocoden ocymiecTBISTh TAKTHYECKOE YIIPaBJeHNe NMpoieccaMy IJIAHNPOBAHUSI U OPraHU3AIuA
NPOM3BOACTBA HA YPOBHE CTPYKTYPHOI'0 MOAPa3/ie/ieH!s1 MPOMBbILLICHHOI opranu3zanum (otTaesa, nexa)

3Haer: 3akoHonaTenbCTBO Poccuiickoii deneparu B 0bactu
MaTepHaIbHO-TEXHUYECKOTr 0 00eceueH s, IeI0NPOU3BOICTRA;

3naet: CTpyKTYypy, IPUHIMIIEL, HHCTPYMEHTApUN JOKYMEHTOBEACHUS U
JIETI0BOr'0 IOKyMEHTO000pOTa OpraHu3aliH, a TAKKe Pa3paboTKH U
ohopMIIeHHs IOKYMEHTALIUH;

Ymeert: PazpabateiBaTh U BHEAPSITH JIOKAJIbHBIE HOPMATUBHBIE AKThI U
periaaMeHTHpPYIOIMe JOKYMEHTHI O0IIero Xapakrepa 1 1o
(YHKLMOHATEHOMY HAIIPaBJICHUIO ASSTEILHOCTH;

Ywmeer: PazpabaTsiBaTh U UCTIONB30BATH HHCTPYMEHTAPHUI
JOKYMEHTOBEACHHS U ISJIOBOT0 JOKYMEHTOO00pOTa OpraHn3auy, B TOM
YHCIIE 110 BHEITHEIKOHOMUUECKOH ESITENIbHOCTH;

TpynoBoe neiictBue: Ogopmitsier JOKYMEHTAIUIO, B TOM YHUCIIE IO
BHEIIHEAKOHOMUYECKON IeSTENIbHOCTH B COOTBETCTBUH C TPEOOBaHUSIMU
3aKoHozaarenscTBa Poccuiickoit denepanyy U MEXIYHAPOIHBIX aKTOB;
Tpynosoe nerictBue: Mcnonb3yeT KOMIBIOTEPHBIE IPOIPAMMBI IS
BEJICHHs y4eTa, CUCTEMAaTH3aIMK U aHaIn3a JaHHbIX, COCTaBJICHUS 0a3
JAHHBIX, BEJICHUS TIOKyMEHTO000pOTa, CIIPaBOYHO-TIPABOBBIE CUCTEMBI,
pecypcsl HH)OPMAMOHHO-TETIEKOMMyHUKAIMOHHOH ceTn «/HTepHeT»,
OPI'TEXHHUKY.

WIIK-2.1 Pa3pabatsiBaer,
HCIOJIb3YET UHCTPYMEHTApUM
JIOKyMEHTOBEJICHUSI U JIe]IOBOTO
JOKYMEHT0000pOTa U COCTABIISCT
OTYETHOCTb JJIsI PELICHUs
MOCTABIICHHBIX 337124

PGSYHLTaTH O6y‘~IeHI/I${ o AUCHUIUIMHE AOCTUTAOTCA B paMKaX OCYLICCTBIICHUS BCEX
BHA0B KOHTAaKTHOM H CaMOCTOSITEILHOM pa6OTLI o6y11a10m14xc;1 B COOTBCTCTBHUHU C
YTBCPKACHHBIM y‘IC6HBIM IIJTaHOM.

I/IHI[I/IKEITOpLI JOCTHKCHU A KOMHGTGHHI/Iﬁ CUMTAKOTCA C(bOpMI/IpOBaHHBIMI/I 1810)51
AOCTUIKCHUHN COOTBCTCTBYHOIIUX UM PE3YJIbTATOB O6y‘IeHI/I${.

2. CTpyKTYypa M coep:KkaHue THCIUIIIHHBI

2.1 Pacnipeaesienne TPyA0EMKOCTH AMCUMIIMHBI IO BHAaM padoT

OO6rast TpyI0éMKOCTh JHMCIUILIMHBI COCTABJIAET 2 3a4eTHBIX eauHHUIBl (72 dvaca), UX
pacripeielieHle 10 BU1aM paboT MPEACTaBICHO B TaOIUIle

Bunsr pabot Bceero ®dopma oOyueHus
JacoB OYHas OYHO-3209HAs
3 3
ceMecTp CeMecTp
(gacer) (gacer)
KonTakTHas pa0oTa, B TOM YHCJIeE: 38,2 28,2
AyauTopHbIe 3aHATHSA (BCEro): 34 24
3aHATHSA JIEKIIMOHHOT'O THIIA 18 12
71a00paTOpHBIE 3aHATHS




MPAKTUIECKUE 3aHATHS 16 12
CEMUHAPCKUE 3aHATUAL

HNnast koHTaKTHAs pabdora: 4,02 4,02
Kontpons camocrosrensHoit padots! (KCP) 4 4
[Tpomexyrounas arrecrarms (MKP) 0,2 0,2
CamocTosiTesibHasi padoTa, B TOM YHCJIe: 33,8 43,8
Peghepam (noocomosxa) 14 14

Camocmosnmenvroe usyueHue pasoenos, Camono020mosKa
(npopabomka u nosmopexue IeKYUOHHO20 MAmepuana u
mamepuana yieOHuKo8 u yueOHvlX nocoouil, n0020mosKa 19,8 29,8
K J1a60pamopHolM U RPAKMUYECKUM  3AHAMUSM,
KOJIOKSUYMAM U M.0.)

IToAroToBKa K TEKYIIIEMY KOHTPOJIIO

KonTtpoasb:

IToaroroBka k 3auery

Oo6mas qac. 72 72

TPYAOEMKOCTH B TOM YHCJI€ KOHTAKTHAaSA 38.2 28.2
padora ' ’
3a4. e[ 2 2

2.2 Conepxanuve TUCUMIIIMHBI

Pacnpenenenne BUIOB y4eOHOM pabOThI M HX TPYAOEMKOCTH IO pa3/eaM AUCIHIIIHHEL

Paszensr (TeMbl) AMCIUIUIAHBI, H3y4aembie B 3 cemectpe 2 (kypce) (ounas popma
00yuenust)

Kommuectso yacos
Buaeaynur
Ne HaumenoBanue paszenos (tem) Ayautopras OpH);j[
Bcero pabora
pabora
J 113 JIP CPC
1 [penmer, conepkaHne U 3aa4u Kypca TOKyMEHTOBEICHHE 1 4 1 1 5
' JICTIOBOM JIOKYMEHTO000pOT
2. |loxymeHTHI U TipaBuiIa ux ohOpMIICHUS 7 2 2 3
3. |OpraHu3anMOHHO-TIPAaBOBbIC JTOKYMEHTHI 7 2 2 3
4.  |PacriopsiqutenbHble JOKYMEHTHI 6 2 1 3
5. |JlokyMeHTHpOBaHHUE NESTENFHOCTH KOJJIETHAJIbHBIX OPTaHOB 6 2 1 3
6. WupopmanmoHHO-CIIpaBOYHBIE JOKYMEHTHI 6 2 1 3
7.  |ConpoBOmUTENbHBIC TOKYMEHThI 6 1 2 3
Odopmiienne, 06paboTKa 1 XpaHEHHE TOKYMEHTALIUH 110
8 BHEIIHEYKOHOMHUYECKOH JAESTETLHOCTH B COOTBETCTBUH C 58 1 1 38
TpeOOBaHMAMH 3aKOHOMAaTENsCTBA Poccuiickont deneparmu u ! !
MEXKIyHapOIHbIX akTOB. COBpEMEHHOE JIeJI0BOE NHChMO
9.  |JlokyMeHTbI KapOBOU 1 OYXTanTepCKOU CIyKObI 4 1 1 2
10. |Opranwu3saiys paboOThI C JOKYMEHTAMHU 4 1 1 2
11. |ABToMaTH3aIms JOKYMEeHT0o000poTa 4 1 1 2
12 JokyMeHT0000pOT B OpTaHU3AINH U YIIPABICHUN OHU3HEC- 4 1 1 2
npoIeccaMu
13. |Ciyx06a JOKYMEHTAI[MOHHOT'O O0ECTICUCHHS YIIPABICHUS 4 1 1 2
HUTOI'O no pazoenam oucyuniutol 67,8 | 18 16 33,8
Kontpons camocrosrensHoit padots! (KCP) 4
[Tpomexyrounas arrecramms (MKP) 0,2
[oaroroBka K TeKylnieMy KOHTP OO
OO0m1ast TPyTOEMKOCTb I10 JUCIIUATUINHE 72 33,8

[Tpumeuanune: JI — nexuuu, 113 — npaktudeckue 3aHsaTus / cemuHapsl, JIP — maGopaTopHble
3ansTusi, CPC — camocTositenpHast paboTa CTyAeHTa



Pasnensl (TeMbl) AMCHUIUIMHBI, U3ydaeMbie B 3 cemectpe 2 (kypce) (ouno-3aounas
Gopma obyuenus)

KonuuectBo yacos
Breaymu-
Ne HaunmenoBanue pasnenos (Tem) AymuTopHas TopIZaﬁ
Bcero pabora
pabora
JI I13 JIP CPC
1 [Ipenmer, conepxanue U 3a1a4u Kypca JOKyMEHTOBEICHHE U 3 05 05 5
' JIEIIOBOH TOKYMEHTOO0OPOT ' '
2. JIOKyMeHTHI M IipaBuiia uX oopmiIeHns 5 1 1 3
3. OpraHu3alliOHHO-TIPABOBBIE TOKYMEHTHI 6 1 1 4
4, PacniopsiqutenbHble TOKYMEHTHI 6 1 1 4
5. JlokyMeHTUpOBaHUE AEATEILHOCTH KOJIJIETHATbHBIX OPTaHOB 6 1 1 4
6. WudopmanmoHHO-cipaBOYHbIE JTOKYMEHTHI 6 1 1 4
7. ConpoBoaHUTENbHBIE JOKYMEHTHI 6 1 1 4
OdopmiieHre, 00paboTKa M XpaHCHUE TOKYMEHTAIIUH 110
BHEITHEAKOHOMHYECKOH JESTEIbHOCTH B COOTBETCTBHH C
8. N 5,8 1 1 3,8
TpeboBaHUsIMHU 3aKOHOAATeNbcTBA Poccuiickoit denepanun n
MEKAYHapOJHBIX aKToB. COBPEMEHHOE JIETIOBOE MTUCHMO
9. JIOKyMEHTBI KaJIpOBOI U OyXTalTepCcKOi CITy>KObI 5 1 1 3
10. |Opranuzanus pabOTHI C JOKYMEHTaMHU 5 1 1 3
11. |ABToMmatu3anus JOKyMEHT0000pOTa 5 1 1 3
12 JlokyMeHTO000OpOT B OpraHM3alliy M yIpaBieHHH Ou3Hec- 5 1 1 3
npoleccamMmu
13. |Cnyx0a TOKYMEHTALMOHHOI0 00ECIICYeHUsI YIIPABICHUS 4 0,5 0,5 3
UTOI O no pazoenam oucyuniuivl 67,8 | 12 12 43,8
Konrponb camocrositensHoi padotsl (KCP) 4
ITpomexyrounas arrecraims (MKP) 0,2
IToxroroBka K TeKynieMy KOHTPOIIO
OO01ast Tpy10eMKOCTb 10 TUCHUILTUHE 72 43,8

[Ipumeuanue: JI — nexnuu, 13 — npaktudeckue 3anatus / cemuHapsl, JIP — maGopatopHbie
3ansaTust, CPC — camocrosTensHas paboTa CTy/IeHTa

2.3 ConepxxaHue pa3iesoB (TeM) TUCHUILIAHBI
2.3.1 3ausaTHa JeKINOHHOI0 THIIA

dopMma TeKyLIEro

Ne HaummenoBanue paznena (TeMbL Conepxanue pasziena (TeMbl
paszena ( ) Acp pasziena ( ) KOHTPOIIS
1. [ToHATHS «TOKYMEHTY, «IOKYMEHTO000pOT» 1 KpaTtxwuii ompoc B
IIpenmer, conepsxanue u AOKYM » (IOKyM P P P
sa1aun Kypea «JIOKyMeHTOBeZIeHne». Pa3Butre nokymenTa. CriocoOs! HavaJie JIeKINU
P ., |IOKYMEHTHPOBAHHUS U MaTepUaIbHbIE HOCUTEIH
JOKyMEHTOBEJICHUE U JIETTOBOH .
nHdopmanuu. CBOWCTBa U QYyHKIMH JOKYMEHTOB.
JOKYMEHTO0000pOT
Knaccudukanms.
2. YHupukanus W cTaHmapTU3amus  ympaBleHdeckux | Kpatkwuii ompoc B

nokymeHToB. llpaBunma  odopmileHHS — JOKYMEHTOB.| Hadale JICKIINU
TpeboBanus K o(opMIeHITO OpTraHU3aIMOHHO-
pacropsAuTeNbHBIX AOKyMeHTOB (CocTaB  pPEKBU3UTOB
JIOKYMEHTOB. TpeOoBaHUS K OQOPMIICHHIO PEKBU3UTOB.
UcnpaBnenuss B JOKyMeHTax. blaHKM JOKYMEHTOB
TIPEATPUSITHS

JIOKyMEHTBI ¥ TIpaBHIIa HX
oopmmeHns

3. @yHKIMM W OCOOCHHOCTH OpraHM3aIMOHHO-TIpaBOBBIX | KpaTkuii orpoc B
JOKYMEHTOB. YcTaB opraHm3anud. IlomoxxeHue 0| Hadane JeKIUU
OpraHu3alMoOHHO-TIPABOBbIE  [CTPYKTYpHOM ToApasjeieHnu opranmzamuu llltaTtHOE
JOKYMEHTBI pacnucaHue. IIpaBuma  BHYTpEHHEro  TPYAOBOrO
pacriopsiaka. VIHCTpyKIMM 1O OTAENBHBIM  BUAAM
JeATeNbHOCTH. JIOIKHOCTHbIE HHCTPYKINHI

4. |PacriopsaurensHble Buner pacnopsimurensHeix  1okymeHToB. Ocobennoctu| Kpatkuii orpoc B
JIOKYMEHTBI MOATOTOBKM M O(GOpPMIJIEHHMsS]  pACIOPSANTEIBHBIX | Hadale JICKINU




JOKYMCHTOB.

5. OpraHu3annoHHO-TEXHUYECKNE MEpOTIPUATHSA no| Kpatkwuii orpoc B
JlokymMeHTHpOBaHMe MOATOTOBKE W TIpOBedeHHIO coBemaHuid. CTpyKTypa| Hadane JIeKINU
JeATENFHOCTH KOJUIETHANBHBIX |IOKaja W OT4YeTa: Ha  COBEIIAaHWM, 3acelaHHH,

OpraHoB KoH(pepeHIIMH W T.1. TpeOoBaHUS K COCTaBICHHIO WU
0(hOpPMIICHUIO IPOTOKOJOB.

6. Bunet MH(OpMaIMOHHO-CIIPABOYHBIX nokymeHToB. | Kpatkuii orpoc B
WndopmanmonHo-cnpaBounsie |Odopmiierne cpaBok. OdopmileHne TOKIa HbIX 3aHCOK. | Havaje JEKIHN
JIOKYMEHTBI OdopmiteHne 00BACHUTENBHBIX 3amucok. OdopmieHue

akToB. OcobenHHoctu TtenedoHorpamMy, (HaKCHMUIEHOM
cBs13u. OCOOEHHOCTH MCIIONb30BAHMS TENeTalma.

7. OcobenHocTH 0pOpMIIEHHS 1 UCTIONIH30BAHHMS Kpartkuii orpoc B
COTNPOBOJIUTENBHBIX JOKyMeHTOB. OdopMiieHue, HavaJie JISKIUU
00paboTKa 1 UCTIOIH30BAaHUE COPOBOUTENLHBIX

ConpoBoautenbHbIe

JIOKYMEHTBI JIOKyMEHTOB TIPOLIECCOB NEPEBO3KU paOOTHHUKOB, JOCTAaBKU
TPY30B U yIpaBJIeHHE KOPITOPATUBHBIM TPaHCIIOPTOM
opranuzanyi. [1onroroBka qJOKyMeHTAIMH IS
MPOBE/ICHUSI POLIEAYP BHIOOpA ITOCTABIIMKOB U 3aKYIKH.

8. |Odopmienue, 0opaboTKa U IIpaBuna  odopmieHus, o00paboTkM W  XxpaHenus | Kpatkuii ompoc B
XpaHECHUEC JOKYMEHTAIUU 110 JAOKYMEHTallUu I10 BHEIIIHEAKOHOMUYECKOM JCATCIIBHOCTH| HadaJC JICKIUU
BHEILITHEAKOHOMHYECKOH B COOTBETCTBHUM C TpeOOBAaHUSIMU 3aKOHOJATENbCTBA
JIEATENBHOCTU B cooTBeTcTBUU |Poccuiickoii @Denepani UM MEXAYHAPOIHBIX  aKTOB.
¢ TpeOOBaHUSIMHU HenoBoe muceMo B ycnoBusx yHubukauuu. IlpaBuia
3aKOHOZIATENbCTBA ohopmileHHs 1eNOBOro nuchbma. HekoTtopelie BUa MHCEM.

Poccuiickoit @eaepauu u MexyHaponHble IUCbMa.
MEKIYHAPOJHBIX aKTOB.
CoBpeMeHHOE JIeTT0BOE MHUCHEMO
9. Bunpl noxkyMeHTOB mo JHYHOMY cocTaBy. TpeboBanus k| Kpartkwmii ompoc B
o opMIIeHHI0 TpyAOBOro foropopa. OdopmiieHHe prueMa| Havase JEeKIUH
JIOKyMEHTBI KaJpOBO U Ha pabory. 3asBieHue o npueme Ha padory. OdopmiieHue
OyXranTepcKoil CIryxO0bl IPUKa30B [0 JIMYHOMY cOCTaBy. TpynoBas KHIDKKA.
Jlnunasg xaprouka. JluuHoe geno. XapaKTepUCTHKA.
Astobuorpadus. Pesrome.

10. OOpaboTka mocrymaromux gokyMmeHtoB. OOpaborka| Kpatkuit ompoc B

OTNPaBISIeMBIX ~ JOKYMEHTOB. Ilopsamox  pabGoTbl  c¢| Hauase JeKIUH
Opranu3zanus padoTsI ¢ BHYTPEHHUMH JOKYMEHTaMH. Perucrpamuss ¥ KOHTPOIb
JOKYMEHTaMH UCHONHEHNs 1okyMeHToB. DopmupoBanue u odopmieHue

nen. IlonroroBka MOKyMEHTOB K Iiepelade Ha apXHBHOE

XpaHEeHHe.

11. ONeKTpOHHBIH JOKYMEHT. ABToMaTH3aIusa cocTtaBieHus | Kpatkuii onpoc B
ABTOMaTH3aLUA JOKYMEHTOB. ABTOMAaTH3aLUA JIeITIONPON3BOCTBA. [HaYase JEKIUH
JOKyMeHT0000opoTa Benenue 0a3bl JaHHBIX JOKYMEHTAIUH o

BHENIHETOPIOBOMY KOHTPAKTY.

12. |oxymMeHTOOOOpOT B JokymeHTHpoBaHHe  Om3Hec-mporeccoB  YmpasneHue| Kpatkuit onpoc B
OpraHM3aLMU U YIPaBJICHHH |OM3HEC-TIPOLeCCaMU 4epes OpraHM3aLMIO [Hayase JEeKIUH
Om3Hec-TIpoIIecCaMu JIOKYMEHT0000poTa

13. 3amaun w QyHKIEM CiIykOBl  HOKyMeHTarmoHHoro|Kpatkuii ompoc B
CtyGa I0KyMEHTALHOHHOTO obecriedeHus VIIPaBIICHUS. CrpyxTypa CITY>KOBI|HaYaIe JISKITIH
oBECTIeUeHNS YTpaBCHHS JOKYMEHTallHOHHOro obecriedeHust yrpasienus. [IpaBa u

OTBETCTBEHHOCTb CITY>XOBI JOKYMEHTAI[HOHHOT O
00eCTIeUCHNS YIIPABIICHHS.
2.3.2 3aHATHA CEMHHAPCKOI0 THNA (MPAKTHYECKUE 3AHATHS)
Ne HaummenoBanne paszena (Tembl) TemaTnka 3aHATHI/PabOT Popwma TeKymero
KOHTPOJIS
1. |[Ipenmer, conepkaHue U Ioustns «uHbpOpMaIMs» W «IOKYMEeHT». PasBurHe Pedepar-
3a1auu Kypca JOKyMEHTa. Crioco0sr JIOKyMEHTHPOBAHUS u Mpe3eHTaIys
JIOKyMEHTOBEJICHUE U JIETIOBOH |MaTepuaibHble Hocutenu HHpopMmanun. CBOWCTBA |
JJOKyMEHT0000pOT ¢ynkimm nokymenToB. Kiaccnguxanmst.
2. |[oKyMeHTHI M IpaBUiIa UX Coznanne JIOTOTHIIA, 3JIEMEHTHI PEKBU3UTOB Pedepar-
o opmIIeHNs npeanpusitus ~ Cozmanne  coOCTBEHHOro  o0Opasiia| mpeseHTanusl, Keic




PEKBH3HUTOB JOKyMEHTa. PexBU3UTBI ~ JETOBBIX
nokymeHTtoB.  OdopmileHHe  pPEeKBH3HTOB  JIENIOBBIX
JOKyMeHTOB (Tpu¢  yTBepKIeHus, azapecar, Tpud

corjiaCoBaHus U T.Il.).

3. PaGora c ¢aiimamu, CcO3JaHHBIMH Ha TIpEIbLAYLIEM Pedepar-

3aHsaTuu. OdopmieHne OiaHKa JOKYMEHTa, UCIIOb3Ys| Mpe3eHTanusl, Keic
COXpaHEHHBIE JIOTOTHII, SJIEMEHTHl PEKBH3HTOB. YCTaB,

OpraHu3alMOHHO-TIPABOBEIE  |YUPEAMUTEIbHBIN JOrOBOpP, MOJIOXKEHHE 00 OpraHU3aluH,

JOKYMEHTBI MIOJIOKEHHE O CTPYKTYPHOM ITOApa3AEIEeHHH, MOJIOKEHHE
0 KOJUIETHaJIbHOM (coBenatenbHOM oprase)
OpraHM3alliy, perjaMeHT, IITaTHOE pacIlicaHue,
MHCTPYKLUS, TOJDKHOCTHASI MHCTPYKIIHSL.

4. [Mpuka3el. Co3aanue madIOHOB MTPUKA30B MO0 OCHOBHOM Pedepar-
PacniopsinurensHbie JEATENbHOCTH U 110 JINYHOMY COCTaBY (IIPOOBHbIH Ipe3eHTalus, Keic
JIOKYMEHTBI 6nank obmero Buna). [locraHOBIIEHNUST; pElLICHNS;

NPUKa3bl; PACIIOPSDKEHUS; YKa3aHHSI.

5. |JdoxymeHTUpOBaHHE IIpotokomn, ero Buabl. Co3nanue madIoHOB MPOTOKOJIA. Pedepar-
JESATENLHOCTH KOJIJIETHAIBHBIX Npe3eHTanus, Keic
OpraHoB

6. Axt. JloknamHas 3amucka. CiyxeOHas — 3ammucka. Pedepat-

OObsichurenpHast ~ 3amucka.  Co3panve  maliioHa| Mpe3eHTanusl, Keic
HNupopmanmoHHO-cipaBovHbIE
JIOKYMEHTbI JOKJIaTHBbIX, O6'I)$[CHI/ITCJ'IBHBIX 3aIlIMCOK U CJ'Iy)KC6HI)IX
3amucok. OdopmieHne crnpaBkH, co3qaHue MmalioHa
JoBepeHHOCTH U pacriucku. Dakcel. TenegoHOrpaMmsl.
7. OdopmiteHre TOBapHO-TPAHCIIOPTHOM HAKJIAIHOM, Pedepat-
MYTEBOTO JINCTA, IOTOBOPA Ha OKAa3aHUE TPAHCIIOPTHBIX | MpEe3eHTalusl, Keiic
ComnpoBoauTensHbIC
yCIIyT, MyTeBOro JucTa u T.1. [lonroroska
JIOKYMCHTBI JOKYMEHTAIlMH JJIsl [IPOBEICHUs IPOLeyp BbIOOpa
MOCTaBIIMKOB M 3aKyIKH.

8. |Odopmienue, 06paboTka u [MpaBuna  odopmieHus, O0OpabOTKM U  XpaHEHUS Pedepar-
XpaHeHHE JOKYMEHTALUH 10 |IOKyMEHTalluH o BHEIIHEOKOHOMHMYECKOH | Mpe3eHTaIus, Keic
BHEIITHEAKOHOMUYECKOH JEATENBHOCTH B COOTBETCTBHM C  TpeOOBaHHAMH
NeATEJIbHOCTH B COOTBETCTBUHU |3aKOHOAATEIBCTBA Poccuiickon Denepanun "
¢ TpeGOBaHUAMU MEXIyHapoOHBIX akToB. CocraBieHHe W odopmieHHe
3aKOHOZATENbCTBA JIeTI0OBOr0 MHCHbMa, (pakc ITUPEKTOpY, COCTABUTH AEIOBOE
Poccuiickoii @enepanun u MHCBEMO 3apyOeKHBIM ITApTHEPaM.

MEXIyHapOIHBIX aKTOB.
CoBpeMeHHOe JIeTT0BOE
IIHCHMO
9. TpynoBbie JOrOBOPHI ¢ COTpYAHUKAaMU. JInyHbIe Pedepar-
KapTOYKH PaOOTHHKOB. TpyNOBBIE KHIKKH. Npe3eHTalus, Keic
YBenomieHre pabOTHHKOB O BEIOOPE (hOPMBI TPYIOBOU
N kHKKH. [lItaTHOE pacnucanue. JI0MKHOCTHBIE
JIOKYMEHTBI KafIpOBOiA uHCTpYKUMU. [IpaBriia BHyTpeHHEr 0 TPYIOBOTO
CyKOBI pacniopsiaka. I'paduk ormyckoB. 3asiBieHue.
XapakrepucTuka. Aproduorpadus. Pesrome.
Odopmienne 3asBienns. Cozaanue aBToOMOrpahuu u
xapakTepuctuku. OdopmireHre pe3rome.
10. Oprasmsanus padoTs! ¢ Opranm3anusi JOKyMEHTOOOOpOTa Ha  TPEIIPUSTHH. Pegepar- 3
JIOKYMEHTaMH Peructpanust BXOIAmIMX JOKYMEHTOB. Perucrparms| npe3eHTanus, Keic
HCXOJSIIHNX JOKYMEHTOB..
11. CocraBieHHE B DIIEKTPOHHOM BHIE CXEMBI pabOTHI ¢ Pegepar-
nokymeHtamH. Co3JaHHe CaMOCTOATEIBHO —oOpasia| mpe3eHTaus, Kekc
ABTOMATH3ALHS OmaHKa yYpexJeHUs, B KOTOPOM BBl O0YyYaeTech.
Co3maHue AIEKTPOHHOTO JKypHaja B  TEKCTOBOM
JIOKyMEHT0000pOTa
penakTope Uil peTHCTpallii BXOMIIIMX W HCXOMASIINX
JOKyMEHTOB. Benenne 6a3pl JaHHBIX JOKYMEHTAUH MO
BHEITHETOPTOBOMY KOHTPAKTY.
12. CpokH XpaHEeHHWsS] MCIIOJHEHHBIX JEJIOBBIX JOKYMEHTOB. Pedepar-

JlokyMeHT0000pOT B
OpraHu3alfy U YIIPaBICHUN
OW3HEeC-TIPOIIECCAMH.

IoaroroBka JOKYMEHTOB K crmaue B apxuB. Co3nmath
oOpaser; OOJIOKKH Jena, odpaselr] onucu jaena, odpaserr
3aBEPUTEIIHLHON HAIMUCH.

npe3cHTanus, Kelic




13.

Ciyx6a JOKYMEHTallMOHHOTO
obecrieyeHus yIpaBIIeHHSI.

3amaun u QyHKOMH CIyKOBI  JJOKyMEHTAI[MOHHOTO Pedepar-
obecnieuennst  ympasieHus.  CTpykTypa  CIYXObI| Npe3eHTaIysl, TeCT
JIOKyMEHTaIIMOHHOT0 obecniedenus yrnpasienus. [Ipasa u

OTBETCTBEHHOCTh CITYXKOBI JIOKYM €HTAI[HOHHOT'O

obecrieyeHns yIpaBJICHHSI.

3amuTa 1a00paToOpHOi

pabots! (JIP), Beimonnenue kypcosoro npoekra (KII), kypcoBoii

paboter (KP), pacuerHo-rpaduueckoro 3amanmsi (PI'3), mammcanme pedeparta (P), scce (D),
kosutokBuyM (K), rectuposanue (T) u T.x1.

2.3.3 IlpumepHasi TeMAaTHKA KypCOBBIX padoT (IP0eKTOB)
KypcoBast paboTa 1o JaHHO# IUCIUIUIMHE HE MPETYCMOTpPEHA.

2.4 TlepevyeHb y4eOHO-METOAMYECKOT0 oDecTedeHNs 11 CAMOCTOSITEIbHO PadoThI
00yYaKOUIMXCS 10 TUCHUILTHHE (MOLYJII0)

[NepedeHs y4eOHO-METOANIECCKOTO 00ECIICUCHHS TUCIUTUIHHBI IO

o0y4yeHus

No Bun CPC BBITOJTHCHHUIO CAMOCTOSATENILHON PabOThl (68610pamv 6 COOMEEMCMEUL C
suoom CPC)
1 3aHaTus JICKIIUOHHOI'O U MCTO}IH‘ICCKI/IC YKazaHusa i IOATOTOBKU K 3aHATUAM JICKHUOHHOI'O H
CEMHUHAPCKOro THIIa CEMUHApPCKOro THNa. YTBEpXKIEeHbl Ha 3aceqaHuu CoBeTa 3KOHOMHYECKOI'O
¢akynbrera DI'BOY BO «KyoI'Y». [Iporokon Ne 1 ot 30 aBrycra 2018 rona..
Pexxum nmoctyma: https://www.kubsu.ru/ru/econ/metodicheskie-ukazaniya
2 |lloaroroBka acce, pedeparos, MeToanveckue yka3aHus JUis MOATOTOBKH 3cce, pedepaToB, KypCOBBIX padorT.
KYPCOBBIX Pador. YrBepxkaeHsl Ha 3acenanun CoBera 3koHommueckoro ¢akynabreta GI'BOY
BO «Ky0I'Y». IIpotokon Ne 1 or 30 aBrycra 2018 roma.. Pexxum moctyma:
https://www.kubsu.ru/ru/econ/metodicheskie-ukazaniya
3 Boinonnenue Meroaudeckie yKa3aHHS 10 BBIIOJHEHHUIO CAMOCTOSTEIBHONH pPaboTHI
CaMOCTOATEIbHOM paboThl  |oOyuaromumxcs. YTBepxkIeHbl Ha 3acegaHud CoBera HKOHOMUYECKOTO
00y4aroImuxcst ¢akynbrera DI'BOY BO «KyoI'Y». [Iporokon Ne 1 ot 30 aBrycra 2018 rona..
Pexxum mocryma: https://www.kubsu.ru/ru/econ/metodicheskie-ukazaniya
4 WurepakTuBHBIC METOABl  |MeToOMYecKHe YKa3aHUs 10 HHTEPAKTUBHBIM  METOHaM  OOy4eHHs.

YrBepxkaeHol Ha 3acenannn CoBera 3koHommueckoro ¢akynbreta GI'BOY
BO «Ky6I'Y». IIporokom Ne 1 ot 30 aBrycra 2018 roma. Pexxum moctyma:
https://www.kubsu.ru/ru/econ/metodicheskie-ukazaniya

Y4eOHO-MeTOIUYECKIE

MaTcepuajibl IJIA CaMOCTOATEIbHOM pa6OTI:I o6yqa}oumxc;1 u3

Yyclia MUHBAJIHUIOB U JIUI C OTPaHUYCHHBIMU BO3MOKHOCTSIMU 3710poBbst (OB3) npengocrasustorcs
B (popmax, alanTUPOBAHHBIX K OTPAHUUYEHUSIM UX 3[I0POBbS U BOCHPUATHUS HHPOPMALIUU:

Jljis U1 ¢ HapyIIeHUSIMH 3PEHUS:

— B IIe4aTHOU opme yBeTnYeHHBIM HIpUdTOM,

— B (hopMe PIIEKTPOHHOTO JOKYMEHTA,

— B (hopme aynuodaiina,

— B ITIeYaTHOM (opMe Ha s3bIke bpaiins.

Jyig 11 ¢ HapyIICHUSAMHU CIyXa:

— B reyatHoi dopme,

— B JopMe AIIEKTPOHHOTO JOKYMEHTA.
Jnist U1 ¢ HapyIIeHUsIMM OTIOPHO-/IBUTATEIbHOTO anmapara:

— B reyatHoi ¢opme,

— B (JopMe AIIEKTPOHHOTO JIOKYMEHTA,
— B popme ayauodaiina.

I[aHHLIfI NEpCUCHb MOKCT OBITh KOHKPCTHU3UPOBAH B 3aBUCHUMOCTHU

oOyJaronuxcs.

OT KOHTHHICHTa



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. OOpa3oBaTe/lbHbIe TEXHOJIOTHMH, NPUMeEHsieMble NPH OCBOCHHH IHCIUILIHHBI
(Moxyis)

B xome wum3ydeHus JUCHUIUIMHBI IIPEAYCMOTPEHO MCIOJB30BAHUE  CIEAYIOLIUX
00pa30BaTENbHBIX TEXHOJOTHNA: JIEKIMH, MPAKTUYECKHE 3aHATHSA, CAaMOCTOATENbHas pabora
CTYJICHTOB.

KoMneTeHTHOCTHBIN IOAXOA B pPAaMKax IPENOJAaBaHUS IUCLUUILIMHBI PEANU3YeTCs B
HCI0JIb30BAHNN MHTEPAKTUBHBIX TEXHOJIOIMI B COUETAaHUH C BHEAYIUTOPHOM paboTOil.

WudopmaniioHHbIE  TEXHOJOTHH, MPUMEHSEMbIE TMPH HM3YYCHUH JTUCHUILUIHHBL:
UCIO0JIb30BAaHUE  HH(OPMALMOHHBIX  pPECypcoB,  JOCTYNHbIX B  HH(OPMALMOHHO-
TEJIEKOMMYHUKAIIMOHHOU ceTn MIHTepHeT.

AnantuBHbIe 00pa30BaTEIIbHBIE TEXHOJIOTUH, IPUMEHSIEMbIE TPU U3YYEHUH TUCITUTUINHBI
— JUI JUIl C OTPAaHWYEHHBIMH BO3MOXXHOCTSMM 3JI0POBbSl IPEAYCMOTPEHA OpraHU3aLns
KOHCYJIBTAIIMM C UCIIOJIb30BAaHUEM DIEKTPOHHOM MOYTHI.

4. OueHoyHble CpeACTBa
MPOMEKYTOYHOH aTTecTALNN

OneHouHble CpeAcTBa NpeaHa3HAUYEHbl JUIsl KOHTPOJS U OLEHKH 00pa30BaTeIbHBIX
JOCTH>KEHHI o0yyarouxcs, OCBOMBILIUX MIPOrpaMmy yueOHOM JUCIUTIIAHBI
«/loxkymenToBeeHre U AeI0BOM JOKYMEHTOOOOPOT.

OneHouHbIE CPECTBA BKIIOYAIOT KOHTPOJIbHBIE MaTepUalbl ISl IPOBEACHUS TeKYyLIero
KOHTpPOJISA B OpMe TECTOBBIX 33/JaHUi, pedepaToB-Npe3eHTAUN, KEHCOB U MPOMEKYTOYHOM

AJIs TEKYLIET0 KOHTPOJIA ycnneBaeMoCcTu /|

arrectanuu B popMe BOIIPOCOB K 3aYETY.

CTpYKTYpa OLIEHOYHBIX CPEICTB I TeKYIIeld U MPOMEKYTOYHOM aTTeCTAIMU

Kon u HaumeHnoBanue HanmeHoBaHue OLIEHOUHOTO CpPEICTBA
Ne Pe3ynbpTaThl 00yueHHs
UHAMKATOpa . IIpomexyrounas
/1 (B coorBeTcTBUU C 1. 1.4) Texymuii KOHTPOJIb
(B cootBeTcTBUU C 1. 1.4) aTTecTaIus
3HaeT: 3aKOHOIATEIHCTBO Omnpoc, pedepar- Bomnpoc Ha
Poccuiickoii @enepauuu B [IpEe3EHTALHNsA, TECT 3ayere
1 o0nacTu MaTepraIbHO- 29-48
TEXHUYECKOr0 00ECIIeYEeHM S,
JIeTIONPOU3BOJICTBA.
3naetr: CtpykTypy, npunnunsl, | Ompoc, pedepat- Bompoc Ha
MHCTPYMEHTApUH [Ipe3eHTaLMNs, KEHC, TECT | 3a4eTe
JIOKyMEHTOBE/ICHUSI U JICTIOBOTO 1-28
2 JIOKyMEHT0000poTa
OpraHM3aIlH, a TAKKE
pa3paboTku ¥ 0pOPMIICHHS
JOKyMEHTaINn
UIIK-1.1 Pa3pabaTsiBaeT M
Ywmeer: PazpabaTeiBaTh 1 Omnpoc, pedepat- Bompoc Ha
1 HCIONB3YET .
. BHEPSTH JIOKaJIbHbIC Mpe3eHTanus, KeiC, TeCT | 3adeTe
HMHCTpyMEHTapuit
HOPMATHBHBIC aKThI U 1-28
JOKyMEHTOBEJICHUS 1
3 periaMeHTHPYIOIINe
JIETIOBOTO
JOKyMEHTBI O0IIETO Xapakrepa
JIOKYMEHT0000pOoTa 115
¥ 110 (PYHKIINOHAITEHOMY
PpEIICHHS TOCTABICHHBIX
HaIpPaBIJICHUIO JICSITEFHOCTH
3amad
Ywmeer: PazpabaTriBaTh 1 Omnpoc, pedepat- Bompoc Ha
HCTIONB30BATh Tpe3eHTanus, Keic, TeCT | 3adere
WHCTpyMEHTapuit 29-48
4 JOKyMEHTOBEICHUS 1 ICIIOBOTO
JIOKyMEHT0000poTa
OpraHM3alli{, B TOM YHCIIE MO
BHEIITHE3KOHOMHYECKOH
JeATENbHOCTH
Tpynosoe neicTBue: Omnpoc, pedepat- Bonpoc Ha
5 Odopmirser TOKyMEHTaIMIo, B | NpE3eHTanus, Keiic, TecT | 3adere
TOM YHCIIE 110 1-28
BHEIITHEOKOHOMHYECKOH




JIeSITEIILHOCTH B COOTBETCTBUH
¢ TpeOOBaHUAMU
3aKOHOJIATENLCTBA Poccuiickoi
denepaniv 1 MeXAYHAPOAHBIX
aKTOB

Tpynosoe neicTBuE:
Hcnonb3yeT KOMOBIOTEPHBIE
TPOTrPaMMBbI 7SI BEICHHS
ydeTa, CHCTeMaTH3alli U
aHaNM3a JaHHBIX, COCTABJICHHSI
0a3 JaHHBIX, BECHHS
JIOKyMeHT0000poTa,
CMIPaBOYHO-TIPABOBBIE
CHCTEMBI, PECYpChI
nH(OpMaLMOHHO-

TEJICKOMM YHUKAIIMOHHON CeTH
«HTepHEeTY», OPITEXHUKY

Omnpoc, pedepat-
Mpe3eHTanus, Keic

Bonpoc nHa
3ayere
29-48

10

11

12

UIIK-2.1 Pa3zpabatsiBaer
U UCIONB3YET
HWHCTPYMEHTApUI
JOKyMEHTOBEJICHUS U
JIETI0BOTO
JOKYMEHT0000pOoTa 115
PpELIEHHS TOCTaBICHHBIX
3a1a4

3HaeT: 3aKOHO/IaTEILCTBO
Poccuiickoit ®eneparuu B
00J1acTH MaTepHalIbHO-
TEXHHYECKOT0 00ECIICUEeHNs,
JICITOTIPON3BOJICTRA.

Omnpoc, pedepat-
MPE3EHTAIINs, TECT

Bonpoc Ha
3ayere
29-48

3naetr: CTpyKTYypY, IPUHLIUIIEI,
MHCTPYMEHTapUi
JOKYMEHTOBE/ICHUS H IeJIOBOTO
JIOKyMeHT000opoTa
OpraHM3aLMH, a TAKKe
pa3paboTKu U 0OopMIICHUS
JOKYMEHTalluH

Omnpoc, pedepat-
[Ipe3eHTalus, KEHC. TECT

Bonpoc na
3a4eTe
1-28

Ywmeer: PazpabaTsiBaTh 1
BHEAPSTH JIOKAJIbHBIC
HOpPMAaTHBHBIE aKThl 1
periaaMeHTHpPYIOIHe
JIOKYMEHTBI 00IIIeTo XapakTepa
U 110 () yHKIIMOHATBHOMY
HAaIPaBJICHUIO AESTEIbHOCTH

Omnpoc, pedepar-
[Ipe3eHTaLNs, KEHC, TECT

Bonpoc Ha
3auere
1-28

Ywmeer: PazpabaTsiBaTh 1
UCIIOIb30BaTh
MHCTPYMEHTApUH
JOKyMEHTOBEJICHUS U IeI0BOTO
JIOKYMEHT0000poTa
OpraHM3alliy, B TOM YHUCIIE MO
BHEIIHEAKOHOMHYECKON
JeATEIbHOCTH

Omnpoc, pedepar-
HPE3eHTALS, TECT

Bonpoc Ha

3ayeTe
29-48

TpynoBoe nercTBue:
OdopmirsieT TOKyMEHTAIUIo, B
TOM YHCIIE 10
BHEITHEOKOHOMHYECKON
NEITENBHOCTA B COOTBETCTBUH
¢ TpeOOBaHUSIMU
3aKOHOJAaTeNbCcTBa Poccuiickon
Oenepariii 1 MEXKITYHAPOJHBIX
aKTOB

Omnpoc, pedepat-
Mpe3eHTaLHs, KEHC, TECT

Bonpoc Ha
3ayere
1-28

TpynoBoe nercTBueE:
Hcnonp3yeT KOMITBIOTEpHBIE
TIPOTPaMMBI IS BEICHUS
y4eTa, CUCTeMaTH3aIud 1
aHajM3a JaHHBIX, COCTABJICHUS
0a3 JaHHBIX, BEJCHHS
JIOKyMEeHT0000poTa,
CIIPaBOYHO-TIPABOBEIE
CHCTEMBI, PECYpPCHI

Omnpoc, pedepat-
Tpe3eHTanus, Keic, Tect

Bonpoc Ha
3a4ueTe
29-48




“H(pOpMaIMOHHO-
TENEKOMMYHUKAI[HOHHOW CETH
«MHTEpHETY», OPTTEXHUKY

TunoBble KOHTPOJIbHbIE 32JaHUS UM HHbIE MATEePHAJIbl, He00X0AUMBbIE JJIsl OLEHKH
3HAHM, YMeHHi, HABLIKOB H (MJIH) ONBITA AeATeJbHOCTH, XaPAKTEPU3YIOIIHUX ITANbI
(opMupoBaHus KOMIIeTEHIIUI B MpoLiecce OCBOEHNsI 00Pa30BaTe/bLHOI MPOrpaMMbl
Ilpumepnutii nepeuens 6onpocos u 3a0anui
Pegpepam
Temamuka pepepamos
1. CymHoctsh u TpeOOBaHUS COBPEMEHHOIO JIENONpPOU3BOJACTBA. Ponb uHpoOpManuu B
YIpaBIE€HYECKON JeATENbHOCTH Oopranu3auuu. JJokymeHT u ero GyHKIuU. YHUUIUPOBaHHAS
CUCTEMA JJOKyMEHTAIIHH.
2. Buapl TOKyMEHTOB U UX KiIaccuukanus. Y HU(PUKAIUS U CTaHIapTH3AIINS.
3. CoBpeMeHHOE roCyapCTBEHHOE peryaupoBanue aenonpousoactsa ECIOY.
4. 3agaun ¥ PyHKIUU CIIYKOBI J1€I0MPOU3BO/ICTBA.
5. TpeboBanust k coctaBieHuto u opopmiienuro OPJl. Tlonstue m cocraB pexBuzutoB OPJ]
I'OCT P.6.- 30.2003
6. OcoOGeHHOCTHM TMOATOTOBKM M OQOPMIIEHHS OpPraHM3allMOHHBIX JOKYMEHTOB (YCTas,
YUpEIUTENbHBIN JOTOBOP, JOJDKHOCTHAs WHCTPYKIMSA, TIOJIO)KEHHE, INTaTHOE paclHCaHHe,
CTPYKTYpa | IITaTHASI YUCIEHHOCTD ).
7. OcoOeHHOCTH MOATOTOBKM U O(OPMIIEHUS PACHOPAIUTENbHBIX JOKYMEHTOB (TpPUKa3 IO
OCHOBHOI1 J1eTeIbHOCTH, YKa3aHUe, TOCTAHOBJICHUE, PACTIOPSKEHUE U PEIICHHUE).
8. CocraBnenue u odopmieHue HHPOPMAIMOHHO-CIIPABOYHBIX JTOKYMEHTOB (aKT, MPOTOKOJI,
JOKJIaIHAsI, OOBSICHUTEIbHAS U CITY)KEOHAs 3alHiCKH ).
9. Bugpl nmuceM, 0cCOOEHHOCTH MX 0(OPMIICHHSL.
10. KagpoBas cinyx6a. PermameHTanus ee 1eITeIbHOCTH.
11. JIokyMeHTBHI IO YCTaHOBJICHHIO TPYIOBBIX NpaBOOTHOIIEHU. OdopmiIeHHE MPHKA30B 10
JUYHOMY COCTaBY, TPYIOBBIX KOHTPAKTOB, TPYIOBBIX KHUKEK, JIUYHBIX KAPTOUEK.
12. OcoGennoctu cocraBiaeHust 1 0GOPMIICHUS JTUYHOTO JIena.
13. Onexrponnbii oduc. CoBpemeHHbIE HHGOPMAIMOHHBIC TEXHOJIOTHUH, HCIOJIb3yeMbIe B
JOKYMEHTAI[MOHHOM OOECIIeUeHUH YIIPABIICHUS.
14. CtaHOBJIEHHE U PA3BUTHUE MOHATHS «IJIEKTPOHHBINA JOKYMEHT.
15. IIpobnema nmpuaaHus FOPUANICCKON CHITBI JIEKTPOHHBIM JIOKYMEHTAM.
16. DneKTpOHHBIN JOKYMEHTOOOOPOT U €r0 OTJIMYHE OT aBTOMATHU3AIMU JEIOIPOU3BOICTBA.
17. HopmaTuBHOE IPaBOBOE M METOINYECKOE 00ECIIEYeHHE FIEKTPOHHOTO TOKYMEHTOO00pOTA.
18. MHorokputrepralbHblii TOAX0J K MpobireMy BbpIOOpa M ONTUMHU3ALUU  AINMAPaTHO-
MIPOrPAMMHBIX KOMIUIEKCOB: CYIIIHOCTh, OCHOBHBIE TaIlbI.
19. [IpoGneMbl TpaAULMOHHBIX TEXHOJOTHHA JOKYMEHTAIIMOHHOTO O00eCredeHus YIpaBlICHUS U
UX 00bEKTUBHBIC IPUYUHBI.
20. TIpobGnembl U TMEpPCHEKTUBHI PACHIUPEHUS HCIOIB30BAHHUS CHCTEM aBTOMaTH3allUU
JIeIOTIPOU3BOICTBA U JOKYMEHTOO00pOTA.
21. JKu3HeHHBIH MHKJI MPOrpaMMHOTO oOecredeHus HWH(POPMAIMOHHOW CHCTEMBI U €O
cTpykrypa. OCHOBHBIE, BCIOMOTaTEIbHbIE U OPraHU3aIIMOHHBIE TPOLIECCHI.
22. Mogenu >KH3HEHHOTO IHMKJIa WPOTPpaMMHOrO oOOecreueHus: KackajaHas, I[OdTalHasil,
crupasbHasl.
23. ®ynkuuoHanbHbIe Bo3MoxHOCTH Microsoft Office u ee mpunosxeHuii.
24. Peanu3anusi TUIIOBBIX 3a71a4 JeTOMPOU3BOACTBA Ha mpumMepe nmaketa MS Office.
25. OpraHuzalMoHHBIE M TEXHHUYECKHE MPOOJIEMBI KOHTPOJIS 332 WCIOJHEHUEM JOKYMEHTOB.
Bo3moxHOCTH peanu3aiuu KOHTPOJIs UCTIOTHEHHs ToOKyMeHToB B cpene MS Office.
26. BO3MOXHOCTH CO3[aHUSI KOMIIO3HIIMOHHBIX JOKYyMEeHTOB B cpeae MS Office. I[Tpunuumn
CBSI3BIBAHUS U BCTpauBaHUs 00BEKTOB. [IpuHIIMT TMHAMUYECKOTO 0OMEHA TAaHHBIMHU.



27. HopMmaTuBHBIE TIPABOBBIE AaKThl, PEIVIAMEHTUPYIOLUIMX IPOLECChl BHEAPEHUS U
UCTOJBb30BaHUSI MH(POPMALMOHHBIX TEXHOJOTMA B  JIOKyMEHTAIMOHHOM  OOecre4eHuun
YIIPABIICHHS.

28. HopMaTHBHO-METOAWYECKHE JOKYMEHTHI, PErJIAMEHTHUPYIOIIMX IPOLECChl BHEAPEHUS U
WCIOJIb30BAHUS  MH(POPMAILMOHHBIX TEXHOJOIMM B  JIOKYMEHTAallHOHHOM  OOecreuyeHun
yIIpaBJICHUS.

29. Bo3MOXkHBIE Ccepbl UCHOJIb30BaHUS COBPEMEHHBIX MH(MOPMAIMOHHBIX TEXHOJOTMH B B
JOKYMEHTAI[MOHHOM 00ECIIeUeHUH YIIPABIICHUS.

30. Llenu n 3a1a4u BHEAPEHUS SIIEKTPOHHOTO JOKyMEHTOO0OPOTa B OPraHNU3aIHsX.

Keiicuor

1. CocraBurh akTt peBu3uu Kaccel npeanpusatus TOO "Cnaprak" Ne 15 ot 14.03.20 .
OcHoBanuem sBisieTcsi mpuka3z gupektopa Nel65 ot 13.03.20  .B cocraB komuccuw,
npoBosiel pesusnto Bxoadar: [Ipeacenarens - 3am. aupexropa C.H. Koznos Unensl komuccuu:
1. I'n. 6yxrantep H.M. Porosa 2. Crt. Oyxrantep 3.A. OpnoBa 3. byxranrep O.M. YuaeBa
[IpucyrcrBoBanu: 3am. ri. Oyxranrepa I'.H. Kopones xaccup B.1. MakcumoBa PeBuzus Oblia
npoBefeHa B nepuox ¢ 14.03.20  mo 16.03.20 B pe3ynprare NpOBEIEHHOW PpPEBHU3UU
yctaHoBJeHO: l. OcTarok HalIW4YHBIX JIEHEr B Kacce no coctosHuto Ha 14.03.20  cormacHo
KacCOBOM KHHUTH W JIaHHBIM OYXTalNTEepPCKOTO Yyd4eTa JoJbkeH cocTtaBisate 5000 pyo. 2.
DakTUUECKH OCTAaTOK HaJIMYHBIX JIeHeT B Kacce coctamisieT 4800 py6. Hemocrtaua nener B
kacce - 200 py6. 3. HemocTaya HamM4yHBIX JieHET B Kacce oOpa3oBaiach Mo BUHE Kaccupa B.U.
MaxkcuMoBO# AKT cocTaBiieH B 3-X 3k3eMmIunsipax: 1-i 2k3. - B menmo Ne 05-11 2-if k3. -
TUPEKTOPY MpeanpusaTus 3-il 9k3. - 1. Oyxranrepy B mpuioskeHun oObsSCHUTENbHAs 3amucKa
kaccupa B.1. MakcumoBoii Ha 1 1. B 1 3Kk3. (caMmy OOBSCHUTEIBHYIO 3alMMCKYy MUCATh HE HYXKHO,
HEOOXOIMMO B TEKCTE aKTa CAeliaThb MOMETKY O Halu4uH MprioxeHui.) Odopmuts rpud
yTBepkaeHus: nmupektop A.A. bepkyr, mara yrBepxkaenus 18.03.20 . OdopMuUTh pEKBU3HUT
"O0TMeTKa 0 HampaBjieHUU JokymeHTa B Aeno" Ucnonuurens B.A. Anykun gara 25.03.20 .

2. CocraBbTe nucbMo — npuriamenue Ne 544 ot 10.07.20  no ci. naHHbIM: UHCTUTYT TOUHBIX
puOOpOB MockUIaeT MUuchbMo — npuriamenue aupekropy LHTHUU «IIpomereity Koncrantuny
CepreeBuuy C MNpHUIJalleHUEM IOCETUTh MEXIYHAPOJIHYIO CHEIHAIN3UPOBAHHYIO BBICTaBKY
«OKOHOMHUS MATEPUAIBHBIX W TOIUIMBHO-DHEPI€TUYECKUX PECYPCOB B CTPOUTEILCTBE U
MIPOMBIIIJIEHHOCTHY. BhIcTaBka coctoutcst B r. MOCKBa B MMaBUJILOHE BBHICTABOYHOTO IIEHTpaA Ha
Kpacnoii IIpecne 18 aBrycra 20 roaa ¢ 9.00 no 20.00. Anpec MHCTUTYTa TOUYHBIX TPUOOPOB T.
Mocksa yn. [lnexanoBa 36, ten. 237-87-77. {upexkrop uHctHTyTa TOuHBIX mprbOopoB C. K.
Ceprees.

3. B coorBerctBun ¢ Pacnopsokennem Munuctpa ot 04.03.20 Ne 115 «O6 ycunenuu
IIPOTHBOIOXKAPHOM ©0€30IaCHOCTH M YCWJIEHHM OXpaHbl B IIEpUOJ Ipa3JAHUYHBIX JTHEW»
coctaBuTh npuka3 Ne 245 ot 06.03.20  wm3pmanHblil qupekropoM HaydHO-NpOU3BOJACTBEHHOTO
oObenuHeHus «Arponpubop» 1. MockBel M.Jl. TankunbiM. B pacnopsaurensHoil wacTu
BbIIeUTh 4 myHkTa: 1. OO0 opraHu3auuu yOopku Tepputopuu obobeauHeHus 2. O mpoBepke
COCTOSIHUSA DJIEKTPONpoBoAKK 3. O NpenocTaBiIeHUH B CEKpeTapuaT I€HEPaIbHOIO JUPEKTOpa
CIHMCKAa COTPYIHUKOB, NMpPeObIBaHHE KOTOPHIX HEOOXOAMMO Ha TEPPUTOPUU OOBEIMHEHMS B
npasgHuuHble 1HU 4. KOHTpoib 3a HCIOJHEHHEM BO3JIaracTcsli Ha TIJIABHOTO WHXKEHepa
oobenuHenus I[1.P. JKaposa. Kaxnpiii myHKT paccmoTpers no cxeme «Komy?», «HTo HykHO
caenatb?», «/lo xakoro cpoka?». Hampumep, k n.1 3asenyromemy ckiagom O.H. Hukutuny
opranuzoBaTh yoopky Ttepputopuu g0 07.03.20 . IIpoctaBuTh BHU3y IJIaBHOTO HHXKEHEpA.
IToctaBuTh OTMETKY 00 HcnonHuTene. Mcnonuutenem spnsiercsa ConoBbeBa Tenedon 302-34-56.

Tecm
1. YTo HE OTHOCUTCS K YUPEIUTENBHBIM JOKYMEHTAM IOPUANYECKOTO Iuna?



— IIpoToxos cobpaHus yupeauTencii;

— VYcras;

— YupeauTenbHblid I0TOBOP.

2. IlonokeHue 0 CTPYKTYPHOM MOJIpa3IeeHUH — 3TO:

— IIPaBOBOM aKT, KOTOPBIM YCTaHABIUBALCT CTATyC, (DYHKIIMH, TIpaBa, 0OSI3aHHOCTH H
OTBETCTBEHHOCTb CTPYKTYPHBIX MOAPA3ACIECHUN U UHBIX OPraHOB;

— MIPaBOBOM aKT, KOTOPKIH ONpPECNIET CTaTyC OPraHU3alluy, e 3a/1a4u U (QYHKIIWH, [IPaBa,
OTBETCTBEHHOCTD, IOPAJIOK JIEATEILHOCTH;

— JIOTOBOP, CTOPOHBI KOTOPOTO O0S3YIOTCS CO37aTh IOPUANYECKOE JTUI0 U YCTAaHABIUBAIOT
MOPSIIOK COBMECTHOM JIEATEIIBHOCTH T10 JJAHHOMY (DaKTy.

3. JlaToit 1ODKHOCTHOM MHCTPYKIIUU SIBIISIETCS JaTa:

— €€ YTBEepXKICHUS;

— €€ COCTaBJICHUS;

— O3HaKOMJIEHUS C HeW pabOTHHKA.

4. IIpaBOBOIf aKT, B KOTOPOM OTOOpa)KaeTcs MOPSAOK eITETLHOCTH PYKOBOJICTBA OpraHU3aIlHH,
a PaBHO KOJIJIETHAJILHOTO MJTM COBEMIATEILHOTO OpraHa — 3To:

— pETJIaMeHT;

— IITaTHOE PacIUCaHuUE;

— yCTaB.

5. o cepe cBoero necTBUs pacOPSAUTEIbHBIE JOKYMEHTHI JAEATCS Ha!

— (heepabHOTO YPOBHS, PETHOHATBHOTO YPOBHS, IPABOBBIE aKThl OPraHU3aIHi;

— KOJUICKTUBHBIE ¥ HHIUBUYATbHBIC,

— MPABOBBIE aKThl OPraHU3ALNI, IPABOBBIEC AKThl UX CTPYKTYPHBIX MMOIpa3ACIICHUM.

6. PacniopsbkeHue uznaercs:

+ €IMHOJINYHO;

— KOJUICTHAJIHHO;

— B YCJIOBHSIX BEJJOMCTBEHHOTO PEryJIUPOBAHUS.

7. Komnust 4acTv JOKyMEHTa, KOTOpas 3aBepeHa B OMPEACICHHOM MOPSIKE, 3TO:

— BBINIMCKA;

— BJIEKTPOHHAs KOIHUS;

— nyOJHKar.

8. He siBigeTcst JOKYMEHTOM, KOTOPbIA UHUITUUPYET PEIICHUE:

— MPOEKT IOKYMEHTA;

— 3aKJIFOUYCHHUE;

— IOKJIaJHas 3amuckKa.

9. YUem BHEUIHE OTIMYAETCS IPOEKT TOKYMEHTA OT €r0 OKOHYATEJIbHOTO BapuaHTa?

— Haanucero «rpoekT» B BEpXHEM M0JIe CIIpaBa;

— IIpoekT He 00s3aTenbHO 0POPMIIATEH B TaKOi ke popMme, KaK OyAYIIHi TOKYMEHT, JOCTaTO YHO
CaMOTI'0 TEKCTa;

— IIpoekT odopmisieTcss Ha CrielaaIbHOM OJIaHKE.

10. Kakast yacTh NOCTaHOBJIEHUSI COAEPKUT HOPMATUBHBIE MOJIOKEHUS UM TOPYUECHUS?
— PacnopsiaurenbHas;

— KoHcrarupyromas;

— BBoHas.

11. B coctaB nH()OpMaIIMOHHO-CITPABOYHBIX TOKYMEHTOB HE BXOMUT:

— yKa3aHHUe;

— IOKJIaJHas 3aIliCKa;

— CBOJIKA.

12. Bun uH(pOpMAIIMOHHO-CIIPABOYHOMN TOKYMEHTAIUH, SIBIISIFOIICHCS CIOCOOOM OTIepaTUBHOTO
nH(OPMAIIMOHHOTO 0OMEHA MEX/Ty OpPTraHU3alUsIMHU, HAa3bIBACTCS:

— IIEPEIUCKON;

— TOKyMEHTAaIUe! I CyKeOHOTO TOJb30BaHUS;



— CTaTUCTUYECKON OTUETHOCTBIO.

13. Yro mpexcrasnseT coboii 3asiBiieHUE B JOKYMEHTOO00POTE OpraHn3auu?

— DTO JOKYMEHT, KOTOPBIH aJIpecoBaH JODKHOCTHOMY JIMILY U COJIEPKHUT KaKyI0-JI100 MPOCchOy
paboTHUKa;

— DTO JOKYMEHT C MPEUI0KEHUEM Ha3HAUUTD, IEPEMECTUTh WJIHM MOOIIPUTH PAOOTHHUKA;

— DTO TOKYMEHT, OOBSICHSIONINI MPUYMHBI CITyYHBIIETOCS, KOTOPBII COCTaBIISICT paOOTHHUK HA
HMsI PYKOBOJIUTEIISL.

14. Yto He sBAsSeTCS IPU3HAKOM aKTa?

— COCTaBJICHUE B CBOOOIHO opme;

— YCTaHOBJICHHE (PAKTUYECKOTO COCTOSIHUE JIENl U OTPAXKEHHUE €TO B aKTe;

— KOJUIETHaJIbHOCTh COCTaBJICHUSI.

15. JIoKkyMeHTBI, KOTOPBbIE W3/IaHbI BHYTPU YUPEKACHUS U OTIPABIICHBI 32 €r0 TIPEACIbI IS
PYKOBOJICTBA HUKECTOSIIIIUM OPTaHaM YIpaBJICHH JIMOO B LEJSIX UCTIOTHEHUS TUCHbMEHHBIX
YKa3aHHI BBICIICH MHCTAHIIUH, HA3bIBAKOTCA

— UCXOJIIIUMHU JOKYMEHTAMHU;

— BXOJISIIIIUMH TOKYMEHTaMU;

— MIEPENUCKOM.

16. Yto BKIIFOUAET B ce0s1 TEXHUYECKOE MCTIOJHEHNE TOKYMEHTA:

— MOJIrOTOBKY MPOEKTa IOKyMEHTa, Ha0Op U pacrevyaTky TeKCTa MpOoeKTa, KOPPEKTUPOBKY
coJiep’KaHus JOKYMEHTa MOCJe COTJIacoBaHus, opopmiieHrne (UHAIBHOTO BapHaHTa JOKYMEHTA;
— IPE0CTaBIIEHNE pAaCIeYaTaHHOTO MPOEKTa TIOKyMEHTa PYKOBOAMUTENIO Ha COTTIaCOBaHHE,
yCTpaHEHHE HETOYHOCTEH, HA00p OKOHYATENBHOTO TOKYMEHTA;

— COCTaBJICHHE IOKyMEHTA Cpa3y B OKOHYATEIbHOM BapHUaHTE, €ro MOANUCAHUE Y PYKOBOAUTENS,
OTIpaBKa JOKYMEHTA aJipecary.

17. Korna 1OKyMEHT SIBJISIETCSI UCTIOJITHEHHBIM ?

— Korna paccmaTprBaeMblil B JOKYMEHTE BOIIPOC pa3pelleH MOJHOCTHIO U MEepenucKa o Hemy
3aBeplIeHa;

— Kak TobKOo JOKYMEHTY IPUCBOEH PETUCTPALIMOHHBIN HOMED;

— Korja 10okyMeHT MojtyueH KOHEUYHBIM a/IpecaToM.

18. Kakue pazmepsl IpUGTOB pEKOMEHAYETCS UCIOIB30BaTh MPH 0(OPMIICHIH TOKYyMEHTOB
coriacuo 'OCT P 7.0.97-20167

—Ne 12, Ne 13, Ne 14;

—Ne 12, Ne 14, Ne 16;

—No 11, Ne 12, Ne 14.

19. LHudposoii unu OykBeHHO-IUPPOBOM UACHTHPUKATOP JOKYMEHTA, BKIIOUAIOLTUI
MOPSIIKOBBIM HOMED, JOTOHAEMBIH 110 JKeTaHUI0 MHJIEKCAMU COTJIACHO MCMOJIb3yeMbIM
KJ1accU(pHUKaTOpaM, Ha3bIBACTCS:

— PETUCTPALMOHHBIM HOMEPOM JOKYMEHTA;

— rpudom;

— JIaTOM JOKYMEHTA.

20. Kakoii (popMat OGymaru UCHoONb3yeTcs sl U3TOTOBIIEHUS OTAHKOB PE30ITIOIUI?

— A5, A6;

— A4, AS;

— A6, A4d.

21. Hocutenem nHpOpMAaLIUH SIBISETCS:

— MaTepuaIbHbIN 00BEKT, KOTOPBII Hy)KeH i (pUKcaluu, XpaHeHHUs (1 BOCIPOU3BEICHUS)
peueBoii, 3BYKOBOH HJIM M300pa3nuTEIbHON HH(POPMALIUY;

— co3/JaTelNb I0OKYMEHTA;

— CTPYKTYpHOE HOJpa3/iesieHHe, BBIMOHSoIEee (PYHKIIUH 110 BEACHUIO JOKYMEHTO000pOTa.
22. CBOMCTBO IOKyMEHTa MOJITBEPKIaTh AEJIOBYIO AESITETbHOCTh THO0 COOBITHE JINYHOTO
XapakTepa — 3To:

— IOpUNYECKasi 3HAUUMOCTb JIOKYMEHTA;



— IOpUAnYecKas CUIa JOKYMEHTA,

— ayTEHTUYHOCTb.

23. TUNOBBIM CPOKOM HCIIOJIHEHUS JOKYMEHTA Ha3bIBACTCH:

— CPOK MCIOJIHEHUS IOKYMEHTa COTJIaCHO HOPMATUBHO-IIPAaBOBOMY aKTY;

— CPOK UCIOJIHEHHS], KOTOPBI YCTaHOBJIEH B OPraHU3allMOHHO -PACIOPSIAUTEIHHOM JOKYMEHTE
WIN B PE30JIIOLINH;

— CPOK UCIOJIHEHHS], YCTAaHOBJICHHBIN CII0KMBILKMMCS B OpraHU3al1 00bIYaeM.

24. CnpaBOYHUK, COACpKAIINI CBeIeHUs 0 ()OHaX apXvBa U MPEAHAZHAYCHHBIN IS
03HAaKOMJIEHHUS C X COCTaBOM U COAEPKaHUEM — 3TO:

— apXUBHBIN ITyTEBOAUTEID;

— apXUBHBIN CIIPAaBOYHMUK;

— apXUBHBIN yKa3aTellb.

25. YaudunupoBaHHOU (GopMON TOKyMEHTa SBIISETCS:

— GopMyJIsip TOKYMEHTA OIIPEICIIEHHOTO BH/1a, KOTOPBIN COAEPKUT MOCTOSHHYIO YacTh TEKCTA;
— OyMa)KHbBIN WM AJIEKTPOHHBIN 11a0JIOH C PEKBU3UTAMHU, TI0 KOTOPBIM OTIPEIEIISIETCS aBTOP
0(UIIUATEHOTO JOKYMEHTA,

— PEKBHU3HUT O COTJIAaCUM OpraHU3alii, KOTOpas He SBJISIETCS aBTOPOM JIOKYMEHTa, C €ro
coJiep’KaHuEM.

26. KakoBa JyiHa caMOW JUTMHHOM CTPOKH PEKBU3UTA IIPH YIIIOBOM PACIOJIOKEHUN
PEKBU3HUTOB?

— He 6onee 7.5 cm;

— He 6onee 12,5 cm;

— He 6onee 10 cm.

27. PeKBU3UT JOKYMEHTA — 3TO:

— 3JIEMEHT 0()OPMIIEHUS TOKYMEHTA;

— perucTpalMOHHBIA HOMEP JOKYMEHTAa,

— CBEJICHMSI O J1aT€ U MCIIOJIHUTENE JOKYMEHTA.

28. Bxogsmuii JOKYMEHT MPOXOIUT CICTYIOIIHNE ITAMbl 00paOOTKH:

— COIPOBOYKAEHHUE U JOCTABKA C IIOYTHI, IEpBUYHAsA 00pabOTKa, perucTpamus, oAroToBka Ha
JOKJIaJl, PACCMOTPEHUE U O(POPMIICHUE PE30JIIOLIUI, perucTpanus pe3oIolny, IOCTAHOBKA Ha
KOHTPOJIb CIIOJIHEHUS, OTIIPAaBKa Ha UCIIOJIHEHHUE, UCIIOJIHEHUE U KOHTPOJIb 32 HUM, IIpUEM
UCIIOJIHEHHOTO JJOKYMEHTA, CHATHE ¢ KOHTPOJISI, IOMEIIEHUE UCIIOJHEHHOIO IOKYMEHTa B €0,
paloTa ¢ HUM, TEeKyIlee U apXUBHOE XPAHEHUE, YHUUTO)KEHUE U CIIHCAHUE;

— YCTaHOBJIEHUE KOHKPETHOTIO aJpecara JOKyMEHTa B OpraHu3aliy, perucTpanus J0KyMeHTa 1o
BXO/IAILUM JKypHajlam, repejaya J0KyMeHTa ajpecary, yKka3aHHOMY €ro B TEKCTE, yCTaHOBJICHHUE
CPOKOB HCHOJHEHHUS JOKyMEHTA, UCTIIOJIHEHUE TOKYMEHTA, IPOBEPKA Pe3yabTaTOB UCIIOJIHEHHUS,
MIOMEIIEHNE I0OKyMEHTa B HOMEHKJIATYpHOE J€JI0 U MOCIeAYIOIas cAavya B apXuB;

— perucrpanus J0KyMEeHTa [0 BXOAIEeH KOPPECIOHCHLIUH, [Iepeaya ero pyKOBOIUTENIO JUIs
OIIpeIeNIeHUs UCTIOJIHUTEIS, ITepejaya J0KyMEHTa HEMOCPEICTBEHHOMY UCIIOJHUTEIIIO,
KOHTPOJIb 32 UCIIOJTHEHUEM JIOKYMEHTA, UCIIOJIHEHHE JOKYMEHTA, IPUEM Pe3ylbTaTOB
UCTIOJIHEHUSI PYKOBOAUTENIEM, OTMETKA 00 UCIIOIHEHUH B CIELIMAIbHOM XKYpHale, claya
JOKYMEHTA B apXUB.

29. IIpenBapUTENBHBIN TEKCT JOKYMEHTA, KOTOPBIHM JINYHO TOTOBUT UCIIOJHUTEIND NN
COMCIIOJIHATENb TIOKYMEHTA, 3TO:

— IIPOEKT JOKYMEHTA;

— DK3EMIUISP JOKYMEHTA;

— KON IOKyMEHTA.

30. [lenonpousBOACTBO — 3TO:

— IeSITeNbHOCTH 10 IOKYyMEHTHPOBAHUIO, JOKYyMEHTOO0OPOTY, ONIEPAaTUBHOMY XPAaHEHUIO U
HCII0JIb30BAHUIO JOKYMEHTOB;

— IIpoLEAYpa CO3JaHMsI, THPAKUPOBAHUS U PETUCTPALIUH BXOJAIIEH U UCXOAAIIEN
JOKYMEHTAIMU OPTraHUu3alllN;



— HETIOCPEICTBEHHOE CO3/JaHNe O(PUIIHAIBHBIX TOKYMEHTOB Ha MPEIIPUSATHH.
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10.
11.
12.
13.

14.

15.
16.
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18.

19.

20.
21.
22.
23.
24,
25.
26.
217.
28.
29.
30.
31.
32.

3a4yeTHO-IK3aMeHALMOHHbIE MAaTePHAJIbI VISl IPOMEKYTOUYHOH aTTecTauuu (3a4er)
[oHATHS «TOKYMEHTOO00POT», «IOKYMEHT» U «IOKyMEHTOBEZCHNEY. Pa3BuTHE TOKYMEHTA.
CriocoObI TOKYMEHTHPOBAHUS  MaTepUAIbHBIC HOCHTEIH WH(OPMAIIHH.
CaoiicTBa n QyHKIIMH TOKYMeHTOB. Kitaccuduxanus.
YHu}uKanus u CTaHAapTH3aNus yIPaBICHUYECKIX JOKYMEHTOB.
[IpaBuna opopmiieHust TOKyMeHTOB. TpeboBaHus K 0(hOPMIICHHIO OPraHU3AI[HOHHO -
pacropsaIUTEIbHBIX JOKYMEHTOB.
CoctaB peKBU3UTOB JOKyMEHTOB. TpeboBaHMs K 0POPMIICHHIO PEKBU3HUTOB.
Hcnpasnenus B JokyMeHTax. biiaHKu TOKyMEHTOB MIPEIIPUSTHS.
OyHKIMHT 1 0COOEHHOCTH OPTaHU3alMOHHO-TIPABOBBIX IOKYMEHTOB. Y CTaB OpraHU3aIlHH.
[Tonoxxenne o CTpykTypHOM noapaszaesennu opranusannu lllrarnoe pacnucanue. Ipasmna
BHYTPEHHETO TPYJOBOTO pacnopsaka. MHCTPYKIINY 1O OTAETHHBIM BHIAM JIEITEITLHOCTH.
JIOTKHOCTHBIE MHCTPYKITHH.
Bupl pacnopsauTenbHBIX TOKYMEHTOB. OCOOEHHOCTH MOATOTOBKH U 0(popMIICHHUS
pacropsIUTeIbHBIX JOKYMEHTOB.
OpraHu3anroOHHO-TEXHUIECKHE MEPOTIPUATHS IO TIOJrOTOBKE U MPOBEJICHUIO COBEIIIAHUH.
CrpykTypa 0K/1a/ia ¥ OTYETa: Ha COBEIIaHUH, 3aceJaHNH, KOH(DEPEHIINH U T.JI.
TpeboBanus K COCTaBICHUIO U 0(OPMIICHUIO TIPOTOKOJIOB.
Bupt H”HGOPMAIIMOHHO-CITPABOYHBIX H COMPOBOJUTEIBHBIX TOKYMEHTOB.
OdopmieHue cipaBoK, TOKIATHBIX 3aMHCOK, 00BICHUTEIHHBIX 3aIMHCOK, aKTOB.
Ocob6ennoctu oopmineHus TeneGoHorpaMm, PaKCUMUITBHON CBSI3H, HCTIOIb30BaHUS
TeJeTanna.
Ocob6ennoctu oopmiieHHs, 00pabOTKH M HUCTIOIH30BAHUSI COTTPOBOIUTEIBHBIX TOKYMEHTOB
IIPOLIECCOB MEPEBO3KH paOOTHUKOB, TOCTABKU IPY30B M YIIPABIECHHE KOPIOPATUBHBIM
TPaHCIOPTOM OpraHU3alHU.
IToaroroBka JOKyMEHTAIMK Ul IPOBEAEHUS MPOLEAYp BbIOOpa MOCTABLINKOB U 3aKYIIKH.
Oco6eHHocTr 0(hOPMIIEHUS U UCTIOJIB30BAHUS COIIPOBOIUTENBHBIX JOKYMEHTOB.
Odopmiienue, 00paboTKa U UCIOJIB30BaHUE COIIPOBOIUTENBHBIX JOKYMEHTOB IIPOLIECCOB
NIEePEBO3KU PAOOTHUKOB, JOCTABKHU I'PY30B U YIIPABJIEHUE KOPIOPATUBHBIM TPAHCIIOPTOM
OpraHu3aluH.
[ToaroroBka JOKyMEHTAIMH Ul IPOBEAEHUS MPOLEAYp BbIOOpa MOCTABLINKOB U 3aKYIIKH.
[IpaBuna opopmiieHus, 00pabOTKU U XpaHEHUs! TOKYMEHTALMH 110 BHEITHEIKOHOMUYECKOM
NeATeIbHOCTH B COOTBETCTBUM € TpeOOBaHUAMM 3aKOHoAaTenbcTBa Poccuiickoit denepanun
U MEXYHApOJIHBIX aKTOB.
JlenoBoe nucbMo B ycioBusAX yHu¢pukanuu. [Ipasuna oopmiieHus 1eI0BOro nNuchbma.
Hexotopsle BubI iceM. MexlyHapoHbIE THChMA.
Bupl JOKyMEHTOB 110 IMYHOMY COCTaBY.
TpeboBanus k 0(pOpMIIEHHIO TPYAOBOTO JIOTOBOPA.
Odopmiienue mpueMa Ha paboTy. 3asBICHUE O IpUeMe Ha paboTy.
Odopmitenne mpuKas3oB MO JUYHOMY COCTaBY.
TpynoBast KHHXKKA.
JInuHast KapTOUKa.
JIngynoe neno.
Xapakrepuctuka. ABroouorpadus. Pestome.
DJNEeKTPOHHBIN JOKYMEHT. ABTOMATHU3alUsl COCTABICHHS TOKYMEHTOB.
Benenue 6a3bl 1aHHBIX JOKYMEHTAIMH 110 BHEIIHETOPrOBOMY KOHTPAKTY.
O06paboTkKa MOCTYMAIOMIHNX JOKYyMEHTOB.
O06paboTka OTHPaBIIEMBIX TJOKYMEHTOB.
Iopsinok paGoThl ¢ BHYTPEHHUMH JOKYMEHTaMH. Perucrpanus 1 KOHTPOJIb UCTIOTHEHHS
JOKYMEHTOB.



33. ®opmupoBanue 1 0popMIICHHE AET.

34. TloaroroBka TOKYMEHTOB K Ilepe/iaye Ha apXUBHOE XpaHEHHUE.

35. ABTOMaTM3amus JEIONPOU3BOICTBA.

36. JlokymeHTHpOBaHHE OU3HEC-TIPOIIECCOB. YTIpaBlieHUE OU3HEC-TIPOIIecCaMu Yepe3
OpraHu3aIuIo JOKYMEHTOO00pOTa.

37. 3amaun U GYHKIUH CIYKOBI JOKYMEHTAIIMOHHOTO 00ECTICYeHUS yITPABIICHHS.

38. CrpykTypa CiryXObl TOKYMEHTAIIHOHHOTO 00CCIICUCHHSI YITPABICHHUS.

39. IIpaBa 1 OTBETCTBEHHOCTH CITyXObI IOKyMEHTAIMOHHOTO 00eCTIeUeHHs! YIPaBICHUSI.

40. Onucanue U TOKYMEHTHPOBAHUE OM3HEC-TTPOIIECCOB OPraHU3aIINH.

41. JlokyMeHT B cucTeMe MeHekMenTa kadectsa ISO 9000

42. JlokyMEeHTaIlMOHHOE 00ECTIEYCHHUE YIIPABICHHUS.

43. HazHaueHue U BUbI YIIPABICHUYECKUX JTOKYMEHTOB, UCIIOJIb3YEMBIX IIPU BBIIOJIHEHUN

pa3IMYHBIX BUJOB YIIPABICHYECKUX JEHCTBUM.

44. Bunsl ynpaBiIeHYECKHX JOKYMEHTOB B COOTBETCTBUHU C OOIIEPOCCUICKUM KJIACCH(PUKATOPOM

YIPaBIECHYECKON TOKYMEHTALUN.

45.0cobenHocTty oopmiieHHs, 00pabOTKU U XpaHEHUs! TOKYMEHTallUU 10

BHEITHEAKOHOMUYECKON eI TETbHOCTH.

46. CoBpeMeHHBIE TPOTPAMMHBIE CPEZICTBA, CIIOJIb3YEMBIE B ITPOIECCE CO3IAaHMS IOKYMEHTOB.

47. CyliHOCTh M OCHOBHOE Ha3HAUY€HUE JJOKYMEHTALMOHHOTO 00ecTieuyeHus yIpaBlIeHus B

COBPEMEHHBIX YCIIOBUSIX.

48. BO3MOXHOCTH UCTIOJIB30BaHUSI COBPEMEHHOH O(UCHON TEXHUKH B OTITUMH3AIAN

JIOKYMEHTOO0OPOTa B OpTraHU3aIIH.

Kpurepuu orieHuBaHUS PE3yJIbTaTOB O0yUEHUS
Ha BeimonHenune Bcex 3amaHuii oTBoautcs 1,5 yaca. Kaxaoe BEpHO BBINOJHEHHOE 3a/laHUE
OIIEHUBACTCSA <«3AYTCHO»: CTYACHT BJIAJCET TCOPETUUYCCKUMH 3HAHUSIMHU TI0 BBHITIOJHIEMOMY
3aJJaHMIO.
«HE 3a4YTCHOY»: CTYJICHT HE MOET OTBETHTh Ha BOMPOCHI MO BBIMOJIHIEMOMY 3a/IaHUIO.

Kputepuu orieHMBaHuUs 110 3a4ETy:
«3aUTEHOY»: CTYJIEHT BJIa/Ie€T TEOPETUUECKUMH 3HAHUSAMU 0 AUCLHUILIMHE, 3HAeT UHCTPYMEHTHI
JOKYMEHTOBEACHUS U JIEJIONPOU3BOJCTBA, MOKET O(OPMUTH OCHOBHBIE PEKBHU3UTHI JEJIOBOIO
JOKYMEHTA, JIOMYyCKAaeT HE3HAYUTENIbHbIE OLIMOKH; CTYIEHT YMEET MPaBUIbHO OOBACHUTH
JIEKIMOHHBIA MaTepua, WUTIOCTPUPYSI €r0 PUMEPAMHU .

«HE 3a4YTCHO»: MAaTCpral HEC YCBOCH HJIM YCBOCH YAaCTHYHO, CTYACHT 3aTPYAHACTCA IPHUBCCTU
IOpUuMEpbl 110 O(I)OpMJ'IeHI/IIO OCHOBHBIX JOKYMCHTOB CHUCTCMblI JOKYMCHTALITMOHHOTI'O
obecneyeHus YIipaBJICHHUA, AOBOJIBHO Ol"paHI/I‘ICHHHﬁ 00beM 3HAHUKM CHCTEMBI OOecIeUYeHMs
QJICKTPOHHOI'O I[OKYMGHTOO60p0Ta.

OLIeHOLIHLIe CpeacTtBa UIs HWHBAJIMUAOB U JIMI C OIpaHUYCHHBIMH BO3MOXKHOCTAMU
3A0POBbA BBI6I/IpaIOTC$I C YUCTOM UX MHANBUAYAJIbHBIX HCI/IXO(l)I/BI/I‘ICCKI/IX 0COOCHHOCTEH.

— pu HCO6XOI[I/IMOCTI/I HHBAJIMAaM M JIMIaM C OIpaHUYCHHBIMU BO3MOXHOCTIMU
3A0POBBA MPEAOCTABIACTCA NOMTOJIHUTCIIBHOC BpEMA UIA ITIOATOTOBKHU OTBETA HA 3K3aAMCHE;

— IIpHU TPOBCACHUU MPOLUCAYPbI OLICHUBAHUS PE3YJILTATOB O6y‘IeHI/I$I HHBAJIWI0B U JIHII C
OTpaHUYCHHBIMH BO3MOXKHOCTAMU 3O0POBBA IMPEAYCMATPUBACTCA UCIIOJIB30BAHUC TCXHUUCCKUX
CpeacCTB, HCOGXOI[I/IMBIX UM B CBA3U C UX MHAUBUYAJIbHBIMUA OCO6CHHOCT$IMI/I;

— [Ipu HCO6XO,Z[I/IMOCTI/I JJIA 06yqa101u1/1xcsi C OI'paHUYCHHBIMU BO3MOXKHOCTAMU 300POBBA
W HWHBAJIWAOB IMpoucaypa OLCHUBAHHUA PC3YJIbTATOB 06y‘ICHI/I$I IO JUCHUIINIMHE MOXCET
MMPOBOAUTHCA B HCCKOJIBKO JTAIlOB.

Hpoue;[ypa OLICHUBAHUA PE3YJIbTATOB o6yquI/151 HWHBAJIMJAOB U JIUI C OrpaHUYCHHBIMU
BO3MOKHOCTSAMU 3J0POBbA IO JUCHUIIIINHE (MOI[yJ'IIO) npeaycMarpuBacT IMpEeaOCTaBJICHUC



uHpopmanuu B (opMax, aJanTHPOBAHHBIX K OTPAHMYCHHUSAM WX 3J0POBbS U BOCIPHUATHUS
UH(pOPMAIINU:

JUist UL ¢ HapyIIEHUSIMH 3PEHHUST:

— B I1e4aTHOM (hopMe yBeTUUYEeHHBIM HIPUPTOM,

— B opMe DIEKTPOHHOTO JIOKYMEHTA.

JInst AL ¢ HapyleHUs MM CIyXa:

— B miedaTHou (opme,

— B opMe DIEKTPOHHOTO JIOKYMEHTA.

JUiist U1 ¢ HapyIIEHUSIMHA OTIOPHO-/IBUTATEIBHOTO amnmapara:

— B TiedaTHou (opme,

— B opMe DIEKTPOHHOTO JIOKYMEHTA.

JlaHHBIA TIepedeHb MOXKET OBITh KOHKPETH3MPOBAH B 3aBUCHUMOCTH OT KOHTHHIE€HTA
00yJaronuxcs.

5. Ilepeyenn yueOHOM JaUTEPATYPbI, HHPOPMAIMOHHBIX PECYPCOB U TEXHOJIOT il

5.1. YueOnas 1urepaTypa

1. OcHOBBI ENONIPOU3BOICTBA ;| YIeOHOE TTOCOOHUE M1l CTYACHTOB BY30B, 00y4YaIONTUXCS
o HanpasjeHuto noarorosku 38.03.01 "Dkonomuka" (kBanudukanus (creneup) "Gaxamasp") /
A. M. Acanues, 1. Y. Muponosa, E. A. Kocapesa, I'. I'. BykoBuy; Poc. sxonom. yH-T um. I'. B.
[TnexanoBa. - 2-¢ w3m., wcnp. u gomn. - MockBa : UH®PA-M, 2017. - 145 c¢. - (Beicmiee
oOpa3oBanue. bakanaspuar). - buodmmorp.: ¢. 131-135. - ISBN 978-5-16-012632-6. - ISBN 978-
5-16-102395-2 : 355 p.

2. Kyzuenos, U. H. JlokymeHTarmonHoe obecriedueHue ynpasieHus. JJokyMmeHTO000pOT
1 JIEJIONPOU3BOJICTBO © YICOHUK U MPAKTHKYM ISl CPEAHEr0 MPodhecCHOHATBLHOTO 00pa3oBaHus /
N. H. Ky3nenos.- 3-e u3n., nepepad. u mom. - Mocksa : U3narensctBo Opaiit, 2021. - 462 c. -
(ITpodeccuonanproe obpazopanue). - ISBN 978-5-534-04604-5. - Tekcr : smekTpoHHBIN //
OopazoBarenbHas iathopma FOpaiit [caiir]. - URL: https://urait.ru/viewer/dokumentacionnoe-
obespechenie-upravleniya-dokumentooborot-i-deloproizvodstvo-449769#page/2

3. Kounblikuna, T. b. [enoBbie KOMMYHUKAIIUH, JIOKYMEHTOO0OPOT u
JETOMPOU3BOACTBO : ydebHoe mocodbue mis By30B/ T.b. Koabimkunaa, W. B. Illyctuna. - 2-¢
W31., ucop. u go1m. - Mocksa : U3znarensctBo FOpaiit, 2020. - 163 c. - (Bricmiee o6pa3oBanue). -
ISBN 978-5-534-07299-0. - Tekct : snekrponnsiii // O6pa3zoBarenbHas miatdopma HOpaiit
[caiT]. - URL :https://urait.ru/viewer/delovye-kommunikacii-dokumentooborot-i-
deloproizvodstvo-452463#page/3

4. M.A. Tlonoruenko, FO.C. Kiemépa, M.P. Axmenoa CoBpeMeHHbIe HH(OPMAITHOHHBIC
TEXHOJIOTHU B yIpaBiieHHMH OusHecoM: ydeOHoe mocobue / M.A. TTonosuenko, HO.C. Kiemiépa,
M.P. AxmenoBa; MuHHCTEpCTBO HaykH W BbIcuiero oOpasoBanusi Poccuiickoit ®eneparnuu,

Ky6anckuii rocynapcrBennblii yausepcuret. — Kpacnoaap: Kybanckuii roc. yu-t, 2021. — 200 c.
— 500 k3. ISBN 978-5-8209-1989-3

5.2. llepnoanyeckas Jureparypa

1. [leyatHoe mnepuoauueckoe u3gaHue (onaa HayyHo Oubnmoreku KyoI'yY
«J1enonpou3BOACTBO U JOKYMEHTOOOOPOT Ha MPEATIPUITUIX)

2. IlevatHoe mepuoanMyeckoe wu3naHue (¢GoHga HayyHol Oubmmoreku KyoI'yY
«J1enonpou3BoOACTBO»

3. Bassl manubex kommanun «Mct Breroy» http://dlib.eastview.com

4. Dnextponnas 6ubmmoreka GREBENNIKON.RU https://grebennikon.ru/

5. Hayunas IEKTPOHHAs o6ubnmoreka (H9B) eLIBRARY.RU
https://elibrary.ru/projects/subscription/rus_titles_free.asp

5.3. NHTepHeT-pecypcbl, B TOM 4HCJie COBPEeMEHHble NMpodeccHOHAIbHbIEe 0a3bl
AAHHBIX M1 HHPOPMALIMOHHBIE CTIPABOYHbIE CHCTEMBbI


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

J1eKTPOHHO-0ubIMoTeuHble cucteMbl (IBC):

1. OBC «OPAWT» https://urait.ru/

2. 9bC «YHUBEPCUTETCKAS BUBJIMOTEKA OHJIAMH» www.bhiblioclub.ru
3. DBC «BOOK.ru» https://www.book.ru

4. OBC «ZNANIUM.COM» www.znanium.com

5. OBC «JIAHb» https://e.lanbook.com

IIpodeccuonanbubie 6a3bl JAHHBIX:
Scopus http://www.scopus.com/
ScienceDirect www.sciencedirect.com
Kypuaner nuznarenscrea Wiley https://onlinelibrary.wiley.com/
Hayunas snextponnas oudnauoreka (HIB) http://www.elibrary.ru/
5. IlonHOTEKCTOBBIE ApXMBBI BEAYIIUX 3alaJHbIX HAYYHBIX )KYpHAJIOB Ha Poccuiickoit
wiatgopme Hay4dHbIX xypHatoB HOMKOH http://archive.neicon.ru
6. HaumonampHas »snexkTpoHHas OuOmnoTeka (JAOCTYym K DJIEKTPOHHOW OuOIHOTEeKe
aucceptaiuii Poccuiickoit rocynapcreennoit 6ubmmorexu (PI'B) https://rusneb.ru/
7. Tlpesupentckast oudaunoreka um. b.H. Expuuna https://www.prlib.ru/
8. DmnextponHas xoyueknus Okcdopackoro Poccuiickoro ®onna
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. "Jlekropuym TB" http://www.lektorium.tv/
17. Vuumepcurerckas uadopmarrontas cuctema POCCHS http://uisrussia.msu.ru

MowbdE

HNudopmanmoHHbie CIPaAaBOYHbIE CHCTEMbI:
1. KoncynberauT [lntoc - cipaBoyHasi mpaBoBas cuctema (JOCTYIl IO JIOKAIbHOMN CeTH ¢
KOMIIBIOTEPOB OMOIMOTEKH )

Pecypchl cBOGOIHOTO T0CTYMA:

1. AmepukaHckas nmateHTHas 0a3a maHHbIx http://www.uspto.gov/patft/

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

3. MunucTepCcTBO HayKH M BhICIIEro oopazoBanus Poccutickoit denepanuu
https://www.minobrnauki.gov.ru/;

4. ®denepanbHbiii noptan "Poccuiickoe oopazoBanue” http://www.edu.ru/;

5. Hudopmamnmonnas cucrema "EnuHoe 0KHO 1ocTymna kK 00pa3oBaTelbHBIM pecypcam’
http://window.edu.ru/;

6. Enmnas xoyutekuus nupoBbIx 00pa3zoBaTenbHBIX pecypcos http://school-
collection.edu.ru/ .

7. TIpoexr 'ocymapcTBeHHOrO HHCTHTYTa pyccKoro si3pika umMenu A.C. [lymkuna
"O6pazoBanue Ha pycckom" https://pushkininstitute.ru/;

8. CmpaBouHo-mH(pOpManMOHHBIH mopTan "Pycckuit s3b1k" hitp://gramota.ru/;

9. Cnyx0a TeMaTHYeCKHX TOJKOBBIX cioBapei http://www.glossary.ru/;

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

11. OGpa3oBarenbHbIil mopTan "Yueba" http://www.ucheba.com/;

12. 3akonomnpoekt "O6 obpazoBanuu B Poccuiickoit denepannn". Bompocs! 1 OTBETHI
http://xn--273--84d1f.xn--plai/voprosy_i_otvety
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13. Tpenunru 1 C Jlerkwuii crapr https://kpk.1c.ru/directions/training1%D0%A1/

CoOcTBeHHbIE 3/1eKTPOHHBbIE 00pa3oBaTe/ibHbIe M HHPOPMALHMOHHBIE PeCypChl

KyoI'y:

1. OmnexrponHslii karaior Hayunoit 6ubnanorexu Kyol'y
http://megapro.kubsu.ru/MegaPro/Web

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

3. Cpena MoxynbHOTO AuHAMHYEcKoro oOyuenus http://moodle.kubsu.ru

4. ba3a y4eOHBIX IUTAHOB, YUCOHO-METOANYECKUX KOMITJIEKCOB, IyOIHKAUNA 1
koHpepenwmii http://mschool.kubsu.ru/

5. bubnuorexa MHPOPMAIMOHHBIX pecypcoB Kadeapsl HH(HOPMALMOHHBIX
oOpa3zoBarenbHbIX TexHOJOTHI http://mschool.kubsu.ru;

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

7. OnexTpoHHbIE OOpa3oBaTeNbHbIE pecypchl Kadeapbl MH()OPMALIMOHHBIX CUCTEM H
TexHojoruii B oOpazoBanuun KyOI'Y u HayunHo-metommueckoro >xypHaia "IIKOJIBHBIE
I'OAbI" http://icdau.kubsu.ru/

6. Meroauyeckue YyKa3aHHs [Jisi O0YYAIOIIMXCS MO OCBOEHHIO JMCHMIIMHBI
(MoayJis)

CamocrosaTenpHas paboTa CTYJIEHTOB SBJISETCS HEOTHEMJIEMOW YacThIO Ipoliecca
MOATOTOBKH. JIMCIHUILITMHY PEKOMEHIYeTCS H3ydaTh ITyTeM CHCTEMATHYeCKOW MPOopadoTKH
JIEKIIMOHHOTO Marepuajga, CaMOCTOSATEILHOW MpopabOTKM PEKOMEHIyeMOW JIUTEpaTyphl,
PYKOBOJCTB W METOJMYECKHX YKa3aHWH K BBHITIOJHCHUIO TpaKkTUYecKux 3aHatuil. llens
CaMOCTOSITEIPHOW paboOThl — pacHIMpeHue Kpyrozopa W yriayOjgeHuWe 3HaHUW B 00JacTu
JOKYMEHTOBEJICHUS U JCIOBOTO TOKYMEHTOO0O0pOTA.

KoHTponbs 3a BBIMIOJHEHHEM CaMOCTOATEIBLHON PAOOTHI MPOBOJUTCA TPHU H3YUYCHUH
KOKJIOW TEeMbl JWCIUIUIMHBI Ha TMPAKTHYECKUX 3aHATHUSX. OJTO TEKYIIUH OMpPOC, TECTOBBIC
3a/1aHusl, KEUChI, pedepaThl-Ipe3eHTAIIH.

B dacel, oTBeleHHBIC MJIs1 CAaMOCTOSATEIBLHON pabOThI, CTYACHTHI TOJ PYKOBOICTBOM
npenoaaBaTetsi 00s3aHbl BBITIOJHATh MHANBUyaTbHbBIE TPAKTUYECKUE 3aaHus, ITOJTydeHHBIC Ha
MPaKTUYECKUX 3aHATHAX. [Ipu BBIMOJHEHWHM STHUX 3aJaHUN HEOOXOJMMO MCIOJIb30BATh
TEOPETUYCCKUI MaTepHal, MAKEThI U MAOJIOHBI O(PHUITHATBHBIX JOKYMEHTOB YIIPABIICHUS.

B ocBoeHuM AMCIUIUIMHBI MHBATUIAMHU M JUIAMH C OTPAaHHMYCHHBIMU BO3MOXKHOCTSIMH
3I0pOBbsl OOJBIIOE 3HAYEHHE HMEeT HHJAWBHyalbHas ydeOHas paboTa (KOHCYIbTAIlMH) —
JOTIOTHUTEIHHOE Pa3bsiCHEHHE y4eOHOTO MaTepuaa.

NunuBuayanbHple KOHCYIbTAlMM IO TPEAMETY SBJSIOTCS BaXXHBIM  (aKTOpoM,
CHOCOOCTBYIOUIUM MHJMBUIYANIU3AIMH O0YYEHHUS U YCTAHOBIEHUIO BOCIIMUTATEIBHOTO KOHTAKTA
MEeXAy ImpernojaBaTeieM W OOYyYarolMMCS HWHBIUIOM WM JHUIOM C OrPaHUYEHHBIMU
BO3MOJKHOCTSIMH 3/I0POBBSI.

7. MaTepuajbHO-TeXHHYECKOe o0ecnieyeHne 1o JUCHUIIHHE (MOIYT10)

HanMmeHOBaHME CHIENUAIBHBIX OCHAIIEHHOCTh CHENUAIBHBIX ITepeyeHpb JTUMLEH3MOHHOIO
THOMEIEHNI IIOMEIIEHUHN MIPOrPaMMHOTO 00ECTICUCHHUS

VueOHbIE ayIUTOPHUN st | MebGens: yaueGHas Mebenb Microsoft Windows 8, 10,
TIPOBEICHUS 3aHATHI JIEKIIMOHHOTO | TEeXHUUECKHE CPENCTBA O0YUCHHUS: Microsoft Office Professional Plus
THUIIA 9KpaH, IPOEKTOP, HOYTOYK
VuebHble ayJUTOPUN i | Mebenb: yueOHas MmeOesb Microsoft Windows 8, 10,
TPOBEICHUS sausTuii | Texamdeckue cpeacrsa ooyuenms: | Microsoft Office Professional Plus
CEMHHAPCKOTO THIIA, TPYIIIIOBEIX W | 9KpaH, IPOEKTOp, HOYTOYK
WHIWBUIYABHBIX  KOHCYJIBTAIIHIH,
TEKYILETO KOHTPOJIS u
MPOMEXYTOYHOU aTTeCTalluH



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/
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CaMOCTOSATEIBHOU

paboThl  OOydarOIIMXCS

MPEAYCMOTPEHB  TTOMELIEHHS,

YKOMIUIEKTOBAaHHbBIE CIIEIHATM3UPOBAHHON MeOeIblo, OCHAIIEHHBIE KOMIIBIOTEPHON TEXHUKOM ¢
BO3MOJKHOCTBIO TMOJIKIIIOUEHUS! K ceTu «VHTepHeT» M 00ecreueHreM JIO0CTYyIa B HIEKTPOHHYIO
nH(OPMAIMOHHO-00pa30BaTEILHYIO CPEly YHUBEPCHUTETA.

HanmenoBanue nomMenieHuii s
CaMOCTOSITETILHON PabOTHI
00yJaromuxcs

OcHaleHHOCTh TOMEIIEHUH ISt
CaMOCTOSITENILHOW PaOOTHI
00yJaroIuxcst

HepequL JIMIOCH3MOHHOI'O
IIporpaMMHOro obecrneueHus

[Tomemmenue JUTSL
CaMOCTOSATENBHON paboTsI
oOyuvatommxcsi (YMTaTBHBIA 3a
Hayunoti Oubnmorexw)

Mebenb: yueOHas MeOeb

Kommnekr CIIelMaT3UPOBAHHOM
MeOeH: KOMITBIOTEPHBIC CTOJBI
O6opynoBaHue: KOMIIBIOTEepHAS
TEXHUKAa C  MOAKIIOYCHHEM K
nH(OpMaLMOHHO-
KOMM YHHKAIIHOHHOM
«HTepHET» u
3IEKTPOHHYIO uH(opMalMoHHO-
00pa3oBaTeIbHYIO cpeny
00pa3oBaTeIbHON OpraHU3aIuy, BeO-
KaMepél, KOMMYHHKAIIMOHHOE
obopynoBaHue, obecrnieynBatoriee
JIOCTYII K CETH MHTEpHET (TIPOBOJHOE
COEIUHEHNE U 0ecrpoOBOIHOE
coenHenue 1o rexnojoruu Wi-Fi)

ceTH
JOCTYyIIOM B

Microsoft Windows 8, 10,
Microsoft Office Professional Plus

ITomemenue JUISt
CaMOCTOSTENIbHON padoTsI
obyuarommxest (ayn.213 A, 218
A)

Mebenb: yaeOHas MmeOesb

Kommekr CleHUaI3uPOBAaHHOM
MeOenn: KOMITbIOTEPHBIE CTONBI
ObopynoBanue: KOMIBIOTEPHAS
TEeXHMKa C  IOAKIIOYCHHEM K
nH(OpMALIMOHHO-
KOMM YHUKALIMOHHOM
«ntepuer» u
IJEKTPOHHYIO uHpopMalMoHHO-
00pa3oBaTeIbHYIO cpeny
00pa3oBaTeIbHON OpraHHU3aIuy, BeO-
KaMepel, KOMMYHHUKAILIIOHHOE
obopynoBaHue, obecrieunBaroniee
JOCTYI K CeTH MHTEpHET (IIPOBOJHOE
COEIMHEHNE " OecrpoBOIHOE
coenuHenne 1o rexuojorud Wi-Fi)

ceTu
JOCTYIIOM B

Microsoft Windows 8, 10,
Microsoft Office Professional Plus




