ABTOHOMHAas HCKOMMCPUYECCKas Opraum3anns l'lpO(l)eCCI/IOHa.HLHOFO OﬁpﬂSOBaHI/Iﬂ
«HﬂTHl’OpCKHﬁ TEXHUKYM 3 KOHOMHUKHN N HHHOBAIIHOHHBIX TEeXHOJIOT Uil»

(AHO MO «IITIUT»)
SRNIRSALAS
A )
Jdupextop AHG 3
«16%
I%!M;a ‘:ﬁ“,pﬂ.\
PABOYAS ITIPOTPAMMA
MO JUCLUNJINHE

OI1.13 <« IOKYMEHTAIIMOHHOE OBECIIEYEHHUE YIIPABJIEHUS»

JJISl CTYIEHTOB CIIeMAJTbHOCTH
40.02.01 IIpaBo u opranu3anus COUNAILHOI0 odecrneyeHnst

[Taruropck, 2023

<A AOKYMEHT MOAMUCAH
,(Qm"';,; SNEKTPOHHOW NOAMUCHIO

Ceptudumkat: 01F191930061B0998240B1ADE03B44C231
Bnapeneu: BASBArOB BUKTOP MUCOCTOBWY
[Hencreutenen: ¢ 17.08.2023 no 17.11.2024




Pabouast mporpamMma yueOHOM JUCHUIUIMHBI pa3paboTaHa Ha ocHoBe DenepalibHOTO
rocyJJapCTBEHHOTO 00pa3oBatenbHOro ctanaapra (gainee — ®I'OC) no cnenuanbHOCTH
40.02.01 IIpaBo u opraHu3amus COMAILHOTO 00ECIICUeHUS

Opranm3anusa-paspadorunk:  YactHoe  mpodeccHoHalbHOE  00pa3oBaTelbHOE
yapexaeHue «lISTUropckuii TEXHUKYM SKOHOMHUKH M WHHOBAIMOHHBIX TEXHOJIOTHII»

(AHO I1IO «IITOUT»)

Pazpabotuuk: Kupcanosa H.B.- npenonaBatens BbIciIied KBaau(pUKalMOHHOM
kareropun AHO T1O «IITOUT»

PACCMOTPEHA COI''TACOBAHA

OTJICJICHUEM FOPUINYECKUX JUCIUILINH Ha 3acenanun YMC

ITporokon Nel ot 16.08.2023r. _—mp. Ne 1 ot 16.08.2023

3aB.oTaenenneM, /.« ; MkpTasH A.A. o~ ——Kopsxosa O.A.
Penensentsr:

ITonomapesa A.B. — npenonasarens AHO T10 «IITOUT»

l'azapsa U.H. — npenogaBatens ['BIIOY CIIO «lIsTuropckuii TEXHUKYM TOPIrOBIIH,
TEXHOJIOTUH U CEPBUCA»



COJEPKAHUE

1. TIACIIOPT ITIPOI' PAMMbI YUEEHOU JAVCHMIUIMAHBL. ... 4
2. CTPYKTYPA U COAEP)KAHUE YYEBHOU JUCIIUIUINHBL. ... 6
3. YCJIOBUA PEAJIM3ALIMUN [TPOT'PAMMbBI YUEBHOUAMCLIUIUUIMHBI. .................. 12

4. KOHTPOJIb U OLIEHKA PE3YJIbTATOB OCBOEHM S YUEBHOUMCLIMIUIMHEIL. .. 13
5. ®OHJ] OLIEHOUHBIX CPEJICTB........ct et 16



1. TACHOPT PABOYEH TIIPOITPAMMBI VYYEBHOHW JUCIUILIUHBI
«TOKYMEHTAIIMOHHOE OBECIIEYEHUME YIIPABJIEHUS»

OIl. 13 lokyMeHTALMOHHOE O0ecnedeHHe YIpaBJIeHHs

1.1. O6sacTh NpUMEHEHHUs MPOrPAMMBI

[Tporpamma y4eOHOM TUCHMIUIMHBL ABISETCS YaCThIO MPOTPAMMBI OATOTOBKH

crenuanucToB cpeanero 3BeHa B cootBercTBUM ¢ PI'OC mo cneumansHoctu CIIO
40.02.01IIpaBo 1 opraHmu3aIys COIUAILHOTO 00ECTICUCHUSI.

1.2. MecTro AWCHMIVIMHBI B CTPYKType  OCHOBHOH  mpodeccnoHaIbHOI
o0pa3oBareibHOMNpPorpamMmel:  obmenpodeccrnonanpHas aucuummuHa OIL 05 Bxogut B
npodecCHOHABHBIN UK

ObecrieyeHre crenUaibHBIX YCIOBHA Uil OOy4YeHHS WHBAIHIOB W OOyYaroIUXCs C
OTPaHUYEHHBIMH  BO3MOXHOCTSIMH ~ 3/I0pOBbSi ~ paboyas  mporpamMmma [0  JUCIUILIHHE
«JlokyMeHTallMOHHOE OOecTeyeHne YyIpaBJICHUS» npeacTaBisieT co0oil  amanTUPOBAHHYIO
00pa3oBaTeNIbHYI0 MPOrpaMMy, HANpPABICHHYIO HAa KOPPEKLHIO Y4EOHBIX U KOMMYHHKATHBHBIX
YMEHHI H CIOCOOCTBYIOMIMHI COLMANbHOW M NPOPECCHOHANBHON ajamTanud OOYyJaromuXcs
MHBAINJIOB U 00YUYaIOIIMXCS ¢ OTPAHUYCHHBIMH BO3MOXKHOCTSIMH 3JI0POBbSL.

1.3. Ieaun wu 3agauym JUCHMIUIMHBI — Tpe0OBaHMA K pe3yJbTaTaM OCBOCHHUS
AUCUUIIUHBI:

B pesynbrate ocBoeHus yueOHou qucuumuinabl OI1.05 lokymeHTannoHHOE obecrieueHne
yIIPaBIECHUS oOyyJaromuics JNOJDKEH oOmangarpb [IPEeyCMOTPEHHBIMU OIr'ocC o
CTELUATBHOCTUCIIECAYIOIIMMHA YMEHUSAMH, 3HAHUSMHU, KOTOpble (POPMHUPYIOT MpodecCHOHATBHBIE U
OOIIMEKOMIIETEHIINH:
ymemy:

V1. ObopMIATh OpraHU3alMOHHO-PACTIOPAIUTEIbHbBIE TOKYMEHTHI B COOTBETCTBUHU C JCHCTBYIOLIUM
I'OCTowm;

V2. OcymiecTBasTh 00pabOTKY BXOISIINX, BHYTPEHHUX M UCXOJAIINX JOKYMEHTOB, KOHTPOJb 32 UX
UCTIOJIHEHUEM;

VY3, OpopMIIATh JOKYMEHTHI JUIS IEpeauu B apXUB OpraHU3alluy;

3HaMb:

31. IlonsiTHE JOKYMEHTA, €r0 CBOKWCTBA, CIOCOOBI JOKYMEHTUPOBAHUS;

32. IlpaBuna coctaBieHus U 0(OPMIICHHUS OPTaHU3AIIMOHHO-PACHOPSIAUTENBHBIX IOKYMEHTOB (Jaee
- OPJD);

33. CucreMy M THUIOBYIO TEXHOJOTHIO JOKYMEHTAI[MOHHOTO OOECTeYeHHus ympaBleHHs (nanee -
A0Y);

34. OcoOeHHOCTH [ENIOTNPOU3BOJCTBA IO OOpAIICHUsSM TpaxaaH U KOH(PHICHIMAIHHOTO
JeTIOTIPOU3BOICTBA;

1. FOpucr (6a30B0ii MOArOTOBKHU) MOJDKEH 00JIagaTh OOIMMMU KOMIETEHIMSIMU, BKIIIOUAIONIUMHU B
ce0st cnocOOHOCTB:

OK 1. IloHumarp CyIIHOCTh M COLMAIBHYIO 3HAUYUMOCTh CBOeH Oymymied mnpodeccuy,
IIPOSIBJIATH K HEW YCTOWYMBBINA UHTEPEC.

OK 2. Opranu3oBbIBaTh COOCTBEHHYIO JI€ATELHOCTh, BHIOUPATh THUIIOBBIE METOJBI U CIIOCOOBI
BBITOJTHEHUS TPO(PECCHOHANBHBIX 3a/1a4, OLIEHUBATh UX 3((PEKTUBHOCTH M KaYeCTBO.

OK 3. IlpuHumarp pemnieHus B CTaHIAPTHBIX M HECTAHIAPTHBIX CUTYalUSX M HECTH 32 HHUX
OTBETCTBEHHOCTb.

OK 4. OcymecTBisaTh TMOUCK W HCIOJNB30BaHWE WHGOPMAIUU, HEOOXOAMMOW IS
3(QQPEKTUBHOTO BBIMOJIHEHUS TPOPECCHOHANBHBIX 3a7ad, NPO(PECCHOHATBHOIO W JIMYHOCTHOTO
pa3BUTHSL.

OK 5. Hcnons3oBats MH(POPMALIMOHHO-KOMMYHHUKAIIHOHHBIE TEXHOJIOTUU B
npoheccuoOHaTbHON AEATEIHOCTH.

OK 8. CaMocTOATEeNbHO ONpeneNiaTh 3aAa4l MPO(ECCHOHATBHOTO U JIMYHOCTHOTO Pa3BHUTHA,
3aHUMAaThCS CaMO0OPa30BaHUEM, OCO3HAHHO TJIAHUPOBATH MOBBIICHHE KBATU(PHKAIIUH.



OK 9. OpueHTHpOBATHCS B YCIOBHX MOCTOSIHHOTO U3MEHEHHUSI TPABOBOM Oa3bl.

[IK-1.1. OcymiecTBiATh MPO(PECcCHOHATHFHOE TOJKOBAHHWE HOPMATHUBHBIX IPABOBBIX
aKTOB JUI peaju3alliyl MpaB IpaxaaH B cepe MEeHCHOHHOTO OOECIEeUYEeHUs M COIHaTbHOU
3AIIUTBHIL.

[1K-1.2. OcymecTBisaTh IprUeM TpaxkIaH MO BOIPOCAM NEHCHOHHOTO 00eCreveHus u
COLIMAJIbHOM 3aIlUTHI.

[IK-1.3. PaccmaTtpuBaTh MakeT JOKYMEHTOB IS Ha3HAUYCHUs TIEHCUH, IMOCOOUH,
KOMIIEHCAllU{, JPYTUX BBIIUIAT, a TaKkKe MeEp COLUAIbHOM TOMIEPKKH OTIACIbHBIM
KAaTeTOPHUAM I'PAXKIAH, HYKAAOIIUMCS B COLIMAIILHOM 3alUTE.

[IK-1.4. OcyiecTBisiTh yCTaHOBIEHHUE (HA3HAYEHUE, IepepacyeT, IepeBo),
MH/IEKCALMI0O M KOPPEKTHPOBKY IEHCHH, Ha3HAYEHHWE MOCOOWIA, KOMIIEHCAIMA M JIPYTHX
COLMAIBHBIX BBIIJIAT, HCIIOJIB3YS HHPOPMALMOHHO-KOMITBIOTEPHBIE TEXHOJIOTHH.

IIK 1.6. KoHCynbTHpOBaTh Ipa’kJaH ¥ IpPEICTaBUTENECH FOPUIMYECKUX JHI[ IO BOIpPOCaM
MICHCHOHHOTO 00ECIICUCHUS ¥ COLUATLHOM 3aIUTHI.
B pe3yibTarte OCBOCHUA JUCHUIIIIMHBI OGy‘I&IOH.IHﬁCH AOJDKCH OOCTHUYL CICAYIOIIHX

JIMYHOCTHBIX PE3yJIbTaTOB

JIP 1 Oco3Hnaromuii cedst TpakJaHUHOM U 3aIIUTHUKOM BEJIMKON CTPaHBI.

JIP 2 IlposBisromMi  aKTHUBHYIO  TPaXJAHCKYIO  IO3ULUIO,  JAEMOHCTPUPYIOLIUI
IIPUBEPKEHHOCTb IPUHLMIIAM YE€CTHOCTH, IOPSAJOYHOCTH, OTKPBITOCTH, Y)KOHOMUYECKU aKTUBHBIN U
Y4acTBYIOIIMM B CTYJEHYECKOM U TEPPUTOPHUAIBHOM CaMOYIIPABJICHUM, B TOM YMCIIE HAa YCIIOBUSAX
I0OpOBOJIBUECTBA, MPOJYKTUBHO B3aUMOJCHCTBYIOUIMM M  y4YacCTBYIOUIMM B  JESATEIBHOCTH
OOIIECTBEHHBIX OpraHu3aIui.

JIP 3 Cobmromaronuii HOpMbI IPABOTIOPSAIKA, CIEAYIOUINA HaeanaM rpakJaHCKOTo 00IecTBa,
oOecrieyeHus 0e30MacHOCTH, MpaB M cBoOox rpaxkaaH Poccum. JIOSNbHBIA K YCTaHOBKaM H
NPOSIBJICHUSAM MPEACTaBUTENEH CYOKYIbTYp, OTJIMYAIOUIMM HMX OT TPYNI C JECTPYKTUBHBIM H
JNCBUAHTHBIM IIOBEICHHUEM. J[EMOHCTPUPYIOIIUNM HENPUATHE U MNPEAYNPEKAAIOMMUN  COLUATIBHO
OIIACHOE IOBEJICHUE OKPYKAIOIIHUX.

JIP 4 IlposBnsitomyii W AEMOHCTPUPYIOIIMN YBa)KEHHUE K JIOASIM TPYyAa, OCO3HAIOIIUMN
LEHHOCTh cOOCTBEHHOro Tpyna. Crpemsmuiicss kK pOpMHPOBAHUIO B CETEBOM cpene JIMYHOCTHO U
po(hecCHOHATBFHOTO KOHCTPYKTHBHOTO «IIU(POBOTO Cieax».

JIP 5 JleMoHcTpUpyOIUN TPUBEPKEHHOCTh K POAHON KyJIbTYpE, UCTOPUUECKON MaMATH Ha
OCHOBe JI00BH K PojuHe, poaHOMY Hapoay, Majloil poJauHe, IPUHATHIO TPAJAUIIMOHHBIX LIEHHOCTEH
MHOT'OHALMOHAIILHOTO Hapoaa Poccun.

JIP 6 IlposBastomuii yBakeHUE K JIOASM CTapILIEro MOKOJEHUS U TOTOBHOCTh K yYacTHIO B
COLIMAIBHOM MOJEPKKE U BOJOHTEPCKUX JBUKECHHUSIX.

JIP 7 Oco3Haromuii NpHOPUTETHYIO EHHOCTh IMYHOCTH YEJIOBEKA; YBAXKAIOIIMNA COOCTBEHHYIO
U 9yXKYI0 YHUKQJIBHOCTh B PA3JIMUHBIX CUTYAIHX, BO BceX (hopMax M BHJIAX AEATEIBHOCTH.

JIP 8 IlposBismoomui M JEMOHCTPUPYIOIIUNA YBaXEHUE K IPEACTABUTEISAM pa3IMYHBIX
STHOKYJIBTYPHBIX, COLIMAIBHBIX, KOH(PECCHOHATBHBIX M HHBIX Ipymil. CONpUYacTHBINA K COXpaHEHHIO,
IIPEYMHOKCHUI0 U TPAHCISUUU KYIBTYPHBIX TpPaJuLMd M LEHHOCTEM MHOIOHALMOHAIBHOIO
POCCUICKOI0 rocyAapcTBa.

JIP 9 Cobmiomaronnii ¥ mponaraHAMpyIOIIUKA TpaBuja 3J0poBOro M OezomacHOro obpasza
KHU3HH, CIOPTA; MPEIyNPexAAONUN JINO0 MPeoJ0JeBaOMIUNA 3aBUCUMOCTH OT alKoroJisi, Talaka,
IICUXOAKTUBHBIX BEIECTB, a3apTHBHIX UIP U T.H. COXpaHSAIOUUN IICUXOJIOTHUECKYIO YCTOMUNBOCTL B
CUTYAaTUBHO CJIOKHBIX WIM CTPEMUTEIILHO MEHSIOIUXCS CUTYaLHsIX.

JIP 10 3aboTsmuiicss 0 3aluTe OKpYyXaromel cpesibl, COOCTBEHHON M 4y)KOH 0e301acHOCTH, B
TOM 4Hcie Hu(POBOIL.



JIP 11 IlposBrsmoomuii yBa)KeHHE K OSCTETHUECKHM I[EHHOCTSM, OOJNATaroMfii OCHOBaMHU
JCTETUYECKOH KYJIbTYPBI.

JIP 12 Ilpunumaromuii ceMelHble IEHHOCTH, TOTOBBIM K CO3/IaHUIO0 CEMbH M BOCIHUTAHUIO
JETEe; JEMOHCTPUPYIOLIUN HEIIPUATHE HACUIIUSA B CEMbE, YXOAa OT POJAUTEIBCKOM OTBETCTBEHHOCTH,
OTKa3a OT OTHOILIEHHUI CO CBOMMM JAECTHMU U UX (PUHAHCOBOTO COJICPKAHMSL.

JIP 13 JlemoHcTpupyrounii ymeHue 3¢p(EeKTHBHO B3aMMOJEHCTBOBATH B KOMAaHJE, BECTH
JUAJIOT, B TOM YHCIIE C UCIIOJb30BaHUEM CPEICTB KOMMYHUKALUU

JIP 14 JleMOHCTpUpYIOIIMI HABBIKK aHAJIH3a W MHTEpHpeTaluud WHGOPMAIMHU U3 Pa3TUYHbIX
HUCTOYHHUKOB C y4€TOM HOPMATUBHO-IIPABOBBIX HOPM

JIP 15 JleMOHCTpUpYIOIIUH TOTOBHOCTH M CIHOCOOHOCTH K OOpa30BaHHIO, B TOM YHCIE
caMo00pa3oBaHUI0, Ha TMPOTSHKEHUU BCEW JKU3HHU; CO3HATEIHLHOE OTHOIICHHE K HENMPEPHIBHOMY
00pa30BaHUIO KaK YCIOBHUIO YCIIEITHOM MPOo(ecCHOHAIBHOM U 00IECTBEHHON JesITEeNLHOCTH.

1.4. Kotu4ecTBO 4acoB HA OCBOCHHME NIPOrPAMMBI M CUMIIJIMHBI:
MAKCHMAJILHOM YUeOHO# HArpy3KH oovyawmierocst 60 yaca, B ToM umcie:
00s13aTeILHOM ayINTOPHOM Y4eOHOH HATPY3KH oOvyualomerocsid( gacos (34+6);
CaAMOCTOSITEIbHOM Pa00ThI 00yuaKwinerocsi2() 4acoB.




2. CTPYKTYPA U COAEP)KAHUE YYEFHOU JUCHUIJIAHBI

2.1. O0beM y4eOHOM AMCHHUIJIMHBI M BUABI Y4eOHO# padoThI

Bun yueOHo# padoThl

O0beM yacoB

MaxcuMajbHasi ydeOHast HArpy3ka (Bcero) 60
O0s3aTenibHAsA ayIMTOPHAs yyeOHAas Harpy3ka (Bcero) 40
B TOM YHCJIE:

MIPaKTUYECKHUE 3aHATHS 6
CamocrosiTesbHast padoTa o0yuyaronierocst (Bcero) 20
Hrorosas arrecrauus B popme Judppepennuposn

AHHOI'0 3a4eTa




2.2, TemaTnyeckuii IVIaH U coJiep:KaHNe Y4eOHON AUCHMILVIMHBI «/[0KyMeHTallMOHHOe o0ecrieuyeHne yIpaBIeHHs»

HaunmeHoBaHMe pa3jeioB U TeM Coaep:kanue yueOHOro MaTepuaja, NpakTH4eckue padborel, camocrositesibHasg | O0bem YposeHn
padora o0yuarmmuxcs 4acoB 0CBOCHUS
1 2 4
Tema 1.1. OcHoBBI Copnepixanne yueOHOro MaTepuasia 4
ACTOIPOU3BOACTBA 1. | FocynapcTBeHHas cucTeMa JOKyMEHTAallMOHHOTO 00ECIIeUeHNUs! yIPaBICHHs 1
Tcaoy)
2. | CocTaB ynpaBiIeHYECKUX JOKYMEHTOB 1
3. | [lonsATHE cucTeM AOKYMEHTALMH 1
4. | ®yHKUIHMOHAIBHBIE U OTPACIEBBIE CUCTEMBI JOKYMEHTALIUH 1
5. | Yaudukauus u crangapTu3ays ynpaBleHUeCKUX JOKYMEHTOB 1
Tema 2.1. Coaep:kanue yueOHOro MaTepuajia 4
Oprauusanus paboTbl ¢ JOKYMEHTaMH 1. | Crpykrypa u pyHKIUH CIIyK0 JOKyMEHTAallMOHHOTO 0OecedeH s 1
yIpaBICHUS
2. | CoctaB u y4ét 00bEMa JOKYMEHTOO00POTA MPEIIPUATHI U OpraHU3aIHiA 2
3. | KoHTposb NCHIOTHEHMS TOKYMEHTOB 2
4. | Cucrema ACKHN/I (aBTOMaTN3MpOBaHHbBIN KOHTPOJIb UCTIOJIHEHHUS 1
JIOKYMEHTOB).
5. | Cucremarusanus J0OKyMEHTOB U UX XpaHEHHE 2
6. | 3aKoHO/aTENbHBIE aKThl 1 HOPMATUBHO-METOAMYECKHE JOKYMEHTHI 2
DenepanbHON apXUBHOM CITy>KObI Poccuu 1o apXuBHOMY XpaHEHHIO
JOKYMEHTOB
7. | Bsaumopeiictue ciayx6 JIOY 1 BeZOMCTBEHHBIX apXUBOB IPU 2
(opMHUPOBAHNUN OCHOBBI JUTSI TOCIIEAYIONIETO XPAaHEHHS U UCTIOIb30BaHUS
JOKYMEHTOB
8. | EnnHcTBO TpeboBaHMi K XpaHEHUIO JJOKYMEHTAIIUH B JEIOTPOU3BOJICTBE U 3

apXuBe




IIpakTHYeckoe 3aHATHE:

1. | Pa36op menoBoii cutyarnuu «Opranu3anusi paboTsl ¢ JOKYMEHTAMH B
YUPCKACHUUN»

CamocrosiTesbHast padora:
CoCTaBUTh TECTOBBIE 3aJaHus 110 I/I3Y‘IGHHOI>'I TEMC

Tema 2.2. Cucrema

Conepxxanue y4eOHOro Marepuaja

OpraHM3alMOHHOPACTIOPSIUTENbHOH 1. | TpeboBanue Kk 0(OPMIICHHIO TOKYMEHTOB 1
AOKYMCHTalH 2. | Knaccugukarus opranu3alioHHO-PaCIOPSANTEIbHON JOKYMEHTAIUN 2
3. | PacniopsaurenbHble JOKYMEHTBI 1
4. | CnpaBouHO-UH(POPMALMOHHBIE JOKYMEHTHI 1
5. | OdgopmieHre akTOB HAIOTOBBIX MHCTICKITUI 3
6. | S3bIK U CTHIIB AETOBOM KOPPECTIOHIEHIIUN 3
IIpakTHYeckoe 3aHATHE:
1. | CocraBnenue u oopmileHHE OPraHU3aAIUOHHO-PACTIOPS TN TETHHON
JOKyMEHTaluu
CamocrosiTeJibHas padoTa:
CocraBnenne u o(hopMIIeHHE OPraHU3alMOHHO-PACTIOPAIUTEIBHON TOKYMEHTAIUH,
TECT MO NPONJIECHHBIM TEMaM
Tema 2.3. Coaep:kanue yueOHOro MaTepuaJja
Cucrema 10rOBOPHONPABOBOH 1. | Ilonstue noroBopa (KOHTpAKTa), COINIALIEHUE, TPOTOKOJIA 1
JIOKYMCHTAIIH 2. | Tunosas ¢popma KOHTpaKTa 2
3. | OcHOBHBIE pa3aeibl KOHTpaKTa 2
4. | IlpuMepHBIi JOTOBOP KYIIU-TIPOIAKHU 2
5. | TunoBoii 1OroBop MEHBI TOBApOB (OapTepHas CENKa). 3
6. | [Ipumepnast popma 10TOBOpPA IOCTABKU 2
7. | @opMyIsip 1OTOBOpa HA BO3ME3AHOE OKAa3aHUE YCIIyT 3




8. | Odopmiienue 1OroBOpoB 00 OKa3aHUU MAPKETHHIOBBIX YCIIYT, CTPAXOBBIX 3
yeayr
9. | TpaHcopTHBIE 1O0TOBOPBI 1
10. | I[TpumepHbie GopMBI JOTOBOPA MOPYUEHHSI U JIOTOBOPA KOMUCCHH 2
11. | AreHTCKOE CcorfameHue 2
12. | TunoBast popma KpeAUTHOTO AOTOBOpa 3
13. | TunoBas popma noroBopa 6aHKOBCKOTO cuéra 3
14. | Odopmienue NpUIOKEHUH K JOrOBOpaM 3
15. | IIpoTOoKOIIBI pa3HOIIACUll K JOTOBOpamM 2
16. | @opMbI TPOTOKOJIOB pa3HOTrIacCHil 2
17. | YauduuupoBanHas popma coryameHus: 00 N3MEHEHUH U IOTIOJTHEHUH K 2
JOTOBOPY
18. | Kommepueckue akThl
19. | JloBepeHHOCTHU: pa30BbIe, CHEIUATIbHbIC, TeHEPATIbHbIE
20. | O6pa31pl JOBEpPEHHOCTEH
IIpakTHYeckoe 3aHATHE:
1. | CocraBnenue u opopMIICHHUE JOTOBOPOB
CamocrosiTesbHast padora:
Cocrapnenue u 0(hopMIIEHHE TOTOBOPOB C MCHOJIB30BAHNEM MH(POPMAITMOHHBIX
cucreM «KoHCynbTanT+» , « I'apanT»
Tema 2.4. Coaep:xkanue yueOHOro MaTepuajia
JlokyMeHTBI 110 BHEIIHe KOHOMHUUeckoi | 1. | Kimaccudukaius qo0KyMeHTAIuu 10 BHEITHEIKOHOMUYECKON AeITeTbHOCTH 1
ACATCIILHOCTH 2. | BiaHKK KOMMEPYECKUX MHCEM 2
3. | PexBu3utsl popmyssipa KOMMEPUYECKOTO MHUChMa 2
4. | OcoOble TpeOOBaHUS K TEKCTaM KOMMEPUECKUX MTHCEM 2
5. | Knaccudukarus koMmMepuecKkux mucem 2
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Tema 2.5.
[IpeTeH3nOHHOUCKOBAS JOKYMEHTAIIHS

6. | Tunoseie HOPMBI KOMMEPUECKUX MTUCEM 2
7. | OOpa31bl TEKCTOB MUCEM O MEPEBO3KE U IOCTABKE TPY30B; CTPAXOBAHUU
Ipy30B
8. | Buapl KOHTPaKTOB, 0(OPMIISIONIUX BHEIIHEAKOHOMUYECKYIO ACATEIbHOCTD 1
9. | TunoBoil MeXAyHAPOJHBI KOHTPAKT O KYIIE-IIPOJIAXKE 2
10. | ®opMbl NPUTIOKEHUHN K KOHTPAKTaM 2
11. | Odopmienue 1ONONHEHHH U CrIeUpHUKAINA K KOHTpaKTam 3
12. | CocraBnenue u popma JOKyMEHTA, IPOTOKOJIUPYIOLIETO COBEPIICHUE CIIENOK, 3
«3amIuch O6ecebl»
13. | TpeboBaHUs MEXITYHAPOTHOTO apOUTpaka K COCTABICHUIO M 0(OPMIICHHIO 3
IIPETEH3MOHHOMCKOBBIX JOKYMEHTOB 10 BHEITHEAKOHOMUYECKOU
JESTENBHOCTH
IIpakTHYeckoe 3aHATHE:
1. | CocraBnenue u opopmiieHHE TOKYMEHTOB MO0 BHEITHEAKOHOMUYECKOM
JESTENIBHOCTH
CamocrosiTeJbHas padoTa:
Pemenue cutyanlMoHHBIX 3a1a4
Conepxxanue y4eOHOro MaTepuaja
1. | JokyMeHTHI 0(OpMIISIONIHE MOPSAIOK PACCMOTPEHUS CIIOPOB MEKIY 1
IOPUINYECKUMU JIUIIAMH
2. | [IpaBuna opopmiieHUS IPETEH3UOHHBIX THCEM 2
3. | ®opMyisip UICKOBOTO 3asiBJICHUS 2
4. | TpeGoBanus K 0POPMIICHNIO UCKOBBIX 3asBICHUN 2
5. | Hopsinok HanpaBieHus: ¥ 0(OpMIICHUS OT3bIBA HA HCKOBOE 3asIBJICHHE 3

IIpakTHYeckoe 3aHATHE:

1.

Cocrapnenue U 0(hopMIICHHE IPETEH3UOHHO-UCKOBOW JJOKYMEHTAIH

Konumponsnan paboma: Hmozoewiii mecm no npotioeHHbiM memam
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CamocrosiTesbHast padora: 2
Cocrapnenne U 0(hopMIICHHE IPETEH3NOHHO-UCKOBOW JJOKYMEHTAIH
JAu¢pepeHIUPOBaHHBIH 3a4eT

Bcero: 60

Jist XapaKTepUCTUKU YPOBHS OCBOEHUS YUeOHOTO MaTepHaia CIOJIb3YIOTCS CIEAYIomne 0003HAYCHHMS:
1. — 03HAaKOMMUTENbHBIN (Y3HABaHHE paHee U3yYCHHBIX 00BEKTOB, CBOMCTB);

2. — penpOyKTUBHBIN (BBITIOJHEHHE ACATEIBHOCTH 110 00pa3ily, HHCTPYKIIUHN HITH 1O PYKOBOJICTBOM)
3. — IpOAYKTUBHBIH (TUTAHUPOBAHHUE U CAMOCTOSITETIHLHOE BBHITIOIHEHHE ICATEIIEHOCTH, pellieHUe MPOOIeMHBIX 3a1a4)
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3. YCJIOBUS PEAJIM3ALIUU ITPOT'PAMMBI IMCHUTIJIMHBI
3.1. TpeOoBanusa k MHHUMATbHOMY MaTepHaIbHO-TeXHHYEeCKOMY 00ecreyeHnI0
Peanuzanus yueOHOM qUCHMIUIMHBI TpeOyeT HaIn4YKue yueOHOro KaObuHeTa
ObopynoBanue yueOHOTO KabuHeTa:

MOCaJ0YHBIC MECTA MO KOJIMYCCTBY OGy‘IaIOH_II/IXCH;
pabouee MecTO Mpero1aBaTes;

KOMIUIEKT Y4eOHBIX TOCOOMIA IO IPEMETY; - 00pa3Libl MPETEH3UH, HCKOB, TIOTOBOPOB.
Texuuueckue cpeacTBa 00yueHUs:

KOMIIBIOTEp € JIUIIEH3HOHHBIM IPOTPaMMHBIM o0ecrieyeHreM u
MYJIbTHMEIHATIPOEKTOP.
3.2. MadopmarmionHoe odbecriedyeHre 00yIeHus

Ilepeyenr pexoMeHAyeMbIX y4eOHBbIX H3AaHMii, W HTepHer-pecypcoB, I0NOJHHUTEJIbHOI
JIMTEpPaTypbl
HopMaTuBHO-NIpaBoOBbIe J0KYMEHTHI
1. Koncrutymus Poccuiickoit ®@enepanum — ¢ y4eTOM IOIPAaBOK, BHECEHHBIX 3akoHamu Poccuiickoit
@enepauuu o nonpaBkax K Konctutynum Poccuiickoit ®enepanuunor 30.12.2008 N 6-PK3, or
30.12.2008 N 7-®K3, ot 05.02.2014 N 2-®K3, ot 21.07.2014 N _11-OK3
2. Tpynosoit koaekc Poccuiickoit ®@enepanun” ot 30.12.2001 N 197-®3 (pen. ot 03.08.2018)
3. Poccuiickas ®enepanms. 3akoH. OO0 wuHpopMmanuu, HHMOPMAIIMOHHBIX TEXHOJIOTUSAX W 3aIIUTE
uHpopMmanuu: ¢ u3MeHeHussMu Ha 19 utons 2018 rona
4. TOCT P 7.0.97-2016 «Cuctema cTanmapToB 1o HHGpOpMAIH, OUOIMOTEYHOMY U U3JATEILCKOMY JETYy.
5. OpraHu3allMOHHO-pAcTIOpSIUTEeNbHas JOoKyMeHTauus. TpeGoBaHus K O(OPMIICHUIO JOKYMEHTOB»
(manee — 'OCT P 7.0.97-2016).
6. 'OCT P 7.0.8-2013 «CUBW/. [lenonpou3BOACTBO U apXUBHOE AeN0. TE€pMHMHBI M ONpEAENIeHus». 1
mapta 2014 rona
7. ®enepanbHblil 3aK0H OT 22 okTs0ps 2004 r. Ne125-D3 «O6 apxuBHoM nene B Poccuiickoit denepannn»
(c m3menenusmu Ha 28 nexadbps 2017 rona)
OcHOBHbIC HCTOYHHKH:
1. Mmenko A.B., Jloponuna JI.A. JlokymeHTaunonHoe oOecredenue ympasieHus. OUL[ «Axanemus».
2020r.
2. ITmenko A.B., [loponuna JI.A. JlokymeHTanmoHHOEe obOecrieueHue ympasieHus. [Ipaxtuxym. OWL]
«Axagemus» 2021 r.
3. JlokymMeHTanMOHHOEe oOecriedyenne ympaBieHus : yueOHuk / T.A. beikoBa, E.A. Ckpurko,
O.M. Kykapuna, A.lO. KonskoBa, C.A. I'notoBa. — Mocksa :KuoPyc, 2019. — 266 c. — [Ina CIIO. —
ISBN 978-5-406-05649-3.
4. JIoOKyMEHTAIlMOHHOE OO0ecleueHue YIpaBlieHUs (C OCHOBaMH apXWMBOBEICHUS) : yuyeOHOe mocobue /
M.N. bacakoB. — Mocksa :KuoPyc, 2019. — 216 c. — J{ns CIIO u HITO. — ISBN 978-5-406-06067-4.

5. JlokyMeHTaloHHOe obecrieueHue ymnpasieHus : yueOHuk / B.B. Bapmynn. — Mocksa : HOctunus,
2018. — 271 ¢. — CIIO. — ISBN 978-5-4365-1585-4.
6. I'ypeeBa, M. A. IlpaBoBoe obOecneueHue Mpo(hecCHOHANBHONW MAEATENBHOCTH : Y4YeOHUK JUIs

MCIOJIb30BaHUs B YUeOHOM Ipoliecce 00pa3oBaTeNbHbIX YUPESKICHUH, peanusyromux nporpammsl CIIO /
M. A. I'ypeeBa. — Mocksa :KnoPyc, 2021. — 218 ¢ (PI'b)

7. 1enonpou3BOACTBO (JOKYMEHTAIIHOHHOE 00eCTIeYeHHE YIIPABIICHU): YIEOHUK JUISL CTYJICHTOB CPEHETO
npoeccHoOHaTBFHOTO 00pa3oBaHMs, OOYYAIOUIMXCS 0 HANPABICHUAM TEXHUYECKOTO M T'YMaHUTapHOTO
npoduiss / M. U. Bacakos, O. U. 3ambikoBa. — PocroB-Ha-/lony : ®enukc, 2020. — 375 c. (PI'b)

8. IImenko, A. B. JlokymeHTannoHHOE obecnieueHue yrpasieHus: npaktuky™m / A. B. Ilmenko, JI. A.
Hoponuna. — Mocksa : Akagemus, 2021. — 157 c. (PT'b)

9. Teimenko, A. U. IIpaBoBoe obecrnieueHue mpodeccuoHalbHON AeATENbHOCTH : yueOHoe mocobue / A. 1.
Trimenko. — Mocksa : PUOP : UTHOPA-M, 2020. — 202 c. (PT'b)

JlonoJTHUTeIbHbIe HCTOYHUKH:

1. Pymbianna JLA. JlokymeHTanmonHoe o0ecniedenue ynpasienus. OULL «Axanemusi». 2019



2. brikoBa, T.A. JIokymMeHTaImoHHOE OOecreueHue ynpaBieHus (AeI0Mpon3BOACTBO): YueOHoe nocodue /
T.A. beixoBa, T.B. Ky3ueuosa, JI.B. Cankuna. - M.: HUL] UTHOPA-M, 2021. - 304 c.
Y4ebHO-MeToInYeCKUE, TEPUOJUUECKUE U3IaHUS:

1. ONEeKTPOHHBIN KypHaI "CoBpeMEHHbIE TEXHOJIOTUU JEJIONPOU3BOICTBA u
IOKyMeHTooOopoTa". https://www.sekretariat.ru/emagazinestdd

4. KOHTPOJIb 1 OIIEHKA PE3YJIbTATOB OCBOEHMUSI
JUCIHUIIIINHBI
KoHTpoJbu onieHKa pe3yinbTaTOB OCBOCHHS AUCIMILUIMHBI OCYIIECTBIISETCS MIPENOAaBaTENIEM B MPOLIECCE
MPOBEJICHUS IPAKTHYECKUX 3aHATHI, TECTUPOBAHUS, a TAK)KE BBIMIOTHEHHS 00YyJaIOIUMUCS
VHIMBUIyaJIbHBIX 33JJaHUI, TPOEKTOB, UCCIIECTIOBAHUM.

PesyabTaTsl 00yyeHus ®opMBbI M METOABI KOHTPOJIS U
(0cBOCHHBIC YMEHHs, YCBOCHHbIC 3HAHMA) OIICHKH Pe3yJbTaTOB 00y4eHHs
1 2
Ymenua:
V1. OdopmisaTe OpraHu3aluoHHO-| [IpakTueckoe 3ausATHE

paclopsAUTeNbHbIE JOKYMEHTBI B COOTBETCTBHU C| PaboTa ¢ HOpMAaTUBHBIMH JJOKYMEHTaMHU
neiictytouM ['OCTowm;

V2. OcymectBnare  00paboTky — BXomsmux,| [Ipakruyeckoe 3aHsiTHe
BHYTPEHHUX U UCXOAALINX JOKYMEHTOB, KOHTpOJIb 32| KoHTpobHas paboTa 1o npoiaeHHOM|
UX UCTIOJTHEHUEM; TeMe

V3. OdbopmisaTh TOKYMEHTHI A5 nepenadd B apxuB| [IpakTuueckoe 3aHATHE

OpraHu3aluy; Paz6op nenoBoit curyanuu
«Opranuzanus paboThl ¢ JOKYMEHTaMH B
YUPEKICHUH »

3nanus:

31. IlonsTHEe HOKyMEHTa, €ro CBOHCTBa, cnocoObl| [IpakTHueckoe 3aHATHE
JOKYMEHTUPOBAHUS; PaboTa ¢ HOpMATUBHBIMU JOKYMEHTaMH
Tect o MpONAEHHBIM TEMam

32. IlpaBmia cocrtaBinenuss u  odopmienus| [IpakTuueckoe 3aHATHE
OpraHu3alMOHHO-PACTIOPSAUTENBHBIX  JOKYMeHTOB| KoHTposibHast paboTa 1o nmpoiineHHoH
(manee - OPJ]); TEME

CocraBnenue u opopmieHHE
OpraHU3alMOHHO-PACIOPAUTEIBHON

TOKYMEHTAIlU!
33. Cucremy u TUTIOBYIO texHonoruto| [Ipaktuueckoe 3aHsTue
JOKYMEHTAIlMOHHOTO  o0ecriedeHus  ymnpanieHus| Pa3dop nenoBoit cutyaruu
(manee - 10OY); «Opranuzanus paboThl ¢ JOKyMEHTaMHU B
YIPCIKACHUN»
34. Ocobennoctu JeOTPOU3BOACTBA no| Ilpaktuueckoe 3anarue CoctaBieHue U
oOpamieHusM TpaxaaH W KOHOQHUAECHIMAIHLHOTO| 0(opMIIEHHE JOKYMEHTOB
JIeTIOTIPOU3BOICTBA;
PesyabTaTsl o @
CHOBHbIE NTOKa3aTeJn OPMBbI U METO/bI
(ocBoeHHBIE 00IIME ole e3 aTa P A
HKH JbTAT KOHTPOJISl M OLleHKH
KOMIIETEHIINH) o pesy OHTpO one
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OK 1. IToHnMars
CYIIHOCTh U COLMAIBHYIO
3HaYMMOCTh CBOEH  Oynmymieit

npodeccun, MPOSBIATH K HEH
YCTOWUYMBBIA UHTEPEC.

JleMoHCTpanys uHTEpEca K
Oymymieit mpodeccuun

MIACbMEHHBIA U YCTHBIN
OIIPOC, TECTUPOBAHUE,
y4JacTtue B KOH(pEpeHLHUsX,
JUCITyTaX, AEJIOBBIX UTPax

OK 2. OpranuzoBbIBaTh
COOCTBEHHYIO JeSITeNLHOCTD,
BBIOMpATh THIIOBBIE METOIBI H
CrocoObI BBITOJIHEHUS
npodeccrnoHaTbHBIX 3amad,
OLICHUBATh UX 3(P(PEKTUBHOCTH U
Ka4yecTBo.

Bri6op, npumenenue u
000CHOBaHME METO/IOB U
CIOCO0OB pelIeHus
npodeccroHabHBIX 33/1a4;
AeMOHCTpanust 3pPeKTUBHOCTH
Y KaueCTBa MX BBITIOJHCHHUS

MIACbMEHHBIA U YCTHBIN
OIIPOC, TECTUPOBAHMUE,
HAaIlMUCAHME U 3aIIUTA
IIPOEKTOB

OK 3. IIpuanmate
pemieHust B CTaHIAPTHBIX U
HECTAHIAPTHBIX CUTYaLUsAX |
HECTHU 32 HUX OTBETCTBEHHOCTb.

JlemoHcTpanus
CIOCOOHOCTH MMPUHUMATh
pCUICHUA B pa3JIMIHBIX
CUTyalludX U HCCTU 3a HUX
OTBCTCTBCHHOCTD

MIAUCbMEHHBIA U YCTHBIN
OIIPOC, TECTUPOBAHMUE,
perieHe npooIeMHbBIX
CUTYyaLUi

OK 4. OcymecTBisaTh
MTOUCK " UCIOJIb30BaHUE
uH(popMauK, HEOOXOAUMOH ISt
3¢ dEeKTUBHOTO BBITIOJTHEHUS
npodeccrnoHaIbHBIX 3amad,
npodeccruoHAIBHOTO "
JUYHOCTHOTO Pa3BUTHSI.

Ocy1ecTBIATh MOUCK
Heo0Xx0AuMoi nHpopmanuy,
UCTIOJIb3YET Pa3InyHbIC
WUCTOYHUKH, BKITFOYAs
AIIEKTPOHHBIC JIJIS
3¢ GEKTUBHOTO BHITIOTHEHUS
npodeccroHaNbHBIX 3a71a4

MIACbMEHHBIA U YCTHBIN
OIpOC, TECTUPOBAHUE,
HanucaHue pedepaTos,
HCCIIEI0BATENIbCKUX U
TBOPYECKHUX paboT

OK 5. Hcnonb3oBaTh YMeHue rpaMOTHO CTaBUTh
UH(POPMAIIMOHHO- 1 33/1aBaTh BOIIPOCHI, . .
. MUCHMEHHBIN U YCTHBIN
KOMMYHUKAI[HOHHBIC KOOPAMHUPOBATH CBOM JICHCTBUSA
OTIpOC, TECTUPOBAHUE,
TEXHOJIOTUU B| C IpYTMMHU y4aCTHUKAMHU
o JIeTIOBast Urpa, TPEHUHTH
npodeccuoHanbHO M 0OIIeHMs, KOHTPOJIUPOBATEH CBOE
JEATeIbHOCTH. MOBEJICHHE U AMOIIMH
OK 8. CamocrosTensHo | OcylecTBIATh IPUEM BXOIAIIEH | TUCbMEHHBIN U YCTHBIN
OTIpeNeNATh 3aJjauu | KOPPECIIOH ICHIINH, OTIpOC, TECTUPOBAHUE,
npoheccuoHaITBEHOTO Y| pEruCTPUPOBATH M HANIPABIIATH B | JIEJIOBAs UIPa
JMYHOCTHOTO Pa3BUTHSL, | CTPYKTYPHBIE MTOAPa3AeICHHUS.
3aHUMAThCS CaMOOOpa30BaHHEM,
OCO3HAHHO TUIaHUPOBATh

IIOBBIIIICHUC KBaJII/I(bI/IKaI_[I/II/I.

OK 9. OpuentupoBatbcs B
YCIOBHAX MOCTOSTHHOTO
M3MEHEHHSI TPABOBOM Oa3bl.

3HaHUE 3aKOHOJIaTEIbCTBA
Poccniickoit denepanuu B
cdepe JOKyMEHTAITMOHHOTO
oOecrieyeHus yrpaBJICHUs

HaGnronenne u oueHka Ha
MPAKTUYECKUX 3aHATUAX.
OneHka B X0A€ NPOBEICHUS
MPAKTUYECKON pabOTHI.
OneHnka mnpu  peuIeHUH
CUTYaLlMOHHBIX 33]1a4.
TectupoBanue.
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IIK 1.1. OcymecTBusTh
npodeccuoHaIbHOE TOJIKOBAHUE
HOPMATHBHBIX TPABOBBIX aKTOB
IUISL peai3aliy MpaB rpakIaH B

3HaHUE 3aKOHOJIaTEIbCTBA
Poccniickoit denepanuu B
cdepe JOKyMEHTAITMOHHOTO
oOecrieyeHus yrpaBJieHUS

HaGnronenne u omeHka Ha
MPAKTUYECKHUX 3aHATUAX.
OneHka B X0A€ NPOBEACHUS
MPAKTUYECKON pabOTHI.

cepe IIEHCUOHHOI'O OneHnka mnpu  peuIeHUH
ofecrieyeHuss M COLMAIBHOM CUTYallMOHHBIX 3a/a4.
3aIUTHL

I[IK 1.2. OcymectBusTs | 3HaHUE 3aKOHOIATEIHCTBA HaOmronenne M oLEeHKa Ha
mpueM rpaxaaH 1o BompocaMm | Poccuiickont @enepaunu B MPAKTUYECKUX 3aHATUAX.

IIEHCUOHHOI0 o0ecmedueHus |
COIIMAJILHOM 3aIl[UTEI.

cdepe JOKyMEHTAITHOHHOTO
oOecrieyeHus yrpaBJieHUS

OneHka B X0A€ NPOBEACHUS
MPAKTUYECKON pabOTHI.
OneHka mnpu  peuIeHUH
CUTYallMOHHBIX 33]1a4.

IIK 1.3. PaccmarpuBarhb
MMaKeT JTOKYMEHTOB JUTS
Ha3HAUYEHMS IIEHCHH, II0COOHi,
KOMIICHCAIIMH, IPYTUX BBIILJIAT, a

TaKxe Mep COLMAJIBHOU
IO JICPKKH OTJEJIbHBIM
KaTeropusam IPaKJaH,

HYXJAIOIKUMCI B COLMAIBHOU
3aIUTE.

3HaHUE 3aKOHOIaTEIbCTBA
Poccniickoit denepanuu B
cdepe JOKyMEHTAITMOHHOTO
oOecrieyeHns yrpaBlieHUs
Bri6op, npumenenue u
000CHOBaHME METO/IOB U
CHOCO0OB pelIeHus
npodeccroHaNbHBIX 33/1a4;
JAeMOHCTpalust 3pPeKTUBHOCTH
Y KaueCTBA MX BBITIOJIHEHHUS

HaGnronenune u omeHka Ha
MPAKTUYECKHUX 3aHATUAX.
OneHka B X0A€ NPOBEACHUS
MPAKTUYECKON pabOTHI.
Onenka mnpu  peuIeHUH
CUTYaLlMOHHBIX 33]1a4.

I[IK 1.4. OcymecTBisTh
YCTaHOBJICHUE (Ha3HaueHue,
nepepacyer, MepeBoy),

WHJICKCAIIUI0 U KOPPEKTUPOBKY
[IEHCUM, Ha3HAYE€HUE II0COOUH,

KOMIIEHCAlUI u IPYrux
COLIMANIBHBIX BBIIUIAT, UCIOJIb3YS
MH(POPMAIIMOHHO-

KOMIIBIOTCPHBIC TCXHOJIOT'UU.

Bri6op, npumenenue u
000CHOBaHME METO/IOB U
CHO0CO0O0B pelIeHus
npodeccroHabHBIX 33/1a4;
AeMOHCTpanust 3pPeKTUBHOCTH
Y KaueCTBa MX BBITIOJHCHHUS

HaGnronenune u oueHka Ha
MPAKTUYECKHUX 3aHATUAX.
OneHka B X0A€ NPOBEACHUS
MPAKTUYECKON pabOTHI.
OneHnka mnpu  peuIeHUH
CUTYaLlMOHHBIX 33]1a4.

IIK 1.6. KoncynbrupoBars
FPaXJaH M IpEeACTaBUTENCH
FOPUIMYECKUX JIUI] IO BOIIPOCAM
IIEHCHOHHOTO OO0ECIICUeHUsI U
COIIMATBHOM 3aIIIUTHI.

3HaHUE 3aKOHOJIaTEIbCTBA
Poccniickoit denepanuu B
cdepe JOKyMEHTAITMOHHOTO
oOecrieyeHus yrpaBlieHUsS
Bri6op, npumenenue u
000CHOBaHME METO/IOB U
CHOCO0O0B pelIeHus
npodeccroHabHBIX 33/1a4;
AeMOHCTparust 3pPeKTUBHOCTH
Y KaueCTBA MX BBITIOJIHCHHUS

HaGnronenune u omeHka Ha
MPAKTUYECKHUX 3aHATUAX.
OneHka B X0A€ NPOBEICHUS
MPAaKTUYECKOH pabOTHI.
Onenka mnpu  peuIeHUH
CUTYallMOHHBIX 33J1a4.

O1LleHKA TUYHOCTHBIX
pE3yIbTaTOB

JlemoHcTpanus
JIMYHOCTHBIX PC3YyJIbTATOB B
nporiecce 00y4eHus

Kontpoinb U OLEHKa
JMYHOCTHBIX PE3YJIbTAaTOB B
nporiecce 00y4eHus

JIP 1 Oco3natouuii ce0st rpakJaHUHOM U | —

MMPOABJIICHNC MHUPOBO33PCHYCCKUX
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3allIUTHUKOM BEIIMKOM CTpPaHbI.

YCTaHOBOK Ha TOTOBHOCTH MOJIOJIBIX JIFOJICH K
pabote Ha O6maro OTedecTBa;

JIP 2 IIposBisomuii akTUBHYIO
IPaXIaHCKYIO TIO3UIIMIO,
JEMOHCTPUPYIOLIUI IPUBEPIKEHHOCTD
MPUHIMIIAM YECTHOCTH, MOPSII0YHOCTH,
OTKPBITOCTH, SKOHOMUYECKH aKTUBHBIN U
YYaCTBYIOIUN B CTYIEHUYECKOM U
TEPPUTOPHUAIILHOM CaMOYIIPABJIEHUH, B
TOM YHCJIE Ha YCIOBUAX
JI00pOBOJILYECTBA, IPOYKTUBHO
B3aMMOJICCTBYIOIIMI U YYaCTBYIOIIUHI B
JEeSITEIIbBHOCTU OOLIECTBEHHBIX
OpraHu3aluim.

—  JIEMOHCTpAaIus HABbIKOB MEKJIUYHOCTHOTO
JICJIOBOT'0 OOIIEHMS, COIMAJIbHOr0 MMHIKA,

—  OTCYTCTBHE COLUANbHBIX KOH(IUKTOB
cpeau o0y4aromnxcsi, OCHOBaHHBIX Ha
MEKHAMOHAIIBHOM, MEKPEIUTUO3HON OYBE;

JIP 3 CoOmroaromuii HopMbl
MIpaBoNOpPsAKa, CIEAYIOIUN naeanram
IPaKJaHCKOr0 00LIecTBa, 00ecreueHus
0€3011acCHOCTH, MPaB U CBOOO] TpaxiaH
Poccun. JIosnbpHBIN K yCTaHOBKAM U
MIPOSIBJIICHUSIM NPEJCTaBUTENEH
CyOKyJIbTYp, OTIAMYAIOLINN UX OT TPYIII C
JECTPYKTUBHBIM U JIEBUAHTHBIM
MIOBEJICHUEM. [[eMOHCTpUpYrOmuit
HENPUATHE U NPEAYPEXK AT
COLIMAJIBHO OIACHOE MOBEJICHUE
OKpYKaroIIMX.

—  TPOSIBJICHUE ITPABOBOM aKTHBHOCTH U
HABBIKOB MTPABOMEPHOTO ITOBEJICHNSI, YBAKCHUS K
3aKony;

— TOTOBHOCTH K OOIIEHUIO U
B3aUMOJICICTBHIO C JIIObMHU CaAMOTO PA3HOTO
cTaTyca, STHU4ECKOH, PEITMTMO3HOMN
MPUHAIC)KHOCTH U B MHOTOOOPA3HBIX
00CTOATENBCTBAX;

JIP 4 IlposBisomuii u
JE€MOHCTPUPYIOLIUI YBaXKEHHE K JIIOJIIM
TPYyZa, OCO3HAIOIINM LIEHHOCTh
co0cTBeHHOTO Tpya. CTpeMsuiics K
(hopMHUPOBaHUIO B CETEBOM Cpejie
JUYHOCTHO U NMPO(PECCUOHATIBHOTO
KOHCTPYKTUBHOTO «IIU(POBOTO CIEAA».

— JIEMOHCTpalus UHTepeca K OyayIien
npodeccuu;

— IOJIOXKUTEJIbHAS JUHAMMKA B OpraHU3aluu
cOOCTBEHHOU yueOHOU AESTEIbHOCTH 10
pe3yJibTaTaM CaMOOLIEHKH, CAMOAHaIN3a U
KOPPEKLIMH €€ PE3yJIbTATOB;

— OTBETCTBEHHOCTH 3a pe3yJbTaT y4eOHOMI
JEeSITEIIbHOCTU U TIOJATOTOBKH K
po¢eCCUOHATBHOMN AESITENbHOCTH;

— IPOSBIJIEHUE BBICOKONPO(PECCUOHATBHOMN
TPYIOBOW aKTUBHOCTH,;

JIP 5 JleMoHCTpUpYIOIIMA
IIPUBEPIKEHHOCTh K POJHOU KYJIBTYPE,
MCTOPUYECKOM MaMITH Ha OCHOBE JIFOOBU
K Ponune, ponHoMy Hapony, Manou
pOJIMHE, IPUHATHIO TPAIULMOHHBIX
LEHHOCTE MHOTOHAIIMOHAJIBHOIO
Hapona Poccnn.

—  coO0MI0IeHNE ATUYECKUX HOPM OOIIEHUS
MIPU B3aUMOJICHCTBUU C 00YUaIOIIUMUCH,
MpenoiaBaTeIsiMU, MacTepaMu U
PYKOBOAUTEISIMU MTPAKTUKU;

—  MPOSIBJIEHWE SKOHOMUYECKOU 1 (PMHAHCOBOM
KYJIbTYpbl, 3KOHOMHUYECKOM IPaMOTHOCTH, a
TaK)Ke COOCTBEHHOM aJICKBATHOM ITO3HMIUH 110
OTHOILICHUIO K COLIMAIbHO-?KOHOMUYECKOM
JNEMCTBUTEIBLHOCTH

JIP 6 [IposiBrsroniuii yBaxeHue K JOJIIM

— TOTOBHOCTB K OOIIEHUIO U
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CTapIllero MOKOJIEHHUSI U TOTOBHOCTD K
Y4acTHUIO B COLIMAIIbHOM MOJJIEPIKKE U
BOJIOHTEPCKUX JABUKEHUSAX.

B3aMMOJCHCTBHIO C JIFOJbMHU CaMOI'0 Pa3HOIo
cTaTyca, STHUYECKOH, PEITMTMO3HON
MPUHAIEKHOCTH U B MHOTOOOPa3HBIX
00CTOATENbCTBAX;

JIP 7 Oco3Harouuii NpuopUTETHYIO
LIEHHOCTD JINYHOCTHU YEJIOBEKA;
YBXKAIOIINI COOCTBEHHYIO U UYXKYIO
YHUKQJIBHOCTH B PA3IMYHBIX CUTYyaIUsX,
BO Bcex (hopMmax U BUJAX AESTEIbHOCTH.

— TOTOBHOCTH K OOIIEHUIO U
B3aUMOJICICTBHIO C JIIOJbMHU CaMOTO PA3HOTO
cTaTyca, STHUYECKOH, PEITUTHO3HON
MPUHAJIC)KHOCTH U B MHOTOOOPA3HBIX
00CTOATENbCTBAX;

JIP 8 IlposBistomuii u
JEMOHCTPUPYIOLUIUI YBa)KEHHUE K
MPEICTABUTEISAM Pa3IMUHbIX
STHOKYJIbTYPHBIX, COLIMAJIbHBIX,
KOH()eCCHOHAJIBHBIX U MHBIX IPYIII.
ConpHuyacTHbIM K COXpaHEHHUIO,
MIPEYMHOKEHHIO U TPAHCIISLUU
KyJbTYPHBIX TPAIULUI U LIEHHOCTEN
MHOTOHAlIMOHAIIBHOT'O POCCHICKOTO
rocy/1apcTBa.

— TOTOBHOCTH K OOIIEHUIO U
B3aUMOJICICTBUIO C JIIObMHU CaAMOT'0 PA3HOTO
cTaTyca, STHUYECKOH, PEITUTHO3HON
MIPUHAJUICKHOCTU U B MHOTOOOPa3HBIX
00CTOSITEILCTBAX,

—  OTCYTCTBHE COLUANIbHBIX KOH(IUKTOB
cpeau 00y4aromnxcsi, OCHOBaHHBIX Ha
MEKHAMOHAIIBHOM, MEKPEIUTUO3HON MOYBE;
— OTCYTCTBHE (JAKTOB MPOSIBICHUS
UJICOJIOTHH TEPPOPHU3MA U SIKCTPEMHU3MA CPEIU
o0yyJarouumxcs;

JIP 9 Cobmronarouuii u
IIPONara”IupyOMnN IPaBuiIa 340POBOTO
1 6e30macHoro oopasa *KU3HH, CIIOPTA;
IpeaynpeKIatonuil oo
MIPEOO0JIEBAIOIINN 3aBUCUMOCTH OT
aJIKOTOJIs1, TabaKa, MCUXOAKTUBHBIX
BEIIECTB, a3apPTHBIX UTP H T.J.
CoxpaHSIOmui ICHXOJIOTUIECKYIO
YCTOHYHMBOCTH B CHTYaTHBHO CJIOKHBIX
WIHA CTPEMUTEIBHO MEHSIOIIUXCS
CUTYaIHSIX.

—  JIEMOHCTpAanus HaBBIKOB 30pPOBOTO 00Opaza
’KU3HU U BBICOKHI YPOBEHb KYJIBTYPHI
310pOBBSI 00YUAIOLIUXCS;

— yMEHHE MPOTHUBOICHCTBOBATH TEPPOPUZMY
U DKCTPEMU3MY

JIP 10 3a0oTsiuiics 0 3aiuTe
OKpY>Karolleu cpejibl, COOCTBEHHOU 1
qyK0il 0€3011aCHOCTH, B TOM YHCJIE
unudpoBoi.

—  IPOSBJICHUE DKOJIOTUYECKON KYJIbTYPBI,
OepeXHOro OTHOLLIEHUS K POJIHOM 3emiie,
IpUPOAHBIM OorarcTBam Poccun u mMupa;

—  JEMOHCTpAlMs YMEHUU U HaBBIKOB
Pa3yMHOI0 IIPUPOAOIIOIb30BAHUS,
HETEPIIMMOI'0 OTHOLIECHUS K IEUCTBUSAM,
IIPUHOCSIIIUM BpEJl DKOJIOTUH;

JIP 11 IlposBasonuii yBaxxeHHE K
ACTETUYECKHUM LIEHHOCTSM, 00J1a/1atoluii
OCHOBAaMH 3CTETUYECKOU KYJIbTYpHI.

— TPOSIBJIICHUE YBAKEHUS K ICTETUYECKUM
IEHHOCTSIM, BJIQJICHUE OCHOBAMHU CTETHYECCKOMN
KYJIBTYPBI

JIP 12 IlpuHumaromuii cemeiHble
LICHHOCTH, TOTOBBIN K CO3JaHUIO CEMbU U
BOCHUTAHUIO JIETEU; JIEMOHCTPUPYIOIIUI
HENPUATHE HACUJIUS B CEMbBE, yXOJa OT
POAUTENBCKON OTBETCTBEHHOCTH, OTKA3a
OT OTHOIIIEHHI CO CBOMMHU JIETbMH M UX

—  JIEMOHCTpauus NPUHATUSA CEMEUHBIX
LIEHHOCTEH, TOTOBHOCTH K CO3JaHUIO CEMbU U
BOCIIUTAHUIO JETEN; HENPUATUE HACWINS B
CEMbE, yX0J1a OT POAUTEIBCKON
OTBETCTBEHHOCTH, OTKa3a OT OTHOLIEHUN CO
CBOMMM JIETbMH U UX (PUHAHCOBOI'O
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(bMHAHCOBOrO COAEPIKAHUS.

COZICPIKAHHUS

JIP 13 JlemoHCTpUpYIOIIUK yMEHHUE

3¢ peKTUBHO B3aMMOICICTBOBATD B
KOMAaH/I€, BECTH JIMAJIOr, B TOM YHCJIE C
WCII0JIb30BAaHUEM CPEICTB KOMMYHHKAIIUU

— ydacTue B KOHKypcax NMpoQecCHOHaIbHOrO
MacTepcTBa, OJIMMIINAAaxX 10 podeccuH,
BUKTOpPUHAX, B IPEAMETHBIX HEJEISX;

— KOHCTPYKTMBHOE€ B3aUMOJICHICTBHE B
y4eOHOM KOJIJIEKTUBE/Opurase;

— yd4acTHue B MCCIIEIOBATEIbCKON U
IIPOEKTHOM paboTe;

JIP 14 JlemoHCTpUpPYIOLIUI HABBIKU
aHaJIM3a U MHTEpIpeTaluy HHPpOopMaun
U3 Pa3INYHbIX UCTOYHUKOB C YYETOM
HOPMAaTHUBHO-IIPABOBBIX HOPM

— IPOSBJIEHHUE KYJbTYphl OTPEOIEHUS
MH(pOpPMALIMH, YMEHUI 1 HABBIKOB
IIOJIb30BAHMS KOMIIBIOTEPHOU TEXHUKOM,
HaBBIKOB 0TOOpA U KPUTHUYECKOTO aHAIN3a
MH(pOPMALIMH, YMEHUS OPUEHTUPOBATHCS B
MH(OPMALIMOHHOM NPOCTPAHCTBE;

JIP 15 JlemoHCTpUpYyIOLUI TOTOBHOCTD U
CIIOCOOHOCTH K 00pa30BaHUIO, B TOM
qrcie caMo00pa3oBaHuIo, Ha
MPOTSHKEHUH BCEH JKU3HU; CO3HATEIHHOE
OTHOILIEHUE K HETIPEPHIBHOMY
00pa30BaHMIO KaK yCJIOBHUIO YCIEUTHOM
npogeccuoHaIbHON U 00IIEeCTBEHHOM
IESITeTLHOCTH.

— yd4acTue B KOHKypcax npodhecCHOHaIbHOIO
MacTepcTBa, OJMMITMAIaX 1o npodeccun,
BUKTOPUHAX, B MPEJAMETHBIX HEJEIISIX;

— KOHCTPYKTHUBHOE B3aUMOJICICTBHE B
y4eOHOM KOJIJIEKTUBE/Opurasue;

— yd4acTHe B HCCIIEIOBATEIbCKON U
MIPOEKTHOM paboTe;

—  OlIEHKa COOCTBEHHOTO MPOABUKEHUS,
JTUYHOCTHOTO Pa3BUTHS;

— yd4acTue B KOHKypcax npodhecCHOHaIbLHOIO
MacTepCTBa U B KOMaH]IHBIX MPOEKTAX
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ABTOHOMHAaS HCKOMMCPUYECCKas Opraum3anns IlpO(l)eCCI/IOHa.HLHOFO 06p330BaHHﬂ
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®OC yueOHOW  AUCHUIUIMHBI  pa3paboran Ha ocHoBe DexepalibHOTO
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Opranm3anusa-pazpadoruuk: YacTHoe mnpodeccroHanmbHOEe  00pa3oBaTEIbHOE
yupexaeHue «lIaTUropckuii TEXHUKYM SKOHOMUKHU U UHHOBAIIMOHHBIX TeXHOJoru» (AHO
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PACCMOTPEH COI'JTACOBAH
OTJICJIEHUEM FOPUIUYECKUX JUCITUILINH Ha 3acenanun YMC
ITporokon Nel ot 16.08.2023r. ,/;f?[p Ne 1 o1 16.08.2023

—Konskosa O.A.

3aB.oTaenenneM. /v« » MkpTasa A.A. AN

PenenszenTsr:
ITonomapesa A.B. — mpenonaBatens AHO I10 «IITOUT»

l'azapsa U.H. — npenopaBatens ['BIIOY CIIO «IISTUrOpCKMN TEXHUKYM TOPTOBIIH,
TEXHOJIOTUN U CEPBUCA»
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1.IMacnopT (poHTA OLEHOYHBIX CPEICTB

®onp orneHouHbIX cpeacts (nanee — @OC) mpemHa3HAauYSH JUIsl KOHTPOJS M OLIEHKA 00pa3oBaTeIbHBIX
JOCTH)KCHUH  0OydYaroluXcs, OCBOHMBIIUX MPOrPaMMY YYeOHOU OUCYUNIUHBITAKIA 00IIenpodecCHOHATBHBIX
JCIHUILTHH «J{OKyMeHTaIlMOHHOE 00ecTicueHUE YIIPaBICHUS».
C 1enpl0 OBNAQJCHUS YKa3aHHBIM BHJOM MPO(PECCHOHAIBLHOM MAEATENBHOCTH M COOTBETCTBYIOIUMH
poheCCHOHATHLHBIMU KOMITETCHIIUSAMU 00YJAIOIIHIICS B X0J€ OCBOCHUS PO ECCUOHATLHOM TUCITUILTIHBI JTOJIKCH:

V1.0popMisATh TOKYMEHTAIMIO B COOTBETCTBUU C HOPMAaTUBHOHN 0a30i, B T.4. HCIIONB3Ys
WH(OPMALIMOHHBIE TEXHOJIOTUH;
V2.0cBanBaTh TEXHOJIOTHH aBTOMaTHU3MPOBaHHON 00pabOTKH JOKYMEHTAIUH;
VY3.ucnons30Bath yHUGHIUPOBaHHBIE (POPMBI TOKYMEHTOB;
V4.ocymecTBAsATh XpaHEHNE U TOUCK TOKYMEHTOB;
V5.1ucnonp30BaTh TENEKOMMYHHKAIIMOHHBIE TEXHOIOTHH B 3JIEKTPOHHOM
JTOKyMEHTO00O0pOTE.
31.moHATHE, LIENH, 3aJa4X U IPUHIMIIBI IEIONPOU3BOJICTBA;
32.0CHOBHBIE TIOHATHE JOKYMEHTAIL[HIOHHOTO 00ECTICUCHNUS YIPABIICHUS;
33.cucTeMbl JOKYMEHTAIllHOHHOTO 00eCIIeUeHHs] YIPaBICHHUS;
34.xmaccuuKalnio JOKYMEHTOB;
35.1peboBaHuUs K COCTaBIECHUIO H 0(pOPMIICHHIO JOKYMEHTOB;
36.opranu3anunio JOKyMeHT0000poTa: IpueM, 00paboTKy, perucTpannio, KOHTPOIb,
XpaHEHHUE JOKYMEHTOB, HOMEHKJIATYpy A€.
OK 1. [TornMaer CymHOCTh ¥ COLMAIBHYIO 3HAUUMOCTh CBOEH Oynymiet npodeccun,
MPOSABIATH K HEW yCTOWYMBBIM HHTEpEC.
OK 2. Opranusyet coOOCTBEHHYIO AESITEIBbHOCTD, ONPEACISIET METOIBI U CIIOCOOBI
BBITTOJIHEHU S TPO(eCCHOHANBHBIX 3a1a4, OLlEHUBAET UX () (HEKTUBHOCTH M KAYECTBO
OK 3. Pemaer npobieMbl, OLIEHUBAET PUCK M TPUHUMAET PELICHUS B HECTaHJapTHBIX
CUTyalUsX.
OK 4. OcymiecTBisieT MOUCK, aHATTN3 U OLIEHKY HHPOPMAIIH, HEOOXOIUMOH IS
MOCTAaHOBKH U PELIeHUs MPOeCCHOHANBHBIX 3a/1a4, TPO()EeCCHOHATIBHOTO U JIMYHOCTHOTO
pa3BUTHA.
OK 5. Mcnonb3yer nH(GOPMaLMOHHO — KOMMYHUKAIIMOHHBIE TEXHOJIOTHU AJIS
COBEPIICHCTBOBAHUS TPOPECCHOHAITBHON ACSTEIBHOCTH.
OK 8. CamocrosiTensHO onpeenser 3aJadu npodecCHOHATBHOTO  THYHOCTHOTO
pa3BUTHSA, 3aHUMAETCSl CaMO0Opa30BaHUEM, OCO3HAHHO IUIAHUPYET MOBBIIIEHNE KBATH(PUKaUK
OK 9. T'oToB K cMEHE TeXHOJOrHii B Mpo(ecCHOHaTBHON ASSITENbHOCTH.
[IK 1.1. TIpuHNMAaTh U pErUCTPUPOBATH TOCTYNAIONLYI0 KOPPECTIOHACHIINIO,
HaIpaBIIATh €€ B CTPYKTYPHBIE MOAPA3AEIEHUs OpraHU3alnu.
IIK 1.2. PaccMaTpuBaTh JOKyMEHTHI U NIepeaBaTh UX HAa UCIOJHEHHUE C YYETOM
PE30IIOLUN PYKOBOAUTEIEH OpraHN3aIiH.
[IK 1.3. OpopMiIsiTh perucTpalioHHbIE KAPTOUKH M CO3/1aBaTh OaHK JaHHBIX.
[IK 1.4. Bectu kapToTeKy yueTa MpOXOXKAECHUS JOKYMEHTAIBHBIX MaTEpHAIOB
[IK 1.6. OTnipaBnsITh UCHIOTHEHHYIO TOKYMEHTAIIUIO apecaTaM ¢ IPUMEHEHUEM
COBPEMEHHBIX BUJIOB OpTraHU3al[MOHHOW TEXHUKH

®dopmoli aTTecTalluy 10 y4eOHON ANCIMIIMHE SIBJISETCS 3a4eT
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2.Pe3yabTaThl OCBOEHHS Y4eOHOI T CHMIUINHBI, MOAJeKAlHe IPOBEepKe
B pesynpraTe arTecTanmu no yueOHON JUCHUIUIMHE OCYIIECTBISETCS KOMILJICKCHAS MTPOBEPKA CIICAYIOIINX
YMEHHH 1 3HaHUH, a TaKKe TMHAMUKa (OPMUPOBAHHS KOMIIETECHIIHIA:

Pesynbratel 00yyeHus ®opMBI 1 METOABI KOHTPOJISI H OLEHKH
(ocBOeHHbIE yMeHUSl, YCBOEHHbIE 3HAHUS) pe3yabTaToOB 00y4eHH s
1 2

Ymenua:
V1. Odopmiars 1 mpoBepsTh MPaBUIBHOCTE opopmieHus | [IpakTrueckoe 3aHsATHE
JOKYMEHTAIlUH B COOTBETCTBUU C YCTAaHOBJIEHHBIMHU PaboTa ¢ HOpMaTHBHBIMU TOKYMEHTaMH
TpeOOBaHUSIMH, B T.4. HCIIOb3Ysl HHPOPMAIIOHHbIE
TEXHOJIOTUN
V2. IlpoBomuTh aBTOMAaTH3UPOBAHHYIO 00paboTKy [IpakTnueckoe 3ansTHE
JOKYMEHTOB KonTtponbhas pabota mo npoijeHHOH Teme
V3. OcymecTBiIATh XpaHEHNE U MIOMCK TOKYMEHTOB [IpakTnyeckoe 3ansTHE

Paz6op aenosoii curyarun «Opranu3amnus
paboThI ¢ TOKYMEHTaMH B YUPEKICHUU»

Hcnonb30BaTh TEIEKOMMYHHUKAITMOHHBIC TEXHOJIOTHUU B ITpakTHyeckoe 3aHsATHE
AIIEKTPOHHOM JIOKYMEHTO000pOTE

3uanusa:

31. OcHOBHBIE MOHATHA: LIENH, 3aa41 ¥ IPUHLIUIIBI [IpakTnueckoe 3ansTHE

JOKYMEHTALMOHHOTO 00eCIIeUeH s YIpaBICHUS PaboTa ¢ HOpMaTHBHBIMU TOKYMEHTaMH
Tect 1o npolJeHHBIM TEMaM

32. CucreMbl TOKYMEHTAIIHOHHOTO 00ecTIedeHuUs [IpakTnueckoe 3ansTHE

YIpaBIEHUS, UX aBTOMAaTHU3ALUIO KonTtponbhas pabota mo npoiijeHHOH Teme
Cocrasnenue u opopmicHUE
OpTaHHU3alIMOHHO-PACTIOPSIUTENBHON
JOKYMEHTaIlUH

33. Knaccuukanuro JOKYMEHTOB [IpakTuueckoe 3aHgTue
Pazbop aenosoii curyarun «Opranu3amnus
paboThI ¢ TOKYMEHTaMH B YUPEKICHUU»

34. TpeboBaHMsI K COCTABICHHIO U OPOPMIICHUIO [IpakTnaeckoe 3anstue CocTaBieHUE U

JOKYMEHTOB o opmiieHNE JOKYMEHTOB

35. Opraau3anuo T0KyMEeHTO000pOoTa: TIPHEM, [IpakTuueckoe 3aHgTue

00paboTKy, perucTpanuio, KOHTPOJb, XpaHEHHE PaboTa ¢ HOpMaTHBHBIMU TOKYMEHTaMH

AOKYMCHTOB, HOMCHKIIATYPY ACII

Pe3yabTathl
(OCBOEHHbIE 0DIIHE OcHOBHbBIE TOKa3aTeJIN OleHKH | DopMbI M MeTOAbI KOHTPOJISI
KOMIIETEHIIN ) pesyJjabTara U OIl€eHKH
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OK 1. IToHuMaTh CylHoOCTh U
COIMATBHYIO 3HAYMMOCTh CBOCH
Oyaymier mpohecCru, MPOSIBIATH K
Hell yCTONYMBBIA UHTEPEC

JleMoOHCTpaIus HHTEepeca K
Oyaymuieli mpodeccun

MHUCbMEHHBIN U YCTHBIN ompoc,
TECTUPOBAHUE, YUACTHE B
KOH(EPEHIUAX, TUCITYTAX,
JIEIOBBIX UTpax

OK 2. Oprann3oBsIBaTh
COOCTBEHHYIO JICATEIBHOCTD,
BBIOMPATH TUTIOBBIE METOIBI U
CIOCOOBI BBITIONHEHHUS
npodecCHOHANBHBIX 3a/1ad,
OlLEHUBATh MX ) HEKTUBHOCTH U
Ka4ecTBO

Bei6op, npuMeHeHue U
000CHOBaHUE METOAOB U CIIOCOO0B
petieHus mpodeccHoHaTbHBIX
3a7a4; IeMOHCTPAIUS
3¢ ()EKTUBHOCTH U Ka4eCTBa UX
BBITTOJIHEH U

MHUCbMEHHBIN U YCTHBIN Ompoc,
TECTUPOBAHUE, HAIMCAHUE U
3aIUTa MPOCKTOB

OK 3. [IpuHHMAaTh pemieHus B
CTaHJAPTHBIX U HECTaHAAPTHBIX
CUTyallUsX U HECTHU 33 HUX
OTBETCTBEHHOCTh

JleMoOHCTpaIus CrioCOOHOCTH
MPUHUMATD PEIICHHS B PA3THUHBIX
CUTYaIlUsAX U HECTH 332 HUX
OTBETCTBEHHOCTh

MHUCbMEHHBIN U YCTHBIM Ompoc,
TECTUPOBAHUE, PEIICHUE
MPOOJIEMHBIX

CUTyalui

OK 4. OcyuiecTBasTh IOUCK U
WCTIOJIb30BaHuEe HH(OpMAIIHH,
HEoOX0IUMOH 11 3PEKTUBHOTO
BBITTOJTHEHUS
npodecCHOHANBHBIX 3a/1ad,
poheCCHOHATBHOTO U
JUYHOCTHOTO Pa3BUTHS

Ocy1ecTBISATh TOUCK
HE00XOAMMON MH(POPMAIIHH,
WCIONB3YET PA3INYHbIC UICTOUHUKH,
BKJTFOUAs DIICKTPOHHBIC JIIS
3¢ ()EKTUBHOTO BHITIOTHEHHUS
npoheCcCHOHATBHBIX 3324

MHUCbMEHHBIN U YCTHBIM ompoc,
TECTUPOBAHUE, HAMCAHUE
pedeparos,
HCCIIETOBATCIBECKUX U
TBOpYECKHUX padoT

OK 6. Paborath B KOJUICKTUBE U B
KoMaHze, 3QQEeKTUBHO 00IAThCs C
KOJIJIETaMH, PYKOBOZACTBOM,
MOTPEOUTENIMU

YMeHue rpaMOTHO CTaBUTh U
3a/1aBaTh BOIIPOCHI,
KOOPAWHHUPOBATH CBOM JIEMCTBHS C
JOpYTUMH y4acTHUKaMH OOILCHHS,
KOHTPOJINPOBATh CBOE TIOBECHUE U
SMOLUHN

MHUCbMEHHBIN U YCTHBIN Ompoc,
TECTUPOBAHUE, JIENOBAs UTPa,
TPEHUHTH

OK 12. CobmromaTh AeHCTBYIONICE
3aKOHOJIATENILCTBO U 00s3aTEIbHEIC
TpeOoBaHUS HOPMATHUBHBIX
JOKYMEHTOB, a TakKXe TpeOOoBaHUS
CTaH/IaPTOB, TECXHHUYECKUX YCIOBHUI

3HaHuE 3aKOHO/IATEILCTBA
Poccuiickoit ®enepanun B chepe
JOKYMEHTAIIMOHHOTO 00eCTIeueHIs
yIpaBJICHUS

MHUCbMEHHBIN U YCTHBIN ompoc,
TECTUPOBAHUE, ICIOBAS UTpa

K 1. [IpunumaTh u
pEruCTpUpOBaTh MOCTYTAIOIYIO
KOPPECTIOHAECHLINIO, HalpaBisaTh €€
B CTPYKTYpHBIE MOJpPAa3/AEICHUS
OpTaHH3alHN.

OcymiecTBIATh NPUEM BXOAALIEH
KOppECTIOHAEHLIUN, PETHCTPUPOBATH
W HaIlpaBJSITh B CTPYKTYPHBIE
MOJIpa3AeICHMUS.

Habnronenne wu omnenka Ha
MPaKTUYECKUX 3aHITHAX.
OneHka B Xofe MPOBEICHUS
MPAaKTUIECKON paboTHI.

Onenka pu peleHnn
CUTYal[MOHHBIX 3a7a4.
TectupoBaHue.

IIK 2. PaccMaTpuBaTh JOKYMEHTHI
nepefaBaTh MX Ha UCIOJHEHHUE C
Y4ETOM PE30JIIOHUU PYKOBOAUTENEH
OpTaHH3alIHN.

Ocy1ecTBISATh TOUCK
HE00XOAMMON MH(POPMAIIHH,
WCIIONB3YET PA3INYHbIC UICTOUHUKH,
BKJTFOUAS DIICKTPOHHBIC JITIS
3((HEKTUBHOTO BHITIOTHEHHUS
npoheCcCHOHATBHBIX 3324

Habnronenne wu omnenka Ha
MPAKTUIECKUX 3aHATHAX.
OneHka B Xofe MPOBEICHUS
MPAaKTUYECKON paboTEhI.

Onenka pu peleHun
CHTYallMOHHBIX 3a]ad.
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IK 3. OdopmisTe
pETHCTpPALlMOHHBIE  KAapTOYKH U
co3gaBaTh OaHK JaHHBIX.

Bei6op, npuMeHeHue U
000CHOBaHNE METOLOB U CIIOCOO0OB
petiieHus mpodeccHoHaTbHBIX
3a7a4; IeMOHCTPAIUS

3¢ ()EKTUBHOCTH U Ka4eCTBa UX
BBITTOJIHEH U

Habnronenne wu omnenka Ha
MPAKTUIECKUX 3aHATHAX.
OneHka B Xo[e MPOBEICHUS
MPAaKTUIECKON paboTEhI.

Onenka pu peLieHun
CHTYallMOHHBIX 3a]ad.

[IK 4. Bectu kapToTeky yuera
MIPOXOXKICHUS JOKYMEHTAJIBHBIX
MaTepuasoB

Bei6op, npuMeHeHue U
000CHOBaHUE METOLOB U CIIOCOO0OB
petiieHus mpodeccHoHaTbHBIX
3a7a4; IeMOHCTPAIUS

3¢ ()EKTUBHOCTH U Ka4eCTBa UX
BBITTOJIHEH U

Habnronenne wu omenka Ha
MPAKTUYECKUX 3aHATHAX.
OneHka B Xofe€ MNPOBEICHUS
MPAaKTUYECKON paboTEhI.

Onenka pu pelieHun
CHTYallMOHHBIX 3aJad.

[IK 6. OTnpaBiasTe HCHONTHEHHYIO

AOKYMCHTAIIUIO aJapecaTtaM C
MNPUMCHCHUCM
COBPCMCHHBIX BUJIOB

OpFaHHBaHHOHHOP’I TCEXHHUKN

Beibop, npuMeHeHue U
000CHOBaHNE METOLOB U CIIOCOO0OB
petieHus mpodeccroHaTbHBIX
3a7a4; IeMOHCTPAIUS
3¢ ()EKTUBHOCTH U Ka4eCTBa UX

Habnronenne wu omnenka Ha
MPAKTUIECKUX 3aHATHAX.
OneHka B Xofe MPOBEICHUS
MPAaKTUIECKON paboTEhI.
Onenka pu pelieHun

BBITIOJTHCHU L

CUTyallMOHHBIX 3a/a4.

3.0uenka ocBOCHHA YUe€OHOM AU CHUIIIHHBI
3.1.opMBI KOHTPOJIS 1 OIIEHUBAHUS YJIEMEHTOB YUeOHOH AU CIUIIIHHBI

Pe3yabTatnbl 00yyeHust DopMbl 1 METOILI KOHTPOJISI U OLlEHUBAHUSI
Jj1eMeHT
yuebHoii TexkymuiikoHTp PyOexnbrii Tpomesicy-
AMCHUILIMHBI 0JIb KOHTPOJIb TotHas
arrecrauus
Paznen TectupoBanue
Tema 1. OcuoBrl | V1, 31, 32, 33. 34, 35,0K1,4 (hpOHTAITEHBIH TectupoBanue 3a4eT
JIEIONPOU3BOICTB OTpoC
a
Tema V1,31, 32, 33. 34, 35,0K2.4, (bpOHTAITBEHBIH TectupoBanue 3a4eT
2.0pranmzamus | [IK1, 2, 3,4,6 orpoc
pabotsl ¢
JIOKYMEHTaMH
Tema 3. Cuctema | V1, 31, 32, 33. 34, 35, OK Tect TectupoBanue 3ader
opranuzauuonnop | 2,4,12, 1IK1, 2, 3,4,6 TOYHOCTh U
aCIOpAIUTEIbHON CKOPOCTh
JOKYMEHTAIHH BBIIIOIHEHHS
TECTOBOI'O
3aaHuA,
COOTBETCTBHE
JTaJIOHAM
OTBETOB
Tema 4. Cuctema | V1, 31, 32, 33. 34, 35, OK VIHIMBUTyaJIbHBIN TectupoBanue 3a4eT
norosopHonpasos | 2,4, 12, TIK1, 2, 3,4,6 1 (hpOHTAITEHBIH
o onpoc
JOKYMEHTAIHH
Tema 5. V1, 31, 32, 33. 34, 35, OK Tect TectupoBanue 3ader
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JIOKyMEHTEHI IO 24,12, 1IK1, 2, 3,4,6 TOYHOCTh U
BHCIIHCOKOHOMHY CKOPOCTh
eCKOi BBIIIOTHCHHS
JIESATEIIbHOCTH TCCTOBOT'O

3aJaHuA,

COOTBETCTBHE

JTaJIOHaM

OTBETOB
Tema 6. V1, 31, 32, 33. 34, 35, OK VIH]IBUTyaJIbHBIN TectupoBanue 3ader
[Iperensnonnouc | 2.4, 12, 11K1, 2, 3,4,6 1 (hpOHTAITEHBIH
KOBas oIpoc
JIOKYMEHTAIHS

3.2. Kputepun oueHku

Tun (Bua) 3aganus

Kpurtepnu onesnku

Y cTHBIE OTBETHI

OneHka «5» CTaBUTCS B TOM CIIy4ae, €I CTYJSHT NMPAaBHIbHO TTOHUMAET
CYIIHOCTB BOIPOCA, AaeT TOYHOE ONPE/CICHIE U HCTOIKOBAHHE OCHOBHBIX
MOHSTHUI; PAaBIIIBHO aHAJIM3UPYET YCIOBHE 331441, CTPOUT AITOPUTM H
3alHCBIBACT IPOrPaMMy; CTPOUT OTBET MO COOCTBEHHOMY IUIaHY, COPOBOXKAACT
OTBET HOBBIMHU IIPHMEpPaMH, YMEET IPUMEHHUTh 3HAHHS B HOBOH CHTYaIlHMH; MOXKET
YCTaHOBUTH CBSI3b MEKIY U3y4aeMbIM U paHee U3yYCHHBIM MaTepUalioM U3 Kypca
MH(OPMATHKH, a TAKKE C MATEPUAJIOM, YCBOCHHBIM MIPH M3YYCHUH JIPYTUX
JTUCIMIUTNH/MOAYIEN.

OneHka «4» CTaBUTCS, €CIIM OTBET CTYACHTA YIOBIETBOPSIET OCHOBHBIM
TpeOOBaHUSAM K OTBETY Ha OLICHKY 5, HO JIaH 0e3 HCIOIb30BaHUS COOCTBEHHOTO
TUIaHa, HOBBIX MMPUMEPOB, O3 MPUMEHECHUS 3HAaHUI B HOBOI CUTyaluu, 0e3
UCIIONIb30BaHHUs CBSI3Ei ¢ paHee N3yYCHHBIM MaTePUAIOM H MaTEPHAIIOM,
YCBOGHHBIM IPH U3yYCHUH APYTUX AUCHUTLTHH/MOIYJICH; CTYJCHT JOIMYCTHII OAHY
OIMOKY WK He 0oJee IBYX HEIOYETOB M MOXKET UX UCIIPABUTH CAMOCTOSTEIILHO
WM ¢ HEOOJBIIOH MTOMOIIBIO YIUTEIS.

OneHka «3» CTaBUTCS, €CJIM CTYACHT NPABIILHO MOHUMAET CYIIHOCTh BOIPOCA,
HO B OTBETE MMEIOTCS OT/ICIIbHBIC IIPOOEIIBI B YCBOCHUH BOIIPOCOB Kypca
MH(OPMATHKH, HE TPETSATCTBYIONIHME JATbHEUIIEMY YCBOCHUIO IIPOrPAMMHOTO
Marepuasa; yMeeT IPUMEHSTh MOTyYCHHbIC 3HAHUSI NP PEIICHUHU MPOCTHIX 3a7a4
110 TOTOBOMY QJITOPUTMY; JOIYCTHJI HEe OoJiee OTHOM Ipy0oi OMIMOKH U IBYX
Helo4YeToB, He OoJee 0IHOM rpy0oil U 0JJHOM Herpy0Ooii omuoOku, He Oosiee IBYX-
TpeX HEerpyObIX OmHMOOK, OHON HEerpyOol OIIMOKU M TPEX HEIO0YETOB; JOMYCTHII
YeTBIPE-TISTh HEOUCTOB.

OneHka «2» CTaBUTCS, €CJIU CTYACHT HE OBJIaJIe] OCHOBHBIMH 3HAHUSIMH U
YMEHHUSIMH B COOTBETCTBUH C TPEOOBAHUSIMU IPOrPAMMBI U IOMYCTHIT OOJIbIIE
OIMOOK U HEJOYETOB, YeM HEOOXOAUMO ISl OLICHKU

Tectbl «5» - 100 — 91% npaBUIBHBIX OTBETOB
«4» - 70 - 90% npaBUIBHBIX OTBETOB
«3» - 52 — 69% npaBUIBHBIX OTBETOB
«2» - 51% 1 MeHee IpaBUIIBHBIX OTBETOB
KonTponpnas «5» - 100 — 91% npaBUIBHBIX OTBETOB
(camocTosITeIbHAS) «4» - 70 - 90% npaBUIBHBIX OTBETOB
pabora «3» - 52 — 69% npaBUIBHBIX OTBETOB
«2» - 51% 1 MeHee IpaBUIIBHBIX OTBETOB
Koncnexrst CootBercTBHE COAepKaHuUs pabOTHI, 3asBICHHOH TemMe, TpaBUiIaM 0pOpPMIICHUS
paboTHI.
Joknanpl, OueHka «5» CTaBUTCsI, €CIIH BHINOTHEHBI Bce TPEOOBAHUS K HAIIMCAHUIO U 3aIIUTE

pedepaTsl, 3cce,
TBOpYECKHUE PAOOTHI

pa60TBI: 0003HaueHa np06neMa 1 000CHOBaHa eé AKTYaJIbHOCTb, CACIIaH KpaTKI/If/’I
AHAJIN3 PA3JIMYHBIX TOYCK 3pCHHUA Ha paCCMaTpUBACMYIO np06neMy 1 JJOTUYHO
H3J10KeHa COOCTBEHHAs Io3unus, C(l)OpMyj'II/IPOBaHBI BbIBO/IbI, TEMA paCKpbITa
TMOJIHOCTBHIO, BBIACPIKAH 06’I>éM, CO6J'IIOZ[€HI:I Tpe60BaHI/I$I K BHCHIHCMY
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o(hopMIIEeHHIO, TaHbI IPaBUIIBHBIC OTBETHI HA AOTOTHUTEILHBIE BOITPOCHI.
Ouenka»4» — OCHOBHBIE TPeOOBaHUs K padOTe U €€ 3aIIUTe BHIMOIHEHBI, HO TPU
9TOM JONYLIEHBI HeNOYETH. B 4acTHOCTH, MIMEIOTCS HETOUHOCTH B U3JI0KECHUH
MaTepHaia; OTCyTCTBYET JIOTHYecKas MOCIEA0BaTENbHOCTh B CYKICHUSX; HE
BbIZIepKaH 00bEM; HUMEIOTCA YIYIIEeHH B 0OpMIICHUH; Ha TOTIOJTHUTENbHBIE
BOIPOCHI IIPH 3aILUTE AaHbI HETIOJHBIE OTBETHI.

Ouenka «3» UMEIOTCA CYLIECTBEHHbBIE OTCTYIUIEHH OT TpeboBaHuii K padbore. B
YaCTHOCTH: TeMa OCBEILEHA JIUIIb YACTUYHO; JOMYIIEHb! (PaKTHUECKUE OIINOKH B
COZIep’KaHUM WM TIPH OTBETE Ha JAOMOIHUTENbHBIE BOIIPOCH]; BO BPEMS 3aILIUTHI
OTCYTCTBYET BBIBOJ.

Ounenka «2» — TeMa He PacKpbITa, OOHAPYKUBAETCS CYIIECTBEHHOE HEITOHUMaHHE

MPOOJIEMBL.
IIpaxkTudeckue «5» - 100 — 91% npaBUIBHBIX OTBETOB
paboTs «4» - 70 - 90% npaBUIBHBIX OTBETOB

«3» - 52 — 69% npaBUIBHBIX OTBETOB
«2» - 51% n MeHee IpaBUIIBHBIX OTBETOB

4. ®oH/A KOHTPOJIbHO-0LEHOYHBIX CPeACTB/IJISI TEKYIEro KOHTPOJISI 3HAHUN U YMeHU

Tekymas arrecranusi CTYACHTOB IO IUCLUUIUIMHE «JlOKyMEHTallMOHHOE o0eclieueHHe YIpaBICHUS»
MPOBOAMUTCS B COOTBETCTBHM C YCTaBOM TEXHUKYyMa, JOKAIbHBIMH JOKYMEHTAMH TEXHHKyMa M SBISETCS
00s13aTEeNbHOM.

Tekymmas arTecTauus Mo AUCHMIUIMHE «J[OKyMEHTalMOHHOE OOECIeUeHUE YIpaBICHHUS» MPOBOIUTCA B
(opMe KOHTPOJIBHBIX MEPONPHUIATUN Ha Y4eOHBIX 3aHATHSIX MO OLEHMBAHHIO (PAKTUYECKHX PE3YyIbTAaTOB OOy4YCHUS
CTYZIEHTOB M OCYILECTBIISICTCS] BEIYLHM MTPENOAABATEIIEM.

OOBeKTaMu OLIEHWBAHUS BBICTYIAIOT:

- CTENeHb YCBOCHUS TEOPETUUECKUX 3HAHUI;

- YPOBEHB OBJIaJICHUS MPAaKTHUECKUMHU YMEHUSMH M HAaBBIKAMH 110 BCEM BHIaM y4eOHOI paboThI;

- PE3ybTaThl CAMOCTOSATENBFHON paOOTHI.

OneHuBaHWE OCYILECTBISICTCS MyTEM BBHICTABICHHS OLEHOK B JKypHal W YyKa3aHHEM KOJIUYeCTBa
MPOMYILEHHBIX 3aHATHH.

@DoHJI OLIEHOYHBIX CPEICTB TEKYLIET0 KOHTPOJIS BKIIOYAET:

- (poHTaNBHBIN OIPOC

- WHAWBUIYaJBHBIA OIPOC

- Pa3HOYPOBHEBBIE 3aIaHUSI Il CAMOCTOSATENBHON paboThI

- KpYIJIBI CTOMN

- acce

- TBOPYECKOE 3aaHNe

- JUKTaHT

- MUHH-TECT

4.1. TunoBple 3aaHNUsA I/ TEKYLIEr0 KOHTPOJIA
4.1.1. Tunoevie 3a0anua onsa Munu-mecma
3AJJAHHME 1
O0pa3ubl TecTa ISl NPOBeAeHUs TeKylero KOHTpoJsi no Teme 1. OcHOBBI AeJIONPON3BOACTBA(BHIOOP OHOTO
BApHAHTA NPABUJIbHOI0 OTBETA)
1. Cucrema 1OKyMEHTAUHMHU — ITO COBOKYIMHOCTH JOKYMEHTOB, IPUMeHsIeMbIX:
a) B cepe yrnpaBieHHUs;
0) B Kakoi-mu00 cdepe nesTeabHOCTH;
B) B IJaHHOM YUYPEXKICHHU;
') B KOHKPETHOM CTPYKTYPHOM TOJPa3/ACICHUH.
2. Ha koJu1ernajibHOi OCHOBE U3JAI0TCS:
a) MMOCTaHOBJICHHUS;
0) IpuKa3bl IO OCHOBHON AESTENBHOCTH;
B) TPHKAa3bI MO JINYHOMY COCTAaBY;
T) CIIPaBKH.
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3. [IpoekT NpuKa3a no JMYHOMY COCTABY F'OTOBHTCSI:
a) HAaYaIbHUKOM KaHILIEIAPHH;

0) HaYaJIFHUKOM OTJeNa KaJpoB;

B) IOPUCKOHCYIIETOM;

T) CEKpETapeM.

4. IMTucbmo, coaep:kaulee cooduleHHe 0 KakoM-audo daxre

HAeATeIbHOCTh KAKOI-1100 OpraHu3anun, Ha3bIBAETCS:
a) pa3bsCHEHUEM;

0) nHpOpMaLIMOHHBIM;

B) HaIlOMUHAHUEM;

') TapaHTUIHBIM.

5. IlpueM Ha padoTy MPOU3BOAUTCH HA OCHOBAHUHU:
a) pacropsbKeHHs HadyalbHUKA OTJiea KaIpoB;

0) INYHOTO KeNnaHus pabOTHUKA;

B) JINUHOT'O 3asIBJICHUS paOOTHUKA,;

r) aBToOMOrpaduu.

Bpemsi Ha TOATOTOBKY M BBINOJIHEHHE:

MOATrOTOBKA 5 MUH. ;
BBEITTOJIHEHHE _ vaca 10 MUH.;
oopmiieHne ¥ cpava __5_ MuH.;
BCEro Jaca 20 MUH.

3AJJAHHUE 2

WJIH MepONpHsATHH,

NponaraHaupyoulee

OO0pa3usbl Tecta JJ15 NMPOBeJeHUs] TEKYIIero KOHTPoas no Tteme 2.0pranuzanusi padoTsl ¢ JOKyMeHTaMH

(BBIOOP 0HOT0 BAPHAHTA MPABHJIBHOIO OTBETA)

1. ITucbMeHHOe coOrJIalleHMe MEKAY OpPraHu3anueidl M 4YaCTHBIM JIMIOM 00 YCTAHOBJIEHHH TPYAOBBIX

OTHONICHMIT HA3bIBAETCS:

a) TPYZIOBBIM KOHTPAKTOM;

0) KOMMEPYECKUM KOHTPAKTOM;

B) KOMMEPYECKUM JIOTOBOPOM.

2. ABToOnorpadgus cocTaBJ/isieTcs ¢ HeJIbI0:

a) morcka padoThl;

0) TPYAOYyCTpOICTBA;

B) YCTaHOBJICHUS JINYHOCTH;

T') 3aBECTU TPYIOBYIO KHUXKKY.

3. Cay:xeOHble MHCHMA He MMEIOT PeKBU3HTA:

a) pe3OIONus;

0) Ha3BaHUE BHU[A;

B) CChIJIKA Ha MHICKC U J1aTY;

') OTMETKa 00 MCIIOJTHUTEE.

4. [TouToBBIii apec B peKBU3NTE «aJpecar» YKa3bIBAeTCH:
a) BO BCEX JOKYMEHTAX;

0) pa3oBOMY KOPPECIIOH/ICHTY;

B) BBILIECTOSILUM OPTaHU3aLUsIM;

T') OpraHam BJacTH U yIpaBJICHUSI.

5. CranpapTusanus:

a) MPOLIECC YCTAaHOBJICHUS U MPUMEHEHHs 00pa3IioB, STAJIOHOB;
0) mpotecc NpUMEHEHUS] YHU(PULIUPOBAHHBIX (POPM TOKYMEHTOB;
B) TpoLecC YCTAaHOBJIEHH MPaBUI 00paOOTKH JOKYMEHTOB;

T') IPOLIECC PErUCTPALIUN TOKYMEHTOB.

Bpemsi Ha TOATOTOBKY M BBINOJIHEHHE:

MOATrOTOBKA 5 MUH. ;
BEITTOJIHEHHEe _ vaca 10 MUH.;
oopmiieHue ¥ cnava __5_ MuH.;
BCEro Jaca 20 MUH.

3AJJAHHME 3

OO0pa3usbl Tecta JJ1s NMPOBeleHUs] TEKYIIero KOHTPoas no Tteme 2.0pranuzanusi padoTsl ¢ JOKyMeHTAMH

(BHIOOP 0IHOT0 BAPHAHTA MPABHJIBHOIO 0TBETA)
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1. YcraB 1opuau4eckoro Juua yTBep:KaaeTcs:

a) opraHaMM rocyJapCTBEHHO! BIIACTH;

0) ydpenuTensimMu;

B) BBILIECTOSIICH Opranu3anueit;

T') aKIIMOHEPaMH.

2. JIoOKyMeHT, aJpecOBAHHBIIi PYKOBOAMTENI0 W HHPOPMUPYIOIIMH €ro 0 CJAOKHBLIEHCS CUTyaluH,
coiep:KalMii BBIBOABI U NMPeJI0KeHUsI AaBTOPA, HA3bIBAETCA:

a) cIy>keOHOH CIIpaBKOM;

0) CITy>)keOHOH 3aInCKOiA;

B) JIOKJIQJTHOM 3aITMCKOM;

I') O0BSACHUTEILHON 3aIKCKOI;

3. IIpaBoBoii aKT, M31aBaeMblii MJIM YTBEp:KIAaeMblli B LeJsIX YCTAHOBJIEHHS NMPABUJI, PeryJIupylOmIHuX
OpraHM3alOHHbIC, (PUHAHCOBBIEC W CHeNHAIbHbIC CTOPOHBI AeATEJIbLHOCTH YUpeKAeHUIH, HA3bIBACTCS:
a) [Tonoxennewm;

0) UucTpyKkuueit;

B) YKazaHueM;

r) YcraBoM.

4. [TeuaTpb10 YI0CTOBEPSIIOTCS:

a) MMCbMa-TIOATBEP K ICHUS;

0) mrCchMa-TIPUTIAIICHHS;

B) FapaHTUMHbBIC TUCHMA;

T') IACbMa-MPETEH3HH.

5. JInuHoe qe10 paGoOTHHKA 3aBOAMTCS HA OCHOBAHNHW HATWYNS:

a) MpHKa3a Mo JUYHOMY COCTaBY;

0) TPyIOBOW KHIKKU;

B) B OyXraJiTepuu JULIEBOI'0 CUeTa Mo 3apab0THOM IIate;

T) pe3toMe.
Bpemsi Ha TOATOTOBKY U BBINOJIHEHHE:
MOATOTOBKA __ 5 MUH.;
BEITTOJIHEHHE _ vaca 10 MUH.;
oopmiieHre ¥ cnava __5_ MuH.;
BCErO yaca 20 MMH.
3AJIAHHUE 4
Oo6pa3ubl TeCTa  JJA NMPOBeEACHUSA TeKyLIero KOHTPOJIS o TEMe 3. Cucrema

OPraHu3alOHHOPACHOPSANTEIbHONH JOKYMEHTAIMU (BBIOOP OHOr0 BAPHAHTA MPABHJIBHOI0 0TBETA)
1. JInynasi KapTOYKAa 3aBOAUTCH HA pa0OTHHKOB, IPUHATHIX HA padoTy:

a) TIOCTOSIHHYIO;

0) BpEeMEHHYIO;

B) IIOCTOSIHHYIO U BPEMEHHYIO;

') B OpraHax.

2. CBou no:keJaHus 0 10JLKHOCTH U cdepe AesiTeJIbHOCTH PA0OTHHK YKA3bIBAEeT:
a) B aBToOMOrpadumy;

0) B pe3rome;

B) B 3asBJICHUU;

T) B [IpHKa3e 10 JINYHOMY COCTaBy.

3. Yder 00beMa JOKYMEHTO0000POTA BeAETCH C HETbI0:

a) KOPPEKTUPOBKH 3arpy3Ku MOApa3AeieHNH U paOOTHUKOB;

0) It IPEAOCTaBIICHUS OTYETa B BHIILIECTOALIYIO OpPTraHU3aLIUIO;

B) JUIsI IPEIOCTABJICHUS OTYETa B OyXTralTepHIo;

T') AJIsl IPEJOCTaBIICHHUS OTUYETa B aIMHUHUCTPALIUIO.

4. 110 — 3TO IOKYMEHTBI:

a) 10 OAHOMY BOINPOCY WJIN y4acTKy AEATEIbHOCTH;

0) OHOTO CTPYKTYPHOT'O MOAPa3ACICHUS;

B) C OMMHAKOBBIM CPOKOM XpaHEHUs, IOMEIIEHHBIE B OIHY O0JIOKKY;

T) [10 INYHOMY COCTaBYy.

S. I'pynnupoBKa J0OKYMEHTOB B /ieJia B COOTBETCTBHM C HOMEHKJIATYPOil JeJ1 Ha3bIBaeTcs:
a) yHu(UKaIueH;
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0) cucTeMaTH3alNEH;

B) (hOpMUPOBAHUEM;

) cTaHaapTU3aluei.

Bpems Ha MOATOTOBKY U BHINIOJIHEHHE:

MOATrOTOBKA 5 MUH. ;
BBEITTOJIHEHHEe _ vaca 10 MUH.;
oopmiieHre ¥ cnava __5_ MuH.;
BCEro Jaca 20 MUH.

3AJJAHHME 5
OOpa3ubl TecTa I TPOBeJeHHS] TeKyHIero KOHTPOJSI IO
AOKYMeHTAluH (BHIOOP OTHOT0 BAPHAHTA NMPABUJIbHOIO OTBETA)
1. Jena yueOHbIX 3aBeiennii popMupymor:
a) 3a KaJIeHIapHBIN TOL;
0) 3a mepuo 00yUYeHUS;
B) 3a y4eOHBII ToJI;
T) 3a TpHU roja.
2. JxcnepTHasi KOMUCCHS AeifiCTBYeT:
a) TIOCTOSIHHO (B TEUEHHE TO/Q);
0) B KOHIIE I'0/ia IPY MPOBEACHUH SKCIEPTH3HI;
B) IEpUOJNYECKH (pa3 B KBapTan);
T') BRIOMpaeTcs B Havaje YeTBEPTOro KBapTania.
3. lesia MOCTOSIHHOTO CPOKA XPaHEHHs CAAIOTCS B apXUB:
a) TI0 OIKCH;
0) 0 TepEeYHIo;
B) TI0 HOMEHKJIATYPE;
T') IO BEIOMOCTH.
4. K cucreme OPJI He oTHOCSTCS:
a) OpraHU3allMOHHBIE TOKYMEHTHI;
0) ¢puHAHCOBBIEC TOKYMEHTHI;
B) HOpMaTHBHBIC JOKYMEHTHI;
') JOKYMEHTHI 110 KaJpam;
5. ITo cnoco0y pukcanuu J0OKYMEHThI JeJsITC Ha:
a) rpaduyeckue;
0) THUIIOBEIC;
B) CIIOXKHBIC;
T) CIry’KeOHBIE.
Bpemsi Ha TOATOTOBKY M BBINOJIHEHHE:

MOATOTOBKA 5 MUH. ;
BEITTOJIHEHHEe _ vaca 10 MUH.;
oopmiieHre ¥ cnava __5_ MuH.;
BCEro Jaca 20 MUH.

3AJJAHHUE 6

TEMeE

4. Cucrema I0roBOPHONPABOBOIi

OO0pa3ubl TecTa 1J1s1 MPOBEIeHU s TEKYIero KOHTPoJIA 1mo TeMe S. [IpeTeH3NOHHOUCKOBasI

AOKYMEHTAusi(BHIOOP 0OIHOT0 BAPHAHTA NMPABUJIbHOIO 0TBETA)

1. lenonpou3BoacTBO paccMaTpuBaeT YHU(GUIUPOBAHHYIO CHCTEMY:

a) QUHAHCOBOHM M OTYETHOMN JOKYMCHTAIIHW;

0) OpraHU3aIMOHHO-PACTIOPSIIUTEIBHON TOKYMEHTAIINH;
B) 0OaHKOBCKOH JIOKyMEHTAIINH;

') OTYETHO-CTATUCTUYECKON JOKYMEHTAIUH.

2. Opuandeckyo CUIIy TOKyMEHTY MPHIAeT:

a) rpud coriracoBaHus;

0) rpud yTBEpKICHHUS;

B) PE3O0IIOLUS PYKOBOAUTEIS;

I') BU3a COrJIacOBaHMSL.

3. HopmaTuBHBIE aKTbl, ONpeaesOLIHe TNOPSAI0K O0Opa3oBaHHs, CTPYKTYPY, (PYHKUIHMH, KOMIETEHIHIO,

00513aHHOCTH U OPTraHU3AIUI0 Pa00Thl, HA3LIBAIOTCH:
a) TIOJIOKEHHEM;
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0) ycraBowMm;

B) UHCTPYKLIMEN;

T') LITAaTHBIM PacTIHCAaHUEM.

4. JlokyMeHT, COCTABJIEHHbIH HECKOJBKMMH JHMIAMH /s TOATBepxAeHus (aKToB WM COOBITHI,
Ha3bIBaeTCH:

a) CIIpaBKOW;

0) IOKJIagHOM 3aIMCKOM;

B) CIIy’>K€OHOM 3aMHCKOM;

') aKTOM.

5. Penrenne npuHUMAaeTcs HA OCHOBe:

a) eAMHOHAYAIIHS;

0) KOJJIernaibHOCTH;

B) YCTHOT'O PacTOpsKEHHs aIMUHUCTPAIIHH;
') JOKYMEHTa BBIIIECTOALIEH OpraHu3alum.
Bpemst Ha TOATOTOBKY W BBHINOJIHEHHE:

MOATrOTOBKA 5 MUH. ;
BBEITTOJIHEHHEe _ vaca 10 MUH.;
oopmiieHne v cpava __5_ MuH.;
BCEro Jaca 20 MUH.

3AJJAHHUE 7
OO0pa3usbl Tecta JJ15 NMPOBeJeHUs] TEKYIIero KOHTPoas no Tteme 2.0pranuzanusi padoTsl ¢ JOKyMeHTaMH
(BBIOOP 0HOT0 BAPHAHTA MPABHJIBHOIO OTBETA)
1. IToompenue paGOTHUKOB MO Pe3yJbTATaM /JAesiTeJIbHOCTH 0TMeYaeTCs :
a) MPUKA30M I10 OCHOBHOM JIESITEBbHOCTH;
0) IpUKa30M IO JIUYHOMY COCTaBY;
B) PacHopsDKEHUEM;
') aKTOM.
2. 3asBieHne peKoMeHayeTcss 0(popMIATh Ha JucTe Oymaru popmara:
a) A4,
0) AS;
B) A3;
r) AG.
3. Eciiu Bce COTPYIHHMKH [I0JKHbI MMeTh BO3MOKHOCTH O3HAKOMJIEHMSI ¢ JOKYMEHTAMHM B 3JIEKTPOHHOI
(¢opme, BBOIUTCA MAPOJIb:
a) JUIsl 9YTCHHUS;
0) 151 TOJTHOTO JOCTYIA;
B) JUIsl YACTHYHOTO IOCTYTIA;
') HE BBOJUTCA.
4. PexBU3UTOM HA3BIBAETCSH:
a) AIEMEHT OpHUIMATIBHOTO JOKYMEHTA;
0) pJIeMeHT T000r0 TOKYMEHTA;
B) MH()OpMAIIMOHHAS OCHOBA IOKYMEHTa;
T) 3JIEMEHT ONPENEIEHHOr0 JOKYMEHTA.
5. Ycranosure coorBercTtBre. HoMeHKIaTypa MoKeT ObITh:
1) TumnoBas;
1) cocraBusiercsi COTPYAHUKAaMH CIY)KOBl TOKYMEHTAIIHIOHHOTO OOCCIIEUECHHUS! OpraHu3alld C MpPUBJICYCHUEM
PYKOBOJCTBA CTPYKTYPHBIX MOApa3AencHuit
2) UHAUBUAYaTbHOW;
2) HOMEHKJIATypa JeJl YCTaHaBIHMBAeT COCTaB JIEN, 3aBOMUMBIX B JICJIONPOM3BOJCTBE ONHOTHITHBIX OpPraHU3alHl, U
SIBIISICTCS] HOPMATHBHBIM TIOKYMEHTOM
3) npuMepHasi;

3) YCTaHaBJIMBACT HpI/IMepHI:If/’I CoCTaB €I, 3aBOAMMBIX B JICJIONPOU3BOACTBEC opraHmauHﬁ, Ha KOTOPLIC OHa
pacnnpoCTpaHACTCA, C YKa3aHUEM UX MHJACKCOB, U HOCUT peKOMeHZ{aTeﬂBHBIﬁ XapakTep.
BpeMH Ha MOJATrOTOBKY U BBITNIOJIHCHHE:
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IIOAroTOBKa 5 MHH.;

BBIIIOJIHCHUE gaca 10 MHH.
oopmiienue 1 cnava __ 5 MHUH.;
BCETO Jaca 20 MHH.

3AJJAHHUE 8
OO0pa3ubl TecTa AJs MPOBEeHUS TEKYIIero KOHTPOJIA moTeMa 5. J[OKyMeHTbI 10 BHELIHEeIKOHOMHUYECK Ol
AesiTeJILHOCTH (BHIOOP OJHOTO BAPMAHTA MPABUJILHOIO OTBETA)
1. lomotHUTE MpEIIOKEHNE:
OKVY ] — Obmmepoccuiickuii kiaccuukaTop
2. JlonoJHUTE MPeJIoKeHne:
VYcTaB opraHu3anum — NpaBoBOH akT

3. BcraBbTe NponylieHHbIE B TEKCTE CJI0BA
B nporokone kaxnaplii IYHKT TIOBECTKM [JHS paclHChIBaeTcs (CTPOMTCS) MO CXEME: ,

)

4. YCTaHOBHTH COOTBETCTBHE MEKAY TEPMUHAMH U HX COJep:KaHUEM

1) IlocTaHoBJIeHUE

3) mpaBOBOW aKT, H3JaBAEMBbIH EIUHOJIMYHO PYKOBOJHUTENEM TIJIaBHBIM 00pa3oM KOJJIETHAIBHOIO OpraHa
rOCyJapCTBEHHOTO YIIPABICHUS B LIENSIX Pa3pelIeHUs ONEpPaTHBHBIX BOPOCOB

2) llpuxka3

1) mpaBOBOIl aKT, MPUHUMAEMBIH BBICIIMMH M HEKOTOPBIMU LIEHTPAJIbHBIMU OpraHaMU KOJJIETHATIBHOTO YIPABICHHUS
B LENSIX pa3peleHns HanOonee BaXKHBIX U IPUHIWIUATIBHBIX 33124

3) PacnopsizkeHue

2) MpaBOBOM aKT, M3JaBacMbIil PYKOBOJUTENEM, IEHCTBYIOUIMM Ha OCHOBE E€IMHOHAYANINS B LENAX Pa3pELICHUS
OCHOBHBIX U OIEPaTUBHBIX 33]1a4, CTOSAIINX Iepesl OpraHu3anuen

4) PenieHue

4) mpaBOBOW aKT, NPUHUMAEMBII B KOJIETHAIILHOM TOPSAKE B LENISAX pa3pelleHust Hanbosee BaKHBIX BOPOCOB BO
BpeMsl COBEIIIaHUM, COOpaHUil U T.JI.

5) mpaBOBOM aKT H3JaBaeMbli OpraHaMHM TOCYJAapCTBEHHOTO YIpaBJIEHUS; MHHUCTEPCTBAMH; BEIOMCTBaMH;
OpTaHM3aLMSIMU IO BOIIPOCAM, CBA3aHHBIM C MPOLIECCOM MCIOTHEHHS TPUKA30B, HHCTPYKIUI U JPYTUX TOKYMEHTOB.
5. YcTraHoBHTE NOC/IEA0BATEBHOCTD 3TANOB 00Pa00TKH BXOASAIINX JOKYMEHTOB:

MH()OPMALHOHHO-CIIPABOYHAN PadoTa;

KOHTPOJIb UCITOJIHCHU S JOKYMEHTOB;

perucrpanusa 10KyMEHTOB;

PacCMOTPEHUE JOKYMCHTOB PYKOBOACTBOM OpraHU3alli U PYKOBOAUTCIAMHU CTPYKTYPHBIX Hoz[pa3z[e.11eﬂn1‘/’l;

MIPHEM MOCTYMAIONNX JOKYMEHTOB, HX IePpBOHAYATbHasi 00padoTKa;

AO0CTaBKa JOKYMEHTOB 110 HA3HAYCHUIO;

OTIIpaBKa JOKYMCHTOB.
BpeMH Ha MOJATrOTOBKY U BBITNIOJIHCHHE:

MOATOTOBKA 5 MUH. ;
BEITTOJIHEHHE _ vaca 10 MUH.;
oopmiieHue ¥ cnava __5_ MuH.;
BCEro Jaca 20 MUH.

4.2.2. Tunoewie 3a0auu.
TunoBas 3aga4ya no teme2. CucreMa OpraHu3aHOHHO-PACIIOPSIMTENbHON JOKYMEHTALIMU
3amaua Ne 1
CocraBpre u BbIoNHUTE Ha IIK mnpoTokonm 3acegaHusi WHBEHTApU3aLMOHHOM KOMHCCHHM 3aBOAA TIa30BOM
anmapaTypsl, Ha KOTOPOM pacCMaTpUBAJICS BONPOC O pe3yibTaTax WHBEHTapH3anud Mo ckiaagy Ne 2
BCIIOMOTaTENbHBIX MaTepuaioB. Ha 3acemanuy OBIJIO NPUHATO IMOCTaHOBJIGHHE 00 YTBEP)KICHHU pE3yIbTaTOB
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WHBEHTApU3aLlU U OTHECEHHMS 33 CUET 3aBEAYIOLIEr0 CKIAJ0M HEJOCTAa4H BCIIOMOIAaTENbHBIX MaTEPHAIOB B CyMME
365 ThIC. py0., a TaKKe 3aYMTAHBl CIMYMTEIbHAs BEIOMOCTh MO ckiaay Ne 2 u oOBACHUTENbHAs 3amKcKa
3aBeIyIOLIEro ckiagoM. OcTalbHbIE JaHHBIE ONPEAETUTE IO CBOEMY YCMOTPEHHIO.
TunoBas 3aga4ya no teme 2. CucreMa OpraHu3alHOHHO-PACTIOPATUTEILHON TOKYMEHTALMH
3amaua Ne 2
CocraBpre u BbmonHute Ha [IK wuH(poOpManmoHHOE MHCHBMO O TPOJAKE YACTHBIM M TOCYJapCTBEHHBIM
MPEANPUATHSAM NEPCOHATBHBIX KOMIBIOTEPOB 1O JOTOBOPHOM CTOMMOCTH M O BO3MOYKHOCTH NPUHUMATh 3aKa3bl Ha
COCTaBJIEHHE IIPOTrpaMM.
TunoBas 3aga4ya no teme 2. CucremMa OpraHu3alHOHHO-PACTIOPAIUTEILHON TOKYMEHTALMH
3amaua Ne 3
CocraBpte u Bemonaute Ha [IK nmpoTtokon obmiero cobpanus pabourx MPOU3BOACTBEHHOIO KOOIEpaTHBa «3aIycK»,
Ha KOTOPOM 00CYKJIaJICSl BOIIPOC O CO3/aHUU MPOU3BOJICTBA CTPOUTENBHBIX MAaTEPUAIIOB JJIsl CTPOUTENBCTBA KHUIIBIX
nomoB. Ha coOpanun Obina 3aciymaHa MHQOpManMs HpencenaTeNss O BO3MOXHOCTH CO3[JaHHMA TaKOro Lexa H
nepcrekTuBax ero pabotel. Ilocie oOcyxkneHus ObUIO NPHUHATO pEIICHHE IOPYYUTH MPEACENaTeNni0o W €ero
3aMECTHUTEIIO 110 CTPOUTENBCTBY B TeUeHUE O MeCSIEB pa3BepHYTh paboTy M BBIACIHUTH AJI 3TUX 1ienei 31 MiH. pyo.
TunoBas 3aga4ya no teme 2. CucremMa OpraHu3alHOHHO-PACTIOPAIUTEILHON TOKYMEHTALMH
3amaua Ne 4
Cocraspte u BeimonuuTe Ha 1K npuka3 06 ocBoOokIeHIH Bac OT paboThl B pupme «OpOuTa» B CBS3M C MEpee3 oM
Ha HOBOE MECTOKUTEIBCTBO.
TunoBas 3aga4ya no teme 2. CucremMa OpraHu3alHOHHO-PACIIOPAIUTEILHON TOKYMEHTALMH
3agaya Ne 5
CocraBpre u BbmonHute Ha [IK rapantmitHoe muceMo OAO «OJxocan» OAO «[Iporpecc» 00 oxazaHun
TEXHUYECKOW MOMOLIM B pa3paboTke paboumx ueprexeil HacocHol craHiun. OAO «DKocaH» MPOCUT MPOU3BECTH
3Ty paboTy HENOCPEACTBEHHO Ha TUIOLIAIKE.
TunoBas 3aga4ya no teme 2. CucremMa OpraHu3alHOHHO-PACTIOPAIUTEILHON TOKYMEHTALMH
3amaua Ne 6
CocraBpte 1 BeinonHKATE Ha [1K MpOTOKOI MpOU3BOACTBEHHOIO COBEIIAHNS PAOOTHIKOB MJIaHOBO-2KOHOMHUYECKOT'0
OT/IeNa 3aBO/ia MEIMIMHCKHUX MpernapaToB, Ha KOTOPOM OBUI pacCMOTPEH BOMPOC O JOCPOYHOW pa3paloTKe IiaHa
pasButua npeanpusitua Ha 2015 roa. Ilociae oOcykneHuss NMPOM3BOACTBEHHOE COBEUIAHWE MPUHSIO pEIICHUE
pa3paboTaTh IJIaH Ha JECATh THEH paHblIe YCTAHOBIECHHOrO cpoka. OcTalbHbIe JaHHBIE YKQXKUTE CAMOCTOSTENBHO.
TunoBas 3aga4ya no teme 2. CucremMa OpraHu3alHOHHO-PACTIOPAIUTEILHON TOKYMEHTALMH
3agaga Ne 7
CocraBpre u BbmmonHuTe Ha [IK mpukaz o0 yBompHeHuu Oyxrantepa MBanosoit W.II. mepeBomom B Apyryio
opranusanuo. Henocraronyme pekBU3HTHI YKaXKUTE CAMOCTOATEIBHO.
TunoBas 3aga4ya no teme 2. CucreMa OpraHu3alHOHHO-PACTIOPAIUTEILHON TOKYMEHTALMH
3amaua Ne 8
CocraBpre u Bemonautre Ha [IK mucemo-mpocs0y JIroOMMCKON HHKYOaTOPHO-NITULIEBOAYECKON CTAaHIMH B
00JacTHYI0 aAMUHUCTPALUIO O BBIACICHUH CPEACTB M3 00JacTHOro Owjpkera B cymme 15 muH. py0. m0 Havama
peanu3anry MOJIOAHSKa-NITULBI HACEIEHUIO.
TunoBas 3aga4ya no teme 2. CucreMa OpraHu3alHOHHO-PACTIOPAIUTEILHON TOKYMEHTALMH
3amaua Ne 9
CocraBpre u BbimonHuTe Ha [IK mUCBMO-IPOCBEOY 3aKpBITOrO aKUMOHEPHOro oobmiecTBa «SpocinaBmeOens» B
KOMHUTET BHEIIHEIKOHOMUYECKUX CBS3EH aIMUHHUCTPALK O0JIACTH O BBIACICHUH JIUIICH3UU Ha MOCTaBKy B YKpauHy
4000 TOHH MeTalula B CBS3M C 3aKIIOUYCHHEM KOHTpakTa ¢ KueBCKMM OOBEAMHEHHEM M0 MEKAYHApOJHOMY
COTPYOHHUYECTBY Ha CTPOUTENBCTBO IIITUITAXKHOrO oOmexuTus B SpocnaBie. CorimacHO KOHTPakTy oIUIaTa
BBITTOJIHEHHBIX paboT OyIeT MPOU3BOIUTHCS POCCUIUCKIMHU PYOISIMU M MaTepHalaMU.
TunoBas 3aga4ya no teme 2. CucreMa OpraHu3alHOHHO-PACTIOPATUTEILHON TOKYMEHTALMH
3amaua Ne 10
CocraBpre 1 BhmmonHuTe Ha [IK mokmagHyro 3amucKy TilaBHOTO Oyxrairepa AMPEKTOpYy 00 HTOrax paboThl MO
LHEHTPaTN3alMK pacyeToB ¢ paboYMMHU M CIYXXKaIlMM{ 3aBOAA AW3EIbHON ammapaTypbl. LleHTpanusanusi pacyeToB
Jajia BO3MOXKHOCTh TIEPEBECTH Ha APYTrYyI0 paboOTy MITh OyXraiTepoB IIEXOB, YMEHBIIMTH OMIMOKM B pacuerax ¢
pabounMH U CHyXKallMMH, YCHJIUTb KOHTPONb 3a pacxonoBaHueMm (oHIoB 3apaboTHol maTel. B 3aximoueHune
HEOOXOMMO TOCTAaBUTh BONPOC O MPEMHUPOBAHMM PAOOTHUKOB OyXraiTepuu, OOEcTeUMBaIONIMX IIEpexXoi Ha
LEHTPaTN30BaHHBIN pacyeT 3apabOTHOM MIaThl o 3aBoLy. OcTalbHbIC TaHHBIE YKAKUTE CAMOCTOSITENBHO.
TunoBas 3aga4ya no teme 2. CucreMa OpraHu3alHOHHO-PACIIOPAIUTEILHON TOKYMEHTALMH
3amaua Ne 11
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Hanummre u Bomonnute Ha IIK 3asBieHne o mpueme Bac Ha paboOTy 3KOHOMHCTOM B TOCYJapCTBEHHOE
MPEANPHUSITHE 10 CBSA3U U HH(pOpMAaTHKE «PoCCBA3BUHPOPM».
TunoBas 3aga4ya no teme 2. CucreMa OpraHu3alHOHHO-PACTIOPAIUTEILHON TOKYMEHTALMH
3amaua Ne 12
Hanummre aBroOnorpaduto, HeobxoauMyro it oopMIIEHHS TOKYMEHTOB IIPH TPYAOYCTPOICTBE.
TunoBas 3aga4ya no Teme4. JIOKYMeHTbI 10 BHEIIHEIKOHOMUYECKOIi 1esITeJILHOCTH
3amaua Ne 13
CocraBere u BommonHuTe Ha [IK mHbOpManmonHoe nuceMo oObenuHeHHs «SpociaBipaBTOAOp» DpaHIy3cKOn
¢upme «OKCHUTPOIB» O BO3MOXKHOCTH MPOAAXH COBPEMEHHBIX THApaBiIndeckux KpaHoB. llena kpana 15500
nomnapoB CIIIA.
TunoBas 3aga4ya no teme3. CucreMa 10roBOPHO-NPABOBOIi TOKYMEHTALIMHU
3apaua Ne 14
Cocraspte u Beinonaute Ha [1IK mpukas o nmepeBoae Ha paboTy BHYTpH OpraHU3alHU.
TunoBas 3aga4ya no teme 6. I[IpaBo npupogoNOIBL30BaAHUS
3amaua Ne 15
CocraBpre u odopmure rapantuitHoe mucbMo OAQO «Pamyra» B ampec OAO «TexmpoekT» 00 oOKa3aHHH
TEXHUYECKOW MOMOLIM B pa3paboTke paboymx depTexed HacOCHOW cTaHUMHU. PaboTy HE00XO0AWMO MPOBECTH M0
Havasa aBrycra Tekymero roga. [Iucemo noanucanu mupexrop OAO «Pagyra» H.A.OneneB u riaBHblid OyxranTep
C.I1.BoponuHa. OcTanbpHbI€ TaHHBIE YKAKUTE CAMOCTOSITEIBHO.

5. ®oH KOHTPOJIBLHO-0LEHOYHBIX CPEACTB ISl pPyOesKHOTr0 KOHTPOJISI 3HAHUI M YMEHHUHII0 HTOraM OCBOCHUS
AUCHUITMHBI «OCHOBBI IK0JI0THYECKOT0 MPAaBa», a TAK:Ke JJI KOHTPOJISI CAMOCTOSITeJIbHOI paGoThI
o0yuarouierocsi (BbIOOpP 0JHOT0 BAPMAHTA NPABUJILHOIO OTBETA)

1. IIpaBoBoil aKkT, M3JaBaEMbIi €TUHOIMYHO PYKOBOANUTENEM OpTaHU3alMH, IPEATPUATHS B LIETSAX PELICHUS

Pa3INYHBIX BOIIPOCOB MX AEATEIBHOCTH. ..
A) ycras
b) npukas
B) cinyxebHOE TUCHMO
2. JIOKYMEHT, ajpecOBaHHBIN TOKHOCTHOMY JIMIY U COZlep Kaluid Mpock0y paOoOTHHUKA. . .
A) IOKHOCTHASI MHCTPYKLIMS
b) 3asBienue
B) nporoxon
3. Kakoll n3 HUKenepeunciIeHHbIX JOKYMEHTOB HE OTHOCUTCS K pacHOpsIAUTENBHBIM?
A) yka3zaHue
B) pacnopsokenue
B) nonoxenue
I') npuxas
4. JIOKYMEHT, cofiep allliii 3amuch XoJa 00CY>KICHHUsI BOIIPOCOB U MPUHATHUS PELICHUH Ha COOpaHHSIX,
3aCE€AAaHMSIX, COBEIAHUSAX. ..
A) npoTokon
b) akr
B) cinyxebHOE THUCBMO
5. PexBU3UT nOKyMeHTa — 3TO
A) YHCTBIN JINCT C YACTUYHO HaNleYaTaHHBIM TEKCTOM M CBOOOAHBIM MECTOM JJII  OCHOBHOT'O TEKCTa
Ha3bIBaETCA
B) obs3aTensHbIN 351eMeHT oopMiteHUsT OUIIHATIBLHOTO JOKYMEHTa
B) momertka, yka3piBaromiast Ha 0cOOBIN XapaKTep MUK OCOOBIH crtoco0 MepechUTKU ACIOBOI
KOppECTIOHACHIINN
6. JloroBop, B KOTOPOM CTOPOHBI O0S3YIOTCS CO3/1aTh IOPUANIECKOE JIULO — ITO. ..
A) ydpeauTenbHbII 10roBOp
b) kpeautHbIN 1OrOBOP
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B) noroBop apennabt
7. Kakue moKyMeHTHI ObIBAIOT IO OCHOBHOM AEITEIBHOCTH U 110 JTUYHOMY COCTaBY?
A) ycraBbl
b) noknagHbie 3anmuCKu
B) npukassl
8. CranmapTHbIi JIUCT OyMaru A4 nian A5, Ha KOTOPOM HaHECEHBI MOCTOSHHBIE PEKBU3UTHI IPEANPHSITHS. . .
A) neno
b) 6mank
B) pezomtonus
9. JIOKyMEHTHPOBAaHME — ITO:
A) 3anuch nHGOPMALIMHU HA PAa3IMYHBIX MaTEpUAIBHBIX HOCUTEIAX
B) Habop pexBu3nTOB
B) coBokynHOCTB TOKYMEHTOB
10.Kakoil pekBU3HUT pacKphIBaeT coAepKaHue JOKyMeHTa?
A) pezomonus
b) 3aronoBok k TekcTy
B) rpu¢ cornacoBanus
11./IBmxeHne TOKyMEHTOB B OpTraHU3ali ¢ MOMEHTA UX CO3JaHMs WM MOJIy4eHHS 10 3aBEpUICHHS HCIOTHEHUS
WJIH OTTIPABJIEHUA aJpecaTy — 3TO
A) enonpoun3BoICTBO
b) noxymenTupoBanue
B) noxymenToobopoT
12. Kakoil U3 HHWKenepeunciIeHHbIX JOKYMEHTOB MOANMCHIBAET NPEICEAATENb U CEKPETaph?
A) pemenne
B) nporokon
B) cnpaBka
13. CxeMa pacronoKeHHBIX B YCTAaHOBJIEHHOW MOCIEA0BATENBHOCTH PEKBU3UTOB IOKYMEHTa Ha3bIBAeTCH ...
A) opmyrsip
B) rpud
B) tabenn
14. K oprann3aninoHHO-IIPaBOBOM JOKYMEHTAI[MH OTHOCSITCS
A) IPOTOKOJIBI, TOKJIAAHBIC U O0BSICHUTENBHBIC 3aITUCKH
b) nonoxxenus, HHCTpYKIMH, TpaBHUIIa
B) pemenns, ykazaHus, MOCTaHOBIICHUS
15. Ha xakoM OJaHKe He yKa3bIBaeTCs HANMEHOBAHHE BHJIA IOKYMEHTa?
A) OGimaHKe mEChbMa
B) obmiem Onanke
B) Onanke KOHKpPETHOT'O BU/Aa IOKYMEHTA
16. neHTH4HOE, 3aBEpEHHOE TOMIKHOCTHBIM JINIIOM BOCIIPOM3BECHHE IOUIMHHUKA — 3TO
A) nyonukat
b) opurunan
B) xonus
17. Pa3zmep neBoro mos ciay>kKeOHBIX JOKYMEHTOB COTJIaCHO CTaHAAPTY IOKEH OBITh HE MEHee
A) 10 mm
b) 20 mm
B) 30 mm
18. JIokyMeHT, coCcTaBICHHBII HECKOIBKUMU JIULAMH IS TIONTBEPKICHUS YCTAHOBIICHHBIX ()aKTOB, COOBITHIA,
NEMCTBUH — 3TO
A) perienue
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b) akr
B) ycras
I') mHCTpYKLINA
19. JIoKyMEeHT, KOTOpBI aBTOpP COCTABISIET CAMOCTOATEIBHO, HA3bIBAETCS
A) aBToOHOTpadus
b) xapakrepucruka
B) TpynoBoit norosop
20. JoxyMeHT, MOATBEPKAAIOMINN TPYJOBYIO JeATEIbHOCTh M TPYAOBOH CTaX pabOTHHKA — 3TO
A) aHketa
B) TpynoBas kHmkka
B) nnynas xapTouka
I') xapakrepuctuka
21. ToBapHO-pac4eTHBIN JOKYMEHT, KOTOPBII BBITUCHIBAET MOCTABIIMK MPH OTIYCKE TOBapa MOKYNATEN0 — 3TO
A) cuer-akTypa
b) neHexxHBIN YeK
B) nmnaTtexxnoe nopyuenue
22. CornaieHye IByX MM HECKOIBKHX JIUI 00 yCTaHOBJIEHNH, U3MEHEHUH WM NPEKpaIIeHUH IPaXJaHCKUX MTPaB U
00s13aHHOCTEH — 3TO
A) mpoTokon
B) noBepennocTs
B) norosop
23. O¢urmansHbIie U TNYHBIE OBIBAIOT
A) npukassl
b) makmagneie
B) nosepennoctu
24. He craBuTCs ne4aTh Ha CIEAYIOLIEM JOKYMEHTE
A) nmpoTokon
b) nmnarexunoe nopyueHue
B) opunmansHas 1oBepeHHOCTD
25. TpeboBaHue 0 JOOPOBOJIBLHOM YCTPaHEHHH HAPYILIEHHS 3aKOHOAATENBCTBA — 3TO
A) uck
b) nperensus
B) nakmagnas
I') akr
26. 3anuch yU4eTHBIX JaHHBIX O JOKYMEHTE 110 YCTaHOBJICHHOH (hopme, pukcupyromas GakT ero co3aanus,
OTIIPABJICHUS U MOJIy4EHHUS — 3TO
A) peructpanus
b) crangaptuzanus
B) yandukanus
27. I'pynnupoBKa HCIIOTHEHHBIX JOKYMEHTOB B JI€Na B COOTBETCTBHM C HOMEHKIIATYpOU JIeNl U CUCTEMAaTH3aIus
JIOKYMEHTOB BHYTPH J€N - 3TO
A) knmaccugukanus
Bb) skcneptusa
B) ¢popmupoBanue nen
28. JIokyMeHT, B KOTOpOM PaOOTHHK OpraHM3alNH 00BACHSIET IPUIHHBI HEBBITIOTHEHHSI KAKOT0-TH00
pacnopspKeHus, IpuKas3a, MHCTPYKLHUY UIIN YCTHOTO YKa3aHUS PYKOBOAMUTENS — 3TO
A) cripaBka
B) o0ObBsicHUTENbEHA 3aMKCKa
B) 3asBienue
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I') noknagHas 3amucka
29. Opra"usanysi WiK ee CTPYKTYPHOE MOApa3eleHUE, OCYIIECTBIAIONIEE TPUEM U XPaHEHNE apXUBHBIX
JOKYMEHTOB C II€TIbI0 UCTIONb30BAHUS — 3TO
A) apxuB
Bb) peectp
B) dakc
30. Ecnii ipu MCTIOJIHEHUHU TOTOBOPHBIX 0053aTENBCTB Y CTOPOH BO3HUKIIM PAa3HOTIIACHS, TO BOSHUKAET
HEOOXOUMOCTh COCTAaBHTb. . .
A) UCKOBOE 3asBJICHUE
B) nperen3nonHoOE MUCHEMO
B) noknannyio 3anucky
31.TpeboBaHue K KOMIIETEHTHOMY OpraHy O 3aIlMTe HAPYLIEHHOr'0 PaBa NPEANPUSTHS — ITO. ..
A) UCKOBOE 3asBJICHUE
B) nperen3nonHOE MUCHEMO
B) npotokon
32. Komnus npukasa, BOCIPOU3BOIAIIAS TOJIBKO €T0 YacTh, M 3aBEPEHHAs B YCTAHOBJICHHOM TOPSIIKE HAa3bIBACTCA:
A) pacnopsbkeHuEM
b) BeImuCKoOI M3 puKaza
B) ykazanuem
33. JIokyMeHT, KOTOpBIN yIIOJIHOMOYHMBAET MPEACTABIIATE HHTEPECHI JINLA, €r0 BBIAABUIErO NEpe]] TPETbUMHU JIHIIAMH
—3TO
A) 1OBEpEHHOCTH
b) naknaguas
B) norosop
34.Ilepepgaya Aes1 B apXUB OpPraHM3anyuy NPOU3BOAUTCA MOCJe 3aBeplIeHUs pa6oThl C JOKYMEHTaMH B
CTPYKTYPHBIX NOJpa3je/ieHUusAX yepes
A) 5 et
b) 3rona
B) 1ron
35.B kaKkoM majiexe Mpy COCTABIICHUH 3asIBICHHSI YKa3bIBACTCS TOKHOCTD, (PaMUIINs, UMs, OTYECTBO aBTOpPA:
A) B pOIUTENBEHOM MAJIEKE C MIPEATIOTOM «OT>»
B) B poautensHOM manexe 0e3 mpemiora «or»
B) B marenpHOM magcxke
36.Ykaxure, 4TO ABIAETCA OCHOBAHUEM JUIsSI BHECEHUS 3aMCH B TPYAOBYIO KHIDKKY:
A) 1oKyMeHTBI 00 00pa30BaHuUH;
b) npukas no nmyHOMY cocTaBy;
B) TpynoBoit norosop;
37.'OCT P 6.30-2003 ycraHaBIMBacT MaKCUMaIbHBIA HA0OP PEKBU3UTOB, HCIOIb3YEMbIX IPU OOPMIICHUN
JOKYMEHTOB. Y Ka)XKUT€ UX KOJINYECTBO:
A) 20;
b) 30;
B) 40.
38. IlocnenoBaTenbHOCTH MPOBEACHUS 00PAOOTKH JeM I XpaHESHUS:
1. Odopmienne gen
2. IlpoBeneHne SKCIEPTU3bI IEHHOCTH JOKYMEHTOB
3. CocTraBlieHHE ONNCH HA JIeNa
A)1,2,3
b)3,2,1
B)2,1,3
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39. YcTaHOBUTE COOTBETCTBUC MCKAY OCHOBHBIMHU IMOTOKaMU JOKYMCHTAIIUU U COOTBCTCTBYIOIIIMMU um

OIIpENIENEHNUAMH:

1. Pemenne a) IlpaBoBoii akr, mnpuHUMaeMmblii opranamun @DenepaabHON
WCTIOIHUTEIBHOM BIIACTH, OpraHamMu cyobektoB PO

2. Ilpukas 0) [IpaBoBoii aKkT, MPUHUMAEMBIH KOJJIETHAIBbHO COBEIIATELHBIMHU

OpTraHaMH yUYpeXJIeHUI, OpraHu3ayi, TpeanpusaTHI B LETSIX
paszperieHysi HanboJee BaXKHbIX BOIPOCOB MX ACSITEIBHOCTH

3. [locranoBnenue B) IIpaBoBoO#i aKT, M31aBaeMblil pyKOBOAUTEIEM OpraHU3alMH, s
pELIEHUsI OCHOBHBIX ONEPaTUBHBIX BOIPOCOB, CTOALINX MEPEN
JAHHBIM NPEANPHUATHEM

A)1-0,2-8,3-a
b) 1-B,2- 0, 3-a
B) 1- 6, 2-a, 3-B
40. YcTaHOBUTE COOTBETCTBHE MEKIY OCHOBHBIMH ITOTOKaMH JTOKYMEHTAIUU U COOTBETCTBYIOIIIMMH UM
OIIpENIETEHUAMH:
1. Bxonsammue a) OtnpaBnsemsle B ApyrUe OpraHu3aliu
2. Bayrpennue 0) Iloctynaronye U3 APYrUX OpraHu3alyi
3. Ucxopdaume B) Mcnonb3yemble pabOTHUKaMH OpraHU3allN B
YIIPaBIEHYECKOM MPOIECCEe
A)1-0,2-a,3-B
b) 1-B,2- 0, 3-a
B) 1- 6, 2-B, 3-a

41.1IpaBoBOi! aKkT, yCTaHABIMUBAIOIIUN ITATHYIO YUCICHHOCTh OPraHU3allMH, COCTAB JAOJKHOCTEH U pa3Mep OILIAThI
TpyAa paOOTHHKOB. ..

A) pacnopspkeHue

B) yupenurensHbIil 1orosop

B) mraTHOE pacnucanue
42.JIOKyMEHT, COCTaBJICHHBII HECKOTbKUMU JIMIIAMU JJISl IOJATBEPKICHUS YCTAHOBJICHHBIX (DAKTOB, COOBITHIA. . .

A) akt

B) o0bsicHUTEnLHAS 3aMKCKa

B) nonoxenue
43.Kakolt 13 HIKENepeUHCICHHBIX JOKYMEHTOB HE OTHOCUTCS K HH(POPMAIIMOHHO-CITPABOYHBIM?

A) moknagHas 3armucKa

b) cnpaBka

B) momxHoCTHas MHCTPYKIUSA

I') cnyxebHOe MuceEMO
44 Kakolt TOKyMEHT OOBSCHSET IPUINHBI KAKOTO-TH00 ACHCTBUS, (paKTa, CIydasi, COCTABICHHBIH BBIIICCTOSAIIEMY
JOKHOCTHOMY JIUILY ?

A) akt

B) oO0bsicHuTENREHAS 3aIHCKa

B) noknagnas 3amnmcka

I') mpotokon
45.Kakolt u3 HIKENnepeunCICHHBIX PEKBU3UTOB PACIIONAracTCs B MPaBOM BEPXHEM YTy B CIIYKEOHBIX MHCHMaXx ?

A) sM0Onema opraHu3anuu

b) Bu3za

B) agpecat
46.Pa3mu4HEIC 1O CONEPKAHUIO JOKYMEHTHI, BBIJCISIEMbBIC B CBSI3U C OCOOBIM CIIOCOOOM Iepeavyn TeKCTa —
MEePEChUIKOM 1O MouTe. ..

A) cimyxeOHbIe TChMa

b) 3asBnenus

B) cnipaBku
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47.00s13aTeNbHBIN, 3aKOHUCHHBIH, COIepKAIUil MOTHYI0 HH)OPMALIHIO DIEMEHT TeKCTa JOKyMEHTa — 3TO. ..
A) pexBH3UT
b) 6mank
B) dbopmymsip
48.Kakue pekBU3HUTHI HE OTHOCATCS K rpadyuiecKkum?
A) repb
b) noanuce
B) smOnema
I') nevatn
49.B KakoM U3 HIKENEPEUNCICHHBIX TOKYMEHTOB OTCYTCTBYET pEKBU3HUT HAa3BaHUE BUAA JOKyMeHTa?
A) npukas
B) npotokon
B) nucemo
I') 3asBieHue
50.Bri0epere BepHBIii crioco0 HamucaHus ATl Ha JOKYMEHTE [IU(PPOBBIM CIIOCOOOM. ..
A) 3.12.09 roga
b) 14.11.2011
B) ¢epans 2012 ropa
51.0t1pacnb aesaTensHOCTH, 00eceunBalonas J0KyMEeHTHPOBAHHE U OpraHNu3aliio paboThl ¢ OQUIHATBHBIMA
JNOKYMEHTaMH - 3TO
A) enonpon3BoOICTBO
b) yaudukanus
B) crannaptuzanms
52. JIokyMeHT, B KOTOpOM HH(pOpMALHs IPeACTaBlIcHa B 3JEKTPOHHO-IU(PPOBOIT PopMe, Ha3bIBACTCS
A) ciyxeOHbIM
B) anextponHBIM
B) tpadapernpim
I') opunmansHBIM
53. IIpukassl, pacnopsKEHUs, IOCTAHOBJIEHUS, YKa3aHHs OTHOCATCA K ...
A) nH(pOpMaINOHHO-CIIPABOYHBIM
b) opranuzannoHHbIM
B) pacnopsautensHbIM
54. K nn¢popMannoHHO-CIIPaBOYHON JOKYMEHTAIIUN OTHOCSTCS
A) IPOTOKOJIBI, IOKIAAHBIE 1 O0BSICHUTEIbHBIE 3aITUCKI
B) nonoxenus, ”HCTpYKIMH, IpaBHIIa
B) pemenns, ykazaHus, MOCTaHOBIICHUS
55. Ha xakoMm OnaHKe 00s3aTEIbHBIM PEKBU3UTOM SIBJISIFOTCSl CIIPABOYHBIC TaHHBIC OpTaHU3aLH?
A) ob1em O1aHKe
b) 6manke nmucpMa
B) OaHke KOHKpPETHOTO BUAA JOKYMEHTA
56. Bropoii sk3eMIuIsp JOKYMEHTa, HMEIOIUI OJMHAKOBYIO CHIIY C ITOJUTMHHUKOM Ha3bIBAETCS
A) xorus
b) ny6nukat
B) opurunan
57. BHyTpeHHEee corflacoBaHHE OCYILECTBIISIETCS ITyTEM
A) noanvcanus
b) yrBepxkaenus
B) BusupoBanus
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58. JIoKyMEeHTBI, UMEIOIIIME 3apaHee HaTlleYaTaHHBIN TEKCT C IPo0eiaMu, 3alOTHISMbIMH MIPY OKOHYATETHHOM
oopmITEeHIH TOKYMEHTa — 3TO
A) tpadaperHsie
b) Tunossie
B) nnauBuyansHbIe
59. IIpaBoBOIf aKT, U3AaBACMBbIA PYKOBOJUTEIEM OpraHU3aINH, TSHCTBYIOIIMM Ha OCHOBE €IMHOHAYANIHMS, TS
pEIIEHHS BOMPOCOB, CTOSIINX MEpe/] AAHHBIM MPEANPUITHEM — 3TO
A) akT
b) npukas
B) npotokon
I') nocranoBeHne
60. JIokyMeHT, collep Kalluii 3amuch Xoaa 00CyXACHUS BOIIPOCOB U MPHUHSATHUS PEIICHUI Ha cOOpaHUSX, 3aceaHuIX,
COBCIIAHUX, KOHPEPEHIIHUIX — 3TO
A) akt
b) npukas
B) npotokon
I') mocranoBiaeHUE
61. JlokyMeHT, He BXOASAIINI B COCTAaB JITYHOTO Jiena pabOTHUKA — 3TO
A) 3asBICHHE O IpHEMe Ha paboTy
b) xapakTepucruka
B) mratHOE pacniucanue
I') aBToOMorpadus
62. JIoKyMEeHT, OJUChIBAEMBIH MpEAceIaTeNeM U YICHAMU KOMUCCUHU — 3TO
A) cripaBka
b) akT peBuzun
B) npotokon
63. PacriopsbxeHHE MPEANPUATHS YIPEKICHUIO0 OaHKa O CIIUCAHUU C €r0 PACUCTHOTO CUETa ONPEACICHHON CYMMBI B
MOTAIIEHUU CBOUX 00SI3aTEIBCTB — 3TO
A) cuer-aktypa
b) naknaguas
B) mnatexxnoe nopyuenue
64. JIokyMeHT, OOBSCHSIONINI MPUYMHBI HAPYIICHUS TPYIOBOW JAUCIUTUIMHEI WM TPUYHHEI HEBBITTOIHEHUS KaKOT0
— 6o nopy4eHus?
A) cBoska
B) o0bsicHuTEnLHAS 3aMKCKa
B) cnpaBka
65. BBIBaIOT 110 OCHOBHOM NIEATENHHOCTH U MO JIUYHOMY COCTaBY
A) npukassl
b) naknagneie
B) nosepennoctu
66. Hampasnsiercst B apOUTpakHBIH CyJl C MPOCK0OH 0 B3bICKAHUU C OTBETYUKOB B MIPUHYAUTEIIEHOM TOPSIKE
MIPETEH3UOHHBIX CYMM
A) cuer-aktypa
b) nperen3nonHoe NuCHEMO
B) uckoBoe 3asBieHue
67. JIBmKeHne JOKYMEHTOB C MOMEHTA UX MOMY4YCHUS WM CO3IaHMs A0 3aBEPIICHUS UCTIOTHEHUS WIH
OTIIPaBIICHUS — 3TO
A) ToOKyMeHT0000pOT
B) noxymenTupoBanue
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B) nenonponseoacteo

68. YcraHOBHTE COOTBETCTBUE MEXAY Ha3BaHUEM PEKBHU3UTOB U COOTBETCTBYIOIINMHU VM KJIFOYEBBIMH (ppazamMu:

1. Pe3omronus a) OpraHu3alliK, UX CTPYKTYPHBIC TOAPA3ICIICHUS, JOIKHOCTHBIC HITH
(usrueckue muna

2. Anpecat 0) MUCHbMEHHOE YKa3aHUE PYKOBOJUTENS UCIIOHUTEITIO O XapaKTepe H CPOKax
WCIIOTHEHUS IOKYMEHTA

3. Buza B) (hopMa BHYTPEHHETO COTJIACOBAHMSI IOKYMEHTA

A)1-8,2-0,3-2a

b) 1-6,2-a, 3-8

B) 1- 6, 2- B, 3-a

69. Onpenenenne 3Ha4eHUS TOKYMEHTOB B LENSAX UX 0TOOpa Ha XpaHEHUE W YCTaHOBIICHUS CPOKOB XPaHEHHS — 3TO
A) sKcniepTH3a [IEHHOCTH
b) yaudukanus
B) tpadaperuzanms
70. lokyMeHT, cofeprKaluii OTBET Ha 3alpOILICHHYI0 HHPOPMAIHIO, HIIH MTOATBEP)KACHNE TEX WIH UHBIX (PaKTOB U
COOBITHI — 3TO
A) npaBuio
b) cnpaBka
B) unctpyxuus
71. IlpeTeH3un He NPEABABISAIOTCS B OTHOUIEHHUH. . .
A) xadecTBa TOBapa
b) cpokoB mocTaBku
B) ¢opc-MaxopHBIX 00CTOSTENBCTB
72. IlpennpusiTie, KOTOPOE HAPYILIIIIO MTPaBa MIIK HHTEPECHI IPYTroro NPEApHATHS - 3TO
A) wucren
b) orBeTunk
B) 3aemmuk

73. YcTaHOBUTE COOTBETCTBHE MEKY Ha3BaHHEM OPTaHU3aLMOHHBIX JOKYMEHTOB M COOTBETCTBYIOIINMH UM
OIIpENIENEHNUAMH:
1. YcraB a) MPaBOBOM aKT, yCTaHABIMBAIOIIMH IITATHBINA COCTaB M YUCIEHHOCTh
OpTaHH3allun
2. llltaTHOE pacnucaHue 0) HOpPMaTHBHBIM JOKYMEHT, H3[aBacMblii OpraHM3alueld B LEsIX
perinaMeHTalyy  JAESTENbHOCTH  OpPTaHM3alliIOHHO —  IPaBOBOTO
MOJIOKEHUs] pabOTHUKA, €ro 00A3aHHOCTEH, MPaB M OTBETCTBEHHOCTH.
3. JomkHocTHas B) TPaBOBOH akT, OMNpENeNAIONMKA CTPYKTYpY (YHKUMH U TpaBa
WHCTPYKIUS OpTaHH3alHN.
A)1-B,2-0,3-a
b)1-a,2-B,3-B
B)1-8,2-a,3-0

74. Kakue cBeneHus copepxkarcs B IpHKa3ax 1o JUYHOMY COCTaBy?

A) cBenmenust o mpuéMme Ha pPaboOTy, MEpEeMEUICHHH, MPEAOCTABICHWH OTIIyCKa, MOOIIPEHWUH, HAaJOKCHUH
B3BICKaHHs, KOMAaHAUPOBAHNH, YBOIbHEHUH PaOOTHHKA;

B) cBenenus, coneprkamiye coObITUS M (PaKThI 47151 IEATENbHOCTH OpraHU3alluHg;

B) xoHpUAEHINANTBHBIE CBEIEHNSI 00 OpraHU3aLHH.
75. B kakoM TOKyMEHTE NPUCYTCTBYET paszaen «[loBecTka mHA»?

A) 3asBieHHE

b) noxnagnas

B) nporoxon

42



76. OnpenenuTe NOPSAOK OCYIIECTBICHUS KOHTPOJISI UCIIOMHEHUS IOKYMEHTOB:
1. ITpoBepka u perynmpoBaHue X0/1a UCTIOTHEHUS
2. ITocraHOBKa JJOKyMEHTa HA KOHTPOJIb
3. Yuer u 0600111eH1E PE3yIbTATOB KOHTPOJIS
4. TIpoBepka CBOCBPEMEHHOI'O JOBEACHUS TOKYMEHTA 10 UCTIOTHUTEIS
A)1,2 3,4
b) 2,4,1,3
B) 3,4,1,2
77. ConepkaHue IeNT OTPasKaeTcst
A) BO BHYTpEHHEH ormich
b) B HOMeHKIIaType
B) B xxypHae peructparmm
78.YkaxuTe, KOTJa BBIAACTCS TPY0Basi KHIDKKA MPY YBOJIBHEHUU PaOOTHUKA:
A) mocne u3gaHud MpUKasa 1no JMYHOMY COCTaBY;
b) B nens yBONbHEHUS;
B) nocrne 3anonHenus Tpya0BON KHUKKH;
79.TekcT cripaBKu JIMYHOTO XapakTepa CIeNyeT HAaYNHATh:
A) co cnoB «/lana HacTosIas ...»;
B) co cnoB «Hacrosmum noareep:kaaercs . ..»;
B) ¢ pamumim, nMenn, oTyecTBa pabOTHHKA B UIMEHUTEIHLHOM TAICKE;
80.Ykaxute, B KAKOH PE30TIOLUH CPOK UCTIOTHEHUS YKa3aH MPaBUIBHO:
A) moIroTOBUTH OTBET, Cpok 10 AHEH;
b) nmoaroroButh orBeT 10 25.10.2003;
B) noaroroBuThs KOMIIEKCHYIO IporpaMmy k 25.10.2003;
Bpems Ha MOATOTOBKY U BHINIOJIHEHHE:

MOATOTOBKA 5 MUH. ;
BEITTOJIHEHHEe _ 4aca 40 MUH.;
oopmiieHre ¥ cnava __5_ MuH.;
BCEro yaca 50 MUH.

6. ®OHA KOHTPOJIbHO-0LEHOYHBIX CPEJCTB [JIsl IPOME:KYTOUHOM aTTecTAlMH

[IpeameTroM OLEHKH ABISIOTCS YMEHHS U 3HaHWA. KOHTPOJIb 1 OlleHKa OCYIIECTBISIOTCS B (hopMe 3aueTa.
3auer nmpencTaBiser co00H OLEHKY TEOPETUYECKOTO Kypca AUCLUIIIHHBL

HaunmenoBanne 00bEKTOB KOHTPOJISI M OLICHKH
V1.0popMisaATs TOKYMEHTAIMIO B COOTBETCTBUU C HOPMAaTUBHON 0a30i, B T.4. HCIIONb3Ys
WH(OPMALIMOHHBIE TEXHOJIOTHH;
V2.0cBanBaTh TEXHOJIOTHH aBTOMaTH3MPOBaHHON 00pabOTKH JOKYMEHTAIUH;
VY3.ucnons30Bath yHUGHUIUPOBAaHHBIE (POPMBI TOKYMEHTOB;
V4.ocymiecTBasATh XpaHEHNE U TOUCK TOKYMEHTOB;
V5.1ucnonb30BaTh TENEKOMMYHHKAIIMOHHBIE TEXHOIOTHH B 3JIEKTPOHHOM
JIOKYMEHTOO0OpOTE.
31.moHATHE, LIENH, 3aJa4X U IPUHIMIIBI IEIONPOU3BOJICTBA;
32.0CHOBHBIE TIOHATHE JOKYMEHTAI[HIOHHOTO 00ECTICUCHNUS YIIPABIICHUS;
33.cucTeMbl JOKYMEHTAIIHOHHOTO 00eCIIeUeHUs] YIIPaBICHHS;
34.xmaccuuKanuio JOKYMEHTOB;
35.1peboBaHuUs K COCTaBIECHUIO H O(pOPMIICHHIO JOKYMEHTOB;
36.opraHu3anunio JOKyMeHT0000poTa: IpueM, 00paboTKy, perucTpannio, KOHTPOIb,
XpaHEHUE JOKYMEHTOB, HOMEHKIATYpPy A€.

6.1. Mamepuanwl ons npogedenusn 3auéma
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\ L. TIACTIOPT

Hasnayenmne:
dDOCnpe):[HaSHaqu IUIA  KOHTPOJIA U OLCHKU PC3YyJIbTaTOB OCBOCHUSA OUCIUILIAHBI HOKYMCHTEILII/IOHHOFO
obecrieyenust ynpasienus mo crenuansHoctd 38.02.01 DxoHOMHKA U OyXTranTepcKuil yueT (1o 0Tpacism).

II. SBAJAHUE JIACTY JEHTA

3adeT COCTOUT U3 OJHOrO 3Tamna: STEOPETHUECKUX BOIIpOca.

HNucTpyknus

BuuMarensHO npounTaiite 3aaHue.

BbI MoKeTe BOCIIOJIBL30BATBCS

Koncturynus Poccuiickoit denepanum — ¢ yueToM IMONPaBOK, BHECEHHBIX 3akoHaMH Poccuiickoit denepamyu o
nonpaBkax k Koncrutynun Poccuiickoii ®enepanunor 30.12.2008 N 6-®K3, ot 30.12.2008 N_7-®PK3, ot
05.02.2014 N 2-®K3, ot 21.07.2014 N 11-®K3

JlokyMeHTamoHHOe obecredeHne ympasnenus : yueOHuk / T.A. beikoBa, E.A. Ckpunko, FO.M. Kykapuha,
A.1O. Konskona, C.A. I'moroBa. — MockBa :KuoPyc, 2018. — 266 c.

Bpemsi Ha TOATOTOBKY W BBHINOJIHEHHE:

MOArOTOBKA 8 MUH.;
oopmiieHue 1 caava _2 MUH.;
BCEro Jaca 10 MHH.

Bompock! aist oleHKH 0CBOCHHS TUCITUILINHBI «/|0OKyMEHTAIlOHHOE 00CSCIICUCHHE YITPABIICHHS»

Lenu, 3a1a4n ¥ MPUHIMITBI TOKYMEHTAIIMOHHOTO 00SCTICUCHUS YITPABICHUSI.

Hopmbl odopmiteHnst JOKYMEHTOB: pa3Mepbl OyMaru, pa3Mepsl MoJel coyKeOHbIX JOKYMEHTOB U
HyMepalys CTpaHull.

Hopmbr odopmiteHust JOKYMEHTOB: CIIOCOOBI HATTMCAHMS AT B IOKYMEHTAX; COKPAIICHUE CTIOB
CIIOBOCOYCTAHUM B TEKCTE.

[paBwiia ohopmieHHs TOKYMEHTOB: Ha3BaHHUE JOKYMEHTOB OPTaHOB BJIACTH; HAITMCAHUE YUCET,
(hM3HUYECKUX BEIMYUH M MATEMATHYECKUX (HOPMYIL.

[IpaBwia ohopMiieHHs TOKYMEHTOB: TaOJIUIIbI, BRIBOBI, 3HAKH MMPETMHAHUS U CHMBOJTHI.

JIOKyMEHTHpOBaHUE YTIPABICHYECKON ESTENbHOCTH.

PexkBU3UTHI JOKYMEHTOB YIIPABICHUYECKON NIEATEIHHOCTH.

[Nonsatre u kiaccupuKanus OpraHu3alliOHHO — PACIIOPSAUTEILHOM TOKYMEHTAIUH.

CocTaB U CXEMBI PACMOI0KEHUS PEKBU3UTOB OPTraHU3ALMOHHO — PACIOPSAUTEILHON TOKYMEHTAIKN.

PekBu3UTH OpraHN3alluOHHO — PACTIOPAIUTEIBHBIX JOKYMEHTOB.

brnanku 1OKyMEHTOB OpPTaHU3ALMOHHO — PACTIOPATUTEIBHON JOKYMECHTAIIUH.

Hopmbl 1 TpeOoBaHUS K pa3MENICHHIO PEKBU3UTOB OPTaHU3AIMOHHO — PACTIOPSUTEIBHON JOKYMEHTAIUY.

Opranu3aiuoHHO — MPaBOBbIC JOKYMEHTHI.

PacnopsautensHbie TOKYMEHTBHI.

NudopManimoHHO-CIIpaBOYHBIE JOKYMEHTHI U UX 0OpMIICHHE.

JloroBop 0 MONMHON MHIWBUIyaIbHON MaTepuaabHOU OTBETCTBEHHOCTH.

Horosop noctaBku. [IpoTokosnbl pasHoriacuii K JOroBopaM MOCTaBKH.

OdunmansHas 10BEpEHHOCTh. Ee€ peKBU3UTHL.

JInunas goBepenHoctu. Ee peKBU3UTEHL.

Kommepueckuii akt. Ero pekBU3HTEHI.

[Iperen3noHHbIC UCHMA.

UckoBoe 3asBnenue. Ero pekBU3UTHL.

Opranu3zanus J0KyMEeHTO000pOoTa.

®dopMbI OpraHu3anuu padoThI C JOKyMEHTaAMU.

Pabora ¢ koH(pHIEHIIMATEHBIMU JIOKYMEHTAMU.

TpeboBaHUS K pETUCTPAIIUU TOKYMEHTOB.

KouTpons ucnonueHus JOKyMEHTOB.

HomenknaTypa aen opraHuzanuu.

DKcnepTrsa IEHHOCTH JOKYMEHTOB.

XpaHeHue JOKYMEHTOB.

III. ITAKET ITPEITIOJABATEJIAI/O9K3AMEHATOPA
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[la. YCJIIOBUA. Kaxaplit oOy4aromuiics oTBedaeT Ha MATh TEOPETUIECKUX BOIPOCOB
[Ipu BBITOTHEHUH TAHHOTO TEOPETHYECKOr0 3a1aHUSI HEOOXOIMMO MPUBECTH MPUMEPHI U3 JATENbHOCTH
Pa3HO00pa3HBIX KOMMEPUECKHX MPENNPUATHI.

[116. KpuTepnu olleHKH 0TBETA IK3aMEHYIOLEerocs:

- OIICHKAa «5» BBICTABJIACTCS, €CJIN CTYACHT:

- MIOJIHOCTBIO PACKPBLUI COACPIKaHNEC MaTCpUalia B 06’L6Me, npeayCcCMOTpECHHOM nporpaMMoﬁ;

- U3JIOKUJT MaTepUuall T paMOTHBIM A3BIKOM B onpe):[eneHHOﬁ JIOTUYCCKOM IoCJICA0BaTCIIbHOCTHU, TOYHO
HCIOJIB3YS CICHUATIU3UPOBAHHYIO TCPMHUHOJIOTIUIO0 U CUMBOJIUKY;

- IPpaBUJIbHO BBIITOJIHHUJI rpaq)uquIcoe I/1306pa)KeHI/Ie, CXEMY, MOACIIb COMYTCTBYIOIIIMEC OTBCTY;,

- OIICHKAa «4» BBICTaBJIACTCA, CCIIN:

OTBCT YAOBJICTBOPACT B OCHOBHOM Tpe60BaHI/I$IM Ha OILICHKY <<5>>, HO ITpH 3TOM UMCCT OAWH U3
HCIOCTAaTKOB:

- B U3JIOKCHUU JOMYIIICHBI HEOONbIINE npo6em:1, HC UCKa3HUBIIKUEC JTIOTMYCCKOI'0 U I/IH(l)OpMaLII/IOHHOFO
COACPIKaHUA OTBCTA;

- JOIMYHIICHBI omuOKa uiau doiee ABYX HCOYCTOB B Fpa(l)I/I‘-IeCKOM MNpeaACTaBJICHUHN MaTCpUaJia.

- OIICHKAa «3» BBICTaBIACTCA, CCIIN:

- HCMMOJIHO WJIM HCIIOCIICAOBATCIIbHO PACKPLITO COACPKAHUC MAaTCpHajia, HO [TOKa3aHO 06]1[66 IIOHMMaHHEC
BOIIpOCa U MpOACMOHCTPUPOBAHBI YMCHU A, JOCTATOYHBIC JJI Z[aJ'IBHef/’IH_IeFO YCBOCHUS NPOrpaMMHOro MaTcpuala,
HUMCIIUCH 3aTPYAHCHHUA UJIN JOMYIICHBI OIIMOKY B OnpcCaAcCiICHUN HOHHTI/If/’I, HCIIOJIb30BAHUUN TCPMHUHOJIOTMHU, MOACIIAX,
0710K-cXeM, TpauKOB.

- OIICHKa «2» BBICTABIACTCA, €CIIN:

- HC pAaCKPbLITO OCHOBHOC COACPKAHUC MaTCpHraa;

- 06Hapy>i<eH0 HE3HAHHUC WJIN HCIIOHUMAHUEC CTY JCHTOM Oombleil WM HanOoIee BaXKHON YacTh yqe6H0r0
Matepuala,

- HOITYIICHBI OIINOKH B OnpeCAciICHUN HOHHTI/If/’I, IIpu HUCIOJB30BAHMU TCPMHUHOJOIMU, B MOACIIAX, OJIOK-
cxeM, rpapuKoB.

7. IlepedyeHb MaTepranoB, 000PyAOBAHUS U HH(POPMAIHMOHHBIX HCTOYHHKOB, HCII0JIb3YeMbIX B aTTeCTAIIMH

Oo6opynoBanue:
[lepconanbHbIM KOMIBIOTEP
Juanpoexrop
OKkpaH

Ilepeyenr pexoMeHAyeMbIX Yy4eOHBbIX H3AaHMii, W HTepHer-pecypcoB, I0NOJHUTEJIbHOI
JIMTepaTypsbl
HopmaTuBHO-IpaBOBbIE JOKYMEHTBI
1. Koncrutymus Poccuiickoit ®@enepanum — ¢ y4eTOM IOIPAaBOK, BHECEHHBIX 3akoHamu Poccuiickoit
@enepauuu o nonpaBkax K Konctutynum Poccuiickoit ®enepanuunor 30.12.2008 N 6-PK3, or
30.12.2008 N_7-®K3, ot 05.02.2014 N 2-®K3, ot 21.07.2014 N 11-PK3
2. Tpynosoii konekc Poccuiickoit @enepanun” ot 30.12.2001 N 197-®3 (pen. ot 03.08.2018)
3. Poccuiickas ®enepanms. 3akoH. OO0 wuHpopmanuu, HHOOPMAIIMOHHBIX TEXHOJIOTUSAX W 3alIUTE
uHpopManuu: ¢ u3sMeHeHussMu Ha 19 urons 2018 rona
4. TOCT P 7.0.97-2016 «Cuctema cTanmapToB 1o HHGpOpMAaIK, OUOIMOTEYHOMY U U3JATEIECKOMY JETYy.
5. OpraHu3allMOHHO-pACcTIOpSIUTENbHAs JOoKyMeHTauus. TpeOoBaHus K O(OPMIICHHIO JOKYMEHTOB»
(manee — I'OCT P 7.0.97-2016).
6. 'OCT P 7.0.8-2013 «CUBUW/. [lenonpou3BOACTBO U apXUBHOE A€N0. TE€pMHHBI M ONpPEAENICHUs». 1
mapta 2014 rona
7. ®enepanbHblil 3aK0H OT 22 okTs0ps 2004 r. Ne125-D3 «O6 apxuBHoM niene B Poccuiickoit denepannn»
(c m3menenusmu Ha 28 nexadbps 2017 rona)
OcHOBHbIC HICTOYHHKH:
1. Mmenko A.B., Jloponuna JI.A. JlokymeHTaunonnoe oOecredenue ympasieHus. OUL] «Axanemusi».
2020r.
2. ITmenko A.B., [loponuna JI.A. JlokymeHTanmoHHOEe obOecrieueHue ympasieHus. [Ipaxtuxym. OWL]
«Axagemus» 2021 r.
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3. JloxymeHranmonHoe oOecrneyenue ynpaBienus : yueOHuk / T.A. beikoBa, E.A. Ckpumnko,
FO.M. Kykapuna, A.}O. KonskoBa, C.A. I'notroBa. — Mocksa :KuoPyc, 2019. — 266 ¢. — Jlns CI1O. —
ISBN 978-5-406-05649-3.

4. JlokyMeHTallMOHHOE OOecIieueHue yIpaBleHHs (C OCHOBaMH apXHMBOBEICHHMS) : ydueOHOe Imocobme /
M.U. BacakoB. — Mocksa :KnoPyc, 2019. — 216 ¢. — J{na CI1O u HITO. — ISBN 978-5-406-06067-4.

5. JloxyMmeHTanmoHHoe obecriedeHne ynpasieHus : yueOnuk / B.B. Bapmynn. — Mocksa : FOctunus,
2018. — 271 c. — CIIO. — ISBN 978-5-4365-1585-4.
6. I'ypeeBa, M. A. IlpaBoBoe obOecneueHue Mpo(hecCHOHANBHOW MAEATENIBHOCTH : Y4YEOHUK JUIs

MCIOJIb30BaHUs B YUeOHOM Ipoliecce 00pa3oBaTeNbHbIX YUPESKICHUH, peanusyromux nporpammsl CIIO /
M. A. I'ypeeBa. — Mocksa :KnoPyc, 2021. — 218 ¢ (PI'b)

7. 1enonpou3BOACTBO (JOKYMEHTAIIMOHHOE 00eCTieYeHHE YIIPaBIICHU): YI€OHUK JUISL CTYICHTOB CPEIHETO
npoeccHOHaTBFHOTO 00pa3oBaHMs, OOYYAIOUIMXCS MO0 HAIPABICHUAM TEXHUYECKOTO M T'YMAaHHUTapHOTO
npoduiss / M. U. Bacakos, O. U. 3ambikoBa. — PocroB-Ha-/lony : ®enukc, 2020. — 375 c. (PI'b)

8. IImenko, A. B. JlokymeHTannoHHOE obecnieueHue yrpapieHus: npaktuky™m / A. B. Ilmenko, JI. A.
Hoponuna. — Mocksa : Axkagemus, 2021. — 157 c. (PT'b)

9. Trimenko, A. U. IIpaBoBoe obecnieueHne mpodeccuoHalIbHON AeATENIBHOCTH : yueOHoe nmocobue / A. U.
Teimenko. — Mocksa : PUOP : UTHOPA-M, 2020. — 202 c. (PT'b)

JlonoTHUTeIbHBbIE HCTOYHUKH:

1. Pymbianna JLA. JlokymeHnTanmonHoe o0ecrieuenue ynpasienus. OULL «Axanemusi». 2019

2. brikoBa, T.A. JIokymMeHTalmoHHOE 0OecrieueHue ynpaBieHus (AeI0Mpon3BOACTBO): YueOHoe nocodue /
T.A. beixoBa, T.B. Ky3ueuosa, JI.B. Cankuna. - M.: HUL] UTHOPA-M, 2021. - 304 c.
Y4ebHO-MeToInYeCKUE, TEPUOJUUECKIE U3IaHUS:

1. ONEeKTPOHHBIN KypHaI "CoBpeMEHHbIE TEXHOJIOTUU JEJIONPOU3BOICTBA u
JIOKyMeHTooOopoTa". https://www.sekretariat.ru/emagazinestdd
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