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1. lleanb ocBOeHNSI AUCUUILIHHBI

Henp mucuummuinabel:  OOecneunTh MOATOTOBKY CTYACHTOB B 00JacTH MNPUMEHEHUS
BBIUMCJIMTEIBHOM TEXHUMKM IIPU PEIICHUU 3aJa4 JOKYMEHTOBEACHMs, JEJIOIPOU3BOJCTBA,
YIIPABJICHUS U aHAJIN3a XO35HCTBEHHOMU JCATEIbHOCTH.

3azayv JUCLMIUIMHEL - MOATOTOBUTH CTYIEHTOB K CaMOCTOSITEIbBHOMY MCIIONIb30BaHU DBM
Py OpraHu3alMy JEJIONPOM3BOJCTBA U YNpaBieHUs B oduce. M3ydyaBmme TUCHMIUIMHY AOJDKHBIL:
BIAJETh IOHATHAMM, CBSA3aHHBIMU ¢ OGHMCHOM aBTOMaTH3alMed, METOJaMU U CPeICTBAMHU
YIPABJICHUS JJIEKTPOHHBIMU JIOKYMEHTAMH, MX CO3J1aHHEM, XPAHEHUEM, aHAJIU30M, IIOMCKOM,
OpraHM3alHeil KOJUIEKTUBHOTO JOCTYIIA.

2. Mecro nucuuninnbl B crpykrype OIIOII BO
JINCIMITIMHBL,  OCBOGHHE  KOTOPBIX  CTYJACHTAaMH  HEOOXOIUMO IS W3y4YCHUS
«JlokymMeHTOBeIeHuE U JOKYMEHTOOOO0POT»: HUCTOpHs, (uiocodus, mpaBoBeIeHNE, MHOCTPAHHBIH
S3BIK. JMcuumianHel, Ui KOTOPBIX OCBOCHHME JaHHOW JUCHUIUIMHBI HEOOXOJUMO Kak
npeamectytomee: [IpoexkTupoBanne HHGOPMALMOHHBIX CHCTEM, METOAbI HAYYHOTO UCCIIEJOBAHMS.

3. IliiannpyeMble pe3y/abTaTbl 00y4eHHs M0 JMCUMUILINHE
[Inanupyemble pe3yabTaThl OOY4YEHMs] MO JIUCUUIUIMHE, COOTHECEHHbIE C IUIAHUPYEMbIMU
pesynbratamu ocBoeHust OIIOII (koMneTeHIMAMEI U HHANKATOPAMU JTOCTHXKEHUSI KOMIIETSHIIUN )

dopmupyeMBbIe [Tnanupyemsbie pe3yapTaThl 00yUECHUS 110 AUCIUIUINHE, B
KOMIIETEHIMH (KO, COOTBETCTBHH C WHIMKATOPOM JIOCTHKECHUSI KOMIICTCHINHA HauMmeHOBaHHE OLIEHOYHOTO
coJiepKaHue WNHaukaTop JOCTHXKEHUS PesynbraTel 00yueHus 1Mo CpeacTaa
KOMITETEHIIMH) KOMITCTEHINN JICIIUTIIIMHE

I1K-2 CiocoOHOCTE
BBIIIOJIHATE

[1K-2.2 TIpoBoaut 0630p u
aHAJIM3 HOPMATHBHO-

3HATh OCHOBHEIE TTPUHIUIIBI
JAOKYMCHTOBCACHUSA U

pa3paboTky MPABOBBIX JOKYMEHTOB [l | JokymeHTooOopora (ITK-2.2)
TpeboBaHuil u (hopmupoBanus YMeTh COCTaBISITh
MPOEKTUPOBAHKE HOMEHKJIATYPHI JIel, OTYETHOCTh M TEXHHIECKYIO
MIPOTPaMMHOTO HEOOXOIUMOM I nokymentanuio (ITK-2.2)
obecrneueHus OpraHu3aIu padoThI BJIaJIeTh METOIaMU 0030pa u

HpEANPHUITHS U pa3pabOTKU
ABTOMAaTH3HPOBAHHBIX
UH(OPMALMOHHBIX CUCTEM
3JIEKTPOHHOTO
JIOKyMEHTO000pOTa

aHaJM3a HOPMaTHBHO-
IMPaBOBBIX TOKYMEHTOB JJId
¢dopMHupOBaHUSL
HOMEHKJIATYypBI JIel,
HEOO0XOIUMOH ISt
OpraHu3alyu paboThl
NPENIPHATHS U pa3pabOTKH
ABTOMATHU3HPOBAHHBIX
HH(OPMALMOHHBIX CHCTEM
3NEKTPOHHOTO
JnokymMeHToobopoTa (I1K-2.2)

[Tepedens BonpocoB,3aaanus




4. CTpyKTYypa H coepkaHne TUCHUILTHHbBI

OO01mmas TpyI0eMKOCTh TUCHIUTUIHHBI COCTABISET 4 3a4eTHBIE eMUHUIBI, 144 yaca.

4.1. ®opma o0y4eHHsI: OUHAS

YpoBeHb 6a30BOro 00pa3oBaHusi: CpeHee ooIee.
Cpoxk o0yueHust 4r.

4.1.1. CTpyKTypa IMCHUNINHBI
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1 JIOKyMEeHTOBEICHHUE 5116 110 YeTHbIi onpoc
2 ABTOMaTH3AIUS 5 16 0,15 TIpaxTiraeckue
3aJIaHus
JIOKYMEHT0000poTa
Bcero 3a cemectp 144 | 16 | 16 1,6 | 0,25 | 110,15 3au. ¢ om.
Uroro 144 16 | 16 1,6 | 0,25 | 110,15
4.1.2. CoaepskaHue TUCUMILIMHBI
4.1.2.1. IlepeyeHnb JeKuui
Cemectp 5

Pasoen 1. Jlokymenmoseodenue

Jlexnus 1.

[Tonsarue nenonpoussoacTsa. HopmatuBHo-MeToAMuecKas 0a3a 1eI0MPOU3BOICTBA.
VYHuduumpoBaHHble CUCTEMBI JOKYMEHTaluu (2 Jaca).

Jlexnus 2.

[IpaBuiia cocraBneHus 10KyMeHTOB. TpeboBanus k opopmiieHU 0 JOKYMeHTOB. biianku
JIOKYMEHTOB OpraHu3anuy (2 yaca).

Jlexuus 3.

OpFaHI/ISaHI/IOHHHe JAOKYMCHTEI. PaCHOpH,Z[I/ITeJ'IBHLIC HAOKYMCHTBI (2 qaca).

Jlexnus 4.

I[OKyMeHTI/IpOBaHI/IC ACATCIBHOCTH KOJUJICTUAJIBHBIX OPraHOB. I[OKyMCHTI/IpOBaHI/Ie
WH(}pOpPMaAIMOHHO-CIPABOYHBIX MaTepHaoB (2 Jaca).

Jlexkuus 5.

Pestome. TpynoBbie koHTpakThl. JInuHbIe nema (2 gaca).

Jlexuus 6.

Benenne nuunbix kaprodek. [Ipukassl mo TMuyHOMY cocTaBy. TpymoBbie KHIKKH (2 yaca).




Jlexknus 7.

O6paboTka nmocTymarnmx 10KkyMmeHToB. O0paboTKa OTIpaBIseMbIX JOKYMEHTOB. [lopsmok
paboThl C BHYyTPEHHUMHU JIOKyMEHTaMu (2 gaca).
Jlexnus 8.

Perucrpanus 1 KOHTPOJIb UCIIOTHEHUS JOKYMEHTOB. CocTaBiIeHre HOMEHKIATYPHI JET.
®dopmupoBanue u ohopmiieHue aen (2 gaca).

4.1.2.2. IlepeyeHb NPAKTUYECKHUX 3AHATHI

Cemectp 5
Pa3zoen 2. Aemomamuszayus 0okymenmoobopoma
IIpakTnyeckoe 3ansitue 1

[Toacucremsl (2 yaca).
IIpakTnyeckoe 3ansiTue 2

CrnpaBouHukH (2 yaca).
IIpakTnyeckoe 3ansitue 3

HoxymenTtsl. Yacts 1 (2 gaca).
IpakTnyeckoe 3ansiTue 4

HoxymenTtsl. Yacts 2 (2 gaca).
IIpakTH4yeckoe 3ansiTue S

Peructpsl Hakomenus (2 yaca).
IIpakTnyeckoe 3ansaTue 6

Otuetsl. Yacts 1 (2 gaca).
IIpakTH4yeckoe 3ansiTue 7

Otuetsl. Yacts 2 (2 gaca).
IIpakTH4eckoe 3ansaTHe 8

Makertsi (2 yaca).

4.1.2.3. [lepeueHb 1a00paTOPHBIX PadOT
He mmanupyercs.

4.1.2.4. IlepeyeHb TeM U y4eOHO-MeTOAMUYECKOE O0ecIedyeHHe CAMOCTOATEIbHOM

padoThI

[lepeuyeHb TeM, BEIHECEHHBIX Ha CAMOCTOATENbHOE U3YUEHUE:
. O61mye noHATHS TOKYMEHTOBEAeHUS 4l.
. O61mye NoHATHS TOKYMEHTOBEACHUS Y2.
. [TpuHIMIBI POPMHUPOBAHUS IIEKTPOHHOTO JOKYMEHTa 4l.
. [IpuH1Mnsr GopMUPOBAHUS AIEKTPOHHOTO JOKYMEHTA 42.
. OUIT gl.
. OUIT v2.
. XML noKyMeHTHI.
. AHaIM3 TOKYMEHTOB.

Jlnst caMOCTOSITENTbHONM pabOThl MCIONB3YIOTCS METOJUYECKHE YKa3aHHs IO OCBOCHHUIO
JVICIIATUTMHBI U M31aHUS U3 CIIMCKA TIPUBECHHON HIKE OCHOBHOM U JIOTIOJHUTEBHOM JIUTEPATYPHI.

03N DNk~ W~

4.1.2.5. IlepeyeHb TeM KOHTPOJIbLHBIX padoT, pedepartos, TP, PI'P, PITP

He mnanupyercs.

4.1.2.6. IlpumepHBIii IepeYeHb TeM KypPCOBBIX padoT (IIPOEKTOB)
He mnanupyercs.

5. O0pa3oBaTte/ibHbIE€ TEXHOJIOTUH
B nponecce U3ydCHud AUCHUIIIIMHBI MPHUMCHACTCA KOHTAKTHAA TCXHOJIOTHA MPCIIOAaBaAHUA
(32 HWCKIIOYEHHEM CaMOCTOATENIbHO HW3y4aeMbIX CTyAeHTaMu BorpocoB). [lpu mpoBeaeHUuU



NPAaKTUYECKUX pabOT MPUMEHSETCS] UMUTAIIMOHHBIA WM CUMYIAIMOHHBIN moaxox. aru pemenus
3a7a4 CTyJAEHTaM JAEMOHCTPUPYIOTCS MPU TMOMOIIM MYJIbTUMEAUHWHOW TEXHUKH. B manpHeimem
CTYJIEHTBI CAMOCTOATENIBHO PEIIAOT AHAJIOTMYHbIE 3aJaHUs.

6. OneHo4HbIe cpeacTBa AJIsl TEKYLIero KOHTPOJIA YCIeBaeMOCTH,

l'[pOMe)KyTO‘IHOﬁ arTrecrTalmm 1o uToraMm OCBOCHUA JUCHUIIIMHDBI.
@OH/IbI OLICHOYHBIX MATEPHAIIOB (CPEICTB) NIPUBEIEHBI B IPUIIOKEHUH.

7. YueOHO-MeTOAMYECKOE U MH(OPMAIITUOHHOE 00ecIieYeHne JUCIUILIUHBI.

7.1. OcHOBHas1 y4eOHO-MeTOAUYECKAS JUTEePaTypa 10 JUCHUIIIHMHE

1. Txkamma B.JL., JlabkoBckas P.S., TlupoxxkaukoBa O.U., KopobGeitaukoB A.I'., CHUMOHEHKO
3.I'., MonaxoB 0. C. IlateHTOBEACHNE M 3alllUTa WHTEJUICKTYaJIbHOM COOCTBEHHOCTH. YueOHOE
nocobue - Cankr-Ilerep6ypr: CII6: VYuuBepcurer UTMO, 2015, 2015. - 171 c. -
http://books.ifmo.ru/file/pdf/1853.pdf

2. Komto6a N.10., YUynaes A.B., [llukoB A.H. MeTob! OLleHKH 1 U3MEPEHUS XapaKTEPUCTUK
nH(pOPMaLMOHHBIX cUcTeM. YueOHoe mocodue - Cankr-IletepOypr: CII6: YuuBepcurer UTMO,
2015, 2015. - 264 c. - 120 3k3. - http://books.ifmo.ru/file/pdf/1847.pdf

3. OcuoBrbl koH(purypupoBanus B cucteme «1C:IIpenmpustue 8.0» : yueOGHoe mocobue / . —
3-e u3n. — Mocksa : UatepHer-YuauBepcurer Uapopmannonnsix Texnomoruit (MHTYUT), Aii ITu
Ap Menna, 2021. — 222 ¢. — ISBN 978-5-4497-0876-2. — TekcT : 37€KTPOHHBIH // DIIEKTPOHHO-
oubnmoreunas cucrema [IPR BOOKS : [caiit]. — URL: https://www.iprbookshop.ru/102027.html. —
Pexxum nocTyma: asst aBTopu3Hp. mojib3oBaresei - https://www.iprbookshop.ru/102027.html

7.2. lonoJIHUTEJIbHAS Y4eOHO-MeTOAUYeCKasi JJUTEPATyPa MO AUCHUILINHE

1. TexHonorus pa3pabOTKH CTaHAAPTOB M HOPMATUBHBIX JOKyMeHTOB. Yacth 1. TexHonorus
pa3pabOTKU TEXHUYECKHX PErIaMeHTOB : ydeOHO-MeToauueckoe mocodue / cocraButenu H. .
Moguan, JI. H. Munrazosa. — Kazaap : Kazadckuii HaluMoOHAaIbHBIA HCCIEIOBATEIbCKUI
TexHojoruueckuii yaupepcuter, 2009. — 165 c¢. — ISBN 978-5-7882-0732-2. — Tekcr :
ANIEKTPOHHBIN // DnekrpoHHo-OuOmHMoTeunas cucrema I[PR BOOKS : [caiir]. — URL:
https://www.iprbookshop.ru/64021.html. — Pexum moctyma: mjisi aBTOpH3Hp. MOJb30BaTeied -
https://www.iprbookshop.ru/64021.html

2. BM. Menyneukuii OcHOoBHBIE TpeOOBaHUS K OQOPMIICHHMIO 3asBOYHBIX MAaTE€pHAJIOB Ha
nzobperenuss - Cankr-lIlerepOypr: CII6: VYuusepcurer MTMO, 2015, 2015. - 55 c. -
http://books.ifmo.ru/file/pdf/1793.pdf

3. B.M.Menyneuxkuii ConepkaHMe€ W CTPyKTypa MAaTE€HTHBIX uccieqoBaHU. - CaHKT-
[lerep6ypr:  CII6:  Yuusepcuter WTMO, 2015. - 46 c¢ - 100 oKk3. -
http://books.ifmo.ru/file/pdf/1731.pdf

7.3. IlepeyeHb HHPOPMAITMOHHBIX TEXHOJIOTHI, MCIOJIb3yEeMbIX NPH
OCYIIeCTBJIEHMH 00Pa30BaTeJILHOI0 NMpoIecca Mo JUCHUILUIUHE, BKIKYAs
nepevyeHb MPOrpaMMHOI0 odecredeHnsi 1 HHPOPMALMOHHBIX CIIPABOYHBIX

CUCTEM

B  oOpasoBarenbHOM  TIpoOIlECCE  KCIOJB3YIOTCS — MH()OPMAIMOHHBIE  TEXHOJIOTHH,
peann3oBaHHBIE  HAa  OCHOBE  HMH()OPMAIMOHHO-00PAa30BaTEIILHOTO  MOpTaja  HHCTUTYTa
(www.mivlgu.ru/iop), 1 ”HOOKOMMYHUKAIIMOHHOW CETH HHCTUTYTA:

- IpeIoCTaBJICHHE YIeOHO-METOMUYCCKUX MATEPHAIOB B JJICKTPOHHOM BH/IC;

- B3aMMOJICHCTBHE YYAaCTHHKOB 00pa30BaTEIbHOTO IMpoIlecca uepe3 JIOKAIbHYIH CeTh
WHCTUTYTa U IHTEpHET;

- IPEJIOCTABIICHUE CBEICHUIN O pe3ysbTraTax y4eOHOW MEATEIbHOCTH B 3JICKTPOHHOM JIMYHOM
KaOMHETE 00yJaromerocs.

WudpopmanoHHbIE CITPABOYHBIC CUCTEMBI:

http://yandex.ru/



doc-online.ru

slovarionline.ru

kadroviku.ru

CHpaBO‘IHO-HpaBOBaﬂ cucremMa ((KOHCYJ'II)TaHT IIIIFOC»
CnpaBouHo-nipaBoBas cuctema «l'apanT»
http://v8.1c.ru/overview/dictionary.htm

[Tporpammuoe obecrieueHue:

LibreOffice (Mozilla Public License v2.0)

1C:Enterise8.3 (becrutatHast Bepcus it 00y4CHHS TPOrPaMMUPOBAHUIO)

7.4. Ilepeyenn pecypcoB HHGPOPMALMOHHO-TEJIEKOMMYHHUKANIMOHHOM CeTH

«/HTepHeT», HeOOXOAUMBIX IJISl OCBOCHH S JUCHUILIUHBI
books.ifmo.ru
iprbookshop.ru
yandex.ru
v8.1c.ru
mivigu.ru/iop

8. MarepuajbHO-TEXHUYECKOE O0eceYeHue 1 CIUITHHbI
KommnsrorepHslii kinace
ITK CPU-Intel Core i5-4460 BOX - 12 wr.; ITIK — lmr.; skpan DRAPPER Apex STAR;
BuseonpoekTop InFocus; kommyrarop. loctyn k cern VHTEpHET.

9. MCTOIII/I‘ICCKI/IC YKa3aHusd 110 OCBOCHUIO TUCHMAIIJIMHBI

JlJis  yCHEeIIHOTO OCBOEHHS TEOPETHYECKOro MaTephalia OOy4aroMiics: 3HAKOMUTCS CO
CIIUCKOM PEKOMEHIYEMOW OCHOBHOM W JIOMOJHUTEIBLHOW JINTEPATYPHI; YTOUHSET Yy MPENOJaBaTes,
KaKUM JIONOJHUTENbHBIM IMOCOOUSM CIEIyeT OTAaTh MPEArouTeHUe; BeAEeT KOHCIEKT JEeKIUH u
npopa6aTblBaeT J'IGKIII/IOHHI)II\/’I Marepurail, NoJb3ysaChb KaK KOHCIICKTOM, TaK U y‘-Ie6HI>IMI/I IIOCOOMSIMH.

Ha mnpakthueckux 3aHATHUSX TMPOWUIEHHBIH TEOPETHUUECKUNH MaTepuan MOAKPEIUIsseTCs
PEIICHUEM 3a/1ad [0 OCHOBHBIM TEMaM AW CHHUITJINHBI. 3ausaTusa IMPOBOAATCA B KOMIIBIOTCPHOM KJIaCCE,
UCTIONB3YS  CIIelMANbHOE TMporpaMMHoe obecriedenne. Kaxmoil monarpymnme oOydaromuxcs
Mpeno/iaBaTesib BbIAACT 3a/ady, CBS3aHHYIO C pa3pa0OTKOM W MPOrpaMMHON peanu3arueit
anropuTMOB 00paboTku MHGopMaIuu. B KoHIle 3aHATHSA 00yJarouiie JeMOHCTPUPYIOT MOJIyUYEeHHBIE
pe3yabTaThl MPENoAaBaTeN0 U MPU HEOOXOIUMOCTH JENIA0T padoTy HaJl OIIMOKaMH.

CaMocTtosiTennbHasi paboTa OKa3bIBa€T BaXXHOE BIUSHUE HA (HOPMHPOBAHHWE JTMIHOCTH
OyIyIIEero CrennanucTa, OHa MIaHupyeTcs 00yJaroIMCcs cCaMOCTOsATENbHO. Kax bl o0yyaromuiics
CaMOCTOSITENILHO OTpeAENsieT PeKUM CBOEH padoThl U Mepy TpyZa, 3aTpaunBaeMOro Ha OBJIaJICHHUE
yu4eOHBIM cOAepXKaHUEeM JUCHUIUIMHBL. OH BBINOTHSET BHEAYTUTOPHYIO pPAadOTy W H3Yy4YCHHE
pa3ziesioB, BHIHOCUMBIX Ha CaMOCTOSTENbHYIO PalOoTy, MO JTUYHOMY HHAMBUAYAIbHOMY IUIaHY, B
3aBUCHUMOCTH OT €r0 TIOJITOTOBKH, BPEMEHU U IPYTUX YCIOBUH.

dopma 3aKITFOYATEITHFHOTO KOHTPOJIS TPU MPOMEXKYTOIHONW aTTeCTAIliU — 3a4eT ¢ OICHKOM.
Jlns mpoBeneHUs MPOMEXKYTOYHOW aTTeCTallMy MO AMCHUILTHHE pazpaboTaHbl (HOHA OIECHOYHBIX
CPEICTB U OAJUTBHO-PEUTHHTOBAS CHCTEMa OIEHKH Y4eOHOH NesATeNbHOCTH CTYAeHTOB. OIeHKa 10
JTUCITUIIIMHE BBICTABISETCS B MH(OPMAIIMOHHOW CHUCTEME W HOCUT HMHTETPHUPOBAHHBIN XapakTep,
y'-II/ITI)IBaIOH_[I/II\/'I PE3YIbTAaThl OUCHUBAHUA Y4aCTUA CTYACHTOB B aYAUTOPHBIX 3aHATHAX, Ka4€CTBa U
CBOCBPEMEHHOCTH BBINIOJIHEHUsI 3a/laHUi B XOJ€ HW3YYCHUS JUCIUIUIMHBI M TPOMEKYTOYHOM
aTTecTralnun.



IIporpamma cocraBieHa B cooTBercTBUU ¢ TpeboBanusamMu OI'OC BO mo HampaBieHHIO
01.03.02 Ilpuxnaounas mamemamuxa u uHgpopmamuxa v MpoQUITIO MMOATOTOBKH HHmeieKkmyanbHblll
aHanu3 OaHHvIX
PaGouyto nporpammy cocraBun x.m.H. Koanaxos A.A.

[TporpamMma paccMoTpeHa u ogo0peHa Ha 3aceqanuu kapeapst OIIM

nportokoi Ne 17 ot 22.05.2020 rona.
3aBenyromuii kadenpoit PIIM Opnog A.A.
(ITonmuce)

PaGouast mporpamma paccMOTpeHa M OJ0OpeHa Ha 3aceaHMU Y4eOHO-METOIUYECKON
KOMHCCUU (paKysIbTeTa

npoTokoia Ne 10 ot 10.06.2020 ropa.
IIpencenarens komuccun OUTP Puvioickosa M.H.
(ITonmuce) (®.1.0.)




Ilpunoscenue

DoH/I OLIEHOYHBIX MAaTEPHUAJIOB (CPeICTB) MO ANCIHHUIINHE

JloKyMeHTOBEIEHHE U JOKYMEHTOOOOPOT

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

Temel 11 yCTHOTO onpoca:

o IMCIOMIIJIMHE

[ToHsiTHE M OCHOBBI AEIOIPOU3BOJACTBA
JIOKyMEHTUPOBaHUE IEATENBHOCTU OPTaHU3ALUI
JIOKyMEHTHUPOBAHKE TPYAOBBIX OTHOLIEHUI
Opranu3zanus paboTsl C TOKYMEHTaMU

PaGora ¢ nokymeHTamu, coiep:kaliiuMi KOHQHUIEHIUATbHbIE CBEICHUS
DNEKTPOHHBIA JOKYMEHTOO0OPOT

IleuaTs oTueTOB

XLST Tpancdopmanun

Oo6uiee pacnpeneseHne 6ajJI0B TEKYIIEr0 KOHTPOJISI IO BUAAM Y4eOHBIX PadoT 1Jisl CTY/IeHTOB

Peiitunar-kouTpois 1

VYerHbli onpoc 3 Bompoca, 2
MIPaKTUYECKUX PabOTHI

1o 20 6auioB

PeiiTuHr-KOHTpOIIH 2

VYerHbii onpoc 3 Bompoca, 3
MIPaKTUYECKUX PabOThI

110 20 daioB

Peittunr-kouTpons 3

YceTHbll onpoc 3 Bompoca, 3
MPaKTHYECKUX pabOThI

1o 20 6ayuioB

Ilocemenue 3auaTuit

CTYJICHTOM 0
JlonoHUTETbHBIE OATLTBI 0

(OoHychI)

BrinosiHeHue ceMecTpoBOro

IJIAHA CAMOCTOSITENBHOM 1o 0 6amioB

paboThI

2. IIpomeskyTOUHASI aTTECTALMS 10 IMCIUIVIHHE
[lepeuens BONMPOCOB K IK3aMeHY / 3a4eTy / 3a4eTy ¢ OLEeHKOM.
Ilepeyenn npakTHYecKUX 32124 / 3aJaHUH K IK3aMeHY / 3a4eTy / 3a4eTy ¢ OeHKOMH (nmpu

Temel 1151 yCTHOTO OIpoca.

[1K-2
broxk 3 (Bmanets)

HAJIUYHM)

1. OcHOBaHUe M3AaHUS NPUKa3a B CBSI3U C peOpraHu3aluenl CTpyKTyphbl YIpaBiIeHHUs B pUpMe

COJICPKUTCA B ...
3aroJIOBKe

KOHCTaTHPYIOIIEeN 4acTH TEKCTa MprKa3a
no3uuuu Tekcta «OCHOBaHUE»

ImprujIaracMbIX TOKYMCHTaX

pacnopsiAUTENIbHON YacTH TEKCTa MpUKa3a

2. [IlpaBoBoil akT,

ONPENEIAIONINN  TOPSIIOK  00pa3oBaHUs, TpaBa, OOSI3aHHOCTH U

OpraHu3aIuio paboTHl YUPEXKICHHS Ha ATUTEIbHBIN epHoa BpeMEeHH — 3TO ...

pHKa3
MIOJIOKEHHE
JIOTOBOP
ycTaB




JOJKHOCTHAS! MHCTPYKIIUS

3. B muceme, opopmiaeHHOM Ha OmaHKe PUPMBI, HEAOMMYCTUMO HCTIOIB30BaTh U3JI0KCHUE:

ot 1 nuua, ex. uncia

oT 3 JI. e1I. Yyncia

OT 3 JI. MH. YHCJIa

oT 1 7. MH. yucna

4. JIOKyMEHT, ONUCHIBAIOIIMKA WJIM TOATBEP)KIAIOMINN COJEepKaHUE T€X WM MHBIX (aKTOB
WJIU COOBITHI

aKT

JIOKJIaJTHAs 3aMucKa

crpaBKa

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

BUHUTEIBHOTO Majexka (Koro, 4ro?)

JaTeNBLHOTO Mmajiexa (Komy, yemy?)

MIPEAJIOAKHOTO Taaexa (0 ueM?)

MMEHHTEIIBHOTO TMajiexa (KTo, 4To?)

6. UHCTpYyKIIUS O AETONPOU3BOACTBE YTBEPIKIACTCH. . .

OTBETCTBEHHBIM 32 JIeJIOMPOU3BOJICTBO JTUI[OM

HayaJIbHUKOM KaHIICJIIPUHU

PYKOBOJUTENEM MPEIIPUITUS

cekperapeM-pedepeHTOM

7. lara akTta 370 ...

Jlata yrBepxKacHUA

JlaTa coObITHS

Hara nmognucanus

8. Bo BpeMs mpOM3BOACTBEHHOIO COBEIIAHUS Y JHUPEKTOpa CEKpeTapb 3aluchbiBall
BBICTYIUICHUS U PUHATHIE pemeHus. [1o utoram 3acemanus cienyer opopMuTs ...

MIPOTOKOJI

perieHue

pacnopsbkeHue

MIPOTOKOJI, PEIICHUE U PACTIOPSHKEHUE

110 YCMOTPEHUIO HaYaIbCTBa

9. Bbl cumTaere, yTo M1 yAydIIEHUs JEIONPOU3BOJICTBA Ha BaieM mpeanpustiu HY)HO
3aKyMUTh W YCTAHOBUTH JOMOJHUTENBHOE MpOrpaMMHOe oOecrieueHrne. CBOU MPEIOKEHUS IS
pykoBojacTBa ¢pupmMbl Bel MoxkeTe 000CHOBATH B ...

MUChME

pereHnn

aKTe

CIIpaBKe

B JIOKJIQJHOM 3aIIUCKe

10. lata B rpude yTBEepKICHHS TOKYMEHTa MPOCTABIISIETCS

MammHONMUCHBIM CIOCOOOM

OT pyKH cCeKpeTapeM Iocie YTBEPKACHUS JOKYMEHTa PYKOBOAUTEIIEM

CaMuM pyKOBOJUTEIEM B MOMEHT YTBEPKIAEHUS JOKYMEHTA

JIro6bIM ciocoboM

11. Komuccusi mo pacciefoBaHHMIO MOXKapa, MPOU3OIIEANIEr0 Ha CKJIajJe OpraHu3allvH,
ycTaHoBMIIA Pl (haKTOB, KOTOPBIE MOCTYKUIN IPUUMHON TIokapa. Komuccus moimKHa COCTaBUTh

aKT

CIIPaBKY

JOKJIaIHYIO 3aITUCKY

MHCTPYKLHUIO O MPOTUBOIIOKAPHOU O€30MacHOCTH

12. IlpaBoBOW akT, W3/1aBAEMbIil E€AUHOJIMYHO PYKOBOIAUTEIEM B LEISIX PEUICHUS
OTIepaTUBHBIX BOIPOCOB, 3TO:

MpuKa3



pacnopsbKeHue

yKa3aHue

MHCTPYKIHUS

13. JIokyMeHT, MOJIeKAIIHNN YTBEPKICHUIO

MpuKa3

aKT

MHUCHMO

pacnopspKeHHe

14. Ilpuka3pl O HaA3HAYEHUHM HOBBIX PYKOBOJMUTENECH OpraHU3alMM B KOMHUSAX MOTYT
JIOBOJIUTHCS J10 CBEJICHUS:

PYKOBOAMTEIIEH CTPYKTYPHBIX IMOAPA3AEICHUN

aAMUHUCTPATUBHOIO IIEPCOHAJIA

BCETO KOJIJICKTHBA

15. PacniopsiautenbHble JOKYMEHTHI BCTYHAOT B CUITY C ...

MOMEHTA UX MOJMUCAHUS

MOMEHTA UX MOJIUCAHUS U COTJIACOBAHUSA

MOMEHTA WX MOJIMUCAHUS U TOBEACHUS O CBEICHUS UCTIOTHUTES

MOMEHTA UX JIOBEJICHUS 10 CBEACHUS UCIIOJIHUTES

16. Pa3zpaboTKka opraHM3aIiOHHBIX JOKYMEHTOB B OpraHU3aUAX U HA TPEIIPUITUIX — ITO

dbopManbHOe, TpaJUIIMOHHOE TpeOOBaHUE, HE UMEIOIIEe MPAKTUIECKOTO 3HAUCHUS

HEO0OXOIMMOCTD MTPH BOSHUKHOBCHUH KOH()IUKTHBIX CHTYAIIHHA

CO3/1aHH€ HOPMATUBHOM 0a3bl [JIsl OpraHu3alry MPaBOOTHOIICHUN

MOBBIIICHUE MPECTUKA OpTraHU3aIN

17. Tlo conepkaHUIO IPUKa3bl OBIBAIOT:

[IpocTeie U cnoXHbBIE

ITo OCHOBHOM J€ATEIBHOCTH U 10 JUYHOMY COCTaBY

BuyTtpenHue u BHeIIHUE

[Tonnsbie n kpaTkue

C yry0BBIM U IPOOIBLHBIM PACTIOI0KEHUEM PEKBU3UTOB

18. IIpoTokon nomxkeH ObITh O(GOpMIIEH TOCTE MPOBEACHHOIO 3acelaHusl KOJIETHalbHOTO
OpraHa He IO3HEe, YeM:

1 nenp

3 mHA

4 nusa

5 nuen

19. IlpaBoM MOANMUCH MPUKA30B IO MEPCOHATY U (PMHAHCOBBIM BOMpOCaM 00agaeTt

PYKOBOJMTEIb U 3aMECTUTENh PYKOBOIUTEIIS

TOJBKO PYKOBOJIUTEH

HavyaJIbHUK OT/IeJNIa KaJIpoB

3aMECTHUTENIb PYKOBOJAUTEA

20. 3aroyI0BKOM K TEKCTY MPOTOKOJIA SIBISETCS ...

(hopMyIpOBKa paccMaTpPUBAEMON TEMBI

Ha3BaHWE KOJUIETUAILHOTO OpraHa

KpaTKoe cofiepKaHue 00CyKIeHUs

WTOT MPUHATHIX PEIICHUN

21. JlokymMeHT, (UKCHUPYIOUUN XOI OOCYKICHHSI W TPUHSATUS PEIICHHs Ha 3acCelIaHUiX
KOJUIETHAJIbHOTO OpraHa:

AKT

KonTpakr

Pemenue

[TocTanoBnenue

IIpoTokon

22. IOKyMEHTHI 110 OOITUM U aJJMUHUCTPATHUBHBIM BOTIPOCAM MOTYT COCTABJISTH:

aAMUHUCTpAIUS TPEATPUSATUS



paboTHUKY (PUHAHCOBBIX OTACIIOB

PYKOBOJUTENN CIYXO U MOApa3eNeHUH IPeIpUsATHS

PYKOBOJUTEID

23. JIOKyMEHT, coleprKallluii ONMCAaHUE U IOATBEPXKAECHUE TeX WM HHBIX (DAKTOB WIH
cOOBITHI Ha3bIBAETCH:

CIpaBKa

JIOKJIaJ{Hasl 3aIluCcKa

aKT

3asIBJIICHHE

Cnoso «ITPUKA3BIBAIO» ymoTpebnsercs B ...

IIPUKA3axX U PpacCHOPSHKEHUSIX

IpHUKa3ax

pacnopsAMTEIbHBIX TOKYMEHTAX

JOKJIa/IHBIX 3aIMCKax

24. JlaToil mpoTOKOJIA SABISAETCS:

Jlata noanucaHus

Hara cornacoBanus

Jlata U3roTOBJICHUS

Jara ucrojsHeHus

Jlata 3acejaHusI KOJJIETHAIbHOTO OpraHa

25. JIoKyMeHT, periaMeHTUPYIOIUN AeSITEIbHOCTh KOHKPETHOTO JOJKHOCTHOTO JIUIa

JOJPKHOCTHAs! MHCTPYKIIUS

yKa3aHue

puKa3

CiTyeOHast 3armcKa

26. Ilpu npueme Ha paboTy Bac H0IKHBI 03HAKOMUTH C BallUMU [IPaBaMH, O0SI3aHHOCTSIMH U
GYHKIUAMEU. OTY HTHPOPMAIUIO COJIEPIKUT

TPYZAOBOW KOHTPAKT

TPYZIOBOM AOTOBOP

IpUKa3 o mpueMe Ha paboTty

JOJKHOCTHAs! MHCTPYKIIMS

yCTaB NPEANPUATHUS

27. OTBeT Ha 3anpoc, NOANUCAHHBIA PYKOBOJAUTEIEM OPraHU3alluH, JOJKEH OANUCATh. ..

3aMECTUTEND PYKOBOAUTEISA

711000€ MOJIHOMOYHOE JIMIIO, B Ube€l KOMIETEHIIMH PELIEHUE TaHHOTO BOIpoca

PYKOBOJUTENb (PUPMBI, OpPraHU3ALIH

B 3aBHCHMOCTH OT CTaTyca 3ampamiBaeMoil nHopmanuu

28. IluceMmo, nmeroniee (pUHAHCOBBIE U IOPUIMUECKUE TTOCIEACTBUS, TOJIKHO OBITS ...

MOAINKCAHO TUPEKTOPOM, TJIaBHBIM OyXTajTepOoM, 3aBEPEHO eUaThIo

3aBEPEHO ME€YaThi0

MOJNKCAHO IJIaBHBIM OYyXTalTepoM U AUPEKTOPOM

COIJIACOBAHO C IOPUCTOM

Ha YIJIOBOM OJIaHKe

29. 3aroyIoBOK K TEKCTY CIIY>K€OHOTO MHChMa MOXXET OTCYTCTBOBATh, €CIIU TEKCT. ..

COCTaBJIEH 110 OJTHOMY BOTIPOCY

OTpa)kaeT pPEeLIEHNE HECKOJIbKHUX BOIIPOCOB

odpopmiieH Ha Oymare ¢popmata A4

oopmien Ha Oymare popmaTa AS

30. Hymepanus npruka3oB 0 OCHOBHOM AESATEIbHOCTH BEAETCA ...

10 MOPSAKY C MOMEHTa 00pa3oBaHus (pUPMBI

HOJPsII B MIpefieax Mecsaua

NoApsA B Ipezesax KaJeHAapHOro rojia

OT/EJIbHO OT IPUKA30B M0 JINYHOMY COCTABY

31. PacnopsiaurenbHas 4acTh B yKa3aHUM HAUMHAETCS [J1ar0JIOM:



YKA3BIBAIO
[IPUKA3BIBAIO
[IPEJJIATAIO

CUUTAIO HEOBXOJUMbIM

I[TOCTAHOBJIAO
32. JIoKyMeHTBI 110 OOLIUM U aIMUHUCTPATUBHBIM BOIIPOCAM MOTYT COCTaBJIATh:

AIMUHUCTpalU MPCATIPUATUS

pabOTHHUKY (PMHAHCOBBIX OT/ECIIOB

pabOTHUKY BCEX MOAPA3ICIICHUN TIPEITPUSITUS

33. Ecnu npuka3 u3MeHsieT (OTMEHSET, JONOJIHIET) paHee U3JaHHbIi JOKYMEHT, TO OJIUH W3
MYHKTOB PacloOPSIUTEIIEHON YacTH TEKCTA JIOJDKEH COJIePIKaTh CCHUIKY Ha OTMEHEHHBINW TOKYMEHT H
HAYMHATHCS CIIOBAMH:

«HpI/I3HaTB HUCIIOJIHCHHBIM. .. »

«IIpu3HaTe yrpaTUBILIUM CUILY...»
«IIpru3HaTh HEAEHUCTBUTEIBHBIM. .. »

[IpuBeneHs! B MOCOOHH.

MeToauuecKkue MaTepHuaJibl, XapaKTCPU3YIOIIUE NTPOLUHCAYPLI OLICHUBAHUA

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

HEKOTOpbIE MPAKTUYECKHE HABBIKH
paboThI ¢ OCBOEHHBIM MaTEPHUATIOM
c(OpMHPOBaHBI HEAOCTATOUYHO, BCE
MIPEAYCMOTPEHHBIE IPOTPAMMON
o0y4yeHus yueOHbIe 3aJJaHUs
BBIITOJIHEHBI, KAYECTBO BBIITOJIHEHHU S
HHU OJJHOI'O U3 HUX HE OILICHCHO
MUHHUMAaJIbHBIM YHCIIOM 0aJlioB,
HEKOTOPBIC BU/IbL SallaHI/Iﬁ
BBINOJIHEHBI C OINOKaMH

Onenka | OneHka 1o mkaje O06ocHoBaHue Yposenw
B cghopmuposannocmu
Oamnax KomnemeHyuil
Boiee | «OTamunO» Conepxanre Kypca OCBOCHO Buicokuii yposens
80 MIOJTHOCTHI0, 6€3 TPOOEINoB,

HEO0OXO0IMMBIC TTPAKTUICCKHIE HABBIKA

paboThI C OCBOEHHBIM MaTEPHUATIOM

c(OpMUPOBAHBI, BCE

PelyCMOTPEHHBIE POTPaMMON

0o0ydeHus1 yueOHbIC 3aJaHUs

BBITTOJTHEHBI, KAYeCTBO UX

BBITTOJIHEHHS OI[CHEHO YHCIIOM

0ayIoB, OJIM3KUM K MAaKCUMaJIbHOMY
66-80 | «Xopomo» CopepxaHue Kypca OCBOCHO Ilpoosunymoutii

MOJTHOCTBIO, 06€3 TPOo0eoB, YposeHb




50-65 | «Y1OBIETBOPHUTEIHHOY ConaeprxaHue Kypca OCBOEHO Ilopozoeuwiit yposens
YaCTUYHO, HO MTPOOETIBI HE HOCAT
CYIIECTBEHHOT'O XapakTepa,
HE00XO0AMMBbIE IPAKTUYECKHE HABBIKU
paboThI ¢ OCBOSHHBIM MaTEPUAIOM B
OCHOBHOM C()OPMUPOBAHBI,
OOJIBIITMHCTBO MPEyCMOTPEHHBIX
porpamMmoii 00y4eHus: yueOHbIX
3aJJaHHid BHIITOJIHEHO, HEKOTOPBIE M3
BBITIOJIHEHHBIX 33JJaHU, BO3MOXKHO,
coJiepKat OMMOKH

Menee | «HeynosnerBopurenbHo» | CoaepkaHue Kypca HE OCBOEHO, Komnemenuyuu ne
50 HE00XO0/IMMbI€ IPAKTUYECKUE HABBIKU | chopmuposanst
paboThI He CHOPMHUPOBAHEI,
BBINIOJIHEHHBIE YUE€OHbIE 3a/1aHUs
cojiepxaT rpyobie omuOKu

3. 3agaHus B TecTOBOM (popMe 1O TUCHUILINHE
IIpumepsl 3anaHmii:
1. AnpecaToB B OJHOM JOKYMEHTE MOXET ObITh
~TOJILKO OJIUH
~He 0oJsee Tpex
=He 0oJiee yeThIpex
~CKOJIbKO HEOOX0AUMO

2. AnpecHble TaHHBIE IPEANIPUATHS YKA3bIBAIOT
~B m00BIX
=Bo BHemHuX
~B nucemax, gaxcax, TenerpaMmax
~I' e 370 HE0OX0AUMO

3. be3omnacHsie ycnoBus Tpyaa 3To...
~YCJIOBHS TPy, MPU KOTOPHIX COOIIOAETCS TEXHUKA 0€30MaCHOCTH
=yCJIOBUS TpyJa, MPU KOTOPBIX BO3ACHCTBHE HAa PAOOTHUKOB BPETHBIX M (MJIH)
OMACHBIX IPOU3BOJICTBEHHBIX (DAaKTOPOB HCKIIOYCHO JHOO HE TMPEBBIMIACT YCTAHOBIICHHBIC
HopMaTuBs (cT. 209 TK PD)
~YCIIOBUS TPY/Ia, HE CBA3aHHBIC C PUCKOM JJISI )KU3HU U 3710POBbBSI

4. Bo BpemMs MpPOU3BOJACTBEHHOI'O COBELIAHUA Y JUPEKTOpa CEKPETaph 3aluChIBall
BBICTYIIJICHUS U MPUHATHIE penieHus. [1o utoram 3acenanus cieayetr opOpMHUTS ... {
=[IpoToxon
~Pemenne
~Pacnopsixenne
~IIPOTOKOJI, PEILIEHUE U PACTIOPSIKEHHE
~I10 YCMOTPEHUIO HAYaJIbCTBA

5. B nuceme, odpopMiieHHOM Ha OiaHKe GUPMbI, HEJOITYCTUMO UCIIOJIb30BaTh U3JI0KEHUE!
=ot 1 nuua, ex. uncna
~OT 3 JI. e11. Yhciia
~0T 3 s1. MH. Uncna
~ot 1 1. MH. Uncna

6. B mpuiokeHMH K pacmopsiAUTEIbHOMY TOKYMEHTY Ha IEPBOM €ro JIMCTe B IMPaBOM
BEPXHEM YTy MUIIYT:



~"[Ipunoxenue"

~"IIpunoxenue" ¢ ykazaHMEM HAUMEHOBAHUS PACIOPSIUTEIBHOTO TOKYMEHTA

="IIpunoxxenue" ¢ ykazaHMeM HAaWMEHOBAHMS PACHOPSAIUTEIBLHOTO JIOKYMEHTa, €ro
JaThl ¥ PErUCTPALIMOHHOTO HOMEpa

7. Bbl cumTaere, 4yTo U1 yJAy4YIISHUS JEIONPOM3BOJICTBA HA BamieM mpeanpustuu HY)KHO
3aKyIUTh W YCTAaHOBUTH JOIMOJHUTEIBHOE MporpamMmHoe oOecrieueHue. CBOM MPEIJIOKECHUS s
pyKoBojicTBa (pupmbl Bel MOXkeTe 000CHOBATH B ...

~ITnceme

~Pemenun

~AKTE

~CrpaBke

=B JOKJIAJHOI 3aIIMCKE

[TomHBIi IEpedeHb TECTOBBIX 33JJaHUN C YKa3aHUEM MPABIILHBIX OTBETOB, pa3MeIleH B OaHKe
BOITPOCOB Ha I/IH(I)OpMaLII/IOHHO-06pa30BaTeJ’ILHOM nmopTajic HHCTUTYTA 10 CCBIJIKEC
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

OHGHKa PACCUUTBIBACTCA KaK IMPOLCHT IMPABUJIBHO BBIIIOJHCHHBIX TCCTOBBIX 3aI[aHHfI U3 ux
o011ero umucnia.



