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1. IInanupyemblie pe3yabTaThbl 00y4eHHs 110 JUCUMILINHE, COOTHECEHHbIE €
yeranoBjieHHbIMU B OIIOII BO nnaukaTopaMu J0CTHKEHUS] KOMIIeTeH Ui

1.1 Ilepeyens kommneTeHuMii, GopMUpyeMbIX y4eOHOI TUCHUIIIMHON

Koa 1 HamMeHOBaHHE KOMIIETEHIIMH

Koa n HamMeHOBaHUe HHAUKATOPA
pocTrkenus komnerenuuu (MIK)

YHI/IBepcaJIbHaSI KOMIICTCHIUA

VK-4

Crnioco0eH oCyLeCTBIATh JEI0BYIO
KOMMYHHUKAIMIO B YCTHON ¥ IMCbMEHHON
(dopmax Ha rocyJapCTBEHHOM SI3bIKE

Poccuiickoit ®enepanuu u
WHOCTPaHHOM(BIX ) sI3bIKe(ax)

T4

OcyIlecTBIISIET ICIOBYIO MIEPETUCKY U
KOMMYHHKAIIUU C YICTOM OCHOB U IIPUHIIUIIOB
BEJICHHS JOKYMEHTO000pOTA B
po(heCCUOHATTLHOM e TeIbHOCTH

1.2 TlepeuyeHb MJIAHUPYEMBIX Pe3yJIbTATOB 00y4eHHs M0 Y4eOHOI TUCHUILINHE

I/IH)II/IKaTOpI)I JOCTHIKCHUSA

IInanupyemble pe3yjbTaThbl 00y4eHHS

KOMIIeTeHIHN i
Na-4.YK-4 3uartb (3):
OcymecTBiser JICJIOBYIO | - OCHOBBI U MIPUHIIMITBI BEICHUS JOKYMEHTO000pOTa B

MNEpCMCKY U KOMMYHUKalIUN
C Y4E€TOM OCHOB ¥ IPHHIIUIIOB
BEJICHUSI JOKYMEHTO0OOpOoTa
B npodeccnoHanbHOM
JeSATEIIbHOCTH

poeCCHOHAIBHON JEATEIHHOCTH;

- METOIbI IOKyMEHTAIILHOTO 0(pOPMIICHHS PEIICHUI B
OpraHu3aIusIX;

- IpaBWJIa BEJICHUS M XPAHEHUS JJOKYMEHTOB, U3TOTOBICHUS
0JIaHKOB;

- IpaBmJIa U (OPMBI JIETTOBOI MEPETUCKHU.

Ywmers (Y):

- OCYILIECTBIIATH JIETOBYIO IIEPENUCKY;

- OCYIIECTBIIATh JOKYMEHTaIbHOE 0OpPMIICHHE PEIICHHI B
OpraHu3alNY;

- IPABUJIBHO HUCIIOJIB30BATh CUCTEMBI U METO/IbI
JIETIONPOU3BO/ICTBA HA OCHOBE COBPEMEHHBIX TEXHOJIOTHH;
- OpraHu30BaTh padOTy CO CIyKEOHBIMU JOKYMEHTAMHU
OpraHu3aIuu.

Baaners (B):

- METOJAUKOW OCYIIECTBIICHUS AEJI0BOM NEPENUCKU U
KOMMYHUKAIW;

- TEXHUKOW BeJIEHUS JOKYMEHTO000POTa,

- METOJIaMH JJOKYMEHTAIBHOTO O()OPMIICHUS PEIICHU B
OpraHu3aliu;

- METOJaMH COCTaBJIeHUS, OQOPMIICHUS U XpaHEHUs
CITykeOHBIX JOKYMEHTOB OpraHU3allnu.




2. llesu ¥ 3a1a4M OCBOEHHUS Y4eOHOI THCIMIIMHBI, MECTO TUCHUILIMHBI B CTPYKTYpe
OonoI1 BO

JucrtunnuHa «OCHOBBI ACIONMPOU3BOICTBA B SKOHOMHUYECKOH JEATETHHOCTHY OTHOCUTCS
K 4yacT (popMHUpyeMOi yYaCTHHKAMU 00Pa30BaTEIbHBIX OTHOIICHUH.

Heanb: ¢opMHupoBaHHE YHHBEPCAIBHBIX KOMIETCHIIMH, TEOPETHYCCKUX 3HAHHUI
OCYIIECTBJICHUS JCJIIOBOM MEPENUCKA U KOMMYHHKALUNA C YIETOM OCHOB U MPUHIIUIIOB BEACHUS
JIOKYMEHTO000POTA.

3agaun:

- O03HAaKOMHTH CTYACHTOB C OPTraHU3allMOHHBIMU (GopMaMH ¥ OOIIMMH TMPUHIIUIIAMH
JIEJIONIPOU3BOJICTBA, C TIOPSIKOM IOKYMEHTUPOBAHHUS JISTIOBOM HH(OpMAIIHH;

- HAYYUTh CTYJICHTOB CHCTEMAaTU3UPOBATh HH(POPMAIIHIO IO OTJACIBHBIM KaTETOPHM:

- O3HAKOMHTH CTYJICHTOB C TPEOOBAHHSIMH COCTABJICHHUS rpaduKka JTOKyMEHTOO0OpOTa B
OpraHu3aIMsIX.

3. O0beM yueOHO JMCUMIIMHBI B 3249€THBIX eIMHUIAX C YKA3aHHEM KOJIMYeCcTBA
aKajeMHYeCKHX YaCOB, BblI/IeJIEHHBIX HA KOHTAKTHYIO Pa0oTy 00y4aroluxcs ¢
npenogasareseM (10 BUAaM y4eOHbIX 3aHATHI) M HA CAMOCTOSITEJILHYIO padoTy

o0yyarommxcs
3.1 Ounas ¢popma oOydeHus
Bun yuebHol paboThl 1 cemectp

OO0m1ast TpyA0€MKOCTh AUCIUIUIMHBI, 3a4€THBIX €UHUIL 2
4acoB 72
AynuTopHasi (KOHTAKTHas1) paboTa, 4acoB 32
B T.4. 3aHATUS JEKIIMOHHOTO THUIIA 16

3aHSTHSI CEMUHAPCKOTO TUIIA 16
CamocrosiTeibHas padoTa 00y4aOImMXCcsi, 4aCOB 38
B T.4. KypcoBasi pabota -
KonTpoJas 2
Bua npomexyTo4HON arTecTanuu 3a4€T

3.2 OyHo-3a04Has hopmMa 00ydeHUs

Buj yue6HOH paboThI 4 cemectp

OO0m1ast TpyA0€MKOCTh JUCIIUTUIMHBI, 3a4€THBIX €UHUIL 2
4acoB 72
AynuTopHasi (KOHTaKTHas1) padoTa, 4acoB 20
B T.Y. 3aHATHUS JIGKLIMOHHOTO TUIIA 10

3aHATHS CEMUHAPCKOro TUMA 10
CamocrosiTe/ibHasi padoTa 00y4alouuxcs, 4acoB 50
B T.4. KypcoBas paboTta -
KonTpoas 2
By npomexyToO4HOM aTTecTanun 3a4€T




3.3 3aounas ¢popma oOyueHUs

By yuebnoli paboThl 5 cemecTp

OO6m1ast TpPyA0EMKOCTh AUCIUIUIMHBI, 3a4€THBIX €UHUIL 2
4acoB 72
AyautopHasi (KOHTaKTHas1) padora, 4acoB 4

B T.4. 3aHSATHUS JCKIIMOHHOTO THITA 2

3aHSTHSI CEMUHAPCKOr0 TUIIA 2

CamocrosiTesibHAsi padoTa 00y4al0IIMXCs, 4YacoB 64

B T.4. KypcoBas paboTa -
KonTpoas 4
Bun npomexyTodHoOl arTecTauuu 3a4eT




4. Copeprxanue TUCHMILIMHBI, CTPYKTYPHPOBAHHOE 110 TeMaM (pa3jejiaM) ¢ yKa3aHHueM
OTBE/JICHHOT0 HA HUX KOJHYeCTBA aKAJeMHYeCKHX YACOB M BU/I0B YUeOHbIX 3aHATHI
4.1 llepeyeHnb pa3aes1oB JMCHUILVIMHBI C YKa3aHHEM TPYJI0eMKOCTH ayMTOPHOI
(KOHTAKTHOM) U CAMOCTOSITEJIbHOH Pa00ThI, BUI0B KOHTPOJIEH U IepedHsi KOMIIeTeH N

Ounas hopma oOydeHust

TpynoeMKOCTb, 4aCOB

B TOM YHUCJIC

Hanmenosa
ayJIUTOpH e
HanmenoBanwue pasjena ot caMoCTOs Kon MJIK
BCETO . OLIEHOYHOT
(KoHTaKT TEITHLHOMN
. 0 cpencTBa
HOI) paboThl
paboThI
Paznen 1. OCHOBHbIE MOHATHS U POJIb Pedepar | U]I-4.YK-4
AeJIOMPOU3BOACTBA B BeJeHUH 26 12 14
AOKYMEHT0000poTa
1.1. OcHOBHBIEC TIOHATHUS U POJIb
JICIONIPOU3BOJICTBA B OPTaHU3AIHIX 13 6 7
1.2. Perucrpanus JOKyMEHTOB 13 6 7
Paspnen 2. CocraBiienue u oopmiieHue KonTponsx
AOKYMEHTOB JJIS OCYLIECTBJICHUS a4 20 o4 as pabora
JeJT0OBOM MEePEeNnnucK U
KOMMYHHUKAIM
2.1. Opranu3anmoHHO-
pacropsauTeNbHAS JOKYMEHTAIIHS 12 6 6
2.2. JloxymeHTalnus pu BHEAPEHUN
TEXHOJIOTHYECKUX, TIPOTYKTOBBIX 12 6 6
WHHOBAIIMHI
2.3. KanmpoBoe f1enonpon3BoicTBO 10 4 6
2.4. TexHONOTHS XpaHEHHS JOKYMEHTOB 10 4 6
KonTpoanb 2
MUTOI'O no aucuuminne 72 32 38




OuHo-3a04Has popma 00yUeHHS

TpynoeMKoCTb, 4aCcoB

B TOM 4YHCJIC

Haunmenosa
ayJIMTOPH
. HHE
HaumeHnoBanue pasjena oi CaMoCTOst Kon MJIK
BCETO . OIIEHOYHOT
(KOHTaKT TEJIbHOU
. 0 cpelcTBa
HOIA) paboThI
paboTHI
Paszjnen 1. OcHOBHbIE NOHATUA U POJIb Pedepar | U]I-4.YK-4
AeJIONPOU3BOACTBA B BeJleHUH 32 8 24
AOKYMEHT0000pOTa
1.1. OCHOBHBIC TIOHATHS U POJTH
JIEJIONPOU3BOJICTBA B OPTaHU3AIINAX. 16 4 12
1.2. Peructpanus JOKyMEHTOB 16 4 12
Paznen 2. CocraBiienne u oopmieHue Kontponbn
JAOKYMEHTOB /IJIfl OCYIIEeCTBJICHUS 38 12 26 as pabora
JeJI0BOH MepenucKu U
KOMMYHHUKAIM
2.1. Opranu3anuoHHO- 10 4 6
pacnopaauTeibHad JOKYMCHTAIIUA.
2.2. JlIokyMeHTauus pu BHEAPEHUN
TEXHOJIOTHYECKUX, TIPOTYKTOBBIX 10 4 6
MHHOBAILUHN
2.3. KazmpoBoe J1e10npon3BoIcTBO 9 2 7
2.4. TexHONOTHUA XpaHEHHSI TOKYMEHTOB 9 2 7
KonTpoan 2
HNUTOTI'O no aucuminHe 72 20 50




3aounas Gpopma oOyueHHs

TpynoeMKoCTb, 4acoB

B TOM YHCJIC

ayIUTOPH HanmenoBanu
HaumenoBanue paznena BCCTO on CaMoCTOs | € OLIEHOYHOI'O Kon UK
(KOHTaKT TENBHON cpencTBa
HOI) paboThI
paGoThI
Paznen 1. OcHoBHBIE MOHATHS W Pedepar N1-4.YK-4
poJib JeJIONPOU3BOICTBA B 26 2 24
BeJleHHH TOKYMEHT0000poTa
1.1. OcHOBHBIE MOHATHS U POIb
JeTTOMPOU3BOCTBA B 14 2 12
OpraHHu3aIusiX.
1.2. Peructpanus JOKyMEHTOB 12 0 12
Paznen 2. CocraBiienue u KonTponbHas
oopmiieHE TOKYMEHTOB JIJISI 42 5 40 pabora
OCYLIECTBJICHMS AeJT0BOM
nepenucKy i KOMMYHUKAIM
2.1. Opranu3anoHHO- 12 5 10
pacropsiAuTeNbHas JOKYMEHTAIIHS
2.2. JlIokyMeHTauus Npu BHEAPEHUN
TEXHOJIOTMYECKUX, TIPOAYKTOBBIX 10 0 10
WHHOBAIUHN
2.3. KampoBoe nenonpon3BoicTBO 10 0 10
2.4. TexHOJIOTUS XpaHCHHUS 10 0 10
JIOKYMEHTOB
Kounrtpoan 4
HUTOI'O no aucuuIinHe 72 4 64




4.2 CoaepsxaHnue THCHHMIIMHBI 110 pa3leaaM H TeMam

Paznen 1. Paznen 1. OcHOBHbIE MOHATHSA U POJIb 1€J0NPOU3BOJACTBA B BeJleHUH
AO0OKYMEHT0000pOTa

]_le.]'lb — U3YUCHHEC TCOPETUYCCKUX OCHOB JACJIOMPOU3BOJACTBA B BEACHUHU HOKyMCHTOO60pOTa.

3agaum:

- O3HAaKOMHTH CTYACHTOB C OPTraHU3allMOHHBIMU (GopMaMH U OOIIMMH TMPUHIIUITAMH
JIEIONIPOU3BOJICTBA, C TIOPSIKOM TIOKYMEHTUPOBAHHUS JISIIOBOM HH(OpMAIIHH;

- HAYYUTh CTYJICHTOB CHCTEMAaTU3UPOBATh HH(POPMAIIHIO TIO OT/ICIBHBIM KaTETOPHUSIM:

- O3HAKOMHTH CTYACHTOB C TPEOOBAHHUSIMH COCTaBJICHHS Tpaduka JTOKYMEHTOO0OpOTa B
OpraHU3aIuu.

IlepeyeHn y4eOHBIX 31eMEHTOB pa3jelia:

1.1.0OcHOBHbIE IOHATHS U POJIb 1eJI0NPOU3BOJACTBA B OPraHU3alMAX.

3HaueHWe JeNONpOW3BOACTBA ¥ (OPMHUPOBAHUS HMHPOPMAIIMOHHOTO OOECTeYeHusT B
OopraHusanmsax. I/ICTOpI/IH pasBUTUA OCJIOINPOU3BOACTBA B Poccun. OcHOBHBIE MHOHSITHS: HOKYMCHT,
JOKYMEHTHUPOBAaHUE, TOKYMEHT0000pOoT, JoKyMeHTauusl. Opranu3aunoHHble (GOpMbI AEIONPOU3BOACTBA
M "X Xapakrepuctuka. HopmartmBHas ©6a3a memompomsBoactBa, ['OCTeL, KiIaccHpUKATOPHI
OTBETCTBEHHOCTh  JOJDKHOCTHBIX JIMII 32 OpraHu3aluio JaenonpousBojacTBa. Kiaccuduxanms
JIOKyMeHTOB. ['paduk moxkymeHTOOOOpOoTa M ero 3HaueHHe. CUCTEMaTH3allusl JaHHBIX 110 Pa3IMYHBIM
noKa3zarensM. PeKBU3HMTHI YNpaBIEHYECKHX AOKYMEHTOB M IpaBmwia UXx odopmieHus. TpeboBaHHS K
OJlaHKaM U TEKCTY JOKYMEHTOB.

1.2. Peructpauusi JOKyMeHTOB
CyLIHOCTh PErucTpaluy JOKYMEHTOB B OpraHmsanuax. Popmbl perucTpauul JAOKYMEHTOB.
Perucrpanus BXoasmux JJOKYMEHTOB. Peructpanusa ucxoasuux 1 BHyTPEHHUX JTOKYMEHTOB.

Pa3znen 2. CocTaBiieHue u opopmieHne TOKYMEHTOB JJIf1 OCYIIeCTBJICHHUS AeJIOBOI MepenucKu
U KOMMYHHMKAIUMN

Lenb - HAYYUTHh MPABHIILHO COCTABJATh M OGOPMIIATH JOKYMEHTHI, CO3JaBacMbIe B MPOIIECCE
NPUHATHSA ¥ PEean3alliy YIPaBICHYECKUX PEIICHUH B OPraHU3alUsaX Uil OCYLIECTBICHUS AEJI0BOM
MEePENUCKA U KOMMYHHUKAIIHA.

3agaun:

- Hay4uTh CTYJCHTOB KayeCTBEHHO H OBICTPO oOpabaThiBaTh WHGPOPMAIMIO B IEJAX
CBOCBpeMeHHOFO HpI/IHSITI/ISI COOTBCTCTB}/IOIIII/IX praBnqueCKI/Ix peHIeHI/Iﬁ;

- 00y4YUTh CTYACHTOB MpaBwiaM U (HopmaM (GYHKIIMOHUPOBAHUS CUCTEMBI BHYTPEHHETO
JIOKYMEHTOO0OpOTa OpTraHU3alMK, JEIOBOW TEPENHCKA C MapTHEpaMU MO XO3SUCTBEHHOU
JIESITEIbHOCTH;

- HayYHWTh CTY/JCHTOB NpaBHJaM BelcHHS M (OPMUPOBAHUS WHPOPMAIIMOHHOTO OOCCIICUCHHS
y‘IaCTHI/IKOB OpFaHI/I3aHI/IOHHBIX HpOCKTOB nu JIOKYMeHTaIII/II/I.

Ilepedyennb y4yeOHBIX 3J1eMEHTOB pa3jaea:

2.1. Opranu3alnuOHHO-PACIOPAINTEIbLHAST JOKYMEHTAMS

OpraHuzanoHHasl JTIOKyMEHTAIlVsl: TIOHSITHE, BHIbI, COJCpXAaHHE U TMOPSIOK OQOpPMIICHUS.
PacriopsimutensHbie  TOKYMEHTHI: mMOHATHE, BuHIbL. CoaepxkaHue U TOPAAOK  O(QOPMIICHHSL.
HHbopMainoHHO-CIIPaBOYHBIC JOKYMEHTHI: MIOHATHE, BUbBI, COACPIKAHUE U MOPSI0K 0)OPMIICHHMS.

2.2. lokymMeHTAnMs NPH BHEAPEHUH TEXHOJIOTHYEeCKHUX, MTPOAYKTOBBIX HHHOBALMIA

OcobeHHOCTH ¥ TPOOJIEMBI MOKYMEHTAIBHOTO OQOpMIICHHS M y4eTa WHHOBAIIMOHHOM
nponykiuu. OTCYTCTBHE B COBPEMEHHOM POCCHHCKOM ydeTe CHCTEMHOH y4yeTHOW HH(OpMalMu Kak
CaMOCTOSITETIbHOTO MAaccHBa JaHHBIX 00 MHHOBAIlMOHHOH nesTenbHOcTH. MHCTpyMeHTapuil 1Mo oleHKe



00bekTOB MHTEINIEKTyabHONU coOcTBeHHOCTH (OMC). PaspaboTrka JOKYMEHTOB, OIHCHIBAIOIITHX
OCHOBHBIC HAINPABIICHUS TEXHOJOTMUYECKOTO DPA3BUTHS KOMITAHWUH (JOPOXKHBIC KapThl, Pa3HYHBIC
nporpaMmbl). CHCTEMBI YIPaBIICHUS WHTEIUICKTYadbHOW COOCTBEHHOCTHIO (ITATEHTHI, JUIICH3UH, HOY-

xay).

2.3. KaapoBoe 1eJ10npou3BOACTBO

JIOKyMEHTHpOBaHHE TPOICCCOB JIBIKEHHUS KaJlpOB B OpraHu3anusx. JlOKyMeHTHpOBaHUE
OIICHKH pa0OTHUKOB. Benenme TpymoBBIX KHMKEK paboTHHKOB. OdopmieHwne TUYHBIX nei. Bexenwne
JYHBIX KaPTOUEK.

2.4. TexHosorusi XpaHeHUsi JOKYMEHTOB

Opranmzaiyss BHYTPEHHETO JIOKyMeHTooOopora mpennpusatus. [loHsTne pexuma XpaHEHHS
JOKyMeHTOB. TpeOoBaHUS K 3AaHUSIM U MOMEIIEHUsM apxuBa. CBETOBOH, TeMIIEpaTypHO-BIaKHOCTHBIH,
CaHMTaPHO-TUTMEHNYECKUI U OXPaHHBIN PEXXUMbI XpaHEeHHUs JOKYMEeHTOB. Opranu3anus padoTsl apXHBa.
[lepenaya e B apXuB OpraHU3AIMK M UCIIOIb30BaHNE JOKyMEHTOB. KOHTpOIB paboTh apXUBOB.

4.3 TemaTu4yeckHii IJIaH 110 04HOI opme 00yUeHH
Paznen 1. OcHOBHBIC NOHATHS U POJIb 1€JONPOU3BOACTBA B BeJCHHHU JOKYMEHT0000poTa
KonTakTHas palora o0yuyawmmuxcsi ¢ mnpenogaBarejeM (3aHATHA JIEKIMOHHOIO THINA -

JEeKIUH U WHbIe Y4eOHbIe 3aHsATHS, NPEIyCMATPUBAIOIIME NPEUMYIIECTBEHHYIO Nlepenady y4edHoi
undopmanmu)

Tpynoem
Tema Bonpocsr KOCTb,
94acoB
1.1. OcHoBHBIE 1. 3nauenue JEeJI0MPOU3BOJICTBA u dbopMupoBaHus
HOHATHA U POJIb HH(pOPMAITMOHHOTO 00eCIIeYEHUSI.
ACTIOTIPOU3BOACTBA B | 2 TJoHsATHE U KJIacCU(DUKAIIUS TOKYMEHTOB
OpraHU3aLNAX. 3. PeKBHM3UTHI YIPABIEHUECKUX JOKYMEHTOB M MPAaBUIA UX 3
odopmienus. TpeboBanus k OJaHKaAM M TEKCTY IOKYMEHTOB.
4. OTBETCTBEHHOCTh JOJDKHOCTHBIX JIMI] 32 OPTraHH3aIlUIo
JIEJIONIPOU3BOJICTBA.
1.2. Peructpauus 1. CymHOCTb pEerucTpanuu J0KyMEHTOB.
JIOKYMEHTOB 2. ®opMBI perucTpaIiyi JOKYMEHTOB. 3
3. Peructpanust BXOASIINX JOKYMEHTOB.
4. Per HUCTpalus NCXOAAINX U BHYTPCHHUX JOKYMCHTOB.

KonTakTHas palGora o0y4ammmuxcs ¢ mnpenojasareseM (3aHATHS CeMHMHAPCKOro THIIA-
CeMHMHAPBI, IPAKTHYECKHE 3aHATHS, IPAKTHKYMBI, J1a00paTopHbIe PadoThl, KOJIJIOKBHYMbI H HHBIE
AHAJIOIr'MYHbIC 3aHSITI/IH)

dopma U METOJ] IIPOBEACHUS TpynoeMKoCTb,
3aHATUSI 4acoB

Tema

1.1. OcHOBHBIC OHATHS U POJIb JEIOIPOU3BOICTBA

CeMHHAP-IUCKYCCHUS 3
B OpraHu3anusiax.

1.2. Peructpanusi IOKyMEHTOB CeMuHap-AHCKyCcCHUsT™® 3

y‘le6HBIe 3aHATHA, OGCCHC‘II/IBaIOH_II/Ie Pa3BUTHUC Y O6y‘laIOH.[I/IXC$I HaBbIKOB KOMaHI[HOﬁ pa6OTLI,
MECKJIMYHOCTHOM KOMMYHUKAIUU, IPUHATHAA peIHGHI/If/’I, JIMACPCKUX KAYCCTB B 1 pas3acic — 3 gaca.

CamocrtosiTeabHas padora

TpynoemMKocTsb, Hanmenosanue
4acoB OLIEHOYHOI'O CPEJICTBA

Tema

10




1.1. OcHOBHBIC IOHATHS U POJIb ACIONPOU3BOJICTBA B 7

OpraHus3anmsix.

1.2. Perucrpanus TOKyMEHTOB

Pedepar

Pa3nea 2. CocraBiienne u oopmMileHHEe TOKYMEHTOB /JIsl OCYLeCTBJICHUS 1eJ10BOM
nepenucky 1 KOMMYHUKAUI

KonrakTHasi padora o0yyammmxcsi ¢ npenojgaBaresieM (3aHSATHS JIEKIMOHHOIO THIA -
JIEKLIMU U MHbIe y4eOHble 3aHATHUSI, IPeAyCMATPUBAIOLINe IPEUMYLIECTBEHHYIO nepeaayy yueOHou

nndopmanuu)
Tpynoem
Tema Bompocst KOCTb,
94acoB
2.1.0pranu3auMoHHO- 1. OpranuzanuoHHas JAOKyMEHTalMs: IOHSITHE, BUJbI,
pacnopaanuTEIbHaA COI[Cp)KaHI/IC.
AOKYMCHTAIHA 2. Tlopsmox odopmIIeHUS OpraHU3aIMOHHBIX
JIOKYMEHTOB.
3. PacnopsautenbHble JOKYMEHTBI: IIOHSATHE, BHJIBL 3
Copepxanuie 1 nopsA0K 0GOPMIIEHUS PaCIOPAIUTEIbHBIX
JIOKYMEHTOB.
4. HHpOpMaIMOHHO-CIIPABOYHBIC TOKYMEHTHI: MOHATHE,
BUJIbI, COJIEpP’KAaHUE U TOPSIOK O(hOpMIIEHUSI.
2.2.JlokyMeHTanus Ipu 1. lokymeHTanpHOE 0(hOpMIICHHE TIPOTPAMMBI BHEAPCHHUS
BHEJIpEHNU TEXHOJIOTMYECKUX, IPOAYKTOBBIX WHHOBALUI
TCXHOJIOTHICCKHX, _ | 2. JlokyMeHTalus 0 BHEAPEHUIO HHHOBALIMI 3
TPOAYKTOBBIX MHHOBAUMH | 3 - TTokymeHTAIIUS 10 BHEAPEHUIO OPraHU3aIlIMOHHBIX
U3MEHEHUN
2.3. Kanposoe 1. lokymMeHTupOBaHHE MPOLIECCOB JIBUKEHUS KaJAPOB.
ACIONPOU3BOACTBO 2. JlokymeHTHpOBaHUE OIICHKM JACITCIbHOCTHU
pabOTHUKOB. 2
3. Benenne TpynoBBIX KHIDKEK paboTHHKOB. OdopmiieHne
JIMYHBIX JEII.
4. BeneHue TUYHBIX KapTOUEK.
2.4. Texnonorus 1. I[TonaTue pexuma XpaHeHHs] JOKYMEHTOB
XpaHCHHA JOKYMCHTOB 2. TpC6OBaHI/I}I K 3JaHHUAM U TIOMCIICHHUAM apXuBa
3. CBeToBOH, TEMIEpaTypHO-BIAXHOCTHBIN, CaHUTAPHO-
TUTMEHUYECKUM U OXPAaHHBIM PEXUMBI XPAHEHUSI TOKYMEHTOB 2

4. Opranu3zanus paboThI apxXuBa
5. Ilepenaya nen B apXuB OpraHM3allid M HCIIOJIb30BaHUE
JokyMeHToB. KOHTpOIIb paboThl apXHBOB.

KonrakTHasi pabora oOyualounuxcsi ¢ npemnojgaBarejieM (3aHATHS CEMHUHAPCKOI0 THUIA-
CEMHUHAPbI, NPAKTUYICCKHUE 3AHATUHHA, IPAKTHUKYMBbI, .ﬂaﬁopaToprle paﬁOTbl, KO/VIOKBUYMbBI 1 UHbBIEC

AHAJIOrH4YHbIC 3aHﬂTI/Iﬂ)

T dopma 1 METOJ] IPOBEICHUS Tpym0eMKOCTS,
eMa
3aHATUA 4acoB
2.1.Opra"Hu3anuoHHO-PaCIOPSIUTENbHAS
P p P CeMuHap-AUCKYyCCHUST* 3

JIOKyMEHTAITHS:
2.2. JIokyMeHTalusa Ipyu BHEAPEHUU

Hloxy LWL TP AP . CeMHHAp-IUCKYCCHUs 3
TEXHOJIOTHYCCKIX, IPOAYKTOBBIX HHHOBAITHIA:
2.3. KaznpoBoe 1emonpon3BoacTBO CeMuHap-AMCKYCCHUST* 2
2.4. TexHONOrus XpaHCHMsI JOKYMEHTOB CeMuHap-TUCKYCCHUS 2
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" yue6HBIE 3aHATHS, 00CCIICIMBAIOIINE PA3BUTHE y 0OYUAOIINXCS HABBIKOB KOMAH/HOI paGoThI,
MEXITMYHOCTHOW KOMMYHHKAIIUH, IPUHITHS PEUICHUM, JINACPCKIX KauecTB BO 2 pa3jene — 5 Jaca.

yueOHbIE 3aHATHUS, OOCCIICUNBAIONINE PA3BUTHE Yy O0YYAIOIIUXCS HABBIKOB KOMAaHJIHON pa0oTHI,
MEXIIMYHOCTHONH KOMMYHHUKAITUY, TPUHATUS PEIICHHMN, JINJICPCKUX Ka4eCTB BCero — 8 4acos.

CamocrosiTesbHasi padora

Tema TpynoemkocTsb HaunmenoBanue
, 4aCOB OLICHOYHOI'O CPEICTBA
Opranu3annoOHHO-PACTIOPAIUTENbHAS JOKYMEHTALUs 6
JlokyMeHTanus npy BHEAPEHUU TEXHOJIOTUYECKUX, 6
IIPOAYKTOBBIX NHHOBALUH
KonrponsHas pabora
KanpoBoe nenonpon3BoacTso 6
TexHonorust XxpaHeHus: JOKYMEHTOB 6

4.3 TemaTn4yeckuii IVIaH MO0 0YHO-32049HOM (popme 00yUeHUs

KonrakTHas pa0ora oO0yyarommxcs ¢ npemnojgasartejeM (3aHATHSA JEKIHMOHHOIO THIA -
JIEKIIMU U MHbIe y4eOHble 3aHATHUSI, IPeAyCMATPUBAIOLINEe IPEUMYILIECTBEHHYIO Nepeaavyy yueOHou

nndopmanuu)
Tpynoem
Tema Bonpocsr KOCTb,
94acoB
1.1. OcHOBHBIE 1. 3nauenue JEJNONPOU3BOACTBA U (dbopMupoBaHus
HOHATHA U POIb MH(POPMALIMOHHOTO 00eceueHHsL.
ACTIONPON3BOACTBA B | 2 [JoHATHE M KIacCU(UKAIUSI TOKYyMEHTOB
OpraHu3alnAX. 3. PeKBU3WTHI YIPaBIECHYECKHX JOKYMCHTOB WM IMPaBHJIA UX 2
odopmiienust. TpeboBaHus K O1aHKAM U TEKCTY TOKYMEHTOB.
4. OTBETCTBEHHOCTh JOKHOCTHBIX JIMI] 32 OpPTaHHU3AIHI0
JIETTIONTPON3BOJICTBA.
1.2. Perucrpanus 1. CymHOCTh perucTpaiyu JOKyMEHTOB.
JIOKYMEHTOB 2. ®opMBI perUCTpaIK JOKYMEHTOB. 2

3. Peructpariiist BXOIAIINX TOKYMEHTOB.

4. Perucrpanusi MCXOSIIMX U BHYTPEHHUX JOKYMEHTOB.
2.1.0OpraHu3aioHHO- 1. OpranuzanuoHHas JIOKyMEHTAIsL: MOHSTHE, BUJBI,
pacnopsiuTenbHas cojIepKaHue.

JOKYMEHTAIIUS 2. Tlopsmok odopmileHNs] OpraHU3aMOHHBIX JOKYMEHTOB.

3. PacnopsimuTenbHbie TOKYMEHTHI: TIOHATHE, BUIbI. CoaepaHue 2

Y TIOPSZTOK OOPMIICHHUS PACTIOPSIAUTEIHEHBIX JOKYMEHTOB.

4.  HMHpOpMaIMOHHO-CIIPABOYHBIC JIOKYMEHTBI: IOHSTHE, BHUJIBI,

COZIepKaHue U MOpsiIoK oopMIIeHUSL.

2.2 JIokyMeHTaIus
IIPY BHEAPEHUHN 1. JlokymeHTanbpHOE 0(hOpMIIEHHE IPOTPAMMBI BHEAPEHHUS
TEXHOJIOTUYECKHX, TEXHOJIOTHYECKUX, TPOTYKTOBBIX HHHOBALIUH 2
MPOYKTOBBIX 2. JloKyMeHTAIIUs 110 BHEPCHUIO HMHHOBAIIUT
WHHOBAIUN 3. JlokyMeHTaIHMs 110 BHEAPEHUIO OPraHU3allMOHHBIX W3MEHCHHIH
2.3. Kagposoe 1. JIokyMEHTHPOBaHUE MPOIIECCOB IBUKCHUS KaPOB.
JeTOIPOU3BOJICTBO 2. JIoKyMEHTHUpPOBaHHE OLICHKH JESITEIILHOCTH PaOOTHHUKOB.
3. Benenue TpymoBbIX KHIKEK pabOTHUKOB. O(opMiICHHE JTUIHBIX 1

JIEN.
4. BeneHue TUYHBIX KAPTOUCK.
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2.4. Texuomorus
XpaHCHUS TOKYMEHTOB

3. CBeTOBOI,

1. [MonsiTue pexxuma XpaHESHUS TOKyMEHTOB

2. TpeGoBanHms K 37aHUSIM U TIOMEIICHUSIM apXHUBa
TEMIIEPaTyPHO-BIAKHOCTHBIH,
TUTHEHUYECKUN U OXPaHHBIN PEKUMBI XPAaHCHUS JOKYMCHTOB
4. Opranunzanus paboTHI apXuBa
5. Tlepemaua nen B apxXuB OpraHM3allMd M MCIOJb30BaHUE
JIOKyMeHTOB. KOHTpOJIb pabOTHI apXHBOB.

CaHUTApHO-

KonrakTHass pabdora oOyualoumuxcs ¢ npemnogaBaresieM (3aHATHSI CEMHHAPCKOI0 THUIA-
CceMHHAPbI, IPAKTHYECKHUE 3aHATHUS, MPAKTHKYMbI, J1a00paTopHbIe Pad0Thl, KOJIOKBUYMbI H HHbIE

AHAJIOIrM4YHbIC 3aHﬂTI/IH)

Tena ®opma 1 MeToI POBeIeHNs | Tpym0eMKOCTS,
3aHATHS 9acoB
1.1. OcHOBHBIE MOHATHS U POJIb JAEIONPOU3BOJICTBA
CeMuHap-aucKyccus 2
B OpraHu3auusix.
1.2. Peructpanus JOKyMEHTOB CeMuHap-AUCKYyCCUST* 2
2.1.0OpranusanoHHO-pacnopsAUTeIbHas
P ! p P CeMuHap-AHCKyCCUST* 2
JOKYMEHTAIIHS:
2.2. JlokymMeHTanus IIpyu BHEAPEHUHU
Hoxy P P " CeMuHap-IUCKyCCUS 2
TEXHOJOTMYECKHX, IPOAYKTOBBIX HHHOBAIIHH:
2.3. KagpoBoe 1e101pon3BoACTBO Cemunap-auckyccus™ 1
2.4. TexHonorusi XpaHeHUs! JOKYMEHTOB CeMuHap-AUCKycCUs 1

*

ydeOHbIE 3aHATHS, OOECHEeUMBAIONINE pa3BUTHE y OOYYArOIIMXCS HABBIKOB KOMAaHIHON pPaOOTHI,

MEKIHYHOCTHOM KOMMYHHKaIIUH, IPUHATUA pemeHI/Iﬁ, JUIACPCKUX KAYECTB BCETO -5 gacos.

CamocrosiTeabHas padora

Tema TpynoeMKOCTb, HaumenoBanue
4acoB OLIGHOYHOTO CPEJCTBA
1.1. OcHOBHBIE IOHATHS U POJIb AEIONPOU3BOICTBA B 12
OpraHu3aIusx.
P Pedepar
1.2. Perucrpamusi JOKyMEHTOB 12
2.1.0praau3aimoHHO-PACTIOPSIANTENbHAS JOKYMECHTAIIHS: 5
2.2. JlokyMeHTaLusl Ip1 BHEIPEHUH TEXHOJOTHUECKHX, 5
MPOYKTOBBIX HHHOBAI[HIA:
Konrtponbhas pabota
2.3. KanpoBoe 1enonpou3BoACcTBO 7
2.4. TeXHOJIOTHUS XpaHECHUS IOKYMEHTOB 7

4.5 TemaTH4YeCKHUi NJIaH 10 3204HOH (popme 00yUeHHs

KonTakTHas paldora o0y4yalmmuxcsi ¢ mnpemnogaBarejeM (3aHATHA JIEKIMOHHOIO THNA -
JIEKIIHM U WHbIe y4eOHbIe 3aHATHS, PeyCMaTPHBaIOIHe NPEeUMYIIeCTBEHHYIO Nepeavy y4eOHon

nndopmanun)
TpynoeMKocTb
Tema Bomnpocsl Py ’
qacoB
1.1. OcHoBHBIE 1. 3naueHue JeNONPOM3BOACTBA U  (POPMUPOBAHUS 2
TOHSTHS U POJTb MH(POPMAIIMOHHOTO 00eCeueHHs!.
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nenonpoussoacTBa | 2. IloHATHA U KIaccUPUKAIUSA TOKYMEHTOB

B OpraHu3anusax 3. PexBH3UTHI yrpaBleHYECKUX JOKYMEHTOB U MpaBUIia
ux odopmieHus. TpeOoBaHus K OJIAHKAaM H TEKCTY
JOKYMEHTOB.
4. OTBETCTBEHHOCTh JTOJIKHOCTHBIX BI0700 3a
OpraHU3aLMIO AECJIOIPOU3BOACTBA.

KonrakTHass pabora oOyualomuxcs ¢ npemnogaBaresieM (3aHATHSI CEMHHAPCKOI0 THUIA-
CeMHHAPBI, IPAKTUYECKHUE 3aAHATHUS, MPAKTHKYMbI, 1a00opaTopHble padoThl, KOJUIOKBUYMbI U UHBIE
AHAJIOTMYHBIE 3AHATHSA)

Tema Bux paGotsr (MeTox TpymnoemMKocTb,
MIPOBEJCHMUS) 4acoB
2.1. Oprann3alliOHHO-pacHOPSAUTENbHAS JOKYMEHTAlUs CemuHap-guckyccus™ 2

*y4yeOHBIE 3aHATHS, OOECIEUMBAIOIIME pa3BUTHE Yy OOyYaroIIMXCs HABBIKOB KOMaHIHOW paboTHI,
MEJIMIHOCTHOH KOMMYHHUKAIMHU, IPUHATHS PEIICHUH, THICPCKUX Ka4eCTB BCEro —2 yaca.

CamocrosiTesibHas padoTa

Tema TpynoeMKOCTb, HaumenoBanue

4acoB OLIEHOYHOI'O CPEJICTBA

1.1.OcHOBHBIE IOHATHS U POJIb AEIONPOU3BOJICTBA B 12

OpraHHu3aIusiX. Pedepar

1.2.Peructpanusi JOKyMEHTOB 12 Konrtponbnas padora

2.1.0prann3aiioHHO-pacTopsANTENbHAS JOKYMEHTAIUS 10

2.2 JlokyMeHTaIus IpU BHEJIPEHUH TEXHOJIOTUYECKHUX, 10

POAYKTOBBIX HHHOBAIIMH

2.3.KanpoBoe 1enonpon3BoaCcTBO 10

2.4. TexHOJIOorusl XpaHeHHs JJOKYMEHTOB 10

5. MeToanueckue YKazaHud AJad 06yqamumxca 10 OCBOCHHIO JUCHHUIIJIMHbI

OCHOBHBIMHU BUIaMHU y4EOHBIX 3aHATHH 10 JUcHUIUIMHE «OCHOBBI AETIONPOU3BOACTBA» U
OpraHM3allMOHHBIMH (pOopMaMu OOYYEHHS SBISAIOTCS: JIEKIUS, 3aHATHS CEMMHApPCKOTO THIIA,
KOHCYJIbTAIIMsI, CAMOCTOSITENIbHAs paboTa 00ydaroerocs.

Jlexuus ABASETCS OAHUM U3 BaXXHEMIIMX BHUJIOB YUEOHBIX 3aHSATUH M COCTABISET OCHOBY
TEOPETUYECKOM MOArOoTOBKM oOyuarommxcs. Ee menp - garte cucTeMaTu3vpOBaHHBIE OCHOBBI
HAy4YHBIX 3HaHWH MO y4eOHOH AucuMIuiuHe (MOIYJI0), aKlIIEeHTHPOBAaB BHHMaHUE Ha Haubosee
CIOXKHBIX M Y3JIOBBIX BoOmpocax Tembl. JIeKnus [JOKHA CTUMYJIUPOBaTb AKTUBHYIO
MO3HABATENIbHYIO JIEATEIbHOCTh CTYAEHTOB, CIIOCOOCTBOBAaTh (POPMUPOBAHUIO UX TBOPUYECKOTO
MBILUIEHHS. J{11 YTEHMs OTAENBHBIX JIEKIIMA MOTYT NPUIJIAIATHECSA BEAYIINE YUEHbIE U3 APYTUX
00pa30BaTeNbHbIX, HAYYHBIX YUPEKACHUN, CICIIUATUCTBI U3 YUPEKICHHUI.

3aHATUS CEMHUHAPCKOI0 THIAa — BUJ YU4E€OHOTO 3aHATHS, HA KOTOPOM OOydarolrecs IMoj
PYKOBOJICTBOM npernojaBaTens BBITIOJTHSIOT ornpezieNieHHbIe COOTBETCTBEHHO
c(opMyIMPOBAaHHBIEC 33/1aYM C LIEJIbI0 YCBOEHHUS HAayYHO-TEOPETUUYECKHUX IOJIOKEHUH yueOHOi
JTUCIUIUIMHBL (MOAYJs), MPUOOPETeHUsT YMEHUN W HAaBBIKOB WX IPAKTHMYECKOTO MPUMEHEHUS,
ONbITa TBOPYECKOW JI€ATENBHOCTH, OBJIAJCHHUS COBPEMEHHBIMHM METOJAMHU IPaKTUYECKON
paboThl, B TOM YHCIIE C IPUMEHEHNEM TEXHUYECKUX CPEJCTB.

3aHATUS CEeMUHAPCKOTO THUIIA MOTYT HPOBOJAUTHCA B (hopMe TPEHHPOBOK, pPELICHUN
IPAaKTUYECKUX 3ajjad, KOMIBIOTEPHBIX MPAKTUKYMOB, IPYMIIOBBIX MPOEKTOB, MacTep-KJIacCoB,
JIEJIOBBIX U POJIEBBIX UIP U T. II.

3aHATUS CEMUHAPCKOr0 TUIMA MPOBOJATCS B ayJUTOPUAX WM B y4eOHBIX Ja00OpaTOPHsIX,
OCHAIIIEHHBIX HEOOXOAMMBIMH TEXHHYECKHMH CpEICTBAMH OOYYeHHs, BBIUMCIUTEIBLHON
TEXHUKOH.
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Koncynpramust — BHJI y4eOHOTO 3aHATHs, Ha KOTOPOM OOYYalOLIMIiCS MOJIy4daeT OT
HperoaaBaTessi OTBEThl HA KOHKPETHBIC BOMPOCH MM OOBICHEHHUS OTICIbHBIX TCOPETHYSCKUX
MIOJIOKEHUM M MX IPAKTUYECKOI'0 HCIIOIb30BaHMs. KOHCynpTanuu IpOBOIATCA PETYISPHO U
HOCST KaK WHIMBHIYyaJbHBIA, Tak W TpymmoBoil xapakrep. OCHOBHas 3agada IPYIIIOBOTO
KOHCYJBTUPOBAHUS — MOAPOOHOE MO0 YriyOJIeHHOE pacCMOTPEHUE BOMPOCOB TEOPETHUECKOTO
Kypca, OCBOCHHE KOTOPBIX, KaK IPaBHJIO, BbI3BIBACT 3aTPyJHEHHE y YacTh oOyuarommxcs. [1o
KEJTaHUI0 OOYYarOIIUXCs BO3MOXHO BBIHECCHHE HA OOCYXKIICHHE JIOTIOJHHUTEIBHBIX BOIPOCOB,
BBI3BIBAIOIIMX Yy HHUX OCOOBIM HMHTEpPEC, KOTOPbIC HE MOJYYHJIH JOCTATOYHOTO OCBCIICHUS B
JICKIIMOHHOM KYypce.

W3yyeHne OTICIbHBIX TEM JIMCIUILIMHBI BHEAYIMTOPHO SIBISCTCS OJHAM H3 BHIOB
CaMOCTOSATENILHON pabOThl U PEKOMEHYETCs ISl CTYACHTOB 3204HOTO O0YYCHUSI.

CTyfeHThl OYHOTO OOYYEeHHS HM3Y4alOT TEMbl MO YKa3aHUIO MperojaBarelis JMO0 IO
COOCTBEHHON HHUIMATUBC B ClIydadX OOMYUICHHBIX UMHU HEe00OCHOBAHHBIX IIPOITYCKOB 3aHSATHN
WIM B LENAX Oosiee yriayOJeHHOW MPOpPabOTKH OMPENeEHHBIX TEM, BbI3BIBAIOIIMX HAYyYHO-
UCCIICI0BATEIbCKUI HHTEPEC 00YYarOIIeTOCs!.

KoHTposib yCrieBaeMOCTH M KadyecTBa MOJTOTOBKH OOYYAIOIIMXCS IMOAPA3ICIACTCS Ha
TEKYIIUIA KOHTPOJIb U IIPOMEKYTOUYHYIO aTTECTALHIO.

Tekymuit KOHTPOJIb MPEIHA3HAYEH TSl IPOBEPKH XO/a M KaueCTBa YCBOCHUS y4eOHOTO
Marepuasa, CTHMYJIUPOBAHUS YIeOHOH pabOThl 00YUYAIOIIMXCS ¥ COBEPIIICHCTBOBAHUS METOIUKU
npoBesieHus1 3aHsATHIA. OH TPOBOJWTCS B XOJE BCEX BHUIOB YUYEOHBIX 3aHATHH B Qopme,
HpeIIYCMOTpeHHOﬁ TEMATUYCCKUM IIJIAaHOM C UCIIOJIB30BAHUEM TECTOBBIX 3a[[aHI/If/'I.

[TpomexxyTouHasi aTTECTAlMsl YCIIEBAGMOCTH M KAuyecTBa IMOATOTOBKHA OOYYaIOIINXCS
npeaHasHadycHa Jid OIIPCACIICHUA CTCIICHU OJOCTHUKCHUA y‘-IC6HBIX Heﬂeﬁ 0o AUCHUIIJIIMHE U
pOBOAUTCS B hopMe 3auéra.

OOyuaroruecss TOTOBATCS K MPOMEKYTOYHOW aTTECTAallMd caMOCTOATeabHO. [loaroToBka
3aKJII0YAETCsl B M3YYCHHH MPOTPAMMHOTO MaTepualia JUCIUILUIMHBI C HCIOJIb30BAaHUEM JIMYHBIX
3anMcel, CIeNaHHbIX B pabo4yuX TeTpajasix, M PEKOMEHJOBAHHON B IpolLecce H3y4eHUs
JUCIATUTHHBI JIATEPATYPHI.

6. OIIeHO‘-lHI)Ie MaTepHuaJbl 10 JUCHUIVIMHE
OIIGHO‘-IHBIG MaTCpualibl IO AUCHUIINIMHE MNPCACTABJICHBI B BHUAC (bOHHa OIICHOYHBIX
CpCACTB B IIPUIIOKCHUU Ax pa60qel71 nporpamMme ITUCHUIIIINHBI.

7 Y4eOHO-MeTOoIuYeCKoe H MAaTepUAIbLHO-TEXHHYeCKoe o0ecneyeHne TUCIUIIUHbI

7.1 DaexkTpoHHbIe 00pa3oBaTesibHbIe pecypchl (JOP)

Y4eOHO-METONYECKOE 00ECTIEUEHNE 110 JUCIIUILINHE |

Ne | ABTOp, Ha3BaHUE, MECTO U3JIAHUS, U3IATEILCTBO, IO Ccputka Ha 0P B OBC Axanemun
n/n W30aHUs], KOJIMYECTBO CTPAHUI]
1. | MuponkuHa A lO. Meromnueckue | http://sgsha.ru/sgsha/biblioteka/Mu
PEKOMEHIalluU ¥ 3a1aHusl JUIsl caMOCTOosITeNbHOU | poHKMHAa%20A.10.%200cH0BbI %02
paboThI o JIACIIUTUINHE «OcHoBbl | Onenonpon3B.B%203k%201es11%20
JIEJIONPOU3BO/ICTBA B skoHomuyeckoit | 38.03.01%202konomuka%20mMer%
nestenpHOCTHY /  AFO.  Muponkuna. — | 20ykazannsa%20m151%20cam¥%20pa
Cmonenck: m3a. DPI'BOY BO Cwmonenckas | 60TeLpdf
I'CXA, 2021.-31 c.
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http://sgsha.ru/sgsha/biblioteka/Миронкина%20А.Ю.%20Основы%20делопроизв.в%20эк%20деят%2038.03.01%20Экономика%20мет%20указания%20для%20сам%20работы.pdf
http://sgsha.ru/sgsha/biblioteka/Миронкина%20А.Ю.%20Основы%20делопроизв.в%20эк%20деят%2038.03.01%20Экономика%20мет%20указания%20для%20сам%20работы.pdf
http://sgsha.ru/sgsha/biblioteka/Миронкина%20А.Ю.%20Основы%20делопроизв.в%20эк%20деят%2038.03.01%20Экономика%20мет%20указания%20для%20сам%20работы.pdf
http://sgsha.ru/sgsha/biblioteka/Миронкина%20А.Ю.%20Основы%20делопроизв.в%20эк%20деят%2038.03.01%20Экономика%20мет%20указания%20для%20сам%20работы.pdf
http://sgsha.ru/sgsha/biblioteka/Миронкина%20А.Ю.%20Основы%20делопроизв.в%20эк%20деят%2038.03.01%20Экономика%20мет%20указания%20для%20сам%20работы.pdf
http://sgsha.ru/sgsha/biblioteka/Миронкина%20А.Ю.%20Основы%20делопроизв.в%20эк%20деят%2038.03.01%20Экономика%20мет%20указания%20для%20сам%20работы.pdf

DJIeKTpOHHBIC YIeOHBIC H3TaHUS B DJIEKTPOHHO-OMOMMoTeuHbIX cuctemMax (ObC):

Ne | ABtop, Ha3BaHMe, MECTO U3AAHUS, TOJ N3aHus, KonndecTBO | CchUika Ha yueOHOe U3JaHue B
/1 CTpaHHI] 9bC
OcnosHas numepamypa

HUcaee A.C., Xmomuna E.A. «IIpaBoBbie OCHOBBHI hitp://ebs.rgazu.rufindex.chp?d=no
1. | opraHm3anuy 3amuTH TePCOHANBHBIX JaHHBIX» — CI16: HUY 4e/3196

NTMO, 2014. — 106 c. -

[TaBnoBa P.C. JloxkymeHTanmmoHHOe obecrieueHre padoThI .
2 N . https://reader.lanbook.com/book/17

. | kagpoBoil cmyxObl: yueOHOe mocobme mis By3oB / P.C. 309041
IMaBnoBa. — Cankr-IletepOypr: Jlans, 2012. - 328 c. =
Lononnumenvras rumepamypa

Usanosa E.B. IIpaBoBoe obGecreueHne MHPOPMALUOHHOTO hitp://ebs.raazu.ru/index.php?q=no
1. |meHemxMeHnTa: YueOHoe mocobme / E.B. IBanoBa -— 4e/3010

benropoa: N3a-so beal'V, 2010. -

Ckomopomenko A.A. IlmaHupoBaHue Ha MPeINPUATHU: https://e.lanbook.com/reader/book/
5 yuebHoe mocobue / A.A. Ckomopomenko, E.H. benkuna, 107297/42

AH. TepacumoB, A.T. AiinunoBa, E.M. I'pomos, E.W.

Kamyctuna. - CII6: U3garensctBo «Jlampy», 2018. — 280 c.

7.2 CoBpeMeHHBbIe NpodeccoHaIbHbIE 0a3bl JAHHBIX
«[apanT-anamutuk» http://www.garant.ru

«KoncynprantIIimrocy http://www.consultant.ru/

7.3. UH(opManmoHHbIe CIPABOYHBIE CHCTEMBI
Nudopmannonnsie cucteMsl MuHcenbxo3a Poccun http://opendata.mcx.ru/opendata/
DdenepanbHas ciry:x0a rocyIapCcTBEHHON ctaTucTUky http://sml.gks.ru/

7.4 CocTaB 000py/10BaHMs1, TEXHHYECKHX CPeICTB 00yUeHHsl, JULEH3HOHHOTO U CBOOOIHO
PacCHpoOCTPaHSIEMOr0 POrpaMMHOI0 o0ecredeHns, B TOM YHcjie 0Te4eCTBEHHOI0

NMPON3BOICTBA

HaumenoBanue
Y4eOHBIX ayIMTOPHH
AJIsl IPOBeleHusl
Y4eOHBIX 3aHATHH H
noMelneHu 115

Ilepeyennb
oOopynoBanus (B T.4.
BHUPTYaJIbHbIE AHAJIOTH) U
TEXHUYICCKHUX CPECACTB

JInneH31uoHHOoe U CBOOOTHO
pacnpocTpaHnseMoe NporpaMMHoe
o0ecmeueHue, B TOM YHCJTIE
0TEe4eCTBEHHOI0 MPOU3BOICTBA

CaMOCTOATEIbHOM o0yueHust
padoThbI
VYyeOHast aynutopus | CnenuanusupoBanHas Mebenb- | 1. OnepanuonHast cuctema Windows

414 nns  npoBeneHUs
3aHATHH JIEeKIIUOHHOTO

THINA B y4aeOHOM
KopIyce Ne 1,
PacroI0KEeHHOM o
aapecy: 214000,
CMoJieHcKast 00J1acTh, T.
CMoneHcK, yiI.
bonemas  CoBerckas,

CTOJIBI, CTYJbsl, mapThl. [locka

ayJMTOpHAS, TpuOyHa,
ayauochcTeMa  aKyCTHYecKas
(ob6opynoBanue

3BYKOYCHJICHUS ), 010K
yOpaBIE€HHUS UL DKPAHOB,

MyabTHEMeaHa-tpoekTop Plus U-
7, HACTEHHO-TIOTOJIOYHBIN 3KpaH
Cc AJIEKTPOIPOBOAOM Da-

XP, Windows 7, Windows 10 mms
o0pa3oBaTeNb-HbIX OpraHu3aIuit
(ITonmacka Azure Dev  Tools for
Teaching mo mnporpamme Microsoft

Imagine Premium B paMKax
COTJIALLICHUS Ne1204024138 oT
01.02.2021)

2. Oducnoe IO u3 cocraBa makera
Microsoft Office 2003, 2007, 2010,
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http://ebs.rgazu.ru/index.php?q=node/3196
http://ebs.rgazu.ru/index.php?q=node/3196
https://reader.lanbook.com/book/173090#1
https://reader.lanbook.com/book/173090#1
http://ebs.rgazu.ru/index.php?q=node/3010
http://ebs.rgazu.ru/index.php?q=node/3010
https://e.lanbook.com/reader/book/107297/#2
https://e.lanbook.com/reader/book/107297/#2
http://www.garant.ru/
http://www.consultant.ru/
http://opendata.mcx.ru/opendata/
http://sml.gks.ru/

1.10/2 LiteCosmopolitan. Hoytoyk | 2013 Pro u Std KopmopaTtusHas
RoverBookPartnerE415L.. munensuss OLP  (moroBop ¢ OOO
Hab6op yaeOHO-HarsaaHbIX | «Purtein-cepsuc» Nel'PC-000545 ot
mocoouit 26.11.2014)
3.  AHTUBHpPYCHOE  MpPOrpaMMHOE
obecrieuenne  Kaspersky  Endpoint
Security 1 year Educational Renewal
License (CyOnuIIeH3MOHHBIH JT0TOBOP
NeI10-56/20 ot 18.05.2020)
YueOHas aynutopus | Criennanu3upoBaHHas MeOelb-

209 s mpoBeAcHUS
3aHATHH

CeMHMHAPCKOro0  THIIA,
rPyNnoBbIX u
HHIHBHIYAJIbHBIX
KOHCYJIbTALNH,
TeKyllero KOHTPOJIsi 1
NMPOMEKYTOYHOM
aTrecTalMu B yieOHOM
KopIyce Ne I,
PAacIoI0KEHHOM o
ajpecy: 214000,

CMmoneHckast 0051acTh, T.
CMoneHcK, yiI.
bonemas Coerckas, 1.
10/2

CTOJIBI, CTYJbs, mapThl. Jlocka
aynutopHas. TpuOyna. HaGop
y4eOHO-HATJISTHBIX TIOCOOUH.

VYyeOHnas ayuTopus
203 - momelenune aJas
CaMOCTOSITEIbHOM
padorel B  yueOHOM
KopItryce Ne 1,
PacIoI0KEHHOM o
azpecy: 214000,
CmouneHckas 00J1acTh, T.
CmorneHck, yIL
bonaemass  CoBerckas,
m.10/2

Cnenmnanu3upoBaHHas MeOeb-
CTOJIBI, CTYJbA, HapThl.
Kommnerorep B cbope ¢
MOJIKIIIOYEHUEM K ceTu
Wutepuer wu  oOecnedyeHueM

JocTyna B JEKTPOHHYIO
MH(}OPMALIMOHHO-
00pa3oBaTENbHYIO cpeny

opranu3anuu— 18 mr.

1. Omeparonnas cucrtema Windows
XP, Windows 7, Windows 10 mus
o0Opa3oBaTeb-HbIX OpTaHu3aIHii
(TTomnmucka Azure Dev Tools for
Teaching mo mnporpamme Microsoft
Imagine  Premium B  pamkax
COTJIALICHUS Ne1204024138 oT
01.02.2021)

2. Oducnoe IIO u3 cocraBa makera
Microsoft Office 2003, 2007, 2010,
2013 Pro u Std KopmoparusHas
munen3uss OLP  (moroBop ¢ OOO
«Purenn-cepsucy NeI'PC-000545 or
26.11.2014)

3.  AHTHBHpPYCHOE  INPOTpaMMHOE
obecrieuenne  Kaspersky  Endpoint
Security 1 year Educational Renewal
License (CyOnuIIeH3HOHHBI JTOTOBOP
NeI10-56/20 ot 18.05.2020)
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[Ipunoxenne A

MMUHHCTEPCTBO CeIbCKOro xo3sucTBa Poccuiickoii @exepaunu
denepasibHOE TOCYAAPCTBEHHOE 0I0/IKETHOE 00pa3oBaTe/IbHOE YUpPeKIeHue
BbICIIEr0 00Pa30BaAHUA
«CMoJIeHCKAasl TOCYIaPCTBEHHAA CeJIbCKOX03SIiICTBEHHAS aKaeMM Dy

®oHJ, OLICHOYHBIX CpC€ACTB I NPOBEACHHA TCKYICTO KOHTPOJIA U HpOMC)KYTO‘IHOI\/'I aTTeCTallunu
O6y‘IaIOHII/IXC$1 110 JUCHUIIIINHE «OCHOBBI ACJIOIIPONU3BOJACTBA B SKOHOMHUYECKOH JACATCIIBHOCTH»

Hampasnenue noaroroBku 38.03.01 JxoHoMuKa

HanpasnenHocTts (mpoduiib) nporpaMMbel JkoHoMuKA npeanpusatus AITK

KBanudukauus 6axaaaBp

dopma 00ydeHUsI 0OUHASL, OUHO-3204HAs], 320UHAS

Cwmostenck 2023
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1.0nucanne noka3areseil U KpUTepHeB OLlCHMBAHUS IUVIAHUPYEMbIX Pe3yJ1bTATOB 00y4eHus!
10 y4eOHOH TUCHHUILINHE

HNuaukaropsl
JOCTHKEHHUSA
KOMIIETEeHII N

YpoBeHb 0CBOEHMSI

[lnanupyemble pe3yJibTaThI
o0yueHust

HaunmenoBanu
€ OIIEHOYHOI0
cpeacTsa

NJ1-4.YK-4
OcyecTBisieT
JIEJIOBYIO
MEePENUCKy U
KOMMYHUKAIIUH C
Y4ETOM OCHOB U
MPUHIIMIIOB
BCACHHS
JOKYMEHTO000pOT
aB
po¢eCCHOHAIBHO
H IeITeIbHOCTH

IToporossIiit
(Y10BJIETBOPUTEILHO

)

3HaeT:
- OCHOBBI ¥ IIPUHITUTIBI
BEJICHHSI IOKYMEHTOO000pOTa
B npodeccroHabHON
JeSITeNIbHOCTH;
- METO/IbI IOKYMEHTAJILHOTO
odopMmIIeHUs pelIeHul B
OpraHu3ausix;
- IpaBUJIa BEJICHUS U
XpaHEHUs JOKYMEHTOB,
U3TOTOBJICHUS OJIAHKOB;
- mpaBwiIa U (POPMBI J1ETTOBOM
MEPETUCKH.
yMeer:
- OCYILECTBIISITH JIEIOBYIO
HEPEINCKY;
- OCYIIECTBIIATD
JIOKYMEHTaJIbHOE
odopmIIeHrE pelIeH i B
OpraHu3aIuy;
- IPaBUJIHLHO UCTIOIB30BaTh
CUCTEMBI U METO/IbI
JIEJIONPOU3BO/ICTBA HA OCHOBE
COBPEMEHHBIX TEXHOJIOTHIA;
- OpraHu30BaTh paboTy co
CIIy’>k€OHBIMH TOKYyMEHTaMU
OpraHu3aIui.
BJIajJieeT:
- METOIUKOW OCYIIECTBIICHUS
JIEJIOBOY MTEPENUCKU U
KOMMYHHUKaIUK;
- TEXHUKOU BeACHUS
JIOKYMEHTO000pOTa,;
- METO/IaMU
JIOKYMEHTaJIbHOTO
o(opMIIeHUS pelIeHuH B
OpraHu3aIiy;
- METOJaMHU COCTaBJICHHUS,
opopMmIleHUST W  XPaHECHHS
CITy>KE€OHBIX JIOKYMEHTOB
OpraHu3aIiHy.

3amura
pedepara,
BBITTOJTHCHHE
KOHTPOJIBHOU
paboTHI,
TECTUPOBAHUE,
BBITTOJTHCHHE
MPAKTUIECKOTO
3aJaHus

IIpoaBUHYTHIH
(xopomo)

3HaeT TBepao:

- OCHOBBI Y TIPUHIIHITEI
BEJICHUS JOKYMEHTO000pOTa
B MpoheCCHOHATHHOU

3amura
pedepara,
BBITIOJTHCHHE
KOHTPOJBbHOU
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JeSITeNIbHOCTH;

- METOJbI JIOKyMEHTAJILHOTO
o(opMmIIeHUS pelleHni B
OpraHu3aIMIX;

- IpaBUJIa BEJICHUS U
XpaHEHUs JOKYMEHTOB,
U3TOTOBJICHUS OJIAHKOB;

- mpaBuiIa U (POPMBI AETOBOM
HEPETUCKH.

YMeer yBepeHHO:

- OCYILECTBIISITH JIEIOBYIO
MIEPEIUCKY;

- OCYIIECTBIIATD
JIOKYMEHTaJIbHOE
odopmIIeHHE pelIeHH B
OpraHu3aluy;

- IPaBUJILHO UCMOIb30BATh
CUCTEMBI M METO/IbI
JIEJIONPOU3BOJICTBA HA OCHOBE
COBpPEMEHHBIX TEXHOJIOTU;

- OpraHu30BaTh paboTy co
CIIy’)keOHBIMH TJOKyMEHTaMU
OpraHu3aIum.

Baajneer yBepeHHo:

- METOJIMKOW OCYILECTBIICHUS
JIEJIOBOY MTEPENUCKU U
KOMMYHUKAaIIH;

- TEXHUKOW BeIeHUs
JIOKYMEHTOO000pOTa,;

- METO/IaMU
JIOKYMEHTaJIbHOTO
o(opMIIeHUS pelIeHuH B
OpraHu3aIuy;

- METOJaMHU COCTaBIJICHUS,
opopMIieHUS U  XpaHECHHS
CITy>KE€OHBIX JOKYMEHTOB
OpraHH3aIH.

paboTHI,
TECTUPOBAHUE,
BBITTOJIHEHHE
MPAKTUIECKOTO
3aJaHHs

Bbicoxuii
(oTaIM4HO)

HNmeer chopmupoBaBiieecs
cucTeMaTH4YecKHe 3HAHUS:
- OCHOBBI ¥ TIPUHITATIBI
BEJICHUS TOKYMEHTO000pOTa
B MpodeCCHOHATHHOM
JeSITeNIbHOCTH;

- METOJIbI JIOKYMEHTAJILHOTO
o(opMIIeHUS pelIeHuH B
OpraHHu3aIusX;

- MpaBUJIa BEICHUS U
XpaHEHUsl JOKYMEHTOB,
M3TOTOBJICHUS 0JIAHKOB;

- mpaBwiIa U (POPMBI 1ETOBOM
MIePETIHCKH.

3amura
pedepara,
BBITNIOJTHEHHE
KOHTPOJIBHOU
paboThl,
TECTUPOBAHUE,
BBITNIOJTHEHHE
IIPAKTUYECKOTO
3aJaHus
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Hmeet chopmupoBaBeecst
CHCTeMaTHYeCKOe YMEeHHue:
- OCYILIECTBIISATH JIETIOBYIO
MEePEIUCKY;
- OCYILECTBIIATH
JIOKYMEHTAJIBHOE
odopMIIeHHE PEIICHUH B
OpraHu3aluy;
- IPAaBWJIBHO UCII0JIb30BATh
CHUCTEMBI 1 METO/IbI
JIEJIONPOU3BOJICTBA HA OCHOBE
COBPEMEHHBIX TEXHOJIOTHIA;
- OpraHu3oBaTh padoTy co
CI1y’>k€OHBIMH JTOKyMEHTaMU
OpraHu3aIui.
IMoka3zan
chopMupoOBaBIIEECH
cUcTeMaTHYecKoe BJIajieHue:
- METOAUKOW OCYIIECTBIICHUS
JIeJIOBOM MEPENUCKH U
KOMMYHUKaIUK;
- TEXHUKOU BEACHUS
JIOKYMEHTO000POTA,;
- METOJaMU
JIOKYMEHTAIIBHOTO
oopMIIeHUS pelIeHuH B
OpraHu3aIlNi;
- METOJaMHU COCTaBJICHHUS,
opopMIieHUS U  XPaHECHUS
CITy’)KeOHBIX JIOKYMEHTOB
OpraHu3aIuu.
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2. Onucanue MIKAJ OLCHUBAHUSA

2.1 Ikana oneHMBAHUS HA ITalle TEKYIIEro KOHTPOJIsA

Bun Texymero TeXHOIOTUAOLICHUBAHUS
KOHTPOJIA OtcyTcTBHEYCBOE IToporosslii IIponBuHyTHII Bricokuii (oTH4HO)
HUsA (YIOBIETBOPHUTENBH (xoporo)
(HIKETIOPOTOBOT 0)
0)
3amura Pedepar UMEIOTCS OCHOBHBIE BBITIOJTHEHBI BCE
pedepara CTYIEHTOM He CYIIIECTBEHHBIE TpeOOBaHMS K TpeOOBaHMS K HAITUCAHUIO
IpeACTaBIeH OTCTYIUICHUS OT pedepary u ero u 3amuTe pedepara:
TpeOOoBaHMIA K 3alIuTe o0o3HavyeHa npodiiema u
pedeprpoBaHUIO BBITTOJIHEHBI, HO o0ocHoOBaHa eé
IIPH 3TOM aKTyalbHOCTb, CACIaH
JOIYILICHBI KpaTKW aHau3
HEOUYETHI. Pa3IMYHBIX TOYEK 3PCHUS
Ha paccMaTpUBaeMYyo
po0JIEMY U JIOTHIHO
U3JI0’KeHa cOOCTBEHHAs
MO3ULNS,
chopMyIUpOBaHbI BHIBOBI,
TeMa pacKpbITa
MOJHOCTBIO, BBIACPIKAH
00BEM, COOJIFOEHBI
TpeOOBaHMs K BHEIIHEMY
0 OPMIICHUIO, TaHBI
NpaBUIbHBIE OTBETHI HA
JIOTIOJTHUTEJIbHBIE BOIPOCHI.
BrimonHeHne | He BHINMOJHEHA BBITIOJTHEHBI TOJIBKO | BBIITOJHEHBI BCE BCE 3aJIaHHS BHIITOJITHECHEI
KOHTPOJBHOHM | WIIK BCE 3alaHusl | TPH 3aJaHHs 3aJlaHusl, HO 0e3 ommndoK
paboThI CZIeTIaHbI HUMEIOTCS OLIMOKU
HEeNpaBHJIBEHO
" CTy/JeHTHI, IOKA3aBIIIE yPOBEHb YCBOCHUS HHKE MOPOrOBOTO, HE JOIYCKAKTCSA K HPOMEXKYTOUHOI

aTTECTALlUU 10 JTUCIUIUINHE.

2.2 lllkaj1a ONCHNBAHUS HA JTAaIe NPOMEKYTOYHOM aTTeCTANMH (324eT)

TexHomorus OtcyTcTBHE IToporossrit [IponBuHyTHIN Bricokwii (oTiamaHO)
OIIEHWBaHUS ycBoeHus (HmKe | (YIOBIETBOPUTEIHHO) (xoporo)
MTOPOTOBOT0)
Brimonnenue HUMEET TOJIBKO UCTIBITHIBAET yMeeT NPUMEHSTh cBO0OOJTHO
HUTOroBOI'o TC€CTA OTACJIBbHBIC 3aTPpyYAHCHUS IpHU MOJIy4YEHHBIE [IPUMEHSET 3HAHUS
(m3 15 MIPEICTABIICHUS CaMOCTOSITEITEHOM SHAHMS HA Ha IIPaKTHKE, B
BO3MOYHBIX 00 n3yqaeMoM BOCIIPOW3BEACHUT
NPaKTUKE, B OTBETax M MpH
BOIIPOCOB Marepua’e, Marepuaa,
OTBETaxX M Mpu pelteHnn
BapHaHTa) U MIPaBUIIBHBIX NPaKTHYECKOE
pelieHue OTBETOB Ha 3ajlaHK€ PEIICHO C peIICHNH HPaKTHIECKOro
MPaKTUIECKOTO MPEIIOKEHHBIH omnOKamuy, IIPaKTUYECKOro 3aJjaHus He
3aJaHus TeCT MeHee 8, OTBETOB Ha 3aJIaHus He JIOITYCKaeT OIMNOOK,
3a/aHnC peICHO 9-11 Cepbe3HbIX TIpe/I0)KEHHBIH TeCT
HE MPaBUILHO
P OIINOOK, OTBETOB 14-15
WIN HE PELICHO .
Ha MPeJJI0KEHHbIH
tect 12-13
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3. TunoBble KOHTPOJILHBIE 32JaHNS U HHbIE MATEPUAJIbI, HEOOX0IMMBbIE /1JI5l OLIEHKHU
3HAHM I, YMEHUIi, HABBIKOB M (MJIM) ONBITA JeSATeJIbHOCTH, XAPAKTEPU3YOIIHUX ITANbI
(opmMupoBaHUs KOMIIETEHINIA B NpoLecce 0CBOCHHS 00Pa30BaTEIbHOI NMPOTrPaMMbI

KOMILJIEKT IPUMEPHbBIX TEM JUISI HAIIMCAHUSA PEQ@PEPATOB
JJISl TEKYILIero KOHTPOoJIA
10 JTMCHHUIINHE
«OCHOBBI 1€JIONPOU3BOJACTBA B IKOHOMUYECKOM eI TeIbHOCTIH

IIpumepHbIe TeMbl pedepaToB K pa3aeay 1

1. Hcropus pa3BUTHS CUCTEMBI TOCYIapCTBEHHOTO JIEIIOTPOU3BO/ICTBA.

2. HopmatuBHO-mMeTonuueckas 0aza JeIONpPOM3BOJCTBA (3aKOHOAaTeNbHblE akThl PD B
cdepe nHpopmMaUU U JOKYMEHTALIUHN).

3. HopmaTtuBHO-MeTOIMYECKHE JOKYMEHTHI 10 JEJONPOU3BOACTBY M  OpraHu3aluu
ApPXMBHOTO XPaHEHUS TOKYMEHTOB.

4. Knaccuduxanus, yHupuKanus U CTaHJapTU3aLMs B A€TIOINPOU3BOICTBE.

5. PexBusuthl 1oxkymeHTOB. [IpaBuiia ohopMiieHNsI peKBH3UTOB JTOKYMEHTOB.

6. TpebGoBaHus K OGOPMIIEHUIO PEKBU3HMTOB, ONPEICISIONIMX ABMKEHHE M OTPAXKAIOLIUX
00pabOTKY U UCTIOTHEHUE TOKYMEHTA.

7. TaGenb yHuGUIIUPOBAHHBIX HOPM YUPEKACHHUS, TPEAPUATHSL.

8. Opranuszamnusi JOKYMEHTOOOOpPOTa B OpraHax TOCYZapCTBEHHOW BJIAcTH M MECTHOTO
caMOYyITIpaBJICHUSL.

9. HowmeHnknaTypa Aen mpearnpHsIThs.

10. ®opmupoBaHue siei.

11. Tepenaua u XpaHeHHE JOKYMEHTOB B BEZIOMCTBEHHBIX apXHUBaX.

12. OcobGeHHOCTH XpaHEHHUS dIIEKTPOHHBIX JOKYMEHTOB.

KOMILIEKT 3AJAHUM OJISI KOHTPOJIBHOM PABOTHI
o JucuumInHe «OCHOBBI 1eJI0NPOU3BOACTBA B IKOHOMHYECKOM NeATEJIHLHOCTH
MJIA TEKYLero KOHTPOoJIs

CryaenTy npejyiaratoTcsi BApuaHThl KOHTPOJIBHBIX paboT, BKIIFOYaronue 3aaanus. Homep
BapHaHTa KOHTPOJILHOW pabOThI ONpeessieTcs MpernoiaBaresieM. TeMaTika KOHTPOJIbHBIX padoT
chopMUpOBaHAa TIO TPHUHIIMIY COYETAHUS TEeM UCIHHILTUHBL J{JS YCHEIIHOTO BBIMOJHEHUS
KOHTPOJILHOH paboOThl HEOOXOIMMO O3HAKOMHUTBCS C JIMTEPATYpPOW, CIHCOK KOTOPOW JaH B
paboueii mporpamMme IUCHUIUIMHBL. [IJis BBIMOMHEHHS] KOHTPOJBHON paboTel oTBOAMTCS 60
MHHYT.

IIpumepHbIe BONPOCHI K KOHTPOJbLHOI padoTe mo pasaeiay 2

Bapmuanr 1.

1.  JlokyMeHTalMOHHBIE CUCTEMBI, UX COCTAB U COJIEpPIKaHUE

2. CocraButb M OQGOPMHUTH 3asBJICHHE PYKOBOJIUTEIIO O MpuUeMe Ha paboTy Ha
JOJKHOCTh YKOHOMHCTA

3. CocraBuTh NPOEKT TMpUKa3a PYKOBOAMUTENS OpraHu3allMd O Ha3HAYEHUH Ha

JIOJKHOCTh SKOHOMHUCTA (110 JAHHBIM ITYHKTA 2)
4. CocraBUTb JOTOBOP KYIJIU-MPOJAaXKU TOBAPOB
5. CocraBUTb JOJKHOCTHYIO MHCTPYKIIMIO CaJ0BOJIy OpraHU3alNI
6.  CocraBuTh JOBEPEHHOCTH Ha MPABO MONY4YECHUS U 0POpPMIIEHHUS Tpy3a.
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Bapuanr 2.

1. Posib JOKyMEHTHPOBaHUSA U TOKYMEHTAIIMOHHOTO 00eCIIeUeHHs B YIIPaBICHUN

2. CocTaBUTh MUCHMO-3aIIPOC OPraHU3AIMU B TUHOTPaduio 0 BO3MOXKHOCTH CIAaTh
3aKa3 Ha U3rOTOBJICHHE OJJAHKOB JJOKYMEHTOB Ha Oymare Tunorpaduu

3. CocTaBUTh NPOEKT IpHKa3a O COCTaBe KOMHCCHU 1O HPUEMKE IPOAYKINU
(TOBapoB) IO KAYECTBY

4. CocTaBHUTh MPOEKT MPUEMKH NMPOAYKIMHU (TOBAPOB) IO KAYECTBY C 3aKIIIOYEHUEM

KOMHUCCHH O XapaKTepe BBIABICHHBIX NEPEKTOB B MPOAYKIIMU U MPUYMHAX WX BO3HUKHOBEHUS
(o maHHBIM 11.3)

S. CoctaBuTh TpeTeH3UI0 00 YIUIaTe CTOMMOCTH 3a0paKOBaHHON MPOAYKIIUU
(ToBapoB), yOBITKOB U 1ITpada (1o JaHHBIM I11.4)
6. CoctaBuTh U OPOPMHUTH JTOBEPEHHOCTh HA IPEICTABUTEIHCTBO SKOHOMHUCTY B

TCYCHHUEC OJHOI'O roaa B Cy,[[€6HO-ap6I/ITpa)KHHX OopraHax OT UMCHH OpTraHU3alluu.

Bapuanr 3.

1. OcobenHoctu opraHuzanuu padOThl ¢ JOKYMEHTaMH, MOJUICKAIIUMH apXUBHOMY
XPaHEHUIO

2. CocTaBUTh paclMCKy O MOJYYCHHWH KAaKUX-THOO JEHEKHBIX WIM MaTepUaTbHBIX
LHEHHOCTEH

3. Tlopsmok  paccMOTpeHHs TPEIJIOKEHWH, 3asBICHUH W Kalod TpaxkIaH
JOJKHOCTHBIMHU JIMIIAMU U TOCYJapPCTBEHHBIMHU OpraHaMu

4. CocTaBUTh NPHUMEPHBIN NEpeueHb JOKYMEHTOB, HAa KOTOPBIX CTaBUTCSA TepOoBas
nevarhb

5. CocTaBUTh NHCbMO-OTBET Ha 3adBKy OpraHM3alliM Ha YydyacTHE B Hay4dHOH
KOH(epeHIIUH, TPOBOAMMOM yueOHBIM 3aBeICHUEM

6. CocTaBUTh HOMEHKJIATYPY €]l OPraHU3aAINH C YKa3aHHEM CPOKOB MX XPaHEHUSI.

Bapuanr 4.

1. Topsnok odhopmieHuUs JINYHOTO JeNia U BEACHUS JTHUYHBIX KapTOUYEeK

2. CocTaBUTh MMUCHMO-OTBET HA TUCHMO-TIPOCHOY WITH IMHCHMO-3aIIPOC

3. CocTaBuTh MpeAcTaBiIeHUEe OT UMEHH HadajlbHHUKA IJIAHOBOTO OTAENa O MOOLIPEHUU
COTpPYJIHUKA OTJIENa B CBSI3U C PAllMOHAJIbHBIM IIPEIOKEHUEM 110 BHEAPEHUIO HHHOBAIIUM

4. CocTaBUTh IPUKA3 O MOOHIPEHUH 1O JAHHBIM TI. 3

5. CocTaBuTh JOTOBOp Ha TIIOCTaBKy TOBapoOB IMPOU3BOACTBEHHO-TEXHUYECKOTO
Ha3HA4YEeHUS

6. CocTaBuTh CIIpaBKy O TPYAOBOM CTa)ke pabOTHHWKA HA OCHOBAaHUH JJOKYMEHTOB OTJIENa
KaJIpOB OpraHU3alINH.

KOMILIEKT IPUMEPHBIX 3ATAHW JJTISI TIPOMEKYTOYHOW ATTECTALIAN
(3AYET)
Mo AUCIUIIJINHE ((OCHOBBI )]eJIOHpOI/I3BOIlCTBa B 3KOHOMH‘{CCKOI7I ACATCIABHOCTN»

3adeT MpOBOAMTCS B BUIE MUTOTOBOTO TECTa M PEHICHHUS MPAKTUYECKOTO 3amanus. [[is
BBITIOJIHEHUS OTBOJUTCSA 90 MUHYT.

IIpuMepHbIe 3aJaHNS HTOTOBOI0 TeCTA
Bomnpoc 1. /lesionpou3BoacTBO — 3TO:

1. oTpacib AesTeTbHOCTH, KOTOpasi He 00eCreunBaeT JOKYMEHTUPOBAHUE U OPTaHU3AIIIO
paboThI C OPUCHBIMU TOKYMEHTAMHU;
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2. oTpacib AeSTETbHOCTH, KOTOpasi 00ecIeynBaeT JOKYMEHTUPOBAHHE U OPraHU3aInio paboThI ¢
O(pHCHBIMU TOKYMEHTAMU;

3. cepa aesTeTLHOCTH 10 00E€CTICUEHUI0 OpraHU3alMi OPUCHBIMU JOKYMEHTAMH;

4. HeT NPaBWJIBHOI'O OTBETA.

Bomnpoc 2. Kakue pyHknuu uMer0T Bce 0puunaibHble JOKYMEHTbI:
1. o011IMie 1 OCHOBHEIE;

2. o0mIue ¥ crieraibHbIE;

3. MaTrepualbHBIC U MPOIIECCYATbHBIE;

4. nesoBbIe U O0IIHE.

Bomnpoc 3. CocTaB 10KyMEHTOB B OPraHU3alMH 3aBUCUT OT:

1. mopsiAKa MpUHATHUS PEIICHUH (€IMHOHAYAIINE UITH KOJUIETHATIBHOCTD ),

2. obbema U xapakTepa B3aUMOCBSI3€H B OpraHU3aIuy;

3. XxapakTepa B3aUMOOTHOILIEHU ¢ IPYTMMU OpraHU3alusIMU U TOCYAapCTBEHHBIMHU OpraHamH;
4. Bce BBIIIETIEPEUUCICHHOE.

Bonpoc 4. Yaudgukanus 10KyMeHTOB — 3TO:

1. ycTaHOBJIEHHE HE €IMHOTO KOMILIEKCAa BUAOB M PA3HOBUIHOCTEN JOKYMEHTOB JIJIS
AQHAJIOTMYHBIX YIIPABJICHUYECKUX CUTYAlHii, pa3paboTka eIuHbIX (OpM U MPABUI UX
cocraBlieHUs, 0(hOpMIICHUE U CO3J]aHKe TpadapeTHBIX TEKCTOB;

2. yCTaHOBJIEHUE €IMHOTO KOMIUIEKCA BUJOB U Pa3HOBUIHOCTEW OTYETOB JIJISl aHATOTUYHBIX
YIIPaBJIEHYECKUX CUTYyallni, pa3padoTKa enuHbIX (HOPM U MPaBHII KX COCTAaBIEHHS, OpopMIIeHHE
U co3aHue TpadapeTHBIX TEKCTOB.

3. YCTaHOBJIEHHE €IMHOTO KOMILIEKCA BUJOB U PA3HOBUJIHOCTEH JOKYMEHTOB JIJIsl aHAJTOTUYHBIX
yIpaBIeHUYECKUX CUTYaAIUi, pa3paboTKa eqUHBIX (POPM U MIPaBHII UX COCTaBIICHUS, OPOopMIIeHHE
U co3JaHue TpagapeTHBIX TEKCTOB;

4. HeT MPaBWJIBHOT'O OTBETA

Bonpoc S. I'onoBoii 00beM JOKYMEHT0000pOTA — ITO:

1. ucxoaHast BeIMYMHA IS pacueTa YUCICHHOCTU COTPYIHUKOB CIYKObI JOKYMEHTAIMOHHOTO
o0ecrieyeHus, ONpeIesICHUs CTENICHN 3arpyKEHHOCTH CTPYKTYPHBIX HOJpa3esieHUi n
OTJIENbHBIX PAOOTHUKOB, CPEACTBO OIPEAETICHUS TOTPEOHOCTEN B OpraHM3aMOHHON U
BBIYUCIIUTENLHON TEXHHKE, BbIOOpa Hanbonee 3pPpeKTUBHOM CUCTEMbI pErUCTPaALIH
JIOKYMEHTOB U CIIPaBOYHOTO aIIapara;

2. UcXoJHas BEJIMYMHA JUIsl pacuyeTa YACIEHHOCTH HACEJIEHUs, ONIPEIEICHHS] CTENIEHU
3arpy’>K€HHOCTH CTPYKTYPHBIX NMOAPA3/I€ICHUNA U OTJENbHBIX JIOJICH;

3. cpencTBO onpeenaeHns NOTpeOHOCTEN B OPraHu3allMOHHON U BBIYUCIUTEIBHOM TEXHUKE,
BbIOOpa Hanbosee 3 PEKTUBHON CUCTEMBI PETUCTPALIMU JOKYMEHTOB U CIIPABOYHOIO anmnapara;
4. Her npaBUJIBHOTO OTBETA

Bomnpoc 6. JlokymeHT0000pOT — 3TO:

1. IBM>KEHUE TOKYMEHTOB B OpraHU3AIMKM C MOMEHTA MX CO3IaHUs WU TIOTYUYESHHUS 10
3aBEPILCHUS UCTIOJHEHUS UM OTIIPABKU;

2. TOKYMEHT, He TpeOyronmii 0co00T0 BHUMAHHS;

3. IBWKEHUE JOKYMEHTOB B OPraHU3allMi C MOMEHTA UX MOJYUYEHHUS JI0 3aBEpLICHUS
WCIIOJTHEHUS WJIM OTIIPaBKU B KOMUTET I10 JIeJIaM HECOBEPILIEHHOJIETHHX;

4. He 3HalO.

Bonpoc 7. OcHOBHBIE 3TaNbl NOATOTOBKH M 0QOpMJICHHSI BHYTPEHHHMX IOKYMEHTOB B

opuce:
1. cocTaBieHue IPOEKTa U COTIACOBAHMUE;

25



2. IpoBepKa NPaBUIBHOCTH O(POPMIICHHUS;
3. moamnucaHue U perucTpanus;
4. Bce BBIIIETIEPEUNCIICHHBIE.

Bonpoc 8. Perncrpanust 10kyMeHTa BKJIIOYaeT B cels:

1. npocTaBieHue 1aThl;

2. IpOCTaBJIECHUE PETUCTPALUOHHOIO HOMEPA;

3. 3anKch HEOOXOAUMBIX CBEJIEHUN O JOKYMEHTE B PErUCTPALlMOHHON (opMe;
4. Bce BBIIIETIEPEUNCIICHHBIE.

Bonpoc 9. Kakue TexHOI0rH4ecKHe HeIOCTATKHA MMeeT JKypHaJbHas (popMa perucTpanmu:
1. dopmanbHBIil XapakTep 3aKpeIUIeHUs JOKyMEHTa 33 BaJIOBBIM IOPSAKOBBIM HOMEPOM;

2. CIIOXHOCTHU BEACHMSI 10 J)KypHAIy TOMCKOBOMW, CIIPAaBOYHON M KOHTPOJIbHOU paboThI;

3. CII0’)KHOCTH 00s13aTeIbHON MHOTOKPATHON PErHCTPALUU IOKYMEHTOB;

4. OTCYTCTBUE BO3MOYKHOCTH OTPA3UTh JBUKEHHUE JJOKYMEHTA B IIPOLIECCE PACCMOTPEHUS U
VCIIOJIHEHMUS.

Bomnpoc 10. OcHoBHBIE PYHKIINH, KOTOPbIE 00eceYuBaeT JOKYMEHTAMOHHOE
olecrieyeHue ynpaBjieHHUsA:

1. mIanupoBaHue;

2. OpraHu3alMOHHO-PACIOPAIUTENbHAS S TENbHOCTD;

3. y4eT 1 OT4YETHOCTb, (PMHAHCUPOBAHUE U T.1;

4. Bce EpEUnCIICHHBIE.

Bonpoc 11. biank 1oKymeHTa — 310:

1. HecTaHAAPTHBIN JAKMCT OymMaru, Ha KOTOPOM BOCIIPOU3BOJMUTCS MOCTOSIHHAS HH(OpMAIHS
JIOKYMEHTa M €CTh MECTO JUIs IEPEMEHHON MHPOpMaIIIH;

2. cTaHJapTHBIN JTUCT OyMaru, Ha KOTOPOM BOCHPOM3BOIUTCS MOCTOSIHHAsE HHPOpMAaLUs
JIOKYMEHTa M €CTh MECTO JUIs IEPEMEHHON MH(pOpMaIIIH;

3. HET NpPaBUIIBLHOTIO OTBETA,

4. npyroe.

Bonpoc 12. Ycrassbl — 3710:

1. JOKYMEHTBI, CTPYKTYpY U COIEPKaHUE KOTOPBIX ONPEAEIAIOT HA MECTE;

2. CIIOXHBIE JOKYMEHTBI, CTPYKTYPY U COJIep>KaHNEe KOTOPBIX OMPENEISAIOT CaMH pa3paboTUHKHY;
3. IOKyMEHTHI, COJIep’)KaHUe KOTOPBIX UMEET CIIY)KEOHYIO TaliHy;

4. HEeT MPaBWIBHOTO OTBETA

Bomnpoc 13. /Io/zKHOCTHAsI HHCTPYKIHA — ITO:

1. MTHCTPYKLUS IUPEKTOPA, KOTOPYIO HEOOXOAMMO BBITIOIHSATH B 0053aTEILHOM HOPSIJIKE;
2. TOKYMEHT, B KOTOPOM OTMEUYEHbl HApYIIUTEIH pacropsiaka AHs B oduce;

3. HET NPaBUJIBLHOIO OTBETA,

4. OpFaHI/I3aI_[I/IOHHO-paCI'IOpHJII/ITeJ'IBHI)II\/’I JOKYMCHT JJIMTCIBHOI'O UJIM ITOCTOAHHOI'O CPOKa
JeiicTBuUs (J10 BBEJICHUS HOBOH), B KOTOPOM ONpE/eIeHbl HAyYHO-TEXHUYECKHUE,
TCXHOJIOTHYCCKHE, (i)I/IHaHCOBI)Ie H APYyruc CTOPOHLBI ACATCIIBHOCTH OpraHu3alnuu, €€
NOJpa3IeJIEHUH U TOJPKHOCTHBIX JIMII.

Bonpoc 14. CocraBiienne 10kJjajaa — 310:

1. MmacTepcTBO, TpeOyrolee MPAaKTUYECKOI0 HABBIKA M KPUTHUUYECKOIO aHAJIN3a MPOEKTa J0KIa/a;
2. TanmaHT, He TPeOYIOLIeH MPaKTUYECKOT0 HAaBBbIKA M KPUTHUECKOTO aHAJIN3a IIPOEKTa OTUYETa;

3. Tpyn, TpeOyIOUIMil He MPAaKTUYECKOr0 HaBbIKa U HE KPUTHUYECKOTO aHallu3a MPOEKTa JO0KIa/a,
paboTy Hajx coboii;
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4. HeT NIpaBUJIBHOT'O OTBETA

Bonpoc 15. CnpaBka —310:

1. hakThl, MOCITYKUBILIKE TOBOJIOM K €€ HAITUCAHHIO;

2. TOKYMEHT, MOATBEPKAAFOIINN KaKre-TH00 (haKThl HIIU COOBITHUS;
3. TOKYMEHT, IJie PUBOASTCS KOHKPETHBIC JaHHbIE;

4. HET MPaBUJILHOT'O OTBETA

Bonpoc 16. Bce HHCTPYKIMM MOKHO pPa3ieJIMTh HA IB€ OCHOBHbIE IPYINbI:

1. MHCTPYKIIMH, pEriIaMEHTUPYIOIIHE ITOPSIOK BBIMOIHEHHS KaKOro-JIn0o mporecca, B
OCYIIECTBIICHUU KOTOPOTO MPUHUMAIOT YUACTUE UCTIOTHUTENH (JOKHOCTHBIC JIHIIA;
MoApa3iesieHus ),

2. TOIHKHOCTHBIC MHCTPYKIIMH, ONIpeaesstonye GyHKuuu, mpapa, 00sS3aHHOCTH H
OTBETCTBEHHOCTh JOJKHOCTHBIX JIMII;

3. Bce BBILIENIEPEUNCIICHHBIE;

4. npyrue

Bomnpoc 17. PekBu3uT — 00513aTEJILHBIH 3JI€MEHT:
1. mpucymuii onpeaesIeHHOMY BUIY TOKYMEHTA;

2. IPUCYIIHA IEMEHTY;

3. mpuUCyIIUA KaK OOIIHNIA;

4. HeT MPaBUIILHOTO OTBETA

Bomnpoc 18. ®opmyasip-odpasen — 310:

1. COBOKYITHOCTBH HE PEKBHU3UTOB, a IMMOAIUCEN

2. COBOKYITHOCTb PACIOJIOKEHHBIX B ONPEIEICHHON MOCIEI0BATENIbHOCTH PEKBU3UTOB,
HNPUCYIIUX BCEM BUIAM JTOKYMEHTOB;

3. KapTOTEKa, KOTOPAsi UCIOIB3YETCS ISl KOHTPOJIS 3a TOCCIYKALMMU;

4. npyroe

Bonpoc 19. K nokymenram, noajieskamum 0083aTeJibHOMY KOHTPOJII0, OTHOCHATCH::
1. Bce mepeynCIICHHEIE;

2. TOKYMEHTBI BBIIIECTOSIIINX OPTaHOB;

3. pacnopsAIUTENbHbIE TOKYMEHTHI JaHHOW OpraHu3alnu;

4. BaxHbIe crienu(pUYECKUe TOKYMEHTHI, CBOMCTBEHHBIE 3TOW CUCTEME YIPaBIEHUS, C
KOHKPETHBIMU CPOKaMU UCITOJIHEHUS

Bonpoc 20. B yem 3aki104aercsi eJb perucTpaniu 10KyMeHTOB?
1. obecneunTh UX y4eT;

2. KOHTpOJIb;

3. 30BICTpBIii TOUCK;

4. Bce BblIIEHAa3BaHHOE.

Bonpoc 21. TpeboBanusi, npeabsiBiasieMble K JOKYMEHTO000pOTY:

1. mpsIMO TOYHOCTbH JBUKEHMSI TOKYMEHTOB (JIOKYMEHT KpaT4alIliuM IIyTeM MOMajgaeT K
VCIIOJIHUTEIII0, BO3BPATHBIE IIEPEMELICHHSI TOKYMEHTOB UCKIIIOUYEHBI);

2. pacupeziesieHle JOKYMEHTOB MEX/1y PYKOBOJUTEIISIMU U CHELMATIMCTAMU COITIACHO UX
(YHKIMOHATIBHBIM 00SI3aHHOCTAM;

3. HeoOX0IMMOE MepeMelIeHHEe JOKYMEHTOB (1yOIupoBaHUe, TUIIHUE UHCTAHIIUU U JeHCTBUS
UCKJTIOUEHBI) U €IMHO00pa3ue MapuIpyTa JBKEHUS TOKYyMEHTOB M TEXHUYECKHX OIepaluil ¢
HUMM, OJTHOKPATHOCTb KaXJ101 omepanuu;

4. Bce BBIIIETIEPEUNCIICHHBIE.
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Bomnpoc 22. Knaccupukanusi 10KyMeHTOB — 3TO ...

1. He meneHue MOKYMEHTOB Ha KJIACCHI 110 HanboJiee OOIIMM MPU3HAKAM CXOJICTBA M Pa3INYHS;
2. neneHue JOKYMEHTOB Ha KJIAacChl IO HanboJjee 001MM IpU3HaKaM CXO/CTBA U Pa3Inyus;

3. nerneHue T0KYMEHTOB Ha KJIacChl MO0 HanboJiee CyIeCTBEHHBIM IPU3HAKAM CXOCTBA U
pa3ianuus;

4. He 3HAaI0

Bonpoc 23. Kto cocraBiasier rpadpuk oTmyckoB?
1. pyKOBOMUTEIb KaJAPOBOH CITYKOBI;

2. cekperapb;

3. pyKOBOAUTEINb OPraHU3aLNH;

4. HEeT IPaBUJIBHOTO OTBETA.

Bonpoc 24. Kak onpeaesnsiercsi 04epeiHOCTDb €:KeroHbIX OIJIAYMBaeMbIX OTILYCKOB?
1. B COOTBETCTBHH C IpapUKOM OTIIYCKOB;

2. 110 KEJIaHUIO INIABHOTO OyXraiurepa;

3. 1O >KEeTaHUIO KOJIJIETH;

4. HEeT IPaBUJIBHOTO OTBETA.

Bonpoc 25. KTo He nMeeT npaBa BecTH TPY/A0Bble KHUKKHU?

1. paboToaarens — FOPUIMUECKOE JIULIO;

2. paboToaaTeinb — pU3NUECKOE JIULIO, SBJIAIOMINNCS UHANBUAYAIBHBIM NIPEANPUHUMATENIEM;

3. paboTonarenb — GU3NUECKOE JIUL0, HE SIBJIAIOUINICS HHANBUIYAIbHBIM IPEANPUHUMATEIIEM;
4. HEeT IPaBUJILHOTO OTBETA.

Bonpoc 26. Kem Benercsi KHMra yyeTa JBM:KeHUs] TPYAOBBIX KHMKEK U BKJajbllleii B Hee?
1. kaccupoM OyXxrajnTepuu;

2. COTPYJITHUKOM, OTBEYAIOIINM 3a BEJIEHUE, YUET U XpaHEHUE TPYJOBBIX KHUKEK;

3. PYKOBOAUTEIEM OpPraHU3ALNN;

4. HET NPaBUJILHOTO OTBETA.

Bomnpoc 27. Korna y paboTHHKa HACTYNAaeT MPaBO HA MCNOJb30BAHUE OTIYCKA 32 NePBbIii
rox padorsi?

1. Mo “CTEYeHUH TPEX MECSIIEB €r0 HEMPEPhIBHOW pabOThl B JaHHON OpraHU3allly;

2. 110 UCTEYEHHUH IIECTH MECSIIEB €r0 HEMPEePhIBHOM paboThl B JaHHOM OpraHu3aluy;

3. IO MCTEYEeHNUHU OJIMHHAIATA MECSIIEB €r0 HEMPEPbIBHOM pabOThI B TaHHOW OpraHU3aIuy.

4. HET NPaBUJIBHOT'O OTBETA.

Bonpoc 28. Kak yuutbiBaoTcs Hepadoune nNpa3iHUYHbIC THH, IPUXOASIIMECS HA MEPHO
€;KeroJIHOro0 OCHOBHOI'0O OIJIAYHBAEMOro OTImycKa?

1. BKJIFOUAIOTCS B YUCIIO KAJIEHAAPHBIX JHEW OTITYCKa;

2. B UHCJO KaJICHIAPHBIX JTHEH OTIyCKa HE BKJIIOUYAIOTCS;

3. IO YCMOTPEHHIO PYKOBOJIUTEIIS OpraHU3aluy;

4. HET MPaBWIBHOI'O OTBETA.

Bomnpoc 29. B kakux ciayyasix e;KeroJHblid OIJIa4uBaeMblil OTIIYCK J0JIKeH ObITh MPOAJieH?
1. B cmyyae BpEMEHHOM HETPYI0CIIOCOOHOCTH PaOOTHUKA,;

2. B CiIy4dae IHS POKICHHUS;

3. B cimyyae OTCYTCTBUS OUJIETOB HA CaMOJIET WIIU TT0€3];

4. HEeT MPaBWIBHOTO OTBETA.
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Bonpoc 30. Koraa yreepkaaercs rpa¢guk OTIyCKOB HA 04epeIHo roa?
1. 1 nexalps;
2. 3a B€ HEJIEH /10 HACTYIUIEHUSI HOBOT'O KaJIEHAAPHOTO IoJia;
3. B mepBbIii pabo4Mii I€HH HOBOTO T'0/Ia;
4. HEeT IPaBUJIBHOT'O OTBETA.
INPUMEPHBIE IPAKTUYECKMUE 3ATAYH
1. CocTaBUTh NMUCHMO-OTBET Ha 3asBKYy OpraHU3allMd Ha ydyacTHE B HAayYHO-TIPAKTHYECKOH
KOH(pepeHIIMH «IKOHOMHUKA Ppa3BUTUSl CEJIbCKHX TEPPUTOPHII», TMPOBOAMUMON yueOHBIM

3aBCACHUCM.

2. CocTaBUTh MMPOCKT IIpHKA3a PYKOBOAUTCIIA OpraHU3alik O HA3HAYCHHWU Ha JOJIKHOCTH
caagoBoaa.

3. CocTaBUTH IOBEPEHHOCTH HA MIPABO MOJy4EHUS U 0(hOpMIICHUS Tpy3a.

4. CocTaBUTbH npeaAcCTaBJICHUE OT HMCHHU Ha4YaJlbHUKaA IIJIAHOBOI'0 OTACIa O MOOIIPCHHUUN
COTPpYyAHUKA OTACJA B CBA3H C pAlMOHAJIIbHBIM IPCJIOKCHUEM 110 BHCAPCHUIO WHHOBALIMH.

5. CocTaBUTH NHCHMO-OTBET Ha HI/ICLMO'HpOCL6y.
6. CocTaBUTh MMCbMO-OTBET Ha IMAUCBbMO-3aIIpocC.

7. CocTaBUTh MPOEKT MpPHUKa3a O COCTaBE KOMHCCHUU MO MPHUEMKE MPOIYKIMH (TOBApOB) IO
KayecTBY.

8. CocraBUTh IMUCBbMO-3aIIpoC OpraHu3anuu B Tpmorpaq)mo O BO3MOXHOCTH COaTh 3aKa3 Ha
M3TOTOBJICHUE OJIAHKOB JAOKYMCHTOB Ha 6yMare TI/IHOl"pa(i)I/II/I.

9. CocraBuTb A0Tr0BOP HaA IMOCTAaBKY TOBAPOB ITPOU3BOACTBECHHO-TCXHUYCCKOTO HA3HAUCHU .

10. CocTaBUTh IPUKa3 O MOOLIPEHUH PAOOTHUKA K MPO(ECCHOHANTBHOMY MPa3HUKY.
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