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1. IEJHA OCBOEHUS JACHHUILIMHDI

OcHoBHOI HeJbIO JAHCUHIIHHDI «JIOKYMEHTHPOBAHHOE obecrieyenne
YIPABJIEHYCCKOH  JIeATEbHOCTHY  ABIETCA GopmupoBaHHE Y CTY/JCHTOB HAaBBIKOB
JOKYMCHTHPOBAHUA W OPraHu3aluy paboThl ¢ JOKYMEHTaMH B IPOIECCE OCYLICCTBICHHA
¥IMH YIIPABICHUECKHX (PYHKIHMA.

OCHOBHBIMH 32129aMH JHCIUILINHBI SBJISIOTCH!

- M3y4YeHHE OCHOBHBIX TOHATHH JIOKYMEHTAIIHOHHOIO o0ecreueHus yIpaBIeHHS,

- 03HAKOMMTBH CTYJECHTOB C OCHOBHBIMHM BHIAMH HOPMAaTHBHBIX JIOKYMEHTOB, CO34BaCMbIX
WJIA IIPUMEHSIEMBIX B OpraHu3aliu;

- (opmuposanue yMeHHH 0QOpPMIICHHS OCHOBHBIX BH/I0B HOPMATHBHBIX JIOKYMEHTOB;

- O03HAKOMMTL CTYJICHTOB C IIOPSAJIKOM HCIIOJIL30BAHHS HOPMATHUBHOH JIOKyMEHTAllud B
paMKax JIeJIoBOro  OOlIeHHs., yOJMYHBIX BBICTYIUIEHHH, IIPOBEJCHUSA IIEPCTOBOPOB,
COBCIIAHHH, OCYLIECTBICHUS JICIOBOH IEPENUCKH M INOMICPHKHUBAHUA  SJICKTPOHHLIX
KOMMYHHKAIHH;

- HM3Y4YCHHE TPHHIMIIOB OpraHu3aluu JOKYyMeHTO000pOTa B OpraHu3allHH.

2. MECTO JIMCIUILJIMHBI B CTPYKTYPE OIIOII BO

Jmeipmmaa  B1.B.OJ[.1  «JloKyMeHTHPOBaHHOE obecrieyeHye  yIpaBJIeHYCCKOH
JEATEILHOCTHY OTHOCHTCS K o0ssarenshbiM Jjucimmmnam (OJ1.1) sapuatiBHoi yactu (b1.B)
Gazopoii Gioka (B1) OIIOIL I'nybokoe ycBoeHwe MarepHaia OOECHEYHBACTCH COYCTAHHEM
AYJIMTOPHBIX 3AHATHI M CAMOCTOATE/BHOM PadoThl CTYICHTOB ¢ JIMTEpaTypoif. OCHOBHBIM BHIOM
yueOHBIX 3aHATHI 110 JAHHON JHCLMILIMHE ABISIOTCS JICKUHOHHBIC H MPAKTHYECKUC 3aHATHSL.
V3yduenue JMCUMILIMHBI JUIS CTYACHTOB OYHOH (hopmMbl OOY4YEHHS OCYMIECTBIACTCA B TEUCHHC
omHoro cemectpa. [lo AMCIMINIMHE OCYMIECTBIAETCS TEKYIUMHA KOHTPO/Ib H IPOMEKYTOYHAs
arrecranus B popme 3ayera.

JMciMIuIMnEa ABIseTcs 0a3oil Ui M3ydeHns AMCHHIITHE «MeHe/UKMEHT, «YIIpaBIeHHe
npoektamuy, «HopmaTnBHOe obecrieyeHue YIpaB/IeHus IPOSKTaMM» U JIP.

3. KOMIIETEHIIMU OBYYAIOUIETI'OCs, ®POPMUPYEMBIE B PE3YJIbTATE
OCBOEHMUSA JUCIUITJIMHBI (MOJLY JIST)

IIponece M3ydeHHs JUCIAIUIMHDLL «J[OKyMEHTHPOBAaHHOE OOECIICUECHUE YIIPABICHYECKOM
JIesTelIbHOCTH » HallpaBJieH Ha (JOPMHPOBAHHE CIICAYIOIIMX KOMIIETEHLHI:

o0menpogeccnonaNbHbIe KOMIETEHIHH:

OITK-1 BiajicHHeM HaBBIKAMM IIOMCKA, aHA/IW3a M HCIOJIb30BaHUS HOPMATHUBHBIX H
IPABOBBIX JIOKYMEHTOB B CBOCH IMpodeCcCHOHANLHOM 1eATEILHOCTH;

OIIK-4 crniocoOHOCTBIO OCYINECTBIIATE JAeJ0BOe O0IeHHe M IIyOJHYHBIE BLICTYIUICHHS,

BECTH IIEPETroBOPbLI, COBCHIAHHA, OCYUICCTBIIATL [ACJIOBYKO ICPCITHCKY H MOJIACPAHHBATE
SJICKTPOHHLIC KOMMYHHKAIIHHA



Tabnuua 1

HﬂaHl/IpyeMble Pe3yaAbTaAThI Oﬁy‘-lel-llflﬂ o AHCHMIIIHHE

Kon
KOMIIETEHIHH

ConepmaHHe KOMIIETEHUHH

IMnanupyemblie pe3yabTaThl 00yUeHHs
10 AHCUHITHHE

OIlK-1

B/IaJeHHEM HaBbIKaMH MOMCKa,
daHaJIu3a U UCIOJIb30BAHUA
HOPMATHUBHBIX W IIPABOBLIX

IOKYMEHTOB B CBOCIH
npodeccHoHanbHOI
JIeATENLHOCTH

3HaTb:

31 (OIK-1) - HopMaTHBHBIE W MPABOBLIE JTOKYMEHTEI B CBOEH
npofyeccHOHATEHON ACATEILHOCTH

32 (OITK-1) — OCHOBHBIE METO/b] HOMCKA HOPMATHBHbIX H
NPAaBOBBIX AKTOB

Ymerb:

Y1 (OITK-1) — OcylecTBasTh MOKCK, aHAaIU3 U UCTIOIb30BAHUE
HOPMATHBHBIX U 1TPABOBBIX ,llOKyMCHT()B

V2 (OIIK-2) — AHaau3upoBaTh HOPMAaTHBHBIE U [IPABOBLIE
JIOKYMEHTBI, CBA3AHHBIE CO CBOEH NpodeccoHanbHO
JIeATEIbHOCTBLIO

Baagers:

BI (OIK-1) — HaBeikamu 1noucka, anaausa 1 UCIo/IL30BAHNAS
HOPMATHBHBIX M [IPABOBLIX JIOKYMEHTOB B CBOEH
npogeccHoHanbLHO ACATSILHOCTH, B T.4. B [TOMCKOBO~-
CHPABOYHBIX CHCTEMAX

OIlK-4

cnocoOHOCTBIO OCYILECTBIATh
J1elI0BOe 001IeHHE U
MyOJIMYHbIE BBICTYIIIEHUS,
BECTH NEPEroBOpPbI, COBELIAHHS,
OCYLLUECTBIATh TEJOBYIO
MEepernucKy Hu noaJaepKuBaTh
3NCKTPOHHBIE KOMMYHHKAlLIUH

3Hartsb:

31 (OI1K-4) — ocHOBHBIE BHABI MPe3eHTALINIH

32 (OITK-4) — MeTo/1bl OCYHIECTBICHHS Je10BOT0 0DIIEHHs 1
IIPOBEACHUS 11yOINUHBIX BBICTYIUICHUI

33 (OIIK-4) — ocobeHHOCTH NPHEMOB COCTaBaeHHA OU3HEC-
Tpe3eHTalmnH

34 (OIIK-4) — HHCTPYMEHTEI NPOBEACHHA J1€10BbIX MYOAHYHBIX
BBICTYILICHHI

35 (OIIK-4) — crioco6bl MOAIEPKKH YIEKTPOHHBIX
KOMMYHHKaILHA

36(OITK-4) — 0CHOBBI 1€10BOI0 OOILIEHHS

37(OITK-4) — ocHOBHbIE NPABHJIA JAEN0BOMH MEPEIHCKU H
MCI10/Ib30BAHIS DICKTPOHHBIX KOMMYHHUKALHUA

¥mers:

Y1 (OIIK-4) — cocraBisTs npeseHTalum dusHec-unei

Y2 (OI1K-4) — npoBojiuTh OH3HEC-NIPE3CHTALIHM

V3 (OI1K-4) — ucrone30BaTh KOMIBIOTEPHYIO TEXHHKY U1
NpEe3eHTalMi, BEJICHUS J1eI0BOT0 001IEeH s

Y4 (OIIK-4) — oopMIsiTh U IEMOHCTPUPOBAThL NPE3CHTAIIMH
Y5 (OITK-4) — rpavotHo oopMsaTs HHGOPMALMIO B paMKax
3a1aHHON TEMbl

Y6 (OIK-4) — codmrogars npasuiia NOBEACHHS BO BpeMs
NpOBCACHHA MPC3CHTAIIMN

Y7 (OIIK-4) — ocyLecTBAATS A/10B0€ 00LIeHHE

V8 (OITK-4) — ocylecTBISTh ACI0BYIO MEPErucky 1
TN0/UIEPAKUBATE HIEKTPOHHBIC KOMMYHHKALIMH

Baaners:

B1 (OIlK-4) — HaBBIKaMH COCTABICHUS MPE3CHTALIHI
B2 (OIIK-4) — naBeikamu pabots! ¢ [10 10s coznanus
npezenrauuit (MS Power Point)

B3(OI1K-4) — HaBbIKaMyu BeAeHUs! 1€I0BOI NEPENUCckH W
OCYUIECTBIEHHS Y/IEKTPOHHBIX KOMMYHHKALMIT

B3 (OIIK-4) — HaBbIKaMH 1€10BOT0 OOLICHHS




4. CTPYKTYPA U COJIEPKAHUE JIACUMILIIMHBI (MOAY.JI5)

Kypc paccuntan Ha 18 waco Inexuuif, 18 4acoB HPaKTHYCCKHX saHsTHH H 72 4aca
caMocToATeNbHOM paboThl. Beero 3 3adersbix enunuip (108 yaca). [TpomeskyTouHas arrecralud B

dopme 3auera MpeIycMOTpeHa B 2 CEMECTPE.

Tabnuua 2
O6beM IHCUHILIHHBI
Bi yueGubIx 3ansTuii = Odbem J]IlCl.lHI(l:JlHHbl, yac.
M caMocTosiTeILHAsE paboTa cero T2 [ 3 [al3 Twﬁc,m FTo 0 (11 12
Ounas hopma odyuenus
KonTakrHasi padoTa 00y4aromuxcs ¢ 36 36
npenojaBaTeaeM, B TOM YHCIe:
JIeKIIHOHHOIO 18 18
naboparopHele padoThl
MPaKTHYECKOro 3aHATHS 18 18
CamocTosiTeabHas padora cryaenrta (CPC) 72 72
IIpome:xkyTOUHAS ATTECTALIHS 3 3
O6mas TPY/10eMKOCTb (uac. /3.e.) | 1083 108/3
Tabmuua 3
CTPYKTYpa IHCUHILIHHbI
Buibl }.‘{C-ﬁHD!‘:’l paGoThl, BKIIOYas Ofuei Dopai
, [P | oy | g
B ‘ padoTsl, KOHTPOJIA
e 3 c yCIeBaeMoCTH
No Pasnen (tema) E § - = [IPUMEHEHHE (no Hedenam
n/n JIMCLIMTLIHHBL 2 = E 2 ‘g’ M cemecmpa),
o ! £| 8 ;-5: &2 53 & | uurepaxrusn (popma
= E| £z E_‘E E‘% 5| = | erxmeronos POMEKYTOYHOM
= E_ g = g £ =5 Z | (Buacax/ %) aTTecTaunmu
= _‘_‘f ™ (no cemecmpam)
1 | BeeneHue B 2|12 2 |2 8 2/50 0.T
«JloKyMEHTHpOBaHHOE
obecreveHne ynpaBieHYecKo
JeATENIbHOCTH
2 | OcHOBHbIE BHbI 2| 34 2 0| 2 8 2/50 [ 1
yNpaBIeHUECKUX JIOKYMEHTOB
3 | OcHoBHBbIE TpeOoBaHUA K 2|56 2 |2 8 2/50 O,TA
0(OPMIIEHHIO YIIPaBJIEHYECKHX PeitTiur-
JIOKYMEHTOB KOHTpOL Nel
4 | Co3naHue U npeacTaBlIeHHE 2178 2 |2 8 2/50 O, T. 11
npe3eHTauuii
5 | OcHOBHbIe BH/IBI 9MEKTPOHHBIX | 2 | 9-10 2 |2 3 2/50 O, T.11
JIOKYMEHTOB
6 | Cnyx0a 1enonpon3BoacTBa B 201112 |2 |2 8 2/50 0.T.1
opraHusaiuu Pefirunr-
KOHTpOJIL No2
7 | Opranusauus padoTsl ¢ 20 13-14 |2 |2 8 2/50 G, T, I
JOKYMEHTaMH
8 | Jlenonpou3BoACTBO 1O JudHomy | 2| 15-16 | 2 |2 8 2/50 &'F I
COCTABY
9 | HomenknaTypa aen. 2|1 17-18 |2 |2 8 2/50 O.T.M
[ToaroroBka JOKYMEHTOB [ PelTuHr-
XpaHeHHs B apXuBe KOHTPO/1b No3
Bceero 2 18 | 18 72 18/50 3auer

O — onpoc, T — mecmupoganue, [l — npesenmayus, [ - ouckyccus




Conepxanue JHCHUNIHHBI

Tadbmuua 4

Koawr 3YH
C : Ko (B cooTBeTCT-
Nen/m | HammeHoBaHue Tem OAep:RaHue TeM KOMIeTeH i
BHH ¢ Tadu. 1)

Tema 1 | Beencuue B [ousitue noxymenta. CylHOCTh OIIK - 1 31 (OIIK-1),
«JIOKyMEHTHPOBaHH | AOKYMEHTHPOBAHHOIO 00ECHICUCHHS 32 (OIIK-1),
oe ofecrneyenie YIpaBJIeHYECKOH AesTenbHoCTH. OCHOBHBIC V1 (OIK-1),
yIIpaBeRuecKoii MOHATHS JIOKYMEHTHPOBAHHOTO ofbecrieqyeHus Y2(OIK-1),

YHPaBIeHYECKOH aeaTeNbHOCTH. JIOKYMENT B1(OIK-1).
AREIRIRHIET] uHpopmauni. PopMyap 10KyMeHTa.

IOpuanueckas cuna rokymenra. Tunonorus

JOKYMEHTOB.

Tema 2 | OcHOBHbIE BUIBI Kiaccumkalns HOpMaTHBHEIX IOKYMEHTOB. OIIK -1 31 (OIIK-1),
YNPaBIeHYeCKHX OpraHH3aLHOHHO-PACTIOPAINTENBHBIC TOKYMEHTSL. 32 (OITK-1),
JIOKYMEHTOB DuHaHCOBO-OyXranTepekas 10Ky MeHTaLHS. V1 (OTIK-1),

Hayuno-rexHnueckas 10KyMEHTALHS. V2(OIK-1),
Hopmarusnas npasosas gokymentaums. Tpyaosas B1(OIK-1).
JloKyMeHTarus. OT4eTHO-CTaTHCTHYECKHE

A0KYMEHTBI. [TpoeKTHas oKy MeHTaLMs.

Tema 3 | OcHoBHbIe [Topsnok  1OKYMEHTHpOBaHMS  yNpaBieHYeckoii OIIK -1 31 (OITK-1),
TpeGoBanms K ACATENLHOCTH.  YHU(MKAUMA W cTanIapTH3aLHs OTIK —4 32 (OIK-1),
ohOpPMIEHHIO YIPaBICHYCCKHX JIOKYMEHTOB. Buasl GiaHKoB. V1 (OIK-1),
YIIPaBIEHUECKUX OCHOBHbIC — PCKBM3WTBI  J10KYMEHTOB.  [Topsiiok V2(OI1K-1),

TNIOArOTOBKM H O(OPMIEHHS [POCKTOB JI0KYMEHTOB, BI1(OTK-1)

HOKIMSHTOR Tupaxupoanue JIOKYMEHTOB., [Topsnox i
OopMICHHA  OTJC/BHBIX  BHAOE HOPMATHBHBIX 35 (OLIK-4),

N0KyMeHTOB.  COBpeMEHHOE  Je10BOE  THCHMO. 36 (OIIK-4),

[lpasuna Benenus 1en0BOH nEpenuckH. 37 (OI1K-4),

Y7 (OIK-4),

V8(OITK-4),

B3(OI1K-4).

B4(OITK-4),

Tema 4 | Coznanue u OcHoBHBIE TOKYMEHTBI CO3/laBaeMbIe /1)1 OIlK — 4 31 (OI1K-4),
npecTaBieHHe OCYUIECTBICHHS 1€/10BOI0 OOILCHMS U POBEICHUS 32 (OIIK-4),
npeseHTamii NyGIHYHBIX BLICTYIUICHHH B Oprann3aunu. BHisl 33 (OI1K-4),

npeseHTauuit. Iopsaok cosianusa GusHec- 34 (OIK-4),
TNpe3eHTalmi. MHCTPYMEHTEI MPOBEICHHS AETOBBIX V1 (OIK-4)
nyOnuUHLIX BRICTYTUICHHH. [Topsitok ?
[PEACTABIEHUS NPE3CHTALMIA. . Y2(OIIK-4),
VY3 (OI1K-4),
V4(OITK-4),
V5 (OI1K-4),
Yo6(OI1K-4),
BI1(OITK-4).
B2(OITK-4).

Tema 5 | OcHoBHbIE BH/IBI [ToHsTHE Y1eKTPOHHOTO NOKYMEHTa. OIlK — 4 35 (OI1K-4),
INEKTPOHHBIX Knaceumrauns snexrponneix JIOKYMEHTOB. 36 (OIK-4),
JIOKYMEHTOR NEKTPOHHBIE JOKYMEHTBI B PAMKaX 3/1CKTPOHHBIX 37 (OIIK-4),

KoMMyHHKauuii. Pabota ¢ anekTpoHHbIMu V7 (OI1K-4)

NokymenTami. [Topsiiok nepeBosa 1eKTpoHHO# ’
) V8(OIK-4),

AOKYMEHTALMH B OymMakHyI0 (hopmy U 06paTHo.

DOHL HICKTPOHHBIX J0KYMEHTOB OPTaHH3aLHH. B3(OI1K-4).

Obecreuenme nu(poOpMalHONIOi Ge30NacHOCTH npu B4(OIK-4).

paboTe ¢ 3IEKTPOHHBIMH JOKYMEHTAMH.

Tema 6 | Cnyx0a [Mopsinok opranuszaumu u paboTel oTaenoB je- OIlK -1 31 (OTIK-1),
IeNONpOU3BOACTBA B | JIONPOM3BOACTBA B opranusaimsx. Llemm u sazaun 32 (OIK-1),
OpraHW3aLHK ciyxOpl JIOY. Oynkumu cnyxou JJOY. [IpaBa n V1 (OIK-1),

OTBETCTBEHHOCTL  cayxObl  JIOY.  Ilopagok V2(OIIK-1)
B3aumoneicTers ciyx0bl JIOY ¢ apyrumu BI(O]_IK-I)’
CTPYKTYPHBIMH N0APA3/ICICHHAMH. ;

Tema 7 | Opranmuzauns [lopsinox  npuema  j0kyMeHTOB. Perucrpanus, OITK -1 31 (OIIK-1),
paboThI ¢ HallpaBleHHe M pacCMOTpeHMe  BXOJALICH 32 (OIIK-1),
JOKYMeHTaMu koppecnionaenunu.  Tlopsaok  noaroroekum o Y1 (OIK-1),

PETUCTPALIMH MCXOSILHX u BHYTPEHHHX V2(OTIK-1)
JOKYMEHTOB.  Yuer o0beMa JI0KyMeHTooGOpoTa. B1(OIK-1 )’
L Opranusanmns KOHTPO/IS HCHOMHEHUS JIOKYMEHTOB, ’




s Koas1 3YH
Nen/n | HaumenoBanue tem Conepxanue Tem SR T e (B cooTBeTCT-
BuH ¢ Tadu. 1)

Tema 8 | Jlenonpoussoacteo 3HaueHne Ka/IPOBBIX JIOKYMEHTOB. BHIbI Ka1poBbix OIIK - 1 31 (OI1K-1),
10 JINYHOMY cocTay | AOKyMeHTOB. Tpyrosoit aorosop. 32 (OIIK-1),
JokymeHTaunoHHoe 0opMIEHHE pHeMa Ha V1 (OIK-1),

paGoty. Tpynosas kumxkka. Jluunas kaprouka. V2(OIIK-1),

JInunoe neno corpyanuka. [lopsiok xpanenus B1(OIK-1)

KaIpOBBIX J1OKYMEHTOB. )

Tema 9 | Homenknarypa aen. CocrapieHne HoMeHKIATypsl ei. PopMupoBaHHe OlK -1 31 (OIIK-1),
IMoaroroska 1 opopmieHne aei. Buuabl peectpos. Dkcreprusa 32 (OIIK-1),
JOKYMEHTOB J1151 IIEHHOCTH TOKYMeHTOB. [lopsanok nepenasm aen B V1 (OIK-1),

XpaHCHHs B apXuBe apxuB. [TOMCKOBBIE CHETEMBI 110 JI0KYMEHTAM, V2(OI1K-1),
BI(OIIK-1).

5. OBPA3OBATEJIbHBIE TEXHOJIOI'MH

= ,[[EIIOB&SI urpa — METOA HMUTAIIUH MIPUHATHA pPeUICHUA B  pa3IMYHbIX

[IPOU3BO/ICTBEHHBIX CHTYAIHX, OCYLIECTBIAEMBIX 110 3aJI@HHBIM TPABHJIAM I'PYIIIOH JOJEH B
JMAJIOTOBOM peskuMe. AKTHBHOE CPeJICTBO 00yUEHHH.

- Huckyccus — dpopma yueOHO#H pabOTEL, B paMKax KOTOPOHl BBICKA3bIBAIOT CBOE MHEHUE
[0 BOMPOCY, MOCTAaBICHHOMY mpenojasareneM. [lpoBeaeHne THCKYCCHE IOIpa3ymMeBaeT
CaMOCTOATE/IPHBIA I10/AFOTOBHTEIILHBIH Tan B BHJC HANHCAHHMA 3CCE, TE3UCOB, pedepara 1o
PEJUIOKEHHOMY BOIIPOCY.

- Metox kefic-cTanuu — o0ydenne, IpH KOTOPOM CTY/IEHTHI H TIPEIOaBATe i YUYacTBYIOT
B HEMOCPEICTBCHHOM OOCYXKICHMM JI€/I0BOH CHTYalMH HIIM 3a/a4d, B3ATOH W3 NPaKTHKH
peajlbHOTO  PYHKIMOHUPYIOMWEro npeAnpustus. OCHOBOIl /Ul CO31aHUS KEHCOB SBJISEOTCS
AAQHHBIC KOHKPETHBIX npeanpusatdii, a umenHo: 000 «BC3 «Texuuka»n, OAO «BIIO
«Toumamry, OO0 «AmGutyey, OAO «Asanrapay, OAO «dnekTpokabensy», OAO «Crs3HOIHY 1
Ap., @ TAKKE MaTepHallbl IEPHOAHYCCKOH 11e4aTH, a UMEHHO, CTaThl JKypHanoB «MHHOBaIm»,
«PUCK», «IIpoGieMbl TeOpHH W NPaKTHKH YNPaBICHU», « JKOHOMUYUECKHIL aHanusy», « KOy,
«MeHeUKMEHT HHHOBALMIT» U Jp.

6. OUEHOYHBIE CPE/ICTBA JUISI TEKYIIIEI'O KOHTPO.ISI YCIIEBAEMOCTH,
IIPOMEXKYTOYHOU ATTECTAIIMU 110 UTOI'AM OCBOEHUS
JAUCHUILUIMHBI U YYEBHO-METO/IMYECKOE OBECIIEYEHUE
CAMOCTOSTEJBHOM PABOTBI CTYJAEHTOB

6.1. ITepevenn yuedH0-MeTOANUECKOTO 0DECIICHEHNS 11 CAMOCTOSTEIbHO padoThI
00YYAKIHXCSH M0 AUCHHILIHHE

1. Tpynoemkocrs  camocTosiTebHON — paGoTHI CTYJIGHTOB 10 JHCHHIIJIHHE
«JlokyMeHTHpOBaHHOE OOeCIIeUeH)E YIIPABIEHIECKOM IEATENBHOCTHY COCTABISET 72 yaca.
Tabnuna 5
Bonpocwt 915 camocmosimenshozo usyqenus
'r:::m Bonpocel, BeIHOCHMBIE HA caMOCTOSITe/ILHOE H3YueHNe Kon-Bo yacos
1 OCHOBHbIE CTAHAAPTHI, IPUMEHSEMBIE IIPH CO3AAHNS JOKYMEHTOB B OPraHU3allnu. 8
2 OpraHusauus paboThbi cekperaps-ped)epenTa B OpraHu3aLmu. 8
3 3aKoHOJATENbHbIE aKThi O JIOKYMEHTHPOBAHHOIH HHPOPMALIHH ¢ OrpaHU4YEHHbIM 8
JOCTYIIOM.
4 OcHOBHbIE MeTO/IbI 3aIMTE MHPOPMALIMK B OPraHH3aLiy. 8
] Basbl 1anHbIX, HHOOPMALMOHHO-CIPABOYHBIE H [IOMCKOBBIE CHCTEMBI 8
6 Opranusanus paboThl AMEKTPOHHOTO OGUOTHOTEUHOrO (oHIa B opraHu3aum. 8
7 Llenn u 3anaum co3nanms GoHaa Ha INEKTPOHHBIX HOCHTENSAX. 8
8 ABTOMATH3HPOBAHHBIE CHCTEMbI 00PaGOTKH 1I0KYMEHTOB B OpraHu3alnm 8
9 ABTOMATH3UPOBAHHbIE CHCTEMbI KOHTPOJIS 33 HCIIONHEHHEM JOKYMEHTOB 8
Hroro: 72




6.2. ®OoH/1 OLEHOYHBIX CPEACTB 1JIs IPOBEICHHA POMEKYTOUHOH aTTECTALNH

HpOMe}KYTO‘-IHaSI arrecTalud CTYACHTOB IO JIUCHHUILIHHE

00y4AKMIMXCH N0 JINCUHIIHHE

«JlokymMeHTHpOBaHHOE

obecrieueHne yNpaBIeHdYecKol NeATeNbHOCTHY MPOBOAUTCS B COOTBETCTBUM C YueOHBIM
nmaaHoM B QopMme 3adera BO 2 ceMecTpe A cTyaeHTOB. CTYAEHTBI JOIYCKAIOTCA K 3a4eTy
110 JMCIMIIIMHE B CJIydae BBIMOJIHEHHA UM y4eOHOro njana 1o QUCIHHIUIHHE: BBLIIOJIHECHHS BCEX
3a/[aHUil 1 MEPOTIPUATHIL, IPEIYCMOTPEHHBIX IPOrPAMMO JTHCIMITIHHBIL.

6.3. Ilepevenns KOMIETEHLHIT ¢ YKA3aHHEM 3TaNoB HX (OPMUPOBAHM B IIpoLecce
0oCBOEHHA 00Pa30BATE/IBHOI NIPOrPAMMEBI

xXone HpOMe)KyTOT-IHOﬁ aTTeCTallMd  OCYILICCTBIISACTCA  KOHTPOJb  OCBOCHMAA
KOMIIETEHIIMH B COOTBETCTBHUH C dTallaMU UX (lJOpMHpOBaHPL‘vI.
ITansl OPMHPOBAHHUA KOMIETEHUHH B X0/1€ H3YYE€HUs JHCUHILIHHDI
«/lokymMeHTHpOBaHHOE oOeciedyeHHe YIIPABACHYEeCKOH IeATebHOCTH
Tabmuua 6
C Koasl

Nen/m | HaumeHoBaHue Tem oJep:kaHHe Tem T TEHH

Tema | | Beenenue B [TousTue nokymenta. CyIUHOCTE JOKYMEHTHPOBAHHOTO 00eCeyeHus OIIK -1
«JloKkyMeHTHpOBaH | YHPABICHUCCKOH ACATEALHOCTH. OCHOBHbIE [TOHATHA
Hoe obecreuenme JIOKYMEHTHPOBAHHOI0 00eCneYeHHs YNPaBICHYECKOH ICATEIBHOCTH,
yIIpaBIeHYeCKO JlokyMeHT u leHll}OpMaLLHﬂ. Gopmysp gokymenTta. FOpuanueckas cuita

JIOKYMEHTA. THUION0rus 10KyMEHTOB.,
JIeATENLHOCTH

Tema 2 | OCHOBHbIE BH/IBI Knaccudmrkanms HOpMaTHBHBIX J10KYMEHTOB. Opranu3almuoHHoO- OIK - 1
ynpagneﬂ‘qec KHUX pacrnopaauTeIbHbIC JOKYMEHTEL. CDHHHHCOBO—ﬁ)«’Xl“dI{TCpCKaH
JIOKYMCHTOB nokymeHTtauns. Hay4uno-texnudeckas gokymenTauuns. Hopmarusias

npasoBas JoKyMeHTauus. Tpygosas qokymenrauus. OTyeTHo-
CTATHCTHYECKHE JLOKYMEHTbL. [IpoeKkTHast JOKYMEHTaLHSL.

Tema 3 | OcHOBHbIE [Mopsaox  JMOKYMEHTHPOBaHMS — YNPABICHYECKOH  JIESATEIBLHOCTH. OIIK -1
TpeboBaHus K Yuupukaumus ¥ cTaHAapTH3alMs YNPABACHYECKHX JOKYMEHTOB. Bkl OTIK — 4
odopmrennio OnankoB. OCHOBHbIE PEKBH3MTHI A0KYMeHTOB. [TopsloK MOAroTOBKH M
yIIpaB/IeHYECKIX o(popMaeHHs TPOEKTOB JOKYMEHTOB. Tnpamnpoaal-mel JIOKYMEHTOB.

JI0KYMEHTOB [Topsaok odopmieHHs OTAENbHBIX BHLOB Hop.\laTnBHbmv JIOKYMEHTOB,
CospemenHoe jienosoe nucsMo. [lpasuia BejeHus 1e10BOH nepernuncku.

Tema 4 | Coznanue u OCHOBHbBIE IOKYMEHTBI CO31aBaCMBIC /17151 OCYIICCTBICHHUS JEI0BOTO OIIK -4
npeacTaBieHue 00l1eHns 1 poBedeHus 1My0IUHHBIX BBICTYIIJIEHHHA B OpraHH3aluy.
Tpe3eHTaLHi Buawt npesenraunii. [opsiaok cosnanns Gusnec-npesenTaluii.

HuetpyMenTsl npoBeaeH s ACTOBBIX MYGIHIHBIX BRICTYTIICHHH.
ITopsinok npeacTaBIeHHs Npe3eHTalui. .

Tema 5 OCHOBHbIE BHU/IbI [TOHATHE BNIEKTPOHHOIO JlokyMeHTa. Kinaccu(uKalMs dJEeKTPOHHBIX OIlK — 4
MEKTPOHHbBIX JIOKYMEHTOB. DJIeKTPOHHBIC JIOKYMEHTBI B paMKax 2J1eKTPOHHBIX
JOKYMEHTOB KoMMyHHKaluid. PaGota ¢ anekrponHbiME 1okyMenTamu. [lopsaok

nepeBoa IEKTPOHHOM J0KyMeHTalnH B OyMakHy1o popmy 1 obpartHo.
@oH MIEKTPOHHBIX IOKYMEHTOB opranuzauun. Obecneyenue
UHPOPMALHOHHOI De3011aCHOCTH NIPH padoTe ¢ INEKTPOHHBIMU
JIOKYMEHTaMH.

Tema 6 | Cnyxda Ilopsiiok  opraHusauMd M paloThl  OTIENOB JICIONPOH3BOJACTBA B OIIK -1
genonponsoacTea | opranmsaumsx. Llean u sanaun cayxGet JIOY. dynkumn cayxon J1OY.
B OpraHM3aLuy [Tpasa u orsercTBeHHOCTL cay*0bl JIOY. Tlopsanok B3aumoaeicTBus

cnyx6p1 OY ¢ npyrumu
CTPYKTYPHBIMH I10/1pa3AeICHHAMH.

Tema 7 | Opranuszauus [Topsnox npuema  JA0KyMeHTOB.  PervicTpalids, HanpasicHWe o OIlK -1
paboTsl ¢ paccMOTpeHHe BXOAALCH KoppecnonaeHuuH. [lopsaaok noAroToBkH M
JIOKYMEHTaMH PErHCTPALHHY HCXOAALIMX M BHYTPEHHHX AOKYMEHTOB. YderT oObema

JIOKYMeHT0000poTa. OpraHu3alins KOHTPOJIs UCIIOJIHCHHUS JOKYMEHTOB.

Tema 8 | enonpousBoacTBo | 3HauYeHHe KaJIPOBhIX JOKYMEHTOB. BUIb! KapoBLIX JOKYMEHTOB. OI1K - 1
110 JIMYHOMY Tpynosoii norosop. JlokyMeHTalMOHHOE O(OpPMIEHHE NIPHEMa Ha
cocTaBy pabory. Tpyaosas kHikka. JInunas kaprouka, Jluunoe aeno

cotpyanuka. [TopsIoK XpaHeHHs KaJPOBBIX JOKYMEHTOB.

Tema 9 | Homenknatypa nei. Cocrapienne HOMEHKIATYphl Jei. PopMupoBaHue W oopmieHHe e, QIIK -1
IToaroroska Buawl peecTpon. DkcnepTi3a LEHHOCTH 10KyMeHTOB. [lopsaaok nepeaadn
JIOKYMCHTOB /L7151 jen B apxus. [TOHCKOBBIC CHCTEMBI 110 JOKYMCHTAM,

XpaHCHHUA B apXHBe




6.4. Onucanue nokasareieil H KpUTEPHEB ONEHABAHUA KOMIIETEHIHIT HA PA3JIHYHBIX
yTanax ux GopMUPOBAHHS, ONTHCAHHE MIKAJ OUEHHBAHHSA

Tabmuua 7

[Moka3aTen ¥ KPUTEPHH OLIEHHBAHHSI KOMIIETEHIHII 110 YTanaM uX GopMHPOBAHHSH

T Koabl komrie- Koasi 3YB IMokaszatenn Kpurepnn G
TeHunii OLIEHHBAHUS OllEeHHBAHNS
Beejenue B OINNK -1 |31 (OllK-1),
«JloKyMEHTHPOBAHH 32 (OIIK-1),
oe obecrieueH1e V1 (OIK-1),
YNpaBleHYEeCKOH Y2(OIIK-1), | Bomnpocsl
JeATeNILHOCTH B1(OIIK-1). | Ha3auete
1-7
OCHOBHbIE BH/1bI OINK -1 |31 (OIIK-1),
yrpaBJeHYecKHX 32 (OIIK-1),
NOKYMEHTOB V1 (OIK-1),
V2(OIIK-1),
BI1(OIIK-1). | Bonpocsi
Ha 3adere | Ouenka «3a4TEHON
8-14 BbICTABJIACTCA CTYAEHTY, 3auteHo
OcHoBHbIE OIK -1 |31 (OIK-1), eciiM  OH  TBEPIO  3HAeT
TpeOOBaHUS K OIIK -4 |32 (OIIK-1),| Bonpocbl | MaTépuan, rpamoTHO H IO
0(hOpMIIEHHIO V1 (OIK-1),| Ha3sauere | CYWECTBY H3Jaraer ero, He
yNpaBJIeHYECKHUX Y2(OIIK-1), 15-23 J0MycKas  CYLIECTBEHHBIX
NOKYMEHTOR B1(OIIK-1), HETOYHOCTEH B OTBETE Ha
35 (OI1K-4), BOIIPOC, MpaBUIBHO
36 (OT1K-4), MNPUMEHAET TEOPETHUYECKHE
37 (OIIK-4), MOJIOKEHHUA [MPH  PeLUeHHH
Y7 (OI1K-4), MPaKTHYECKHX BOINPOCOB M
V8(OIIK-4), 3azgad, BlazceT
B3(OIIK-4). HEOOXOANMBIMH  HaBbIKAMH
B4(OI1K-4). " npuemMamu HX
Co3snanue u OIK -4 |31 (OTIK-4), BbIIOJIHEHHSL.
npe/icTaBleHne 32 (OI1IK-4),
npeseHTauuii 33 (OIlK-4), | Bompocsl
34 (OIIK-4), | na3auete
V1 (OI1K-4), 24-28
Y2(OI1K-4),
V3 (OI1K-4),
Y4(OI1K-4),
V5 (OITK-4),
Y6(OI1K-4),
B1(OI1K-4).
B2(OI1K-4).
OcHOBHBIE BH/IbI OIIK —4 | 35 (OI1K-4),
NEKTPOHHBIX 36 (OI1K-4),
JIOKYMEHTOB 37 (OIIK-4), | Bonpocs!
V7 (OIlK-4),| Ha 3auete
Y8(OIIK-4), 29-35
B3(OITK-4).
B4(OITK-4).
Cnyx0ba OIK -1 |31 (OIIK-1),
IeJIONPOU3BO/ICTRA B 32 (OI1K-1), OueHka  «He  3a4YTEHOY
OpraHu3aLum V1 (OT1K-1),| Bonpocsr | BbICTaBseTcs CTY/EHTY,
V2(OIK-1), | uas3ayere | KOTOpBbIi He 3HAET
B1(OIIK-1). 36-40 3HAYMTEJIbHOI 4acTH
Opranusauus OIK -1 |31 (OIIK-1), NporpamMMHOro  Matepuana,
paboTsl ¢ 32 (OIK-1), JOMYCKaeT CYLIECTBEHHBIE
JIOKYMEHTaMH Vi (OI‘]K_]), BOHpOCbI Ou.IPIGKPI, HEYBEPEHHO, C He 3auteno
V2(OIK-1), | Ha 3auere OOJIBLIMMY  3aTPYIHEHHAMH
B1(OIK-1). 41-45 BBIMTOJTHAET  TPaKTHYECKHE
paborel. Kak  npaBuio,




HanmenoBanue Tem Ko{lr:iﬁm_:"e- Koaws1 3¥YB ?uot:':i::;:ﬁ: 0‘:5:::5::5‘ Ouenka
Jlenonponseoacreo ONK -1 |31 (OITK-1), OLEHKA  «HE  3a4TeHO»
10 JINUHOMY 32 (OIIK-1), CTAaBUTCH CTY/IEHTaM,
cocTtaBy V1 (OIK-1), KOTOpbIE He MOryT

V2(OIIK-1), | Bonpocst NpONOIKHTE 00yueHue Oe3

B1(OIIK-1). | na 3ayete JOTOTHUTENILHBIX  3aHATHI

46-53 o COOTBETCTBYIOLLIEH
JMCLMIIIHHE,

Homenknarypa jen. OINK -1 |31 (OIIK-1), | Bonpocsl
Toaroroska 32 (OI1K-1), | Ha 3auere
JOKYMCHTOB /114 yl (OHK' ] )’ 54_59
XPaHCHHS B APXHUBE Y2(OHK—1 )’

B1(OIIK-1).

=)

6.5. THNOBBIE KOHTPOILHbIE 34JAHNA HIIH HHbIE MaTepHalibl, HEOOX0AMMBIE /I OLEHKH
3HAHMIL, YMEeHHH, HABBIKOB M (MJIH) ONBITA ACATEILHOCTH, XaPAKTEPH3YIOMHUX ITANbI
GopmMupoBaHus KoMIeTeHuii B lipouecce 0CBOEHUsI 00PA30BATENLHOI IPOrPAMMBI

Bonpocwr 1ast noarorosku k onpocy

o JHCUHHILJTHHE «,HOKyMeHTHI)OBaHHOC obecneyeHue YHPaBJIeHYECKOH AeATeIbHOCTH»

Tema 1. Beenenne B «/lokymMenTHpOBaHHOE 0O0ecieueHme YOpaB/JIeHYECKOH JAeATe/IbHOCTH

1

NovE WP

Lth.}aJM:—d

6.
T

IlonsiTe noxymenra.
CyIHOCTD JIOKYMEHTHPOBAHHOTO 06eceyenus YIPABICHYECKOH /1€ATEILHOCTH.
OcHoBHBIE  MOHSTHS AOKYMCHTUPOBAHHOIO  OOCCIEYEHUs]  YIIPaBICHYECKOl
JCATENIbHOCTH.
JoxymeHT 1 unpopMars.
@opmynsip 1okyMeHTa.
Opumnueckas cuna noxymenta.
Tunonorus noxymenTos.
Tema 2. OcHoBHbIe BHABI ynpaBaenvecknx JAOKYMEHTOB
Knaccnukanns nopmarusnbix JIOKYMEHTOB.
OprasusannosHo-pacops i TeLHbIe JIOKYMEHTEI.
PunancoBO-OyXranTepekas JOKYMEHTaIHS.
Hayuno-rexnuueckas nokymentanmus.
OpranusanuoHHO-npaBoBas AOKYMEHTALMK:  yYPEAUTENbHBIH J0roBOp, ycTas,
TMOJI0KEHUE 00 OpraHM3alMy, CTPYKTYpa W LUTATHAS YHCICHHOCTD, MOJI0KEHHE O
CTPYKTYPHOM IOZIpa3/ie/ICHHH, ITATHOE pacliHCaHKe, N0/KHOCTHAS HHCTPYKITHSI.
OtyeTHO-CTATHCTHYECKHE JIOKYMEHTEI.
[IpoextHas nokymenTanus.

Tema 3. OcuoBubie TpeGoBanns K 0(hOpMIIEHHIO YIIpaB/IeHYeCKIX JOKYMEHTOB
1. Tlopsnok nokymenTuposanus YIIPABJICHYECKOM 1A TeIbHOCTH.
2. Yuudukanus v cranaprasanus YIPABICHYECKUX JIOKYMEHTOB.
3. Busb! 6i1aHkoB.

4. OCHOBHBIE PEKBU3HTBI JOKYMEHTOB.

5. Tlopsmok oAroToBKH U 0(hOPMIICHHS IPOEKTOB JIOKYMEHTOB.
6. TupaskupoBarue 10KyMEHTOB.



7. Iopsimok oopMaeHHs OTACNILHBIX BH/IOB HOPMATUBHEIX JOKYMCHTOB.
8. CoBpeMeHHOE JIEIIOBOE IIUCHMO.
9. IlpaBua BeieHUs IETOBOM IEPETUCKH.
Tema 4. CozaqaHue u npeacraB/ieHue npe3eHTaHil
1. OcHoBHBIE TOKYMEHTBI CO3/aBaeMbIe JUIS OCYIIECTBICHHS JIEJIOBOrO OOIIEHUS U
MIPOBE/ICHHUS IIYOIMYHBIX BBICTYIIJICHUH B OpraHH3aIim.
Bus! npesenranui.
[opsimok co3manus Ou3HeC-Ipe3eHTaLHI.
WHCcTpyMeHTBI IPOBE/ICHHUS IETIOBLIX YO IMYHBIX BBICTYILICHHI.
Ilopsiiok npecTaBieHus Mpe3eHTANUNA.
Tema 5. OcHoBHBIE BH/IBI 2IEKTPOHHBIX JOKYMEHTOB
[TonATHe 3J1€KTPOHHOTO TOKYMEHTA.
Knaccuduxanms 31eKTpPOHHBIX JTOKYMEHTOB.
DIIEKTPOHHBIE JOKYMEHTLI B paMKaX 3JIEKTPOHHBIX KOMMYHHKAIHIA.
Pabora ¢ 21eKTPOHHBIMH TOKYMEHTAMH.
[lopsiziox nepepoa 371€KTPOHHOMN JOKYMEHTAIMH B OyMakHyI0 Gopmy U 06paTHo.
DOoHJI JIEKTPOHHBIX JOKYMEHTOB OpraHU3allMu.
ObGecrieuenne uHbopManuonnoif Ge3onacHOCTH HpH paboTe ¢ IEKTPOHHBIMU
TOKYMEHTAMH.

it e 1 R
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Tema 6. Ciry:x0a 1e/10POH3BOACTBA B OPraHU3aluu
[lopsinok oprauusanum u paboTel OTAENOB JETONPOU3BOICTBA B OPraHH3ALHAX.
Llemn u 3ana4m cnyx0e1 JIOVY.
Oyuxuuu ciyxos1 JJOV.
[IpaBa u orBeTcTBEHHOCTD Ci1yKOBI JJOY.
[Topsnox B3aumozeiicTus cinyx6s1 JJOY ¢ apyrumu
CTPYKTYPHBIMH I0Jpa3Ae/IeHHsIMH.
Tema 7. Opranusanus padoTsl ¢ J1OKYMEHTAMHI
Ilopsanok npuema TOKyMEHTOB.
Perucrpanus, nanpasienne u paccMOTpeHHE BXOAIICH KOPPECTIOHACHIIHH.
[Iops/10K 10ArOTOBKA M PErHCTPALIMH HCXOIAIIMX M BHYTPEHHHX JOKYMEHTOB.
VYuer 00BeMa JIOKYMEHTOOBOpOTA.
Oprauusanus KOHTPOJIS HCIIOJIHEHHS JIOKYMEHTOB.
Tema 8. Jle1onponzgocTBO M0 JIMYHOMY COCTABY
3HaYeHue KaapOBLIX JOKYMEHTOB.
Buzpl kapoBBIX TOKYMEHTOB.
Tpynosoii norosop.
JlokymenTanuonnoe odopmienue npuema Ha padoTy.
TpynoBast kHmKKa.
JInuHas kapToyka.
JIn4yHoe 1e10 coTpyaHMKa.
[Topsinok XpaHeHHs KaJpOBbIX JOKYMEHTOB.

TN L = [ D) B
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Tema 9. Homenxkanarypa neu. [loaroroska 10kymenToB s XPaHEHHUS B apXHUBe
CocraBnenne HOMEHKIIATYPBI J€]1.

@opmupoBaHue U oopMIEHHE eI

Buasr peectpos.

DKCIepTH3a HEHHOCTH J0KYMEHTOB.

[opsagok nepejayn jea B apxus.

[lorckoBBIE CHCTEMBI 110 IOKYMEHTaM.

R N



[IpumepsI NPAKTHYECKNX 3aXaHMIT 10 AUCUUILIHHE
«/lokymenTnpoBannoe ofecreyenne ynpasaenyeckoii AesTe 1 bHOCTID

I. Cocrapre npuxas no mnpemnpustaio «Caity 06 HroOrax PEBH3HMM 110 NPOBEPKE
unancoBoro yuera. B koncratupyrowei uacTu YK@KHTE, YTO PEBH3HEH 00HApYKEHBI
(haxTel rpyGoro HapymeHHs (UHAHCOBOTO yyeTa, MOJNHOe OTCYTCTBHE Y4€Ta U OTYETHOCTH
110 KOMaH/IHPOBKAM, OTCYTCTBHE JKypPHalla yd4eTa JOoBEepeHHOCTeH. OcTalbHble MYHKTHI B
PaclopaaMTe/IbHOM YaCTH ¥ HEJOCTAIONINE PEKBU3UTHI JIOTOIHUTE CAMOCTOSTEIBHO.

2. CocTaBbTe NPOEKT NpPUKA3a O NMPEMHPOBAHHH pabOTHHKOB ILTAHOBO- (PMHAHCOBOTO
OTAela 3a J0CPOUHYIO pa3paboTky mnpoekra. [Ipemus onpenenena B pasmepe 60%
CHEMECAIHOrO  IOJDKHOCTHOTO  okiana. Ilopyumte Gyxranmrepy AK. I ABPUIIOBOMH
HAYHCIIAT TTPEMHIO H3 (POHA MATEPHAIBHOTO TooIpenns. [TpoexT IpHKa3a [OATOTOBIIEH
cekperapeM A.C. IlerpoBoii (ten. 23-45-67). OcraibHble PEKBH3HUTBl TOIOIHHTE
CaMOCTOSITENIBHO.

3. Cocraebre muceMo-01BeT OO0 «ITpHHTY Ha NpOChOY CTPOUTENBHO-MOHTAXKHONH (UPMBI
«AnbT» pa3paboTaTk MPOEKTHO-CMETHYIO JOKYMEHTALMIO Ha CTPOHTENIBCTBO HKUJIOTO JIOMA
B Hoc. Kouncpo. Ilucemo aapecosano maupektopy gupMmel «AnsT» CyxoBy KH. n
no/umcano 23 asrycra Tekymiero roga jaupektopom OO0 «lIpunt» JleGenensm A.H.
OcTanbuble peKBH3UTHI 0TOJIHHTE CAMOCTOSTEBHO.

4. CocraBpte akr OOO «BbiMmeny 1o pE3ylbTaTaM MPOBEPKH Mep Oe30IIacHOCTH Ha
CKJIaje roToBoH mpoaykuud. OCHOBAHUEM SBJISETCS HPHKA3 TeHepalILHOro Jupekropa Ne
76 ot 13 Mapra Tekyero roga «Q MEpax [0 NMpeIyNnpexx/ICHUIO XUILEHUHY. B pemenun
KOMHCCHH B COoCTaBe HaYallbHUKa c1yxObl OezonacHoctu I.II. Kopresa. 3awm. JIUPEKTOpa
K.E. 3sa3una, 3aBemyromero ckiaazoM TroToBoii npoxykunun  A.P. PakoBa ykasano:
HEOOXOMMO ~ MOJIEPHH3HPOBATH  HMMEIOILYIOCS CHCTEMY OXPaHHOH CHIHaIH3aLMH,
YCTAHOBHTE ~ BHICOKAMepbl Hapy:kHOro wHabmonenus. Hepocraromime PEKBH3HUTHI
AOIOJIHUTE CaMOCTOATENBHO.

5. CocraBbTe OOBACHUTENBHYIO 3aIlHCKY TJIaBHOIO HMHJKEHepa oTaella cnadxkenus JLU.
Xutposa reHepatbHoMy mupektopy OO0 «BuKHHTY o NPHYMHAX HapyLIeHHs rpaguka
[TOCTABKH KOMIUICKTYIOLIUX MaT€PUAJIOB 10 TIPHYNHE HEBBITOIHEHHS rpauKa OTrpy3KH co
CTOpOHBI (pupMmel- maptaepa OO0 «TexcHady. YKakute, 4To rpaUK MOCTABKH HalayeH.
OcTasnbHble peKBH3HTBI JIOMOTHATE CAMOCTOATEIBHO.

6. CoctaBbTe npukas 06 utorax pabots ¢ nokymentamu B 2005 roxy B OAO «Poxunay B
KOHCTATHPYIOLIEH YaCTH YKAaXHTe HA HH3KYIO TpebOOBATEIBHOCTD  PYKOBOAMUTENICH
NIO/IPa3/IeICHHH K KAYeCTBY IOATOTOBKH JIOKYMEHTOB H KOHTPOJIA 3a UX HCIOJHEHHEM. B
PACTIOPANTENILHON  YaCTH JaiiTe 3a/laHHe COTPYIHHKY kanuenspun A K. Kopuepoit
pa3paboTaTh MNPeIOKEHHS M0 YIYYIIEHHIO STOI padoTeL, MOPYUYHTE PYKOBO/HTEIISIM
CIPYKTYPHBIX  IOAPA3/Ie/ICHHH [PEIOCTABUTL OTYETHl © paboTe c JIOKYMEHTaMH.
OcrasibHble MYHKTBL B pacHOpPsAHTEILHON YacTH U HEOCTAIOUINE PEKBU3UTHI JIOTIOJHHTE
CaMOCTOSITEITBHO.

7. CocTaBbTe NPOEKT NPUKa3a O HArPaKIEHHH Crapmero kiaagosmuka ['ycepa Muxaua
Herposuua ITouernoit rpamoroil u lipeMupoBanud B pasMepe 1000 py6. 3a nygmmue
Tlokasarenu B paboTe 10 uToram 3 KBapTaia TeKyIIero roia.

8. CocraBbre muchbMo-0TKa3 000 «Ilpoekt» Ha mpOCHOY CTPOMTENBHO- MOHTAXKHOL
¢Gupmer «I'pag» paspaGorars [IPOCKTHO-CMCTHYIO JOKYMEHTALHI0 HA CTPOHTEIHCTBO
Kujioro oma B noc. JKenesnonopoxuerit. [Tncemo aapecosano aupextopy Gupmer «I'pagy»
Xonosy K.IL u nommucano 3 aBrycTa Tekyuiero rojaa aupexropoM 00O «IIpoekty»
Ewmkunbiv AWM. OcTanbHble peKBU3HTBI JOMOIHUTE CaMOCTOSITEJIBHO.

9. CocraBbTe akT peBmsuH kKaccsl HITO «CeBep», KoTOpas mpoBommiIacs 12 Mo
TEKYIIEro rojja KOMHCCHEH CIIEYIOIIEro cocTaBa: 3aM. TJIaBHOIO Oyxranrepa M.JI. Xpenos
(mpencenarens), craprmit Oyxranrep M.K. JlbMOB, Oyxranrep O.A. Topckuii. [lpu
COCTABJICHHH IIPHCYTCTBOBAN: IUIaBHbLi Oyxranrep H.M. Illoses, kaccup A.Jl. Auapeesa.
12 urons KomucCHs IpOBeNa PeBH3MIO KaCCh! IPEIIPUATHS HO COCTOSHHUIO Ha 12 uions. B



1.

pesyIbTaTe GBUIO YCTAHOBIEHO, YTO OCTATOK HAJMYHBIX JICHET B KacCe, COrIACHO KacCOBOM
KHUTE M JaHHBIM OyX. y4eTa, J0/KeH cocTaB/iTh 23438 pyd. dakTHyecKHH OCTATOK
HaJIMYHBIX jener cocrasui 12238 py0. Hemocraua HainuyHbIX JCHET 10 BHHE Kaccupa
coctasmia 11200 py6. AKT coctaBieH B 3-X 3k3eMiuisipax. OCHOBaHHEM /7l NPOBEACHHA
nposepku ctan npukas gupekropa HITO «Cepep» «O pesusun npeanpustusy» Ne32 ot 5
HIONS TEKYyIIEro roja. AKT yTBep:KIeH reHepainbHbiM aupexTopom MK, Veom 12 mions
TekyIero rofa. Hegocraroime peKBU3HTEI 0OPMHTE CAMOCTOSITEIIBHO.

10. TloaroToBbTe JOKIAMHYIO 3allMCKY HadagbHHKa oTJena peknambl OO0 «Beimmen»
M.MU. bBopucosa na wums TreHepaabHOro ampexropa npeanpustus W.K. Meanosa o
JOMOJIHATENIbHOM  (uHancHpoBaHuM 3aka3a Ne324 Ha HM3rOTOBJICHHE PEKIAMHBIX
[IPOCIIEKTOB B CBSI3H C POCTOM IICH HA MOJUrpapuuecKue yclIyrd BO BTOPOM KBapTase
TEKYIIEro roja W H3MeHeHHeM CMeThl 3arpaT. B [oK1agHOH 3alucKe yKaKuTe, 4To
BBIMIOJIHCHHE 3aKa3a BO3MOJKHO TOJIKO TpH JjonoiHuTensHoM Bbiaenennu 5000 py©.
OcranbHbIe PEKBU3UTHI YKAKUTE CAMOCTOSTEIBHO.

11. CocraBbTe pe3toMe.

12. Hamuumre 3assrenue o mnpueMme Ha pabory B HIIO «Koncynbrant» B KadecTse
MeHeKepa.

13. OdopmuTe 3amuch B TPyA0BOil KHHMKKe npueme Ha paboty B HITO «Koncynbrant» B
Ka4yecTBEe MEHEeKepa.

14. Hanuimte 3agBieHye 00 YBOJIBHEHHH 110 COOCTBEHHOMY JKEJIaHHIO.

15. Odopmurte 3anuch B TPYA0BOH KHHKKE 00 YBOJIBHEHHH 110 COOCTBEHHOMY JKEJIAHHIO.

IIpumepsI TecTOBLIX 3adaHHi
1o JHcuuIvinge «/lokyMeHTHpOBaHHOE o0ecIiedeHue
YIPABJ/JICHYECKOH JesITe/IbHOCTH,
HCII0Ib3YEeMBIX MPH TeKYIIeM KOHTpo.Ie

Peiitnar koHTpoab Ne 1

COBOKYI'[HOCTI: pa60T 10 JOKYMCHTHPOBAHWUIO JICATCIIBHOCTH YUYPCKICHHA H 110
OpraHH3alliHi JTOKYMCHTOB B HEM — 2TO;

1) 00BEKT J1e101pOU3BOJICTRA;

2) 1€JI0NPOU3BOACTBO;

3) co3gaHHe CHCTEMEI JIOKYMEHTAIIHH;

4) enuHas rocyiapcTBeHHAsi CHCTEMa JOKYMEHTALHH.,

2. CoBOKYIHOCTb B3aHMOCBSI3aHHBIX JIOKYMEHTOB, [IPHUMEHSEMBIX B ONpeAeaéHHoi chepe

ACATCIIbHOCTH, — 2TO

1) cucTemMa JOKyMEHTALIHH;

2) 00BEKT JeIONPOU3BO/ICTBRA;

3) npeaMer JeoNnponu3BOICTRA;

4) equHag rocyapcTBeHHAsi CHCTEMa JOKYMEHTALHH.

3.

JlokymeHnTanoHHoe obecredeHne ynpapieHUs — 3T0:

1) jesTenpHOCTH anmaparta yNpaBI€HHS, OXBATHIBAIOIIAS BONPOCH TOKYMEHTHPOBAHMS M

Oopranusalmu paﬁoTbI C JOKYMCHTaAMH B IIPpOLECCE OCYUIECTBJICHUS UM YHOpaBJICHYECKHX
byHKumi;

2) npaBuibHO O(OPMIICHHBIE JOKYMEHTBI, OTPaKAIOIIHE BECh CIEKTP yIpaBieHueCKOil

ACATCIBHOCTH MPCIAIIPHATHS,

3) opranu3anus JOKyMEHT0000pOTa B YUPEIKICHHH;
4) KOMIUIEKC OCHOBHBIX IOJIOXEHUH, ONpPEIC/IAIOUIMX H pPerjaMeHTHPYIOIIUX OpPraHH3alHio

4.

JOKYMEHTHPYEMBIX IIPOLECCOB Ha MPEPHITHH.
CranapTH3anus — 370:

1) cBepka moKyMeHTOB yupexieHus ¢ tpebosanus [OCT;



2) IPONECC YCTAHOBIICHUS U IIPUMEHEHHS [IPAaBHIT ¢ LEIBIO YIOPSJIOUCHHUS JEATCIBHOCTH B
JIETIONPOU3BO/ICTBE;

3) cBepka JIOKYMCHTOB YYPEKIeHHS ¢ (DAKTUYECKMM HaJIHuYHeM COOTBETCTBYIOIIMX
MaTepHaIbHBIX OJ1ar;

4) KOMIUTEKC IOJIOKEHUH, Ope;IeIsFoIHX OpraHH3alHIo J0OKYMEHTOB Ha [IPeNPUSTHH.

5. Cuetema JIOKyMEHTAIHH, CO3/[aHHAs 110 € THHbIM IIPABHJIaM U TpeOOBaHHAM, — ITO:

1) yandunuposansas cucrema JOKYMEHTaIIHH;

2JETCIT:

IO

4) 00LEKT JAeNONpPOU3BOICTRA,

6. KoMmIuteke OCHOBHBIX moJI0KeHHii, ONPEICISIOIMX ¥ PETIIAMEHTHPYIOIIMX OPraHu3aIuio
[IPOLECCOB Ha NPEANIPUSITHH, — ITO:

1) ETCIT: Enunoit rocy napeTBeHo# crereMr JEJIONPOU3BO/ICTRA

2)TOCT;

3) 0OBEKT AeI0NPON3BO/ICTRA;

4) yaudunuposansas cuctema JIOKYMEHTAIIHH.

7. CucTeMa JOKYMEHTALHH — 3TO:

1) CoBOKYNMHOCTL B3aMMOCBS3aHHDIX JIOKYMCHTOB, IPHMEHACMBIX B ONpenenéHHoOH chepe
JeSTEIbHOCTH;

2) COBOKYITHOCTb BCEX JIOKYMEHTOB, oTBeHaronux tpedoBanuam 'OCT:

3) COBOKYIIHOCTB BCEX AOKYMEHTOB, CO3/1aHHas B cooTBeTcTBHHU ¢ EI'CJ];

4) opopmIiieHHE TOKYMEHTOB 110 € THHBIM [IpaBUIIaM.

8. UTo Hesb3s oTHeCTH K cepe nenonpoussoscTsa?

1) opopmnenue CeKpeTapéM NpuKaza o nmpuéme Ha paboty coTpyaHuKa;

2) odopmitenne cekperapém o IPockOe HAYATBHHKA [03IPABHTELHOI TEJIErPaMMBI JIIS €10
MarTepH;

3) odopmienue cekperapém mo 1pockde HavalbHUKA CITYKeOHOH 3aITHCKH B BBILIECTOSIIYIO
HHCTAHIIHIO;

4) odopmitenne cexperapém [IPOTOKOJIA COBELIAHUS PYKOBOAUTEIEH OTIETIOR.

9. Kakoit u3 Hmke mepeunciennpix AOKYMEHTOB HE OTHOCHTCS K IPYIIEe UH(OPMAHOHHO-
CIIPaBOYHBIX ?

1) oObsicHuTeMbHAS 3amHCKa;

2) loKNIaIHas 3amucKa;

3) crucok;

4) rpaduk.

10. O6nexT nenonpousBocTea — 570!

1) opopmrenne nokymentos, OTPAKAIONINX BECh CICKTP YNPABICHYECKOH MEATEIbHOCTH
NPEINPHATHS, & TAKIKE OpraHU3aIMI0 AOKYMEHT0000pOTa B YUPEKICHHH:

2) cucTemMa JOKYMEHTOB, CO31aHHAS Ha OCHOBE €IMHBIX CTAH/IAPTOB;

3) npaBuna, OnpeaesIomue OPraHM3aluio JOKYMEHTHPYEMbIX IPOIECCOB Ha [IPEAIPUITHH;

11. Opranusamus AIOKYMCHTO000POTa HA IPEANPUATHH BKIIOYACT JBHIKCHMC JOKYMEHTOB ¢
MOMEHTa ux ITOJIYYCHHU S UJTH CO3aAHHUS U 10!

1) ux perucrpauuu B COOTBETCTBYIOLIEM JKYpHAJIE,

2) 3aBepIIeHHs UCTIOMHEHNUS, OTIIPABKH HJIM CIA4YH B JIEJ10;

3) ux nepenayn COOTBETCTBYIOIMM JI0JKHOCTHBIM JTHI[AM;

4) MX aHHYJIMPOBaHHS.

12. Cucremarusupopanumii HICPCHUCHE 3aI'0JIOBKOB JIEN C YKa3aHHEM CPOKOB MX XpaHCHHS —
3TO:

1) HoMeHKTaTYypa;

2) abbpesuarypa;

3) apXUBHBIH CIHCOK;

4) xarasnor xpaHeHus.

13. B uém cocront (opmupoBanue nen B opranmzamn?



1) B OTHECEHHH JIOKYMEHTOB K OTpe/IeIEHHOMY JieJly U CHCTEMATH3AIUM JOKYMEHTOB BHYTPH
Jena;

2) B (pOpPMHPOBAHHUHU MOAUIHBOK JIOKYMEHTOB;

3) B COCTABIICHUHM ONHUCEH TTOMEIIEHHBIX B [IAIKY J0KYMEHTOR;

4) B OTHECEHHH JIOKYMEHTOB K OTIPeIeIEHHOMY JIe/y U CIaud HX B apXHB.

14. CKOIBKO 9K3eMILISIPOB TOKYMEHTOB BKJIFOUACTCSA B JIEJI07

1) 2;

2)3:

1

4) 110 YCMOTPEHHIO OpraHH3allkH.

15. Kakoii nomkna 6bITh TONMMHA 1ena?

1) ne menee 400 nucToB;

2) e 6omee 250 nucros;

3) He menee 250 nucToB;

4) B 3aBUCHMOCTH 0T 00BEMA IIAIIKH.

16. I'’2ie xpauar Texkywe nena?

1) B cienmaisHOM OT/IETIE ApXMBA;

2) B celipe pyKOBOAUTEIIS OpraHU3aLINH;

3) Ha pabouux mecTax;

4) B cielMaIbHBIX XPaHUIIHIIAX.

17. I'ne hopmupyrotes Tekyuime jesna’?

1) B CTPYKTYpHBIX MOpa3ae/leHHsX HIH Y CeKpeTaps;

2) B aIMMHHCTPALIIH YUPEKICHHUS;

3) ¥ pyKOBOAUTESI OpraHu3alliu;

4) B CIENUMAIbHOM OTJENIE apXHBa.

18. JlenonpousBoacTso — 310:

1) cOBOKYNHOCTE paboT [0 IOKYMEHTHPOBAHHUIO JIEATEILHOCTH YUPEKIACHHS;

2) odopmieHHE JIOKYMEHTOB, OTPaXKAIOIIHX BEChH CIIEKTP YIPaBJIEHUYCCKOH JIeSTEIbHOCTH
HPEIPUATHS;

3) NpPaBHILHOCTE O(GOPMIICHUS JOKYMEHTOB, OTPAXKAIOLMX BECH CHEKTP YIpaBICHYECKOMN
JCATCIBHOCTH IIPEATPHATHS.

4) COBOKYIIHOCTb IOKYMEHTOB, IIPUMEHSEMBIX B ONpe/Ie/ICHHOI cepe AeATeNbHOCTH.

Perirunr konrpoan Ne 2
1. B kakoMm cj1yyae Ha JOKYMEHTE He BOCIIPOH3BOIMTCS 3MO/IeMa OopraHu3anun?
1) ecim Ha okymente yxe nomermén rep6 Poceniickoii Denepannu;
2) ecim Ha I0OKYMEHTe yxke moMelnén repd cyonekra Poccuiickoit Denepauun;
3) ecm Ha JOKyMeHTe yke moMeméH repb Poccuiickoif Denepannn uwim repd cydbekTa
Poccuiickoit ®enepannn;
4) eciim OpraHM3alKs He CYUTAET HYKHBIM IOMEIIATh 3MOIeMy Ha JI0KyMEHTe.
2. I'1e moMemaeTcs TOBapHLIi 3HAK W SMOIeMa OpraHu3anuu?
1) B BepxHEM JieBOM yriIy;
2) B BEpXHEM IIPABOM YTIIY;
3) B LIEHTpe BEPXHETrO I10JIs;
4) B COOTBETCTBHH C YCTABOM MJIH MOJIOKEHUEM OpraHu3alum.
3. B kakoM cityuae oopmisieTcs Koj oprasuzamnuu’?
1) 110 3KeTaHUI0 OpraHu3aIum;
2) ecu TaKoi KO/ IPUCBOEH;
3) eciiu JOKYMEHT SIBJISETCS MUCXOSLINAM:;
4) ecu TIOKYMEHT SBJIAETCS 0CO00 BAYKHBIM.
4. Kak oioken oopmisithest Koa opranu3anun?
1) B BiuIe tmp B npaBoii Bepxueii yacTi crparuis: Neol ;
2) B BHjle nUP B JIEBOI BepxHeit yacTH cTpanunsl Nol;



3) B Buze OykB u uudp B JIeBOi BEPXHEH 4acTH cTpaHuIsl Nol ;

4) B Busie OYKB U UH(P B IpaBoii BepXHei yacTu crpanulibl Nol,
5. B coorserctBuM ¢ yeM npocTaBnseTes ko Gopmbl J0KymeHTa?
1) B COOTBETCTBHY C BHYTPEHHHMH [IPABHIIAMH OpraHH3aluH;

2) B COOTBETCTBHH C OOINEPOCCHHCKHM KJIACCH()MKATOPOM YIIPABJICHHUS JTIOKYMEHTAIIHH!

3) B COOTBETCTBHH ¢ HajuIexKamm Tpeborarem [OCT;

4) B cootBerctuu ¢ EI'CJI.

6. ['e yKa3bIBacTCs HaMMEHOBAHHE BBIICCTOSIICH OpraHu3anuu?

1) HaJ1 HAMMEHOBAHNEM OpraHM3aINH, BBIITYCKAIOLIEH JOKYMEHT;

2) 0J1 HAMMEHOBAHHEM OPraHH3AIINH, BBINYCKAIOIIEH JJOKYMEHT;

3) clieBa OT HAMMEHOBAHMS OPraHHU3alliH, BBIITYCKaKOINEH JIOKYMEHT;
4) cripaBa OT HAMMEHOBAHHSA OPraHU3aLNH, BBIITYCKAaOIIEH JOKYMEHT.
7. YTo BKIIIOYAIOT B ce0s CIPaBOYHBIE JAHHBIE 06 OpraHusanuu?

1) mouToBEIit axpec u e-mail;

2) MOYTOBLIH azpec U HOMepa Tele()OHOB;

3) noutoBsIi anpec, Homepa TeneOHOB U APyrHe CBE/ICHHS, KOTOPBIC OpPraHu3alus CUUTaeT

HYXKHBIM YKa3aTh;
4) e-mail, HoMepa Tesedonos u daxca.
8. Jlnst Kakoro BHIa JOKYMEHTOB HAHMEHOBAHHE JOKYMEHTa He YKa3LIBaeTcs?
1) BeIIHCKA U3 pOTOKONIA;
2) nenoBas 3ammcKa;
3) MHCBMO;
4) oTuér.
9. Kakumu cumBosiamu odopmisiercs: nata JIOKyMeHTa?
1) pumckumMu nuppamu;
2) apaOcKuMH nugpamu;
3) pumckumu 1 apabeknmu U pami;
4) pUMCKMMH M apaOCKUMK THpPaMi 1 OykBamu.
10. Kakum oGpaszom 1o/KHA BBICISIETS 1aTa JOKyMeHTa?
1) B BHIE: eHb, MecsLL, ro;
2) B BUJE: MECHILL, TOT;
3) B BHJIE: BpeMs, JIeHb, MeCSIIL, roJ;
4) B IPOM3BOILHON (opme.
11. Kakyto nary cienyer npocrarists B MIPOTOKOIIE 3ace aHms?
1) nary 3acenanus;
2) naty oopmiienus mpoTokona;
3) AaTy NOANMUCAHUS TIPOTOKOIA;
4) naty odopMieHHs TPOTOKONIA B /18I0,
12. U3 yero cocTouT perncTpaimoHHbIii HOMED JOKyMeHTa?

1) 43 nopsiIKOBOro HOMEpa, KOTOPBIIl MOKET OBITH TOMONHEH 110 YCMOTPEHHIO OpraHU3aliK;

2) TOJIBKO U3 MOPSIKOBOTO HOMEpa JOKYMEHTA;

3) M3 uHEKca Jieia, B KOTOpOe [MONIMBAETCS JIOKYMEHT;

4) 10 YCMOTPEHHIO OpraHU3aIHH.

13. Yo He BXOJUT B COCTAB PEKBH3UTA «IIOMITHCE )

1) maunas noamuce;

2) HAHMEHOBaHUE JIOIDKHOCTH JIMIIa, MOANUCABILETO JOKYMEHT;

3) ypoBenb 06pa3oBaHus JIMIA, TIOIHCABIICrO JOKYMEHT;

4) Gamunus nuna, noaTHCABIIEro JIOKYMEHT.

14. W3 4ero cocront rpu¢ cornacosauus JIOKyMeHTa?

1) cioBa « COI'JTACOBAHO »:

2) u3 cioa «COI'JIACOBAHO» u nojmucy ¢ pacin(ppoBKoii;

3) u3 cnosa «COTJIACOBAHO», mommucu c pacimiupoBKOM M ATkl
JOKYMEHTa;

ImoanmucaHus



4) U3 cnosa «COI'JTACOBAHO», aomknoctu JMIa, HAaHMCHOBaHUA OpraHM3allMd W
TOAIKCH ¢ paclIH(POBKOIA.

15. W3 gero cocrout oTMeTKa 0O 3aBEPEHHH KOIHH?

1) nagnucun « BEPHO» 1 momucy 10/1KHOCTHOO JHIA ¢ pactIu(POBKOIA;

2) nagmucu « BEPHO», moATHCH I0KHOCTHOTO JHIa ¢ paciiupoBKOH H J1aTOM 3aBEPEHHS;

3) nagmuen «BEPHOw, nomknocty 3dBCPSIOLIETO JIMILA, €TO NOIMCH U JIATEI 3aBEPEHHUS;

4) Hagnucn «BEPHOw, momksoctn 3aBepsioniero JIAL@, ero MOAMUCH ¢ paciuiH(poBKoil U
JIaThl 3aBEPEHUS.

16. Moskno 11 enats 0T™MeTKy 0 NOCTYIICHHH JIOKYMEHTA C IIOMOIIBIO IITaMia?

1) na, mo yemoTpenuio oprannzammm:;

2) Her;

3) 1a, TOJILKO B KPYIHBIX OPTaHH3AIHAX:

4) 1@, TOJILKO B rOCY1apCTBEHHBIX OpraHu3alusix.,

17. Kakoii popmar Gymaru me HCIIONb3yeTcs a1s OJ1aHKoB?

1) A4,

2) AS;

3) A3;

4) A6.

18. Kakyto Gymary skenaressHO HCIIOIB30BaTh IS H3rOTOBICHUS OJIaHKOB TI0KYMEHTOR?

1) Benyro;

2) xKenTyro;

3) rony6yio;

4) Ha yeMOTpeHHe opraHH3aluHm.

PeiiTunr-konrpo/an Ne 3

1. I'ne xpansres nena mo nerevennn cpoka TEKYIIEro XxpaneHus?

1) B apxuse;

2) y pyKOBOIHTEIIS OpraHH3aLHHY;

3) y cekpeTaps pyKOBOJMTENS OpraHu3aiim:

4) moJuIeKaT AHHYIMPOBAHHUIO.

2. Kakum 06pazom omnpeiensercs eHHoCTs JIOKYMEHTORB?

1) no nosnoxenuio B OpTaHH3alUK JIMIA, IIOANHCABLICTO JOKYMEHT;

2) 110 CpOKy TaBHOCTH IOKyMeHTa;

3) € IOMOIIBIO HKCTIEPTH3BL;

4) B 3aBMCHMOCTH OT TOrO, MAIIMHONHCHBIA HIH PYKOIIMCHBIH TEKCT HPHCYTCTBYET B
JOKYMEHTe.

3. KTo nmposouT skcneptusy nokymenra?

1) pykoBonuTens opranusaruu;

2) ceKpeTaphb M Je/ONPOH3BOIHTEb:

3) 9KCIepTHAs KOMHUCCHS;

4) npeJCTaBUTEb APYTOi OpraHM3aIlHH.

4. Kak HasbIBaroTCs 10KYMEHTHI, HCIIOJIb3YIONHECs B cepe yrnpapieHus?

1) opranu3sanmosHO-pacopsitHTe L HbIE:

2) OpraHM3anOHHO-TEXHHYECKHE;

3) aIMHHUCTPATHBHEIE;

4) ynpaBienveckue.

5. omKHOCTHAS HHCTPYKIWMS — 3TO:

1)  nmoxymeHr, wu3maBaembii [IpaButensctBoM  Pocemiickoii Qenepauun B mensx
PEIJIaMEHTALHH OPraHH3aUHOHHO-TIPABOBOTO I10JI0KEH ST PAGOTHHKA;

2) JIOKYMEHT, W3JaBacMEBIH oOprasusammeil B HEJIAX  perylaMeHTAalluH  OpraHH3alHOHHO-
IIPABOBOTO MOJIOKEHHSI pabOTHHKA;



3) MoKyMEHT, M31aBaeMBli opraHusanmei, B KOTOPOM periaMeHTHPYIOTCS YCIOBHS Tpy/a
padoTHHKa;

4) [OKYMEHT, W31aBacMblii OpraHusalmeil, B KOTOPOM pErIaMeHTHPYeTCsl  pasMep
JIOJDKHOCTHOT'O OKJIAJIa.

6. JLyist KaKuX JIOJDKHOCTEH 11pe1yCMOTpEeHbl HHCTPYKITHH?

1) 1 pyKOBOASIIMX;

2) Ul MCIIOJTHUTEILCKUX,

3) JUIsl TEXHUYECKOTO TIepCoHaa;

4) s Beex.

7. B kakoM JIOKyMEHTE OmpeeNeHbl CTPYKTYPa, YHCICHHOCTh M JOKHOCTHOH COCTAR
pabOTHHUKOB OpraHu3anumu?

1) monoxenue 00 opranuzanuu;

2) CIIHCOK COTPY/IHUKOB;

3) WITaTHOE paclUCcaHue;

4) npuka3 o npuéme Ha pabory.

8. YcraB opranusanuu — 310:

1) mpaBoBoit akT, ompexensrommMit TOPLIOK 00pa3oBaHUs M OpPraHW3amuio  paboThl
[PEANPUATHS;

2) npaBoBOI AKT, ONpeeIAFOIIHIL 3a/[a9H 1 LIe/IH OpraHu3aluu,

3) PaBOBO# aKT, ONPeAeISUOLIHI CTPYKTYPY, GYHKIMHU 1 1IpaBa MpeIpUITHS;

4) mpaBoBoii aKT, oOmpeeSIOMHMI  TOPSIOK paspelieHuss  CIOPHBIX  BOIPOCOB  Ha
IPEAIPUATHH.

9. B 4éM cOCTONT Ha3HAYeHHe PACTIOPATHTEILHBIX JIOKYMEHTORB?

1) B peryIMpoBaHMH JNEATENBLHOCTH, H 00eCHCYCHHH pealM3alii [OCTABJICHHBIX 3a/1a4 C
MaKCHMAaJIbHOMH 3(heKTHBHOCTDIO;

2) B 1y0/IMpOBaHHH OPraHU3alMOHHBIX JOKYMEHTORB;

3) B Opranu3anuy CHCTEMbI HOOMIPEH Il H HaKA3aHHiT PabOTHHUKOB;

4) B 10NI0JIHUTETEHOM HH(MOPMUPOBAHUH PabOTHHKOB BHYTPH OpraHH3aIHH.

10. Kakoit u3 HIDKe [IepeUrCIIeHHBIX JIOKYMEHTOB He H3aéTes PYKOBOJIUTENIEM €JIMHOIHYHO?

1) npukas;

2) yKka3zaHue;

3) pacniopsbkeHue;

4) akr.

11. Mecto cocrarnenus 10kyMenTa He pocTapisercs Ha:

1) npukasax;

2) IeNIOBBIX 3aIHCKAax;

3) caykeOHBIX NUChMax;

4) ykazaHusx.

12. CKoNBKO apecaTtoB He MOKET HMETh JIOKYMEHT?

I)1;

2) 3;

2) ¥

4) 4.

13. Kakum 06pasom J1o/mken H3/1aratses TeKCT B nokymenTe «MHCTpyKIHs»?

1) OT nepBoro M €AMHCTBEHHOTO YHCIIA;

2) OT IIepBOro IHI@A MHOKECTBEHHOIO YHC/Ia;

3) OT TPEThEro JIHIA eTMHCTBEHHOTO YHC/Ia;

4) OT TPETBEro JMIA eAMHCTBEHHOTO WM MHOYKECTBEHHOIO YHCIIA.

14. Uto HeoOX0AMMO yKa3bIBATh B OTMETKE O HATHYUK HNPHIIOKEHUS?

1) komuyecTBO;

2) KOJIMYECTBO JIHCTOB, HA KOTOPBIX PACIIONIOKEHBI TIPUJIOKEHUS

3) KOJIMYECTBO MPUIIOKEHHTT U KOJIMUECTBO JIMCTOB, HA KOTOPBIX PACIIOJIOKEHBI IPHIIOKEHHS;

4) Huyero.



PernameHTt IIPOBEJIECHUSA TEKYIIEro KOHTPOJIA U OLICHHBAHMA

Ne Bun paGotsr [IpogomxuTensHOCTE
1; [Tpenen aiuTenbHOCTH TecTHpoBanus (20 Bompocos) 35-40 mun.
2. Buecenue ucnpapieHui JI0 5 MHH.

Wroro (B pacyere Ha TeCT) JI0 45 Mun.

O6Guee pacrupeesenne 6alI0B TEKYIIEr0o KOHTPOJS 10 BHaM y4eOHbIX padoT 114

cryaeHToB (B cooTBeTcTBHU ¢ [los10:KeHnemM)

Pelitunr-konrposns | Tect 20 Bornpocos Jo 15 bannos

PeiiTuHr-KoHTpONb 2 Tect 20 Bonpocor Ho 15 Ganos

Peltunr konrpons 3 Tect 20 BOnpocos JHo 30 6annos
KoHTponbHnas padora (5 3ana4)

[loceleHne 3aHATHI CTYIEHTOM 5 Gannor

JononuurenbHble Ganbl 5 Gannor

(Oonychl)

BrinonHeHue ceMecTpoBoro 30 Gannos

I/1aHa CAMOCTOATE/IbHOMH paboTEl

Hroro | JIo 100 Ganyos

BO[][)OCI:I K 3a49eTy o AHCuHIl/IHHEe (QIIOKyMeHTIlpOBaHHOE obecrnieyeHue ynpaBﬂquecxoﬁ

[a—

(%)

pol FEEN A S

10.
11.
12

13.
14.
IS
16.
17
18.
15,
20.
41,
22,
.2 8

AeSITEJILHOCTH»
[lonsTHE TOKYMEHTA.

CymHOoCTh JOKYMEHTHPOBAHHOT0 00ecIeYeH s YIIPaBIeHYeCKOM JIesITeIbHOCTH.,
OcHoBHBIE ~ HOHSTHS  JOKYMEHTHPOBAaHHOI'O obecrieueHHsl  YHpaBlICHYECKOH
NeSITEeTbHOCTH.

JlokymeHT 1 uHbOpMmarus.

DopMynAp TOKyMeHTa.

IOpuanueckas cuiia JIOKyMeHTa.

Tunonorus 10KyMeHTOB.

Knaccunduxanus HOpMaTHBHBIX JJIOKYMEHTOB.

Opranu3alMoHHO-pacOPIIUTEIbHBIC JOKYMEHTBL.

®uHaHcOBO-OyXrajaTepeKas J0KyMeHTaIU.

HayuHo-TexHHUYecKas TOKYMEHTALHS.

OpranusanMoHHO-IIpaBoBas  JOKYMEHTAlMH:  YUPEJUTEILHBIH  J0TOBOP.,  YCTaB,
NoJIoXKeHHe 00 opraHu3allMd, CTPYKTYpa M IUTATHas YHCJIEHHOCTDL, IOJIOKEHHE O
CTPYKTYPHOM IOJpa3e/ICHHH, ITATHOE PACIIUCAHUE, TOIKHOCTHAS HHCTPYKIHS.
OT4eTHO-CTaTUCTHYECKHE JIOKYMEHTBI.

[IpoexTHas JoKyMeHTAIHS.

[Topsa0K JOKYMEHTHPOBAHHS YIIPABJICHYECKOI 1eATEILHOCTH.

YuuduKkanus ¥ cTaHAapTH3ALHS YIPABIEHUYECKUX JOKYMEHTOB.

Buibl O1aHKOB.

OCHOBHBIE PEKBU3HUTLI JIOKYMEHTOB.

[TopstoK MOArOTOBKH U 0(OPMIICHHUS! IIPOSKTOB JIOKYMEHTOB.

TupaxupoBaHue T0KyMEHTOB.

[Topsiok oopMiIeHNst OTAENBHBIX BHJIOB HOPMATHRBHBIX TOKYMEHTOR.

CoBpeMeHHOE 1eT0BO€E MTUCHMO.

[IpaBuna BeieHUs J1eJI0BOI EPEIIUCKH.




24.

25,
26.
27.
28.
25,
30.

31

36

41

43

31

OcHOBHBIE JIOKYMEHTBI CO3/laBacMble [UISl OCYILICCTBJICHHSA JEJIOBOTO OOILICHHA U
IIPOBEACHHS ITYOIHYHBIX BBICTYIICHHI B OpraHu3aliuy.

Buzel npesenTanmii.

IMopsinok cozanusi OusHec-mpe3eHTaImi.

MnctpyMenTs! IpoBe/IeHHs ICJIOBBIX MYOITHYHBIX BBICTYILICHHII.

[Topsanok npencTaBneHus npe3eHTamii.

[ToHATHE 2IEKTPOHHOTO JOKYMEHTA.

Kiaccuduxarms sneKTpoHHBIX T0KYMEHTOB.

. DJIEKTPOHHBIE IOKYMCHTBI B PAMKaX 2JIEKTPOHHBIX KOMMYHHKAITHIT.
32,
33.
34.
35,

Pabora ¢ 2/1eKTpOHHBIMH JIOKYMEHTAMH.,

[Topsiiok mepeBo/ia 31eKTPOHHOI TOKYMEHTALMH B OyMakHyIO (GopMy H 06paTHO.

@OH HNEKTPOHHBIX JOKYMEHTOB OpraHH3allHH.

Obecnievenne  uHoOpMannoHHON GesonacHocTH TpH  pafoTe ¢ MEKTPOHHBIMHE
JIOKYMEHTaMH.

- lopsinok oprannszanuu 1 paboThl OT/IETIOB A€JIONPOM3BO/ICTBA B OPraHM3AIIHMSIX.
37.
38.
39,
40.

Llenu u 3anauu ciayx6er JJOY.

@yuxuuu cayxosr JJOY.,

[IpaBa 1 oTBeTCTBEeHHOCTH CiykObI JJOY.

[opsinok B3anmoseiicTsus ciyx6s1 JIOVY ¢ apyrumu
CTPYKTYPHBIMH II0Zpa3/ie/IeHUAMH,

. Ilopsaok npuema JOKyMEHTOB.
42.

PGFHCTpaHHﬂ, HallpaBJICHUE U PaCCMOTPEHHE BXO/IsICiT KOppEeCIIOHACHIIHH.

- [1opsi/1oK IIOArOTOBKY ¥ perucTpanny HCXOAAIUX W BHYTPEHHHX JIOKYMEHTOB.
44,
45.
46.
47.
48.
49.
50.

Yyer o6beMa JOKYMEHTO0G0POTA.

Opranu3anust KOHTPOIIS HCIIOJHEHHS TOKYMEHTOB.
3HavyeHHe KaJIpOBLIX JOKYMEHTOB.

Buibl KaIpOBEIX JIOKYMEHTOB.

Tpynosoit norosop.

JlokymeHTannonnoe oopmieHne npuema Ha padory.
Tpynosast kHIKKa.

. JInunas kaprouxka.
52.
. 2
54,
55,
56.
.
58.
59.

JInunoe feno coTpyaHuKa.

[Topsok XpaHeHHs KaJpoBIX JOKYMEHTOB.
Cocraniienne HoMEHKIATYPBI JEI.
®opmupoBanue 1 0(opmIeHHE e,

Buei peectpos.

OKCIepTH3a IEHHOCTH J0KYMEHTOB.
[lopsnok nepenayu e B apxXus.
llorCKOBBIE CHCTEMBI 110 TOKYMEHTAM.

6.6. MeToauuecKkne MaTepHAaIbl, ONPeIeSIOMHe Hpoueayphbl OLCHHBAHUS 3HAHMIT,

YMeHUii, HABLIKOB 1 (H/IH) ONILITA JIEATEALHOCTH, XaPAKTEPH3YIOLHX Y TAMbI
(opmMHpoOBaHI KOMIIETeHLHIT

Onpoc 1npoBomuT mperoxasatenh 10 BCeM TeMaM JIHCIMILIHHLL 3HaHHs, YMEHHsI,

HaBBIKH CTYIACHTA NpPH IPOBEACHHH OIIpOCa OLIEHUBAIOTCS «3a4YTEHO», «HE 3a4yTeHO ). OcHoBOM

JUJIA

OIIpeaCIICHUA OLIEHKH CITYJKHT YPOBCHB YCBOCHH CTYJACHTaMH Marepunasa,

NpeyCMOTPEHHOI0 JJaHHOU paboyeil mporpaMMoi.
OueHuBaHHe CTY€HTA HA ONIPOCE 10 JANCHHILIHHE «/lokymenTHpoBannoe obecneyenme

YIPABJIEHYECKOI 1eiTeIbHOCTH

Ouenka TpeboBanus K 3HAHNAM ’

«3ayTeHOy

OueHka «3a4TEHO» BBLICTABAAETCA CTY/EHTY, KOTOPBIH  YCBOWII  Mpea1ycMOTPEHHBI
NPOrpamMMHbIH __ MaTtephai;  NpaBWIbHO, € MpHBEICHHEM NPUMEPOB,  MoKasza




CHCTCMATH3MPOBAHHBIE 3HAHUA MO0 TeMe NHCLUMIUIMHBL, CNOCOGEH CBA3aTh TEOPUID ¢
NPakTHKOM, TeMy BOMPOCA € APYrMMH TeMaMM JAHHOIO Kypca, Ipyrux wusy4aembix
MpeaMeTOB.

OL[I’:THKE!, «HC 3a4TCHO» BLICTABJISACTCH B CJICAYIOLNX cnyyasax:

1. CTy,EleHT HE crpaBuiCcs C 3a/laHMEM, He MOYKET OTBEeTUTL Ha BOIIPOCHI, [IPeATOMKEHHbIC
npernoaaBaTeacm, He obnazaeT LEJIOCTHBIM npeacrasiaeHueM o0 H3yyaemoil Teme u ee
B3aMMOCBSA3SX.

2. OTBeT Ha BONPOC MONHOCTHIO OTCYTCTBYET.

3. OTKa3 ot oTBeTA.

«He 3aureno»

=i
Tecr OLICHHBAETCsA IIperioiaBaTeIEM I10 CUCTEME «3a4YTCHO», «HE 3aUTEHO .
Kplrrepml H II0Ka3aTe/Iu, HCHOJIb3yeMbI¢ IIPH OIICHHBAHHH TeCcTAa
Kpurepun IMokasarenn f
0-59% npaBuaLHBLIX OTBETOB He 3aureHo j
60-100% npaBHILHBIX OTBETOBR 3auTeHo

3ager npunumaer jektop. OleHka 3HAHUIL CTYJICHTA Ha 3a4eTe HOCHT KOMILICKCHBII
XapakTep U ONpenensercs ero;
- OTBETOM Ha 3ayeTe;
= Y4eOHBIMH JTOCTHKEHHAMH B CEMECTPOBBIH IIEPHOI.
3HaHMSA, YMEHHsS, HaBBIKH CTY/EHTa IpH  NPOBCJCHHH 3aueTa 10 JUCLHIUIMHE
OLCHUBAIOTCA II0 CHCTEME: «3a4TEHO» M «HE 3auTeHO». OCHOBOH UL OTIpEe/ICIIEHHs] OLECHKH
CIIy’KAT YPOBCHb YCBOGHHs CTYJIEHTAMH MaTepHaa, [IPEIyCMOTPEHHOI0 JaHHOH paboueit
[IPOrpaMMOii.
OuexnBanne cryaenta Ha 3avere 1o IHCHUILIHIE

«lokymenTuposannoe odecneuenme YIPABJICHYECKOI IeTEILHOCTH
Ouexka TpeboBanus K 3HaHHAM

——

Ouenka «3a4YTEHO» BLICTABJISETCS CTYACHTY, €C/IH OH TBEPJO 3HaeT Matepualjl, rpaMOTHO M [10Q)
«3ayTeHo» CYLIECTBY H3J1araer €ro, He pnomnyckas CYIIECTBEHHBIX HETOYHOCTEH B OTBETE Ha BOMpoc
MPaBUJILHO NpUMeEHAEeT TEOPETHUECKHE MOJIOKEHHSA [pH1 peLICHHUH NMPaKTHYECKHX BOIIPOCOB M
Bazady, BiafeeT HeoOXOAMMbIMU HaBbIKAMH H IIpHEMaMH UX BbINOJIHEHUS,

OueHka «He 3ayTeHO» BBICTABIIAETCA CTYIAEHTY, KOTOPBLIH He 3HAeT 3HAYHTENbHOMN 44CTH
NPOTPaMMHOT0 MaTepHana, IOIYCKAeT CyIIeCTBEHHbIE OLINGKH, HEYBEPEHHO, ¢ OOJbIIUMK
3aTPYAHCHUAMH  BBINOJNHAET  MpaKTHUYECKHE padotel.  Kak  npaBmio,  ouewka
«HEYLOBJICTBOPUTENLHO» CTABUTCA CTY/IEHTaM, KOTOPbIE He MOIYT NpOAOJIAKUTE 00yUueHHe Ges
AOTIOTHHTENBHBIX 3aHATHIT 110 COOTBETCTBYIOLLEH AHCIIHILIHHE.

«He 3a4yTeHon

6.7. Meroanueckne YKa3aHus LI 00Yy4armHuXcs 110 0CBOCHHIO JHCHHILITHBI

OO6yuenne mo aucrmMmIHHE «/lokymMenTHpoBaHHOe o0becneyenue YIpaBJIeHYECKOH
ACATCIBHOCTHY  NIPEANOJIaracT H3y4eHHe Kypca Ha ay[IMTOPHBIX 3aHATHAX (ICKUMH M
[PaKTHYECKHE 3aHATHSA) M CaAMOCTOSTE/ILHOI padboThl  CTYOECHTOB. IpaxTuyeckne 3ansTus
JUCIMIUIMHBL  «JloKyMEHTHpoBaHHOEe  obecrneyenue YHOPaBACHYECKOH  JIeSATEeNILHOCTH
IIPEAIIONAraloT UX POBE/ICHHE B Pa3IHIHBIX (opmax ¢ nenvio BeIIBICHNS NOJIYYEHHBIX 3HAHMI,
YMEHHUH, HABBIKOB U KOMIICTEHIIHI,

C uensio obecneuenus YCICIIHOro 00y4YeHHs CTYIEHT AOJDKEH IOTOBHTHLCS K JIEKIIHH,
[IOCKONILKY OHa ABJISeTCS BakHeieit Gopmoii OpraHu3alnu yuyeGHOro npouecca, IIOCKOJIBKY:

-~ 3HAKOMHT C HOBBIM y4eOHBIM MaTepHAIOM:;

- PasbACHACT y4cOHBIC 3IEMEHTE, TPYIHBIC 11 IIOHUMAHHS

- CHCTCMATHU3HPYET y4eOHBIH MaTepHa;

- OPHEHTHpYeT B yueOHOM Ipolecce.



Hoozomoska k nexyuu 3axmovaercs B CIIEYIOIIEM:

- BHHMATEJIPHO NPOYHTAliTe MaTepHasl npeabIIyILeil JIeKIHuU;

- y3HaHTe Temy mpeicrosueif Jiekmmn (mo TEMaTHYECKOMY IUTaHy, 110 HH(OpMaUu
neKTopa);

= O3HAKOMBTECH C yYEOHBIM MATEPHAIOM IO y4eOHUKY U yueGHBIM 10COBHSIM;

- TIOCTapaTeCh YACHHUTH MECTO U3y4aeMOH TEMbl B CBOCH IpPOdecCHOHATLHOM
[I0JICOTOBKE;

- SAIUIIMTE BO3MOXKHBIE BOIPOCHI, KOTOPhIE BEI 3a1aHTe JICKTOPY Ha JEeKI[HH.

Loozomoska k npaxmuyeckum sansmusm:

- BHHMATCILHO [IPOYMTafTe Marepual JIeKUUi  OTHOCALMXCH K JTAHHOMY
TIPAKTHYICCKOMY 3aHATHIO, 03HAKOMBTECH € yUeOHBIM MaTepHaIoM no yuyeOHUKY W
y4€OHBIM 110COBHsM;

- BBIIHMIINTE OCHOBHBIC TEPMUHBI;

- OTBETHTC Ha KOHTPOJIBHBIE BOIPOCHI 110 3aHSTHSM, FOTOBBTECK JaTh pa3sBepHYTELIH
OTBET Ha KaXKJbIH U3 BOIPOCOB;

" YACHHTC, KaKue y4eOHbIe 3JEMEHTHl OCTATNCh U BAC HESCHBIMH 1 nocTrapanTech
IOyIHTh Ha HHX OTBET 3apaHee (10 CCMHHAPCKOTO 3aHATHS) BO BPeMsl TEKYIIHX
KOHCYJIbTAllMH IIperogaBaTeis:

- TOTOBHTECH MOMHO HMHIMBHIYaNbHO, NMApaMH WIH B COCTABE MQJIOH TPYIIIIEI,
TOCIEHHE SIBIAIOTCA dPEKTHBHEIMH (OpMaMH paboThI.

lloozomosxa k 3auemy. Texyumit KOHTPOJIb IOJIKHBI CONPOBOXKIATE peIekcHs yyacTus
B HHTCPAaKTUBHBIX 3aHATHIX W OTBETHl HA KIIOYEBLIE BOIIPOCBI IO H3YYEHHOMY MarepHay.
HroroBslit KOHTpOIIB IO KYPCY OCYyIICCTBIACTCA B JOpMe OTBETA HA BOIIPOCHI K 3a4eTy. B camom
Havane y4edHOro Kypca HEOGXOAHMO MO3HAKOMUTECS CO clenyromen yuyebHO-MeTOHYeCKOii
NOKYMEHTAIHEH

- TIpOrpamMmoi JUCIHUIIIMHEIL;

- TICpEUHeM 3HAHUH ¥ yMECHHUH, KOTOPBIMH CTYICHT J0JIKEH BJIAJIETh;

- TCMaTHYCCKMMH IIJTAHAMH 3aHATHIL;

- KOHTPOJIbHBIMH MEPOIIPUSTUIMM:

- y4eOHHKOM, yueOHBIMH OCOOUAMH 110 AUCHHIUTMHE, a TAKXKE ICKTPOHHBIMHU
pecypcamu;

- TIepevHeM BOIIPOCOB K 3aYeTy.

[Tocite atoro mosmkmo chopmupoBatbes yeTkoe peicraBienne 00 o0bemMe H Xxapakrepe
3HAaHHH M YMEHHH, KOTOPBIMH HAaIo Oyner omnageT: mo amermMmIHHE, Cucremarnueckoe
BLITOTHCHHE y4eOHOH paboThl Ha 3aHATHAX [TO3BONHT YCIICIIHO OCBOMTD JHCHHILIHHY H CO3/aTh
Xopouryro 6a3y Ui ciauu 3ayera.

7. VUEBHO-METOAHUYECKOE M MH®OPMAIHOHHOE OBECHEYEHUE
JAUCHUILIUHBI (MO/LY.J151)

a) Ocnosnas JinTeparypa

(F Kupcanosa M. B. Kypc ACTIONPOU3BOACTBA: JOKYMEHTALHOHHOE 0becey.
yhpasi.: Y4eb. moc. / M.B.Kupcanosa, IO.M.Axkcenos - 6 u3., ucnp. u jiom. - M.: HUI]
HMH®PA-M, 2014-256 ¢ - ISBN 978-5-16-006789-6

2. YeproBa C. T, HokymenTaunontoe obecneuerme YNpaBneHus [DneKTpoHHbIH pecype] : yued.
nocodue / Hosocu6. roc, arpap. yH-T, OKoH. ¢ak.; cocr. C.I", Yeprosa. — HoeocuGupcek: 3onoroii Ko:10¢,
2014.-106 c.

3 beikosa T. A. JokymenTanmonnoe oOecrieyenue YIIpaBIICHHSI
HETOCY1apCTBEHHBIX Opranusanuii: Yue6uoe nocodue/Bukopa T. A, Canxuna JI. B, 2 un3n.,
nepepad. u jom. - M.: HUI[ MH®PA-M, 2015 - 302 c.: 60x90 1/16. - (BO: bakanaspuar)
(ITeperner) ISBN 978-5-16-010379-2



0) lonoanurensHas JUTepaTypa

1. Enannesa, O. I1. JJokymeHTanmoRHoe olecreyenne ynpasieHus B COLMANTBHO-KYIBTYPHOM
CEPBHCE M TypusMme [DieKTpoHHBIH pecypc] : yuebmuk / O. II. Enannepa. — 3-e m3n.,
nepepad. u gon. — M. : ®JIMHTA : HOVY BIIO «MIICY », 2014, — 360 c. - ISBN 978-5-
9765-1551-2 (OJIMHTA ), ISBN 978-5-9770-0780-1 (HOVY BIIO «MIICY »)

2. Bynar P. E. JlokyMeHTammonHOe obecIieyeHHe yrpasieHns IepcoHaioM: YueGHoe nnocodue
/ P.E. Bynar. - M.: HMUI] WUHOPA-M, 2015. - 234 c.: 60x90 1/16 + ( Jom. mar.
znanium.com). - (Beicinee obpasosanne: bakanaspuar). (nepener) ISBN 978-5-16-010318-

3. T'ymuna U. A. HokymeHTamMonHOe 06eceyenue YIPaBICHHS B COLHATBHO-KYILTYPHOM

cepBHCe H TypusMme: YueGHoe mocobue / I'ympna Y. A., 3aiinera H. A. - M.: Anbda-M,
HHILI MFHOPA-M, 2015. - 240 c.: 60x90 1/16 (Ilepennér 7BL1) ISBN 978-5-98281-152-3

B) HaTepHeT-pecypenr

1. http://www.countries.ru/Iibrary.htm Henonpoussoxactao.
2 http://imp.rudn.ru/ffec/cult-index.html - Denepaneupii  GoHA  yaeGHBIX KYpPCOB.
Henonpoussoncrso.

8. MATEPHAJIbHO-TEXHUYECKOE OBECHHEYEHHE
AUCHUTTIUHBI (MOIVY.JI5D)

M obecnieyenns o6pasosarenbHOro lipomecca 1o TUCUMIIMHE HHCTHTYT PAcIiojiaraet
CICAYIOIEeH MaTepHaTbHO-TEXHHYECKO Gasoit, obecneunBaromeit NPOBEICHHE BCEX BHJIOB
AUCHHILTHHAPHOH M MEXIMCITHILTMHAPHOI HOZIrOTOBKH, IPEXYCMOTPEHHBIX YUeOHBIM IJIAHOM K
COOTBETCTBYIOLIMX JICHCTBYIONMM CAHHTAPHBIM 1 [IPOTHBONOKAPHBIM NIPABHIIAM M HOPMaM:

- JICKIIHOHHBIC ayTUTOPHH, 0GOpYIOBaHHBIE BHIICONPOCKUMOHHBIM  000pYi0BaHHEM JIst
[IPE3CHTaIM, cpencTBaMu 3BYKOBOCIIDOM3BE/ACHHS, SKPAHOM M HMEIOLIHE BBIXOJ B CETh
Hurepner;

- [IOMEIICHHS 171 IPOBECHUS IPAKTHYECKHUX 3aHATHH, 000pyaOBaHHEIE YUeGHOI MeOelnbio;

- bubnmoreka, umeromas mecra s CTYACHTOB, OCHALICHHBIE KOMITBIOTEPAMH C JOCTYIOM K
GasaM NaHHBIX U ceTH HuTtepHer;

- KOMIIBIOTEPHBIE  KJIACCHI C KOMILIEKTOM JIHIIEH3HOHHOIO NIPOrpaMMHOro  obecrnevyeHmus
Microsoft Office, «KoncymsrantiTmocy.
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