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1. IOACHUTEJIbBHASA 3AIIMCKA

Pabouast mporpaMMa JUCHUIIIMHBI COCTaBieHAa Ha ocHOBe yueOHoro turana 38.03.04 T'ocymapcTBeHHOE U
MYHUIIUTNIATBHOE YIpaBieHUE MO MpopmiIo «YIpaBiIeHHE COIHATbHO-I)KOHOMHYECKUMH CHCTEMaMu» (OYHO-
3a0uHas Gopma o6ydenns) 2023 rosa Hayaga MOJTOTOBKH.

2. NEPEYEHb IIJIAHUPYEMBbBIX PE3YJIIBTATOB OBYYEHUA 1O JUCHUIIJIMHE
MOAVYJIIO), COOTHECEHHBIX C IIVNIAHUPYEMBIMU PE3YJIbBTATAMHU OCBOEHUSA
OBPA3OBATEJIbHOM ITPOI'PAMMBI

2.1 eap ocBocHUS JUCHMIUIMHBI «JlOKyMeHTaHOHHOe ofecnedyeHHe YNPABJIEHHS COLMHAIBHO-
IKOHOMHYECKHMH CHCTeMaMH» (OPMHPOBAHHWE Yy CTYACHTOB KOMIICTCHIMH, HEOOXOJUMBIX  JUIS
npo(eCCUOHATLHON  JIEATENbHOCTH, HW3yYeHHE BHAOB OQUIMATIBHBIX JOKYMEHTOB M TpeOOBaHUUA K HX
COCTABIJICHHUIO M OPOPMIICHHIO.

2.2 3agayaMu Kypca sBIISIOTCS:

-MIOJITOTOBKA CTYICHTOB K JIOKYMECHTAlIMOHHOMY OOECIICUCHHIO JEATEIHbHOCTH B paMKax  pealu3anuu
YIIPABJICHUYECKUX PELICHUN;

- HN3YUCHHUC rocyaapCTBCHHbBIX CTAHAApPTOB H APyrux HOPMATHUBHBIX W MCTOAUYCCKUX HJOKYMCHTOB,
PErIIaMCHTUPYIOIHX OPraHU3alui0 JOKYMCHTALIMOHHOI'O obecnieyeHus YIIpaBJICHUA.

2.3 3naHus u yMeHus o0y4aromerocsi, Gopmupyembie B pe3yJibTaTe 0CBOCHUS JUCHUILINHBI.

[Tponecc n3yyeHHs QUCIUIUIMHBI HAIPABJICH Ha (JOPMUPOBAHHE CIEAYIOUINX KOMITETCHIINNA:
OIIK-5 Crnocoben UCII0JIb30BaTh B npodeccuoHaIbHON ~ eSTENbHOCTH nH(OPMALIMOHHO-
KOMMYHHKAITMOHHBIC TEXHOJIOTHH, TOCYIaPCTBEHHBIC U MYHUITUTIATBHBIC HHPOPMAIIMOHHBIE CHCTEMBbI; IIPUMEHSITh
TEXHOJIOTUH JIEKTPOHHOTO MPABUTENBCTBA U MIPEIOCTABICHUS TOCYJaPCTBEHHBIX (MYHULIUIIATBHBIX) YCIYT
NuaukaTopsl J0CTHKEHUST KOMITeTEH NI

Kon u HaumeHnoBanue HaumeHnoBanue nHIuKaTopa JOCTHKEHUSI YHUBEPCAIbHON
KOMIIETEHIH KOMIIETEHIIH

OIIK-5 Cnocoben OIIK-5.1 3Haer: OCHOBHBIE NMPHHLUIBI pabOTHl TOCYAAPCTBEHHBIX U
UCIOJIb30BaTh B | MyHULMIAJIBHBIX MH(POPMALIMOHHBIX CHCTEM; TEXHOJIOTHH

npoeCCHOHATBHON JESITEIBbHOCTH | 3JIEKTPOHHOTO IMPABUTENILCTBA M MPEJOCTABICHUS TOCYIAapPCTBEHHBIX
MH(OPMALIMOHHO- (MyHUIIMTIABHBIX ) YCIYT;

KOMMYHMKAI[MOHHbBIE TEXHOJIOTHH,
OIIK-5.2 Vwmeer: pemath CTaHJapTHBIE 33/a4M MPO(decCHOHATIbHOU

roCy/1lapCTBEHHBIE "
JeSITeTbHOCTH c IpUMEHEHHEM MH(pOPMALMOHHO-

MyHHIHIATEHBIE 5

. | KOMMYHUKAIIMOHHBIX TEXHO-TIOTHIA;
MH(pOPMALMOHHEIE CHCTEMBI,
HIPUMCHATH TEXHOJIOTHH | O[TK-5.3 Bnajeer: HaBbIKAMU OCYIIECTBICHHS B3aUMOJEHCTBHUSA C
SJICKTPOHHOTO  MPaBUTCILCTBA W | rpasnapaMy W OpraHM3alMsAMU B TIPOIECCE  NPENOCTABICHUS
HPEIOCTABICHUA roCy/lapCTBEHHBIX (MYHHIMIANBHBIX) YCIyr, B TOM 4HCIE C
roCy1apCTBCHHBIX MPUMEHEHUEM JUCTAHIIMOHHBIX TEXHOJIOTHIA.

(MyHUIIUTIANBHBIX ) YCIYT

3. MECTO JUCHUILIUHBI B CTPYKTYPE OFPA30OBATEJIBHOM ITPOT'PAMMBI

IIpu n3ydeHnH AUCIHUIUTHHBI YYTEHBI 00BEKTHI MPO(ECCHOHANBHON IeITeNEHOCTH BBITYCKHUKOB (OpraHbl FoCyAapCTBEeHHOM BiacTH Poccuiickoit denepanum,
OpraHbel TOCYJapCTBEHHOII BiacTH CyObekToB Poccuiickoit ®emeparnu, opraHbl MECTHOTO CaMOYIPABICHUS, TOCYIAPCTBEHHBIC M MYyHHIMMAIbHBIC MPESANPHUATHI U
YUPEXKACHHS, HUHCTHTYThI IPAXKAAHCKOrO OOIIECTBa, OOIICCTBCHHBIC OPraHM3allNM, HEKOMMEPUYECKHE M KOMMEPUYECKHE OPraHM3alliM, MEXIYHapOJHBIC OpraHU3alNH,
Hay4HBIEe U 0Opa3oBaTeibHbIe OopraHu3amyu). IIpn 3ToM B 00IeM acmekTe coluanbHo-3KoHOMHYeckas cucteMa (COC) paccMaTpuBaeTcst Kak LEJIOCTHAsI COBOKYITHOCTh
B3aMMOCBSI3aHHBIX U B3aUMOJCHCTBYIOUIMX COLHMANBHBIX M JKOHOMHYCCKHX OSJIEMEHTOB (CYOBCKTOB) M OTHOLICHHH IO IOBOJY pACIpPEICICHHS M MOTPEOICHMS
MaTepHAIBHBIX U HEMaTEPHAIBHBIX PECYPCOB, IPOU3BOACTBA, paclpe/eicHus, OOMeHa 1 MOTPeOICHHs ToBapoB U ycuyr. IloquepkHeM CyLIECTBEHHOE pa3HOOOpasue
COC:
—nokanbHbie COC (MpeanpuATHs, yUpeKICHHUS, HHCTHTYTbI, OPraHU3aLMH, 00BEIMHEHNUS, OTPACIIN);
—peruonanbuble COC (peruoH, MyHUIIUIIANbHbEIE 00Pa30BaHNU);
—HauuoHanbHbele COC (HallMOHAbHAS YKOHOMHKA, CTPaHa).



Hucuummuaa b1.0.23 JloKyMeHTalMOHHOe o0ecrneueHue ylpaBJIeHU S COLMATIBHO-
IKOHOMHMYECKHMMH CHCTeMaMM OTHOCHUTCS K 0053aTeIbHON YacTH.

4. CTPYKTYPA U COAEPKAHUE JUCIIUITJIMHBI

Ha3Banue Bunpl yueOHBIX 3aHATUI
paszenoB
(Monyneit) u Tem KonraktHas pa6ora | cam | I[Ipomex.
.pab | arrecramu
ora

Jleknuu | Ip.

cemecTp

Monayas 1. 7 |6 30
BBenenue B
AMCUUIJINHY

Tema 1. 73 15
JIOKyMEHTBI 1
CIIOCOOBI
JIOKyMEHTHPOBAaHU
o

Tema 2. 7 |3 15
YHudukanus u
CTaHIapTH3AIUS
JIOKYMEHTOB.
Cucremsbl
JIOKYMEHTaIuu

8 |12 18 78 DK3aMeH
36

Monayas 1. 8 |2 2 8
BBenenue B
AUCHHUILIMHY

Tema 3. PexBusutel | 8 | 2 2 8
n OJIaHKU
JIOKYMEHTOB.
CocraB peKBU3UTOB
JIOKYMEHTOB
Monayas 8 |10 16 70
2.Pa3padorka
cTpaTeruu
OpraHu3anuu
Tema 8 |4 6 30
4.0Opranuzanus
JIOKYMEHT0000poTa
Tema 5.18 |3 6 30
Opranuzanus
peruCTpaIuu
JIOKYMEHTOB 51
KOHTPOJTb
HCIIOJTHEHMS
JIOKYMEHTOB
Tema 6. 8 |3 4 10
Opranuzanus
OTIEPaTHUBHOTO




XpaHCHHUS
JIOKYMCHTOB

TTpomesx 8 DK3aMeH
arrecTranus 36

4.2 ConepxxaHnue TUCHMILVINHBI CTPYKTYPHPOBaHHOE 110 TeMaM (pa3jesiaM)
JlekunoHHbIE 3aHATHSA
1. lokymeHTBI M cIOCOOBI JOKYMEHTHPOBAHUS

OyHKIUN JOKYMEHTOB: HH(OPMAIMOHHAS, KOMMYHUKATHBHAS, COLMAIIbHAS, KYJIbTypHas, yIpaBJICHYECKas,
MIPaBOBasi, UICTOPUYECKAs, U JPYTHE, X XapaKTEPUCTHKA.
JIOKyMEHTUpOBaHKE: OCHOBHBIEC CIIOCOOBI. MarepuanbHble HocuTenn nHpopmaruu. Kinaccudukamms 10KyMEHTOB
IO CIIOCO0Y M3TOTOBIICHUS, POUCXOKICHHUIO, COACPKAHUIO, HANMEHOBAHUIO M IPYTHM MPU3HAKAM.
Buapsl JOKyMEHTOB: TEKCTOBbIE, TIpaduyeckue, MalIMHOYMTaeMble, (OTOIOKYyMEeHTh. BrusHue Hay4HO-
TEXHUYECKOTO Iporpecca Ha JOKYMEHT U IOKyMeHTupoBaHue. DenepalibHbIi 3ak0H «O0 3JIEKTPOHHOM MOAIIACK.
Oo6mepoccuiickue knaccudukatopsl (OKY I, OKIIO, OKOHX, OKYH), ux kpatkas xapakTepuCTHKa.

2. YHu(UKAIUA H CTAHAAPTH3ANHUS TOKYMEHTOB. CHCTEMBI TOKYMEHTAIMHU
YHubukanus u craHgapTu3anus JOKyMeHTanuu: moHsTue. CHCTeMbl OKYMEHTAllMW: MOHATHE MpPU3HAKH.
MeKOoTpaciaeBble CHCTEMBI JOKYMEHTAIUH.
YHudunupoBanHas cuctemMa IOKyMeHTauuu: moHsTHe. CocTaB YHU(DHUIIMPOBAHHBIX CHUCTEM JAOKYMEHTAIIUH:
OpraHHU3aIOHHO-PACTIOPSANTEIbHAS, OTYCTHO-CTATUCTUICCKAS,
NepBUYHAS, y4YeTHas, (uHaAHCOBas M Jp. [OCynapCTBEHHbIC CTaHAAPThl HAa YHU(PHIIMPOBAHHBIC CHCTEMBI
JOKYMEHTAITUH.
3.PekBU3UTHI U OJJAHKH JOKYMEHTOB. COCTaB PEKBU3UTOB IOKYMEHTOB

PexBusut, hopmynsap JTOoKyMeHTa, TUIIOBOM Gopmymsip, popmyisip-odpaser, Tadenb GopM TOKYMEHTOB, aibOoM
¢bopM YHHPHUIMPOBAHHBIX JTOKYMEHTOB: TIOHSATHE, XapaKTEPUCTUKA.

[IpaBuna odopmileHUS] PEKBU3MTOB OJaHKA M WX PACIOJIOKEHUS HA CTaHIapTHOM (opmare Oymaru, pa3mepsl
nosieit. dopmysip-oOpaszern TpyIbl JOKYMEHTOB, IPUHAISKAIIMX K OJTHOM cucTeMme.

[TpoexTrpoBaHue O6IaHKOB JOKYMEHTOB opranuzanuu. CoctaB, opopmileHHE, U3TOTOBICHHE, XpaHEHHE OJaHKOB
OpTaHU3aIH.

bnank noxyMeHTa: MOHsATHE, Ha3HAYeHHE, BHJIbI OJIaHKOB (0OmMii OyaHK, OJaHK MHUchbMa, GJIaHK KOHKPETHOTO
BUJA ToKyMeHTa (kpome nucbMa). CocraB, opopmiieHHne peKBU3UTOB OJaHKa.

4.Opranu3anusi 10KyMeHT0000poTa

OCHOBHBIE AJIEMEHTHl KOMMYHHUKAITMOHHOTO TIpoliecca Kak ocHoBa opranuzainuu JJOY. Buasl 25eKTpoHHBIX
kommyHukaruii. Cayx6b1 JIOY B opranuzanusx (Hampumep, B OpraHax TOCYJapCTBEHHON BJIACTH
Poccuiickoit denepaiuu, opraHax rocyJapCTBEHHON BiiacTu cyObekToB Poccuiickoit depepannu, opraHax
MECTHOTO CaMOYIPABICHUs, TOCYJApPCTBEHHBIX W MYHHUIMIAIBHBIX NPEANPUATHIX U YUPEKICHUSIX,
WHCTUTYTaX TPaXITAHCKOTO OOIIECTBA, OOIIECTBEHHBIX OPraHU3alUsIX, HEKOMMEPUYECKUX U KOMMEPUYECKUX
OpraHM3aIysIX, MEXIYHApOIHBIX OpPraHMU3AlMIX, HAYYHBIX U OOpa30BaTENbHBIX OPTraHM3alMSX), 3HAUCHUE,
3amava, QYHKIUH, TUTIOBBIE CTPYKTYPHI, JOHDKHOCTHOU cocTaB. Permamenrtanus padotsr CIIOY.

JIOKyMEHTOOOOPOT: TMOHATHE, OOIIMe NPUHIMIBI OpPraHU3alMH JOKYMEHTOOOOpOTa, €ro CTPYKTypa,
HeoOXoauMocTh  yuéta o00BbEMa JoKyMeHTooOopoTa. HopmaTuBHBIE JTOKYMEHTBI, pPErJIaMEHTHUPYIOLIHE
OpraHM3aIMIo JOKYMEHTO000pOTa.

5.0pra"u3zanus perucTpauu 10KYMEHTOB M KOHTPOJIb HCIIOJIHEHHUS JOKYMEHTOB

Perucrparusi TOKyMeHTOB, ONpeAeNeHue, ey, 3a/1a4l, MECTa PETUCTPAIlMU PA3IMYHBIX KAaTETOPUN TOKYMEHTOB.
Cucrempl u ¢GopMbl peructpauuu (KypHajbHas, KapTO4HAas, aBTOMATU3UpPOBAaHHAs), WX JOCTOMHCTBA H
HegoctaTku. [lokazaTenu, BBOAUMBIE B perucTpanuoHHble (GopMbl. OCOOCHHOCTH PErHCTpPAIUU BXOSIINX,
HUCXOOAINX U BHYTPCHHUX JOKYMCHTOB.

CocTaB BBIMONHIEMBIX Pa0dOT MPH OTIPAaBKE HUCXOIMIIMX JOKYMEHTOB: MPOBEPKA MPAaBHILHOCTH O(OPMIICHHUS,
HAIMYHS TPUIOKCHUH, aapeca, COPTHPOBKA IO aapecataM M BUIAM OTIPABICHHWHA COCTABJICHUE OIHCKH
pacchUTKd. TpaaMLIMOHHBIA CrOCOO OTHpPaBKU TOKYMEHTOB (To4TOi). OTmpaBKa JOKYMEHTOB C ITOMOIIBIO
tenedoHa, dakca.



KoHTposb ucronHeHus: 1OKYMEHTOB: MOHSITHE, Ha3HaueHWe, BUIbL. [IpuHIMNbI opranu3anuu KOHTposs. Cpoku
WCIIOJIHEHUS: TUIOBOW, MHAUBHUIYaJIbHBIM. TE€XHOTIOTUS BEACHUSI KOHTPOJS. AHAINU3 HCIOIHEHUS TOKYMEHTOB B
YUpEXKIECHUSX.

B3aumocBsi3p peructpanuu JAOKYMEHTOB M HMH(GOPMAIMOHHO-CIPABOYHON paboTel. OpraHuzanus paboThl C
MOMOIIIbIO CITPABOYHBIX KapTOYEK.

JIO>KHOCTHBIE JIMIIA, OCYIIECTBISIONINE PErUCTPAIII0 M KOHTPOJIb UCIIOIHEHUS, X (PYHKUUH U MpaBa.

6.0Opranmn3zauusi onepaTuBHOrO0 XpaHEeHUs J0KYMEHTOB

Homenxknarypa gen: nmoHarue. 3HadyeHHE HOMEHKJIATYPhI JeN Ui KiIacCU(pUKALUU JOKYMEHTOB, ONEPaTHBHOTO
XpaHeHUsI M WX MpeJapXUBHON MOATOTOBKH. Buabl HomeHnknatyp aen. [lopsmok cocraBieHus, oQOpMIICHHS,
YTBEPKACHUS U IPUMEHEHHsI KOHKPETHOM HOMEHKIIATyphl fien. [lopsanok dopmupoBanus sem.

Opranu3anuss XpaHeHHs HCIIOJHEHHBIX JOKYyMEHTOB. OCHOBHBIE TpeOOBaHUS HOPMATHBHBIX JOKYMEHTOB,
pErIaMeHTHPYIOMIUX JaHHBIA 3Tan JOKyMEHToo0opoTa. OTBETCTBEHHOCTh 3a COXPAHHOCTh JOKYMEHTOB.
KomnbroTepusanus JOKYMEHTAIMOHHOTO 00ECTICYeHHS YIIPABIICHUSL.

IIpakTnyeckue 3aHATHSA
Tema 1. JIoKyMeHTBI M ClIOCO0OBI IOKYMEHTHPOBAHUS
BOHpOCI)I JJIA IIOATOTOBKH .

Bnusuue HAaYyYHO-TCXHHUYCCKOI'0 Iporpecca Ha IAOKYMCHT U JOKYMCHTUPOBAHHC. CDGI[CpaJ'IBHHﬁ 3akoH «0O0
SHGKTpOHHOﬁ OoAIIKUCH)).

Tema 2. YHupukanus 4 cTaHAapTH3ANNs JOKYMEeHTOB. CHCTeMbI TOKYMEHTALH U
Bormpocs! 1y1st moAroTOBKH:

rOCy,HapCTBCHHble CTaHIIapTI)I Ha YHI/I(l)I/IIlI/IpOBaHHI)Ie CUCTCMBbI I[OKYMGHTaIII/II/I.

Tema 3.PexkBu3uthl 1 0J1aHKH JOKYMEeHTOB. COCTaB PeKBU3UTOB JOKYMEHTOB

BOHpOCI)I IJIA IIOATOTOBKH .

brnank nokyMmeHTa: MOHsSTHE, HAa3HA4YeHHE, BUJbI ONaHKOB (0OmIMI OnaHK, OJaHK MUChbMa, OJTaHK KOHKPETHOTO
BHJIa TOKyMeHTa (kpoMe nuchma). Coctas, ohopMiIeHHE PEKBU3UTOB OJIaHKA.

Tema 4.0pranusanus J0KyMeHT0000poTa

BOHpOCBI JUIA IIOATOTOBKH .

Byl 371€KTPOHHBIX KOMMYHUKALIUH.

Cnyx0b1 JIOY B opranuzanusx, 3HaueHue, 3aj1a4a, QyHKIIUU, TUTIOBBIE CTPYKTYPHI, JOIKHOCTHOU COCTAaB.

Tema 5.0pranusanusi perucTpanuu J0KYMEHTOB H KOHTPOJIb HCIIOJTHEHHS JOKYMEHTOB

BOHpOCBI JUIA IIOATOTOBKH .

Perucrpanus 10KyMEHTOB, ONIpEAEIEHUE, LIEIH, 3a1a4H, MECTa PErUCTPALMH Pa3IUYHbIX KATErOPUI TOKYMEHTOB.

Cucrempl u ¢GopMbl peructpanuu (KypHajbHas, KapTO4Has, aBTOMAaTU3UPOBaHHAs), WX JIOCTOMHCTBA H
HEJO0CTaTKH.

Tema 6.0Oprannsanusi onepaTUHBHOrO0 XpaHeHUs JOKYMEHTOB
Bonpoce! 11 MOArOTOBKM:
Komnbrotepu3zanus JOKyMEHTAIIHOHHOTO 00ecTIeueHus YIPaBICHHUS.

5. MIEPEYEHb YYEBHO-METOJUYECKOI'O OBECHEYEHUA J1JII CAMOCTOATEJBbHOM
PABOTHBI OBYUYAIOIIUXCH 11O JUCHUIIJIMHE

B coBpeMeHHBIX yCIOBHSAX BOCTPEOOBAaHHBIMM  KaueCTBaMH HA  pbIHKE TpyAa  SBISIOTCS
CaMOCTOSITENTLHOCTh, HHUIIMATUBHOCTh, MPEIIPUIMUUBOCTD, JEIOBUTOCTh, CIIOCOOHOCTh OBICTPO M ONEPATHBHO
MPUCIIOCOOUTHCST K M3MEHSIOUICHCS KOHBIOHKTYpE pbIHKAa. VIMEHHO 3TH mnpodecCHOHANbHO 3HAuYMMBIE U
COITMAIIEHO Ba)KHBIE KA4eCTBa, CTOJIb HEOOXOIMMBIE Tenephb NMpodeccHoHaty, JOJDKHBI OBITh Pa3BHUTHI B IPOIECCE
00y4eHHUs, B TOM YHUCIIE, B X0JIe BHEAYJUTOPHOM CaMOCTOATENbHOM paboThl CTYICHTOB.

Pexomenyembie cpeicTBa, METOAbI O0YyYEHHs, CIIOCOOBI y4eOHOM NesSTeIbHOCTH, IPIMEHEHNE KOTOPBIX
U1l OCBOCHUS KOHKPETHBIX MOayJeil paboueit mporpammsbl Hanbosee 3(h(HeKTUBHO:



- 00y4yeHHEe TEOPEeTHUYECKOMY MaTepHally peKOMEHIYEeTCs OCHOBBIBATH HA OCHOBHOW M JIOTIOJIHUTEILHOU
JTUTEepaType, W3JaHHBIX THUHOTPA(PCKUM MU 3JIEKTPOHHBIM CIOCOOOM KOHCHEKTaxX JEKIUil; peKOMEHAYeTCs B
Hayajie ceMecTpa 03HAaKOMUTh CTYAEHTOB C MPOrpaMMON AMCLUIUIMHBL, IEPEYHEM TEOPETUYECKUX BOIIPOCOB JUIS
TEKYILIEro MPOMEXYTOYHOIO M1 UTOTOBOTO KOHTPOJISL 3HAHUM, UYTO OPUEHTHUPYET U MOOLIPUT CTYAECHTOB K aKTUBHOU
CaMOCTOSITENTLHOU paboTe;

- Ha MPAKTUYECKUX 3aHATUAX 3aKPEIUISIOTCS U YTOUHSIIOTCSA 3HAHMS, TOJIYYEHHbIE Ha JIEKIUSAX U BO BPEMs
CaMOCTOSITENIbHON TMOATOTOBKHU. {71 pa3sBUTHS TBOPUECKUX CIIOCOOHOCTEW CTYIEHTOB AKTHBHO HCIOJIB3YIOTCS
TaKhe METOJbl KaK JUCKYCCHsI, MO3TOBOM IITYypM, OOMEH MHEHHUSMH IO MPOOJIEMHBIM BOIpocam, oOCyKIeHHE
TOKJIa10B, cooOmeHui. [ToguepkHeM, 4TO PU MCTIOJIb30BAaHIUH HHTEPAKTUBHBIX ()OPM POJIb MPETOAABATENS PE3IKO
MEHSIeTCs, MepecTaéT ObITh LIEHTPAIBLHOM, OH JIMIIb PEryIHPYET MPOLIECC U 3aHUMAETCs ero o0Iel opraHu3anueii,
TOTOBHUT 3apaHee HEOOXOAUMBIE 33/1aHusl U (POPMYITHPYET BOIPOCH MM TEMBI AJs1 OOCYKICHUS B Tpymmax, qaét
KOHCYJIbTAIlMM, KOHTPOJIUPYET BPEMs U MOPSAJIOK BHIIOJHEHHS HAMEUEHHOTO IUIaHA. YYacCTHUKH OOpaIaroTcs K
COILIMAJILHOMY OTIBITY — COOCTBEHHOMY M IPYTUX JIIOACH, IPU 3TOM UM MPHUXOIUTCS BCTYNATh B KOMMYHUKAITUIO
JpyT ¢ IpYroM, COBMECTHO pellaTh MOCTaBJICHHbIE 3aJjaud, MIPEeOo0IeBaTh KOHMIUKTHI, HAXOIUTh OOIINE TOUYKH
COIIPUKOCHOBEHHUSL, UATH HA KOMIIPOMUCCHI.

B pesynbrare mnpoBeaeHHUS NPAKTUUECKUX 3aHATUN BBIABISAIOTCA CIIOCOOHOCTH OOy4YaeMbIX MPUMEHSThH
II0JIyYE€HHbIE KOMIIETEHIUH JIJIsl pELIEHMs 3a/1a4, CBSI3aHHBIX C JalbHENIIEH 1eATEIbHOCThIO BHIITYCKHHKA.
IlepeyeHb yueOHO-MeTOAUYECKOT0 O0eceYeHHs IJIsl CAMOCTOATEIbHOI padoThbl, 00y4al0IIHUXCH 10
AUCHUILINHE
I'pundepr A. C., I'op6aués H. H., Myxamermmna O. A.. JlokyMeHTallMOHHOE 0OecrieueHne yIpaBIeHus: yueOHUK
[DmexkTpoHHBII pecypc] / M.:}IOnutu-Jlana,2015. -391c. - 978-5-238-01770-9
http://biblioclub.ru/index.php?page=book&id=115031
Ha3Banue pa3nenos 3aaHus AJi1 CaMOCTOSITEIbHON paboThI

(Monyrneit) u Tem

[Touck u aHanU3 1OMONHUTENBLHON yueOHOM
JUTEpPaTyphl WIK UHOTO MaTepuaa.
CocraieHne KOHCIIEKTa.

Tewma 1. JlIokymeHTHI 1
CIOCO0BI
JIOKYMEHTUPOBaHUs

[Touck 1 aHanmU3 AOMOJHUTENBHON y4eOHOI
JIUTEPATYPhI WIIK HHOTO MaTepHaa.
CocraBiieHHE KOHCTIEKTA.

Tema 2. YHuduxamus u
CTaHapTU3aLM
TOKyMeHTOB. CHUCTEMBI
JOKYMEHTaluu

[Touck 1 aHamu3 TOMOJHUTEIHLHON YI4eOHOM
JUTEPaTyphl UM UHOTO MaTepHaa.
CocraBiieHHE KOHCTICKTA.

Tema 3. PexkBU3HUTH U
0JIaHKU JOKYMEHTOB.
CocTaB pekBU3UTOB
JTIOKYMEHTOB

[Towck 1 aHaMU3 AOMOJHUTENBHON Y4eOHOI

Tema 4.Opranuzanus JIATEPATYPHI WX UHOTO MaTepraa.

JOKYMEHT0000poTa CocraBiieHHE KOHCIIEKTA.
[Touck 1 aHaIU3 AOMOJHUTENBHON Y4eOHOI
Tema 5. Opranuzamnus | IuTepaTypsl UM UHOTO MaTepUaa.

peructpanuu JTOKyMeHTOB | CocTaBieHHE KOHCIIEKTA.
U KOHTPOJb HCIOJHEHUS

JIOKYMEHTOB

Tewma 6. Opranuzanus
OTIEPAaTUBHOTO XPaHEHUS
JIOKYMEHTOB

[Towck 1 aHaMU3 AOMOJHUTENBHON Y4eOHOM
JIUTEPATYPhl WIIK HHOTO MaTepHaa.
CocraBlieHHE KOHCTIEKTA.

Bomnpoc 1. JlokymeHT — 370:

TecToBBIC 3a1aHUA



http://biblioclub.ru/index.php?page=book&id=115031

1. uapopmanus, 3apUKCHPOBaHHAS TOJIBKO HAa OyMa)KHOM HOCHTEJIE, HE UMEIOIAsi PEKBU3HTHI

2. nuaopmanus, 3ahUKCUPOBaHHAS HA OYMa)KHOM WJIH JIFOOOM IPYroM HOCUTEJIE, HMEIONIAasi PEKBU3UTHI
3. uadopmarnus, 3apuKcupoBaHHas Ha JIIOOOM HOCUTEIE, HE UMEIOIasi PEKBU3UTOB

Bonpoc 2. YUto moHUMaroT noj Ae10nporu3BOJCTBOM?

1. rpynnupoBKy, CHCTEMATU3ALUIO JOKYMEHTALIUH

2. xpaHeHnue uHbopMaun

3. BCE MEPEUYUCIICHHOE

Bomnpoc 3. B kakoe BpeMs HadyaJld CylIeCTBOBATh MPUKA3bI?

1. c 14-15 BB.

2.¢15-17 BB.

3.c17-18 BB.

Bormpoc 4. B kakom roay Obut BBeieH «I eHepalibHBIN perjaMeHT»?

1.8 1720 .

2.81725 .

3.81730T.

Bormpoc 5. B uem 3akimrodanach 0COOCHHOCTh PETrUCTPAIMH JIOKYMEHTOB B KOJUICKCKOM crcTeMe?
1. peructpanus conpoBokajia JOKYMEHThI B TEYEHHE BCEr0 IIpoLiecca MPOU3BOACTBA JI€)1a U B apXUBE
2. perucTpanus COnpoBOKIaNa JOKYMEHTHI B apXUBe

3. perucTpanus conpoBoKala JOKYMEHTAIMIO B Hayaje MPOU3BOJICTBA Jelia

Bonpoc 6. B kakoM [en1onpou3BOICTBE 1aTa CTAHOBUTCS CAMOCTOATEIBHBIM dJIeMeHTOM (hopmyrsipa?
1. B crosi6ioBoM

2. B KOJJIEKCKOM

3. B UCTIOJTHUTEIHLHOM

Bompoc 2. B kakoe Bpemsi JOKYMEHTBI CTalld U3rOTaBIUBATHCS Ha OJaHKax?

1. 17 B.

2.8 18 B.

3.819B.

Bonpoc 7. Mexy coboit Koiernu nepenuchbiBaltuch:

1. mpomeMopusiMu

2. yKazaMu

3. panopramu

Bonpoc 8. [To kakoMy npu3HaKy rpynnupoOBaINCh JOKYMEHTHI B UCIIOJIHUTEIbHOM IIPOU3BOJCTBE?
1. M0 HOMUHAJIBHOMY

2. 110 aBTOPCKOMY

3. BCE MEPEUYUCICHHOE

Bomnpoc 9. B xakom rony 6su1 yupexaen BHUNJIAL?

1.B 1966 .

2.81970r.

3.B1988r.

Bomnpoc 10. Kakoso riasaoe tpeboanue EI'C/l k opranuzaiuu 1o0KkyMeHToo00poTa?

1. MakcHMaJIbHO BO3MOXKHAsI LIEHTpaJIN3alus onepanuil no o0paboTke JOKYMEHTOB

2. peryJInpoBaHue ABUKECHHS TOKYMEHTOB BHYTPH YUPEKACHUS

3. BCE MEPEUYUCIICHHOE

Bonpoc 11. 13 ckonpkux vacreit cocrout cucrema JJOY?

1. ogHOM

2. IByX

3. Tpex

Bonpoc 12. Kakne opranus3aiyioHHO-paciopsAUTeNbHble JOKYMEHThI oTHOcATCS K Y COP/L?

1. mocTaHOBJIEHHUSI, PACTIOPSKEHUS, TIPUKA3bI

2. IPOTOKOJIBI, aKThI, IMCbMA

3. BCE MEPEUYUCIICHHOE

Bomnpoc 13. Kakue nokymenTsl BkimoueHsl B O0mmepoccuiickuii kiaccu(pukaTop ynpaBiIeHYeCKOH TOKyMEHTaluu
(OKVY 11)?

1. mocTaHOBJIEHHUS], PACTIOPSIKEHUS, TIPUKA3BI

2. IPOTOKOJIbI, aKThl, MMCbMa

3. BCe IIEPEUYHCIIEHHOE

Bormpoc 14. Korna 6si1a yrBepkaeHa TumnoBast HHCTPYKITUS IO I€TOTPOU3BOJICTBY B MUHHCTEPCTBAX U
BesomcTBax PO?



1. 6 urons 1992 r.

2. 10 aBrycra 1995 r.

3. 15 mapra 1999 r.

Bomnpoc 15. Ha yem oCHOBBIBaeTCSl CTaHAApTU3ALIMSA?

1. Ha pe3ynbTaTax HaAyKU U TEXHUKU

2. Ha IPAKTHUYECKOM OIIbITE

3. BCE MEPEUYUCIICHHOE

Bormpoc 16. IIpunnun tpadaperusanuy mo3BosieT:

1. ycKOpUTh CO3aHUE OJJTHOTUITHBIX JOKYMEHTOB

2. n30exaTh U3IUITHUX OMINOO0K

3. BCE MEPEUYUCICHHOE

Bormpoc 17. Tlepenucka 3anuMaeT B 00beMe JOKYMEHTAIIUU TTPEATPUSTHS:
1. 10 20%

2. 110 50%

3. 10 80%

Bonpoc 18. Baxxubimu cpeactBamu HHYOPMALIMOHHOTO 00€CTICUSHHUS SIBIISIFOTCSL:
1. xaccupuKaTopsl TEXHUKO-9KOHOMHYECKOW HHPOPMALIUU

2. kiaccuuKaToOpbl COMUAIBHON HHPOPMAIIH

3. BCE MEPEUYUCIICHHOE

Bonpoc 19. Kakas cucrema knaccudukanuu npussata B OKYJ1?

1. onHOCTynEeHYaTas uepapxudeckast

2. IByXCTyINEeHYaTasi uepapxudeckas

3. TpexcTylneH4aras uepapxudeckas

Bonpoc 20. CkonbKko KaHaIOB MOCTYIJICHHS BXOASIINX JOKYMEHTOB JOJKHO CYIIECTBOBATH B OpraHU3aINK?
1. onun

2. 1Ba

3. Tpu

Bonpoc 21. Ckonbko cyIiecTByeT OCHOBHBIX MapIIPyTOB MPOXOKACHUS JOKYMEHTa?
1. onun

2. 1Ba

3. Tpu

Bomnpoc 22. O¢dunnanbHele nUcbMa ObIBAIOT:

1. ogHOACTIEKTHBIE

2. MHOTOACTIEKTHBIE

3. BCE MEPEUYUCICHHOE

Bompoc 23. UTo 0THOCST K CIPaBOYHBIM JIaHHBIM 00 OpraHu3anuu’?

1. mouTOBBIN U TenerpadHbIN agpec

2. HoMepa TenedoHa, pakca, HoMep cuera B OaHKe

3. BCE MEPEUYUCICHHOE

Bormpoc 24. PekBU3UT «1OJMKUCH» TOMEIIAETCS:

1. cieBa Mo TEKCTOM MHUCbMa cpa3y OT MO

2. cripaBa Moj TEKCTOM MUChMa

3. B LIEHTpE MOJ1 TEKCTOM MHChMa

Bomnpoc 26. Ha 6ianke kakoro ¢opmaTta 00bIYHO OQOPMIISFOT COITPOBOAUTENHHOE TUCHMO?
1. A4

2. AS

3. Al0

Bormpoc 27. IIuceMo-HanoMMHAHUE COCTOUT:

1. 13 HarTOMUHAHUS O BBEITIOJIHEHUH JI€HCTBUM

2. U3 yKazaHus Mep, KOTOpbIe OyIyT MPUHSATHI B CITy4ae HEBBITIOTHEHHS dTUX EHCTBUI
3. BCE MEPEUYUCIICHHOE

Bomnpoc 28. TTonoxeHus ObIBaIOT:

1. THmoBkIE

2. UHIUBUAYAIbHbBIE

3. BCE MEPEUYUCIICHHOE

Bomnpoc 29. PacniopsikeHust MOTYT OBITh:

1. o01Ier0, MINTEILHOTO JCHCTBUS

2. Kacaroluecs KOHKPETHOT0, OTACIBHOrO cliydast



3. BCE MEPEYUCICHHOE

Bonpoc 30. CkoybKO cTaidii MOArOTOBKH PACHOPSAUTEILHOTO JOKYMEHTa MOKHO BBIACIHUTH?
1. omny

2. IBE

3. Tpu

6. ©°OHJ] OHEHOYHBIX CPEACTB AJI5s1 NIPOBEAEHUS TEKYIIEI'O KOHTPOJIAA,
IMPOMEXYTOYHOU ATTECTAIIUA OBYYAIOIIUXCA 11O JTUCHUIIJIMHE

@DOH/J OLIEHOYHBIX CPEJCTB AJIsl IPOBEIACHHS TEKYIIEr0 KOHTPOJISA, IPOMEXYTOUYHOM aTTECTalluU ITPUBE/ICH B
MPUIIOKECHUU
7. MEPEYEHb OCHOBHOM U JONOJTHUTEJIBbHON YYEFHOM JINTEPATYPBI,
HEOBXOJIUMOM JJIsI OCBOEHUA JUCHUILIAHBI
7.10cHOBHas1 JMTEpaTYpa
I'punbepr A. C., I'op6aués H. H., Myxamermmna O. A.. JlokyMeHTallMOHHOE 0OecrieueHNe yIpaBIeHHs: YIeOHUK
[DnekTpoHHBIT pecypc] / M.:lOnuTn-/lana,2015. -391c. - 978-5-238-01770-9
http://biblioclub.ru/index.php?page=book&id=115031

Opranuzanys ¥ TEXHOJIOTHS JOKYMEHTAIIMOHHOTO OOECIICUCHUS YIPABICHUS: 3JCKTPOHHOE y4eOHOe Mmocodue
[Dnextponnsblil pecypc] / KemepoBo:KemepoBckuii rocynapcTBenHblii yauBepcuret,2017. -478c. - 978-5-8353-
2149-0 http://biblioclub.ru/index.php?page=book&id=481592

Bemkyposa, A.b. JlokymeHTanmonHoe oOecriedyeHne yrpaBlieHUs: ydeOHOe mocoOue Ijsi CTYyJ€HTOB CPEIHETO
npodeccuonansHoro oobpazosanus : [12+] / A.b. BemkypoBa. — Mocksa ; bepnun : upexr-Menua, 2020. — 170
C. : W, Tabn. — Pesxum mocryma: o noanucke. — URL: http://biblioclub.ru/index.php?page=book&id=570999

7.2 lonoJHUTeNbHAS AUTEPATYpa
1. ®enepanbublii 3akoH "O06 MHGOpPMaUKM, HHOOPMAIIMOHHBIX TEXHOJIOTHAX U O 3amuTe MHPOpManuu" ot

27.07.2006 N 149-®3
2. ®enepanbubiii 3akoH 0T 06.04.2011 N 63-®3 "OO a51eKTpOHHOH MO ITUCH"
3. TI'punbepr A. C., I'opbaues H. H., Bonmapenko A. C.. MHpOpMaIrmoHHBIE TEXHOJOTHH YIPABICHUS:
yuebHoe mocobue [DnektpoHHbi pecypc] / M.:FOnutn-[ana,2015. -479c. - 5-238-00725-6
http://biblioclub.ru/index.php?page=book&id=119135

8. IEPEYEHb COBPEMEHHBIX ITPO®PECCHOHAJIBHBIX BA3 JIAHHBIX,
HHO®OPMAIIMOHHBIX CITPABOYHBIX CUCTEM

Bce oOyuaromnuecst o6ecredeHsl TOCTYIIOM K COBPEMEHHBIM MPO(ecCHOHaNbHBIM 0a3aM JTaHHBIX U
UH()OPMAIIMOHHBIM CIIPABOYHBIM CHCTEMaM, KOTOPBIE TIOUICKAT OOHOBJIICHHIO MNPH HEOOXOAUMOCTH, YTO
OTpakaeTcs B JIUCTAX aKTyalH3aliHi Pad0OUYHX MIPOrpamMM.
CoBpemMeHnHble npodeccuoHANIbHbIE 0A3bI JAHHBIX:
AnmuHuCTpaTHBHO-yIIpaBieHueckuit moprain. URL: http: http://www.aup.ru/
LIeHTp KOMITETEHIINH 0 BOIPOCAM JIOKYMEHTAIIMOHHOTO 00SCIICUCHUSI YITPABIICHHS i apXUBHOTO JIeia
http://www.edou.ru/

HNudpopmManuoHHbIE CIPABOYHbIE CHCTEMBI

CnpaBoyHo-mipaBoBas cuctema «KoHcynbTaHT Iurocy -_http://base.consultant.ru
Sunexc https://yandex.ru/

Pam6unep https://www.rambler.ru/

Google https://www.google.ru/

Mail.ru https://mail.ru/

[Ipu ocymecTBieHnn 00pa30BaTEIBLHOTO MpoIecca M0 JUCHUIIINHE (MOJIYIIO) HCIOIB3YIOTCS
ANEKTPOHHBIE 00pPA30BATENBHBIE PECYPCHI, Pa3MEIICHHbBIE B 3JEKTPOHHOW MH(POPMAIIMOHHO - 00pa3oBaTEIbHON
cpene yauBepcuteta (OUOCITTY):

Hpe?)CHTaI_[I/IOHHI:Ie MaTcpuabl
http://dis.ggtu.ru/mod/resource/view.php?id=26810&forceview=1
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JlexuronHble MaTepuansl o teMe «3anaun J10Y. Opranuzanus ciyx0br JJOY Ha npeanpustumn
http://dis.ggtu.ru/course/view.php?id=2590

9. OIMCAHUE MATEPUAJIbHO-TEXHUYECKOM BA3bI, HEOBXOIUMOM 115
OCYHECTBJIEHUSA OBPA3OBATEJIBHOT'O ITPOLHECCA 11O JUCHUIIJIMHE

Jns  ocymiecTBieHHs 00pa3oBaTEIBHOrO Ipomecca IO JUCHUIDIMHE HMMEETCS B HAIMYUHM  CICTYIOIIas
MaTepHalbHO-TEXHIUUECKas 0aza:

Ayauropun IIporpammHoe obecnieueHue

- yueOHas aymutopus IS mpoBeneHus | OnepanuoHHas cHCTEMa
y4eOHBIX 3aHATHMH 1O AucHMIUIMHE, | [TakeT O()UCHBIX MPHIOKEHHUH

OCHAIICHHAsI KOMITBIOTEPOM C BBIXOJIOM B | Bpaysep Firefox, SIHaekc
WHTEPHET, MYJIbTUMENA IIPOEKTOPOM;

- IOMEIIEHHE JUII  CaMOCTOSATEIbHOM
paboTel  0OY4YAIOIIMXCS, OCHAIIEHHOE
KOMITHIOTEPHOM TEXHUKOMN c
BO3MOXKHOCTBIO IIOAKIIOUEHHUSI K CETH
WNuTtepHer m obecnieyeHWEeM JIOCTyIa B
ANEKTPOHHYIO nH(pOpMaIMOHHO-
obpazoBatenbHyto cpeny [TTY;

- CIeUUaJu3upOBaHHAs ayAUTOpUSA U
MPOBEJICHUST J1Ta0OpaTOpHBIX paboT Mo
JTUCIUILTUHE,

OCHalIeHHasi HA0OPOM PEaKTUBOB U
71a60paToOpHOro 060PYIOBAHUS;

10.0BYYEHUE NHBAJINIOB U JINL C OTPAHUYEHHBIMHU BO3MOKHOCTAMMHU 31OPOBbSI
IIpu HeoOxomumocTH paboyas HporpaMma JUCHUIUIMHBL MOXXET OBITh aJanTHpoBaHa [yIs oOecledYeHus
00pa30BaTeNpHOr0 Mpollecca WMHBAIMIOB M JIML C OrPAaHUYEHHBIMH BO3MOXKHOCTSIMH 370pOBbs. Jljis 3TOTrO
TpeOyeTcst 3asBlIEHHE CTyAeHTa (ero 3aKOHHOTO TMPEJICTaBUTENs) M 3aKIIOYEHHE ICUXO0JIOT0-MEIUKO-
negarornyeckoit komuccuu (IIMIIK).

ABtop: k.2.H. Kamenckux H.A.

[IporpamMma yTBepskJeHa Ha 3acefaHuH Kadeapbl MAaTEMaTUKU U SKOHOMUKH OT 26 utoHs 2023r., IpOTOKOJI
Ne 8

3aB. kadenpoit Kamenckux H.A.


http://dis.ggtu.ru/course/view.php?id=2590

IMPUJIOKEHUE

Munucrepcrso o0pazoBanusi MockoBckoii 00J1acTH

TI'ocynapcrBenHoe 00pa3oBaTesibHOE yUpesKAeHne BbIcIIero 0opazoBanusi MoCcKOBCKOM 00J1acTH
«l"ocynapcTBeHHbI T'YMAHUTAPHO-TEXHOJOTHYECKU A YHUBEPCUTET)

®OH/] OLIEHOYHBIX CPEJICTB
JULA [TPOBEJIEHUS TEKYIIEIO KOHTPOJLA,
[TPOMEXYTOYHOI ATTECTALIMU T10 JUCLHUTUIMHE

b1.0.23 lokyMeHTanlMOHHOE 00ecnevyeHue YPaBJaeHusl COMATbHO-IKOHOMUYECKMMH CHCTEMaMHU

Hanpasiienue noarorosku 38.03.04 «I'ocygapcTBeHHOEe 1 MYHMIMIIAJbHOE YIIPABJICHHE»

HanpagJieHHoCTH (IPO(1JIL) IPOrPaMMBbI:
YnpagsiieHue cOHATbHO-IKOHOMUYECKUMH CHCTEMaMH

KBaimndukanus spinyckauka bakagasp

®opma 00yueHus - 0YHO-3204YHASA

2023r.



1.1MHanKATOPBI TOCTHKEHUST KOMIIETEeHIU I

Kox u HaumenoBanue HaunmeHnoBanue nHaukaTopa 10CTHXKEHUS YHUBEPCAIbHON
KOMIIETEHIINH KOMITETEHIINH

OIIK-5 Cnocoben OIIK-5.1 3HaeT: OCHOBHBIE MPHUHIUIBI PAOOTHI TOCYJAPCTBEHHBIX H
UCIIOJIb30BATh B | MYHUIIUIIAJIBHBIX nH(GOPMaIIMOHHBIX CHUCTEM,; TEXHOJIOTHH

poECCUOHATLHON JESITEIbHOCTH | AJICKTPOHHOTO TMPABUTEIILCTBA M MPEIOCTABICHUS TOCYIAPCTBEHHBIX
nH(pOpPMaIMOHHO- (MyHHITUTIATBHBIX ) YCIIYT;

KOMMYHUKAIIMOHHBIE TEXHOJIOTHH,
OIIK-5.2 Vwmeet: pemarh CTaHAapTHBIE 3a1a4yd MpodecCHOHaTbLHON

roCy/1lapCTBEHHBIE u
IeATeIbHOCTH c pUMEHEHUEM MH(POPMALIUOHHO-
MyHHLHUIATEHBIE _
. | KOMMYHUKAIIMOHHBIX TEXHO-TIOTHIA;
MH(pOPMALMOHHEIE CHCTEMBI,
IIPUMEHATE TCXHOJIOTHN | OTIK-5.3 BnajgeeT: HAaBBIKAMH OCYLIECCTBICHHS B3aMMOJCHCTBHS C

SJICKTPOHHOTO  MPaBUTCILCTBA W | rpasnapaMy M OpraHU3alMsAMH B IPOIECCE  MPENOCTABIEHUs

HpEOCTaBICHU roCyJIapCTBEHHBIX (MyHHIMIAIBHBIX) YCIAyT, B TOM YHCIE C

roCy1apCTBCHHBIX PUMEHEHHEM JTUCTAHIIMOHHBIX TEXHOJIOTHIA.

(MyHULMDIANBHBIX) YCIYT

1.2 Onucanue noka3areJieil 1 KPUTEPHEB OLIEHHBAHUS KOMIETEHIUI HA PAa3IMYHBIX 3Tanax ux GopMUPOBaHUS, ONHCAHHE LIKAJ
OlIEHHBAHUSI’
OreHKa ypOBHS OCBOCHHSI KOMIIETEHIIMI Ha Pa3HBIX dTanax ux GopMHUpOBaHUS NPOBOAUTCS Ha OCHOBE T depeHInpoBaHHOTO
KOHTPOJISA KAXKJ0T0 NOKAa3aTCJId KOMIICTCHIIMN B paMKaX OICHOYHBIX CPCACTB, IPUBCACHHLIX B DOC.

Nen/n | Haumenos Kpartkas IIpencrasie
aHHue XapaKTEepuCTHUKa HUC KpI/ITepI/II/I OLICHUBAHMUsA
OLIEHOYHOT OLIEHOYHOT'O OLIEHOYHOTO
0 cpejcTBa cpezacTa Cpe/cTBa B
honme
Oyenounvle cpedcmea 0Jist nPOedeHUs MeKYue20 KOHMpPOJis
1. I'noccapu | Habop wmarepuanos, | Crmcok Onenka «Omauuno»: JaHbl OINpENeleHHs BCEX MPEI0KEHHBIX
i HalpaBJIeHHBIX  HA | TEPMUHOB TEPMUHOB, BCE 3aJJaHHS BHIITOJIHEHBI MPABIIHHO.
MPOBEPKY  3HAHHUSA Onenka  «Xopowo»:  nmaHBl  TPaMOTHBIE  OINpENENCHHS  BCeX
(mokazaTe | OCHOBHBIX MOHATHH MIPEICTaBICHHBIX TEPMHHOB, OJTHAKO UMEIOTCS OTJCIbHBIC HEJOUYETHI.
hii JICTIATUTAHBL. Onenka  «Yoosremeopumenvrno»:  Oonplas — 4YacTb  TEPMHHOB
komrereH | Crnoco®  mpoBepku OXapaKTepU30BaHa MPAaBUIBHO, HO BCE ONPEICICHUS UMCIOT HEIOYETHI,
10105 CTCTICHH  OCBOCHHSA BCE OMpeNeNeHUs MNPEACTABICHBI, HO JOMYIICHO HECKOJIBKO TPYOBIX
«3HaHue») | KaTeropuaibHOTO OIIHOOK.
amnmapara. Ouenka «Heydoeremeopumenvro»: OOJbIIAs 4acTh OMPEJCICHUN HE
npeJICTaBjIeHa, JJU00 MpeICcTaBIeHa ¢ TPYOBIMHU OITMOKaMH.
2. Joxan Pacmmpennoe Temartuka Onenka «Omauynoy.  TOKa3aHO yYMeHHe KPHUTHYECKOTO aHajIu3a
MHCbMEHHOE WIN | OKJIaJ0B unpopmaruu. Tema akTyalibHa, COAEpPIKaHUE COOTBETCTBYET 3asBICHHOM
(moka3zare | ycTHOe  cOOOIIEHHUE TeMe, TeMa [OJHOCTBIO PAacKpbiTa, MPOBEJCHO PAaCCMOTPEHHUE
b Ha OCHOBE JMCKYCCHOHHBIX BOIPOCOB IO TPOOJeMe, CONOCTABJICHBI pa3jinuHbIe
KOMIIETEH | COBOKYITHOCTH paHee TOYKM 3pEHHMS 110 pPaccCMaTPHUBAEMOMY BOIPOCY, S3BIK H3JIOKEHUS
012071 OITyOJINKOBAaHHBIX Hay4eH, COOJII0aeTCsl JIOTHYHOCTD U MOCJIEI0BATEIILHOCTD B U3JI0KEHUT
«YMeHue» | HCCe0BaTeNbCKUX, MaTepuasa,  HCIOJb30BaHbl HOBEHINME WCTOYHHKHM 10 TpoldiieMe,
) Hay4HBIX pabor, BBIBOJIOB YETKHE, OOpMIIEHHE pabOThI COOTBETCTBYET NPEIbSBIIEMBIM
M3JI0KEHNE TpeOOBaHUSIM.
pe3yJbTaToB Ouenka «Xopouioy: MOKa3aHO YMEHHE KPUTHYECKOro aHaiu3a
NPOBEIEHHBIX nHpopmanmu. Tema akTyanbHa, COJEpKaHHE COOTBETCTBYET 3asIBICHHON
HCCHe)IOBaHHﬁ, TEME, SA3BIK N3JI0KCHUS Hay4cH, 3as1BJICHHAs TEMA packpbITa
OKCIICPUMEHTOB )5 HEOAO0CTAaTOYHO IIOJIHO, OTCYTCTBYIOT HOBEHIIINE JINTEPATYPHBIC
pa3paboTox o HCTOYHHKH TIO0 TpoOmeMe, mpu OQGOpMICHHH paboTBl HMMEIOTCS
COOTBETCTBYIOIIEH HEJIOYETHI.

2 Ouenka «OTIHUHO» U «XOPOIIOY» COOTBETCTBYET MOBHIIIEHHOMY YPOBHIO OCBOEHMS KOMIETEHIIMH COTTACHO
KpUTEPUSIM OLICHUBAHMUS, IPUBEACHHBIX B TAOJIUIE K COOTBETCTBYIOLIEMY OLIEHOUYHOMY CPEICTBY

OneHka «Y10BIETBOPUTEIHEHO» COOTBETCTBYET 0230BOMY YPOBHIO OCBOCHHS KOMIIETCHIIUU COTJIACHO KPUTEPUIM
OLIEHUBAaHMsI, IPUBEJCHHBIX B TA0JIUIE K COOTBETCTBYIOIEMY OLIEHOUHOMY CPEJICTBY

Onenka «HeynoBiaeTBOPUTENBHO» COOTBETCTBYET MTOKA3ATEII0 «KOMIIETEHIUS HE OCBOEHA


http://ru.wikipedia.org/wiki/%D0%A1%D0%BE%D0%BE%D0%B1%D1%89%D0%B5%D0%BD%D0%B8%D0%B5

OTpaciii  Hay4JHbBIX Ouenka «Yooseremeopumenvro». HE TOKa3aHO YMEHHE KPUTHYECKOTO
3HAHWH,  HMMEIOIINX anam3a wuHbpopmammu. CozaepxaHue pabOTBI HE B TIOJHOW Mepe
3HA4YEHHE ISl TEOPUH COOTBETCTBYET 3asBICHHON TEME, TEMa PACKpbITa HEAOCTATOYHO IOJIHO,
HayKH u UCTIONB30BAaHO  HEOONBIIOE  KOJMYECTBO  HAYYHBIX  HMCTOYHHKOB,
MPaKTHIECKOTO HapyIIeHa JOTHYHOCTh U ITOCIE0BATEIbHOCTD B U3JI0KCHUN MaTepHaa,
MPUMEHECHHS. 1pu 0(OPMIIEHHH PaOOTEI UMEIOTCS HEIOYETHI.
Ouenka  «Heydosnemgopumenvbho»:  COAEpXKaHUE  PabOTBI  He
COOTBETCTBYET 3asiBICHHON TeMe, cojep)kaHue paboThl HM3JIOKEHO He
HayYHBIM CTHJIEM, MaTe€pHall W3JI0KEH HErpaMOTHO, 0e3 JIOTHYECKOiH
MIOCIIEI0BATENILHOCTH, TPH OGOPMIIEHHH pPa0OTHl HMMEIOTCS TIpyOble
HEJI0YETHI.
Jaekrpon | OueHOYHOE TemaTnka Ouenka «OmauuHo»: B DIIEKTPOHHOM KOHCIEKTE ONTHMAaJIbHBIH 00beM
HBbII CpPEACTBO, DIIEKTPOHHOTO | TekcTa (He Oojiee ofHOW TpeTH opuruHana). [IpucyrcTByer jornieckoe
KOHCIIEKT | ITO3BOJISTIOIIEE KOHCIIEKTa MIOCTPOEHWE W CBSI3HOCTh TEKCTa, IOTHOTA/ TIyOWHA W3JI0XKCHUS
(hopmMupoBatb u MaTepuana (HaJudne KIFOYEBBIX IOJIOKEHUH, Mbicieit). Muadopmaris
OIICHUBATh yMeHHe BH3yaJIM3MpOBaHa KaK pe3yibTaT ee o0paboTku (TaOiHIBL, CXEMHI,
(mokazate | MPUMEHATH pucynkn — mpu HeoOxommmoctH). OdopmieHne - aKKypaTHOCT,
b TEXHOJIOTHIO cOONIOICHNE CTPYKTYphl OpWrMHama. IlpencraBieHbl BBIBOABI |
KOMIIETEH | KPUTHYECKOTO MIPUMEPBI MPAKTHYECKOT0 IPUMEHEHNUS MPOpaboTaHHOH HH(pOopManu.
101201 MBIILTICHHS yepes OueHka «Xopouio»: B 3JEKTPOHHOM KOHCHEKTE ONTHMANIBHBIH 00BEM
«YMeHue» | aHalM3 MaTepHana. Tekcra (He Oosiee OXHOM TpeTw opuruHaina). [IpucyTCTByeT 4acTHYHO
) JIOTHYECKOE ITOCTPOCHHE W CBA3HOCTh TEKCTa, IIOJHOTA/ IiIyOWHA
M3TI0OXKEHUA Marepuana (HalWdue KIIOYEBBIX IOJIOXKEHUH, MBICIEH).
Hudopmarius BU3yaqTu3upoBaHa Kak pe3ysbTaT ee 00paOboTKH (TaOIHIIbI,
CXEMBI, PUCYHKH — IIpU HeoOxoxumoctn). OGopmiieHHe - akKypaTHOCTb,
HO HE COOJIIO/IeHa CTPYKTYPhI OPUTHHAIA.
Ouenka  «Yooeremeopumenvno»: B 3NEKTPOHHOM  KOHCIIEKTE
ONTUMANBHBI 00BeM TekcTa (He Oollee OTHOH TPEeTH OpHUTHHATA).
HapymeHo mnormdeckoe HOCTPOCHHWE M CBA3HOCTh TEKCTa, MOJHOTA/
rTyOMHa M3JIOKECHUSI Marephaia (HaJudhe KIIFOUeBBIX ITOJIOKEHHH,
MbIciei). MHpopManys He BU3yalIu3HpOBaHa.
Ouenka «HeyoosnemeopumenpHo». KOHCIEKT HamucaH 0e3 ydera
MIPEABSIBICHHBIX TPEOOBAHUI, UMEIOTCS TPYyObIe OMIMOKH.
Ipakruye | Hampasneno Ha [paktryeck | Onenka «Omauuno»: TPOAEMOHCTPUPOBAHO CBOOOJHOE BIaJCHUE
CKHe OBJIaJICHHC HC 3a1aHus HpO(bCCCHOHaﬂLHO-HOHHTHﬁHLIM armapaTroM, BJIAACHUC METOOAaMHU H
3aJaHus METOJIaMH " METOJMKAMHU AMCIMIUINHEL. [IoKa3aHbl CHOCOOHOCTH CaMOCTOSITENILHOTO
METOAUKaAMHU MBIIJICHUA, TBOp‘IeCKOﬁ AKTUBHOCTH.
n3y4yaeMoi Ornenka «Xopouio»: MIPOIEMOHCTPUPOBAHO BJIaJICHUE
(mokazare | OUCHMIUIMHBL. MPOoQeCCHOHANBHO-TIOHATHIHBIM ~ alllapaToM, HOpH  NPUMEHEHHH
b METO0OB M METOJIUK JUCHUIUIMHBI HE3HaYMTENIbHBIE HETOYHOCTH,
KOMITETEH MIOKa3aHbl CIIOCOOHOCTH CaMOCTOSITENBHOTO MBIIUICHHS, TBOPYECKOMH
812071 aKTHBHOCTH.
«Bnanenn Ouenka «Yooeremsopumenvno». TPOAEMOHCTPUPOBAHO BIIAJCHHUE
e») npo(ecCHOHANIBHO-TIOHSATUMHBIM ~ allllapaToM Ha HHU3KOM  YpPOBHE;
JOITyCKaroTCA OILINOKH npn HOPUMECHCHUHU METOAOB MW MCTOJHUK
JAUCIIMUITJINHBI.
Ouenka «HeyodoeremseopumenvbHo»: He MPOJAEMOHCTPUPOBAHO BIIaJICHUE
HpO(bCCCI/IOHaHI)HO-HOHHTI/If/'IHI)IM armaparoM, METoJaMu U METOAMKaMH
JAUCIIUITJINHEI.
Oyenounvle cpedcmea 0Jisi NPOBEOeHUs NPOMENCYMOYHOU ammecmayuu
JK3aMeH Kontponsnoe Bompocs! k Ouenka «Omauunon:
MEepOIIpHUsITHE, 9K3aMEeHy 3HAHHE TEOPHH BOIPOCA, IOHATHHHO-TEPMHMHOJIOTHYECKOTO armapara
KOTOpOE MPOBOJIUTCS JUCIUIUIMHBI (COCTaB M coJiepKaHKe MOHSITHH, UX CBA3eH Mex1y coOoH,
o OKOHYaHUHU UX CHCTEMY);
N3y4deHUS yMeHHe aHAIM3UPOBATH NMPOOJIEMY, COAEPKATEIFHO M CTHJIMCTHYECKH
JUCUUIIIUHBL. TPaMOTHO W3JIaraTh CyTh BOMpOCa; TIAyOOKO TIOHWMAaTh, OCO3HABATH

Marepual;

BJIaJIeHUe aHAJIUTHYECKUM CITIOCOOOM H3JIOKEHHS BOIIPOCA, HAYYHBIX
Wjeil; HaBBIKaMU apTyMEHTAIlU U aHaM3a (DaKTOB, COOBITHH, SIBIECHUH,
MPOIIECCOB B X B3aMMOCBSI3H M JTUAIIEKTHYECKOM Pa3BUTHHU.

Onenka «Xopouioy.

3HAHHe OCHOBHBIX TEOPETHUUECKHX MOJIOKEHUI BOIPOCa;

yMeHHEe aHAM3UPOBATh SABJICHUS, (PAKTHI, JCWCTBUSI B paMKax BOIPOCA;
COJIEpKaTeNIbHO U CTHJIMCTUYECKH IPaMOTHO M3JaraTh CyTh Bonpoca. Ho
HMEEeT MECTO HEeIOCTATOYHAs TTOJIHOTA 110 U3J1araéMoMy BOMPOCY.
BJIAJleHHE aHATUTUYCCKAM CIIOCOOOM H3JIOKEHHUS BOIPOCA U HABBIKAMH
apryMeHTaIHH.

Ornenka « YoosiemgopumenoHoy.

3HAHHE TEOPUH BOIMpoca (parMeHTapHO (HEMOJNHOTA H3JI0XKCHHS




nH(OPMAINH; OTIEpUPOBAHNE TIOHATHSAMHU Ha OBITOBOM YPOBHE);

yMeHHe BBIACIUTH IIIaBHOE, CHhOPMYIUPOBATH BHIBO/IbI, 0KA3aTh CBSI3b
B IIOCTPOCHUH OTBETA HE MPOJIEMOHCTPHPOBAHO;

BJIaJIeHHe aHAJTMTUYECKHM CIIOCOOOM M3JIOKEHHs BOIPOCA W BIIaJCHHUE
HaBBIKAMH apTyMEHTAIMH HE TPOJEMOHCTPHPOBAHO.

Onenka «Heyodogremsopumenvhoy.

3HaHHe MTOHATUITHOTO amnmapara, TEOpUU BOTIPOCA, HE
MIPOJAEMOHCTPUPOBAHO;

yMeHHe aHATU3UPOBATh yUCOHBIN MaTepHa He MPOJICMOHCTPUPOBAHO;
BJIaJleHHE AaHATUTUICCKUM CIIOCOOOM H3JI0KEHUS BOIPOCA U BIIAJICHUC
HABBIKAMHU apTYMCHTAIIUH HE MPOJICMOHCTPHUPOBAHO.

1.3. TunoBble KOHTPOJIbHBbIC 3aAaHUS WM MHble MATEPUAJbI JJs NPOBeJeHHs] TeKYIero KOHTPOJs, NMPOMeKYTOYHOI
aTTecTallii, Heo0XOAMMBIe /ISl OLleHKU 3HAHUIi, YMeHHii, HABBIKOB H/WJIU ONbITA J1eATeJbHOCTH, XapAKTePH3YIOLIUX 3TaMbI
(opmMupoBaHus KOMIeTEeHUMII B IpoLecce 0CBOEHUsI 00PA30BaTeJIbLHON NPOrpPaMMbl
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BOHPOCBI K OK3aMEHYy

OCHOBHBIE 2JIEMEHTHl KOMMYHHMKAIIMOHHOTO Ipoliecca Kak ocHoBa opranusamuu JJOVY.
Bunpl 31€KTpOHHBIX KOMMYHUKALIUH.
@OyHKIUM TOKYMEHTOB: MH()OpMalMOHHAs, KOMMYHHMKATHBHAs, COIMAlbHAsA, KyJIbTypHas, yHpaBJIeHUYECKas, IpaBOBasdi,
UCTOpHYECKas, U IpyTUE, UX XapaKTepHCTHKA.
JIOKyMEHTHpPOBaHHE: OCHOBHBIE CTIOCOOBI.
MarepuaibHble HOCUTENIH HH(pOpMALUH.
Krnaccudukanus DOKyMEHTOB MO CHOCOOY H3rOTOBIICHHMS, NMPOUCXOXKICHUIO, COJCPKAHHMIO, HAUMEHOBAHHIO U JIPYTUM
IIPU3HAKAM.
VYHugukauus u craHIapTH3alus JOKyMeHTaluu: mouaTiHe. CUCTEMbl JOKYMEHTAIUU: TIOHATHE TPU3HAKH.
MesxoTpacieBble CUCTEMbI TOKYMEHTAITUH.
YHupuurpoBaHHas cucTeMa JOKYMEHTALUU: IOHSITHE.
l'ocynapcTBeHHBIE CTaHAAPTH HA YHU(DHUIIMPOBAHHBIE CHCTEMBI JOKYMEHTAIIHH.
Obmiepoccuiickue knaccupukatopsl (OKY I, OKIIO, OKOHX, OKVYH), ux xpaTkas XxapaKTepHCTHKA.
Permamenranus padoter CJOV.
PexBmsur, opmymsap moxymeHTa, THUOBOH (opMmyisp, popmymsap-oOpasen, Tabemb GopM HTOKYMEHTOB, anb0OM (Qopm
YHA(QHUIUPOBAHHBIX JOKYMEHTOB: IIOHATHE, XapaKTCPUCTHKA.
[MpaBuna odopmiieHHs: pEKBU3UTOB OJIaHKA M UX PACIIOJIOKEHUS Ha CTAaHAAPTHOM (opMmaTe Oymaru, pa3mMepbl Mojeu.
dopmynsap-o0paszels rpyIbl JOKYMEHTOB, IPUHAIJISKALMX K OJTHON CUCTEME.
brnaHk moKyMeHTa: TOHSATHE, Ha3HAYCHHWE, BUABI ONaHKOB (0Ommii OmaHK, OJaHK mHCbMa, OJaHK KOHKPETHOTO BHJA
JokymeHTa (kpome nucbma). Cocras, ohopMileHHEe PEKBU3UTOB OJlaHKa.
Ciyx6b1 JIOY B opranuzanusx, 3HaueHue, 3a1ada, QyHKINH, TUIIOBbIE CTPYKTYPHI, IOJDKHOCTHOW COCTaB.
JloKyMeHT0000pOT: HOHATHE, 00IMe IPUHIMIIEI OPTaHU3AINK JOKYMEHTO000pOTa, €ro CTPYKTYpa, He0OOXOAUMOCTh yuéTa
00BEMa JOKYMEHTO000pOTA.
Perucrpamust 10KyMeHTOB, OIIpeieIeH e, e, 3a1a4H, MECTa PErUCTPALlUK PA3IMIHBIX KaTerOPHH TOKYMEHTOB.
Cucremsl 1 pOPMBI perucTpaiyu ((KypHaJIbHas, KapTOdHasi, aBTOMAaTH3NPOBAaHHasT), NX JOCTOMHCTBA U HEJJOCTATKH.
INokazaTtenu, BBOAUMBIE B peTUCTpaliOHHBIE (GOpMBI. OCOOCHHOCTH PErHCTPaliU BXOISIINX, UCXOIAIINX U BHYTPEHHHUX
JOKyMEHTOB.
Jl0IKHOCTHBIE JINIA, OCYIIECTBISIIONINE PETUCTPALINIO U KOHTPOJIb UCIIOJTHEHHS, HX (QYHKIUH U MpaBa.
Homenknarypa nein: noHsTue.
3HaueHHe HOMEHKJATypbl el JUIs KIacCU(QHUKALUH JOKYMEHTOB, OIEPaTUBHOTO XpaHEHWs M HX MpeJapXUBHOI
MTOJITOTOBKH.
Buasl HoMeHKIaTyp nei.
[Mopsinok cocranenus, 0hOpPMIICHUsI, YTBEPIKICHHUS U IIPUMEHEHHUsI KOHKPETHONH HOMEHKIIATYPBI el
[Mopsimox popMHEpOBaHUS JEI.
Kommprorepuzanust JOKyMEHTAIIMOHHOTO 00ecTIeYeH s yIIPaBICHHS.
HopmaTuBHBIE TOKYMEHTBHI, PErJaMeHTUPYOLINE OPraHU3alrIo JIOKYMEHT0000poTa.
I'OCT P 6.30-2003«YHuduunpoBaHHble CHCTEMBI JOKYMEHTAIWH. YHHU(UIMPOBaHHAs CHCTEMa OpraHH3alMOHHO-
pacIopsIIUTeNIbHON JOKyMeHTalu. TpeboBaHus K 0OpMIICHHIO TOKYMEHTOB"
I'paxnanckuii komekc Poccuiickoit @eneparuu ('K P®) (BuIsl M pa3HOBHIHOCTH JOKYMEHTOB, CO3[JaBAEMBIX B IIEIISX
¢uKcanMyu aKTOB TPAXTAHCKUX B3aMMOOTHOIICHWH, perucTpamuy (pakToB WX BO3HUKHOBEHHS WM TPEKpPaIICHUS,
TTOJITBEPIKICHHS TPABOOTHOIICHNHN | JIp.)
OenepanpHenid 3ak0H 0T 20 deBpans 1995 r. Ne 24-@3 «O6 mabopManmm, wHGOPMATH3AIMHA U 3aLIUTE HH()OPMAITIID)
(TOKYMEHTBI 1 MACCHBBI IOKYMEHTORB)
[Ipumepsl  HWCIONB30BaHMS HOPMATHBHBIX M IPABOBBIX JOKYMEHTOB B cdepe TOKYMEHTAIMOHHOTO oOecreueHHs
YIpaBJICHUS.
OCHOBHBIC TPUHLUIBI pabOThl TOCYZAPCTBEHHBIX M MYHUIMNAIbHBIX HWH(OOPMALMOHHBIX CHCTEM; TEXHOJIOTHH
JIEKTPOHHOTO MIPABUTENBCTBA U MPEIOCTABICHHS TOCYIapCTBEHHBIX (MYyHUIIMIAIBHBIX) YCIIYT.

IIpakTHYecKne KOHTPOJIbLHBbIE

3a/1aHHA B JJICKTPOHHOM BH/Ie



3amanme 1. OxapakTepusyiTe aIMHHHUCTPATHBHBIE METOABI ympaBieHHs. [logbepure BUIBI JOKYMEHTOB, KOTOPEIC
HEOOXOIUMBI JUTS pealn3aliil aAMUHICTPATUBHBIX METOAOB ynpasieHus. [IpoanammsupyiTe 1Ba W3 HAUX Ha COOTBETCTBHE
COBPEMEHHBIM TPEOOBaHUSM.

3amanne 2. JlaiiTe XapakTepUCTUKY SKOHOMHYECKHMX METOAOB ympamieHus. [lombepure BHOBI CIyKeOHBIX JOKYMEHTOB
TpymITy JOKYMEHTOB, HEOOXOAMMBIX ISl NMPUMEHEHHS SKOHOMHYECKHMX METOJOB YIPaBICHUS B OopraHW3anuu. Kaxmm
00pa3oM JOKHO OBITH 00CCIIEYCHO TOKYMECHTHPOBAHUE MPUMCHCHHS YKOHOMHYCCKIX METOJIOB YIIPABJICHUS.

3ananue 3. CucteMaTu3upoBaTh MO BUAAM M MPOAHATM3UPOBATH PEabHBIE YIPABICHYECKUE TOKYMEHTHI Ha COOTBETCTBHE
MpaBuja JOKYMCHTUPOBaHUs. Pa3paboTaTh MPeIOKEHISI IO COBEPIICHCTBOBAHUIO MPOIIECca JOKYMCHTUPOBAHHUS

B OpraHU3aIuu.

CocTaBuTh rjoccapuii

KoMMyHMKalmoHHbIH nporecc.

Bunpl 371€KTpOHHBIX KOMMYHUKALIHUH.

@DyHKINN JOKYMEHTOB.

JlokyMeHTupOBaHueE.

MarepuaibHble HOCUTENIN HH(pOpMaLnH.
Krnaccudukanms 10KyMeHTOB.

YHupuKanus u craHIapTH3aLus JOKyMEHTaIHH.
MexKoTpacieBble CUCTEMBI JJOKYMEHTAIINH.
YHupuurpoBaHHas cucteMa JOKYMEHTALWU: OHSITHE.
0. T'ocynapcTBeHHBIE CTaHIAPTHI.

1. O6mepoccuiickre KIacCu(PpUKATOPHL.

13. PexBu3ur.

15. ®opmynsap-oOpasen rpyITsl JOKYMEHTOB.

16. bnaHK OKyMeEHTA.

17. Cayx06er JOY B opranuzanusx.

RBPBOooOoNoOR~WNE

TemaTuka ISl 3JIEKTPOHHOI'0 KOHCIIEKTAa
1.CocraBbTe npe3eHTanMIO Ha TeMY «BHIbI 3IEKTPOHHBIX KOMMYHHKAIIMNA: BUPTYaJIbHBIH ouc; aieKTpoHHas ouTta; HTEpHETY.
2.CocTaBbTe MPE3EHTAIHIO
«UIKT 1 TOKyMEHTaIHOHHOTO 00ECIIeYeHNs! YIIPABICHUS B KOMMEPUIECKOW OpraHu3alny, 3HaueHNE, IEPCIIEKTHBbI PA3BUTHS)
«UKT nist nokyMeHTaIoHHoro obecnedenus ynpasieHus B OMCY, 3HaueHHe, TepCIeKTUBB! Pa3BUTH»

1C:Iloamnuce
Cuctema 3JIeKTPOHHOTO J0KyMeHToobopoTa [uanok

«1C:okymMeHT0000pOT 8»

& .

Cuctema «E1 EBdpar»

PexoMeHnaanyu K BLINOJHEHUIO!

Jnnaktudeckue TpeOOBAaHUSA K COCTABICHUIO MYJbTUMEIUUHBIX MTPE3CHTAIINN:

1.JlomxHa OBITH CTPOTO OMpEeNiCHa TeMa PEe3eHTAINH.

2.Ilpesenranus moivkHa BKIovatk oT 10 mo 17 cmaiigos. [Ipu 3TOM ciieqyeT NOMHUTH, YTO aKTUBHO BOCIPHHHMAIOTCS He Oonee 5-7
CJIaiiIoB.

3.IlepBblii ciaiil AOKEH COlEpKaTh Ha3BaHUE MPE3EHTALIUU.

4. Craiiibl pe3eHTalny JJOJDKHBI CoJIepKaTh (PaKTHIECKYIO U WILTIOCTPATHBHYIO HH()OPMALHUIO.
5.@akTHYeCcKyI0 HHPOPMAIIHIO JKEIaTeIbHO MTO1aBaTh B BUIE CXEM, TaOJHUI], KPATKUX IUTAT U M3PEUCHUH.
6. WnmocTpatuBHas HHGOpPMAIUsI MOXKET OBITh B BUIE TPa(hUKOB, THArpaMM, pEIPOTyKIIHH.

7.Ilpe3eHTanms MOXKET COJepXKaTbh BHJIEO (parMeHT NPOJOIDKUTEIFHOCTRIO A0 3-5 MHHYT, BO MHOTOM JOTOJHSIONIMH FITH
WLTIOCTPUPYIOIINH paHee NpeIIOKEHAYIO HH(OPMAIIHIO.
8.I1peseHTanust 10/DKHA PEICTABIATH COOOM 1EIOCTHYIO JIOTHYECKU CBS3aHHYIO MMOCIIEI0BATENbHOCTD CIIAi0B.



9.00s3aTeNbHO TIOCHACIHHUE CIIai/bl TPE3CHTALUH JOJDKHBI TOJBOJWTH WTOT, [eJaTh BBIBOA WM HABOAWTH Ha CaMOCTOSTEIbHOE
pa3MBIIUICHHE.

10.Mcnosnp30BaHKe MPE3CHTALNN JOJKHO COMPOBOXK/IATHCS KOMMEHTAPHSIMH, KOTOPbIE JOJDKHBI IOTOJIHATHCS MM KOHKPETU3UPOBATHCS
colepkanreM ciaiioB. @akTudeckas HHPOPMAINS CIAHI0B HE TOJKHA AyOIHMPOBATHCS YCTHBIM BEICTYILICHHEM FUTH ITOJAMEHSTH €T0.
DopMa 0TYETHOCTH: MYJIbTUMEIUIHAS MTPE3CHTALIHS.

IIpakTHyeckoe 3a1aHue
IpakTunyeckoe 3aganue 1. OnumuTe U NPUBEAUTE TPUMEPHI KAXKIOTO AJIEMEHTA CUCTEMbl KOMMYHHUKALIUH.

KOMMYHHKALIHH
i
OpraHv3alHoOHHbIe Me/THYHOCTHBIE
Vi A v 2
e =]
BHeuw Hue BHYTpeHHHE B ep6abHble
A kY
Hed opmManbHble dopmManbHble HesepOanbHbie
Vi
BepTHKanbHbIE FopH3OHTaNbHBIE

IIpakTuyeckoe 3aganue 2. ONUIINTE U NPUBEIUTE IPUMEPHI Ka)KIOTO HAMPABICHUS COBEPILICHCTBOBAHMS CHCTEMbl KOMMYHHUKALIUHA
OpraHU3aIHH.

COBEPHIEHCTBOBAHHE OPTAHH3AIIHOHHBIX
KOMMYHHKALLHIT

\ ~\~‘

\ | Ynpagnernieckie ApiicTEHA l
.

Hnd opastarptornmie Giounererns

Cicremut c60pa npeioaeii

Peryaspogariie s OPMAUGIOHHBIX NOTOKOB

|
|
Crcrenmt cGopa obparHoii casan l
|
|

[ COB[)(‘M!‘HHJ! IIN¢O‘).\|HU(N{"I’I TeXHOMOIHA

IIpakTnueckoe 3ananue 3. CocraBpTe rpaduueckoe nzobpaxenue Gpopmynspa-oopasua popmata A 4 B COOTBETCTBUHU C
tpeboanusimu 'OCT P 51141-98.

IHopsaaok BeINOJHEHUS PadOThI:

Ha ¢opmynsipe - o6pasue pacrnonoxure peKBU3HTHI:

HaUMEHOBAaHME OpraHW3allM; HAWMMEHOBaHHE BHJa [JOKyMEHTa, Jara IOKyMEHTa; DPETrHCTPAL[MOHHBIH HOMEp; MECTO
COCTaBJICHUS; TPU( yTBEPIKIEHUS; 3ar0JIOBOK K TEKCTY; TEKCT JOKYMEHTA; IOIHCh; BU3bI COTJIACOBAHUS; 11€4ATh.

IIpakTnueckoe 3aganue 4.

1 .Pa3paboraTh HOKHOCTHYIO HHCTPYKIMIO OyXrairepa

2. CocraBpTe IMpHKa3 IO OTKPHITOMY aKIMOHEpPHOMY o0O0mecTBy «®DEHUKC» OT YTBEPKACHHM HHCTPYKLUUH IO
JIeJIONPOU3BOJACTBY. B KOHCTaTUpyronled 4acTH yKa)XXUTe, YTO B COOTBETCTBUM C TUIIOBOW MHCTPYKUHEH MO JEONPOU3BOJICTBY B
MHUHUCTEPCTBAX, BEAOMCTBAX KaHHeHHpI/Ieﬁ pa3pa60TaHH OpAAOK HPOXOXKACHUA JOKYMCHTOB M CTaHAAPThI HA OPraHU3aIIMOHHO -
pPacHoOpSAUTENBHYIO JOKYMEHTALMIO. B pacnopsauTenbHON 4acTy yTBEPAUTE UHCTPYKLUIO U IOPYUYUTE 3aBEAYIOLIEH KaHIEIApUueh
o0ecreynTh METOJIMYECKOE PYKOBOJCTBO OpraHU3alueil [eJONnpoM3BOJCTBA HAa NPENNPHUATHH M YCTAHOBUTh KOHTPOIb 32
cobmogeHneM TpeOOBaHUH HHCTPYKIIHH.

3. Hammmure  mpoekt mnpukasa aupektropa OAO «Canbckod miBeiHOH (aOpuku» O NpEeMHUPOBAHUM PaOOTHHKOB
IUTAHOBO-3KOHOMHMYECKOTO OTJeNa 3a JOCPOYHYI0 pa3paboTky npomdunmiaHa. [Ipemus Bbigaercs u3 (oHIA MaTepHAILHOTO
noompeHuss B pasmepe 60% exeMecIuyHOro JOJDKHOCTHOTO OKiaaa. Jlpyrue JaHHBIE B TEKCTE M PEKBU3HUTHI YKa)KHUTE
CaMOCTOSITEIIEHO.

IIpakTnyeckoe 3aganue S.

1. CocraButh akT «O COXpPaHHOCTH NOKyMEHTOB» B (upme «CarypH». OCHOBaHUEM ISl IAHHOTO aKTa SIBJISIETCS IIp MKa3
nupekropa Gupmer H.K. Knumosa ot 13.09.2016 3a Ne 98. TIpuka3om omnpeneneH cocTaB KOMUCCUU: TIPeCeaTeNb -3aM. IUPEKTOpa
O.[1.MakapoBa wiensl komuccuu: ria.oyxrantep - A.H. IlaBmoa mucmektop OK - JI.B.JIebenesa Oyxrantep - C.T. MpimknHa
cexpetapsb - [.B. Cunmopona

B mepuon ¢ 5 mo 9 centsa6ps 2016 roma KOMHCCHS NPOBEPHIa OPTaHU3ANMIO W YCJIOBHS XpaHEHHUS YIPaBICHUYECKUX
JIOKYMEHTOB B (pupMme. JJOKyMEHTBI XpaHITCS B CTPYKTYPHBIX IMOJApa3eieHUsIX U B apXxuBe npeanpusTus. PakToB rubenu yTparsl,
MOpYM MJIM HE3aKOHHOT'O YHHMYTOXKCHHS JOKyMEHTOB HE YyCTaHOBIeHO. KomuccHs pEeKOMEHIYeT BBIACIUTh M 000pYyIOBaTh
crenyalbHOe TIOMEIIeHHne i apxuBa. JlaHHBI akT cocTaBieH B 3 osk3eMIusipax. Henocraiomye peKBU3UTBHI YKaXKHTE
CaMOCTOSITEIIBHO.



2. CocTaBUTh JOKIAIHYIO 3aUCKYy CeKpeTaps -pedepeHTa PYKOBOIUTENIO MPEANpHUsATHS 00 yTepe paboOTHHKOM
CrenanossiM ['.1. muchMa-3amnpoca, HOCTYIUBIIETO B aipec MPEANPHUATUS [Ba MecsIa Ha3a].

3. CocraBbTe I/IH(l)OpMaIII/IOHHOG MUCbMO O OpOJaK€ YaCTHBIM M TOCYAAPCTBCHHBLIM MNPCANPUATUAM NCPCOHAIBHBIX
KOMIOBIOTEPOB IO [[OFOBOpHOﬁ HEHE U O BO3BMOXKXHOCTH NPUHUMATDH 3aKa3bl HA COCTABJICHUEC ITPOTrpaMM.

4. CocraBbTe u odopmure TeJIerpaMMmy (bupmbl «tOHnop»
npennpusiTuio «Kpucramn o NoCTyIIIEHHH NPOIYKIMH B MOJTHOM 00beMe. OCTalbHbIe PEKBU3UTHI YKaXKUTE CAMOCTOSTEIBHO.

IpakTuyeckoe 3axanue 6.

1 .CocTaBbTe mpukassl no 1MuHomy coctaBy. [IIPUHATD

ConoBeeBy Huny BukropoBHy Ha nomxHOCTh Oyxrairepa-marepuanucta ¢ 07.08.2012 r. ¢ ucnbiTaTenbHBIM CPOKOM [JBa
Mecsita ¢ okiaaaoM 16000 pyoneir”.

[EPEBECTU

BacunbeBy AnToHUHY IlaBnoBHY, cTapiiero S5KOHOMUCTa OTAeIa NEPEBO30K, Ha JOKHOCTh HaualbHUKA OTeNIa IePeBO30K ¢ 28
utofist 2012 1. ¢ OKJIaZOM MO MITATHOMY PACHMCaHUIO.

MMPEAOCTABUTDH

JlaBpogoit Hatanpe IOpreBHe, Kaccupy, OTIycK 06e3 coxpaHeHHs 3apaboTHOH miatsl ¢ 28 utoist 2012 r. mo 6 aBrycra 2012 1. Ha
5 pabounx mHEH.

YBOJIUTH

CamoiinoBa Bukropa [letposmua, Oyxrantepa LlenrpansHoit Oyxranrepun, ¢ 26 uromns 2012 r. mo coOCTBEHHOMY KENaHHIO, CT.
31 K30T POD.

2. COCTaBHTh U 3aIIOJHHTH JTMYHYIO0 KAPTOYKY OyXranrepa
3. CoCTaBHUTh XapaKTEpPUCTHKY Ha OyXrajiTepa-pacueTdnka
4. OdopMHUTH OTUET 1O paboTe

IpaxkTuyeckoe 3axanue 7.

CocTaBbpTe manky (JIMYHOE 1€JI0) Ha ceOs, BKIOYas CIEIyIONie JOKYMEHTHI: 3asBICHHE O IpueMe Ha padoTy, JTMYHBIA
JUCTOK WM aHKETy, aBToOHorpaduio, Konuio o0 o0pa3oBaHMH, BEIMCKY U3 NPUKa3a O MpueMe Ha paboTy, BHYTPECHHIOO
OTIHCB.

1. CrenaiiTe 3amucu B TPYJNOBOH KHUXKe 0 mpueme Bac Ha pabory Oyxrantepom B OAO «CaiabCKCTPOi» COTrIacHO
mpukaza Ne232 or 12.10.16, a Taxxe Bamero mepeBoma Ha JODKHOCTH crapmiero Oyxranrepa ¢ 20.10.16 r. mpuka3 Ne249 ot
21.10.16 r. 11 yBotbHEHHUE IO COOCTBEHHOMY JKEJIAHUIO.

2. IIpoananu3upyiiTe HOPMATUBHO-TIPABOBBIEC AKTHI-OCHOBAHHUE JJI peaTn3alnuy 33 aHus.

IIpakTnuyeckoe 3axanue 8.

BrimonauTe cneyromue 3aganus (HeI0CTAOINEe PEKBU3UTHI YKa3bIBAWTE CAMOCTOSTEIHHO):

1. CocTaBbTe HOMEHKJIATYpY €N IO CTpaxoBOW kommaHuu «CoriacWe» W 3aIllOJIHUTE JaHHBIH JOKYMEHT II0 WHAEKCaM
Jielia, COrjacoBaB €ro C AKCIEPTHOM KOMUCCUEN, ITOAIINCAB 3aBEYIOLIEH KaHLIeJISIPUEH U 3aBEYIOILEH apXUBOM.

2. ObOopMHUTH OTYET U MPEICTABUTH MPEIOAABATEIIO Ha 3aIUTY .

3. IIpoananu3upyiiTe HOPMAaTUBHO-TIPABOBBIEC AKTHI-OCHOBAHHUE JJIA peaTn3aluy 3aJaHus.

IIpakTnuyeckoe 3axanue 9.

M3y4uTh U COCTaBUTH AHANUTUICCKYIO TAaOJUIY IO OCHOBHBIM NPHUHIHUINAM PabOTHl TOCYIapPCTBEHHBIX M MYHHUIIUIIATBHBIX
WHGOPMAIMOHHBIX CHCTEM; TEXHOJOTHH 3JIEKTPOHHOIO MPABUTENBCTBA U NPEAOCTABICHUS! TOCYAapCTBEHHBIX (MYHHUIMNANbHbIX)
ycuyr,

TemaTuka J0KJIa10B

1. Perucrpanms J0KyMEHTOB, OTIpe/IeNICHNE, [IETH. 3a/1a41, MECTa PETUCTPALIMN Pa3INIHBIX
KaTeropui J10KyMEHTOB.

2. Cucrtembl 1 GOpMBI peructpanuu (KypHaibHas, KapTO4Hasl, aBTOMaTH3UPOBAHHA), X
JOCTOWHCTBA M HEJIOCTATKH.

3. Tlokasarenu, BBOAMMBIE B perucTpannonHbie hopmbl. OCOOCHHOCTH PErHCTpaliU
BXOJISIIIUX, HCXOSAMNX U BHYTPEHHHUX TOKYMEHTOB.

4. CocraB BBINOJIHIEMBIX PadOT IIPU OTIPABKE UCXOAAINX JOKYMEHTOB: IPOBEPKA

MIPaBMIIHOCTH O(OPMIICHHS, HAINYHUS IPUIIOKEHNH, afpeca, COpTHPOBKA I10 ajipecaTtaM 1 BHJIaM OTIPaBIICHHUIH COCTaBIICHNE

OMHCKH PACCBUIKH.

TpaauoHHBIH crIOCO0 OTIPABKU JIOKYMEHTOB (IIOYTOM).

KoHTponb ucnoaHeHus: JOKyMEHTOB: OHATHE, HA3HAYEHHUE, BHUIBL.

[MpuHnMIB! opranu3anuy KOHTPOJIsl. CpOKH UCTIOJHEHUS: TUIIOBOH, HHUBHIYaIbHbIN.

TexHonorus BeZieHNsT KOHTPOJIA. AHAJIN3 UCIIOTHEHNS TOKYMEHTOB B YUPEXKICHISX.

B3anmocBs3b perucTpanuy JOKYMEHTOB U HH()OPMAILIMOHHO-CIIPAaBOYHON pabOTHL.

10. Opranuzanus pabOTHI C TIOMOIIBIO CIIPABOYHBIX KAPTOUEK. JIOIDKHOCTHBIE JIHIIA,
OCYIIECTBIISIIOIINE PETUCTPAINIO U KOHTPOJIb UCTIOJIHEHNS, X (QYHKIMH U TIpaBa.

©o~No G



11. HomeHknaTypa Iem: MOHATHE. 3HAUCHHE HOMEHKJIATYPHI IeJ Ul KitacCu(UKAIH
JOKYMEHTOB, ONIEPATUBHOTO XPAaHEHHS U UX MPENIapXUBHON ITOATOTOBKH.

12. Bupsl HoMeHKIaTyp Aei. [lopsmok cocraBnenys, opopMIICHUS, YTBEPKICHHU I IPUMEHCHUSI KOHKPETHOH HOMEHKIIATYPHI JeL.

13. Tlopsmok ¢hOpMHPOBAHUS [CII.

14. Opranuzaius XpaHSHHs HCITOJTHEHHBIX JOKYMEHTOB.

15. OcHoBHBIE TpeOOBaHNSI HOPMATUBHBIX JOKYMEHTOB, PErJIaMEHTUPYIOLIUX JaHHBIH JTar
JOKyMeHT0000poTa. OTBETCTBEHHOCTH 38 COXPAHHOCTh JIOKYMEHTOB.

16. OcHoBHBbIE STaIbl neperayd  JOKyMEHTOB B apXxuB I Ha  YHUYTOXXCHHE! MIOJrOTOBUTEIIbHBIN
(obocHOBaHME BBIOOpA criocoba COXpaHeHHs WIN YHUYTOXKCHUS yTeM MIPOBEICHUS
9KCTIEPTHU3BI IIEHHOCTH IOKYMEHTOB), OCHOBHOH (IIOATOTOBKA JIeJ ISl TIepeiadll B apXuB).

17. TIpuHIMIIEI ¥ KPUTEPUU OINIPEIEIICHNS] HAYYHOH M MPAKTHYECKOH [IEHHOCTH JIOKYMEHTOB.

OKcIepTHRIE KOMUCCHH, UX (YHKINH, TIpaBa. DTaIlbl POBEACHUS IKCTIepTH3bl. O opMIIeHHE Pe3yIbTaTOB SKCIICPTUIBL.

18. Cpoxu xpaHeHHsI JOKYMEHTOB. [IepeyHr JOKyMEHTOB ¢ YKa3aHHEM CPOKOB XPAaHEHHS, UX
BU/IbI, HA3HAUCHHE, CXEMBI TIOCTPOCHHS.

19. Tlopsanok mepexaun fen B apXUB WIM YHHITOKCHUS TOKYMEHTOB.

20. Tpeboranns K 0(hOPMIICHHIO 1€ TOCTOSIHHOTO CPOKOB XPAaHECHHUS U 110 TMYHOMY COCTaBY.

IMopsimok nepenayn e B apXus.

21. Apxus: TIOHSTHE, Ha3Ha4YeHHe. Bubt apXHBOB: rOCY/apCTBEHHBIE, BEJIOMCTBEHHBbIE,
00beIMHEHHBIE MEXKBEIOMCTBEHHBIE 110 IUNYHOMY COCTAaBY.

22. ApxuBHble (GOHIBI: JOKyMEHTAIbHBIN, TOCYIapPCTBEHHBII: TOHATHSI.

23. Hcropus pa3BUTHS TOKYMEHTAIMOHHOTO 00ECIICUeHNUS YIIPaBICHHUSI.

24. Hasnauenue ['ocymapcTBeHHOM CHCTEMBI TOKYMEHTaIMOHHOTO obecnieuenus ynpasierus (I'CAO0Y).

25. Pouse mHGOpMAIMY B COIMATBHO-9KOHOMHYECKHX MPOLIECCaX.

26. depepanbHbIi 3aK0H "O0 nHbpOopMamy, HHGOPMAIIMOHHBIX TEXHOIOTHAX U 0 3amuTe nHGopMarmn” ot 27.07.2006 N 149-03

27. OyHKINU JOKYMEHTOB: HH()OPMAIMOHHAS, KOMMYHHKATHBHAs, COLMAIbHAS, KyJIbTYpHas,

28. ympaBieHuYecKas, IPaBoOBast, ICTOPUIECKast, M JPYTHe, UX XapaKTePHCTHKA.

29. JloKkyMEHTHpOBaHHE: OCHOBHBIE CIIOCOOBI. MaTepHallbHble HOCUTENN HH(POPMAIIHH.

30. Knaccuukanus TOKyMEHTOB 110 CIIOCO0Y M3TOTOBIICHHS, IPOUCX0XKICHHUIO, COACPIKAHHIO,

31. HaMMEHOBAHHMIO U APYT'MM MPHU3HAKAM.

32. Buzpl JOKyMEHTOB: TEKCTOBBIE, TpadyuuecKue, MaIIHHOUYUTAaEMbIE, (POTOZOKYMEHTHI.

33. ®enepanbhblii 3ak0H «OO0 37IEKTPOHHON ITOTHCHY.

34. Oomepoccuiickue kiaccudpukatopsl (OKY [, OKIIO, OKOHX, OKYH), ux kpaTkas

XapaKTepUCTHKA.

35. CucTeMbl JOKYMEHTALUU: MTOHATHE, IPU3HAKH.

36. MexoTpacieBble CUCTEMBI JOKYMEHTAIHH.

37. CocraB yHH(HUINPOBAHHBIX CHCTEM JOKYMEHTALUH: OPTaHU3AI[IOHHO-PACIOPSAUTENIbHAS, OTYETHO-CTATHCTHIECKAS,
NIepBUYHAS, YUeTHAs, (PMHAHCOBAs U 1p.

38. T'ocynmapcTBeHHbIE CTaHAAPTH Ha YHU(DHUIIMPOBAHHBIE CHCTEMBI JOKYMEHTAIIHH.

39. PexBusut, GopMyisip TOKyMEHTa, THIIOBOU (opMyIrsip, GopMyisip-oOpaserr, Tabers popm

JIOKYMEHTOB, aJIbOOM (hopM yHH(PHUITMPOBAHHBIX JOKYMEHTOB: ITOHATHE, XapaKTEPUCTHKA.

40. BraHk JOKyMEHTA: MOHITHE, HA3HAYCHHUE, BUIbI OTaHKOB (00MIMiA OJaHK, OJIAaHK MHUCHMA,

6J1aHK KOHKPETHOTO BHJa JIOKYMEHTa (KpOMe IHCHMA)).

41. CocraB, opopmiieHHE PEKBU3UTOB OJIaHKa.

42. TlpaBuiia oopMiIeHHs PEKBU3UTOB OJIaHKA U MX PACIIOJIOKEHHUS HA CTAaHJAPTHOM (opmMaTe

Oymarw, pazMepsl TOJeH.

43. ®opmymsip-oOpaser rpymnIisl JOKYMEHTOB, TPUHAUISKAIINX K OTHOH CHCTEME.

44. TIpoextupoBaHue OJaHKOB JOKYMEHTOB OPTaHHU3AIIH.

45. Cocras, opopmiieHrE, N3TOTOBIICHNE, XpPaHEHHE OJIAHKOB OpPraHN3alHu.

46. OpraHu3alMOHHO-PACTIOPSIUTEIILHBIE JOKYMEHTHI: IIOHATHE, HA3HAUC€HHE, OCHOBHBIC BHIBI

(opraHu3anMOHHbIE, PaCIIOPSIUTENbHBIE, CIIPABOYHBIE).

47. OpraHu3alMOHHBIE JOKYMEHTHI: YCTaB, IOJIOKEHNUS, CTPYKTYpa U IITATHAS! YUCIEHHOCTbD,

LITATHOE PaclUCaHue, PaBUIIa, TOJDKHOCTHAS MHCTPYKIIMS, UX Ha3HAYE€HHE, XapaKTepPUCTHKa

1 COCTaB, TpeOOBaHMS K OPOPMIICHHIO, TIOPSIOK YTBEPIKIACHHS.

48. Twursl JOKYMEHTOB: MO UIMHHUK, KOS, yOJIHUKAT, BBIMKACKA, MX Ha3HaYeHue. [1opsaok

OCI)OpMJ'IeHI/Ie " BbIJAa4YU KOIHH 1 )Iy6J'II/IKaTOB JOKYMECHTOB, BBITIMCOK U3 HHUX.

49. PacnopsiguTenbHble JOKYMEHTBI: TIOCTaHOBJICHHE, TPHUKA3, PACIIOPSDKEHNE, COBMECTHBIH

paCl’IOprI{I/ITeJ’[BHBH\/’I JOKYMEHT, X HA3HAYCHUE, XapaKTCPUCTUKA U COCTAaB, TpeGOBaHI/Iﬂ K
0(OPMIICHHIO.

50. CHpaBOLIHLIC JAOKYMCHTBI: CJ'Iy)Ke6HBI€ mMcbMa, CIipaBKH, JOKJIAAHbIC 3alIUCKH, TPOTOKOJIbI.
AKTBbI, 3asBJICHUEC, UX XAPAKTEPUCTUKA U COCTAB, Tpe6OBaHI/I$I K Oq)OpMHCHI/IK).

CxeMa COOTBETCTBHUS THIOBBIX KOHTPOJILHBIX 32/IaHUI U OLICHMBAaEeMbIX 3HAHMI, YMeHHUIi, HABBIKOB M (MJIM) ONBITA
JAeITeJIbHOCTH, XapaKTePU3YIOIINX 3TaNbl ()OPMHPOBAHNA KOMIETEHIHIA

d)opMI/IpyeMaﬂ KOMIICTCHI WA HaumenoBanne HHAUKATOopa Tunosoe KOHTPOJIbHOC 3aJaHUuC
JOCTHKCHUA KOMIICTCHIIMNA

OIIK-5 OIIK-5.1 Bomnpocs! k 3x3aMeny
(MyHHIIMIIANBHBIX) YCIYT; Cnucok TepMUHOB




OIIK-5.2 Bonpocsl K 9K3aMeHy

Temaruka JUISt AIEKTPOHHOTO
KOHCIICKTa

Temarnka TOKIaI0B

OIIK-5.3 Bomnpocs! k 3x3aMeny
[MpakTHyeckoe 3anaHue




