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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 JUCIUIUIMHBI - TTOJTOTOBUTH CTYJEHTOB K CAMOCTOSITEIbHOMY HCIIOJIb30BaHHI0 DBM
MIPpU OpPTaHM3alliy ACJIONPOU3BOCTBA M yIpaBieHUs B oduce. M3ydapmme TUCIUTLIUHY JOJDKHBIL:
BIIQJICTh TIOHATHSIMHU, CBS3aHHBIMH C O(HCHON aBTOMAaTH3alMeil, METOJaMH U CpEACTBAMH
VIOPaBJICHUS JJICKTPOHHBIMU JIOKYMEHTAMH, HMX CO3JIaHHEM, XpaHEHUWEM, aHaJu30M, ITOMCKOM,
opraHu3aleil KOJUIEKTUBHOTO AOCTYIIA.

2. Mecro mucuuniannbl B crpykrype OIIOITI BO
JIMCUMIUIMHBI,  OCBOGHHE  KOTOPBIX  CTYAGHTAMH  HEOOXOIUMO s
«/lokyMeHTOBeleHHEe W JOKYMEHTooO0OpoT»: wuctopusi  Poccun, OCHOBBI  pOCCHUHCKOMH
rOCYIapCTBEHHOCTH, MeETObl HAYYHOI'O MCCIEIO0BAHUS, UWHOCTPAHHBIN SI3bIK. JMCHUIUIMHBL, IS
KOTOPBIX OCBOCHHE TaHHOW AMCUHUIUIMHBI HEOOXOAMMO Kak mpemuiectByromiee: [IpoektupoBanue
nH(pOpMaIMOHHBIX cucTeM, COBpEeMEHHBIC CUCTEMBI U TEXHOJIOTHH.

W3Yy4YEHHUS

3. Ilnanupyembie pe3yabTAaThl 00y4YeHHsI 0 TMCHUILIIMHE
[Inanupyemble pe3ynapTaTbl OOY4YEHMsI MO IUCLUIUIMHE, COOTHECEHHbIE C IUIAHUPYEMBIMHU
pesynbratamu ocBoeHust OIIOII (koMneTeHIUAMEI U HHANKATOPAMU JTOCTHKEHUST KOMIIETSHIIUN )

dopmupyeMbIe [Tnanupyemsbie pe3yapTaThl 00yUESHUS 110 AUCIUIUINHE, B
KOMIIETEHIMH (KO, COOTBETCTBHUHM C HHAUKATOPOM JOCTIKCHHUS] KOMIIETCHINN HanMeHOBaHUE OLIEHOYHOTIO
coJiepKaHue WHnukaTop TOCTHKEHUS PesynbraTel 00y4ueHus 110 CpeacTaa
KOMITETEHIIMH) KOMITCTEHINN JICIIUIIIIMHE

TIK-2 CriocoGHOCTE
BBIIIOJIHATE

[K-2.2 I[IpoBoauT 0630p u
aHAJIM3 HOPMATHUBHO-

3HaTh OCHOBHEIC MIPUHIUIIBI
JAOKYMCHTOBCACHUA U

pa3paboTky MPaBOBBIX JOKYMEHTOB i1 | mokyMeHTooOopoTta (I1K-2.2)
TpeboBaHUil 1 (hopmupoBaHUA YMeTh cocTaBIsTh
MPOEKTHPOBAHNE HOMEHKJIaTypBHI JIel, OTYETHOCTh ¥ TEXHUIECKYIO
IIPOrPaMMHOI0 HEOOX0AUMOM JIst noxymenrarmio (I1K-2.2)
obecrneueHus OpraHu3aIui padoThI BJIQJIETh METOJIaMU 0030pa u

MPEINpUATHS U pa3paboTKu
ABTOMAaTH3HPOBAHHBIX
nH(OPMAIMOHHBIX CHCTEM
3JIEKTPOHHOTO
JIOKyMEHTO000poTa

aHaJMu3a HOPMaTHBHO-
IMPpaBOBbBIX TOKYMEHTOB JJId
¢dopMHupOBaHUSL
HOMEHKJIATYPBI Je7,
HEOOXOIUMOM I
opraHu3aniu paboTsl
MPEANPUATHS ¥ Pa3pabOTKH
ABTOMATH3HUPOBAHHBIX
HH(OPMAIMOHHBIX CHCTEM
AIIEKTPOHHOTO
nokymentoobopota (ITK-2.2)

[Iepeuens BonpocoB,3ananus




4. CTpyKTYypa H coepkaHne TUCHUILTHHbBI

OO6m1ast TpyI0€MKOCTh TUCIUIUIMHBI COCTABIISIET 3 3aUeTHbIe eAMHUIBI, 108 qacoB.

4.1. ®opma o0y4eHHsI: OUHAS

YpoBeHs 6a30B0or0 00pazoBaHms: CpeiHee odIee.

Cpoxk 00yueHust 4r.

4.1.1. CTpyKTypa IMCHUNINHBI
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1 JIOKyMEHTOBEICHHE 5116 37 VeTHbiit onpoc
2 ABToMaruzanus 5 16 37,15 Hpa;l;;z:;zkue
JIOKYMEHT0000poTa
Bcero 3a cemectp 108 | 16 | 16 1,6 | 0,25 74,15 3au. ¢ o1
Hroro 108 [ 16 | 16 1,6 [ 0,25 | 74,15
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.

Opranu3zalnoHHbIE TOKYMEHTHI. PacniopsiaurenbHble JOKYMEHTHI (2 yaca).

Jleknus 4.

JIOKyMEHTHUPOBaHHE ACITEIHPHOCTH KOJIJIETHAILHBIX OpPraHoB. JJOKyMeHTHpOBaHHE
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.

O06paboTka mocrymnaroumx J0KyMeHToB. O0padoTka OTIpaBIsIeMbIX TOKyMeHTOB. [lopsiiok
paboOTHI C BHYTPEHHUMH TIOKYMEHTaMH (2 Jaca).
Jlekumus 8.

Perucrpanus 1 KOHTPOJIb HCHOJTHEHHUS JOKyMEHTOB. CocTaBlIeHHE HOMEHKIIATYPHI JIElI.
®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 O0ecIIedeHHe CAMOCTOSTEIbHOM

padoTbI

[lepedyeHb TeM, BEIHECEHHBIX HAa CAMOCTOSTEIBHOE U3YICHHUE!
. O61mye noHATHS TOKYMEHTOBEAeHUS 4l.
. O011e MOHATUS TOKYMEHTOBEICHNS U2.
. [TpuHIIMTIBL OPMHUPOBAHUS DIEKTPOHHOTO TOKyMeHTa 1.
. [TpuHIMIBI POPMHUPOBAHUS FIEKTPOHHOTO TOKYMEHTA 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 MPUMCHACTCA KOHTAKTHAA TCXHOJIOTHA MPCIIOoAaBaHUA
(32[ HCKIIIOYCHUEM CaMOCTOATCIBHO HU3Yy4YdCMbBIX CTYyJACHTAMU BOHpOCOB). HpI/I MMPOBECACHNUU



MPaKTUYECKUX PaOO0T MPUMEHSETCS UMHUTAIIMOHHBINA WM CUMYJSAIUOHHBIN noaxon. Illaru pemenus
3aa4 CTYAEHTaM JEMOHCTPUPYIOTCS IIPU IIOMOINM MYJIbTUMEIUWHOM TEXHUKHU. B nanpHelmeM
CTYZIEHTBI CAMOCTOATENIbHO PEIIAOT AHAJIOTMYHbIE 33/JaHHUS.

6. OneHo4HbIe cpeacTBa AJIsl TEKYLIero KOHTPOJIA YCIeBaeMOCTH,
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. OcHoBbl koHpuUrypupoBanus B cucreme «1C:IIpeanpustue 8.0» : yuebHoe mocodbue / . —
3-e u31. — Mocksa : Unatepuer-YnuBepcuter Mudopmanmonnsix Texnonoruit (MHTYUT), Aii I1u
Ap Menna, 2021. — 222 ¢. — ISBN 978-5-4497-0876-2. — TeKcT : 3ME€KTPOHHBIH // DIEKTPOHHO-
o6ubmoreuynas cucrema [PR BOOKS : [caiiT]. — URL: https://www.iprbookshop.ru/102027.html. —
Pexxum moctyma: s aBToOpHu3up. mojb3oBarenel - https://www.iprbookshop.ru/102027.html

7.2. IonoJIHUTEIbHAS Y4eOHO-MeTOAUYEeCKAasi JIUTEPATypa M0 AUCHUILINHE

1. Texnonorusi pa3pabOTKH CTaHIAPTOB U HOPMATUBHBIX JOKYMEHTOB. YacTh 1. TexHomnorus
pa3pabOTKH TEXHHYECKHX PETIAMEHTOB : ydeOHO-Meroaudeckoe mocobue / cocraButenm H. U.
Moguan, JI. H. Munrazosa. — Kazaap : Kazadckuli HaluMOHAaIbHBIA HCCIIEIOBATEIbCKUI
TexHojoruueckuit ynusepcurer, 2009. — 165 c. — ISBN 978-5-7882-0732-2. — Tekcr
SNEKTPOHHBIA // OnekTpoHHO-OMOmmoreynass cuctema [PR BOOKS : [caiit]. — URL:
https://www.iprbookshop.ru/64021.html. — Pexxum pmoctyma: [uisi aBTOPU3Hp. MOJB30BATEICH -
https://www.iprbookshop.ru/64021.html

2. B.M. Menyneukuii OcHOBHbIE TpeOOBaHUSA K OQOPMIICHHIO 3asBOYHBIX MaTEPHAJIOB Ha
uzooperenuss - Cankr-lIlerepOypr: CII6: VYuusepcuter WMTMO, 2015, 2015. - 55 c. -
http://books.ifmo.ru/file/pdf/1793.pdf

3. B.M.Menyneukuii CopepkaHue U CTPYKTypa NATEHTHBIX HccleqoBaHUU. - CaHKT-
[lerepoypr:  CII6:  Yuuepcurer HWTMO, 2015. - 46 ¢ - 100 o3, -
http://books.ifmo.ru/file/pdf/1731.pdf

7.3. Ilepeyenb HHGPOPMAITMOHHBIX TEXHOJIOTHI, MCIOJIb3YEeMbIX NPH
OCYLLECTBJIECHHH 00pa30BaTeIbHOI0 NMpoLecca 1o AUCHUIINHE, BRJIYast
nepeyeHb MPOrpaMMHOro odecredeHnsi 1 UHPOPMAIMOHHBIX CIIPABOYHBIX

CHUCTEM

B  oOpasoBarenbHOM  mpolecce  HCIOJB3YIOTCS  MH()OPMAIMOHHBIE  TEXHOJIOTHH,
peaTM30BaHHBIE HAa  OCHOBE  HWH(OPMAIMOHHO-00pa30BAaTENBHOTO  MOpTajla  WHCTHUTYTA
(www.mivlgu.ru/iop), 1 ”HGOKOMMYHUKAITUOHHON CETH UHCTUTYTA:

- IPEIOCTaBICHUE YIeOHO-METOINIECKIX MaTEPHAJIOB B DJIEKTPOHHOM BH/IE;

- B3aMMOJICHCTBME YYAaCTHMKOB 0Opa30BaTENILHOTO IIpolecca 4epe3 JIOKAIbHYI0 CeTh
uHcTuTyTa U IHTEepHET;

- IPEJOCTaBlIEHUE CBEIEHUI O pe3ynbTaTaxX yueOHO! NeSTeNbHOCTH B 3JEKTPOHHOM JIMYHOM
KaOuHeTe 00yJaromerocs.

WHudopmanoHHbIe CIIPABOYHBIE CUCTEMBI:

http://yandex.ru/

doc-online.ru

slovarionline.ru

kadroviku.ru

CrpaBouHO-TIpaBoBasi cucreMa «KOHCYIIbTaHT TUTFOCY

CrpaBouHO-TIpaBoBasi cucremMa «l apanT»

http://v8.1c.ru/overview/dictionary.htm

ITporpammHuoe oOecrieueHue:



LibreOffice (Mozilla Public License v2.0)
1C:Enterise8.3 (becratnas Bepcust [uist 00ydeHHs IPOrpaMMHPOBAHHUIO)

7.4. Ilepeyennb pecypcoB HH(POPMALNOHHO-TEJIEKOMMYHUKAIIMOHHOM CeTH

«AHTEpHET», HEOOXOAUMBIX JIJI OCBOCHUS TUCIIMILIMHBI
iprbookshop.ru
books.ifmo.ru
yandex.ru
v8.1lc.ru
mivlgu.ru/iop

8. MarepuajbHO-TEXHUYECKOE O0eceYeHrue U CIUITHHbI
KomnbroTepHslil ki1acce
[TIK CPU-Intel Core 15-4460 BOX - 12 mrt.; [IK — lmr.; skpan DRAPPER Apex STAR;
BujaeonpoekTop InFocus; kommyrarop. Jloctyn k cetn HTEpHET.

9. MeTounquKne YKa3aHusd 110 OCBOCHUIO THCHMILJIMHBI

JlJis yCHEemHOro OCBOGHHS TEOPETHYECKOro MaTepuana OOy4arouluiics: 3HAKOMHTCA CO
CIIUCKOM PEKOMEHYEMOW OCHOBHOM M JIOMOJHUTEIBHOW JINTEPATYPHI; YTOUHSET Yy MPENOJaBaTes,
KaKUM JIONOJHUTENIbHBIM IMOCOOUSM CIEIyeT OTAaTh MPEANOYTEeHUE; BEAET KOHCIEKT JEKIUH u
npopa6aTI)IBaeT JIGKIII/IOHHHﬁ Marepurail, NOJb3ysACh KaK KOHCIICKTOM, TaK U y‘~I€6HI)IMI/I IMOCOOHSIMH.

Ha mnpaktuueckux 3aHATUAX MPOWJIEHHBIM TEOPETUUYECKUA Marepuan MOJAKpPEIUIIeTCs
PCIICHUEM 3a/1ad [0 OCHOBHBIM TEMaM AW CHHUIIJINHBI. 3anarus IMPOBOAATCA B KOMIIBIOTCPHOM KJIaCCC,
UCIIONB3YSl  CIlelUalbHOE IMporpaMMmHoe obecriedenune. Kaxmoil moxarpymnme oOydaromuxcs
Mperno/iaBaTelib BbIAACT 3a/ady, CBSI3aHHYIO C pa3padOTKON M TPOrpaMMHON pean3aiuein
anropuTMOoB 00paboTku nHGopManuu. B KoHIle 3aHATHSA O0y4arouiye JeMOHCTPUPYIOT MOJIyYEeHHBIE
PE3yaBTATHI MPETIOIaBATEI0 U TIPU HEOOXOAMMOCTH AETA0T paboTy Haj OMIMOKaAMH.

CaMmocTtosiTenbHasi paboTa OKa3plBa€T BaXXHOE BIHUsAHHE Ha (QOPMHUPOBAHUE JUYHOCTU
OyIylIero CHeIUalicTa, OHA TUTAHUPYETCS 00yJaronuMcs caMoCTosITeNIbHO. Kaxk blit oOydaromuiics
CaMOCTOSITENILHO OIpEeIseT PeKUM CBOEH padoThl U Mepy Tpyla, 3aTpauyuBaeMOro Ha OBIAJCHHE
y4eOHBIM COJIEpP)KAaHHEM JTUCHUIIIUHBL. OH BBINOJHSIET BHEAYJUTOPHYIO pabOTy W H3ydCHHE
pa3enoB, BHIHOCUMBIX HA CaMOCTOSTENbHYIO PabOTy, MO JTUYHOMY WHANBUAYAILHOMY IUIaHY, B
3aBUCHMOCTH OT €r0 MOJArOTOBKH, BPEMEHH U IPYTUX YCIOBUM.

dopMa 3aKITIOYUTEIHFHOTO KOHTPOJIS TIPH MPOMEXYTOUHON aTTECTAI[MU — 3a4eT C OICHKOM.
Jlns mpoBeneHUs MPOMEXKYTOUHOM aTTecTalyl MO AMCHUILTHHE pazpaboTaHbl (HOHA OIEHOYHBIX
CpPencTB U OATbHO-PEUTUHIOBAsI CUCTEMa OIEHKH Y4eOHOM NeATeNbHOCTH CTyAeHTOB. OlieHKa 10
JTUCITUIIIMHE BBICTABISETCS B MH(OPMAIIMOHHOW CHUCTEME M HOCUT HMHTETPUPOBAHHBIN XapakTep,
y‘II/ITI)IBaIOHII/Iﬁ PE3YIbTAThl OUCHUBAHUA Yy4aCTHUA CTYACHTOB B aYJUTOPHBIX 3aHATHAX, Ka4€CTBa U
CBOEBPEMEHHOCTH BBINIOJIHEHUS 3aJIaHMM B XOJ€ M3YYEHHS ITUCHUIUIMHBI M IPOMEKYTOUHOMH
aTTecTranuu.



[Iporpamma coctaBieHa B cooTBeTcTBHM ¢ TpeboBanmsimu PI'OC BO mo HampaBieHHIo
01.03.02 Ilpuxnaonas mamemamura u uHgopmamurxa v IpoGUITIO TIOATOTOBKU HHme1eKmyaibHbllL
aHanu3 OaHHvIX
Pabouyto nporpammy coctaBui k.m.H. Koanakog A.A.

[Iporpamma paccmoTpeHa u ogoOpeHa Ha 3aceqanuu kadeapor CIIM

npoTokoia Ne 11 ot 03.04.2025 ropa.
3aBenytomuii kapeapoit IIM Opnog A.A.
(ITonmuce)

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

npotokoi Ne 9 ot 15.05.2025 rona.
IIpencenarens komuccuun OUTP Kymaposa E. Y.
(ITogmuce) (®.1.0.)




Ilpunoscenue
DoH/1 OLIECHOYHBIX MATEPHAJIOB (CPEeACTB) MO AUCHHUILINHE
JlokyMeHTOBeIeHHE U JOKYMEHTOO00POT

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

o JMCIUIIJIMHE
Tewmsl 7151 yCTHOTO onpoca:
[ToHsiTHE M OCHOBBI AEIONPOU3BOICTBA
JIOKyMEHTUPOBAHUE 1€ATEIBHOCTU OpTraHU3aLMi
JIOKyMEHTUpPOBAaHKE TPYAOBBIX OTHOIICHUI
Opranu3zanus paboTsl C TOKyMEHTaMU
PaGora ¢ noxymeHTamu, conepkanuMi KOHPHUICHIINATbHBIC CBEICHUS
DIEeKTPOHHBIN TOKYMEHTOO000POT
[Teuars oTUEeTOB
XLST tpanchopmaruu

OO0uree pacnpenesieHue 02/JI0B TeKYLIero KOHTPOJIA MO BUAAM Y4eOHBIX padoT /ISl CTyIeHTOB

PeiiTHHr-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.
Ilepeuenn npakTHYecKuX 3a1a4 / 3aJaHUii K IK3aMeHY / 3a4eTy / 3a4eTy ¢ OlleHKOH (mpu
HAJTHYMH)

Tembl 17151 yCTHOTO OIpoca.

IK-2

bnok 3 (Bnangets)

1. OcHoBaHUMe W3AaHMS TIPUKA3a B CBSI3U C peOpraHu3aIuell CTpyKTyphl yrpaBieHus B Gpupme
COJIEPKUTCA B ...

3arojIoBKe

KOHCTATUPYIOUIEH YacTU TEKCTa MpUKa3a

no3uuu Tekcta «OCHOBaHUE»

MpuiaraeMbix JTOKyMEHTax

pacnopsiIUTEIbHON YacTH TEKCTa IIPUKa3a

2. TlpaBoBoil aKT, OMNpEAENSIOUUN TOPSAAOK OO0pa3oBaHMs, TMpaBa, OOS3aHHOCTH U
OpraHu3aIio paboThl YUPEKICHUS HA JUTUTEIIBHBINA TIEPUO]T BpEMEHU — 3TO ...

MpuKa3

MOJIOXKEHUE

JIOTOBOP

ycTaB



JOJKHOCTHAS! HHCTPYKIIHS

3. B nucbMme, opopmiieHHOM Ha OsiaHKe (UPMBI, HEIOIYCTUMO HUCIIOIh30BATh U3JI0KEHHUE!

oT 1 nmia, ex. uncna

oT 3 1. elI. unucna

OT 3 JI. MH. 4YHCJIa

ot 1 j1. MH. yncia

4. JIOKyMEHT, OMMCHIBAIOUINI WM MOATBEPKIAIONINI colepxaHHe TeX WM UHBIX (aKTOB
WJTH COOBITHIA

aKT

JIOKJIaJ{Hasl 3aIlucKa

CIpaBKa

5. 3aroIoBOK K TEKCTY JOJDKHOCTHOM MHCTPYKIIMU JI0JDKEH UMETh (DOPMYITUPOBKY:

BHHHUTEIJIBHOTO IMajiexa (KOro, 4Tro?)

JaTEJILHOTO Majiexa (Komy, yemy?)

MIPEIIONKHOTO Taaexa (0 ueM?)

MMEHHTEIILHOTO Majiexa (KTo, 4To?)

6. MHCTpyKIIUS O JEIONPOU3BOJCTBE YTBEPKIACTCH. ..

OTBETCTBEHHBIM 32 JI€JIONPOU3BOJICTBO JIULIOM

HAYaJIbHUKOM KaHUIEISIPUU

PYKOBOJIUTEIIEM MPEATIPUATHUS

cekpeTapeM-pedepeHTOM

7. JlaTa axkTa 3710 ...

Jlata yTBepxaeHUS

JlaTa coObITHS

Jlata nmoanucanus

8. Bo BpeMs MpOU3BOJICTBEHHOIO COBEUIAHMSI Y JHUPEKTOpa CEKPETaph 3alllChIBall
BBICTYIUICHUS U IPUHATHIE perienusd. [1o uroram 3acenanus cieayer opopMHuTS ...

IIPOTOKOJI

pelieHue

pacnopsibKeHue

MIPOTOKOJI, PELICHUE U PACIIOPsKEHNE

10 YCMOTPEHHIO HayalbCTBa

9. BBl cumnTaere, 4TO IS YIYyYIIEHHUs AETONPOM3BOJACTBA Ha BalmeM mpeanpusTHu HY>KHO
3aKyNUTh U YCTAaHOBUTH JIONOJHUTENIBHOE NporpaMMHoe obecrieueHue. CBOM MPEIOKEHUS IS
pykoBoJICTBa (hupmbl Bl MOXkeTe 000CHOBATH B ...

MTUCHMeE

peleHnu

aKTe

CIpaBKe

B JIOKJIQJHOW 3aIIUCKE

10. Jlata B rpude yTBepKIeHus JOKYMEHTa MPOCTABISAETCS

MamMHONUCHBIM CIOCOOOM

OT pyku cekpeTapeM Mocie yTBEPKACHUs JOKYMEHTa pyKOBOIUTENEM

CamMuM pyKOBOJIUTENIEM B MOMEHT YTBEPKACHUS JTOKYMEHTA

JIro6bIM criocobom

11. Komuccus 1o paccieloBaHWIO TOXkapa, MPOM3OIICANIEr0 Ha CKIAJe OpraHu3allu,
ycTaHOBUIIA psifl PaKTOB, KOTOPHIE MOCTY KN IPUIUHON Tokapa. KoMuccus 10mKHa COCTaBUTh

aKT

CIIPaBKY

JOKJIaJTHYIO 3aHCKy

MHCTPYKIIHIO O MPOTHUBOIIOKAPHOHN 6€30MMacHOCTH

12. IIpaBoBOM aKT, H34aBAaE€MbIil E€IWHOJIMYHO PYKOBOJIUTEIEM B IEIAX PEIICHUS
OTIEPATUBHBIX BOIIPOCOB, 3TO:

MIpUKa3



pacnopspKeHue

yKa3zaHue

MHCTPYKUUSA

13. JlokyMeHT, o JIeKaIluil yTBEP>KICHUIO

MpuKa3

aKT

MIACHMO

pacnopsibKeHne

14. Ilpuka3pl O Ha3HAYEHUU HOBBIX PYKOBOJIWUTENEH OpPraHU3alMM B KOMNHUSAX MOTYT
JIOBOJUTHCS J10 CBEICHHUS:

PYKOBOJAMTEIIEH CTPYKTYPHBIX MOAPA3AECICHUI

aJIMMHHUCTPATUBHOIO IIEPCOHAIIA

BCEr0 KOJJIEKTHBA

15. PacniopsiautenbHble JOKYMEHTBI BCTYNAIOT B CUITY C ...

MOMEHTA UX MOAINUCAHUSA

MOMEHTA UX MOANKMCAHUS U COIVIACOBAHUS

MOMEHTA UX MOJINUCAHUS U JOBEACHUS O CBEICHUS UCTIOJHUTENS

MOMEHTA UX JIOBEACHUS JJO CBEJCHUS UCIIOTHUTENSA

16. Pa3zpaboTka opraHu3allMOHHBIX TOKYMEHTOB B OpraHU3AIMAX U Ha MPEATNPUATUIX — ITO

(dopmanpHOE, TPAIUIIMOHHOE TPeOOBaHHE, HE UMEIOIIEe MPAKTUIECKOTO 3HAUCHHS

HE00XOIUMOCTD MPU BOSHUKHOBEHUU KOH(MIMKTHBIX CUTYAIIHi

CO3/1aHH€ HOPMATUBHOM 0a3bl JIsl OpraHu3aliy IPaBOOTHOLIEHUM

MOBBIIICHUE MPECTUKA OpraHU3aluu

17. Ilo conepskaHuto MPUKa3bl ObIBAIOT:

[IpocTble u cioXkHBIE

[To OCHOBHOW IE€SATENBHOCTH U 110 TUYHOMY COCTABY

BuyTtpenHue u BHeLIHUE

[Tonnsle 1 kpaTkue

C yrioBbIM M IPOJOJIBHBIM PACIIOI0KEHUEM PEKBU3UTOB

18. IIporokon noimkeH ObITh O(OpMIIEH HOCIE MPOBEACHHOIO 3acelaHusl KOJJIErHalbHOTO
OpraHa He IO3/IHEe, YEM:

1 neun

3 mua

4 mus

5 puen

19. IlpaBoM noanucH NPUKA30B 110 MEPCOHATY U (PMHAHCOBBIM BONpocaM 00Jagaet

PYKOBOJUTEIb U 3aMECTUTENb PYKOBOIUTENS

TOJIBKO PYKOBOJUTEIh

HavyaJlbHUK OT/EJa KaJIpoB

3aMECTUTENb PYKOBOAUTENS

20. 3aroj0BKOM K TEKCTY MPOTOKOJIA SBIIAETCS ...

(hopMyTUpOBKa pacCMaTPUBAEMOM TEMBI

Ha3BaHME KOJUIETHAJIBHOTO OpraHa

KpaTKoe cofiepKaHue 00CyKIeHUs

WUTOT MPUHATHIX pEeLICHUN

21. JlokymeHT, (DUKCHUPYIOMIMA XOa OOCYXICHHS W TPUHSTHS PEIICHUS Ha 3aceJaHusX
KOJUIETMAJIbHOTO OpraHa:

AxT

KonTpakr

Pemenue

[TocranoBnenue

[IpoTokon

22. JIoKyMEHTSHI 110 OOLIIUM U aJIMUHUCTPATUBHBIM BOIIPOCAM MOT'YT COCTABIISTh:

QAMUHUCTpAITUS TTPEATIPUSTHS



pabOTHHUKHN (PMHAHCOBBIX OT/EIIOB

PYKOBOJUTENH CIYXKO U MOApa3IeNeHUIA MPEeaIPUATHS

PYKOBOJUTEIb

23. JIOKyMEHT, COJep Kallluii ONHMCAaHUE W IOATBEPKACHUE TEX MM WHBIX (DAaKTOB WU
COOBITHI1 Ha3bIBACTCS:

CIIpaBKa

JIOKJIaJTHAs 3aMuCcKa

aKT

3asiBICHUE

CrnoBo «ITPUKA3BIBAIO» ynoTpebnsieTcs B ...

MIPUKa3ax U PacCHOPsHKEHUSIX

IIPUKa3ax

pacnopsAUTENbHBIX JOKYMEHTaX

JOKJIaJIHBIX 3aIIUCKaX

24. Jlatoii mpOTOKOJIa ABJISIETCS:

Jara nognucanus

Jlata cornacoBaHus

Jara uzroroBiaeHus

Jlata ucnionueHus

JlaTa 3acejaHus KOJIJIETHAIbHOIO OpraHa

25. JIoKkyMeHT, periaMeHTUPYIOIMUN AesITENbHOCTh KOHKPETHOTO JOJIKHOCTHOTO JIUIA

JOJKHOCTHAS! MHCTPYKIIMS

yKa3zaHue

npuKa3

ciy)xeOHas 3arucka

26. Ilpu npueme Ha paboTy Bac 10JKHBI 03HAKOMHUTH C BalllUMH TIPaBaMu, 00sI3aHHOCTSIMU U
byHKIUAME. DTy HHPOPMAIUIO COJIEPIKUT

TPYZILOBOM KOHTPAKT

TPYJIOBOH JOTOBOP

IIPUKa3 O puemMe Ha padoTy

JOJHKHOCTHAS! HHCTPYKIIHS

yCTaB NMPEeANpPUATUS

27. OTBeT Ha 3anpoc, NOANNUCAHHBIA PYKOBOAUTEIEM OPraHU3alUH, JOJKEH TOJIUCAT. ..

3aMECTUTENb PYKOBOAUTENS

11060€ MOJIHOMOYHOE JIMIIO, B YbeH KOMIIETEHIIMH PELIeHNE JaHHOTO BOIpoca

PYKOBOJUTEND (PUPMBI, OpraHU3aINH

B 3aBHCUMOCTH OT CTaTyca 3anpamuBaeMoil HHpopMauu

28. [lucemo, nmerotiee PUHAHCOBBIE U OPUIUYECKHUE TTOCTIEACTBUS, JOHKHO OBITH ...

MOJITMCAHO TUPEKTOPOM, TIABHBIM OyXTajaTepoM, 3aBEpEeHO NeuaThio

3aBEpPEHO MeYaTbio

MOJIMMCAHO IJIABHBIM OYXTaJITEpOM U AUPEKTOPOM

COTJIACOBAHO C IOPUCTOM

Ha YIJI0BOM OJIaHKe

29. 3aroj0BOK K TEKCTY CIY>K€OHOTO MUChMa MOXKET OTCYTCTBOBATh, €CJIM TEKCT. ..

COCTaBJIEH 110 OJTHOMY BOIIPOCY

OTpa)kaeT peleHNe HECKOJIbKUX BOIPOCOB

oopmien Ha Oymare popmata A4

odpopmiieH Ha Oymare popmaTa AS

30. Hymepauust npuka3oB [0 OCHOBHOM AESITEIbHOCTU BEIETCH ...

IO MOPSIIKY C MOMEHTa 00pa3oBaHus PUPMBI

MOZpsiA B IIpeenax Mecsua

MOZPSA B MpefiesiaX KaJleHAapHOoTo rojia

OTJENBHO OT IPUKA30B M0 JIMYHOMY COCTaBY

31. PacriopsiautenbHas 4acTh B yKa3aHUM HAUMHAETCS TI1aroJoM:



YKA3BIBAIO
I[TPUKA3BIBAIO
IMTPEJIAT'AIO

CUUTAIO HEOBXOJUMbIM

I[TOCTAHOBJIAIO
32. JIoOKyMEHTHI 110 OOIIMM U aJMUHUCTPATUBHBIM BOIIPOCAM MOT'YT COCTaBIISTh:

AJIMUHUCTPAIUA IPCAIIPUATUA

paboTHUKY (PUHAHCOBBIX OT/CIIOB

paOOTHUKHU BCEX MOJPA3CIICHUH TpepusThs

33. Ecau npuka3 u3MeHsieT (OTMEHSET, JOMOIHSET) paHee U3JaHHbIN JOKYMEHT, TO OJIUH U3
IYHKTOB PAaCHOPSIAUTENIBHOM YaCTH TEKCTa JAOJKEH COIEP KaTh CChUIKY Ha OTMEHEHHBIN JOKYMEHT U
HA4YMHATHCS CIOBAMU:

«HpI/I3HaTB HUCIIOJIHCHHBIM. . . »

«IIpu3HaTh yTPATUBIIUM CHUITY...»
«IIpu3HaTh HEECUCTBUTEIBHBIM. . .)»

[IpuBeneHbI B TOCOOUH.

MeTtoauyeckue MaTepuasbl, XapaKTepU3yIolHe NPoueaypbl OlleHUBAHUS

MaxkcumanbHasi cymma 0asuioB, Habupaemasi CTyIeHTOM 1o aucuuiiinHe pasHa 100.

HEKOTOPBIC MTPAKTUICCKIE HABBIKA
paboThI C OCBOEHHBIM MaTEPHUATIOM
c(hOpMHUPOBAHBI HEJIOCTATOYHO, BCE
MPeyCMOTPEHHBIE MPOTPaMMOi
oOyueHus: yueOHbIe 3aJaHUs
BBINOJIHEHBI, KAYECTBO BBITTOJIHEHHS
HH OJTHOT'O M3 HHUX HE OI[EHEHO
MHUHHMAaJIbHBIM YHCIIOM 0aJjIjioB,
HEKOTOpBIC BUJIBI 3a/IaHUI
BBINOJIHEHBI C OITHOKaMU

Orenka | OneHka 1o mkase O6ocHoBaHmNe Yposens
B cpopmuposannocmu
Oautax KOMRnemeHnuyuii
bonee | «OtnuaHO» ConeprkaHue Kypca OCBOCHO Buicokuit yposens
80 MTOJIHOCTBIO, 0€3 MpoOeoB,

HEO0XOIMMBbIC TIPAKTUYCCKUE HABBIKU

paboThl C OCBOEHHBIM MaTEPUATIOM

c(OpMHPOBAHBI, BCE

MIPETYCMOTPEHHBIE TIPOTPaAaMMON

oOyueHus: yueOHbIE 3aJaHUSI

BBIMOJIHEHBI, KAYECTBO UX

BBITTOJIHEHUS OI[CHEHO YHCIIOM

0aJ10B, OJIM3KUM K MAaKCUMaJIbHOMY
66-80 | «Xoporo» Coneprkanue Kypca OCBOEHO IIpoosunymutii

MOJIHOCTBIO, 0€3 MPoOesoB, ypoeens




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=2963&cat=42212%2C100369&qperpage=10
00&category=42210%2C100369&gbshowtext=0&recurse=0&showhidden=0&showhi

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



