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1. Ileans ocBOEHNSI AUCHUILIHHBI

Llenp OUCHMIUIMHBL: JaTh 3HAHHS, HEOOXOAWMBIC [UIS TPABHIBHOTO COCTABICHHUS U
oopMIIeHHs JOKYMEHTOB, CO3/1aBaéMbIX B IIPOLECCE NPUHATHS MU pealu3allvy YIpPaBICHUECKUX
peLIeHHIA, OCBOUTH OOIICTIPUHSATHIC JIEKCUKY M CTHIIb JI€JIOBOM KOPPECTIOHICHIIHH.

OCHOBHBIMU 3a7ja4aMy Kypca SIBJISIOTCA:

- O3HAKOMUTbH CTYACHTOB C MIPAaBUJIAMU COCTABICHHUS M O(POPMIICHUS OCHOBHBIX JOKYMEHTOB:
JIOrOBOPOB, KOHTPAKTOB, IPUKA30B, CIy*KEOHBIX 3aIIUCOK, IPOTOKOJIOB, aKTOB, CIIPABOK U JJOKYMEHTOB
10 JTUYHOMY COCTaBY;

- 1aTh NpeJICTaBlIeHue 00 OpraHu3aluyu JOKYMEHTO000pOTa, CUCTEMAaTU3allul JOKYMEHTOB U
UX XpaHEHUHU;

- copMupoOBaTh y CTYAEHTOB HABBIKM CaMOCTOSITE€IbHOIO COCTABICHMS YIPABICHYECKON
JIOKYMEHTALIUH, JCIIOBBIX IIUCEM.

2. Mecro aucuuniannsl B crpykrype OIIOII BO

bazoil i u3ydyeHus Kypca SIBISIOTCS 3HAHMS, MOJYy4YEHHbIE CTYJE€HTaMHU B XOJ€ M3Y4YEeHHUs
TaKUX TUCHMIUIMH Kak: "VHOCTpaHHBINA s3bIK», « HPOpPMALMOHHBIE TEXHOJIOTUH B MEHEHKMEHTE".
3HaHUE OCHOBHBIX IOJIOKEHUH JUCHUIUIMHBI «/IOKyMEeHTalmoHHOE OOecredyeHue YIpaBIeHHUsD
HEO0OXO0UMO MpU U3YUYEHUH JUCLMIUIUH «/le10Bble KOMMYHUKAUW», "YIpaBieHNe YeI0BEUECKUMHU
pecypcamu", a TakKe IPU HAIMCAHUH BBITYCKHON KBaIH(PUKALIMOHHOM paboThI.

3. Ilnanupyemblie pe3yabTaThbl 00y4eHHS 110 TUCHUILTHHE
[Inanupyemble pe3ysbTaTbl OOy4YEHMs IO JAUCLUIUIMHE, COOTHECEHHBbIE C IUIaHUPYEMBIMU
pesynbraramu ocBoeHust OIIOII (koMneTeHIUAMY U UHAMKATOPaMHU JOCTHXKEHUS KOMITETEHITHI )

dopmupyemble [Tmanupyemsle pe3yapTaThl 00yUEeHUs TI0 AUCIUITINHE, B
KOMIIETECHIIU (KOZ[, COOTBETCTBUM C UHIAUKATOPOM JOCTHMIKCHUSA KOMICTCHIINU HaumMmeHoBaHHe OLIEHOYHOTO
COZIEpXKaHNE MupaukaTop 1OCTHKEHUS PesynbpTaThl 00yueHus 1o cpeacTBa
KOMITCTEHIINH) KOMTETSHIINU JUCHIUIUIHHE
YK-4 Cnocoben | YK-4.1 OcymiecTBisieT | 3HATh CHUCTEMBI | BOMPOCHI K yCTHOMY OMPOCY,
OCYILECTBIIATh JICIIOBYI0O KOMMYHHUKAIMIO B | JOKyMEHTAIHH, TECT, IPAKTUUECKUE 3aJaHH
JIETIOBYIO YCTHOH W  MHCHMEHHOH | COBpeMEHHBIE CIOCOOBI U
KOMMYHHKAIMI0O B | (hopMax Ha PyCCKOM SI3bIKE | TEXHUKY CO3JIaHUS
YCTHOU u JIOKYMEHTOB, OCOOEHHOCTH
MUCBEMEHHOU (hopmax OpTaHU3aAINH JIBIOKCHUS
Ha TOCYAapCTBEHHOM JIOKYMEHTOB Ha
si3pike  Poccuiickoit MpeaNPUATHIX u B
Denepanun " opraumsanusx (YK-4.1)
HHOCTpaHHOM(BIX)
A3bIKe(ax)
IK-2 Cnocoben | [1K-2.2 Pemaer | ymers ¢opmupoBate 06a3y | BOIPOCH K YCTHOMY OIIpOCY,
IUIAaHUPOBATH, OIepaTUBHBIE JAHHBIX M pa3pabaThIBaTh | TeCT, MIPAKTHUECKHE 3aJlaHus
OpPraHU30BBIBATh U | yNpaBlIE€HUECKHUE 3a]1a4u OpraHU3aIlOHHO-
OIICHUBATh YIPaBIEHYECKYIO
3¢ PEeKTUBHOCTH JIOKYMEHTALUIO c
JIeSITETTBHOCTH HCTIONBE30BaHUEM
CTPYKTYPHBIX COBPEMEHHBIX  TEXHOJIOTHH
noApa3AeIeHU I 3JIEKTPOHHOTO
OpraHu3aIx nokymenToo6opota (ITK-2.2)
BIIAJICTh HABBIKAMU
HOJrOTOBKH
OpraHU3aI[HOHHBIX u
pacnopsauTeNbHbIX

jokymenTos (I1K-2.2)




4. CTpyKTYypAa U coAepKaHue TUCUUIINHBI
OO6m1ast TpyA0€MKOCTh TUCIUIUIMHBI COCTABIISIET 3 3aueTHbIe eAMHUITBI, 108 qacoB.

4.1. @opma o0yueHHsI: OUHASA
YpoeHs 6a30Bor0 00pazoBaHus: CpeiHee odIee.

Cpok 00yueHus 4r.

4.1.1. CTpykTypa QU CHUNINHBI
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1 HopmarusHo- 2 12| 4 12 Tectuposarie,
BBIIIOJTHCHHAC
METOANYECCKAasA 0aza MPAaKTHYECKUX padoT,
JIEJIOTIPON3BOICTRA. yeribiii onpoc
2 Cucremsl 2 162 21 Tectuposante,
BBITIOJTHCHUEC
AOKYMCHTaAlluu, COCTaB MPAaKTHYECKUX padoT,
MOPSIIOK pa3padOTKU U yeTHBiif onpoc
TpeOoBaHUs K
0(hOPMIIEHUIO.
3 XapakTepucTuka 216 1|8 20 TecTnpoBanye,
BBITIOJTHCHUEC
AOKYMCHTOB, MPAaKTHYECKUX padoT,
HCITOJTB3YIONTUXCS B yeTHbiit onpoc
YIIPaBJICHYECKOU
NeSATeTLHOCTH | IPaBHJIa
uX 0popMIICHHSL.
4 | CoBpemeHHBIE CTIOCOOBI | 2 | 2 | 2 21,15 Tectuposanie,
BBITIOJTHCHUEC
CO3JIaHUs JOKYMCHTA. NPAKTUYECKUX paboT,
JlokyMeHT0060pOT B yeTHBIi onpoc
OpraHu3aIyH.
Bcero 3a cemectp 108 | 16 | 16 16 | 0,25 | 74,15 3au.
HUroro 108 | 16 | 16 16 [ 0,25 | 74,15




4.1.2. CoageprkaHue TUCUMILIMHBI

4.1.2.1. IlepeyeHnb JeKUMi
Cemectp 2
Paszoen 1. Hopmamusno-memoouueckas 6aza 0e1onpou3e00cmaa.
Jlexnus 1.

3akoHonaTenbHbIe akThl PO B cepe nndopMaiiy u TOKyMEHTauU. YKa3bl H PacIOpsKEHUS
[Ipesunenta PO, nocranosinenus [IpaBurensctBa PO. HopmaTtuBHBIE TpaBOBbIE aKkThl (PeaepaabHbIX
opranoB. ['ocynmapcTBeHHBIE CTaHAApThl HA  JOKYMEHTHL.  YHU(DUIUPOBAHHBIE  CHCTEMBI
nokyMmeHTtanuu. OOmepoccuiickue KiacCU(PUKATOPhl TEXHUKO-PKOHOMHYECKOH U COLMAIbHON
uHpopmanuu (2 yaca).

Pazoen 2. Cucmemsl 0okymenmayuu, cocmas nopsioox papabomxu u mpebo8arusi K 0ghopmieHuro.
Jlexknus 2.

JIOKYMEHT W CHUCTEMbl JOKYMEHTallMu. YIpaBieHdyeckas AOoKyMeHTalus. TpeOoBaHus k
cocraBnenuto u opopmiienuto. Tpedoanust 'OCT P 6.30-2003 k odopMIIeHHIO TOKYMEHTOB (2 9aca).
Jlexnus 3.

@opmyisip — o0paselr, COCTaB U PacIoioKeHHe PEKBU3UTOB. COCTaB U MOPSIOK pa3padOTKU
JIOKYMEHTOB, HCTIOJIb3YIOIIUXCS B YIIPABICHYECKOH JIeATENBHOCTH (2 yaca).

Jlexuus 4.

CocraBnenue u odopmiieHHE OCHOBHBIX JOKYMEHTOB: JOTOBOPOB, KOHTPAKTOB, MPHUKAa30B,
CITy»)eOHBIX 3aMmnCcoK (2 Jaca).

Paszoen 3. Xapaxmepucmuxka O00KymMeHmo8, UCNONb3VIOUWUXCSA 8 YNPABIEHYECKOU OesimelbHOCMU U
npasua ux oQopmieHus.
Jlexkuus 5.

CocraBienne u O(OpPMIIGHHE OCHOBHBIX JOKYMEHTOB: IPOTOKOJIOB, AaKTOB, CIIPAaBOK U
JIOKYMEHTOB JINYHOTO MTPOUCXOXACHUS (2 yaca).

Jlekumus 6.

JlenoBele U KomMMepueckue muchbMma. Kiaccudukanus, CTpykTypa, CTaHIApTHBIE (Ppa3bl U
BBIpaKeHH (2 Jaca).

Jlekuus 7.

[MpaBmwia u  GopMBI KOMMEpPYECKOW TEPEeNHCKH ¢  3apyOS)KHBIMH  IapTHEpaMH;
KOPPECHOH/ICHITNS, CBS3aHHAasg C TMPOBEACHHUEM MEPHUOJUYECKHUX MEPONPUSATHH, U Tpoyas
KOPPECTIOHJICHITUST OpraHM3anusi padoThl ¢ JOKYMEHTaMH, COJICpPXAIIUMH KOH(UICHITHATLHBIC
cBeqieHus (2 yaca).

Pazoen 4. Cospemennvie cnocobwi cozoanus 0okymenma. /[okymeHmoobopom 6 opeaHuzayuu.
Jleknus 8.

CoBpemeHHBIe cIOCOOBI M TEXHUKA CO3JIaHMsI JOKYMEeHTOB. OpraHuzaius ToKyMeHTO000opoTa

(2 gaca).

4.1.2.2. llepeyeHb NPAKTUYECKUX 3aHATUH
Cemectp 2
Pazoen 1. Hopmamueno-memoouueckas 6aza 0e1onpoussoo0cmea.
IIpakTyeckoe 3ansaTue 1
[IpaBua opopmienus nHGOPMALIMOHHO TOKYMEHTOB (2 vaca).
IIpakTH4eckoe 3ansTHE 2
[IpaBuiia opopmiieHHs CIIpaBOYHBIX TOKYMEHTOB (2 yaca).
Pa3zoen 2. Cucmemuvl dokymenmayuu, cocmas nops0oK papabomxu u mpedosanust K 0ghopmMieHuUr.
IIpakTnyeckoe 3ansiTue 3
[TpaBuna opopmieHHsI OCHOBHBIX OpraHU3allMOHHBIX JTOKYMEHTOB (2 Jaca).
Paszoen 3. Xapaxmepucmuka OoKymMeHmo8, UCHONb3VIOWUXCS 8 YNPABNEHYECKOU OesimelbHOCMU U
npasua ux oQopmieHus.
IIpakTnyeckoe 3ansiTue 4
[IpaBuia opopMIIEHHSI OCHOBHBIX PacropsAUTEIbHBIX JOKYMEHTOB (2 yaca).



IIpakTnyeckoe 3ansiTue 5

[IpaBwia BefeHUs AETOBOW MEPENUCKU, BHUIBI CIIYKEOHBIX MHCEM M U UX odopMieHHE» (2
yaca).
IIpakTHyeckoe 3anATHE 6

Buapl cinykeOHBIX TTceM U U uX oopmiieHue (2 vaca).
IIpakTHyeckoe 3anaTHE 7

[TpaBuia opopmiieHHs pa3InYHBIX BUIOB JOKYMEHTOB IO JJHYHOMY COCTaBy (2 4aca).
Paszoen 4. Cospemennvie cnocobwl cozoanus 0oKymenma. JJokymeHmoooopom 8 opeanu3ayuu.
IIpakTnyeckoe 3ansiTue 8

JIoMKHOCTHBIE MHCTPYKIMU: MTOHSATHE, COCTABJICHHE (2 Yaca).

4.1.2.3. Ilepeuyenn 1a00paTOPHBIX PadoT
He mmanupyercs.

4.1.2.4. llepeyeHb TeM U y4eOHO-MeTOAMUYECKOE O0ecIIedYeHHe CAMOCTOSATEIbHOM

padoThI
[lepedeHb TeM, BEIHECEHHBIX Ha CAMOCTOATEIBHOE N3YYCHHUE:
. HopMaTuBHO-cripaBouHasi OCHOBA OpraHMU3aIlK JOKYMEHTAMOHHOTO 00eCieueHus yIpaBICHHUs.
. CocTaB peKBU3HTOB, BUJIBI OJaHKOB U TpeboBanus k Oankam o 'OCTy P 6.30 — 2003.
. TpeGoBanus kK 0popMIIEHUIO OPTraHU3AUOHHO-PACTOPAIUTENHBIX JOKYMEHTOB.
. TpeboBaHus K 0()OPMIIEHUIO OCHOBHBIX BHI0B HH(POPMAITMOHHO-CIIPABOYHBIX TOKYMEHTOB.
. OdbopmieHue KaapoOBBIX TOKYMEHTOB.
. OdopmieHnue CiryKeOHBIX MHUCEM.
. @OpMBI perucTpaluu JOKYMEHTOB.
. TpeboBaHMs 10 3aIOTHEHUIO JIEI.
. XpaHeHue JOKYMEHTOB.
10. Opranuzaius padoThI C TOKYMEHTaMHU, COICPIKAITUMHU KOH(DHUICHIIMAIbHBIE CBECHUSI.
11. Opranusanus 3J1eKTpOHHOIO JOKYMEHT0000pOTa.
Jlist caMOCTOSITENTbHON pabOTBl  MCIIONIB3YIOTCSI METOJUYECKHE YKa3aHUs TI0 OCBOCHUIO
JUCLMIUIMHBI U U3aHUS U3 CIIMCKA MPUBEAEHHON HIKE OCHOBHOM U JIOMOJIHUTENBHOM JIUTEPATYPHI.
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4.1.2.5. IlepeueHb TeM KOHTPOJbHBIX padoT, pedepartos, TP, PI'P, PIIP

He nnanupyercs.

4.1.2.6. [IpumepHbIii NepeYeHb TEM KyPCOBBIX padoT (IIPOEKTOB)
He nnanupyercs.



4.2 @opMa o0y4eHHsI: OYHO-320YHAS

VYpoBeHs 6a30B0or0 00pazoBaHms: CpeiHee odIee.
Cpoxk 00yuenus 5.

Bcero ®opma
Tpynoem- Ipaxru- | JaGopa-
Jlek- KoncyJib- (KOHTaK- NPOMEKYTOYHOT0
KOCTb, qyecKue TOPHBIE Konr- CPC,
Cemectp umu, Tanus, THas KOHTPOJIs (3K3.,
yac./ 3a4. 3aHATHA, | padoThI, poJib,4ac. yac.
qac. gac. pabora), 3ad4., 3a4. C OII.)
en. yac. qac.
qac.
2 108/3 4 4 2 0,5 10,5 | 93,75 3au.(3,75)
Hroro | 108/3 4 4 2 0,5 10,5 | 93,75 3,75
4.2.1. CTpyKTYypa QM CHUILJINHBI
KoHnrtakTHas pabora
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1 HopmarugHo- 2 29 TectupoBanue,
MeTonudeckas 6aza BBITIOJTHEHHE
JIEIOTIPOU3BO/ICTRA. MPAKTHIECKHIX
paboT, yCTHBII
OnpocC
2 Cucremsl 2 | 4] 4 13 TectupoBanue,
JIOKyMEHTaIlUU, COCTaB BBHITIOJIHEHHE
MOPSIOK pa3pabOTKH U MPAKTHYECKHUX
TpeOoBaHUs K paboT, yCTHBIN
oopMIIeHHUIO. onpoc
3 XapakTepucTuka 2 25 TectupoBanue,
JIOKyMEHTOB, BBITIOJTHCHHE
HCIIOJIb3YIOLIUXCS B MPAKTHYECKHUX
YIIpaBJIEHYECKOMN paboT, yCTHBIN
JeATETbHOCTH U onpoc
MpaBujIa UX
oopmieHus.
4 CoBpeMeHHbIE 2 26,75 | TectupoBanue,
CHIOCOOBI CO3/TaHus BBITIOJTHEHHE
JIOKYMEHTA. MPAKTUYECKHUX
JIOKyMEeHTOOO0POT B paboT, ycTHBIN
OpraHu3aIu. Onpoc




Bcero 3a cemectp 108 4 | 4 + 2 10,593,75 3au.(3,75)

Htoro 108 4 | 4 2 105]93,75 3,75

4.2.2. CogeprxkaHue QTUCHUILIHHBI
4.2.2.1. IlepeyeHnb JeKUMi

Cemectp 2
Paszoen 2. Cucmemuvl dokymenmayuu, cocmas nopsi00K papabomxu u mpedosanust K 0ghopmieHur.
Jlexnus 1.

Cocrasiienue u ohopMIIEHUE OCHOBHBIX JIOKYMEHTOB: JJOTOBOPOB, KOHTPAKTOB, IPUKA30B,
CITY’>KE€OHBIX 3aUCOK (2 yaca).
Jlexknus 2.

CocraBieHue 1 0pOopMIICHHE OCHOBHBIX JJOKYMEHTOB: IIPOTOKOJIOB, aKTOB, CIIPABOK U
JIOKYMEHTOB JINYHOTO ITPOUCXO0XACHUS (2 yaca).

4.2.2.2. IlepeyeHb NPAKTUYCCKUX 3aHATHI
Cemectp 2
Paszoen 2. Cucmemul dokymenmayuu, cocmas nopsi0oK paspabomxu u mpedosanus K 0ghopmieHu.
IIpakTnyeckoe 3ansTue 1.
CocraBieHue 1 0(OopMIICHHE OPTaHU3alMOHHBIX JIOKYMEHTOB (2 Yaca).
IIpakTHyeckoe 3aHsTHE 2.
CocraBieHrue HHPOPMAITMOHHO-CIIPABOYHBIX JIOKYMEHTOB (2 Yaca).

4.2.2.3. Ilepeuennb J1adopaTOPHBIX padboT
He mnanupyercs.

4.2.2.4. IlepeyeHb TeM U y4eOHO-MeTOAMUYECKOE O0ecliedeHue CAMOCTOSATEIbHOM

padoThI

[lepeuyeHb TeM, BEIHECEHHBIX Ha CAMOCTOSATEIbHOE N3YUYEHHE:

1. HopmatuBHO-CIIpaBOYHasi OCHOBA OPTaHU3AINH JOKYMEHTAIIMOHHOTO 00ECTICUeHHS
yIpaBJIeHUs.

2. CocTaB peKBU3UTOB, BHJIBI OJIaHKOB 1 TpeboBaHus Kk Oiankam o 'OCTy P 6.30 — 2003.

3. TpeGoBanus K OPOPMIICHUIO OPraHU3aLlMOHHO-PACTIOPAUTEIbHBIX JOKYMEHTOB.

4. TpeGoBaHMs K 0POPMIIEHHIO OCHOBHBIX BUJIOB MH(POPMAIIIOHHO-CIIPABOYHBIX
JIOKYMEHTOB.

5. OdopmieHne KapoBbIX TOKyMEHTOB.

6. OpopmieHne ciry>keOHBIX TUCEM.

7. @®OpMBI pETUCTPALINN JOKYMEHTOB.

8. TpeboBaHus MO 3aNIOTHEHUIO JIET.

9. XpaHeHne JOKyMEHTOB.

10. Opranusanus paboThl ¢ JOKYMEHTaMH, COJEPKAIIUMH KOH(HUACHIIMATbHbIE CBEICHHS.

11. Opranm3anus 3JIeKTPOHHOTO IOKYMEHTO000pOTa.

Jnis caMOCTOSITENTbHONM pabOThl MCIONB3YIOTCS METOJUYECKHE YKa3aHHsS IO OCBOCHHIO
JVICIIATUTAHBI U M3/IaHUS U3 CITMCKA MPUBEICHHON HIDKE OCHOBHOW M JOTIOJHUTEIBHON JTUTEPATYPHI.

4.2.2.5. IlepeyeHb TeM KOHTPOJIbHBIX padoT, pedeparos, TP, PI'P, PIIP

1. CocraBnenne u 0hOpMIICHHE YITPABICHYECKUX TOKYMEHTOB.

2. OdopmileHHE U COCTaBIIEHNE OCHOBHBIX BUJIOB YIPABIEHYECKUX TOKYMEHTOB .

3. JlokyMeHTaImoOHHOE 0OecrieueHue YIpaBICHUS AeTOMPON3BOICTBO.

4. CocraBnenue 1 opopMIIeHHE OCHOBHBIX JOKYMEHTOB YIIPABIICHHUS.

5. Odopmnenue cirykeOHBIX TOKYMEHTOB.

6. CocraBienue u opopMICHHE HHCTPYKIHUH, CIIPABOK, TOKYMEHTOB JIJMYHOTO
HPOUCXOKICHUS.



7. TpeOoBaHMs K OPOPMIICHUIO OpPraHU3aLMOHHO-PACTIOPAAUTEIbHBIX JOKYMEHTOB.

8. TpeGoBanust K 0POPMIICHUIO OCHOBHBIX BUJIOB MH(POPMALIMOHHO-CIIPABOYHBIX
JIOKYMEHTOB.

9. IlpaBuia u mocnea0BaTeNbHOCTh O()OPMIICHHUS KaIPOBBIX JOKYMEHTOB.

10. IIpaBuna opopMieHuUs CIyKEOHBIX ITUCEM.

11. ®opmsbl perucTpanuu 10KyMEHTOB.

12. TpeGoBaHuUsI 1O 3aMOTHEHUIO JIEI.

13. IlpaBuna xpaHeHHs JOKYMEHTOB.

14. Opranusanus paOoThl ¢ JOKYMEHTaMH, COAEPKAIUMH KOH(UACHIIMAIbHBIEC CBEICHHSL.

15. Opranuszanus 1 Mocie0BaTeIbHOCTD AIEKTPOHHOTO JOKYMEHTOO00pOTA.

4.2.2.6. [IpumepHBbIii NepedeHb TeM KYPCOBBIX padoT (IIPOEKTOB)
He mmanupyercs.



4.3 ®opMma o0y4eHHsI: OYHO-320YHAS
YpoBeHb 6a30BOT0 00pa3oBaHMs: CpenHee MPOoPeCcCHOHATHHOE.
Cpok oOyueHnus 3r 6M.

Ilepeat- ®opma
Bcero
Tpynoem- HpakTu- | JaGopa- TecTa- NMPOMEIKY-
Jlex- Koncynb- (KoHTaK-
KOCTb, yecKHe | TOpPHbIe Konr- CPC, s TOYHOIO
Cemectp M, Tauus, THast
yac./ 3a4. 3aHATHSA, | padoThl, poJib,4ac. yac. KOHTPOJIsA
yac. yac. padora),
el. qac. qac. (3K3., 3a4.,
qyac.
3a4. C OIl.)
1 108/ 3 2 2 1 0,5 55 62,75 36 3au.(3,75)
Hroro | 108/3 2 2 1 0,5 55 62,75 36 3,75
4.3.1. CTpykTypa QU CHUNJINHBI
KonrtakTHas padota
oOy4aromuxcs ¢ o
&
MearOru4eCKuM pabOTHUKOM o
g dopMa TEKyILIEro
g* KOHTPOJIS
B < ycreBaeMocTH (110
T
Ne Paznen (Tema) 3 e HeJIeNsIM CEMECTpa),
m\it JUCLHAIIINHBI 2 w | 5| ~ o dopma
@) = & a g POMEKY TOUHOMH
= = S w 5 arrectanuy (1o
- S| al & a = 2 g ceMecTpam)
= 2 B> £l 8 <
g 2 = 4 | v o, @)
2| 2| & E 5| E
() o 5 2 = | E
= > = g N4 as) S
=l = | & 5| =
= o
AR *
o 8 :2
i
1 HopmarugHo- 1122 14 TectupoBanue,
METOANYCCKAaA Oaza BBIIIOJTHCHUEC
ACIOMPOU3BOJACTBA. MPAKTUYCCKUX
paboT, yCTHBII
OIIpoC
2 Cucremsl 1 21 TectupoBanue,
JTOKyMEHTAI[HU, COCTaB BBIIOJTHEHNE
MOpsAA0K pa3pa60TI<H u MPAKTUYCCKUX
TpeOoBaHUs K paboT, yCTHBIN
ohopmIIeHH!IO. OTIpocC
3 XapakTepucTuka 1 18 TectupoBanue,
JTOKYMEHTOB, BBIIOJTHEHNE
HCIOJIB3YIONINUXCA B MPAKTUYCCKUX
YIIpaBJIEHYECKOMN paboT, yCTHBIN
ACATCIIbHOCTHU U orpocC
IIpaBuiIa UxX
odopmieHuUs.
4 CoBpeMeHHbIE 1 9,75 | TectupoBanue,
CHIOCOOBI CO3/TaHus BBITIOJTHCHHE
JOKYMCHTA. IMPAKTUYCCKUX




JIOKyMEeHTOOO0POT B paboT, ycTHBIN
OpTaHM3aIIH. OIIpoC
Bcero 3a cemectp 72 | 2 | 2 + 1 (05](62,75 3au4.(3,75)
Hroro 72 | 2| 2 1 ]05]62,75 3,75
Hroro ¢ nepearrecranmeit 108

4.3.2. CogeprxkaHue QJUCHUILTHHBI
4.3.2.1. IlepeyeHnb JeKUMi
Cemectp 1
Paszoen 1. Hopmamusno-memoouueckas 6aza 0e1onpouze00cmad.
Jlexnus 1.
Cocrasiienue u ohopMIIEHUE OCHOBHBIX JIOKYMEHTOB: JJOTOBOPOB, KOHTPAKTOB, IPUKA30B,
CITY’>KE€OHBIX 3aIHUCOK (2 yaca).

4.3.2.2. IlepeyeHb NPAKTHYCCKUX 3aHATHIT
Cemectp 1
Pa3zoen 1. Hopmamueno-memoouueckas 6aza 0e1onpoussoo0cmea.
IpakTnyeckoe 3ansiTue 1.
CocraBienue u opopMIICHHE PaCIIOPSAIUTEIBHBIX JOKYMEHTOB (2 Jaca).

4.3.2.3. Ilepeuennb j1adopaTOpHbIX padoT
He mimanupyercs.

4.3.2.4. llepeyeHb TeM U y4eOHO-MeTOAMUYECKOE O0ecIIedYeHHe CAMOCTOSTEIbHOM

padoTbI

[lepedeHb TeM, BEIHECEHHBIX Ha CAMOCTOATENBHOE N3YUYCHHE:

1. HopmaTuBHO-CIIpaBOYHasi OCHOBA OPraHU3aIMK JOKYMEHTAMOHHOTO 00eCTIeYeH s
yTpaBJICHUSI.

2. CocTaB peKBU3UTOB, BBl 0J1aHKOB U TpeboBaHus k Onankam o 'OCTy P 6.30 — 2003.

3. TpeboBanus Kk 0OPMIICHUIO OPTaHU3AIMOHHO-PACTIOPSAUTEIBHBIX JOKYMEHTOB.

4. TpeboBaHus K 0()OPMIIEHUIO OCHOBHBIX BU/10B MH(POPMAITMOHHO-CIIPABOUHBIX
JIOKYMEHTOB.

5. OdopmieHne KaapoBbIX JOKYMEHTOB.

6. OdopmieHue Ciry eOHBIX TTUCEM.

7. ®OpMBI perucTpaly JOKYMEHTOB.

8. TpeboBaHuUsI 1O 3aMOTHEHUIO JIETI.

9. XpaHeHue JOKyMEHTOB.

10. Opranu3anus paboThI C TOKYMEHTaMH, COACPKaTUMU KOH(PHUICHIINAIbHBIC CBEICHHUS.

11. Opranu3anus 3J1eKTPOHHOTO JOKYMEHTO000pOTa.

Jlnist  caMOCTOSITENTbHOH pabOTBhl  MCIIONB3YIOTCS METOIUYECKHE YKa3aHWsS 110 OCBOCHHIO
JUCLUIUTMHBI U U3aHUS U3 CIIMCKA MPUBEACHHON HIKE OCHOBHOM U JIOMOJIHUTENBHOM JIUTEPATYPHI.

4.3.2.5. IlepeueHb TeM KOHTPOJILHBIX padoT, pedepartos, TP, PI'P, PIIP

1. CocraBnenue u ohopMIICHUE YIPABIEHUYECKUX JTOKYMEHTOB.

2. OdopmiieHue 1 COCTaBJIEHNE OCHOBHBIX BUOB YIIPABIEHYECKHX JOKYMEHTOB.

3. JlIokyMeHTallMOHHOE 00ecieueHne yIpaBlIeH!s AEI0IPOU3BOICTBO.

4. CocraBieHue 1 0OpMIIEHHE OCHOBHBIX JJOKYMEHTOB YIIPaBICHUS.

5. Odpopminenue ciyxeOHbIX JOKYMEHTOB.

6. CocraBnenue n ohopMIICHHE HHCTPYKIHH, CIIPAaBOK, JOKYMEHTOB JITYHOTO
MMPOUCXOKACHUA.

7. TpeboBauus K 0hOPMIICHHIO OPTaHU3ALMOHHO-PACIIOPSINTEIBHBIX TOKYMEHTOB.




8. TpeboBanust K 0(pOPMIICHHUIO OCHOBHBIX BHI0B HH(POPMAIIMOHHO-CITPABOYHBIX
JIOKYMEHTOB.

9. [IpaBuiia u nociae10BaTENbHOCTh O(POPMIIEHUS KaPOBBIX JOKYMEHTOB.

10. IIpaBuna odpopmiieHUs CITYKEOHBIX THCEM.

11. ®opMbl perucTpaium JOKYMEHTOB.

12. TpeboBaHus 110 3aII0JTHEHUIO €.

13. IIpaBuna XxpaHeHus TOKYMEHTOB.

14. Opranusaius paboThl ¢ JOKYMEHTaMH, COACPKAIUMU KOH(DUICHITMATLHBIC CBEICHMUS.

15. Opranusanus 1 MociIe0BaTeIbHOCTD AIEKTPOHHOTO JOKYMEHTO000pOTA.

4.3.2.6. IlpumepHblii IepedyeHb TeM KYPCOBBIX padoT (IPOEKTOB)
He mianupyercs.

5. O0pa3oBaTe/ibHbIC TEXHOJIOTHH
Ha 5eKkIMOHHBIX, MpPaKTUYECKUX 3aHSATHSIX HCHOIB3YIOTCA TpPaaUIMOHHBIE (DOPMBI HX
IPOBEICHUS C DIIEMEHTAMHU aKTHBHBIX ()OpM 00YyUEHUSI, TAKUX, KAK:

[IpoGnemHuas nekuus — popma yueOHON pabOThI, B paMKax KOTOPOl HOBOE 3HAHUE BBOJIUTCS
Yyepe3 MpoOJIEMHOCTh BOMPOCa, 330aun Wi cutyanud. [Ipu 3ToM mpoiiecc mO3HAHUS CTYJICHTOB B
COTPYJHUYECTBE M JMAJIOTE C MPErNoJaBaTesieM MPUOIMKACTCS K UCCIIEI0BATENbCKON 1eATeIbHOCTH.
Copneprxanue mpooOIeMbl paCKPBIBAETCS ITyTEM OpraHU3aIMK IOVCKa €€ PeICHHUS WA CYMMHUPOBAHHS
Y aHaJlM3a TPAJUIIMOHHBIX U COBPEMEHHBIX TOUEK 3PCHHUSL.

Jloknaa — 3To pa3BepHYTOE YCTHOE COOOIICHUE HA KaKyH0-TH00 TeMy, CleIaHHOE ITyOIHYHO.
Paboras Ham AOKIaaOM, CTYyAEHT 3aKperuiieT MOMYYeHHBIH Ha JISKIHMSIX Marepuall, MmpuodpeTaer
HAYYHO-HMCCIIEIOBATEIIbCKIE YMEHUS, a TAK)KE IPUOOPETAET OMBIT ITyOIMYHOTO BBICTYIIIICHHUS.

Jluckyccus — apryMeHTUPOBaHHOE 00CYkKIeHHE KaKoro-1100 CIIOPHOro BOMpOca, MPoOIeMBbl.

TecTupoBaHue — KOHTPOJIb 3HAHUH C IIOMOLIBIO TECTOB.

6. OneHoYHbBIE CPeACTBA AJIA TEKYLIEro KOHTPOJIA yCIIeBAeMOCTH,

HpOMe)KyTO‘-IHOﬁ aTreCTalum 110 uToraMm OCBOCHHUA JUMCHUIIIMHDBI.
q)OHI[BI OLICHOYHLIX MaTCpHUaJIOB (CpC)lCTB) MPUBCACHLI B IIPHUJIOKCHHUU.

7. YueOHO-MeTOAUYeCKOe U HHPOPMAITMOHHOE o0ecnieueHre JUCHUIIIMHBI.

7.1. OcHOBHas1 y4eOHO-METOAMYECKAS JIUTEPaTypa M0 AMCUHUILIMHE

1. Ky3nemnosa, . B. JlokymMeHTHpOBaHNE yIpaBIE€HYECKON NEATEIBHOCTH : yueOHOe ocodue
quis 6akanaspos / U. B. Ky3nenosa, I'. A. Xauatpss. — 2-e uzn. — Mocksa : Jlamkos u K, Aii [Tu Op
Memua, 2021. — 240 c¢. — ISBN 978-5-394-03274-5. — Texkcr : 37MeKTPOHHBIN // DNEKTPOHHO-
oubmuoreunas cucrema IPR BOOKS : [caiit]. — URL: http://www.iprbookshop.ru/99364 -
http://www.iprbookshop.ru/99364.html

2. BypmuctpoB, A. H. KagpoBoe nemonpousBoACTBO M CTaHIapTH3alMsg Tpyda : ydeOHOe
noco6ue / A. H. bBypmucrtpos, M. II. Cunssuna, O. B. Kanununa. — Cankrt-IlerepOypr : CaHKT-
[TerepOyprekuii noaurexuuyeckuit yausepcutet [lerpa Benukoro, 2020. — 104 ¢. — ISBN 978-5-
7422-7046-1. - https://lwww.iprbookshop.ru/116130.html

3. Omutpuena, JI. W. JlokyMeHTallMOHHOE OOECIeYeHUE YIPaBIECHUYECKON IEATENbHOCTH :

yueOnoe mocoome / JI. WU. [mutpueBa, U. B. Py3zaeBa. — HoBocubupck : HoBocuOGupckuii
rocyJIapCcTBEHHbIN TexHnueckuil yuusepcuret, 2019. — 100 ¢. — ISBN 978-5-7782-4029-2. — Texkct
ANEKTPOHHBIA // DnekTpoHHO-OmOmuoTeunass cucrema [PR BOOKS : [caiit]. — URL:

http://www.iprbookshop.ru/98703 - http://www.iprbookshop.ru/98703.html

7.2. JlonoJiHUTEIbHAS Y4eOHO-MeTOAUYeCKasi JIUTEPATYPa MO AUCHUILINHE
1. Cnmuak, A. B. KonduaeHuunansHoe AeI0Mpon3BoACTBO : yueOHoe ocobue / A. B. Crinyak.
— HwmwxneBaptoBck : HmwkHeBapTOBCKH rocymapcTBeHHbIN yHUBepcuTeT, 2020. — 120 ¢. — ISBN



978-5-00047-558-4. — Texcr : anextponHsIii // [{udposoit oOpazoBarenbublit pecypc IPR SMART :
- https://www.iprbookshop.ru/118982.html

2. XKyxk, A. I1. OCHOBBI yIIpaBJIEHYECKOM JACSITEIBHOCTH : yueOHOe rmocobdue (Kypc jaekuuid) / A.
IT. Xyxk, A. I'. Banuna. — CraBponons : CeBepo-KaBkasckuii ¢penepaibhbiii yausepcutet, 2019, —
165 c. — ISBN 2227-8397. — TekcT : 3JIeKTpOHHBIN // DinekTpoHHO-Oubanoreunas cuctema IPR
BOOKS : [caiiT]. — URL: http://www.iprbookshop.ru/99443 -
http://www.iprbookshop.ru/99443.html

3. Karpiues, J[. B. MapkeTUHIoBble TEXHOJOTMM U CTPaTEerMd B YIPaBICHUYECKOMN
JEeSTENIbHOCTH OpraHu3auuu. TeopeTnyeckuid Kypc : yueOHOe MocoOue Ajsi CTYIEHTOB BBICIIMX
yuebnbix 3aBenenuit / JI. B. Jlaremmes, T. M. ['omaronoBa. — Bomnrorpax : Bonarorpanckuit
rOCyJapCTBEHHBIN COIMATIBLHO-TIEAarorniyeckuii yuupepeurer, «llepemena», 2019. — 135 ¢. — ISBN
978-5-9935-0392-9. — TekcT : 3NMeKTpOHHBIH // DnekTpoHHO-O0nbmoTeunas cuctema [PR BOOKS :
[caiiT]. — URL.: http://www.iprbookshop.ru/82663 - http://www.iprbookshop.ru/82663.html

7.3. IlepeyeHb HHPOPMAITMOHHBIX TEXHOJIOTHIA, MCIIOJIb3yEeMbIX NPH
OCYLIEeCTBJIEHMH 00Pa30BaTeJILHOI0 MPoLecca Mo JUCHUILUIUHE, BKIKYAs
nepevyeHb MPOrpaMMHOI0 odecredeHns 1 HHPOPMALMOHHBIX CIIPABOYHBIX

CHCTEM

B  oOpa3oBarenbHOM  TIpOIECCE  HUCHONB3YIOTCS  HH(POPMAIMOHHBIC  TEXHOJIOTHH,
peann30oBaHHBIE  HAa  OCHOBE  HMH(OPMAIMOHHO-00Pa30BaTEIILHOTO  TOpTaja  WHCTUTYTA
(www.mivlgu.ru/iop), 1 ”HGOKOMMYHUKAIIMOHHOW CETH MHCTUTYTA!

- IPEIOCTABJICHUE YUCOHO-METOIUYCCKIX MATEPHUAJIOB B JICKTPOHHOM BH/IC;

- B3aMMOJICHCTBHE YYAaCTHHKOB 0Opa30BaTENBHOTO IIpOIecca 4Yepe3 JIOKAIbHYIO CETb
UHCTUTYTa U VIHTEepHET;

- IPEJOCTaBIICHUE CBEICHUI O pe3yibTaTax y4eOHOU NeATEITbHOCTH B 3JIEKTPOHHOM JIMYHOM
KaOuHeTe 00y4aromerocs.

WHubopmanroHHbIe CITPAaBOYHBIE CUCTEMBI:

CIIC "Koncynbrant [Imroc", URL: http://www.consultant.ru/

baza nannpix ®enepanpHoil ciayx0b! ctatuctuku, URL: http://www.gks.ru/

enTtpanpHas 6a3a cratuctuueckux aanHbix, URL: http://www.cbsd.gks.ru/

OnektponHas 6ubnuoreynas cuctema iprBOOK.ru, URL: http://www.iprbookshop.ru/

Hayunas anextponHas Oubnuoreka eLibrary.ru, URL: http://www.eLibrary.ru

OnektponHas oOubmuorexka "DBPUKA", URL: http://www.mivlgu.ru/content/elektronnaya-
biblioteka-evrika

OnexrponHas oubnuoreka Bnl'Y, URL: e.lib.vlsu.ru

[Taker Microsoft Office

Pecypcel nundopmannonno-o6pazoBareabrHOro nopraia Mu Bary
ITporpammHuoe oOecrieueHue:

He npenycmotpeHo.

7.4. Ilepeyennb pecypcoB HH(POPMALMOHHO-TEJIEKOMMYHUKAIIMOHHOM CeTH
«AHTEpHET», HEOOXOAUMBIX JIJI OCBOECHUS TN CIIMILIMHBI
iprbookshop.ru
consultant.ru
gks.ru
cbsd.gks.ru
eLibrary.ru
mivigu.ru
mivlgu.ru/iop

8. MaTepuajbHO-TeXHHYECKOE o0ecnevyeHne TUCIUTIINHbI
Kabuner MeHeKMEHTA



KommiekT  y4eOHO-METOAMYECKHUX  MOCOOWi, HOYyTOyK, TMpoekTop  (TEpPeHOCHOM),
MPOCKIIMOHHBIN SKpaH (IEPEHOCHOM)

Kabuner 6usHec-mIaHUPOBaHUS
Kommiekt yueOHO-MeToauueckux mocobuit; 12 xommberorepoB E8400/2048Mb/VGA int
/320Gb/BenQ19; untepaktuHas qocka SMART BOARD 480 co BcTpoeHHBIM ITpoeKkTopoM V25

9. MeTounquKne YKa3aHusd 110 OCBOCHUIO THCHUIIJIMHBI

Jlisi yCTIEIIHOTO OCBOCHHSI TEOPETHYECKOr0 Marepuana OOyYarolIuiics: 3HAKOMUTCS CO
CIIMCKOM PEKOMEHYyEMON OCHOBHOH M JONOJIHUTEIBHOU JINTEPATYphl; YTOUHSAET y IPENOIaBaTes,
KAaKUM JIOIOJHUTEJIbHBIM I1O0COOMSAM CIEIYET OTAATh IPEANOYTEHHUE; BEAET KOHCHEKT JEKUUH U
npopabaThIBaeT JEKIUOHHBIN MaTepHrall, OJIb3ysICh KaKk KOHCIIEKTOM, TaK U y4eOHBIMU MOCOOUSIMHU

Ha mnpaktuueckux 3aHATUAX IIPOWICHHBIM TEOPETUYECKMM MaTepHall IMOAKPEIUIIETCS
pELIEHUEM 33J1a4 110 OCHOBHBIM T€MaM JUCLUIUIMHBL. 3aHATUS IPOBOAATCS B KOMIIBIOTEPHOM KJIacce.
[IpenonaBarens BbITACT 3a/a4dy, CBSI3aHHYIO C COCTaBJICHHEM pPa3pabOTKOW MOKyMEHTOB. B KoHIIe
3aHATUSA, OOydYarluue [IEeMOHCTPUPYIOT TMONyUYEHHBbIE pe3yibTaThl MPENOAABATEN0 U  IPHU
HE00XOJUMOCTH JeNaloT paboTy Ha/l OIINOKaMHU.

CaMmocrtosiTenbHasi paboTa OKa3bplBa€T Ba)XXHOE BIUSHUE HAa (HOPMHUPOBAHHE JUYHOCTH
OyIIylIero CrenuaiiucTa, OHa IIaHUPYETCs 00yJaromuMes caMocTosTenbHO. Kaxkpiit oOyvaronuiics
CaMOCTOSITENILHO OTNpeAeIseT PeKUM CBOeH paboThl U Mepy TpyJla, 3aTpauMBaeMOro Ha OBIIaJICHHUE
y4€OHBIM COJIEpKAHUEM JUCHUILIMHBL. OH BBINOIHSIET BHEAY JUTOPHYIO padOTy U M3yUEHUE pa3/IelioB,
BBIHOCHMBIX Ha CAMOCTOSITENIbHYIO paboTy, MO IMYHOMY WHIUBUAYATHHOMY IUJIaHY, B 3aBUCUMOCTH OT
€ro NOJArOTOBKU, BPEMEHHU U APYTUX YCIOBUN

dopMa 3aKIOUUTENIBHOIO KOHTPOJS MpU MPOMEXKYTOYHOM arrectauuu — 3auer. [ns
IIPOBEJCHUS IPOMEKYTOYHON aTTeCTAllUU 110 TUCHUIUINHE pa3padoTaHbl (POH/ OLIECHOUYHBIX CPEJICTB U
OalIbHO-PEUTUHIOBAsI CHCTEMA OIICHKU y4eOHON JesTeNbHOCTH CTYAeHTOB. OlleHKa M0 JUCIUILIMHE
BBICTABJIIETCS B MH(POPMAIIMOHHON CHUCTEME M HOCUT MHTETPUPOBAHHBIA XapaKTep, YUUTHIBAIOIIMMA
pe3yJIbTaThl OLICHUBAHMSI y4acTHUsl CTYJCHTOB B ay IMTOPHBIX 3aHATHUAX, KAUECTBA U CBOEBPEMEHHOCTH
BBITNIOJTHEHMS 33/1aHUN B XOJI€ U3YUYEHUS TUCHUIUIMHBI U IPOMEXYTOYHOMN aTTeCTalllu.



[Iporpamma cocrtaBieHa B cooTBercTBHM ¢ TpeboBanmsimu PI'OC BO mo HampaBieHHIO
38.03.02 Meneoscmenm v poHITIO TOATOTOBKU MeredrcmeHm opeanuzayuu
Pabouyto mporpaMMmy cocTaBui K.3.H.,00yenm Pedura B.B.

[Tporpamma paccMoTpeHa 1 0100peHa Ha 3acejanuu Kadeapsl Menedscmenma

nportokoi Ne 17 ot 27.04.2022 rona.
3aBeayromuii kadenpoit Meneodscmenma Poouonosa E.B.
(ITonmuce)

PabGouass mporpamma paccMOTpeHa W OA00OpeHa Ha 3aceJaHuu Yy4eOHO-METOAMYECKON
KOMHUCCHU (paKyJIbTeTa

npoTokoia Ne 8 ot 12.05.2022 ropa.
[Tpencenarens komuccun OOM Tepenmvesa H.B.
(ITonmuce) (®.1.0.)




Ilpunoscenue
DoH/1 OLIECHOYHBIX MATEPHUAJIOB (CPEeACTB) M0 AUCHMILINHE
JloKyMeHTHUpOBaHUE yIIPaBICHUECKOM 1eATeIbHOCTH

1. OueHo4YHbIe MATEPUAJIBI /ISl POBEIEHUS] TEKYIIEro KOHTPOJISA yCIIeBAeMOCTH

10 AUCIHHUIIJIUHE

3amaHus A BBIIOJIHEHUS Ha NPAKTUYECKUX 3aHATHSIX pa3MelleHbl Ha MH()OPMaIMOHHO-
00pa30BaTeIbHOM MOPTAJIE 110 aAPECY

https://www.mivlgu.ru/iop/course/view.php?id=891

TecTsl U1t TEKYIIEro KOHTPOJIS 3HAHUN

Peittunr-kontpons 1

1. Llenpio knaccu(uKaul JOKYMEHTOB SIBIISETCS:

1) MakcuMasbHas HarISAHOCTh JOKYMEHTAIMH

2) mpeAcTaBiIeHUE B IOKYMEHTaX CIPaBOYHO-MH(POPMAITMOHHOTO MaTepraa

3) NOBBILLICHUE ONIEPATUBHOCTU 00PAOOTKHU IOKYMEHTOB

4) BCe BEpPHO

2. [lesiom Ha3pIBaeTCA:

1) COBOKYITHOCTb IOKYMEHTOB WJIM JJOKYMEHT 10 OIHOMY BOIIPOCY

2) COBOKYHHOCTh JOKYMEHTOB C DAa3JIMYHBIM COAEP)KaHUEM, [OANUCAHHBIX OIHUM
JOJIKHOCTHBIM JIMLIOM

3) COBOKYITHOCTb JOKYMEHTOB, OJIMCAHHBIX OJHOM 1aToil

4) COBOKYITHOCTb JIOKYMEHTOB, IIOCTYMBIIKUX B OPraHU3ALNIO OJHOMY JIOJDKHOCTHOMY JIUILY

3. IlpaBuna oopmieHrs: NEPBUYHBIX YUETHBIX JOKYMEHTOB PETIaMEHTUPYIOTCS:

1) ®enepanbubiM 3akoHOM «O06 HH(pOpMaIK, HHPOPMATU3AUH U 3aIIUTE HH()OPMAITUID

2) ®enepanbHbIM 3aKOHOM «O OyXranarepckoM ydere

3) I'paxxnanckum Koaexcom PO

4) 'OCT P 6.30-2003

4. Tlopsanok MOATOTOBKM U OQOPMIIEHHS JOKYMEHTOB, OCHOBHBIE 3Tambl padOThl ¢ HUMHU
OIPEACIISAIOTCSA:

1) rocynapcTBEHHON CUCTEMOM JOKYMEHTAIIMOHHOTO 00eCTIeYeHHs! YIIpaBIeHUs

2) B€ZIOMCTBEHHBIMU THUIIOBBIMU MHCTPYKLUSAMHU T10 JEJIONPOU3BOJICTBY

3) 'OCT P 6.30-2003

4) Bce BEpHO

5. OTedecTBEHHOE JIENOMPOU3BOJICTBO MPOILIO CIEAYIOIINE ATAMbl Pa3BUTHSL:

1) npuka3Hoe 1eonpoU3BOCTBO

2) KOJUIEKCKOE JIEIONPOU3BOJICTBO

3) MMHHCTEPCKOE JeI0NPOU3BOACTBO

4) BCe BEpPHO

6. Ykaxute, KakMe M3 NEPEUYHCICHHBIX PEKBU3UTOB JOJDKEH COJepXKaTh OJaHK Ui
BHYTPEHHUX JIOKYMEHTOB:

1) sMGneMy npennpusTus

2) HauMEHOBaHME MPEANPUATHS

3) mo4TOBBIN azpec

4) 6aHKOBCKHE PEKBU3UTHI

7. YToBoe pacnonokeHe peEKBU3UTOB MIPEATIONAracT UX pa3MELEHHE:

1) B BepxHel JIeBOM YacTu JIMCTa

2) B HUKHEH JIeBOM YacTH IMCTa

3) B BepHeil TpaBoii YacTH JUCTA

4) B HIDKHEH MpaBOi YacTH JHCTa

8. K ToKkyMeHTaM 110 JINYHOMY COCTaBY OTHOCATCS:

1) TpyaOBbIE KOHTPAKTHI

2) npuKassl 0 JIUYHOMY COCTABY

3) AOKHOCTHBIE HHCTPYKIIUU

4) Bce BEpPHO



9. Kakue u3 cienyronx JaHHBIX PEKOMEHAYETCsl YKa3blBaTh MPU COCTABICHUU TPYIOBOTO
KOHTPAKTAa:

1) KOHKpeTHyI0 paboTy B COOTBETCTBHHU C KBAIM(HUKAIKEH MO ONpeAeIeHHON JODKHOCTH,
KOTOPYIO JIOJDKEH BBITOIHATH PAOOTHUK

2) oruiaTy Tpy/na

3) 00s13aHHOCTH IPEIIPHUATHS 110 00ECIICUSHUIO OXPaHbI TPyaa

4) Bce BEPHO

10. 3asBieHuE — 3TO TOKYMEHT:
1) noaTBep K JAOIMIKI MOTy4YeHUE KAaKUX-TH00 MaTepHaIbHBIX IEHHOCTEH
2) comepraliuii IpochOy UM MPeaIoKEHUE JHIIA, aJPEeCOBAHHBIN JOKHOCTHOMY JIHILY WU
OpraHu3aluu
3) comepkaliuii KpaTKHe CBEICHUS OMOrpaguyuecKoro Xapakrepa, MpeaoCTaBIsIeMbIil JTUIIOM
IIPU TPYJOYCTPOICTBE HA IPEANIPUATHE
4) ¢ukcupyromuii xoa 00CYXIEHUS BOMPOCOB M MPHUHATHS pEIICHUH Ha COOpaHHsIX U
COBEILAHUAX
11. Tlpu cocraBieHHH pe3iOME B KaKOW MOCIEAOBATEIbHOCTH JOJDKHA OBITh H3JI0KEHA
uH(popMaLs O MPETEHIEHTE Ha JOJKHOCTB!
1) nenb, oOpa3oBaHue, OMBIT PaOOTHI, JOTIOJTHUTEIbHBIC CBEACHUS
2) oOpa3oBaHue, OMbBIT PAOOTHI, 11€Jb, JOTIOTHUTEIIbHBIC CBEICHUS
3) uenb, onbIT paboThl, 00pa30BaHUE, JOTMOTHUTEIbHBIC CBEACHHUS
4) NOTIOTHUTEBHBIC CBEICHHUS, 11€)Th, 00pa30BaHUE, OIIBIT PAOOTHI
12. JIokyMeHTOO00pOTOM Ha3bIBACTCS:
1) nBuXKEHHE JTOKYMEHTOB B OpraHM3alldd C MOMEHTa UX CO3[aHUS WIH IOJy4EeHHUS [0
3aBEpIICHUS UCTIOJIHEHUS WIIA OTIIPABJICHHUS
2) opopmiieHHAs IO €IMHBIM TpaBUIIaM 0()OPMIICHUSI COBOKYITHOCTD JOKYMEHTOB
3) 3anuchk nHGOPMAIIMU Ha PA3IMYHBIX HOCUTENSX M0 YCTAaHOBIEHHBIM MTPaBHIIaM
4) 3anuch y4ETHBIX JAHHBIX O TOKYMEHTE
13. K kauecTBeHHBIM XapaKTepUCTUKAM JJOKYMEHTOO0OPOTa OTHOCSTCS:
1) MapmpyThl JBUKCHUS JIOKYMEHTOB
2) NepuoIU4HOCTh
3) HanpaBIEHHOCTH ABUKCHUS
4) Bce BEpHO
14. Kommepueckoil TaliHOM Ha3bIBaeTCs:
a) OpraHU3alMOHHO YIOPSAAOYEHHAs COBOKYIHOCTh JIOKYMEHTOB M HWH(OPMAlMOHHBIX
TEXHOJIOTHI
0) TpeOoBaHMsI 1 HOPMBI, YCTAHABJIMBAIOLINE MOPSI0K JOKYMEHTUPOBAHUS
B) IPOU3BOJICTBEHHAS, yIpaBieHuecKasl, GuHAHCOBAs M MHAs UH(OpMaIMsl, UCTIONb3yeMast IS
JOCTHXKEHUS] KOMMEPUYECKUX Iieieil, KOTopast OTHOCUTCS K KOH(PUICHIIUATBbHOM
T') CBOMCTBO O(UIIMAIBHOTO JIOKYMEHTA, COO0IIaeMoe €My JEHCTBYIONUM 3aKOHOIATEIIHCTBOM
15. OGecnieueHne 3amnThl KOHPHUISHIMATBHON HH(OPMAIH BKIIIOYAET:
a) pa3paboOTKy HHCTPYKIHH MO COOJIONEHUIO PEeXKUMa KOH(DHICHIMATILHOCTH IS JIHII,
JOTIYIICHHBIX K TaHHOW JOKYMEHTAIUH
0) orpaHMueHuUE IOCTyIa K HOCUTENSIM HH(POPMAIIH, COIepKallell KOMMEPUYECKYI0 TaliHy
B) HCIIOJIb30BaHUE OPTaHU3AI[MOHHBIX, TEXHUYECKHUX, UHBIX CPEJCTB 3aIlUThl WH(GOpPMAIIUH,
coJiepKalieil KOMMEpPUYECKYIO TalHy
T') BCE BEPHO
16. JIOKyMEHT M TOKYMEHTHO-KOMMYHUKAIIMOHHAS IEATEIBHOCTD 3TO ...
1) npeaMeT TOKyMEHTOBEICHUS
2) 00BEKT JOKYMEHTOBEICHHS
3) AOKyMEHTOBeIeHUE
17. K rpyr1ire nCTOYHUKOB, MPECTABISIOMINX COO0M 3aKOHOATEIHHO 3aKPETUICHHBIC TTpaBujia
¥ HOPMBI pabOoThI ¢ JOKYMEHTaMH, OTHOCHTCH ...
1) MUCHbMOBHUK



2) popmynsipHUK

3) reHepaIbHBII peraaMeHT

18. IlonsaTre MOKyMEHTa Kak MaTepUalbHOIO 00BEKTa, coepiKalilero HHQOpMaIUio Ui ee
pacnpocTpaHEHUs] B INPOCTPAHCTBE M BpeMEHM (BKJIKOYAass M TaK HA3bIBAEMbIE TPEXMEPHBIE
MIPOU3BEICHUS UCKYCCTBA - APXUTEKTYPY U CKYJBOTYPY) — 3TO ...

1) y3Koe noHsATHE TOKyMEHTA

2) HIMPOKOE MOHSATHE TOKyMEHTa

3) caMoe MHUPOKOE MOHATHE JOKYMEHTA

19. B paznen oOuue moyioXeHus: JOKYMEHTa BXOIAT

1) uenu u 3aga4mn

2) GopMBI 1 METOTBI YIIPABICHUS

3) KOHKpETHBIE 00S3aHHOCTH

20. Ha kakoM 1OKyMEHTE HE CTaBUTCSI PEKBU3UT HAMMEHOBAaHUE BU/IA JOKYMEHTA

1) ycrase

2) TOMKHOCTHOM MHCTPYKLIUU

3) nuceme

21. Jlenonpou3BoACTBO — 3TO

1) cuctema xpaHeHUs JOKYMEHTOB

2) cocTaBieHue TOKYMEHTOB

3) oTpacib eATeNbHOCTH, OOECIeunBaroas JOKYMEHTUPOBAHNUE U OpraHU3alMi0 paboThI C
OpUIMATEHBIMY TOKYMEHTAMHU

22. YKaXuTe TEPMHUH, UMEIOIINNA TaKOU K€ CMBICII, KaK U TEPMHH «JIEJIOMPOU3BOJICTBOY.

1) nOKyMeHTHpOBaHUE

2) cuctema JOKyMEHTalluu

3) AOKyMEHTAIIMOHHOE 0OecleyeHre yIpaBleHus

4) noKyMeHTUpOBaHHasl UH(pOpMaLUs

23. Teopernueckue, UCTOPUUECKHE U OPraHU3alMOHHO-METOINYECKUE MPOOIEeMbl HAyKU O
JIOKYMEHTE U IOKYMEHTHO-KOMMYHUKAIIUOHHON JIESITEIbHOCTU U3YyYaerT ...

1) oOmiee TOKyMEHTOBEACHHE

2) cnenualibHOE IOKyMEHTOBEICHHUE

3) yacTHOe TOKYMEHTOBEICHUE

24. JlocTKeHUsI KaKOW HayKH, CBSI3aHHOW C JOKYMEHTOBEJICHHEM, 00CCIICUMBAET MPUIaHNE
IOPUAMYECKON CUIIBI JOKYMEHTaM?

1) Teopuu yrpaBieHus

2) mpaBOBeIeHUs

3) MEHEeKMEHTa

25. HopmaTuBHBIM JOKYMEHT, omnpeaeistomuil (GoHa 3apabOTHON MiaThl COTPYAHHUKOB
OpraHu3aluu

1) JOmKHOCTHAS MHCTPYKITUS

2) mTaTHOE paciucaHue

3) yctaB

26. Kakne nOKyMEHThl MUHYIOT CTAJIUIO IIPOEKTA

1) noknagHbIE 3aIHCKH

2) mpuKa3bl

3) cipaBku

27. Texyuuii KOHTPOJIb OCYIIECTBIIAECTCS

1) B Hayase UCIOTHEHHS JOKYMEHTOB

2) B KOHIIE UCTIOJHEHUSI JOKYMEHTOB

3) B Te4EeHHUE BCEro NMepro/ia UCIIOJHEHHS JOKYMEHTOB

28. Ha xakoM JOKYMEHTE HE CTAaBUTCS PEKBU3UT HAUMEHOBAHHE BUJIa JOKYMEHTA

1) muceme

2) TOJDKHOCTHOM MHCTPYKITUH

3) ycrase

29. COBOKYMHOCTbH IOKYMEHTOB, CBSI3aHHBIX MEKy COOOM, Ha3bIBACTCS



1) TOKyMeHTOO0OPOT

2) neno

3) 1OKyMEHTHpOBaHUE

30. Kakue Bonpocsl paccMaTpUBaIOTCS B paCOPSKEHUN

1) HauGosee BaxKHbIE BOIIPOCHI 1€ATEILHOCTH OpraHu3aluu

2) BOIIPOCHI, CBSI3AHHBIE C BBIIIOJHEHUEM IIPUKA30B

3) onepaTUBHBIE BOIIPOCHI AEATEIBHOCTU

31. K xareropusim crienuanuctoB ciyx0b1 JJOY otHOCST

1) nenonpounsBoanTENs

2) KoppeKTopa

3) creHorpaducTKy

32. KT0 MOXET NEepEeHECTH CPOK UCIOJIHEHMS MOPYYEHHUs, MOJYUYEHHOTO U3 BBILIECTOSALIEH
opranuzamuu’?

1) pykoBoaMTENL OPraHU3alUY, UCTIOTHSIOUIEH TOpyUEHUE

2) pyKOBOJMTENb BHIIECTOSAIIEH OpraHUu3aliu

3) cyx6a JIOY opranuzanuu, UCTIOJHSIONIEH TOPyYECHHE

33. Kakoii u3 ki1accupuKaTopoB MOXKET HCIOJIb30BATHCS NMPH PETUCTPALMM MOCTYMAIOLINX
JIOKYMEHTOB?

1) knaccupuKaTop JOIHKHOCTHBIX JIHIL

2) kiaccupuKaTop BUJIOB MPOTYKIIUU

3) xknaccupuKaToOp €UHULL aIMUHUCTPATUBHO-TEPPUTOPUATBHOTO JICIEHUS

34. Kakolf JOKYMEHT COCTaBJIIE€TCS INPU HEOOXOJUMOCTH 3a(pUKCHUPOBATH CIOKUBIIYIOCS
CUTYAIMIO WX OOHApyKEHHbIE PaKThI?

1) mporoxoin

2) cripaBKa

3) akT

35. Kakoit 1oKkyMeHT TpeOyeT yTBEpKACHUS PyKOBOAUTEIEM OpraHu3aum?

1) nonoxxeHue o Oyxrantepun

2) cripaBKa O 33JI0JPKEHHOCTH MPeIpPUsATHS

3) mUCHMO-3ampoc O MPEAOCTABICHUH HHPOPMAILIUU

4) IpOTOKOJI 3ace/laHus COBETa AUPEKTOPOB

36. Kakum o0pa3om B OpraHu3aiiuu pacrupeesitoTcs 00s13aHHOCTH MEXTy PYKOBOICTBOM, B
TOM YHCJI€ MTPABO MOANUCHIBATH TOKYMEHTHI?

1) ycTaHaBIMBaIOTCS B COOTBETCTBUU C YCTHBIMU PACIOPSKEHUSIMU PYKOBOIUTEIS

2) ycTaHaBIMBAIOTCS IPUKA30M PYKOBOJIUTENS

3) ycTaHaBIMBAIOTCS B MHCTPYKLUU TIO JEJIONPOU3BOICTBY

37. CKONBKO 3K3EMIUIAPOB NPUKa3a MOANHUCHIBAET PyKOBOIUTEIND?

1) HECKOJIBKO

2) nBa

3) onuH

38. MoHO 1M moMemarb B OJHO JEJI0 JOKYMEHTHl BPEMEHHOI'O U IOCTOSIHHOI'O CPOKOB
XpaHeHus1?

1) na

2) Het

39. JlokyMeHT — 3TO:

1) 3adukcupoBaHHass Ha MaTepHAIBHOM HOCHUTeNe UWHQOpMaIUsg C PEKBU3UTAMH,
MO3BOJISIOIIMME €€ UACHTU(PHUIIUPOBATH

2) Hocurens nHpopMauu, UCIOJIb3yEMOIl B LIETSAX PETYIMPOBAHUS COLUANBHBIX OTHOLICHHM

3) Undopmarus, 3apuxcupoBanHas J0OBIM CIOCOOOM Ha JTI000M HOCHUTENE

40. ITonTMHHUK TOKYMEHTA — 3TO:

1) IlepBbIii WM €IMHCTBEHHBIN HK3EMIUIAP TOKYMEHTA

2) DK3eMIUISp TOKYMEHTa, C KOTOPOTO CHSATA KOTHS

41. FOpuanueckas cuiia JOKYMEHTa — 3TO:

1) OcobeHHOCTH BHENTHETO O(OPMIICHUS TOKYMEHTA



2) CBUIIETEIHCTBO HAIMYHUS B JIOKYMEHTE MOJI0KEHUH HOPMATHBHOTO XapaKTepa

3) CrnocoOHOCTH TOKyMEHTA MOPOKIATh ONpeIelIeHHbIE TIPABOBBIE ITOCIIEACTBUS

42. meet 1 10pUIUIECKYIO CHITY IOKYMEHT, TIOJyYeHHBIN 10 (PaKCUMIUIBHON CBSI3U?

1) da

2) Jla, mo cornameHuo CTOpoH HHPOPMAIIMOHHOTO 0OMEeHa

3) Her

PeittuHr-xoHTpOIIH 2

1. Kakast yacTh JOKyMEHTa COJIEPKHUT TEKCT:

1) odbopmitsironias

2) ocHOBHas

3) 3aronoBoYHas

4) BBOAHAS

2. Kakue 13 nepeyucaeHHbIX 2JIEMEHTOB JIOJHKEH COACPKATh PEKBU3UT "pe3oronus’:

1) ®.1.0. ucnonnurens

2) conepkaHue NOopydeHUs

3) CpOK UCTIOJIHEHUSI

4) Bce BEPHO

3. Ilpu u3noxxennu nudpoBoil UK cI0BECHON MH(POPMAIIUN O HECKOJIBKHX 00BEKTax Mo Py
MPU3HAKOB TEKCT IOKyMEHTa y100Hee 0pOpMIISITh B BUJIE:

1) aHKeTBI

2) TaOIHIBI

3) CBSI3HOTO TEKCTa

4) koMOMHAIMK THX (HOPM

4. B KpaTKOM IPOTOKOJIE YKa3bIBAIOTCSL:

1) ®UO BeICTynaOUMX, KPaTKOe U3I0KEHUE BBICTYIUICHUS, 3a/IaHHbIE BOIPOCHI U MOJHBIH
TEKCT MOCTaHOBJICHUS

2) ®UO BrICTyNaOUMX, KPATKOE M3JI0KEHHE BBICTYIICHUS, 3aJaHHbIE BOIPOCHI U KPaTKUil
TEKCT MOCTaHOBJICHUS

3) paccmotpennsie Bompockl, @O Tex, KTO y4acTBOBal B OOCYXACHHUU, TOTHBIA TEKCT
MIOCTAHOBJICHUS

4) ®HNO BBICTyNAIOMIMX, KPATKOE U3NI0KEHUE BBICTYTIICHUS U TIOJHBINA TEKCT MOCTAHOBICHUS

5. Uto sBIIETCS OCHOBAHUEM COCTABJICHUS aKTa:

1) ccpinka HA TOKYMEHT

2) NUCbMEHHOE UJIM YCTHOE PACIOpsKEHUE PyKOBOJICTBA

3) ccplika Ha Kakue-nu0o (pakThl, COOBITHS, 1EUCTBUS

4) Bce BEpPHO

6. HazoBuTe omepanuy, KOTOphIE HE BBHIMOTHSAIOTCA HA JTamne MPeaBAPUTEIHLHOTO
PacCMOTPEHHUS BXOISIINX TOKYMEHTOB:

1) peructpaniys BXOIAIIUX JOKYMEHTOB

2) COPTHPOBKA JIOKYMEHTOB

3) pa3mMeTKa JOKyMEHTOB

4) KOHTpPOJIb 32 UCTIOJTHEHUEM JOKYMEHTOB

7. Kakue U3 nmepeqncieHHbIX TOKYMEHTOB MOAJIEKAT PETUCTPALIUU:

1) Bxomsme

2) UCXOJIIHE

3) BHyTpeHHUE

4) Bce BEpHO

8. [lonsaTHe cTaHmapTU3aNK, KaK JACSITEIHHOCTH 10 YCTAHOBJICHHUIO MPABUI U XapaKTEPUCTHK
B IIeNIIX HX JOOPOBOJHLHOTO MHOTOKPATHOTO HCIIOJIb30BAHUS, HANPABICHHOW Ha JOCTHKCHHE
YHOPSAA0OYEHHOCTH B cepax MPOU3BOACTBA U OOpallleHus], 3aKPEIUIIETCA B ...

1) ®enepanbaom 3akoHe PO «O cranpapTuzammm»

2) ®enepanbHOM 3aKoHE PO «TexHUueckoM peryanpoBaHUN

3) ®enepanbHom 3akoHe PD «O6 nndopmarmu, nHGOpMATU3AUK U 3aIIUTE UHOOPMAITHI

9. PekBU3UT «3arojoBOK K TEKCTY»



1) oTpaxkaet KpaTKoe cofiepKaHHe JOKyMEHTa

2) HeoOXOIUM JIJIsl OTIEPATHUBHOMN CBSI3H C TEM, KTO COCTABHII JOKYMEHT

3) no3BOJISET CYIUTh O HA3HAYEHUH JIOKYMEHTA, OMPEeIIsieT COCTaB PEKBU3UTOB U CTPYKTYPY
TEKCTa

10. I'apanTHiiHOE MUCHMO:

1) monarBepkmaeT QakT OTHpPaBKU aapecaTy KaKuX-THUOO JIOKYMEHTOB WM JPYTHX
MaTepuaIbHBIX [ICHHOCTEH

2) COIEp’KUT OTBET HA TUCbMO-IIPOCHOY

3) noaTBepKIAET ONpeIeTICHHbIE 0053aTeNbCTBa, O0CIaHHs OpraHu3alun

11. KonnuectBo pekBuzutoB HoBoro I'OCTa 1o cpaBHEHUIO ¢ IPEIbITyIUM

1) Gosibiie HA ABA PEKBU3UTA

2) 6osblie HAa OJJUH PEKBU3UT

3) MeHbIIIe Ha IBa PEKBU3UTA

12. K ocHOBHBIM periiaMeHTUpYIoImM padoty ciayx0b1 IOY nokymMeHTaM OTHOCST

1) MTHCTPYKIIUIO TIO JEIONPOU3BOCTBY

2) OCHOBHbIE IpaBuiIa pabOThl ApXMBOB OPraHU3aLMM

3)TTOCT P 51141-98 Jlenonpou3BOACTBO U apXUBHOE JEJI0

13. K BHyTpeHHEMY JTOKYMEHTOOOOPOTY OTHOCST

1) opunpanpHbIC MEUCHMa

2) BHEIIHHE JTOKJIAHBIC 3aITUCKH, CIIPABKH

3) mpuKasbl, pacopsKEHUs. OpraHU3aI|H

14. Cayx6a IOY MoxeT ObITh ITpeIcTaBICHA

1) sxcrienumuei

2) o0ImMM OTIEIOM

3) MalIMHONIMCHBIM OFOPO

15. Ecnii B pe30oJionuM yKa3aHO HECKOJIBKO UCIOJIHUTENEH, TO KTO OTBEYACT 3a BBHIITOJIHCHUE
MOpYYEHUs] PYKOBOAUTES?

1) mu10, ykazaHHOE B CITUCKE UCTIOJTHUTENCH MePBHIM

2) U110, ONPEAETICHHOE COOTBETCTBYIOIIUM JOMOIHUTEIBHBIM YKa3aHUEM PYyKOBOIUTEINS

3) au1o, KOTOpoMy TiepBOMY OyI€T nepeaH JOKYMEHT Ha UCTIOTHEHUE

16. Koraa Ha TOKyMEHTE POCTABIISIETCS pEKBU3UT « OTMETKA O KOHTPOJIE»?

1) ecmu JOKYMEHT Ba)keH, K HEOOXOIMMO TIPEIOTBPATUTH €ro MOTEPIO

2) ecnu JOKYMEHT TpeOyeT UCTIONHEHUS 1 OepeTcs Ha KOHTPOJIb

3) korga cexpeTapb OOUTCS 3a0bITh CPOK MUCTIOTHEHHUS JOKyMEHTA

17. Kakum 06pa3zom e7aroT OTMETKY O KOHTPOJIE 32 UCIIOTHEHUEM IOKyMeHTa?

1) o6o3navaroT 6ykBoit «K», cioBom uinu mramnom « KoHTposiby

2) o6o3HayaroT OykBoi «M», cmoBoM min mramrnoM «crmoaHeHo

3) o6o3HauarOT OykBOil «By», ctoBoM uiu mrammnoMm «BeImoHEHOY

18. Kto moamuchiBaeT W AatupyeT pekBU3UT «OTMeTka 00 HCIOJIHEHHH JOKYMEHTa H
HAIpPaBJIEHUU €T0 B J1E€T0»?

1) pykoBoAHUTENs OPraHU3AINH

2) pykoBoauTens ciyx0bl JJOY

3) ucnomHuTenb, pabOTaBIIMI C JOKYMEHTOM, WU PYKOBOAWTEIh €ro CTPYKTYpPHOTO
noJipa3ziesieHus

Peiitunr-kouTpons 3

1. [Inan Ha rojx yTBEpXkJEH pelleHHeM coBeTa. B kakoMm ciyyae mpaBuUibHO OGOpMIIEH
pekBU3UT «I'pud yTBepKIeHUS JOKYMEHTa»?

1) YTBEPXEH (aoBas ctpoka) Pemenuem coBera (HoBast ctpoka) ot 12.08.2022 Ne 14

2) YTBEPX/EH (noBas ctpoka) Pemenuem coBera (HoBasi cTpoka) ot 12.08.2022 Ne 14

3) YTBEPXAIO (HoBas ctpoka) Pemenue coBeta (HoBas ctpoka) ot 12.08.2022 Ne 14

2. Kakoit I'OCT permameHTHpYyeT TMpaBWiIa pa3MemieHus W OQOPMIICHHS PEKBU3UTOB
OpraHU3aIMOHHO-PACTIOPAAUTENBHBIX JOKYMEHTOB?

1) 'OCT 6.37-98

2) 'OCT P 6.30-2003



3) TOCT P 6.30-97
4) EI'C 10Y
3. BoccranoBuTE NpoIyIieHHoe ¢aoBo: «PEKBU3UT - 3TO 00s3aTeNbHBINH JIeMEHT 0(hOpMIICHHS
... JOKYMEHTa».
1) odunmanbHOTO
2) cimyxeOHOro
3) moboro
4. CKOJBKO PEKBU3UTOB HCIIOJIB3YIOTCS MPH OPOPMIICHHH JOKYMEHTOB?
1) 29
2) 30
3)31
5. Ha xakue nokymenTsl pactipoctpansiercs [OCT P 6.30-2003?
1) Ha opraHuzalMOHHO-pacnopsauTensHbie  noKyMeHThl (OPJI), oTHocsmuecs K
yauduuupoBanHoi cucreme OPJ]
2) Ha Bce JOKYMEHTHI, COMPOBOXK/IAIONINE ACSITENLHOCTD JII000M OpraHu3aluu, yUpesKIeHHUs
WM TIPS ATIPUSATHS
3) Ha yIpaBJIeHYECKUE U SKOHOMHYECKHUE JJOKYMEHTBI
6. Korma opopmisiercss peKBU3UT «MeCTO COCTaBICHUS WU M3/IaHUS IOKYMEHTay?
1) Bcerna, Ha KaKJOM JJOKYMEHTE
2) B TeX Clly4asiX, €CJIM 3aTPYIHEHO OIPEAEICHUE MECTA COCTABICHUS NN U3JaHUS JOKYMEHTa
no pexkBu3nTaMm «HanmmeHnoBanue opranuzanum» win «CrnpaBoyHble JaHHBIE 00 OpraHUu3alun
3) BO Bcex cilydasix, KOrja JJOKyMEHTbI OTIIPABIIIOTCS U3 OpraHu3aluu
7. BoibepuTe MpaBUIBHO YKa3aHHbIE MUHHMAJIBHO JIOMYCTUMBIE pa3Mepbl MOJeH, KOTOphIE
yCTaHABIIMBAET AJIs yrpaBieHueckux gokymeHToB ['OCT.
1) Jleroe =20 MM, BepxHee =15 MM, npaBoe =10 MM, HIKHEEe =20 MM
2) Jlesoe =20 mm, Bepxuee =10 mm, npaBoe =15 MM, HUKHEE =20 MM
3) Jleoe =25 MM, BepxHee =10 mm, npaBoe =10 mm, HIkHEe =10 MM
4) Jlesoe =30 mm, Bepxuee =20 mm, npaBoe =10 MM, HIKHEE =20 MM
8. Jlnst uero mpoBoAuTCsS YHUGDUKALNS JOKYMEHTOB?
1) 1151 JOKYMEHTHPOBAHUS YIIPABICHYECKOM NI TEIbHOCTH
2) uis opraHu3anuu padoThl ¢ JOKYMEHTaMHU
3) I CHUXKEHUsS KOJWYECTBA MPUMEHSEMBIX JOKYMEHTOB, CHIDKCHHS TPYJAOEMKOCTH HX
00paboTku
9. PacnionoxeHne peKBU3UTOB Ha OJIaHKE TOKYMEHTa ONPEeIIIeTCs:
1) cocraBuTenemM TO0KyMeHTa
2) nmpaBWIaMy YHU(PHUKAIUU TOKYMEHTOB
3) rocy1apcTBEHHBIM CTaHIAPTOM
10. PexBU3UT JOKYMEHTa — 3TO:
1) crangapTHBIN TUCT OymMaru, Ha KOTOPOM 0TOOpakeHa MOCTOsTHHAsI MH(OpPMAaIUs U OTBEICHO
OTpeieIeHHOE MECTO ISl IEPEMEHHOMN
2) COBOKYMTHOCTH PACIIOIOXKEHHBIX B OMPEIEIIEHHOM MOCIIeI0BATEIbHOCTH 3aMTUCEH, MPUCYTIIUX
OTIpeIeTICHHBIM BUaM JIOKYMEHTOB
3) o0s13aTeNbHBIN ATEMEHT OPHUIIMATEHOTO JOKYMEHTa
11. PexBusut «HauMeHoBaHue BUAa JOKYMEHTA»:
1) mo3BoJISIET CYAUTH O Ha3HAYEHUE JJOKYMEHTA, ONPE/IEIISIeT COCTaB PEKBUZUTOB U CTPYKTYPY
TeKcTa
2) MO3BOJISIET CYIUTh O HA3BAHUH OpTaHU3aIlUU — aBTOpa JOKyMEHTa
3) mpugaeT coaepKaHuio JOKyMEHTa HOPMaTHBHBIN WJIM MIPABOBOU XapaKkTep
12. PeructpalinOHHbI HOMEP JOKyMEHTA — 3TO:
1) mata ero moAMMCaHUS WIH YTBEPKIACHUS
2) ycinoBHOe O0O3HAuUeHHE OKYMEHTa, IOJ KOTOPhIM OH BBEAEH B WH(GOPMAIMOHHO-
MOMCKOBYIO CUCTEMY OpraHU3aluu
3) oTMmeTKa i aBTOMATUYECKOrO IIOMCKAa JOKyMEHTa (MOXET BKJIIOYaThb HMs JMCKa,
TUPEKTOPHH | (paiiia, copeprKaIiero JaHHbIA TOKYMEHT)



13. PexBu3ut «Bu3sbl cornacoBaHus»:

1) cmy)ut s opOpMIICHHS BHEIIHETO COTJIACOBAHUS C KOHKPETHBIM JOJDKHOCTHBIM JTUIIOM
WM KOJUIETHAJIbHBIM OPraHOM

2) nmpuaaet coAep KaHuio O(pUIMAIBHOTO JOKYMEHTAa HOPMAaTUBHBIN HITH IIPABOBOM XapakTep

3) ucrosb3yercs ISl BHYyTPEHHET O COTJIacOBaHUS MPOEKTOB JOKYMEHTOB U ITPHU O3HAKOMJIICHUH
C KaKUM-JTM00 TOKYMEHTOM KaK MHUCbMEHHOE TOATBEPKICHNUE (haKTa 03HAKOMIICHHS

14. PexBuzut «OT™MeTKa 00 UCIIOTHUTENEY:

1) HeOOXOIUM JUTSL OTIEPATUBHOM CBS3H C TEM, KTO COCTABHII IOKYMEHT

2) SBNSIETCS. OJJHUM M3 OCHOBHBIX CIIOCOOOB yJIOCTOBEPEHHUSI IOKYMEHTA

3) ¢pukcupyer ykazaHus pyKOBOJHUTES 110 MIOBOY UCTIOHEHUS TIOKyMEHTa

15. Ha3zoBuTe BUIbI MUCHbMEHHBIX IOKYMEHTOB, KOTOPbIE BXOJIST B COCTaB YHU(DUIIMPOBAHHOM
CUCTEMBI OPraHHU3allMIOHHO-PACIOPSAUTEILHON JOKYMEHTAUU ?

1) opranu3anMOHHbIE U PACTIOPSIAUTEIbHBIE JOKYMEHTHI

2) opraHu3alMOHHbBIC, PACTIOPAIUTEIbHBIC U HHPOPMALIMOHHO-CIIPABOYHBIE JOKYMEHTHI

3) opraHu3alMOHHBIC, PACIOPAIUTENbHbIE, WH(OPMALMOHHO-CIIPABOYHBIE JOKYMEHTBl U
JIOKYMEHTBI 110 TPYA0BbIM OTHOLIEHUSIM

16. 3aueM JOKYMEHT HY>KHO MPaBUIBHO 0POpMIIATH?

1) 9TOoOBI IPUATH IOPUANIECKYIO CHITY

2) 4TOOBI IOJITOTOBHUTH K Pa3MHOKCHHIO

3) 9TOOBI OJATOTOBUTH K COTJIACOBAHUIO

17. K xakoMy AOKYMEHTY OTHOCHUTCS CJEAyIoIlas XapaKTePUCTHKA «SBISETCS OCHOBHBIM
HOPMAaTHUBHO-METOIUYECKUM JOKYMEHTOM, OINPEAEISIONMM U YCTaHABJIMBAIOIUM €AUHBIN MOPSA0K
cocTaBieHUs, 0(hOPMIICHHS TOKYMEHTOB U Pa0OTHI C HUMU B OpTaHU3AIIID)?

1) uHCTPYKLIKSA IO JEIONPOU3BOJCTBY

2) HOMEHKJIaTypa Ael

3) permameHT paboTHI

18. O6s13aTeNBbHO JTH 10JKHA OBITH MHCTPYKIIUS 110 JEIOMPOU3BOICTBY B KaXKI0M yUPEKICHUH,
opraHu3arumn?

1) na

2) Het

19. TloueMy WUHCTpyKLIHsS 1O JEJIONPOU3BOACTBY KOHKPETHOM OpraHM3alMyM BCerja
WHIUBUTyaTbHA?

1) mOTOMY YTO OHa YYUTHIBAET BCE OCOOCHHOCTH, KaK COCTaBa JJOKYMEHTOB, TaK U TEXHOJIOTHU
ux 00paboTKH

2) Tak KaK OHa B Ka)XJI0W OpraHu3aiuu pa3padbaTeiBaeTCs pa3HbIMU JIOIbMHU.

3) moToMy YTO B Pa3HBIX OPTaHU3ALMAX IO-Pa3HOMY Ha3bIBaeTcs CIy»k0a JeI0nponu3BOICTBA

20. Yto 00bIYHO JJaeTcs B MPUIIOKEHUAX K HHCTPYKIIMHU TIO AETIONPOU3BOICTBY?

1) 06pa3iel TOKYMEHTOB, (OPMBI JOKYMEHTOB, Pa3JIMYHbIE CIIUCKU WUJIH TIEPEUHU

2) o6pa3ibl moAnucel pyKoBoaUTeNeH, GopMyIspbl JOKYMEHTOB, CIUCKH JODKHOCTHBIX JIUII,
MMEIOUINX MTPaBO MOJAMUCH TOKYMEHTOB

21. Yro takoe Gpopmynsp 10KyMeHTa?

1) Habop pEeKBU3UTOB O(PHUIMATBLHOTO MMUCHBMEHHOTO JOKYMEHTA, pPAaclOJOXKEHHBIX B
OIPEEIIEHHON MTOCIIEN0BATEILHOCTH

2) onucaHue nopsAaKka opOpMIIEHUS PEKBU3UTOB JJIsi KOHKPETHOIO BUJIa IOKyMEHTa

3) popma KOHKPETHOTO JOKYMEHTA, TOArOTOBJICHHAs B BUI€ TEKCTa Tpadapera

22. SIBnsercs nuM 3amaya COBEPLIEHCTBOBaHMS (OPM M METOAOB PAOOTHI C JOKYMEHTaMHU
3anaveit cimyxon JIOY?

1) na

2) Het

23. Kako# JOKYMEHT OTHOCUTCS] K HEPETUCTPUPYEMBIM?

1) muceMmo-3ampoc

2) xano0a rpaKJaHuHa

3) conpoBOIUTENBHOE MUCHMO

4) pekslaMHOE TTUCEMO



24. NomxeH ym paboTHUK ciyxk0b1 JIOY, oCymecTBISIONINI KOHTPOJIh 3a HCIOJHEHHEM
JIOKYMEHTOB, HAIIOMUHAThH UCTIOJTHUTEIISIM O MPUOTUKCHIH CPOKOB MCIIOTHEHHS HAXOISAIIUXCS Y HAX
JIOKYMEHTOB?

1) na

2) HEeT

25. KakoB MakcUMaJIbHBIA CPOK UCIIOJIHEHUS OOpaIlieHui rpakaan?

1) 15 nuei

2) 30 nuei

3) 45 nuent

4) 60 nuei

26. B kakux JHSAX yCTaHaBIMBAKOTCSA CPOKU UCIOJIHEHUS TOKYMEHTOB?

1) B KaJIeHAAPHBIX JTHAX

2) B pabouux AHSIX

27. B kakoe Je10 OMEIIAETCsl BHYTPEHHSS ONKChH?

1) nuaHOE AeI0

2) mpuKa3bl OPraHU3aluy 10 JUYHOMY COCTaBY

3) mepemnucka ¢ OpraHaMy BIACTH U yIPABICHUS

28. PexBU3UT «3arojioBOK K TEKCTY»:

1) oTpaxkaeT KpaTkoe cojepkaHue JOKYMEHTa

2) MO3BOJISIET CY/IUTh O HA3HAUYEHUU JOKYMEHTA, OIPEIEINISIET COCTaB PEKBU3SUTOB U CTPYKTYPY
TeKCcTa

3) HeoOXoauM JI ONIEPATUBHOM CBSI3M C TEM, KTO COCTaBUJI JIOKYMEHT

29. B xakoM MecTe JOKyMEHTa MPOCTaBIsIeTCA PEKBU3UT «OTMETKA O KOHTPOJIE»?

1) Ha JIeBOM MOJI€ IOKYMEHTA, HAIPOTUB pekBU3UTa «CIIpaBOYHbBIE JAHHbBIE 00 OpraHU3aLNuNn»

2) B BEpXHEM IMIPABOM YTy [EPBOTO JTUCTA TOKyMEHTa

3) B HU)KHEM IIpaBOM YTJIy [IEPBOTrO JIUCTA JOKYMEHTa

30. Jlns noxymMeHTa, NOJUTMHHUK KOTOPOTI'O OCTAETCsl B OPraHU3alluM, BU3bI IPOCTABIISIOTCS:

1) HIDKE MOANUCH PYKOBOAUTES, TTOAMUCABIIETO JOKYMEHT

2) B HUXKHEH yacTH 000POTHOM CTOPOHBI MOCEAHETO JIUCTA MOATUHHUKA TOKYMEHTa

3) Ha 00OPOTHOM CTOPOHE MEPBOTO JIUCTA JOKYMEHTa

31. B xakoM ciy4yae npaBuiIbHO O0QOpPMIIEH PEKBU3UT «OTMETKA O HAJIUYUU MPHIIOKEHUY,
€CJIM B TEKCTE COITPOBOAUTENIBHOTO NMMCbMA HE YIIOMUHAJIOCH O IPUIIOKEHUUN ?

1) [Ipunoxenue:

1. CripaBka 0 corilacoBaHuM IPOEKTa Ha 4 1. B 1 3K3.;
2. OT3bIB 1O NIPOEKTY Ha 2 JI. B 1 3K3.

2) Ilpunoxenue: Ha 6 1. B 1 9K3.

32. JlaTo¥ IpOTOKOJIA SIBIISETCS:

1) nara moanucaHus MPOTOKOJIA

2) mata mpoBEICHHUS 3aCeIaHus

3) nata peructpaiuu npoToKoa

33. [Ipuka3 co3zmaercs aJd:

1) noaTBepKIeHHs yCTaHOBIEHHBIX (DAaKTOB, COOBITHH, eicTBUI

2) pelieHusi OCHOBHBIX OTEPaTUBHBIX 33/1a4, CTOSIIMX HEepe]] TaHHBIM OpraHOM

3) oTpaxxeHHs yCIOBUN TPYIOBBIX B3aUMOOTHOIIEHUH COTPYIHUKA C aAMUHUCTpAIen

34. Bu3za ropucrta Ha NpHUKas3e:

1) o3HauaeT BHYTpEHHEE COIJIACOBAHHWE, MOATBEPKIAOIIEE, YTO MPUKA3 HE MPOTHBOPEUHT
3aKOHY

2) 3T0 00s13aTEeNbHBIN PEKBU3UT MPUKA3a, PUAAIOLINNA eMy I0PHINYECKYIO CUITY

35. Korga yrnpaBlieHU€CKOE I€MCTBHUE MPEAINOIaraeT KOHKPETHOTO UCTIOJHUTEIS], TO MYHKThI
pacrnopsiANTENbHON YacTH NIPHUKa3a JOJKHBI HAUMHATHCS:

1) ¢ ykazanust paMHJIMKA ¥ MHULIUAIIOB UCTIOJTHUTEIS

2) ¢ yKa3aHus IOpy4YEHUs

3) ¢ yka3zaHus JOKHOCTU U (paMUIIMK ¢ MHUIMAJIaMH UCTIOJTHUTEIS



36. JlokyMeHTBI, COCTaBIsIEMbIE KOMUCCHEH, TOAMUCHIBAOTCS:
1) pykoBoauTEnEM OpraHu3anuu

2) npezacenareneM U YieHaMUd KOMUCCHH

3) npencenareneM KOMUCCUU U CEKPETApEM

4) npeacenareneM KOMUCCUU

37. Tekct aKkTa JEIUTCS HA JIBE YacTHU:

1) HayaJIbHYIO U 3aKJIOYUTENBHYIO, COJIEPKAILYIO BHIBOIbI

2) BBOJHYIO U KOHCTaTHPYIOILYIO, COJEPKAIILYIO BHIBOJIbI

3) BBOJHYIO U OCHOBHYIO

Oo01ee pacnpenesieHue 0aJ1JI0B TEKYIIero KOHTPOJIA 10 BUAAM Y4eOHbIX PadoT /1Jisl CTY/IeHTOB

PeliTuHr-xouTpOss 1 TecTupoBanue 10
PelTuHr-KOoHTpOIH 2 TectupoBanue 10
PeiiTuHr-KOHTpOJIB 3 TecTupoBanue 10
ITocemenune 3aHsaTHI Ilocemenne TEKIUOHHEIX, 40
CTYJEHTOM MIPAKTUYECKUX 3aHATUN
JononuurenbHbie OBl AKTHBHOCTb Ha MPAKTUYECKHUX 10
(6oHycCBI) 3aHATHUSAX

BrinonHenne ceMecTpoBoro Brinonnenue minana

IJIaHa CaMOCTOSITENIbHOM CaMOCTOSITENIHOW PabOTHI 20
paboThl CTYJEHTOB

2. I[IpomeskyTOUHASI aTTECTALMS 110 IMCHUIIHHE
ITepeyenb BONpoCoB K 3k3aMeHYy / 3a4eTy / 3a4eTy € OLleHKOM.
Ilepeyenn npakTHYeCKUX 32124 / 3aJaHUH K IK3aMeHY / 3a4eTy / 3a4eTy ¢ OLeHKOMH (nmpu
HAJIUYHH)

Bompocsl k 3aueTy o AUCHHUIIIIMHE

1.Kakue noKyMeHTBI BXOJAT B CHCTEMY OPraHU3allMOHHON JOKYMEHTAINH?

2.KakoBa oOcCHOBHas (yHKIHS OpraHU3alMOHHBIX JIOKYMEHTOB B  YIPaBICHUYECKON
JeATEeTbHOCTH?

3.KakxoBo 0CHOBHOE Ha3HauU€HUE PACOPATUTENBHBIX JOKYMEHTOB?

4.HazoBuTe BUJIBI pacriopsAAUTENbHBIX JOKYMEHTOB M YKaXKUTE€ OCOOEHHOCTH UX COCTaBJICHUS
u opopmiieHus?

5.Kakue pacnopsauTenbHble JOKYMEHTBHl H3/al0TCSd HAa OCHOBE €IMHOHAYAIMS, a KaKkHUe -
KOJUIETHAJIbHO?

6.KaxoBa npoueypa noAroToBKU pacropsiAUTENbHBIX JOKYMEHTOB?

7.KakoBo Ha3HaueHHe CIy>KeOHON Nepenucku?

8.Ha kakux O1aHKaX COCTABISAIOTCS CIy»eOHble TchbMa?

9.Kakue pekBU3UTHI ABISAIOTCSA 0043aTEIbHBIMU JUIS CTYKEOHOro muchma?

10.Kakue TpeOoBaHUs NPEABABISIOTCS K COCTABICHHUIO CIYXKEeOHBIX ucem?

11.Kakue pa3HOBHIHOCTH CITYKEOHBIX TTUCEM UCITOJIB3YIOTCS B MPAKTHKE YIPABIICHUS ?

12.KakoBbl 0COOEHHOCTH KOMMEPUECKOH MepenucKu ¢ HHOCTPaHHBIMU TapTHEpamMu?

13.IlpuBearTe BO3MOKHBIE BAPUAHTHI KOMITO3UIUHU JIETOBOTO MUChMA.

14.Yto BXOAUT B COCTAaB JOKYMEHTALMH 110 JUMYHOMY COCTaBy?

15.Kakas moxyMeHTaIus UCTOIb3yeTCsl TPH IpueMe Ha padboTy?

16.Kakumu nokymeHnTamu oopmiisiercsi mepeBo]] paboTHUKa?

17.Kak noxymMeHTHUpYeTCs MPOIIECC YBOIbLHEHUS paOOTHHUKA?

18.B kakoii hopMme numiercs JINYHOE 3asiBiieHHE?

19.0mumuTe ocoOeHHOCTH 0pOpMIIEHHUS MTPUKa3a M0 JUIYHOMY COCTaBY.



20.Kak odopmisiercst TpyaoBoii qoroBop? KakoBo Ha3HaueHHWe KOHTpakTa?
21.IonsiTHE TOKYMEHTOO0O0POTA.
22.0OCHOBHBIE PEKBU3UTHI YIIPABIECHYECKUX JOKYMEHTOB.

MeToauueckue MaTepHuaJibl, XapaKTEPUIYOINHUE MPOUECAYPbl ONCHUBAHUSA

3a4CT MPOBOAUTCA B BHUJC COGGCGHOB&HI/IH 10 BOIIpOCaMm. OtBeThl CTyJACHTA OLICHUBAIOTCA B
6am1ax, KOTOPEBIC 3aTEM CYMMHPYIOTCA C HHANBUAYAJIbHBIM CEMECTPOBBIM peﬁTHHFOM.

MaxkcumanbHasi cymma 0asuioB, HaOupaemasi CTyI€HTOM 1o aucuurinHe pasHa 100.

Onenka | Onenka 1o mikaie ObocHoBaHue Yposens

B chopmuposannocmu
Oajiax KomnemeHuuil
bonee | «OTnmuHOY» Coneprxanue Kypca OCBOCHO Buicokuit yposens
80 MOJTHOCTBIO, 03 TPOOEIIoB,

HEOOXOAMMBIE IPAKTUYECKUE
HaBBIKH PaOOTHI C OCBOCHHBIM
MartepuaioM chOpMUPOBAHBI, BCE
IPEIyCMOTPEHHBIE IPOTPAMMOM
o0OydeHus yueOHbIe 3aJaHus
BBITTOJIHEHBI, KAYECTBO UX
BBITIOJTHEHUS OIIEHEHO YHCIIOM
0aJIoB, OJU3KHUM K

MaKCUMaIIbHOMY
66-80 | «Xopormio» CogaeprxaHue Kypca OCBOEHO IIpoosunymutii
MOJIHOCTHI0, 0€3 MpoOeIioB, ypoeeHb

HEKOTOpbIe MPAKTUYECKHE HABBIKU
paboThI C OCBOEHHBIM MaTEpPHUAIIOM
c(hopMHUpPOBaHbI HEJOCTATOUYHO, BCE
MPEyCMOTPEHHBIE TPOTPAMMO
o0yueHHsl yueOHbIe 3aJaHHs
BBIINIOJIHEHBI, KAYECTBO BBLIIIOJTHEHUA
HU OJIHOTO U3 HUX HE OLICHEHO
MHWHUMAJIBbHBIM YHCJIOM 6aJ'IJ'IOB,
HEKOTOpbIE BUbI 33/1aHUI
BBITMTOJTHEHBI C OIIHOKaMK




50-65

«Y IOBIIETBOPUTEIILHO»

Copneprkanme Kypca OCBOCHO
YaCTUYHO, HO MPOOEITBI HE HOCST
CYILIECTBEHHOI'O XapaKkTepa,
HEOOXOIMMBIC TIPAKTUYCCKUE
HaBBIKA PabOTHI C OCBOCHHBIM
MaTepHajioM B OCHOBHOM
c(hopMHUPOBaHBI, OOJILITUHCTBO
IPEYyCMOTPEHHBIX MPOTrPaMMONn
00yueHus1 yueOHbIX 3aJaHUI
BBINOJIHEHO, HEKOTOPBIE U3
BBIMOJIHCHHBIX 33JJaHH, BO3MOYKHO,
COJIepXKAaT OIMNOKH

Ilopozoewiit yposens

Memnee
50

«HeynoBneTBOpUTEILHO»

ConepxaHue Kypca HE OCBOEHO,
HE00X0IMMbIE IPAKTUYECKUE
HaBBbIKU pabOThI HE
c(OpMHPOBAHBI, BHIOJIHEHHbIE
yueOHBbI€ 3aJIJaHUs COJepKaT
rpyObI€ OMIMOKHU

Komnemenuuu ne
chopmuposansvi

3. 3agaHus B TeCTOBOI (popMe MO TUCHHUIINHE

IIpumepsl 3anaHmii:
1.B ocHOBY yHH(HUKAIIUU TOKYMEHTOB MOJIOXKCH MTPHHIIHIT;
a) oO1elt MoJeNny JOKYMEHTa
0) ohopmienus u cozganus TpadapeTHHIX TEKCTOB-

B) yUeTa U XpaHEHUs JOKyMEHTa

2.JIokyMeHTO000pOT — 3TO:
a) mepBUYHAs 00pabOTKA U MPEABAPUTEIHHOE PACCMOTPEHUE
0) KOHTPOJIb 32 UCIIOJIHEHUEM
B) JIBMIKEHHE JJOKYMEHTOB C MOMEHTA UX CO3JaHus J0 3aBEPIICHUS UCTIOTHEHUS+
T') CIIUCaHHe UCIIOJIHEHHOTO IOKYMEHTa B JIeII0

[TonHbI epedyeHb TeCTOBBIX 3a/IaHU € yKa3aHUEM IPAaBUIIbHBIX OTBETOB, pa3MellleH B OaHKe
Ha I/IH(I)OpMaLII/IOHHO-O6pa30BaTeJ'ILHOM rnoprtajie HHCTUTYTA o CCBIJIKE
https://www.mivlgu.ru/iop/question/bank/managecategories/category.php?courseid=891&cat=29902

BOIIPOCOB

%2C24304

OHGHKa paCCLII/ITI)IBaeTCSI KakK HpOHeHT HpaBI/IJ'IBHO BBIITOJIHCHHBIX TECTOBBIX Sa)IaHI/Iﬁ N3 UX
o01ero uucna.



