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1. IlnanupyemMsble pe3yabTaThbl 00yUeHHs MO JMCHUILINHE, COOTHECEHHbIE €
ycranoBJieHHbIMHE B OIIOII BO ungukaTopamMu J0CTHXKEHUS KOMIIETEeHIA

1.1 Ilepeyens kommneTeHuMii, GopMupyeMbIX y4eOHOI JHCHUIIMHON

Koa u HamMeHOBaHHe HHAUKATOpa

Koa u HauMeHOBaHMe KOMIIETEHIIMHU
" 1 pocTrkenus komnerenuuu (MIK)

YHI/IBepcaJIbHaSI KOMIICTCHIUA

YK-4 HJ[-3

Crnioco0eH oCyIIeCTBIATh JI€JI0BYIO Ocy1iecTBIseT AeI0BYIO MEPENUCKY U
KOMMYHMKAIUIO B yCTHOM U IMCbMEHHOW | KOMMYHUKAIIUU C Y4€TOM OCHOB U MPUHITUTIOB
(bopMax Ha rocy1lapCTBEHHOM SI3bIKE BEICHUSI IOKYMEHTOO000pOTa

Poccuiickoit denepanuu u
WHOCTPaHHOM(BIX ) sI3bIKe(ax)

1.2 TlepeyeHb MIAHUPYEMBIX Pe3yJIbTATOB 00y4eHHs M0 Y4eOHOI TUCHUILINHE

NHaukaTopbl J0CTHKEHUS Ilnanupyemble pe3yJibTAThl 00y4eHHUs]
KOMIIeTeHIIU
N/1-3.YK-4 3uarsb (3):
Ocymecruser JICJIOBYIO | - OCHOBBI U MPHHIIMIIBI BEICHUS JIOKyMEHTO0000pOTa;

HepeHI/ICKy u KOMMYHI/IKaHI/H/I - METOAbI JOKYMCHTAJILHOT'O O(l)OpMJIeHI/Iﬂ pCHICHI/Iﬁ B

C YYETOM OCHOB M IPUHLUIIOB | OPTaHH3AlMIX,
BeJIeHNs JOKYMeHTooGopoTa | ~ IPABAIA BEICHI M XPAHCHHA IOKYMCHTOB, H3T OTOBIICHIS
0JIaHKOB;

- ipaBuIIa ¥ (QOPMBI AETOBOW TIEPETIHCKH.

YmMmers (Y):

- OCYLLECTBIIATH JEJIOBYIO IIEPEIUCKY;

- OCYIIECTBIISITh IOKyMEHTaIbHOE O(hOpMIICHHE PEIICHHI B
OpraHu3alNy;

- OPaBUJILHO UCIIOJIb30BATh CUCTEMBI U METO/IbI
JIEJIOTIPOU3BOCTBA HA OCHOBE COBPEMEHHBIX TEXHOJIOTUM;
- OpraHU30BaTh PadOTY CO CIYKEOHBIMHU JIOKYMEHTaAMHU
OpraHu3aluil.

Baaners (B):

- METOJIMKOM OCYIIIECTBJICHHS JICJTIOBOM MEPETUCKU U
KOMMYHUKAaIWH;

- TEXHUKOHW BEJIEHUS IOKyMEHTOO0O0pOTA,;

- METO/IaMU JIOKYMEHTAIBHOT'O O(hOpMIICHUSI PELICHUH B
OpraHu3anuu;

- METO/IaMU COCTaBJICHUs, OQPOPMIICHUSI U XPaHEHUsI CITyKeOHBIX
JOKYMCHTOB OpraHu3amuu.

2. Ilesu 1 3a1a4u OCBOEHHUS Y4eOHOI TUCHMIIMHBI, MECTO THCIUILIMHBI B CTPYKTYpe
OI1O0IT1 BO

JucuuruimHa «OCHOBBI  JIEJIONPOM3BOJICTBA»  BXOJUT B  0OO0S3aTENBHYIO  4acTb
JAUCITUITIINH.

Heasb: ¢opmupoBaHHE YHUBEPCAIbHBIX KOMIETEHIUH, TEOPETHYECKHX 3HAHHM
OCYIICCTBJIICHUA }ICHOBOﬁ NEPECIIUCKA U KOMMyHI/IKaHI/Iﬁ C Y4€TOM OCHOB U IMPUHIOMUIIOB BCACHUA
JIOKYMEHTO0000pOTa.




3amaun:

- O03HAaKOMHTH CTYACHTOB C OPTraHU3allMOHHBIMH (GopMaMH U OOIIMMH MPUHIIUIIAMH
JIEJIONIPOU3BOJICTBA, C TIOPSIKOM IOKYMEHTUPOBAHHUS JISIIOBOM HH(OpMAIIHH;

- HAYYUTh CTYJICHTOB CHCTEMAaTU3UPOBATh HH(POPMAIIHIO TIO OTIACIBHBIM KAaTETOPHSIM:

- O3HAKOMHTH CTYJICHTOB C TPEOOBAHHUSIMH COCTABJICHUS rpaduKa JTOKyMEHTOO0OpOTa B
OpraHu3aIMsIX.

3. O0beM yueOHOM TMCUMILIMHBI B 32UeTHBIX eIMHUIIAX ¢ YKA3aHHMEM KOJIMYeCcTBa
aKaJeMHYeCKMX YaCOB, Bbl/IeJIECHHBIX HA KOHTAKTHYI0 pa0oTy 00y4aroluxcs ¢
npenojaasaresieM (110 BUAaM yUeOHbIX 3aHATHIA) H HA CAMOCTOSITEJIbHYIO PadoTy

o0y4arommxcs

3.1 Oynas ¢popma 0O0ydeHus

Buj yue6HOH paboOThI 3 cemecTp
OO01ast TPYA0EMKOCTb AUCHUIIMHBI, 3a4€THBIX €AMHUI] 2
4acoB 72
AynuTopHasi (KOHTAKTHas1) padoTa, 4acoB 36
B T.Y. 3aHATUS JIGKLIMOHHOT'O TUIIA 18
3aHATUS] CEMUHAPCKOr0 TUIA 18
CamocrosiTeibHas padoTa 00y4yaOmMXcsi, 4YacoB 34
B T.4. KypcoBas paboTta -
KonrtpoJin 2
Bug npome:xyToyHOM aTrTecTranuu 3a4eT
3.2 OgHO-3204Has (hopmMa 0OydeHUs
Bun yuebnoit paboThl 4 cemecTp
OO0m1ast TpyA0€MKOCTh AUCIIUIUIMHBI, 3a4€THBIX €UHUIL 2
4acoB 72
AynuTopHasi (KOHTaKTHas1) padoTa, 4acoB 20
B T.Y. 3aHATHUS JIGKLIMOHHOTO TUIA 10
3aHATHUS] CEMUHAPCKOTO THUTIA 10
CamocrosiTe/ibHasi padoTa 00y4alouuxcs, 4acoB 50
B T.4. KypcoBas paboTa -
KonTpoas 2
Bun npomexyTouHOM arTecTanuu 3a4eT
3.3 3aouHas ¢popma oOydeHus
Buj yue6HOM paboTh 5 cemecTp
OO0m1ast TpyA0€MKOCTh JUCIIUIUIMHBI, 3a4€THBIX €UHUIL 2
4acoB 72
AynuTopHasi (KOHTaKTHas1) padoTa, 4acoB 4
B T.4. 3aHATHUS JICKIIMOHHOTO TUTIA 2
3aHATHS CEMUHAPCKOro TUMA 2
CamocTtosiTeibHas padoTa 00yuyaommMXxcsi, YacoB 64
B T.4. KypcoBas paboTta -
KonTpoJas 4
By npomexyToO4HOM aTTecTanuu 3a4éT




4. Copeprxanue TUCHMILIMHBI, CTPYKTYPHPOBAHHOE 110 TeMaM (pa3jejiaM) ¢ yKa3aHHueM
OTBEJICHHOT0 HA HUX KOJHYeCTBA aKAJleMHYeCKHX YACOB M BU/I0B YUeOHbIX 3aHATHI
4.1 llepeyeHnb pa3aes1oB JMCHUILVIMHBI C YKa3aHHEM TPYJI0eMKOCTH ayMTOPHOI
(KOHTAKTHOM) U CAMOCTOSATEJIbHOM PadOThI, BUI0B KOHTPOJIEH U MepevyHsi KOMIIeTeH M i

Ounas hopma oOydeHust

TpynoeMKOCTb, 4aCOB

B TOM YHUCJIC

Haumenosa
ayJIUTOpH e
HanmenoBanwue pasjena ot caMoCTOs Kon MJIK
BCETO . OLIEHOYHOT
(KoHTaKT TEITHLHOMN
. 0 cpencTBa
HOI) paboThl
paboThI
Pazgen 1. OcHOBHbBIE MOHATHSA U POJIb Pedepar | UJI-3.YK-4
JeJIOMPOU3BOACTRBA B BeJCHUH 24 12 12
AOKYMEHT0000poTa
1.1. OcHOBHBIE MOHATHS U POIb
JICIONIPOU3BOJICTBA B OPTaHU3AIHIX 12 6 6
1.2. Perucrpanus JOKyMEHTOB 12 6 6
Paspnen 2. CocraBiienue u oopmiieHue KonTponsx
AOKYMEHTOB JJIS OCYLIECTBJICHUS 46 24 27 as pabora
JeJT0OBOM MEePEeNnnucK U
KOMMYHHUKAIM
2.1. Opranu3anuoHHO-
pacropsanTeNbHAs JOKYMEHTAIIHS 12 6 6
2.2. JlokymeHTalus Ipu BHEAPEHUN
TEXHOJIOTMYECKUX, TIPOAYKTOBBIX 12 6 6
WHHOBAIIMHI
2.3. KanmpoBoe f1enonpon3BoicTBO 12 6 6
2.4. TexHONOTHS XpaHEHUsSI JOKYMEHTOB 10 6 4
KonTpoanb 2
MUTOI'O no aucuuminne 72 36 34




OuHo-3a04Has popma 00yUeHHS

TpynoeMKoCTb, 4aCcoB

B TOM 4YHCJIC

Haunmenosa
ayIuTOPH
N HHE
HaumeHnoBanue pasjena oi CaMoCTOst Kon MJIK
BCETO . OIICHOYHOT
(KOHTaKT TEJIbHOU
. 0 cpencTBa
HOIA) paboThI
paboTHI
Paszjnen 1. OcHOBHbIE NOHATUA U POJIb Pedepar | U]I-3.YK-4
AeJIONPOU3BOACTBA B BeJleHUH 32 8 24
AOKYMEHT0000poTa
1.1. OCHOBHBIC TIOHATHS U POJTH
JIEJIONPOU3BOJICTBA B OPTaHU3ALINAX. 16 4 12
1.2. Perucrpanus TOKyMEHTOB 16 4 12
Paznen 2. CocraBiienne u ogopmiaeHue 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. KanmpoBoe J1enonpon3BoicTBO 9 2 7
2.4. TexHonorus XxpaHeHusI JOKYMEHTOB 9 2 7
KonTpoanb 2
HNUTOTI'O no aucuminHe 72 20 50




3aounas Gpopma oOyueHHs

TpynoeMKoCTh, 4aCOB
B TOM HHCIIE
ayIUTOPH HanmenoBanu
HaumenoBanue paznena BCCTO on CaMoCTOs | € OLIEHOYHOI'O Kon UK
(KOHTaKT TEJILHOU cpencTaa
HOI) paboThI
paGoThI
Paznen 1. OcHoBHBIE MOHSITHA U Pedepar Nn/-3.YK-4
poJib JeJIONPOU3BOICTBA B 26 2 24
BeJleHHH TOKYMEHT0000poTa
1.1. OcHOBHBIE MOHATHS U POIb
JIeIOMPOU3BOCTBA B 14 2 12
OpraHu3aIrsiX.
1.2. Perucrpanus TIOKyMEHTOB 12 0 12
Paznen 2. CocraBiienue u KonTponbHas
oopMmiIeHHE JOKYMEHTOB [1JIsI 1 ) 10 paboTta
OCYLIECTBJICHMS 1eJT0BOM
nepenucKy i KOMMYHUKAIM
2.1. Opranu3anoHHO-
pacnopsauTenbHas JOKyMEHTa s 12 2 10
2.2. JlIokyMeHTauus Npu BHEAPEHUN
TEXHOJIOTMYECKUX, TIPOAYKTOBBIX 10 0 10
MHHOBAILUHN
2.3. KampoBoe nmenonpon3BoacTBO 10 0 10
2.4. TexHOJIOTHS XpaHCHUS 10 0 10
JIOKYMEHTOB
Kounrtpoan 4
HUTOI'O no aucuuIinHe 72 4 64

4.2 CopneprxaHue JUCHUILINHBI 10 pa3/iesiaM U TeMaM

Paznen 1. Paznen 1. OcHOBHBIE MOHATHA U POJIb 1€JI0ONPOU3BOACTBA B BeleHUN
AOKYMEHT0000poTa

].le.]'[l) — U3YUYCHHE TCOPETUYCCKUX OCHOB JICJIONPOU3BOJCTBA B BEACHUU IIOKYMGHTOO60pOTa.

3apaun:

- O3HAaKOMHTH CTYJCHTOB C OPTaHHU3AIMOHHBIMH (OpMaMUd M OOIIMMH TPHUHIIUIIAMHA
JIETIOTPOU3BO/JICTBA, C TIOPSIKOM IOKYMEHTHPOBAHUS JIEJI0BOM HH(OpMaInu;

- Hay4UTh CTYJEHTOB CUCTEMATH3UPOBATh HHGOPMAITUIO TIO OTAETHHBIM KaTErOPHSIM:

- 03HAaKOMHTH CTYJIEHTOB C TPEOOBAHUSMH COCTaBIICHUS Tpaduka JOKYMEHTOOOOpOTa B
OpraHu3aluu.

IlepeyeHb y4eOHBIX 21eMEHTOB pa3jelia:

1.1.0cHOBHBIE IOHSTHS W POJIb 1eJIONPOU3BOACTBA B OPTaHU3AIHAX.

3HayeHue JeNoNpoM3BoAcTBA M (popMupoBaHHs HMH(POPMAIMOHHOTO obOecreueHus B
opranm3anuax. Vcrtopus pasButus aenomnpou3BojacTBa B Poccun. OCHOBHBIE MOHSTHS: JOKYMEHT,
JOKYMEHTHUPOBAaHHUE, TOKYMEHT0000pOT, JoKyMeHTauus. OpranusauronHsie GOopMbl IeIOMPOU3BOICTBA
M UX xapaktepuctuka. HopmaruBHas ©0a3a genmompousBoictBa, ['OCThwI, Ki1accUQHUKATOPHI.




OTBETCTBEHHOCTh  JOJDKHOCTHBIX JIMIl 32 OpraHu3alio naeionpousBozactBa. Kmaccudpumkanys
JIokyMeHTOB. ['paduk JTOKyMEHTOOO0OpOTa M ero 3HadeHue. CHCTeMaTH3anusl JaHHBIX 10 Pa3UIHBIM
MOKa3aTeNIsIM. PEKBU3HUTHI YNPaBICHYECKUX JIOKYMEHTOB M MpaBmia ux odopmieHus. TpeOoBaHus k
0JIaHKaM U TEKCTY IOKYMEHTOB.

1.2. PerucTpauusi J0OKyMeHTOB
CyIIHOCTh PErMCTPAIllMM JOKYMEHTOB B OpraHu3anusx. POpMbl PerucTpanuu JI0KyMEHTOB.
Perucrpariyst BXOSIIMX JOKYMEHTOB. PerucTpanus HCXOSIIUX U BHYTPEHHUX JOKYMEHTOB.

Pa3znen 2. CocTaBiieHue u opopmieHne JOKYMEHTOB JIJIS1 OCYIIeCTBJICHHS J1eJI0BOI NMepenucKu
U KOMMYHHMKAIU

Hess - HAyYuTh MPaBHIBHO COCTaBIATH M OQOPMIATH JOKYMEHTHI, CO3[aBacMble B Tpolecce
NPUHATHSA ¥ Pean3allii YIPaBICHYSCKUX PEIICHUI B OPraHU3alUsIX U1 OCYLIECTBICHUS NEJI0BOM
NEPENUCKH U KOMMYHHUKAIUH.

3apgaun:

- HAy4YHTh CTYJIEHTOB KAueCTBEHHO U ObIcTpo oOpabarbiBath HH(pOpMamuio B TEAX
CBOEBPEMEHHOTO MPHUHSATHS COOTBETCTBYIOIIMX YIIPABICHUYECKUX PELICHUIA;

- 00y4YHUTh CTYACHTOB IpaBwiIaM U (popmam QYHKIIMOHUPOBAHUS CUCTEMBI BHYTPEHHETO
JOKyMEHTOO0OpOTa OpraHu3alyy, AENOBONW TMEPEenuCKd C MapTHEpaMH IO XO3SHCTBEHHON
JIESITEIIbHOCTH;

- Hay4YUTh CTYJICHTOB NpaBWiaM BeleHUS U (HOPMHUPOBaHHA HH(POPMAIMOHHOIO OOECTICYEHHUS
YYACTHUKOB OPraHU3al[HOHHBIX IPOCKTOB U JOKYMEHTAIIUH.

IlepeyeHn y4eOHBIX 31eMEHTOB pa3jelia:

2.1. OpraHu3alMOHHO-PACIOPAAUTEIbHAS JOKYMEHTALUS

OpraHu3anoHHas IOKYMEHTALMs: IOHSITHE, BUABL, COACP)KAaHHE M IOPAIOK O(GOPMIICHHS.
PacnopsinutenbHbie  JOKYMEHTBI: moHATHE, BuHIbl. CoaepkaHHe U TMOPSAAOK  OQOPMIICHHS.
HH}opMamoHHO-CIIPaBOYHbIE JOKYMEHTHI: TOHATHE, BUIbI, COAECPKAaHUE U MTOPSAA0K OQOPMIICHHS.

2.2. lokyMeHTanMsA NPU BHEAPEHUH TEXHOJIOTHYEeCKUX, MTPOAYKTOBBIX HHHOBALMIA

OcobeHHOCTH ¥ TPOOJIEMBI JIOKYMEHTAIBHOTO OQOpPMIICHHS M Yyd4eTa WHHOBAIIMOHHOU
npoaykiuud. OTCYTCTBUE B COBPEMEHHOM POCCHHCKOM YdeTe CHCTEMHOH y4YeTHOM HMH(OpMamuu Kak
CaMOCTOSITETIFHOTO MaccHBa JTAHHBIX 00 WHHOBALIMOHHOM NeATeNbHOCTH. MHCTpyMeHTapuil MO OleHKe
00beKTOB HMHTEIUIeKTyanbHOl cobctBenHOocTH (OUC). Pa3zpaboTka JHOKYMEHTOB, OMHCHIBAIOIIMX
OCHOBHBIE HAIIPaBJICHUS TEXHOJOIMYECKOI'O DPAa3BUTUS KOMIIAHUHM (JOPOXKHBIE KapThl, Pa3IHYHBIC
nporpaMmsbl). CHUCTEMBI YHpaBICHUS] MHTEIJIEKTYaJbHOH COOCTBEHHOCTBIO (TATEHTHI, JIMLIEH3WUH, HOY-

xay).

2.3. KaapoBoe 1es10npou3BOACTBO

JIOKyMEHTUPOBAaHUE IIPOLECCOB JABWKECHHS KaJApoB B OpraHu3anusax. JlOKyMeHTUpOBaHME
OIICHKM pa0OTHUKOB. Benenue TpynoBbIX KHUXKEK paboTHHMKOB. OdopmieHue JUYHBIX Jien. Benenue
JMYHBIX KapPTOYEK.

2.4. Texuojorus XpaHeHUusl JOKYMCHTOB
OpFaHI/I3aL[I/I$I BHYTPCHHETO ,Z[OKyMCHTOO60pOTa OpeaAnpUATHA. Ilonsarue peKUMa XpaHCHUS
JAOKYMCHTOB. Tpe6OBaHI/I$I K 3JaHUAM U IOMCUHICHUAM apXHBa. CBCTOBOﬁ, TCMHepaTypHO-BJ'Ia)KHOCTHBIfI,

CAaHUTAPHO-TUTHEHUYECKUI M OXPAaHHBIA PEXUMBI XpaHEHHs JOKyMEeHTOB. OpraHu3alys padoThl apXHBa.
Ilepenaua nen B apxuB OpraHU3alMHN U UCIIOJIB30BaHUE JOKYMEHTOB. KOHTpOIb pabOTHI apXHBOB.

4.3 TeMmaTH4ecKHi IUIAH 110 0YHOI (popMe 00yUeHUsI
Pa3nes 1. OcHOBHbBIE MOHSITHS U POJIb /1€J10NPOM3BO/JCTBA B BeIeHMH JOKYMEHT0000poTa

KonrakTHass padora oO0yyarommxcs ¢ npenoaasarejeM (3aHATHS JEKIMOHHOIO THIA -



JIEKIIUU U WHbIe YYeOHbIe 3aHATHUS, PelycMaTPUBAIOIUe NMPeuMYIIeCTBEHHYIO Nepenavyy yueOHou

uHpOpPMAIHH)
Tpynoem
Tema Bomnpocsl KOCTb,
94acoB
1.1. OcHoBHBIE 1. 3nauenue JIEJOTIPOU3BOJCTBA U dbopMupoBanus
TIOHATHUSA U POJIb UH(OPMAIIMOHHOTO 00ECIICYCHHUS.
ACTOUPOUSBOACTBA B | 2 [JoHsATHE M KIacCHU(PUKAIUSA JOKYMEHTOB
OpraHU3alnAX. 3. PeKBU3HUTHI yNPaBIEHYECKUX JOKYMEHTOB M TPaBHIA UX 3
odopmiienus. TpeboBaHus K OTaHKAaM U TEKCTY TOKYMEHTOB.
4. OTBETCTBEHHOCTh JIOJDKHOCTHBIX JIMI] 32 OPraHHU3alUIo
JIJIONPOU3BO/ICTBA.
1.2. Perucrpanus 1. CymHOCTh perucTpannuu T0KyMEeHTOB.
JIOKyMEHTOB 2. ®opMBl perucTpanuu J10KyMEHTOB. 3

3. Peructpanus BXOASIINX JOKYMEHTOB.
4. Peructpanust ICXOIAIINX U BHYTPEHHNX IOKYMEHTOB.

KonrakTHas pabora oOyuaroumuxcs ¢ npemnogaBaresieM (3aHATHSI CEMHHAPCKOI0 THIIA-
CeMHUHAPbI, IPAKTHYECKHE 3aHATHS, IPAKTUKYMbI, JIa00paTOPHbIEe PA00ThI, KOJUIOKBUYMbI M HHbIE

AHAJIOIrM4YHbIC SaHﬂTI/Iﬂ)

®opma u MeToz poBeieHus | TpymoeMKOCTS,

Tema
3aHATHA 9acoB
1.1. OcHOBHBIEC IOHATHS U POJIb AEIONPOU3BOJICTBA
CeMuHap-IUCKyCCHS 3
B OpraHu3anusiax.
1.2. Peructpanusi TOKyMEHTOB Cemunap-auckyccus™ 3

y4eOHBIC 3aHATHUS, 00ECIIEUNBAOIINE PA3BUTHE Y 00YUJAIONTUXCS HABBIKOB KOMaHIHOHW paboTEHI,
MEKJINYHOCTHOW KOMMYHHKAIIMU, IPUHATHUS PEIICHHUH, TUAEPCKUX KadecTB B 1 pazaene — 3 vaca.

CamocrosiTejibHas padoTa
Tema TpynoeMKOCTb, HaumenoBanue
4acoB OIICHOYHOTO CpPEJICTBa
1.1. OcHOBHBIE IOHATHS U POJIb AECIONPOU3BOJICTBA B 6
OpraHu3anusix.
P Pedepar
1.2. Perucrpanus JOKYMEHTOB 6




Pa3nea 2. CocraBiienne u oopMiIeHHE TOKYMEHTOB /ISl OCYLeCTBJICHUS 1eJ10BOM

NepenucKy 1 KOMMYHUKAIMH

KonrakTHasi padora o0yyawmmxcsi ¢ npenojgaBaresieM (3aHSATHS JIEKIUOHHOIO THIA -
JIEKIMM U WHbIE Y4eOHbIe 3aHATHS, MPeAycMaTPUBaIOIINe MPEeUMYIeCTBEHHYIO Nepeavyy yueOHoi

uHdopmanuu)
Tpynoem
Tema Bomnpocsl KOCTb,
4acoB
2.1.0OpraHu3anoHHO- 1. Opra#uzanvoHHas JOKYMEHTAIUs: TOHSTHE, BHIBI,
pacnopsaauTeibHas COZEpIKaHUE.
AOKyMCHTaIlUA 2. Tlopsmox oopmienus OpraHHU3alMOHHBIX
JIOKYMEHTOB.
3. PacnopsimuTenbHBIE TOKYMEHTBHI: TOHSTHE, BHUJIBL 3
Copepxanuie U OpsAI0K 0HOPMIICHUS PACTIOPATUTEIBHBIX
JIOKYMEHTOB.
4. HWHdopmanroHHO-CIIPaBOYHBIE TOKYMEHTHI: MOHSTHE,
BH/IBI, COJICPIKAHUE U TIOPSIIOK OOPMIICHHSI.
2.2 . JIokyMeHTaLusl pu 1. okymeHTanbHOe 0hOpMIIEHUE TPOTpaMMbl BHEAPEHUS
BHEIPCHUH TEXHOJIOTMYECKUX, IPOAYKTOBBIX MHHOBAIUI
TEXHOJIOTHYICCKUX, _ | 2. lHoxymeHTanus 110 BHEAPEHUIO HHHOBALMH 3
TIPOAYKTOBBIX HHHOBALNN | 3 JokymeHTaIUs 110 BHEAPEHUIO OPraHU3alHOHHBIX
W3MEHEHU M
2.3. Kagposoe 1. JloxymMeHTHpOBaHHE MTPOLIECCOB JIBUKEHUS KaJPOB.
ACJIOIIPOU3BOACTBO 2. JloxyMeHTHupOBaHue OLICHKH OEATECIIPHOCTH
pabOTHHUKOB. 3
3. Benenue TpynoBbIX KHIDKEK paboTHUKOB. OdopmiieHne
JUYHBIX JIeII.
4. BeneHne TUYHBIX KapTOUYEK.
2.4. TexHonorus 1. TloHATHE pexrMa XpaHEHHsI TOKYMEHTOB
XpaHEHHUs] TOKYMEHTOB 2. TpeGoBaHus K 31aHUSIM U TIOMELICHUSAM apXuBa
3. CBeToBOH, TeMIepaTypHO-BIaXHOCTHBINH, CaHUTApHO-
THTUECHUYECKUN 1 OXpaHHBIﬁ PEKUMBI XpaHCHHA JOKYMCHTOB 3

4. Opranu3zanus padoThl apXuBa
5. Ilepemaua nenm B apXxuB OpraHM3alldd M MCIOJIb30BAHUE
JoKyMeHTOB. KOHTpOIIb paboTHI apXHBOB.

KonrakTHas palGora o0y4ammmuxcs ¢ mnpemnojasaresieM (3aHATHS CEMHHAPCKOr0 THIA-
CeMHUHAPbI, NPAKTHYECKHE 3aHATHS, IPAKTUKYMbI, J1a00paTOPHbIEe PA00ThI, KOJUIOKBUYMbI M HHbIE

AHAJIOIrM4YHbIC SaHﬂTI/Iﬂ)

®opma 1 METOJ IPOBEAEHUS |  TpyHO0EMKOCTS,

Tema
3aHSATHS 94acoB

2.1.Opraau3anmoHHO-pacopsAANTEIbHAs

P . P PAR Cemunap-auckyccus™ 3
JOKYMEHTAIIMS:
2.2. JlIokyMeHTanus Mpu BHEAPCHUH

Hloky LA TP AP . CeMmuHap-auCcKyccus 3
TEXHOJIOTHYECKHUX, TPOAYKTOBBIX HHHOBAITUIH:
2.3. KagpoBoe nenonpon3BoACTBO Cemunap-guckyccus™ 3
2.4. TexHonorusi XpaHeHHUs1 JTOKYMEHTOB CeMHuHap-AMCKyCCHs 3

" ydaeGHbIe 3aHATHS, 00ECIEIHBAIOIIIE PA3BHTHE y 00YJAIONMXCS HABBIKOB KOMAH/IHON PabOTHI,
MEXITMYHOCTHOW KOMMYHHKAIIUH, IPUHITHS PEIICHUH, JINJEPCKIX KauecTB BO 2 pazjerne — 6 Jaca.

yueOHBIE 3aHATHA, 00ECIIEUNBAIOLINE PA3BUTHE Y OOYUAIOINXCS HABBIKOB KOMaHJIHOW PadOTHI,
MEXITMYHOCTHOM KOMMYHHKAIIUY, IPUHATHS PEIICHUH, JIUJEPCKUX Ka4ecTB Bcero — 9 4acos.
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CamocrosiTeabHas padora

Tema TpynoemkocTsb, HaumenoBanue
4acoB OILIEHOYHOTO Cpe/CcTBa
Opranu3aliioHHO-pACTIOPAIUTENbHAS TOKYMEHTAIUS 6
JloxyMeHTanust Ipy BHEAPEHUU TEXHOJIOTHUECKHX, 6
MPOAYKTOBBIX MHHOBAIUI
KonTtponsHas padota
Kanposoe nenonponsBoactso 6
TexHonorus XxpaHeHus JOKYMEHTOB 4

4.3 TemaTn4yecKHUii IVIaH 110 0YHO-3204HOM Gopme 00ydeHuUst

KourakTHast pa6ora oOyyamommxcs ¢ npenojaaBarteieM (3aHATHSA JEeKIMOHHOTO TUMNA -
JIEKIIMU U HHbIe YUeOHbIe 3aHATHUS, MPelyCcMaTPUBAIOLHE NPEeUMYIIeCTBEHHYIO Nepeaavyy yueOHou

THTHCHUYECKUI U OXPaHHBIA PEKUMBI XpaHEHUS IOKYMEHTOB
4. Opranuzanus pabOThI apxXuBa

ungopmanyn)
Tpynoem
Tema Bomnpocsl KOCTb,
4acoB
1.1. OcHOBHEIE 5. 3HaueHHe  JENONPOM3BOJACTBA U (OPMHPOBAHUS
TOHATHS U POJIb MH(OPMALIMOHHOTO 00eCIIeYeHHUS.
ACTIOTIPOU3BOACTBA B | 6, [JoHsATHE M KJIACCU(DUKAIHS TOKYMEHTOB
OpraHH3aLMsX. 7. PeKBHM3UTBI YIPABICHYECKUX JOKYMEHTOB M NPAaBUIA UX 2
odpopmiienus. TpeboBanus K OJaHKAM M TEKCTY JIOKYMECHTOB.
8. OTBETCTBEHHOCTh JOJKHOCTHBIX JIUI[ 32 OPraHU3alUIo
JIETI0NIPOU3BOJICTBA.
1.2. Perucrpanus 1. CymrHOCTh perucTpaiyu JOKyMEHTOB.
JTOKYMEHTOB 2. ®OpMBI PEerucTpanuy JOKYMEHTOB. 2

3. Peructpanust BXOASIINX TOKYMEHTOB.

4. Peructpanyst HCXOSIIMX U BHYTPEHHUX IOKYMEHTOB.
2.1.0pranm3anyionHo- | 5. OpraHu3anyoHHas — JIOKYMEHTAIHS: HOHSTHE,  BHIHI,
pacnopsauTenbHas coziepXKaHue.

JOKYMEHTaIUs 6. Tlopsmok odhopmiteHHsI OpraHU3aIMOHHBIX IOKYMEHTOB.

7. PacmopsauTenbHbIE JOKYMEHTHI: OHATHE, BUIbI. ComepxaHue 2

1 TIOPSIOK 0(hOPMIICHUS PaCTIOPSAUTEIBHBIX JOKYMEHTOB.

8. MudopmManmoHHO-CIIPaBOYHBIE JTOKYMEHTHI: INOHSTHE, BUJIBL,

coJiep>KaHue U MOpsTIoK oopMIiteHus!.

2.2 JlokymeHTanus

IIPY BHEJIPEHUH 4. JlokyMeHTaJIbHOE 0(OpPMIIEHHE IIPOrPaMMBbI BHEIPEHHS
TEXHOJIOTHYCCKHX, TEXHOJIOTMYCCKUX, IMMPOJYKTOBBIX I/IHHOBaHI/Iﬁ 2
TPOJTYKTOBBIX 5. JloxymeHTaIus 1o BHEIPSHUIO WHHOBAITHI

WHHOBAIHI 6. JlokymeHTaIus 110 BHEIPEHHIO OPTraHNU3allMOHHBIX H3MEHEHHI

2.3. Kapposoe 5. JlokyMeHTHpOBaHHE IPOLIECCOB JIBMXKEHUSI KaIPOB.

J€JIONIPOU3BOICTBO 6. JIoKkyMEHTHPOBaHHE OIICHKH JESTSIbHOCTH PAOOTHUKOB.

7. Bexenne TpyJIOBBIX KHIDKEK paOOTHUKOB. OGopMIIEHHE THIHBIX 1

Je.

8. BeneHue JMUHBIX KapTOUEK.

2.4. Texaonorus 1. I[lonarue pexuma XpaHEeHHS] JOKYMEHTOB
XpaHeHHs1 TOKyMeHTOB | 2. TpeGoBaHuMs K 37aHUSM U IOMEIICHUSIM apXrBa
3. CseroBoif,  TeMIepaTypHO-BIQXHOCTHBIH,  CaHHTapHO- 1
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5. Ilepemaua npen B apXWB OpraHU3aldd M HCIOJb30BAHUE
JokyMeHToB. KOHTpOoIIb paboThl apXHBOB.

KonrakTHasi paGora o0y4yamomuxcsi ¢ mpemnoaaBarejieM (3aHATHS CEMHHAPCKOr0 THIIA-
ceMHHAPBI, NPaAKTHYeCKHe 3aHATHUS, IPAKTUKYMBI, J1a00paToOpHbIe PadoThl, KOJIJIOKBUYMbI U HHBIE

AHAJOIrM4YHbIC 33HHTI/IH)

Tena ®opma u METOA NpoBeZieHus |  Tpym0eMKOCTb,
3QHATHUS 9acoB
1.1. OcHOBHBIC TIOHATHS ¥ POJIb ACIOMPOU3BOICTBA
CeMuHAap-IHUCKyCCUS 2
B OpraHu3alusX.
1.2. Peructpanusi TOKyMEHTOB Cemunap-auckyccus™ 2
2.1.0praau3annoHHO-PACIOPSIIUTEIbHAS
P . P PAR Cemunap-auckyccus™ 2
JTOKYMEHTAIHSI:
2.2. JlokyMeHTaIus IpH BHEIPEHUN
Hoky LA TIp AP . CeMuHap-IHUCKyCCUS 2
TEXHOJIOTHYECKHUX, TPOAYKTOBBIX HHHOBAITUI:
2.3. KagpoBoe 1enonpon3BoACTBO CeMuHap-AUCKYyCCHUST* 1
2.4. TexHONOTHA XpaHEHHsI JOKYMEHTOB CeMuHap-IUCKyCCHUS 1

* ydeOHbIC 3aHATHS, OOECIEeUMBAIONINE pa3BUTHE Yy OOYyYarOIIMXCS HABBIKOB KOMAaHIHOW pPadOTHI,
MEKITMYHOCTHOW KOMMYHHKAILIUH, IPUHATHS PELICHUH, JIUAEPCKUX KAueCTB BCETO —5 YacoB.

CamocrosiTesibHas padoTa

Tema TpynoeMKOCTb, HanmenoBanue
4acoB OIIEHOYHOTO Cpe/ICTBa
1.1. OcHOBHBIE IOHATHS U POJIb AEIONPOU3BO/ICTBA B 12
OpraHu3aLusX.
P Pedepar
1.2. Perucrpanusi 1OKyMEHTOB 12
2.1.0pranu3anOHHO-PACIOPAIUTENbHAS TOKYMEHTALHS: 6
2.2. JlokyMeHTaIusl pyu BHEIPEHU U TEXHOJIOTHUECKHX, 6
NPOIYKTOBBIX HHHOBALMIA:
Kontponbshas pabora
2.3. KagpoBoe J1enonpou3BoICTBO 7
2.4. TexHOJIOT U XpaHEHUS TOKYMEHTOB 7

4.5 TemaTuueckuii J1aH 1o 3204HOMH Gopme 00yUeHUs!

KonrakTHass pa6ora o0yyamommxcs ¢ npenojgaBartejieM (3aHSATHSA JEeKUMOHHOIO THUMNA -
JIEKIIMY U WHbIe YUeOHbIe 3aHATHUS, MPelycMaTPUBAIOIHe MPEeHMYIIeCTBEHHYIO Nepenavy y4eoHoii

uHdopmamn)

Tema

Bompocsr

TpynoemKkocTsb,
4acoB

1.1. OcHOBHBIE 1. 3uauenue
IIOHATUA U pOJ'IB
JENIOTPOHU3BOICTBA

B OpraHu3anuax

JIOKYMEHTOB.
4. OTBETCTBEHHOCTH

JOJIXKHOCTHBIX

NEJNIONPOU3BOACTBA M (POPMHUPOBAHUS
MH(POPMAIIMOHHOTO 00ecreueHHs..

2. TlonsTus u xnaccuuKays JOKYMEHTOB
3. PexBHU3UTHI yrpaBleHUYECKUX JOKYMEHTOB U MpaBHJIa 2
ux odopmwienus. TpeOoBaHuss K OJaHKaM € TEKCTY

JINI

3a
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\ \ OpTraHM3AIHIO JICIOPOU3BOJICTBA. \

KonrakTHasi paGora o0y4amomuxcsi ¢ mpemnojaaBarejieM (3aHATHSA CEMHUHAPCKOr0 THIIA-
ceMHHAPBI, NPaAKTHYeCKHe 3aHATHUS, IPAKTUKYMBI, J1a00paTOpHbIe PadoThl, KOJIJIOKBUYMbI U HHbIE
AHAJIOIrH4YHbIC 33HHTI/IH)

Tema Bun pabotsr (MeTo TpynoemMkocTs,
MIPOBEICHMUS ) JacoB
2.1. Oprann3anOHHO-PACTIOPSIANTENbHAS JOKYMEHTAINS CeMuHap-aucKyccus™® 2

*yqeOHbIE 3aHATHS, OOECIEYHBAIONINE pa3BUTHE Yy OOYyYaIONIMXCS HABHIKOB KOMAaHIHOW pPalOTHI,
MEKITMYHOCTHOM KOMMYHHKALIUH, IPUHATHS PELICHHUH, JINAEPCKUX KauecTB BCEro —2 Jaca.

CamocrosiTesibHas padoTa

Tema TpynoemMKoCTb, HaunmenoBanue

4acoB OLIEHOYHOI'O CPEJICTBA

1.1.0OcHOBHBIC TIOHATHS U POJIH ASTOTPOU3BOICTBA B 12

OpraHu3alusx. Pedepar

1.2.Peructpanusi JOKyMEHTOB 12 Konrtponbhas pabora

2.1.0praHn3aninOHHO-PACTIOPSIIUTENbHAS JOKYMEHTAIIUS 10

2.2 . JIoOKyMeHTalus pu BHEAPEHUH TEXHOJOTUYECKHUX, 10

IMPOAYKTOBBIX MHHOBAIUU

2.3.KaznpoBoe 1enonpou3BoacTBO 10

2.4. TexHONOTHS XpaHEHNsI JOKYMEHTOB 10

5. MeToauyeckne yKazaHus s 00y4aIOIIUXCS 10 OCBOEHUIO JUCIHUNIMHBI

OCHOBHBIMH BUIaMun yLIe6HI)IX 3aHSTUU 110 JUCHUIIIINHE «OCHOBEI ACJIOIIPOU3BOACTBA» U
OpPraHU3aIMOHHBIMH (hOpMaMU OOYYEHUS SIBISIOTCS: JICKIUS, 3aHITHS CEMHHAPCKOrO THIIA,
KOHCYJIbTAIIHSI, CAMOCTOSITEIIbHAS paboTa 00yJaroIIerocs.

Jlexius SBASIETCSI OHUM U3 BaXHEHUIINX BUJIOB YUEOHBIX 3aHSATHUN U COCTABISET OCHOBY
TEOPETUIECKON TOJITOTOBKM oOydarommxcs. Ee 1enb - AaTh CHCTEMATH3UPOBAHHBIC OCHOBBI
HAyYHBIX 3HaHWHA MO y4eOHOH AucuuIuinHe (MOIYII0), aKIIEHTHPOBAaB BHUMaHUE Ha Haubolee
CJIOKXKHBIX M  Y3JIOBBIX BOIIPpOCaxX TCMBI. .HCKHH?I AO0JDKHa CTUMYJIHPOBATH AKTUBHYIO
MO3HABATENbHYIO JEATEIbHOCTh CTYACHTOB, CIIOCOOCTBOBATH (POPMUPOBAHUIO UX TBOPUYECKOTO
MBIIJICHU . I[J'ISI YTCHUS OTACIIBbHBIX JIGKIII/Iﬁ MOTYT NpUTIalIaTbCAa BEAYIIHUEC YUCHBIC U3 IPYIrUx
00pa30BaTeNbHbIX, HAYYHBIX YUPEKACHUN, CIICIIMATUCTBI U3 YUPEIKICHHH.

3aHATHS CEMHHAPCKOTO THIA — BHUJ YYeOHOTO 3aHSATHUS, HA KOTOPOM OOYYArOIIHUECs ITOJT
PYKOBOICTBOM npenojaBaTens BBITIONTHSIOT ompesieNieHHbIe COOTBETCTBEHHO
c(hOpMYJIMPOBAHHBIE 33/1aYU C IEIBI0 YCBOCHHS HAYYHO-TCOPETHUECKUX IOJIOKCHHUIA yUeOHOU
TUCITUTIMHBL (MOAYJs), MPUOOPETeHUs YMEHUN W HAaBBIKOB WX MPAKTHYECKOTO MPUMEHEHUS,
OoInbITa TBOpLIGCKOI\/II ACATCIIBHOCTH, OBJIAJICHUA COBPEMCHHBIMHU MCETOJaMH HpaKTH‘IeCKOﬁ
paboThI, B TOM YHCIIE C IPUMEHEHHEM TeXHHUUECKUX CPEJICTB.

3aHATHSI CEMHUHApPCKOTO THIA MOTYT HPOBOAUTHCS B (OpME TPEHHUPOBOK, pEIICHUN
MPAKTUYECKUX 3a/1a4y, KOMIBIOTEPHBIX MPAKTUKYMOB, TPYMIOBBIX MPOEKTOB, MAacTep-KIACCOB,
JACJIOBBIX U POJICBBIX UI'P U T. II.

3aHATHS CEMHUHAPCKOTO TUTA MPOBOMATCS B ayJUTOPUSX WIIHM B YU€OHBIX JIaDOpaTOpHSIX,
OCHAIIICHHBIX HCO6XO)II/IMI)IMI/I TEXHUYCCKHUMU CPEACTBaAMU 06yqu1/I$[, BEIYUCIUTEILHON
TEXHHUKOM.

KoHcynpTamuss — BUJ y4eOHOTO 3aHATHS, Ha KOTOPOM OOYYAIOIIMICS TOJy4aeT OT
MpernoaaBaTelss OTBEThl Ha KOHKPETHBIE BOMPOCH WM OOBSICHEHHS OTACIbHBIX TEOPETHUYECKHUX
MOJIOKEHUH M MX IMPAKTHYECKOr0 HCIOJIb30BaHMs. KOHCynapTanmm NpOBOIATCA PETYISPHO U
HOCST KakK WHAMBHIYAIbHBIM, TaKk W TPymmoBoil xapakrtep. OCHOBHasl 3ajaya TPYIIOBOTO
KOHCYJIbTHPOBaHUSI — TTOJAPOOHOE MO0 yriayOJeHHOE PAaCCMOTPEHHE BOIPOCOB TEOPETUUECKOTO
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Kypca, OCBOCHHE KOTOPBIX, KaK MPaBHJIO, BBI3bIBACT 3aTpyAHEHUE y YacTH oOywaromuxcs. [lo
KETaHUIO OOYJarONIMXCsl BO3MOXKHO BBIHECEHHE Ha OOCYXKICHHE JIOTIOJHHUTENBHBIX BOIPOCOB,
BBI3BIBAIOIINX Y HUX OCOOBII WHTEpEC, KOTOpble HE MOJYYHJIM JTOCTATOYHOTO OCBEIICHHS B
JEKIIMOHHOM Kypce.

I/I3yquHe OTACJIIbHBIX TEM JHUCHUILIMHBI BHCAYAUTOPHO ABJIKICTCA OJHUM H3 BUO0B
CaMOCTOATENILHON pabOThI M PEKOMEHYETCS ISl CTYACHTOB 3209HOTO O0YYEHUS.

CryneHTbl OYHOTO OOYYEHHs H3Yy4YalOT TeMbl 10 YKa3aHWIO TMpernojaBarens 0o 1o
COOCTBCHHOM MHHIMATUBE B CIy4asX AOMYIIEHHBIX HMH HEOOOCHOBAHHBIX IPOITYCKOB 3aHATHH
WIK B IensixX Oojee yriayONeHHOH NpopabOTKH OMpeAeiEHHBIX TEeM, BBI3BIBAIOIIMX HAYyYHO-
UCCIIEI0BATEIbCKUN HHTEPEC 00YJaIOMIETOCs..

Kontposp ycreBaeMOCTH M KadecTBa HOATOTOBKH OOY4YaIOIIMXCS IMOAPA3JCIsACTCS Ha
TEKYIIUH KOHTPOJIb U IIPOMEKYTOYHYIO aTTECTALIUIO.

Texymmii KOHTPOJIb MpeaHa3HAueH I IPOBEPKU XO0/a M KauecTBa YCBOCHHS y4eOHOTO
Marepuaa, CTUMYJIUPOBaHUs yueOHOH paObOThl 00YUYarOIMXCS U COBEPIICHCTBOBAHUS METOJUKH
npoBeneHus 3aHATHA. OH TPOBOAMTCS B XOJE€ BCEX BHUAOB YYEOHBIX 3aHATUH B (opme,
IpeyCMOTPEHHON TEMaTHYECKUM TUIAHOM C UCIIOJIb30BAHUEM TECTOBBIX 33JaHUH.

HpOMC)Ky’l'O‘-IHaﬂ arrecraiuusa YyCIICBACMOCTH M KadceCTBa ITOATOTOBKU 06yqa101111/1xc;1
npeAHa3HaueHa JUIS ONpEACTICHUS CTENCHH JOCTYDKEHHS YYEeOHBIX LeNed MO AWCIMIUIMHE U
poBOIUTCA B (hopMme 3auéTa.

OOyuaromiyecss rOTOBATCS K IMPOMEXYTOUHOW aTTecTalluu caMocToATesnbHO. Iloaroroska
3aKIII0YacTCd B U3YYCHHUU NPOrpaMMHOI0 Marcepualia AUCHUIIIMHBI C UCIIOJIb30BAHUCM JIMYHBIX
3amucell, CAeNaHHBIX B paboumX TeTpajsX, M PEKOMEHJOBAaHHOW B TpoLecce H3yYCHUs
JAUCHUIIJIMHBIL JIMTCPATYPHI.

6. OnleHoYHbIe MATEePHABI 0 TUCIUILIHHE
OrneHOYHBIC MaTEepHAIBI M0 JUCIUIUIMHE IPEACTaBICHBI B BHIC (OHIA OICHOYHBIX
CPEICTB B MPUJIIOKEHUU A K paboyeil mporpaMme TUCIUTLINHBI.

7 quﬁﬂo-MeTozmquKoe U MAaTCPHATBHO-TCXHUIECCKOC odecmeuenue AUCHUIIIINHBI

7.1 DnexTpoHHbIe 00pa3oBaTelibHbIe pecypebl (JOP)

VY4ueOHO-MeTOAUYECKOE 00ECIIEUEHNE 10 JUCIIUIUINHE |

Ne | ABTOp, Ha3BaHHWE, MECTO U3JAHUS, U3NATENbCTBO, IO Ccpuika Ha DOP B OBC Axkanemun
n/ W3/IaHUs, KOJTMYECTBO CTPAHHMIT

1. | Muponkuna A.}O. Meronndeckne pekomenmanuu | http://sgsha.ru/sgsha/biblioteka/Mu
W 3aJaHus IS CaMOCTOSITENbHOM paboThl Mo | poHknHA%20A.10.%200cH0BBI %2
muciuriuHe  «OcHOBBI  Aenonpou3BoAcTBa» /| Onenonpon3Ba%2038.03.02%20Me
A 1O. Muponkuna. — Cmonenck: uzz. ®I'bOY BO | HemxmenT1%20MeTr%20yka3zanua%
Cwmonenckas 'CXA, 2021. - 31 c. 201151%20cam¥%20paboTsL.pdf

OneKTpoHHBIE Y4eOHbIe N3JaHMs B ANEKTPOHHO-0nOmmoTednbix cuctemax (ObC):

Ne | ABrop, Ha3BaHHe, MECTO U3aHUs, TOJ N3aHus, konndecTBo | CchUika Ha y4eOHOe U3JJaHuE B
n/n CTpaHUI] 9bC

Ocnoenas numepamypa
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http://sgsha.ru/sgsha/biblioteka/Миронкина%20А.Ю.%20Основы%20делопроизва%2038.03.02%20Менеджмент%20мет%20указания%20для%20сам%20работы.pdf
http://sgsha.ru/sgsha/biblioteka/Миронкина%20А.Ю.%20Основы%20делопроизва%2038.03.02%20Менеджмент%20мет%20указания%20для%20сам%20работы.pdf
http://sgsha.ru/sgsha/biblioteka/Миронкина%20А.Ю.%20Основы%20делопроизва%2038.03.02%20Менеджмент%20мет%20указания%20для%20сам%20работы.pdf
http://sgsha.ru/sgsha/biblioteka/Миронкина%20А.Ю.%20Основы%20делопроизва%2038.03.02%20Менеджмент%20мет%20указания%20для%20сам%20работы.pdf
http://sgsha.ru/sgsha/biblioteka/Миронкина%20А.Ю.%20Основы%20делопроизва%2038.03.02%20Менеджмент%20мет%20указания%20для%20сам%20работы.pdf

Hcaes A.C,,

XronuHa
1. | opranm3anuy 3amuUTH TePCOHANBHBIX JaHHBIX» — CI16: HUY
HNTMO, 2014. — 106 c.

E.A. «IIpaBoBbie

OCHOBBI

http://ebs.rgazu.ru/index.php?g=no
de/3196

®uoHOBA, JLP.

2. | ympaBlieHUsI TOCYTapCTBEHHOW CITy:)KOOH :
®uonosa. — Ilensa : U3g-so IIT'Y, 2012. - 130 c.

JokyMeHTalumoOHHOE

obecreuenue
yae6. / JI. P.

http://ebs.rgazu.ru/index.php?g=no
de/3465

Jlononnumenvuas numepamypa

1. | MeHemKMEHTA:

Weanora, E.B. IlpaBoBoe obecnedeHue WHGOPMAIIMOHHOTO
YueOnoe mocobme / E.B. VBanosa
benropon: M3a-Bo benl'Y, 2010.

http://ebs.rgazu.ru/index.php?g=no
de/3010

CkoMmopoienko, A.A. [lnanupoBaHue Ha MpenNpUATHU:
yuebHoe mocobue / A.A. Cxomopomenko, E.H. Benxuna,
A.H. T'epacumoB, A.T. AimmuaoBa, E.M. I'pomos, E.N.
Kamyctuna. - CII6: U3garensctBo «Jlampy», 2018. — 280 c.

https://e.lanbook.com/reader/book/
107297/#2

7.2 CoBpeMeHHbIe PodeccHOHANTBbHBIE 6a3bl JaAHHBIX
«["apanT-ananmutuk» http://www.garant.ru

«KoncynprantlLmrocy» http://www.consultant.ru/

7.3. UudopManinoHHbIe CIPABOYHbIE CHCTEMbI
Hupopmannonnsie cucteMbl MuHceabxo3a Poccun http://opendata.mcx.ru/opendata/
DdenepanbHas Ciry:x0a rocy1apCTBEHHON craTucTuku http://sml.gks.ru/

7.4 Coctas 000py10BaHNsl, TEXHHYECKHX CPeCTB 00y4eHusl, JJMIEH3HOHHOI0 U CBOOOIHO
PACHPOCTPAaHsSIeMOro MPOrpaMMHOI0 odecrie4eHusi, B TOM YHcje 0Te4eCTBEHHOI0

NMPOU3BO/ICTBA

HaumeHnoBaHue
yueOHBIX ayTIuTOpHid
JJIS IPOBeleHust
yueOHBbIX 3aHATHI U
noMelleHu A9

Ilepeuennb
odopynoBanus (B T.4.
BHPTYaJibHbIE AHAJIOTH) U
TEXHUYECKHX CPEACTB

JInneH3noHHoOE ¥ CBOOOIHO
pacnpocrpansiemMoc
InmporpaMmMHo¢ oﬁecneqe}me, B
TOM YHUCJI€ OTCYECCTBCHHOI'O

CaMOCTOATEIbHOM 00yueHuUst NMPOU3BOICTBA
padoTbI
VYyebnas aynuropus | CrenuanusupoBanHas wmeOenb- | 1. OmepanmoHHass — cucrema
414 s mpoBeAeHUs | CTONBI, CTyJbs, mapthl. Jlocka | Windows XP, Windows 7,

3aHATHH JJeKINOHHOI0

THINA B y4eOHOM
KopIryce No 1,
PaCTIONIOKEHHOM o
azpecy: 214000,
CwmoueHckas 00J1acTh, T.
CMoneHcK, yiI.
bomemas ~ CoBeTckasi,
1.10/2

ayJMTOpHAS, TpuOyHa,
ayauocucTeMa  aKyCTHYecKas
(ob6opynoBanue

3BYKOYCHUJICHUS ), 010K
yIOpaBJICHUS  JJII  DKPAHOB,

MmynbTUMeara-mpoextop Plus U-
7, HACTEHHO-TIOTOJIOYHBIN dKpaH
c 3JIEKTPONPOBOJOM Da-
LiteCosmopolitan. HoytOyx
RoverBookPartnerE415L.
Ha6op y4eOHO-HaT IS AHBIX
rnocoouit

Windows 10 ams obpa3oBateiib-
HbIXx opranuzauuii (Iloamucka
Azure Dev Tools for Teaching
o nporpamme Microsoft
Imagine Premium B pamkax
cornamenuss Nel204024138 or
01.02.2021)

2. Oducnoe IIO wu3 cocrasa
nakera Microsoft Office 2003,
2007, 2010, 2013 Pro u Std
Koprnopatusnas muuensuss OLP

(moroBop ¢ OOO «Pwureiin-
cepBuc»  NeI'PC-000545 ot
26.11.2014)

3. AHTHBUPYCHOE IPOIpPaMMHOE
obecrieyeHne Kaspersky
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http://ebs.rgazu.ru/index.php?q=node/3196
http://ebs.rgazu.ru/index.php?q=node/3196
http://ebs.rgazu.ru/index.php?q=node/3465
http://ebs.rgazu.ru/index.php?q=node/3465
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/

Endpoint  Security 1  year
Educational Renewal License
(CyOnuiieH3nOHHBIM  JIOTOBOP

NeI1O-56/20 ot 18.05.2020)

VYueOHast ayIUTOpUs
209 nans  npoBelneHUS
3aHATHI

CeMHHAPCKOr0 THIA,
rpyNnmnoBbIX H
HHIMBHIYAJTbHBIX
KOHCYJIbTALUI,
TeKyllero KOHTPoJsl 1
NPOMEKYTOUYHOM
aTTecTalMu B y4cOHOM
KopIyce Ne I,
PacIoa0XeHHOM 1o
azpecy: 214000,

CMmoneHckast 0051acTh, T.
CMoneHcK, yIL

bonsmas Coserckas, 1.
10/2

Crennanu3upoBaHHas MeOelb-
CTOJIBI, CTYJbs, mapThl. Jlocka
aymutopHasi. TpuOyna. HaGop
y4eOHO-HaTJISAIHBIX TOCOOHIA.

VYueOHas ayIuTOpus
203 - moMeleHue IJIs
CaMOCTOSITEIbHOM
pa6orbl B  y4eOHOM
KopIyce Ne 1,
PaCTIONI0KEHHOM o
azpecy: 214000,
CMojieHcKast 00J1acTh, T.
CMoneHcK, yiL.
bonmemas  CoBerckas,
1.10/2

Creuunanu3upoBaHHas MeOelb-
CTOJIBL, CTYJIbS, MapThl.
Kommerorep B cbOope ¢
MOAKITIOUYEHUEM K ceTu
Nutepuer wu  obecnedueHueM

IocTyma B 3IIEKTPOHHYIO
UH(pOpPMAaIMOHHO-
o0pa3oBaTeNbHYIO cpeny

opraHuzanuu— 18 mr.

1. OnepanmonHas  cucrema
Windows XP, Windows 7,
Windows 10 mis obpasoBarennb-
HeIXx opranuzaimii (Iloamnucka
Azure Dev Tools for Teaching

o nporpamme Microsoft
Imagine Premium B pamkax
cornmamenuss Nel204024138 ot
01.02.2021)

2. Oducnoe IIO wu3 cocrasa
nakera Microsoft Office 2003,
2007, 2010, 2013 Pro u Std
Koprnopatusnas muuensuss OLP

(moroBop ¢ OOO «Pwureiin-
cepuc»  NeI'PC-000545 ot
26.11.2014)

3. AHTHBUPYCHOE IPOTPaMMHOE
obecrieyeHne Kaspersky
Endpoint  Security 1  year
Educational Renewal License
(CyOnuiieH3nOHHBII JIOTOBOP

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
«CMoJIeHCKasl TOCYIaPCTBEHHAS CeJIbCKOX03SIiCTBEHHASI aKaleMUsD)

@OoH/| OLICHOYHBIX CPEACTB AJIsI HPOBEACHUS TEKYILIETO KOHTPOJIA U MPOMEXKYTOUHOW aTTeCTalluu
obyuarormuxcst o qucruruinae «OCHOBBI 1ETTOTIPOU3BOICTBAY

OCHOBBI AEJOITPOU3BOACTBA

Hanpasnenne noaroroBku 38.03.02 MeHex:KMeHT

Hanpasnennocts (mpoduiib) nporpammel IIpou3BoACTBEHHBIH MEeHE:KMEHT B
AIIK

KBanudukauus 6axaaaBp

dopma o0ydeHUsI 0OUHAS, OUHO-3204HAS, 320UHAS

Cwmounenck 2021
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1.0nucanne noka3areseil U KpUTepHeB OLlCHMBAHUS IUVIAHUPYEMbIX Pe3yJ1bTATOB 00y4eHus!
10 y4eOHOH TUCHHILINHE

Nupukaropel
NOCTHKEHUS
KOMIIETCHIINHI

YpoBeHb OCBOEHUS

[TnaHupyembie pe3ysbTaThl
o0y4JeHus

HaunmenoBanue
OILICHOYHOT'O
CpEeACTBA

Na-3.YK-4
OcyecTBisieT
JICTIOBYIO
MIEPETHCKY U
KOMMYHHKAIHH C
Y4ETOM OCHOB U
MIPUHITUTIOB
BCACHUA
JTOKYMEHTO000POT
a

IoporoBbIiii
(Y10BJI€TBOPUTEIBHO

3Haer:

- OCHOBBI Y IIPUHIIMITBI
BEJICHUSI IOKYMEHTOO00pOTa;
- METO/IbI IOKYMEHTAJILHOT'O
o(opMmIIeHU pelleHul B
OpraHu3aIusx;

- IPaBWJIa BEJICHUS U
XpaHEeHUs! JOKYMEHTOB,
U3TOTOBJICHUS OJIAHKOB;

- mpaBwiIa U (POPMBI J1ETTOBOM
HEPENUCKHU.

Ywmeer:

- OCYILIECTBIISTH JIETOBYIO
MEePETUCKY;

- OCYILECTBIIATh
JIOKYMEHTAIHHOE
odopmIIeHHE pelIeHH B
OpraHu3aIluy;

- IPAaBWJIBHO UCIIOJIb30BaTh
CHUCTEMBI 1 METO/IBI
JIEJI0NPOU3BOJICTBA HA OCHOBE
COBPEMEHHBIX TEXHOJIOTHIA;

- OpraHu3oBaTh padoTy co
CIIy’>k€OHBIMH TOKYyMEHTaMU
OpraHu3aIui.

Baaneer:

- METOJIMKOM OCYILIECTBIICHHS
JIEIIOBOM MTEPENUCKH U
KOMMYHUKaIUK;

- TEXHUKOU BeAECHUS
JIOKYMEHTO000pOTa,;

- METOJaMU
JIOKYMEHTAIIBHOTO
o(opMIIeHUS pelIeHuH B
OpraHu3aIlNH;

- METOJaMHU COCTaBJICHHUS,

opopMIleHUST W  XPaHECHHS

CITy’)KeOHBIX JIOKYMEHTOB

OpraHu3aIuu.

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

IIponBUHYTHIN
(xopomo)

3unaer TBepao:

- OCHOBBI ¥ IPUHITUTIBI
BEJICHUSI IOKYMEHTO000POTa;
- METO/IbI IOKYMEHTAILHOTO
odopMIIeHUS PEIICHUH B
OpTraHHU3aIHsIX;

- IIpaBrJia BEACHHUA U

3amura
pedepara,
BBITNIOJTHEHHE
KOHTPOJIBHOU
paboThI,
TECTUPOBAHUE,
BBITNIOJTHEHHE
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XpaHEHUsl JOKYMEHTOB,
M3TOTOBJICHUS 0JIAHKOB;

- mpaBuiIa U (POPMBI J1e10BOM
MIEePETIHCKH.

YMeeT yBepeHHO:

- OCYIIECTBJISITH JIETIOBYIO
HEPEIUCKY;

- OCYIIECTBJISATh
JOKYMEHTaIbHOE
odopmIIeHHE PELICHHI B
OpraHu3aIuy;

- MPaBUJIHHO UCTIOIB30BATh
CUCTEMBI U METO/IbI
JIEJIONPOU3BOJICTBA HA OCHOBE
COBPEMEHHBIX TEXHOJIOTUH;

- OpraHu30BaTh paboTy co
CIIy’)keOHBIMH TOKyMEHTaMU
OpraHu3aIum.

Baaneer yBepenHo:

- METOJIUKOW OCYIIIECTBICHUS
JIEIIOBOY MTEPENUCKH U
KOMMYHUKAaIUK;

- TEXHUKOU BeACHUSA
JIOKYMEHTO000pOTa,;

- METO/IaMHU
JIOKYMEHTAJIbHOTO

o OopMIICHHUS pPEIICHUH B
OpraHH3aI;

-  METOJlaMU  COCTABJICHUS,
opopmIIeHHS U  XpaHEHUs
CITy>KeOHBIX JIOKYMEHTOB
OpraHH3aIliH.

MPAKTHYECKOTO
3aJlaHus

Broicoxkui
(oTJINYHO)

HNmeer chopmupoBaBiieecs
cucTeMaTHYecKue 3HAHUS:
- OCHOBBI U TIPUHIIMIIBI
BEJICHUS TOKYMEHTO000POTa;
- METO/Ibl JIOKYyMEHTAJILHOTO
odopMIIeHUSs PEIICHUI B
OpraHu3aIMIX;

- IpaBHJIa BEJICHUS U
XpaHEeHUs JOKYMEHTOB,
HM3TOTOBJICHUS OJIAaHKOB;

- IpaBuiIa U (POPMBI ETOBOI
MIEPETUCKH.

HNmeer chopmupoBasiieecs
CHCTEeMATHYeCKOe YMEHHe:
- OCYILECTBIIATH JIEJIOBYIO
MIEPEITUCKY;

- OCYILECTBIIATH
JOKYMEHTAIBHOE
odopmIIeHHE pelIeHNi B

3amura
pedepara,
BBITIOJIHEHHE
KOHTPOJIBHOU
paboTHl,
TECTUPOBaHUE,
BBITIOJIHEHHE
PaKTUIECKOTO
3aJaHuA
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OpraHu3aIuy;
- IPaBUJIHHO UCTIOIB30BaTh
CUCTEMBI U METO/IbI
JIEJIONPOU3BOJICTBA HA OCHOBE
COBPEMEHHBIX TEXHOJIOTU;
- OpraHu30BaTh paboTy co
CITy’>keOHBIMH TOKyMEHTaMU
OpraHu3aIuim.
IToxka3zan
chopmupoBaBieecs
cucTeMaTH4YecKoe BiIajleHHe:
- METOAUKOW OCYLIECTBIICHUS
JIEJIOBOM MEePEnucKu 1
KOMMYHUKAaIIH;
- TEXHUKOU BeOCHUSA
JIOKYMEHTO000POTA,;
- METO/IaMU
JIOKYMEHTAJIBHOTO
o OpMIICHHUS pPEIICHUH B
OpraHH3aIy;
- METOJaMHU COCTaBJICHHUS,
opopmileHHS U XpaHEHUs
CILy’>KeOHBIX JIOKYMEHTOB
OpraHH3aIliH.
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2. Onucanue MIKAJ OLCHUBAHUSA

2.1 llkana OLCHUBAHUA HA 3TAIIC TCKYIIECTI0 KOHTPOJIHA

dopma TexHoIOTHsAOLICHUBAHNUS
TEKYIIEero OtcyTcTBHEYCBOE IToporosslii IIponBuHyTHII Bricokuii (0TH4HO)
KOHTPOJIS HUsA (YIOBIETBOPHUTENBH (xoporo)
(HIKETIOPOTOBOT 0)
0)
3ammra Pedepar UMEIOTCS OCHOBHBIE BBITIOJTHEHBI BCE
pedepara CTYIEHTOM He CYIIIECTBEHHBIE TpeOOBaHMS K TpeOOBaHMS K HAITUCAHUIO
IpE/ICTaBICH OTCTYIUIEHUS OT pedepary u ero u 3ammre pedepara:
TpeOOoBaHMIA K 3alIuTe o0o3HavyeHa npodiiema u
pedeprpoBaHUIO BBITTOJIHEHBI, HO o0ocHoOBaHa eé
IIPU 3TOM aKTyaJIbHOCTb, ClICNIaH
JOMYLICHBI KpaTKUii aHaIn3
HEJTO0YETHI. Pa3IUYHBIX TOYEK 3PEHHUS
Ha paccMaTpUBAEMYIO
po0JIEMY U JIOTHIHO
U3JI0’KeHa cOOCTBEHHAs
TIO3UITHS,
cOpMyITHPOBaHBI BHIBOIBI,
TeMa pacKpbITa
MOJHOCTBIO, BBIACPIKAH
00BEM, COOJIFOEHBI
TpeOOBaHUS K BHEITHEMY
0 OPMIICHUIO, TaHBI
NIPaBIJIbHBIC OTBETHI HA
JIOTIOJIHUTEJIFHBIE BOIIPOCHL.
Brimonnenune HC BBIIIOJIHCEHA BBIIIOJTHEHBI TOJIBKO | BBIIIOJIHEHBI BCC BC€ 3aJlaHUs BBIITOJITHCHBI
KOHTPOJIBHOM | WK BCE 3aaHUsl | TPH 3aJaHUs 3aJaHus, HO 0e3 ommnboK
paboTHI CJICJIaHBbI MUMEIOTCSI OLTHOKH
HENPaBUIILHO
" CTy,Z[eHTBI, IOKa3aBIINE YPOBEHb YCBOCHHA HUIKEC IIOPOTOBOI0, HE TOIYCKAIOTCA K HpOMe)KyTO‘IHOfI

aTTECTALlUU 10 JTUCIUIUINHE.

2.2 lllkaj1a ONCHNBAHHUS HA JTAIe NPOMEKYTOYHOM aTTeCTANMH (324€T)

TexHomorus OtcyTcTBHE IToporossrit [IponBuHyTHIN Bricokwii (oTiamaHO)
OLIEHWBaHU ycBoeHust (Hmke | (yI0BIETBOPUTEIHHO) (xoporto)
MIOPOTOBOT0)
Brimonnenue HUMEET TOJIBKO UCTIBITHIBAET yMeeT NPUMEHSTh cBO0OOJTHO
HNTOT'OBOI'O TECTA OTACJIBHBIC 3aTPYAHCHUS IIpH IOJIyYEHHBIE NPUMEHSET 3HAHUS
(m3 15 MIPEICTABIICHUS CaMOCTOSITETEHOM SHAHUS HA Ha IIpaKTHKe, B
BO3MO>KHBIX 00 n3yqaeMoM BOCIIPOM3BEAECHUN
MPaKTUKE, B OTBETax M MpH
BOIIPOCOB Marepua’e, Marepuaia,
OTBETax M MpH perieHnn
BapHUaHTa) U MIPaBUIIBHBIX MIPAKTHUYECKOE
pelieHue OTBETOB Ha 3ajlaHK€ PEIICHO C peIICHNH HPaKTHIECKOro
[IPaKTUIECKOTO MIpETI0AKEHHBIN omnOKamuy, IIPAKTUYECKOT 0 3a/laHus HE
3aJlaHUs TECT MEHee 8, OTBETOB Ha 3aJIaHus He JIOITYCKaeT OIMNOOK,
3a/laHue pericHo 911 CEPbE3HBIX MIPEJTIOKEHHBIN TECT
HE MPaBUIILHO
P OIIHOOK, OTBETOB 14-15
WA HE PEIIeHO .
Ha MPeJIOKEHHBIN
tect 12-13
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3. TunoBble KOHTPOJILHBIE 32JaHNS U HHbIE MATEPUAJIbI, HEOOX0IMMBbIE /1JI5l OLIEHKHU
3HAHM A, YMEHUI, HABBIKOB M (MJIM) ONbITA JeSATEJILHOCTH, XaPAKTEPU3YIOIIHUX ITANbI
(opmMupoBaHUs KOMIIETEHINIA B NpoLecce 0CBOCHHS 00Pa30BaTEIbHOI NMPOTrPaMMbI

KOMILJIEKT IPUMEPHbBIX TEM JJIS1 HAIIMCAHUS PEQ@EPATOB
JJISl TEKYILIero KOHTPOoJIA
10 JTMCHHUIINHE
«OCHOBBI J1€710ITPOU3BOJICTBAY

IIpumepHbIe TeMbl pedepaToB K pa3aeay 1

1. Hcropus pa3BUTHSA CUCTEMBI TOCYIAPCTBEHHOTO JIEIIONPOU3BO/ICTBA.

2. HopmatuBHO-MeToauyeckass 0aza JeNONpOM3BOJACTBA (3aKOHOJATENbHbIE aKkThl PD B
cdepe nHGOpPMAIUHN U JOKYMEHTAIIUN).

3. HopmaTtuBHO-MeTOIWYECKHE JOKYMEHTHl IO JEJIONPOM3BOJACTBY M OpraHHU3aIUH
ApPXMBHOTO XPaHEHUS TOKYMEHTOB.

4. Knaccudukanus, yHudukanus U CTaHAapTU3AIUS B I€TIONPOU3BOJICTBE.

5. PexBusuThsl 1okymMeHTOB. [IpaBmia opopMiieHNsT PEKBH3UTOB JTOKYMEHTOB.

6. TpeboBaHus Kk OPOPMIICHHUIO PEKBU3UTOB, OIMPEICISIONINX IBUKCHHE M OTPAKAIOLINX
00pabOTKY U UCTIOTHEHUE TOKYMEHTA.

7. TaGenb yHuGUIIUPOBAHHBIX HOPM YUPEKACHHUS, TPEAPUATHSL.

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

9. HowmenknaTypa Aen mpearnpHsIThs.

10. ®dopmupoBaHue ae.

11. llepenaya u XpaHeHHE JOKYMEHTOB B BEJIOMCTBEHHBIX apXUBaX.

12. OcobGeHHOCTH XpaHEHHUS dJIEKTPOHHBIX JOKYMEHTOB.

KOMILIEKT 3AJAHUM OJISI KOHTPOJIBHOM PABOTHI
1o aucuumInHe «OCHOBBI 1e10IIPOU3BOACTBAY
MJIA TEKYLero KOHTPOoJIs

CryneHTy npeanaraioTcsi BApuaHThl KOHTPOJIbHBIX paboT, BKItoUaromue 3aianus. Homep
BapHaHTa KOHTPOJIbHOU pabOTHI ONpeaesnseTcs npenoaaBarenaeM. TeMaTuka KOHTPOJIbHBIX padoT
chopMHpOBaHa MO MPHUHLUIY COYETaHHS TeM AUCHUIUIMHBL JJI1 YCHEUIHOro BBINOJHEHHUS
KOHTPOJILHOMW paboThl HEOOXOJUMO O3HAKOMHUTHCSA C JIMTEPATYpPOH, CIHCOK KOTOPOM JaH B
paboueil mporpamMMe IUCUMIUIUHBL. JIJI BBINOJIHEHUS KOHTPOJIBHOW paboTsl oTBOAMTCA 60
MUHYT.

IIpumepHbIe BONPOCHI K KOHTPOJbLHOI padoTe mo pasaeiay 2

Bapmuanr 1.

1.  JlokyMeHTaIIOHHBIE CUCTEMBI, UX COCTAaB U COJICPIKAHHE

2. CocraBuTh W OQGOPMHUTH 3asBIICHUE PYKOBOJWUTEIIO O TpueMe Ha padoTy Ha
JOJKHOCTh YKOHOMHCTA

3. CocraBuTh TpPOEKT TMpHKa3a PYKOBOJUTENS OpPraHM3allMd O Ha3HAYeHWH Ha

JIOJKHOCTh SKOHOMHUCTA (110 JAaHHBIM ITYHKTA 2)
4.  CocraBHTbH IOTOBOP KYIUTH-TIPOJAKH TOBAPOB
5. CocTaBuTh JOKHOCTHYIO HHCTPYKIIMIO CaJ0BOY OpraHU3aIluu
6.  CocTraBuTh JOBEPCHHOCTh Ha MPABO MOJYICHUS U 0POPMIICHUS 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 turorpaduun

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 JNe()EKTOB B MPOAYKIUUA M MPUINHAX UX BO3HUKHOBEHUS
(o maHHBIM 11.3)

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

TCUYCHHUEC OAHOIO I'oJia B Cy,I[€6HO-ap6I/ITpa}KHBIX opraHax OT MMCHHU OpraHu3aluu.

Bapuanr 3.

1. OcobenHoctu opraHuzanuu padOThl ¢ JOKYMEHTaMH, MOJUICKAIIUMH apXUBHOMY
XpaHEHHIO

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

3. Tlopsmoxk paccMOTpeHHMsS — TpPEIUIOKECHWH, 3asABICHUH ¥ JKanod  rpaxuaH
JOJDKHOCTHBIMU JIMIAMU U TOCYIapCTBEHHBIMU OpraHaMu

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

5. CocraBuTh THMCHMO-OTBET Ha 3asiBKYy OpraHU3alMl HAa YYacTHE B HAYYHOM
KOH(epeHIIUH, TPOBOAUMOM yueOHbBIM 3aBe/leHUEM

6. CocTaBUTh HOMEHKJIATYPY A€J OpraHU3alMU C YKa3aHUEM 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 MpeAcTaBiIeHHEe OT UMEHH HadaJbHUKA IMJIAHOBOTO OTIENa O MOOIIPEHUH
COTpPYJIHUKA OTJIENa B CBSI3U C PAllMOHAJIbHBIM MIPEJIOAKEHUEM 110 BHEAPEHUIO HHHOBALIUIA

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

5. CocTaBuTh JOTOBOp Ha TIIOCTaBKy TOBapoOB IMPOU3BOACTBEHHO-TEXHUYECKOTO
Ha3HA4YCHMS

6. CocTaBuTh CIIpaBKy O TPYAOBOM CTaxke pabOTHHKA HAa OCHOBAaHUH JIOKYMEHTOB OT/IeJIa
KaJIpOB OpraHU3alINH.

KOMILIEKT IPUMEPHBIX 3ATAHW JJTISI TIPOMEKYTOYHOW ATTECTALIAN
(3AYET)
nmo IUCIHUIIJIMHE «OCHOB])I JICJIOHPOI/IZ’.BO)]CTBa»

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

IIpuMepHbIe 3aJaHNS HTOTOBOI'0 TECTA
Bomnpoc 1. /lesionpou3BoacTBO — 3TO:

1. oTpacib nesSTeNbHOCTH, KOTOpask He 00ecTeynBaeT JOKYMEHTUPOBAHUE U OpTraHU3aIHI0
paboThI ¢ OPUCHBIMU TOKYMEHTAMU;
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2. oTpacib AeSATETbHOCTH, KOTOpasi 00ecIeynBaeT JOKYMEHTUPOBAHHE U OPraHU3aInio paboThI ¢
O(pHCHBIMU TOKYMEHTAMHU;

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. o0uiue ¥ crieraibHbIe;

3. MaTrepualbHBIC U MPOIIECCYATbHBIE;

4. nesoBbIe U O0IIHE.

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

1. mopsiaAKa NpUHATHUS PEIICHHUH (eIMHOHAYANIME UITH KOJUIETHATBHOCTD ),

2. oObeMa U xapakTepa B3aUMOCBS3€H B OpraHU3aIuy;

3. xapakTepa B3aMMOOTHOILIEHUH C IPYTUMHU OpraHU3aIUsIMU U TOCYIApCTBEHHBIMU OpPTaHAMH;
4. Bce BBIIIETIEPEUUCICHHOE.

Bonpoc 4. Yaudgukanus 10KyMeHTOB — 3TO:

1. ycTaHOBJIEHHE HE €IMHOTO KOMILIEKCAa BUAOB M PA3HOBUIHOCTEN JOKYMEHTOB JIJIS
AQHAJIOTMYHBIX YIIPABJICHYECKUX CUTYAlHii, pa3padoTka eIuHbIX (OpM U IPaBUI 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 co3aaHue TpadgapeTHBIX TEKCTOB.

3. YCTaHOBJICHHE €IMHOTO KOMILIEKCA BUJOB U PA3HOBUIHOCTEH JOKYMEHTOB JIJIsl aHAJTOTUYHBIX
yIpaBIECHUYECKUX CUTYaAIlUi, pa3paboTKa eUHBIX (OPM U MIPaBHII UX COCTaBIICHUS, OPOpMIICHHE
U co3/iaHue TpadapeTHBIX TEKCTOB;

4. HeT NPaBWIHHOTO 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 OIPEAEICHUS MOTPEOHOCTEN B OpraHU3al[MOHHON 1
BBIYUCIIUTENLHON TEXHHKE, BbIOOpa Hanbonee 3pPpeKTUBHOM CUCTEMbI pErUCTPaALIH
JIOKYMEHTOB U CIIPaBOYHOTO aIIapara;

2. UCXOoJHas BEJIMYMHA JUIsl pacuyeTa YACIEHHOCTH HACEJIEHUs, OIIPEIEICHHS] CTENIEHU
3arpyK€HHOCTU CTPYKTYPHBIX MOJAPA3AEICHUN U OTAEIbHBIX JIIOJIEH;

3. cpencTBO onpeeneHns NoTpeOHOCTEeH B OpraHu3allMOHHON U BBIYUCIUTEIBHOM TEXHUKE,
BbIOOpa Hanbosee 3 PEKTUBHON CUCTEMBI PETUCTPALIMU JOKYMEHTOB U CIIPABOYHOIO annapara;
4. Her npaBUJIBHOTO OTBETA

Bomnpoc 6. JlokymeHT0000pOT — 3TO:

1. ABMKEHME JJOKYMEHTOB B OpraHU3allii ¢ MOMEHTA UX CO3JaHMsI UJTH MOITYYEeHHUS 10
3aBEpLICHUS UCTIOIIHEHUS NI OTIPABKH;

2. TOKYMEHT, He TpeOyromuii 0co00ro BHUMaHMUS;

3. ABM>KEHHE JOKYMEHTOB B OPraHU3allii C MOMEHTA MX IOJyYEHUS /10 3aBEPILCHUs
VCIIOJTHEHUS WJIM OTIIPaBKU B KOMUTET T10 JIeJIaM HECOBEPILIEHHOJIETHUX;

4. He 3HaO.

Bonpoc 7. OcHOBHBIE 3Tanbl NOATOTOBKH H 0QOpPMJICHHSI BHYTPEHHHMX I0KYMEHTOB B

opuce:
1. cocTaBieHue IpPOEKTa U COTIACOBAHMUE;
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2. IpoBepKa MPaBUILHOCTH O0OPMIICHHS,
3. moJnucaHue U perucTpanus;
4. Bce BBIIIETIEPEUNCIICHHBIE.

Bonpoc 8. Perncrpanus 10KkyMeHTa BKJII04aeT B celsi:

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 IOPSIKOBBIM HOMEPOM;

2. CIIOXHOCTHU BEAECHMSI I10 )KypHAIy IOMCKOBOMW, CIIPABOYHON M KOHTPOJIBbHOU paboThI;

3. CII0’)KHOCTH 00s13aTE€IbHON MHOTOKPATHON PErMCTPALUU IOKYMEHTOB;

4. OTCYTCTBUE BO3MOKHOCTH 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 IEpPEUNCIICHHBIE.

Bonpoc 11. Birank 1okymeHTa — 310:

1. HecTaHAAPTHBIN JaMCT OymMard, Ha KOTOPOM BOCIIPOU3BOJMTCS IOCTOSIHHASI HH(OpMAIHs
JIOKYMEHTa M €CTh MECTO ISl IEPEMEHHON NH(pOpMAaIINK;

2. CTaHJapTHBIN JTUCT OyMaru, Ha KOTOPOM BOCHPOM3BOIUTCS TOCTOSIHHAs HHPOpMAaLUs
JIOKYMEHTa M €CTh MECTO JUIs IEPEMEHHON MHPOpMaIIIH;

3. HET NpPaBUIIBLHOTIO OTBETA,

4. npyroe.

Bonpoc 12. Ycrassbl — 3710:

1. JOKyMEHTBI, CTPYKTYpY U COZIep>KaHNE KOTOPBIX OMPEIEIIAIOT Ha MECTE;

2. CIIO’)KHBIE IOKYMEHTBI, CTPYKTYPY U COZIepKaHNE KOTOPBIX OMPEIEISIOT CaMu pa3paboTUNKH;
3. TOKyMEHTBHI, CO/Iep’)KaHUE KOTOPBIX UMEET CIIY>KEOHYIO TaliHy;

4. HET MPaBWJIHLHOTO OTBETA

Bonpoc 13. lonxHocTHAs HHCTPYKIUS — 3TO:

1. MTHCTPYKLUS TUPEKTOPA, KOTOPYIO HEOOXOAMMO BBIIOIHATH B 0053aTEIbHOM HOPSIJIKE;
2. TOKYMEHT, B KOTOPOM OTMEUYEHbl HApYIIUTEIH pacropsiaKa AHs B opuce;

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 OpraHu3aluu, €€
NOJpa3IeJIEHUH U TOJPKHOCTHBIX JIMII.

Bonpoc 14. CocraBiienne 10KJjajaa — 310:

1. MmacTepcTBO, TpeOytoliee MPaKTUYECKOT0 HaBbIKa M KPUTHUYECKOTO aHallu3a MPOeKTa JOKJIaja;
2. TanaHT, He TPeOYIOLIeH MPaKTUYECKOr0 HaBbIKAa M KPUTHUECKOTO aHAJIN3a IPOEKTa OTUYETa;

3. Tpyn, TpeOyromuii He MPaKTUYECKOTO HaBBIKA M HE KPUTHYECKOTO aHAIIN3a IPOCSKTA JJOKIIa/Ia,
paboTy Haja coboii;
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4. HeT NIpaBUJIBHOT'O OTBETA

Bonpoc 15. CnpaBka —310:

1. hakThl, MOCITYKUBILIKE TOBOJIOM K €€ HAITUCAHHIO;

2. TOKYMEHT, MOATBEPKAAFOIINIA KaKue-Tn00 (DaKThl WA COOBITHS;
3. JOKYMEHT, I/ie IPUBOJATCS KOHKPETHbBIC TaHHBIE;

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 UCTIOTHUTEIH (JOJKHOCTHBIC JIHIIA;
MoApa3iesieHus ),

2. TOMHKHOCTHBIC MHCTPYKIIMH, ONpeaesstonye GyHKuuu, mpapa, 00sS3aHHOCTH
OTBETCTBEHHOCTD JOJKHOCTHBIX JIMII;

3. Bce BBILIENIEPEYNCIICHHBIE;

4. npyrue

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

2. IPUCYIIHA IEMEHTY;

3. mpuUCyIIUA KaK OOIIHNIA;

4. HeT MPaBUIILHOTO OTBETA

Bomnpoc 18. ®opmyasip-odpasen — 310:

1. COBOKYITHOCTb HE PEKBU3UTOB, a MOANUCEN

2. COBOKYITHOCTb PAcIOJI0KEHHBIX B ONPEAEICHHON MOCIEI0BaTEIbHOCTH PEKBU3UTOB,
HNPUCYIIUX BCEM BUIAM JOKYMEHTOB;

3. KapToTeKa, KOTopasi UCIOIb3yeTCs Il KOHTPOJIS 32 TOCCTYKAIIUMU;

4. npyroe

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

2. TOKYMEHTBI BBIIIECTOSIIINX OPTaHOB;

3. pacnopsAIUTENbHbBIE TOKYMEHTHI JaHHON OpraHu3alnu;

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

Bonpoc 20. B yem 3aki104aercsi meJb perucTpaniuu 10KyMeHTOB?
1. obecnieunTh UX YUET;

2. KOHTpOJIb;

3. 30BICTpBIi TOKUCK;

4. Bce BbIlIEHA3BaHHOE.

Bonpoc 21. TpeboBanusi, npeabsiBiasieMble K JOKYMEHTO000pOTY:

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

2. pacnipeieNieHUE TOKYMEHTOB MEX/1y PYKOBOJUTENIIMU U CHEIIMATMCTAMU COTJIACHO UX
(YHKINOHATIBHBIM 00S3aHHOCTAM;

3. HeoOXoMMOE TepeMeIeHrne JOKYMEHTOB (IyOJIMpOBaHUe, JIUIITHUE WHCTAHIINH U JIEHCTBHS
UCKJIIOUEHBI) U €IMHO00pa3ue MapupyTa JBIKEHUS TOKYMEHTOB M TEXHUYECKHX OIeparuil ¢
HUMHU, OJJHOKPATHOCTb KaXKIOW Olepaiu;

4. Bce BBIIIETIEPEUNCIICHHBIE.
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Bomnpoc 22. Knaccupukanusi 10OKyMEHTOB — 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. nesneHue T0KYMEHTOB Ha KJIacChl 0 HanboJiee CyIIeCTBEHHBIM MPU3HAKaM CXOACTBA U
pa3ianuus;

4. He 3HAaI0

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

2. cekperapb;

3. pyKOBOAUTEINb OPraHU3aLNH;

4. HEeT IPaBUJIBHOT'O OTBETA.

Bonpoc 24. Kak onpeaensiercsi 04epeiHOCTD €KeroHbIX OIJIaYMBaeMbIX OTIIYCKOB?
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. paboToaaTenb — pU3NUECKOE JIULIO, SBJIAIOIINNCA UHANBUAYAIBHBIM NPEANPUHUMATENIEM;

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

Bonpoc 26. Kem Benercsi KHMra y4yera ABM:KeHUs] TPYAOBBIX KHMKEK U BKJIajbllIeii B Hee?
1. xaccupom Oyxrajntepuu;

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 “CTEYEeHNH TPEX MECSIIEB €ro HEMPEPhIBHOW pabOThl B JAHHON OpraHU3allly;

2. 110 UCTEYEHHH IIECTH MECSIIEB €r0 HEMPEPhIBHOM padoThl B JaHHOM OpraHu3aluy;

3. 0 MCTEYEHNUHU OJIMHHAIATH MECSLIEB €r0 HEMPEPBIBHOM pabOThl B JTaHHOW OpraHU3aluy.

4. HET NPaBUJIBHOTO OTBETA.

Bonpoc 28. Kak yuutbiBaoTcs Hepadoune nNpa3iHU4YHbIC THH, IPUXOASIIHMECH HA MEPHO.
€7KeroJHOro0 OCHOBHOI'0 OIJIAYHMBAEMOro OTImycKa?

1. BKJIFOUAIOTCS B YUCIIO KAJIEHAAPHBIX JHEW OTITYCKa;

2. B UHCJO KaJICHIAPHBIX JTHEH OTIyCKa HE BKJIIOUYAIOTCS;

3. 10 YCMOTPEHHIO PYKOBOJUTEIS OpraHU3aluu;

4. HET MPaBWIBHOI'O OTBETA.

Bomnpoc 29. B kakux ci1y4asix esKeroAHbIi oIJIa4YMBaeMbId OTIYCK A0JI5KeH ObITH MPOAJICH?
1. B cmyyae BpEMEHHOM HETPYI0CIIOCOOHOCTH PaOOTHUKA,;

2. B cilydae HS POKJICHNUS,

3. B ciyyae OTCYTCTBUS OUJIETOB HA CaMOJIET WIIM TTO€3];

4. HeT MPaBUIIBHOT'O 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.

ITPUMEPHBIE [TIPAKTHYECKUE 3AJIAYHN

1. CocraBUTh NHMCBMO-OTBET HA 3asBKY OpraHU3allid HAa y4acTUE B HAYYHO-IIPAKTUYECKOU
KOH(pepeHINN «YIPaBICHUE CETbCKUMU TEPPUTOPUIMU», TIPOBOJUMOMN Y4eOHBIM 3aBEACHUEM.

2. CocTaBUTh NPOEKT MpHKa3za PYKOBOIUTENS OpraHW3allMd O HAa3HAYCHHHM Ha JOJDKHOCTh
cazoBoJa.

3. CocTaBHTb JOBCPCHHOCTD HaA IIPABO IOJYUCHUA U O(i)OpMJ'IeHI/IH rpysa.

4. CocTaBUTh MNpeACTaBJICHUC OT HMCHHM Ha4YaJbHHKA IINJIAHOBOI'O OTACIa O IIOOIIPCHHUH
COTpyAHUKA OTACJAa B CBA3H C pallMOHAJIILHBIM NPCIJIOKCHUEM 110 BHCAPCHHUIO HHHOBaHHfI.

5. CocTaBUTh MMCHMO-OTBET Ha MUCHMO-TIPOCKHOY.
6. CocTaBUTh MMCHMO-OTBET Ha MUCHMO-3AIIPOC.

7. CocTaBUTh HMpPOEKT IpHUKa3a O COCTaBE KOMMCCHUU IO IPHUEMKE MPOIYKIUH (TOBApOB) IO
Ka4yecTBY.

8. CocTaBUTh MUCHMO-3AIPOC OPraHU3alMM B TUHOrpadui0 O BO3MOXHOCTH ClaTh 3aKa3 Ha
M3TOTOBJICHHE OJIAaHKOB JOKYMEHTOB Ha Oymare TUnorpaduu.

9. CocraBHTH J0roBOp Ha MOCTAaBKY TOBAPOB IMPOU3BOACTBECHHO-TEXHUYCCKOTO HA3BHAUCHUA.

10. CocTaBUTh MPHKA3 O MOOLIPEHUN PaOOTHHUKA K IPO(ECCUOHATLHOMY MPa3IHUKY.
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