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1. IEPEYEHb

IIVTAHUPYEMBIX PE3YJIBTATOB OBYYEHUA 11(0)

AACHUIIJIMHE, COOTHECEHHBIX C IIJTAHUPYEMbBIMH PE3YJIbTATAMH
OCBOEHMHSA OBPA3OBATEJIbBHOMU ITPOI'PAMMBbI

1.1. leab ocBoeHMST AUCHUIIJIUHBI

[lenpl0 OCBOGHHSI TUCHMIUIMHBI SIBISETCS (POPMUPOBAHHE Y OOYYAIOIUXCS CIEAYIOMINX

KOMIIETCHIINH:

Koa xoMneTeHIIuu

HaunMenoBaHue KOMIEeTeHIINH

OK 1

[loHnMaTh CymIHOCTF W CONHANBHYIO 3HAYMMOCTH CBOeH Oynymied mpodeccun,
IIPOSIBJIATD K HEH YCTOMYUBBII UHTEPEC

OK 2 OpraHu30BBIBATH COOCTBEHHYIO JICATCIILHOCTh, BRIOUPATH THUIIOBBIC METOJBI U CIIOCOOBI
BBITIOJTHEHUsI TPO(ECCHOHATBHBIX 3a]1a4, OIICHUBATh UX () (HEKTUBHOCTH M KAYECTBO.

OK 3 [Ipunumath pemieHuss B CTaHAAPTHBIX M HECTAHAAPTHBIX CUTYalUSX M HECTH 32 HUX
OTBETCTBEHHOCTb.

OK 4 OcCylIecTBIAT, TMOWCK W HUCIOJNB30BaHHEe HH(pOpMaIuu, HEOOXOAMMON s
3¢(GEKTUBHOTO BBITIOJIHEHUS MPO(ECCHOHANBHBIX 3a/a4y, NPOPECCHOHANIBHOTO U
JINYHOCTHOTO Pa3BUTHUSL.

OK 5 Hcnonws3oBaTh UH(POPMAIMOHHO-KOMMYHHUKAITHOHHBIC TEXHOJIOTUH B
podeCCHOHAIBLHOM esITEIbHOCTH.

OK 8 CaMOCTOSATENIEHO OMPEACIATh 337aud MPO(EeCCHOHATBLHOIO U JIMYHOCTHOTO Pa3BUTHS,
3aHUMATHCS CaMO00Pa30BaHUEM, OCO3HAHHO TIAHMPOBATH TOBBIICHUE KBATH()UKAIIUHL.

OK 9 OpueHTHPOBATHCS B YCIOBUAX IMOCTOSIHHOTO W3MEHEHHS MIPaBOBON 0a3bl

TIK 1.1 OcymiecTBIATE TPO(ECCHOHANEHOE TOJIKOBAHHWE HOPMATHBHBIX MPAaBOBBIX AKTOB IS
peanu3aly npas rpakJaH B cepe MeHCHOHHOT0 00CCIICUCHUS M COIUAILHON 3aIIUTHI.

TIK 1.2 OcylecTBISITh MpUEM TpaxkJaH [0 BOMPOCaM IIEHCHOHHOTO OOecledYeHus Hu
COIMAJIbHOM 3allIUTBHI.

TIK 1.3 PaccmarpuBath makeT JOKYMEHTOB JJIS Ha3HAYCHHS MEHCHH, MOCOOMIA, KOMIICHCAIIHIA,
JPYTUX BBIIUIAT, a TaKXe Mep COIMAJbHOM TMOAMEPKKH OTIECIBbHBIM KaTeropHsM
TpaXkJlaH, HY>KJIaroIIMMCS B COLIMAJIbHOM 3aluTe.

IIK 14 OcylecTBISITh YCTaHOBIEHHE (HA3HA4YeHHE, Tepepacder, MepeBOid), MHIEKCAIHI0 U
KOPPEKTHPOBKY ICHCHA, Ha3HAUCHHE MOCOOMI, KOMIICHCAIIMA U APYTHUX COIMATbHBIX
BEITIJIAT, UCTIONIB3YS] HH)OPMAITHOHHO-KOMITBIOTEPHBIC TEXHOJIOTHH.

IIK 1.6 KoncynbTupoBare rpaxkgaH M NOpeACTaBUTENECH IOPUAWYECKUX JIMI IO BONPOCAM

IIEHCHOHHOI'0 00eCIICUeHHUS U COHHaHbHOﬁ 3allIMThI.

1.2. Ilnanupyemble pe3y/ibTaThl OCBOCHHUS IHCIMIIIMHBI

B pe3ynbraTe 0cBOEHUS NTUCHUIUIMHBI O0YYarOIIUICs TOJIKEH:

yMeTb:

—O(bOpMHHTL OpTraHnu3alluOHHO-PACIIOPAAUTCIIBHBIC AOKYMCHTBI B COOTBCTCTBHUU C

nercryromuM ['OCTowm;

—OCYIICCTBIIATH 06pa60TKy BXOJAAIINX, BHYTPCHHUX U UCXOAAIINX JOKYMCHTOB, KOHTPOJb 3a

X UCIIOJTHCHHUEM,

—OCbOpMJ'IS[TB JOKYMCHTBI IJId I€pEaavyu B apXrB OpraHHU3allu.

3HaATb:

—IIOHATUC JOKYMCHTA, €ro CBOI>'ICTB3, CITOCOOBI JAOKYMCHTHPOBAHUSA
—IIpaBujyia COCTABJICHUSA U O(pOpMJ'ICHI/IH OpTraHnU3allUOHHO-PACTIOPAINUTCIIBHBIX TOKYMCHTOB

(manee - OPJI);

—CHCTEMY U THUIIOBYIO TE€XHOJIOTHIO JIOKYMEHTALlMOHHOIO OOecCreueHus yrpaBieHus (najiee -

A0Y);

—0CO0EHHOCTH ACJIONIPOU3BOJACTBA 11O O6paI_I_ICHI/I$IM TpaxxJiaH H KOH(I)I/I,Z[CHL[I/IB.J'ILHOFO

ACJIOMMPOU3BOJACTBA.



1.3. MecTO TUCHUIJIMHBI B CTPYKTYpe 00pa3oBaTeIbHOM MPOrpaMMbl

JucuuniamHa «JloKymMeHTallMOHHOE obecrieueHue

YIIPABIICHUS» OTHOCHUTCA K

npodeccuoHaNIbHOMY  y4eOHOMY LUKy  00IIenpodeccuoHalbHBIX  TUCHUIUIMH  OCHOBHOM

npoecCHoHaNBLHOM 00pa30BaTEILHOMN MPOTPaMMBI.

2. CTPYKTYPA U COAEPKAHUE JUCIHUIIJINHbI

2.1. O0béM yueOHOH TUCHHMIIMHBI M BUAbI Y4e0HOii padoThI

OO6mas Tpyn0EMKOCTh TUCHUILIMHBI cocTaBisieT _44 wvaca. VX pacnpenencHue 1Mo BHIAM

paboT mpeAcTaBIeHO B TaOIHUIIE:

Buabl yueOHbIX 3aHATHH U padoThI 00yYaIOIIHXCSH TpynoeMKocTh, Yac
OO6u1asi TPY10€eMKOCTb TMCHUILINHBI 44
O0bem padoThl 00yYAKOIIMXCSI BO B3AUMOAEHCTBUH € 34
npenojaBaresieM N0 BUAAM YUeOHBbIX 3aHATHH (Bcero), B T.4.:
JIEKITUH 18
1a060paToOpHbIE paOOTHI -
MPAKTUYECKUE 3AHATUSA 14
KYPCOBOE NMPOCKTUPOBAHUE (KOHCYJIHTAINN) -
CamocrositesibHas padora 10
KonTpoub (4achl Ha 3a4er) 2
KoncyabTanus nepea 3k3aMeHOM -
IIpomexyTOUYHASI ATTECTAUSA 3a4yer




2.2. Coep:kaHue IMCHHUILIHHBI, CTPYKTYPHPOBaHHOE 110 TeMaM, 113 cryaenTos OUHON ®OPMbI OBYYEHUSI

Koasb! Bujbl yue0Hol padoThl
KOMIIET€HITHIA, Pa6ora Bo
¢opmupoBanuio B3aMMO/IECTBHH C =
KOTOPBIX npenoaaBatejiemM g
CrocooCcTBYeT @ o é 5 DopMbl TEKYIIET0 KOHTPOJIS
JIEMEHT HaumeHnoBaHnue pa3zaeiioB, TeM § 2 § g § E Py (HaMMeHOBaHH e OLIEeHOYHOT 0
nporpamMMsl = E‘ 5 g5 é é cpencTBa)
5 | 25| £5|£2
: | S5 22 |S
= | 28| 28
_3 cemectp
OK 1-5,0K 8,9 Tema 1. JIoKyMeHT U CHCTeMBI JOKYMEHTAIIMA 2 TectupoBaHue o TeMe
IK 1.3 CoJiepKaHHe TEMBL: BhINoJIHEHHE NPAKTHYECKUX
1.3HaueHue u conepkaHue AUCHUIUINHBI «/JOKyMEHTAaIMOHHOE 00eCTIeUeHNE YIIPaBICHUS. 3aaHui
2.IToHsTHE TEPMHHOB «JJOKYMEHT», «IOKYMEHTUPOBAaHHUEY, «IOKyMEHTAI[HOHHOE 00ecreYeHne
YIPaBICHUN.
3.Yaudukanus u cTaHIapTU3AIIH YIIPABICHIYECCKUX JOKYMEHTOB.
[Ipaktuueckoe 3anarue Ne 1. JIOKyMEHT U CUCTEMBI TIOKYMEHTALUU 2
Ogopmiaerie OCHOBHBIX PeK8U3UNMO08 OOKYMeHmos Ha dhopmame A4.
CamocrosrenbHas paboTa 00yJaromuxcs 2
Usyuenue pexomenoosantoil iumepamypul u no02omoska k ycmuomy onpocy: Ilonstue:
«BHJ] YIPABICHIECKOTO TOKYMEHTay, €ro CBsI3b ¢ QYHKIMAMU ynpaBieHus. OyHKunn
YIPaBJIEHYECKOTO JOKYMEHTA: yIpaBieHYecKast, QYHKIHSI XpaHeHUs CBEICHUH,
JIOCTOBEPHOCTH KOTOPBIX 3aBEpEHa; Hay4yHas; IpaBoBasi; COIMAIbHAS, KyIbTypHas;
nHpopMannoHHas; KoMMyHHKaTuBHas. Kiiaccudukaius yrnpasieHuYeCKHX JOKYMEHTOB 110
coiepkaHuio (110 BHIAM JISITEIFHOCTH): OPTaHU3alMOHHBIE, PACIOPSIANTEIbHEIE,
nHPOPMAIMOHHO-CIIPABOYHBIE.
H3yuenue pexomen0osantoll iumepamypul, 1eKYuil U NOO20MOBKA K OUCKYCCUU RO MeMaM
Jlexyuii
OK 1-5,0K 8,9 Tema 2. OpraHnu3anMoOHHO-PACTIOPSAINTEIbHbIE JOKYMEHThI 4 TectupoBanue 1o Teme
K 1.4 CoJiepKaHue TEMBbL BhINoJHEHHE MPAKTHYECKUX
1. OpraHu3anuoHHBIC JOKYMEHTBI — YCTaB, YUPSAUTEILHBIC TOTOBOP, MOJIO0KECHUE, HHCTPYKITHS 3a1aHui
2.PacniopsaurenbHble JOKYMEHTBI — IPUKa3, PACOPsDKEHUE, YKa3aHHe, TOCTAaHOBJICHHE, PEeLICHHE.
3.CrpaBovyHO-MHPOPMAITHOHHEIE TOKYMEHTHI: CITy>)KeOHas 3anucKa, OObSICHUTEIbHAS 3aITUCKa, aKT,
MIPOTOKOJI, CIIPAaBKa, CIIy>KeOHBIE MUChMA.
[Ipaxtraeckoe 3aaarue Ne 2. OpraHu3aOHHO-PACTIOPSIIUTEIBHBIE TOKYMEHTHI 2
Ipaxmuueckoe 3adanue: cocmagnenue I1o10sxcenus 0 CmpykmypHom noopazoenenuu
CamocTosTenpHas padoTa 00ydJaronuxcs
H3yuenue pekomeno08aHHOU aumepamypbl u 1eKyuil no meme 2, HOO20MOBKA K 2
NPAKMU4ecKoMy 3a0anuIo




Koawbi Bujabl yueoHo# padoThl
KOMIIeTeH N, Pa6ora BO
(hopMUpPOBaAHUIO B3aHMOJIEiCTBHH € =
KOTOPBIX npemnogaBaTeieM g
crnocoGeTByeT © @ g § @DopMBbI TEKYIEr0 KOHTPOJIS
3JIEMEHT HaunmeHnoBanue pasaenoB, TeM § § § g § E & (HaMMeHOBaHNe OLIEHOYHOI 0
NpOrpaMmbl = §" 3 S = E é cpencrBa)
= | 25| EE| 28
s | €5 259
= S| 58
Ilpaxkmuueckoe 3a0anue: Paspabomka wabiona u cmpykmypul mexcma opeaHu3sayuoHHo-
pacnopsaoumenbHo20 OOKYMEHMA 8 21eKMPOHHOM 8UOe.
OK 1-5,0K 8,9 Tema 3. KagpoBasi JoKyMeHTaIUs TectupoBaHue 1Mo Teme
[K 1.4 ConeprxkaHue TEMBI: 3 BrImoHeHNE TPaKTHIeCKUX
1.JloKkyMEeHTHpOBaHKE TPYAOBBIX MpaBooTHOMmEHNH. CocTaB 1 0COOEHHOCTH OQOPMIICHHS 3aJlaHui
JIOKyMEHTOB 10 JITYHOMY COCTaBYy.
2.KoMIutekToBaHue TUYHOTO Jiesia. ABToOHorpadus. Pesrome. 3asiieHue o npreMe Ha padoTy.
IIpuka3bl 1O TUYHOMY COCTaBY.
IIpaxtrnueckoe 3anarue Ne 3 Kagpoas foKyMeHTanus 2
Ipaxmuueckoe 3adanue: Cocmasnenue 1uyHou kapmouxu gopmot T2
CamocrosrensHas paboTa 00ydaromuxcs 1
H3yuenue pexomenoogannoil iumepamypul u rexyuil no meme 3. [looecomoexa
NPAKMULECKOMY 3A0aAHUI0
OK 1-5, 0K 8,9 Tema 4. JloroBopHo-npaBoBasi J0KyMeHTAIHSI 2 TectupoBanue 1o Teme
HKLLIK L2, | Conepsxanue TeMbL: BhINo/He e NPaKTHYECKUX
IIK 1.6 1.ITonsiTust toroBopa. Buzsl 70roBopos. 3aJaHuN
2.IlpaBuna oopmireHHs TPETEH3MOHHBIX ITHUceM. POPMYIISIp HCKOBOTO 3asIBIICHUS, TPEOOBAHUS K
ero oopmiieHHIO
IIpaxTuyeckoe 3anarue Ne 4 JloroBOpHO-TIpaBOBasi JOKYMEHTALUs 2
IIpaxkmuueckoe 3a0anue: Cocmagnenue pasiuyHslx U008 002060P08, NPEMEH3UOHHBIX NUCEM
CamocTtosTenpHast paboTa 00ydJalomUXCs: U3yUeHUe PeKOMEHOOBAHHOU TUMEePamypbvl U J1eKyuil o 1
meme 4. [lodzomoska Kk npaxmuyecKomy 3a0aHuIo
OK 1-5,0K 8,9 Tema 5. IlonsiTue J0KYMEHTO000POTA, pEruCTPANHsI IOKYMEHTOB 3 TecTupoBaHue 10 TEMeE
1K 1.4 CoJiepKaHHe TEMBbL: BbhINOJIHEHHE IPAKTHYECKUX
1.CoctaB u yueT 00beMa JOKyMEeHT000opoTa mpeanpusitaii. Opranu3aius padboThl ¢ BXOASIIEH, 3a1aHni
HUCXOJISIIIEH U BHYTPEHHEH TOKyMEHTaluen
2. ba3bl JaHHBIX 11 XpaHEeHUs TOKyMeHToB. Pabora ¢ 3anpocamu. Pabora ¢ a1eKTpoHHBIMU
JIOKyMEHTaMH.
[Mpaktryeckoe 3ansitue Ne 5 [ToHsiTHe TOKyMEHTOOO0POTA, pErHCTPaLKs JIOKYMEHTOB 2
Ipaxkmuueckoe 3a0anue: Cocmagnenue u 3anoaHeHue Qopmul HCYPHALA pecUCmpayuu
BX00AUUX OOKYMEHMOB, UCXOOAUWUX OOKYMEHMO8 U POPMY IHCYPHANA PeUcmpayuu
menegonospamm (unmepaxmugnas opma).




Koawbi Bujabl yueoHo# padoThl
KOMIIeTeH N, Pa6ora BO
(hopMUpPOBaAHUIO B3aHMOJIEiCTBHH € =
KOTOPBIX npenojaBarTejaeM g
crocoocTByeT @ o é § DopMBbI TEKYIIEr0 KOHTPOJIS
JJIeMEHT HaumenoBanue pa3aesios, TeM § 2 § E § E = (HAaUMEHOBaHHeE OLEHOYHOr0
NpOrpamMMebl = §" = 2| B é cpencTBa)
= & 2 = = g =
Z | 88| B8 | 2"
2 L) g5
= =
CamocrosTenbHas padoTa 00ydJaromxcs 1
H3yuenue pekomen0o8anHol tumepamypul i 1eKyull no meme 35, no020mosKka K
NPAKMUYECKOMY 3A0aAHUI0 U YCIHOMY ONpOCY.
OK 1-5,0K 8,9 Tema 6. Opranu3anusi ONEPATHBHOIO H APXMBHOI'0 XPAHEHHUS JOKYMEHTOB 2 TectupoBanue 1o Teme
IK 1.3 CoJiepKaHHe TEMBL BhINoJIHEHHE MPAKTHYECKUX
1.Homenknatypa nen. UHauBunyansHble, CBOJHbIE, IPUMEPHBIE U TUIIOBBIE HOMEHKIIATYPBI JE. 3aJlaHui
2.IToaroroBka 1 NOPAJOK Nepeaayy el B apXuB. 3aKOHOAATEIbHbIC aKThl U HOPMATHBHO-
METO/IMYECKHE JIOKYMEHTHI 110 apXHMBHOMY XPaHEHHIO JIOKYMEHTOB.
[Mpaktuyeckoe 3ausitue Ne 6 2
Yemmuwui onpoc: CucteMaTusanys U XpaHeHHE yIIPaBIEHUYECKUX JOKYMEHTOB
Ipaxkmuueckoe 3a0anue: Cocmasgnenue 3a207106K086 0l 014 CUCMEMAMU3AYUY OOKYMEHMO8 8
dena.
CamocrosTenbHast paboTa 00ydJaromxcs
H3zyuumo, ucnonwvsys pexkomen0oganHylo aumepamypy memui: IpaBuia rpynnupoBKa 2
JOKyMEHTOB JIeJIa TI0 BHJaM M XpOHOJIOTHH. [10Ar0TOBKa JOKYyMEHTOB K apXUBHOMY
XpaHEHHI0. DKCIEPTH3a IEHHOCTH JOKYMEHTOB.
IlodzomoeKka K ycmHomy onpocy u npakmuieckomy 3a0anuio
OK 1-5, 0K 8,9 Tema 7. Opranu3auusi pa6oTsl ¢ KOHQUAEHIHATLHBIMH JOKYMEHTAMHU 2 TecTupoBaHue 10 TEMe
K 1.3 CoJiepKaHHe TEMBbL: BbhINOJIHEHHE IPAKTHYECKUX
1.be3zomacHOCTh IEHHBIX HH(OPMAIIMOHHBIX PECYPCOB. 3alaHui
2. llennas unbopmarys 1 KoHPUACHIMANbHbIE JOKYMEHTHL. [IoHATHE KOH(DUIESHIINAIEHOTO
JIOKyMEHTA.
3. OcHOBHbIE HOPMATHBHBIE JOKYMEHTBI, PeriaMeHTUpYolIHe paboTy ¢ KOHPUICHHATbHON
nHpopmanunei.
4. Tlopsmok paboThl ¢ KOH(UISHINAIBLHBIMU JIOKYMEHTaMH.
IIpaxtudeckoe 3anarue Ne7 Opranusanus paGéoTsl ¢ KOHPHICHIHAILHBIMH J0KYMEHTAMH 2
Ipaxkmuueckoe 3a0anue: cocmaeienue Ilepeuns 0OKyMeHmMos, KOMopwvle He MO2ym
COCMABAMb KOMMEPHECKYI0 MAUHY yupescoeHus
CamocrosrtenbHast padboTa 00ydaromuxcs 1
H3yuenue pexomendogannoil iumepamypul u rexyuil no meme 7 Illoocomoska
NPAKMU4EeCKOMy 3a0anuI0.
NTOI'O3a _3_ cemectp | 18 14 10




2.3. ®opMBbI H KPUTEPHUH TEKYIEr0 KOHTPOJIS YCIeBaeMOCTH (TEXHOJIOTMYeCKasi KapTa 15 CTYIeHTOB 04HOH (pOpMBI 00yUeH NS )

®DopMBbI TEKYIIEro KOHTPOJIA

KosnyecTBO KOHTPOJIbHBIX
TOYeK

KosmuecTBo 6217108 32 1 KOHTP. TOUYKY

Makc. B03M. KOJI-BO 0aJ1JI0B

TecTupoBaHue 110 TEMaM JIEKIIMOHHBIX 3aHATUN 7 3) 35

BrimonHenne npakTudeckux 3ananuil mo temam: 1,2,3, 5-7 6 10 60

BrlInonHeHHE MpaKTHYECKUX 3aaHui 1o TeMam: 4 1 5 5
HToro no gucuuminHe 100 6am10B

2.4. lllkana olleHKHU Pe3yJIbTATOB OCBOEHHS THCHHMIIJIMHBI, CPOPMUPOBAHHOCTH Pe3y/JbTATOB 00y4YeHUs

®opma npoBeIeHHs YcnoBus gomycka

IIIxaJibl OLIEHKH YPOBHS

l'[pOMe)KyTO‘lHOfI C(l)OpMPIpOBaHHOCTH pe3yabTaToB IIkana OICHKH YPOBHSI OCBOCHUS TUCHUIIJTHHBI
arTrecranmmu oﬁyqe}mﬂ
YpoBHeBas mKana 100 GanpHas mkama, | 100 6ampHas mKana, 5-0ammpHas mKana, HenudpepeHInpoBaHHA
OIIEHKH KOMITETEHIIUI % % mddepeHpoBaHHas OlleHKa/0aT sI OIIEHKA
3auer (1Mo pe3yabTaram JIOTYCKaIOTCS BCE JIOTIOPOTOBBIH HIKe 61 HIDKe 61 «HEYIOBJIETBOPUTEIHLHOY / 2 HE 3a4TEHO
HAKOTIUTEIEHOTO CTYZACHTBI MIOPOTOBBIH 61-85,9 61-69,9 «yJIOBJIETBOPUTETHHOY / 3 3a4YTEHO
peiftunra uu B opme 70-85,9 «xoportioy / 4 3a4TEHO
KOMITHIOTEPHOTO MMOBBIIICHHBIN 86-100 86-100 «OTIUYHO» / 5 3a4TCHO
TECTUPOBAHUSI)




3. METOJAUYECKHUE YKA3AHUS JJI51 OBYUYAIOIUXCSI IO OCBOEHUIO
JUCIATLITAHBI

3.1. Oﬁmne METOANYECCKHUC PECKOMEHIANH mo OCBOCHHIO AUCHHUIIIMHBI,
06p330BaTeJ1beIe TEXHOJO0I'un

JucuuruiiHa — peanu3yercss  MOCPEACTBOM — MPOBEACHUS  KOHTAaKTHOW  paboThl ¢
oOyuaromumucs (BKJIIOYasi MPOBEACHUE TEKYIIEr0 KOHTPOJIS YCIIeBAeMOCTH), CaMOCTOSATEIbHON
paboThI 0OYyJAIOUINXCS M TPOMEKYTOUHOM aTTECTAIIH.

KonTaktHas paboTa MOXET ObITh ay[UTOPHON, BHEAYAUTOPHOM, a TaKXKe MPOBOJAUTHCS B
ANEKTPOHHOU HH(OPMAIIMOHHO-00pa3oBaTenbHON cpene yHuBepcurera (nmanee - OUOC). B
cllydae TMPOBEACHHUS YaCTH KOHTAaKTHOH paboTel mo auctuiimae B DOMOC (B COOTBETCTBUHU C
pacmricaHueM Yy4eOHBIX 3aHATHI), TPYAOEMKOCTh KOHTAakTHOU pabora B DUMOC sKkBHBaJICHTHA
ayTuTOpHOM padoTe.

[lpu mnpoBexpeHMH Y4EeOHBIX 3aHATUH TO JUCHUIUIMHE OOECIIEYMBAETCS pAa3BUTHE Y
0oOy4aroluXxcsi HAaBBIKOB KOMAHIHOW pabOThl, MEXJIMYHOCTHOW KOMMYHUKAIIMM, MPUHATHUS
pelIeHni, JIUAEPCKUX KadecTB (BKJIKOYas NPOBEIECHUE WHTEPAKTUBHBIX JIEKIHMM, TPYHNIOBBIX
JIUCKYCCUM, POJIEBBIX WIp, TPEHUHIOB, aHaJiW3 CUTyallud ¥ WMHUTALMOHHBIX MOJENeH,
IpenojaBaHue JUCIUILUIMHBL B (OpME Kypca, COCTABIEHHOTO HAa OCHOBE PE3YJIbTaTOB HAYYHBIX
UCCIIEIOBAaHUM, TPOBOJMMBIX YHUBEPCUTETOM, B TOM YHCIE C YYETOM pPErHOHAIbHBIX
ocoOeHHOCTEH  TPOPECcCHOHANBHON  JESITEIBHOCTH  BBITYCKHUKOB W TOTpeOHOCTEH
paboTonaTenei).

[IpenogaBanve  AMCUMILIMHBI ~ BEAETCA C  NPUMEHEHHEM  CIEAYIOLIUX  BUJOB
00pa30BaTeNbHBIX TEXHOIOTHH:

-0a11IbHO-PEUMUH208as MEXHOL02USA OYEeHUBAHUSL,

- 91eKMPOHHOE 00yYeHue;

- pazbop KOHKPemHbIX CUmyayul,

Jlns oueHKU 3HAHWM, YMEHUH, HABBIKOB M YPOBHS C(HOPMHUPOBAHHOCTH KOMIIETCHIIUU I10
JUCHUIUIMHE MPUMEHsIeTCs OallIbHO-pPEHTUHIOBAsE CHCTEMa KOHTPOJISI M OLIEHKH YCIIEBa€MOCTH
CTY/IeHTOB. B 0CHOBY 0asIbHO-PEUTUHIOBOM CHCTEMBI MOJI0KEHBI IPUHIUIIBI, B COOTBETCTBUHU C
KOTOPBIMH (POPMUPOBAHUE PEUTHHIA CTYAEHTAa OCYLIECTBISETCS B XOAE TEKYLIEro KOHTPOJIS
ycrneBaeMocTH. MakcuManbHoe KoJmuecTBo 6amioB B cemectpe — 100.

[To utoram Tekylield yceBaeMOCTH CTYACHTY MOKET ObITh BBICTABJIEHA OLEHKA IO
MIPOMEKYTOUHOM aTTEeCTallud B COOTBETCTBUU 3a HaOpaHHBIMM 3a ceMecTp Oannamu. CTyneHTam,
HaOpaBIIUM B XOJI€ TEKYIIEro KOHTPOJIS yCIIEBAEMOCTH Mo AucuuiinHe oT 61 no 100 GannoB u
BBINOJIHUBUIMM BC€ 00s3aTeNbHbIE BHJIbl 3allJJAHUPOBAHHBIX YUEOHBIX 3aHATHH, MO PELICHHIO
npenojaBaTenss 0e€3 MPOXOXKICHHS NPOMEXKYTOYHOM aTTecTallii BBICTABISETCS OLEHKA B
COOTBETCTBHUHM CO IIKAJION OLEHKU PE3YIbTATOB OCBOCHHUS JUCIIUILINHEL.

Pe3yabTar 00y4yeHuss cuuTaercsi cGOPMHUPOBAHHBIM (IMOBBILICHHBIN YPOBEHBb), €CIU
TEOPETUYECKOE COZEpKaHNUEe Kypca OCBOEHO NMOJHOCTHIO; MPU YCTHBIX COOECEAOBAHUSAX CTYIEHT
HCYEpIBIBAOIIE, MTOCIEI0BATENbHO, YETKO U JIOTUYECKU CTPOWHO M3JaraeT yd4eOHbI maTepuan;
CBOOOJHO CIIpaBIII€TCSl € 3ajJadaMy, BONPOCAMHM M JPYTUMH BHJAMM 3aJaHUl, TpeOyroUIux
MPUMEHEHUs] 3HaHWM, UCIOJIb3YET B OTBETE JOMOJHUTEIbHBIA MaTepuai; BCe MPeayCMOTPEHHbIE
paboueii yueOHOIl mporpamMMmoil 3aJaHMs BBIIOJIHEHbl B COOTBETCTBUU C YCTaHOBJIEHHBIMHU
TpeOOBaHUSAMH, CTYAEHT CIOCOOEH aHalu3UpOBaTh IOJIYYEHHbIE pE3yJIbTaThl; MPOSBISET
CaMOCTOSITEJIbHOCTh TIPU BBINIOJHEHUHW 33JaHUM, KA4eCTBO HX BBINOJIHEHMSI OLIEHEHO YHCIOM
6amioB or 86 g0 100, 4TO COOTBETCTBYET TMOBBIIIEHHOMY YPOBHIO C(OPMUPOBAHHOCTH
pe3yabTaToOB 00ydeHUs.

PesyabTar 00y4enuss cumraercs cpopMHMpPOBaHHBIM (IIOPOrOBbLIH YPOBEHb), €CIU
TEOPETUYECKOE COJIEpKaHNE Kypca OCBOCHO MOJHOCTHIO; IPU YCTHBIX COOECEIOBAaHUSAX CTYIEHT
MOCJIEZIOBATENbHO, YETKO M JIOTUYECKH CTPOHHO M3/1araeT y4eOHbI MaTepual; CIpaBiIseTCs C
3aJjauaMH, BOINPOCAaMM M JAPYTUMM BHUJAMHU 33aJaHUN, TPeOYIOUIMX NPUMEHEHHs 3HaHWI; Bce
MIpelyCMOTPEHHbIE pabouell yuyeOHOM MporpaMMoOil 3afaHusl BBINOJHEHbI B COOTBETCTBHH C
YCTAHOBJICHHBIMHM TPEOOBAaHHUAMM, CTYIEHT CIOCOOEH aHaIM3MPOBATH IMOJIyUYECHHBIE PE3yJIbTATHI;
MPOSBIIIET CAMOCTOATEIBHOCTh MPU BBIMOJIHEHUU 33JaHUN, KaYeCTBO MX BBIMOJIHEHHUS OLIEHEHO
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gucioM 6amiaoB oT 61 10 85,9, 4TO COOTBETCTBYET MOPOTOBOMY YPOBHIO C(OPMHPOBAHHOCTH
pE3yIbTaTOB O0yUYCHHUS.

Pe3yabTaT 00yueHus cuuraercss HecGOPMHPOBAHHBIM, €CJIA CTYJICHT IIPU BBITOJIHEHUU
3aJJaHUi HEe AEMOHCTPHPYET 3HAHWN Y4eOHOro Marepuaina, JOIyCKaeT OIIMOKH, HEYBEpEeHHO, C
OOJBIIMMU 3aTPYIHEHUSMHU BBINIOJNHSACT 3aJaHUs, HE JEMOHCTPUPYET HEOOXOIMMBIX YMEHH,
KAaueCTBO BBIMOJTHCHHBIX 33JJaHUIl HE COOTBETCTBYET YCTAHOBJICHHBIM TPEOOBAHUSAM, KAYECTBO UX
BBITIOJTHEHUS OLIEHEHO YHCIIOM 0alioB HIKE 61, UTO COOTBETCTBYET IOMIOPOTOBOMY YPOBHIO.

3.2. MeToanyecKue yKa3aHus 10 CAMOCTOSITeIbHOM padoTe 00y4yaromuxcs

CamocTtosTenbHas paboTra oOecrneynBaeT MOATOTOBKY OOydYaroIIerocs K ayAUuTOPHBIM
3aHATUSAM M MEPONPHUATHAM TEKYIIEro KOHTPOJS M MPOMEKYTOUHOW aTTECTAlUU MO M3y4aeMOn
TUCHUIUIMHE. Pe3ynbrarhl 3TOW MOATOTOBKH MPOSBISAIOTCS B aKTHMBHOCTH OOydYarollerocs Ha
3aHATUSX M B KAueCTBE BBHIMOJIHEHHBIX TMPAKTHUECKUX 3aJaHUld M JIpyrux (opM TeKymiero
KOHTPOJISL.

[Ipu BBIONIHEHUHU 3alaHUU Ui CAMOCTOSTEIBHONW pabOThl PEKOMEHIYEeTCS MpopadoTKa
MaTepUaAJIOB JICKIIMHA MO KaXJOW NPOMACHHON Teme, a TakKe H3Yy4YeHUE PEKOMEHIyeMOn
JUTepaTyphl, peAcTaBieHHON B Paznene 4.

B mpouecce camocTosTenbHOW pabOThl MPU WM3YUYEHUU TUCHUILUIMHBI CTYIEHTHI MOTYT
WCIIOJIB30BATh B CHEIMAIM3UPOBAHHBIX ayJUTOPUSAX JJISI CAMOCTOSTEILHONW PabOThl KOMITBIOTEPHI,
o0ecneunBamIIeMy JOCTYll K MPOrpaMMHOMY OOECIeUeHUI0, HEOOXOAUMOMY ISl H3y4YeHUs
IUCLUWIUIMHBL, a TaKkKe JOCTyll depe3 HHPOPMANHOHHO-TEICKOMMYHUKAIMOHHYIO CETh
«HTEepHET» K ANEeKTPOHHOU MH(POPMAIIMOHHO-00pa3oBaTenbHo cpene ynuepcuteTa (QUOC) u
aneKTpoHHOU Onbnmoteunoit cucreme (OBC), rie B 371€KTPOHHOM BUJE PACIIONAraroTcsl yueOHbIe
1 y4eOHO-METOUYECKIE MaTepHalIbl, KOTOPbIE MOTYT OBITh UCIIOJIb30BAHBI IJISl CAMOCTOSITENIbHOM
paboTHI P U3YYEHUH TUCIIUILIHHEL.

Jns obywaromuxcss mo 3a04yHOi (opme 0OydeHHs] caMOCTOsTeNbHas paboTa SBISETCS
OCHOBHBIM BHJIOM y4€OHOH NEeSTETHHOCTH.
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4. YYEBHO-METOJUYECKOE M HWH®OPMALIMOHHOE OBECHEYEHUE
JUCIHATLITAHBI

4.1. IlepeyeHb OCHOBHOII M [IONOJHHUTEJbHOH y4eOHOH JHTEPaTypbl, HEOOXOAUMOI
JJIsl OCBOCHMS THCHUIIHHBI

OcHoBHas JuTepaTypa:

1. 'mapuii, E. B.JlokymeHTaIimoHHOE 00ECIIEYeHHUE yIIpaBiIeHus : y4eO. mocooue s cpes.
npod. oopazosanus / E. B. I'maguit. - Jlokyment read. - Mocksa : PUOP [u nap.], 2020. - 249 c. -

(Cpemnee  mpodeccuonanpHoe  oOpazoBanme). -  Ilpun. -  CmoB. - URL:
https://znanium.com/read?1d=354819 (mata oOpamenus: 16.12.2020). - Pexxum pocryma: mis
aBTOpu3. monb3oBateneil. - ISBN 978-5-369-01042-6. - 978-5-16-103959-5. - Tekcrt:
3JICKTPOHHBIN.

2.beikoBa, T. A. JlokyMeHTallMOHHOE OOECICYCHHUE YIpaBlICHUs (IEIOMPOU3BOJICTBO) :
yue0. mocobue I CTyIEeHTOB cpeln. mpod. obOpazoBanus mo chneruanbHocTsM 38.02.01
"OkxoHomuka U Oyx. ydeT (mo orpacisam)”, 38.02.02 "CrpaxoB. nmenmo (mo orpaciam)”, 38.02.03
"Omneparn. npesrenbHocTh B joructuke", 38.02.04 "Kommeprmus (mo otpaciam)", 38.02.05
"ToBapoBeneHre M JKcmepTu3a KadecTBa mnorped. TtoBapoB', 38.02.06 "dunaucel", 38.02.07
"bank. neno" / T. A. beikoBa, T. B. Ky3nemnona, JI. B. Cankuna ; mox pea. T. B. Ky3nenosoi. - 2-
e m3a., nepepabd. m jom. - Jlokyment Bookread2. - Mocksa : UH®PA-M, 2021. - 304 c. -
(Cpennee npodeccuonanpuoe oobpasosanue). - [Ipua. - URL: https://znanium.ru/read?id=360476
(mata obpamenus: 18.01.2024). - Pexxum noctyna: ajis aBTopu3. mosib3oBareneid. - ISBN 978-5-
16-106774-1.-TekcT 2JIeKTPOHHBIH.

3.OCHOBBI [ICIONTPOU3BOJICTBA : y4ed. mocoOue JUisi BY30B IO HAMPABICHHWIO MOJTOT.
38.03.01 "DOxonomuka" (kBanuuxanus (creneHs) "OakamaBp") / A. M. Acamues, U. U.
Muponoga, E. A. Kocapesa, I'. I'. BykoBuu. - 2-¢ usn., ucrp. u jgoi. - Jlokyment read. - Mockga :
HNH®PA-M, 2024. - 146 c. - (Briciiee oopa3oBanue - bakanaspuar). - [Ipum. Bomp. K 3K3aMeHy. -
Kpar. tepmunon. cmoB. - URL: https://znanium.ru/read?1d=432875 (mata oOparmieHus:
29.01.2024). - Pesxxum moctyma: i aBTopu3. moib3osareneit. - ISBN 978-5-16-111891-7. — Tekc:
3JIEKTPOHHBIN.

JlonoTHUTEIbHAS JINTEpPaTypa:

4. bsur, B. C. JlokymeHnTannonHoe o0ecnieuenue ynpasieHus. FOpuandeckas TexHuKa : yaeOHoe
nocobue ans cpennero npodeccruoHanbHoro oopaszosanus / B. C. bant. — 2-e u3., ucrp. u A0m.

— Mocksa : UznarensctBo FOpaiit, 2019. — 103 ¢. — (IIpodeccuonansHoe oOpazoBaHue). —
Hoctyn Ha caiite OBbC IOpaiit. URL: https://urait.ru/bcode/441885 . — Pexxum nocrtyma: mo
TIOJIITHICKE.

5. UnesxoB, M.HoBele npaBwia nenoBoit nepenucku / M. Unbsaxos, JI. CaperueBa. - Mocksa :
Anprimaa Tlabmumep, 2023. - 237 c. - ISBN 978-5-9614-8293-5 : 182-04. - Tekcr :
HEIOCPEACTBEHHBIMN.

6. Kysnuenor, 1. H.[lemonpousBoactBo : yued.-crpaB. nocooue / M. H. Ky3nenos. - 12-¢
u3M., nepepad. - Jlokyment Bookread2. - Mocksa : JlamkoB u K, 2023. - 406 c. - Cii0B. OCHOB.
TepMHUHOB U CcOKp. - Ilpun.: OOpa3upl OCHOBHBIX BHIOB JOKyMeHTanuu; OtpaciieBbie
KBAJIM(UKAIIMOHHBIE XapAaKTEPUCTUKU JOJDKHOCTEH pPaOOTHUKOB, 3aHATHIX Ha NPEANPHUATUSAX, B
YUpEeXJIEHUSAX U OpraHuzanusx; PekoMeHganuu no uCnoiab30BaHUIO IPU HAMUCAHUU TOKYMEHTOB
OTJENbHBIX HanboJee 4acTo YMOTPeOJIIeMBIX CIOB M YCTOMUMBBIX cioBocoueTaHuid. - URL:
https://znanium.ru/read?1d=431507 (mara oOpamenus: 26.12.2023). - Pexum npocrtyma: mis
aBTOpM3. momb3oBarenei. - ISBN  978-5-394-05261-3. - Tekct : 3IEKTPOHHBIH.
URL.: https://znanium.ru/read?id=431507
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HopmaTuBHO-ipaBoOBbIE AKTHI:

1. ®enepanpublii 3akoH oT 22.10.2004 N 125-®3 «O6 apxuBHOM pnene B Poccuiickoii
Oenepanuny // «Poccuiickas razeray, N 237, 27.10.2004

2. @enepanbubiii 3akoH or 27.07.2006 N 149-03 «O6 wunpopmanmu, HHPOPMAUOHHBIX
TEXHOJIOTHSX | 0 3amuTe nHhopmarun» // «Poccuiickas razetan, N 165, 29.07.2006

3. IlocranoBnenue [IpaButenscra PO ot 15.06.2009 N 477 «O6 yrBepxnenuu [Ipasui
JIeJIONPOU3BOICTBA B (peliepalibHbIX OpraHax UCHOJIHUTENbHOU BracThy// «Poccuiickas razerayn, N
113, 24.06.2009

4. Tlpuka3z MunkynsTypsl Poccun ot 25.08.2010 N 558 «O06 yrBepxkaennn «llepedyHss THIOBBIX
yIPaBICHUYECKUX apXUBHBIX JOKYMEHTOB, 00pa3yIOIINXCs B IPOLEcCe e TEeIbHOCTH
rOCyIapCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O CAMOYIIPABJICHUS U OpraHu3alui, C yKa3aHueM
cpokoB xpaneHus» (3apeructpupoBano B Muntocte Poccun 08.09.2010 N 18380) // «bromneTeHn
HOPMATHBHBIX aKTOB (eIepajIbHBIX OPraHOB HCIIOMHUTEIBHOM BiacTi», N 38, 19.09.2011

5. Ilpuka3 PocapxuBa ot 23.12.2009 N 76 «O0 ytBepxaeHur MeTOANYeCKUX PeKOMEHIAIHH 110
pa3paboTKe HHCTPYKIMHA IO AETONPOU3BOACTBY B (heAepalibHBIX OpraHax HCIOIHUTEIBLHON
Biactuy// CIIC KoncynbranT Ilmroc

6. «'OCT P 7.0.97-2016. Haumonaneubii crangapt Poccuiickoit ®enepanuu. Cucrema
CTaHIapTOB Mo HHbopManuu, OUOIMOTEYHOMY U HU3AaTelnbckoMmy zeny. OpraHuzaloHHO-
pacriopsiguTenbHas JOKyMeHTanus. TpeOoBanus K oOopMIICHUIO TOKYMEHTOB» (yTB. Ilpnkazom
Poccrannapra ot 08.12.2016 N 2004-cT) // CIIC KoncynsTant [1ntoc

7. OK 011-93. O6mepoccuiickuii kKiiaccu(pUKaTOp yIpaBIeHUYECKON JOKYMEHTAII

8. (ytB. [locTtanosnenuem ['occrangapra Poccun ot 30.12.1993 N 299)// [lepBoHauanbHbIN TEKCT
nokymenTa onyonukoBad B m3nanun M., UTIK U3narensctBo cranmapTos, 1995

9. «OcHoBuble [IpaBmia paboThl apXuBOB opranuzaunuii» (omgoOpeHsl pemeHueMm Komneruu
Pocapxusa ot 06.02.2002)// CIIC KoncynbranT [1iroc

Ilepuonnueckne n3gaHus:

1. XKypnan Poccuiickoro npasa [DnekTpoHHblil pecypc]. — MockBa: Hopma. - [Joctyn Ha caiite
BBC Znanium.com URL: https://znanium.com/catalog/magazines/issues?ref=edccd7c0-239e-
11e4-99¢7-90b11c31de4c Pexxim gocTyma: 1Mo MoamHCKe

2. I'paxxianuH U npaBo [DneKTpoHHBIN pecype]. — Mocksa: HoBast mpaBoBast kynbTypa, —Joctyn
Ha caiite DBC «IPR-books» URL: http://www.iprbookshop.ru/19063.html Pexxum moctyma: mo
MOJINUCKE

3. IlpaBo u skoHOMUKA [DneKTpoHHBIN pecypc]. — Mocksa: KOctunmadopm, - Joctyn Ha caiite
OBbC «JIame» URL: https://e.lanbook.com/journal/2263#journal_name. Pexwum moctyma: 1o
MIOJNINACKE

4. [IpobreMbl SKOHOMUKH M FOPUIAYECKON MPAKTUKU [DIeKTpoHHBIA pecypc]. — Mocksa: HOp-
BAK, Jloctyn Ha caiite DBC «Jlaup» URL: https://e.lanbook.com/journal/2121#journal_name.
Pexxnm octyma: o noanucke

5. IOpunnueckas Hayka W mnpaktuka: BectHuk Hwkeroponckoin axagemun MBJI Poccun
[DnexkTponHblii pecypc]. — Hwxkuuit Horopon : Hwmxerop. akan. M-Ba BHyTpeH. aen Poc.
®enepauuu, Hoctyn Ha caure 9bC «JIaHB» URL:
https://e.lanbook.com/journal/2581#journal_name. Pesxum gocTyma: mo moamucke

4.2. IlpogeccnoHaibHbie 0a3bl JAaHHBIX, HH(POPMALMOHHO-CIIPABOYHbIC CHCTEMBI,
HHTEpPHET-PecypcChl

1. Koncynerantllmoc [DnekTponHubiii pecypc]: CrnpaBodyHas mpaBoBasi cuctema. - Pexxum
nocryma: http://www.consultant.ru/.

2. DnexTpoHHas OuOIHOTeyHast cucteMa [lOBOHKCKOTO TOCYAapCTBEHHOTO YHHBEPCUTETA
cepBuca [ DJeKTpoHHBIH pecypc]. — Pexxum nocrtyna: http://elib.tolgas.ru./ - 3arm. ¢ skpana.

3. DnexTpoHHO-OMOMMOTeYHas cucTemMa Znanium.com [DNEKTpOHHBIA pecypc]. - Pexum
nocryma: http://znanium.com/. — 3ara. ¢ skpaHa.
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4. DnexkTpoHHO-OMOMMOTeuHas cucrema «M3patenbcTBO JlaHby [DNEKTpOHHBIN pecypc]. -
Pexum noctyna: https://e.lanbook.com/. — 3ari. ¢ skpana.

5. Hayunas snextponHas 6mbnmorexka eLIBRARY.RU [Onektponnsrii pecypc]. - Pexum
nocryma: http://elibrary.ru/defaultx.asp. - 3aru ¢ s3xpana.

4.3. IIlporpammHoe obecneyeHue

HNudopmannonHoe obecriedeHne ydyeOHOro mpoiecca Mo JUCHUIUIMHE OCYLECTBISAETCS C
UCIIOJIb30BAHUEM CJIEIYIOIIEr0 MPOrpaMMHOr0 obecneueHuss (JIMIEH3MOHHOTO U CBOOOJHO
pacrpocTpaHsIeMOro), B TOM YHCJI€ OT€YECTBEHHOI'O IPOU3BO/ICTBA:

Ne HauMmeHnoBaHue YciaoBus gocryna
n/n
1 Microsoft Windows U3 BHYTPCHHEH CeTH YHUBEPCHUTETA (JIMLICH3HOHHEIN TOTOBOP)
2 Microsoft Office U3 BHYTPCHHEH CeTH YHUBEPCHUTETA (JIMLICH3HOHHEBIN TOTOBOP)
3 KoncynpsrantlLitoc W3 BHYTPEHHEI CeTH YHUBEpCHTETa (JIMLIEH3HOHHBII JOrOBOD)
4 CJ10 MOODLE U3 JII000# TOUKH, B KOTOPOU MMEeTCs JOCTYI K ceTu HTepHeT
(JTUIICH3MOHHEBIHA JOTOBOP)

5. OMMCAHUE MATEPHUAJIBHO-TEXHUYECKOW BA3bl, HEOBXOIUMOM
JJIs1 OCYIECTBJIEHUSA OBPA3OBATEJIBHOT'O ITPOLHECCA ITO AUCIUAIIJIMHE

CrienanpHble TIOMEIIEHHS MPEICTABISIOT CO00H ydeOHbIE ayAMTOPUHU JJIsl TPOBEICHUS
3aHATUA BCEX BHUJOB, NPEIYCMOTPEHHBIX OOPa30BATENBHOM MNPOrpaMMoO, B TOM YHUCIE
TPYINIOBBIX M WHAMBHIYAIbHBIX KOHCYJIBTAI[MH, TEKYIIETO KOHTPOJII W HPOMEKYTOUHOU
aTTecTallii, a TaK)Ke MOMEIICHUs Ui CaMOCTOSITENIbHON paboThl, MAaCTepCKUE U J1abopaTopHH,
OCHAIllEHHBIE 000pyIOBaHMEM, TEXHUYECKHUMH CpPEICTBAMHU OOyYeHUS U MaTephallaMH,
YUUTBHIBAIOIIMMHU TPeOOBAHUS MEXTYHAPOIHBIX CTAaHAAPTOB.

3aHATHSA JIeKHHOHHOI0 THUMA. Y4eOHBbIC ayAWTOPUH JUIA 3aHATHHA JICKIMOHHOTO THUIIA
YKOMITJICKTOBaHbl MEOENBbI0 W TEXHHYECKUMHU CpPEACTBaMU OOyUYEHHsS, CIYXKAIIUMH JUIS
NpeJCcTaBIeHUs  yuyeOHOM  MH(opManuu  (CTalMOHapHblE WJIH  HEpeHOCHble  HaOOpHI
JEMOHCTPAIIMOHHOTO  000pyI0oBaHus  (IIPOEKTOp, DKpaH, KOMIMBIOTEP/HOYTOYK), Y4eOHO-
HarjasiiHple  mocoOust (Ipe3eHTalMu IO TeMaM JIeKLui), oOecleyuBaolue TeMaTHu4ecKue
WJLTIOCTPAINH, COOTBETCTBYIOIINE JAHHOM MPOrpaMMe JUCIUTUTHHEL.

3aHATHSA cCeMUHAPCKOro THma. J[1s MpoBeJeHUs MPAKTUYECKUX 3aHATUN UCIIONIb3YyeTcs
yueOHass ayIuTOpus, YKOMIUIEKTOBAHHAS MEOENbI0 M TEXHUYECKUMH CPEICTBAMH OOYyUYCHHS,
CIy’KalllUMU JUIsL TIpeJCTaBlIeHUs y4yeOHOM HHGpOpMauuu (CTalMOHAPHBIE WM MEPEHOCHBIE
Ha0OpHI IGMOHCTPAIIMOHHOTO 000pyA0BaHUs (TIPOEKTOP, IKpaH, KOMIBIOTEP/HOYTOYK).

IIpomeskyTouHast arrectauusi. /[ mnpoBeNeHHMS MNPOMEKYTOUHOW aTTECTallMM IO
JTMCUIUTUIMHE HCTOJB3YIOTCS KOMITBIOTEPHBIE KJIACCHI, OCHAIICHHBIE KOMITBIOTEPHON TEXHUKOW C
BO3MOKHOCTBIO MOJKIIOUEHUS K ceTu MHTepHeT M obecrnedeHueM J0CTyna B 3JIEKTPOHHYIO
nH(OPMaLIMOHHO-00pa30BaTeNbHYI0  CpEely YHUBEpPCHTETa W/WiIKM  y4eOHble ayIuTOpHH,
YKOMIUIEKTOBAaHHBIE MEOEIBIO0 U TEXHUYECKHUMHU CPEICTBAMU O0YUEHUSI.

CamocrosiTeibHasi padora. [lomenieHus A CaMOCTOSATENBHOW pPaOOTBI OCHAIIEHBI
KOMIIBIOTEPHON TEXHUKOM C BO3MOXKHOCTBIO MOAKIIOUEHHS K ceTH «/HTepeHeT» M IOCTyNoM K
AJIEKTPOHHOW HMH(POPMAIIMOHHO-00pa30BaTeIbHON cpene yHuBepcutera. Jlmsa opraHuzanuu
CaMOCTOSITENIbHON PabOThl 00yUAIOIIUXCS UCIOIIB3YIOTCS:

KOMITHIOTEPHBIE KJIACCHI YHUBEPCUTETA,

Ooubnuoreka (Meawaszan), UMEIOIIas MecTa JUis  OOYYaroIIMXCs, OCHAIICHHbBIE
KOMITBIOTEPAMH C IOCTYIIOM K 0a3aM JTaHHBIX U ceTn HTepHeT.

DJIeKTpOHHas1 MH(opManuoHHO-00pa3oBaTeabHas cpena yHusepcutera (QHUOC).
Kaxnpiii oOyuaromuiics B TeueHUE BCEro nepuoja oOyueHuss oOecnedyeH HHAMBHUAYabHBIM
HEOIPaHMYEHHBIM JIOCTYIIOM K 3JIGKTPOHHOW MH(OpMAIMOHHO-00pa30BaTeNbHON — cpelie
yauBepcurera (DMOC) http://sdo.tolgas.ru/ u3 nr000#f TOYkHM, B KOTOPOH HMEETCS JOCTYI K
MH(POPMAIIMOHHO-TEJIEKOMMYHUKAITMOHHON ceTH "MHTepHeT", Kak Ha TeppUTOPHH YHUBEPCUTETA,
TaK U BHE €e.
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6. OCOBEHHOCTHU OPTrAHM3ALIMMU OBYYEHHUA A JUAIl C
OI'PAHUYEHHBIMHU BO3MOKHOCTAMMU 310POBbA U HHBAJIMIOB

[Tpu HeoOxomuMocTu pabodas mporpaMMa MOXET OBITh aJanTHpPOBaHA JJsl 0OecreueHus
00pa30BaTeNpHOr0 MpoIecca UHBAIUIOB U JIUI C OTPAaHUYCHHBIMU BO3MOKHOCTSIMH 3/10POBbS, B
TOM YHCJIE IS JTUCTAaHUMOHHOTO oOyueHms. st sToro Tpedyercs 3asBICHUE CTyneHTa (ero
3aKOHHOTO TMPEACTABUTENS) M 3aKIIOYEHUE MCUXOJIOr0-MEAUKO-TIeJarornyeckoil KOMUCCUHI
(ITMTIK).

K nmpeamerHbIM pe3ynbTaTaM OCBOSHHS AUCUUIUIMHBI TONOTHUTEIBHO OTHOCSATCS:

1) asns cienbix, CIabOBUASIINX 00YIAFOIITHXCS:

- ¢(hopMHPOBAHHOCTH HABBIKOB MMHUChMa Ha OpailieBCKOW MeYaTHOM MallIuHKE;

2) A7 TIIyXUX, CIa00CBIIAIINX, TO3THOOTTIOXIINX 00yJaIOMIUXCs:

- cOPMUPOBAHHOCTH U PA3BUTHE OCHOBHBIX BUIOB PEUEBOU NEATEIBHOCTH O0yUYaIOUINXCS
- CIIyXO3pUTEJIBHOTO BOCTIPUATHS (C UCIIOIB30BAHUEM CIYXOBBIX alapaToB U (WJIM) KOXJICAPHBIX
MMILUIAHTOB), TOBOPEHHU S, YTCHHUSI, TMCHMA;

3) st 00y4arIMMXCs ¢ PaCCTPONCTBAMH ayTUCTUYECKOTO CIIEKTPa:

-OBJIa/ICHHE OCHOBHBIMHM CTUJIUCTHYECKHUMH pPECypcamH JIEKCUKH U (ppazeosiornu s3bIKa,
OCHOBHBIMH HOPMaMH JIUTEPATYPHOTO S3bIKa, HOPMAaMHU PEUEBOTO ITHUKETA; MIPHOOPETEHUE OTBITA
WX HCIOJNBb30BAHUS B PEUYCBOM M aNbTEPHATHBHOW KOMMYHHUKATHBHOW MPAaKTHKE MPU CO3JaHHUU
YCTHBIX, MUCbMEHHBIX, AJIbTEPHATHBHBIX BBICKAa3bIBAHHI; CTPEMJICHHE K BO3MOKHOCTH BBIPA3UTh
COOCTBEHHBIE MBICTH M YyBCTBA, 0003HAYUTH COOCTBEHHYIO MO3UIIHIO.

B cayuae HeoOxomumocTd, OOydaromUMCS W3 4YUCHAA JHUIl C OrPaHUYCHHBIMU
BO3MOYKHOCTSIMH  3JIOpPOBbsI  (II0 3asBICHHIO OOYyYalomierocs) a Ui HWHBAJIUAOB TaKkKe B
COOTBETCTBUM C MHAMBHAYaJIbHOH NporpaMMoil peadWIMTaluu MHBAIUIA, MOTYT Mpeaiararbcs
CIICAYIONIME BapHaHThl BOCIPHUATHS YUeOHOH HH(POpPMAIUM C YYETOM WX HHIMBHIYaTbHBIX
NCUXO(PHU3MUECKUX OCOOCHHOCTEH, B TOM YHCIIE C MPUMEHEHHEM JJIEKTPOHHOTO OOYydYeHUS H
JMCTAHIIMOHHBIX TEXHOJIOTHIA:

- IS JIMIL C HApYLLIEHUSIMU 3pEHUs: B IIeYaTHOU opme yBeTu4YeHHbIM HpudTom; B popme
ANEKTPOHHOTO JIOKyMeHTa; B ¢opMe aynuodaiina (mepeBo] y4ueOHBIX MaTepUaloB B
aynuodopmar), B medaTHoW ¢Gopme Ha s3bpike bpaiins; WHAMBUAYyadbHBIE KOHCYJIBTAIlUU C
MpHUBJICYECHUEM TU(IOCYPIOTIEPEBOAUNKA; UHIUBUAYATbHBIC 3aJaHHS U KOHCYJIbTAIUH.

- JUTsl JIUL C HApYILIEHUSIMU CllyXa: B Ie4aTHOM (opMme; B (popMe 37EKTPOHHOTO TOKYMEHTA;
BUJIEOMATEpHANlbl C CyOTUTpaMM; HWHAMBHUIyalbHbIE KOHCYIbTAlUM C  TPHUBICYCHHEM
CypIOIIEpEBOIUNKA; MHAUBUYAIbHBIE 3a1aHUS U KOHCYJIBTALUU.

- JUIs JIAI C HapyHIeHWsIMH OIOPHO-JBUTaTEeNIbHOTO ammapara: B Me4yaTHoW ¢dopme; B
dbopMe DIIEKTPOHHOTO JOKYMEHTa;, B QopMme ayauodaiina, WHIANBUAYAIbHBIC 3aTaHUS U
KOHCYJIbTAIIHH.
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7. ONEHOYHBIE MATEPHAJIBI (®OH/Jl OIIEHOYHBIX CPEACTB) AJIs
TEKYIIEIT'O KOHTPOJIA YCIIEBAEMOCTHA n MPOMEXYTOYHOM
ATTECTAIIMA

7.1. TunoBble KOHTPOJIbHbIEC 3aJaHMs WJIH HHbIE MATEPUAJIbI, HEOOXOAUMBbIE IJIsl
OLEHKH 3HAHWN, yYMEHUi, HABLIKOB W (WJIH) ONBITA B XOJAe TEeKYHero KOHTPOJIS
ycreBaeMoCTH

TunoBsble 3aJaHus K NMPaKTUIE€CKUM (ceMI/IHapCKI/IM) 3aHATHUAM

1. CocraBbTte npukas «O miane meponpuatuii MuHucrepcTBa 3apaBooxpaneHus Poccuiickoit
Qenepau M0 peanuzanuu  ['eHepandbHOro  COTVIAlIEHUS MEXIy  OOLIEepOCCUHCKUMU
O0BETMHEHUSAMU  TPOPCOIO30B, OOIIEPOCCUUCKUMU  OOBEAMHEHUSMU padoTomareic u
[IpaButensctBoM  Poccuiickoii ~ ®enepaunu  Ha  2018-2020  roas»  MuHmMcTEpcTBa
3npaBooxpaHeHus Poccuiickon Penepauuy «BO HCIOJIHEHHE» pacnopsbkeHus lIpaBurenbcrsa
Poccutiickoit deneparnuu o peanuzanuu [ eHepaaIbHOTO COTJIANICHUS MEXIY OOIIEpPOCCUHCKIMHU
O0BeTMHEHUSMHA  TPOPCOIO30B,  OOIIEPOCCUUCKUMU  OOBCAMHEHUSMH padoTomareie u
[IpaButensctBoM Poccuiickoit @enepannu Ha 2018-2020 roxsl. HeobxoauMo yTBepAWTH IIaH
MeporpudaTuii  MunucrepcrBa 3apaBooxpaHeHus Poccuiickoin @enepauuu 10 pead3aluu
COIJIAIICHMS, a TAKXKE IUPEKTOpaM JenapTaMeHTOB MUHUCTEPCTBA 3APaBOOXPAHECHUS
Poccuiickoit @enepanuu o0ecieunTh BBINOJIHEHNE IUIaHa MEPOIIPUSITUNA B YCTAHOBJIIEHHBIE CPOKHU.
KoHTponb 3a ncnogHEHUWEM IpuKa3a BO3JIOXKUTh HA 3aMECTUTENS MUHHUCTpPA 3APaBOOXPAHECHUS
P®. Ilommucan mnpuka3 MUHUCTPOM MuHucrepcrBa 3xapaBooxpaHeHus P®. Hepocraromue
PEKBU3UTHI (J1aTa, HOMEP U T.J. IPUIYMaTh CAMOCTOSTENBLHO).

2. Odopmure OOBICHUTENIBHYIO 3allUCKy HadyajJbHUKA FOPUAMYECKOro OTHesa YIpaBlIeHUS
COLIMAJIbHOW MOJUTUKM Ha MMs 3aMECTUTElNs HauvalbHHKA YmpasieHus. Opuaudeckuil otnen B
COOTBETCTBMHM C MpUKa30M HauanbHHKa YrpasieHus or 14.10.2018 Ne 122 pomkeH Obui
MPEIOCTaBUTh B OTJEJ KaJpOB MPOEKT rpaduka OTHYCKOB COTPYAHHMKOB oTaena Ha 2019 r.
22.11.2018, Ho He mpencraBuil. I'paduk ObLI MOATOTOBIEH U COTJIACOBAaH B YKa3aHHBIA CPOK, HO
HE NpPEJCTaBI€H B OTAEN KagpoB H3-3a OOJIE3HM CEKpeTapsl Iopuaudeckoro otaena. Bcee
HEJO0CTAIOUINE JaHHBIE IPUYMATh CAMOCTOSTENBHO.

3. Odopmure cpouHyrO TelerpaMMmy, B TEKCT€ KOTOPOH OT HMMEHH 3aBenyrollero kadeapoi
COLIMAJIbHOTO IIpaBa IMPOCUTE Mpenceaaresss paloOHHOTO CyAa MOJATBEPAUTH y4acTHE B HAYYHOM
¢dopyme. Bece HepocTarone faHsble (apec, MMEHa, 1aThl U T.J.) IPUIYMaTh CAMOCTOSTEIBHO.

4. Odopmute TenedoHorpammy, B TEKCTE€ KOTOPO MpPEnoiaBaTeI YHUBEPCUTETA IPUTIIAIIAIOTCS
Ha coBemaHue MertoaudyeckuMm — ympaBieHueM. OcTanbHble  PEKBU3UTHI  IPUIYyMaTh
CaMOCTOSITENILHO (J1aThl, epeIaBIIero, MPUHSIBILETO U T.J1.).

5. CocTaBUTh 3aroJIOBKM 1€ AJI CUCTEMAaTH3alluu JOKYMEHTOB B Jiela (€70 U €ro CTPYKTYpy
CTYJEHT MPUAYMBIBAET CAMOCTOSITENILHO).

6. CocTaBUTh EPEUEHD JOKYMEHTOB, KOTOPBIE HE MOT'YT COCTaBJISATh KOMMEPUYECKYIO TalHY
YHusepcurera.

7. CocTaBbTe aKkT Ha cAayy Jen ObIBIIMM 3KOHOMHCTOM Typhupmbl «BOKpyr cBeTa» BHOBb
HA3HAYEHHOMY CHEUHAIUCTy. AKT COCTaBJIETCS C Y4acTHeM MeEHekepa (GUPMBI M Ha
OCHOBaHUU TpHKa3a JupekTopa. B akTe HE0OX0AMMO yka3aTh KOJHMYECTBO IMEpe/laBaeMbIX
JOKYMEHTOB, MaINoOK, yTOYHWUTb, YTO BCE JOKYMEHTBHI COOTBETCTBYIOT YCTaHOBJIEHHBIM
dbopMaM M HaxoAATCSd B XOpoleM cocTossHUU. llepeyeHb HEOOXOOUMBIX MPHIOKEHUN
yKakuTe camoctoaTenbHo. ChenaiiTe aHanu3 oOpaslia akTa U COCTaBbTE aKT HA CHUCAHUU
MaTepHaIbHBIX [IEHHOCTEH.
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8. CocraBbTe MOJDKHOCTHYIO HMHCTPYKIIMIO MEHEKEpa 10 TYPHU3MY, BKIIOUYHMB CIIEIYIONIHE
paszaenbl:

— o0uIue Mmoa0KeHus,

— 3a7a4u ¥ QYHKIINH;

— TMpaBa;

—  OTBETCTBEHHOCTE;
B3aMMOOTHOIIEHMSI, CBS3H

9. Ilepeunciute Bce JOKYMEHTHI 110 JIMYHOMY cocTaBy. CocTaBbTe:
— Bapuanr 1. Pe3tome.
— Bapuanr 2. XapakrepucTuka.
— Bapuanr 3. ABToOmorpadusi.
— Bapwuanr 4. JInunas kapTouka.
— Bapuanr 5. TpyaoBas KHMXKKA.
— Bapwuanr 6. 3asBieHue o npuemMe Ha padoTy.
— Bapuanr 7. 3asBienue 00 yBOJIbHEHHH.
— Bapwuanr 8. 3asBiieHHE 0 ITepeBOJIC B IPYroi OTHEI.
— Bapmuanr 9. IIpukas o Ha3HaYEHUU HA JTOJKHOCTD.
— Bapuanr 10. IIpuka3 00 yBoJIbHEHHUHU.

10. CocraBbTe /1€10BOE HCHMO:
— Bapuanr 1. ConpoBoaUTEIHOE TUCHMO.
— Bapwuanr 2. 'apanTHiiHOE THCHMO.
— Bapwuanr 3. [Iucbmo-HarIoMUHaHHE.
— Bapwuanr 4. UapopManimoOHHOE TUCHMO.
— Bapuanr 5. PexiiaMHO€ nucbMo.
— Bapmuanr 6. [IuceMo-nipuriamnienue.
— Bapuanr 7. [luceMo-3anpoc.
— Bapwuanr 8. IIncbM0-0TBET Ha peKJIaMaIIHIo.
— Bapuanr 9. [IuceMo-u3Beniexue.
— Bapmuanr 10. [Tucemo-pexamariusi.

11. CoctaBbTe TOKYMEHT:

— Bapmuanr 1. Jloknagnas 3anucka.
— Bapmuanr 2. AxT.
— Bapmuanr 3. Tenerpamma.
— Bapuanr 4. Tenedonorpamma.
— Bapuanr 5. CnpaBka.
— Bapuanrt 6. CBojxa.
— Bapuanr 7. O0bsicHUTENIbHAS 3alIUCKA.

Tunosbie TeCTOBLIE 3aJaHUA
Tema 1. JIokyMeHT U cucTeMbI JOKYMEHTALUH

1. JlaiiTe onpeneneHue TOKyMEHTa:

a) MaTepUaJbHbI 00BEKT ¢ MHGOpMaIuel, 3apUKCUPOBAHHOM CO3TaHHBIM YEJIOBEKOM CIIOCOOOM,
U1 €€ Tiepesjadun BO BpEMEHHU U IIPOCTPAHCTBE

0) COBOKYITHOCTh PEKBU3UTOB O(PUITHATHHOTO MHChMaA

B) CTaHJIapTHOE PacCI0JIOKEHUE MaTeprasa

I') TEKCT

2. Kakas pyHKIMSI OTHOCUTCS K OOUTUM (QYHKIMSIM JOKYMEHTA!
a) oOIIeKyNbTypHas
0) napopManMoHHas
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B) IIpaBOBas
T') YIOPSI0YMBAIOIIAs

3. JlokyMeHTanmoHHOE 00eCieueHHE yIPaBIeHUs] — 3TO:

a) MPOLIeCC YCTAaHOBJICHUS U IPUMEHEHUS IPABUJI C LIEJIBIO YIIOPSA0YSHHUSI IEATEIbHOCTH B
JIEJIONPOU3BO/ICTBE

0) AesTenpHOCTD allnapara yrnpaBieHHsl, 0XBAaThIBAIOLIAs BOIIPOCH! TIOKYMEHTHUPOBAHUS U
OopraHu3anuu paboThl C JOKYMEHTAMH

B) COBOKYITHOCTb JJOKYMEHTOB, IPUMEHSIEMBIX B OIpe/ieJIeHHON cdepe AesiTeIbHOCTH

I') COBOKYITHOCTbh PEKBU3UTOB, YCTAHOBJICHHBIX B COOTBETCTBUU C POPMYIISIPOM JOKYMEHTA

4. UntepBasl — 3TO

a) pabouee mosie

0) cayxeOHOe ToJie

B) TMOJIOXKEHHUE Ta0yasTopa

I') PaCCTOSTHUE MEXK]ly OCHOBAaHUSIMH CMEXKHBIX CTPOK

5. HazoBuTe 1Ba OCHOBHBIX (popMara, Ha KOTOPBIX 0(hOPMIISFOTCS JOKYMEHTHI
a) A 5 (148x210 mm); A 3 (297x420 mm)
0) A4 (210x297 mm); A 5 (148x210 mm)
B) A 5 (148x210 mm); A 6 (105x148 mm)
r) A 3 (297x420 mm); A 4 (210x297 mm)

Tema 2. Opranu3auMOHHO-PACIIOPAANTEIbHbIE TOKYMEHTBI

1. Ecnm pacniopsiiutesibHas 4acTh TEKCTa HAYMHACTCS CJIOBAMU “00sI3bIBa0”’, TO 3TO
a) MpHuKas3

0) 3asBICHUE

B) pacropsKeHue

I') yKa3aHue

2. Ecnu pacniopsiauTenbHas 4acTh TEKCTAa HAUMHAETCS CIIOBAMH “‘TIpEJUIarar’’, TO 3TO
a) MpHuKas3

0) pacniopspkeHue

B) MHCTPYKIUS

I') yKa3aHue

3. MHdopManmoHHO-CIPaBOYHBIN TOKYMEHT, COCTABJISIFOIIUIACS TPYIIIOHN JTULT IS
MTO/ATBEPK/IEHUSI YCTAaHOBJIEHHBIX (PaKTOB — 3TO
a) JOKJIa/IHas 3amucKa
0) aKkT
B) IIPOTOKOJI
') 00BbsSCHUTENbHAS 3alIUCKa
Tema 3. KaapoBasi fokyMeHTaLMsA

1.OxapakTepusyiiTe ¢ TOUKH 3pEHUs TPUHAUICKHOCTH K PEKBU3UTAM CIEIYIOINN (hparMeHT:
CornacoBano IOpuct nuunas noanuces M.K. Bacumok 10.11.2015

a) aapec

0) pe3omtonus

B) BU3a

r) rpud yTBepxKaeHUs

2. B xakoMm majieske yKa3bIBaIOT JODKHOCTH JIUIA, KOTOPOMY aJpecoBaH JOKYMEHT:
a) B umenurensHoM
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0) B narenpHOM
B) B ponurensuom
r) B BuHUTETEHOM

3. CocraBiieHHEM KaKuX JOKYMEHTOB COMPOBOXIAaETCs TpHeM Ha paboty?
a) pe3roMe;

0) TPyIOBOI KOHTPAKT;

B) MPHUKA3 O MpUeMe Ha paboTy;

I') aHKeTa;

1) CITy’)KeOHas 3aIllucKa O TIepeBo/ie pabOTHHKA Ha IPYTYIO JOJDKHOCTh

4. KTO0 moJanuchIBacT NEPBYIO CTPAHUILY TPYIOBOW KHUKKH?
a) IO, OTBETCTBEHHOE 32 MX BbIJIAYY;

0) caM paOOTHHK.

B) PYKOBOJUTEIIb OpTaHU3aIIH;

T') FOPHCT;

5. YkaxuTe, 4TO SABISETCSI OCHOBAHHEM JUIsSl COCTABIICHHUS MTPHKa3a o prueMe Ha paboTy?
a) 3asBJICHHUC;
0) aBToOMOTpadus;
B) aHKETa;
T') XapaKTepUCTHKA.
Tema 4. JloroBopHO-TIpaBOBasi JOKYMeHTALUS

1. Kakue popmbl U37105KEHUS UCTIONB3YIOT B MUChMaX?
a) OT MEPBOTO JIMIA MHOXXECTBEHHOI'O YHCJIA;

0) OT MepBOro JUIa €IUHCTBEHHOTO YUCIIA;

B) OT TPETHETO JHIAa €AUHCTBEHHOT'O YHUCIIA;

T') OT BTOPOTO JIUIIAa €IMHCTBEHHOTO YHCIIa

2. Kakue ¢popmaTsl OyMaru JOIMyCTUMBI [Tl HAITMCAHUS JIEJTOBBIX THCEM?
a) A4;
0) AS;
B) A3;
r) A6.

3. Haiite onpenenenue Gpopmyispa-oopasia:

a) COBOKYITHOCTh PEKBH3UTOB JISJIOBOTO MHChMa

0) COBOKYITHOCTh PAcOJI0KEHHBIX B ONPEICeTICHHON MOCIEA0BaTEIHbHOCTH PEKBU3UTOB,
MPHUCYIIUX BCEM JIOKYMEHTAM OINPEICIICHHON CHCTEMbI IOKyMECHTAIIUN

B) COBOKYITHOCTb PEKBU3HUTOB MPHKA3a

I') COBOKYITHOCTh PEKBH3UTOB aKTa

4. HazoBuTe peKBU3UT, HE BXOAAIIUHN B GOpMYJIsip ycTaBa
a) Ha3BaHUE OpraHMU3aluu

0) HauMEHOBAaHNE MUHUCTEPCTBA WJIK BEJJOMCTBA

B) HAUMEHOBAaHNE BUJA TIOKYMEHTa

T) agpecar

Tema S. IlonsiTHE JOKYMEHT0000pPOTA, pErUCTPALUA JOKYMEHTOB

1. lokymMmeHTOO0OpOT — 3TO:

a) JIBmkeHre TOKyMEHTOB B OPTaHU3AIMHA C MOMEHTA TOyYeHUS WIIA CO3JaHUS IO 3aBEPILCHUS
WCTIOJTHEHUS, OTIIPABKH aJIpecaTy WK HalpaBJICHUU HAa XpPaHCHHUE B JIENI0

0) JIBrmXeHne JOKYMEHTOB MEX]ly OpraHU3aLUsIMU



19
B) J[BI>KEeHUE TOKYMEHTOB MEXAY OpraHu3alfeil 1 opraHaMy rocy1apCTBEHHOM BIACTH

2. KakoBa ocHOBHas 3a/1a4a JOKyMEHTOO0OpOTA:!
a) OpICTpPOTA B JIBMXKCHUU JOKYMEHTOB

0) MakcUMHU3aIus JOKYMEHTOIIOTOKA

B) IPSIMOTOYHOCTb B IBUKCHHUH JOKYMEHTOB

3. C kaKkoii 1eipro He0OXOAMMO BECTH YUET JOKyMEHToo0opoTa?

a) JUIs ONIPEICIICHUS 3arpy3KH MOIPa3IeIICHUH, OTICIbHBIX pAOOTHUKOB U OPTraHU3aIMU B IICIIOM.
0) /17151 IOBBIICHUS/ TIOHKEHHS 3apa00THOM TIIAThI OTJEIEHBIM PA0OTHUKAM B 3aBUCUMOCTH OT
3arpy3ku paboToH ¢ JOKYMEHTaMU;

B) JUTSI OTIpeIeTICHUS HEOOXOAMMOTO KOJIMYECTBA KaHIITOBAPOB;

T) U1 CTAaTUCTHKH;

4.Yro npenmnonaraeT KOHIEMIHUS JIEKTPOHHOTO oduca?

a) BCECTOPOHHIOK aBTOMATU3AIIUI0 CHCTEMbI JIOKYMEHTOO00POTA.
0) aBTOMaTHU3aLHUIO MIPOIIECCa CO3aHUs JOKYMEHTOB;

B) aBTOMATH3AIIMIO TIpoliecca MHHOPMAIIMOHHOTO OOMEHa;

') aBTOMATHU3AIMIO MpoIiecca 00paboTKH TOKYMEHTOB;

Tema 6. Opraﬂmaunﬂ ONEPATUBHOI0 M APXMBHOI'O XpaHCHHUA JOKYMCHTOB

1. B HOMeHKIIaTypy Jie/ BKIKYAIOTCS:
a) Bce Jiea OpraHu3aluy, KypHaIbl pErHCTPalluy, CIPABOYHbIE KAPTOTEKH
0) Bce BXOAAIINE, UCXOIAIINE U BHYTPEHHHE JOKYMEHTHI OpraHU3aluu
B) Jles1a M JOKYMEHTbI OpraHu3aliu, KOTOpble OTHOCATCS K paboTe ¢ KajJipaMH B OpraHu3alluu

2. Kakoe 13 HUXe MPUBEICHHBIX YTBEPKICHUH SIBJISICTCSI BEPHBIM:
a) Homenkmartypa men paspabaTbiBaeTcs TIOCIE CO3JIAHHUS OpPraHM3allMd M JCUCTBYET
O6eccpouHo
0) Homenknatypa nenm paspabaThIBacTCsl TMOCJIE CO3JaHUs OpPraHU3allud H  E€XEroaHO
nepeyTBepKIaeTCs
B) HomenknaTypa nen pazpabaThiBaeTCs TIOCIIE CO3AaHUSI OPTaHU3AINN U TIEPEyTBEPIKIACTCS
OJIMH Pa3 B MSITh JIET

3. Yto BKIIO4abeT B ce0s MOIHOE odopMIIeHHE Jena:
a) Ileperuter nema
6) Hymepauus nucros
B) CocraBiieHue JIMCT-3aBepUTENs
r) OnucaHue JOKYMEHTOB, XpaHSIIUXCS B €€
n) OdopmieHne peKBU3UTOB OOJIOXKKH Jiejia

Tema 7. Opranunsanusi padorbl ¢ KOHPUICHINATbHBIMUA JOKYMEHTAMHU

1. Kakue qOKyMEeHThI MPU3HAIOTCS KOHPUACHINATbHBIMU B IPEPUHUMATEIBCKUX CTPYKTYpax?

a) cojiepKallre CBEJCHUs, KOTOPble UX COOCTBEHHUK B COOTBETCTBHH C JICHCTBYIOIIUM
3aKOHOAATEIHCTBOM HMEET MPAaBO OTHECTH K KOMMEPUYECKOW TaliHe.

0) cozeprkaliye CBeIEHUS O pe3ylbTaTax paboThl MPeANpUsITUs (OpraHU3alum);

B) CO3/1aBaeMbl€ 110 JIIOOOMY BOIIPOCY MPOU3BOJCTBEHHO-XO35IMICTBEHHOM 1€ATEIbHOCTH
MIPEAPUATHS;

I') OTHOCSIIMECS K IpyIIe OpraHu3aluoHHbIX (Y CTaB, yUpeauTeNbHbIi JOrOBOp U Jp.);

2. Ha xakue rpynmnsl NOApa3AemsioTcss JOKYMEHTBI, CoAepKaline nH(HOPMAaLIKIO ¢ OTpaHUYEHHBIM
JOCTYIoM?
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a) CEKpeTHbhIE U KOH(UICHIIUATBHEIE;

0) OTKPBITBIC U 3aKPHITHIC;

B) KOH(HICHIIMAIBHBIE U OTKPHITHIC,

I') CEKpETHBIC U COBEPIIEHHO CEKPETHBIC.

3. I'ne Ha GaHke KOH(PHIECHITMAIBHOTO JOKYMEHTA pacrojaraercs Tpud orpaHuueHus J0CTymna’?
a) B IIPAaBOM BEPXHEM YTIIY;
0) B JIEBOM BEPXHEM YIIY;
B) B IIPaBOM HUKHEM YTIIY,
I') B JICBOM HIDKHEM YTIIy.

4. KTo uMeeT mpaBo MPUCBOCHUS U CHIATH rpuda KOHPHUISHITUAITBHOCTH IOKyMEHTaM
npeanpusiTis?

a) BBICILIEE PYKOBOJICTBO;

0) yupemuTenw;

B) PYKOBOJUTEIb OT/I€]a J€I0IPOU3BOJICTBA;

I) IOPUCKOHCYIIBT.

5. Uto BXOAHUT B 00S3aHHOCTH KOMHCCHHU TTO0 KOH(DUICHITMATEHOMY JOKYMEHTO000pOTY?

a) ompejeneHrne KOHPUICHIIMATBHBIX JOKYMEHTOB ISl apXUBHOTO XPaHEHUS UITU
VHUYTOXKCHUS, TPOBEPKA HATWYIHUSI KOHPHUICHIIUATBHBIX TJOKYyMEHTOB;

0) mpoBepKa Kpyra JIuIl, 03HAKOMIICHHBIX C KOH(UIEHIINAIBHBIMH IOKyMEHTAMU;

B) ompeleneHne KOH(OUISHIIMATBHBIX JOKYMEHTOB JUIsl CHATHSI rprda KOHDHUICHITUATEHOCTH,

r) ompezeleHue KOHPUACHINATbHBIX TOKYMEHTOB, HEOOXOAUMBIX ISl IPUHATHS
YIIPABJICHUYECKUX PELICHUM.

6. Kaxue rpudsr MoryT OBITH IPOCTaBIICHB! HA KOH(PUACHIINATBHBIX JOKYMEHTaX?
a) KOMMepuecKas TaiiHa;
0) OaHKOBCKas TaiiHa;
B) rocyJIapCTBEHHas TailHa;
I') CEKPETHO.

7.2. TunoBble KOHTPOJIbHBbIE 3aJaHUs WJIH HMHbIE MATepUAJbl, HEOOXOAMMbIE IJIs
OLICHKHU 3HAHMIi, yMeHMii, HABBIKOB U (/M) ONBITA B X0/Ie IPOMEKYTOYHOM aTTecTAUH

@dopma MpoBEAEHUS MPOMEKYTOUHOM arTecTalMM 10 JAWCHUIUIMHE: 3a4eT (1o
pe3yabTaTaM HaKOIMUTEIbHOIO peHTHHTa UK B (POpME KOMITBIOTEPHOTO TECTUPOBAHUS).
VYcTHO-IucbMeHHas ¢opMa 1O SK3aMEHAllMOHHBIM OuieTraM IMpenrnoJyiaraercs, Kak
IIPaBUJIO, IS CAAYU aKaJIEMUYECKOU 3a10JKEHHOCTH.
KOHTpOJ'IB " OLCHKa PE3YyJIbTaTOB OCBOCHUA AWCHHUIIIIMHBI B 4YaCTU C(l)OpMPIpOBaHHOCTI/I
O0IIMX KOMITETeHIIMI U UX YacTel OCYIIECTBIIETCS MpenoaBaTeieM B X0Jie TEeKYIIEro KOHTPOJIs
yCIeBaeMOCTH (B Mpoliecce MPOBEACHUS MPAKTUUECKUX 3aHATHH, TECTUPOBAHUS, OITPOCOB).
B xozxe npoBeneHust IpOMEKYTOYHOM aTTECTAl[UU OCYLIECTBISAETCS KOHTPOJIb U OLICHKA
PE3yNIbTaTOB OCBOCHUS MPOPECCHOHATBHBIX KOMIIETEHIIUHN 1 UX YacTeil.

Bomnpocsl 11 MOATOTOBKH K NPOMEKYTOYHOM aTTecTaluu (3a4eT)

Tema 1. JlokymenT u cuctemsbl fokyMeHTanuu (IIK 1.3)

JlaiiTe onpeneneHne T0KyMeHTa

Jaiite onpenenenue Gpopmysipa-oopasiia

Jlata 1OKyMeHTa — 2TO

JaiiTe onpeneneHne TOKYMEHTAIIMOHHOTO 00E€CTICUeHUsI YITPaBICHUS
Yro takoe ET'C/I?

JlaiiTe onpeneneHue peKBU3UTa

[lepeuncnure OCHOBHBIE BUIBI OJTAHKOB

NoookrwbdPE
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HazoBuTe BHIbI TUCBMEHHBIX JOKYMEHTOB, KOTOPBIE BXOAST B COCTaB YHHU(PHUIIMPOBAHHON
CUCTEMBI OPTaHNU3allMOHHO-PACIIOPSAUTEILHON JOKYMEHTAIUU?

Urto Ttakoe popmyisap JOKymMeHTa?

OT 4ero 3aBUCUT KOHKPETHBII HAOOp HEOOXOIUMBIX PEKBU3UTOB HA TOKyMEHTE?

Kakue Buabl 6J1aHKOB yCTAHOBIICHBI JIJIs1 OPraHU3AlUY, €€ CTPYKTYPHOTO MOAPA3IeICHUS U
JOJKHOCTHOTO Juna?

Korga Ha 1okyMeHTax nNpUBOAAT COKPAIEHHOE HAMMEHOBAHUE OpraHU3aLNK?

Kakoif MOMEHT MOXET CUYUTAThCSI OCHOBHOM J1aTOM JTOKYMEHTa?

Uro BKIIOYaeT B ce0s pe3oidronus, HanMcaHHAs Ha JIOKYMEHTE COOTBETCTBYIOIIUM
JOJKHOCTHBIM JINLIOM?

CBsI3HBIN TEKCT, KaK MPaBUiIO, COCTOUT U3 JIBYX YacTeld. UTO yKa3bIBalOT B IEPBOM yacTu?
Uro BKIIIOYAET B ce0sl BU3a COTIacCOBaHUs JOKYMEHTA?

Ilepeuncnure aneMeHTsl pekBu3uTa «llognucey

Kak odopmnsiercs nomxHocTh B pekBusutTe «lloamuce» mpu moAnucaHuu JOKYMEHTa,
COCTaBJIEHHOI'O KOMHUCCHUEN?

[lepeuncnure ocCHOBHbIE PYHKIIMU JOKYMEHTA

B coorBeTcTBUM € KakMMHM JOKYMEHTaMH IIOMENIAIOT Ha OJaHKaX OpraHu3aluu ee
ambemy?

B 4yem cocTouT cyTh YHHPHUKAIMNA JOKYMEHTOB?

Uro Takoe s3bIKOBBIE POPMYIIbI?

OxapakTepu3ylTe C TOUYKM 3pEHHUS MPUHAMJICKHOCTH K PEKBU3UTAM CIEAYIOLIUN
¢dbparment: O6 nHPOpMaIMOHHOM 0OECTICYCHUH

Oxapakrepu3yiTe C TOYKM 3pEHUS MPUHAAICKHOCTH K PEKBU3UTAM CIEAYIOLIUN
¢dparment: YTBEPXJAIO Jdupextop n/m N.O.D. 13.02.98

OxapakTepu3yiTe C TOUYKM 3pEHHUS MPUHAAJIEKHOCTH K PEKBU3UTAM CIEAYIOLIUN
¢dparment: FOpuct n/n U.K. Cumonos 10.11.2004

OxapakTepu3ylTe ¢ TOYKH 3pEHUS] peKBU3UTOB cienyronmii pparment: «Bx. Ne 0000 dara
00.00.00»

OxapakTepu3yiTe ¢ TOUKU 3pEHUs] PEKBU3UTOB CIEAYIOUINI (hparMeHT: “IpuioxKeHHue: Ha
3 1. B23K3.”

Kax M0oxHO 0xapakTepu30BaTh JOKYMEHT- MHCTPYKIIUIO IO J€JIOIPON3BOACTBY?
OxapakTepu3yiTe ynpaBiIeHYECKYI0 HHPOPMALIUIO

OxapakTepu3yiTe ¢ TOUKU 3pEHMs] NMPUHAAJICKHOCTH K PEKBU3UTaM JIaHHBIA (hparMeHt:
Pextopy Hoocubupckoro ynuepcurera rocnoguHy Cmonkuny C.A. 634635 .
HoBocubupck yin. Jlenuna, . 15.

JlaiiTe XapakTepuCTUKY TpadapeTHbIM JOKYMEHTaM

Urto coboii mpeacTaBiseT AyOJIuKaT JOKyMEeHTa?

JlaiiTe XapaKTepUCTUKY JOKYMEHTa

Oxapakrepu3yiiTe C TOYKM 3pEHHUS MPUHAAJICKHOCTH K PEKBU3UTAM CIEAYIOLIUI
¢parment: BEPHO Cekpetapb-pedepent nuunas noganuce UK. Penuna
OxapakTepu3yiTe ¢ TOYKM 3pEHUS NPUHAMICKHOCTH K PEKBU3UTAM CIEAYIOIIHN
¢parmenT: I'eHepanbHblii AupexTop aTuuHas noanuck B.A.benkun

Tema 2. OpranuzauuonHo-pacnopsiaureabHbie J0KyMeHThI (ITK 1.4)

CoNoa~wNE

UYro npexncrasnset coboit [OCT P 7.0.97-20167

Ha kaxue nokymentsl pactipoctpansiercs [OCT P 7.0.97-20167

Yo mpeacTaBisOT COO00I OpraHU3alMOHHbBIC JOKYMEHTHI?

YTo Takoe OpraHU3aIlMOHHO-PACTIOPAAUTENIbHAS JOKYMEHTAIHS?

Yro Takoe MTaTHOE pacrucanue?

PackpoiiTe conepxanue JOJKHOCTHON MHCTPYKIIMHU

Kak MOXHO 0XapaKkTepu30BaTh IOKYMEHT- yCTaB?

Kak MOXKHO 0XapaKTepH30BaTh JOKYMEHT- MOJIOKEHHE?

Kak MOXHO 0XapaKkTepr30BaTh TOKYMEHT CTPYKTYypa M IITaTHAs! YUCICHHOCTH?
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[lepeuucnure BOMPOCHI, KOTOpbIE OTPA)XArOTCS B MpaBUiIaX BHYTPEHHETO TPYIOBOTO
pacnopsika

UTto conepKUTCs B KOHCTAaTUPYIONIEH YacTH PacopsAIUTEIIbHOTO JOKYMEHTA?

Kak M0>xHO 0XapakTepu30BaTh JOKYMEHT- MPUKa3?

YeM HaUMHAETCS pacIOpsAUTENbHAS YaCTh TEKCTa MpUKasza?

Kak M0>xHO 0XxapakTepu30BaTh JOKYMEHT- paclopsiKeHue?

YeM HaUMHAETCS PACTIOPSAUTENbHAS YACTh TEKCTA PacOpsHKeHU?

Kak M0>xHO oxapakTepu30BaTh JOKYMEHT- yKa3aHue?

UeM HAUMHAETCS PACIIOPSIUTENbHAS YACTh TEKCTa yKa3aHus?

UYro npeacraBisieT co0oit pemenue?

Uem HauMHAETCS pacoOpsAUTENIbHAS YacTh TEKCTa pelieHus?

Kak MoxHO oxapakTepu3oBaTh HH(GOPMALMOHHO-CIIPABOYHbBIE TOKYMEHTHI?

[Tepeuncnure HHGPOPMAITMOHHO-CIIPABOYHBIE JIOKYMEHTHI

Kak MOXHO 0XapakTepu30BaTh JOKYMEHT- IPOTOKOI?

Kakoe oOcCHOBHOE mpaBHUIO, KOTOPOIO CIEAyeT MPUACPKHUBATLCS IpU  I0Jaye
TeneoHorpamMmbl?

Uro npeacranisieT co00i MUCEMO-HATOMUHAHUE?

K nucemy mnpukiangsiBaeTcs MOJNIOKEHHE O KpeautoBaHuu. Kak opopMUTH OTMETKY O
HaJMYHH MPUITOKEHUSI, €CITM OHO Ha3BaHO B TEKCTE MUCHMA?

Tema 3.Kaaposas noxkymenranus (ITK 1.4)

Noook~whPE

Uro npezacraBnseT co0oil KaipoBasi TOKyMEHTAIUs?
[Tepeuncnure 00s3aTeIBHBIC KaIPOBBIC IOKYMECHTHI
Yro npezacraBiseT co0oii KaipoBOe AETONPOU3BOICTBO?
Kaxkue cBenenus 3anuchIBalOTCs B TPYIOBYIO KHUKKY?
Yro ¢pukcupyeT Tpy10BOii JOrOBOp?
Uro npeacrasisier co00it TMIHast KapTovKa padoTHUKA?
JlaiiTe XapakTepUCTUKY IITaTHOMY pACIHMCAHUIO, KaK O0O0s3aTENIbHOMY KaJIpOBOMY

JNOKYMEHTY

8.
9.
10
11
12

SIBnseTcs M TOJKHOCTHAS. MHCTPYKIUS 00s13aTeIbHBIM IOKYMEHTOM Ka/IpoBOil ci1yKO0b1?
SABnsiercst mu rpaguK OTIYCKOB 0053aTeIbHBIM JOKYMEHTOM KaJIpOBOM CITyKObI?

. Kakyro pyHKIMIO BBIITOTHSET TPYIOBask KHMYKKA B TPYJOBBIX IPABOOTHOLIEHUSAX?
. CocraBieHneM KakuxX JOKYMEHTOB COIPOBOXKIAETCS IPUEM Ha TOCTOSTHHYIO paboTy?
. Kakue rpynnel JOKyMEHTOB BXOZIAT B COCTaB JINYHOTO Jesia’?

Tema 4. loroBopHo-npaBoBas gokymenranus (IIK 1.1, IIK 1.2, ITIK 1.6)

1.

2
3
4.
5
6

© oo~

10.
11.
12.
13.

Uro npexacrasisieT co0oit 1oroBop?
Yro oTpakaroT B 1orosope?

Ilepeuncinre peKBU3UTHI 10IOBOpa
[TepeuncTute BUBI 1OrOBOPOB

Packpolite cymHOCTE 1OrOBOpa KYIUIA-ITPOIaXKU
Packpoiite cymHoCTh 10roBopa mnoapsaaa

PackpoiiTe cyniHOCTh 1OroBopa MeHa

Packpoiite cylmHOCTh 0TOBOpa JapeHus

Packpotite cymHoOCTh 10TOBOpa apeH bl (MMYIIIECTBEHHOTO HaeMa)
[lepeunciure BUABI JOTOBOPOB KYILIU-TIPOJAKHI

Kakue 10KyMEeHTBI OTHOCATCS K MPETEH3MOHHO-UCKOBOM JOKYMEHTAIUU?
Kakue nucbma Ha3bIBalOTCS MPETEH3MOHHBIMU ?

B xakoM ciyuae cocTaBisieTcsi MICKOBOE 3asiBIICHHUE?

Tema 5. IlousiTue 10KyMeHT0000pOTA, perucrpauus 1okymeHnTon (I1K 1.4)
1. UYro BXOJUT B MOHATHE TOKYyMEHTOOOOPOT?
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Urto npeacTaBisieT co00i 1eT0nporu3BOACTBO?

Uro Takoe 00beM JOKyMEeHTOo0OOopoTa?

KakoBa ocHOBHas 3a/1aua JOKyMEHTOOOOpOoTa?

JaiiTe onpezieeHre YHUBEPCATHbHOMY JOKYMEHTOO00POTY

UTto Takoe onepanoHHbIA JOKYMEHTO000pOT?

Uro maer pacueT oObeMa JOKyMEHTOo0OopoTa?

Kakwue 3agaun 10KkyMeHTO000pOTA pelaeT perucTpanus J0KyMEHTOB?

Tema 6. Opranuszanusi OnepaTUBHOrO U ApXMBHOI0 XpaHenus HokymeHToB (I1K 1.3)

CoNO~wNE

UTto Takoe HOMEHKJIaTypa Jaen?

[lepeuncnnTte MOCIEI0BATEIBHOCTD TANOB Pa3padOTKU HOMEHKIIATYPHI 1€
[lepeuncnure BB HOMEHKIATYD A€

UYro npencrasiseT co00i THIIOBas HOMEHKJIAaTypa Jien?

Kaxue oprannzanroHHbIE JOKYMEHTBI JIEKAT B OCHOBE PaCIpPEeIICHUs JOKYMEHTOB?
Kakue noxymentsl HE BkiIto4aroTCsl B HOMEHKIATYPY A€ NPEeAIpUsTus?

BoiaenuTe 3Tamsl NOArOTOBKHU TIOKYMEHTOB K aDXUBHOMY XPaHEHUIO

[lepeuncnure MOCIEIOBATEIEHOCTD TTOJTHOTO O(OPMIICHUS JIE)I B OPTaHU3AIIH
[lepeuncaure nocnen0BaTEIbHOCTD OIHOTO 0()OPMIIEHUS J1e]l B OpraHU3aLuu

Tema 7. Opranusanusi padotsl ¢ KoHGuIeHIMANbHBIMU JokyMeHTamu (IIK 1.3)

1.
2.
3.

oo

Uro npencrasisger co0oi KOH(PUIEHIIUAIBHBIN TOKYyMEHT?

UYro BKJIIOYAIOT B ce0s KOH(UACHIIMAIBHBIE IOKYMEHTBI B TOCYAAPCTBEHHBIX CTPYKTypax?
Yro BKIIOYAIOT B ce0s1 KOH(MUACHIIMATEHBIC TOKYMEHTHI B TIPEANPHHUMATEIECKUX
CTPYKTypax?

Kakoe 3Hauenue umeer npaBuiibHas OpraHu3aus KOHPUIEHIUATbHOIO
JIeJI0TIPOn3BOCTBA?

Kakum rpudom MoryT ObITH OTMEUEHBI KOH(PHUACHIINATBHBIC TOKYMEHTHI ?

Yro nperycMaTpuBaeT MOpsAA0K oOpaleHus ¢ KOHQUICHIIMAaIbHBIMU JOKYMEHTaMU?

Kak opranunsyercst xpaneHne KOH(QUICHIIMAIBHBIX JTOKYMEHTOB?



