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1. IlnanupyemMsble pe3yabTaThbl 00yUeHHs MO JMCHUILINHE, COOTHECEHHbIE €
ycraHoBJieHHbIMHE B OIIOII BO unaukaTopamu 10CTHKEHUS] KOMITETEeHIIA

1.1 Ilepeyens kommneTeHuMii, GopMupyeMbIX y4eOHOI TUCHMIIIMHON

Koa 1 HamMeHOBaHHE KOMIIETEHIIMH

Koa n HamMeHOBaHUe HHAUKATOPA
pocTrkenus komnerenuuu (MIK)

YHI/IBepcaJIbHaSI KOMIICTCHIUA

YK-4 -4

Crnioco0eH oCyIIeCTBIATh IETI0OBYIO OcymiecTBisieT hi (S ():3% ) NEPENUCKY u
KOMMYHMKAIUIO B yCTHOM U IMCbMEHHOW | KOMMYHUKAIlMA C Y4€TOM OCHOB W MPHUHIIWIIOB
(bopMax Ha rocy1lapCTBEHHOM SI3bIKE BEICHUSI IOKYMEHTOO000pOTa

Poccuiickoit denepanuu u
WHOCTPaHHOM(BIX ) sI3bIKe(ax)

1.2 TlepeyeHb MIAHUPYEMBIX Pe3yJIbTATOB 00y4eHHsl M0 Y4eOHOl TUCHUILINHE

NHaukaTopbl J0CTHKEHUS

Ilnanupyemble pe3yJibTaThl 00y4eHHsI

KOMIIeTeHI Ui
N/1-4.YK-4 3uarsb (3):
OcymecTBisieT JIEIOBYIO | - OCHOBBI M IPUHIIMIIBI BEJIGHUs JOKYMEHTO000POTa;

NEepCrUCKY U KOMMYHUKAIIUN
C y4€TOM OCHOB W IIPUHUUIIOB
BCACHUA ,I[OKYMGHTOO6OPOT8.

- METO/IbI JOKYMEHTAILHOTO O(hOPMIICHHS PEIICHUH B
OpraHu3aIvsix;

- IpaBHJIa BEICHUS M XPAHCHHUSI JOKYMEHTOB, H3TOTOBJICHHS
0JIaHKOB;

- IpaBmIa U HOPMBI IETOBOM TEPETIHCKH.

YmMmers (Y):

- OCYLLECTBIIATH JEJIOBYIO IIEPEIUCKY;

- OCYIIECTBIISITh IOKyMEHTaIbHOE ODOPMIICHHE PEIICHH 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
KOMMYHUKAaIUH;

- TEXHUKOHW BEJIEHUS IOKyMEHTOO0O0pOTA,;

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

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




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

Juctunmaa «OCHOBBI  JICJIONPOM3BOJICTBAY  BXOAWT B O0SA3aTCIBHYIO  YacTh
JHUCLMILINH.

Hean: QopMupoBaHne YHUBEPCATBHBIX KOMIIETCHIIMH, TEOPETUYECKHX 3HAHUU
OCYIIECTBJICHUS JCIOBOM MEPENUCKU U KOMMYHUKAIIMI C y4€TOM OCHOB U NMPUHIIUIIOB BEJICHUS
JIOKYMEHTO000POTA.

3amaun:

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

- HAYYUTh CTYJICHTOB CHCTEMAaTU3UPOBATh HHPOPMAIIHIO IO OTIACIBHBIM KaTETOPHSIM:

- O3HAKOMHTH CTYJICHTOB C TPEOOBAHHUSIMHU COCTaBJICHHS Tpaduka TOKyMEHTOOOOpOTa B
OpraHu3aIMsIX.

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

o0yyarommxcs
3.1 Ounas ¢opma o0yueHus
Bup yue6HOH paboThI 3 cemecTp

OO0m1ast TpyA0€MKOCTh AUCIUIUIMHBI, 3a4€THBIX €UHUIL 2
4acoB 72
AynutopHasi (KOHTaKTHasi) padoTa, 4acoB 36
B T.4. 3aHATUS JIEKIIMOHHOI'O THUIIA 18

3aHSITHSI CEMUHAPCKOTO TUIIA 18
CamocrosiTeibHas padoTa 00y4aOImMXCcsi, 4aCOB 34
B T.4. KypcoBasi pabota -
KonTpoJas 2
Bua npomexyTo4HON arTecTanuu 3a4€T

3.2 O4Ho-3204Has1 popMa 00yueHHs

Buj yue6HO#M paboThI 4 cemectp

OO0m1ast TpyA0€MKOCTh JUCIIUIUIMHBI, 3a4€THBIX €UHUIL 2
4acoB 72
AynuTopHasi (KOHTAaKTHas) padora, 4acoB 16

B T.Y. 3aHATHUS JIGKLIMOHHOTO TUIA 8

3aHATHS CEMUHAPCKOro TUMA 8

CamocTtosiTeibHas padoTa 00yuyaommXxcsi, YacoB 54

B T.4. KypcoBas paboTta -
KonTpoas 2
By npomexyToO4HOM aTTecTanuu 3a4éT




3.3 3aounas popma o0y4eHHsA

Buyx yuebnol paboThl 5 cemecTp

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

B T.4. 3aHSATHUS JICKIIMOHHOTO THIIA 2

3aHSTHSI CEMUHAPCKOr0 TUIIA 2

CamocrosiTesibHAsi padoTa 00y4al0IIMXCs, 4YacoB 64

B T.4. KypcoBas pabota -
KonTpoas 4
Bun npomexyTouHol arTecTauuu 3a4eT




4. Copeprxanue TUCHMILIMHBI, CTPYKTYPHPOBAHHOE 110 TeMaM (pa3jejiaM) ¢ yKa3aHHueM
OTBEJICHHOT0 HA HUX KOJHYeCTBA aKAJleMHYeCKHX YACOB M BU/I0B YUeOHbIX 3aHATHI
4.1 llepeveHb pa3aesoB JMCHUILVIMHBI C YKa3aHHEM TPYI0eMKOCTH ayIMTOPHOI
(KOHTAKTHOM) U CAMOCTOSITEJIbHOH Pa00ThI, BUI0B KOHTPOJIEH U IepedHsi KOMIIeTeH N

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 | ]1-4.YK-4
NeJIONPOU3BOACTBA 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
WHHOBAIIMHU
2.3. KanmpoBoe f1enonpon3BoicTBO 12 6 6
2.4. TexHONOTHS XpaHEHHS 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-4.YK-4
AeJIONPOU3BOACTBA B BeJleHUH 32 8 24
AOKYMEHT0000poTa
1.1. OCHOBHBIC TIOHATHS U POJTH
JIEJIONPOU3BOJICTBA B OPraHU3aIUsIX. 16 4 12
1.2. Perucrpanus TOKyMEHTOB 16 4 12
Paznen 2. CocraBiienne u oopmieHue Kontponbn
JAOKYMEHTOB /IJIfl OCYIIEeCTBJICHUS 38 g 30 as pabora
JeJI0BOH MepenucKu U
KOMMYHHUKAIM
2.1. Opranu3anuoHHO- 10 9 8
pacnopaauTeibHad JOKYMCHTAIIUA.
2.2. JlIokyMeHTauus pu BHEAPEHUN
TEXHOJIOTHYECKUX, TIPOTYKTOBBIX 10 2 8
MHHOBAILUHN
2.3. KanmpoBoe J1enonpon3BoicTBO 9 2 7
2.4. TexHonorus XxpaHeHusI JOKYMEHTOB 9 2 7
KonTpoanb 2
HNUTOTI'O no aucuminHe 72 16 54




3aounas Gpopma oOyueHHs

TpynoeMKoCTb, 4aCcoB

B TOM YHCJIC

ayIUTOPH HanmenoBanu
HaumenoBanue paznena BCCTO on CaMoCTOs | € OLIEHOYHOI'O Kon UK
(KOHTaKT TEJILHOU cpencTaa
HOI) paboThI
paGoThI
Paznen 1. OcHoBHBIE MOHSITHA U Pedepar Nn/1-4.YK-4
poJib JeJIONPOU3BOICTBA B 26 2 24
BeJleHHH TOKYMEHT0000poTa
1.1. OcHOBHBIE NOHSTHS U POIb
JIeIOMPOU3BOCTBA B 14 2 12
OpraHu3aIrsiX.
1.2. Perucrpanus IOKyMEHTOB 12 0 12
Paznen 2. CocraBiienue u KonTponbHas
oopmiieHE TOKYMEHTOB JIJISI 42 5 40 pabora
OCYLIECTBJICHMS 1eJT0BOM
nepenucKy i KOMMYHUKAIM
2.1. Opranu3anoHHO- 12 5 10
pacropsiAuTeNbHas JOKYMEHTAIHS
2.2. JlIokyMeHTauus Npu BHEAPEHUN
TEXHOJIOTMYECKUX, TIPOAYKTOBBIX 10 0 10
MHHOBAILUHN
2.3. KampoBoe nmenonpon3BoacTBO 10 0 10
2.4. TexHOJIOTUS XpaHCHUS 10 0 10
JIOKYMEHTOB
Kounrtpoan 4
HUTOI'O no aucuuIinHe 72 4 64




4.2 Conep:xanue THCHHUILIMHBI 10 pa3iejiaM U TeMaM

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

]_le.]'lb — U3YUCHHEC TCOPETUYCCKUX OCHOB JCJIONPOU3BOJACTBA B BEACHUHU HOKyMCHTOO60pOTa.

3agaum:

- O3HAaKOMHTH CTYJCHTOB C OPTraHW3allMOHHBIMH (OpMaMH W OOIIMMHU TMPUHIIMITAMH
JIEIONIPOU3BOJICTBA, C TIOPSIKOM TIOKYMEHTUPOBAHHUS JISIIOBOM HH(OpMAIIHH;

- HAYYUTh CTYJICHTOB CHCTEMAaTU3UPOBATh HH(POPMAIIHIO IO OTJACIBHBIM KAaTETOPHSIM:

- O3HAKOMHTH CTYACHTOB C TPEOOBAHHUSIMH COCTaBJICHHS Tpaduka JTOKYMEHTOO0OpOTa B
OpraHU3aIuy.

IlepedyeHb y4yeOHBIX 3J1eMEHTOB pa3jena:

1.1.0OcHOBHbIE IOHATHS U POJIb 1eJI0NPOU3BOJACTBA B OPraHU3alMAX.

3HaueHWe JENONpOM3BOACTBA H  (OPMHUPOBAHUS HMHPOPMAIMOHHOTO OOECIIEYeHHS B
OopraHusanmsax. I/ICTOpI/IH pasBUTUA OCJIOINPOU3BOACTBA B Poccun. OcHOBHBIE MHOHSITHS: JOKYMCHT,
JOKYMEHTHUPOBAaHUE, TOKYMEHT0000pOoT, JoKyMeHTauusl. Opranu3aunoHHble (GOpMbI AEIONPOU3BOACTBA
M "X Xapakrepuctuka. HopmartmBHast ©6a3a memompomsBoactBa, ['OCTeL, KIacCHPUKATOPHI.
OTBETCTBEHHOCTh  JOJDKHOCTHBIX JIMII 32 OpraHu3aluio JaenonpousBojacTBa. Kiaccuduxanms
JIOKyMeHTOB. ['paduk moxkymeHTOOOOpOoTa M ero 3HaueHHe. CUCTEMaTH3allusl JaHHBIX 110 Pa3IMYHBIM
nokaszarensM. PeKBU3WTHI yHpaBlI€HYECKHX AOKYMEHTOB M mpaBmia ux odopmiienusi. TpeOoBanus k
OJlaHKaM U TEKCTY JOKYMEHTOB.

1.2. Peructpauusi JOKyMeHTOB
CyIIHOCTh pPEerucTpaliH JOKYMEHTOB B OpraHu3anusx. POpMbl perucTpanud JOKYMEHTOB.
Perucrpanus BXoasmux JT0KyMEHTOB. Peructpanusa ucxoasuux 1 BHyTPEHHUX JOKYMEHTOB.

Pa3znen 2. CocTaBiieHne u opopmieHne T0KYMEHTOB JJIfl OCYIIECTBJICHHUS AeJI0OBOI NepenucKu
U KOMMYHHMKAIUMN

Lenb - HAYYUTHh MPABHIILHO COCTABIATh M OGOPMIIATH JAOKYMEHTHI, CO3J[aBacMbIe B MPOIIECCE
NPUHATHSA ¥ PEean3alliy YIPaBICHYECKUX PEIICHUH B OPraHU3alUsaX Uil OCYLIECTBICHUS AEJI0BOM
MEePENUCKA U KOMMYHHUKAIIH.

3agaun:

- HAYYHTh CTYJCHTOB KAUYECTBEHHO U OBICTpO 00pabarbiBaTh HHMOpMAIMIO B IEISIX
CBOCBpeMeHHOFO HpI/IHSITI/IH COOTBeTCTBYIOIIII/IX ynpaBnqueCKI/Ix peHIeHHﬁ;

- 00y4YUTh CTYACHTOB MpaBmwiaM U (hopmMaM (PYHKIIMOHUPOBAHUS CUCTEMBbI BHYTPEHHETO
JIOKYMEHTOO0OpOTa OpraHu3aluM, ICJIOBOM TNEPENHCKH C MapTHEpaMHU MO XO03SWCTBEHHOU
JESITEIbHOCTH;

- HAay4YuTh CTYJCHTOB NpaBWiIaM BeACHUS U (HOPMHUPOBaHMS HH(GOPMAIMOHHOTO O0ECTCUeHHS
y‘IaCTHI/IKOB OpFaHI/I3aHI/IOHHBIX HpOCKTOB nu JIOKYMeHTaIII/II/I.

Ilepedyennb y4yeOHBIX 3J1eMEHTOB pa3jaea:

2.1. Opranu3alnuoOHHO-PACTIOPAINTEIbLHAS JOKYMEHTAMS

OpraHu3zanoHHasl JTOKyMEHTAIWsl: TOHSTHE, BH[IBI, COACpPKAHHE W TOPSIAOK OQOpPMIICHHS.
PacriopsimutenvHble  TOKyMEHTHI: mOHATHE, BHIbL. CoaepkaHue U TOPSAOK  O(QOPMIICHHS.
HHbopMainoHHO-CITPaBOYHbBIE JIOKYMEHTBI: MIOHSITHE, BUIbI, COACPIKaHUE U MOPSI0K 0QOPMIICHUS.

2.2. lokymMeHTANMsA IPH BHEAPEHUH TEXHOJOTHYEeCKHUX, MTPOAYKTOBBIX HHHOBALMIA

OcoGeHHoctd W MpoOJIEMBl JOKYMEHTAJIBHOTO O(QOPMIIEHHS M YydeTa HWHHOBAIMOHHOM
npoaykuud. OTCyTCTBME B COBPEMEHHOM DPOCCHIICKOM YYeTe€ CHCTEMHOW y4eTHOW HWH(OpMannu Kax
CaMOCTOSITEJIbHOTO MAaccHBa JaHHBIX 00 MHHOBALMOHHOH nesTenbHOcTH. MHCTpyMeHTapuil 1o OLeHKe



00bekTOB MHTEINIEKTyanbHOU coOcTBeHHOCTH (OMC). Pa3zpaboTka JOKYMEHTOB, OIHCHIBAIOIITHX
OCHOBHBIC HAIPABIICHUS TEXHOJOTMYECKOTO PA3BUTHS KOMITAHUH (JOPOXKHBIC KapThl, Pa3UYHBIC
nporpamMmbl). CHCTEMBI YIPaBIICHUS WHTEIUICKTYadbHOW COOCTBEHHOCTHIO (ITATEHTHI, JUIICH3UH, HOY-

xay).

2.3. KaapoBoe 1e10npou3BoICTBO

JIOKyMEHTHpOBaHHE TPOICCCOB JIBIKEHHUS KaJlpOB B OpraHu3anusx. JlOKyMeHTHpOBaHUE
OIICHKH pPa0OTHUKOB. Benenme TpymoBBIX KHMKEK paboTHHKOB. OdopmieHwne TUYHBIX Nen. Bemenne
JYHBIX KaPTOUEK.

2.4. TexHosorusi XpaHeHUsi JOKYMEHTOB

Opranmzaiyss BHYTPEHHETO JOKyMeHTooOopora mpennpuarus. [loHsTne pexuma XpaHEHHS
JOKyMeHTOB. TpeOoBaHUS K 3AaHUSIM U MOMEIIEHUsM apxuBa. CBETOBOH, TeMIIEpaTypHO-BIaKHOCTHBIH,
CaHMTaPHO-TUTHEHUYECKUI U OXPaHHBIN PEXXUMbI XpaHEeHHUs JOKYMEeHTOB. Opranu3anus paboTsl apXHBa.
[epenayua nen B apXuB OpraHU3alUH U UCIIOJIB30BaHKE TOKYMEHTOB. KOHTpPOIb paboThl apXHBOB.
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4.3 TemaTu4yecKHii IJIaH 110 04HOI opme 00yUeHH

Pa3znen 1. OcHOBHBIE IOHATHSA U PoOJIb A€JIONNPOU3BOACTBA B BEICHUHU L[OKyMCHTOOﬁOpOTa

KonrakTHass pafora oO0yuamommxcs ¢ npenojgaBarteieM (3aHSTHSA JEKIIMOHHOTO THUMNA -
JIEKIIHM U MHbIe y4eOHbIe 3aHATHS, NPeIyCMAaTPUBAIOIMe MTPeHMYIIeCTBEHHYIO Nepeavyy y4eOHOH

undopmanuu)
Tpynoem
Tema Bomnpocsl KOCTb,
4acoB
1.1. OcHoBHEIE 1. 3nadeHue  JENONMPOM3BOJACTBA U (OPMUPOBAHUS
TOHATHS U POJIb MH(OPMALIMOHHOTO 0OeCIIeYeHHUS.
ACTOTIPOU3BOACTBA B | 2 TJoHsATHE U KJIACCU(DUKAINS TOKYMEHTOB
OpraHU3aLMAX. 3. PeKBM3UTHI yInpaBIEHYECKUX TOKYMEHTOB U IIPAaBUJIA HX 3
odopmiienus. TpeboBanust K OJaHKAM M TEKCTY IOKYMEHTOB.
4. OTBETCTBEHHOCTh [IOJDKHOCTHBIX JIMIl 332 OPTaHU3AIUIO
JIEJIONTPOU3BOJICTBA.
1.2. Perucrpanus 1. CyurHoCTh perucTpaiuu J0OKyMEHTOB.
JIOKYMEHTOB 2. ®opMBI pETUCTPAINH JOKYMEHTOB. 3

3. Perucrpanus BXOJSMIIUX TOKYMEHTOB.

4. Peructpanust HCXOSIIMX U BHYTPEHHUX IOKYMEHTOB.

KonrakTHast pabora oOyuaioumuxcs ¢ npemnojgaBaresieM (3aHATHSI CEMUHAPCKOI0 THUIA-
CEMHUHAPbI, IPAKTUYICCKHUE 3AHATHUA, IPAKTUKYMBI, ﬂaﬁopaTopﬂble paﬁOTbI, KOJIVIOKBHYMbI 1 UHBIC

AHAJIOrH4YHbIC 3aHﬂTI/Iﬂ)

@®opma 1 METOI IPOBENEHUS |  TpymOEMKOCTb,

1.2. Peructpanusi 1OKyMEHTOB Cemunap-guckyccus™®

Tema
3aHATHA qacoB
1.1. OcHOBHBIE MMOHATHS U POJIb JAEIONPOU3BOJICTBA
CeMuHap-IUCKyCCHUs 3
B OpraHu3auusix.
3

yueOHBIE 3aHATHSI, 00ECTICUMBAIOIIUE PA3BUTHE Y OOYyYAIONIMXCS HABBIKOB KOMaHTHOH paboThI,
MEXIIMYHOCTHON KOMMYHHKAIIWH, IPUHATHS PELICHUH, TUIEPCKUX KadecTB B 1 paznene — 3 vaca.

CamocrosiTenbHas padora
Tema TpynoeMKocTsb, HaumenoBanue
4acoB OIIEHOYHOT'O CPEeJICTBA
1.1. OcHOBHBIE MTOHATHS U POJIb AEIONPOU3BOJICTBA B 6
OpraHHu3aIusiX.
b Pedepar
1.2. Perucrpanus JOKyMEHTOB 6
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Pa3nea 2. CocraBiienne u oopMiIeHHE TOKYMEHTOB /ISl OCYLeCTBJICHUS 1eJ10BOM

NepenucKy 1 KOMMYHUKAIMH

KonrakTHasi padora o0yyawmmxcsi ¢ npenojgaBaresieM (3aHATHS JIEKIUOHHOIO THMNA -
JIEKLIMU U MHbIe y4eOHble 3aHATHUSI, IPeAyCMATPUBAIOLINEe IPEUMYILIECTBEHHYIO nepeaayy yueOHou

uHdopmanuu)
Tpynoem
Tema Bomnpocsl KOCTb,
4acoB
2.1.0OpraHu3anoHHO- 1. Opra#uzanvoHHas JOKYMEHTAIUs: TOHSTHE, BHIBI,
pacnopsaauTeibHas COZEpIKaHUE.
AOKyMCHTaIlUA 2. Tlopsmox odopmieHus OpraHHU3allMOHHBIX
JIOKYMEHTOB.
3. PacnopsimuTenbHbIE JTOKYMEHTBHI: TOHSTHE, BUJIBL 3
Copepxanuie U OpsAI0K 0HOPMIICHUS PACTIOPATUTEIBHBIX
JIOKYMEHTOB.
4. HWHdopmanroHHO-CIIPaBOYHBIE TOKYMEHTHI: MOHSTHE,
BH/IBI, COJICPIKAHUE U TIOPSIIOK OOPMIICHHSI.
2.2 . JIokyMeHTaLusl pu 1. ToxkymeHTanbHoe 0(hopMIIEHUE MPOTrPaMMbl BHEAPEHUS
BHEPCHUH 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. JloxymMeHTHupOBaHue OLICHKH OEATCIBHOCTU
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. TpeboBaHus K 3IaHUSM M TOMEIICHUSIM apXHBa
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.

KonTakTHas palGora o0y4ammmuxcs ¢ mnpemnojasareseM (3aHATHS CEeMHHAPCKOro THIIA-
CeMHUHAPbI, NPAKTHYECKHE 3aHATHS, IPAKTUKYMbI, J1a00paTOPHbIEe PA00ThI, KOJUIOKBUYMbI M HHbIE

AHAJIOIrM4YHbIC SaHﬂTI/Iﬂ)

®opma 1 METOJ IPOBEAEHUS |  TpyHO0EMKOCTS,

Tema
3aHSATHS 94acoB

2.1.Opranu3anmoHHO-pacopAANTEIbHAs

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 CeMuHap-AMCKyCCHs 3

" yuaeGHbIe 3aHATHS, 00ECIEIHBAIOIIIE PA3BHTHE y 00YJAIONMXCS HABBIKOB KOMAHIHON PabOTHI,
MEXITMYHOCTHOW KOMMYHHKAIIUH, IPUHITHS PEIICHUH, JINJEPCKUX KauecTB BO 2 pa3jerne — 6 Jaca.

yueOHBIE 3aHATHA, 00ECIIEUNBAIOLINE PA3BUTUE Y O0YUAIOIIUXCSl HABBIKOB KOMaHIHOW paloOTHI,
MEXITMYHOCTHOM KOMMYHHKAIIUH, IPUHATHS PEIICHUH, JIUJCPCKUX 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 YYeOHbIe 3aHATHUS, MPelycMaTPHUBAOIIHE MPeMMYIIeCTBEHHYIO Nepeaavyy y4eoHou

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, [loHsATHE M KIIACCU(PUKALUS JOKYMEHTOB
OpraHH3aLMsX. 7. PeKBHM3UTBI YIPABICHYECKUX JOKYMEHTOB M IPABUIA UX 2
odpopmiienus. TpeboBanus K OJaHKAM M TEKCTY JIOKYMECHTOB.
8. OTBETCTBEHHOCTh JOJKHOCTHBIX JIUI[ 32 OPraHU3alUIo
JIEIIONIPOU3BOJICTBA.
1.2. Perucrpanus 1. CymrHOCTh perucTpaiyu JOKyMEHTOB.
JTOKYMEHTOB 2. ®OpMBI PEerucTpanuy J0KyMEHTOB. 2

3. Peructpanust BXOASIINX TOKYMEHTOB.

4. Peructpanysi HCXOSIIUX ¥ BHYTPEHHHUX JIOKYMEHTOB.
2.1.0pranm3anyionHo- | 5. OpraHu3anyoHHas — JIOKYMEHTAIHS: HOHSTHE, BU/JIBI,
pacnopsauTenbHas coziepXKaHue.

JOKYMEHTAIIHS 6. Tlopsmok odhopmiteHNsI OpraHU3aIMOHHBIX IOKYMEHTOB.

7. PacnopsauTenbHbIE JOKYMEHTHI: MOHATHE, BUIBI. CoaepxaHue 1

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(OPMIICHHE IPOTPAMMBI BHEIPEHHS
TEXHOJIOTHYECKUX, TEXHOJIOTHYECKHX, TPOAYKTOBBIX HHHOBAIHIH 1
MIPOTYKTOBBIX 5. JlokyMeHTaIus 10 BHEAPEHUIO MHHOBAIINH

WHHOBAIHI 6. JlokyMeHTalus 10 BHEAPEHUIO OPTaHU3alMOHHBIX N3MEHEHUH

2.3. Kapposoe 5. JlokyMeHTHpOBaHHE TPOLIECCOB JIBUKEHUS KaJIPOB.

JIeTTOTIPOU3BOJICTBO 6. JIoKkyMEeHTUpOBaHHUE OICHKHU JICATENILHOCTH PAOOTHHKOB.

7. Bexenne TpyJIOBBIX KHIDKEK paOOTHUKOB. OGopMIIEHHE THIHBIX 1

Jed.

8. Benenue THYHBIX KapTOYEK.

2.4. Texaonorus 1. I[lonarue pexuma XpaHEeHHS] JOKYMEHTOB
XpaHEeHUs TOKyMEHTOB | 2. TpeOoBaHUS K 3[JaHMSM U IOMEIEHHUSIM apXHUBa
3. CBeroBo#,  TeMIepaTypHO-BIaKHOCTHBIH,  CaHUTApHO- 1
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5. Ilepemaua npen B apXWB OpraHU3aldd M HCIOJb30BAHUE
JokyMeHToB. KOHTpOoIIb paboThl apXHBOB.

KonrakTHasi paGora o0y4aroumuxcsi ¢ mpemoaaBarejeM (3aHATHS CEMHUHAPCKOr0 THIIA-
ceMHHAPBI, NPaAKTHYeCKHe 3aHATHUS, IPAKTUKYMBI, J1a00paToOpHbIe PadoThl, KOJIJIOKBUYMbI U HHBIE

AHAJOIrM4YHbIC 33HHTI/IH)

Tena ®opma u METOA NpoBeZieHus |  Tpym0eMKOCTb,
3aHATHA 9acoB
1.1. OcHOBHBIC TIOHSATHS W POJIb ACITOMPOU3BOICTBA
CeMuHAap-IHUCKyCCUS 2
B OpraHu3alusX.
1.2. Peructpanusi TOKyMEHTOB Cemunap-auckyccus™ 2
2.1.0praau3annoHHO-PACIOPSIIUTEIbHAS
P . P PAR Cemunap-auckyccus™ 1
JOKYMEHTaIUs:
2.2. JlokyMeHTaIus IpH BHEIPEHUN
Hoky LA TIp AP . CeMuHap-IUCKyCCHS 1
TEXHOJIOTHYECKHUX, TPOAYKTOBBIX HHHOBAITUI:
2.3. KappoBoe 1enonpon3BoACTBO CeMuHap-AUCKYyCCHUST* 1
2.4. TexHONOTHA XpaHEHHsI JOKYMEHTOB CeMuHap-IUCKyCCHUS 1

* ydeOHbIC 3aHATHS, OOECIEeUMBAIONINE pa3BUTHE Yy OOYyYarOIIMXCS HABBIKOB KOMAaHIHOW pPadOTHI,
MEKITMYHOCTHOW KOMMYHHKAILINH, IPUHATHS PELICHUH, JIUAEPCKIX KaueCTB BCETO —4 4acoB.

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: 8
2.2. JloxymeHTanus Ipu BHEAPEHNN TEXHOJIOTHYECKHUX, 8
NPOIYKTOBBIX HHHOBALMIA:
Kontponbshas pabora
2.3. KagpoBoe J1enonpou3BoICTBO 7
2.4. TexHOJIOT U XpaHEHUS TOKYMEHTOB 7

4.5 TemaTuueckuii J1aH 1o 3204HOMH Gopme 00yUeHUs!

KonrakTHas paldora o0y4yalmmxcsi ¢ mpemnoaaBarejeM (3aHATHSA JEKIHMOHHOIO THNA -
JIEKIIMU U MHbIe y4eOHble 3aHATHSI, IPeAyCMATPUBaIOLINe NPEUMYLIECTBEHHYIO Nepeaavy yueOHou

undopmanuu)
TpynoemMkocTb
Tema Bomnpocsl Py ’
4acoB
1.1. OcHoBHBIE 1. 3naueHue JAeNOMPOHM3BOACTBA U  (HOPMUPOBAHHUS

MOHATHUA U POJIb
ACJIOMPOU3BOACTBA
B OpraHu3anugax

JOKYMCHTOB.
4. OTBETCTBEHHOCTh

JOJIXKHOCTHBIX
OpraHnu3aluvio ACJIOMPONU3BOACTBA.

MH(}OPMALIMOHHOTO 0OeCTIeYeHHUS.

2. TlousTus u xnaccupuKanys JOKYMEHTOB
3. PexBW3HTHI yrpaBlieHYeCKAX JOKYMEHTOB W MpaBHJIa )
ux o¢opmienus. TpeOoBaHus K OJaHKaAM M TEKCTY

JINIL

3a
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KonTakTHass palGora o0y4amomuxcs ¢ npemnojaBarteseM (3aHSATHSI CEMHMHAPCKOro THIIA-
CeMHMHAPBI, NPAKTHYECKHe 3aHATHS, IPAKTHKYMBI, 1a00opaTopHbIe PadoThl, KOJIJIOKBHYMbI H HHBIE
AHAJIOrH4YHbIC 33HHTI/IH)

Tema Bun pabotsr (MeTo TpynoemMkocTs,
MIPOBEICHMUS ) JacoB
2.1. Opran3aniOHHO-PACTIOPSANTEIbHAS JOKYMEHTAIHS CeMuHap-aucKyccus™® 2

*yqeOHbIE 3aHATHS, OOECIEYMBAIOIINE pa3BUTHE Y OOYYaIONIMXCS HABHIKOB KOMaHIHOW pPalOTHI,
MEXKITMYHOCTHOM KOMMYHHKALIUH, IPUHATHS PELICHHUMH, JINAEPCKUX KaueCTB BCETro —2 yaca.

CamocrosiTesbHasi padora

Tema TpynoemMKoCTb, HaunmenoBanue

4acoB OIICHOYHOTO CpPEJICTBA

1.1.0OcHOBHBIC IOHATHS U POJIb JETIOTPOU3BOICTBA B 12

OpraHu3alusX. Pedepar

1.2.Peructpanus JOKyMEHTOB 12 KonTponbnas pabora

2.1.0praHu3aioHHO-pacTIOPSAUTENbHAS TOKYMECHTAIIUS 10

2.2. JIoKyMeHTalus pu BHEAPEHUH TEXHOJOTUYECKHUX, 10

IMPOAYKTOBBIX MHHOBAIINU

2.3.KanpoBoe J1enonpou3BoacTBO 10

2.4. TexHONOTHS XpaHEHNsI JOKYMEHTOB 10

5. MeToauyeckne yKazaHus sl 00y4alOIIUXCSl 10 OCBOEHUIO JUCIHUNIMHBI

OCHOBHBIMU BUJIaMH YYEOHBIX 3aHATHH 10 AUCUUIIIMHE «OCHOBBI JI€IONPOU3BOJICTBA» U
OpraHu3alMOHHBIMU (popMamMu OOy4yeHMs SIBISIOTCA: JIEKLUS, 3aHATHS CEMUHApCKOIro THIIA,
KOHCYJIbTAIIHSI, CAMOCTOSITEIIbHAS paboTa 00yJaroIIerocs.

Jlexuust sBISI€TCA OJHUM M3 BKHEHIIMX BUI0B YUEOHBIX 3aHSATHH U COCTABISIET OCHOBY
TEOPETUYECKON TMOATOTOBKH oOyuarommxcs. Ee menp - gaTh cHCTEMaTW3MPOBAHHBIE OCHOBBI
HAYYHbIX 3HaHUU MO y4eOHOW TUCHMIUIMHE (MOJYJI0), aKIIEHTUPOBaB BHUMaHME Ha Hamboiee
CIOXKHBIX M Y3JIOBBIX BOmpocax Tembl. JIeKIus [JOKHAa CTUMYJIUPOBAaTh AKTUBHYIO
MIO3HABATEJIbHYIO JIESITEIBHOCTh CTYAECHTOB, CIIOCOOCTBOBATh (POPMUPOBAHUIO UX TBOPUYECKOTO
MBILUIEHUS. J{J1s YTeHHs OTJENbHBIX JIEKIIMA MOTYT MPUTJIANIAThCA BEAYIIHE YUEHbIE U3 JPYTUX
00pa30BaTeNbHBIX, HAYYHBIX YUPEKACHUHN, CICIIMATUCThI U3 YUPEKICHUI.

3aHATHSI CEMUHAPCKOTO THMA — BHUJ y4€OHOTO 3aHSATHUS, HA KOTOPOM OO0ydYaroIuecs Ioj
PYKOBOICTBOM npenojaBaTess BBITIOJIHSIOT OIIpE/CIICHHBIE COOTBETCTBEHHO
c(OpMyJIMPOBAHHbBIE 33/1aYU C LEJIbI0 YCBOCHMSI HayUYHO-TEOPETUUYECKUX IOJIOKEHUH yueOHOMU
JUCLUIUIMHBL (MOJyJIs), TPHOOpPETeHNsT YMEHUN M HaBBIKOB MX MPAKTHMYECKOTO MPUMEHEHMS,
ONbITa TBOPYECKOW JI€ATENbHOCTH, OBJIQJICHUSI COBPEMEHHBIMH METOJIaMU IPaKTUYECKON
paboThl, B TOM YHCIIE C TPUMEHEHUEM TEXHUYECKUX CPE/ICTB.

3aHATHST CEMHUHApPCKOTO THIA MOTYT IPOBOAUTHCS B (OpME TPEHHUPOBOK, pEIICHUN
IIPAKTUYECKHUX 3a/ad, KOMIIBIOTEPHBIX MPAKTUKYMOB, I'PYNIOBBIX IPOEKTOB, MacTEp-KJIACCOB,
JIEJIOBBIX U POJIEBBIX UTP U T. II.

3aHATUS CEMUHAPCKOTO TUIA MPOBOJATCS B ayJUTOPUAX UM B y4eOHBIX JaOOpaTOpHsIX,
OCHAIIEHHBIX HEOOXOAMMBIMU TEXHHYECKUMHU CpEACTBAMH OOY4YEHUS, BBIYUCIUTEIHHON
TEXHUKOMU.

Koncynpranust — BuJ y4eOHOrO 3aHATHs, Ha KOTOPOM OOY4YaroLUiics MOJIy4daeT oT
IpernojaBaTesisi OTBEThl HA KOHKPETHBIE BOMPOCHI UM OOBSICHEHUS OTIEJIbHBIX TEOPETUYECKUX
MIOJIO)KEHUH M HX TPAKTUYECKOTO HCIOJIb30BaHUA. KOHCynbTalluy IpOBOAATCA DPETYISIPHO U
HOCAT KAaK WHIAMBHUIYAJbHBIA, TaK M TpynnoBod xapakrep. OCHOBHas 3ajada TPyHIIOBOTO
KOHCYJIFTUPOBaHMS — MOJIPOOHOE 100 yriIyOJIeHHOE pacCMOTPEHHE BOIPOCOB TEOPETUYECKOTO
Kypca, OCBOCHHE KOTOPBIX, KaK MPaBWJIO, BbI3bIBAET 3aTpyAHEHHE y yacTu oOydaromuxcs. [lo
KENaHUIO OOYYaIOIIMXCSl BO3MOXKHO BBIHECEHHE Ha OOCYXIEHHE JOMOJHHUTEIbHBIX BOIPOCOB,
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BBI3BIBAOIINX Y HHUX 0COOBII HHTCPEC, KOTOPLIC HC MNOJYUWIN AOCTATOYHOI'O OCBCIICHHA B
JEKIIMOHHOM KypCe.

I/I3yquHe OTACJIIbHBIX TEM JUCHUINIIMHBI BHCAYAUTOPHO ABJIKICTCA OJHUM H3 BUO0B
CaMOCTOATENILHON pabOThI M PEKOMEHYETCS ISl CTYACHTOB 3209HOTO O0YYEHUSL.

CryneHTbl OYHOTO OOYYEHHs H3Y4YalOT TeMbl IO YKa3aHWIO TMpernojaBarens 0o 1o
COOCTBEHHOM MHMIIMATUBE B CIy4asX JAOMYIIEHHBIX MMU HEOOOCHOBAHHBIX MPOIYCKOB 3aHSTHIM
WIA B IensiX Oojee yriayOJNeHHOH NpopaOOTKH ONMpeAeiEHHBIX TEeM, BBI3BIBAIOIIMX HAYyYHO-
UCCIIEI0BATEIbCKUN HHTEPEC 00YJaIOIEeroCs..

KonTposip ycrieBaeMOCTM M KayecTBa MOJATOTOBKH OOYYaIOIIMXCS IOApA3Jensiercs Ha
TEKYIIUH KOHTPOJIb U IPOMEKYTOYHYIO aTTECTALIUIO.

Texymmii KOHTPOJIb MpeaHa3HaueH I IPOBEPKU XO0/1a M KauecTBa YCBOCHHS y4eOHOTO
Marepuaa, CTUMYJIUPOBaHUs yueOHON paObOThl 00YJarOIMXCS U COBEPIICHCTBOBAHUS METOJUKH
npoBeneHus 3aHATHA. OH TPOBOAMTCS B XOJE€ BCEX BHUJOB YUEOHBIX 3aHATUH B (opme,
IpEeTyCMOTPEHHON TEMaTHYECKUM IUIAHOM C HCIIOJIb30BAHUEM TECTOBBIX 33JaHUM.

HpOMe)KYTO‘IHaﬂ arrecranusa yCICBACMOCTH M KaudcCTBa IIOATOTOBKU 06yqafonmxcs{
npeAHa3HAueHa JUIS ONpEACTICHUS CTENCHH JOCTYDKEHHS YYEeOHBIX LeNed MO AWCIMIUIMHE U
pOBOIUTCA B (hopMme 3auéTa.

OOyuaromiyecss rOTOBATCS K IMPOMEXYTOUHON aTTecTaluu camocToaTenbHO. Iloaroroska
3aKIII0YacTCd B U3YYCHHUU NPOrpaMMHOI0 Marcepualia AUCHUIIIMHBI C UCIIOJIb30BAHUCM JIMYHBIX
3ammceil, cAeNaHHBIX B paboumx TeTpajsX, M PEKOMEHJOBAaHHOW B TIIpolecce H3YYCHUS
JAUCHUIIIIMHBIL JIMTCPATYPHI.

6. OneHo4YHbIE MaTepHuaJibl 10 JUCHUIVIMHE

OrneHoOYHBIC MaTEepHAIBl MO JUCIUIUIMHE IPEACTABICHBI B BHIC (OHIA OICHOYHBIX
CPEICTB B MPUJIIOKEHUHU A K paboyeil mporpaMme TUCIUILINHBI.

7 quﬁﬂo-MeTozmqeclcoe U MAaTCPHATBHO-TEXHUICCKOC odecmeueHue AUCHUIIJINHDBI

7.1 DaexTpoHHbie 00pa3oBaTe/ibHbIe pecypchl (JOP)

*
y‘{e6HO-M€TOI[I/I‘IGCKOC obecrieueHue mo JUCLUIIINHE .

Ne | ABTOp, Ha3BaHUE, MECTO U3JAHMSI, U3ATCILCTBO, TOJI Ccputka Ha 0P B OBC Axanemun
n/ M3/IaHUs, KOJTMYECTBO CTPAHMIT

1. | Muponkuna A.}O. Metoauueckue pexkomeHnaamuu | http://sgsha.ru/sgsha/biblioteka/Mu
W 3aJaHus I CaMOCTOATENbHOM paboThl 1o | poHKnHA%20A.10.%200cH0BbI %2
mucuuruinHe  «OcHOBBI  Jienonpou3BoacTBay /| Ogenonponssa%2038.03.04%20
A 1O. Muponkuna. — Cmonenck: u3g. ®I'bOY BO | MY %20met%20ykazanusa%201is
Cwmonenckas 'CXA, 2021. - 31 c. %20cam%20paboTel.pdf
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http://sgsha.ru/sgsha/biblioteka/Миронкина%20А.Ю.%20Основы%20делопроизва%2038.03.04%20ГМУ%20мет%20указания%20для%20сам%20работы.pdf
http://sgsha.ru/sgsha/biblioteka/Миронкина%20А.Ю.%20Основы%20делопроизва%2038.03.04%20ГМУ%20мет%20указания%20для%20сам%20работы.pdf
http://sgsha.ru/sgsha/biblioteka/Миронкина%20А.Ю.%20Основы%20делопроизва%2038.03.04%20ГМУ%20мет%20указания%20для%20сам%20работы.pdf
http://sgsha.ru/sgsha/biblioteka/Миронкина%20А.Ю.%20Основы%20делопроизва%2038.03.04%20ГМУ%20мет%20указания%20для%20сам%20работы.pdf
http://sgsha.ru/sgsha/biblioteka/Миронкина%20А.Ю.%20Основы%20делопроизва%2038.03.04%20ГМУ%20мет%20указания%20для%20сам%20работы.pdf

DJIeKTPOHHBIC YUeOHbIC U3MaHMs B AJIEKTPOHHO-0nOInoreynbix cuctemax (OBC):

n/m

Ne ABTOp, Ha3BaHHEC, MCCTO U3OaHUA, I'OJ U3JaHUs, KOJIUYCCTBO

CTpaHHI]

Cchuika Ha yueOHOE U3JJaHKE B
3BC

OcHogHas numepamypa

HUcaece A.C.,

XnronuHa
1. | opraHm3anuy 3amuTH 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. | ympaBlieHHs] TOCYJApCTBEHHOU CITy:KOOH
®uonosa. — Ilensa : U3g-so IIT'Y, 2012. - 130 c.

JoKkyMeHTalumoOHHOE

obecreuenue
yae6. / JI. P.

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

Jlononnumenvuas numepamypa

1. | MeHemKMEHTA:

Weanora, E.B. IlpaBoBoe obecnedeHue WHGOPMAIMOHHOTO
Yue6noe mocobme / E.B. VBanosa
benropoa: N3a-so beal'V, 2010.

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

Ckomopomienko, A.A. [lnanupoBaHue Ha MpenNpUATHU:
yuebHoe mocobue / A.A. Ckomopomenko, E.H. benkuna,
A.H. T'epacumoB, A.T. AumgmaoBa, E.W. I'pomon, E.W.
Kamyctuna. - CI16: U3garensctBo «Jlampy», 2018. — 280 c.

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

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

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

7.3. UudopManinoHHbIe CIPABOYHBIE CHCTEMbI
HNudopmanmonnsie cucreMbl MuHcenpxo3a Poccun http://opendata.mex.ru/opendata/
denepanbHas ciry:x0a rocyIapCcTBEHHON craTucTuku http://sml.gks.ru/

7.4 CocTaB 000py/10BaHMs1, TEXHHYECKHX CPeICTB 00yUeHHsl, JULEH3HOHHOTO U CBOOOIHO
PaCHpPOCTPAHAEMOTI0 POrPAMMHOI0 o0ecledyeHHs1, B TOM YHCJle 0Te4eCTBEHHOI0

MPON3BOICTBA

HaunmeHnoBanue yueOHbIX
ayauTopuii ajis
NpoBeieHUs1 y4eOHbIX
3aHATHH ¥ MOMeNleHUH 1JIs
CaMOCTOATEIbHOM pPadoThI

Ilepeuensn
o0opynoBaHus (B T.4. BUPTYaJbHbIe
AHAJIOTM) U TEXHUYECKUX CPEACTB
o0y4yeHust

JINIeH3HOHHOE U CBOOOJIHO
pacnpocTpaHsieMoe POrpaMMHOe
o0ecmeyeHne, B TOM YHCJI€ 0T€YECTBEHHOT 0
NMPOM3BOACTBA

YyebHas aynutopus 414 mys
MIPOBEACHUS 3aHITUI
JIEKIIMOHHOTO THUIIA B

yueOHOM Koprryce Ne 1,

PACIIOJIOKEHHOM T10 aJIpecy:
214000, CmoiieHcKas

00nacth, . CMOIICHCK, YII.

Bonwmas Coserckas, 1.10/2

Crienianu3upoBaHHas MeOEb-CTOIbI,
CTYJbsI, TapThl. JJocka ayuTopHasi,
TprOyHa, ayTMOCHCTEMA aKyCTHYECKas
(obopynoBaHne 3BYKOYCHIEHUsT), OJIOK
YIIpaBJICHUS JUIsl SKPAHOB,
MysnbTUMeana-rpoexrop Plus U-7,
HAaCTEHHO-TIOTOJIOYHBIN 3KpaH ¢
3neKkTponpoBogom Da-
LiteCosmopolitan. Hoytoyk
RoverBook Partner E415L., Habop
y4eOHO-HATJISTHBIX TTOCOOHIA.

1. Cneunanu3upoBaHHass MeOEITb-CTOIBI,
CTYJbs, apThl. Jlocka ayauropHas, TpuOyHa,
ayauocucTeMa akycTudeckas (00opynoBaHue

3BYKOYCHJICHUS ), OJIOK YIIPaBJICHUS IS
9KpaHOB, MyJIbTHMeAHa-TipoekTop Plus U-7,

HACTEHHO-TIOTOJIOYHEIH SKPaH C
anektponpoBonoM Da-LiteCosmopolitan.
Hoyt0yx RoverBook Partner E415L., nabop
y4eOHO-HAMISITHBIX TTOCOOHIA.
1.0Oneparnmonnas cuctema Windows XP,
Windows 7, Windows 10 mis
obpazoBatenbHbIX opranm3anuil ([Toammucka
Azure Dev Tools for Teaching mo mporpamme
Microsoft Imagine Premium B pamkax
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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/

cornamenust Ne1204024138 ot 01.02.2020)
2. Oducuoe I10 u3 cocraBa nakera
MicrosoftOffice 2003, 2007, 2010, 2013 Pro u
Std Koprioparusnas smuensust OLP (orosop
¢ OO0 «Pureitn-cepsuc» N PC-000545 ot
26.11.2014)

3. AHTHBHpPYCHOE NIPOTpaMMHOE 0OecTieueHHe
KasperskyEndpointSecurity 1
yearEducationalRenewalLicense
(Cy6mmnensuonnstit morosop Nel10-53/20 ot
10.08.2020)

VYuebnas ayauropus 209 mus
MIPOBEICHUS 3aHATUN
CEeMHHApCKOro THIIA,

IPYIIOBBIX U
WHJIUBHTyaJIbHBIX
KOHCYNbTAINH, TEKYIIEro
KOHTPOJISL ¥ TIPOMEKYTOYHOU
aTTeCTalluu B yueOHOM
kopmyce Ne 1,
PAacIIoI0KEHHOM TI0 aJpecy:
214000 Cmonenckas o0uI., T.
CMmoneHck, yin. bonbias
Coserckas, 1.10/2

Crienamu3upoBaHHas MEOEITb-CTOEI,
CTYyJbs, apThL. JlocKa ayTUTOpHAsL.
Tpubyna. Habop yueGHO-HarIs IHBIX
HOCOOU.

YuebHas aymuropus 203 -
noMeleHme A
CaMOCTOSITEJLHOH pPaldoThl
B ydeOHOM Kopmyce Ne 1,
PacIoNIOKEHHOM IO afpecy:
214000, CmoleHcKast
obnactb, r. CMOJEHCK, YII.
Bonesmas Coserckas, 1.10/2

CnenmanusupoBaHHas MeOeIb-CTOIHI,
cTynbsl, apTel. Kommeiotep B cbope ¢
MOJKJIIOYEHHEM K cetn MHTepHET n

obecrieueHreM JOCTyTIa B
SJIEKTPOHHYIO HH(POPMAIHOHHO-
00pa30BaTEIbHYIO cpeny

opranm3anuu— 18 mr.

1. Omepaunonnas cuctema Windows XP,
Windows 7, Windows 10 amst o6pa3oBateib-
veix opramzanuii ([logmmcka Azure Dev
Tools for Teaching mo mporpamme Microsoft
Imagine Premium B pamkax coriamieHus
Ne1204024138 ot 01.02.2021)

2. Odwucuoe T10 u3 cocraBa makera Microsoft
Office 2003, 2007, 2010, 2013 Pro u Std
Kopnoparusnast nuuensuss OLP (moroBop c
00O «Pureitn-cepsuc» NeI'PC-000545 or
26.11.2014)

3. AHTHBUpPYCHOE MPOrpaMMHOE OOecTicueHHe
Kaspersky  Endpoint  Security 1 year
Educational Renewal License
(Cyommnensuonnbiit moroBop NelIO-56/20 ot
18.05.2020)
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Ipuiaoxenune A
MMUHHCTEPCTBO CebCKOro xo3sucTBa Poccuiickoin @eaepaumnu
denepanbHOE roCyJapCcTBEHHOE 0K0:KeTHOE 00pa30oBaTe/IbHOE YUpPeKAeHNEe

BbICIIET0 00Pa30BaAHUA
«CMoJ1eHCKasi TOCYyIapCTBEHHAs CeJIbCKOX03CTBEHHAS aKaJeMusD»

@OoH/| OLICHOYHBIX CPEICTB AJIsl IPOBEACHUS TEKYILETO KOHTPOJIA U MPOMEXKYTOUHON aTTeCTalluu
obyuarormuxcst o qucturunae «OCHOBBI 1ETTOTIPOU3BOICTBAY

OCHOBBI AEJOITPOU3BOACTBA

Hanpasnenue noaroroBku 38.03.04 I'ocynapcTBeHHOE 1 MyHHUIIMIIAJIbHOE
ylpaBjieHue

Hanpasnennocts (nmpoduiib) nporpamMmsl I'ocynapcTBeHHOe 1 MyYHHIIUIIAJIbHOE
ylpasBJieHHe CeJIbCKMMM TePPUTOPUSIMH

Kpanudukanus 6akanaBp

®dopma o0ydeHUs 0UYHAS], 0OUHO-3209HASI, 3204YHAS

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

HNuaukaropsl
JOCTHKEHHUSA
KOMIIETEeHII N

YpoBeHb 0CBOEHMSI

[lnanupyemble pe3yJibTaThI
o0yueHust

HaunmenoBanu
€ OIIEHOYHOI0
cpeacTsa

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

Ioporosblit
(YAOBJIETBOPUTEIBHO

)

3HAeT:

- OCHOBBI Y IIPUHIIMITBI
BEJICHUSI IOKYMEHTOO0O0pOTa;
- METO/IbI IOKYMEHTAJILHOT'O
o(opMmIIeHU pelleHul B
OpraHu3aIusx;

- IPaBWJIa BEJICHUS U
XpaHEeHUs! JOKYMEHTOB,
U3TOTOBJICHUS OJIAHKOB;

- mpaBwiIa U (POPMBI J1ETTOBOM
HEPENUCKHU.

yMeer:

- OCYILIECTBIISTH JIETOBYIO
MEePETUCKY;

- OCYILECTBIIATh
JIOKYMEHTaJIbHOE
odopmIleHHE peleHui B
OpraHu3alluy;

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

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

BJIajJieeT:

- METOJIMKOM OCYILIECTBIICHHS
JIEIIOBOM MTEPENUCKH U
KOMMYHUKaIUK;

- TEXHUKOU BeAECHUS
JIOKYMEHTO000pOTa,;

- METOJaMU
JIOKYMEHTaJIbHOTO
o(opMIIeHUS pelIeHuH B
OpraHu3aIlNH;

- METOJaMHU COCTaBJICHHUS,

opopMIleHUST W  XPaHECHHS

CITy’)KeOHBIX JIOKYMEHTOB

OpraHH3aIH.

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

IIponBUHYTHIN
(xopomo)

3HaeT TBepao:

- OCHOBBI U TIPUHIIHTIBI
BEJICHUS JJOKYMEHTO000POTa;
- METOIbI JIOKyMEHTAJILHOTO
o(opMIIeHHUS pelIeHUH B
OpraHu3aIusiX;

3amura
pedepara,
BBITIOJIHEHHE
KOHTPOJIBHOM
paboThl,
TECTHPOBaHUE,
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- IpaBuUJIa BEJIEHUS U
XpaHEeHUs! JOKYMEHTOB,
U3TOTOBJICHUS OJIAHKOB;

- mpaBuiIa U (POPMEI JIETOBOM
HEPETUCKH.

YMeer yBepeHHO:

- OCYILECTBIISITH JIEIOBYIO
MEePEIUCKY;

- OCYIIECTBIIATD
JTIOKYMEHTAJIBHOE
odopMIIeHHE PEIICHUH B
OpraHu3aluiy;

- IPaBUJILHO UCMOJIb30BaTh
CHUCTEMBI 1 METOIbI
JIEJIONPOU3BO/ICTBA HA OCHOBE
COBPEMEHHBIX TEXHOJIOTHIA;

- OpraHu3oBaTh padoTy co
CI1y’>k€OHBIMH JOKYMEHTaMU
OpraHu3aIum.

Baajneer yBepeHHo:

- METOAMKOW OCYIIECTBIICHUS
JIEJIOBOM MEePENUCKU 1
KOMMYHUKaIUK;

- TEXHUKOW BeJleHUs
JIOKYMEHTO000POTA,;

- METO/IaMU
JTIOKYMEHTAIBHOTO
odopMmIIeHUs pelIeHul B
OpraHu3aIlNH;

- METOJaMHU COCTAaBJICHHUS,
opopMIieHUS W  XPaHECHHS
CITy’)KeOHBIX JIOKYMEHTOB
OpraHu3aIu.

BBINTOJIHEHHE
IPAKTUYECKOIO
3aaHus

Bbicoxuii
(oTaM4HO)

HNmeer chopmupoBaBiieecs
CHCTEeMAaTHYeCKHe 3HAHUSA:
- OCHOBBI Y IIPUHIIMIIBI
BEJICHUS IOKYMEHTO000pOTa;
- METOJIbI IOKYMEHTAJILHOI'O
o(opMIIeHUS pelIeHnH B
OpraHu3anusx;

- IpaBWJIa BEJICHUS U
XpaHEeHUs! JOKYMEHTOB,
W3TOTOBJICHHS OJIAHKOB,;

- mpaBuIIa U (POPMBI J1€T0BOM
IIEPENUCKH.

HNmeer chopmupoBaBiieecs
CHCTEeMaTHYeCKOe YMEHHUeE:
- OCYILIECTBIISATH JIETOBYIO
IIEPEIUCKY;

- OCYILECTBIIATH
JOKYMEHTAJIbHOE

3amura
pedepara,
BBITTOJIHEHHE
KOHTPOJIBHOU
paboTHl,
TECTUPOBAHUE,
BBITTOJIHEHHE
PaKTUYECKOTr0
3aJaHHS
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odopMIIeHHE PEIICHUI B
OpraHu3alui;

- IPaBWJIBHO UCII0JIb30BATh
CHUCTEMBI 1 METO/IbI
JIEJI0NPOU3BOJICTBA HA OCHOBE
COBPEMEHHBIX TEXHOJIOTHIA;

- OpraHu3oBaTh padoTy co
CIIy>k€OHBIMM JOKYMEHTaMU
OpraHu3aIuim.

IMoka3an
chopmupoBaBIeecs:
CHCTeMaTHYecKoe BJIajieHHue:
- METOJMKOU OCYILIECTBIICHUS
JIEJIOBOY MTEPENUCKU U
KOMMYHUKAaIUK;

- TEXHUKOU BeACHUSA
JIOKYMEHTO000pOTa,;

- METOJIaMU
JTIOKYMEHTAIBHOTO
odopMmIIeHUs pelIeHuH B
OpraHu3allNH;

- METOJaMHU COCTAaBJICHHUS,

opopMIICHUS ¥ XpaHEHUs

CITy’>KeOHBIX JIOKYMEHTOB

OpraHu3aIuu.
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2. Onucanue MKAJ OLeHUBAHUSA

2.1 llIkaya onleHUBAHUS HA Talle TEKYIero KOHTPOJIs

dopma TeXHOIOTrusAOIICHUBAHUS
TEKYIIero OTtcyTcTBHEYCBOE IToporoBsrii [IponBuHyTHIN Bricokwii (oTiamaHO)
KOHTPOJIS HUSA (YmoBIEeTBOPUTETHH (xoporo)
(HIKETIOpOTOBOT 0)
0)
3ammTa Pedepar AMEIOTCS OCHOBHBIC BEITIOJTHCHEI BCE
pedeparta CTYACHTOM HE CyLIECTBEHHbIE TpeOOoBaHUs K TpeOOBaHMS K HAITMCAHUIO
MPEJICTaBJICH OTCTYIUICHUS OT pedepary u ero u 3amuTe pedepara:
TpeOOBaHMIA K 3aIInTe o0o3HaueHa podiiemMa u
pedheprupoBaHHIO BBITIOJTHEHBI, HO obocHoOBaHa e
P STOM aKTyanbHOCTh, CACTIaH
JIOTTYIICHBI KpaTKHii aHaI3
HEIO0YETHI. Pa3INYHBIX TOYCK 3PCHUS
Ha paccMaTpUBaeMyIo
npoOJeMy U JIOTHIHO
M3TI0’KEeHA COOCTBEHHAS
MO3UIIHUS,
c(hOopMyJIUPOBAHBI BBHIBOIBI,
TeMa pacKphITa
MOJTHOCTBIO, BBIJICPKAH
00BEM, COOITIOIEHEI
TpeOOBaHUsI K BHEITHEMY
0 OPMIIEHUIO, TaHBI
IMpaBUJIBHBIC OTBCTHI HA
JONOJHUTCIIBHBIC BOIIPOCHI.
BrinonHeHne | He BHIMOJIHEHA BBIMOJTHEHBI TOJIBKO | BBITOJTHEHBI BCE BCE 3aJIaHUS BHIOIHCHEI
KOHTPOJIBHOM | WITK BCE 3aJaHUSl | TPH 33J]aHUs 3aJ]aHus, HO 0e3 o1mnodoK
paboThl CIICITaHbI UMEIOTCS OIIHOKH
HCIIPaBUJIBHO

CTy,I[eHTBI, IMOKa3aBIINEC YPOBCHb YCBOCHHA HUKC ITOPOTOBOr'0, HEC NOIYCKAKOTCH K HpOMe)I(YTO‘IHOﬁ

aTTeCTaluy 10 AUCHHUITIIINHE.

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

TexHomorus OtcyTcTBHE IToporossrit [IponBuHyTHIN Bricokwii (oTiamaHO)
OLIEHWBaHU ycBoeHus (HWxke | (YIOBIETBOPUTEIHHO) (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 UJIU HHbIE MATEPUAJIbI, He00OX0IMMbIe /15l OLIEHKHU
3HAHUI, YMEHUIi, HABLIKOB U (MJIM) ONBITA JeSITeIbHOCTH, XapPAKTEPU3YOIIMX ITANbI
(popMupoBaHus KOMIIETEHIIMI B NPolecce 0CBOEHUS 00pa30BaTeJIbHOM MPOrPaMMBbI

KOMILJIEKT IPUMEPHBIX TEM JJIS1 HAITUCAHUSA PEOEPATOB
AJISl TEKYIIero KOHTPOJIA
1O JUCHUIINHE
«OCHOBBI J1€70ITPOU3BOJICTBAY

IIpumepHbie TeMbl pedepaToB K pasaenay 1

1. HUcropus pa3BUTHS CUCTEMBI TOCYJAPCTBEHHOTO JIETIONPOU3BO/ICTBA.

2. HopmaruBHO-MeToqu4eckass 0asza JeNompOW3BOACTBA (3aKOHOJATENIbHBIE aKThl PD B
cdepe nnpopmManuy U JOKYMEHTALINHN).

3. HopmaTuBHO-METOIWYECKUE JOKYMEHTBI 110 JEJIONPOU3BOJCTBY ¥ OpTraHH3AINH
ApPXUBHOTO XpaHEHHSI JOKyMEHTOB.

4. Knaccuduxanms, yHupUKays U CTAaHIAPTH3AIMS B ASTIONPOU3BOICTBE.

5. PexBu3uTtsl fokymeHTOB. [IpaBuiia opopmiieHHs peKBU3UTOB JOKYMEHTOB.

6. TpeGoBaHus K OPOPMIICHHIO PEKBU3UTOB, OIMPEICISIFONINX IBUKCHHEC M OTPAKAIONIUX
00paboTKy U UCTIOTHEHUE IOKYMEHTA.

7. TaGenb yHUPUITUPOBAHHBIX (OPM YUPEIKACHHSI, TPESATPUATHSL.

8. Opranmuzanusi JOKyMEHTOOOOpOTa B OpraHax TrOCYyAapCTBEHHOW BIACTH U MECTHOIO
CaMOYIPaBJICHUS.

9. Homenknatypa e npeanpusTus.

10. ®opmupoBaHue nei.

11. Tlepenaua u xpaHeHHE JOKYMEHTOB B BEIOMCTBEHHBIX apXHUBaXx.

12. Ocob6eHHOCTH XpaHEeHHUS IIEKTPOHHBIX TOKYMEHTOB.

KOMILIEKT 3AJIAHUM 1151 KOHTPOJIbHOM PABOTHI
nmo IMCIHUIIJIUHE «OCcHOBBI ACJTONMPOU3BOACTBA»
OJIA TeKymero KOHTpOJIﬂ

CryaeHTy npejyiaratoTcsi BApuaHThl KOHTPOJIBHBIX PadoT, BKItOUaroIIue 3aaanus. Homep
BapHaHTa KOHTPOJIBHOU pabOTHI ompeAensseTcs npenoaasareneM. TeMaTnka KOHTPOJIbHBIX padoT
chopMupoBaHa IO NPHUHIIMIY COYETAHUS TE€M ITUCHUIUIUHBL. JIJIsi yCHENIHOTO BBIMOTHEHUS
KOHTPOJIbHON paboThl HEOOXOAMMO O3HAKOMHUTHCS C JIMTEPaTypoOl, CIHCOK KOTOpOMl JaH B
paboueli mporpamMme MUCHUIUIMHBL. J[Jis BBITIOJIHEHHUS] KOHTPOJIBLHOW paboThl oTBOAMTCS 60
MUHYT.

IIpumepHBIe BOIPOCHI K KOHTPOJIbHOI padoTe mo pa3aesry 2

Bapuanr 1.

1. JlokyMEeHTallMOHHbIE CUCTEMBI, IX COCTAB U COAECPKaHUE

2. CocraBuTh M 0QGOPMHUTH 3asBICHHE PYKOBOJIUTENIIO O IpHEMe Ha paboTy Ha
JOJDKHOCTh HKOHOMHMCTA

3. CocraBuTh MpPOEKT IMpHKa3a PYKOBOJUTENS OpraHM3allid O HA3HAYEHUH Ha

JOJIKHOCTh SKOHOMUCTA (IO JaHHBIM ITYHKTA 2)
4.  CocTaBUTh IOTOBOP KYIUIU-TIPOJIaXKH TOBAPOB
5. CocTaBUTh AOKHOCTHYIO HHCTPYKLHUIO CaJ0OBOY OpraHU3aluu
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6.  CocraBUTb JOBEPEHHOCTb Ha MPABO MOJIYYECHUS U OPOPMIICHHS Ipy3a.

Bapuanr 2.

1. Posb 10KyMEHTHPOBaHUSA U IOKYMEHTALIMOHHOTO 00eCIIeUeH sl B yIIpaBI€HUU

2. CocTaBUTh MUCHMO-3aIIPOC OPTaHU3AIMH B TUIOrpapui0 O BO3MOXKHOCTH CHIATh
3aKa3 Ha U3rOTOBJIEHHE OJaHKOB JOKYMEHTOB Ha Oymare turnorpaduun

3. CocTaBuTh IpPOEKT INpUKa3a O COCTaBE KOMMCCHM IO IPUEMKE MPOAYKLIUU
(TOBapOB) MO KAYECTBY

4. CocTaBuTh NPOEKT NIPUEMKH MPOIYKIIMH (TOBAPOB) MO KAYECTBY C 3aKIFOUEHHUEM

KOMHCCUHU O XapaKTepe BBISBICHHBIX JIEPEKTOB B MPOJYKIUU W MPUYMHAX UX BO3HUKHOBCHUS
(o maHHbIM 11.3)

S. CoctaBuTh MNpeTeH3U0 00 YyIulaTe CTOMMOCTH 3a0pakOBaHHON IPOAYKLUHU
(ToBapoB), yOBITKOB 1 mITpada (1o JaHHBIM 11.4)
6. CoctaBuTh U O(QOPMUTH JTOBEPEHHOCTh Ha IPEJICTABUTEIBCTBO SKOHOMUCTY B

TEYEHHUE OJHOTO rojia B Cy/1eOH0-apOUTPaXHBIX OpraHax OT UMEHH OpraHU3aLUH.

Bapuant 3.

1. OcobenHoctu opraHuzanuu padoThl ¢ JAOKYMEHTaMH, MOJUIEKAIUMH apXUBHOMY
XPaHEHUIO

2. CocTaBUTh pacIUCKy O HOJYYEHHUU KAaKUX-TMOO JIEHEKHBIX WIM MaTepUalbHbIX
LIEHHOCTEN

3. Ilopsmoxk paccMOTpeHMs — IpeIOKEHUH, 3asgBIEHMH M JKanod  rpaxiaH
JOJKHOCTHBIMHU JIMIIAMU U TOCYJJapCTBEHHBIMHU OpraHaMu

4. CocTaBUTh NPHUMEPHBIN NepeueHb JOKYMEHTOB, Ha KOTOPBIX CTaBUTCA IepOoBas
nevarb

5. CocTaBUTh IUCHMO-OTBET Ha 3asiBKy OpraHu3alMM Ha YdacTH€ B Hay4HOIl
KOH(EepEeHINH, IPOBOANMON yUeOHBIM 3aBeICHUEM

6. CocTaBUTh HOMEHKIATYPY A€ OpraHU3alMy ¢ YKa3aHUEM CPOKOB MX XPAHEHHUS.

Bapmuanr 4.

1. Mopsaok oopMiIeHHUs TUYHOTO Jiea U BEICHHS IMYHBIX KapTOUYECK

2. CocTaBuTh MHCHbMO-OTBET HA MUCHMO-TIPOCHOY WITH MHUCHMO-3aIIPOC

3. CocTaBuTh Mpe/CTaBICHUE OT UMCHH HavaJbHUKA TUIAHOBOTO OTIENA O MOOIIPCHHUH
COTPYAHHMKA OT/IeJIa B CBSI3U C PAIlMOHAIBHBIM MTPEIJIOKEHUEM 110 BHEAPEHNUIO HHHOBAIUI

4. CocTaBUTb MPUKA3 O MOOIIPEHUH IO TaHHBIM TI. 3

5. CocTaBuTh JOTOBOp Ha TMOCTaBKY TOBapoOB MPOU3BOACTBEHHO-TEXHUYECKOTO
Ha3HAYEHHUS

6. CocTaBuTh CIpaBKy O TPYJOBOM CTa)k€ paOOTHHKA Ha OCHOBAHUHU JOKYMEHTOB OT/ela
KaJIpOB OpraHU3aIINH.

KOMILIEKT IPUMEPHBIX 3AJAHU JJIS1 TIPOMEKYTOYHOWM ATTECTALIUU
(3AYET)
mo TUCHUIIJIMHE «OCHOBLI )le.]'IOl'[pOI/IEIBOIlCTBa»

3ader MpoOBOAMUTCS B BUAE UTOTOBOTO TECTa M PEHICHUS MPAKTUYECKOro 3ananus. [[ns
BBITIOJTHEHHST OTBOAUTCA 90 MUHYT.

IIpumepHbIe 321aHUSA HTOTOBOIO TeCTA

Bomnpoc 1. /lesionpou3BoaCTBO — 3TO:
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1. oTpacib AesITeIbHOCTH, KOTOpasi He 00ecreunBaeT JOKYMEHTUPOBAHUE U OPTaHU3AIIIO
paboThI ¢ OPUCHBIMU TOKYMEHTAMHU;

2. oTpacib AeSTETBbHOCTH, KOTOpasi 00eCIeYrBaeT JOKYMEHTUPOBAHHE U OPraHU3aIio paboThI ¢
O(pHCHBIMU JIOKYMEHTAMH;

3. cdepa nesTeNbHOCTH 10 00ECTICUSHUIO OpraHu3aIui O(DUCHBIME TOKYMEHTAMU;

4. HET MPaBWIHLHOTO OTBETA.

Bomnpoc 2. Kakue pyHknuu uMer0T Bce 0puumnaibHble JOKYMEHTbI:
1. o0O11IMe 1 OCHOBHEIE;

2. o0miue ¥ crierraibHbIe;

3. MarepuaibHBIC U MPOIIECCYATbHBIE;

4. nesoBbIe U O0IIHE.

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

1. mopsiAKa NpUHATHUS PEIICHUH (eIMHOHAYAIIME UITH KOJUIETHATBHOCTD ),

2. obpema U xapakTepa B3aUMOCBSI3€H B OpraHU3aIuy;

3. XxapakTepa B3aUMOOTHOILICHUM C IPYTUMHU OpraHU3AIUSIMHU U TOCYIapCTBEHHBIMU OpPTraHaMU;
4. Bce BBIIIETIEPEUUCICHHOE.

Bonpoc 4. Yaudukauus 10KyMeHTOB — 3TO:

1. ycTaHOBJIEHHE HE €IMHOTO KOMILIEKCA BUAOB M PA3HOBUIHOCTEN JOKYMEHTOB JIJIS
AQHAJIOTMYHBIX YIIPABJICHYECKUX CUTYAlUi, pa3paboTka eIuHbIX (OpM U TPaBUIl UX
cocraBlieHUs, 0(hOpMIICHUE B CO3J]aHKe TpadapeTHBIX TCKCTOB,

2. yCTaHOBJIEHUE €IMHOTO KOMIUIEKCA BUJOB U Pa3HOBUIHOCTEW OTYETOB ISl aHATOTUYHBIX
YIIPaBJIEHYECKUX CUTYyallni, pa3padoTKa ennHBIX (HOpM U MPaBHJI KX COCTAaBIEHHS, OpopmIeHHE
U co3aHue TpadapeTHBIX TEKCTOB.

3. YCTaHOBJICHHE €IMHOTO KOMILIEKCA BUJOB U PA3HOBUIHOCTEH JOKYMEHTOB JIJIsl aHAJTOTUYHBIX
yIpaBIECHUYECKUX CUTYaAIlUi, pa3paboTKa eUHBIX (POPM U MPaBHII UX COCTaBIICHUSA, OPOpMIICHHE
U co3JaHue TpagapeTHbIX TEKCTOB;

4. HeT MPaBWJIBHOT'O OTBETA

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

1. ucxoaHast BeIMYMHA ISl pacueTa YUCICHHOCTH COTPYIHUKOB CIYKObI JOKYMEHTAIMOHHOTO
o0ecreyeHus, ONpeIesIeHUs CTENICHN 3arpyKEHHOCTH CTPYKTYPHBIX HOJpa3esieHUH 1
OTJIENbHBIX pAOOTHUKOB, CPEACTBO OINpeAeIeHUs TOTPEOHOCTEN B OpraHM3alluOHHON U
BBIYUCIIUTENLHON TEXHHKE, BbIOOpa Hanboee 3pPpeKTUBHOM CUCTEMbI pETUCTPaALIH
JIOKYMEHTOB U CIIPaBOYHOTO aIIapara;

2. UCcXOoJHas BEJIMYMHA JUIsl pacuyeTa YACIEHHOCTH HACEJIEHUS, OIIPEIEIICHHS] CTENIEHU
3arpyK€HHOCTU CTPYKTYPHBIX MOJAPA3AEICHUN U OTAEIbHBIX JIIOIEH;

3. cpencTBO onpeeneHns NOTpeOHOCTEH 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 MOTYYESHHUS 10
3aBepILEHUS UCIIOTHEHUS WIN OTIPABKH;

2. TOKYMEHT, He TpeOyrouii 0co00ro BHUMaHMUS;

3. ABM>KEHME JOKYMEHTOB B OPraHU3allii C MOMEHTA UX MOJyYEHUS /10 3aBEPILICHUS
VCIIOJTHEHUS WJIM OTIIPaBKU B KOMUTET I10 JIeJIaM HECOBEPILIEHHOJIETHUX;

4. He 3Ha0.

26



Bonpoc 7. OcHOBHBIE 3TaNbI NOATOTOBKHU U 0OpMJIeHHS] BHYTPEHHHMX IOKYMEHTOB B
opuce:

1. cocTaBieHre MPOEKTa U COTJIACOBAHUE;

2. mpoBepKa NPaBHILHOCTH O(OPMIICHHS;

3. noJAIMcaHue U PErUCTpaLus;

4. BCe BBILICTICPEUNCIICHHBIE.

Bomnpoc 8. Perucrpanusi 10KkyMeHTa BKJIOYAeT B ceds:

1. mpocTaBiieHHE 1ATHI;

2. mpOoCTaBJeHUE PETUCTPALIMOHHOTO HOMEPA;

3. 3anch HEOOXOAUMBIX CBEJICHUN O JOKYMEHTE B PETUCTPALIMOHHON (hopMe;
4. Bce BhIIICTIEPEUNCIICHHBIE.

Bonpoc 9. Kakue TexHo/iorn4yeckue HeJ0CTATKU MMeeT )KypPHaJibHast (popMa perucTpaumu:
1. popmanbHbI XapakTep 3aKperieHUs TOKYMEHTa 32 BAJIOBBIM IOPSIKOBBIM HOMEPOM;

2. CII0XHOCTHU BEACHHUSI 10 KypHATy MOMCKOBOW, CIIPABOYHON M KOHTPOIBHOM PabOThI;

3. CJI0KHOCTH 00513aTeNbHON MHOTOKPATHOM perucrpanuu JOKyMEHTOB;

4. OTCYTCTBUE BO3MOXKHOCTH OTPA3UTh JBUKEHHUE TOKYMEHTA B IIPOIECCE PACCMOTPEHHUS U
MCIIOJTHEHUSI.

Bonpoc 10. OcHoBHbIE (PYHKIIMHU, KOTOPbIe 00ecneYuBaeT JOKyMeHTAHOHHOE
ob0ecrneyeHue yrnpaBJieHHs:

1. nianupoBanue;

2. OpraHu3alMOHHO-PACIOPSAUTENIbHAS 1eATEIbHOCTh;

3. y4eT ¥ OT4EeTHOCTh, (PUHAHCHPOBAHUE U T.II;

4. Bce mepeyuncieHHbIE.

Bomnpoc 11. biank 10KymMeHTa — 3T0:

1. HecTaHapTHBIHM JIUCT OymMaru, Ha KOTOPOM BOCIIPOU3BOAUTCS MOCTOSTHHAS MHPOpMAIUS
JIOKYMEHTa M €CTh MECTO JJIsl IEpEMEHHOM nH(popManuu;

2. cTaHAAapTHBIN TUCT OyMaru, Ha KOTOPOM BOCIPOM3BOAUTCS MTOCTOSIHHAS HH(pOpMaIus
JIOKYMEHTa ¥ €CTh MECTO JJIsl IEpEMEHHOM nHpopManuu;

3. HeT MpaBUJIBLHOIO OTBETA;

4. npyroe.

Bonpoc 12. Ycrassbl — 3710:

1. JOKYMEHTBI, CTPYKTYpY U COJIEpPKaHNE KOTOPBIX ONPEAEIAIOT Ha MECTE;

2. CIIO’KHBIE TOKYMEHTBI, CTPYKTYPY U COZIepKaHNE KOTOPBIX OMPEEISIOT CaMu pa3paboTuuKy;
3. JOKYMEHTHI, COJepKaHuEe KOTOPBIX UMEET CIIy)KEOHYIO TaliHY;

4. HeT NPaBUJIBHOTO OTBETA

Bomnpoc 13. JIo/zKHOCTHAsI HHCTPYKIHA — 3TO:

1. MHCTPYKITUS TUPEKTOPA, KOTOPYIO HEOOXOIMMO BBITIOJIHATH B 00S3aTEIILHOM TTOPSI/IKE;
2. TOKYMEHT, B KOTOPOM OTMEUYEHBI HAPYIIUTEIH pacopsaKa AHs B ouce;

3. HET PaBUJILHOTO OTBETA;

4. OpraHu3aluOHHO-PACTIOPSAUTENbHBIA JOKYMEHT ATUTEIBLHOTO WIH MOCTOSIHHOTO CpOKa
JercTBUSI (10 BBEJEHUS HOBO ), B KOTOPOM OIPEACIICHBl HAy4YHO-TEXHUYECKHE,
TEXHOJIOTHYECKHE, (PMHAHCOBBIE U IPYTHE CTOPOHBI ACSITEILHOCTH OPraHU3alliu, €€
MOApa3IeICHU U TOIKHOCTHBIX JIUII.

Bonpoc 14. CocraBjieHne 10KJaa — 3TO:
1. macTepcTBO, TpeOyrolee MPaKTUIECKOI0 HABbIKA M KPUTHUYECKOTO aHAJIN3a MPOEKTa JI0KIa/a;
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2. TayaHT, He TPEOYIOMICH MPAKTHYECKOTO HABBIKA U KPUTHUECKOTO aHAJIN3a IPOCKTA OTUETa;

3. Tpya, TpeOyIOIINii He MPAKTHYECKOTO HaBbIKA U HE KPUTHYECKOTO aHAIN3a MPOSKTa JOKJIa/a,
paboTy Hajx cobOoii;

4. HEeT MPaBUIBHOTO OTBETA

Bomnpoc 15. CnpaBka — 3T10:

1. daxThl, MOCITY>KUBIIME TIOBOJIOM K €€ HAalMCaHHIO;

2. TOKYMEHT, MOATBEPKAAIOIINNA Kakue-Tu00 (haKThl UM COOBITUS;
3. TOKYMEHT, IJIe IPUBOAATCS KOHKPETHBIC JTAHHBIE;

4. HeT MpaBUJILHOTO OTBETA

Bomnpoc 16. Bce HHCTPYKIIUM MOKHO Pa3ieJIMTh HA IB€ OCHOBHbIE IPYIIIbI:

1. THCTPYKIIMH, PETIIaMEHTHPYIOIIHE MOPSAIO0K BBIMOJIHEHHUS KaKoro-1u0o mporecca, B
OCYIIIECTBIICHUU KOTOPOI0 MPUHUMAIOT y4acTUE UCTIOTHUTENH (JIOJKHOCTHBIE JIUIIA;
no/ipa3/iesieHus );

2. TOMKHOCTHBIE UHCTPYKLUH, Opeaesstonire GyHKuuu, mpaBa, 00sI3aHHOCTH U
OTBE€TCTBCHHOCTD JOJDKHOCTHBIX JIMII,

3. BCe BBILIENIEPEUNCIICHHBIE;

4. npyrue

Bonpoc 17. PekBu3uT — 00513aTe/IbHBIH 3JIEMEHT:
1. mpucymuii onpeneaeHHOMY BUAY JOKYMEHTA;

2. IPUCYIIMH 3IEMEHTY;

3. mpucymui KaK OOIIni;

4. HET MPaBWJIBHOTO OTBETA

Bonpoc 18. ®opmyasip-oopasen — 310:

1. COBOKYITHOCTh HE PEKBU3UTOB, a IMOJIUCEH

2. COBOKYITHOCTb PACIOJIOKEHHBIX B OIMPEIEIIEHHOHN TTOCIIE0BAaTEIbHOCTH PEKBU3HUTOB,
MPUCYIIUX BCEM BUIaM JOKYMEHTOB;

3. KapToTeKa, KOTOpast NCIIOJIB3YETCs ISl KOHTPOJIS 3 TOCCITY KaIllUMHU;

4. npyroe

Bonpoc 19. K nokymenTram, noajiexkamum 0083aTeJIbHOMY KOHTPOJII0, OTHOCSTCH:
1. Bce nmepeuncieHHsIE;

2. TOKYMEHTBI BBIIIECTOSIIIIUX OPIaHOB;

3. pacniopsIuTeNbHbIE TOKYMEHTHI IaHHOM OpraHu3aluu;

4. BaxkHbIe crielM(pHUUECKUE TOKYMEHTbI, CBOMCTBEHHBIE 3TOI CUCTEME YIPABJIEHHUS, C
KOHKPCTHBIMU CPOKaMHU HMCITOJTHCHU A

Bonpoc 20. B uem 3akio4aercsi mejib perucTpanuu J0KyMeHTOB?
1. oGecrieunTh UX yUer;

2. KOHTPOJIb;

3. 30BICTpHIii TOUCK;

4. Bce BbIIIEHA3BAHHOE.

Bomnpoc 21. TpedoBanusi, npeabsiBiAsieMbIe K TOKYMEHT0000pOTY:

1. IpsIMO TOYHOCTH JBUKEHMSI TOKYMEHTOB (JIOKYMEHT KpaT4alIlIUM IIyTEM IONAagaeT K
MCIIOJTHUTEITI0, BO3BpATHbBIE TIEPEMEIICHHS] TOKYMEHTOB UCKIIIOUYEHBI);

2. pacrpeieIEeHUE TOKYMEHTOB MEXY PYKOBOJIUTENISAMU U CIEUAINCTAMU COIVIACHO UX
(GyHKIIMOHATIBHBIM 00S3aHHOCTSIM;
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3. HeoOX0qMMOE TIepeMeleHIe TOKYMEHTOB (yOIupoBaHue, IUITHIE WHCTAHITUN U JSHCTBHS
UCKJTIIOYEHBI) U €UHO00pa3re MapuIpyTa ABHKEHUS JOKYMEHTOB U TEXHUYECKUX ONEpaLuii ¢
HUMH, OJJHOKPATHOCTh KaXKJIOM Orepaiuu;

4. BCe BBILLIETIEPECYNCIICHHBIE.

Bomnpoc 22. Knaccudukanusi 10KyMeHTOB — 3TO ...

1. He meneHue TOKYMEHTOB Ha KJIACCHI 110 HanboJiee OOIIMM MPU3HAKAM CXOJICTBA M Pa3IYHS;
2. neneHue JOKYMEHTOB Ha KJIacChl IO HanboJjee 001uM IpU3HaKaM CXO/ICTBA U Pa3Inyus;

3. nesneHue T0KYMEHTOB Ha KJIacChl IO HanboJiee CyIIeCTBEHHBIM MIPU3HAKaM CXOACTBA U
pa3inuuus;

4. He 3HAaI0

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

2. cekperapp;

3. pyKOBOAUTEINIb OPraHU3aIH;

4. HEeT IPaBUJIBHOTO OTBETA.

Bonpoc 24. Kak onpeaensiercsi 04epeiHOCTb €KeroAHbIX OIJIAYMBaeMbIX OTILYCKOB?
1. B COOTBETCTBHH C IpapUKOM OTIIYCKOB;

2. 110 KEJIaHUIO INIABHOTO OyXraiurepa;

3. 1O ’KEeJTaHUIO KOJIJIETH;

4. HEeT IPaBUJIBHOTO OTBETA.

Bonpoc 25. KTo He nMeeT npaBa BecTH TPYA0Bble KHUKKHU?

1. paboToaarens — FOPUIMYECKOE JIULIO;

2. paboToaaTenb — pU3NUECKOE JIULIO, SBJIAIOMINNCA UHANBUAYAIBHBIM NPEANPUHUMATENIEM;

3. paboTonarenb — GU3NUECKOE JIUL0, HE SIBJIAIOLINICS HHANBUIYAIbHBIM IPEANPUHUMATEIIEM;
4. HEeT IpaBUJILHOTO OTBETA.

Bonpoc 26. Kem Benercsi KHMra yyera IBM:KeHUs] TPYAOBBIX KHMKEK U BKJIajbllIeii B Hee?
1. kaccupoM OyXxrajnTepuu;

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

3. PYKOBOAUTEIEM OPraHU3ALNN;

4. HEeT IPaBUJILHOTO OTBETA.

Bomnpoc 27. Korna y paboTHHKAa HACTYNAaeT MPaBO HA MCNOJb30BaHUE OTIYCKA 3a NePBbIii
rox padorsi?

1. no ucreueHuu Tpex MecAIEB €ro HempephIBHON pabOTHI B TaHHOM OpraHu3aluu;

2. 10 UCTEYCHHUH LIECTH MECSIIEB €ro HEMPEePHIBHOM pabOThI B TAHHOW OpraHU3aIuy;

3. 0 MCTEYEeHNUH OJIMHHAIATA MECSLIEB €r0 HEMPEPBIBHOM pabOThl B TaHHOW OpraHU3aluy.

4. HeT MPaBUIIBHOTO OTBETA.

Bonpoc 28. Kak yuutbiBaoTcss Hepadoune nNpa3HUYHbIC THHA, IPUXOASIIMECH HA MEPHOI
€7KeroJHOro0 OCHOBHOI'0 OIJIAYHBAEMOro OTIycKa?

1. BKJIFOUAIOTCS B YUCIIO KAJIEHAAPHBIX JHEW OTITYCKa;

2. B UHCJO KaJICHIAPHBIX JHEH OTIIyCKa HE BKIIIOYAIOTCS;

3. IO YCMOTPEHHIO PYKOBOJIUTEIIS OpraHU3alluy;

4. HET MPaBWIBHOI'O OTBETA.

Bonpoc 29. B kakux ciiyyasix eskeroiHblii onJ1a4uBaeMblii OTIIYCK J0JIKeH ObITh MPOAJIeH?
1. B cmyyae BpEMEHHOM HETPYI0CIIOCOOHOCTH PaOOTHUKA,;
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2. B cllydae JTHS POXKJICHUS,
3. B cimyyae OTCYTCTBUS OMJIETOB HA CaMOJIET WIIU T10€3];
4. HEeT IPaBUJIbHOTO OTBETA.
Bonpoc 30. Koraa yreep:kaaercs rpadguk oTIyCKOB HA 04epeaHo roa?
1. 1 nexalps;
2. 3a 1B€ HEJIEIH 10 HACTYIUIEHUSI HOBOT'O KaJIEHAAPHOTO Io/ia;
3. B mepBbIii pabo4Mii I€HH HOBOTO T'0J1a;
4. HEeT IPaBWJIBHOT'O OTBETA.
ITPUMEPHBIE [TIPAKTHYECKUE 3AJIAYHN
1. CocraBUTh NMHCBMO-OTBET HA 3asBKY OpraHU3allid HAa y4acTUE B HAYYHO-IIPAKTUYECKOU
KoH(pepeHIMU «[ 0cyTapcTBEHHOE M MYHHIIMIIAIBHOE YIIPABICHUE CEIbCKUMH TEPPUTOPUSMU Y,

HpOBOI[HMOﬁ y‘le6HBIM 3aBCACHHCM.

2. CocTaBUTh MMPOCKT IIpHKA3a PYKOBOAUTCIIA OpraHu3aliliid O HAa3HAYCHHWH Ha JOJLKHOCTb
cagoBoaa.

3. CocTaBUTH IOBEPEHHOCTH HA MIPABO MOJIydeHUS U 0O(hOpMIICHUS TPpy3a.

4. CocTaBUTH npeaAcCTaBJICHUE OT HMCHHU Ha4YaJlbHUKaA IIJIAHOBOI'0 OTACIa O MOOIIPCHHUUN
COTPpYyAHUKA OTACJAa B CBA3H C pAllMOHAJIbHBIM IPCJIOKCHUEM 110 BHCAPCHUIO WHHOBALIMU.

5. CocTtaBUTH MHCHEMO-OTBET Ha HI/ICLMO'HpOCL6y.
6. CocTtaBUTH MHCHMO-OTBET Ha IMHUCBbMO-3aIIpocC.

7. CocTaBUTh MPOEKT MpPHUKa3a O COCTaBE KOMHCCHUU TO MPHEMKE MPOIYKIMH (TOBApOB) IO
KayecTBY.

8. CocraBUTh IMUCBbMO-3aIIpoC OpraHu3anuu B Tpmorpaq)mo O BO3MOXHOCTH CJaTh 3aKa3 Ha
M3TOTOBJICHUE OJIAHKOB JAOKYMCHTOB Ha 6yMare TI/IHOI‘pa(l)I/II/I.

9. CocraBuTh A0Tr0BOP HaA IMOCTAaBKYy TOBAPOB ITPOU3BOACTBECHHO-TCXHUYCCKOTO HA3HAUCHU .

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