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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 KOMIIETCHIIUA

YK-4 -4

Crnioco0eH oCyIIeCTBIATh I€TI0BYIO OcyiecTBiser JICJIOBYIO IEPEIUCKY u
KOMMYHUKAIMIO B YCTHOM M IMCbMEHHOM | KOMMYHHMKAIlUd C Y4YETOM OCHOB M TIPHHIIUIIOB
(bopMax Ha rocy1apCTBEHHOM SI3bIKE BEJICHUS TOKYMEHTO000pOTa

Poccuiickoit denepanuu u
WHOCTPaHHOM(BIX ) sI3bIKe(ax)

1.2 TlepeyeHb MIAHUPYEMBIX Pe3yJIbTATOB 00y4eHHsl M0 Y4eOHOl TUCHUILINHE

NHaukaTopbl J0CTHKEHUS

Ilnanupyemble pe3yJibTaThl 00y4eHH s

KOMIIEeTeHI M
N/1-4.YK-4 3uatsb (3):
OcymecTBisieT JICJIOBYIO | - OCHOBBI M IIPUHIIUITBI BEJICHUSI JIOKYMEHTO000POTa;

NEepCrUCKY U KOMMYHUKAIIUN
C y4€TOM OCHOB W IIPUHUHUIIOB
BCACHUA ,I[OKYMGHTOO60pOTa

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

- IpaBHJIa BEICHUS M XPAHCHHUSI JOKYMEHTOB, H3TOTOBJICHHS
0JIaHKOB;

- IpaBmIa U HOPMBI IETOBOM TEPETIHCKH.

YmMmers (Y):

- OCYLLECTBJIATH JEJIOBYIO IIEPEIUCKY;

- OCYIIECTBIISITh IOKyMEHTaIbHOE O(DOPMIICHHE PEIICHH B
OpraHu3alNy;

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

Baaners (B):

- METOIMKOM OCYIIIECTBIICHHS JIEJIOBOM MEPETUCKU U
KOMMYHUKAaIWH;

- TEXHUKOW BEJIEHUS IOKyMEHTOO0O0pOTa,;

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

- METO/IaMU COCTaBJICHUS, OQOPMIICHUSI U XPaHEHUS CIyKeOHBIX
JOKYMCHTOB OpraHu3amuu.




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

Juctunmaa «OCHOBBI  JICJIONPOM3BOJICTBA»  BXOAWT B O0SA3aTCIBHYIO  YacTh
JHUCLMILINH.

Hean: QopMupoBaHne YHUBEPCAIbHBIX KOMIICTCHIIMH, TEOPETUYECKUX 3HAHHUU
OCYIIECTBJICHUS JCJIOBOM MEPENUCKU U KOMMYHHUKAIIMI C y4€TOM OCHOB U NMPUHIIUIIOB BEJICHUS
JIOKYMEHTO000POTA.

3amaun:

- O3HAaKOMHTH CTYACHTOB C OpraHU3allMOHHBIMH (OpMaMH W OOIIMMHU MPUHIIMITAMH
JIEJIONIPOU3BOJICTBA, C IOPSIKOM IOKYMEHTUPOBAHHUS JISIIOBON HH(OpMAIIHH;

- HAYYUTh CTYJICHTOB CHCTEMAaTH3UPOBATh HH(POPMAIIHIO TI0 OTACIBHBIM KaTETOPHSIM:

- O3HAKOMHTH CTYJICHTOB C TPEOOBAHWSIMH COCTaBJICHHsS Tpaduka JTOKyMEHTOO0OpOTa 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 CAMOCTOSITEJILHYIO PadoTy

o0yyarommxcs
3.1 Ounas ¢opma o0yueHus
Bup yue6HOH paboThI 3 cemecTp

OO6m1ast TpyA0€MKOCTh JUCIUIUIMHBI, 3a4€THBIX €UHUIL 2
4acoB 72
AynutopHasi (KOHTaKTHasi) padoTa, 4acoB 36
B T.4. 3aHATUS JIEKIIMOHHOI'O THUIIA 18

3aHSTHUSI CEMUHAPCKOr0 THUIIA 18
CamocrosiTeibHas padoTa 00y4aOIMXCcsi, 4aCOB 34
B T.4. KypcoBasi pabota -
KonTpoJas 2
Bua npomexyTo4HON arTecTanuu 3a4€T

3.2 O4Ho-3204Hasi popMa 00yueHHs

Buj yue6HO#M paboThI 4 cemectp

OO0m1ast TpyA0€MKOCTh JUCITUTUIMHBI, 3a4€THBIX €TUHUIL 2
4acoB 72
AynuTopHasi (KOHTaKTHas1) padoTa, 4acoB 16

B T.Y. 3aHATHUS JIGKLIMOHHOTO TUIA 8

3aHATHS CEMUHAPCKOTro TUIA 8

CamocTtosiTeibHAsA padoTa 00y4yaommXxcsi, YacoB 54

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




3.3 3aounas popma o0y4eHHsA

By yuebnoli paboThl 5 cemecTp

OO6m1ast TpyA0EMKOCTh JAUCIUIUIMHBI, 3a4€THBIX €IUHUIL 2
4acoB 72
AyautopHasi (KOHTaKTHas1) padora, 4acoB 4

B T.4. 3aHSATHUS JICKIIHOHHOTO THIIA 2

3aHSTHSI CEMUHAPCKOr0 TUIIA 2

CamocrosiTesibHAsi padoTa 00y4a0IIMXCs, YacoB 64

B T.4. KypcoBas paboTa -
KonTpoas 4
Bun npomexyTouHOlM arrecTauuu 3a4eT




4. Copeprxanue TUCHMILIMHBI, CTPYKTYPHPOBAHHOE 110 TeMaM (pa3jejiaM) ¢ yKa3aHHueM
OTBEJICHHOT0 HA HUX KOJHYeCTBA aKAJleMHYeCKHX YACOB M BU/I0B YUeOHbIX 3aHATHI
4.1 llepeveHnb pa3aes10B JMCHUILUINHBI C YKa3aHHEM TPYJ10eMKOCTH ayIMTOPHOI
(KOHTAKTHOM) U CAMOCTOSITEJIbHOH Pa00ThI, BUI0B KOHTPOJIEH U IepedHsi KOMIIeTeH N

Ounas hopma oOydeHust

TpynoeMKOCTb, 4aCOB

B TOM YHUCJIC

Haumenosa
ayJIUTOpH Lo
HanmenoBanwue pasjena ot caMoCTOs Kon MJIK
BCETO . OLIEHOYHOT
(KoHTaKT TEITHLHOMN
. 0 cpecTBa
HOI) paboThl
paboThI
Pazgen 1. OcHOBHbBIE MOHATHSA U POJIb Pedepar | UJ1-4.YK-4
NeJIONPOU3BOACTBA B BeJCHUH 24 12 12
AOKYMEHT0000poTa
1.1. OcHOBHBIE MOHATHS U POIb
JICIONIPOU3BOJICTBA B OPTaHU3AIIMIX 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. OpranuzaioHHO-
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 XpaHEHHS JOKYMEHTOB 10 6 4
KonTpoanb 2
MUTOI'O no aucuuminne 72 36 34




OuHo-3a04Has popma 00yUeHHS

TpynoeMKocTh, 4acoB

B TOM 4YHCJIC

Hanmenosa
ayIUTOpH
N HHE
HaumMenoBanue paszuena oif camMocCTost Kox UJIK
BCETO . OIICHOYHOT
(KOHTaKT TEJIbHOU
. 0 cpencTBa
HOIA) paboThI
paboTHI
Pa3zjnen 1. OcHOBHBbIE NOHSATHUA U POJIb Pedepar | U]]-4.YK-4
AeJIONPOU3BOACTBA B BeJleHUH 32 8 24
AOKYMEHT0000poTa
1.1. OCHOBHBIC TIOHATHS U POJTH
JIEJIOMPOU3BOICTBA B OPraHU3alHsIX. 16 4 12
1.2. Perucrpanus TOKyMEHTOB 16 4 12
Paznen 2. CocraBiienne u oopmieHue KonTponsn
JAOKYMEHTOB /IJIfl OCYIIEeCTBJICHUS 38 g 30 as pabora
JeJI0BOH MepenucKu U
KOMMYHHUKAIM
2.1. Opranu3aioHHO- 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

TpynoeMKoCTh, 4acoB

B TOM YHCJIC

ayIUTOPH Hanmenosann
HaumenoBanue paznena BCCTO on CaMoCTOs | € OLIEHOYHOI'O Kon UK
(KOHTaKT TEJILHOU cpencrTa
HOIA) paboThI
paboThI
Paznen 1. OcHoBHBbIE MOHSITHA W Pedepar N/1-4.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 IOKyMEHTOB 12 0 12
Paznen 2. CocraBiienue u KonTponbhas
oopmiieHE TOKYMEHTOB JIJISI 42 5 40 pabora
OCYLIECTBJICHMS AeJT0BOM
nepenucKy i KOMMYHUKAIM
2.1. Opranu3aimoHHO- 12 5 10
pacropsiAuTeNbHas JOKYMEHTAIIHS
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 aucuuninHe 72 4 64




4.2 CoaeprxaHnue TUCUMIIMHBI 110 pa3leaaM U TeMaM

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

]_le.]'lb — U3YUCHHEC TCOPETUYCCKUX OCHOB JACJIONPOU3BOJACTBA B BCACHUU I[OKYMCHTOO60p0Ta.

3apgaun:

- O3HAaKOMHUTb CTYAEHTOB C OpraHU3alMOHHBIMH (GOpMaMH U OOLIMMH MPUHIMIIAMHU
JIeNTOTIPOU3BO/ICTBA, C MOPSAKOM JOKYMEHTUPOBAHMS JIeI0OBOM HH(OpMaIuy;

- HAy4YUThb CTYJAECHTOB CUCTEMATU3UPOBATh HH(OPMALIHIO 110 OT/AEIbHBIM KaTErOpUsM:

- O3HAaKOMHTDH CTYJCHTOB C TPEOOBAaHMSIMH COCTaBJICHHUS rpaduka JOKYMEHTOO0OpOTa B
OpraHu3aluHm.

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 TOHSATHS: JOKYMCHT,
JOKYMEHTHUPOBaHUE, TOKYMEHT0000pOoT, JoKyMeHTauusl. OpranusauronHble (GOpMbl AIONPOU3BOACTBA
M "X Xapakrepuctuka. HopmartmBHast ©6a3a memompomsBoactBa, ['OCTeL, KIacCHPUKATOPHI.
OTBETCTBEHHOCTh  JOJDKHOCTHBIX JIMII 32 OpraHu3almio jaeionpomsBoacTBa. Kiaccudukanms
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 pPEerucTpaliy JOKYMEHTOB B OpraHu3amusx. POpMbl perucTpanud JOKYMEHTOB.
Perucrpanus BXoasmux JT0KyMEHTOB. Peructpanusa ucxoasuux 1 BHyTPEHHUX JOKYMEHTOB.

Pa3znen 2. CocTaBiieHne u opopmieHne T0KYMEHTOB JJI1 OCYIIeCTBJICHHUS AeJI0OBOI NepenucKu
U KOMMYHHMKAIUMN

Lenb - HAYYUTHh MPABHIILHO COCTABJATh M OGOPMIIATH JOKYMEHTHI, CO3JaBacMbIe B MPOIIECCE
NPUHATHA ¥ Pean3alliy YIPaBICHYECKUX PEIICHUH B OpraHU3alusIX Il OCYLIECTBICHUS JEI0BON
MEePENUCKA U KOMMYHHUKAIIH.

3agaun:

- HAYYHTh CTYJICHTOB KAYECTBEHHO U OBICTpO 00padarhiBaTh HHGOPMAIMIO B IEISIX
CBOCBpeMeHHOFO HpI/IHSITI/IH COOTBeTCTBYIOIIII/IX ynpaBnqueCKI/Ix peHIeHHﬁ;

- 00y4YUTh CTYACHTOB MpaBWwiaM U (GopmMaM (QYHKIIMOHUPOBAHUS CUCTEMBI BHYTPEHHETO
JIOKYMEHTOO0OpOTa OpraHu3alliM, IEJIOBOM TNEPENHCKA C MapTHEpaMHU MO XO03AWCTBEHHOU
JIEITEIbHOCTH;

- HAay4YuTh CTYJCHTOB NpaBWIaM BeACHUS U (HOpPMHUPOBaHHS HHGOPMAIMOHHOTO OOCCIICUCHHUS
y‘IaCTHI/IKOB OpFaHI/I3aHI/IOHHBIX HpOCKTOB nu JIOKYMeHTaIII/II/I.

Ilepedyennb y4yeOHBIX 3J1eMEHTOB pa3jaea:

2.1. Opranu3alnuoOHHO-PACTIOPAINTEIbLHAS JOKYMEHTAMS

OpraHu3zanoHHasl JTOKyMEHTAIlVsl: TIOHSITHE, BHIbI, COJEpKAHWE U MOPAIOK OQPOPMIICHUSI.
PacriopsimutenvHble  TOKyMEHTHI: mOHATHE, BHIbL. CoaepkaHue U TOPSAOK  O(QOPMIICHHS.
HHbopMainoHHO-CITPaBOYHbBIE JIOKYMEHTBI: MIOHSITHE, BUIbI, COACPIKaHUE U MOPSI0K 0QOPMIICHUS.

2.2. JlokyMeHTAIMA NPH BHEAPEHUH TEXHOJOTHYECKHX, TPOAYKTOBBIX HHHOBAIIMIA

OcobeHHOCTH ¥ TPOOJIEMBI  JIOKYMEHTAIBHOTO OQOpPMIICHHS M Yy4eTa WHHOBAIIMOHHOW
npoaykuud. OTCyTCTBME B COBPEMEHHOM DPOCCHIICKOM YYeTe€ CHCTEMHOW y4eTHOW HWH(OpMannu Kax
CaMOCTOSITEJIbHOTO MAaccHBa JaHHBIX 00 MHHOBALMOHHOH nesTenbHOcTH. MHCTpyMeHTapuil 1o OLeHKe



00beKTOB HHTE/UIeKTyalbHOM coOcTBeHHOCTH (OMC). Pa3paboTka [TOKYMEHTOB, OITMCHIBAIOIIUX
OCHOBHBIC HAIPABIICHUS TEXHOJOTMYECKOTO PA3BUTHS KOMITAHUH (JOPOXKHBIC KapThl, Pa3UYHBIC
nporpamMmbl). CHCTEMBI YIPaBIICHUS WHTEIUICKTYadbHOW COOCTBEHHOCTHIO (ITATEHTHI, JUIICH3UH, HOY-

xay).

2.3. KaapoBoe 1eJ10npou3BOACTBO

JIOKyMEHTHpOBaHHE TPOICCCOB JIBIKEHHUS KaJlpOB B OpraHu3anusx. JlOKyMeHTHpOBaHUE
OIIEHKH Pa0OTHWKOB. Benenwe TpymoBbIXx KHMKEK paboTHHKOB. OdopmieHne TU4HBIX nei. Benenwe
JYHBIX KaPTOUEK.

2.4. TexHosorusi XpaHeHUsi JOKYMEHTOB

Opranmzaiyss BHYTPEHHETO JIOKyMeHTooOopoTa mpenanpusatus. [loHsTne pexuma XpaHEHHS
JOKyMeHTOB. TpeOoBaHUS K 3AaHUSIM U MOMEIIEHUsM apxuBa. CBETOBOH, TeMIIEpaTypHO-BIaKHOCTHBIH,
CaHMTApHO-TUTMEHUYECKUI M OXPaHHBIA PEXUMBI XpaHEHHs TOKyMeHTOB. Opranusanusi paboThl apXHBa.
[epenaua nen B apXuB OpraHU3alUH U UCIIOJIB30BaHHUE TOKYMEHTOB. KOHTpPOIH paboThl apXHBOB.
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4.3 TemaTn4yecKHii IJIaH 110 04HOI opme 00yUeHH

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

KonrakTHass pafora oOyuamommxcs ¢ npenojgaBartejieM (3aHATHS JEKUMOHHOIO THUNA -
JIEKIIHM U MHbIe y4eOHbIe 3aHATHS, NPeIyCMAaTPUBAIOIMe MTPeHMYIIeCTBEHHYIO Nepeavyy y4eOHOH

undopmanuu)
Tpynoem
Tema Bomnpocsl KOCTb,
4acoB
1.1. OcHoBHEIE 1. 3nadeHue  NENONMPOM3BOJACTBA U (OPMUPOBAHUS
TOHATHS U POJIb MH(OPMALIMOHHOTO 00eCIIeYeHHUS.
ACTOTIPOU3BOACTBA B | 2 TJoHsATHE U KJIACCU(DUKAINS TOKYMEHTOB
OpraHU3aLMAX. 3. PexBM3UTHI yNpaBICHYECKUX TOKYMEHTOB U IIPaBUIA HMX 3
odopmiienus. TpeboBanus K OJaHKAM M TEKCTY IOKYMEHTOB.
4. OTBETCTBEHHOCTh JOJKHOCTHBIX JIMI[ 32 OPraHU3alHUIo
JIEJIONTPOU3BOICTBA.
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 oOyuaiounuxcs ¢ npemnojgaBaresieM (3aHATHSI CEMHUHAPCKOI0 THUIA-
CEMHUHAPbI, IPAKTUYICCKHUE 3AHATHH, IPAKTUKYMBI, naﬁopaTopﬂbIe paﬁOTBI, KOJIJIOKBHYMbI U UHBIEC

AHAJIOrH4YHbIC 3aHﬂTI/Iﬂ)

@®opma 1 METOI IPOBENEHUS |  TpymOEMKOCTb,

Tema
3aHATHS 4acoB
1.1. OcHOBHBIE MMOHATHS U POJIb JAEIONPOU3BOJICTBA
CeMuHap-aucKyccus 3
B OpraHM3aLHUsX.
1.2. Peructpanusi 1OKyMEHTOB Cemunap-guckyccus™ 3

* yueOHble 3aHATHS, 00ECTIEUMBAIONINE PA3BUTHE Y 00YYAIOIIMXCS HABBIKOB KOMAHIHOM paboThl,
MEXIIMYHOCTHON KOMMYHHKAIINH, IPUHATHS PELICHUH, TUIEPCKUX KadecTB B 1 paznene — 3 vaca.

CamocrosiTebHas padora
Tema TpynoeMKocTsb, HaumenoBanue
4acoB OIIEHOYHOT'O CPEeJICTBA
1.1. OcHOBHBIE TOHATHS U POJIb IEIONPOU3BOJICTBA B 6
OpraHHu3aIusiX.
b Pedepar
1.2. Perucrpanus JOKyMEHTOB 6

11




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

NepenucKy 1 KOMMYHUKAIMH

KonrakTHasi paGora ol0yyamomuxcsi ¢ npenojgaBaresieM (3aHATHS JEKIIMOHHOIO THIA -
JIEKLIMU U MHbIe y4eOHble 3aHATHUSI, IPeAyCMATPUBAIOLINEe IPEUMYILIECTBEHHYIO nepeaayy yueOHou

uHdopmanuu)
Tpynoem
Tema Bomnpocsl KOCTb,
4acoB
2.1.0prasu3annoHHo- 1. OpranuzanvoHHas JOKYMEHTAIUsl: TOHSTHE, BHJIBI,
pacnopsaauTeibHas COZEpIKaHUE.
AOKyMCHTaIlUA 2. Tlopsmox oopmienus OpraHHU3alMOHHBIX
JIOKYMEHTOB.
3. PacnopsimuTenbHbIE JOKYMEHTBHI: TOHSATHE, BUJIBL 3
Conepxkanue U MOPSI0K oPopMIICHUS PaCTIOPSAIUTEIbHBIX
JIOKYMEHTOB.
4. HWHdopmanMoHHO-CIIPAaBOYHBIE TOKYMEHTHI: MOHSTHE,
BH/JIBI, COJICPIKAHHUE U TOPSTOK O(POPMIICHHUS.
2.2 . JIokyMeHTaLusl pu 1. okymeHTanbHoe 0hopMIIEHUE TPOTrpaMMbl BHEAPEHUS
BHCAPCHUHA TEXHOJOTHYECKUX, TPOAYKTOBBIX HHHOBALINI
TEXHOJIOTHYICCKUX, _ | 2. HoxymeHTanus 110 BHEAPEHUIO HHHOBALMI 3
TIPOAYKTOBBIX HHHOBALNN | 3 JokymeHTAIUs 10 BHEAPEHUIO OPraHU3allMOHHBIX
H3MEHEHMI
2.3. Kagposoe 1. JloxymMeHTHpOBaHHE MTPOLIECCOB JIBUKEHUS KaJPOB.
ACJIOIIPOU3BOACTBO 2. JloxyMeHTUpOBaHue OLICHKH OEATCIBHOCTU
pabOTHHUKOB. 3
3. Benenue TpynoBbIX KHIDKEK paboTHUKOB. OdopmiieHue
JINYHBIX JICII.
4. BeneHne TUYHBIX KapTOUEK.
2.4. TexHonorus 1. TloHATHE pexrMa XpaHEHHsI TOKYMEHTOB
XpaHEHHUs! TOKYMEHTOB 2. TpeGoBaHus K 31aHUSIM U TIOMELICHUSAM apXuBa
3. CBeToBOH, TeMIepaTypHO-BIaXHOCTHBINH, CaHUTApHO-
TUTHEHUYECKUN U OXpaHHBIﬁ PEKUMBI XpaHCHHA JOKYMCHTOB 3

4. Opranu3zanus padoThl apXuBa
5. Ilepenaua nen B apXuB OpraHu3allid W MCIIOJIb30BaHUE
JoKyMeHTOB. KOHTpOIIb paboTHI apXHBOB.

KonrakTHas palGora o0y4ammmuxcs ¢ mnpemnojasareseM (3aHATHS CEeMHMHAPCKOro THIIA-
CeMHUHAPbI, IPAKTHYECKHE 3aHATHS, IPAKTUKYMbI, J1a00paTOPHbIEe PA00ThI, KOJUIOKBUYMbI M HHbIE

AHAJIOIrM4YHbIC SaHﬂTI/Iﬂ)

®opma 1 METOJ IPOBENEHUS |  TpyHOEMKOCTS,

Tema
3aHSATHS 94acoB

2.1.Opraau3anmoHHO-pacopsAANTEIbHAs

P . P pAR Cemunap-guckyccus™ 3
JOKYMEHTAIIMS:
2.2. JlIokyMeHTanus Mpu BHEAPCHUH

Hloky LA TP AP . CemuHap-aucKyccus 3
TEXHOJIOTHYECKHUX, TPOAYKTOBBIX HHHOBAITUIH:
2.3. KagpoBoe nenonpon3BoACTBO Cemunap-guckyccus™ 3
2.4. TexHonorusi XpaHeHUs1 JOKYMEHTOB CeMuHap-AMCKyCCHUs 3

* yueOHble 3aHATHUS, 00ECTIEUMBAIONINE PA3BUTHE Y 00YJArOIMIMXCA HABBIKOB KOMaHIHOM paGoThl,
MEXITMYHOCTHOW KOMMYHHKAIIUH, IPUHITHS PEIICHUH, JINJEPCKUX KauecTB BO 2 pa3jerne — 6 Jaca.

yueOHBIE 3aHATHA, 00ECIIEUNBAIOLINE Pa3BUTUE Y O0YUArOIIUXCSl HABBIKOB KOMaHIHOW PadOTHI,
MEXITMYHOCTHOW KOMMYHHKAIIUH, IPUHATHS PEIICHUH, JIUJCPCKUX KAa4eCTB Bcero — 9 4acos.
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CamocrosiTeabHas padora

Tema TpynoemkocTsb, HaumenoBanue
4acoB OLIEHOYHOT'O CpEe/CTBa
Opranu3aliioHHO-pAcTIOPAIUTENbHAS TOKYMEHTAIUS 6
JloxyMeHTanust Ipy BHEAPEHUU TEXHOJIOTHUECKHX, 6
MPOAYKTOBBIX MHHOBAIUI
KoHTtponsHas padora
Kanposoe nenonponsBoacTso 6
TexHonorus XxpaHeHus JOKYMEHTOB 4

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

KourakTHast pafora oO0ydamommxcs ¢ npenojgaBarejieM (3aHATHS JEKUMOHHOIO THUMNA -
JIEKIIMY U WHbIe YUeOHbIe 3aHATHUS, MPelyCMAaTPUBAIOLIUE NPEeUMYIIeCTBEHHYIO Nepeaaqy y4eoHoii

THTHCHUYECKUI U OXPaHHBIA PEKUMBI XpaHEHUS IOKYMEHTOB
4. Opranuzanus pabOThI apxXuBa

ungopmanyn)
Tpynoem
Tema Bomnpocsl KOCTb,
4acoB
1.1. OcHOBHEIE 5. 3HaueHHe  JEJNONPOM3BOJACTBA W (OPMHUPOBAHMS
TOHATHS U POJIb MH(OPMALIMOHHOTO 00eCIIeYeHHUS.
ACTOTIPOU3BOACTBA B | 6, [JoHsATHE W KJIACCU(DUKAIHS TOKYMEHTOB
OpraHH3aLMsX. 7. PeKBHM3UTBI YIPABICHYECKUX JOKYMEHTOB M IPABUIA UX 2
odpopmiienus. TpeboBanust K OJaHKAM M TEKCTY JIOKYMECHTOB.
8. OTBETCTBEHHOCTHh JOJKHOCTHBIX JIMI[ 32 OPraHU3alHUIo
JIEIIONIPOU3BOJICTBA.
1.2. Perucrpanus 1. CymrHOCTh perucTpaiyu JOKyMEHTOB.
JTOKYMEHTOB 2. ®OpMBI PEerucTpanuy JOKYMEHTOB. 5

3. Peructpanust BXOASIINX TOKYMEHTOB.

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

JOKYMEHTAIIHS 6. Tlopsmok odhopmiteHHsI OpraHU3aIMOHHBIX IOKYMEHTOB.

7. PacnopsauTenbHbIE JOKYMEHTHI: MOHATHE, BUIBI. CoaepxaHue 1

1 TIOPSIOK 0(hOPMIICHUS PaCTIOPSAUTEIBHBIX JOKYMEHTOB.

8. MudopManmoHHO-CIIPaBOYHBIE JTOKYMEHTHI: INOHSTHE, BUJBI,

coJiep>KaHue U MOpsFIoK 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 IPOLIECCOB JIBMXKEHUSI KaIPOB.

JIeTTOTIPOU3BOJICTBO 6. JIoKkyMEeHTUpOBaHHUE OICHKHU JICATENILHOCTH PAOOTHHKOB.

7. Bexenne TpyJIOBBIX KHIDKEK paOOTHUKOB. OGopMIIEHHE THIHBIX 1

Jed.

8. Benenue THYHBIX KapTOYEK.

2.4. Texaonorus 1. I[lonaTne pexuma XpaHEeHHSI JOKYMEHTOB
XpaHEeHUs TOKyMeHTOB | 2. TpeOoBaHHA K 3aHUSAM U TIOMEILICHUAM apXrBa
3. CBeroBo#,  TeMIepaTypHO-BIaKHOCTHBIH,  CaHUTApHO- 1
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JokyMeHToB. KOHTpOoIIb paboThl apXHBOB.

5. Hepe;[aqa AC]T B AapXuB OpraHu3anvid W UCIOJb30BAHUC

KonrakTHasi paGora o0y4yamomuxcsi ¢ mpemnoaaBarejieM (3aHATHS CEMHUHAPCKOr0 THUIA-
ceMHHAPBI, NPaAKTHYeCKHe 3aHATHUS, IPAKTUKYMBI, J1a00paTOpHbIe Pad0Thl, KOJIJIOKBUYMbI U HHBIE

AHAJOIrM4YHbIC 33HHTI/IH)

Tena ®opma u METOA NpoBeZieHus |  Tpym0eMKOCTb,
3aHATHA 9acoB
1.1. OcHOBHBIC TIOHATHS ¥ POJIb ACIOMPOU3BOICTBA
CeMuHap-aHuCKycCUs 2
B OpraHu3alusX.
1.2. Peructpanusi TOKyMEHTOB Cemunap-auckyccus™ 2
2.1.0praau3annoHHO-PaCIOPIIUTEIbHAS
P . P pAR Cemunap-auckyccus™ 1
JOKYMEHTaIUs:
2.2. JlokyMeHTaI¥s IpH BHEIPEHUN
Hoky LA TIp AP . CeMuHap-AUCKyCCHS 1
TEXHOJIOTHYECKHUX, TPOAYKTOBBIX HHHOBAITUI:
2.3. KappoBoe 1enonpon3BoACTBO CeMuHap-AUCKyCCUST* 1
2.4. TexHONOTHA XpaHEHHsI JOKYMEHTOB CeMuHap-ANCKyCCHUS 1

* ydeOHbIC 3aHATHUS, OOCCICUMBAIOIINE pa3BUTHE Yy OOYyYArOIIMXCsS HABBIKOB KOMAHAHOW pabOTHI,
MEKITMYHOCTHOW KOMMYHHKAILINH, IPUHATHS PELICHUH, JINAEPCKIX KaueCTB BCETO —4 4acoB.

CamocrosiTeibHasg padora
Tema TpynoeMKOCTb, HanmenoBanue
4acoB OLIGHOYHOTO CpeCTBa
1.1. OcHOBHBIE IOHATHS U POJIb AEIONPOU3BO/ICTBA B 12
OpraHu3aLusX.
P Pedepar
1.2. Perucrpanus JOKyMEHTOB 12
2.1.0pranu3anOHHO-PaCIOPAAUTENbHAS TOKYMEHTALHA: 8
2.2. JloxymeHTanus Ipu BHEAPEHNN TEXHOJIOTHYECKHUX, 8
NPOIYKTOBBIX HHHOBALMIA:
KonrtponbHas pabota
2.3. KagpoBoe aemonpon3BoJICTBO 7
2.4. TexHOJIOT U XpaHEHUS TOKYMEHTOB 7

4.5

TemaTnueckuii MIaH 1o 3a04Hoi popme o0ydeHust

KonrakTHas paldora o0y4yalmmxcsi ¢ nmpenogaBarejeM (3aHATHA JICKIMOHHOIO THINA -
JIEKIIMU U MHbIe y4eOHble 3aHATHSI, IPeAyCMATPUBaIOLINe NPEUMYLIECTBEHHYIO Nepeaavy yueOHou

undopmanmu)
TpynoemMkocThb
Tema Bomnpocsl pynqaCOB ’
1.1. OcHoBHBIE 1. 3naueHue JAeNOMPOM3BOACTBA U  (HOPMUPOBAHHUS
TOHSTHS U POJTH MH(OPMALIMOHHOTO 0OeCTIeYeHHUS.
ACJTONPON3BOACTBA | 2 TIoHATHS U KIacCU(PUKALHS JOKYMEHTOB
B OpraHH3atmsx 3. PekBU3UTHI yNpaBIeHYECKUX JOKYMEHTOB U MpPaBHJIA )

ux o¢opmienus. TpeOoBaHus kK OJaHKaAM M TEKCTY
JTOKYMEHTOB.

4. OTBETCTBEHHOCTb JOJPKHOCTHBIX ML 3a
OPraHM3AIHIO JeJOPON3BOACTBA.
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KonTakTHass paGora o0y4ammuxcs ¢ mnpemnojasareseM (3aHATHS CeMHMHAPCKOro THIIA-
CeMHMHAPBI, NPAKTHYECKHe 3aHATHS, IPAKTHKYMBI, J1a0opaTopHbIe PadoThl, KOJIJIOKBHYMbI H HHBIE
AHAJIOrH4YHbIC 33HHTI/IH)

Tema Bun pabotsr (MeTox TpynoemMkocTs,
MIPOBEICHMUS ) JacoB
2.1. Oprann3anOHHO-PACTIOPSIAUTENbHAS JOKYMEHTAINS CeMuHap-ANCKyCCUST® 2

*yqeOHbIE 3aHATHS, OOECIEYMBAIOIINE pa3BUTHE Y OOYYaIONIMXCS HABHIKOB KOMaHIHOW pPalOTHI,
MEXITMYHOCTHOM KOMMYHHKALIMH, IPUHATHS PELICHUH, JINAEPCKUX KauecTB BCETO —2 Jaca.

CamocrosiTesbHasi padora

Tema TpynoemMKoCTb, HaunmenoBanue

4acoB OIICHOYHOTO CPEJICTBA

1.1.0OcHOBHBIC IOHATHS U POJIb JETIOTPOU3BOICTBA B 12

OpraHu3alusX. Pedepar

1.2.Peructpanus JOKyMEHTOB 12 KonTponbnas pabora

2.1.0praHu3aiioHHO-pacTIOPSAUTENbHAS TOKYMECHTAIUS 10

2.2. JIoKyMeHTalus pu BHEAPEHUH TEXHOJOTUYECKHUX, 10

IMPOAYKTOBBIX MHHOBAIIUU

2.3.KanpoBoe J1enonpou3BoacTBO 10

2.4. TexHONOTHS XpaHEHNsI JOKYMEHTOB 10

5. MeToauyeckne yKazaHus sl 00y4alOIIUXCSl 10 OCBOEHUIO JUCIHUNIMHBI

OCHOBHBIMU BUJaMH YYEOHBIX 3aHATHH 10 AUCUUIIIMHE «OCHOBBI J€IONPOU3BOJICTBA» U
OpraHu3alMOHHBIMU (popMamu OOy4yeHMs SBIAIOTCA: JICKLUS, 3aHATHS CEMUHApCKOTo THIIA,
KOHCYJIbTAIIHSI, CAMOCTOSITEIIbHAS paboTa 00yJaroIIerocs.

Jlexuust sBIsieTCA OJHUM M3 BaKHEHIIUX BUAOB YUEOHBIX 3aHATHI U COCTABISET OCHOBY
TEOPETUYECKONH MOJAroTOBKM oOywarouuxcsa. Ee menb - aarh CUCTEMATU3MPOBAHHBIE OCHOBBI
HAYYHbIX 3HaHUU MO y4eOHOW TUCHMIIMHE (MOJYJI0), aKIIEHTUPOBaB BHUMaHME Ha Hamboisee
CIOXKHBIX M Y3JIOBBIX Bompocax TeMbl. Jleknus JOKHAa CTUMYJIUPOBAaTh AKTHUBHYIO
MIO3HABATENBbHYIO JESITEIbHOCTh CTYIAEHTOB, CIIOCOOCTBOBATh (POPMUPOBAHUIO MX TBOPUYECKOIO
MBILUIEHUS. J{J1s1 YTeHHs OTAENbHBIX JIEKIIMA MOTYT MPUTJIANIAThCs BEAYIINE YUEHbIE U3 JPYTUX
00pa30BaTeNbHBIX, HAYYHBIX YUPEKACHUHN, CICIMAIUCThI U3 YUPEXKICHUI.

3aHATHUSI CEMMHAPCKOTO THIA — BHUJ y4€OHOTO 3aHATHUS, HA KOTOPOM O0ydYaroIuecs Ioj
PYKOBOICTBOM npenojaBaTess BBITIOJIHSIOT OIIpeZICIICHHBIE COOTBETCTBEHHO
c(OpMyJIMPOBAHHbBIE 33/1aYU C LEJIbI0 YCBOCHMS] HayYHO-TEOPETUUYECKUX IOJIOKEHUN yueOHOMI
JUCLHUIUTMHBL (MOJyJIs), IPHOOpPETeHNsT YMEHUH U HaBBIKOB UX IMPAKTHYECKOTO MPUMEHEHUS,
ONbITa TBOPYECKOW JI€ATENbHOCTH, OBJIAJICHUS] COBPEMEHHBIMH METOJaMU IPaKTUYECKOU
paboThl, B TOM YHCIIE C IPUMEHEHUEM TEXHUYECKUX CPEJICTB.

3aHATHST CEMHUHApPCKOTO THUIA MOTYT IPOBOAMUTHCS B (OpME TPEHHUPOBOK, pEIICHUN
IIPAKTUYECKHUX 3a/ad, KOMIBIOTEPHBIX NMPAKTUKYMOB, I'DYIIOBBIX IPOEKTOB, MAacTEP-KJIACCOB,
JIEJIOBBIX U POJIEBBIX UTP U T. II.

3aHATUS CEMUHAPCKOTO THUIA MPOBOJATCS B ayJUTOPUAX WM B y4eOHBIX JaOOpaTOpHsIX,
OCHAIIEHHBIX HEOOXOAMMBIMU TEXHHYECKUMHU CpEACTBAMH OOYy4YeHHUS, BBIYHUCIUTEIHHON
TEXHUKOMU.

Koncynpranust — BHJ y4eOHOrO 3aHATHs, Ha KOTOPOM OOYYaroLIUiics MOJy4aeT oOT
IpernojaBaTesiss OTBEThl Ha KOHKPETHBIE BOMPOCHI WM OOBSICHEHHS OTAEIbHBIX TEOPETHUYECKUX
MIOJIO)KEHUH M HX TPAKTUYECKOTO HCIOJIb30BaHUA. KOHCynbTaluu IpOBOAATCA PETYISIPHO U
HOCAT KAaK WHIMBUIYAJIBbHBIA, TaK M TpyNIoBod xapakrep. OCHOBHas 3ajada IPYIIIOBOTO
KOHCYJIbTUPOBaHMS — MOJIpOOHOE JTHO0 YriIyOJIeHHOE PacCMOTPEHHE BOIIPOCOB TEOPETUUECKOTO
Kypca, OCBOCHHE KOTOPBIX, KaK MPaBWJIO, BbI3bIBA€T 3aTpyAHEHHE y yacTu oOydvarommuxcs. [lo
KENaHUIO OOYYaIOUIMXCS BO3MOXKHO BBIHECEHHE Ha OOCYKJEHHE JOMOJIHUTEIBHBIX BOIPOCOB,
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BBI3BIBAOIINX Y HHUX 0COOBII HHTCPECC, KOTOPLIC HC MNOJYUWIM AOCTATOYHOI'O OCBCHICHUSA B
JEKIIMOHHOM KypCe.

I/I3yquHe OTACJIIbHBIX TEM JUCHUILIMHBI BHCAYAUTOPHO ABJIKICTCA OAHHMM H3 BHU/IO0B
CaMOCTOATENILHON pabOThI M PEKOMEHIYETCS TSl CTYACHTOB 3209HOT0 O0YUYCHHSI.

CryneHTbl OYHOTO OOYYEHHs H3YYalOT TeMbl IO YKa3aHWIO TMpernojaBaress Ju00 1o
COOCTBEHHOM MHMIMATUBE B CIy4asX AOMYIIEHHBIX MU HEOOOCHOBAHHBIX IPOITYCKOB 3aHATHH
WIK B IensiX Oojee yriayOJNeHHOH NpopaOOTKH ONpeAeiEHHBIX TEeM, BBI3BIBAIOIIMX HAYyYHO-
UCCIIE0BATEIbCKUN HHTEPEC 00YJarOIerocs..

Kontposip ycreBaeMOCTH M KadecTBa HMOATOTOBKH OOYYaIOIIMXCS IMOAPA3JCIsACTCS Ha
TEKYIIUH KOHTPOJIb U IIPOMEKYTOYHYIO aTTECTALUIO.

Texymmii KOHTPOJIb MpeaHa3HaueH IS MPOBEPKU X0/1a M KauecTBa YCBOCHHS y4eOHOTO
Marepuaa, CTUMYJIUPOBaHUs yueOHON paObOThI 00YyUYaAIOIUXCSl M COBEPLUICHCTBOBAHHS METOTUKH
npoBeneHus 3aHATHA. OH TPOBOAMTCA B XOJ€ BCEX BUAOB Y4YEOHBIX 3aHATHH B Qopme,
IPEeyCMOTPEHHON TEMaTHYECKUM IUIAHOM C HUCIIOIb30BAaHUEM TECTOBBIX 33JaHUH.

HpOMe)KYTO‘IHaSI arrecranus yCICBACMOCTH M KadCeCTBa IIOAT'OTOBKU 06yqalonmxc;1
npeaHa3HaueHa Ul ONpEACTICHUsS CTENCHM JOCTYIKEHHMS YYEOHBIX LeNieil MO JUCHUIUIMHE |
poBOIUTCA B (hopMe 3aueTa.

OOyuaromiyecss rOTOBATCS K IMPOMEXYTOUHOW aTTecTalluu camocToATenbHo. Iloaroroska
3aKIII0YacTCd B U3YUYCHHUH MPOrpaMMHOI0 Marcepuajia AUCHUIINIMHBI C UCIIOJIBb30BAHHUEM JIMYHBIX
3amucell, CAeNaHHBIX B paboumxX TeTpajsdX, M PEKOMEHJOBAaHHOW B TIpolLecce H3yYCHUs
JAUCHUIIIMHBIL JIMTCPATYPHI.

6. OneHo4YHbIE MaTepHuaJibl 10 JUCHUIVIMHE

OrneHoYHBIC MaTEepUAIBl 110 TUCIUIUIMHE TPEACTABICHBI B BHUJAC (OHIA OICHOYHBIX
CPEICTB B MPUTIOKEHUU A K paboueil mporpaMme JUCIUTUIUHEI.

7 quﬁﬂo-MeTozmqeclcoe U MAaTCPHATBHO-TEXHUICCKOE odecrneuyeHue AUCHUIIINHBI

7.1 DanexTpoHHbIe 00pa3oBaTe/ibHbIe pecypchl (JOP)

V4eOHO-METOAMIECKOe 00eCTICUeHHE TI0 TUCIIUTUIAHE -

Ne | ABTOp, Ha3BaHUE, MECTO U3JAHMSI, U3ATCILCTBO, TOJI Ccputka Ha 0P B OBC Axanemun
n/ W3JIaHUs, KOJTMYECTBO CTPAHMIT

1. | Muponkuna A.}O. Metoauueckue pexkomeHnaamuu | http://sgsha.ru/sgsha/biblioteka/Mu
W 3aJaHusl I CaMOCTOSATENbHOM paboThl 1o | poHKnHA%20A.10.%200cH0BbI %2
mucuuruinHe  «OcHOBBI  JiesonpousBoacTBay /| Ogenonponssa%2038.03.04%200
A 1O. Muponkuna. — Cmonenck: u3g. ®I'bOY BO | MY %20met%20ykazanusa%20mis
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):

Ne
n/m

ABTOp, Ha3BaHUE, MECTO U3/IaHUA, TOJl U3AHUS, KOJIUYECTBO
CTpaHUI]

Cchuika Ha y4eOHOE U3/IaHUE B
3BC

OcHogHas numepamypa

HUcaee A.C., Xmomuna E.A. «IIpaBoBbie OCHOBBHI

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

A.H. T'epacumoB, A.T. AumgmaoBa, E.W. I'pomon, E.W.
Kamyctuna. - CII6: U3garensctBo «Jlampy», 2018. — 280 c.

1. | opraHm3anuy 3amuTH TePCOHANBHBIX JaHHBIX» — CI16: HUY 4e/3196

NTMO, 2014. — 106 c. -

[TaBnoBa P.C. JlokymeHTanuoHHOE obecrieueHne padoThI .

. ] https://reader.lanbook.com/book/17

2. |kampoBoOW CiyKObl: ydeOHOe mocobue juist By30B. CaHKT- 309041

[lerepOypr: Jlanmp, 2021. — 328 c. -

Lononnumenvras rumepamypa

HBanosa E.B.. [IpaBoBoe obOecreuyeHue HMHPOPMALUOHHOTO hitp://ebs.rgazu.ru/index.php?q=no
1. |menemxmMenTa: YuebHoe mocobme / E.B. IBanoBa -— 4e/3010

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

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

7.2 CoBpemennbie npogecCHOHANbHbIE 0a3bI TAHHBIX
«[apanT-anamutuk» http://www.garant.ru
«KoncynprantlLiroc»» http://www.consultant.ru/

7.3 UndopManmoHHbIe CIPABOYHbIE

CHUCTEMBbI

Nudopmanmonnsie cucteMsl MuHcenbxo3a Poccun https://mex.gov.ru/
Hupopmanronnas cucreMa MuH3KOHOMpa3BuTHsa Poccun https://www.economy.gov.ru/
denepanbHas ciyx0a rocyJapcTBeHHOM cratucTuku https://rosstat.gov.ru/

7.4 Coctas 000py10BaHNsl, TEXHHYECKHX CPeCTB 00y4YeHusl, JJMLEH3NOHHOI0 U CBOOOIHO
PacCIpPOCTPAHSIEMOr0 NPOrPAMMHOI0 00ecIeYeHHs, B TOM YHCJIe 0Te4YeCTBEHHOIO

NPOU3BO/ICTBA

HaumeHoBaHUe yuyeOHBIX

ayauTopuii ajs
NnpoBeaeHUs y4eOHbIX
3aHATHH M OMeleHUH 1J1s
CaMOCTOATEIbHOM pPadoThI

Ilepeuyenn
o0opynoBaHus (B T.4. BUPTYaJIbHbIE
AHAJIOTH) U TEXHUYECKUX CPEACTB
00yueHust

JIuueH3noHHOE H CBOOOIHO
pacnpocTpaHsieMoe MporpaMMHoe
o0ecneveHue, B TOM YUCJI€ OTEYECTBEHHOTO
MPOU3BO/ICTBA

YuebHas ayauropus 414 s
MPOBEICHUS 3aHATHH
JIEKIIMOHHOTO THITA B
yueOHOoM Kopmyce Ne 1,
PAacIoIoKEHHOM M0 ajpecy:
214000, CmoleHcKast
obmacte, . CMOJEHCK, VI
Bonsmas Coserckas, 1.10/2

Crenmanm3upoBaHHas MeOeb-CTOJEI,
CTynbs, mapthl. Jlocka ayamTopHas,
TpuOyHa, ayIMOCHCTEMa aKyCTHYCCKAst
(oGopynmoBaHUe 3BYKOYCHIICHUS), OJIOK

yIpaBICHUS ISt 9KPaHOB,
MynasTEMenna-ipoekrop Plus  U-7,
HACTEHHO-TIOTOJIOYHBI ~ 3KpaH ¢
3JIEKTPOIIPOBOAOM Da-
LiteCosmopolitan. HoytOyx
RoverBook Partner E415L., naGop

y4eOHO-HATIISTHBIX TIOCOOHIA.

1.Omneparmonnass  cucrema  WindowsXP,
Windows 7, Windows 10 mis o6pa3zoBareiib-
HBIX OpraHu3aIui (Moamucka
AzureDevToolsforTeaching mo mporpamme
MicrosoftimaginePremium B pamMkax
cormammennst Ne1204024138 or 01.02.2021)

2. Od¢ucnoe IIO w3 cocraBa makera
MicrosoftOffice 2003, 2007, 2010, 2013 Pro u
Std Kopnoparusnas nuuensust OLP (moroeop
¢ 00O «Pureiin-cepucy Ne['PC-000545 or

26.11.2014)
3. AHTHBHUpYCHOE IIpOrpaMMHoOe o0ecrieueHne
KasperskyEndpointSecurity 1
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http://ebs.rgazu.ru/index.php?q=node/3196
http://ebs.rgazu.ru/index.php?q=node/3196
https://reader.lanbook.com/book/173090#1
https://reader.lanbook.com/book/173090#1
http://ebs.rgazu.ru/index.php?q=node/3010
http://ebs.rgazu.ru/index.php?q=node/3010
https://e.lanbook.com/reader/book/107297/#2
https://e.lanbook.com/reader/book/107297/#2
http://www.garant.ru/
http://www.consultant.ru/
https://mcx.gov.ru/
https://www.economy.gov.ru/
https://rosstat.gov.ru/

yearEducationalRenewalLicense

(Cy6nunensuonnsiit oropop NelIO-56/20 ot
18.05.2020)

YuebHas ayauropus 209 s

MPOBEACHUS 3aHATUI
CEMHHAPCKOT0 THIIA,
TPYIIOBBIX u
WHIUBHIYaIbHbBIX

KOHCYJIbTallud,  TEKYIIEro
KOHTPOJISL ¥ IPOMEXKYTOUHOM
aTTecTallii B y4eOHOM
KopIyce Ne 1,

PAcCIONI0KEHHOM M0 afpecy:
214000 CmoneHckas o0, T.
CMmonenck, yia. bombmas
Coserckas, 1.10/2

Crienanu3upoBaHHas MeOeb-CTOJBI,
CTynbs, mapthl. Jlocka ayauTOpHAs.
Tpubyna. Habop y4ueOHO-HArIsIIHBIX
MOCOOUIH.

YuebHas aymuropus 203 -
noMeLieHne i b
CaMOCTOSATEIbHOI pPadoThI
B yuebHOM Kkopmyce Ne 1,
PacIoNIOKEHHOM MO afpecy:
214000, CmoleHcKas
obnacte, r. CMOJICHCK, YII.
Bonemasa Coserckas, 1.10/2

Crienanu3upoBaHHas MeOeb-CTOJbI,
CTynbs, mapTel. KommbroTep B cbope ¢
NOJAKIIIOUEHUEM K ceTu IHTepHeT u

obecrieueHneM JIOCTyTIa B
BJIEKTPOHHYIO HH(POPMAIHOHHO-
00pa30BaTEIbHYIO cpeny

opranuzanuu— 18 mr.

1. Omeparmonnast cucrema Windows XP,
Windows 7, Windows 10 qis o6pa3oBareib-
HeIx opraHm3amuii (Ilogmucka Azure Dev
Tools for Teaching mo mporpamme Microsoft
Imagine Premium B pamkax coriamieHus
Ne1204024138 ot 01.02.2021)

2. Oducnoe ITO u3 cocraa nakera Microsoft
Office 2003, 2007, 2010, 2013 Pro u Std
Kopmopatusnass nmunensus OLP (moroBop c
00O «Pwuteiin-ceppuc» NeI'PC-000545 ot
26.11.2014)

3. AHTHBHPYCHOE IPOTpaMMHOE 00eCIIeueHUE
Kaspersky ~ Endpoint  Security 1  year
Educational Renewal License
(Cy6nunen3uonnbiit oroBop NellO-56/20 ot
18.05.2020)
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[Tpunoxenue A

MuHHCTEPCTBO CeJIbCKOro xo03siicTBa Poccuniickoit @egepaunu
denepanbHOE rocy1apcTBEHHOE 010I2KeTHOE 00pa30oBaTe/ibHOE YUpeKIeHne
BbICIIET0 00pa30BaHUA
«CMos1eHCKasi TOCYAAPCTBEHHAS CeJIbCKOXO0351liCTBEHHAS] AKaeMHsD)

@DOH/ OIIEHOYHBIX CPEJICTB JIJIS POBENECHHUS TEKYIIETO KOHTPOJIS U IIPOMEKYTOYHOM aTTeCTalun
oby4aromuxcs mo aucuuiuinae «OCHOBBI IETIOITPOU3BOICTBAY

Hanpasnenue noaroroskun 38.03.04 I'ocynapcTBeHHOE 1 MYHULIMIIAJILHOE
ylpaBJjieHue

Hanpasnennocts (mpoduiip) nporpamMmsl I'ocygapcTBeHHOe 1 MyHMIMIIAJIBHOE
ylpasBJieHHe CeJIbCKMMH TePPUTOPUSIMH

KBanudukanus 6axaaaBp

®dopma oOydeHUS 0YHAS], 0OUHO-3209HAsI, 320UHAs

Cwmostenck 2024
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1.0nucanne noka3areseil U KpUTepHeB OLlCHMBAHUS IUVIAHUPYEMbIX Pe3yJ1bTATOB 00y4eHus!
10 y4eOHOH TUCHHILINHE

HNuaukaropsl
JOCTHKEHHUSA
KOMIIETEeHII N

YpoBeHb 0CBOEHMS

[Lnanupyembie pe3yJibTaThI
o0yueHust

HaunmenoBanu
€ OIIEHOYHOI0
cpeacTsa

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

Ioporosblit
(YAOBJIETBOPUTEJIBHO

)

3HAeT:
- OCHOBBI Y IPUHIIMITBI
BEJICHUS TOKYMEHTO000pOTa;
- METO/IbI IOKYMEHTAJILHOTO
odopmIleHHs peleHul B
OpraHM3anusix;
- IPaBWJIa BEJICHUS U
XpaHEHUs JOKYMEHTOB,
W3rOTOBJICHUS OJaHKOB;
- mpaBwia ¥ (GOPMBI J1ETTOBOM
MEPEIUCKH.
yMeer:
- OCYILECTBIISATH JIETIOBYIO
MIEPETHCKY;
- OCYILIECTBJIATH
JOKYMEHTaJIbHOE
odopmIleHrE pelIeHH B
OpraHu3aluiy;
- IPaBUJIBHO UCIIOJIb30BATh
CUCTEMBI U METO/IbI
JIEJI0NPOU3BO/ICTBA HA OCHOBE
COBPEMEHHBIX TEXHOJIOTHIA;
- OpraHu30BaTh paboTy co
CITy’>k€OHBIMH TOKYyMEHTaMU
OpraHu3aLui.
BJIajeeT:
- METOJIMKOW OCYIIECTBIICHUS
JIEII0BOM MTEPENUCKH U
KOMMYHUKAIIHM;
- TEXHUKOU BeAECHUS
JIOKYMEHTO000pOTa,;
- METOJIaMHU
JIOKYMEHTaJIbHOT'O
odopMmIIeHUs pelIeHul B
OpraHu3aIuiy;
- METOJaMHU COCTaBJICHHUS,
opopMIieHUST W  XpaHECHHS
CITy>KE€OHBIX JOKYMEHTOB
OpraHu3aIyH.

3amura
pedepara,
BBITTOJTHCHHE
KOHTPOJIbHOU
paboTHI,
TECTHUPOBAHUE,
BBITTOJTHCHHE
MPAKTUIECKOTO
3aJaHus

IIponBUHYTHIN
(xopomo)

3HaeT TBepao:

- OCHOBBI U TIPUHIIHITBI
BEJICHUS JOKYMEHTO000POTa;
- METO/IBI JIOKyMEHTAILHOTO
odopMmIIeHUS pelIeHuH B
OpraHu3aIHsIX;

3amura
pedepara,
BBITIOJIHEHHE
KOHTPOJIBHOU
paboThl,
TECTHPOBAHUE,
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- IPaBWJIa BEJICHUS U
XpaHEeHUs JOKYMEHTOB,
W3rOTOBJICHUS OJIaHKOB;

- mpaBwIa U (POPMEI JIETOBOM
MIEPEIUCKH.

YMeer yBepeHHO:

- OCYILECTBIIATH JIETOBYIO
MEPEINUCKY;

- OCYILIECTBIIATH
JIOKYMEHTAJIbHOE
odopmileHre peuIeHHi B
OpraHu3alluy;

- IPaBUJIBHO UCIIOJIb30BaTh
CHUCTEMBI U METO/IbI
JIEJIONPOU3BOJICTBA HA OCHOBE
COBPEMEHHBIX TEXHOJIOTHIA;

- OpraHu3oBaTh paboTy co
CI1y>k€OHBIMH TOKyMEHTaMU
OpraHu3aIui.

Baaneer yBepeHHo:

- METOAMKOW OCYIIECTBIICHUS
JI€JIOBOM MEPENUCKH U
KOMMYHUKAaIHM;

- TEXHUKOU BEACHUS
JOKYMEHTO000pOTa,;

- METOJaMU
JTIOKYMEHTAIBHOTO
odopmIleHUs pelIeHul B
OpraHu3aIlNy;

- METOJaMHU COCTAaBJICHHUS,
opopMIleHUS U  XPaHECHUS
CITy’>KeOHBIX JIOKYMEHTOB
OpraHu3aIuu.

BBINTOJIHEHHE
IPAKTUYECKOIO
3aaHus

Bbicoxuii
(oTaM4HO)

HNmeer chopmupoBaBiieecs
CHCTEeMAaTHYeCKHe 3HAHUSA:
- OCHOBBI Y IIPUHIIMIIBI
BE€JICHUS JOKYMEHTO000POTa;
- METO/IbI IOKYMEHTAJILHOT'O
odopMmIIeHUs pelIeHul B
OpraHu3anusx;

- IpaBUJIa BEJICHUS U
XpaHEHUs JOKYMEHTOB,
W3TOTOBJICHUS OJIAHKOB;

- mpaBuIIa U (POPMBI J1€T0BOM
MIEPEIUCKH.

HNmeer chopmupoBaBiieecs
CHCTEeMaTHYeCKOe YMEHHUe:
- OCYILECTBIIATH JIEJTOBYIO
MIEPEIUCKY;

- OCYILECTBIIATH
JOKYMEHTAJIbHOE

3amura
pedepara,
BBITTOJIHEHHE
KOHTPOJIBHOU
paboTHl,
TECTUPOBAHUE,
BBITTOJIHEHHE
PaKTUYECKOTr0
3aJaHHS
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odopMIIeHHE PEIICHHH B
OpraHu3aluy;

- IPaBWJIBHO UCII0JI30BaTh
CHUCTEMBI U METO/IbI
JEJIONPOU3BOJCTBA HA OCHOBE
COBPEMEHHBIX TEXHOJIOTHIA;

- OpraHu3oBaTh paboTy co
CI1y>k€OHBIMH JOKyMEHTaMU
OpraHu3aIui.

IMoka3an
chopmupoBaBIeecst
cUCTeMaTH4YecKoe BJIajieHue:
- METOJUKOU OCYILIECTBIICHUS
JIEJIOBOY MTEPENUCKU U
KOMMYHUKAaIIUM;

- TEXHUKOU BeACHUSA
JOKYMEHTO000pOoTa,;

- METOJaMU
JIOKYMEHTAIBHOTO
odopMmIIeHUs pelIeHul B
OpraHu3alluy;

- METOJaMHU COCTaBJICHHUS,
opopMIICHUS ¥ XpaHEHUS
CITy>KeOHBIX JIOKYMEHTOB
OpraHu3aIyy.

22




2. Onucanue MKaJ OeHUBaHUSA

2.1 llIkaya onleHUBAHUS HA Talle TEKYIero KOHTPOJIs

dopma TeXHOMOrUsAOIICHUBAHUS
TEKYIIero OTtcyTcTBHEYCBOE IToporoBsrii [IponBuHyTHIN Bricokwii (oTimaHO)
KOHTPOJIS HUS (YmoBIEeTBOPUTETHH (xoporo)
(HIKETIOpOToBOT 0)
0)"
3ammTa Pedepar AMEIOTCSI OCHOBHBIC BBITTOJTHCHBI BCE
pedeparta CTYACHTOM HE CyLIECTBEHHbIE TpeOOoBaHUs K TpeOOBaHMS K HAITMCAHUIO
MPEJICTaBJICH OTCTYIUICHUS OT pedepary u ero u 3amuTe pedepara:
TpeOOBaHMIA K 3aIInTe 0003HaueHa podiiemMa u
pedheprupoBaHHIO BBITIOJTHEHBI, HO obocHoBaHa e
P STOM aKTyanbHOCTh, CACTaH
JIOTTYIICHBI KpaTKHii aHaJIn3
HEIO0YETHI. Pa3IMYHBIX TOYEK 3PCHUS
Ha paccMaTpUBaeMyo
npo0JeMy U JIOTHYIHO
M3TI0’KeHA COOCTBEHHAS
MO3UIHS,
c(hOopMyJIMPOBaHbI BEIBOIBI,
TEMa pPacKphITa
MOJTHOCTBIO, BBIJICPIKAH
00BEM, COOITIOIEHEI
TpeOOBaHMsI K BHEITHEMY
0 OpPMIIEHUIO, TAaHBI
IIpaBUJILHBIC OTBCTHI HA
JONOJHUTCIIBHBIC BOIIPOCHI.
BrinonHeHne | He BHIMOJIHEHA BBIMOJTHEHBI TOJIBKO | BBITOJTHEHBI BCE BCE 3a/IaHUSI BBITIOJTHEHBI
KOHTPOJIBHOM | WITK BCE 3aJaHUSl | TPH 33J]aHUs 3aJ]aHus, HO 0e3 o1mudoK
paboThl CIICITaHbI UMEIOTCS OIIHOKH
HCIIPaBUJIBHO
CTyJeHThI, TIOKa3aBIIHe YPOBEHb YCBOCHUSI HHMXE IMOPOTOBOr0, HE JIOMYCKAKTCA K MPOMEKYTOYHOMN

aTTeCTallu 110 JUCHHUIIIUHE.
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 m3y4aeMoM BOCIIPOM3BEAECHUN
NPaKTUKE, B OTBETax M MpH
BOIIPOCOB Mmarepualie, Marepuaia,
OTBETax M MpH perieHnn
BapHUaHTa) U NPaBUIIBHBIX MIPAKTHUYECKOE
pelieHue OTBETOB Ha 3ajlaHK€ PEIICHO C peIICHNH HPaKTHIECKOro
[IPaKTUIECKOTO MpeI0AKEHHBIN omnOKamuy, IIPAKTUYECKOT 0 3a/laHus HE
3aJlaHUs TECT MEHee 8, OTBETOB Ha 3aJIaHus He JIOITYCKaeT OIMNOOK,
3a/laHue pelIcHo 911 CEPbE3HBIX MIPEJTIOKEHHBIN TECT
HE MPaBHIILHO
P OIIHOOK, OTBETOB 14-15
WJIH HE PEIIeHO .
Ha MPeJIOKEHHBIN
tect 12-13
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3. TunoBble KOHTPOJILHBIE 3aJaHNS UJIU HHbIE MATEPUAJIbI, He00X0IMMBbIe /ISl OLIEHKHU
3HAHUI, YMEHUIi, HABLIKOB U (MJIM) ONBITA JeSITeIbHOCTH, XapPAKTEPU3YOIIMX ITANbI
(popMupoBaHus KOMIIETEHIIMI B NPolecce 0CBOEHUS 00pa30BaTeJIbHOM MPOrPaMMBbI

KOMILJIEKT IPUMEPHBIX TEM JIJIS1 HAIIUCAHUS PEOEPATOB
AJISl TEKYIIero KOHTPOJIA
1O JUCHUIINHE
«OCHOBBI J1€7I0ITPOU3BOJICTBAY

IIpumepHbie TeMbl pedepaToB K pasaenay 1

1. HUcropus pa3BUTHS CUCTEMBI TOCYJAPCTBEHHOT'O JIETONPOU3BO/ICTBA.

2. HopmartuBHO-MeToqu4eckas 0asza JeNONpOM3BOJACTBA (3aKOHOJATENBbHBIE aKThl PD B
cdepe nnpopmManuy U JOKYMEHTALINHN).

3. HopmaTuBHO-METOIUYECKHE JAOKYMEHTBI 110 JEJIONPOU3BOJCTBY ¥ OpTraHHU3AINH
ApXMBHOT'O XPaHEHHUS JOKYMEHTOB.

4. Knaccuduxanus, yHupuKays U CTAaHIAPTH3AIMS B ASTONPOU3BOICTBE.

5. PexBusutsl 1okymMeHTOB. [IpaBuiia opopmiieHHs PEKBU3UTOB JOKYMEHTOB.

6. TpeOoBaHus K OPOPMIICHHUIO PEKBH3UTOB, ONMPEICISIFONINX IBUKCHHEC M OTPAKAIOIINX
00paboTKy U UCTIOTHEHUE IOKYMEHTA.

7. TaGenb yHUPUITUPOBAHHBIX (OPM YUPEIKACHHSI, TPESATPUATHSL.

8. Opranuzanusi JOKyMEHTOOOOpPOTa B OpraHax TrOCYyAapCTBEHHOW BIACTH M MECTHOTO
CaMOYIPaBJICHUS.

9. Homenknatypa e npeanpusTus.

10. ®opmupoBaHue nei.

11. Tlepenaua u XxpaHeHHE JOKYMEHTOB B BEIOMCTBEHHBIX apXHBax.

12. Ocob6eHHOCTH XpaHEeHHUS IIEKTPOHHBIX TOKYMEHTOB.

KOMILIEKT 3AJIAHUM 1151 KOHTPOJIbHOM PABOTHI
nmo IMCIHUIIJIUHE «OCHOBBI AECJTONMPOU3BOACTBA»
OJIA TeKyI[IEFO KOHTpOJ‘Iﬂ

CryaenTy npejyiaratoTcsi BApuaHThl KOHTPOJIBHBIX padoT, BKItOUaromue 3ananus. Homep
BapHaHTa KOHTPOJIBHOU pabOTHI ONpeaensieTcs npenoaaBarenaeM. TeMaTuka KOHTPOIbHBIX padoT
chopMupoBaHa IO NPHUHIIMIY COYETAHUS TEM ITUCHUIUIUHBL. JIJIsi yCHENnIHOro BBIMOTHEHUS
KOHTPOJIBHON paboThl HEOOXOAUMO O3HAKOMHUTHCS C JIMTEPATypoOd, CIUCOK KOTOpPOMl JaH B
paboueli mporpamMme AMCHUIUIMHBL. J[Jis BBITIOJIHEHHWS] KOHTPOJIBHOW paboThl oTBOAMTCS 60
MUHYT.

IIpumepHBIe BOIPOCHI K KOHTPOJIbHOI padoTe mo pa3aesy 2

Bapuanr 1.

1. JloKkyMEeHTallMOHHbIE CUCTEMBI, UX COCTAB U COAECPKAHUE

2. CocraButh M 0QGOpPMHUTH 3asBICHHE PYKOBOJUTEIIO O IpHEeMe Ha paboTy Ha
JOJDKHOCTh HKOHOMMCTA

3. CocraBuTh MpOEKT IMpHKa3a PYKOBOJUTENS OpraHM3allid O HA3HAYeHUU Ha

JOJIKHOCTh SKOHOMUCTA (110 JaHHBIM ITYHKTA 2)
4. CocTaBUTh IOTOBOP KYIUIU-TIPOJIAXKH TOBAPOB
5. CocTaBUTh AOKHOCTHYIO HHCTPYKIHUIO CaJOBOAY OpraHU3aluu
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6.  CocraBUTb JOBEPEHHOCTDb Ha MPABO MOJIYYECHUS U OPOPMIICHHS Ipy3a.

Bapuanr 2.

1. Posb 1OKyMEHTHPOBaHUSA U TIOKYMEHTALIMOHHOTO 00eCIIeueH sl B YIIPaBICHUN

2. CocTaBUTh MUCHMO-3aIIPOC OPTaHU3AIMH B THUIOTPapHUi0 O BO3MOXKHOCTH CHIATh
3aKa3 Ha U3rOTOBJIEHUE OJaHKOB JOKYMEHTOB Ha Oymare Tumnorpaduun

3. CocTaBuTh MHpPOEKT NpHKa3a O COCTaB€ KOMHMCCHM IO NPUEMKE MPOAYKLUHU
(TOBapOB) MO KAYECTBY

4. CocTaBuTh NPOEKT MPUEMKH MPOIYKIUH (TOBAPOB) IO KAUECTBY C 3aKIHOYEHUEM

KOMHCCUHU O XapaKTepe BBISBICHHBIX AC()EKTOB B MPOAYKIUU U MPUYHMHAX X BO3HUKHOBEHUS
(o maHHbIM 11.3)

S. CoctaBuTh mNpeTeH3u0 00 YyIulaTeé CTOMMOCTH 3a0pakOBaHHON NpPOAYKLUHU
(ToBapoB), yOBITKOB 1 mTpada (1o JaHHBIM 11.4)
6. CoctaBuTh U OQOPMUTH JIOBEPEHHOCTh HA IPEICTABUTEIBCTBO SKOHOMHUCTY B

TEYEHHUE OJHOTO rojia B Cy/1IeOH0-apOUTPaXKHBIX OpraHax OT UMEHH OpraHU3aLUH.

Bapuant 3.

1. OcobenHoctu opraHuzanuu padoThl ¢ JOKYMEHTaMH, IMOJUIEKAIUMH apXUBHOMY
XPaHEHUIO

2. CocTaBUTh paclMUCKy O HOJYYEHHUU KaKUX-THOO JIEHEKHBIX WIM MaTepUalbHbIX
LIEHHOCTEN

3. Ilopsagoxk paccMOTpeHMs — IpEUIOKEHUH, 3asBI€HUH M Kajo0 TrpaxiaH
JOJKHOCTHBIMHU JIMIIAMU U TOCYJIapCTBEHHBIMU OpraHaMu

4. CocTaBUTb NPUMEPHBIN NepeueHb JOKYMEHTOB, Ha KOTOPBIX CTaBUTCA repOoBas
nevarb

5. CocTaBUTh IUCHMO-OTBET Ha 3asiBKy OpraHu3alliM Ha YydacTHe B Hay4dHOH
KOH(EepEeHIINH, POBOANMON yUeOHBIM 3aBEICHHEM

6. CocTaBUTh HOMEHKIATYpPY €]l OpraHU3allK C YKa3aHUEM CPOKOB UX XPaHEHHUS.

Bapmuanr 4.

1. Iopsnok ohopmieHNUs JIMYHOTO JieJia U BEACHUS JIUUHBIX KapTOUYeK

2. CocTaBUTh MMCHMO-O0TBET Ha MUCHMO-TIPOCHOY HIIH MHCbMO-3aIIPOC

3. CocraBuTh TpEICTaBICHHE OT MMEHH HavyaJbHHUKA TUIAHOBOTO OT/ENa O TOOIIPEHUH
COTpPYJIHHUKA OTJIENA B CBSI3U C PAllMOHAJIbHBIM IIPEIJIOKEHUEM 110 BHEAPEHUIO NHHOBALUM

4. CocraBUTh IPUKa3 O MOOUIPEHUH 10 JAaHHBIM II. 3

5. CocTtaBUTh JOrOBOp Ha TIOCTaBKYy TOBapoOB MPOM3BOJCTBEHHO-TEXHHUUYECKOTO
Ha3HAYCHUS

6. CocTaBUTh CIIpaBKy O TPYJOBOM CTa)ke paOOTHHKA Ha OCHOBAaHUH JIOKYMEHTOB OT/ela
KaJIpOB OpraHU3al1u.

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

3ader MpoOBOAMUTCS B BUAE MUTOTOBOTO TECTa M PEHICHUS MPAKTUYECKOro 3aaanus. [[ns
BBITIOJTHEHHS] OTBOAUTCA 90 MUHYT.

IIpumepHbIe 321aHUSA HTOTOBOIO TeCTA

Bomnpoc 1. /lesionpou3BoaCTBO — 3TO:
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1. oTpacip AesITeIbHOCTH, KOTOpasi He 00ecneunBaeT JOKYMEHTUPOBAHUE U OPTaHU3AIUIO
paboThI C OPUCHBIMH TOKYMEHTAMU;

2. oTpacib IeSTeTbHOCTH, KOTOpas o0ecreuynBaeT JOKYMEHTUPOBAHHE U OPraHU3aIHI0 paboThI ¢
O0(pHCHBIMU JTOKYMEHTAMH;

3. cdepa nesaTeNbHOCTH 10 00ECTICUSHUIO OpraHu3aIui O(DUCHBIME JOKYMEHTAMU;

4. HET MPaBWILHOTO OTBETA.

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

2. o0uIue ¥ crierraibHbIE;

3. MarepuaibHBIC U MPOIIECCYATbHBIE;

4. nesoBbIe U O0IIHE.

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

1. mopsiAKa NpUHATHUS PEIICHUH (eIMHOHAYAIIME UITH KOJIETHATIBHOCTb ),

2. obpema U xapakTepa B3aUMOCBSI3€H B OpraHU3aIuy;

3. XxapakTepa B3aUMOOTHOIICHUM C IPYTUMHU OpraHU3AlMSIMU U TOCYIapCTBEHHBIMU OpPTraHaMu;
4. Bce BBIIIETIEPEUUCIICHHOE.

Bonpoc 4. Yaudukauus 10KyMeHTOB — 3TO:

1. ycTaHOBJIEHHE HE €IMHOTO KOMILIEKCA BUIOB M PA3HOBUIHOCTEN JOKYMEHTOB JIJIS
AQHAJIOTMYHBIX YIIPABJICHUYECKUX CUTYAIHii, pa3padoTKa eIuHbIX (OpM U MPaBUI UX
cocraBlieHUs, 0(hOpMIICHUE B CO3J]aHKe TpadapeTHBIX TEKCTOB,;

2. yCTaHOBJIEHUE €IMHOTO KOMIUIEKCA BUJOB U Pa3HOBUIHOCTEW OTYETOB JIJIsl aHATIOTUYHBIX
YIIPaBJIEHYECKUX CUTYyallUi, pa3padoTKa enuHbIX (HOPM U MPaBHJI KX COCTAaBICHHs, OpopMIIeHHE
U co3aaHue TpadapeTHIX TEKCTOB.

3. YCTaHOBJICHHE €IMHOTO KOMILIEKCA BUAOB M PA3HOBUIHOCTEH TOKYMEHTOB JJISI aHAJIOTUYHBIX
yIpaBIECHUYECKUX CUTYaAIlUi, pa3paboTKa eUHBIX (POPM U MPaBHII UX COCTaBIICHUS, OPOpMIICHHE
U co3JiaHue TpapapeTHBIX TEKCTOB;

4. HeT MPaBWIBHOTO OTBETA

Bonpoc S. I'onoBoii 00beM JOKYyMEHT0000pOTa — ITO:

1. ucxoaHast BeIMYMHA JUIsI pacueTa YUCICHHOCTU COTPYJHUKOB CIIY>KObl TOKYMEHTALMOHHOTO
oOecrieyeHus, ONpeIesIeHUs CTENICHN 3arpyKEHHOCTH CTPYKTYPHBIX NOJpa3esieHUH 1
OTJIENbHBIX PAOOTHUKOB, CPEACTBO OINpEAETIeHUS NOTPEOHOCTEN B OpraHM3alMOHHON U
BBIYUCIIUTENILHON TEXHHKE, BbIOOpa Hanbosiee 3P PeKTUBHON CUCTEMBI pEruCTpaLuu
JIOKYMEHTOB U CIIPaBOYHOTO aIIapara;

2. UCXOoJHas BEJIMYMHA JUIsSl pacuyeTa YACIEHHOCTH HACEJIEHUs, OIIPEIEIICHHSI CTEIIEHU
3arpyK€HHOCTU CTPYKTYPHBIX MOJPa3AeICHUN U OTAEIbHBIX JIIOJIEH;

3. cpencTBO onpeenaeHns NOTpeOHOCTE B OpraHN3allMOHHON U BBIYMCIUTENbHOM TEXHUKE,
BbIOOpa Haubosee 3 PEKTUBHON CUCTEMBI PETUCTPALIUU JOKYMEHTOB U CIIPABOYHOIO annapara;
4. Her npaBUJIBHOTO OTBETA

Bomnpoc 6. JlokymeHT0000pOT — 3TO:

1. ABMKEHHME JOKYMEHTOB B OPraHU3alluy C MOMEHTA UX CO3JaHMsI WU MOITYYEeHHS JI0
3aBEpLICHUS UCTIOIIHEHUS NI OTIPABKHU;

2. TOKYMEHT, He TpeOyrouii 0co00ro BHUMaHMS,

3. ABM>KEHHE JOKYMEHTOB B OPraHU3allii C MOMEHTA MX MOJyYEHUs /10 3aBEPILICHUS
VCIIOJTHEHUS WJIM OTIIPaBKU B KOMUTET I10 JIeJIaM HECOBEPILIEHHOJIETHUX;

4. He 3HaO.
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Bonpoc 7. OcHOBHBI€ 3TaNbl NOATOTOBKHU U 0()OpMJIeHHSI BHYTPEHHUX JOKYMEHTOB B
opuce:

1. cocTaBieHue MPOEKTa U COTJIACOBAHUE;

2. mpoBepKa NPaBMILHOCTH O()OPMIICHHUS;

3. noJAIMcaHue U PErUCTpaLus;

4. BCe BBILICTICPEUNCIICHHBIE.

Bomnpoc 8. Perucrpaunsi 10KkyMeHTa BKJIIOYAET B ce0si:

1. mpocTaBiieHHEe 1aTHhI;

2. IpOCTaBJICHHUE PETUCTPALIMOHHOTO HOMEPA;

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

Bonpoc 9. Kakue TexHo/iorn4yeckue HeJ0CTATKU MMeeT )KypPHaJibHast (popMa perucTpaumu:
1. dopmanbHBIi XapakTep 3aKpEIUICHUs TOKyMEHTAa 33 BAJIOBBIM HOPSAKOBEIM HOMEPOM;

2. CIIOXHOCTHU BEACHHUSI I10 KypHATy MOMCKOBOMW, CIIPAaBOYHON U KOHTPOIBHOM paboThI;

3. CJI0KHOCTH 00513aTeIbHON MHOTOKPATHOM perucrpanuu JOKyMEHTOB;

4. OTCYTCTBHE BO3MOXKHOCTH OTPa3UTh JBUKEHHE TOKYMEHTA B IIPOIECCE PACCMOTPEHUS U
MCIIOJTHEHUSI.

Bonpoc 10. OcHoBHbIE (PYHKIIMHU, KOTOpPbIe 00ecrieYnBaeT JOKyMeHTAHOHHOe
ob0ecrneyeHue yrnpaBJieHHs:

1. nianupoBanue;

2. OpraHu3alOHHO-PACIOPSIUTENIbHAS 1€ TEIbHOCTh;

3. y4er ¥ OT4eTHOCTh, (PUHAHCHPOBAHUE U T.II;

4. Bce mepeyuncieHHbIE.

Bomnpoc 11. biank 10KymMeHTa — 3T0:

1. HecTaHIapTHBIN JIUCT OyMaru, Ha KOTOPOM BOCHPOU3BOAMUTCS MOCTOSIHHAS MH(pOpMaIUs
JIOKYMEHTa M €CTh MECTO JJIsl IEpEMEHHOM HH(popMalnu;

2. cTaHAAapTHBIN TUCT OyMaru, Ha KOTOPOM BOCIIPOM3BOIAUTCS ITOCTOSIHHAS UH(pOpMaIus
JIOKYMEHTa ¥ €CTh MECTO JJIsl IEpEMEHHOM HH(popMalnu;

3. HeT MpPaBUIILHOTO OTBETA,

4. npyroe.

Bonpoc 12. Ycrassbl — 3710:

1. JOKYMEHTBI, CTPYKTYpY U COJIEp>KaHUE KOTOPBIX ONpPEAEIAIOT Ha MECTE;

2. CIIO’KHBIE TOKYMEHTBI, CTPYKTYPY U COZIEpKaHUE KOTOPBIX OMPEIEISIOT CaMu pa3pabOTUHKY;
3. JOKYMEHTHI, COJepKaHNuE KOTOPBIX UMEET CIIyKEOHYIO TalHY;

4. HEeT NPaBUJIBHOTO OTBETA

Bomnpoc 13. /Io/zKHOCTHAsI HHCTPYKIHA — ITO:

1. MHCTPYKITUS TUPEKTOPA, KOTOPYIO HEOOXOIMMO BBITIOJIHATH B 00S3aTEIIBHOM TTOPSIIKE;
2. TOKYMEHT, B KOTOPOM OTMEUYEHBI HAPYIIUTEIH PACTIOPSAKA JHSI B OQUCE;

3. HET IPaBUJILHOTO OTBETA;

4. OpraHu3alOHHO-PACTIOPSAUTENbHBIA JOKYMEHT AJTUTEIBHOTO I MOCTOSIHHOTO CpOKa
JeHcTBUSI (10 BBEJEHUS HOBOI), B KOTOPOM OIPEACIICHBl HAyYHO-TEXHUYECKHE,
TEXHOJIOTHYECKHe, ((MHAHCOBBIC U IPYTHE CTOPOHBI AEATEIILHOCTH OpraHU3alliu, €€
MOApa3IeICHU U TOIKHOCTHBIX JIUII.

Bonpoc 14. CocraBjieHne 10KJaaa — 3T0:
1. macTepcTBO, TpeOyrolee MPaKTUIECKOI0 HABbIKA M KPUTHUYECKOTO aHaJIN3a MPOEKTa JOKIa/a;

27



2. TayaHT, He TPEOYIOMICH MPAKTUYECKOTO HABBIKA M KPUTHUECKOTO aHAIIN3a MPOCKTA OTYETA;

3. Tpya, TpeOyIOIINii He MPAKTHYECKOTO HaBbIKA M HE KPUTHYECKOTO aHAIN3a MPOEKTa TOKJIaa,
paboTy Hajx cobOoii;

4. HEeT MPaBUIBHOTO OTBETA

Bomnpoc 15. CnpaBka — 310:

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

2. TOKYMEHT, MOATBEPKAAIOIINNA Kakrue-Tu00 (HaKkThl UIIU COOBITHUS;
3. TOKYMEHT, TJIe IPUBOAATCS KOHKPETHBIC JIAHHBIE;

4. HeT NpaBUJILHOTO OTBETA

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

1. THCTPYKLIMH, PETIIaMEHTHPYIOIIE MOPSAIO0K BBIMOJIHEHHUS KaKoro-1u0o mporecca, B
OCYIIIECTBIICHUU KOTOPOrO MPUHUMAIOT Yy4aCTUE UCIIOTHUTEH (JOJKHOCTHBIE JIHIIA;
no/ipa3/iesieHus );

2. TOMKHOCTHBIE MHCTPYKLUH, ONpeaensione GyHKInuu, mpaBa, 00sI3aHHOCTH U
OTBE€TCTBCHHOCTD JOJIDKHOCTHBIX 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 MPaBWJIHLHOTO OTBETA

Bonpoc 18. ®opmyasip-oopasen — 310:

1. COBOKYITHOCTh HE PEKBU3UTOB, a IMOJIUCEH

2. COBOKYITHOCTb PACIOJIOKEHHBIX B OIMPEIEIIEHHOH TTOCIIeI0BAaTEIbHOCTH PEKBU3HUTOB,
MPUCYIIUX BCEM BUAaM JOKYMEHTOB;

3. KapToTeKa, KOTOpask UCIIOJIb3YETCs AJIsi KOHTPOJIS 32 TOCCITYKaIlIMMU;

4. npyroe

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

2. TOKYMEHTBI BBIIIECTOSIIINX OPraHOB;

3. pacriopsIuTeNbHbIE JOKYMEHTHI IaHHOM OpraHu3aluu;

4. BaxkHbIE CIIEIM(PHUUECKUE TOKYMEHTHI, CBOMCTBEHHBIE 3TOM CUCTEME YIPaBIEHHUS, C
KOHKPCTHBIMU CPOKaMHU HMCITOJTHCHU A

Bonpoc 20. B uem 3akio4aercsi mejib perucTpanuu J0KyMeHTOB?
1. oGecrieunTh UX y4er;

2. KOHTPOJIb;

3. 30BICTpHIi OUCK;

4. Bce BbIIIEHA3BAHHOE.

Bomnpoc 21. TpedoBanusi, npeabsiBiAsieMbIe K TOKYMEHT0000pOTY:

1. npsAIMO TOYHOCTH JBMXKEHUS IOKYMEHTOB (JIOKYMEHT KpaTJalIlIiM MyTeM IMOoMajgaeT K
WCIIOJTHUTEITI0, BO3BpATHBIE IEPEMELICHHS IOKYMEHTOB UCKIIOYEHBI);

2. pacnipeieIeHUE TOKYMEHTOB MEXy PYKOBOJUTENIAMU U CIELUAIMCTAMH COTJIACHO UX
(GyHKIIMOHATIBHBIM 00S3aHHOCTSIM;
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3. HeoOX0qMMOE TIepeMeleHIe TOKYMEHTOB (yOJIupOoBaHue, INITHIE HHCTAHITUN U JEHCTBHS
UCKJTIIOYEHBI) U €MHO00pa3re MapuIpyTa ABHKEHUS JOKYMEHTOB U TEXHUYECKUX ONEpaluii ¢
HUMH, OJJHOKPATHOCTh KaXKJIOM Olepaiuu;

4. BCe BBILLIETICPEYNCIICHHBIE.

Bomnpoc 22. Knaccupukanusi 10KyMEHTOB — 3TO ...

1. He meneHue TOKYMEHTOB Ha KJIACCHI 110 HanboJiee OOIIMM MPU3HAKAM CXOJICTBA M Pa3INIHS;
2. nelieHre JJOKYMEHTOB Ha KJIacChl 110 HanOoJjiee 00IUM IIPU3HAKaM CXOJCTBA U Pa3JInyus;

3. AeneHue TOKYMEHTOB Ha KJIacChl 0 HauboJee CyIeCTBEHHBIM MTPU3HAKAM CXOJICTBA U
pas3Inuus;

4. He 3HAIO

Bonpoc 23. Kto cocraBiasier rpadpuk oTmyckoB?
1. pyKOBOUTEIb KaJAPOBOM CITYKOBI;

2. cekperapn;

3. pyKOBOAUTENb OPraHU3aLH;

4. HEeT IPaBUJIBHOTO OTBETA.

Bonpoc 24. Kak onpeaensiercsi 04epeIHOCTD €:KeroIHbIX OIJIAYHBAEMbIX OTIIYCKOB?
1. B COOTBETCTBHH C TPaQUKOM OTIYCKOB;

2. 110 KEJIaHUIO INIABHOTO OyXraiurepa;

3. 1O ’KEeJTaHUIO KOJIJIETH;

4. HEeT IPaBUJIBHOT'O OTBETA.

Bonpoc 25. KTo He nMeeT npaBa BecTH TPYA0Bble KHUKKHU?

1. paboToaaresns — FOPUAMYECKOE JIULIO;

2. paboToaaTeinb — pU3NUECKOE JIULIO, SBJIAIOIINUNCA UHANBUAYAIBHBIM PEANIPUHUMATENIEM;

3. paboTonarenb — GU3NUECKOE JIUL0, HE SIBJIAIOLUIMICA UHANBUAYAIbHBIM IPEANPUHUMATEIIEM;
4. HEeT IpaBUJIbHOTO OTBETA.

Bonpoc 26. Kem Benercsi KHMra y4yeTa IBM:KeHUs] TPYAOBBIX KHMKEK U BKJajbllleii B Hee?
1. kaccupoM OyXxrajnTepuu;

2. COTPYJITHUKOM, OTBEYAIOIINM 32 BEJIEHUE, YUET U XpaHEHUE TPYIOBBIX KHUKEK;

3. PYKOBOAUTEJIEM OpPraHU3ALNY;

4. HET NPaBUJIBHOTO OTBETA.

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

1. mo ucTedeHnu Tpex MECSIEB €ro HEMPEPbIBHOM pabOThl B JaHHOW OpraHU3alluy;

2. 110 UCTEYEHHH IIECTH MECSIIEB €r0 HEMPEePhIBHOM padoThI B JaHHOM OpraHu3aluy;

3. 0 MCTEYEeHNUH OJIMHHALATA MECSLIEB €r0 HEMPEPbIBHOM pabOThI B TaHHOM OpraHU3aluy.

4. HET IPaBWJIBHOTO OTBETA.

Bonpoc 28. Kak yuutbiBaoTcss Hepadoune nNpa3iHUYHbIC JHH, TPUXOASIIMECS HA IIEPHO
€7KeroJHOro0 OCHOBHOI'0 OIJIAYHBAEMOro OTIycKa?

1. BKJIFOUAIOTCS B YUCIIO KAJIEHAAPHBIX JHEW OTITYCKa;

2. B UHCJIO KaJICHIAPHBIX JTHEH OTIyCKa HE BKIIOYAIOTCS;

3. IO YCMOTPEHHIO PYKOBOJIUTEIS OpraHU3aliy;

4. HET MPaBWIBHOIO OTBETA.

Bonpoc 29. B kakux ciyyasix eskeroiHblii 0OIJIa4UBaeMblil OTIIYCK J0JIKeH ObITh MPOJJIeH?
1. B cmyyae BpEMEHHOM HETPYI0CIIOCOOHOCTH PaOOTHUKA,;
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2. B cllydae JTHS POXKJICHUS,
3. B cimyyae OTCYTCTBUSI OMJIETOB HA CaMOJIET WIIN TIO€3[;
4. HEeT IPaBWJIBHOT'O OTBETA.
Bonpoc 30. Koraa yreepskaaercs rpaguk OTIyCKOB Ha o4epeHoii roa?
1. 1 nexalps;
2. 3a 1B€ HEJIEIH /10 HACTYIUIEHUSI HOBOT'O KaJIEHAAPHOTI'0 IroJia;
3. B mepBbIii pabo4Mii I€HH HOBOTO T'0J1a;
4. HEeT IPaBWJIBHOT'O OTBETA.
ITPUMEPHBIE [TIPAKTHYECKUE 3AJIAYHN
1. CocraBUTh NMHCBMO-OTBET HAa 3asBKY OpraHU3allid Ha y4acTUE B HAYYHO-IIPAKTUYECKOU
KoH(pepeHIMU «[ 0cyTapcTBEHHOE M MYHHILIUIIAIBHOE YIIPABICHUE CEIbCKUMH TEPPUTOPUSMU Y,

HpOBOI[HMOﬁ y‘le6HBIM 3aBCACHHCM.

2. CocTaBUTh IMPOCKT IIpHKA3a PYKOBOAUTCIIA OpraHU3aliikd O Ha3HAYCHHUUW Ha JOJIZKHOCTH
cagoBoaa.

3. CocTaBUTH TOBEPEHHOCTH HA MTPABO MOJIy4EHUsS U OPOPMIICHHUS Tpy3a.

4. CocTaBUTH npeacraBJICHUEC OT HWMCHM Ha4dYaJlbHUKaA IIJIAHOBOI'0 OTACTIa O IOOIIPCHUN
COTPpYyAHUKA OTACJA B CBA3H C paAllMOHAJIbHBIM IPCJIOKCHUEM 110 BHCAPCHUIO WHHOBALIMU.

5. CocTaBUTH MHCHMO-OTBET Ha HI/ICBMO'HpOCL6y.
6. CocTtaBUTH MHCHMO-OTBET Ha IMACBbMO-3aIIpocC.

7. CocTaBUTh MPOEKT MpPHUKa3a O COCTaBE KOMHCCHUU MO MpPHUEMKE MPOIYKIHH (TOBApOB) MO
KayecTBY.

8. CocTaBUTh NMUCHMO-3aIPOC OPraHU3alMM B TUIOrpaUi0 O BO3MOMKHOCTH CIaTh 3aKa3 Ha
U3rOTOBJIEHHE OJIAHKOB JOKYMEHTOB Ha Oymare TUIorpaduu.

9. CocraBuTh AOTOBOP HA MMOCTAaBKYy TOBAPOB IMPOU3BOACTBECHHO-TCXHUYCCKOI'O HA3HAYCHU .

10. CocTaBUTh IPUKa3 O MOOLIPEHUH PAOOTHUKA K MPO(ECCHOHANTBHOMY MPa3IHUKY.
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