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1. lleanb ocBOeHNSI AUCUUILIHHBI

Hens mucnummuabl: OOecnedynTh TMOATOTOBKY CTYJCHTOB B 00JIACTH TMPUMEHEHHS
BBIUMCIUTENFHON TEXHUKM TPH PEIIeHWHd 3a7ad  JOKYMEHTOBEACHHsS, JEIONPOU3BOJICTBA,
VIPaBJICHUS U aHAIN3a XO35HCTBEHHON JCATEIHHOCTH.

3aa4u JUCIHUIUIMHBI - TIOJTOTOBUTH CTYJEHTOB K CAMOCTOSITEILHOMY HCIIOIb30BaHNI0 DBM
MIPpU OpPTaHM3alliy ACJIONPOU3BOCTBA M yIpaBieHUs B oduce. M3ydapmme TUCIUTLIUHY JOJDKHBIL:
BIIQJICTh TIOHATHSIMHU, CBS3aHHBIMH C O(HCHON aBTOMAaTH3alMeil, METOJaMH U CpEACTBAMH
VIOpPaBJICHUS JJICKTPOHHBIMU JIOKYMEHTAMH, HMX CO3JIaHUEM, XpaHEHHWEM, aHaJu30M, ITIOHMCKOM,
opraHu3aleil KOJUIEKTUBHOTO AOCTYIIA.

2. Mecro mucuuniannbl B crpykrype OIIOITI BO
I[I/ICL[I/IHJII/IHBI, OCBOCHUC KOTOPBIX CTYACHTaMH HGOGXOI[I/IMO JIIsL N3YUCHUA
«JloKyMEHTOBEJICHUE W JOKyMEHT000OpoT»: wuctopus Poccuu, ¢unocodus, mnpaBoBeieHHE,
I/IHOCTpaHHBIf/'I SA3BIK. I[I/ICI_H/IHJ'H/IHBI, AJI1 KOTOPBIX OCBOCHUC I[aHHOfI JUCHUITIINHBI HCO6XOI[I/IMO Kak
npemuectByromee: OCHOBBI ynpaBlieHUs WHPOPMALMOHHOW 0€30MacHOCThI, MeToabl HaydyHOro
uccnenoBanus, OpraHu3alMOHHOE U IPABOBOE oOecrieueHue nH(HOPMAIIMOHHON 0€30IMacHOCTH.

3. Ilnanupyembie pe3yabTAaThl 00y4eHHs 10 IUCHUIIIINHE
[Inanupyemble pe3ynapTaTbl OOY4YEHMsI MO IUCLUIUIMHE, COOTHECEHHbIE C IUIAHUPYEMBIMHU
pesynbratamu ocBoeHust OIIOII (koMneTeHIUAMEI U HHANKATOPAMU JTOCTHKEHUST KOMIIETSHIIUN )

[Tnanupyemsbie pe3yapTaThl 00yUECHUS 110 AUCIUIUINHE, B
COOTBETCTBHH C WHIMKATOPOM JIOCTHKCHUS] KOMIICTCHINHA

dopMupyemsle

KOMIIETCHIIMHU (KOJ, HaumeHnoBaHue 011eHOYHOTO

TIPaBOBBIE aKTHI,
HOPMaTHBHBIC U
METOAUYECKHE
JIOKYMEHTBI,
periIaMeHTHPYIOLIHe
JACATCIBHOCTD 110
3anmuTe HHpopMaIu
B chepe
npodecCHOHAIBLHOM
JeATeIbHOCTH;

(hopmMupoBaHus
HOMEHKJIATYypBHI JIel,
HEeo0X0aUMOIl Ay
OpraHu3aIy PaboTHI
MPEaNpUATHS U pa3paboTKU
ABTOMATH3MPOBAHHBIX
UH(OPMALMOHHBIX CUCTEM
AIIEKTPOHHOTO
JIOKyMEHTO000poTa

5.1)
YMeTh cocTaBIsITh
OTYETHOCThH M TEXHUYECKYIO
nokymenrtanuto (OITK-5.1)

cojiepKaHue WunnkaTop mOoCTHKEHUS Pesynerater 00y4ueHus 1Mo CpencTBa
KOMIICTEHIINH) KOMIIETEHIINH JTUCTIATUTAHE
OIIK-5 Cnocoben OIIK-5.1 IpoBoaut 0630p 1 | 3HaTH OCHOBHBIC MpUHIHIEI | [lepedeHp BompocoB,3anaHus
MIPUMEHSTD aHaIN3 HOPMAaTHBHO- JIOKYMEHTOBEICHUS U
HOpMAaTHBHBIC MIPAaBOBBIX TOKYMECHTOB IS nokymerroobopota (OITK-




4. CTpyKTYypa H coepkaHne TUCHUILTHHbBI

OO6m1ast TpyI0€MKOCTh TUCIMIUIMHBI COCTABIISCT 4 3aueTHbIC enuHMIIBI, 144 daca.

4.1. ®opma o0y4eHHsI: OUHAS

YpoBeHs 6a30B0or0 00pazoBaHms: CpeiHee odIee.

Cpoxk 00yueHust 4r.

4.1.1. CTpyKTypa IMCHUNINHBI

KonraktHas pabora
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1 JIOKyMEHTOBEICHHUE 5116 110 Yermiii onpoc
2 ABTOMaru3anus 5 16 0,15 Hpa;l;;zziikne
JIOKYMEHT0000pOTa
Bcero 3a cemectp 144 | 16 | 16 1,6 1 0,25 | 110,15 3au. ¢ o.
Uroro 144 | 16 | 16 1,6 1 0,25 | 110,15
4.1.2. CoaepskaHue TUCUMILIMHBI
4.1.2.1. IlepeyeHnb JieKUMi
Cemectp 5

Pa3zoen 1. Jlokymenmoseoenue

Jlexnus 1.

[Tonstue nenonpounssoacTBa. HopmatuBHo-meToanueckas 6a3za Aem0NpoOU3BOICTBA.
YHUGHUIMPOBaHHBIE CUCTEMBI IOKyMEHTalMH (2 yaca).

Jlexkuusa 2.

IIpaBuna cocraBieHus: JOKyMEHTOB. TpeboBaHus K 0()OpMIIEHHUIO TOKyMEHTOB. bianku
JIOKYMEHTOB OpraHu3anuu (2 yaca).

Jlexuus 3.

Opranu3zalvoHHbIE JOKYMEHTHI. PaciopsiautenbHbie JOKYMEHTHI (2 yaca).

Jleknus 4.

JIOKyMEHTHUPOBaHHE JACITEIHPHOCTH KOJJIETHAIBHBIX OPraHoOB. JJOKyMEHTHpOBaHNE
UH(POPMALIMOHHO-CITPABOYHBIX MaTepHajoB (2 Jaca).

Jlexuus 5.

Pestome. TpynoBsie KOHTpakThl. JInunble nena (2 yaca).

Jlexuus 6.

Benenue nuunbIX KapTouek. [Ipukasbl o TM4HOMY cocTaBy. TpynoBble KHMKKH (2 aca).




Jlekums 7.

O6paboTka mocrynaroumx J0KyMeHToB. O06paboTka OTIpaBiIsgeMbIX T0KyMeHTOB. [lopsiiok
paboOTHI C BHYTPEHHUMH TIOKYMEHTaMH (2 Jaca).
Jlekumus 8.

Perucrpanus 1 KOHTPOJIb HCIOJTHEHHS JOKyMEHTOB. COCTaBI€HHE HOMEHKIIATYPHI JIE.
®opmupoBanue u opopmienue aen (2 yaca).

4.1.2.2. IlepeyeHb NPAKTUYECKHUX 3AHATHI

Cemectp 5
Pazoen 2. Aemomamusayus doxymenmoobopoma
IIpakTuyeckoe 3ansatue 1

[Toacucremsr (2 daca).
IIpakTuyeckoe 3aHsaTHE 2

CnpaBounuku (2 4aca).
IIpakTHyeckoe 3ansaTHE 3

JoxymenTtsl. Yactp 1 (2 gaca).
IIpakTuyeckoe 3ansaTue 4

JoxymenTtsl. YacTs 2 (2 gaca).
IIpakTu4yeckoe 3ansAaTHE S

Peructpsl HakomieHus (2 yaca).
IIpakTHyeckoe 3aHsATHE 6

Otuyetsl. Yacts 1 (2 gaca).
IIpakTuHyeckoe 3ansitue 7

Otuetsl. Yactb 2 (2 vaca).
IIpakTHyeckoe 3ansaTHE 8

Makertsl (2 yaca).

4.1.2.3. [lepeueHb 1a00paTOPHBIX PadOT
He mnanupyercs.

4.1.2.4. IlepeyeHb TeM U y4eOHO-MeTOAMUYECKOE O0ecIIedyeHHe CAMOCTOATEIbHOM

padoTbI

[lepedyeHb TeM, BEIHECEHHBIX HAa CAMOCTOSTEIBHOE U3YICHHUE!
. O61mure NoHATHS TOKYMEHTOBEAeHUS Ul.
. O011e MOHATUS TOKYMEHTOBEICHNS U2.
. [TpuHIIMTIBL OPMHUPOBAHUS DIEKTPOHHOTO TOKyMeHTa 1.
. [TpuHIMIIBI POPMHUPOBAHUS FIEKTPOHHOTO JOKYMEHTA 42.
. OUIT 4.
. OUIT u2.
. XML noKyMeHTHI.
. AHanmu3 JOKYMEHTOB.

Jlist  caMOCTOSITENTbHONH pabOTBhl  MCIIONB3YIOTCS METOJUYECKHE YKa3aHWs 10 OCBOCHHIO
JUCLUIUIMHBI U U3aHUS U3 CIIMCKA MPUBEAEHHON HIKE OCHOBHOM U JIOMOJIHUTEIBHOM JIUTEPATYPHI.

0N N WIN—

4.1.2.5. IlepeyeHb TeM KOHTPOJIbHBIX padoT, pedepartos, TP, PI'P, PIIP

He mmanupyercs.

4.1.2.6. [IpumepHbIii NepedeHb TeM KYPCOBbIX padoT (IIPOEKTOB)
He mmanupyercs.

5. O0pa3oBare/ibHbIE TEXHOJIOTHH
B mponecce M3ydCHHA AUCHUIIIIMHBI MMPHUMCEHACTCA KOHTAKTHAd TEXHOJIOTHA NPCIOJaBaHUA
(32[ HCKIIIOYCHUEM CaMOCTOATCIBHO HU3Yy4YdCMbBIX CTYyJACHTAMU BOHpOCOB). HpI/I MMPOBECACHNUU



MPaKTUYECKUX PadO0T MPUMEHSAETCS UMHUTAITMOHHBIA WM CUMYJAIUOHHBIN moaxon. Illaru pemenus
3aa4 CTYAEHTaM JEMOHCTPUPYIOTCS IIPU IIOMOINM MYJIbTUMEIUWHOM TEXHUKHU. B nanpHelmeM
CTYZIEHTBI CAMOCTOATENIHO PEIIAOT AHAJIOTMYHBIE 33JaHNUS.

6. OneHo4HbIe cpeacTBa AJIsl TEKYLIero KOHTPOJIA YCIIeBaeMOCTH,

l'[pOMe)KyTO‘IHOﬁ aTreCcraluu 1Mo urToraMm OCBO€HudA AMCIUIIJIMHBI.
@DOH/IbI OIICHOYHBIX MATEPHATIOB (CPEICTB) MPUBEICHBI B IPHIIOKEHUU.

7. YueOHO-MeTOAMYECKOE U MH(OPMAIITHOHHOE 00ecieyeHne JUCIIUILIUHBI.

7.1. OcHOBHas1 y4eOHO-MeTOAUYECKAS JUTEePATypa 10 JUCHUIIIHHE

1. Tkaymmu B.JI., JlabkoBckas P.S., ITupoxxnukoBa O.U., KopobeiitnnkoB A.I'., CUMOHEHKO
3.I'., MonaxoB 0. C. IlareHTOBeneHHE W 3aIIUTa WHTEIUIEKTYyaJbHONH COOCTBEHHOCTH. Y4eOHOE
nocobue - Cankr-Ilerepoypr: CII6: VYuusepcurer HWUTMO, 2015, 2015. - 171 c. -
http://books.ifmo.ru/file/pdf/1853.pdf

2. Komro6a N.1O., Uynaes A.B., [llukoB A.H. MeTobl OIIeHKH U U3MEPEHUST XapaKTEPUCTHUK
WH(OPMAIMOHHBIX cUCTeM. YueOHoe mocobme - Cankr-IletepOypr: CII6: Yausepcurer UTMO,
2015, 2015. - 264 c. - 120 3k3. - http://books.ifmo.ru/file/pdf/1847.pdf

3. OcHoBbl koHpuUrypupoBanus B cucteme «1C:Ilpeanpusitue 8.0» : yaueOHOE mocodue / . —
3-e u3n. — Mocksa : Marepuet-YHuBepcuter Mudpopmanumonnsix Texnonoruit (MHTYUT), Al [1u
Ap Menama, 2021. — 222 ¢. — ISBN 978-5-4497-0876-2. — TeKcCT : 3MeKTPOHHBIN // DIEKTPOHHO-
oubmuoreynas cucrema [PR BOOKS : [caiit]. — URL: https://www.iprbookshop.ru/102027.html. —
Pexxum noctyna: muist aBTopu3up. nojb3oBarenel - https:// www.iprbookshop.ru/102027.html

7.2. JlonoJIHUTEJIbHAS Y4eOHO-MeTOAUYeCKasi JJUTEPATyPa MO AUCHUILINHE

1. Texnonorust pa3pabOTKH CTaHIAPTOB M HOPMATUBHBIX JOKyMEeHTOB. YacTh 1. Texnomorus
pa3paboOTKN TEXHUYECKUX PErjJaMeHTOB : ydeOHO-meroaudeckoe mnocobue / coctasurenu H. U.
Moguan, J[. H. Munrazopa. — Kazanp : KazaHCKui HallMOHAJIBHBIA HCCIICAOBATEIILCKUM
TexHojorudyeckuii ynmsepcurer, 2009. — 165 c¢. — ISBN 978-5-7882-0732-2. — Tekcr :
IEKTPOHHBIA // DnekrponHo-OMOnmmoTeunas cuctema IPR BOOKS : [caiir]. — URL:
https://www.iprbookshop.ru/64021.html. — Pexxum poctyma: Juisi aBTOPU3Hp. MOJb30BaTeled -
https://www.iprbookshop.ru/64021.html

2. B.M. Menyneuxuii OcHOBHbIE TpeOOBaHUSA K OQOPMIICHHIO 3asBOYHBIX MaTepHAJIOB Ha
nzobperenuss - Cankr-lIlerepOypr: CII6: VYuusepcurer WMTMO, 2015, 2015. - 55 c. -
http://books.ifmo.ru/file/pdf/1793.pdf

3. B.M.Menyneuxkuii ConepkaHue W CTPyKTypa MaTE€HTHBIX HcciaeaoBaHui. - CaHKT-
[TetepOypr:  CII6:  YuuBepcuter WTMO, 2015. - 46 ¢ - 100 oKk3. -
http://books.ifmo.ru/file/pdf/1731.pdf

7.3. IlepeyeHb HHPOPMAITMOHHBIX TEXHOJIOTHid, MCIIOJIb3yEeMbIX NPHU
OCYIIeCTBJIEHHMH 00Pa30BaTeJILHOI0 NMpoIecca Mo JUCHUILUIUHE, BKIKYAs
nepeyeHb MPOrpaMMHOI0 odecrnedeHus: 1 UHPOPMALIMOHHBIX CIIPABOYHBIX

CUCTEM

B  oOpa3oBarenbHOM  mpolecce  HUCHOJB3YIOTCS  MH(QOPMAIMOHHBIE  TEXHOJIOTUH,
peann3oBaHHBIE HAa  OCHOBE  HMH(OPMALMOHHO-00pa30BaTENbHOTO  IMOpTajla  MHCTHTYTa
(www.mivlgu.ru/iop), 1 ”HOOKOMMYHUKAIIMOHHOW CETH UHCTUTYTA:

- IpeI0CTaBICHNE y4eOHO-METOJMYECKHX MAaTEPHAIOB B AJIEKTPOHHOM BU/IC;

- B3aWMOJICHCTBHE YYAaCTHHKOB 00pa30BaTENLHOTO TIpoIiecca depe3 JIOKAIBHYI0 CeTh
uHcTUTyTa M HTEpHET;

- TIPEZIOCTABIICHUE CBEICHUI O pe3yibTaTax y4eOHOU NEesSTEITbHOCTH B 3JIEKTPOHHOM JIMYHOM
KaOuHEeTe 00yJaroIIerocs.

WHdopMalMoHHbIE CIPABOYHBIE CHCTEMBI:

http://yandex.ru/



doc-online.ru

slovarionline.ru

kadroviku.ru

CrpaBouHo-npaBoBas cucreMa «KOHCYJIBTaHT TUTFOCH
CrpaBo4HO-TIpaBoBas cucremMa «l apant
http://v8.1c.ru/overview/dictionary.htm

[Tporpammuoe oOecrieueHue:

LibreOffice (Mozilla Public License v2.0)

1C:Enterise8.3 (becrutatnast Bepcusi 1j1s1 00y4eHUsI TPOrpaMMHUPOBAHHIO)

7.4. Ilepeyenn pecypcoB HHGPOPMALNMOHHO-TEJIEKOMMYHHUKANIMOHHOM CeTH

«I/IHTepHeT», HEOﬁXO)II/IMbIX JJIA OCBOCHHUA JUCHUITJIMHBI
books.ifmo.ru
iprbookshop.ru
yandex.ru
v8.lc.ru
mivlgu.ru/iop

8. MarepuajbHO-TEXHUYECKOE O0eceYeHue U CIUIITHHbI
KomnbroTepHslii kitacce
[TIK CPU-Intel Core 15-4460 BOX - 12 mrt.; [IK — lmr.; skpan DRAPPER Apex STAR;
suaeonpoekrop InFocus; kommyrarop. Jlocryn k cetu MHTEpHET.

9. MCTOIIH‘-ICCKHC YKa3aHusd 110 OCBOCHUIO THCHMUILJIMHBI

VYKa3aHbI B 2JIEKTPOHHBIM Kypce.

YKa3aHbI B 3JIEKTPOHHBIM Kypce.

YKa3aHbI B JIEKTPOHHBIM Kypce.

dopMa 3aKIHOYUTEIBHOIO KOHTPOJIA IIPU MPOMEKYTOUHOU aTTECTALMU — 3a4€T C OLCHKOM.
s mpoBeneHuss MPOMEXYTOUHOM aTTecTaly MO JUCLUIUIMHE pa3padoTaHbl (POHJ OLEHOYHBIX
CpeACTB U OaNIbHO-PEUTUHIOBasl CUCTeMa OLIEHKHU Y4eOHOH JesITeIbHOCTH CTyAeHTOB. OleHKa 1o
JUCIUIUINHE BBICTABISETCS B MH(OPMALIMOHHOW CHUCTEME M HOCUT MHTEIPHUPOBAHHBIN XapakTep,
YUUTBIBAIOIIUI PE3YNIbTaThl OLICHUBAHUSA Y4AaCTHs CTYACHTOB B ayJUTOPHBIX 3aHATHUAX, KaYECTBA U
CBOEBPEMEHHOCTH BBINIOJIHEHUS 3aJaHUM B XOJ€ M3YYECHHMS JUCLHUIUIMHBI M IIPOMEKYTOUYHOH
aTTeCTalUN.



[Iporpamma coctaBieHa B cooTBeTcTBHM ¢ TpeboBanmsimu PI'OC BO mo HampaBieHHIo
10.03.01 Hughopmayuonnas 6ezonacrocms v MPOPUITIO IOATOTOBKU be30nacHocms KOMNbIOMEPHbIX
cucmem (no ompacau uiu 8 cghepe npoghecCcUoOHAILHOU OessmeNbHOCMU)

Pabouyto nporpammy coctaBui k.m.H. Koanakog A.A.

[Iporpamma paccmoTpeHa u ogoOpeHa Ha 3aceqanuu kadeapor CIIM

npoTokoa Ne 21 ot 20.05.2021 ropa.
3aBenytomuii kapeapoit IIM Opnog A.A.
(ITonmuce)

PaGouast mporpamma paccMOTpeHa M OJOOpeHa Ha 3aceJaHuu Yy4eOHO-METOIUYECKON
KOMHCCUU (aKyIbTeTa

npotokoi Ne 9 ot 24.05.2021 rona.
IIpencenarens komuccuun OUTP Puiorckosa M.H.
(ITogmuce) (®.1.0.)




Ilpunoscenue

DoH/1 OLIECHOYHBIX MATEPHUAJIOB (CPeICTB) MO IMCHMUILINHE

JlokyMeHTOBeIeHHE U JOKYMEHTOO00POT

1. OHeHO‘IHbIe MaTepuaJbl AJ NPOBCACHUS TEKYIICI0 KOHTPOJISA yCII€EBAEMOCTH

o IMCIOMIIJIMHE

Temsbl asst yeTHOTO OMpoca:

[ToHsiTHE M OCHOBBI AEIONPOU3BOICTBA

JIOKyMEHTUpOBaHUE AEATEIbHOCTA OpraHU3aIil

JIOKyMEHTUpPOBAaHKE TPYAOBBIX OTHOIICHUI

Opranu3zanus paboTsl C TOKyMEHTaMU

PaGora ¢ noxymeHTamu, conepkanuMi KOHPHUICHIINATbHBIC CBEICHUS
DIEeKTPOHHBIN TOKYMEHTOO000POT

Ileuatrs oTUETOB

XLST tpanchopmaruu

OO0uee pacnpenesieHue 0a/JI0B TEKYLIEro KOHTPOJISA MO0 BUAAM Y4eOHBIX padoT Il CTY/AeHTOB

PeitTHHr-KoHTpOID | VYerHbli onpoc 3 Bompoca, 2 20
MPAKTUYECKUX pabOThI

POHTHHI-KOHTOIb 2 VYerHblii onpoc 3 Bonpoca, 3 20
MPAKTUYECKUX pabOThI

PelTHHT-KOHTPOb 3 VYernblii onpoc 3 Bompoca, 3 20
NPAKTUYECKUX paObOTHI

[Tocemenue 3anATHIA 15

CTYJIECHTOM

JlonmotHUTE IbHBIC OaJUTBI 5

(6onych)

BrinonHenue ceMecTpoBOro

IIJIJaHA CaMOCTOSTEIIbHON 20

paboThI

2. I[IpoMeskyTOUYHASI aTTECTALMS 110 IUCHUIIHHE
IlepeyeHb BONPOCOB K 3K3aMeHY / 3a4eTy / 3a4eTy ¢ OLeHKOM.
Ilepeuyenn npakTHYecKuX 3a1a4 / 3aJaHUi K IK3aMeHY / 3a4eTy / 3a4eTy C OLeHKOi (mpu

HAJTHYMH)

Temsbl a1 YCTHOT'O OIIpoca.

OIIK-5

1. OcHOBaHUe M3AaHUS NPUKa3a B CBSI3M C peopraHu3aluell CTpyKTypbl YIpaBiIeHUs B pupMe

COJICPKUTCA B ...
3aroJIOBKe

KOHCTaTHPYIOIIEH 4acTH TEKCTa MprKa3a
no3unuu Tekcta «OCHOBaHUE»
MpHUJIaraéMbIX JOKyMEHTaX
pacnopsAMTEIbHON YacTH TEKCTA IpUKa3a

2. [IlpaBoBoil akT,

OTNPENETSIOMMUA  TOPAIOK  00pa3oBaHus, TMpaBa, OOS3aHHOCTH U

OpTraHu3anunro paGOTBI YUpCKIACHUA Ha JUINTEIIbHBIN nepuoa BpEMCEHU — 9TO ...

pHKa3
MIOJIOKEHHE
JIOTOBOP
ycTaB

JOJDKHOCTHAs! UHCTPYKIIUS




3. B muceme, opopmiaeHHOM Ha OmaHKe PUPMBI, HEAOIMMYCTUMO HCTIOIb30BaTh U3JI0KCHUE:

ot 1 nuua, ex. aucia

oT 3 JI. eII. YHucia

OT 3 JI. MH. YHCJIa

oT 1 7. MH. yucna

4. JIOKyMEHT, ONUCHIBAIOIIMKA WM TOATBEP)KIAIOIINN COJEepKaHUE TE€X WM MHBIX (aKTOB
WJIU COOBITHI

aKT

JIOKJIaJTHAs 3aMuCcKa

crpaBKa

5. 3aroJI0BOK K TEKCTY AOKHOCTHOW MHCTPYKIUH JTOJKEH UMETh (POPMYITHPOBKY:

BUHUTEIBHOTO Majexka (Koro, 4ro?)

JATENBHOTO Majieka (Komy, ueMy?)

MPEAJIOAKHOTO Taexa (0 ueM?)

MMEHHTEIIBHOTO TMajiexa (KTo, 4To?)

6. UHCTpyKIIKS O AETIONPOU3BOACTBE YTBEPKIACTCH. . .

OTBETCTBEHHBIM 32 JIeJIONPOU3BOJICTBO JIUIIOM

HAYaJIbHUKOM KaHIEJISIPUU

PYKOBOJUTENEM MPEIIPUITUS

cekperapeM-pedepeHTOM

7. lara akTta 370 ...

Jlata yrBepxKacHUA

JlaTa coObITHS

Hara nmognucanus

8. Bo BpeMs MpOMU3BOJICTBEHHOTO COBEHIAHMS Y JUPEKTOpa CEKpPeTaph 3allrChIBall
BBICTYIUICHHS Y IPUHSTHIC penieHus. [1o uroram 3acenanus cieayer opopMHuTs ...

MIPOTOKOII

perieHue

pacnopsbKeHue

MIPOTOKOJI, PEIICHUE U PACTIOPSHKEHUE

M0 YCMOTPEHHIO HaualbCTBa

9. BBl cuuTaere, 4To IS YIIYYIICHUS JCIONMPOW3BOJCTBA Ha BamreM npeanpusiTHH HYKHO
3aKyMUTh W YCTAHOBUTH JOMOJHUTENBHOE MpOorpaMMHOe oOecrieueHrne. CBOU MPEIIOKEHUS IS
pyKOBOJCTBa GUPMBI BeI MOkeTe 000CHOBATH B ...

MUChME

pelieHnn

aKTe

CIIpaBKe

B JIOKJIAJTHOM 3alnCKe

10. laTa B rpude yTBEepKIeHHs JOKYMEHTA MPOCTABIISIETCS

MammHONUCHBIM CIOCOO0M

OT pyKH cekpeTapeM Iocie YTBEPKACHUS JOKYMEHTa PYKOBOAUTEIIEM

CaMuM pyKOBOAMTEIIEM B MOMEHT YTBEP)KJIEHUS JOKYMEHTa

JIro6bIM ciocobom

11. Komuccusi mo paccielnoBaHUIO MMOXkapa, MPOU3OMISANIEr0o Ha CKJIale OpraHu3alluy,
yCTaHOBWIIA sl PaKTOB, KOTOPHIE MOCTYXKHIIN IPUIUHON TTokapa. KoMuccus 10/mKHa COCTaBUTh

aKT

CIIPaBKY

JOKJIAJTHYIO 3aMHUCKY

WHCTPYKITHIO O TPOTUBOIIOXKAPHOU 0€30MTaCHOCTH

12. TIpaBoBoii akT, W3/AaBaeMblil EAMHOIMYHO PYKOBOIHUTENEM B IEISIX PELICHHS
OTIEPaTHUBHBIX BOIPOCOB, 3TO:

MIpHUKa3

pacropspKeHHe



yKa3aHue

UHCTPYKIHUS

13. JIokyMeHT, MOJIeKAIIHNN YTBEPKICHUIO

MpuKa3

aKT

MHUCHMO

pacnopspKeHue

14. Ilpuka3pl O Ha3HAYEHUU HOBBIX PYKOBOJUTENEH OpraHU3alMU B KOMHUSAX MOTYT
JIOBOJIUTHCS J1I0 CBEJICHUS:

PYKOBOJIUTEIIEH CTPYKTYPHBIX MTOAPa3ICICHHI

aMUHUCTPATUBHOIO IIEPCOHAJIA

BCETO KOJJIEKTUBA

15. PacniopsiauTenbHble JOKYMEHTBI BCTYNAIOT B CUJITY C ...

MOMEHTA UX MOJMUCAHUS

MOMEHTA UX MOJIUCAHUS U COTJIACOBAHUSA

MOMEHTA WX MOJIMUCAHUS U TOBEACHUS O CBEICHUS UCTIOTHUTES

MOMEHTA UX JIOBEJICHUS 10 CBEACHUS UCIIOJIHUTEIS

16. Pa3zpaboTka opraHM3aIOHHBIX JOKYMEHTOB B OpraHU3aIUsAX U HA TPEIIPUITUIX — ITO

(dbopManbpHOe, TpaJUIIMOHHOE TpeOOBaHUE, HE UMEIOIIEe MPAKTUYECKOTO 3HAUCHUS

HEO0OXOIMMOCTD MTPH BOSHUKHOBCHUH KOH(IMKTHBIX CHTYAIIHA

CO3/1aHHe HOPMATUBHOM 0a3bl JJIsl OpraHu3alry IPaBOOTHOIICHHH

MOBBIIICHUE MPECTUKA OpTraHU3aIU

17. Tlo coneprkaHuIO IPHUKa3bl OBIBAIOT:

[IpocTeie u cnoXHbBIE

[1o OCHOBHOM J€ATEIBHOCTH U 110 JUYHOMY COCTaBY

BuyTrpenHue u BHeIIHUE

[lonnsbie n kpaTkue

C yrioBbIM U POJOIBHBIM PACIIOI0KEHUEM PEKBU3UTOB

18. IlpoTokon AomkeH ObITh OGOpPMIIEH MOCTEe MPOBEACHHOIO 3aceJaHusl KOJUIETHalbHOTO
OpraHa He NO3/IHEE, YEM:

1 neun

3 mHA

4 nusa

5 nuen

19. IlpaBoM MOANMUCH MPUKA30B IO MEPCOHANTY U (PMHAHCOBBIM BOMpOCaM 00NagaeTt

PYKOBOJHTEIb U 3aMECTUTENh PYKOBOIUTEIIS

TOJBKO PYKOBOJUTEH

HavyaJIbHUK OT/IeJIa KaJIpoB

3aMECTHUTENb PYKOBOJAUTEISA

20. 3aroJ0BKOM K TEKCTY MPOTOKOJIA SBIISETCS ...

(hopMyIHpOBKa paccMaTpPUBAEMON TEMbI

Ha3BaHUE KOJUJIETHAJIBLHOIO OpraHa

KpaTKoe cofiepKaHue 00CyKIeHUs

WUTOT MPUHATHIX pPEUICHUN

21. JIokyMeHT, (UKCHUPYIOLUUN XOI OOCYXIACHHS W TPUHATUS PEIICHHs] Ha 3aceIaHUiX
KOJIJIETHAJILHOTO OpraHa:

AKkT

Kontpakt

Pemenue

[TocTanoBnenue

IIpoTokon

22. IOKyMEHTHI 110 OOITUM U aJMUHUCTPATHUBHBIM BOTIPOCAM MOTYT COCTABJISTH:

aAMUHUCTpALUS TPEATNPUATUS

paboTHHUKY (PMHAHCOBBIX OT/EIIOB



PYKOBOIUTEINH CIIYKO U MOapa3AeIeHUN NPeAnpUITHS

PYKOBOJUTEID

23. JIOKyMEHT, cOJAep alluii ONHWCAaHWEe W TOATBEPXKICHHUE TE€X WIM HHBIX (PAKTOB WM
COOBITUI HA3BIBACTCS:

cIpaBKa

JIOKJIaJ{Hasl 3aIluCcKa

aKT

3asIBJIICHUE

Cnoso «ITPUKA3BIBAIO» ymoTpebnsercs B ...

IIPUKA3axX U PacHOPsHKEHUSIX

MpUKa3ax

pacnopsAMTENbHBIX TOKYMEHTAX

JOKJIaIHBIX 3alliCKax

24. JlaToil mpoTOKOJIA SABISAETCS:

JaTa noanucanus

ara corynacoBanus

JlaTa U3roToBIIEHUA

Jara ucrojsHeHus

JlaTa 3aceaHus KOJUIETHAJIbHOTO OpraHa

25. JIoKyMeHT, periaMeHTUPYIOIUN AeSITENbHOCTh KOHKPETHOTO JOJKHOCTHOTO JIUIa

JOJKHOCTHAs! UHCTPYKIIUS

yKa3aHue

MpuKa3

CityeOHast 3amucKa

26. IIpu npueme Ha paboTy Bac 10/KHBI O3HAKOMHTH C BalllUMU MPaBaMU, O0S3aHHOCTSIMU U
GyHKIMAMEU. DTY HHOOPMAIHIO COACPIKUT

TPYZIOBOM KOHTPAKT

TPYZIOBOM AOTOBOP

MIPHUKa3 O MpuemMe Ha paboTy

JOJDKHOCTHAs! MHCTPYKIIMS

yCTaB MPEeANPUITHS

27. OTBeT Ha 3anpoc, NOANNUCAHHBIA PYKOBOJAUTEIEM OpPraHU3alluH, JOJKEH OANUCATh. ..

3aMECTUTEND PYKOBOAUTEIS

71000€ MOJIHOMOYHOE JIMIIO, B Ube€l KOMIETEHIIMH PELIEHUE TaHHOTO BOIpoca

PYKOBOJUTENb (PUPMBI, OpPraHU3aLIH

B 3aBUCHMOCTH OT CTaTyca 3anpaluuBaeMoil nHdopmanuu

28. TIuceMmo, nmeroniee (GUHAHCOBBIE U IOPUIMUECKUE MTOCIEACTBUSA, TOJIKHO OBITS ...

MOAINKCAHO JUPEKTOPOM, TJIaBHBIM OyXTajITepOM, 3aBEPEHO IIE€YaThIO

3aBEPEHO NE€YaThi0

MOJNKCAHO IJIaBHBIM OyXraiTepoM U AUPEKTOPOM

COIJIACOBAHO C IOPUCTOM

Ha YIJIOBOM OJ1aHKe

29. 3aroyIoBOK K TEKCTY CIIy>K€OHOTO MHCbMa MOXKET OTCYTCTBOBATh, €CIIU TEKCT. ..

COCTaBJIEH 110 OJTHOMY BOTIPOCY

OTpa)kaeT pPEeLIEHNE HECKOJIbKHUX BOIIPOCOB

odpopmiieH Ha Oymare ¢popmara A4

oopmien Ha Oymare popmata AS

30. Hymepanus npruka3oB 0 OCHOBHOM AEATETbHOCTH BEAETCA ...

10 MOPSAAKY C MOMEHTa 00pa3oBaHus (pUpMbI

MOJIPSi/ B TIpesiesiax Mecsia

MOJpsA B IpeAeax KaJeHIapHOro rojia

OTJIEbHO OT MIPHUKA30B M0 JIUYHOMY COCTaBY

31. PacnopsiaurenbHas 4acTh B YKa3aHUM HAUMHAETCS [J1ar0JIOM:
YKA3BIBAIO



[TIPUKA3BIBAIO
T[IPE/JIATAIO

CUUTAIO HEOBXOJUMbIM

I[TOCTAHOBJIAO
32. JIOKyMeHTBI 110 OOLIMM U aIMUHUCTPATUBHBIM BOIIPOCAM MOTYT COCTaBJIATh:

AIMUHUCTpalU MPCATIPUATUS

pabOTHHUKHU (PMHAHCOBBIX OT/EIIOB

pabOTHUKY BCEX MOAPA3ICICHUN TIPS PUSITUS

33. Eciu npuka3 u3MeHsieT (OTMEHSET, JONOIHIET) paHee U3JaHHbIi JOKYMEHT, TO OJIUH W3
MIYHKTOB PacloOPsIUTEIIEHON YacTH TEKCTA JIOJDKEH COJIePIKaTh CCHUIKY Ha OTMEHEHHBINW TOKYMEHT H
HAYMHATHCS CIIOBAMH:

«HpI/I3HaTB HUCIIOJIHCHHBIM. .. »

«IIpu3HaTe yTpaTUBILIUM CUILY...»
«IIpu3HaTh HENEHUCTBUTEIBHBIM. .. »

[IpuBeneHs! B MOCOOHH.

MeToauuyecKue MaTepHuaJibl, XapaKTCPU3YIOIIME NNPOLUHCAYPLI OLICHUBAHUA

MakcumanbHas cymma 0ajuioB, Habupaemast CTyIeHTOM 1o AucuuiinHe pasHa 100.

HEKOTOpbIE MPAKTUYECKHE HABBIKU
paboThl C OCBOEHHBIM MaTEPHUATIOM
c(OpMHPOBAHBI HEAOCTATOUYHO, BCE
MPETyCMOTPEHHBIE TPOTPAMMOIL
o0y4yeHus yyeOHbIe 3aaHUs
BBIITOJIHEHBI, KAYE€CTBO BBIITOJIHCHU A
HH OJHOT'O U3 HUX HE OLICHCHO
MUHUMAaJIbHBIM YHCIIOM 0aJlioB,
HEKOTOPBIC BU/bL SaJIaHI/Iﬁ
BBINOJIHEHBI C OIINOKaAMH

Ouenka | Ouenka oo mKaie O6ocHOBanue Yposenw
B cghopmuposannocmu
Oamnax KomMnemeHnuyuil
bonee | «OTnuuno» Coneprxanne Kypca OCBOCHO Buvicoxuii yposens
80 MOJTHOCTBIO, 6€3 IPo0eIoB,

HEO0OXO0IMMBIC TPAKTUICCKIE HABBIKU

paboThl C OCBOEHHBIM MaTEPHUATIOM

c(OpMHPOBAHEI, BCE

MIPe1lyCMOTPEHHBIE MPOTPaMMOi

o0y4eHus1 yueOHbIC 3aJaHUS

BBITIOJTHEHBI, KAYECTBO UX

BBITIOJTHEHUS OIEHEHO YHCIIOM

0ay10B, OJIM3KUM K MAaKCUMaJIbHOMY
66-80 «Xopomo» ConeprxaHue Kypca OCBOEHO IIpoosunymutii

MOJTHOCTHIO, 06€3 TIPo0eoB, yposeHb




50-65

«Y 1OBIETBOPUTEIILHO)

CopneprxaHue Kypca OCBOCHO
YaCTUYHO, HO TTPOOEIIBI HE HOCAT
CYIIECTBEHHOT'O XapakTepa,
HEO0XOIMMBbIC TIPAKTUIECKHE HABBIKU
paboThI ¢ OCBOCHHBIM MaTEPUAJIOM B
OCHOBHOM C(hOPMHUPOBAHBI,
OOJIBIITMHCTBO MPETyCMOTPEHHBIX
porpaMMoi 00ydeHHs yU4eOHBIX
3aJJaHUii BBITIOJIHEHO, HEKOTOPBIE U3
BBINTOJIHEHHBIX 33JJaHUI, BO3MOXKHO,
COJIEPIKaT OITMOKHU

Ilopozoeviit yposens

Memnee
50

«Hey,I[OBJ'IeTBopI/ITeJ'IBHO»

ConeprkaHue Kypca HE OCBOCHO,
HEO0OXO0IMMBIC TPAKTUICCKHIE HABBIKU
paboThl HE CHOPMHUPOBAHBI,
BBITIOJTHEHHBIC yUeOHBIE 3aJaHMs
coJiepkaT rpyoObie OmuOKu

Komnemenyuu ne
chopmuposanui

3. 3agaHus B TeCTOBOM (popMe 1O TUCHUILINHE

[Ipumeps! 3ananuii:
1. AnpecaToB B 0JTHOM JOKYMEHTE MOXET ObITh

~TOJIBKO OJINH
~He 0oJiee Tpex
=He 0oJiee YeThIpex

~CKOJIBKO HCO6XO,Z[I/IMO

2. AnpecHble JaHHBIE IPEANPUITHS YKa3bIBaIOT

~B 1r00B1X
=Bo0 BHEMIHUX

~B nucemax, dakcax, TenerpamMmax

~I'ne 3T0 HE0OXOIUMO

3. be3zonacHsle ycnoBus Tpyaa 3To...
~YyCJIOBUSA TPY/1a, IPH KOTOPBIX COOII0AAETCS TEXHUKA O€30M1aCHOCTH

=yCJIOBUS TpyZJa, MpU KOTOPBIX BO3AEHCTBHE Ha DPAOOTHUKOB BPEIHBIX M (WJIM)
OMAaCHBIX TPOU3BOJACTBEHHBIX (DAKTOPOB HCKIIOUYEHO JHMOO HE TMPEBBIIIAET YCTAHOBJIEHHBIE
HopMaTuBHI (cT. 209 TK PD)
~YyCIIOBUS TPYZa, HE CBSI3aHHBIE C PUCKOM JUIsl )KU3HU U 3[J0POBbS

4. Bo BpemMsi MNPOU3BOJACTBEHHOI'O COBELIAHUA Y JUPEKTOpa CEKPETaph 3amuchIBall
BBICTYIUICHUS U PUHATHIE pemieHus. [1o utoram 3acenanus cieayet ohopMuTh ... {

=[Iporokon
~Pemenne
~Pacnopsxenue

~IPOTOKOJI, pCIICHNUEC U PACIIOPAKCHHUEC
~I10 YCMOTPCHHIO Ha4aJIbCTBa

5. B nuceMe, oopmiileHHOM Ha Gi1aHke (PUPMBI, HETOITYCTUMO HUCIIOIb30BATh U3JI0KEHHUE!

=ot 1 numa, ex. uncia
~OT 3 J1. eJI. unciia
~0T 3 1. MH. Uncna
~0T 1 1. MH. Uncna

6. B mpwiokeHMH K pacnopsiAMTEIBbHOMY JOKYMEHTY Ha IIEPBOM €ro JIMCTE B IPAaBOM
BEPXHEM YTy ITUIIYT:




~"IIpunoxenue"

~"[Ipunoxenue" ¢ ykazaHueM HAUMEHOBAHUS PACIIOPAIUTEIBHOIO JOKYMEHTA

="IIpunoxenne" ¢ ykazaHuEM HAMMEHOBAHUS PACIOPSAIUTEIBHOTO JTOKYMEHTa, €ro
JIaThl ¥ PErUCTPALIMOHHOTO HOMEpa

7. Bbl cunTaere, 4yTo IS YAy4IIEHHUS JEIONPOU3BOJCTBAa Ha BaieM mpeanpustuu HY)HO
3aKyNMUTh ¥ YCTAaHOBHUTH JIOMOJIHHTEIIBHOE TporpamMmHoe oOecriedeHue. CBOM TMPEUIOKEHUS IS
pykoBozcTBa pupmMbl Bl MokeTe 000CHOBATE B ...

~IIuceme

~Pemennn

~AKTeE

~CnpaBke

=B JOKJIaJHOH 3aITHCKE

[TomHBIN TIEpedeHb TECTOBBIX 33JJaHU C YKa3aHUEM MPABHIILHBIX OTBETOB, pa3MeIlleH B OaHKe
BOIIPOCOB  Ha  WH(POPMAIMOHHO-00pa30BaTeIbHOM  IMMOPTaJieé  HMHCTUTYTa IO  CCBHUIKE
https://www.mivlgu.ru/iop/question/edit.php?courseid=2962&cat=42220%2C100327&qpage=0&cat
egory=42217%2C100327&gbshowtext=0&recurse=0&showhidden=0&showhidden=1

O1eHKa pacCUUTHIBACTCS KaK MPOICHT MPABUJIBHO BBIMOJIHEHHBIX TECTOBBIX 33JJaHUN U3 HX
o0uiero yucna.



