MuHHCTEpCTBO HAYKH U BhICIIEro oOpa3zoBanus Poccuiickoit deneparuu

MypoMckHii HHCTUTYT ((puinaJr)
(henepanbHOTO rOCYAapCTBEHHOTO OFOKETHOTO 00Pa30BATEILHOTO YUPESIKCHHS BBICIIIETO 00pa30BaHuUs

«BaaaMMUpPCKU rOCy1apCTBeHHbIN YHHBEPCUTET

uMeHHu AJiekcanapa I'puropseBuya u Hukouas I'puropseBuda C1oJ1eTOBBIX)
(MU Bar'y)

Kadenpa Meneorcmenma
«YTBEPXIAIO»

3aMmecTuTenb JupekTopa no YP
H.E. AunpuanoB

23.05.2023
PABOYAS ITPOI'PAMMA JUCHUIIINHBI
Jloxymenmuposarue ynpasieH4eckol 0essimeibHoCmu
Hanpasyienue noaroToBku 38.03.02 Meneooscmenm
IIpoduas noagroroBKU Meneoorcmenm opeanuzayuu
Bcero Popma
Tpynoem- Tex- HpakTu- | JlaGopa- Koncyan- | Kont- | (kowrak- TMPOMeEKY-
KOCTb, qJecKue TOpPHbIE CPC, TOYHOI0
Cewecrp yac.zau. | 3aHATHSA, | PadoThI, ra, poa», ras qac. KOHTPOJIS
el. Hac. yac. yac. uac. uac. padora), (3K3., 3a4.,
Hac. 3a4. ¢ o11.)
3 108/3 16 16 1,6 0,25 33,85 |74,15 3au.
Hroro | 108/ 3 16 16 1,6 0,25 33,85 | 74,15

Mypom, 2023 r.



1. Ileanb ocBOEHNST TUCHUILIHHBI

llenp AMCUMIIMHBL: JaTh 3HAHMS, HEOOXOAWMBbIE Uil TMPABUIBHOTO COCTaBJICHHUS U
OopOpMIICHHS JTOKYMEHTOB, CO3/IaBa€MbIX B MPOIECCE MPUHSATUS U pPeaTH3alUU YIIPABICHYCCKUX
pelieHuit, OCBOUTH OOIICTIPUHSATHIC JIGKCUKY U CTHJIb JeJI0OBOM KOPPECIOHICHIUH.

OCHOBHBIMU 33Jla4yaMU Kypca SIBJISIOTCS:

- 03HAKOMUTH CTYJICHTOB C MPaBUJIAMH COCTaBICHUS U O(QOPMIICHUS OCHOBHBIX JOKYMEHTOB:
JIOTOBOPOB, KOHTPAKTOB, IPHUKA30B, CITYKEOHBIX 3aMTMCOK, TPOTOKOJIOB, aKTOB, CIIPABOK U JOKYMEHTOB
10 JINYHOMY COCTaBY;

- 1aTh MpeJICTaBlIeHNe 00 OpraHu3aluu JOKYMEHTOO00pOTa, CHCTEMAaTU3allui JOKYMEHTOB U
UX XpaHEHUHU;

- copMHUpOBaTh y CTYJACHTOB HABBIKM CaMOCTOSITEILHOTO COCTAaBJICHHS YIPABICHYECKOU
JIOKYMEHTALUH, JEJIOBBIX HCEM.

2. Mecro aucuuniannsl B crpykrype OIIOII BO
bazoii AJId U3YUCHUS KypCa SABJIAIOTCA 3HAHUA, IMOJYUYCHHBIC CTYACHTAMH B XOAC M3YUYCHUA
TaKuX JUCHHMIUIMH Kak: "MHocTpaHHBIN s3bIK», «THpOpMaIMOHHBIC TEXHOJOTUHA B MEHEIKMEHTE".
3HaHHe OCHOBHBIX ITIOJIOKEHHI JAUCHUITIIMHBI «I[OKYMGHTaIII/IOHHOe oOecrieueHue YHOpaBJICHUS»
HeO6XO,Z[I/IMO IIpu N3y4YCHUUN NUCHUIIINH ((I[CJ'IOBBIC KOMMYHHKAIUN, HYHpaBHGHI/Ie YCIJIIOBCUCCKUMU
pecypcamu', a Tak)Ke NP HAIIMCAHWUHU BBIITYCKHOM KBaJTM(UKAIIMOHHON pabOTHI.

3. IliannpyeMble pe3yabTaThbl 00y4eHHs M0 JMCUHUILINHE
[Tnaaupyemple pe3yabTaThl OOYYCHHS TIO TUCIUIUIMHE, COOTHECCHHBIE C IUTAHHPYEMBIMHU
pesynbratamu ocBoeHust OIIOII (koMneTeHIMAMEI U UHIMKATOPAMU JOCTHKEHUST KOMIICTSHIIHIA )

DopMuUpyeMbIe [Tnannpyemsle pe3yabTaThl 00yUYeHUs 10 AUCIUIUINHE, B
KOMIICTCHIINHU (KO}:[’ COOTBETCTBUU C MHAUKATOPOM HOCTHMIKCHUSA KOMIICTCHIINN HauMmenoBanue OLICHOYHOI'O
coJiepKaHue Wnpvkatop nocTuxKeHus PesynbraTel 00yueHus 1o cpencTaa
KOMIIETEHIINH) KOMIETEHINH JUCLUIUINHE
YK-4 Crocoben VK-4.1 OcywecTBisier 3HATh CUCTEMBI BOIIPOCHI K YCTHOMY OIIpOCY,
OCYILECTBIISATh JIENIOBYI0 KOMMYHHKALIMIO B | JOKyMEHTAINY, TECT, IPAKTUUECKUE 33 JaHUs
JIENIOBYIO YCTHOH U MHUCbMEHHON COBPEMEHHBIE CIIOCOOBI U
KOMMYHHKAIIHIO B (hopMax Ha PyCCKOM SI3bIKE€ | TEXHUKY CO3AaHHS
YCTHOU 1 JIOKyMEHTOB, 0COOCHHOCTH

MUCBMEHHOU (hopmax
Ha TOCYJITapCTBEHHOM
s3b1ke Poccuiickoit
®Denepanuu u

OpraHu3anun ABUKCHUA
JOKYMECHTOB Ha
HOPEANPUATUSIX U B
opranmsaiusx (YK-4.1)

WHOCTPaHHOM(BIX)
si3pIKe(ax)
TTIK-2 Cnoco6en [TK-2.2 Pemaer yMeTh GOpMHUPOBATH 0a3y BOIIPOCHI K YCTHOMY OIpOCY,
TUIAHUPOBATH, OrepaTHBHbIE JIAaHHBIX U pa3pabaThiBaTh TECT, MPAaKTHYECKUE 3aJaHUs
OpraHU30BbHIBATH U yIpaBJeHYECKUE 3a1a41 OpraHHU3aIlIOHHO-
OIICHUBATh YIPaBICHYECKYIO
3(h(HeKTHBHOCTD JIOKYMEHTaILIUIO C
JIESITeTbHOCTH HCTIOJIE30BaHUEM
CTPYKTYPHBIX COBPEMCHHBIX TEXHOJIOTUI
MOJpa3 ICIICHIH AIEKTPOHHOTO
OpraHu3aIuu nokymeHnToooopota (I1K-2.2)
BJIaJICTh HABBIKAMU
MTOITOTOBKH
OPraHU3AI[HOHHBIX U
pachopsIUTENIbHBIX

nokymentos (ITK-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 o0yuenus 4r.

4.1.1. CTpykTypa QU CHUNINHBI

KonrakTHas padota
00ydJaronuxcs ¢ me1arornaecKum «
&
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1 HopmarusHo- 312 |4 12 Tectuposarie,
BBIIIOJTHCHHAC
METOANYECCKAasA 0aza MPAaKTHYECKUX padoT,
JIEJIOTIPON3BOICTRA. yeribiii onpoc
2 CucreMsl 3 6 2 21 TecrupoBaHue,
BBITIOJTHCHUEC
AOKYMCHTaAlluu, COCTaB MPAaKTHYECKUX padoT,
MOPSIIOK pa3padOTKU U YCTHBIi onpoc
TpeOoBaHUs K
0(hOPMIIEHUIO.
3 XapakTepuCcTHKA 3|16 8 20 TectHpoBante,
BBITIOJTHCHUEC
AOKYMCHTOB, MPAaKTHYECKUX padoT,
HCITOJTB3YIONTUXCS B yeTHBIi onpoc
YIIPaBJICHYECKOU
NeSATeTLHOCTH | IPaBHJIa
uX 0popMIICHHSL.
4 | CoBpemeHHBIE cTIOCOOBI | 3 | 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 3
Paszoen 1. Hopmamusno-memoouueckas 6aza 0e1onpouze00cmad.
Jlexnus 1.

3akoHonaTenbHbIe akThl PO B cepe nndopMaiiy u TOKyMEHTauU. YKa3bl H PacIOpsKEHUS
[Ipesunenta PO, nocranosnenus [IpaBurenscTBa PO. HopmaTtuBHBIE TPaBOBBIE aKThI (heiepatbHBIX
opraoB. l'ocynmapcTBeHHBIE CTaHAApThl HA  JOKYMEHTHL. YHU(DUIUPOBAHHBIE CHCTEMBI
nokyMmeHTtanuu. OOmepoccuiickue KiacCU(PUKATOPhl TEXHUKO-3KOHOMHYECKOH U COLHUAIbHON
uHpopmanuu (2 yaca).

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

JIOKYMEHT W CHUCTEMbl JOKYMEHTallMW. YIpaBlieHdyeckas AoKyMeHTalus. 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, HCIIOJIb3YIOIIUXCS B YIIPABICHYECKOH JIeATENbHOCTH (2 Jaca).

Jlekumus 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
BBIpaKeHUs (2 "aca).

Jlekuus 7.

[MpaBmwia u  GopMBI KOMMEpPYECKOW TEPENHUCKH C  3apyOCKHBIMH  TapTHEpaMH;
KOPPECHOHJICHITUS, CBS3aHHAas C TPOBEACHHUEM MEPUOJUYECKUX MEpONPHUATUH, U mpodas
KOPPECTIOHJICHITUST OpraHM3anusi padoThl ¢ JOKYMEHTaMH, COJICpPXAIIUMH KOH(UICHITHATLHBIC
cBeqieHus (2 yaca).

Pazoen 4. Cospemennvie cnocobwi cozoanus doxymenma. [[okymeHmoobopom 6 opeanuzayuu.
Jleknus 8.

CoBpemeHHBIe cIOCOOBI M TEXHUKA CO3JIaHMsI JOKYMEeHTOB. OpraHuzaius ToKyMeHTO000opoTa

(2 gaca).

4.1.2.2. IlepeyeHb NPAKTUYCCKUX 3aHATHI

Cemectp 3
Pazoen 1. Hopmamueno-memoouueckas 6aza 0e1onpoussoo0cmea.
IIpakT4eckoe 3ansaTue 1

[IpaBua opopmienns nHGOPMALIMOHHBIX JOKYMEHTOB (2 yaca).
IIpakTH4eckoe 3ansTHE 2

[IpaBuiia opopmiieHHs CIIpaBOYHBIX TOKYMEHTOB (2 yaca).
Pa3zoen 2. Cucmemuvl 0okymenmayuu, cocmas nopsi00K papabomxu u mpedosanus K 0g)oOpMaeHuro.
IIpakTuyeckoe 3ansaTue 3

[TpaBuna opopmieHHsI OCHOBHBIX OpraHU3allMOHHBIX JTOKYMEHTOB (2 Jaca).
Paszoen 3. Xapakmepucmuxa 00KymeHmos, ucnonv3yrouuxcs 8 ynpaeieHyeckou 0esimeabHOCmu U
npasua ux oQopmieHus.
IIpakTnyeckoe 3ansiTue 4

[TpaBuia opopmIIeHHsSI OCHOBHBIX paclopsIUTEIbHBIX JOKYMEHTOB (2 yaca).



IIpakTnyeckoe 3ansiTue 5

[TpaBwiia BeieHUS 1€T0BOM NIEPENIMCKH, BUBI CITYKEOHBIX TUCEM U U UX ohopMIICHHE) (2
yaca).
IIpakTHyeckoe 3anATHE 6

Buapl cinykeOHBIX TTceM U U uX oopmiieHue (2 vaca).
IIpakTHyeckoe 3ansaTHE 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. llepeyeHsb J1a60PaTOPHBIX padoT
He mmanupyercs.

4.1.2.4. llepeyeHb TeM U y4eOHO-MeTOAMUYECKOE O0ecIIedYeHHe CAMOCTOSATEIbHOM

padoThI
[lepeueHb TeM, BHIHECEHHBIX HAa CAMOCTOSITENIbHOE U3yUEHHE:
. HopMaTuBHO-cripaBouHasi OCHOBA OpraHU3aIlK JOKYMEHTAMOHHOTO 00eCneueH s yIpaBIICHUS.
. CocTaB peKBU3HUTOB, BUJIbI OJaHKOB U TpeboBanus k omankam mo 'OCTy P 6.30 — 2003.
. TpeGoBanus kK 0popMIIEHUIO OPTraHU3AUOHHO-PACTOPAIUTENHBIX JOKYMEHTOB.
. TpeboBaHus K 0()OPMIIEHUIO OCHOBHBIX BHI0B HH(POPMAITMOHHO-CIIPABOYHBIX TOKYMEHTOB.
. OdbopmieHne KaapoBBIX TOKYMEHTOB.
. OdopmieHnue CiryKeOHBIX MHUCEM.
. @OpMBI perucTpaluu JOKYMEHTOB.
. TpeboBaHMs 10 3aIOTHEHUIO JIEI.
. XpaHeHue JOKYMEHTOB.
10. Opranuzaius padoThI C TOKYMEHTaMHU, COICPIKAITUMHU KOH(DHUICHIIMAIbHBIE CBECHUSI.
11. Opranusanus 31eKTPOHHOTO JOKYMEHTO000pOoTa.
Jlis caMocTOSITENbHOM pPAa0OTHl HMCHOJIB3YIOTCS METOAMYECKHE YKa3aHMUsl 110 OCBOEHUIO
JUCLMIUIMHBI U U3aHUS U3 CIIMCKA MPUBEAEHHON HIKE OCHOBHOM U JIOMOJIHUTENBHOM JIUTEPATYPHI.

O 00 1 N N B W —

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- [paxru- | JaGopa-
Jlex- Koncy.ab- (KOHTaK- NPOMEKYTOYHOTO
KOCTb, qyecKue TOPHBIE Konr- CPC,
Cemectp IUH, Talus, THasi KOHTPOJIA (3K3.,
yac./ 3a4. 3aHATUSA, | PadoThl, poJib,4ac. qgac.
qac. gac. pabora), 3ad4., 3a4. C OII.)
en. yac. qac.
qac.
3 108/3 2 4 1 0,5 75 96,75 3au4.(3,75)
Hroro | 108/3 2 4 1 0,5 7,5 96,75 3,75
4.2.1. CTpyKkTypa AMCHUILIAHBI
KonrakTHas pabora
oOyuyaromuxcs ¢ o
H
MeIarOTHYECKUM PAOOTHUKOM )
g dopMa TEKyIIEro
g" KOHTPOJIS
= g ycneBaeMocTH (110
No Paznen (tema) 3 2 | HezensaM cemectpa),
m\it JUCIUTLINHBI 3 < | 3| ~ L opma
O = £ = = IPOMEKYTOYHOM
219 NS = 5 aTTecTauu(Io
- S| al & a = 4 % ceMecTpaMm)
=2 2 e £l g <
=4 > = g | ) o, Q
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1 HopmarusHo- 3 29 TectupoBanue,
MeToandeckas 0a3a BBITTOJIHEHUE
JIeTIOTIPON3BO/ICTBA. MPaKTUYECKUX
3aJaHuN

2 Cucremsbl 3 21 4 13 TectupoBanue,

JIOKyMEHTAIlUU, COCTAB BBITIOJTHEHHUE

TOPSIIOK pa3pabOTKH U MPaKTUYECKUX
TpeOoBaHUS K 3aJaHui
0hOpMIICHHUIO.

3 XapakTepucTuka 3 25 TectupoBanwue,

JIOKYMEHTOB, BBITIOJTHEHHE
HCTIONB3YIONIUXCS B MPaKTUYECKUX
YIIPABJICHYECKOU 3alaHUI
eI TeIIbHOCTH 1
MpaBuja ux
odopMIIeHHUS.

4 | CoBpemeHHBIE CIOCOOBI | 3 29,75 | TectupoBaHue,
CO3/IaHMS JOKYMEHTA. BBITIOJTHEHHE
JIoKyMeHTO000pOT B MPAKTUIECKHUX

OpraHu3aInu. 3aJaHui




Bcero 3a cemectp 108| 2 | 4 + 1 105]96,75 3au.(3,75)
Hroro 108| 2 | 4 1 105]96,75 3,75

4.2.2. CogeprxkaHue QTUCHUILIHHBI
4.2.2.1. IlepeyeHnb JeKUMi
Cemectp 3
Pa3zoen 2. Cucmemuvl dokymenmayuu, cocmas nopsi00K papabomxu u mpedosanusi K 0g)opMieHuio.
Jlexnus 1.
Cocrasiienue u ohopMIIEHUE OCHOBHBIX JIOKYMEHTOB: JJOTOBOPOB, KOHTPAKTOB, IPUKA30B,
CITY’>KE€OHBIX 3aUCOK (2 yaca).

4.2.2.2. IlepeyeHb NPAKTUYECKUX 3AHATHI
Cemectp 3
Paszoen 2. Cucmemul 0okymenmayuu, cocmas nopsi00K papabomxu u mpebdosanusi K 0ghopMaeHuio.
IpakTnyeckoe 3ansiTue 1.
Cocrasiienne u ohopMIICHUE OPTaHU3AMMOHHBIX TOKYMEHTOB (2 Jaca).
IIpakTnyeckoe 3ansiTue 2.
CocraBienne HHPOPMAITMOHHO-CIIPABOYHBIX IOKYMEHTOB (2 daca).

4.2.2.3. [lepeueHb 1a00paTOPHBIX PadOT
He mimanupyercs.

4.2.2.4. llepeyeHb TeM U y4eOHO-MeTOAMYECKOE O0ecIIeYeHHe CAMOCTOSTEIbHOM

padoThI

[lepedeHb TeM, BEIHECEHHBIX Ha CAMOCTOSATEIBHOE N3YUYCHUE:

1. HopmaTuBHO-CIIpaBOYHasi OCHOBA OPraHU3aIMH JOKYMEHTAIMOHHOTO 00eCTIeYeH s
yTpaBJICHUSI.

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

3. TpeboBanus Kk 0hOPMIICHUIO OPTaHU3AIMOHHO-PACTIOPSAUTEIBHBIX JOKYMEHTOB.

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

5. OdopmieHne KaapoBbIX JOKYMEHTOB.

6. OdopmieHue Ciry eOHBIX TTUCEM.

7. ®OpMBI peTUCTpalMi JOKYMEHTOB.

8. TpeboBaHuUsI 1O 3aMOTHEHUIO JIETI.

9. XpaHeHHe JOKYMEHTOB.

10. Opranm3anus paboThI C TOKYMEHTaMH, COACPKaTUMU KOH(PHUICHIINAIbHBIC CBEICHNUS.

11. Opranu3anus 3J1eKTPOHHOTO JOKYMEHTO000pOTa.

Jlnst  caMOCTOSITENTbHONH pabOTBl  MCIIONB3YIOTCS METOIUYECKHE YKa3aHWs 10 OCBOCHHIO
JUCLUTUTMHBI U U31aHUS U3 CIIMCKA MPUBEACHHON HIKE OCHOBHOM U JIOMOJIHUTEIBHOM JIUTEPATYPHI.

4.2.2.5. IlepeueHb TeM KOHTPOJIbHBIX padoT, pedepartos, TP, PI'P, PIIP

1. CocraBienue 1 opopmiIeHHE YIPABIEHYECKUX IOKYMEHTOB.

2. OdopmiteHre U COCTaBICHHE OCHOBHBIX BHIOB YIIPABICHYECKUX JOKYMEHTOB.

3. JIokyMeHTallMOHHOE 00ecIeueHre yIpaBlIeH!s AEI0IPOU3BOICTBO.

4. CocraBieHue 1 0OpMIIEHHE OCHOBHBIX JOKYMEHTOB YIIPaBIEHUSI.

5. Opopminenue ciyxeOHbIX JOKYMEHTOB.

6. CocraBienue u opopmiieHue HHCTPYKIHUii, CIIPaBOK, TOKYMEHTOB JINYHOTO
IPOUCXOKICHUSL.

7. TpeboBauus K 0hOPMIICHHIO OPTaHU3ALMOHHO-PACIIOPSINTEIBHBIX TOKYMEHTOB.

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




9. [IpaBuiia u mocae10BaTENbHOCTh O)OPMIIEHUS KaAPOBBIX JOKYMEHTOB.

10. IIpaBuna opopmiieHUs CIyKEOHBIX THCEM.

11. ®opMbl perucTpaium JOKYMEHTOB.

12. TpeboBaHus 110 3aIIOJTHEHUIO €.

13. IIpaBuna XxpaHeHus TOKYMEHTOB.

14. Opranusaius paboThl ¢ JOKYMEHTaMH, COACPKAIUMU KOH(DUICHIINATLHBIC CBEICHMUS.
15. Opranuzanus 1 Mociae10BaTeIbHOCTD 3JIEKTPOHHOTO JOKYMEHTO000pOTa.

4.2.2.6. IlIpumepHbIi IepevyeHb TEM KYPCOBBIX padoT (IIPOEKTOB)
He mianupyercs.



4.3 ®opMma o0y4eHHsI: OYHO-320YHAS

YpoBeHb 6a30BOT0 00pa30BaHMS: BICIIIEE.
Cpok oOyueHnus 3r 6M.

Bcero ®opma
Tpynoem- Ipaxru- | JaGopa-
Jlek- KoncyJib- (KOHTaK- NPOMEKYTOYHOT0
KOCTb, qyecKue TOPHBIE Konr- CPC,
Cemectp umu, Tanus, THas KOHTPOJIs (3K3.,
yac./ 3a4. 3aHATUSA, | PadoThl, poJib,4ac. qgac.
qac. gac. pabora), 3ad4., 3a4. C OII.)
en. yac. qac.
qac.
1 108/3 2 2 1 0,5 55 98,75 3au4.(3,75)
Hroro | 108/3 2 2 1 0,5 55 98,75 3,75
4.3.1. CTpykTypa AMCHUIIAHBI
KonrakTHas pabora
00yyJarommxcs ¢ 5
MeIarOTHYECKUM PAOOTHUKOM )
g dopMa TEKyIIEro
g" KOHTPOJIS
= g ycneBaeMocTH (110
No Paznen (tema) 3 2 | HezensaM cemectpa),
m\it JACIUTLTMHBI 3 < | 3| ~ o opma
O = £ = = IPOMEKYTOYHOM
219 NS = 5 aTTecTauu(Io
S| al & = - % ceMecTpaMm)
Elo|l 2|l o| S| | 5 S
= = = =2 ~ = o
=4 > = g | ) o, Q
2 5| & = E| E
) ol B a | = | =
= =) &= 5 b s S
5| 8| & 5| =
E| =
AR =
o & §
=B
1 HopmarusHo- 11212 29 TectupoBanue,
MeToandeckas 0a3a BBITTOJIHEHUE
JIeTIOTIPON3BO/ICTBA. MPaKTUYECKUX
3aJlaHu M
2 Cucremsl 1 13 TectupoBanue,
JIOKyMEHTAIlUU, COCTAB BBITIOJTHEHHUE
TOPSIIOK pa3pabOTKH U MPaKTUYECKUX
TpeOoBaHUS K 3aJaHUN
0hOpMIICHHUIO.
3 XapakTepucTuka 1 27 TectupoBanue,
JIOKYMEHTOB, BBITIOJTHEHHE
HCTIONB3YIONIUXCS B MPaKTUYECKUX
YIIPABJICHYECKOU 3alaHUI
eI TeIIbHOCTH 1
MpaBuja ux
odopMIIeHHUS.

4 | CoBpemeHHbIe ciocoObI | 1 29,75 | TectupoBaHue,
CO3/IaHMS JOKYMEHTA. BBITIOJTHEHHE
JIoKyMeHTO000pOT B MPAKTUIECKHUX

OpraHu3aInu. 3aJaHui




Bcero 3a cemectp 108| 2 | 2 + 1 10,5]98,75 3au.(3,75)
Hroro 108 2 | 2 11059875 3,75

4.3.2. CogeprxkaHue QTUCHUILIMHBI
4.3.2.1. IlepeyeHnb JeKuMi
Cemectp 1
Paszoen 1. Hopmamusno-memoouueckas 6aza 0e1onpouze00cmaa.
Jlexnus 1.
Cocrasiienue u ohopMIIEHUE OCHOBHBIX JIOKYMEHTOB: JJOTOBOPOB, KOHTPAKTOB, IPUKA30B,
CITY’>KE€OHBIX 3aUCOK (2 yaca).

4.3.2.2. IlepeyeHb NPAKTUYECKUX 3AHATHI
Cemectp 1
Pazoen 1. Hopmamueno-memoouueckas 6aza 0e1onpoussoo0cmea.
IpakTnyeckoe 3ansiTue 1.
Cocrasiienre u ohopmIIeHHE OPTaHU3AIMOHHBIX JIOKYMEHTOB (2 4aca).

4.3.2.3. Ilepeuennb j1adopaTOpHbIX padoT
He mimanupyercs.

4.3.2.4. llepeueHb TeM U y4eOHO-MeTOAMUYECKOE O0ecIIedYeHHe CAMOCTOSTEIbHOM

padoThI

[lepeueHb TeM, BHIHECEHHBIX Ha CAMOCTOSITENIbHOE U3yUEHHE:

1. HopmaTuBHO-CrIipaBOYHasi OCHOBA OpraHU3aluu J0KyMEHTAIlMOHHOIO 00eceueHus
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 BUI0B HH(POPMAITMOHHO-CIIPABOUHBIX
JIOKYMEHTOB.

5. OdopmieHne KaapoBbIX JOKYMEHTOB.

6. OdopmieHue Ciry eOHBIX TTUCEM.

7. ®OpMBI perucTpalvy JOKYyMEHTOB.

8. TpeboBaHuUsI 1O 3aMOTHEHUIO JIETI.

9. XpaHeHHEe JOKYMEHTOB.

10. Opranuzanust paboThl C TOKYMEHTaMH, COAEPKAMUMU KOHPUACHITUATbHBIC CBEICHUS.

11. Opranu3anus 3J1eKTPOHHOTO JOKYMEHTO000pOTa.

Jlis caMoCTOSITENbHOM pPAa0OTHl MCHOJIB3YIOTCS METOAMYECKHE YKa3aHWUsl 10 OCBOEHUIO
JUCHUIUTMHBI U U3aHUS U3 CIIMCKA MPUBEICHHON HIKE OCHOBHOM U JIOMOJIHUTEIBHOM JIUTEPATYPHI.

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

1. CocraBienue 1 opopmiIeHHE YIPABIEHYECKUX IOKYMEHTOB.

2. OdopmiteHHE U COCTABIICHIE OCHOBHBIX BUJIOB YIPABICHYECKAX TOKYMEHTOB.

3. JlokyMeHTanMoHHOE obecrieueHue yIpaBiIeHus AeI0IPOU3BOJICTBO.

4. CocraBieHue 1 0popMIIEHHE OCHOBHBIX JOKYMEHTOB YIIPABIICHUS.

5. Opopminenue ciyxeOHbIX JOKYMEHTOB.

6. CocraBneHnue u opopmiieHue HHCTPYKIIHI, CIIPaBOK, TOKYMEHTOB JINYHOTO
POUCXOXKACHUS.

7. TpeboBanus kK 0hOPMIICHUIO OPTaHU3AIMOHHO-PACTIOPSAUTEIBHBIX JOKYMEHTOB.

8. TpeGoBanust K 0POPMIICHUIO OCHOBHBIX BUJIOB HH(OPMALIMOHHO-CIIPABOYHBIX
JIOKYMEHTOB.

9. IlpaBuia u mocnea0BaTeNbHOCTS O()OPMIICHHUS KaIPOBBIX JOKYMEHTOB.

10. ®opMbI perucTpaum JOKYMEHTOB.




11. TpeGoBaHuUs 1O 3aMOTHEHUIO JIE.

12. IlpaBuna xpaHeHHs JOKYMEHTOB.

13. Opranuzanus paboThl ¢ JOKYMEHTaMH, COJEepKAIIUMU KOH(UIECHIIMATbHbBIE CBECHUS.
14. Opranusanus u rnocjie10BaTeIbHOCTh JIEKTPOHHOTO JOKYMEHTO00O0pOTA.

4.3.2.6. IlpumepHblii IepedyeHb TeM KyPCOBBIX padoT (IIPOEKTOB)
He mmanupyercs.



4.4 ®opma o0y4eHHsI: OUHO-320YHAS
YpoBeHb 6a30BOro 00pa3oBaHus: cpeaHee MpodecCuoHaATBHOE.
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.)
3 108/ 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
4.4.1. CTpyKTypa JUCHUIIIMHBI
KonrtakTHas padota
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MearOru4eCKuM pabOTHUKOM o
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m\it JUCLHAIIINHBI 2 w | 5| ~ o dopma
@) = & a g POMEKY TOUHOMH
= = S w 5 arrectaiuu(Imo
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2| 2| & E 5| E
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i
1 HopmarugHo- 3 12| 2 14 TectupoBanue,
METOANYCCKAaA Oaza BBIIIOJTHCHUEC
ACIOMPOU3BOJACTBA. MPAKTUYCCKUX
paboT, yCTHBII
OIpoC
2 Cucremsl 3 21 TectupoBanue,
JTOKyMEHTAI[HU, COCTaB BBIIOJTHEHNE
MOpsAA0K pa3pa60TKH u MPAKTUYCCKUX
TpeOoBaHUs K paboT, yCTHBIN
ohopmIIeHH!IO. OIIpOC
3 XapakTepucTuka 3 18 TectupoBanue,
JTOKYMEHTOB, BBIIOJTHEHNE
HCIOJIB3YIONINUXCA B MPAKTUYCCKUX
YIIpaBJIEHYECKOMN paboT, yCTHBIN
ACATCIIbHOCTHU U orpocC
IIpaBuiIa UxX
odopmieHuUs.
4 CoBpeMeHHbIE 3 9,75 | TectupoBanue,
CTIOCOOBI CO3/IaHUS 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
Wroro ¢ nepearrecranmeit 108

4.4.2. CogepxkaHue QTUCHUILIMHBI
4.4.2.1. IlepeyeHnb JeKUM i
Cemectp 3
Paszoen 1. Hopmamusno-memoouueckas 6aza 0e1onpouze00cmad.
Jlexnus 1.
Cocrasiienue u ohopMIIEHUE OCHOBHBIX JIOKYMEHTOB: JJOTOBOPOB, KOHTPAKTOB, IPUKA30B,
CITY’>KE€OHBIX 3aIUCOK (2 yaca).

4.4.2.2. IlepeyeHb NPAKTHYCCKUX 3aHATHIT
Cemectp 3
Pa3zoen 1. Hopmamueno-memoouueckas 6aza 0e1onpousso0cmea.
IpakTnyeckoe 3ansiTue 1.
Cocrasiienue u ohopMIICHUE paCTIOPSAIUTEILHBIX JOKYMEHTOB (2 4yaca).

4.4.2.3. Ilepeuennb J1adopaTOpHbIX padoT
He mianupyercs.

4.4.2.4. llepeyeHb TeM U y4eOHO-MeTOAMUYECKOE O0ecIIedYeHHe CAMOCTOSTEIbHOM

padoTbI

[lepedeHb TeM, BEIHECEHHBIX Ha CAMOCTOSATEIBHOE N3YUYCHHUE:

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

2. CocTaB peKBU3UTOB, BBl 0J1aHKOB 1 TpeboBaHus k O1ankam 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 CiryKeOHBIX MTHCEM.

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.

Jlist  caMOCTOSITENTbHON pabOTHl UCIIONB3YIOTCS METOIUYECKHE YKa3aHUs TI0 OCBOCHHUIO
JUCLUIUTMHBI U U3aHUS U3 CIIMCKA MPUBEACHHON HIKE OCHOBHOM U JIOMOJIHUTENBHOM JIUTEPATYPHI.

4.4.2.5. IlepeueHb TeM KOHTPOJIbHBIX padoT, pedeparos, TP, PI'P, PIIP

1. CocraBienue u opopMIICHHE YIIPaBIEHYECKUX JOKYMEHTOB.

2. OdopmiieHue 1 COCTaBJIEHNE OCHOBHBIX BUOB YIIPABIEHYECKHX JOKYMEHTOB.

3. JlokyMeHTanMoHHOE obecrieueHre yIpaBiIeHus AeI0MPOU3BOJICTBO.

4. CocraBieHue 1 0OpMIIEHHE OCHOBHBIX JJOKYMEHTOB YIIPaBICHUS.

5. Odpopminenue ciyxeOHbIX JOKYMEHTOB.

6. Cocrapiienre u 0(hOpMIICHHE HHCTPYKIIHH, CIIPABOK, JOKYMEHTOB JIMYHOTO
MMPOUCXOKACHUA.

7. TpeboBanus K OPOPMIICHUIO OpPraHU3aLMOHHO-PACTIOPAAUTEIbHBIX JOKYMEHTOB.




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

9. [IpaBuiia u nocie10BaTeIbHOCTh OQOPMIICHUS KaAPOBBIX 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. Opranuzanus 1 nocieA0BaTeIbHOCTh AIEKTPOHHOTO JOKYMEHTO000pOTA.

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

5. O0pa3oBaTe/ibHbIC TEXHOJIOTHH
Ha 5eKkIMOHHBIX, MpPaKTUYECKUX 3aHSATHSIX HCHOIB3YIOTCA TpPaaUIMOHHBIE (DOPMBI HX
IIPOBE/ICHUS C DIIEMEHTAMHU aKTHBHBIX ()OpM O00YUEHUSsI, 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
COTPYJITHUYECTBE M JMAJIOTE C MpernojaBaTesieM MPUOIMKASTCS K UCCIEI0BATENbCKON 1eATEeIbHOCTH.
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, CleaHHOE IMyOIHYHO.
Paboras Ham AOKIaaOM, CTYyAEHT 3aKperuiieT MOMYYeHHBIH Ha JISKIHMSIX Marepuall, MmpuodpeTaer
HAYYHO-HMCCIIEIOBATEIIbCKIE YMEHUS, a TAK)KE IPUOOPETAET OMBIT ITyOIMYHOTO BBICTYIIIICHHUS.

Jluckyccus — apryMeHTUPOBaHHOE 00CYkKIeHHE KaKoro-11u00 CIIOPHOr0 BOMpOca, MPOOIEeMBbI.

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-MeTOAMYECKOe U MH(OPMAIITHOHHOE 00ecTiedeHne JUCIIUILIUHBI.

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 uzz. — 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. Bypmuctpos, A. H. KagpoBoe nenonpous3BoAcTBO M CTaHAapTH3alMsa 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://www.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. KonduaenunanbsHoe AeI0Mpon3BoACTBO : yueOHoe nocodue / A. B. Crinyax.
— HwmwxneBaptoBck : HmwkHeBapTOBCKH rocymapcTBeHHbIN yHUBepcuTeT, 2020. — 120 ¢. — ISBN



978-5-00047-558-4. — Texcr : anextponHsit // [ludposoit oOpazoBarensHblil 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 : 2JIeKTpOHHBIN // DieKTpoHHO-OubanoTeunas 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
NEeSTENIbHOCTH OopraHu3auuu. Teopernyeckuit Kypc : ydueOHOe MocoOue Al CTYIEHTOB BBICHIMX
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 // DneKkTpoHHO-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,
peann3oBaHHBIE HAa  OCHOBE  HMH(OPMALMOHHO-00pa30BaTENBHOTO  IOpTajla  MHCTHTYTA
(www.mivlgu.ru/iop), 1 ”HPOKOMMYHUKAITMOHHOW CETH MHCTUTYTA!

- IPeOCTaBICHHE Y4eOHO-METOJMYECKUX MAaTEPHAJIOB B SJIEKTPOHHOM BU/JIE;

- B3aMMOJICHCTBHE YYAaCTHHKOB 00Opa30BaTEIbLHOTO IIpOIecca 4Yepe3 JIOKAIBHYI CeTh
uHcTUTYyTa U VIHTEpHET;

- IPEJOCTaBIICHUE CBEICHUI O pe3yibTaTax y4eOHOU NeATEITbHOCTH B 3JIEKTPOHHOM JIMYHOM
KaOuHeTe 00y4aroIerocs.

WHubopmanroHHbIe CITPAaBOYHBIE CUCTEMBI:

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

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

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

OnektponHas 6ubnmoreuynas cucrema iprBOOK.ru, URL: http://www.iprbookshop.ru/

Hayunas snexktponHnas 6ubnumoreka eLibrary.ru, URL: http://www.eLibrary.ru

Onektponnas Oubanoreka "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. IlepeyeHnb pecypcoB HH(POPMANMOHHO-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. MarepuajbHO-TEXHUYECKOE O0eceYeHue U CIUIITUHbI
JleknmoHHas ay iuTopus
HoyTOyK, npoekTop, NpoeKINOHHBIH SKpaH

Kabuner OyxranTepckoro ydera, HAIOTOOOI0KEHHS U Ay JUTa
KommiekT yueOHO-MeTouuecKux mocobuii; 12 koMmbroTepoB: IlepcoHanbHBIN KOMITBIOTED;
npoektop NEC V302X; skpan HacteHHbI Lumien Master Picture

Kabuner 6usHec-maHUPOBaHUS
KommiekT ydeOHO-MeTomnueckux mocoduid; 12 kommberoTepoB E8400/2048Mb/VGA int
/320Gb/BenQ19; nuntepaktuHas qocka SMART BOARD 480 co BcTpoeHHBIM ITpoeKkTopoM V25

9. MeToan4yecKkue yKazaHusl M0 OCBOEHUIO JUCHUIJINHbBI

JUis yCHIEIIHOTO OCBOEHHMSI TEOPETUYECKOro Marepuana OOy4aroUuuiics: 3HAKOMHUTCS CO
CIIUCKOM PEKOMEHIYEMON OCHOBHOM M JIOMOJHUTEIBHOM JIMTEPaTyphl; YTOUHSAET y MpEeroaaBares,
KakUM JONOJHUTEIbHBIM MOCOOUSM CIIeAyeT OTIaTh MPEANOYTEHHE; BeleT KOHCHEKT JIeKUUH U
npopalaThIBaeT JEKIUOHHbIN MaTepHrall, OJIb3YsACh KaK KOHCIIEKTOM, TaK U y4eOHBIMU IIOCOOUSIMU

Ha mnpakthueckux 3aHATHSAX MPOWICHHBIA TEOPETUUYECKUH MaTepuanl IMOAKPEIIAETCS
pelIeHneM 3aJ1a4 110 OCHOBHBIM T€MaM JAMCLUUILINHBL. 3aHATUS IPOBOASATCS B KOMIIBIOTEPHOM KJ1acce.
[IpenonaBatens BbAAET 3a/ady, CBSI3aHHYIO C COCTaBJIEHUEM pa3pabdOTKOl JOKyMeHTOB. B koHie
3aHATHSI, OOydYarolMe JIEMOHCTPUPYIOT IIOJIyYEHHBIE pe3yjibTaThl NpPENoAaBaTeNl0 U  IpHU
HEO0OXOIUMOCTH JeNalT padoTy HaJ OMHUOKaMHU.

CamocrosiTenbHasi paboTa OKas3blBa€T Ba)XXHOE BIUSHUE HAa (HOPMHUPOBAHHME JIMYHOCTH
OyAylIero crenuanucTa, OHa IIaHupyeTcs 00yJyaromuMes caMocTosTenbHo. Kaxaplit o0ydaromuiics
CaMOCTOSITENIbHO OIpeAeIsieT PeKUM CBOel padoThl U Mepy Tpy[a, 3aTpauyuBaeMoOro Ha OBJIAZICHUE
y4eOHBIM COZiepKaHueM AUCUUIUIMHBL. OH BBINOIHAET BHEAY TUTOPHYIO paboTy U N3yUeHHUEe pa3JIeioB,
BBIHOCHMBIX Ha CAMOCTOSITENIbHYIO paboTy, 10 JINYHOMY UHIUBUAYaIbHOMY IIJIaHY, B 3aBUCUMOCTH OT
€ro MOJArOTOBKH, BPEMEHHU U APYTUX YCIOBUN

@opMa 3aKIFOUUTENIBHOIO KOHTPOJS MpPU NPOMEXYTOYHOM arrectauuum — 3ader. [{na
IPOBEIEHUS TPOMEXYTOUHOM aTTecTaly M0 AUCHUILIMHE pa3paboTaHbl (POH] OLIECHOUHBIX CPEICTB U
OaJIbHO-PEUTUHIOBAsI CUCTEMA OLICHKU y4eOHOU e TeIbHOCTH CTYAeHTOB. OlieHKa 10 AUCIUIIIINHE
BBICTaBIIIETCS B MH()OPMAIIMOHHON CHUCTEME UM HOCUT MHTEIPUPOBAHHBIM XapakTep, YUHUTHIBAIOLINMA
pe3yNbTaThl OLIEHUBAHUS Y4acTHs CTYI€HTOB B ayIUTOPHBIX 3aHATHUSAX, KAUECTBA U CBOEBPEMEHHOCTHU
BBITIOJIHEHMS 3a/1aHUH B XOJI€ U3YUYEHUS IUCLHUIUIMHBI U IPOMEKYTOYHON aTTECTallUU.



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

[Tporpamma paccMoTpeHa 1 0100peHa Ha 3acejanuu Kadeapsl Menedscmenma

nportokoi Ne 19 ot 18.05.2023 rona.
3aBeayromuii kadenpoit Meneodscmenma Poouonosa E.B.
(ITonmuce)

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

npoTokoia Ne 8 ot 22.05.2023 ropa.
[Tpencenarens komuccun OOM Tepenmvesa H.B.
(ITonmuce) (®.1.0.)




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

1. OueHo4YHbIe MATEPUAJIBI 1Sl IPOBEEeHUS] TEKYIIEr0 KOHTPOJIA YCIeBaeMOCTH

0 JUCIHHUILINHE

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-kontpos 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. JlenoM Ha3bIBACTCS:

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, IIOCTYIMBIIKUX B OPraHU3ALNIO0 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. Tlopanok MOATOTOBKM U O(QOPMIIEHHS JOKYMEHTOB, OCHOBHBIE 3Talbl 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, Kakhe M3 NEPEUYMCICHHBIX PEKBU3UTOB JIOJDKEH COJAep)KaTh ONaHK JUis
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. Kakne u3 cremyromux TaHHBIX PEKOMEHAYETCSl YKa3bIBaTh IPU COCTABICHUU TPYIOBOTO
KOHTpaKTa:

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) noaTBEepKAAIONIMI TTOJyYeHNE KaKUX-TH00 MaTepualibHbIX IICHHOCTEH

2) cozmeprKaluii MpocsOy WM NPEATIOKEHHUE JIULA, aAPECOBAHHBINA JODKHOCTHOMY JIMILY WM
OpraHu3aluu

3) copeprkamMii KpaTkue cBelleHUs] OMorpauyeckoro xapakrepa, npeaocTaBiIsieMblil JTUIIOM
IIPU TPYJOYCTPOICTBE HA MIPEANIPUSATHE

4) Quxcupyromuil xoa OOCYXJE€HUS BOINPOCOB M MPUHATHS pPEUIEHUH Ha cOOpaHMAX U
COBEILAHUAX

11. Ilpu coctaBieHMH pe3tOME€ B KaKOH IOCIEI0BaTEeIbHOCTH JOJDKHA OBITh HM3JI0KEHA
uH(popMaLs O MPETEHIEHTE Ha JOJKHOCTB!

1) uens, oOpa3oBaHue, ONbIT padOTHI, JONOJHUTEIbHbBIE CBEICHUS

2) oOpa3oBaHue, OMbBIT PAOOTHI, 11€Jb, JOTIOTHUTEIIbHBIC CBEICHUS

3) uenb, onbIT paboThl, 00pa3oBaHue, JOMOJHUTEIbHBIC CBEICHUS

4) NOTIOTHUTEBHBIC CBEICHHUS, 11€)1b, 00pa30BaHUE, OTBIT PA0OTHI

12. IokyMeHTOOOOPOTOM Ha3bIBACTCA:

1) nBuXKEeHHE OKYMEHTOB B OpraHM3allid C MOMEHTa WX CO3/IaHUs WIM TMOJIY4YEHHs 10
3aBEpILIEHMSI HCIIOJHEHUS WM OTHPaBJICHUS

2) opopmiieHHAs IO €IMHBIM TpaBUIIaM 0()OPMIICHUSI COBOKYITHOCTD JOKYMEHTOB

3) 3anuch HHGOPMALIUU HA PA3JIIMYHBIX HOCUTEISX IO YCTAaHOBJICHHBIM IIPaBUIIaM

4) 3anuch y4ETHBIX JAHHBIX O TOKYMEHTE

13. K kayecTBEHHBIM XapaKTEPUCTUKAM JIOKyMEHTO000pOTa OTHOCSATCS:

1) MapmIpyThl JBMKEHUS IOKYMEHTOB

2) NepuoIU4HOCTh

3) HanpaBIEHHOCTH ABUKCHUS

4) Bce BEpHO

14. Kommepueckoil TaliHOM Ha3bIBaeTCs:

a) OPraHU3aIMOHHO YIOPSAOYEHHAs COBOKYMHOCTh JOKYMEHTOB M HH(POPMALUOHHBIX
TEXHOJIOTHI1

0) TpeOoBaHMsI 1 HOPMBI, YCTAHABJIMBAIOLINE MOPSI0K JOKYMEHTUPOBAHUS

B) IPOU3BOJICTBEHHAS, yIIpaBiIeHUEcKasl, GUHAHCOBas U MHAs UH(OpMaLMsl, UCTIONb3yeMast s
JOCTHXKEHUS] KOMMEPUYECKUX Iieieil, KOTopast OTHOCUTCS K KOH(PUICHIIUATBbHOM

I') CBOMCTBO OUIIMAIBHOIO IOKYMEHTa, COO0IIaeMOe eMy JeHCTBYIONINM 3aKOHOJATEIbCTBOM

15. OGecnieueHne 3amnThl KOHPHUISHIMATBHON HH(OPMAIH BKIIIOYAET:

a) pa3paboOTKy HHCTPYKIHH MO COOJIONEHUIO PEeXKUMa KOH(DHICHIMATILHOCTH IS JIHII,
JIOMYIIEHHBIX K JJAHHOW JOKYMEHTAIUH

0) orpaHMueHuUE OCTyIa K HOCUTENISIM HHPOpMaIUH, cCoiepKalliell KOMMEPUYECKYI0 TaliHy

B) HCIOJb30BAHNWE OPraHM3allMOHHBIX, TEXHUYECKUX, UHBIX CPEJACTB 3allUThl MH(OpMAIIH,
coJiepKalieil KOMMEpPUYECKYIO TalHy

T') BCE BEPHO

16. JIOKyMEHT M TOKYMEHTHO-KOMMYHUKAIIMOHHAS IEATEIBHOCTD 3TO ...

1) npeaMeT TOKyMEHTOBEICHHS

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 TePMUH, UMEIOIINNA TaKOU K€ CMBICII, KaK U TEPMHUH «JIEJIOMPOU3BOICTBOY.

1) nOKyMeHTHpOBaHUE

2) cuctema JOKyMEHTalluu

3) AOKyMEHTAIlMOHHOE O0ecTeueHUE YIpaBIeHUs

4) noKyMeHTUpOBaHHasl UH(pOpMaLUs

23. Teopernueckue, UCTOPUUECKHE U OPraHU3alMOHHO-METOINYECKUE MPOOIEeMbl HAyKU O
JIOKYMEHTE U IOKYMEHTHO-KOMMYHUKAIIUOHHON JIESITEIbHOCTU U3YYaerT ...

1) oOmiee TOKyMEHTOBEACHHE

2) cnenualibHOE IOKyMEHTOBEICHHUE

3) yacTHOe TOKYMEHTOBEICHUE

24. JlocTKeHUsI KaKOW HayKH, CBSI3aHHOW C JOKYMEHTOBEJICHHEM, 00CCIICUMBAET MPUIaHNE
IOPUANYECKOHN CHIIBI 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. Texymuii KOHTPOJIb OCYIIECTBISAETCS

1) B Hayase UCIOTHEHHS JOKYMEHTOB

2) B KOHIIE UCTIOJHEHUSI JOKYMEHTOB

3) B Te4EeHHUE BCEro NMepro/ia UCIIOJHEHHS JOKYMEHTOB

28. Ha xakoM JOKYMEHTE HE CTABUTCSl PEKBU3UT HAMMEHOBAaHUE BUJA 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 I€ATEIILHOCTU 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 MOXXET NEpEeHEeCTH CPOK UCIOJIHEHMS MOPYUYEHHs], ITOJYYEHHOIO M3 BBIILIECTOSIIEH
opranuzamuu’?

1) pykoBoaMTENL OPraHU3alUY, UCTIOTHSIOUIEH TOpyUEHUE

2) pyKOBOJMTENb BHIIECTOSAIIEH OpraHUu3aliu

3) cyx6a JIOY opranuzanuu, UCTIOJHSIONIEH TOPyYECHHE

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

1) knaccupuKaTop JOHKHOCTHBIX JIUIL

2) kiaccupuKaTop BUJIOB MPOTYKIIUU

3) xknaccupuKaToOp €UHULL aIMUHUCTPATUBHO-TEPPUTOPUATBHOTO JICIEHUS

34. Kakolf JOKYMEHT COCTaBJIIE€TCS INPU HEOOXOJUMOCTH 3a(pUKCHUPOBATH CIOKUBIIYIOCS
CUTYAaIMIO UK OOHApy>KEHHbIE (PaKThl?

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/laHusl COBETa JUPEKTOPOB

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

1) ycTaHaBIMBaIOTCS B COOTBETCTBUU C YCTHBIMU PACIOPSKEHUSIMU PYKOBOIUTEIS

2) ycTaHaBIMBAOTCS IPUKA30M PYKOBOIUTENS

3) ycTaHaBIMBAIOTCS B MHCTPYKLUU IO JIEJIOIPOU3BOCTBY

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. JIOKyMEHT — 3TO:

1) 3adukcupoBaHHass Ha MaTepPHAIBHOM HOCHUTeNe WH(OpMaIUsa C PEKBU3UTAMH,
MO3BOJISIOIIMME €€ UACHTU(PHUIIUPOBATH

2) Hocurens nHpopMauu, UCIOJIb3yEMOIl B LIETSAX PETYIMPOBAHUS COLUANBHBIX OTHOLICHHM

3) Undopmarus, 3apuxcupoBanHas J0O0BIM CIIOCOOOM Ha JTI000M HOCHUTEINE

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) CBUIETEIBCTBO HAIMYUS B IOKYMEHTE MOJI0KEHU HOPMATUBHOTO 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 BEpPHO

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) komOuHaIMK THX Hopm

4. B KpaTKOM IPOTOKOJIE YKa3bIBAIOTCSL:

1) ®UO BrICTyMaOIUX, KPaTKOE U3JI0KEHUE BBICTYIUICHHS, 33/IaHHbIE BOIPOCHI U MOJHBIHA
TEKCT MOCTaHOBJICHUS

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

3) paccmotpennsie Bompockl, ®MO Tex, KTO y4acTBOBajd B OOCYXKIEHUHU, TOJTHBIA 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 (GpakThl, COOBITHS, AEUCTBUS

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 nepevncaeHHbIX TOKyMEHTOB MOIJIEKAT PerUCTPAIUU:

1) Bxomsme

2) UCXOJIIHE

3) BHyTpeHHUE

4) Bce BEpHO

8. [lonsaTHe cTaHmapTU3aNK, KaK JACSITEIHHOCTH 10 YCTAHOBJICHHUIO MPABUI U XapaKTEPUCTHK
B IIeNIIX MX JIOOPOBOJHLHOTO MHOTOKPATHOTO HCIIOJNB30BAHMS, HAMpPaBIEHHOW Ha JIOCTHXKEHUE
YHOPSAA0OYEHHOCTH B cpepax MPOU3BOACTBA U OOpallleHus, 3aKPEIUIIETCA B ...

1) ®enepanbaom 3akoHe PO «O cranpapTuzammm»

2) ®enepanbHOM 3aKoHE PO «TexHUueckoM peryanpoBaHUN

3) ®enepanbHoMm 3akoHe PD «O6 nndopmarmu, nHGoOpMaTH3aIMK U 3aIIUTe UHOOPMAITIIDY

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) monrBepkmaeT QakT OTHpaBKUA aapecaTy KaKuX-THOO JTOKYMEHTOB WM JPYTHX
MaTepuaIbHBIX [ICHHOCTEH

2) COIEp’KUT OTBET HA TUCbMO-IIPOCHOY

3) noaTBepKIAET ONpeIeTICHHbIE 0053aTeNbCTBa, O0CIaHHs OpraHu3alun

11. KonnuectBo pekBu3utoB HoBoro 'OCTa 1o cpaBHEHHUIO € IIPEAbIIYIIIUM

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 mMoxeTt ObITh Ipe/IcTaBIcHA

1) sxcrienumuei

2) o0ImIMM 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) U0, ONPEAEeTIEHHOE COOTBETCTBYIOIINM JOMOIHUTEIHHBIM YKa3aHUEM PYKOBOIUTENS

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

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

1) ecmu JOKYMEHT Ba)keH, M HEOOXOIMMO TIPEIOTBPATUTh €r0 MOTEPIO

2) ecnu TOKYMEHT TpeOyeT UCMOHEHUS U 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 OykBOiIt «By», croBoM miu mramnom «BeimoaHeHOY

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

1) pykoBoAHUTENs OPraHU3AINH

2) pykoBoauTens ciyx0sl JJOY

3) ucnomHuTeNnb, pabOTaBImIMKA C JOKYMEHTOM, WU PYKOBOAMUTENh €ro CTPYKTYpHOTO
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/IEH (HoBas cTpoka) Perienuem coeta (HoBas 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 permameHTHUpYyeT MpaBWia pa3MenieHuss U OQOpPMIICHHS PEKBU3UTOB
OpraHU3aIMOHHO-PACTIOPSAUTENBHBIX JOKYMEHTOB?

1) 'OCT 6.37-98

2) 'OCT P 6.30-2003



3) TOCT P 6.30-97
4) EI'C 10Y
3. BoccranoBute mnpomnyieHHOE CcI0BO: «PeKBU3UT — 93TO 00s3aTENbHBII 3JIEMEHT
O(OPMIICHHUS ... TOKYMEHTa.
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, COIPOBOXAAOIINE JACSITEIbHOCTD JIF000M OpraHu3aluu, yUpekIeHUs
WM TIPS ATIPUSATHS
3) Ha yIpaBJIeHYECKUE U SKOHOMHYECKHUE JJOKYMEHTBI
6. Korma opopmisiercss peKBU3UT «MeCTO COCTaBICHUS WU M3/IaHUS IOKYMEHTay?
1) Bcerna, Ha KaXJ0M JOKYMEHTE
2) B TeX Clly4asiX, €CJIM 3aTPYIHEHO OINpEEICHUE MECTa COCTABICHUS NN U3/IaHUS TOKyMEHTa
no pexkBu3nTaMm «HanmmeHnoBanue opranuzanum» win «CrnpaBoyHble JaHHBIE 00 OpraHUu3alun
3) BO Bcex cilydasix, KOrja JJOKyMEHTbI OTIIPABIIIOTCS U3 OpraHu3aluu
7. BoiOepuTe MpaBUIBHO yKa3aHHbIE MHUHMMAJIBHO JOIYCTHMbBIE pa3Mephl MOJEH, KOTOPbhIE
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, HIkHEEe =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) WIA CHWXCHHS KOJMYECTBA MPUMEHSIEMBIX JOKYMEHTOB, CHUKCHHS TPYIOCMKOCTH WX
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 OyMaru, Ha KOTOPOM OTOOpakeHa OCTOsTHHAS UH(OpMAIIKs U OTBEICHO
OTpeieIeHHOE MECTO ISl IEPEMEHHOMN
2) COBOKYMTHOCTH PACIIOIOXKEHHBIX B OMPEIEIIEHHOM MOCIIeI0BATEIbHOCTH 3aMTUCEH, MPUCYTIIUX
OTIpeIeTICHHBIM BUaM JIOKYMEHTOB
3) o0s13aTeNbHBIN ATEMEHT OPHUIIMATEHOTO JOKYMEHTa
11. PexBusut «HanMeHoBaHUE BHIa TOKYMEHTA:
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 HOPMAaTHBHBIN WJIU TIPABOBOM XapaKTep
12. PeructpanioHHBINH HOMEP TOKYyMEHTa — 3TO:
1) nara ero MoIMMCaHUs WIIA YTBEPKICHUS
2) ycinoBHOe O0O3HAuUeHHE OKYMEHTa, IOJ KOTOPhIM OH BBEAEH B WH(GOPMAIMOHHO-
MOMCKOBYIO CUCTEMY OpraHU3aluu
3) oTMmeTKa MJii aBTOMATUYECKOrO IOMCKA JOKyMEHTa (MOXET BKJIOYaTh HMs JIMCKa,
TUPEKTOPHH | (paiiia, copeprKaIiero JaHHbIA TOKYMEHT)



13. PexBu3ut «Bu3sbl cornacoBaHus»:

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

2) mpuaaer coAepKaHuio O(pUIHMATBHOTO JOKYMEHTa HOPMAaTUBHBIN HITH TIPABOBOM XapakTep

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

14. PexBu3ut «OT™MeTKa 00 MCTIOIHUTETEN:!

1) He0OX0IUM TSI 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 OPraHU3allMIOHHO-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) 94TOOBI MOATOTOBUTH K Pa3MHOKCHHIO

3) 9TOOBI OJATOTOBUTH K COTJIACOBAHUIO

17. K xakoMy AOKYMEHTY OTHOCHUTCS CJEAyIoIlas XapaKTePUCTHKA «SBISETCS OCHOBHBIM
HOPMAaTHUBHO-METO/IUYECKUM JOKYMEHTOM, OINPEAEISIONMM U YCTaHABJIMBAIOIUM €AUHbBIN MOPSA0K
cocTaBieHUs, 0(hOPMIICHHS TOKYMEHTOB U Pa0OThI C HUMHU B OpraHU3AIHID) 7

1) uHCTPYKLIKSA IO JEIONPOU3BOJCTBY

2) HOMEHKJIaTypa Ael

3) permameHT paboTHI

18. O6s13aTeNBbHO JTH 10JKHA OBITH MHCTPYKIIUS 110 JEIOMPOU3BOJICTBY B KaXKIOM YUPEXKICHUH,
opraHu3arumn?

1) na

2) Het

19. TloueMy WUHCTpyKUHUs 1O JEJIONPOU3BOACTBY KOHKPETHOM OpraHu3alliyd Bceraa
WHIUBUTyaTbHA?

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

2) Tak KaK OHa B Ka)XJIOW OpraHU3al[iy pa3padaThiBacTCsl PA3HBIMH JIIObMHU.

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

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

1) 06pa3iel TOKYMEHTOB, (OPMBI JOKYMEHTOB, PA3JIMUHbBIE CITUCKU WUJTH TIEPEUYHU

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 MOCIIE0BATEIBLHOCTH

2) onucaHue nopsAaKka opOpPMIICHUS PEKBU3UTOB JJI1 KOHKPETHOI'O BUJIA IOKyMEHTa

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

22. SIBnsercs nuM 3amaya COBEPLIEHCTBOBaHMS (OPM M METOAOB PAOOTHI C JOKYMEHTaMHU
3anaveit cimyx6n1 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, HAIIOMUHATh UCTIOJTHHUTEISIM O MIPUOTMKCHHH CPOKOB HCIIOJIHEHUSI HAXOJSIINXCS Y HUX
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 yCTaHABIIMBAKOTCA CPOKU UCIIOJIHEHUS JIOKYMEHTOB?

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 cojiep>kaHue JOKYMEHTa

2) MO3BOJISIET CYIUTh O HA3HAYCHUU JOKYMEHTA, ONPEIEIIAEeT COCTaB PEKBU3UTOB U CTPYKTYPY
TeKCcTa

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

29. B xakoM MecTe JOKyMEHTa MPOCTaBisieTcss peKBU3UT «OTMETKA O KOHTPOJIe»?

1) Ha JIeBOM TIOJIE IOKyMEHTA, HAIPOTUB pekBU3nTa « CTIIpaBOYHBIE TaHHBIC 00 OpraHU3aIlun

2) B BEpXHEM IMIPABOM YTy [EPBOTO JTUCTA TOKyMEHTa

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

30. Jlns1 nokyMeHTa, NOITMHHUK KOTOPOI'0 OCTAETCsl B OPraHU3allK, BU3bI IPOCTABIISIIOTCS:

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 O0QOpMIIEH PEKBU3UT «OTMETKA O HAJTUYUU MPUIIOKEHUS,
€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 MIPOEKTY Ha 2 JI. B 1 3K3.

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

32. JlaTo¥ IpOTOKOJIA SIBIISETCS:

1) nata noamucaHus MPOTOKOIIA

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) oTpaxxeHus yCIOBUN TPYIOBBIX B3aUMOOTHOIIEHUH COTPYIHUKA C AMUHUCTpAIen

34. Bu3za ropucrta Ha NpHUKas3e:

1) o3HauaeT BHYTpEHHEE COTJIACOBAaHHUE, MOJATBEPXKAAIOIIEe, YTO MPUKA3 HE MPOTUBOPEUUT
3aKOHY

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

35. Korga yrnpaBlieHUeCKOe JACMCTBHE MPEAIoIaracT KOHKPETHOTO UCIOJHUTENS, TO ITYHKTHI
pacropsaUTeNbHOM YacTu NMpUKasa JOJKHBI HAUMHATHCS:

1) ¢ ykazanust paMHJIMKA ¥ MHULIUAIIOB UCTIOJTHUTEIS

2) ¢ yKa3aHus IOpy4YEHUs

3) ¢ yka3zaHus JOKHOCTU U (paMUIIMK ¢ MHUIMAJIaMH UCTIOJTHUTEIS



36. JlokyMeHTBI, COCTaBIsIEMbIE KOMUCCHUEM, 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) HauaJIbHYIO U 3aKIIIOYUTENbHYIO, COIEPKAILYIO BHIBOJIBI

2) BBOJHYIO U KOHCTaTHPYIOILYIO, COJEPKAIILYIO BHIBOJIbI

3) BBOJHYIO U OCHOBHYIO

Oo0wee pacnpenesieHue 0aJ1JI0B TEKYIIero KOHTPOJIA 10 BUAAM Y4eOHbIX PadoT il CTY/IeHTOB

PeliTuHr-xoHTpOJIH 1 TecTupoBanue 10
PeliTuHr-KOHTpOIB 2 TectupoBanue 10
PeiiTuHr-KOHTpOJIB 3 TecTupoBanue 10
ITocemenune 3aHsaTHI Ilocemenne TEKIUOHHEIX, 40
CTYJEHTOM MIPAKTUYECKUX 3aHATUN
JononaurenbHbie OBl AKTHBHOCTb Ha MMPAKTUYECKHUX 10
(6oHycCBI) 3aHATHUSAX

BrinonHenne ceMecTpoBoro Brinonnenue mnana

IJIaHa CaMOCTOSITENIbHOMN CaMOCTOSITEIIbHOU PabOTHI 20
paboThl CTYJEHTOB

2. I[IpomeskyTOUHAsI aTTECTALMS 110 IUCHUIIHHE
Ilepeyenb BONpPoCoOB K 3k3aMeHYy / 3a4eTy / 3a4eTy € OLleHKOM.
Ilepeyenn NpakTHYeCKHUX 3224 / 3alaHUH K IK3aMeHY / 3a4eTy / 3a4eTy ¢ OLEeHKOM (mIpu
HAJIUYHH)

Bompocsl k 3aueTy Mo AUCHUIIIMHE

1.Kakue 1oKyMeHTBI BXOJAT B CHCTEMY OPraHU3allMOHHON JOKYMEHTAIUH?

2.KakoBa oOCHOBHas (yHKIMS OpraHM3alMOHHBIX JOKYMEHTOB B  YIpaBIEHUECKON
JeATEeTbHOCTH?

3.KakxoBo 0CHOBHOE Ha3HauUEHUE PACTIOPATUTEIBHBIX JOKYMEHTOB?

4.HazoBuTe BUJIBI pacTIOpsAAUTEIbHBIX JOKYMEHTOB M YKaXKUTE€ OCOOCHHOCTH UX COCTaBJICHUS
u opopmiieHus?

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

6.KaxoBa npouerypa noAroToBK1 pacropsiAUTENbHBIX JOKYMEHTOB?

7.KakoBo Ha3Ha4YeHHE CITyKEOHON TIEpencKu?

8.Ha kakux O1aHKaX COCTaBISAIOTCS CIy» eOHble TuchbMa?

9.Kakue pekBU3UTHI ABISAIOTCSA 0043aTENIbHBIMU JUIS CYKEOHOro nmuchma?

10.Kakue TpeOoBaHUs NPEABABISIOTCS K COCTABICHUIO CITYKEOHBIX rucem?

11.Kakue pa3HOBUAHOCTH CITy>KEOHBIX MMHCEM UCIONIB3YIOTCS B IPAKTHKE YIIPaBICHUS?

12.KakoBbl 0COOEHHOCTH KOMMEPUECKOH MepenucKu ¢ UHOCTPaHHBIMU apTHEpaMu?

13.IIpuBennTe BO3MOKHBIE BApHAHTBI KOMITIO3UIUH JEJIOBOTO MTUCHMA.

14.Yto BXOAUT B COCTAaB JOKYMEHTALMH 110 JIMYHOMY COCTaBy?

15.Kakas moxyMeHTaIus UCIIOIb3yEeTCs MPU IpreMe Ha padboTy?

16.Kakumu nokymeHTamu oopmisiercst mepeBoj paboTHUKa?

17.Kak noxymMeHTHUpYeTCs MPOIIECC YBOIbLHEHUS paOOTHHUKA?



18.B kakoii popme muIeTcs JIMIHOE 3asBJICHHE?
19.0nummure ocobeHHOCTH 0pOPMIICHHS ITpHKa3a 10 TUYHOMY COCTAaBY.
20.Kak odopmisiercst TpyaoBoii qoroop? KakoBo Ha3HaueHHE KOHTpakTa?
21.IMonsiTHE TOKYMEHTOO0O0POTA.

22.0CHOBHBIE PEKBU3UTHI YIIPABIECHYECKUX JOKYMEHTOB.

MeTtoauyeckue MaTepuajibl, XapaKTepHu3yioliye Npoueaypbl OlleHUBAHUS

3a4eT MPOBOAMUTCA B BUAE coOecenoBaHus Mo BompocaMm. OTBETHI CTYJEHTa OLIEHHWBAIOTCS B
Oayiax, KOTOpBIE 3aTEM CYMMHUPYIOTCS C HHAUBUAYAJIbHBIM CEMECTPOBBIM PEUTHHTOM.

MakcumanbpHas cymMMa 6ajuioB, Habupaemasi CTyACHTOM 1o quciuriuinHe paBHa 100.

OrneHka
B
Oasutax

O1ieHKA 10 IIIKaJe

Oo0ocHOBaHue

Yposenw
chopmuposannocmu
KomnemeHuuil

Bonee
80

«OTInyHO»

ConepxaHue Kypca OCBOCHO
MOJIHOCTBIO, 0€3 MpoOeIoB,
HEOOXOIUMBIC TTPAKTHICCKUC
HABBIKH pa0OTHI ¢ OCBOCHHBIM
MaTepHraioM c(OPMHPOBAHEI, BCE
IPEIyCMOTPEHHBIC TIPOTPAMMOI
00yueHus1 yueOHbIE 3aaHus
BBITIOJIHEHBI, KAYECTBO UX
BBITIOJIHEHHS OLICHEHO YHCIIOM
0aIoB, OJU3KHUM K
MaKCHMaJTbHOMY

Buwicoxuii yposens

66-80

«Xopomuo»

ConepxaHue Kypca OCBOCHO
MOJIHOCTHIO, 0€3 MPOOEIoB,
HEKOTOPbIEC MPAKTUYCCKHE HABBIKU
paboThI ¢ OCBOCHHBIM MaTEPUAIIOM
chOopMHUPOBaHbBI HEOCTATOUYHO, BCE
MPEIyCMOTPEHHBIC IPOTPAMMO
o0ydeHus yueOHble 3aJaHus
BBITIOJIHEHBI, KAYECTBO BELIIIOJTHEHHS
HU OJIHOTO M3 HUX HE OIEHEHO
MUHHMAJILHBIM YHCJIOM 0aJljioB,
HEKOTOPBIE BUIBI 3a1aHUI
BBITIOJIHEHBI C OIIMOKaAMHU

Ilpoosunymutii
ypoeens




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 MPOTPaMMOi
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€ 3aJIaHUs COJEpKaT
rpyObI€ OMIMOKHU

Komnemenuuu ne
chopmuposansvi

B) yUeTa U XpaHEHUs JOKyMEHTa

3. 3agaHus B TeCTOBOI (popMe MO TUCHHUIINHE
[Ipumeps! 3ananuii:
1.B ocHOBY yHU(UKAIIUK JOKYMEHTOB TIOJI0KEH TPUHIHIL:
a) o0mieit MoJIeu JOKYMEHTa
0) ohopmiteHHS M cO3/1aHMs TpadapeTHBIX TEKCTOB-

2.JIoKyMEeHTO000pOT — 3TO:
a) mepBUYHAasg 00paboOTKa U MpeBAPUTEIHLHOE PACCMOTPEHNE
0) KOHTPOJIb 32 UCTIOJIHEHUEM
B) JIBIDKEHUE JOKYMEHTOB C MOMEHTA UX CO3JaHHs JI0 3aBEPIICHUS] UCTIOTHEHUSI+
I') CIIMCaHUE UCTIOTHEHHOTO JJOKYMEHTA B JIEJI0

Ilonupii MEPCUCHb TCCTOBBIX 3a,[[aHI/II71 C YKa3aHHEM IIPABUJIbHBIX OTBCTOB, PAa3MCIICH B OaHke
Ha  MHPOPMAIMOHHO-00PAa30BAaTE€IbHOM  MOpTaj€  WHCTUTYTa IO  CCBUIKE
https://www.mivlgu.ru/iop/question/bank/managecategories/category.php?courseid=891&cat=29902

BOIIPOCOB

%2C24304

OrneHka paccuMThIBaeTCA Kak MPOIEHT MPABUIBLHO BBITOJHEHHBIX TECTOBBIX 3aJaHU U3 UX
oOrrero gucia.



