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1. llesu u 3212494 AU CIUILIHHBI

Lenb u3ydeHust TUCHUIUIMHBI — J1aTh 00y4alolMMCsl CUCTEMAaTU3UPOBAHHbIE CBEJICHUS O:
- CIIIHOCTH, CTPYKTYpE, PyHKIMIX U MHOrOOOpa3uH TOKyMEHTOB; - ITpaBUjIax
opraHuzanuu cOopa, XpaHEeHHsI, CHCTEMATU3alH, [IEPBUYHOTO U MOCIEAYIOIIEro aHajlIn3a
1 o0ecreyeHus 3aluThl KOH(UIeHINaIbHON HH(POpMaLu1, JOKYMEHTUPOBaHUS pabounx
MPOIIECCOB, a TaKKe HEMOCPEACTBEHHON pabOThI C JOKYMEHTAMHU. 3aJjaul U3yUCHUS
JUCHUIUIMHBI — 00y4YHUTh Oyaylux O0akalaBpoB: - OCHOBaM HOPMAaTHUBHO-IIPABOBOTO U
METOJUYECKOro obecreueHust paboThl C IOKyMEHTaMU U JIOKYMEHTO000pOTa; - MpaBUiiaM
yIpaBiIeHHs] KOMIUIEKCHBIMU MTPOLIEAYPaMH IOKyMEHTOOOOpOTa B OpraHU3aliH; -
OCHOBaHUs, MOPSAOK U IIPAaBUIIA JOKYMEHTHUPOBAHUS pabOuMX MPOLECCOB U 00eCIeueHus
3aIUThl KOH(PUIEHIMATbHON HHPOPMALIIH, COAEPKALINXCS B IOKYMEHTAX.

Kp aTKoO€ COACPKaHUuEC NTUCHUIIJIHHBI

JucuunnuHa «JloKyMEHTUpOBaHUE YIPABICHUYECKOHN IEATEIbHOCTHY» BKIIOUAET B ceOs
U3yUYEHUE UCXOAHBIX MMOHATHH JEI0NPOU3BOACTBA: CTPYKTYpa, PyHKLNHU, TUIIOIOT sl
nokyMeHTOB. Crucrema JIOKyMEHTOBEIEHUS, UICTOpUS Pa3BUTHUs, HOPMATUBHO-IIPABOBasl
6a3a. CocraB 1 ohopmiIeHHE PEKBU3UTOB, OlaHKK JOKYMEHTOB. O0III1e HOPMBI U TIpaBUiIa
co3zaHus ¥ 0(hopMIIEHUS TOKYMEHTOB. SI3bIK U CTUJIb 1€TIOBON JOKYMEHTAIMU, TUITUYHbIE
omnOku. Cuctemsl JoKyMeHTauu. OpraHu3aliOHHO-PACTIOPIUTEIbHBIE TOKYMEHTHI.
Knaccudukanus, mpaBusa co3qaHus OTAEIbHBIX BUAOB JOKYMEHTOB. Ciy»)eOHOe MUCHMO.
JIOKyMEHTBI IO TPYAOBBIM OTHOLIEHHUSAM. CHCTEMA KaIpOBOTO AEIONPOU3BOICTBA.
[IpaBuiia coctaBneHust 1 0HOPMIICHHS TOKyMEHTOB 110 JIMYHOMY COCTaBYy.
JlokyMeHT0000pOT: (hOpMBI OpraHu3alnu, JOKyMeHTonoToku. Komnsrorepuzauus 0V,
AIIEKTPOHHBIE CUCTEMBI JOKYMEHTO000pOTa. APXHBHOE €10, SKCIIEPTH3a IEHHOCTH U
XpaHEHHUE IOKyMEHTOB.

2. Komnerenun odyuyawumerocsi, opmMupyembie B pe3yJibTaTe 0CBOCHUS
AUCIHUTIJIMHBI

IInanupyemMsble pe3yapTaTbl OCBOCHUS [Inanupyemsble pe3yabTarsl
OIl BO (xomneTeHuun) oOyuenus no aucuurinae (3YHer)

3HaTh:B MPEIMETHOI 001aCTH OCHOBHBIE CTPYKTYPHI
TTAHHBIX U MIPEJCTABIATH CIIOCOOBI MX
KOMIIBIOTEPHOH 00paboOTKH (TEKCT, Tabnua,
MacCHB, 3aMKCh, (haiiia 1 T.II.)

OIIK-1 ciocoOHOCTBIO pemarh CTaHJapTHBIE  [YMETh:M3BJIEKaTh HEOOXOAUMYHO HH(OPMAIIHIO U3
3a/1aur po(heCCUOHABHOM IEATEIPHOCTA HA  [KOMITBIOTEPHBIX CETEH; MPUMEHSITH
O0CHOBE MH(GOPMAIIMOHHON 1 Oubrorpadudeckoil [MHPpOpPMAITMOHHBIC TEXHOJOTUH JTsl (POPMUPOBAHUS

KYJIBTYPHI C IPUMEHEHHEM WH(OPMAIIMOHHO- PA3JIMYHBIX BUIOB JOKYMEHTOB C LIEJIBIO
KOMMYHHUKAIITMOHHBIX TEXHOJOTHI M C YUETOM  |OCYLIECTBJICHHUS JIETOBOM MEPENUCKU U PEIICHUS
OCHOBHBIX TpeOoBaHUI HH)OPMATMOHHON MPOU3BOACTBEHHBIX 3a1a4
0e30macHOCTH BiiaieTb:npakTHUYeCKUM HaBbIKaMU B 001aCTH

TTOKMEHTOBEACHUS ISl PEILICHUS
npogecCHOHABHBIX 3a/1a4, TPEOYIOIIX
MCTIONIb30BaHUE HH()OPMAIIIOHHO-
KOMMYHUKAIIHOHHBIX TEXHOJIOTUH

ITK-10 cnocoOHOCTHIO UCITOIH30BAThH AJI1 pCHICHU A 3HATH:0COOCHHOCTH U THIIBI Y4aCTHHUKOB
KOMMYHHKATUBHBIX 3aga4 COBPCMCHHEBIC KOMMYHHKAIMOHHBIX IIPOUCCCOB; MPUHIIUIIBI 1
TCXHHUYCCKHUEC CPCACTBA U I/IHd)OpMaI_II/IOHHBIC 3aAKOHOMCPHOCTH IMPOLCCCOB KOMMYHHUKAIINN B




TCXHOJIOTUH

KOJIJIEKTHUBE; OCHOBBI JJOKYMEHTALMOHHOTO U
MH(GOPMAIIMOHHOTO 00€CTIeYeH s YHaCTHUKOB
OpraHu3alyu

'YMETh:BBITIOIHATH 33/1a4i U GYHKIIMH BHYTPEHHUX
Y BHEITHUX KOMMYHUKAIIUI; aHAIM3UPOBATH
uHbOopMaIio 0 QYHKIIMOHUPOBAHUN BHYTPEHHETO
TOKYMEHT0000pOTa OpraHN3alliH; OCYIIECTBISATh
nHGOpPMAIIMOHHOE 00ecTieYeHEe YYaCTHUKOB
OpraHU3AIMOHHBIX MIPOEKTOB

Brnajers:HaBbIKaMU aHaIM3a HHPOPMALIUHU O
(YHKIIMOHUPOBAHUN CHCTEMBI BHYTPSHHETO
TTOKyMEHT0000pOTa; HaBbIKaMU BeJIeHHs 0a3
NTAHHBIX TI0 Pa3JIMYHBIM TIOKA3aTeIsIM; HaBBIKAMHU
dbopmupoBaHusi THPOPMAITOHHOTO 00ECTICUCHHS
YYACTHUKOB OPTaHU3aIMOHHBIX TIPOCKTOB

OK-5 cnocoOHOCTBIO paboTaTh B KOJJIEKTUBE,
TOJIEPAHTHO BOCIIPUHUMAS COIUAIBHEIE,
ATHUYECKHUE, KOH(EeCCHOHAbHbIE U KYIbTYPHbIE
pasnu4ans

3HaTh:CTPATETUIO U TEXHUKY KOMMYHUKATUBHON
N1E€ATEIbHOCTH; METOIbI SMOLIMOHATIbHOMN
CaMOpPETYJISLHAN

YMETB:IPUMEHSTh pa3andHble POPMBbI
KOMMYHHMKATUBHOM EATEIIBHOCTH B KOJUIEKTUBE;
MCITOJIB30BaTh OCHOBHBIE CTpaTeruu
KOMMYHHMKATUBHOM I€ATEIILHOCTH

BraneTs:MeToaMu OLICHKH M aHaJN3a
KOMMYHUKATUBHBIX CTPATerHii MapTHEPOB IO
HIeperoBopam; HaBbIKaMH (POPMHUPOBAHUS
cOOCTBEHHOM YHUKAJIbHON CTpaTeruu

CaMOIIPE3CHTAllUH

3. MecTto aucuumiindbl B cTtpykrype Ol BO

[TepeueHs MpeANISCTBYOMIUX TUCIUTUIHH,
BUJIOB paboT y4eOHOTO MiaHa

[TepeueHb MOCISMYIONINX AUCITATLINH,
BUJIOB paboT

b.1.07 Pycckuii 13K U KyJIbTypa peun

b.1.25 Aynur,
B.1.04 [Ipaktukym 1o Buay npohecCUOHaIbHON
NeATETbHOCTH

Tpe6OBaHI/I$[ K «BXOJAHBLIM)» 3HAHUAM, YMCHUAM, HABbIKaM CTYJCHTA, HCO6XOI[I/IMBIM
ITpHU OCBOCHHUU }IﬂHHOﬁ JUCHUITIIMHBI 1 HpI/IO6peT€HHBIM B pE3YybTarc OCBOCHUS

MPEAMICCTBYONTUX JUCITUTIIIAH:

Hucuuninmna

TpeboBanus

b.1.07 Pycckuii 3K U KyJIbTypa peun

3HATh: MECTO PYCCKOTO sI3bIKA U KYJIBTYpPhI pEUU B
3epKaJie COBPEMEHHOM S3bIKOBOW CUTYAIINH;
KyJIBTYypy PEYH KaK MPEJIMET U3yUCHUsS U KaK
npeaMeT 0Oy4eHUs; B3AUMOICHCTBHE PYCCKOTO
sI3pIKA 1 OOIIIECTBA; POJIb S3BIKOBOW HOPMBI B
CTAaHOBJICHUH U (QYHKIIMOHUPOBAHHUHU JIUTEPATYPHOTO
SI3bIKA; KOMMYHUKATUBHYIO KOMIICTCHIIUIO, TyTH U
crocoObl €€ (OpMHUpPOBaHUS. YMETh:
OpPTraHU30BBIBATH PEYb B COOTBETCTBUU C BUJIOM H
CUTyaluei OOIIEHH S, a TAK)KE MPABUIIAMH PEUEBOTO
ATHUKETA; OCYIIECTBIISATh peueBOe OOLICHNE B
MICHMEHHOW M YCTHOH (hopMe B COIMAIBHO U

npoheccHoHAIBHO 3HAYMMBIX chepax (ColraIbHO-




OBITOBOI; COLIMOKYIIBTYPHOMW; HAy4HO-
MpaKTUYECKOI; Tpo(deccnoHaIbHO-ET0BOK).
Brnasers: ymMeHUAMHU TpaHC(HOPMHUPOBATH BEpOATIHLHO
(CIIOBECHO) TIPEICTABIICHHBI MaTepHall B
COOTBETCTBUU C KOMMYHHUKAaTUBHOW 3aa4€il;
YMEHHUSIMH OCYIIECTBISATh MEPEXo]] OT OAHOTO THIIA
[PEYEBOT0 BBICKA3bIBAHUS K APYTroMy (OT OIIUCAHUS K
MMOBECTBOBAHUIO U PACCYKJICHUIO T.1.)

4. O0bém 1 BUABI YUeOHOI padOTHI

OO6mmas Tpya10eMKOCTb TUCIHUILUIMHBI cocTaBiseT 3 3.e., 108 .

Pacrnipenenenue no cemectpam
N Bcero B Hacax
Bun yueonoit pabort 4acoB Homep cemectpa
5

OO6mmas Tpy10EMKOCTh TUCIIUTUTHHBI 108 108

AyoumopHhvie 3auamusi: 48 48
Jlexumu (JI) 32 32
[IpakTrdeckue 3aHATHS, CEMUHAPHI U (MJTH) APYTHE BUIBI

ayauTopHbIX 3aHaTuil (I13) 16 16
JlaGopatopusie pabotsl (JIP) 0 0

Camocmosmenvras paboma (CPC) 60 60
Pemenne TecTOBBIX 3aIaHUH 20 20
BoinonHeHne KOHTPOJIbHOM paboThI 10 10
Pabora ¢ 6ubnmorpadudecKuMi HCTOYHUKAMHU 10 10
IlonroroBka k 3a4eTy 20 20

By uTOroBoro KOHTpos (3a4et, Aud.3aueT, SK3aMeH) - 3a4er

5. ConeprkaHue TUCHMILIMHBI

O0beM ayIUTOPHBIX 3aHITHI

pa:«fena HaumeHnoBaHue pa3esioB TUCHMITIMHEIL 10 BHJIaM B 4acax
Bcero J | 113 | JIP
1 VcxoqHble NOHATHA A€JI0NPOn3BoicTBA. OpraHu3anus 10 6 4 0
nenonpoun3BoacTBa. OCHOBBI OPraHU3alMK JOKYMEHTO000pOTa
2 |CocrtaB u 0popMIIEHHE PEKBU3UTOB IOKYMEHTOB 14 10 | 4 0
3 [KagpoBoe Aenornpou3BOICTBO 12 8 4 0
4  |Homenknarypa nen. [lonrotoBka TOKyMEHTOB K C/lady€ B apXUB 12 8 4 0
5.1. Jlexkuumn
Ne Ne Kox-
nexuuulpasena HanmeHnoBanue ninm KpaTkoe cofepkaHue JIEKIIMOHHOTO 3aHATHS BO
4acoB
OCHOBBI OpraHu3alul JOKYMEHTO000poTa. Opranu3anus AeI0npOU3BO/ICTBA.
1,2,3 1 |CocraB peKBU3UTOB U BU/IbI OJTAHKOB OPraHU3allMOHHO-PACIOPSAUTEIbHBIX 6
nokyMeHToB coritacHo ['OCT P 7.0.97-2016
4,5 2 |OdopmieHne peKBU3UTOB TOKYMEHTOB 4




6,7

[TonsiTve «pacnopsIuTeNbHbIE TOKyMEHThD. KoHcTaTupyromas u
pacrnopsAuTeIbHas YacTh PAacIopsIUTeNbHAs JOKYMEHTA. JJOKyMeHTHI,
N30aBaCMbIC B YCJIIOBUAX CAUHOIIMYHOTO IIPUHATUA peHIeHHfl. I[OKYMGHTBI,
M3/1aBacMble B YCIOBUSIX KOJUIETHATBHOTO NPUHATHUS peteHui. [Ipuka3pl: mo
OCHOBHOM ACATCIIBHOCTH, IO OPraHU3allMOHHLIM BOIIPOCaM, 110 JIMYHOMY COCTaBy.
VYkazanus. Pacniopspkenus. [locranosnenne. Pemenne. Odopmiienne
PacCTiopAAUTCIIbHBIX JTOKYMCHTOB

OpraHu3anroHHO-TIPaBOBbIe JOKyMeHTHI. [loHsTHE, OhopMIIeHUEe, BUIBI
OpraHU3aIl[MOHHO-TIPABOBBIX IOKyMEHTOB. H(pOpMaLnOHHO-CIIpaBOYHbIE
TOKYMEHTBI, X BUbI U 0coOeHHOCTH. OdopMiieHne ciy)eOHBIX MUCEM U APYTHX
OIepaTHUBHO- U CIIPaBOYHO-UH(GOPMAIIIOHHBIX JOKYMEHTOB

9,10

[loHsTHE KaIpOBOTrO AEIONPOU3BOACTBA. BUBI TOKYMEHTOB I10 JIMYHOMY COCTABY
1 UX HazHaueHue. OpraHu3alMOHHO-KaIPOBbIE TOKYMEHTHI: IIPABUjIa BHYTPEHHETO
TPYAOBOIO PACIIOPSIKA; KOJUIEKTUBHBIN JIOTOBOP; IITaTHOE PACIIUCAHUE;
[IOJIOKEHHE O 3alUTE IEPCOHAIIBHBIX TaHHBIX.

11,12

HopmaruBHO-TipaBoBasi 6a3a kaJpoBoro Aenonpoun3BoacTBa. Odmiepoccuiickue
kiaccudukaTopsl. OpraHu3aius paboThl ¢ KaIpOBBEIMH JIOKyMEHTAMH.

13,14

[TonsiTue HoMeHKIaTypsl Aei. CocTaBIeHUE HOMEHKIIATYPhI Je. Tekyliee
XpaHEHUE JIEII.

15,16

DKCIepTr3a HEHHOCTH JOKyMeHTOB. CocTapiienre onucu. Cnaya Jei B apXuB.
ApPXUBHOE XpaHEHHUE JTOKYMEHTOB U JIEJ.

5.2. llpakTHyecKue 3aHATHS, CEMHUHAPbI

Ne
3aHATHSA

Ne

paznena

HaunmenoBanue umm KpaTKOC COACPIKAHUC MPAKTUYCCKOIO 3aHATHA, CCMUHApa

Koi-
BO
4acoB

1-2

BomnpocHo-oTBeTHBIE cuTyanuu 1o Teme "CocTaB peKBU3UTOB U BUJIbI OJTAaHKOB
OpraHMU3alIOHHO-PacCOPSANTENbHBIX T0KyMeHTOB cortacHo I'OCT P 7.0.97-
2016" YcTHbIH onpoc mo qaHHOM Teme. PazpaboTka TecTOBOTO 3a/1aHus 110 JaHHOU
Teme. BbinmoineHne BBOTHON MPaKTHUECKON paboThI

[IpakTnyeckoe opopmileHHE PEKBU3UTOB JOKYMEHTOB. BhinonHeHne
npakTHueckux padot (Ne 1-2 cMm. npunokeHne NpakTUKYM
nokymeHTupoBanue.doc)) Pemenne curyannonssix 3aaad (Ne 1-3 cm.
npuioxkeHne CutyaroHHabie 3a1a9n.docx)

[IpakTiueckoe opopmiieHUE CITyKEOHBIX MUCEM U IPYTUX ONEPAaTUBHO- U
CIPaBOYHO-UH()OPMAIIMOHHBIX JOKYMEHTOB. BhINOIHEHNE MPAaKTHUECKUX padoT
(Ne 7-8 cm.npuiiojkeHue MPakTUKyM JToKyMeHTHpoBaHue.doc) Pemenue
cuTyannoHHbIX 3a1a4 (Ne 11-13 cm. npunoxxenre CutyanioHHble 3a1a4u.docx)

[IpakTueckoe oopmiieHue pacopsIUTENbHBIX JOKYMEHTOB. BhinonHenue
pakTHueckux padot (Ne 5-6 cM. npunoxeHne NpakTUKyM
nokymeHTHpoBaHue.doc)) Pemenune cutyannonnsix 3amad (Ne 7-10 cm.
npuioxenue CuryannonHsle 3a1a4n.docx)

[IpakTudeckoe opopmiIeHHE JOKYMEHTOB 10 TPYAOBBIM IIPABOOTHOILICHUSM.
Brimonmaenne npaktudeckoi padoThl (Ne 9 cM.mpuiiokeHne mpakTUKyM
nokymeHTupoBanue.doc) YerHslil onpoc no Teme IloarotoBka npeseHTanum

[IpakTnyeckoe oopmiIeHHE OPraHU3aLMOHHO-TIPABOBBIX TOKYMEHTOB
BoinonHenue npaktuueckux padot (Ne 3-4 cM. npusoxkeHne MpaKkTUKYyM
nokymeHTupoBanue.doc)) Pemenne curyanunonssix 3aaad (Ne 4-6 cm.
npuioxkeHne CutyarmoHHabie 3a1a9n.docx)

dopMHpOBaHUE HOMEHKIIATYPBI JEJI U UX MPOEKT IMOATOTOBKH K CAAaYe B apXHUB.
BrinonHeHue npaktuieckoi padotel (Ne 10 cM.mipuiioskeHUe MPaKTUKYM
nokymeHTHpoBaHue.doc) PazpaboTka TecToBOTO 3a1aHUs




5.3. JIaboparopHbie padoThI
He npenycmorpensl

5.4. CamocrosiTesqibHasi padoTa CTyIeHTa

Brimonaenane CPC

Crincok nureparypsl (¢ yKa3aHUEM
pas3zernos, IiaB, CTPaHUIL)

[TYM/. gomn.1, OYMU. ocH.1-2, gom.1-2
JIOKyMEHTUPOBAaHUE YIIPABICHYECKON
NEATeIbHOCTHU [ DIEKTPOHHBIN pecypc]:
METOAMYECKUE YKa3aHUsI 110 BBIITOJIHEHUIO
Pabota c bubnumorpadudeckumMu CaMOCTOSITEIBHON PabOTHI JJIst
NCTOYHUKAMHU 00yJarOIINXCsl OUHOU M 3204HOM (hopM
0Oy4eHHUs 110 HApaBICHUSIM MTOATOTOBKU
38.03.01 Dxonomuxka, 38.03.02
Menemxment / coct. JI.H.Byiunymkuna. —
HuxneBaprosek, 2018. — 42 c.

[IYMJI. nom.1, 9YMJ. ocH.1-2, gom.1-2
JloKyMEHTHpOBaHHUE YIIPABIEHYECKON
NEeSATEIbHOCTHU [ DNEeKTPOHHBIN pecypc:
METOMYECKUE YKa3aHUsI [10 BHITOJIHEHUIO
CaMOCTOSTEIIbHON PabOThI ISt
00yyYaronuxcsi O4HON U 3a04HON (hopM
00y4eHus 10 HAIPABICHUSM MOATOTOBKH
38.03.01 Oxonomuka, 38.03.02
Meunemxment / coct. JL.H.Byiutymkuna. —
HwxueBapTosck, 2018. — 42 c.

[TYMU. gomn.1, OYMU. ocH.1-2, gom.1-2
JIOKyMEHTHPOBAHUE YIIPABICHYECKON
NEeSATETLHOCTHU [ DNEKTPOHHBIN pecypc:
METOINYECKUE YKa3aHHsI 10 BBITIOJIHEHUIO
CaMOCTOSITENIbHOM paboThI 11
00y4JaroLIMXCsl OUHOU M 3a04HOM (hopM
0Oy4eHUS TI0 HAIIPABICHUSM MOATOTOBKH
38.03.01 Oxonomuxka, 38.03.02
Menemxment / coct. JILH.Byiunymkuna. —
HuxnaeBaprosek, 2018. — 42 c.

[IYMJI. nom.1, 9YM/. ocH.1-2, gom.1-2
JIOKyMEHTHpOBaHHUE YIIPABIECHUYECKON
NEeATeIbHOCTH [ DIEKTPOHHBIN pecypc]:
METOIMYECKUE YKA3aHUSI 110 BBITTOJIHEHUIO
CaMOCTOSITEJIbHOM pabOThI JIsI
0OyJarOIIMXCsI OUHOU M 3209HOM (HOopM
0Oy4eHHUs 10 HApaBICHUSIM MOATOTOBKU
38.03.01 Dxonomuxka, 38.03.02
Menemxment / coct. JIL.H.Byiunymkuna. —
HuxueBaprosek, 2018. — 42 c.

Bung pa60TLI " COACPIKAaHUC 3a/IlaHUA Kon-Bo yacoB

10

BrirmorHeHNE KOHTPOJIBHON PabOThI 10

[lonroroBka K 3a4eTy 20

PemeHye TecTOBBIX 3aIaHUH 20

6. InHOBanmoHHbIe 00pa3oBaTe/ibHbIEe TEXHOJIOTHH, HCIIOJIb3yeMble B y4e0HOM
npoiecce

| MHHOBaLIMOHHBIE | Bun pabotsl | Kpatkoe onucanue |K0J1—Bo|




(bopmbI yaeOHBIX (JI, 113, JIP) ayJl.
3aHATUN 4acoB
CryneHTsl 10 0003HaYEHHON TeMe pa3pabaThIBaloOT
[IPE3EHTALMOHHBIN MaTepra ¢ NCIOJIb30BaHUEM
COBpEMEHHBIX IporpaMM. CIIUCOK UCTOUHUKOB IPU 3TOM
TOJKEH BKIIIOUATh HE MEHee MSATH HauMeHoBaHui. Ha
[[pakTHyeckue N
Mpesenrats ARSI 1 3aHATHUN KaX/IbIi CTYJEHT 3allliIIaeT CBOIO padoTy, )
— MCIIOJIb3Yys COBPEMEHHBIE TEXHUUECKHE CPENICTBA.
Mpe3eHTAIMs] OLIEHUBAETCS MPENoaBaTesieM U IPYTUMHU
CTyA€HTaMH MO U3HAYAJIbHO ONPECICHHBIM KPUTEPHUSM.
[IpenonaBarens olieHUBAaET paboTy, B TOM YHUCIIE, U C
y4E€TOM MHEHUH BCEX MPUCYTCTBYIOIIUX HA 3aLIUTE.
Vcnonb30BaHue /leMOHCTpanus JIEKIIMOHHOTO MaTepuaa, B TOM 4HCIIe
MyJlbTUMEAUHOTO  |Jlekiuu paboTa ¢ HAVISITHBIMH MOCOOUSIMHU 110 (POPMUPOBAHUIO 14
000opy/10BaHUs Pa3IMYHBIX BUJIOB JOKYMEHTOB

Co0cTBeHHbIE HHHOBALIMOHHBbIE CIIOCO0BI M METO/bI, HCIIOJIb3yeMble B
o0pa3oBaTeIbHOM MpoLecce

He npenycmorpenst

Hcnonp3oBanue PE3YJIIbTATOB HAYYHBIX I/ICCJ'IGILOBaHI/II‘/’I, IMPOBOAUMBIX YHUBCPCHUTCTOM, B
paMKax I[&HHOﬁ JUCHHUIIIIMHBI: HCT

7. ®oua oueHo4HbIX cpeacts (POC) nist npoBeeHUs TEKYIIEro KOHTPOJIA
yCIIeBAEMOCTH, IIPOMEKYTOYHOM ATTECTALMHM 110 UTOraM OCBOCHUS AMCUHMILIMHBI

7.1. IlacopTt GoHIa OLIEHOYHBIX CPEACTB

HaumenoBanue paznenos Bun korrposia NoNe
i — Kontponupyemas komnerenuus 3Y Hbl (BKJnoqei;I saxanuii
TEKYIIUN)
OIIK-1 criocoOHOCTBIO pelaTh CTaHJapTHBIE
Hcxonubie moHSITHS 3a/1auu mpohecCUOHANBHOM IeATeIbHOCTH Ha
JIEJI0IPOU3BO/ICTBA. OCHOBE MH(OPMAITMOHHON 1
Opranuszanus oubnuorpaduyeckoii KyabTyphl C VYeTHBIM onpoc no 1
Jenonpou3BoAcTBa. OCHOBBI MpUMEHEeHUEeM UH(POPMAITMOHHO- TeMe
OpraHu3aIiu KOMMYHHUKAITHOHHBIX TEXHOJIOTUH U C YIETOM
JIOKYMEHTO000pOTa OCHOBHBIX TpeOOBaHUI HH(POPMALIMOHHON
0€301acHOCTH
Hcxonubie nmoHsTHA
JIeJIOTIPOU3BOICTBA. OK-5 crmocoOHOCTRIO paboTaTh B KOJUICKTHBE, PaspaGorka
Opranuszanus TOJIEPAHTHO BOCTIPUHUMAS! COLIUANIbHBIE, p )
Jenonpou3BoACcTBa. OCHOBBI STHUYECKHE, KOH()ECCUOHAIbHBIE U T::HT;)ES;O
OpraHu3aIu KYJIBTYPHBIE Pa3TUUHsI
JIOKYMEHTO000pOTa
Hcxoaubie MOHATHS
JIETTOITPOU3BOICTBA. T1IK-10 crmtocoOHOCTBIO UCIIOIB30BATh IS Brimonnenue
Opranuszanus pelIeHNs KOMMYHUKATHBHBIX 32129 BBOJIHOM 3
nenonpousBosacTsa. OCHOBBI COBpPEMEHHbIE TEXHUUYECKHE CPE/ICTBA U MIPAKTHYECKOI
OpraHu3aluu WH(POPMAITMOHHBIC TEXHOJIOTHH paboThI
JOKYMEHTO000pOTa
Cocras u oopmieHue OIIK-1 crtocoObHOCTRIO pelIaTh CTaHaapTHRIC | BrimoaHeHue 4
PEKBH3UTOB JOKYMEHTOB | 3aaa4yu npodecCHoHaIbHON ASSITEIbHOCTH Ha | MPAKTUYCCKUX




OCHOBE MH()OPMAIIMOHHOH 1
OoubamorpaduueCcKoi KyJabTyphI ¢
pUMEHEeHHEeM HH(OpMaIIOHHO-

KOMMYHHKAI[HOHHBIX TEXHOJIOTHUI U C y4eTOM
OCHOBHBIX TpeOOBaHUI HH(OPMALIMOHHOM
0€30MacHOCTH

pabot

Cocras u oopmieHue
PEKBU3HUTOB NTOKYMCHTOB

I1IK-10 crmocoOHOCTBIO UCITOIB30BaTh IS
pelieHus KOMMYHUKaTUBHBIX 33]1a4
COBpeMeHHBIe TCXHUYCCKHEC Cpe)ICTBa nu
UHGOPMAITMOHHBIE TEXHOIOTHH

Pemenue
CUTYallUOHHBIX
3aa4

Kagposoe
JE0NPOU3BOACTBO

OK-5 cnnocoOHOCTBIO paboTaTh B KOJIEKTUBE,
TOJIEPAHTHO BOCIIPUHUMAsI COIMAJIbHEIE,
STHUYECKHUE, KOH(EeCCHOHAIbHbIE U
KYJIBTYPHBIE Pa3IHyHsI

YCTHBINM 0npoc 1Mo

TEMC

Kanposoe
JIETOTPOU3BOACTBO

OIIK-1 ctocoGHOCTEIO pemaTh CTaHapTHHIE
3a7a4u MPO(heCCHOHATIBHON AEATEIFHOCTH Ha
OCHOBE MH()OPMAIIMOHHOH 1
OoubImorpaduueCcKoi KyJabTyphl ¢
pUMEHEeHHEeM HH()OpPMaIIOHHO-
KOMMYHHKAI[HOHHBIX TEXHOJIOTHUI U C y4eTOM
OCHOBHBIX TpeOOBaHUI HH(OPMAIIMOHHOM
0e30MacHOCTH

Brimonnenne
MPAKTUYECKUX
pabor

Kanposoe
JIEIOTPOU3BOACTBO

OIIK-1 crmocoOHOCTRIO pelIaTh CTaHIAPTHBIS
3aa4M Mpo(heCCUOHATBHOM NesTeTbHOCTH Ha
OCHOBE WH(OPMAITMOHHON 1
O6ubnuorpaduIecKoil KyabTypsl ¢
MpUMeHEeHHeM UHPOPMAIIIOHHO-
KOMMYHHUKAITHOHHBIX TEXHOJIOTUH U C YIETOM
OCHOBHBIX TpeOOBaHMI MHPOPMAITMOHHOM
0€301acHOCTH

Iloaroroska
Mpe3eHTaIun

Homenknarypa nein.
ITonroroBka 1OKyMEHTOB K
c/laue B apXMB

OK-5 cnocoOHOCTBIO paboTaTh B KOJIEKTUBE,
TOJIEPAHTHO BOCIIPUHUMAsI COIMAJIbHBIE,
STHUYECKHUE, KOH(ECCHOHATIbHbIE U
KYJIBTYpHBIE pa3INgus

Pa3zpabotka
TECTOBOTO
3aIaHuUsI

Homenknarypa nei.
ITonroroBka 1OKyMEHTOB K
cllaue B apXuB

IIK-10 cmocoOHOCTRLIO UCITOIB30BaTh IS
pelieHrs KOMMYHUKAaTHUBHBIX 3a/1a4
COBpCMeHHBIe TCXHUYCCKHEC Cpe,Z[CTBa nu
UHGOPMAITMOHHBIE TEXHOIOTHH

Brinmonnenne
MPAKTUYECKUX
pabot

10

Bce pasnenst

OIIK-1 crtocoOHOCTBIO pelIaTh CTaHIAPTHBIS
3aa4M Mpo(heCCHOHATBHOM NesTeTbHOCTH Ha
OCHOBE MH(OPMAIIMOHHOM U
OoubmuorpaduIecKoil KyabTypsl ¢
MpUMeHEeHneM UHPOPMAIIIOHHO-
KOMMYHHKAITMOHHBIX TEXHOJIOTUHN U C YYETOM
OCHOBHBIX TpeOoBaHUI1 HH(POPMALIMOHHON
0€30MacHOCTH

Pemrenue
TECTOBBIX
3aJaHuN

11

Bce pasnenst

OIIK-1 ciocoGHOCTBIO penaTh CTaHJapTHBIE
3a7a4n MPo(heCCHOHATIBLHON AEATEIFHOCTH Ha
OCHOBE MH()OPMAIIMOHHOH 1
OoubmorpaduueCcKoi KyabTyphl ¢
pUMEHEeHHEeM UH()OpMaIIHOHHO-
KOMMYHHKAI[HOHHBIX TEXHOJIOTHUI U C y4eTOM
OCHOBHBIX TpeOOBaHUIl HH(OPMALIMOHHOM
0€3011aCHOCTH

Beinonuenue
KOHTPOJIbHOU
paboThI

12

Bce pasnenst

OK-5 crtocobHOCTHIO pabOTaTh B KOJUICKTUBE,

3ayer

13




TOJICPAHTHO BOCIIPUHMMAs COLIMAJIbHBIE,
THUYECKHUE, KOH()ECCUOHAIbHbIE U
KYJIETYpPHBIC pa3JInuus

OIIK-1 cnocoGHOCTBIO penaTh CTaHJapTHBIE
3aa4m Mpo(heCCUOHATBHOM e TeTFHOCTH Ha
OCHOBE MH()OPMAIIMOHHOM U
6ubnuorpauyeckoi KyJabTyphl C
pUMEHEeHHEM MH()OPMaIIHOHHO-
KOMMYHUKAITHOHHBIX TEXHOJIOTHIA U C YIETOM
OCHOBHBIX TpeOOBaHUIl HH(OPMALIMOHHOM
0€30I1aCHOCTH

Bce paznenst 3auer 13

IIK-10 cmocoOHOCTRLIO UCITOIB30BaTh IS
pelleHrs KOMMYHUKAaTUBHBIX 3a/1a4
COBpCMeHHBIe TCXHUYCCKHEC Cpe,Z[CTBa nu
UHGOPMAITMOHHBIE TEXHOIOTHH

Bce paznenst 3auer 13

7.2. Buabl KOHTPOJIs1, IPOLEXYPbI NPOBeAeHNs, KPUTEPUH OlleHMBAHUSA

Bun xontpons [Ipouenyps! mpoBeACHHS U OLICHUBAHUS Kputepuu oueHruBanus

OTIM4HO: BiIaJIeHNE MaTepuajIoM Ha
BBICOKOM Ka4€CTBEHHOM YPOBHE U
YBEPEHHbIE OTBETHI HA BCE BOIIPOCHI,
YMEJIOE aneUIMPOBAHUE OCHOBHBIM
MOHSTUWHBIM aIapaToM

Xopo110: BiIaJicHUE MaTeprajIoM Ha
TOCTaTOYHOM Kau€CTBEHHOM YPOBHE U
HEeOOoIbIIINE TIOTPEIIHOCTH B OTBETaX Ha
BOIPOCHI

[TpoBoaNTCA HHAMBUyaTbHOE
cobecer0BaHNE MIPETIOIaBATENS ¢ KaXKIbIM
CTYJIEHTOM. 3a1at0TCsI BOIIPOCHI O

YCTHBIN OIpoC 1o o
COOTBETCTBYIOLLEH TEME, ITPEATIONATAIOIINE
TEME YIIOBJIETBOPUTEIBHO: BIaJICHHE
KOPOTKHE KOHKPCTHBIC OTBETHI HA HUX.
MaTepUaIOM Ha CPEITHEM YPOBHE U

Kaxxaplii CTyIeHT B cpejHEM OTBeUYaeT Ha 6-8
OIIMOKHU MpU OTBETAX Ha BOIPOCHI,

MHUKPOBOITPOCOB
HECIIOCOOHOCTH CBS3aTh

TEOPETUICCKUE TIOJIOKCHHS C

npUMepaMu

HeynoBieTBOpUTEIHLHO: HE3HAHHE

MaTepuasa U HeBJIaJIeHHe OCHOBHOM

TEPMHUHOJIOTHEN IO TEME

Otruno: 100% KoppeKTHO
CryneHTaM BbIIAaeTCs 3a/1aHUE - COCTaBJICHHBIX BOIIPOCOB
CaMOCTOSITEJIBHO COCTaBUTh TecToBble  |Xoporio: 80% KOppeKTHO

Pa3pabotka
TECTOBOLO Bonpockl (He MeHee 20) ¢ BapuaHTaMu  |[COCTaBJICHHBIX BOIPOCOB
SaaHs OTBETOB (HEe MeHee 3) Mo 0003HaueHHOU Teme.|YnoBiaeTBopuTeabHO: 70% KOPPEKTHO
O3By4MBaIOTCSI OCHOBHBIC TPEOOBaHMS K [COCTABIEHHBIX BOIIPOCOB
pa3paboTKe TECTOBBIX 3aJJaHUM. HeynosnerBopurenbHo: Menee 30%
KOPPEKTHO COCTABJIEHHBIX BOIIPOCOB
Otnnuno: 85-100% npaBuibHO
BBITIOJIHEHHOE 33/IaHHE
Pewwemie CryneHTaM BbIJIa€TCs 3aJaHUE - Xopo1io: 65-84% npaBuiIbLHO
CaMOCTOSITEIBHO O(DOPMHUTH PA3TMUHBIC BHIbI [BHITOJHEHHOE 3a/IaHUE
CUTYAI[MOHHBIX o
sanay JOKYMEHTOB. O3BYyUMBAIOTCS OCHOBHBIE  [YIOBIETBOPUTENBHO: 50-64%

TpeOOBaHUs K pe3yabTaram padoThl. MPaBUJILHO BBHIMOJIHEHHOE 3a/JaHUE
HeynosnerBoputensHo: Menee 50%
MPaBUJILHO BBHIMOJIHEHHOE 3a/JaHUE




Otinyno: 85-100% npaBuiIbHO
BBITIOJTHEHHOTO 33/1aHUS

Brinonuenue CTyneHThl CaMOCTOSATEIBHO BBIMONHAIOT — [(Xoporio: 65-84% npaBuibHO
BBOJIHOI 3ananue. [IpenogaBaress MOsCHIET BBITIOJTHEHHOTO 33/1aHUS
IIPAKTHYECKOM OT/EJIbHbIE MOMEHTBI M OTBEYAET Ha YrnosnersopurenabHo: 50-64%
paboThI BO3HHUKAIOIIIHE BOTPOCHI. MPABUJIbHO BBITTOJTHEHHOTO 3aJJaHUs
HeynosnersopurensHo: MeHee 50%
MPABIJILHO BBHITTOJHEHHOTO 3aJaHUs
OTINYHO: yBepeHHas 3aluTa u
CBOOOHOE BIIAJICHUE MaTepUaIOM
Xopomo: XopoIias 3amura 1
CryneHTs! 10 3apaHee 0003HAYEHHOM TeMe |I0CTAaTOYHO BBICOKUI YPOBEHb
Momrotoska KOJIJIEKTUBHO (2-4 4esoBeka) pa3palaThIBarOT [BIAICHUS] MATEPHUATIOM
Hpe3eHTAIHH IIPE3EHTALMOHHBIM MaTepua, pacpeAeiisoT [YI0BIETBOPUTEIbHO: CPEIHSS 3alUTa
p POJIU U 3alMIIAI0T MPE3EHTALMIO Ha U CpEIHUI YpOBEHb BIIaJICHUS
MPAKTUYECKOM 3aHSTHH. MaTepuaioM
HeynoBneTBopUTeIbHO: HEMOATOTOBKA
Mpe3eHTaluH WIH a0COIIOTHOE
HEBJIaJIEHUE MaTepHAIOM
Otnnyno: 85-100% npaBuUiIbHO
pPEIIEHHBIX TECTOBBIX 3a/1aHHUM
Xoporo: 65-84% npaBUIBHO
CTyzneHThI pemaroT MoJIy4eHHbIE TECThI .
PEIIEHHBIX TECTOBBIX 3a/1aHUM
Pemenne camocrosTenbHo. [IpenogaBarens nosicHser N
YnoenetBoputenbHo: 50-64%
TECTOBBIX OT/EJIbHbIE MOMEHTBI M OTBEYAET Ha
N MPaBUJILHO PELIEHHBIX TECTOBBIX
3a/laHui BO3HUKAIOIIUE BOIIPOCHI. BHITOJHEHHBIE A
paboThI MPEIOCTABISIOTCS MPETIOJABATEIIO. o
HeynosnersopurensHo: MeHee 50%
[PABUJIBHO PEIIEHHBIX TECTOBBIX
3aJaHui
Otnnuno: 85-100% npaBuibHO
BBITIOJTHEHOT'O 3aaHUS
BAIOIHEHHE CTyneHThl CaMOCTOATENBHO BBIMONHAIOT  (Xopomio: 65-84% npaBuibHO
COHTDONEHOH  [PO°YICHHBIE 3a/IAHHS [0 BapHAHTaM (BapuaHT[BBIIIOJHEHOTO 3aJaHUS
;’60“1 oTpesieNisieT npemnojaBarens). Boimonnenusie [YnosnersopurenabHo: 50-64%
P paboThI IPEIOCTABIISIOTCS IPENOAABATENI0 |[IPABUJIBHO BBIIIOJHEHOTO 3aJaHUs
HeynosnerBopurenbHo: Menee 50%
[IPABUJIBHO BBIITOJHEHOTO 3aJaHUs
Otnnyno: 85-100% npaBuiIbHO
BBITIOJTHEHHOTO 33/1aHUS
Xopomo: 65-84% npaBUIbHO
CTyneHThI BHIIOJTHSIOT MOTY4YEHHbIE
BBITIOJTHEHHOT'O 33/1aHUS
Beinonuenue npaktudeckue padotsl Ne 1-10
MPaKTUYECKUX | camocTtosTenbHo. [IpenoxaBarens nosicHsIeT
p Peroz YnosnerBopurenbHo: 50-64%
pabor OTJI€JIbHBIE MOMEHTHI U OTBEYAET HA
MPABUJIBHO BBITTOJTHEHHOTO 3aJJaHUs
BO3HHUKAIOIIHE BOMPOCHI.
HeynosnersopurenbHo: MeHee 50%
MPABUJIBHO BBHITTOJHEHHOTO 3aJaHUs
3a4TeHO: OTVIMYHOE BIIaJICHNE
CobecenoBanue (OLEHKa YPOBHS MaTepHaIOM U YBEPEHHbIE OTBETHI Ha
Jauer c(hOpMHUPOBAHHOCTH KOMIIETEHIIUNA MOXKET |[BCE BOMPOCHI / WIIH BIIaJCHHUE

IPOM3BOAMTHCS TaKXKe B opMe
TECTUPOBAHUSA)

MaTCpUuaJioOM Ha JOCTATOYHOM YPOBHC
He 3auTeHO: HE3HAHNUE Martepualia u

HEBJIAACHHUE OCHOBHOM TCpMI/IHOJ]OFI/Ieﬁ




10 TCMC

7.3. TunoBble KOHTPOJIbHbIE 3aJaHUS

Bun xonTpos

TunoBsie KOHTPOJILHBIC 3aJIaHUS

YcTHbIM onpoc 1o
TeMe

Bonpocel mo nogremam pazzaena Ne 1 "McxogHbie TOHATHS 1€IONIPOU3BOJICTBA.
Opranu3zanus aenonpoun3BoacTBa. OCHOBBI OpraHU3alliy JOKyMeHTO000poTa":
1. atite onpenenenue moHaturo "J[okymeHT" 1 nepeunciaute ero GyHKIUN

2. Jlaiite onpenenenue nNoHATHIO "J[e1onporu3BoACTBO" U PACCKAXKUTE O €T0
CTPYKTYype

3. Kparko pacckaxute 00 MCTOPUU CTAHOBJICHUS JIeJIONpon3BocTBa B Poccun
4. Tlepeuncnure TOKyMEHTHI, SBIISIOIINECS HOPMAaTHBHO-TIPABOBOM 0a3oi
JIEJI0NPOU3BO/ICTBA

5. Packpoiite cyTh YHU(PUKAIIUN B JISTOMPOU3BOACTBE

6. Packpoiite cyTh CTaHIApPTU3AIMU B JEIONPOU3BOICTBE

7. llepeuncnute K1accuPpUKAIMIO 1€IOBBIX JOKYMEHTOB

8. Ilepeuniciute OCHOBHBIE 0COOEHHOCTH JIEIOBOTO A3bIKA JOKYMEHTA

Bonpocel no nogremam pazzaena Ne 3 "[loHaTre KapoBOTo AEIONPOU3BOICTBRA.
Buipl JOKYMEHTOB 10 JINTYHOMY COCTaBY U MX Ha3HaueHue. Opranu3anuoHHO-
KaJpOBbI€ TOKYMEHTHI: IPaBUjIa BHYTPEHHETO TPYJOBOTO PACIIOPSIKA;
KOJIJIEKTUBHBIN JJOTOBOP; IMITATHOE PACIIMCAHUE; TIOJI0KEHHUE O 3aIIUTE
nepcoHANbHBIX JaHHBIX. HopMaTuBHO-TIpaBoBas 6a3a KaapoBOTO
J1EJI0NPOU3BO/ICTBA.

Oo6mmepoccuiickue kiaccudukaropsl. Opranuzanus paboThl ¢ KaIPOBBIMU
TOKyMEHTaMU.":

1. IlepeuncnuTe BUABI NEPBUYHON yUETHOM JOKYMEHTAIUH 110 JINYHOMY COCTaBy
2. PackpoiiTe 0cobeHHOCTH 0(hOpMIICHHS TPYIOBOTO JOTOBOPA

3. [lepeuncnure npaBuia oHopmiIeHUs TPYAOBON KHIKKU

4. Pacckaxxute 06 0COOEHHOCTSX 0(hOPMIICHUS TOKYMEHTALUH JUTSI CITY)KeOHOM
KOMaHAUPOBKHU

5. Ilepeuncnute mpaBuia opOpMIICHHS OTITyCKa

6. [lepeuncnure JOKyMEHTbI, KOTOpPbIE HEOOXOAMMO OATOTOBUTH ClTyyae IepeBo/ia
paboTHUKA Ha Ipyryro paboTy

7. PacckaxuTte o npaBuiax opopMIICHUS MOOUIPEHUH U B3bICKaHUI pabOTHHKAM
8. [IpuBeauTe MOCIEIOBATEIBHOCTD JIOKYMEHTHPOBAHUS TPOIlecca YBOIbHEHUS

Pa3pabotka
TECTOBOTO 3aaHUsI

Pa3paboTaHHbBIC TECTOBBIC 3a/IaHUS
Pexomenaruu o GopMUPOBAHUIO TECTOBBIX 3a1aHMi.doCX

[IpumepHoe 3aganue: CoctaBbre U 0QOPMUTE PA3IUYHBIE BUIBI JOKYMEHTOB,
HEOOXOIMMBIX B ONPE/IETICHHON yIpaBleHUYeCKOW CUTyalllu.

Curyanus 1.

Ha MoCKOBCKOM KOMOMHATE 110 MPOU3BOJICTBY MY3bIKAJIbHBIX HHCTPYMEHTOB U
Mebenu (rocylapcTBEHHOE IPeANpuUsTre), KOTopblil BXoauT B KoHniepH no
pa3paboTKe U MPOU3BOJCTBY MPOAYKIIMH MY3bIKaJIbHON MPOMBIIIIEHHOCTH
(POCMYVY3IIPOM), neiictyet [lonoxkenue o mpeMUpPOBAaHUU PYKOBOAMUTENIEH 11€XOB,

Peerme OTZeNO0B U ciyx0, yrBepxkaeHHoe 05.01.2003 Ne 27.
CUTYallMOHHBIX
sanay 12 anpens TeKyuiero roga AUPEeKTop KOI\E6I/IHaTa B.M.JIaproHoB nopy4un
HayaJbHUKY OTJeNa Tpy/aa U 3apaboTHoil miatel MapkoBy H.I'. paccunrars pazmep
[IpEMHUH PYKOBOAUTENSM OTAEINIOB, LIEXOB U CITy:KO KOMOMHATA M0 UTOram paboThl 3a
nepBbIil KBapTal K 15 anpens, a maBHoMy Oyxranrepy komOunara Tpommnoit C.I%. —
OpraHU30BaTh BHIILIATY IpeMuH K 20 anmpesrst TeKyIero rojaa.
HauanbHuK 11aHoBo-3koHOMUYecKoro otaena Matseesa C.H. u miaBHBbIi Oyxrantep
Tpommna C.I". 3aBU3MpOBaiv IPOEKT MpUKa3a AUPEKTOpa KOMOMHATA.
CutyarioHHsle 3a1a4n.docx
Bremonuenne  |3agaHue K MpakTH4ecKoi padore:
BBOJHOM Yka3aTh HAUMEHOBAHKE PEKBU3UTOB Ha MOJTOTOBICHOM OJaHKe TJOKYMEHTa




MPAKTUYECKOU
paboThI

Hcxomsmee nucsmo.doc; Beimucka U3 [TIPOTOKOJIA.doc; brank rapantuitHoro
nucbMa.doc; Akt Ha yHHUUTOXKeHHE Nien.doc; baank mucema.doc

ITogroroBka
MpE3EHTAUU

[IpuMepHast TeMaThka JUIsl IOATOTOBKY MPE3EHTALAN:

1. KagpoBoe nenonpou3BoACcTBO (OCHOBHBIE MOHATHS U ONPEIEIICHNUS).

2. HopMaTtuBHBIE JOKYMEHTHI, PENIAMEHTUPYIOIIHE KaIPOBOE AEIONPOU3BOICTBO.
3. Bupl KaIpOBBIX JOKYMEHTOB

4. [lepeueHb TOKyMEHTOB KaJpOBOTO JEJIONPON3BOICTBA MO (DYHKIIMOHATIBHOMY
HAa3HAYECHUIO

5. IlepcoHanbHbIE JaHHBIE

6. XXypHaibl 1 KHUTH ydeTa

7. JIOKyMEHTBI, cO3/1aBaeMble MpH 0(OPMIECHUH TPYIOBBIX OTHOLLIEHUI

8. YHu¢unuposanHslie (OpMBI 10 YUETy KaIpOB

9. IIpuka3bl, UMEIOIIUE TPOU3BOIBHYIO POPMY

10. IlepBuuHBIE yU4ETHBIE JOKYMEHTBI

11. JInuHbIe TOKYMEHTHI

12. JlokyMEHTBI BOUHCKOTO y4eTa

13. IoKyMeHTBI 111 IEHCHOHHOTO (oHAa

14. CocraBnenue rpaduka oTIycKkoB

15. Kareropust paOOTHUKOB, UMEIOLIUX MIPABO Ha OTIYCK B YI0OHOE /711 HUX BpeMsl
DOC st mpeseHTanuu.docx

Perenne TecTOBBIX
3aJIaHUN

Tect Ne 1
Tect Ne 2
Tect Ne 3
Tect OcHoBsl nenonpousbozacTBa.docx; Tect3.docx; Tect 2.docx

Beinonuenue
KOHTPOJIbHOMN
paboThI

Bapuanr 1

1) Packpoiite Bce peKBU3UTHI CTyKeOHBIX JoKyMeHTOB cormacHo [[OCT P 7.0.97-
2016. Pacckaxure 00 UX pacONIOKEHHH Ha TOKYMEHTE M 0(OPMIICHHH.

2) CocraBbTe MPOTOKOJ 3aCeIaHusl MHBEHTAPU3AIIHOHHOW KOMHCCHUHU 3aBO/Ia Ta30BOM
anmnapaTypbl, Ha KOTOPOM paccMaTpUBaJICs BOIIPOC O pe3yJbTaTax MHBEHTApU3aLlun
no cknagay Ne2 BcriomorarenbHbIX MaTepuanoB. Ha 3acenanuu Obl10 MPUHATO
MOCTaHOBJIEHHE 00 yTBEPKICHUH PE3YIbTaTOB NHBEHTAPU3ALMU U OTHECEHUS 32
CUeT 3aBEYIOIIEro CKJIaJ0M HEJOCTaYl BCIIOMOTaTeNbHBIX MaTepHAIOB B CYMMeE
365 ThIC. pyO., a TaKKe 3aUUTAHbBI CIIMUUTENbHAS BEIOMOCTh MO ckiaay Ne2 u
00BsICHUTENbHAS 3aIMCKa 3aBEAYIONIEro ckiaoM. OcTaiabHbIE JaHHbBIE OMPEIEIUTe
110 CBOEMY YCMOTPEHHUIO.

3) CocraBbTe cripaBKy O BeTUYHMHE CpeaHEN 3apaOOTHOI MIaThl 3a TOJ A
MOJTyYEHUs] KOMIIEHCAIMK Ha OIIaTy >kuiibsl. OcTallbHble JaHHBIE YKa)KUTE
CaMOCTOSITENIBHO.

Bapuant 2

1) CocTtaBbTe MH(POPMALIMOHHOE TUCHMO O MPOJIAXKE YACTHBIM U TOCYJapCTBEHHBIM
IPEIIPUATHSM IEPCOHATBHBIX KOMIIBIOTEPOB I10 J0TOBOPHOM CTOMMOCTH U O
BO3MOYKHOCTH MTPUHUMATh 3aKa3bl HA COCTABICHHE MPOTPAMM.

2) CocTaBbTe MOJIHBIN MPOTOKOJ 00IIET0 COOpaHus pabourX MPOU3BOJCTBEHHOTO
KOOTepaTuBa «3aImycK», Ha KOTOPOM 00CY>K/1aJICsl BOIIPOC O CO3/IaHUU MPOU3BOJICTBA
CTPOUTENIbHBIX MaTEpUaJIOB /Ul CTPOUTENBCTBA KUIIBIX JoMOB. Ha cobpanum Obuia
3acnymiaHa HHGopMaIus npeaceaaresns o0 BO3MOKHOCTH CO3[aHMsI TAKOTO 1ieXa 1
nepcrneKkTuBax ero pabotsl. [locne o0cyxkaeHNs ObIII0 MPUHSTO PELICHUE TOPYUYUTh
MpeaCceaaTeNo U €r0 3aMEeCTUTEINIO TI0 CTPOUTENIBCTBY B TE€UEHHE 6 MECSIIEB
pa3BepHyTh paboTy W BBIACIUTH IS ATHX 1ejei 31 miH pyo.

3) CocTaBbTe IpHKa3 00 0CBOOOXKICHUU Bac OT paboThl B hupme «OpOuTa» B CBI3U
C TIepee3/IoM Ha HOBOE MECTOXKHUTENIBCTBO.

Bapuanr 3

1) Cocrassre rapantuitnoe nucbMo OAO «3Oxocan» OAO «IIporpeccy» 06 okazanun
TEXHUYECKOM ITOMOIIH B pa3paboTKe pabounx uepTexeit HacocHou ctanmuu. OAO
«OKocaH» IPOCUT MPOU3BECTU ITY pabOTy HETIOCPEICTBEHHO Ha IUIOMIAJIKE.

2) CocTaBbTe KPaTKHii MPOTOKOJ MPOU3BOICTBEHHOTO COBEIIaHUs PAOOTHUKOB




[JJaHOBO-3KOHOMHUYECKOI0 OT/EJIa 3aB0/Ia MEAULIMHCKUX IPENapaTroB, HA KOTOPOM
OBLT pACCMOTPEH BOIIPOC O IOCPOUHOM pa3pabOTKe IUIaHa Pa3BUTHUS MPEANPUATHUS HA|
2013 rox. [Tocne o6cysxaeHns IPOU3BOACTBEHHOE COBEIIAHNE PUHSIIO PEIICHHE
pa3paboTarh IJIaH Ha AeCATh IHEH paHblIe YCTaHOBIEHHOTO cpoka. OcTanbHbIe
JTaHHBIE YKAKUTE CAMOCTOSITENBHO.

3) CocTaBbTe pHKa3bl: a) 0 IpueMe Ha paboTy Oyxrantepom Meanosoii U.I1.; 6) 06
YBOJIBHEHUM [1EPEBOJIOM B APYTYIO OPTaHU3ALHNIO.

Bapuanr 4

1) CocraBbre nuceMo-nipock0y Jl0BOJICHCKOM MHKYOATOPHO-NTULIEBOAUECKON
CTaHIMH B 00JACTHYIO a]MUHUCTPAIIUIO O BBIZICIEHUU CPEACTB U3 00IACTHOTO
Oromkera B cymme 15 MiTH py0. 10 Havana peann3ainuyd MOJOTHIKA-TITHIIBI
HACEJICHHUIO.

2) CocTaBbTe TOKIaHYIO0 3anucKy Oyxranrtepa Tumorunoii W.I1. rmaBHOMYy
oyxrantepy pupmbl «Pyoun» baduaery H.I1. ot 15.09.12 o mpousBeneHHOM
Tumormmno# W.I1. mpoBepke BBIMOIHEHUS TpUKa3a qupekTopa Gupmer Ne92 ot
12.06.12 «O cocTossHMH OyXTaJITEPCKOTO y4eTa Ha CTPOUTEILCTBE 0a3bl OT/IbIXA B
paifone O6ckoro Mops». B pukase ObUIH yKa3aHbl KOHKPETHBIE CPOKH JIMKBHIAIIH
HEI0CTaTKOB, 0OHapykeHHBIX B siHBape 2012 roga. B gokmamHo# 3amucke T0KHO
OBITH OTMEUEHO BBIMOJIHEHHE BCEX MTyHKTOB MPHKAa3a, 32 UCKIIOYCHUEM ITYHKTOB 00
OpraHM3ali paBHOMEPHOU €XXeTHEBHOM c/Jauu pabOYNMH HapsA0B OyXrairepy.
BrrsBiieHo, uto 25 ¢espanst 2012 roga 0110 c1ano ToIbKo 35,2% Bcex HapsI0B.
OcranbHble Hapsiabl caanbl 1 mapra. [1o rpaduky cpok ciauu mociaeHuX HapSAO0B
3a MPOLIBIN MECSI] YCTAHOBIIEH IIEPBOI0 YMCIa ciaeayrouero Mecsua. OcranbHble
TaHHbIE YKAKUTE CAMOCTOSTENIBHO.

3) CocraBbTe XapaKTepUCTUKY-PEKOMEHIAINIO Ha PaOOTHHUKA BAIIETO MPEATIPUATHS
TUISI TOCTYIJICHHSI €T0 B acupanTypy HoBoCcHOUPCKOro MHCTUTYTa HAPOJHOTO
XO351CTBA.

Bapuanr 5

1) CocraBbTe MHUCHMO-TIPOCHOY 3aKPHITOTO AKIIHOHEPHOTO O0IIEeCTBA
«HoBocubupckmeOenb» B KOMUTET BHEIIHEAKOHOMHUYECKHUX CBA3EH aMUHUCTPALIUU
00JIacTH O BBIICJICHUH JIMIIEH3UH Ha nocTaBKy B Kurait 4000 T MmeTasia B CBsI3M €
3aKJII0YEHUEM KOHTpakTa ¢ JlaisHbCKUM 0ObEeAMHEHUEM 0 MEXAYHAPOAHOMY
COTPYAHMYECTBY Ha CTPOUTEIBCTBO JIEBATHAITAXKHOTO 001exxuTns B HoBocubupcke.
CornacHoO KOHTPAKTY OIJIaTa BBHIIOJHEHHBIX paboT Oy/leT MpOU3BOIUTHCS
POCCHUICKUME PYOJISIMH U MaTepUaIaMu.

2) CocTaBbTe JOKJIAIHYIO 3aMKCKY TNIABHOTO OyXTajiTepa JUPEeKTOpy 00 UTorax
paboThI 10 LIEHTPATM3AIMK PACUETOB ¢ pabounMu u ciyxammu BL] 3aBoza.
[{enTpanu3anus pacueToB Jajna BO3MOKHOCTh MIEPEBECTU Ha IPYTYI0 paboTy MATh
OyXrajaTepoB LIEXOB, YMEHBIIUTh OMIMOKHU B pacyeTax ¢ pabOuyMMH U CITy>KaIluMH,
YCUIINTh KOHTPOJIb 32 pacxofoBaHueM (poHA0B 3apaboTHOIM 1aTkl. B 3akitouenue
HEOOX0IMMO MOCTABUTH BOIIPOC O IPEMUPOBAHUU paOOTHUKOB Oyxrantepuu u BII,
o0ecIeuynBaoIIrX Mepexo]] Ha IEHTPAIN30BaHHBINA pacyeT 3apab0THOI MIaThl MO
3aBoay. OcTajbHbIE JaHHBIE YKA)KUTE CAMOCTOSITENIBHO.

3) Hanumure 3asB7eHNE 0 pUeMe Bac Ha paboTy SKOHOMHUCTOM B TOCYAapCTBEHHOE
MpeNpUsATHE TI0 CBSI3U U nHpopMaTHke «PoccBI3buHGOPMY.

Bapuant 6

1) CocTaBbTe MUCEMO-0TBET MPOU3BOICTBEHHOTO 00BETUHEHNUS
«HoBocubupckrazuduxamus» tupekropy XuMdapmsaBoa 1 HauadIbHUKY
ynpasiieHus: « HoBocuOupckropras» o exxeMecsiuHoi nocraBke Xumdapmsaroay 64
T CXKMKEHHOTO ra3a B TeueHue 2012 roga. YkazanHbIii 00bEM YUTEH B pa3HApSJIKE.
[ToctaBka OyJeT ocymiecTBIATbCA uepe3 yrpasieHue «HoBocubupckroprasy.

2) CocraBbTe TOKJIAJHYIO 3alIUCKY CeKpeTaps-pedepeHTa pyKOBOAUTETIO
npeanpusTus o0 yrepe paborHukom CrenanoBeiM [.1. mucema-3amnpoca,
[MOCTYIMBIIETO B apec MPEANPHUITH 1Ba Mecslla Ha3a/l.

3) Hanumure 3asBI€HNE O NPEAOCTABIEHUN BaM aIMUHUCTPAaTUBHOTO OTITyCKa 10
ceMelHbIM 00cTosTenbCTBAM. OCTadbHbIe PEKBU3HUTHI YKAXKUTE CAMOCTOSITEIIHHO.




Bapuanr 7

1) CocTaBbTe COBMECTHOE MUCHMO-OTBET 00JIACTHOTO YNPABICHHUS 3IPaBOOXPaHEHHUS
1 yrpaBieHus (PMHAHCOB M HAJIOTOBOM MOJUTHKH aJMUHUCTpanui HoBocubupckoro
paiioHa O BBIJIEJIEHUH JTONOJHUTENBbHBIX ACCUTHOBAHUM U3 00JacTHOTO OroKeTa Ha
OKa3aHHE MEIUIIMHCKON ITOMOIIY KUTEIIAM palioHa.

2) CoctaBbTe U opopmuTte Tenerpammy ¢upmsl «FOHMCHO» KemepoBckoMy
npeanpusaTHio «Kpucramn o MOJTHOM OTKa3e OT OIUIATHI 32 MOCTYIHBILIYIO
MPOAYKIIMIO B CBSI3U C TE€M, UTO 3Ta MPOAYKIMs He Obuia 3aka3zaHa. OcTajabHbIe
[PEKBU3UTHI YKAKUTE CAMOCTOATEIBHO.

3) Hammumure aBroObuorpaduto, HeoOXxonumyto 11t opopMiIeHUST JOKYMEHTOB TIPH
MOCTYIUICHUH Ha padoTy.

BapuanT 8

1) CocTaBbTe MUCHMO-TIPUTTIALIIEHUE O0bEAUHEHHS « DKCTIOLIEHTPY, C
MPEJI0)KEHUEM TTPUHATH Y4aCTHE B POCCUIMCKON BBICTABKE HA MEXKITYHAPOIHOMN
MeKoTpaciieBoii sipmapke B I. Mzmup (Typuus), kotopas 6yaet npoxonuTs ¢ 20
HOs10pst 110 10 nexabpst 2012 1. Dta sipMapka sBISIETCS OJHUM U3 KPYITHEHIITNX
TOProBbIX MeponpuaTuii ctpad Cpeanero u biawxknero Boctoka. B Texcre Hano
yKa3aTh, YTO y4acTUE B 3TOH sipMapKe MO3BOJIAET MIMPOKO MPEACTABUTH SKCIIOPTHYIO
MPOIYKIMIO OpPTraHU3alNH, IPO/IaTh SKCIIOHATHI CO CTEH/1a, H3YYUTh 0COOEHHOCTH
PBIHKA, OOMEHSATHCS C IPYTUMH YYaCTHUKAMHU IPMAapKH HAyYHO-TEXHUYECKON
nHpOpMaLMeil U 3aKITIOUUTH BBHITOJHBIE CIICIKH.

2) CocraBbTe TOKJIaHYIO 3alMCKY HaYaJIbHUKA OTJeNIa PYKOBOAUTEIIO IPEANpUATHS
0 (hakTe HEBBITIOJIHEHUS PACIIOPSKEHNUS 0 MOHTaXe 000pYy/IOBaHUS Ha YYaCTKE I10
MPUYKHE CJ1Ia00T0 KOHTPOJIS CO CTOPOHBI INIABHOTO MEXAaHUKA.

3) OdopmMuTe 3anUCh B TPYAOBOM KHIKKE 00 YBOJBHEHHH Bac: a) IO COOCTBEHHOMY
DKEJTaHMIO; 0) B CBS3M C JTUKBUAAIUEH MPEINPHUATHUS; B) B CBSI3U C HECOOTBETCTBUEM
BBITTOJTHAEMOM pabOTHI MPEIbABIIEMBIM TPEOOBAaHUIM, BCIEACTBUE HEJOCTATOYHOM
KBaTH(UKAIIAH.

Bapuant 9

1) CocraBbTe HHGOpMAIIMOHHOE TUCEMO 00BbenHeHUS «HoBocuOupckaBTomop»
Dpanirysckoii pupme « OKCUTPOIIBY 0 BOSMOXKHOCTH MPOJIAKH COBPEMEHHBIX
ruapaBiInyeckux kpaHoB. [lena kpana 15500 nomnapos CIIIA.

2) CocTaBbTe JOKIQJAHYIO 3aITUCKY O MPUYMHAX HECBOEBPEMEHHOTI'O MPE/ICTABICHUS
H(OpMaIMK O BBIMOJTHEHUU MTpHKa3a AupekTopa. OcTanbHble PpeKBU3UTHI YKAKUTE
CaMOCTOSITENBHO.

3) CocTaBbTe IPOEKT KOHTPAKTA 10 HaliMy, OIuIaTe U yBOJIbHEHUH Bac. OcTallbHBIC
[PEKBU3UTHI YKAKUTE CAMOCTOATEIBHO.

Bapuant 10

1) CocTaBbTe MUCEMO-0TBET 0OJACTHOTO YIIPABIEHHS CEIbCKOTO X03sCTBa
Mpeceaarento akiimoHepHoro odmiectsa « M pMeHb» 0 BOIPOCY MOCTAaBOK
JIETKOBBIX aBTOMOOWMIICH 33 CTAHHOE 3€PHO.

2) CocraBbTe IOKJIaIHYIO 3alMCKY IIABHOTO OyXrajaTepa pyKOBOAUTEIIO
MPEANPUATHS O HEOOXOAUMOCTH IIEHTPAJIN3ALUH PACUETOB C PaOOTHUKAMHU
npennpusitus. B 006g43aHHOCTH yYeTHBIX paOOTHUKOB LIEXOB JIOJKHO BXOAMUTD JIHIIb
oopMiIeHrE TIEPBUYHBIX TOKYMEHTOB I10 YU€Ty BbIpaOOTKH. B noknaaHoi 3amucke
HE00X0JUMO MOJATh MPEATIOKEHHE O IIEPECMOTPE IITATOB OTYETHBIX PAOOTHUKOB B
[[eXax U IIaBHOU OyXTaJTepuH U3 pacuyera oOIIero COKpameHus TaToB HE MEeHee
yeM Ha 20%.

3) CocraBbTe MpHKa3 O MepeBojie Ha paboTy BHYTPU OpraHU3aIHH.

Brimonnenune
MPAKTUYECKUX
pabor

[MPAKTUYECKAS PABOTA Ne 1 KommnbtorepHas mamuHonuck. Odopmiienue
OJIAaHKOB JJOKYMEHTOB.

[TPAKTUYECKAS PABOTA Ne 2 CocraBienue u opopmieHne opraHu3aiMoOHHbIX
TTOKYMEHTOB.

[TPAKTUYECKAS PABOTA Ne 3 CocraBnenue u opopmMIIeHHE TIpUKa3a.
[TPAKTUYECKAS PABOTA Ne 4 OdopmieHne npoToKoioB

[TPAKTUYECKAS PABOTA Ne 5 Ocdopmiienue ciayke0HOro nuchbma




[TPAKTUYECKAS PABOTA Ne 6 CocTaBieHue akToB

[TPAKTUYECKAS PABOTA Ne 7 Oopmiierre 10KyMEHTOB TIO TUYHOMY COCTaBYy
[TPAKTUYECKAS PABOTA Ne 8 Odopmiienue 1e10Boi KOPpECHOHACHIIUT
[TPAKTUYECKAS PABOTA Ne 9 CocraBnenue u ohopmiIeHHE T0BEPEHHOCTEN
[TPAKTUYECKAS PABOTA Ne 10 CocraBiieHre HOMEHKIIATYPHBI J1E]

[PaKTUKYM JOKyMeHTUpoBaHue.doc

3auer

OK-5:

1. Kak odopmisiercs coracoBanue JoKyMeHTa. KakoB mopsok mpocTaBiIeHus Ha
TOKyMEHTax Ievyareil.

2. [lepeuncnure OTMETKH, IPOCTABIEHHBIE HA BXOJAIIEM JOKYMEHTE, YKaXKUTE
MOPSAI0K MX OPOPMIICHHUS.

3. YKakuTe TUIIOBbIE OPTaHW3aLMOHHBIE CTPYKTYPBI CITY>KOBI 1€TI0IIPOU3BO/ICTBA.
KaxoBbI L1eM U 3a/1auu CITy>KObI I€JI0NPOU3BO/ICTBA.

4. Kakne ocHOBHbBIE (DYHKIIMH BBITOJIHAET CIyk0a J1eI0NpOU3BOACTBA.

5. KakuMu HOpMaTUBHBIMU JIOKYMEHTAMH PETJIAMEHTUPYETCS 1€ATEIbHOCTh
CJTy>KOBI J1eIIONPOU3BO/ICTBA.

1. Kakue o6mue TpeGoBaHMsI MPEABABISAIOTCS K TEKCTY AOKyMeHTa. U3 kakux
CMBICJIOBBIX YaCTEH COCTOUT TEKCT TOKYMEHTA U KaK OHHM pacIojaratorcs B TEKCTE.
2. B ueM npenmyiecTBa cocTaBieHUs U 0QpOPMIIEHHUS JOKYMEHTOB Ha KOMIIBIOTEPE.
B yeM 0COOEHHOCTH S3bIKa U CTHJIIS CITYKEOHBIX TOKYMEHTOB.

3. B yem ocobeHHOCTH cocTaBieHus U 0opMIIeHHS ITpoToKoa. B uem
0COOEHHOCTHU COCTABJICHUS U OPOPMIICHHS aKTa.

4. Kakne TpeGoBaHUS IPEIBSBISIOTCS K COCTABICHUIO M O(DOPMIICHHUIO CITPABOK.

5. Kakue TpeOoBaHUs NPEABABISIOTCA K COCTABICHUIO U O()OPMIIEHUIO CITyKEOHBIX
nuceM. KakoBbl pa3HOBUIHOCTH MUCEM.

6. Kakue TpebGoBaHMs NPEABSABISAIOTCS K COCTABICHUIO U O()OPMIICHHUIO TEJIETPAMM.
KaxoBbl 0COOEHHOCTH COCTaBIEHUS U OPOPMIIEHHUS TeIePOHOTpamMM.

OIIK-1:

1. HazoBuTe BUABI OPraHU3allMOHHBIX TOKYMEHTOB M YKaXXUT€ 0COOEHHOCTH UX
COCTaBJICHHUS U 0(OPMIICHHUS.

2. HazoBute BUbI pacniopsiIUTENbHBIX JOKYMEHTOB U YKa)KUTE€ 0COOEHHOCTH UX
COCTaBJICHUS U 0(OPMIICHHUS.

3. Uto Takoe HOMEHKIIaTypa fiei. KakoBel 001mme TpeboBaHUS K HOMEHKIIATYpe eIl
Kak opopmisieTcst HoMeHKIIaTypa Jiel.

4. Uro nonumaetcs noa popmupoanueM jeil. KakoB mopsiiok XxpaHeHus aed.

5. Yto noHMMaeTcs MoJ AKCIEPTU30M LIEHHOCTH JOKYMeHTa. KakoBbl OCHOBHBIE
KpUTEPUU OLIEHKHU TOKyMEeHTOB. KakoB mops 0k NpoBeneHNs SIKCIIEPTU3bI LIECHHOCTH
TTOKYMEHTOB.

6. Kak odopMiisiroTcs esia BpEMEHHOTO CpOoKa MOIb30BaHuUs, TOCTOSTHHOTO U
JTOJITOBPEMEHHOTO CPOKOB XpaHeHMs1. KakoB opsa0k nepenadn el B apXuB.

7. HazoBuTe 3Tarbl paboThl HCIIOTHUTENS C JOKyMeHTaMH. TpeboBaHus kK 00paboTke
MCXOASAIINX JOKyMeHTOB. [IpaBuiia 00paboTKH UCXOAIINX JOKYMEHTOB.

8. 3HaueHue perucTpauuu J0KyMeHToB. Kakue naHHble 0 TOKYMEHTE 3alHChIBAlOTCA
B Tpoliecce ero perucrpaiuu. HazoBure popmMbl peructpanuu JoKyMeHToB. Mx
TOCTOMHCTBA U HEJAOCTATKH.

9. 3HaueHne NHPOPMALMOHHO-CIIPABOYHON pabOTHI B OpraHU3auu
TOKYMEHTAI[HOHHOTO 00eCTIeYeH s YIIPaBIE€HYECKON AeSITeTbHOCTH. DOpMBbI
OpraHu3aly HHPOPMALMOHHO-CIIPABOYHON pabOTHI B YUPEXKICHHUH.

10. Kakoe MecTO 3aHMMAaeT KOHTPOJIb 3a UCIIOJTHEHUEM JOKYMEHTOB B
YIPaBIECHUYECKOHN 1€ATE€IbHOCTH. BHUbl KOHTPOIIA..

11. Kakuie 1OKyMEHTBI TOHUMAFOTCS T10]] 000OIIIEHHBIM HAa3BaHUEM «OOpaIlCHHE
rpaxaan». B uem 0coO0eHHOCTh BeJIeHHs JIeTONPOU3BOJICTBA 10 0OpaIeHUSIM
rpaXKaaH.

[1K-10:

1. Yro BKiIIOUAET B ce0sl MOHATHE «JI€JIOMPOU3BOACTBOY. UTO MOHUMAETCS MO/
FOpUINYECKON CWIION JOKYMEHTA.




2. Uto Takoe cTaHmapTH3aIys U yHHU(PUKAIUS TOKyMEHTOB.

3. Kakue sTansl mpoIuio pa3BUTHE OTEYECTBEHHOE JEIONMPOU3BOACTBO. UeM OHU
XapaKTEePU3YIOTCSL.

4. Kakue 3akoHO/ATeNIbHBIE aKThI PETYIUPYIOT AEIONPON3BOJICTBO.

5. KakoBo 3nauenue EI'CJl u I'CHOVY. Yto periaMeHTHpPYyET TUIIOBAsI UHCTPYKIHS 110
NIEJIONPOU3BOJICTBY.

6. Uto moHMMaeTcs Mo 00beMOM JOKyMEeHT0000poTa. UTO BXOAUT B MOHITHE
TTOKyMEHTO000pOTA.

7. UTo BIMSET HA OPraHU3ALMIO IBUKEHUS TOKYMEHTOB. KakoBbl OCHOBHBIE
[paBUJIa OpraHU3aIK TJOKYyMEHTO000pOTa.

8. Kakue ocHOBHBIE MOTOKU JOKYMEHTOB MOXKHO BBIJICIUTh B OPraHU3aLUU U B YEM
X 0COOEHHOCTh. B ueM 3HaueHue npeaBapuTeIbHOrO IPOCMOTPa U pacipeieIeHUs
[MOCTYNUBIINX JOKYMEHTOB M KaK OHU MPOBOJSATCS.

9. HazoBuTe OCHOBHBIE BU/IbI OJIAHKOB, IPUMEHIEMBIX B YUPEKICHUU.

10. TlepeuncnuTe peKBU3UTHI, BXOAIINE B COCTAB ONlaHKa Jisl mUchMa. Yem
oTInyaeTcs o0l OJlaHK OT OJlaHKa JUIS [THUChMa.

11. Kakue TpeboBaHMs MPEIBSIBISIOTCS K 0(OPMIICHHIO PEKBU3NUTA «HAUMEHOBAHHE
OpTraHU3aIy.

12. YTo BXOIUT B COCTAB PEKBU3UTA «CIIPABOYHBIC JAHHBIE 00 OpraHU3aIuN.

13. KakoB nmopsijok JaTUpOBaHUs IOKYMEHTA U BHIbI JaT. KakoB mopsiok
aJpecOoBaHUs IOKyMEHTA.

14. Kakumu ciocobamu ohopmitsieTcst yTBeprkaeHue JokyMenTa. Kakue TpeboBaHus
[PEIBSBISIIOTCS K PE3OIIOLNH, KAaKOB MOPSIOK €€ 0(hOPMIICHHSL.

15. KakoB nopsiiok ohopmIIeHHs PUIIOKEHUH K TOKyMEeHTY. KakoB mopsiiok

0o OpMIIEHHUSI PEKBU3UTOB IOJIUCHY U KOTMETKHU O 3aBEPEHUU KO,

Kputepuu orieHUBaHUs TECTA!

3aureHo: 60% npaBUIBHBIX OTBETOB

He 3auteno: 59% u MeHee MpaBUIIbHBIX OTBETOB.

Wroroseiit Tect [] Y]] sxoHOMEKa.docx

8. YueOHO-MeTOAMUYECKOE M HH(OPMAIIMOHHOE OOecniedeHUue TUCIMITIMHBI

IleuaTHasi y4eOHO-MeTOANYECKAS JTOKYMEHTAIUS
@) OCHOBHAs TUumMepamypa:
He nipenycmorpena

0) OononHumMenbHAsL IUMmepamypa:

1.  Kysuenos, U.H. JlokymeHTannonHoe o0ecriedeHre yrpaBieHus: U
nenonpon3BoacTBo [Teker]: yueonuk / M1.H.Ky3nenos. - M.: U3n-Bo «kOpaiit»: N1
«tOpaiit», 2010.- 576 c. — (OcHoBsI Hayk). - ISBN 978-5-9916-0261-7 (U31-BO
«tOpaiit»). - ISBN 978-5-9692-0587-1 (M]1 «FOpaiit»).

8) omeuecmeenHuvle U 3apy0ediCHble HCYPHANLL NO OUCYUNTUHE, UMerowuecs 8 bubauomexe:
He npenycmorpenst

2) MemoouuecKue YKazaHus 0is Cmy0eHmos8 no 0C80EHUIO OUCYUNTUHDL:

1.  JlokyMeHTHpOBaHUE YIPABICHYECKON NEATEIbHOCTH: METOIMYECKHUE
yYKa3aHHs MO0 BBITTOJIHEHUIO CAMOCTOSATEIbHOM paboThI 1JIs HaIllpaBICHUM
MOJIrOTOBKHU «MeHemKkMeHT», « DkoHOMHKay / cocT. JI.H.byinymkuna. —
HwxneBaprosck, 2018. - 43 c.

U3 HUX. yue@%o—memoduqecxoe obecneverue camocmosmenbHou pa60mbz cmydeﬂma:




1.

JIOKyMEHTHPOBAaHUE yIIPABICHUECKON JIEITEILHOCTH: METOJUUECKUE
yKa3aHUs 10 BBIIMOJTHEHHUIO CAMOCTOSATEILHON pabOThI 1)1l HAapaBICHUH
MOJrOTOBKHU «MeHemKkMeHT», « DkoHOMHKay / cocT. JI.H.byinymkuna. —
HwxueBaprosck, 2018. - 43 c.
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1 NH®PA-M, 2018. — 304 c. — (Bricuiee oOpa3oBaHue:
nmuTepaTypa cucTema
7 nanium.com BaKanaBpH?T). Pexxnm noctyna
http://znanium.com/bookread2.php?book=969585
EKTPOHHO- Kproxosa, H. I1. JlokyMeHTHpOBaHUE yIIpaBIEHYECKOU
OcHOBHAS SuGoTeuHas  [CTTCIPHOCTH : yuebHoe nocooue / H. I1. Kprokona. - Mockasa :
2 reparypa cCTeMA NH®PA-M, 2019. - 268 c. - (Briciiee oOpa3oBanue:
7 nanium.com bakanaspuar). - ISBN 978-5-16-003134-7. - URL.:
) https://znanium.com/catalog/product/991955.
brikoBa, T. A. JIokyMeHTAIITMOHHOE 00ECTICUCHHUE YITPABICHHS
DNEKTPOHHO-  |(IeIOmPOU3BOAICTBO) : yueOHoe mocodue / T. A. brikosa, T. B.
3 JlononauTenpHas [oudnuoreunas  |Kysuerona, JI. B. Cankuna ; mox oomr. pen. T. B. Ky3nenoBoit. —
nuTeparypa cucTema 2-e u3f., nepepad. u gon. — Mocksa : UHOPA-M, 2020. — 304 c.
Znanium.com [— ISBN 978-5-16-0048
https://znanium.com/catalog/document?pid=1078152
OnektponHo-  |[lanacenko, FO.A. JlokyMeHTHpOBaHUE yIIPABICHYECKON
4 JlonomHUTENBHAS [OMOTHOTEUHAsT  |IeATEILHOCTH|[ DNEKTPOHHBIN pecypc]: yued. mocobue / FO.A.
nMTeparypa cucTemMa [Tanacenko. - M.: PUOP, 2018. - 138 c. - Pexum nocryna:

7Znanium.com

http://znanium.com/bookread2.php?book=927448.

9. UnopManiuoHHbIE TEXHOJIOTHHU, HCIIOJIb3yeMble IPU OCYLECTBICHUH
00pa3oBaTeJIbLHOIO Mpouecca

[Tepedyens KCIOIB3YEMOTO IIPOTPAMMHOTO 0OECIICUCHHUS:

1. Microsoft-Office(6eccpouno)

IlepedeHb UCMONB3yEMbIX HHPOPMALIMOHHBIX CIIPABOYHBIX CUCTEM:

1. -Koncynsrant [lntoc (HuxHeBapTOBCK)(OECCpPOUHO)

10. MarepuajibHO-TEXHUYECKOe O0ecnedyeHue TUCHMIIIMHBI

Bun zaparui

Ne
ay/.

OcHoBHOE 000pyIOBaHKE, CTEH/IbI, MAKEThI, KOMITBIOTEPHAS] TEXHHKA,
IIpEyCTaHOBIEHHOE IPOrPaMMHOE 00eCIIeYeHUE, UCIIONIB3YEMOE I Pa3IMUHbIX

BUIOB 3aHATHNI

Jlexknuu

Y4eOHas ayTuTopus ¢ MyJIbTUMEIUUHBIM 000pynoBanuem, 125 Jls

CaMOCTOSITEIBHON pa0OThI, TPOBEACHHUSI 3aHATHI JEKIIMOHHOTO i CEMHHAPCKOTO
TUIIA, TEKYIIET0 KOHTPOJIS U MPOMEKYTOUHOI arTectanuu HacTeHHbli skpaH ams
npoekropa, [Ipoekrop EPSON EB-W12 LCD projector-1mt Monutop Acer AL
1717 FS-1m, Pabouas cranmms Intel Pentium4-1 mT AKycTHYECKHIT KOMIUICKT-




lxomn. Cronbl-napthl-18 wt., Crynes — 36 mr., Cron npenogasarens -1 mr.,
Crtyn msarkuii- 1 r. Radmin Server 3.4 - Ne 09/12 ot 27.01.12 1 - Beccpouno
Windows 7 Prof - Ne 09/12 ot 27.01.12 1 - Beccpouno RollBack Rx Professional
- No 09/12 ot 27.01.12 t - beccpouno Microsoft Office Prof 2013 - Ne 14/15 ot
13.03.15 r. - beccpouno NUudopmarimonno-npasoBas 6a3za “Koncynsrantllmtoc” -
No 481180/19 ot 28.12.18 - 1 rox Kaspersky Endpoint Security nims Windows -
Ne 58370/EKT2780 ot 16.10.17 r. - 2 rona Adobe Acrobat Reader - becriarHoe
[10 (Proprietary) - beccpouno Google Chrome - becrumatrnoe I10 (Proprietary) -
beccpouno Mozilla Firefox - becrinmarnoe I10 (Proprietary) - beccpouno Far
Manager 2 - CBo6oanoe 1O (BSDL) - beccpouno 7-Zip - Co6oanoe [1O (GNU
LGPL) - beccpouno KommbrotepHsiit kinace, 126 J{st camocTosiTebHOM paboThl,
TIPOBENICHUSI 3aHATUH JIEKITMOHHOTO ¥ CEMUHAPCKOTO TUTIA, TEKYIETO KOHTPOJIS U
npoMexXyTodHoi arTectauuu Pabouas cranmius Intel Pentium 4 Core 2 Due 1.8 —
1 5xommuiekToB [Ipoekrop EPSON EB-W12 -1t DkpaH ¢ 3JIeKTPOIPUBOIAOM -
1t Kommyrtatop HP —E2620-24 -1t Monurtop Dell E2014H -1mt CucremHblit
o50k- 1t Ctonbl-napThi-8 mT., CTyibs AepeBsiHHbIe— 16 mT., CTOMN
npenogasarens -1 wr., Ctyn msarkuii- 1 mT., Kagenpa-1 mr., Cron
KOMIBIOTEPHBINA-15 mT., CTyn KommbroTepHbIi-15 mt. XKamo3u-2mt Hlkad s
nokymeHToB- 1t Crmut-cuctema- lmt. ESPRI 2016 (Lira AcademicSet) - No
08/17 ot 17.04.17 r. - Beccpouno LIRA-SAPR 2016 R3 (Lira AcademicSet) - No
08/17 ot 17.04.17 1. - Beccpouno Monomakh-SAPR 2016 (Lira AcademicSet) -
Ne 08/17 ot 17.04.17 1. - Beccpouno Sapfir 2016 R3 (Lira AcademicSet) - Ne
08/17 ot 17.04.17 1. - Beccpouno I'PAH/I-Cmerta, Bepcust 8.0.4 - Ne 08/17 ot
17.04.17 r. - beccpouno 'PAH/I-Ctpoiillado, Bepcus 5.2.1 - Ne 08/17 ot
17.04.17 1. - beccpouno Radmin Server 3.4 - Ne 09/12 ot 27.01.12 1 - Beccpouno
RollBack Rx Professional - Ne 09/12 ot 27.01.12 1 - Beccpouno Windows 7 Prof
- No 09/12 Ot 27.01.12 1. - Beccpouno AutoCAD 2012 - Ne 09/12 Ot 27.01.12 1. -
beccpouno Autodesk 3ds Max Design 2012 - Ne 09/12 Ot 27.01.12 1. -
beccpouno Autodesk Inventor Fusion 2012 - Ne 09/12 Ot 27.01.12 . -
beccpouno Microsoft SQL Server 2008 R2 - Ne 09/12 Ot 27.01.12 1. -
beccpouno Microsoft Office Prof 2013 - Ne 14/15 ot 13.03.15 r. - beccpouno
Borland Developer Studio 2006 - Ne 26/08 ot 10.06.08 1. - beccpouno Mathcad
14 M035 - Ne 26/08 ot 10.06.08 1. - Beccpouno Microsoft Visio Prof 2016 - Ne
44/15 ot 25.11.15 1. - beccpouno UudopmarmonHo-mpaBoBas 6a3a
“Koncynsrantllimtoc” - Ne 481180/19 ot 28.12.2018 - 1 rox Kaspersky Endpoint
Security st Windows - Ne 58370/EKT2780 ot 16.10.17 1. - 2 rona
1C:Ilpenmpusarue 8 - 6/u ot 13.10.10 T - Beccpouno Deductor Academic -
becrarnoe 10 - beccpouno K-Lite Codec Pack - becrimatnoe T1O - Beccpouno
paint.net - becrimarnoe 10 (EULA) - Beccpouno Adobe Acrobat Reader -
becnarnoe I10 (Proprietary) - beccpouno Google Chrome - becrmatnoe 10
(Proprietary) - beccpouno Microsoft Visual Studio 2015 Community 2015 -
becmarnoe 10 (Proprietary) - beccpouno Mozilla Firefox - becrimaraoe 11O
(Proprietary) - beccpouno Trace Mode IDE 6 Base - becinarnoe 110
(Proprietary) - beccpouno KOMITAC-3D LT V10 - becrutarnoe 1O (Proprietary)
- beccpouno IntelliJ IDEA Community Edition 2016 - CBo6oanoe I10 (Apache)
- beccpouno Far Manager 2 - Co6onnoe I10 (BSDL) - beccpouno scilab -
Csob6ognoe 10 (CeCILL) - beccpouno OpenProj - CBo6onnoe 1O (CPAL) -
beccpouno Eclipse - CBo6onnoe I10 (EPL) - beccpouno Dia - CBo6oanoe 110
(GNU GPL) - beccpouno DOSBox - Co6onnoe I1O (GNU GPL) - beccpouno
Vim - Co6omnoe I1O (GNU GPL) - beccpouno Free Pascal 3.0.0 - CBoGonnoe
1O (GNU GPLv2) - Beccpouno Modelio - CBo6omnoe I10 (GNU GPLv2) -
beccpouno Notepad++ - Cobognoe I10 (GNU GPLv2) - beccpouno Oracle VM
VirtualBox 5 - CBo6omgnoe 10 (GNU GPLv2) - beccpouno CodeBlocks -
Crobonnoe I10 (GNU GPLv3) - beccpouno 7-Zip - Crob6onnoe I10 (GNU
LGPL) - beccpouno Lazarus - CBo6oanoe I[10 (GNU LGPL) - beccpouno
Pascal ABC.NET - CBo6ognoe 110 (GNU LGPL) - beccpouno SWI-Prolog -




Caob6oanoe I1O (GNU LGPL) - beccpouno NUnit 2.2 - Coboanoe [10 (MIT) -
beccpouno

[IpakTyeckue
3aHATHUS U
CEMUHApbI

YyeOHast ayTuTOpHs ¢ MyJIbTUMEIUIHBIM 00opynoBanueM, 125 Jlns
CaMOCTOSATEJILHOW PabOThI, MPOBEACHUS 3aHATHH JEKIIMOHHOTO ¥ CEMHHAPCKOTO
THIA, TEKYLIETO KOHTPOJI U TPOMEKYTOUHOM arrectanyuu HacTeHHbIN 3KpaH Ui
npoekropa, [Ipoekrop EPSON EB-W12 LCD projector-1mt Monutop Acer AL
1717 FS-1m, PaGouas cranmms Intel Pentium4-1 mT AKycTHYE€CKHIT KOMIUICKT-
Ixomr. Cronbl-naptel-18 mwrt., Ctynesa — 36 mwr., Cron npenonasarens -1 mwr.,
Cryn msrkuii- 1T, Radmin Server 3.4 - Ne 09/12 ot 27.01.12 1 - beccpouno
Windows 7 Prof - Ne 09/12 ot 27.01.12 r - Beccpouno RollBack Rx Professional
- No 09/12 ot 27.01.12 r - beccpouno Microsoft Office Prof 2013 - Ne 14/15 ot
13.03.15 r. - beccpouno NUudopmarmonno-npasoBas 6a3za “Koncynsrantllmtoc” -
No 481180/19 ot 28.12.18 - 1 rox Kaspersky Endpoint Security nims Windows -
Ne 58370/EKT2780 ot 16.10.17 r. - 2 rona Adobe Acrobat Reader - becrarHoe
[10 (Proprietary) - beccpouno Google Chrome - becrmatnoe I10 (Proprietary) -
beccpouno Mozilla Firefox - becinarnoe I10 (Proprietary) - beccpouno Far
Manager 2 - CBo6ognoe 10 (BSDL) - beccpouno 7-Zip - CBo6ognoe I10 (GNU
LGPL) - beccpouno KommnbrotepHsliit kinace, 126 J{st camocTosiTenbHOI paboThl,
TIPOBENICHHSI 3aHATUH JIEKITMOHHOTO i CEMUHAPCKOTO TUTIA, TEKYIIETO KOHTPOJIS U
npoMexyTo4dHoi arTectauuu Pabouas cranus Intel Pentium 4 Core 2 Due 1.8 —
15kommutexToB [Ipoekrop EPSON EB-W12 -1mt Dkxpan ¢ 3€KTpONPHUBOIOM -
1t Kommyrtatop HP —E2620-24 -1t Monurtop Dell E2014H -1t CucremHblit
650k- 1T Cronbl-napTei-8 WT., CTynbs nepeBsiHHbIe— 16 mT., CTon
npenogasarens -1 wt., Ctyn msarkuii- 1., Kagenpa-1 mr., Cron
KOMITbIOTEPHBIN-15 mT., CTyn koMmbioTepHbli-15 mt. XKanozu-2mr [xad mis
nokymeHToB- 1t Crmut-cuctema- lmt. ESPRI 2016 (Lira AcademicSet) - No
08/17 ot 17.04.17 1. - bBeccpouno LIRA-SAPR 2016 R3 (Lira AcademicSet) - Ne
08/17 ot 17.04.17 1. - bBeccpouno Monomakh-SAPR 2016 (Lira AcademicSet) -
Ne 08/17 ot 17.04.17 r. - beccpouno Sapfir 2016 R3 (Lira AcademicSet) - Ne
08/17 ot 17.04.17 1. - Beccpouno I'PAH/I-Cmerta, Bepcust 8.0.4 - Ne 08/17 ot
17.04.17 r. - beccpouno I'PAH/I-Ctpoiitlludo, Bepcus 5.2.1 - Ne 08/17 ot
17.04.17 1. - beccpouno Radmin Server 3.4 - Ne 09/12 ot 27.01.12 1 - beccpouno
RollBack Rx Professional - No 09/12 ot 27.01.12 r - beccpouno Windows 7 Prof
- Ne 09/12 Ot 27.01.12 1. - Beccpouno AutoCAD 2012 - Ne 09/12 Ot 27.01.12 1. -
beccpouno Autodesk 3ds Max Design 2012 - Ne 09/12 Ot 27.01.12 1. -
beccpouno Autodesk Inventor Fusion 2012 - Ne 09/12 Ot 27.01.12 . -
beccpouno Microsoft SQL Server 2008 R2 - Noe 09/12 Ot 27.01.12 1. -
beccpouno Microsoft Office Prof 2013 - Ne 14/15 ot 13.03.15 r. - beccpouno
Borland Developer Studio 2006 - Ne 26/08 ot 10.06.08 r. - beccpouno Mathcad
14 M035 - Ne 26/08 ot 10.06.08 1. - Beccpouno Microsoft Visio Prof 2016 - Ne
44/15 ot 25.11.15 1. - beccpouno UudopmarmornHo-mpaBoBas 6aza
“Koncynsrantllimtoc” - Ne 481180/19 ot 28.12.2018 - 1 rox Kaspersky Endpoint
Security mst Windows - Ne 58370/EKT2780 ot 16.10.17 1. - 2 Trona
1C:Ilpenmpusarue 8 - 6/u ot 13.10.10 1 - beccpouno Deductor Academic -
becmnatnoe I10 - beccpouno K-Lite Codec Pack - becrnatnoe I10 - Beccpouno
paint.net - becrinatroe [10 (EULA) - beccpouno Adobe Acrobat Reader -
becmnatnoe 10 (Proprietary) - Beccpouno Google Chrome - becruatnoe [10
(Proprietary) - beccpouno Microsoft Visual Studio 2015 Community 2015 -
becrtarnoe 10 (Proprietary) - beccpouno Mozilla Firefox - becrimaraoe 1O
(Proprietary) - beccpouno Trace Mode IDE 6 Base - becmnarunoe 10
(Proprietary) - beccpouno KOMITAC-3D LT V10 - becrutarnoe I1O (Proprietary)
- beccpouno IntelliJ IDEA Community Edition 2016 - CBo6onnoe 1O (Apache)
- beccpouno Far Manager 2 - Cro6onnoe I10 (BSDL) - beccpouno scilab -
Cpob6ognoe 10 (CeCILL) - beccpouno OpenProj - CBo6onnoe 1O (CPAL) -
beccpouno Eclipse - Co6onnoe I10 (EPL) - beccpouno Dia - CBo6oanoe 10
(GNU GPL) - Beccpouno DOSBox - CBo6onHoe I10 (GNU GPL) - beccpouno




Vim - CBo6onnoe [1O (GNU GPL) - beccpouno Free Pascal 3.0.0 - CBoGogHOE
[1O (GNU GPLV2) - beccpouno Modelio - CBo6oanoe 1O (GNU GPLv2) -
beccpouno Notepad++ - CBoboxnoe I10 (GNU GPLV2) - Beccpouno Oracle VM
VirtualBox 5 - CBo6ognoe I1O (GNU GPLV2) - beccpouno CodeBlocks -
Caob6ognoe I1O (GNU GPLvV3) - beccpouno 7-Zip - CBo6onuoe I1O (GNU
LGPL) - beccpouno Lazarus - CBo6omnoe 1O (GNU LGPL) - beccpouno
Pascal ABC.NET - Co6oanoe I1O (GNU LGPL) - beccpouno SWI-Prolog -
Crobonnoe I10 (GNU LGPL) - beccpouno NUnit 2.2 - CBo6oguoe I10 (MIT) -
beccpouHo




