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CocraBurens (aBTOD) M.E. bapanayckene
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METOJIMYECKOTO COBETa MHCTUTYTA, poTokon Ne 10/20 ot 20 mas 2021 1.
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Conepxanue

[enu 1 3a1a4u OCBOCHUS TUCIUTLIAHBI

Mecto aucummiunsel B ctpykrype OITOIT

[lepeuens mIaHUPyEMBIX PE3yIbTATOB 00YUESHHUS 110 AUCHHUILIMHE, COOTHECEHHBIX C
TUTAHUPYEMBIMH Pe3yIbTaTaMi OCBOECHUS 00pa30BaTeIbHON MPOrpaMMbl

O0beM, CTpYKTypa U coiepKaHie TUCIUIUIMHBI B 3a4€THBIX €AMHULIAX C YKAa3aHUEM
KOJINYECTBA aKaIEMUYECKUX/aCTPOHOMUYECKHUX YacOB, BBIICICHHBIX HAa KOHTAKTHYIO
paboTty oOyJaronuxcs ¢ nmpernojaBaTesaeM (1o BUIaM 3aHATHH) U HA
CaMOCTOSITENIbHYIO Pa0OTy 00yUaIOIINXCS

[lepeuens 0Opa3oBaTENbHBIX TEXHOJIOTUNA, UCTIOIB3YEMbIX IPU OCYILIECTBICHUH
00pa3oBaTeNBFHOrO MPOIIecca 10 AUCIUILINHE, BKIII0Yas IepeueHb JIMIEH3HNOHHOTO
MIPOrPaMMHOTO OOecTeueHus, COBpEMEHHBIX MPOQPeCcCHOHANBHBIX 0a3 JaHHBIX U
MH(OPMAIMOHHBIX CIIPABOYHBIX CUCTEM

OneHouyHbIe CPECTBA AJIsl IPOBEACHHS BXOAHOTO, TEKYILIET0, pyOeKHOr0 KOHTPOJIS U
MIPOMEKYTOYHON aTTECTAIIMH 00yUYAIOIINXCS M0 JUCIUIUIMHE U METOAMYECKHUE
MaTepuasbl 0 e OCBOSHUIO

OcHOBHas 1 JONOTHUTEIbHASL y4eOHOM TUTEpaTypa U AIEKTPOHHBIE
o0Opa3oBaTenbHbIE PECYPChl, HEOOXOAUMBIE /I OCBOCHUS AUCIIMITITUHBI
JlonoHHUTENBHBIE PeCypChl HHPOPMALMOHHO-TEIEKOMMYHUKAITMOHHON CeTH
«HTEepHET» HEOOXOAUMBIE ISl OCBOCHUS TUCIIUTIIIMHBI

TpeboBanust K MUHUMaJIbHOMY MaTepHAIbHO-TEXHUIECKOMY 00€CIIEUCHHUIO,
HE00XO0IMMOT0 ISl OCYIIECTBICHHSI 00pa30BaTEIHHOTO MPoLiecca MO AUCIUILTHHE

Ipunaoxenne 1 OueHOUHBIE CPEACTBA ISl IPOBEICHUS BXOAHOT0, TEKYILETO,
pyOEKHOTO KOHTPOJIA U MTPOMEKYTOUHON aTTECTAIlMK O0YJArOIINXCSI IO TUCITUTIINHE
Y METOJAMYECKHE MATEPUAIIBI 10 €€ OCBOCHUIO

Crp.

NS

17

17

18

20

21

22



1. e 1 3272494 0OCBOEHUS JUCIHUILIHHBI

Jucuunnuna «/lenonponsBoactBo» GpopMHupyeT CiOCOOHOCTh BEAEHUS JENONPON3BOACTBA
U JOKYMEHTOOOOpOTa B OpraHax rocyaapcTBeHHOW Biactu Poccuiickoit @eneparuu, opraHax
rocyJapcTBEHHOM  BlacTh  cyObekToB  Poccumiickoit ~ depepanum, OpraHax  MECTHOTO
CaMOYTIPaBIICHHUS, TOCYIAPCTBEHHBIX U MYHUIIUTIATBHBIX MPEANPUATUAX U YUPESKICHUSIX, HAYUHBIX
u 00pa3oBaTeNbHbIX OpPraHU3alUsAX, MOJIUTUYECKUX TMapTHSIX, OOIIECTBEHHO-MOJIUTUYECKHX,
HEKOMMEpPYECKMX M KOMMEPUECKUX OpraHu3alusX B COOTBETCTBUU ¢ komnereHuuen YK-4
(crIOCOOHOCTh OCYIIECTBIIATH JEJIIOBYI0 KOMMYHMKAIIMIO B YCTHOM M MUCBMEHHOW Qopmax Ha
rocynapctBeHHOM si3bike Poccuiickoit denepanuu u uHOCTpaHHOM(BIX) SI3bIKE(AX)).

Lenb ocBOeHUS AUCHMILTUHBL «Jlenonmpon3BOACTBOY» 3aKIIIOYAETCsl B OBJIA/ICHUU OCHOBAMU
NpaBWIBHOTO O(OopMIIeHUsT JOKYMEHTOB coriacHo tpeboBanmsiM ['OCTa u Hamnexamei
OpraHusanueil TOKyMeHTo000poTa B OpraHu3alluu.

3anaum:

— (¢dopmupoBaHue y 00y4JarOMIMXCsi CHCTEMHOTO MOJIX0a K JIeIONPOU3BOICTBY;
— (opmupoBaHUE OCHOB 3HAHHA HOPMATHBHO-METOIWYCCKOW Oa3bl IEIONPOU3BOJCTBA U

coctaBa pekBu3uToB 'OCT P 7.0.97 - 2016, cienuduku crangapra 'OCT P 7.0.97 - 2016;

— YCBOEHHE MeTas3bIKa JEJONPON3BOICTBA B YCTHOM U MUCHMEHHOM (opme;

— TOHUMaHHeE Mpoliecca JOKYMEHTO000pOTa B OpraHU3aIlHH.

[Iporpamma coctaBiieHa B COOTBETCTBUU C TpeboBanusimu denepanbHoro 3akoHa Ne 273-03

«O06 oOpazoBanuu B Poccuiickoit ®@enepanun», [Ipukaza Munoo6puayku P® or 05.04.2017 r.
Ne301 «O6 yrBepxknenun [lopsimka opraHuM3anmuu W OCYIICCTBICHUS 00pa3oBaTeIbHOU
JESATENIbHOCTH 10 00pa3oBaTelIbHBIM MpOrpaMMaM BbICHIErO 0Opa3oBaHUs - MPOrpamMMam
OakanmaBpuaTa, IporpaMMaM CIIEUATUTETa, porpammaM Maructpatyps», ®I'OC BO u yueGHBIM
IJIaHOM MO HamnpapieHuto noArotoBku 38.03.02 MeHeKMEHT, HalpaBlIeHHOCTh «MEHEIKMEHT
OpraHu3aIn.

2. Mecto aucuumiannsl B ctpykrype OIIOIT

I[I/ICIII/IHJ'II/IHa ((JIGJ'IOHPOI/I?;BOI[CTBO» HN3Yy4acTCsd B YCTBCPTOM U IIITOMM CEMECTPE U
OTHOCHUTCA K JUCHUITTIMHAaM 4aCTH, Q)opMpreMoﬁ Y4aCTHUKaMH 06paSOBaTeJ'IBHBIX OTHOIIICHUH.

2.2. Kanenaapuslii rpaguk ¢GopMupoOBaHUsA KOMIIETeHMH

Tabmuna 1 - Kanennapusiil rpadguk dopmupoBanus komnereHmu YK-4

Ne | HaumeHnoBaHue yuyeOHbBIX TUCHUIUIMH U MPAKTHUK, YYaCTBYIOLINX B Kypest
n/m (bopMUPOBaHUN KOMTIETSHIIHH 11213145
1 |MHocTpaHHBIH S3BIK +
2 | Pycckuii Si3bIK M KyJbTypa peuu +
3 | denoBble KOMMYHUKAIIUU +
4 | Jlenonpou3BOJICTBO +
5 [TpousBoacTBEHHAs MpaKTHKa (TEXHOJIOrHYecKas (IpOeKTHO- +
TE€XHOJIOTMYECKasl IPAKTUKA)
6 [Tpou3BoacTBEHHAs MpaKTHUKa (HAyYHO-HUCCIeI0BaTENbCKas +
paborta)




3. [lepeyeHb MIaHUPYEMbIX Pe3yJIbTATOB 00yUeHHs N0 JUCIUININHE, COOTHECEHHBIX €
IVIAHMPYEMbIMH Pe3yJIbTATAMM 0CBOCHHUSI 00pPa30BaTe/IbHON NMPOrpaMMbl

3.1. ba3oBble MOHATHUSN, HCITOJIB3YEMBbIC B TUCIHUIIIMHE

I[eJIOHpOI/I?;BOI[CTBO, JAOKYMCHTAIIMOHHOC obecrnieucHue praBHqueCKoﬁ JCATCIIBHOCTH,

JOKYMECHTHUPOBAHUCE,

JOKYMCHT,

opranuzanusi paboTel C JOKYMEHTaMH, JIOKYMEHTOOOOpOT,

O(l)I/IL[I/IaJIBHBIe AOKYMCHTEI, CUCTCMA JOKYMCHTAIIUH.

3.2. [lnanupyemblie pe3yabTaThl 00y4eHuUs!

[TnanupyeMbIMU pe3ylibTaTaMu OOYYCHHS MO JAMCIHUILIMHE «J[eT0mpon3BOICTBOY SIBISIFOTCS
3HaHUs, YMEHUS U BIIAJICHUSA, XapaKTEPU3YIOLE KOMIIETCHIU Y.

Tabnuua 2 — [lepedyeHp pe3ynbpTaToB 00yueHHsl, POPMUPYEMBIX B X0O1€ U3YUSHHSI JUCLUILUIMHEI

Konx n nanmeHnoBanue
KOMIIETEHIINHA
BEIITYCKHHUKA

Kox n HaumenoBanue
WHAUKaTOpa
JIOCTHOKEHUS

KOMIIETEHIIHHA

[epeuens mIaHUPYEMBIX PE3YJIBTATOB O0YUEHHS IO TUCIUIIIIHHE

YK-4. Criocoben
OCYIIECTBIIATH JICIIOBYIO
KOMMYHHUKAIIHAIO B
YCTHOHM ¥ TUCbMEHHOU
(dbopmax Ha
rOCyJapCTBEHHOM S3BIKE
Poccuiickoit @enepanun
U MTHOCTPaHHOM(BIX)
sI3bIKe(ax)

VK-4.4 Bener nenoByro
TIEPEMICKY Ha PYCCKOM
SI3BIKE C YIETOM
ocobeHHoCTER
CTHIINCTUKH
o(pUIIHATEHBIX U
HEO(DUIHATBHBIX TTHCEM.

3HaTh:

3.1 — HOpMaTHBHO-METOUIECKYIO 0a3y JEeNONpPON3BOICTBA;
3.2 — cocTaB PEKBU3UTOB JOKYMEHTOB, Tp€OOBaHHSA K
0(hOpMIICHHIO PEKBU3UTOB TOKYMEHTOB;

3.3 — TpebOoBaHMs K O1aHKaM JOKYMEHTOB;

3.4 — knmaccudUKanuIo JOKYMEHTOB;

3.5 — npaBuIbHOE TpaduUecKoe COKpallleHNE B JOKYMEHTE;
3.6 — TeopeTHUECKHE aCIIeKTHl OPraHU3allMOHHO-TIPAaBOBOM
JIOKYMEHTAIIH;

3.7 — TeopeTHUECKHE aCIIeKThl OPraHU3allMOHHO-
pacnopsauTeNbHON TOKYMEHTALNH,

3.8 — TeopeTHyeckue aceKTh MHYOPMAOHHO-CIIPAaBOYHON
JIOKyMEHTAIHH;

3.9 — TeopeTHYecKUE ACTIEKTHI BEJICHUS JICIIOBOH MEPETINCKH.
3.10 — TeopeTHUECKHE aCIIEKThI KaIpOBOM TOKYMEHTALINH;
3.11 — opraHu3auio TOKYMEHTOO0O0POTA;

3.12 — cxemy pabOoTHI IIEKTPOHHOTO JJOKyMEHTO000pOTa;

Ymern:
v.1 -
3HAHMS;
V.2 — omnpenenats pa3HOBUIHOCTH JOKYMEHTAI[MH 1O Habopy
PEKBU3UTOB;
¥Y.3 — cocraBmsate ¥ O(OPMISATE OpraHW3alMOHHO-TIPABOBBIC
JIOKyMEHTBI;
V.4 — coctaBnsaTh 1 0POPMIISITH PACHOPAIUTEIBHBIE JTOKYMEHTHI;
VY.5 — cocraBmath U 0OpMIIITH CIPABOYHO-MH(POPMAIIOHHBIE
JIOKyMEHTBI;

V.6 — BECTH J€IOBYIO IIEPEIUCKY.

VY.7— cocTtaBnsaTh ¥ 0HOPMIIATE KaAPOBBIE JTOKYMEHTHI;

VY-8 — opraHu3oBbIBaTH JOKYMEHTOOOOPOT C HCIIOJIb30BAHUEM
COM.

Baaners:

B.1 — ciertudukoit opunnaibHO-ASIOBOTO CTHIIS;

B.2 — xnmme, ey amuaMu OCHOBOH COCTAaBIICHUS JOKYMEHTAIIHH;
B.3 — HaBbIKaMu cocraBiieHHsI 1 0OPMIICHUS IOKYMEHTOB;

B-4 - TexHosorueit paboThI ¢ JOKYMEHTaMH.

NPpUMCHATh HAa MNPAKTHUKE IOJTYYCHHBIC TCOPETUUYCCKHUE

3.3.

KOMIICTECHIIUSAMU

Marpuua

COOTHECEHUdA TEM JUCHMIIJIMHBI C

(¢popmupyeMbIMH B HHX




Tabmuua 3 — CooTHECeHHE TeM AUCHUIUIMHBI ¢ POPMUPYEMBIMHU B HUX KOMIIETEHIIUSMH

Kongr
rJ:f/QH HaumeHnoBaHMe TeMbI TUCIUITIIMHbI Ifg;];o (igi ﬁigggr;;(
YK-4
1. OO6mmue cBeieHHs O JISTIOMPOU3BOICTBE 22/16,5 +
2. | CucteMHBIi XapakTep Ienonpou3BoacTBa (1 4acTs) 80/60 +
3. | CucTteMHBIif XapakTep AeIONpPOU3BOJICTBA (2 YacTh) 32/24 +
4. | XapakTepucTuka JOKyMeHTo000poTa 18/13,5 +
5. | IlpakTHueckue HaBbIKHU JIEIONPOU3BOJICTBA 413 +

4. O0beM, CTPYKTYpa U cojiepkaHue TUCHUIIMHBI B 3a4eTHBIX eIMHUIAX ¢ YKa3aHHeM
KOJINYeCTBA aKaJeMHU4YeCKNX/aCTPOHOMUYECKHUX YaCOB, BbI/IEJICHHbIX HA KOHTAKTHYI0 padoTy
00y4yaIIuXCcs ¢ mpenojaBaresieM (10 BUAAM 3aHATHIH) M HA CAMOCTOSATEIbHYIO PadoTy
00y4aronuXxcs

4.1. O6beM TUCHUIIINHBI

Tabmuna 4 — Tpya0eMKOCTh JUCIUILIHBI

Bcero
O0BeEM TUCIUIINHEI
akaj./ acTp 4acos
Bcero 3a4eTHBIX €IHMHUIL 5
Bcero akageMuuecknx/acTpOHOMUYECKHX YaCOB YUEOHBIX 3aHITHIA 180/135
B toM uncne:
KOHTaKTHasi paboTa 00yJatoLIMXCsl C MPernoiaBaTesieM 46/34,5
0 BUJIaM y4eOHBIX 3aHSATHI: 38/28,5
3aHATHA JIEKIIMOHHOI'O TUIIA 12/9
3aHATUSL CEMUHAPCKOTO THUIIA 26/19,5
MIPOMEKYTOUYHON aTTECTAlluU 8/6
CamocrosTenbHas paboTa 00yJaroUXCs: 134/100,5
IIOJArOTOBKA K CEMUHApaM 54/40,5
BBINTOJHEHHE TBOPUECKHX 3aaHui (3a71a4, 3aaHuii) 36/27
MOJI'OTOBKA K DK3aMEHY 12/9

4.2 CTpyKTypa IMCIHILIHHBI

Tabnuua 5 — CTpykTypa AUCHUIITUHBI

Bunel yueGHOI paboThI,
< BKJTIOYAst
% CaMOCTOSITEIIbHYIO padoTy Buna xorTpons
N § g o 00y4JaroInXCs U TPYAOEMKOCTh
0 =
/' Paznen nucuuniauHb g S 8 (B yacax ay/actp )
I/ o| B M o A
o [0} = < =
X = 2 2 O
e 5 2 = ®
= g S
= ~
1 | O6uwme cBeneHus o 22/16,5 2 2 - 18 Texymuit




JIEIONPON3BOJICTBE KOHTPOJIb
TemaTnueckuii
KOHTPOJIb
2 | CucTeMHBIN XapakTep 80/60 6 16 - 58 Texymuit
JIEIONIPOU3BOICTBA KOHTPOJIb
(1 gacTn) TemaTnueckuii
KOHTPOJIb
Py6exubIi
KOHTPOJIb
ITpomexxyTodHast aTTecTarus 6/4,5 - - 2 4 3auer
Bcero 3a cemecTp 108/81 | 8/6 18/ 2/1,5 | 80/60 3auer
2 | CucTeMHBIN XapakTep 32/24 2 4 - 18 Texymuit
JIEIONIPOU3BOICTBA KOHTPOJIb
(2 gacTh) TemaTnueckuii
KOHTPOJIb
3 | XapakTepucTuka 18/13,5 2 2 - 14 Texymuii
JOKYyMEHT0000pOoTa KOHTPOJIb
Temarudeckuit
KOHTPOJIb
4 | TlpakTH4ecKre HaBBIKH 4/3 - 2 - 10 Texymuii
JIEJIONIPOU3BOJICTBA KOHTPOJIb
Temarudeckuit
KOHTPOJIb
[TpomexyTouHas arTecTanus 18/135| - - 6 12 DKk3aMeH
Bcero 3a cemectp 72/54 | 4/3 8/6 6/4,5 | 54/40,5 IK3aMeH
Bceero 180/135| 12/9 |26/19,5| 8/6 |134/100,5 3auyer
JK3aMeH




4.3. Conepxanue JMCHHUILIMHBI, CTPYKTYPHPOBaHHOE 110 TeMaM

4.3.1. TeopeTudeckue 3aHATUS — 3aHATUS JIEKIIHOHHOTO TUIIA

Tabmuma 6 — CogeprxaHue TEKIIMOHHOTO Kypca

No HaumenoBanue pasgena Kon-Bo ®opua OrneHOYHOE DopMupyembli
w/n | (MOIyJs) AUCIUTUTAHEI, TEMBI Conepixcanne 4acoB MPOBCCHHA CPeICTBO pe3ynbTar
3aHATHUIL
1 | TOCT B nenonpou3BOICTBE Heduamus ['OCTa. Ucropms penompomsBoiactea B Poccum. 1 Temarnueckast | YcCTHBIH ompoc 3.1 — HopMaTuBHO-
Cocrapnsromue HOPMAaTHBHO-METOTUIECKOM 6a3bl TEKITUS METOIYECKYI0 0a3y
JICTIONPOM3BOJICTBA. JICIIOTIPON3BOICTBA
2. | PexBU3HTHI Kak Cocras pexuzutoB 'OCT P 7.0.97 - 2016. Xapaktep crangapra 1 Temarnueckast | YCTHBIHA ompoc 3.2 — cocras
COCTABIISIOIINE JOKYMEHTA T'OCT P 7.0.97 - 2016 . JIEKIUS PEKBU3UTOB
JIOKYMEHTOB,
TpeOOBaHUS K
0 OpMIICHHIO
PEKBU3UTOB
JIOKYMEHTOB
3. | Meras3bik aenonpoussoactea. | 3nauenue abopesuatyp [OCT. brank 1 Temarnueckast YcTHbII 3.3 — TpeboBaHUs K
Knaccudukarus 1ToKkyMeHTOB Knaccuukarus mo coaepxaHuio, JeKIus OIIpocC, TECT OJlaHKaM JIOKyMEHTOB
[0 BHIY, IO CTENCHU CIIOKHOCTH: TI0 MECTY COCTABIICHUS, IIO 3.4 — xaccuduKanuio
CPOKY HCITONTHECHHUS; [0 MPOUCXOKICHUIO; 10 CTEICHH TJIACHOCTH, JIOKYMEHTOB
10 FOPUINYECKOH CHUIIe, TTI0 HA3HAUYCHHIO.
4. | OpraHu3anrOHHO-TIPABOBAS VYcTaB: comepkaHHWe YCTaBa, CIel(HKa ycTaBa; BU3UpPOBAHHE, 2 Tematmueckass | YCTHBIH ompoc 3.6 — TeopeTHUecKue
JTIOKYMEHTAIUS YTBEpKIICHHE. JEKIUS ACTICKTHI
[NomoxeHne: TEKCT MOJIOKECHHUS; BUSUPOBAHNE, YTBEPIKICHIE. OpTraHU3aIOHHO-
JIOIDKHOCTHASE HHCTPYKIUS: TEKCT, BUSUPOBAHUE, YTBEPIKICHHE. TIPaBOBOM
ITatHoe pacnucanue: onpeeleHne, oGpopmiieHNe, NOAMNUCH. JIOKYMEHTAIIH
WucTpyknusa: ompeneneHue, ohopMieHHe, MOANNUCH, BBEJCHHE B
JIECTBUE.
JloroBop: omperneneHne, COIepXKaHHe, 00S3aTeIbHBIE 3IEMEHTHI
JI0TOBOpa
5. | OpranuzanoHHO- [Tpukas mo OCHOBHOW AESATENLHOCTH: OMpEeTIeHne; 0pOopMICHHE 2 TemaTtuyeckass | YCTHBIN onpoc 3.7 — TeopeTUIeCKue
pacropsiiuTensHas NpuKas3a;  oO0s3aTeNbHble  PEKBU3UTHI, CTPYKTypa  IIpHKa3a JEKIUS ACTICKTHI
JIOKyMEHTaLUst (3arosioBoK, TekcT); odopMIIeHHE IpHKa3za;  OoQopMIIEHHE OpraHU3alIOHHO-
NPWIOKEHWH K  TpHKa3y; BH3UPOBAaHUE, peIaKTHPOBAHHE, pacropsIIuTeIbHON
PacchUIKa, MMOAMUCH, MAPIIPYT. JIOKYMCHTAIHH

PacniopsbkeHue: onpenenieHne, oGpopMIIeHHE.




Ne HaumenoBanue pasgena Kon-Bo Popma OmnenouHoe DopMupyemblid
n/n | (MOIy’s) JUCHUIUIMHBI, TEMBI Conepiicanne 4acoB MPOBCACHHA CpPe/CTBO pe3ynbTar
3aHATHS
VYka3zaHue: onpejielieHue, paBo U3aHus yKa3aHus; o(popMIICHHE.
[TocTanoBieHue: cocTaBieHHe U 0QopMIICHHE.
Pelienne: oTanyme peleHus OT MOCTAHOBIICHUSL.
6. | MudopmarnuonHo-ciipaBoynas | CrpaBka: BHEIIHsSI, BHYTpeHHs. TeKcT crpaBKH. 1 Temarnueckass | YcTHBIH onpoc 3.8 — TeopeTnyeckue
JIOKyMEHTALHS AXT: pa3HOBHJHOCTH aKTOB, CTPYKTypa aKTOB. JEeKIUs ACTICKTHI
[TpoTokon: BHIBI MPOTOKOJIOB 3acEAaHMid; CTPYKTypa MPOTOKOJIA; nHpopMannoHHo-
JlaTa IIpOTOKOIA. CIIPABOYHOMU
JloknanHasi u 00BSICHUTEIIbHAS 3aITHCKH. JOKYMEHTAIUN
7. | CayxeOHas (nemoBas) OpraHnzanus 1eI0BON MEPEIHCKH. 1 Tematmueckas | YCTHBIA ompoc 3.9 — TeopeTmueckue
HepercKa TpeboBanust, MpeabsBIsIeMble K TEKCTY JENOBBIX (CIyKEOHBIX) JEeKIUs ACTICKTHI BEJCHUS
TIHCEM. JICTIOBOH TEPEMHUCKH.
8. | JloKkyMeHTBI IO TUYHOMY [Mpuka3sl mo naumyHOMY cocTaBy. [lojokeHHE O TEepCOHATBHBIX 1 Temartnueckas YcrHbIi 3.10 — teoperHnueckne
COCTaBy JaHHBIX paboTHUKa. 3asBieHue. JInaHoe 1eo. JEeKIUs OTIPOC, TECT ACTIEKTHI KaJpOBOI
JOKYMEHTAIUN
9. | Texuonorus pabOTHI C Opraamzanust  JOKyMeHTooOopota.  [lapameTpel  MOTOKOB, 1 Temarnueckast | YCTHBIH ompoc 3.11 — opraHm3amnuIo
JIOKYMEHTaMH YYUTBIBAEMbIC IIPH OPraHU3aLIH JJOKYMEHTO000POTA. JeKIHUs JOKYMEHTO000pOTa,;
10 | DaeKTpOHHBIH Hedunups. Cxema paboThI JJICKTPOHHOTO JJOKYMEHTO000pOTa. 1 TemaTtuueckass | YCTHBIHN onpoc 3.12 — cxemy pabOThI
JIOKYMEHTO000POT JeKIUs JNEKTPOHHOTO
JIOKYMEHTO0000pOoTAa.
Bcero: 8
4.3.2. 3aHATHA CEMHUHAPCKOI'0 THIIA
Tabnuua 7 — Cogep:kaHue MpakTHUECKOTO (CEMUHAPCKOT0) Kypca
No o Kon-Bo ®opvia OnenouHoe o
Tembl MPAKTUYCCKUX 3aHATHU MIPOBCACHUS DopMupyeMBlii pe3ysibTaT
/1 4acoB CpeICTBO
3aHATHS
1 Cemunap — npecc- 3.1 — HOpMaTHBHO-METOIUYECKYIO
Cemunap Ne 1. TOCT B nenonpousBoJICTBE KOH(DepeHIIHs b 0a3y JIenonpor3BOJICTBA,;
1. | Ucropus nenonponssozctsa B Poccun. CocTaBisronine HOpMaTHBHO- PESCHTAMAA, | 35 (octan PEKBU3UTOB JOKYMEHTOB,
METOJINYECKON 0a3bl JEIOTPON3BOICTRA. pegepar TpeboBaHUs K 0POPMIICHHIO
PEKBH3HMTOB JIOKYMEHTOB.
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Cemunap Ne 2. KynpTypa pedn AeI0BOro 4eJoBeKa TemaTuueckuii [Ipe3enTanus
[IpaBunpHOE Tpaduyueckoe cokparieHne B Jokymente. Crnenngurka opunraibHO- CeMHHAP 3.5 — mpaBmiIBHOE Tpadugeckoe
o | AAemoBOTO CTHIA. [TpaBuibHOE CKIOHEHHWE B OQHIMAIBHO-IEIOBOM TEKCTE COKpAIlleHUE B JJOKYMEHTE;

" | HeoObIuHBIX (amunmii. Kareropust pona B opHIMAIbHO-IETIOBOM TEKCTE. B.1 — cieru¢ukoii opunnanbHo-
CKJIOHEHHE YHUCIHMTENLHOTO B O(QuUIManbHO-1enoBoM TekcTe. OOpaiieHue B JIEJIOBOTO CTUJISL.
odunmansHo-nenoBoM tekcre. [IpaBunbHOe odopmiieHHe aapecary
Cemunap Ne 3. YcraB opranuzanuu IIpaxkTuyeckoe IIpakTryeckoe V.1 — npuMeHATh Ha MPAKTUKE

3. | Conepxkanue ycrasa; ceuu¢uka ycrasa; BUSUPOBAHUE, YTBECPXK/ICHHC, 3aHATHE 3a/aHue MOJy4EHHBIE TEOPETHUECKUE 3HAHUS;
odopmienue. V.2 — ompenensiTs pa3sHOBUAHOCTH
JOKyMEHTAINH 110 Habopy
4 Cemunap Ne 4. ITonoxeHne 0 CTpyKTypHOM MOJpa3AeIeHAN ITpaxTHyeckoe ITpakTHyeckoe PEKBH3UTOB;
" | TekcT MONOXKEHNS; BU3UPOBAHUE, YTBEPKICHUE, O(DOPMIICHHE. 3aHATHE 3aJjaHue Y.3 — coCTaBIsTh 1 0OPMIATE
Cemunap Ne 5. JIOIKHOCTHAsI HHCTPYKLIHS [IpakTnueckoe IIpakTuueckoe OpTaHU3allHOHHO-TIPABOBBIC
S | Teker OJDKHOCTHOW MHCTPYKIUH , BUSUPOBAHHE, YTBEPXKICHIE, OOpMIICHHUE. 3aHATHE 3aJlaHue HAOKYMCHTBI,
B.2 — ke, cioyxanaMu OCHOBOM
6. %ﬁﬁiz}z Ne 6. H_[TaTH'OG pacnucanue [IpakTnueckoe IIpakTuueckoe COCTABJICHHS 10KYMEHTALIII;
pacricaHue: onpeneneHue, opopMIICHHE, OIHUCH. 3aHATHE 3aJjaHue B.3 — HABBIKAMI COCTARICHUS I
Cemunap Ne 7. IHCTpyKITHS [IpakTuueckoe IIpakTuueckoe 0(OpMIIEHHS IOKYMEHTOB.
7. Wucrpykuus: onpenenenue, opopmiieHne, NOANUCH, BBEJICHNE B AEHCTBUE. 3aHATHE 3a/aHue
Cemunap Ne 8. [loroBop [IpakTuyeckoe [IpakTyeckoe
g. | Horosop: onpezenenue, conepxkanue, ohopmieHne, 00s3aTeNbHbIE 3IEMEHTB 3aHsTHE 3a/1aHne
JIOTOBOpPA
Cemunap Ne 9. IIpuka3 o OCHOBHOM J€STEIbHOCTH [IpaxkTryeckoe [IpaxTryeckoe V.1 — npuMeHATh Ha MIPAKTHKE
9. | Ilpuka3 110 OCHOBHOI ICATEIBHOCTH: OIIpe/ieieHue; opopMileHHE; CTPYKTYpa 3aHATHE 3a/aHNe MOJTy4EeHHBIE TEOPETHUECKUE 3HAHNUS,;
MpUKa3a. V.2 — ompenensiTs pa3sHOBUAHOCTH
Cemunap Ne 10. Pacniopspxerne [IpaxkTryeckoe ITpaxkTuyeckoe JOKYMEHTAUHK 10 HAbopy
10. Pacnopsbkenue: onpeneneHue, opopMiIeHHE. 3aHsITHE 3ajlaHue PEKBU3UTOB;
Cemunap Ne 11. Ykazanue IIpakTuueckoe [IpakTuueckoe V.4~ cocraath i oop MMTL.
11. | vkasaune: oTpeJieNieHue, MPaBo U3IaHNs yKa3aHHUs; 0popMIICHHE. 3aHATHE 3aaHNe PACHOPAMTEIBHBIC JOKYMEHTEL,
B.2 — ximnme, coyxamumMyu OCHOBOR
Cemunap Ne 12. [ToctaHoBieHue IIpakTuueckoe [IpakTuueckoe COCTaBJIEHUS TOKYMEHTaINY;
12. | Mocranosnenue: cocrapnenue u odopmieHHE. 3aHATHE 3a/1aHHe B.3 — HaBbIKaMu cocTaBlIeHUS U
Cemunap Ne 13. Pemrenne IIpakTuueckoe IIpakTuueckoe O(opMIIeHHS JOKYMEHTOB.
13. | Pewenne: cocrapnenne n odopmIIeHHE, OTIINYNE PEIICHHUS OT TOCTaHOBICHHS. 3aHATHE 3a/1aHNe
Cemunap Ne 14. Crnpaska [IpaxTryeckoe IIpaxTuyeckoe V.1 — npumeHATh Ha MIPAKTUKE
14. CnpaBka: BHEIIHISI, BHYTpEeHHsS. TeKCT clipaBKH, COCTaBICHUE U O(OpPMIICHHE. 3aHATHE 3aJaHue MOJy4EHHBIE TEOPETUUECKUE 3HAHNUS;
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Cemunap Ne 15. AT IIpakTuueckoe [IpakTnueckoe V.2 — onpenensth pa3HOBUIHOCTH
15. | AKT: pa3HOBHUIHOCTH aKTOB, CTPYKTypa aKTOB, COCTaBICHUE U 0(OPMIICHHE. 3aHATHE 3aaHne JOKYMEHTAIIH 110 Habopy
PEKBU3UTOB
Cemunap Ne 16. ITpoTtoxon IIpakruueckoe IIpakTuueckoe VY.5 — cocraBaaTs u 0hOpMIIATE
16. IIpoTokomn: BuABI TPOTOKOJOB 3aceJaHUi; CTPYKTypa MpPOTOKOJA; JaTa 3aHATHE 3aaHHe CIpaBOYHO-UH(OPMALIMOHHEIE
MPOTOKOJIA, COCTABJIEHUE U 0(OPMIICHHE. JIOKYMEHTHI;
B.2 — xnuie, coyxanumMyu OCHOBOR
Cemunap Ne 17. JloknagHast 1 00bSICHUTENIBHAS 3AITUCKU. IIpakTHyeckoe [MpakTHyeckoe COCTaBJIEHUS JOKYMEHTAIUH,
17. | JoknagHas u o0ObsicHuTeNbHAs 3anmucku. CoctaBieHue u 0hopMIICHHUE. 3aHATHE 3a7aHHe B.3 — HaBbIKaMu COCTaBJICHUS U
odopmIIeHHS TOKYMEHTOB.
Cemunap Ne 18. CoyxeOHOE TTHCEMO [IpakTuueckoe [IpakTnueckoe V.1 — npuMeHsTh Ha IPaKTUKE
CiyxebHoe nucbMo. CocTaBiieHue U opopmieHue. 3aHATHE 3aaHKe MOJTy4EeHHBIE TEOPETHUECKUE 3HAHNUS;
V.2 — ompenensaTs pa3sHOBUAHOCTH
18, JOKYMEHTAIIH 10 Habopy
PEKBU3UTOB;
V.6 — BecTH AETOBYIO NEPEIUCKY;
B.3 — HaBBIKaMHM COCTaBIICHUS U
odopmIIeHHS IOKYMEHTOB.
Cemunap Ne 19. Ilpuka3 no TMYHOMY COCTaBY IIpakTuueckoe [IpakTnueckoe V.1 — npuMeHsTh Ha IPaKTUKE
[Iprka3 mo TMYHOMY COCTaBY: ONpeJieNieHne; OpOpPMIIEHHE; CTPYKTypa IIPHUKa3a. 3aHATHE 3a7iaHue MOJTyYCHHBIE TEOPETUUECKHE 3HAHUS,;
10. V.2 — onpenensitb pa3HOBUIHOCTH
JOKyMEHTAIUH 110 Habopy
PECKBHU3HTOB;
Cemunap Ne 20. JInunoe nesno IIpakTuueckoe [IpakTuueckoe Y7 = cocTasaT, H 0dop M.MTB
Omnpenenenne, conepkanne, opopmiieHne, 00s3aTeIbHbIE 3JIEMEHTHI INYHOTO 3aHATHE 3aJaHue B2 KafIpOBLIC HOKYMEHTRL .
.2 — KnUIIIe, CITy>KalliMHU OCHOBOM
20. | Aema COCTaBJICHHUS TOKYMEHTAINH;
B.3 — HaBBIKaMH COCTaBJICHUS U
0 OopMIIEHHSI TOKYMEHTOB.
Tematudeckuit IIpe3enTanus, 3.11 — opranu3aruio
Cemunap Ne 21.0Opranusanust paboThl TOKyMEHTO000pOTa cemuHap OKTan JIOKYMEHTO0GOPOTA;
21. | IlapameTpsl MOTOKOB, YYHUTHIBAEMbIC IPH OpPraHU3ALUU JAOKYMEHTOO0OpOTA: B-5 - Texnooruei paGoTs ¢
HarpaBjeHHe I0TOKa, 00bEM IOTOKA; CTPYKTYpa II0TOKA, PEXKUM MOTOKA. JTOKYMEHTAMH.
Cemunap Ne 22.351eKTpOHHBII JOKyMEHTOOO0pOT Temaruueckuit IIpesenranus 3.12 — cxeMy pabOTHI AJIEKTPOHHOTO
Opranuzanus JOKyMeHToo0opoTa ¢ ucnonb3oBanueM COJ1. CEeMMHap JIOKyMEHT0000pOTa;
22, V.8 — opraHu3oBHIBaTH
JIOKyMEHTOO00OPOT C UCIIOIb30BAHHEM
CO/L.
23. | Cemunap Ne 23. TIpakTuueckre HaBbIKH JICIONPOU3BOACTBA IIpakTuueckoe IIpakTuueckoe VY.1 — npuMeHsTh Ha IPaKTUKE
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[IpakTHyecKkre HaBBIKM COCTaBICHNS M O(DOPMIICHUS BCEX BUAOB JOKYMEHTOB. 3aHATHE 3aJjaHue MOJTy4CHHBIE TEOPETUUECKHE 3HAHUS,
V.2 — onpenensTh pa3HOBUIHOCTH
JOKyMEHTAIUH 110 Habopy
PEKBH3HTOB;

V¥.3 — cocTtaBaaTh ¥ 0HOPMIIATH
OpraHU3aIIOHHO-TIPAaBOBBIE
JIOKYMEHTBI;

VY.4 — cocTtaBaaTs ¥ 0hOPMILATE
pacHopsIIUTENbHBIE JTOKYMEHTHI;
VY.5 — cocTaBnsaTh 1 0HOPMIATE
CIPaBOYHO-MH(OPMALMOHHEIC
JOKYMEHTBI;

V.6 — BeCTH JENIOBYIO IEPENUCKY;
VY.7 — cocrtaBaaTs 1 0hOPMIIATH
Ka/IpOBBIE JIOKYMEHTBI;

B.2 — ximnme, cioyXanuMyu OCHOBOM
COCTaBJICHUS TOKYMEHTALlUY;
B.3 — HaBBIKaMM COCTaBJICHUS U
oopmIICHHS JOKYMEHTOB.

Bceero 26

4.3.3. CamocrosiTesibHas padora

Tabmuia 8 — 3aganus Juisi CaMOCTOSITEILHOTO U3YUCHUS

Ne TeMsl Kox-Bo O1eHOYHOE C D i
i 4ACOB PEICTBO OpPMHUPYEMBIH Pe3yIbTaT
I'OCT B nenonpoun3BOJICTBE 12 IIpesenTanmys. 3.1 — HOpMaTUBHO-METOAMUYECKYIO 0a3y
1. Hcropus aenonpoussojcTsa B Poccun: Pedepar. JENIONIPOU3BOJICTBA.

- [enonpousBoacTBO B [IpeBHEPYCCKOM rOCyAapCTBE;

- IIpukasznoe nenonpou3BoACTBO;

- Konnexckoe 1e10npon3BoJCTBO;

1. - MuHHuCTEpCKOE AETOMPOU3BOJICTBO;
- Jenonpou3BoAacTBo B COBETCKYIO AIOXY.

2. CoBpeMeHHOE ToCyIapCTBEHHOE PEryIIMPOBaHUE JICIONPOU3BOJICTBA!
- 3aKOHOJATENbHOE PEryIUPOBAHUE JIETONPOU3BO/ICTBA;
- HopmaruBHO-TIpaBOBO€ 1 HOPMATHBHO-METOAMYECKOE

PETYJIUPOBAHKE JICTOMPON3BOJICTBA.

2. PekBH3UTHI KaK COCTaBIIAIONINE TOKYMEHTA 12 [Ipesenrarust. 3.2 — cOCTaB PEKBU3HUTOB JOKYMEHTOB,
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1. Cocras pexsusuroB [OCT P 7.0.97 - 2016. TpeOoBaHus K 0pOPMIICHHIO PEKBU3UTOB
2. Xapakrep cranaapta [OCT P 7.0.97 - 2016 . JIOKyMEHTOB.
3. IlpaBuia oopMIiICHHUS OTACIBHBIX PEKBU3HTOB.
Meras3bik aenonpon3BoacTa. Kinaccudukarys J0KyMEHTOB 12 [pesenrarys. 3.3 — TpeboBaHus K OJaHKaM JOKYMEHTOB;
1. 3nauenne abbpesnaryp 'OCT. Pedepar. 3.4 — knaccupUKAIMIO TOKYMEHTOB;
2. Dopwmatet Gymary  OIA. V.1 — npuMeHSTh Ha NPaKTHKE I0JTyYeHHbIE
3. bnank oprannzanmu.
. TEOPETHUECKHE 3HAHMSL.
4. Kiaccudukanus JOKyMEHTOB:
- IO COMIEPIKAHUIO,
- TIO BULY,
- TIO CTENEHH CII0KHOCTH:
- TIO MECTY COCTAaBIICHNS;
- TIO CPOKY HCIIOJIHEHUS;
- TI0 IPOMCXOK/ICHHUIO;
- TIO CTENEHH IJIaCHOCTH;
- IO IOPUJINYECKOI cuJe,
- TI0 Ha3HAUYCHHIO.
OpraHu3aioOHHO-TIPaBOBas TOKyMEHTAIIHS 16 IIpe3enTanus. 3.6 — TeOpeTUUECKHE aCTIEeKThI
1. VYcraB: conepkaHue ycTaBa; crieliM(puKa ycraBa; BU3UPOBAHHUE, 3ajauva. OpraHU3alIOHHO-NIPABOBOW JIOKYMEHTAIIUH;
YTBCPIKIACHUC. HpO6J‘I€MHO€ 3aJlaHue. V.1- MMPUMCEHATH Ha MPAKTUKE MTOJTYUCHHBIC
2. TlonoxeHue: TEKCT MOJI0KEHHS]; BUSUPOBAHKE, YTBEPIKICHHUE. TEOPEeTHYECKUE 3HAHHMS;
3. JloJKHOCTHAst MHCTPYKIMS: TEKCT, BU3UPOBAHUE, YTBEPKICHHE. V.2 — ompenenaTs pa3HOBUIHOCTH
4. IllratHOe pacrcaHue: OlpesiesieHre, 0QpOpMIICHHUE, TTOAITHCH. JOKYMEHTAIUH 110 Habopy pEeKBU3HUTOB;
5. Hucrpyknus: onpeneneHue, ohopMIIeHHE, TT0IHCH, BBEICHHE B V.3 — cocTaBiATh 1 0GOPMIIITH
JielicTBHE. OpTaHHU3aIIOHHO-TIPABOBBIE JIOKYMEHTHI;
6. /Jlorosop: omnpenenenue, coaepx aHue, 00s3aTeIbHbIE YJIEMEHTHI B.2 — ke, ciykaluMu OCHOBOM

JA0rosopa.

COCTAaBJICHUS JOKYMECHTALIUH;
B.3 — HaBbIKaMu cocraBiieHus: 1 0HOpMIICHUS
JIOKYMEHTOB.
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OpraHu3aroHHO-PACTIOPSINTEIbHAS JOKYMEHTAIH 14 [Ipesenrars. 3.7 — TeopeTHYECKIE aCTIeKThI
1. IIpuka3 o OCHOBHOI AEATENFHOCTH: ONpeEeNeHNE; 0(QOpMIICHUE IPUKa3a; 3amada. OpTaHM3aI[OHHO-PACTIOPAANTEIHHON
00s13aTesbHbIE PEKBU3UTHI;, CTPYKTYpa MPHKa3a (3arojIoBOK, TEKCT); [Ipobnemuoe 3ananue. JIOKYMEHTAIIH;
odopmiieHHe npuKasa; oGpopMIICHHE TPUIIOKEHUH K IPUKA3y; V.1 — npuMeHATh Ha MPAKTUKE MOTy4YECHHbIC
BU3UPOBaHUE, peJaKTUPOBAHUE, PACCHUIKA, TOANUCH, MAPILIPYT. TEOpeTUYECKHEe 3HAHUS;
2. PacnopsokeHue: onpejesnenue, oGpopmieHue. V.2 — ompenensaTs pa3sHOBUAHOCTU
3. YkazaHue: onpejeneHue, NpaBo W3/IaHus yKazaHus; opopmieHue. JOKYMEHTAIUH 110 Habopy PEeKBU3HUTOB;
4. TlocraHoBNEHHE: COCTaBICHNE U OhOopMIIEHHE. VY.4 — cocTaBiATh U 0POPMILITH
5. Pemienne: ommune penieHs OT HOCTAaHOBIICHHS. pacnopsauTeNbHbIE TOKYMEHTHI;
B.2 — xnne, ciayxalmuMu 0CHOBOM
COCTaBJICHUSI JOKYMCHTAIINN;
AMH COCTaBJICHHS U O(OPMIICHHS JIOKYMEHTOB.
HupopManmoHHO-CIIpaBOYHAas JTOKYMEHTALIUS 12 IIpesenTanus. 3.8 — TeopeTHUECKHE aCIIeKTHI
1. CnpaBka: BHEUIHAS, BHYTPEHHA. TEKCT CIIPaBKH. 3anaya. nH(pOpPMaLMOHHO-CIPAaBOYHON
2. AKT: PasHOBHUIHOCTHU AKTOB, CTPYKTYpa aKTOB. HpO6J‘I6MHO€ 3aJaHueE. JOKYMCHTalUuu,
3. IIporokom: BUIBI IPOTOKOJIOB 3aCEIAHMMN; CTPYKTYypa MPOTOKOJIA; JaTa VY.l — mpuMEHSTH Ha NPaKTHKE ITOJTyICHHbIC
MPOTOKOJA. TEOPETHIECKUE 3HAHHUS;
V.2 — omnpenensTb pa3HOBUAHOCTH
JOKYMEHTAIUH 110 Habopy pEeKBU3HUTOB;
V.5 — cocTtaBusTh ¥ 0OPMIIATH CIIPaBOYHO-
nH(pOpMaNNOHHbBIE TOKYMEHTBI;
B.2 — xnume, cykamuMi OCHOBOH
COCTaBJICHUS JOKYMEHTAIUH;
B.3 — HaBBIKaMu cocraBneHnst 1 0HOpMIICHNS
JIOKYMEHTOB.
CryxeOHas (1e10Bast) epenmcka 14 [Ipesenrarst. 3.9 — TeopeTHUECKIEe ACTICKTHI BEICHUS
1. UudopmanmoHHO-CIpaBOYHAS JOKYMEHTAIINSI 3agauqa. JIETIOBO TIEPENICKH;
— JloknanHasi v OObSCHUTENbHAS 3AITHCKH. [IpobremHOe 3a1aHKE. VY.l — npuMeHATh Ha MPAKTHUKE MOTy4YCHHBIE
2. Opranuzanys J1eJI0BOH MEePECKu: TEOPETUYECKHUE 3HAHMS,
— JlenoBoe MUChMO Kak JOKYMEHT. V.2 — ompenensiTh pa3HOBUIHOCTH
— SI3biku Hapo10B PO B /1e110BO# niepenucke. TOKYMEHTAIUK 10 HAOOPY PEKBU3HUTOB;
— PexBH3UTHI ETTOBOTO MHCHMA. V.6 — BecTH A€NOBYIO NIEPEMHCKY;
— Tpe6oBanns K GAHKy A€JOBOTO MHCHMA. B.3 — HaBbIKaMu cocTaBiIeHHS U OOPMIICHHS
3. TpebGoBaHusl, IPEBABIISEMBIE K TEKCTY JEJIOBBIX (CITyKEOHBIX) IUCEM: AOKyMCHTOB.

Knaccugukanus nepenucku.
Bubl 1enoBbIx (Ciry)eOHBIX) ITHceM
Odopmiienne TekcTa miuchbMa.
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8. JIOKYMEHTHI 110 THYHOMY COCTaBy 10 [Ipesenrars. 3.10 — TeopeTndeckre acreKThl KaapoBOn
1. Tlpuka3ssl 110 JIMYHOMY COCTaBY: ONpeesIeHUE; 0QOPMIICHHE; CTPYKTYpa 3ajmaya. JOKYMEHTAIHN;
NpHUKa3a. [Ipobnemuoe 3ananue. V.1 — npuUMEHSTh Ha NPAKTHKE TI0JTyYCHHbIE
2. TlonmoxxeHue 0 NEPCOHAIBHBIX AaHHBIX paOOTHHKA. TEOPEeTHYECKUE 3HAHHUS;
3. 3asBneHue. V.2 — ompeneniTs pa3HOBHIHOCTH
4. JluuHoe neno: onpeseneHue, colepkaHmie, opopmieHHe, 00s3aTeIbHbIC JOKYMEHTAIUH 110 Habopy PEeKBU3HUTOB;
9JIEMEHTHI JIMYHOTO JeJIa. VY.7 — cocTaBiATh 1 0)OPMILATH KaJIpOBbIE
JIOKYMEHTBI;
B.2 — xnne, ciayxamuMyu OCHOBOM
COCTaBIICHUS JTOKYMCHTALIUH;
AMH COCTaBJICHHS U O(OPMIICHHS IOKYMEHTOB.
9. Opranuzanust pabOThI ¢ JOKYMEHTaAMH 8 IIpesenTarus. 3.11 — opraHu3saIuio 10KyMEHTO000pOTa;
1. OcHoBHbIE paBujIa OPraHU3aMK JOKYMEHTO000POTa B OpraHH3aLUH. JHoxnan. B-5 - TexHoMOTHEH paGOTHI C TOKYMEHTAMH.
2. Tlpuem, 00paboTKa U pacrpeesieHne MOCTYaOIIHUX JOKYMEHTOB.
3. Tlopsmox HampaBieHUs HA UCIIOJNHEHNE U pabOThI UCIIOIHUTEIS C
JOKYMEHTaMH.
4. TlpaBuia 00paOOTKH HCXOJSAIINX JOKYMEHTOB.
10. | DneKTpOHHBIH TOKYMEHTOOOOPOT 8 [Ipe3enrarst. 3.12 — cxeMy pabOTBI AIIEKTPOHHOTO
1. Mogenu 3JIeKTPOHHOTO JOKYMEHTOO0O0pOTA. JOKYMEHTO0000pOoTa;
2. YmpaBiieHHE dJIEKTPOHHBIM JOKYMEHTOOOOPOTOM. V.8 — opranuM3oBhIBaTh JOKYMEHTOO00POT ¢
ucnonb3oBanrem COJI.
11. [ToaroroBka k 3auety 4
12. [ToaroToBKka K SK3aMeHY 12
Bcero: 134
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5. Ilepeyenb 00pa3oBaTe/IbHBIX TEXHOJIOTHH, HCIOJIb3yEeMbIX MPH OCYIECTBJIEHUH
00pa3oBaTe/ILHOIO MPOIEcca MO0 JMCUUILUINHE, BKJIOYAs NepeYyeHb JUIeH3MOHHOT 0
NMPOrpaMMHOI0 o0ecredeHusl, COBpeMeHHbIX MPodeccHOHAIbHbIX 023 JaAHHBIX U
HHG(OPMANMOHHBIX CIPABOYHBIX CHCTEM

5.1. O6pa3oBaTejibHbIE TEXHOJIOTHH

Peann3anus pasnuyHbIX BHJIOB y4yeOHOW paboThl MNpU M3YYEHUH OOYy4YaroIUMUCS
JUCLUIUIMHBI, TPEIyCMaTpUBAcT HCIHOJb30BaHHE B Y4eOHOM IIPOLECCE HHHOBAIL[MOHHBIX
00pa30BaTENbHBIX TEXHOJOTUH, aKTHUBHBIX M HHTEPAKTHBHBIX (OpPM IPOBEAEHUS 3aHIATUH B
COUYETaHUM C BHEAYIUTOPHOI pabOTOM.

AxTuBHBIE (QOpPMBI 3aHATUH MOOYKAAIOT OO0y4aeMbIX K MBICIUTEIbHON AKTMBHOCTH, K
IPOSIBJIEHUIO TBOPYECKOT'0, MCCIEA0BATENBCKOrO MOJAX0Ja M IOUCKY HOBBIX MIEH s pelieHus
pa3sHOOOpa3HbIX 3ajady [0 HAIpPABICHUIO IOATOTOBKM M CIIOCOOCTBYIOT Pa3HOOOpa3HOMY
(MHIMBHyadIbHOMY, TPYNIIOBOMY, KOJUICKTUBHOMY) H3y4YeHHIO (YCBOCHHIO) Y4EOHBIX BOIPOCOB
(mpobrnem), aKTMBHOMY B3aMMOJCHCTBHIO O0OydaeMbIX M TpenojaBareis, >XUBOMY OOMEHY
MHEHUSIMU MEXJy HHMH, HALEJICHHOMY Ha BbIpaOOTKY INPaBUIBHOTO IOHUMAaHMS COJCpPKAHUS
U3y4yaeMON TeMbl U CIIOCOOOB €€ MPaKTHYECKOro HCIOJIb30BaHUSA. B COOTBETCTBUU C 3TUM NpHU
W3YYEHUU JUCUUIUIMHBI TNPEAyCMaTpUBAeTCS MCIONb30BAaHUE CIEAYIOIUX 00pa30BaTEIbHBIX
TEXHOJIOT U

1. BX0/1HOH KOHTPOJIb B BU/IE€ PEILIEHUS TECTOBBIX 3aJaHUM.

2. TeopeTudeckue 3aHATHSA - 3aHITUS JIGKLIMOHHOTO TUIIA B BUJIE:

BCTYIUTENbHAS JIEKIHS / JEKIHs HH(GOPMAIHSA C 3JIEMEHTaMH BU3Yalln3alluH;

TeMaThyecKast JeKIHs / JTeKIHsI-BU3yallu3alus;

WTOTOBAs JICKIHUS / JIEKIUS-BU3yaTH3aIIHA.

3. 3aHATHA CEMHHApCKOro THIMA B BUJE KPYIJIOrO CTOJAa C YCTHOM (OpMOH H3II0KEHHS
JIOKJIaJIOB M OpraHu3aluenl JUCKYCCUU 110 TEME CEMHUHAPCKOr0 3aHATHS, PELICHUS CUTYal[MOHHBIX
3a/1a4y ¥ Kenc-cuTyarui.

Jli1g mpoBesieHust KOHTaKTHOM paboThl oOydaromuxcs ¢ npenojgasareneM AHOOBO «KNY»
C NPHUMEHEHHMEM O3JIEKTPOHHOIO0 OOY4YEeHHs M JUCTAHLMOHHBIX OOpa30BaTENbHBIX TEXHOJIOTHI
ornpezeneH HAO00Op DJJIEKTPOHHBIX PECYpPCOB W MNPWIOXKEHUH, KOTOpPbIE PEKOMEHIYIOTCS K
UCIOJIb30BaHUIO B oOpa3oBaTenbHOM mpouecce. OOpa30BaTeNbHBIA MPOLECC OCYIIECTBISETCS B
COOTBETCTBUU C paCIUCaHUEM Y4EeOHbIX 3aHATUH, pa3MELIeHHbIM Ha OQUIMAIBHOM CanTe
UHCTUTYTA.

Opranuzanus oOpa30BaTEIbHOrO IMPOIIECCa OCYIIECTBISETCS 4Yepe3 JUYHBIA KaOWMHET Ha
opunmansHOM caiite uHcTUTyTa. IlpenonaBaTens Ui COOTBETCTBYIOIIEH Y4eOHOH TIpyMIIbI
yKa3zblBaeT TeMmy 3aHsATHs. llpukperuisier ydeOHble MaTepualbl, 3aJaHHUsS WM CCBUIKM Ha
3JIEKTPOHHBIE PECYPChl, HEOOXOAUMBIE JJIi OCBOCHUS TEMBbI, BBHITIOJIHEHUS IOMATHUX 3a/1aHUM.

5.2. J/IulleH3MOHHOE MPOrPaMMHoOe o0ecrneyeHue

B oOpa3zoBarensHOM Tpoliecce MPU W3YYCHHH AUCIMILTUHBI HCIOIB3YETCS CIETyIoIIee
JMIIEH3MOHHOE MPOTPaMMHOE 00ecIIeueHue:

1. OC Microsoft Windows 7 (muniensuun Microsoft Open License (Value) Academic).

2. Microsoft Office 2007 (muuensun Microsoft Open License (Value) Academic).

3. Kaspersky Endpoint Security (muniensus 1C1C-200323-080435-420-499 no 04.04.2021).

4. CIIC Koncynwrant [Tmtoc (morosop NelI120-92 ot 01.03.2020).

5. Konrent-punpsrpanus (morosop ¢ OO0 «Cxkait ITHC» K0-04056 ot 14 suBaps 2020 roxa.

6. Cuctema tectupoBanus INDIGO (muniensust Ne54736 ot 07.09.2018).
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5.3. CoBpeMeHHbIe MPo(deccHOHATbHbIE 0a3bl JAHHBIX

B o0pazoBarenbHOM mpolrecce NMpu M3YUYEHUU AUCHUIIIMHBI UCHOJIB3YIOTCS CIEIYIOIINe
COBpPEMEHHBIE PO ecCHOHATbHBIE 0a3bl JaHHBIX:

DNeKTpOHHO-OMOIMoTeuHass cucteMa «YHHBEpcHTeTCKas bubmumorexka OmnmaitH» -
https://biblioclub.ru/.

PedepatuBHas u cmpaBoyHass 0a3a JaHHBIX pELIEH3UPYEMOH JIUTEpaTypbl Scopus -
https://www.scopus.com.

[TonuremaTnyueckas pedeparuBHO-OubIHOrpaduyeckas u HayKOMETpHUYeCcKas
(onbnmomeTpuueckast) 6a3za nanabix Web of Science - https://apps.webofknowledge.com.

Hayunas snekrponnast 6ubanoreka - Www.elibrary.ru.

5.4. UudopMmanmoHHbIe CIIPABOYHBbIE CHCTEMBI

W3yuenne AUCHUIUIMHBI CONMPOBOXKIACTCS NMPUMEHEHUEM HH(POPMAIMOHHBIX CHPaBOYHBIX
CHCTEM:
1. CIIC KouncynbranT ILmtoc (morosop NeMI120-92 ot 01.03.2020).

6. OneHo4HbIe CpeacTBa JJIA NPOBEACHUS BXOJHOI0, TEKYIIEro, py0eKHOro KOHTPOJIs
U IPOMEKYTOYHOM aTTecTaluu 00yYAIIUXCSH M0 TUCHMIINHE U METOAMYECKHE MaTepuaibl
10 ee 0CBOCHHIO

TunoBele 3anaHus, 0Oa3a TECTOB M HHbIE MaTepualbl, HEOOXOIMMbIE JUISI OLEHKH
pPe3yJIbTaTOB OCBOEHUS JUCLUIUIMHBI (B T.4. B IIPOLIECCE €€ OCBOEHUS), a TAKKE METOAMYECKUE
MaTepHalbl, ONpeAeSoNIMe IPOoLeypbl 3TOW OLEHKU NMPUBOIATCS B MPUIIOKEHUH | K paboueit
porpaMMme JAUCLUHUIIINHBL.

VYHHUBepcallbHas CHUCT€Ma OLIGHUBAaHUS  PE3yJbTaTOB OOYy4YeHHs]  BBINOJHACTCS B
cootBercTBUU C [lonmoxeHnemM o0 MNpoOBEAECHUU TEKYIIEr0 KOHTPOJS YCIEBAaEMOCTH U
IIPOMEXYTOUHOM aTTeCTalMy yCIIEBAEMOCTH, YTBEPKIAEHHOE ITpHKa3oM pekTopa oT 19.09.2019r. Ne
218 o/n m BrIItOYaeT B ce0s1 CUCTEMBI OLIEHOK:

1) «OTIMYHOY, «XOPOILIO», «YIOBIECTBOPUTEIBHO», «HEYTOBIECTBOPUTEIBHO;

2) «3a4TE€HO», «HE 3aYTCHOY.

7. OCHOBHASI M JONOJTHUTEIbHAS y4eOHOMH JINTepaTypa M 3JIeKTPOHHbIE
o0pa3oBaTe/IbHBIC PeCypPChl, HCOOXOAUMBbIE /151 OCBOCHHS TUCHUIIIHHBI

7.1. OcHoBHas y4yeOHas JuTEpaTypa

1. T'punbepr, A.C. [loxymeHTtanmoHHoe oOecrieueHue ymnpasieHus: yueOnuk / A.C.
I'punGepr, H.H. 'op6aués, O.A. Myxamermnnaa. — Mocksa: FOuutu-/lana, 2017. — 392 c.: tabu.,
rpad., ui., CXEMBI - Pexxum JOCTyMa: o MOJIITHACKE. - URL:
https://biblioclub.ru/index.php?page=book&id=684757 (nmara oOpamenus: 15.05.2024). —
bubmumorp.: c. 382-383. — ISBN 978-5-238-01770-9. — TekcT: 251eKTpOHHBIH.

7.2. lonoJTHUTEIbHAS y4eOHas JuTeparypa

1. Kysnernor, .H. enmonpousBoacto: yuedbHoe mocobue: [16+] / MN.H. Ky3nemos. — 13-¢
u3q. — MockBa: JamkoB u K°, 2024. — 406 c. — Pexxum pnocryna: mo mommucke. — URL:
https://biblioclub.ru/index.php?page=book&id=711135 (mata oOpamenus: 15.05.2024). -
bubnuorp.: c. 312-323. — ISBN 978-5-394-05683-3. — TekcT: 351eKTpOHHBIH.

2. ApacnanoBa, B.A. JlokymeHTanmoHHOe oOecrieueHre yrnpaBieHHs: y4eOHO-TIPAKTHUIECKOe
nocoOue B cxemax, Tabnunax, oopasnax: yueoHoe nocodue: [12+] / B.A. Apacnanosa. — 2-e u3f.,


file:///C:/Users/Емельянова.UPRAVLENIEKIU/Desktop/Local%20Settings/Temp/РАБОЧАЯ%20ПРОГРАММА%2010%20января/Положение%20по%20РП%20полное.docx%23bookmark16
file:///C:/Users/Емельянова.UPRAVLENIEKIU/Desktop/Local%20Settings/Temp/РАБОЧАЯ%20ПРОГРАММА%2010%20января/Положение%20по%20РП%20полное.docx%23bookmark16
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nom. u nepepad. — Mocksa; bepnun: {upexr-Memua, 2020. — 266 c.: wi., Tada. — Pexxum pocrymna:
no noxanucke. — URL: https://biblioclub.ru/index.php?page=book&id=578394 (mara oOpameHus:
15.05.2024). — bubauorp. B kH. — ISBN 978-5-4499-1454-5. — DOI 10.23681/578394. — Tekcr:
ANEKTPOHHBIN

3. I'pozoBa, O.C. Memompou3BoactBo: yudeOHOe mocodbue / O.C. I'pozoma; pen. JI.C.
Xypapnesa; ITOBOIKCKHiI TOCYIapCTBEHHBIH TEXHOIOTMYECKHIl yHHBepcuTeT. — Momxkap-Ona:
[ToBOMKCKMI TOCYHapCTBEHHBINM TEXHOJOTUYECKUU yHMBepcuTeT, 2015. — 124 c.: un. — Pexum
noctyna: mo mnoxmucke. — URL: http://biblioclub.ru/index.php?page=book&id=439196 (mara
obpamenus: 15.05.2024). — bubnuorp. B kH. — ISBN 978-5-8158-1599-5. — TekcT: 31eKTpOHHBIM.

4. [lenoBoe muchbMO: ydeOHO-CIIpaBoYHOE mocodue nis O6akanaBpos: [16+] / aBT.-coct. U.H.
KysnemnoB. — 13-e u3n. — Mocksa: JlamkoB u K°, 2023. — 162 c. — (YueOHble M3AaHUS A
OakanaBpoB). — Pexum JOCTYyTa: o MOATUCKE. — URL:
https://biblioclub.ru/index.php?page=book&id=710068 (mara oOpamenus: 15.05.2024). —
bubmuorp.: c. 113-116. — ISBN 978-5-394-05357-3. — TekcT: 351eKTpOHHBIN.

7.3. Hepeqeﬂb HOPMATHUBHBIX IIPABOBLIX aKTOB

1. Tpynosoii kogekc P® ot 30.12.2001 Nel197 — @3.

2. I'paxnanckuii kogeke PO 4.1 ot 30 HosiOpst 1994 NoS1 — @3, DiexTpoH. JaH. U Tporp.:
J0CTyM yepe3 cucteMmy KoHcynbTaHT-ILITIOC.

3. 3akoH P® ot 21 urons 1993 Ne5485 — 1 «O rocynapcTBeHHOU TaiiHe ¢ u3MeHeHueM oT 06
oktsi0ps 1997) // C3 PD 1997 Ned41 Cr.4673.

4. O®enepanbHblii 3akoH oT 20 deBpans 1995 Ne24 — O3 «O6 undpopmanuu U 3amuTe
uHpopmarum» // C3 PD 1995 Ne§ Ct.6009.

5. ®enepanbubiii 3akoH OT 04 utons 1996 No 85-@3 «O6 ywacTuu B MEXIyHAPOIHOM
uHpopmarmoHHOM oomene» // C3 PO 1996 Ne28 Cr.3347.

6. Ilocranosnenue IlpaBurensctBa P® ot 28.07.05 No452 «O THNOBOM periaMeHTe
BHYTPEHHEH opraHm3anuu (enepasbHbIX OpPraHOB HCIONHHUTEIBHON BIACTH». DJEKTPOH. JaH. U
IIPOTrp.: 1OCTyM yepe3 cucteMy KOHCYnbTaHT — IUIIOC.

7. Yxa3 Ilpesunentra P® ot 6 mapra 1997 Nel86 «OO6 yTBep)kIeHHM INEpEUHsl CBEIACHUM
KoH(puaeHumansHoro xapakrepa» // C3 PO 1997 Nel0 Ct.1127

8. Yka3 Ilpesunenta PO ot 24 suBaps 1998 1. Ne64 «O mepeuHe CBeACHHM, OTHECEHHBIX K
rocyJapcTBeHHON TaiiHe (¢ n3MeHeHussMu oT 24 suBaps 1998) // C3 PD 1995 Ne49 C1.4775; 1998
Ne5 Cr.561.

9. Tlocranosnenue IIpaBurensctBa P® ot 04 cenrsdps 1995 Ne870 «OO6 yTBepx aeHUH
[TpaBus1 OTHECEHUS CBEAECHUM, COCTABISAIOUIMX T'OCYAAPCTBEHHYIO TailHy, K pa3jM4YHbIM CTENEHSIM
cekpetHocT // C3 P® 1995 Ne37 C1.3619.

10. ITocranosnenue IIpaButensctBa PCOCP ot 05 nexabps 1991 Ne35 «O mnepeune
CBEJIEHHI, KOTOpbIE HE MOTYT COCTaBJIATh KOMMepueckyto Tainy» // CIIIIP® 1992 1-2 Cr.7.

11. IlocranoBnenue IlpaButensctBa PD ot 27 aexadps 1995 Nel268 «OO6 ynopsaodeHun
U3TOTOBJICHUS, HUCIOJNb30BaHMs, XpaHEHHs W  YHMUTOXKEHUS TIedyaTel U ONaHKOB ¢
BocpousBeaeHneM ['ocynapcrBerroro repoa PO // C3 PO 1996 Ne2 Cr.123.

12. TTocranosnenue [IpaBurensctBa PO ot 07 nexkadps 1996 Nel463 «OO6 ncnonap30BaHUM B
Ha3BaHUM OpraHu3aiuii HauMmeHoBaHul «Poccus» «Poccuiickas ®enepauus». OnekTpoH. dan. U
IIPOrp.: 10CTyN uepe3 cucteMy KOHCynbTaHT — IUIHOC.

13. TOCT P 7.0.97 — 2016 «Cuctema cTtannapToB Mo HHpOpMaTU3aLUU, ONOINOTEYHOMY U
u3JarenbekomMy Aeny. OpraHuM3allMOHHO-TIpaBOBas JOKyMEHTalus. TpeboBaHHS K O(QOPMIIEHHUIO
JTIOKyMEHTaIum», JnektpoH. Jlan. Y nporp.: noctyn dyepe3 cucteMy KoHCyIbTaHT — IUTIOC.

7.4. DneKTpOHHBIE 00pa30BaTeIbHbIE PECYPChI

1. KOJ'IJ'ICKI_II/ISI GbeﬂepanLHoro HOCHTpa I/IH(bOpMaI_II/IOHHO-06pa3OBaTCJ'IBHBIX pecypcoB
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OIIUOP: http://fcior.edu.ru/

2. Enunas KOJUICKIUS U (POBBIX 00pazoBaTebHbIX pecypcoB:
http://schoolcollection.edu.ru.

3. Enunoe okHO gocTyma k o6pa3zoBaTelbHBIM pecypcam: http://window.edu.ru/

8. JlonosiHuTe/IbHBIE pecypchbl HHPOPMALMOHHO-TEIeKOMMYHUKAIIMOHHOM CeTH
«HTepHeT», HEOOXOAMMBIX /ISl OCBOCHHS JHCUHUIIIMHBI

http://lwww.aup.ru/ - AiMUHUCTPATHBHO-YIIPABICHYECKHIA TOPTAIL.

http://window.edu.ru/ - Eauroe okHO A0CcTyma K HH()OPMAIIMOHHBIM pecypcam.

https://elibrary.ru/title_about.asp id=26654 - busHec, MEHEIKMEHT U IPaBo.

http://lwww.dis.ru/manag/ - MenemxkmenT B Poccuu 1 3a pyoekom.

http://www.mirec.ru - MupoBoe 1 HaI[HOHATLHOE XO3SHCTBO.

http://www.gfso.ru/internet-dlya-predprinimatelej-ssylki-dlja-biznesa ~ Murtepuer-pecypcs
JUTSL IPEANPUHIMATEIICH.

http:/[fpmp39.ru - OdunuansHeiii  cait DoHAa NOMACPKKH MPEAMTPUHAMATEIHCTBA
Kanununrpauckoit odnacru.

http://www.uptp.ru — caidlT mMexayHapoaHoro xypHana «[IpoOiemMbl TEOpUM M MPAKTHKH
yIIPaBJICHUS.

http://lecsocman.hse.ru/- ®enepanbHbiii  00pa30BaTE/NbHBIA  MOPTAl — ODKOHOMHMKA,
Cormonorusi, MeHeKMEHT.

http://hrm.ru — Bexymuii moprai o KaipoBOM MEHEIKMEHTE.

http://www.cfin.ru — Madopmarmonnsii caiit «KoprnopaTHBHBINA MEHEIKMEHT.

http://www.hr-journal.ru — XKypuain «Pabota ¢ nepcoHaaom».

http://www.mevriz.ru - )KXypuan «MeHemkmeHT B Poccuu u 3a pyoesxomy.

http://www.managment.aaanet.ru — bubnmorexa MEHEeHKMEHTA.

http://www.pragmatist.ru — DHIHKIONE IS MEHEIKMEHTA.

http://infomanagement.ru - Uudopmanmonnsiii caiit «Info Managementy.

http://marketingclub.ru — Poccuiickuii MapKeTHHT — KIy0: MapKeTHHI, MEHEKMEHT,
pekiiama .

http://quality.eup.ru — MenemkmeHT kauecTBa u3 nepsbix pyk — 1ISO 9000, ISO — 9001.

http://ks.rfnet.ru — Pemmenns Koncruryimonnoro Cyna Poccuiickoit @enepanum.

http://levada.ru — Ananmurnaeckwuii nentp KOpus JieBazpl.

http://www.constitution.ru — o pacpocTpaHeHuUs TPABOBbIX 3HAHUH «KOHCTUTYLHSI.

http://www.duma.gov.ru — Odunuansusiii caiit I'ocynapcrBenHoi Jymsr PO.

http://www.duma.ru — JTocke 3aKOHOIPOEKTOB.

http://www.government.gov.ru — OdurmansHeiii caiit [IpaBurenscTBa PO.

http://www.hro.org — «IIpaBa uenoBeka B Poccuuy.

http://www.kremlin.ru/events — ITocianus Ipesumenta Poccuiickoit @eneparn degepanisHOMyY
Cobpanwuto Poccutickoit @eneparnum.

http://www.kremlin.ru/sdocs/themes.shtml — OdurransHsiii caiit [pesunenta Poccuiickoit
denepanuu.

http://www.pravo.eup.ru — FOpunuueckas 31eKTpoHHast OnOIHOTEKA.

http://www.wciom.ru — Beepoccuiickuii ieHTp u3yueHus odmectBeHHoro MmaeHus (BLILUOM).

http://kdelo.ru - «KagpoBoe aemo» - NMpakTHYECKHUIT KypHAT 110 paboTe ¢ MEPCOHATIOM.

http://www.pplus.ru «TexHomorus ycnexa» - JIeJIOBOM HHTEPHET-)KYpPHAIL.

http://www.businesstest.ru - «J/leaoBbie TeCTbI».

http://testme.org.ua - «TecTbi».

http://www.rhr.ru - «Hemnoseueckue pecypcol Poccumy.

http://dps.smrtlc.ru - «YnpasieHue 4eI0BEeUSCKIMHU PECYpCaMm.

http://www.hr-zone.net - «Barir mpoBOIHUK B MHpPE ITEPCOHATIAY.

http://uisrussia.msu.ru - YauBepcurerckas nHpopMannonHas cucrema «Poccus».

http://www.gks.ru - T'ockomcTat P®.


http://www.aup.ru/
http://window.edu.ru/
https://elibrary.ru/title_about.asp%20id=26654
http://www.dis.ru/manag/
http://www.mirec.ru/
http://www.gfso.ru/internet-dlya-predprinimatelej-ssylki-dlja-biznesa
http://fpmp39.ru/
http://kdelo.ru/
http://www.pplus.ru/
http://www.businesstest.ru/
http://www.rhr.ru/
http://dps.smrtlc.ru/
http://www.hr-zone.net/
http://uisrussia.msu.ru/
http://www.gks.ru/
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http://www.rts.ru (PTC).

http://www.rbc.ru - uapopmannonnoe arearctso PBK.

http://www.zhuK.ru craten sxyprana Ynpasnenne KoMIaHueii.

http://pravo.msk.rsnet.ru - odunManbHBIi WHTEPHET-NIOPTA]T NPABOBOH HH(OpPMALIUH.
[ocymapcTBeHHast cUCTEMa PaBOBOM HHPOPMAIIHH.

http://www.garant.ru/ - napopMaIOHHO-IIPaBOBOM mopTai «[ apaHTy.

http://www.consultant.ru/ - uadopmarnnonto-mnpaBoBoii moprain Koucyasrantlltoc.

Wutepuer-pecypcsl www.mchs.gov.ru - caitt MUC PO.

http://www.mvd.ru - caiir MB]J] PO.

http://www.mil.ru - caiit MuHOGOpOHBI.

http://www.fsb.ru - caiir ®CB PD.

http://www.dic.academic.ru - Axagemuk. Cj0Bapu 1 SHIIUKIIONCINH.

http://elibrary.ru - Hayunas snextponnas 6ubimmnoreka.

http://biblioclub.ru - bazosas komnekuus I5C «YHuBepcurerckas oudiaroreka onliney.

https://i-exam.ru/ - Exunblii mopTai HHTEPHET-TECTHPOBAaHUS B chepe 00pa3oBaHus.

9. TpeGoBaHus K MUHUMAJIbHOMY MATEPHAJIbHO-TEXHHYECKOMY 00ecleyeHn 10,
HEe00XO0UMOro /ISl OCylIecTBJIeHUsI 00pa30BaTeIbHOIO Mpolecca Mo JMCHUIIHHE

JUia  u3ydeHus JUCLUUIUIMHBI HCIOJIb3yeTCs Jito0as MyJIbTUMEIUNHAs —ayJUuTOpHs.
MynpTUMEIMiHAas ayJUTOpUS OCHAIIEHA COBPEMEHHBIMH CpPEICTBAMHU BOCIPOU3BEACHUS H
BU3yalM3aluy JI000M BHJEO U ayauo HHQPOpMalUu, IOJYyYEHUS U IEpeiayvd 3JIEKTPOHHBIX
JIOKYMEHTOB.

Tunosass KOMILIEKTAlMs MYJIbTUMEINUHON ayIUTOPUHU COCTOUT U3:

MYJIBTUMEAUNHOIO IIPOEKTOPA,

IIPOEKLIHOHHOTO DKPaHa,

aKyCTHUYECKOHN CHCTEMBI,

[IEPCOHAIIBHOI'O KOMITbIOTEPA (C TEXHUYECKUMU XapaKTEPUCTUKAMH HE HIKE: IPOLIECCOp HE
ke 1.6.GHz, oneparusnas namsite — 1 Gb, unrepdeticer moaxmouenus: USB, audio, VGA.

IIpenonaBaresb UMEET BO3MOKHOCTB JIETKO YIPABJISATH BCEH CUCTEMOM, YTO ITO3BOJISAET
HOPOBOJUTH JIEKIIMU, MPAKTHUUYECKUE 3aHATHs, MpPEe3eHTAalMK, BeOMHAphl, KOH(EPEHIUH U Ipyrue
BUJbl AayIUTOPHON Harpy3ku oOydaroomuxcsi B yIOOHOHM M JAOCTYNHON A HUX ¢opMme C
NPUMEHEHHEM COBPEMEHHBIX MHTEPAKTUBHBIX CPEJICTB OOyUEHUs, B TOM YHCJE C UCHOJIb30BAHUEM
B IIpolecce OOydyeHHUs BCeX KOPHOPATHUBHBIX pPecypcoB. MynbTHUMeIUNHAs ayIuTOpus TaKkKe
OCHAILICHA IIUPOKOIIOJIOCHBIM IOCTYIIOM B ceTb «HTEpHETY.

KomnerorepHoe 000pynoBaHHEM HMEET COOTBETCTBYIOLIEE JHUIEH3MOHHOE MPOrpaMMHOE
obecrieueHue.

Jliia mpoBeieHUs 3aHATHI JIEKLIMOHHOTO THIA MpeajaraloTcs Habopsl AEMOHCTPALMOHHOTO
000pyOBaHUS U y4eOHO-HAIIAIHBIX MOCOOMi, obecneunBarone TeMaTHYecKhe HIUTIOCTpAalty,
COOTBETCTBYIOIIHME paboyueil yueOHOM TporpaMMe JUCITUTIINH.

[TomemieHuss A CaMOCTOATENBHOW pabOThl OOYYAIOLIMXCS OCHAIEHbl KOMIBbIOTEPHOMH
TEXHUKOW C BO3MOXKHOCTBIO MOJKIIOUeHUs K ceTu «VHTepHeT» M obecriedeHbl JOCTYIIOM B
AIIEKTPOHHYIO HHPOPMALIMOHHO-00pa3oBaTenbHyto cpeny UHcTutryTa.

YyeOHo-MeTOnMYECKAsT JIUTEpaTypa JUIsl JaHHOW JWCUUIUIMHBI HMEETCS B HaJMYUU B
AIIEKTPOHHO-OMOIMOTEUHOM cucteme «YHuBepcurerckas Oubnumoreka ONLINE», noctym k
KOTOPOM MperocTaBiieH 00yJyaroummcs. DIeKTPOHHO-OUOIMOTeYHas cUcTeMa «YHUBEPCUTETCKas
6ubmoreka ONLINE» peanuzyer jeraibHOe XpaHEHHE, paclpOCTpaHEHHE U 3aIUTy HHU(POBOTO
KOHTEHTa y4eOHO-METOIUYECKON JINTEPATYPHI ISl BY30B C YCIOBHEM 00S3aTEIbHOTO COOJIOICHUS
AaBTOPCKMX W CMEXHBIX TpaB. OJEKTPOHHO-OMOIMOTEUHass cHucreMa «YHHMBEPCUTETCKas
o6ubmuoreka ONLINE» oOecrieunBaeT MMIMPOKHI 3aKOHHBIA JOCTym K HEOOXOIUMBIM  JUIS
00pa30oBaTeNbHOTO IpoIlecca U3JaHUSAM C HCIOJIb30BAaHUEM WHHOBALMOHHBIX TEXHOJIOTHHA U
cooTBeTcTBYeT BeceM Tpebosanusim ®I'OC BO.


http://www.rts.r/
http://www.rbc.rn/
http://www.zhuk.ru/
http://pravo.msk.rsnet.ru/
http://www.garant.ru/
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[Tpunoxenue 1
K paboueil mporpaMmMe JTUCIUIUTUHBI

«Jlenonpon3BoACTBO»

OLHEHOYHBLIE CPEJACTBA JIs1 TIPOBEJAEHUA BXOJHOTI O,
TEKYIIEI'O, PYBEXKHOI'O KOHTPOJISA U MIPOMEXYTOYHON
ATTECTAIMHU OBYYAIOIIUXCA ITO JUCHUII/IMHE U
METOAUYECKHUE MATEPHUAJIBI 10 EE OCBOEHHIO

AEJOITPOU3BOACTBO
(b1.B.O/1.11)
I1o HanpaBJIEHUIO TTOATOTOBKHU 38.03.02 Meneq:KMeHT
HanpaiieHHOCTh IpOTpamMMBbl MeHeaKMEeHT OpraHu3anumu
KBanudukaius (cTeneHs) BbIMyCKHUKA
(YpoBEeHb HaIpaBi€HUs MOATOTOBKH) O0akasnaBp
®opma 00yyeHus 0YHO-3204HAas

Kanuaunrpan
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6.1. OneHoO4YHbIE CPEACTBA MO UTOTaM OCBOCHHUS TUCUMILIHMHBI
6.1.1. Llesb OlleHOYHBIX CPEIACTB

Ilenb0  OLEHOYHBIX CPeACTB  SBISETCS  YCTAHOBJIEHHE  COOTBETCTBUSl  YPOBHS
MOJATOTOBJICHHOCTH O0OydJarollerocs Ha JaHHOM JTarne oOydeHus TpeOoBaHUSAM paboueit
OporpaMMbl 10 JUCHUIUIMHE «J[eNonmpou3BOACTBO W OpraHM3anus JOKYMEHTOOO0OpoTa B
OpTraHU3aIII».

OueHouyHble CpeACTBAa TIPEAHA3HAYCHBI Ui KOHTPOJSL M OIEHKH O0pa3oBaTeIbHBIX
JOCTHKEHUI 00y4aronuxcs, OCBOUBIIUX MPOTpaMMy y4eOHOW TUCHUILUIUHBI «/lenonpon3BoacTBO
U OpraHuzans JIOKYMEHTOOOOpOoTa B opraHusanumn». llepedeHb BHIIOB OLIEHOYHBIX CPEICTB
COOTBETCTBYET paboueil mporpaMme AUCHUTIIHHBL.

KommieKkT oneHOYHBIX CpeIcTB BKJIIOUAET KOHTPOJIbHBIE MaTEepHallbl JJIs IPOBEIECHUS BCEX
BUJIOB KOHTPOJISL B (hOopMe TECTOBBIX 3aJaHUil, YCTHOI'O OMpoca, JOKJIaga-lpe3eHTanuu, pedepara,
COOOIICHUS U IPOMEKYTOYHOM aTTeCTalluu B JOopMe BOIIPOCOB U 33JaHUN K 3a4ETy U IK3aMEHY.

CTpykTypa M cojep:kaHue 3aJaHuil — 3a7aHusi pa3paboTaHbl B COOTBETCTBHM C paboueit
IpPOrpaMMOMl  TUCHUIUIMHBI  «Jlelonpou3BOACTBO W OpraHM3anus JIOKyMEHTooOOpoTa B
OpTraHU3aIII.

6.1.2. O0beKTHI OLIECHUBAHNS — Pe3YJIbTATHI 0CBOCHUS THCHHUILINHBI

O0beKTOM OLEeHHBAHUS SIBIISICTCS BJAJCHHE HAaBBIKAMHU JOKYMEHTAJIBHOTO O(POPMIICHHS
pelIeHUi B YIPABICHUM OINEPALMOHHOM (IPOM3BOJACTBEHHOM) AEATEIIBHOCTH OpraHu3alui Ipu
BHE/IPCHUH TEXHOJOTHUYECKUX, MPOTYKTOBBIX HHHOBAIIUN MJIM OPraHU3aIIMOHHBIX N3MEHEHHH .

Pe3ysabTaTaMu 0CBOEHMS JUCLUIUINHBI SBISIFOTCS:
3nanue:

3.1 — HOpMaTHUBHO-METOANYECKYIO 0a3y 1eI0NpOU3BOJICTBRA;

3.2 — cocTaB peKBU3UTOB JOKYMEHTOB, TPEOOBaHUS K O()OPMIICHUIO PEKBU3HTOB JIOKyMEHTOB;
3.3 — tpebGoBaHus K OJaHKaM JJOKYMEHTOB;

3.4 — kmaccupUKaluIo JOKYMEHTOB;

3.5 — nmpaBmIIbHOE IpauecKOe COKPAIIEHUE B JOKYMEHTE;

3.6 — TeopeTHUECKUE aCTIEKTHl OPTaHU3AIOHHO-TIPABOBOM JIOKYMEHTAIINH;
3.7 — TeopeTHUECKUE aCIEKThl OPraHU3aMOHHO-PACIOPSAUTENBHON JOKYMEHTAIUY;
3.8 — TeopeTHUecKre acleKThl MH(POPMAIMOHHO-CIIPABOYHOM IOKYMEHTAIIUH;
3.9 — TeopeTHUECKUE aCIIEKThl BEICHUS J1€II0BON NEPEHCKH;

3.10 — TreopeTnyeckue acmeKkTsl KaJpoBOil TOKyMEHTALUH;

3.11 — opranu3zanuio 10KyMeHTO0000poTa;

3.12 — cxemy paboThI ANEKTPOHHOTO IOKYMEHTO000POTA.

Ymenne:

V.1 — npuUMeHSTh Ha MPAKTHKE MOJyYSHHbIE TEOPETUIECKHIE 3HAHUS;

VY.2 — ompenensats pa3HOBUIHOCTH JTOKYMEHTALIUU 10 HA0OpYy PEKBU3UTOB;
V.3 — cocTaBmsITh M OPOPMIISTH OPraHU3AIMOHHO-TIPABOBBIE TOKYMEHTHI;
VY.4 — cocTaBisATh U OQPOPMIISATH PacTIOPATUTEIbHbIE JOKYMEHTHI;

V.5 — coctaBnaTh U 0QOPMIIATH CIPABOYHO-UH(OPMAIIMOHHBIE TOKYMEHTHI;
V.6 — BecTH JI€I0BYIO MEPETIHCKY;

V.7 — cocTaBnaTh U 0QOPMIIATH KaJIpOBbIE JTOKYMEHTHI;

V-8 — opranu3oBbIBaTh JOKYyMEHTOOOOPOT C Ucnoib3oBanueM CI/I.
Baanenue:

B.1 — ciertudukoii opunanbHO-AEI0BOIO CTHIIS;

B.2 — kinmre, ciyammmMu OCHOBOM COCTaBJICHHUS JOKYMEHTAITUH;

B.3 — HaBbIKamMu cocTaBieHUs U O(OPMIICHUS JOKYMEHTOB,;

B-4 - TexHonorueii paboThl C TOKYMEHTAMHU.
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Tabmuua 1 - Tlepedens KomreTeHINH, POPMUPYEMBIX B IIPOLIECCE OCBOCHHS JUCHUIUIMHBI C YKa3aHUEM 3TaNoB UX (hOPMUPOBAHUS

Kontponupyemsie

I/IHZII/IKaTOp JOCTHXXCHHUSA KOMIICTCHIINA

HanmenoBanme TeMbl
JMCIUTIIAHEI

KOJI

Ko

MHaukaTop OCTHKEHUS
KOMIIETEHIIHHA

Bun KOHTPOJII 1 HAUMEHOBAHUE OLICHOYHOI' O

cpencrBa*®

TEKYIIMH

TEMaTHIEeCKUH

IIpomexxyTounast
aTTecTays

Tema 1. /. O61ME CBEAEHUS O
JIENIONPOU3BOJICTBE

YK-4.4

Bener nenoByto nepemnucky
Ha PYCCKOM SI3BIKE C YIETOM
0COOEHHOCTEN CTHIIMCTHKHU
OpUIMATLHBIX U
Heotbnumaanbe IIUCEM.

3.1 — HOpMaTHBHO-METOJMIECKYIO
0a3y JeIonpON3BOICTBA;

3.2 — coCTaB PEKBH3UTOB
JOKYMEHTOB, TPeOOBaHHSA K
0(OPMIICHHIO PEKBU3UTOB
JIOKyMEHTOB;

3.3 — TpeboBaHus K OJaHKAM
JIOKyMEHTOB;

3.4 — xnaccuduKanuo
JOKYMCHTOB;

3.5 — mpaBunpHOE Tpaduyeckoe
COKpAILCHHE B JOKYMEHTE;

B.1 — ciemmuduxoii odurmansHO-
JICTIOBOTO CTHJIS;

YO-1

I1-1
P-1
T-1

-1

Tema 2. n/n. CuCTEMHBIR
XapakTep JNeTIONPOU3BOJICTBA

YK-4.4

BezeT nenoByo Mepenucky
Ha PYCCKOM SI3BIKE C YUETOM
0COOEHHOCTEH CTHIINCTHKH
Oo(HIIHATEHBIX U
HEO(PUIIHATIBHBIX ITHCEM.

3.6 — TeopeTUUECKHe acIeKTh
OpraHU3aIOHHO-TIPAaBOBO
JIOKyMEHTaINH;

3.7 — TeopeTUIeCKHe acreKThI
OpraHU3aIMOHHO-
pacnopsiaAuTeIbHOU
JIOKyMEHTaINH;

3.8 — TeopeTuIeCcKre acreKThl
HHPOPMAIMOHHO-CIIPABOYHON
JIOKYMCHTAITHH;

3.10 — TeopeTHUYECKUE aCIEKThI
KaJIJpOBOM TOKYMEHTALIUH;

YO-2

P-2
T-2

3-1

V.1 — nNpuMeHATh Ha NPaKTUKE
MOJyYeHHBIE TEOPETHUECKHE
3HaHUS;

V.2 — ompenenstb
Pa3HOBHHOCTH IOKYMEHTAIMH 110
HabOpy PEeKBU3UTOB;

V¥.3 — cocTaBnaTh 1 0HOPMIATH
OpraHu3alOHHO-IPABOBbIE

3-1-3-29

I1-2

3-2
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JIOKyMEHTBI;

VY.4 — cocTaBnaTh 1 0OPMIIATH
pacnopsuTeNIbHBIE JTOKYMEHTHI;
V.5 — cocTaBisATh U 0POPMIIATH
CIpaBOYHO-MH(OPMALMOHHEIE
JIOKYMEHTBI;

V.7 — coctaBisATh U 0POPMIIATH
KaJIpOBBIE JIOKYMEHTBI;

B.2 — xnmmme, ciryxamumMu
OCHOBOW COCTaBIICHUS
JIOKyMEHTAIHH;

B.3 — HaBbIKaMu cOCTaBIEHUS U
odopmIIeHHS TIOKYMEHTOB;

YK-4.4 Bener nenmoByto nepenucky | 3.9 — TeopeTHYECKHE aCTIEKTHI YO-3 I1-3 -1
Ha PYCCKOM SI3BIKE C YYETOM | BEICHHS JCIOBOH MEPEIUCKHY; 3-30 — 3-40 -1 -2
ocobeHHOoCcTeH cTHIUCTUKY | Y.] — IpUMEHATh Ha NpaKTUKe
ouManbHBIX U MOJyYeHHBIE TEOPETHUECKHE
Heo(pHULUATBHBIX ITUCEM. 3HAHUS;
VY.2 — ompenenstob
Pa3HOBHIHOCTH TIOKYMEHTALMH 110
HabOpY PEKBU3HUTOB;
V.6 — BECTH JIeI0BYIO IIEPEIIUCKY;
B.3 — HaBbIKaMu coCTaBIEHUS U
odopmIteHHs IOKYMEHTOB.
Tema 3. n/m. XapakTepucTika YK-4.4 Bener nenmopyto nepenmcky | 3.11 — opranusarnmio YO-4 -4 -1
JIOKyMEHT0000pOTa Ha PYCCKOM SI3bIKE C yYETOM | JIOKYMEHTO00OpOTa; a-2
ocobeHHocTel ctiumuctuka | 3.12 — cxeMy paboTHI
ouIMaNBHBIX U AIIEKTPOHHOTO
HEO(DUIHATIBHBIX ITHCEM. JIOKyMEHTO000pOTa;

V-8 — opraHu3oBbIBaTH
JIOKYMEHTOO00O0POT C
ucnonb3oBanrem COJI.

B-5 - TexHosorueit paboTsl ¢
JOKYMEHTaMH.
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Tema 5. . [IpakTuueckue HaBbBIKU
JIETIONPON3BOICTBA

YK-4.4

Benet nenoByto nepemnucky
Ha PYCCKOM SI3BIKE C YUETOM
0COOEHHOCTEH CTUIUCTUKHI
Oo(pUIHATBEHBIX U
HEO(PUIIHATIBHBIX ITHCEM.

V.1 — OpuUMEHAThH Ha IPAKTUKE
MOJTy4CHHBIE TEOPETUUECKHE
3HAHUS;

V.2 — ompenensts
Pa3sHOBUAHOCTU AOKYMEHTALUU 110
HabOpY PEKBU3HUTOB;

V.3 — cocTaBisATh U 0POPMIIATH
OpraHU3aI[IOHHO-TIPAaBOBBIE
JIOKyMEHTBI;

VY.4 — cocTaBnaTh 1 0QOPMIIATH
pacnopsAuTeNbHBIE JTOKYMEHTHI;
VY.5 — cocTaBnaTh u 0HOPMIATH
CIPaBOYHO-MH(OPMALIMOHHEIC
JIOKyMEHTBI;

V.7 — coctaBisATh U 0GOPMIATH
KaJpOBBIC JOKYMEHTHI;

B.2 — e, coyxanmmu
OCHOBOH COCTaBJICHHUS
JIOKYMEHTAIIH;

B.3 — HaBbIKaMu cOCTaBIEHUS U
odopmiteHHs TOKYMEHTOB.

I13-1 - I13-

3-2

VK-4.4

Bener nenoByro nepenucky
HA PYCCKOM SI3BIKE C YUETOM
0COOEHHOCTEH CTHIINCTHKH
ouIMaNBHBIX U
Heotbnunaanmx IMUCCM.

VY.l — npuMeHsTh Ha IPAKTHKE
MOJTy4E€HHBIE TEOPETHUECKHUE
3HAHUS;

V.2 — ompenensThb
Pa3sHOBUIHOCTH JOKYMEHTAIUHU 110
HabOpY PEKBU3UTOB;

V.6 — BECTH JIeNIOBYIO IIEPEIIUCKY;
B.3 — HaBbIKaMu cOCTaBIEHUS U
odopmIreHHs IOKYMEHTOB.

I13-9 — I13-
10

3-2
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6.1.3. ®opMBbI KOHTPOJISI M OLIEHKHU Pe3yJbTATOB OCBOCHUS

KOHTpOnb ¥ OLIEHKA pe3yJIbTaTOB OCBOEHUS — 3TO BBIABICHUE, U3MEPECHHE U OLICHUBAHUE
3HaHUH, YMEHMH M YpPOBHSA BIAJACHUN (HOPMUPYIOIIMXCS KOMIIETCHIMH B paMKaX OCBOCHHS
JUCLHMIUIMHBL. B cooTBercTBHMM ¢ y4eOHBIM IUIAHOM UM pabodell mporpaMMol AMCHUIUIMHBI
IIpelyCMaTPUBAETCs TEKYLIUH, pyOeKHBIN U IPOMEKYTOUHBIH KOHTPOJIb PE3YJIHTaTOB OCBOCHMS.

6.1.4. Cucrema OleHMBAHUSI KOMILUIEKTA OLEHOYHBIX CPEICTB TEKYLIero KOHTPOJS H
MPOMEKYTOYHOM aTTeCTALMHU

Cucrema OLIEHMBAHUS KaXI0ro BHaa pabor omucaHa B IIOJI0OKEHHH O TEKYLIEM KOHTPOIIE
YCIIEBAEMOCTH U MTPOMEXYTOYHON aTTeCTalni 00yJarommMxcsi, yrBep:kaeHusM [Iprukasom pextopa
ot 19.09.2019 No 218 o/n.

6.2. [IpuMepHbIe OLleHOYHBbIE CPeICTBA /1JIsl IPOBe/IeHUs] TEKYIero KOHTPOJIS

IIpumepHbIe BONPOCHI YCTHOrO ONMpPOCAa /AJsi OLEHKH YPOBHSI C(OPMHPOBAHHOCTH
komnerennuu YK-4

Bonpocsl 1Jst yerHoro onpoca (YO-1):

Kakue 3Tarbl mpoIio pa3BUTHE OTEUECTBEHHOTO JIEJIONPOU3BOCTBA?

B yem 0coOeHHOCTH MPUKA3HOTO AETOMPOU3BOICTBA?

B yeM 0c00eHHOCTH KOJIIEKCKOI0 1€I0IPOU3BOJICTBA?

Ha3oBuTe OCHOBHBIE 3aKOHOJATEIbHBIC AKTHI, OMPEICISABIIME TOPSIOK COCTABICHUS U

odopmienus qokyMeHToB B yupexaeausx XVIII B.

B 1yem ocobeHHOCTH Opranu3anuu jaeiaonpousBoacTea B XI1X B.?

6. Kakumu nmyTsiMM LUIO peryjiupoBaHHE [EJIONPOM3BOJCTBA B IE€PBbIE TOABI COBETCKON

BJacTu?

Yewm 3anumancs Mucturyt texuuku ynpasiaenus (UTY) B obnactu aenonpousBoacTsa?

8. Tlouemy apXuWBHOE BEJOMCTBO OepeT Ha ce0s MHUIIMATUBY 10 METOJIMIECKOMY PYKOBOJICTBY
JIeNIOTIPOU3BOJICTBOM B CTpaHe?

9. B uem 3nauenne EI'C/]?

10. Korna nHaunnaercs paszpaborka 'OCT na OP/1?

11. Kakue 3akoHOAATEeNbHBIE aKThl TPEANUCHIBAIOT 00S3aTEIBHOCTh JIOKYMEHTHPOBAHUS
uHpopManuu?

12. Kakue TpeGoBaHUS K JOKYMEHTAaM M3JIOKEHBI B 3aKOHOIATEIILHBIX aKTaX?

13. Kakue Bonpochl paboThI ¢ JOKYMEHTaMH PEriJaMeHTUPYIOTCS 3aKOHOIATeIbHBIMU aKTaMu ?

14. Ha xoro BOB3JIOKEHO METOJUYECKOE PYKOBOJCTBO ITOCTAHOBKOM JIEIOMPOU3BOJICTBA B
cTpaHe?

15. KakoBo 3nHauenue ['CJJOY u 4T0 OHa periaMeHTHpYyeT?

16. Yro perinaMeHTHpYyeT TUIOBasi MHCTPYKIUS 110 JIEIONPOU3BOJCTBY?

17. Kakoe 3nauenne umeer [[OCT 7.0.97 — 2016? TpeboBanusi k 0hOPMIICHHIO JTOKYMEHTOB,
ero cojaepxanue?

18. [ly1s 9ero coCTaBIISAIOT EPEYHN JOKYMEHTOB C YKa3aHHEM CPOKOB XPaHEHHS?

19. Kakne HOpMaTHUBHO-METOIMYECKHE aKThl UCIOJIB3YIOT B paboTe ¢ JTOKyMEHTaMH KaJpOBbIE
CITYKOBI?

20. Kaxoii (hopmat Gymaru peKoMeH10BaH i1 OPOPMIICHUS CITY>KEOHBIX JJOKYMEHTOB?

21. Ha3oBUTE OCHOBHBIC BU/IBI OJTAHKOB, IPUMEHSEMBIC B YIPEIKICHHSIX .

22. Ilepeuncnure peKBU3UTHI, BXOJAAIINE B COCTaB OJaHKa /Ul MHChMA.

23. Yem oTimnuaercs oOuii OlaHK OT OJIaHKa IS MUchbMa?

24. Kakue TpeOoBaHMSA NPEABABIAIOTCS K O(OPMIIEHUIO PEKBU3UTA «HAaUMEHOBAHHE
OpTaHH3AIII»?

o hrowbdE

~



25.
26.
217.

28.
29.
30.
31.
32.
33.
34.
35.
36.
37.
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Yro BXOIUT B COCTaB PEKBU3UTA «CIPABOYHBIE JaHHBIE 00 OpraHu3anumn»?

KaxoBbl IOpsA0K 1aTUPOBaHUs JOKYMEHTA U BUJIbI JaT?

KakoBbl COCTaBHBIE YaCTH PETUCTPALMOHHOIO HOMEpPAa JOKYMEHTa M IOPSNOK €ro
IpOCTaBJICHUA?

KaxoB nopsinok agpecoBaHus 10KyMeHTa?

Kakue TpeGoBaHMs NPEIbIBIAIOTCS K PE30IOLNH, KAKOB MOPSAA0K €€ 0popMIIeHHs?
Kakue TpeGoBaHMs NPEbSIBIAIOTCS K 3aT0JIOBKY?

KakoB nopsiiox ohopmiteHus! MPHIIOKEHUH K JOKYMEHTY?

Kak opopmiisercs cornacoBanue 10KyMeHTa?

KaxoB nopsiiok npocTaBieHus Ha JOKYMEHTax nevarei?

B yeM 0coOeHHOCTB SI3bIKA U CTUJIS CIY)KEOHBIX TOKYMEHTOB?

Kakoe 3Hauenne nmeer 3Hanue opdopraduu npu CO3JaHUU CITY>KEOHBIX JOKYMEHTOB?
KakoB Nops10K MCII0JIb30BaHMsI COKPAIIEHUH B CIyKEOHBIX TOKYMEHTaX?

KaxoB nopsiiok CKJIOHEHUS CIIOKHBIX COCTaBHBIX CJIOB M UUCIUTEIbHBIX?

Bonpocsl st yerHoro onpoca (YO-2):

BOoo~NoOR~WNE

11.
12.

13.
14.
15.
16.

0.

HazoBuTe Buabl OpraHu3allMOHHBIX JOKYMEHTOB.

VYkaxure 0cOOEHHOCTH COCTaBJIEHUS U 0(OPMIICHHS OPraHU3allMOHHBIX JTOKYMEHTOB.
Kakoii coctaB 00s13aTeIbHBIX PEKBU3UTOB OPraHU3a[MOHHBIX JOKYMEHTOB?

Ha3zoBute Buabl pacniopsIuTeabHbIX JOKYMEHTOB.

VYkaxure 0COOCHHOCTH COCTaBJICHUS 1 O(OPMIICHHSI PACTIOPSIUTEIbHBIX JOKYMEHTOB.
B yem ocobeHHOCTH cocTaBieHus U 0(OPMIIEHUS IPOTOKOA?

B 1yem ocobeHHOCTH cocTaBiIeHUs U 0)OPMIICHUS aKTa?

B yeMm oTanuue nocraHoBiIE€HUs OT pereHus ?

Hazowute Buibl HHOOPMAIIOHHO-CIIPABOYHBIX JOKYMEHTOB.

VYkaxure 0COOEHHOCTH COCTaBJIEHUS U 0OpMIIeHHsI HH(OPMALIMOHHO-CIIPAaBOYHbIX
JIOKYMEHTOB.

Kakue Tpe6oBaHMs NPebIBIAIOTCA K COCTABICHUIO U OPOPMIICHHUIO JOKJIAIHBIX 3aIMCOK?
Kakwue TpeOoBaHMs MPEIBBIAIOTCSA K COCTABICHUIO H OPOPMIICHHIO OOBSCHUTEIbHBIX
3aMucoK?

Kaxkue TpeboBanus TPeabsBISIOTCS K COCTABICHUIO U 0()OPMIICHHIO CITPaBOK?
HazoBuTe BBl JOKYMEHTOB I10 JINYHOMY COCTABY.

VYkaxxute 0cOOEHHOCTH COCTaBIEHUS U 0()OPMIIEHHS TOKYMEHTOB 10 IUYHOMY COCTaBY.
B uem oTiMumne npukasza no JMYHOMY COCTaBY OT IIPHUKa3a [0 OCHOBHOM AEATEIbHOCTH?

Bomnpocel st yerHoro onpoca (YO-4):

NS

oo

8.

9.

10.
11.
12.

Urto nmoHnMaeTcs moj; 00beMOM JJOKYMEHTO000pOoTa?

YTo BXOJIUT B MOHATHE TIOKYMEHTOOOOpOTa?

Uro BiMsIET HAa OPraHU3AlMIO IBUKEHUS TOKYMEHTOB?

Kakue opraHm3alMOHHO-IIPaBOBbIE JOKYMEHTBHI  ONPEAEISIOT  TMOPSAIOK  JBMXKEHUS
JIOKYMEHTOB B YUPEKICHUN ?

KakoBbI OCHOBHBIE NpaBHJIa OpraHU3aluy JOKYMEHT0000poTa?

Kakne OCHOBHBIE TOTOKM JOKYMEHTOB MOXXHO BBIJEIIUTH B OpPraHM3AlMUd M B YeM HUX
0COOEHHOCTB?

Kakue TtpeboBaHUs TPEOBSABISIOTCS K OpPraHM3allud NpHeMa W TepBUYHOW 00paboTKu
JIOKYMEHTOB?

HazoBute 3Tansl paboThl HCMIONHUTENS ¢ JOKyMeHTOM. Kakue TpeGoBaHUs MpebsBISIOTCS
K 00paboTKe UCXOMAIINX TOKYMEHTOB?

KakoBbl mpaBuia 00pabOTKH HCXOASIINX JOKYMEHTOB?

Yro 1omKHBI 0O6ecnieunBaTh KOMIbIOTEpHBIE TexHOJI0rHu JIOY?

JlaiiTe XapakTepHCTUKY ITpobiieMaM Mepexoia Ha 3JIeKTPOHHbIN JOKYMEHTOOO0O0POT.
[IpoBenuTe COMOCTAaBUTENBHBIM  aHAIM3 OTEYECTBEHHBIX CHUCTEM  aBTOMAaTHU3alUU
JIeNTOTIPOU3BOICTBA U 3JIEKTPOHHOTO JJOKYMEHTO000POTAa.
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I[IpumepHBIe BONPOCHI YCHIHO20 Onpoca I OUEHKH YPOBHS C()OPMHPOBAHHOCTH YaCTH
komuerennuu YK-4

Bonpocsl st yerHoro omnpoca (YO-3):

1. Yro Takoe nenoBOE MUCHMO?
KakoBa poJib 1eJ10BO# MEepEnrcKy B ICIONPOU3BO/ICTBE OpraHu3aIin’?
Kakne BU/AbI ACJIOBBIX ITHCEM BbI 3Haere?
KakoBa cTpykTypa hopMyIisipa U cOCTaB PEKBH3UTOB JICJIOBOTO MHChMa?
Kak opopmuts ciry>kebHO€ mucbmMo?
KakoBbl TpeOoBaHus K 0)OPMIICHHIO KOHBEPTOB?

SER

3agaun  (mMpakTH4YecKkWe 3aJaHUsA) JA OUEHKHM YPOBHA C(HOPMHUPOBAHHOCTH
komnerenuun YK-4

3amaua 1. (3-1)

CocraBbTe NPOTOKOJI 3acelaHus WHBEHTapU3alMOHHOW KOMHCCHM 3aBOJa Ta30BOH
anmnaparypsbl, Ha KOTOPOM pacCMaTpUBAJICS BONPOC O pe3yJibTaTaX MHBEHTapU3aluu 1o ckiagy Ne 2
BCIIOMOTaTeNbHbIX MaTepuasioB. Ha 3acenanuu ObUIO NMPHUHSITO MOCTAHOBJICHHE 00 YTBEPXKIECHUU
pe3y/bTaTOB MHBEHTapU3allud U OTHECEHUS 3a CYET 3aBEAYIOLIEro CKJIaJ0M HEA0CTauu
BCIIOMOTaTeNbHBIX MaTepuajgoB B cymMMme 365 Tbhic. py0., a TakKe 3aYUTaHbl CIWYUTEIbHAS
BEJIOMOCTb 10 cKJaay Ne2 u oObsICHUTENbHAS 3aMlMCKA 3aBEAYIOLIEro ckianioM. OcraibHble JaHHbIE
OIIpEIeNIUTE 110 CBOEMY YCMOTPEHHUIO.

3anaua 2. (3-2)

CocraBbTe CHpaBKy O BEJIMYMHE cpelHell 3apaOOTHOHM IuaTel 3a roj JUlsl MOJy4YeHHs
KOMITCHCAIIMH Ha OIUIATY XUibsi. OCTalIbHBIC JaHHBIE YKAKHUTE CAMOCTOSTEIBHO.

3anauya 3. (3-3)

CocTtaBpTe MONHBIA MPOTOKON 0Owero coOpaHus pabouyux MPOU3BOIACTBEHHOI'O
koornepatuBa «Ilyck», Ha KOTOPOM 00CY>AaJCsi BOIPOC O CO3JaHUM MPOU3BOJCTBA CTPOUTEIBHBIX
MaTepuajoB JUIsl CTPOMTENbCTBA KMWIbIX J0oMOB. Ha coOpanum Obuta 3acimymiaHa uHopManus
npejcenaTtenas O BO3MOXHOCTH CO3/IaHUSl TAaKOro Iexa M mnepcnekTuBax ero pabotsl. Ilocie
oOcyxJeHusi ObLJIO MPHUHATO pElIeHHE MOPYYUTh IMpeACeNaTeNlio U €ro 3aMEecTHTENI0 IO
CTPOUTENIBCTBY B TeUEHUE 6 MECALEB pa3BEPHYTh pabOTY M BBIIEIUTH AJIS 3TUX Lenel 31 MiH. pyo.

3anaua 4. (3-4)

CocraBbTe npuka3 00 ocBoO0k1eHNH Bac oT paboTel B OO0 «3Be31a» B CBS3U C MEpee31oM
Ha HOBOE MECTOXXKUTEIBCTBO.

3agaua 5. (3-5)

CocTaBpTe KpaTKuUi MPOTOKOJ MPOWU3BOJCTBEHHOTO COBEUIaHMS pPaOOTHUKOB OTJeNa
CTpAaTeTMYECKOro IUIAHUPOBAHMS, Ha KOTOPOM OB PAacCMOTPEH BOIPOC O JIOCPOUYHOM
paspabotke 1utana pasputus npennpustas Ha 2019 rox. Ilocie oOCyKaeHHUS MPOU3BOICTBEHHOE
COBEIIaHNE MPUHAJIO pelleHre pa3padoTaTh IUIaH Ha JECITh JIHEH paHbIlle YCTaHOBIEHHOTO CPOKa.
OcTaJbHble JaHHBIE YKAXKUTE CAMOCTOSITENIBHO.

3anaua 6. (3-6)

CocraBpTe mpuKa3pl: a) O mpuemMe Ha pabory Oyxrantepom HMBanoBy A.A.; 6) 00
YBOJBHEHUHU TE€PEeBOJOM B Jpyryio opranuzanuio [lerpoBy B.P. Hepoctaromme pexBU3NTHI
YKa)XHUTE CAMOCTOSITENIBHO.

3amgaua 7. (3-7)

CocraBbTe AokiIanHyrto 3anucky Oyxrantepa Tumommuoit W.II. rnaBHomMy Oyxrantepy
00O «Pybun» badbuuey H.II. ot 15.03.19 r. o BeImomHEHUHU NMpHKa3a qupekropa Gpupmsl Ne92 ot
12.01.19 r. «O cocTostHMM OYyXTaJTepCKOro ydeTa Ha CTPOUTENbCTBE 0a3bl oThbIxa Ha Kypckoii
Koce». B mpukasze ObuM yKa3zaHbl KOHKPETHBIE CPOKH JIMKBHIAIIMHA HEJOCTATKOB, 0OHAPYKEHHBIX B
suBape 2019 roma. B moknanHoi 3amucke J0JKHO OBITh OTMEYEHO BBIIOJHEHHE BCEX MYHKTOB
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IPUKa3a, 3a UCKIIOUYEHHEM ITYHKTOB 00 OpraHM3alliy PAaBHOMEPHON €KEIHEBHOW cllaun pabounMu
HapsAnoB Oyxranrepy. BeiaBneno, uro 25 ¢espans 2019 roga Obuto cmano toibko 35,2% Bcex
HapsanoB. OcranbHble Hapsaabl caanbl 1 mapra. Ilo rpaduky cpok caauum mocieiHUX HapsloB 3a
IIPOLIBIM MeCsI] YCTaHOBJIEH IEPBOIO YHCIA Cleayrolero Mecana. OcTanbHble JAHHBIE YKAKUTE
CaMOCTOSITENIBHO.

3agaua 8. (3-8)

CocraBbTe XapaKTEpUCTUKY-PEKOMEHIALNIO Ha pabOTHHMKA Balero NPEANPUATHS UL
nocrymiieHus ero B acnupantypy PI'AOYBO «b®VY um. U. Kanray.

3agaua 9. (3-9)

CocraBbTe JNOKIATHYIO 3alMCKy TJIABHOTO OyXrairepa JUpPEKTopy 00 UTOrax paboThl MO
LEHTpaJIM3alil pacyeToB ¢ pabouuMHM U CiyXalluMu 3aBoja. LleHTpanusauus pacyeroB Jaia
BO3MOXKHOCTh MEPEBECTH Ha JAPYryl0 padoOTy HATh OyXraJlTepoB LEXOB, YMEHBUIMTH OUIMOKU B
pacuerax ¢ paOOYMMH M CIYXKALIMMH, YCWIMTh KOHTPOJb PacxojoBaHHs (HOHIOB 3apabOOTHOM
wiatel. B 3akmioyeHne HEOOXOAMMO IMOCTAaBUTh BOMPOC O TMPEMHPOBAHUU PAOOTHHUKOB
Oyxrantepuu, oOecleYMBaOLIUX Iepexol Ha HEeHTPAIN30BaHHbIM pacdyeT 3apaOOTHOMN IJIaThI 110
3aBoly. OcTasIbHbIE ITaHHBIE YKAXXHUTE CAMOCTOSTENbHO.

3amaua 10. (3-10)

Hanumuire 3asBieHwe o mpueMe Bac Ha pPabOTy CHENHAINCTOM B aJMHHHCTPALIUIO
ropozckoro okpyra «I"opox Kaaununrpamy.

3amaua 11. (3-11)

CocrtaBbTe JOKJIAJHYIO 3alIUCKy CeKpeTaps-pedepeHTa PYKOBOIUTEIIO MPEANpPHUITUS 00
yrepe paborHukoMm PpiomabiM C.M. muchma-3zampoca, MOCTYNUBIIETO B aapec MPEANPHITHS TPH
Mecslia Ha3al.

3amaua 12. (3-12)

Hanumure 3asBiaeHne 0 MpeJOCTaBICHUU BaM aIMUHUCTPATUBHOTO OTIYCKA IO CEMEHHBIM
oOctositenbecTBaM. OCTaabHBIE PEKBU3HUTHI YKAKUTE CAMOCTOSATENIBHO.

3amaual3. (3-13)

CocraBpre u odopmure tenerpaMmmy OOO «Cmaimy KaIMHUHTPAICKOMY HPEATPUSITHIO
00O «Kpuctamn» o MoJHOM OTKa3e OT OIUIAThl 3@ MOCTYMUBIIYIO MPOIYKIIMIO B CBSI3U C TE€M, YTO
3Ta MPOJYyKIUs He Oblia 3aka3aHa. OcTalbHbIE PEKBU3UTHI YKOXKUTE CAMOCTOSITENIBHO.

3anaua 14. (3-14)

Hanumwure aBroOuorpaduio, HeoOXoaumyro s OQOpMIIEHMS JOKYMEHTOB IpHU
HOCTYIUIEHUHU Ha paloTy.

3anauva 15. (3-15)

CocrtaBbTe JOKJIAJHYIO 3allMCKY HadyalbHHUKA OTJeNa PYKOBOJIUTEIIO MPEANPHUATUS O QaKTe
HEBBITIOJTHEHNUS PACIIOPSHKEHHUST O MOHTake OOOpyIOBaHMS Ha ydYacTKe IO NMPHYUHE CIaboro
KOHTPOJISI CO CTOPOHBI IJTABHOTO MEXaHUKA.

3anauva 16. (3-16)

Odopmurte 3anCh B TPYI0BOM KHUXKKE 00 YBOJIBHEHUH Bac: a) 0 COOCTBEHHOMY JKEJIaHMUIO;
0) B CBSI3U C JIMKBHJALMEN NPEINPUITHS; B) B CBA3M C HECOOTBETCTBUEM BBINOJIHAEMON pabOThHI
IpeIbBISEMbIM TPEOOBaHUAM, BCIEICTBUE HEIOCTATOYHOW KBaIM(UKALUU.

3anava 17. (3-17)

CoctaBbTe JOKIQJHYIO 3aMUCKy O MPUYMHAX HECBOEBPEMEHHOI'O IPE/ICTaBICHUS
UHPOpPMAIMM O  BHINOJHEHWH TIpuKaza  aupekrtopa. OcTalbHbIE  PEKBU3UTHl YKAKUTE
CaMOCTOSITENBHO.

3anava 18. (3-18)
CocraBbTe MPOEKT KOHTPAKTA MO HAMY, OIUIaTe U YBOJbHEHUH Bac. OCTaIbHbBIE PEKBU3HUTHI

YKaKHTE CAMOCTOSATEIBHO.
3anava 19. (3-19)
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CocraBbTe NOKJIQAHYIO 3alMCKYy I[JIABHOTO OyXraiarepa PYKOBOIUTENIO NPEANpPHUITUS O
HEOOXOIMMOCTH IIEHTPAIM3AIMH PACYETOB C paOOTHUKAMHU MPeInpUaTus. B 00s3aHHOCTH y4eTHBIX
paOOTHUKOB 1LIEXOB JOJDKHO BXOAWUThH JIMIIb O(OpPMIIEHHE MEPBUYHBIX JTOKYMEHTOB IO Y4eTy
BbIpabOTKH. B 1oKimanHOoN 3amucke HEOOXOOUMO MOAATh NPEIIOKEHHE O IMEePEecMOTPE HITATOB
OTYETHBIX paOOTHHUKOB B LI€Xax U IJaBHOM OyXraiaTepuu U3 pacuera OOLIero COKpallleHHs LITaTOB
He MeHee yeM Ha 20%.

3amaua 20. (3-20)

CocraBbTe MpHKa3 0 NEPeBoOJIe Ha PadOTy BHYTPU OpPraHU3aIHH.

3anaua 21. (3-21)

Owiman OO0 «Pocroccrpax-Kanuuunarpan» umeer crpaxoBoil oraen B I. CoBeTcke.
HauansHuk storo ornena C.W. VBaHoBa u3pana npukas o Ha3HAYCHUHM MHCHEKIMOHHOW TPYIIIbI
JUIS TIPOBEICHUSI CBEPKU JAHHBIX OYyXTraJTepCKOro M ONEPAalMOHHOTO ydeTa 3a MEpPBbI KBapTal
Tekymero roga. Cepka mnpoBoaurcss B coorBeTcTBUM ¢ mucbMoM OOO «Pocroccrpax-
Kamuaunarpag» Ne 09-07/8 or 19 ampens tekymero roga «O TpOBEACHHH MHJIOTHOH CBEPKHU
JAHHBIX OyXTaJTepCKOro M ONEPallMOHHOrO y4eTa 3a HNEepBbIi KBapTad», B COCTaB MHCIEKIIMOHHON
rpymIbl BKIoYeHs! Oyxranrep Muxanesa JI.JI. u onepaunonuct Ilonsixoa T.B.

3agaua 22. (3-22)

B cocraB AO «Toproseiii nom "Mepkypuii"» BxoauT MarasuH «TpukoTax», pacxonbl Ha
CoJiepKaHUe KOTOpPOro IMPEBBILIAIOT J0XOA OT €ro JesTenbHocTH. I'eHepanbHblil aupextop AO
NOJANUCAN MPHUKA3 O JUKBUJAAMM MarazuHa «Tpuxoraxk». Mara3uH JUMKBUIUPYETCS B CBSI3U C
HEpEeHTA0eIIbHOCTBIO U B LEISIX COKpalleHus pacxoioB. IIpuka3oM JIMKBUAMPOBAH MarasuH;
CO3/1aHA JIMKBUIALMOHHAsE KOMHMCCHSI, COCTOAIAs U3 3aMECTUTENs reHepajabHoro aupexkropa 3A0
«Toproselii 1om "Mepkypuit"» (mpeacenarenb KOMUCCUM), AUpeKTopa MmarazuHa «TpukoTax» u
HayaJbHUKAa 3KOHOMHYeckoro oraena AQ; gaHbl MOPY4YEHUs NPEICENATENI0 JUKBUIAMOHHON
KOMHCCUM [0 CpPOKY IpPEACTaBICHUS aKTa JIMKBUJALMOHHOW KOMMCCUHM, 3aMECTHUTEINIO
FEHEPAIbHOIO JUPEKTOpa 10 HKOHOMHUKE [0 BHECEHUIO NPEUIOKEHUH O JalibHEHIIeM
UCIOJIb30BaHUU OcBOOOXKatomerocss nomeuienus. Ilpuka3 cienyer odopmMuth Ha OjaHKe C
IIPOJOJIBHBIM PACIIONOKEHUEM PEKBU3UTOB, OCTAJIbHBIE JAHHbIE YKAKUTE CAMOCTOATEIBHO.

3agaua 23. (3-23)

CocraBbTe U odopMuTe mnpukas o0 urorax paborsl ¢ JokymeHTamu B OOO «Mup» B
npolueameM rogy. B koHcTaTupyromeid yacTu yKakuTe Ha UTOTM aHaju3a, BBIABUBIIME HHU3KYIO
TpeOOBaTENIbHOCTh PYKOBOAMTENECH MoOJpa3fesieHuii K KayecTBY IOATOTOBKM JOKYMEHTOB U
KOHTPOJIIO 3a HX HCIOJHEHUuEM. B pacnopsaurenbHOW YacTH MOPYYUTE PYKOBOIUTEISIM
NoJipa3/ielIieHui yCUIIUTh TpeOOBATEIbHOCTh K Ka4eCTBY pabOThI C IOKYMEHTaMH, a PyKOBOJIUTENIO
ornena JIOY pazpaboraTb Mepbl MO YIy4LIEHHIO 3TOH paboThl. OcTanbHblE JaHHBIE YKaKUTeE
CaMOCTOSITENIbHO.

3anaua 24. (3-24)

CocraBpte u odopmute mnpukaz no OOO «3amag» 00 HUCMOIB30BAHUH OTXOJIOB
nwioMarepuanoB. B koHcTaTupyromied uYacTM YKaXHUTe, 4YTO IpH IpoBepke padoThl CKiaja
NUJIOMAaTepUaIoB ObUIM BBIABIEHBl (aKThl OTIYCKAa B KOTEIBHYIO JMJI CXKUTAHHUS OTXOJOB
nwioMarepuanoB JuiMHOW cBbime 20 cM. B pacnopsauTenbHOM YacTH clieayeT 00s3aTh
3apenyromero ckiagom UM.C.UymakoBa opraHu3oBath paboTy 1O pealu3alud OTXOJ0B
NUIOMATEPHUAIOB YacTHBIM JIMIIAM, a YKOHOMHYECKHH OTHEN — MPOBECTH pacdyeT CTOMMOCTH
OTITYCKae€MBbIX YaCTHBIM JIUIIaM MaTeprasioB. OcTaabHbIe JaHHbIE YKAKUTE CAMOCTOSTEIBHO.

3anaua 25. (3-25)

CocraBpre u odopmure mnpukaz mo OO0 «Komera» 00 obecniedeHUH MOXKAPHOU
0€30MaCHOCTH M YCWJIEHHMH OXpPaHbl MpEeAnpuatus. B KoHcTaTtupyromeld 4yacTu COLUIMTECh Ha
OMACHOCTh TEPPOPUCTUYECKUX AKTOB M YKaXHUTE Lelb obOecriedyeHus 0e30MacHOCTH JIoaed u
COXpaHEHHe MMyllecTBa. B pacnopsauTenbHOM uacTH cienyeT o0s3aTh HayallbHUKA OTJElNa
oxpanbl K.JI.KomkuHa ycUINTh NpOMYCKHON PEXXUM M OpraHU30BaTh KPYIJIOCYTOYHOE JIEKYPCTBO
Ha cxiage Ne 1; komenmantra 3ganuss B.I'.Kyduma — mpoBepuTh COCTOSHHME CHTHaIU3alMHM H
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3JIEKTPONPOBOIKH, a HaYallbHUKA aAMUHKCTpaTuBHOrO otAena O.I'. banHoBa — nmepeBecTy B cKial
Ne 1 Bocmamensitoruecs Bemiecta. OCcTanbHble JaHHBIE YKa)KUTE CAMOCTOSITENIBHO.

3anaua 26. (3-26)

23 — 31 mapta Tekymero rona B KanuauHrpane npoxoasit GUHAIbHBIE COPEBHOBAHUS IOHBIX
XOKKEHCTOB Kiy0a «3omnortas maiiba» nmenu A.B.Tapacosa. [ToarotoBsTe nocranosiienue [ naBsl
ropozckoro okpyra «l'opox Kamunurpan» A.H. CunanoBa 00 obecrieueHnu GecrjiaTHOTO mpoesaa
IIKOJIbHUKOB B JIHU COpeBHOBaHUU. B KoHCTatupymomeld 4YacTH HEOOXOIMMO yKa3aTh Lelu
pa3BUTHS JETCKOTO criopTa B cyobekrax P®d, a Taxke cociarbes Ha YCTaB TOPOACKOro okpyra. B
pacniopsinutensHol yactu naercs nopydenne MKII «Kamuaunarpaa-I'opTpance» nmo obecrnieueHuro
OecrIaTHOro Ipoe3ja OpraHM30BaHHBIX I'PYMN JETEW B COINPOBOXKIEHUU B3POCIBIX B TOPOJCKOM
OOLIECTBEHHOM TPAHCIOPTE B MEPHUOJ IMPOBEIEHUS copeBHOBaHMN. KOHTpoONb 3a HCIOIHEHUEM
IIOCTAHOBJIEHUSI BO3JIaraeTCsl Ha MEPBOT0O 3aMECTUTENS T1aBbl agMuHucTpauuu FO.A.@endiosa.

3anaua 27. (3-27)

CocraBere 1 odopmure mpukaz no OOO «BecrtJlaitn» o npueme Kynemooit Hunbl
CepreeBHbl Ha TOCTOSIHHYIO pabOTy KOHIYKTOPOM MapuipyTHoro aBToOyca. Pa3mep oxnana
cocraBisier 21 Theic. py0. OcHOBaHWMEM Uil W3JaHUS TPUKa3a TOCIYKWIH 3asBICHUE
H.C.Kynemoso#i u TpynoBoii qorosop Ne 28.

3anaua 28. (3-28)

CoctaBpte u odopmute mpukaz no OOO «tOr» o0 yBOIBbHEHUH IO COOCTBEHHOMY
xenanuto Oyxranrepa Kucenea J{mutpust CepreeBuua B CBA3M C BBIXOJOM Ha IeHcuio. Ha
MPHUKa3e UMEIOTCS BU3HI II1aBHOTO OyXTranTepa u HadanbHUKa oTaena kaapos O0O0.

3anaua 29. (3-29)

CoctaBpTe U 0GOpMHUTE JOKJIATHYIO 3allUCKy B COOTBETCTBUU C CHUTYyallHeil: B
KanuHUHTpaZICKOM MHCTHTYTE TIOBBIICHHUS KBATU(PHUKAMH yYUTEICH CO3/aHbl IOCTOSHHO
JEHCTBYIONIME KypChl MOATOTOBKH JioronenoB. Kypcel paboTanu Ha MpUHIUIIE CAMOOKYIIAEMOCTH,
OJIHAKO B TEKylleM Y4eOHOM TOJy /s MPOJOJDKEHUS UX JAESITEIbHOCTH HEO0XO0AUMO
nononHuTenbHoe ¢uHaHcupoBanue. Jupekrop wunctutyta C.P. IlokanseBa oOpatuinach K
muHHCTpY oOpazoBanus KO C.C.TpyceHneBoil ¢ mpocb00i BBIIEINUTH TPUCTA THICAY PYONeH uis
MOKBapTaJIbHOTO (PMHAHCUPOBAHUS JIEATEILHOCTH KypCOB B TeKyIllleM yueOHoM roxay. JlokinaaHas
3anrcka Obljla cocTaBieHa 25 aBrycTa MpoIIeANero roja, 3aperucrpruponana 3a Ne 33 U B TOT ke
JIeHb OTTIpaByieHa B MuHHcTepcTBO 00pa3oBanust KanuHuHrpaackoit odnacrtu.

3agaun (NIpaKTH4YecKHe 3aJaHusl) NAJsi OLEHKH YPOBHS CHOPMHMPOBAHHOCTH 4YaCTH
komnerennun YIIK-4

3amauya 30. (3-31)

CocraBpTe WH(POpPMAIMOHHOE MHUCHMO O TPOJAKE YACTHBIM M TOCYIapPCTBEHHBIM
NPEANPUITHIM TEPCOHAIBHBIX KOMIIBIOTEPOB MO JOTOBOPHOM CTOMMOCTH U O BO3MOXXHOCTH
MIPUHUMATH 3aKa3bl HA COCTABJICHHUE IMPOTPAMM.

3anauva 31. (3-31)

CocraBpTe rapantuitHoe mnucekMo OO0 «Qkogom» OOO «IIporpecc» 00 okazaHUU
TEXHUUYECKON MOMOIIM B pa3paboTke padouux ueprexkedl HacocHou craHiuu. OO0 «DOxomom»
MIPOCHT MPOU3BECTH 3Ty pabOTy HEMOCPEACTBEHHO Ha IUIOIIAJIKE.

3anaua 32. (3-32)

CocraBpre mucbMo-mipocb0y OO0 «BAJITIITULEITPOM» B IlpaButenscTBo 00gacTé O
BBIJICTICHUH CPEACTB M3 00JacTHOro Oro/pkera B cymMMe 15 muH. py0. M0 Havana peanu3aiud
MOJIOTHSIKA-TITHIIBI HACETICHUTO.

3amaua 33. (3-33)

CocraBpre muchbMO-ipock0y OOO «Mebenprpan» B MUHHUCTEPCTBO 3KOHOMHYECKOTO
pa3BUTHS, TPOMBIIUICHHOCTH W TOProBiy KanmuHUHTpaackoi 00JacTh O BBIJECICHUH JIMIICH3UH Ha
noctaBky B Kurait 4000 T MeTtanna B CBSI3U C 3aKIIOYCHHEM KOHTpPaKTa C OOBEIUHEHUEM I10
MEXIYHAPOJAHOMY COTPYJAHHYECTBY HA CTPOUTEIBCTBO JICBATHUATAKHOTO OOIICKUTHS B
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Kanununrpane. CoryiacHO KOHTpPakTy OIUIaTa BBIMOJHEHHBIX paboT OyneT NpOu3BOAMTHCS
POCCHIICKMMHU PYOJISIMH U MaTepHaIaMHU.

3anaua 34. (3-34)

CocraBbTe MUCHMO-OTBET MPOU3BOJICTBEHHOTO 00beanHeHus «KannmHuHrpaarazuduxamnms
qupexkTopy Xumdapm3aBoia U HadalbHUKY ylpasieHus «KaluHuUHrpajaroprasz» o exeMecsqHon
noctaBke XumbapmszaBoay 64 T CKIKEHHOTO Tra3a B TeueHue 2019 rona. Ykazanabiii 00beM yuTeH
B pazHapszke. [locTaBka OyneT ocymiecTBiIsTbCs yepe3 ynpasieHue «KaamuHuHrpaaroprasy.

3agaua 35. (3-35)

CocraBbTe COBMECTHOE MUCbMO-OTBET MunucrepcTBa 3JIpaBOOXPAaHEHUS
Kanununrpanackoit o6mactu 1 Munucrepcra ¢punanco KanmuHuHrpaackoi 061acTu 0 BBIICICHUH
JIONIOJIHUTEIBHBIX ACCUTHOBAHUH W3 00JACTHOro OO/pKeTa Ha OKa3aHWE MEIMLMHCKOW MOMOIIU
KHUTEJSIM 00J1acTH.

3anaua 36. (3-36)

Cocrasbte nucbmo-npuriamenrue OO0 «IKCIOLUEHTP», ¢ MPEAI0KEHUEM IPUHSTH y4acTUe
B POCCHIMCKOHN BBICTaBKE Ha MEXIYHApPOJIHON MekoTpacieBoi sipmapke B r. I'manbck (Ilombima),
KoTopasi Oyzaer npoxoauth ¢ 20 HOsOps o 10 mexadbpst 2020 r. DTa spMapka SBISCTCS OTHUM H3
KpPYIHEHIINX TOProBeIX MeponpusaTuii crpad EBponbsl. B TekcTe Hamo ykaszarh, 4TO y4acTHe B 3TOH
ApMapKe IO03BOJSET IIMPOKO IMPEACTaBUTh AKCHOPTHYIO MPOAYKLHUIO OpraHU3aluu, MpojaaTh
9KCIOHAThl CO CTEHJA, M3YYUTb OCOOCHHOCTHU pbIHKA, OOMEHSTHCS C JAPYIMMH YYaCTHHKAMU
ApMapKu HAyYHO-TEXHUYECKON MH(OpMaLiel U 3aKII0YUTh BHITOJHBIE CIEIIKU.

3agaua 37. (3-37)

CocraBpre wuHpOpMammonHoe mnucbMo AO «ABTOTOP» nemenxoii pupme «BMW» o
BO3MOYKHOCTH IPOJaku aBToMoOmIIel. OcTalbHble PEKBU3UTHI YKAKUTE CAMOCTOSATEIBHO.

3anaua 38. (3-38)

CocraBpTe MNUCHMO-OTBET MMUHHCTEpCTBA CEIBCKOTO  Xo3saicTBa KanuHuHIpajackoit
obnactu mnpexacenarento axknuonepHoro oodmectBa «KAJICEJIBXO3» mo Bompocy NOCTaBOK
JIETKOBBIX aBTOMOOMJIEH 3a CAAHHOE 3€PHO.

3anava 39. (3-39)

CocraBbTe U opopMHTE MHCEMO-0TKa3 noaurpaduueckoro npennpuarus «Ilodega» (O00)
aKkLMOHEpHOMY o0miecTBy «CaloT» M0 BOIPOCY BBIMOJIHEHUS 3aKa3a Ha M3TOTOBJIEHHE OJIAHKOB
yyera U OTYETHOCTH. IlpnumMHON OTKa3za sBWIACh PEKOHCTPYKLHMS IE€YaTHOTO IlieXa, KOTopas
IPOJUIUTCS A0 KOHIIA IEPBOTO MOIYTOJUs; APYTUE JaHHbIE YKaXUTE CAaMOCTOATEIBHO.

3anaua 40. (3-40)

CocraBbTe U opopmurte rapantuitHoe nucekMo OO0 «Pangyra» B agpec OAO «TexmpoekT»
00 OKa3aHUM TEXHUYECKOH MoMoIu B pa3paboTke pabouux yepTexeil HacocHoW craHiuu. Paboty
HE0OXOMMO TIPOBECTH JI0 Hayaja aBrycra Tekymiero roaa. I[lucemo moamucanu gupextop OO0
«Pagyra» I'.AKpbutoB u rnaBubiii Oyxrantep O.Il.KoaneBa. OcranbHble IaHHBIE YKaKUTeE
CaMOCTOSITENIbHO.

IIpoGaemMuble  3agaHusi  (CHUTyallHOHHBbIe  3aJa4d) JAJsi  OUEHKH  YPOBHS
copmupoBannocTu kKomnerenuuu YK-4

3ananme 1. (I13-1)

[To Bune Oyxrantepun corpyaHukam AO «CupeHa» B TeKylleM Mecsle Oblia 3aaep)kaHa
BbIIJIaTa 3apaboTHOM 1uiaTel. ['naBHBIA Oyxrantep uHGOpMupyeT aupekropa AO o TOM, YTO
3aJiep)KKa HAIMYHOCTH ObUTa CBsi3aHa ¢ omo3fgaHneM Ha cueT AQ JIeHeXHBIX CpEICTB OT
penpUsSTHI-IapTHEPOB.

3amanue: B ponu Oyxrairepa COCTaBbTE CIIYXKEOHYIO 3amucKy. Bum cioyxkeOHOH 3ammucku
BBIOEPUTE, NCXOMAS U3 MPETIOKEHHON CUTYalluU, CAMOCTOSATENBHO.

3ananue 2. (I13-2)
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01.12.19 r. momxkHo coctosiThesi coOpanne AO «I'parm». AO «Mepkypuii» HampapiseT
CBOETO MPEACTABUTEIIS ISl YIaCTHS B COOpaHUU.

3ajanue: CocraBbTe TelerpaMMy O MpHObITHH mpenctaButens ¢Gupmbl «Mepkypuii»,
BKJIIOYHMB IIPOCHOY O OPOHMPOBAHUU B OJHOW M3 TOCTUHUI] TOpOJa 1-MECTHOTO HOMEpa «IIOKC» Ha
uMs nipeactaButens Ha nepuos ¢ 01.12.19 r. mo 03.12.19 .

3aganue 3. (I13-3)

Hupexrop OO0 «Mmmpay OpHUHSIT pelieHrue o MpueMe Ha paboTy OMBITHOTO MEHEIKepa C
COJIMIHBIM CTaXeM pabOTBHl 10 HANpaBJICHHUIO MOJITOTOBKMM Ha JIOJDKHOCTb «MEHEIKepa IO
peKiIame».

3amanwe: B pomm  cnemmanucra  KanmpoBoil  ciayxkObl.  [loaroroBbTe  MpoOEKT
COOTBETCTBYIOILIETO JOKYMEHTA.

3ananmue 4. (I13-4)

[IpousBocTBeHHAsT HEOOXOAUMOCTh TpeOyer mnponoinkeHue padotrel AO «Jlyna» B
BBIXOJHBIE JHH C Yy4YETOM JICHE)KHOW TepepaboTKM WM MPEIOCTaBICHUS JPYTUX JTHEH
OTJIbIXA.

3amanue: B pomu  cekperaps — pedepenta gupektopa AQO MOATOTOBBTE TMPOCKT
COOTBETCTBYIOILIETO JOKYMEHTA.

3ananme 5. (I13-5)

B AO «3Baps» cocrossioch 3acemanue mpamieHusd. [loBecTka aHs Obula MOCBSIIEHA
pacIIMpPEHUIO OTeNIa MapKeTHUHra (upMbl. B cBS3M ¢ 3TUM BO3HUKIIA

HE00XOIMMOCTh BHECTH M3MEHEHHUS B IITATHOE PacCHUCAaHHE COTPYJHUKOB (PUPMBI, a TaKKe
pa3zo0paTh HOBbIE JOJDKHOCTHBIE MHCTPYKLMU Ha BBEJCHHE B OTIE] MapKETHHIa JOJKHOCTU
MEHEe/Kepa Mo peKiiaMe ¥ peKJIaMHOr0 areHTa.

3azanue: B poiu cekperapst 3aceiaHusi COCTaBbTE MIPOEKT IPOTOKOJIA.

3anganue 6. (I13-6)

B AO «KVYb» mpoBenena mpoBepka paOOThl OTAE/Ia MAPKETHHIA MO OKA3aHHUIO TJIATHBIX
ycenyr. Komucecus B coctaBe 3amecTUTeNsl TUPEKTOpa, TJ. OyxranTepa M HadalbHUKA OTIENa
MapKeTUHTa B XOJA€ TNPOBEPKM  OOHAPYXKHJIA HAPYIICHUS B oopmnennn JTAaHHOH
JOKYMEHTAluu OyayT TPEICTaBICHbI CAHKIIHH.

3ananue: [loaroroBbTe MPOEKT COOTBETCTBYIOIIETO AHHOM CHUTyallMM JTOKyMeHTa. Bun
JIOKYMEHTA OIIPEAEIUTE CAMOCTOSATEIBHO.

3ananne7. (I13-7)

Ha ocHOBanum wuccreqoBaHus OTAENIOM MAapKETUHTa KOHBIOHKTYPBI pBIHKa COBITa
nponykuun  OOO  «CeBep» TpeAcCTaBWIIa  BO3MOXKHOCTh  3aKJIIOUYUTHh  PSJl BBITOJIHBIX
KOHTPAaKTOB.

HavanpHuk oTAena MapKkeTHHra peuus MOOUIPUTh BEAYIINX COTPYIHUKOB MPEMHUATLHBIMHU
BBIMJIaTaMU K OJvpkaiiieit 3apruiare.

3ananue: B ponu HayanpHUKA OT/Ea MapKETUHTa MOJATOTOBBTE MPOEKT COOTBETCTBYIOIIETO
JTAHHOM CUTYalluM TIOKyMEHTa. BUJl JOKyMeHTa ONpeAeIuTe CaMOCTOSITENBHO.

3ananue 8. (I13-8)

Jupextop OOO «3anag» NpUHsIT pEHIeHUE O IPUEME HOBOTO COTPYIHHMKA B OTAEN TMPOAAK
Ha JIOJDKHOCTh  «MEHemkep mo mnpoaaxam». Mexay OOO # cnenualncToM 3aKIHYeH
TPYIOBOH JOrOBOP.

3amanue: B ponmu coTpyaHWKa KaJIpoOBOW CHYKOBI TOATOTOBBTE MPOEKT JOKYMEHTa
COOTBETCTBYIOILIETO CUTYALINH.
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IIpobsemHble  3amaHus  (CUTYaUMOHHbIE  33Ja4M) ISl  OWEHKH  YPOBHS
copmMupoBaHHOCTH YacTu KomneTeHuuu YK-4

3aganue 9. (I13-9)

000 «Cwmena» nomydaet ot OOO «HatypoBo» pekiiaMHYyI OpOIIopy, IPEICTaBIISIONIYIO
oborpeBaTelbHbIE  TPHOOPHI, KOTOpPbIE  MOINIM  Obl  HAWTH NMPUMEHEHHE B TEIUIMYHOM
XO0341CTBE.

Ha coBemanuu 10 HMCHOJB30BaHUIO 3TUX MPUOOPOB  BBIACHWIOCH, 4YTO A
OPUHATHS OKOHYATENIbHOTO pEelIeHUsT HeoOXOAMMBbI 0oJiee MOJIHBIE IaHHbIE [0 BCEM TOBapam
JIAHHOM TPYIIIbL, TAK)KE IIPEHUCKYPAHT LIEH C YKa3aHUEM YCIIOBUN ITOCTaBKHU.

3amanue: CocTtaBbTe HPOEKT ciaykeOHOro muchMa B cekperapuatr OOO «HatypoBo» ¢
3armpocoM Oosee moapoOHOM HHpOpMAIHH O TaHHOM TOBape.

3aganmue 10. (I13-10)

CornacHo moroBopa Ne33 ot 05.11.18r. Ha moctaBky oborpeBarenbHbix mpuoopos OO0
«3aps» o6s3ana Obi1a moctaButh OO0 «3aps» B 1 kBaptane 2019 r. ToBap Ha o6mryro cymmy 500
MJIH. pyo0.

@axtuuecku B 1 kBaptaine 2004r. ¢pupme «Cenena» ObUIO MOCTABICHO TOBapa Ha CyMMY
300 miH. pyo.

Ha ocHoBanuu n.9.1. qoroBopa nocTaBKku 3a Npocpouky noctaBku ToBapa [locraBuiuk B 30—
JTHEBHBII CPOK 00s13aH BRIILIATUTH mTpad B pazmepe 20% OT CTOMMOCTH HE ITOCTABJICHHOTO TOBapa.

3ananue: [loaroroBsTe NPOEKT NMPETEH3MOHHOTO NHChMa B anapec [locraBmiuka.

IIpumepHBIe OLeHOYHBIE CPEACTBA JJIsl MPOBEIEHUS
TEMATHYECKOT0 KOHTPOJIS

Tecr 1 (T-1)

1. laiiTe onpenesieHne JOKyMeHTA:

A) MaTepHaJbHbIN 00bEeKT ¢ HHpOPManHe, 3aUKCHPOBAHHON CO3JaHHBIM Y€JIOBEKOM
crnocodom, /i1 eé nmepeaavyu BO BpeMeHH M IPOCTPAHCTBE

B) coBOKyIHOCTH peKBU3UTOB O(UIIMATFHOIO MHCbMa

C) crangapTHOE pacmoioKEHUE MaTepHaia

D) tekct

2. JlaiiTe onpenenenue popmyasipa-odpasua:

A) COBOKYITHOCTbh PEKBU3UTOB JIEJIOBOI'O HCbMa

B) coBOKYNHOCTD pacnosioKeHHbIX B OIlpe/AeIeHHOM M0C/Ie]0BaTeIbHOCTH PEKBU3UTOB,
NPHUCYLIUX BCEM AOKYMEHTAM Olpe/iesIeHHOH CHCTeMbl JOKYMEHTALINU

C) COBOKYITHOCTb PEKBU3UTOB ITPHKa3a

D) cOBOKYMHOCTb PEKBU3UTOB aKTa

3. laTa nokyMeHTa oopMJIsieTcsl CiIeyI0IUM 00pa3om:

A) 1 pespans 1997

B) 1 deBpans 97 r.

C)01.02.97 r.

D) 01.02.97

4, lata 10OKyMeHTa — J3TO:

A) nara ero noJnucaHusl, IPUHATHS

B) nara ero cocraBienus

C) nara ero noanucaHus, NPUHATHS, YTBEPKIEHHUS, COCTABJIECHHS, 1aTAa COOBITHS
D) nara coObiTHs

5. /les1onpon3BOACTBO — 3TO:

A) npaBunbHOE 0QOPMIIEHHE TOKYMEHTOB.

B) opranuzaiusi JokyMeHTO000pOTa B YUPEIKICHUU.
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C) COBOKYITHOCTh IOKyMEHTOB, OTPAXKAIOIIUX YIIPABIEHUYECKYIO AEATEIBHOCTD YUPEXKICHHS.
D) coBokynHOCTh padoT M0 JOKYMEHTHPOBAHMIO 1eSITeJIbHOCTH YIIPABJIEHHUS U 110
OPraHM3aliH IOKYMEHTOB B YUpeKIeHHH.

6. JlessTeJIbHOCTH aNNMapaTa ynpasJieHHs, 0XBAaThIBAIOLIasi BONPOCHI JOKYMEHTHPOBAHUSA U
opraHu3anuu padoTsl ¢ JOKyMeHTaMH — 3TO:

A) 10KYMEHTAMOHHOe o0ecreyeHHue yIpaBJIeHHu s

B) cranpapruzanus

C) EICJ

D) cucrema nokymeHTanuu

7. Kakast pyHKUMSA OTHOCHTCS K 001MM (PYHKIUAM JOKYMEHTA:

A) oOmeKyIbTypHas;,

B) undopmanuonnas;

C) nmpaBoBasi;

D) ynopsnounBaromasi.

8. MHaexc 10KyMeHTa — 3TO

A) HOpAAKOBBI HOMEP perucTpauu

B) unaekc crpykTypHOro noapasiesneHus

C) undposoe, 0ykBeHHOE I KOMOMHNPOBAHHOE 0003HAYeHHE JOKYMEHTAa, yKa3bIBaKollee
MeCTO ero COCTABJICHUsI U XPAHEHHUSs

D) Homep niena 1o HOMEHKJIaType Jien

9. UcnotHUTeIbHOE [1eJI0NIPOU3BOACTBO — 3TO

A) pabora ¢ 1oKyMeHTaMH, TpoBoAuBIIascs B COBETCKUX yUPEKICHUIX

B) pabota ¢ noxymeHTamMH, IPOBOJUBILASACS B KOJUIETUAX

C) pa6oTa ¢ JTOKyMeHTaMH, IPOBO/IMBIIASICH B MUHUCTEPCTBAX

D) pabGota ¢ toKyMeHTaMu, IPOBOAMBILASCS B TPUKa3ax

10. KoJu1e:kckoe 1eJ10Mpou3BOACTBO — 3TO

A) paboTa ¢ JOKyMEeHTaMH, IPOBOAUBIIASICH B KOJLJIETUsIX

B) pabota ¢ nokymeHTamu, NpoBOUBLIAsICS B PUKa3ax

C) pabota ¢ 1oKyMeHTaMH, TpoBouBIIasics B COBETCKUX YUPEKICHUAX

D) pabora ¢ noxymeHTamMH, TPOBOAMBINASACA B MUHUCTEPCTBAX

11. KomMniekc 0CHOBHBIX MOJI0KeHUI, Onpee/sIOIMX U PerjIaMeHTHPYIOIIMX OPraHu3alHIo
JOKYMEHTAIMOHHBIX MIPOLECCOB HA NMPeANPUATHH — ITO

A) cuctema JOKyMEHTAIH

B) EI'CJ1

C) noxyMeHTallMOHHOE 00ecieueHHe yIpaBIeHUs

D) cranpgaptuzanus

12. Ha3zoBuTe 1Ba OCHOBHBIX hopMaTa, Ha KOTOPBIX 0(hopMJIsIIOTCA JOKYMeHThI OP /[
A) A5 (148x210 mm); A 3 (297x420 mm)

B) A 4 (210x297 mm); A 5 (148x210 Mm)

C) A5(148x210 mm); A 6 (105x148 mm)

D) A 3 (297x420 mm); A 4 (210x297 mMm)

13. Ha3oBHuTE 10KYMEHT, He BKJIKYEHHBIH B TPYNy BXOASIIMX U UCXOISIIUX TOKYMEHTOB B
NpHuKa3ax

A) mamsitu

B) orniucku

C) akT

D) rpamotsl

14. HazoBuTe 10KYMEHT, He H3/1aBaeMblii apeM B MePHO/l PUKA3HOTO0 /1eJI0NPOU3BO/ICTBA
A) ’)xanoBaHHas rpaMoTa

B) yxa3

C) npurosop

D) akr
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15. HazoBuTE HOPMATUBHBII JOKYMEHT, HA OCHOBAHUHU KOTOPOT0 0(hOPMJIAIOTCS IOKYMEHThI
oP[

A) MHCTPYKIIHS 1O ASTONPOU3BOACTBY

B) nonoxxenue 06 apxuBHOM oHae PO

C) I'OCT 6.30.-2003

D) I'OCT 7.0.97 - 2016

16. O0s13aTe/IbHBIN NPU3HAK HA JOKYMEHTE, YCTAHOBJIEHHbIH 3aKOHOM — 3TO

A) unTepBan

B) pexBusuT

C) nonosxxenue TabynsaTopa

D) smbnema

17. Opranuszanus padoThl ¢ JOKYMEHTAMHU B KOJUIETHsIX HOCUT Ha3BaHHe

A) KOJLIEKCKOE 1eT0NPOU3BOACTBO

B) coserckoe n1enonpon3BoACTBO

C) npuka3Hoe JeI0npOU3BOJCTBO

D) ucnonnurensHo€E 1€10IPOU3BOJICTBO

18. Opranusanusi padéoTsl ¢ JOKYMEHTAMH B MUHHCTEPCTBAX HOCHUT HA3BAHHME

A) coBeTcKOe JeI0NPOU3BOICTBO

B) xonnexckoe Aenonponu3BOACTBO

C) npukazHoe 1eT0IPOU3BOICTBO

D) ucnosnuTeIbHOE 1€710IPONU3BOACTBO

19. llepeyncinTe OCHOBHbIE BH/IbI 0JIAHKOB

A) o0umii 0s1aHK, OJIAHK U1 THCeM, OJIAaHK € MPOAOJIbHBIM U YIJIOBBIM PaCIOJI0KEeHHEM
PEKBHU3UTOB

B) cymiectByeT TOIbKO OJaHK C IPOAOIBHBIM U YTTIOBBIM PACIIONOXKEHHUEM PEKBHU3UTOB
C) cymiecTByeT TOJIBKO OOLIUi OJIaHK

D) cymiecTByeT TONBKO OMaHK AJISl THCEM

20. Mlepeuncanre neau U3y4eHHs 1eJT0NPOU3BOACTBA

A) onpeaenuts poib ciayx0 JOVY.

B) noxazare 3HaueHne paboOThI ¢ JOKYMEHTaMH B JKU3HH OOIECTBA.

C) oBi1ageHNEe OCHOBAMM NMPABUJIBHOI0 0()OPMJICHUS JOKYMEHTOB M HA/IJIeKa el
opraHusanuei 10KyMeHTo000poTa.

D) npuBUTH HEOOXOAMMBIE HABBIKH B pabOTE C JIeaMu, 3aKOHYEHHBIMHU JAETONPOU3BOACTBOM.

Tecr 2 (T-2)

1. I'apanTHiiHOE MMCHMO — 3TO:

A) TOKYMEHT, COOOLIAIOMUI O MPUOIMKEHNH, YCKOPEHUH, HCTEUCHUH CPOKA MCIIOJTHEHHUS KaKOT0-
100 nelcTBUS

B) noxymeHT, conepxariuii npuriameHue Ha MeponpusiTHe

C) 10KyMeHT, B KOTOPOM rapaHTHpPyeTcs OIJIaTa BbINOJHEHHO padoThl WM
NMpeI0CTaBJICHNE Yero-au00 (padoThl, MOMEIEHU 1 T.1.)

D) noxymeHT, mOATBEP K IAIOLINI MOTyYeHHEe IEHHOCTEN

2. JlejioBbIe MUCHMA 00BIYHO 3aKAHYMBAIOT )pazamu:

A) B cooTBeTcTBHH ¢ Bameit mpocb00ii ...

B) ¢ yBa:xkeHuem ...

C) namu paccmotpens! Bau npeuioxenus ...

D) B cBs3u ...

3. JIoKyMeHT, 3aKpenJIsIIO UM T0JKHOCTHOI 1 YNCJIEeHHBIH COCTAB MPeINPUATHS €
ykaszanueM (poHaa 3apadOTHOM IJIATBI — 3TO:

A) IOJKHOCTHAsA HHCTPYKLUSA

B) ycras
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C) monoxenune

D) mrarHoe pacnucanue

4. IokyMeHT, (PMKCHPYIOIIUI X0 00CyKT1eHHs BOIIPOCOB M NMPUHSATHS PeleHu i Ha
co0paHuAX, 3aceJaHUAX, COBCIIAHUAX H T.IL.:

A) 0OBsSCHHUTEIIbHAS 3aITUCKA

B) noxnagnas 3anucka

C) akt

D) nporoxoJ

5. Eciu Bam Heo0X01uMO 1aTh ONKCAHHE PeKJIAMHPYeMbIX ycayr, Bel cocraBuTe
A) 1O0TrOBOpHOE TUCHEMO

B) pexki1iamMHoOe mMUCHMO

C) conpoBOaUTENBHOE MMUCHMO

D) nucemo-nipurnaiiesue

6. Eciu Bam Heo0X011MM0 cO0OIIMTH 0 NPOBeeHUN MeponpusTusi, Bol cocraBuTte
A) conpoBOAUTEIBHOE MUCHEMO

B) nucemo-noaTBepxieHne

C) noroBopHO€ MUCHMO

D) undopmanmonHoe nucbMo

7. Eciin Bam He00X01uM0 COCTaBUTH NMUCbMO, HHGOPMHPYIOLee afpecaTa 0 HANPaBJEHUH K
HeMYy NPHCbLIaeMbIX I0KYMeHTOB, Bbl cocTaBute

A) conpoBoOAUTEIbHOE TUCHMO

B) nucemo-yBenomienue

C) nucbMO-TIOITBEPKACHUE

D) norosopHoe nucbMo

8. Eciiu pacnopsiiuTe/ibHAsI 4YaCTh TEKCTA HAYMHAETCH CJI0BAMHU “00s13bIBaI0”, TO 3TO
A) npukas

B) 3asBnenue

C) pacnopsizkenue

D) yka3zanue

9. Eciu pacniopsiiuTe/bHAsl 4YaCTh TeKCTa HAYMHAETCS CJI0BAMHU “Npenjiarain”, To 3To
A) npukas

B) pacnopsixkenue

C) uHCTpYKIUSA

D) ykazanue

10. UHopMaliHOHHO-CIPABOYHBII JOKYMEHT, COCTABJISIIOLINICH IPYNIOMH JIMI 1JIs1
MOATBEPKIEHUS] YCTAHOBJIEHHBIX (PAKTOB — 3TO

A) nokiagHas 3amucKa

B) akr

C) mpoTokon

D) obbsicHuTenpHas 3anucka

11. Komniekc B3aMMOYBSI3aHHBIX IOKYMEHTOB, PerJIaMEeHTHPYIOIIUX CTPYKTYPY, 3a1a4H,
(GyHKIUM NpeanpUATHS, OPraHU3ALMIO ero padoThl; NPaBa, 00513AaHHOCTH M OTBETCTBEHHOCTh
PYKOBOACTBA M CHICLMAINCTOB NPEeANPUATHA — ITO

A) pacniopsIuTeNbHbBIE TOKYMEHTbI

B) ycras

C) cnpaBoyHO-MHGOPMAIIMOHHbIE

D) oprann3annoHHbIe JOKYMEHTBI

12. Ha3oBuTE 10KYMEHT, He BXOASIIUI B TPYIIy PacnopsiANTeJbHBIX IOKYMEHTOB
A) CTPYKTYypa U IUTATHAS YUCJICHHOCTh

B) ykxazanue

C) npuka3

D) nocranosnenune
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13. HazoBuTE 10KYMEHT, He BXOASIIHUI B cOCTAaB HH(POPMAMOHHO-CITPABOYHBIX

A) IpoTOKOI

B) cripaBka

C) pacnopsizkenune

D) akr

14. Ha3zoBuTe pa3ae, He BXOASIIIMH B TEKCT yCTaBa

A) periiaMeHT AeSITeIbHOCTU

B) o61me monoxeHus

C) opranuzainoHHOE €JMHCTBO

D) nosizkHOCTHBIE 00SI3aHHOCTH

15. HazoBuTe YacTH TeKCTa MpUKAa3a

A) KOHCTaTUupyronias, BBOJIHAs

B) koHcTaTupyomas, pacnopsiaureabHas

C) ocHOBHas1, pacopsiAUTEIbHAS

D) BBoIHAsI, OCHOBHAs

16. Opranu3anoOHHO-PACHOPSIANTEIbLHAS JOKYMEHTAIIUS — TO

A) yHu(ULIUPOBAHHBIN TOKYMEHT

B) coBOKyIHOCTb pEKBU3UTOB

C) COBOKYNHOCTH B3aMMOYBSI3AHHBIX JIOKYMEHTOB, PYyHKIIHOHMPYHOIIHX B cepe ynpasBieHUs
D) yaudunuposannas popma

17. OpraHu3auMoOHHBII JOKYMEHT JUTHTEJILHOT0 UJIH MOCTOSTHHOTO CPOKA /1elCTBUA, B
KOTOPOM o1peaeeHbl HAY4YHO-TeXHHYecKkHe, GUHAHCOBbIE CTOPOHBI /1eATEJIbLHOCTH
AOJKHOCTHBIX JIMI[ — 3TO

A) mITaTHOE pacnycaHue

B) noxHOCTHAS HHCTPYKIUS

C) ycraB

D) nonoxxenue

18. [IucbMo yame Bcero HAYMHAaeTCs CJI0BAMH

A)BcCBSIBUC ...

B) c yBaxxenuewm ...

C) B COOTBETCTBUHU C ...

D) yBa:xkaemsble rocnoaa ...

19. IlpaBoBoii aKT ynpaBjeHus rocyAapCTBEHHOI0 OPraHa, MMelLuii 0093aTeJIbHYI0 CHIY
AJISl TPAKIaH U OPraHu3auuii, KOTOPbIM OH apecOBaH — 3TO

A) ykazaHue

B) npuxas

C) pacnopsizkenune

D) pemenue

20. IIpaBoBo¥i aKT, M31aBaeMblii pyKOBOIMTe/1eM NMpeINPUSTHS, 1elCTBYIOIIero Ha
OCHOBAHMH eIMHOHAYAJIUS, VI pa3pellieHUs OCHOBHBIX U ONlePATHBHBIX 32124 NPeANPUSITHS
—3TO

A) npuka3s

B) ykxazanue

C) pemienne

D) pacniopsixenue

21. IIpaBoBOii aKT, oNpeAe/S 0NN MOPSII0K 00pa30BaHusl, 3a1a41, 00SI3AaHHOCTH, NPaBa,
OTBETCTBEHHOCTb U OPraHM3alHI0 PA00ThI NPeANPUATHS B IEJIOM HJIH €ro CTPYKTYPHBIX
noApasaeJieHuil — 310

A) noJio:keHue

B) ycras

C) nomKHOCTHAST MHCTPYKITUS

D) mratHOe pacnucanue
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22. IIpuYuHBI M3aAHUS YKA3aAHHUS PACKPBIBAIOTCS B

A) BBOJIHO YacTH TEKCTa

B) pacnopsiiuTensHO# YacT TeKCTa

C) xoHCcTAaTHPYIOLIEH YACTH TEKCTA

D) oCHOBHOI YacTH TEKCTa

23. PacnopsaauTe/IbHbII JOKYMEHT KOJIJIETHAJIBLHOT0 OPraHa ynpasJieHusl, U31aBaeMblii
MHHHCTEPCTBAMH, BEIOMCTBAMH, HAYYHBIMH COBETAMH — 3TO

A) peuienue

B) ykazanue

C) pacnopsbxeHnue

D) npukas

24. CBoja mpaBuJi, peryJIMpyOIINX AeITeJJbHOCTh OPraHu3aIHii, MX B3AaHMOOTHOIIIEHHUS ¢
APYTMMH OPraHM3alMsIMHU M TPAKIAHAMU, IPABa U 0013aHHOCTH B cepe rocy1apcTBeHHOM
HJIM XO3SIMCTBEHHOM 1eITeJIbHOCTH — 3TO

A) mITaTHOE pacnucaHue

B) nonoxxenune

C) AOMmKHOCTHAS] MHCTPYKITHS

D) ycras

25. COBOKYNIHOCTB IOKYMEHTOB, cojiep:kamux nHGopManuio 0 GakTu4ecKoM MoJI0KeHUH
aeJ, CIyKaluX OCHOBAHMEM /ISl IPUMHATHS pPellleHui, U31aHUA PacIOpPsSIAUTeIbHbIX
AOKYMEHTOB — 3TO

A) pacniopsiIUTENIbHbIE IOKYMEHTHI

B) opranuzanioHHble JOKYMEHTBI

C) oTueTHbIE JOKYMEHTBI

D) undopmannoHHo-cipaBOYHBbIE JOKYMEHTHI

Tembl npe3eHTAlUIl 1151 OLlEHKU YPOBHS copMupoBaHHOCTH kKomneTenuuun YK-4

Tembl npe3entanuii (I1-1):

HcTopus nenonpon3Bojactsa B Poccun
JenonpousBoacTBo B JIpeBHEPYCCKOM TOCy1apCcTBE
[Tpuka3HoE JIEeIOIPOU3BOICTBO

Konnexckoe nenonpousBoaCTBO

MuHuCTEpCKOE IEIIOMPOU3BOACTBO
Jenonpon3BoactBo B COBETCKYIO AIOXY
3aKOHOAATEITLHOE PETYIUPOBAHKE JCIIONIPOU3BOICTBA
HopMmaTtuBHO-1IpaBOBOE M HOPMATHBHO-METOINYECKOE PETYIMPOBAHUE AETOMPON3BOACTBA
PeKkBU3HTHI KaK COCTABISAIONTNE TOKYMEHTA

10 Knaccudukanus 10KyMeHTOB

11. bnank opranuzanuu

12. Knaccudukanus TOKyMEHTOB

e R

Temsbl npe3entamuii (I1-2):

VYcTaB: conepkanne ycraBa; crieliupuKa ycTaBa; BU3SHPOBAHUE, YTBEPIKICHHE.
[TonokeHue: TEKCT MOJOKEHUS; BUSUPOBAHHE, YTBEPKICHHUE.

JIOJPKHOCTHAsI MHCTPYKIUSA: TEKCT, BU3UPOBAHUE, YTBEPKICHUE.

[lItaTHOE pacnucaHue: onpeaencHue, ohopMICHHE, TIOTUCH.

WnucTpykuus: onpezaenenue, opopMieHe, MOANNUCH, BBEJCHUE B JIEHCTBUE.

JloroBop: omnpeneneHue, coiepkanme, 00s3areabHbIe YIEMEHTHI JOTrOBOpa

[Tpuka3 Mo OCHOBHOM AEATEIHHOCTH: ONpeeNieHne; ohopMIeHIE MPUKa3a; 00s13aTeNbHBIE
PEKBU3HTHI; CTPYKTYpa MpHKa3a (3aroJ0BOK, TEKCT); opopMieHue npukasa; opopmieHue
MPUIOKEHUH K IPHUKa3y; BU3UPOBAHUE, PeaKTUPOBAHUE, PACCHIIKA, TOJIUCH, MAPIIPYT.

NoabkowhE
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8. Pacnopsukenue: onpenenenue, ohopmiieHHE.

9. VkaszaHue: onpejieneHue, MpaBo U3/IaHus yKa3zaHus; oopMIICHHUE.

10. ITocranoBneHue: cocTaBieHrne U 0popMIICHHUE.

11. Pemenue: cocraBieHue u opopMIICHHUE.

12. CnpaBka: BHEIIHSsI, BHYTpeHHsA. TeKCT crpaBKH.

13. AKT: pa3HOBUJHOCTHU aKTOB, CTPYKTYpa aKTOB.

14. TIporokoun: BUIbI MPOTOKOJIOB 3aCEAaHMI; CTPYKTYypa MIPOTOKOJIA; JaTa MPOTOKOJIA.

15. JlokyagHas u OOBSICHUTCIIbHAS 3aIUCKH.

16. IIpukasbl O JMUYHOMY COCTaBY: OIpeneneHue; ohopMiIeHIE; CTPYKTYypa IpuKasa.

17. TlonoxeHue o0 NEPCOHATBHBIX JAHHBIX paOOTHHKA.

18. JluuHoe neso: ompeneseHue, coaepxanmne, opopmieHue, 00s3aTeIbHbIE 3JIEMEHThI TUYHOTO
Jena.

Tembl npesentanuii (I1-4):

1. OcHOBHBIE TIPaBHUIIa OPTAHU3AINH JOKYMEHTOO0OPOTa B OpPraHU3aITIH.

2. [Ipuem, 06paboTka u pacrpene’aeHe MOCTYNAIUX JOKYMEHTOB.

3. Iopsinok HampaBICHHUS HA UCTIOTHEHHUE U PAOOTHI UCTIOTHHUTENS C IOKYMEHTAMHU.

4. ITpaBuna 06pabOTKH UCXOIAIINX JOKYMEHTOB.

5. Mopenu 37eKTpOHHOTO IOKYMEHTO000POTA.

6. YrpaBineHue 3JeKTPOHHBIM TJOKYMEHTOOOOPOTOM.

Tembl npe3eHTanuil A5 OLEHKH YPOBHSI C()OPMUPOBAHHOCTH YACTH KOMIETEHIMHU
YK-4
Tembl npesentamuii (I1-3):
. JlenoBoe MuchbMo Kak JOKYMEHT.
. SI3p1xku HaponoB P® B 1€710BOM NIEPENIUCKE.
. Knaccudukanus nepenucku.
. Buzpl 1enoBbIx (cyKeOHBIX) TUCEM.
. PexBH3UTHI 1eN0OBOT0O MACHMA.
. TpeboBanus K OJaHKY J€JI0BOTO MHUChMa.
. Odopmnienne TekcTa muchMa.

~NOoO OoThWN P

IIpuMepHbIe OLlEHOYHBbIE CPEACTBA VIS MPOBeIeHHUA
PYOeKHOTO KOHTPOJIsI (KOHTPOJIbHAs padoTa)

Bapuanr 1
1. OpranuzanroHHbie (OPMBI JEIONPOU3BOJCTBA U UX XapaKTEPUCTUKA.
2. CocTaBUTh CIPAaBKY OpraHU3aIlMK O 3aHUMAEeMOI BaMM TOJDKHOCTH ISl IPEIbSBICHUS IO MECTY
y4eOBbI.
3. CocraBuTbh MpPOEKT MpHKa3a PYKOBOAWUTENSAM OpraHU3allMM O IMPeJCTaBIeHUH pPaOOTHUKY
y4eOHOr0 OTIyCKa IPH YCJIOBUH, UTO yueba CBsi3aHa C MHHTepecaMH paboToaaTeNs .
4. CocTaBUTH I0TOBOP MOCTABKH MPOAYKIIUH TPOU3BOACTBEHHOTEXHUYECKOTO Ha3HAYCHMS.
5. CoctaBuTh U 0OPOPMUTH TOIHKHOCTHYIO MHCTPYKIHIO paboTHUKY ciyxObl JIOY (cekperaps).
6. CoctaButh 1 0GOpMUTH JOBEepeHHOCTh Ha monyueHue TMILI. 3apeructpupyiite ee B xKypHaie
ydera JOBEPEHHOCTEM.
Bapwanr 2
1. JlokyMeHTallMOHHbBIE CUCTEMBI, UX COCTaB M COJIEp)KaHHE.
2. CocraButh W OQGOPMHTH 3asBICHHE DPYKOBOIHWTEIIO O TpHeMe Ha pabdoTy Ha JOJDKHOCTH
HKOHOMHCTA.
3. CocraBuTh MpPOEKT IpHUKa3a PYKOBOJIUTENSI OpraHM3allMd O Ha3HAaYeHUM Ha JIO0JDKHOCTD
HKOHOMHCTA (10 TaHHBIM ITyHKTA 2).
4. CocTaBUTh AOTOBOP KYIUTH-TIPOJIaXKH TOBAPOB.
5. CocTaBUTh TOMKHOCTHYIO HHCTPYKIIMIO SKOHOMHUCTY OpraHU3aliH.
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6. CocTaBUTh JOBEPEHHOCTD Ha MPAaBO MOJIY4YEHUs U 0OPMIICHUS Ipy3a.

Bapuant 3

1. Ponb 1OKyMEHTHPOBaHUS U JOKYMEHTALMOHHOTO 00ECIIEYeHUs B YIIPABICHUH.

2. CocraBuTh MUCHMO-3AIPOC OpPraHU3AIMM B THIOTPaQHIO O BO3MOXXHOCTH CIaTh 3aKa3 Ha
U3rOTOBJICHHE OJIAHKOB JOKYMEHTOB Ha Oymare TUIorpaQuu.

3. CocTaBUTh MPOEKT IpUKa3a O COCTaBE KOMMCCHMU II0 IMPUEMKE NPOAYKLUHU (TOBApOB) IO
Ka4yeCTBY.

4. CocTaBUTh MPOEKT MPUEMKH MPOIYKIMU (TOBAPOB) MO KAYECTBY C 3aKIIOUCHUEM KOMHUCCHUH O
XapakTepe BbIABICHHBIX Ae()EKTOB B MPOJYKLUHU U IPUYMHAX UX BO3HUKHOBEHMS (110 JaHHBIM 11.3).
5. CocTaBUTh NPETEH3UIO 00 yIIaTe CTOMMOCTH 3a0paKOBaHHOM MPOIYKIMU (TOBAPOB), YOBITKOB H
mTpada (1Mo JaHHBIM 11.4).

6. CoctaBuTh U 0pOPMUTH JTOBEPEHHOCTh HA MPEICTABUTEIHCTBO SKOHOMHCTY B TEUCHHE OJHOTO
rojia B cyJ1e0HO-apOUTPaXKHbIX OpraHax OT UMEHU OpPraHU3aALIH.

Bapuant 4

1. CtpykTrypa, conep:kaHnue U CTWIb TeKcTa [10710%keHUs 0 CTPYKTYPHOM NOAPA3AEICHUH.

2. CocTtaBuTh NHCbMO-OTBET OpPraHM3alMM O BO3MOYKHOCTH HIPHUHSTH 3aKa3 Ha M3TOTOBJICHUE
0JIaHKOB JOKYMEHTOB M3 OyMaru 3aka3zqyMka.

3. CocTaBUTh MPOEKT IMPHKA3a O COCTaBE SKCIEPTHOW KOMMCCHUU JJISl MPOBEJECHUS SKCIIEPTHU3bI
LIEHHOCTHU JOKYMEHTOB, CAABAEMBIX B APXUB.

4. CocTaBUTh aKT HA YHUYTOXEHUE JIEJ1 C UCTEKIIUMHU CPOKAMU XPAHEHHUS.

5. CocraBuUTh NpeTEH31I0 00 yIUIaTe HEYCTOMKH 3a HEONOCTaBKY MPOAYKLUIO NOCTaBIIUKOM.

6. CoctaBuTh 1 0OPOPMUTH TOBEPEHHOCTH HA YIPaBJICHUE (PHINAIOM OPTaHU3aLUH.

Bapuant 5

1. OcoOeHHOCTH OpraHU3aluu padOThI C BXOAALIUMH JOKYMEHTAMU.

2. CocTaBUTh CONPOBOJUTEIBHOE MUCHMO O HAIPABJICHUU aJipecaTy KaKUX-JIMO0 T0KyMEHTOB.

3. CocTaBUTh TEKCT MPEACTABIICHUS O TTOOIIPEHUN PaOOTHHUKA.

4. CocTaBUTh IPOEKT IIPHUKA3a O MpHeMe pabOTHHKA Ha JOJKHOCTh HaYaJIbHUKA OT/IeN1a KaJpOB.

5. CocTaBuUTb aKT O Hepeaaye e HOBOMY HadaJIbHUKY KaJpOB.

6. CocTaBUTh TEKCT KpPAaTKOI'0 IPOTOKOJIA POU3BOACTBEHHOTO COBEIIAHUS.

Bapuant 6

1. YHudukanus TeKCTOB cIyX’eOHBIX TOKYMEHTOB.

2. CocTaBUThH ITUCHMO — U3BEIIEHHE.

3. Hanumnre axkT, COCTABIEHHBIM KOMUCCHUEN CTPOUTENBHON OpPraHHU3allUM, Ha NPUEMKY NapTHH
mmdepa. Ilpogykumst mocraBieHa LeMeHTHO-IIMGEpHBIM 3aBOJOM. ['py3 mpuObUI Ha CTaHIMIO
Ha3HAYEHUs B BaroHax ¢ HEMCIIPaBHBIMM IJIOMOaMM CTaHIMHU oTmpaBieHus. Komuccus npusHana
yacTh (yKa3aTh KOJIMYECTBO JUCTOB) MH(epa COBEPIIEHHO HETOAHBIM (yKa3aTh HEAOCTATKH).

4. Ilo naHHBIM, YKa3aHHBIM B I1.3 COCTaBUTh MPETEH3MOHHOE IUCHbMO CTPOUTENBHON OpraHU3alNH
LEMEHTHO-IIU(EPHOMY 3aBOJy IO MOBOJY IMOCTAaBKM HEKAYECTBEHHOro Hmdepa ¢ TpeOoBaHUEM
BO3BPATUTh CTOMMOCTb 3a0paKOBaHHOMN

npoayKiuu (yKa3aTh €IMHUILY), a TAKXKE yKa3aTh mTpad 3a MOCTaBKy Opaka B pa3Mepe CTOMMOCTH
OpakoBaHHOTO HIUdepa.

5. CocTaBUTh NHUCHMO-OTBET LEMEHTHO-IIM(EPHOrO 3aBOJla CTPOUTEIHHOW OpraHu3aluu, B
KOTOPOM JIOJIKEH COAEPKAThCS OTKA3 OTBETUYMKA YIOBIETBOPUTH IPETEH3UIO U MOTHUBBI OTKa3a.

6. ITo nanHbIM, yKa3aHHBIM B 11.3; 4; 5 COCTaBUTh MCKOBOE 3asBJIICHHE CTPOUTEIBHONW OpraHU3aAlNH
B ['ocynapcTBeHHBINH apOUTpak O MPUHYIUTEIHLHOM B3BICKAHUU C LIEMEHTHO-IIM(EpPHOro 3aBoja
COOTBETCTBYIOIIUX CYMM.

Bapuanr 7

1. OcoGeHHOCTH OpraHU3ay paboThl ¢ UCXOASAIIMMU JOKYMEHTAMH.

2. CocTaBUTh MUCHMO-TIPUTIIAIIIEHUE aJJpecaTy NPUHSATh y4yacThe B KAKOM-THO0 MEpPOIPUSATHH.

3. CocTaBUTH TEKCT MPEACTABICHUS O MepeBo/ie pabOTHUKA Ha IPYTyI0 paboTy.

4. CocTaBUTh KpaTKU MPOTOKOJ MPOU3BOICTBEHHOTO COBEIIAHMS.
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5. CocTaBUTh KOMMEPUYECKHI aKT O HECOOTBETCTBHHM MEXIY KOJIWYECTBOM TIpy3a, yKa3aHHOM B
COIIPOBOJIUTENBHBIX TOKYMEHTAX U (DaKTUUECKU JOCTABICHHOM KEJIE€3HOM TOPOTOM.

6. CocTaBUTh IPETCH3MOHHOE MUCHMO B aJpec Y paBIICHUS JKeJIE3HON JOpoTH (IO TaHHBIM I1.5).
BapuanT 8

1. OpranuzanuvoHHas [OKyMEHTAlWs: TMOHSITHE, BUIbI, KpaTKoe COAEpKAaHHE U MOPAIOK
odopmieHus.

2. CocTaBuTh NUCHbMO-TIOATBEPKICHHUE O MOJYYEHUH OpraHu3alyeil Kakoro-1100 OTIpaBlIeHuUsI.

3. CocTaBUTH MPOTOKOJ MPOU3BOICTBEHHOT'O COBEIAHUS 110 COKPAIICHHOH (hopme.

4. CocraBuTh KOMMEPYECKMH aKT B CBSI3M C HE MOCTYIUIGHWEM B opranusanuio 15 w3
CTPOUTENBHOTO JIECa, OTIPYKEHHOTO JIECIIPOMX030M 110 HakJIaaHoH Ne 56

U TIPUHATOTO JKEJIE3HOM Toporoil k mepeBo3ke 1o kButaHiuu No: 67 B Barone Ne: 8.

5. CocTaBUTh MPETEH3UOHHOE MMUCHMO YIPABICHUIO KEJIE3HOU JOPOTH 00 oriaTe ctoumMoctu 15 M3
CTPOUTENILHOTO Jieca.

6. CocraBuTh HMCKOBOE 3asBIICHHE OpraHM3aluu B l'ocapOuTpak O B3bICKAHUU C YIIPaBICHHA
JKEJIe3HOW JOpOoru (CTaHLIMM Ha3HAYEHHUS) CTOMMOCTH YTPAYEHHOT'O CTPOUTENbHOro jeca. OTBeT
VYipaBieHus Kele3HOW A0poro (CTaHIMM Ha3HAUY€HUs) B TEUEHHUE TPEXMECSYHOIO CpOKa He
MOJTy4eH.

Bapuant 9

1. PacniopsimuTenbHble JOKYMEHTHI: TIOHSATUE, BU3bI, KPATKOE COIEPKaHUE U OPSATOK 0hOpMIIECHUS.
2. CocTaBUTh NUCbMO-HAIIOMUHAHUE O MPUOIMKEHUU UM UCTEYEHUH CPOKa MCIIOJHEHUS KaKoro-
160 0053aTeNHCTBA U 3aPETUCTPUPYITE €r0 B KYypHAJIE UCXOIAIICH KOPPECTOHICHIIUY.

3. CocraBuTh JOKJIAJHYIO 3alMCKy TJABHOTO SKOHOMMCTAa PYKOBOJAMTEII OpraHu3allu o
HapYIICHUU MPaBWJI UCIOIB30BaHUs MPOU3BOJCTBEHHBIX HOPMATHBOB B OJIHOM M3 CTPYKTYPHBIX
MOApa3/ICICHHI.

4. CocTaBUTh aKT CAAYU-TIPUEMKH JIEJI IIPH CMEHE TTIaBHOTO SKOHOMUCTA OpraHU3aIiH.

5. CocTaBUThH BBIUCKY U3 IPOTOKOJIA IPOU3BOICTBEHHOIO COBEIIAHMUS.

6. CocTaBUTh 0053aTENBCTBO-PACIIMCKY O HEpa3TJallleHuU CBEJICHUH, SBISIONUXCS KOMMEPUYECKOM
TalHOW OpraHU3AlMH, IIPU 3aAKIFOYEHUU KOHTPAKTOB.

Bapuant 10

1. UndopmaninoHHO-CIIpaBOYHbBIE JOKYMEHTBI: MOHSATHE, BUJIbI, COAEP)KAHUE OTAEIbHBIX U3 HUX U
nopsiioK oopMiIeHusl.

2. CocTaBUTh PACIUCKY O MOJYUYEHUH JICHEKHBIX CPEACTB UM MaTepUAIbHBIX LIEHHOCTEH.

3. CocTaBUThH aKT IpreMa 3aKOHYEHHOT'O0 CTPOUTEIBCTBOM OOBEKTA.

4. CoctaBuTh U 0OPMHUTH OIMUCH TOKYMEHTOB JIMYHOTO JIEJa.

5. CocraBuTb JODKHOCTHYIO 3alMCKy TIJI. JKOHOMMCTa pPYKOBOJIUTENIO OpraHu3alud o
KOMaHAMPOBaHMH paOOTHUKA IUIAHOBOU CIyObl Ha KypChI MOBBILIEHUS KBATU(UKALINH.

6. CocTaBUTH TOBEPEHHOCTh Ha BEJICHHE A€ B apOUTpaxke.

Bapuanr 11

1. JloxymeHTanus MO JUYHOMY COCTaBYy: TOHSTHE, BHU[bI, COJCpXKAHHUE OTICIBHBIX U3 HUX HU
nopsA0K 0hopmIIEHUS.

2. CocTtaBuTb TEKCT TapaHTUWHOIO TIMCbMA, MOATBEP)KJAIOLIETO TapaHTHIO OIUIaThl 32
BBITMIOJTHEHHYIO paloTy.

3. Onummre npaBuia opopMIIeHHUS CITY>KEOHBIX TeJerpaMM.

4. CocTaBUTh aKT HA YHUYTO)KEHHE UCIIOPYEHHOTO OJIaHKA TPYAOBBIX KHIKEK.

5. CoctaBuTh TPYJOBOE COTJIAIlIEHHE HA BBIMOJIHEHHE KaKUX-TH00 paboT MeXIy opraHu3anuen u
IpaXTaHUHOM.

6. CoctaBuTh W O(QOPMUTH JMYHYIO JIOBEPEHHOCTh HA IIOJIyu€HHE Balleil 3apaOOTHOW IJIaThl
JPYTUM JIUIIOM.

Bapuanr 12

1. JIomKHOCTHAs! HHCTPYKLUS: TEKCT, BUSUPOBAHUE, YTBEPXKICHHE.

2. CocTaBUTh CIOKHOE 3asiBICEHHE O MPEIOCTABIEHUHU OTIYCKAa B CBA3U C BHI30BOM Ha OUYEPEIHYIO
HK3aMEHALMOHHYIO CECCHIO.
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3. CocTaBUThH MPOEKT MPHKa3a O MPEOCTABICHUH BaM y4eOHOTO OTITyCKa B COOTBETCTBUU C 11.2.

4. CoctaBuUTh ¥ 0(OPMHUTH KOMAHIUPOBOYHOE YIOCTOBEpEHUE PaOOTHUKY OpraHU3aIHH.

5. CocTaBuTh CIpaBKy paOOTHHKY opraHuzamnuu, odydaromiemycs 3a04H0 B AHOOBO «KNY», o
TOM, YTO OH pabOTaET MEHEKEPOM.

6. CoctaBuTh 1 0OPMUTH IITATHOE PACIIMCAHUE OPTaHU3ALINH.

BapuanT 13

1. lllTatHoe pacniucanue: onpeneneHue, opopmiieHue, MOIMKCH.

2. CocTaBuTh 3asBI€HUE 00 OTKPHITUN PACUETHOTO (TEKYILEro) cyera B OaHKe.

3. CocraBuTh (hopMy KypHalla UCXOIAIEH KOPPECTIOHACHIIMM OPTaHU3allui U 3aperucTpUpOBaTh B
HEM MHUCbMO-IIPOCHOY K JPYTroil OpraHu3aiui.

4. OpopmMHUTH ONTUCH Ha Mepeiady Aell IOCTOSHHOTO XPAHEHUs B apXUB OpraHU3aIiH.

5. CocTaBuTh 10TOBOP O MOJIHOM MHJMBUyaIbHON MaTepUAIbHON OTBETCTBEHHOCTHIO PAOOTHHKA.
6. CocTaBUThH MpeACTaBICHUE O IEpeBOie pabOTHUKA Ha IPYT'yI0 paboTy.

Bapuant 14

1. [IpaBoBbIE acTIEKTHI 3aKJIFOUEHUS, UI3MEHEHUS U MIPEKpallleHus AeUCTBUS TPYIOBOIO JOTOBOPA.

2. CocTaBUTh NMCbMO-3aBKY Ha y4acCTHE OpraHU3ally B KAKOM-IHM00 MEPONPUSATHH.

3. CocTaBUTh OOBSICHUTENBHYIO 3aIMCKY IVI. 3KOHOMUCTA O CPbIBE CPOKOB COCTaBICHMs OM3HEC-
IUIaHA.

4. CocraBuTh U OQOPMUTH IMpPHKa3 IO JIMYHOMY COCTAaBy O IpueMe pabOTHUKA Ha JOJKHOCTh
MeHeKepa 1o npoaaxam B OTJen 1o npojaaxkam.

5. CocTaBUTh TOHKHOCTHYIO HHCTPYKIIMIO 3aBElyIOIEMY apXMBOM OpPTraHU3aI|H.

6. CocraBuTh TelerpaMmy B ajapec ¢uiauansa OpPraHU3aldd O BBI3OBE €r0 PYKOBOJUTENS Ha
MIPOU3BOJICTBEHHOE COBEILIAHUE.

Bapuanr 15

1. [Topsimox oopmiieHuUs JIMYHOTO JieNia U BEACHUS JTMYHBIX KapTOUEK.

2. CocTaBUTh MUCHMO-O0TBET HAa MUCHMO-TIPOCHOY WJI TTHCHMO-3a11poc.

3. CocTaBuTh MpeAcTaBICHHE OT MMEHU HavyaJbHUKA [JIAHOBOTO OT/IeJa O MOOIIPEHUH COTPYAHHUKA
OTJIeNa B CBSA3M C I0OUIICIHON AaTOM.

4. CocTaBUTh MPUKA3 O MOOLIPEHUH IO TAHHBIM 1. 3.

5. CocTaBUTh 10TOBOP Ha MOCTaBKY TOBAPOB MPOU3BOACTBEHHO-TEXHUYECKOIO HAa3HAYECHHUSI.

6. CocTaBUTh CIPaBKy O TPYJIOBOM CTa)k€ paOOTHHKA Ha OCHOBAaHMM JOKYMEHTOB OTJeJa KaJpoB
OpraHu3aIiy.

Bapuanr 16

1. 3akoHOIaTETBEHOE PETYIUPOBAHUE ACIONMPOU3BOICTBRA.

2. CocTaBUTh rapaHTHIHOE MUCHMO Ha OpOHMpPOBaHUE MecTa (HOMEpa) B TOCTUHHUIIE.

3. IlepeuncnuTte cocTaB cBEIEHUH O pabOOTHUKE, BHOCUMBIX B TPYIOBYIO KHHXKKY IpH €€
0(pOPMIICHHUHU.

4. CocTaBUTh aKT O BBIACJIECHUIO U YHUUTOKEHHUIO IOKYMEHTOB, HE MOJIEKAINX XPAHEHHUIO.

5. CoctaBuTh TelerpaMmy B aJipec OpraHu3aluU-IIoIyyaTess 00 OTrpy3Ke MPOAYKIIUH.

6. CocTaBUTH aKT O IPOBEPKE COXPAHHOCTHU YIPABICHUYECKUX JOKYMEHTOB B OPraHU3alINH.
Bapuanr 17

1. Conepxanue YcraBa npeanpusITHs (OpraHu3aIiim).

2. OnumuTe NOpsAA0K BhIJaUu TPYJOBON KHIKKHA PAaOOTHUKY IIPU YBOJIBHEHUH.

3. CocTaBUTh TOJKHOCTHYIO HHCTPYKIIUIO CEKPETAPIO OpraHU3aIiH.

4. CoctaBUTh ¥ 0(OPMHTH JOBEPEHHOCTh HA yIIpaBlIeHHE JUPEKTOpY ruinana.

5. Iopsnok odopmieHUs 3amoJHEHUS M BeleHUs AyOJiMKaTta TPYAOBOM KHMKKM M BKIIAJbIIIA K
HEW.

6. CocTaBUTh IPUMEPHBIN NIEPEUEHb JOKYMEHTOB, OJIEKAIINX YTBEPKICHHUIO.

Bapuanr 18

1. Conepxanue [Tonoxenus o npexnpusTU (OpraHU3ALMH).

2. Bpmumure KOMaHIMPOBOYHOE YAOCTOBEPEHHWE Ha HMS 3aMECTUTENs PYKOBOJUTENS
OpraHM3al1y, BbIE3KAIOIIEMY HAa CEMHUHAP.
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3. CocTaBHUTh MPOEKT MPHKa3a MO TaHHBIM M.2.

4. CocrtaBUTh JOKJIAJHYIO 3alUCKy OQHC-MEHEIKepa pPYKOBOAMTEIIO OpraHU3allk O
HeoOXoauMocTH mpuoOpereHus KommbioTepa. lLlerecooOpazHOCTh NPHOOpPETEHUS KOMIIbIOTEpa
JOJKHA OBITH 000CHOBAHA.

5. Onumute 00U MOPSIIOK BHECEHUS B TPYJIOBYIO KHIDKKY 3aIucel 0 pabore.

6. CocTaBUTH MPOTOKOJ MIPOU3BOICTBEHHOTO COBEIAHUS 110 TIOJIHOM (hopme.

Bapuant 19

1. OcobGenHOCTH OpraHu3anuy padoThl ¢ JOKYMEHTaMHU, OAJIEKAIMMU apXUBHOMY XPaHEHHUIO.

2. CocTaBUTh PACIUCKY O MOJYYEHUH KAaKUX-JIHO0 JEHEKHBIX WM MaTePUATIbHBIX [IEHHOCTEH.

3. Iopsitok paccCMOTpPEHUs MPEATIOKECHHN, 3asBICHUHN 1 KaJl00 TpakJjaH TOJKHOCTHBIMH JIUIIAMU U
rocy/1apCTBEHHBIMU OpTaHAMH.

4. CocTaBUTh IPUMEPHBIN TIEpeUeHb TOKYMEHTOB, HA KOTOPBIX CTABUTCS IrepOOBas mevyars.

5. CocraBUTh MUCHMO-OTBET Ha 3asiBKy OpraHM3alli Ha ydacThe B Hay4YHOH KOH(EpeHIHH,
POBOJUMON y4eOHBIM 3aBE/ICHUEM.

6. CocTaBUTh HOMEHKJIATYPY JeJl OpraHU3aIiH C yKa3aHUEM CPOKOB UX XPAHEHUS.

Bapuant 20

1. PekBU3UTHI KaK COCTABIAIOIINE JOKYMEHTA.

2. OnumuTe nopsaoK oopMIiIeHus 1ea U TOATOTOBKHU €T0 K XPaHEHHIO.

3. CocTaBUTh MPUMEPHBII MEpEUYCHb JOKYMEHTOB, MOAJICKAIIUX YTBEPKICHHIO.

4. CocTaBUTH IOBEPEHHOCTh HA TIOJYYECHHUE 3apa0OTHOH TIIATHI.

5. CocraBuTh NepeyeHb JOKYMEHTOB, HE MOAJISKAIIMX perucrpauuu B ciayxoe JJOV.

6. [Tepe4nciiuTh OCHOBHBIC PEKBU3UTHI INUYHOU KapTouku (. T-2).

IIpumepHbIe OLIeHOYHBbIE CPEACTBA /1JIsl MPOBEIEHUA
Pyobesrcrnozo KOHTPOJIs (TeCT)

1. 'apanTHiiHOE MUCBMO — 3TO:

A) TOKYMEHT, COOOUIAIOIINI O TPUOIIKEHIH, YCKOPEHUH, NCTCUSHHH CPOKA MCIIOTHEHHUS KaKOT0-
100 AEeHCTBUS

B) nokymeHT, cofepxaliinii npuriameHue Ha MeporpusiTue

C) 10KyMeHT, B KOTOPOM rapaHTHPYeTCH OIJIaTa BbINMOJTHEHHOI padoThl WK
npeaocTaBjieHue 4ero-jauodo (padorTsl, NoMelleHus U T.1.)

D) nokymeHT, HOATBEPKJAOIINI MOTy4YeHUE LIEHHOCTEH

2. JlaiiTe onpenejieHue JOKYMEHTA:

A) MaTepHaJbHbIN 00bEeKT ¢ HHpOPManHe, 3aUKCHPOBAHHON CO3JaHHBIM Y€JIOBEKOM
crnocodom, /151 eé mepeaavyn BO BpeMeHH M IIPOCTPAHCTBE

B) coBOKyIHOCTh peKBU3UTOB O(UIIMATIBLHOIO MHChMa

C) crangapTHOE pacmoioKEHUE MaTepHaia

D) tekct

3. Jlaiite onpenesienue ¢gopmysisipa-odpasua:

A) COBOKYITHOCTh PEKBU3UTOB JIEJIOBOI'O HMCbMa

B) coBOKYNHOCTH pacnosioKeHHbIX B ONlpe/ie1eHHOMH 1M0c/1e10BATeIbHOCTH PEKBU3UTOB,
NPHUCYLIUX BCEM JOKYMEHTAM OIpee/IeHHOM CHCTeMbl JOKYMEHTalluH

C) COBOKYITHOCTb PEKBU3UTOB MTPHKa3a

D) coBokynmHOCTh PEKBU3UTOB aKTa

4. lata nokymeHTa ogopmisieTcs cJeayuum o0pa3om:

A) 1 pespans 1997

B) 1 deBpans 97 r.

C)01.02.97r.

D) 01.02.97

5. lata tokymMmeHTa — 3TO:

A) naTa ero noJNUCaHusl, IPUHITHS
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B) nata ero cocraBienust

C) nara ero noanucaHus, NPUHATHS, YTBePKICHHUs, COCTABJICHHS, 1aTa COOBITHS

D) nara coObiTUS

6. Kakum cBOICTBOM MOKHO 0XapPaKTepPH30BaTh HAJIMYME Y JOKYMEHTAa HeOTheMJIeMbIX
cJiaraemMblix, 0e3 KOTOPbIX OH CYLIECTBOBATH HE MOJKeT:

A) BEIIECTBEHHOCTD;

B) atrpuOyTMBHOCTD;

C) CTpyKTypHOCTS;

D) BepHOro BapuaHTa OTBETa HET.

7. le10BbIe MUCbMA 00BIYHO 3aKAHYNBAIOT pazamu:

A) B cooTBeTcTBUU ¢ Bamei mpocr00ii ...

B) ¢ yBa:keHuem ...

C) namu paccmotpensl Baiu npeuioxenus . ..

D) B cBsi3u ...

8. le10npou3BOACTBO — 3TO:

A) npaBuibHOE 0(hOpMIICHHE TOKYMEHTOB.

B) opranuzanus 1okyMeHTO000pOTa B YUPEKICHUU.

C) COBOKYITHOCTb JOKyMEHTOB, OTPAKAIOLIUX YIPABICHUECKYIO JESITEIbHOCTh YUPEXKICHUS.
D) coBokynmHoCTh padoT 10 JOKYMEHTHPOBAHHIO AeSITEILHOCTH YIIPABJICHHUS U 110
OPraHu3anyu J0OKYMEHTOB B y4YpeKIeHHH.

9. lesiTe/ILHOCTH aNNapaTa ynpasJeHHs, 0XBAThIBAIOIasi BOMPOCHI JOKYMEHTHPOBAHUS U
OpraHu3anuu padorsl ¢ JOKYMEHTaMH — 3TO:

A) TOKyMEeHTALMOHHOEe o0ecneyeHue YIpaBJIeHus!

B) cranpaptuzanus

C) EIrca

D) cucrema gokymeHTanuu

10. JokyMeHT, 3aKpeIAIONIUi JOSKHOCTHON U YMCJICHHBIN COCTAB NPeINPUATHS C
yka3zaHueM (poHaa 3apadoTHOM IJIATBI — 3TO:

A) IOKHOCTHASI UHCTPYKIIHS

B) ycras

C) monoxeHue

D) mraTtHoe pacniucanue

11. lokymeHT, GUKCHPYIOIIMA X0/ 00CyK1eHHs BONPOCOB M NPUHATHS PEIICHU Ha
co0paHuX, 3aceJaHUAX, COBCIIAHUAX U T.I.:

A) oOBsICHUTENBHAS 3allUCKa

B) nmoxnagnas 3anucka

C) akt

D) nporoxo.

12. Kakas pyHKIUSI OTHOCHTCH K 00INMM (DyHKIHMSAM JOKYMEHTA:

A) o0mieKyabTypHas;

B) nnopmanmnonnas;

C) npaBoBasi;

D) ynopsnounBaromasi.

13. Kak 10/I2KHO IPOMCXOAUTH JeJIeHHe JOKYMEHTOB:

A) Ha poJibl, TOABH/IBI, TOAPOJIbI, PA3HOBUAHOCTH;

B) Ha poabl, BUabI, NOABHAbI, PA3HOBHUIHOCTH;

C) Ha BUbI, MOABU/IBI, PA3HOBHIHOCTH, POIBI;

D) Ha moaBH/IbI, TOAPO/IBI, PA3HOBUIHOCTH.

14. lokymeHTaIMOHHOE 00ecnedeHne yIpaBJdeHUuss — 3TO:

A) mporecc yCTaHOBJIEHUS U IPUMEHEHMS TIPABUII C LENBIO YIOPSAJOUEHUS AEATEIbHOCTU B
JIEJIONPOU3BO/ICTBE.

B) nesiteibHOCTH annmapaTa ynpaBJieHHsl, 0XBATbIBAIONIasi BONPOCHI JOKYMEHTUPOBAHNS U
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OpraHu3anuu padoTsl ¢ JOKYMEHTAMH.

C) COBOKYITHOCTh IOKyMEHTOB, IPUMEHIEMBIX B OIPECICHHON cepe nesITeTbHOCTH.
D) COBOKYITHOCTh PEKBH3HMTOB, YCTAHOBJICHHBIX B COOTBETCTBUH C (POPMYJISIPOM JIOKYMEHTA.
15. EI'CJ — a3T1o0:

A) COBOKYIHOCTh PEKBU3HUTOB, YCTAHOBIEHHBIX B COOTBETCTBHH C (DOPMYIISIPOM TIOKYMEHTA.
B) xoMIIeKC OCHOBHBIX NOJI0KEHHUH, ONIpee/SII0IUX U PerJIaMeHTHPYIOIIUX OPraHNu3anuIo
JAOKYMEHTAIMOHHBIX MIPOL[ECCOB HA NPeANPUATHH.

C) COBOKYITHOCTh IOKyMEHTOB, IPUMEHIEMBIX B OIPECICHHON cepe nesITeTbHOCTH.
D) nesiTenbHOCTH anmapaTa yInpaBlieHUs, OXBaThIBAIOIIas BOIPOCHl JOKYMEHTUPOBAHUS U
OpraHu3aIy paboOThI C JOKYMEHTAMH.

16. lokyMeHT, coaep:Kkamuii ”H(POPMAIHIO, He IPEeIHA3HAYEHHYIO JIJIsl IIUPOKOT0
PacnpoCTPAHEHHS:

A) HeonyOJIMKOBAHHBIN;

B) taiinbiit;

C) HenyOJIMKYyeMBblii;

D) nenepuonnueckuii.

17. YUTo OTHOCHTCH K NPU3HAKAM JOKYMEHTA:

A) pyHKIIMOHATBHOCTD HH(POPMALINY;

B) ToxkaecTBeHHOCTH camoMy cebe;

C) 3aKOHHOCTb;

D) 3aBepiieHHOCTH COOOIIEHMS.

18. Kakoii jjornueckuii mpueM, MCIOJIb3yeTcsl IPH CO3AaAHUM TOKYMEHTOB:

A) onpeneJienne;

B) ycranoBnenue;

C) obocHoBaHuE;

D) pa3pscuenue.

19. Ecam Bam Heo0Xx0a1MMo 1aTh ONMCAaHUE PeKJIAMUPYeMBbIX YCJIyr, Bel cocTtaBuTe
A) 10roBOpHOE MUCHMO

B) pexsaMHoOe MUCHLMO

C) conpoBOaUTENBHOE MTUCHMO

D) nucbMo-npurianieHue

20. Ecau Bam Heo0xoauMo npeabABUTH NPeTeH3UH NapTHEPY, Bbl cocTaBuTte

A) 1OrOBOpHOE MUCHMO

B) undopmarnmonHoe nucbmMo

C) conpoBoUTETHHOE MUCEMO

D) nucbMo-npeTeH3nio

21. YkaxxnTe OTJIMYHTEJIbHOE CBOMCTBO JOKYMEHTA:

A) KOUIHOCTH;

B) ropuanueckas cuia;

C) MHOXECTBEHHOCTH;

D) To4HOCTB.

22. Eciu Bam Heo0X0AUMO NPUIJIACUTH OPraHU3ALMIO WIH 10JKHOCTHOE JINI0 HA
coBellaHune, BCTpe4y, Bel coctaBuTte

A) nMCbMO-TIPUIJIALICHHUE

B) conpoBoauTenbHOE MHMCHMO

C) nucpMo-noATBEpKICHNE

D) norosopHoe nucsMo

23. Ecaun Bam Heo0xoauMO cO0001IMTH 0 IPOBEIeHUN MeponpusiTus, Bl coctaBure
A) conpoBOAUTENBHOE MUCHMO

B) nuceMo-noaTBepxkieHne

C) n1oroBOpHOE MUCHMO

D) nndopmannoHHoe NUCHMO
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24. Ecaun Bam He00X01uMMO COCTABUTH MUCHMO, HH(GOPMHUPYIOIIEe aipecaTa 0 HANPABJICHUN K
HeMYy NPHCbLIaeMbIX 1I0KYMEeHTOB, Bbl cocTaBuTe

A) conpoBoAUTEIbHOE MTUCHMO

B) nucemo-yBenomienue

C) nucpMo-MoATBEpKICHNE

D) norosopHoe nucbMo

25. Ecam Bam He00X01MMO COCTABUTH MUCHMO, CONPOBOXKAAIOIIEE JOT0OBOP, TO OHO OyaeT
HOCUTH Ha3BaHue (110 COleP:KAHMIO0)

A) IHCHbMO-TIOITBEPIKICHUE

B) norosopnoe

C) compoBoauTebHOE

D) nucsmo-yBenomiienne

26. Ecaiu Bam He00X01MMO YBeIOMUTH OTIIPABUTEJIA 0 MOJYYEHUH TOKYMEHTOB, Bbl
coCTaBHTe

A) naopmanmoHHOE MIUCHMO

B) norosopsoe nucsmo

C) conpoBoaUTETBHOE MTUCEMO

D) nucsMo-noaTBepKaeHUe

27. Ecan pacnopsiiuTeIbHAs YaCTh TEKCTA HAYNHAETCH CJI0BAMHU “00513bIBaI0”’, TO 3TO
A) npukas

B) 3asBnenue

C) pacnopsizkeHue

D) ykazanue

28. Eciiu pacnopsiiuTe/IbHAs YacTh TeKCTAa HAYUHAETCH CJIOBAMH “IipeaJaraim”, To 3To
A) ipukas

B) pacnopsikenue

C) uHCTpYKIUS

D) yka3anue

29. Unpexkc nokymeHTa o(popMiIsieTcsi CJeAyI0IHuM 00pa3om

A) 13.14

B)nk 11.

C)cn 16.

D) 13/14

30. Unpeke 10KyMeHTa — 3TO

A) OpsAIKOBBIN HOMEP pPEerucTpaluu

B) unaexc cTpykTypHOTro noapasieineHus

C) undposoe, OykBeHHOE HJIM KOMONHHPOBAHHOE 0003HAYeHUE JOKYMEHTA, YKa3bIBaKoIIee
MeCTO ero cOCTaBJeHHUs U XPaHEeHUs!

D) Homep fienia Mo HOMEHKJIAType Jiel

31. UnrepBaa — 310

A) pabouee nose

B) cnyxxeGHoe mose

C) nonoxxenue Tadbynaropa

D) paccrosinue MeKay OCHOBAHMSIMU CMEKHBIX CTPOK

32. Uu¢opmManinoHHO-CNIPABOYHBIN JOKYMEHT, COCTABJIAIOIIMICS TPYNIOM JUL 1JIs1
MOATBEPKIEHUS] YCTAHOBJIEHHBIX ()AKTOB — 3TO

A) nokJiajiHas 3amucka

B) akr

C) mpoTokon

D) o0bsicHUTEBHAS 3aMTUCKA

33. UcnoJiHUTEIbHOE 1eJ10NPOU3BOJACTBO — 3TO

A) pabota ¢ 1ToKkyMeHTaMH, MpoBoAUBINAsCS B COBETCKUX YUPEXKIACHUSIX
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B) pabora ¢ nokymMeHTamMu, IPOBOIUBIIASCS B KOJIJIETHSIX

C) paboTta ¢ JOKyMeHTaMH, IPOBOAMBIIASICS B MUHHCTEPCTBAX

D) paGota ¢ tokyMeHTaMu, IPOBOAMBILASICS B ITPUKa3ax

34. Koaeaxckoe 1eJ10NPOU3BOACTBO — 3TO

A) pabora ¢ J0KyMEeHTaMM, IPOBOAMBIIASICH B KOJLJIETHAX

B) pabota ¢ nokyMeHTamu, IpOBOMBLIASCS B IPUKa3ax

C) pabota ¢ toKkyMeHTamMH, IpoBoauBILIascs B COBETCKUX YUPEkKACHUAX

D) pabora ¢ noxymeHTaMH, IPOBOAMBILASACA B MUHUCTEPCTBAX

35. Komimieke B3aUMOYBSI3aHHBIX JOKYMEHTOB, PerJIaMeHTHPYIOLIMX CTPYKTYPY, 3a1a4H,
(pyHKIMU NPeANPUSITHA, OPTraHU3AIHIO ero padoThl; NPaBa, 00513aHHOCTH M OTBETCTBEHHOCTH
PYKOBO/JCTBA M CIIELIHAJIMCTOB NPeANPUATHS — ITO

A) pacniopsIUTENIbHBIE TOKYMEHTHI

B) ycras

C) cnipaBoYHO-MH(POPMAITUOHHBIE

D) opranusanmoHHbie JOKYMEHTbI

36. Komiuiekc 0CHOBHBIX 0JIOKEHHU I, ONpeAe/IAIOIMX U PerjiaMeHTHPYIOIINX OPraHU3alUI0
JAOKYMEHTALMOHHBIX MIPOLIECCOB HA NMPeANPHUATHH — 3TO

A) cucreMa JOKyMEHTaluu

B) EI'CJ1

C) noKyMeHTallIOHHOE 00€eCIIeYeHHE YIIPaBICHUS

D) crannapruzanus

37. HazoBuTe BHABI JOKJIAIHBIX 3aIIHCOK

A) nadopmarmoHHbie, OTYECTHHIC

B) BHyTpeHHue, BHELIHNE

C) oTueTHbIE, BHYTPEHHHE

D) undopmanionnsie, OTYETHBIE, BHYyTPEHHNE, BHEIITHHE

38. Ha3oBuTe 1Ba 0OCHOBHBIX opMaTa, Ha KOTOPBIX opopmiisaoTces HoKyMeHThI OP /]
A) A5 (148x210 mm); A 3 (297x420 mm)

B) A 4 (210x297 mm); A 5 (148x210 Mm)

C) A5 (148x210 mm); A 6 (105x148 mm)

D) A 3 (297x420 mm); A 4 (210x297 mMm)

39. Ha3oBuTE JOKYMEHT, He BKJIIOYEHHBIH B IPYNIY BXOASIIUX U HCXOASIIUX TOKYMEHTOB B
NpHUKa3ax

A) mamsitu

B) oTniuckwm

C) akT

D) rpamoTtsl

40. Ha3oBUTE TOKYMEHT, He BXOASIIIMIi B IPYIIY PacHoOpPsSIMTeIbHbIX JOKYMEHTOB
A) CTPYKTYypa U IUTATHAS YUCJICHHOCTh

B) ykazanue

C) npuxas

D) noctanoBneHue

41. HazoBuTE JOKYMEHT, He BXOASIIIIMI B COCTaB HH(POPMALMOHHO-CIIPABOYHBIX

A) IpoTOKOI

B) cnpaBka

C) pacnopsi:keHue

D) akr

42. HazoBuTe 1OKYMEHT, He U31aBaeMblii IapeM B NePHO/I NPUKA3ZHOI0 1eJIONPOU3BOICTBA
A) ’)xanoBaHHas rpaMoTa

B) yxa3

C) npurosop

D) akr
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43. HazoBuTEe HOPMATUBHBIN JOKYMEHT, HA OCHOBAHHH KOTOPOTr0 0OPMISIIOTCH TOKYMEHTbI
OPJ

A) MHCTPYKIIHS 1O ASTONPOU3BOACTBY

B) nonoxxenue 06 apxuBHOM oHae PO

C) I'OCT 6.30.-2003

D) I'OCT 7.0.97 - 2016

44. Ha3zoBure pa3jieJi, He BXOASIIIHUIA B TEKCT yCTaBa

A) periiaMeHT AeSTeIbHOCTH

B) o6mue nmonoxxeHus

C) opranuzaimoHHOE €IUHCTBO

D) noszkHOCTHBIE 00SI3AHHOCTH

45. HazoBuTe pPeKBU3UT, He BXOAAIIMI B (pOPMYJISIP aKTa

A) moanuck

B) tekct

C) aapecar

D) 3aromnoBok

46. HazoBuTte peKBU3UT, He BXOAAIIMIA B (OPMYJISIp pelieHust
A) TexkcT

B) 3aronoBok

C) ccblIka HA MHAEKC U ATy BXOASIIEr0 JOKYMEHTa

D) noanuck

47. HazoBuTe pPeKBU3UT, He BXOAAIIMI B (pOPMYJISIpP YCTaBa

A) Ha3BaHUE OpTraHU3AlNUU

B) HaumeHOBaHME MUHUCTEPCTBA WM BEIOMCTBA

C) HaumMeHOBaHUE BUJA TIOKyMEHTa

D) aagpecar

48. HazoBuTe 1HIEJIU JOKJIAAA

A) aprymeHTanus

B) nnopmupoBanue u yoexnenue

C) moka3aTesbCTBO

D) yoexnenue

49. Ha3oBuTe YaCcTH TEKCTA NMPUKa3a

A) KOHCTaTUpYIOIIasi, BBOIHAS

B) koHcTaTupyomas, pacnopsiiuTebHast

C) ocHOBHas1, pacniopsIUTeNbHas

D) BBOHAs, OCHOBHAs

50. O0s3aTebHBIN NPU3HAK HA JOKYMEHTE, YCTAHOBJICHHBIH 3AKOHOM — 3TO
A) uHTepBan

B) pexBu3uT

C) nonoxenue TadyasTopa

D) ambnema

51. Opranu3anuoOHHO-pPacCHoOPSAAUTEIbHAS JOKYMEHTALUSA — 3TO
A) yHUPHUIUPOBAHHBIN TOKYMEHT

B) coBOKYITHOCTH PEKBU3UTOB

C) cOBOKYNHOCTH B3aMMOYBS3aHHBIX JOKYMEHTOB, (yHKIMOHUPYIOIIUX B cepe ynpaBIeHHsA
D) yaudunuposannas popma

52. OpraHnn3anMOHHbIN JOKYMEHT JAJIUTEIbHOI0 HJIH NOCTOSHHOI'O CPOKA /IeCTBUA, B
KOTOPOM ompe/iesieHbl HAYYHO-TeXHUYecKHe, (MHAHCOBbIE CTOPOHBI /1eSITeIbHOCTH
JAOJIKHOCTHBIX JINL — 3TO

A) mITaTHOE pacnycaHue

B) no/kHOCTHASI HHCTPYKIMS
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C) ycraB

D) nonoxenue

53. Opranu3anMoHHbINA JOKYMEHT, B KOTOPOM YKa3bIBAKTCH BCe CTPYKTYPHbIE
No/Apa3/iesieHus NpeaNnpusiTHs, BBOAUMBbIEe HA NPeANPHUATHH J0/LKHOCTH U KOJIMYECTBO
INTATHBIX €IUHUIL 10 KAKI0H M3 NOJKHOCTEH — 2TO

A) paBuJIa BHYTPEHHETO U TPYAOBOI'O PACIOpsIIKa

B) ycras

C) mratHO€E pacnucaHue

D) cTpykTypa M ITaTHasi YMCJIEHHOCTh

54. Opranmn3anus padoThl ¢ JOKYMEHTAMH B KOJLIETHSIX HOCUT HA3BaHHMe

A) KOJLIEXKCKOE 1eT0NPOU3BOACTBO

B) coserckoe nenonpon3BoACTBO

C) npukazHoe JeI0npOU3BOJCTBO

D) ucnonnutenpsHoe A€100pOU3BOCTBO

55. Opranu3anusi padoThl ¢ JOKYMEHTAMH B MUHUCTEPCTBAX HOCUT HA3BAHUE

A) coBeTCKOE Je0NPOU3BOICTBO

B) xonnexckoe Aenonpon3BOACTBO

C) npukazHoe 1eT0IMpPOU3BOICTBO

D) ucnosinuTebHOE 1€10IPONU3BOACTBO

56. OcHoBHOE NPaBUJI0, KOTOPOTO CJeyeT MPUAEPKUBATHCS MPHU NoAavye TeeOHOrpaMMbl
A) nepenaBaThb TOJbKO KPAaTKYI0, CPOYHYI0 HH(OPMAIIHIO

B) npu perucrpanuu renedoHOrpaMMBbl HCTIOIB30BaTh KYPHAT PETUCTPAIIUU BXOISAIINX
JIOKYMEHTOB

C) tekct — 6onee 100 cnoB

D) ucnonb30BaTh MAKCUMYM CHEIHAIBHBIX TEPMUHOB

57. OcHOBHBIE YAaCTH TEKCTA NPOTOKOJIA

A) KOHCTaTUPYIOIIAsi, BBOJAHAS

B) ocHoBHas, pacniopsauTenbHas

C) xoHCTaTUpYIOIIAsl, paCIIOPSTUTEIbHAS

D) BBOaHAsA, OCHOBHAS

58. OxapaxkrepusyiiTe ¢ TOYKH 3peHUsI NPHHAICKHOCTH K PEKBH3NTaM JaHHBIH ¢parMeHr:
PexTopy HoBocuOupckoro ynusepcurera rocnoauny Cmosnkuny C.A. 634635 r.
HoBocuoupcek yi. Jlennna, a. 15.

A) pe3omonus

B) agpecar

C) Bu3a coriacoBaHus

D) Bu3a 3aBepeHus

59. Oxapaxrepu3yiiTe ¢ TOUYKH 3peHHUs] IPHUHAIEKHOCTH K PEKBU3UTAM CJIeyOIM i
¢pparment: Plan 1. doc Cumknna 13.01.98

A) oTMeTKa 0 3aBE€pEHUN KOITUU

B) ormeTka o nmoctymieHuu

C) uCTOTHUTEIND

D) ormeTKka 0 mepeHoce JaHHBIX HA MAIIMHHBIA HOCUTEIb

60. OxapakTepu3yiiTe ¢ TOUYKH 3peHHUS MPUHANJIECKHOCTH K PEKBU3UTAM CJeAYIOLIM A
¢pparment: BEPHO Cekperapn-pedepent a/n U.K. KonTopkuna

A) rpud yTBEpKIEeHUS

B) orMeTKa 0 3aBepeHMH KONIMU

C) moanuce

D) pezontonus

61. Oxapaxkrepu3yiiTe ¢ TOYKH 3peHHUsI IPHHAICKHOCTH K PEKBH3UTaM CJIeAyOLIH i
¢pparmenTt: I'enepanbublii AupexTop J/n U.K.Comon

A) BU3a
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B) Texct

C) noanuch

D) 3aronoBok

62. Oxapaxkrepu3yiiTe ¢ TOYKH 3peHHs IPUHALIEKHOCTH K PEKBU3UTaM CJIeyOLIM i
¢pparment: 3am. nupexropa Ilmoxuny U.K. O6ecniequTs ycJ10BUSI BHINIOJHEHUS MOCTABOK 10
16.01.2003. o1/ 18.11.2003

A) moanuck

B) 3arosioBok

C) Bu3a

D) pezomtonus

63. OxapakTepu3yiTe ¢ TOUKH 3peHUs MPUHANIEKHOCTH K PEKBU3UTAM CJIeAY0OLIM A
¢pparmenT: HUMJAJL 13.01.98 Ne 36/17

A) UCTIOJTHUTEITb

B) ormMeTka 0 mocTymiieHnu

C) rpud yTBEepKIACHUS

D) ormeTka o 3aBepeHHUH KOITUU

64. Oxapakrepu3yiiTe ¢ TOYKH 3peHUs] NPUHAVICKHOCTH K PEKBU3UTAM CJIeAy O
¢pparment: O6 nHPOPpMALIMOHHOM ODecTiedeHU U

A) BU3a

B) 3arosioBok

C) pesomtonus

D) tekct

65. Oxapakrepu3yiiTe ¢ TOYKH 3peHUs] NPUHAJIEKHOCTH K PEKBU3UTAM CJIeAY O
¢pparment: CumonoB 989-78-35

A) rpud yTBEepKICHUS

B) ucnosnurean

C) pesomtonus

D) ormeTka o 3aBepeHNH KONTUU

66. Oxapaxkrepu3yiiTe ¢ TOYKH 3peHHS NPHUHALICKHOCTH K PEKBU3UTAM CJICAYIOLIM I
¢pparment: YTBEPXKIAIO Aupexrop a/n N1.0.D. 13.02.98

A) rpu¢ yrBepxKIeHus

B) 3aronoBox

C) pesomtonus

D) noanuce

67. Oxapaxkrepu3yiiTe ¢ TOYKH 3peHHUsI IPHHAICKHOCTH K PEKBH3UTAM CJIeAyOLIH i
¢pparment: FOpucr a/n U.K. Cumonos 10.11.2004

A) anmpec

B) pezomonust

C) Bu3a

D) rpud yrBepxaeHus

68. Oxapaxkrepu3yiiTe ¢ TOYKH 3peHHs] PEKBU3HUTOB cjeayommii pparment: «Bx. Ne 0000
Harta 00.00.00»

A) pe3ononus

B) orMeTKa 0 mMOCTYIJIEHMH TOKYMEHTA

C) oT™MeTKa 0 HaTMYUH MPUIIOKEHUN

D) noanuce

69. OxapaxkrepusyiiTe ¢ TOYKH 3peHUs] pEKBU3UTOB cjaenywommii ¢pparment: “02.03.98.”
A) noanuce

B) nara

C) pesomtonus

D) oTmeTKa 0 HaTMYUU IPUII0KEHUI
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70. OxapakrepusyiTe ¢ TOYKHU 3peHUs PEKBU3UTOB cieAylumid ¢pparment: “13/14”
A) MHaeKC

B) oTmeTKa 0 HAIMYWK TPUITOKEHUIT

C) pesontonus

D) noanuck

71. Oxapaxkrepu3yiiTe ¢ TOYKH 3peHUs] PEKBU3UTOB CJeAyIOIMii (pparMenT: “npuioxenue:
Ha 3 J1. B 2 9K3.”

A) 0TMETKA 0 HAJIMYHMHU NPUHII0KEHHU I

B) moanuce

C) nara

D) pe3omtorust

72. IlepeunciuTe BONPOCHI, KOTOPbIe OTPAKAIOTCS B IPABWJIAX BHYTPEHHEr0 TPYA0OBOI0
pacnopsiaka

A) opranu3aums padoThl NpeNpUsITHS, B3AUMHbIe 0013aHHOCTH PAa0OTHUKOB M
aJMHHHUCTPALMH, IPEAOCTABJICHHE OTIYCKOB, KOMAaHIMPOBAHHE COTPYAHHUKOB,
BHYTPHOOBEKTHBII pPe:KuM

B) 10/1KHOCTHOM 1 YMCIIEHHBINA COCTaB MPEIIPUATUS

C) Hay4HO-TeXHUYECKHE, (PMHAHCOBBIE CTOPOHBI JESITEIHLHOCTH JOKHOCTHBIX JIHII

D) nopsinok oOpa3oBaHusi, 3aauu, 00sI3aHHOCTH, IpaBa, OTBETCTBEHHOCTh U OPraHU3alHI0 paboThI
IOPEIIPUATHS B LIEJIOM WM €0 CTPYKTYPHBIX IOJIpa3 e ieHui

73. llepeunciiute OCHOBHbIE BHAbI 0JIAHKOB

A) o0muii 0J1aHK, OJIaHK 1J1s1 TMceM, 0JIAHK € MPOJ0JIbHBIM M YIJIOBbIM PACIOJIOKEHHEM
PEKBH3HTOB

B) cymecTByeT TOIBKO OJIaHK € IPOAOIBHBIM U YIJIOBBIM PACIOI0XKEHUEM PEKBU3UTOB
C) cyuiecTByeT TOJIBKO OOIIMIA O1aHK

D) cymectByeT TOIbKO ONaHK /AJIs1 TUCEM

74. llepeuncjinTe OCHOBHBbIE 3JIEMEHTHI I0KJIa A

A) OCHOBHas 4acTh; BbIBOJIbI (PEKOMEHIAIMH )

B) BcTynnenue; BIBOABI (PEKOMEHIAIIH )

C) BcTymsieHUE; OCHOBHAS 4acTh

D) BcTyniieHue; 0CHOBHAsI YacCTh; BbIBOABI (PEKOMEH/1all M)

75. IlepeunciuTe Hejau U3y4YeHUs 1eJT0NMPOU3BOACTBA

A) onpeaenutsb poib ciayx0 JOVY.

B) noxazare 3HaueHne paboOThI ¢ JOKYMEHTaMH B JKU3HH OOIECTBA.

C) oB1ageHne OCHOBAMH NPABHJILHOIO 0(hOpMIICHHS JOKYMEHTOB M HaJIe:KALeH
opraHu3anuei 10KyMeHTo000poTa.

D) npuBuTh HEOOXOIMMBIE HABBIKU B paboTe C J1e1aMu, 3aKOHYEHHBIMH JIeJIONTPOU3BOICTBOM.
76. IIncemo nocJie oOpaieHns Yaiie BCero NpoaoJLKaeTcsi CJIOBaMHu

A) MBI paccunThIBaeM Ha Bare coTpyiHruecTBo. ..

B)BcBs3uc ...

C) namu paccmorpens! Bamm npensoxxkenus ...

D) ¢ yBaxkeHUeM ...

77. IIncemo nocJie 00paleHns Yalle BCero NpoaoJKaeTcsi CJIOBaMHU

A) B cooTBeTcTBHH ¢ Bameit mpocb00ii ...

B) Mb1 Hafeemcs Ha Baily 3aMHTEpECOBaHHOCTS ...

C) ¢ yBaXKCHHEM ...

D) mbI paccunTsiBaeM Ha Baiie coTpyiHUYECTBO. ..

78. IIucbmo yaiie Bcero HAYMHAETCH CJI0BAMHU

A)BcCBs3UC ...

B) c yBaxenuewm ...

C) B COOTBETCTBHH C ...

D) yBaxkaemble rocnoaa ...
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79. IlncbMO-HAIIOMMHAHKE — ITO

A) IOKYMEHT, TOATBEPKAAIOIINN IOTyUYEHUE LIEHHOCTEN

B) noxymeHT, coo0mauuii 0 NpUuOJIHKEeHNH, YCKOPEHNH, HCTeYEeHUH CPOKA UCTIOJTHEHUS
KAaKOro-jmoo 1eiicTBusA

C) noKyMeHT, coiepKallliii IpUTIalieHue Ha MEPOIIPUITHE

D) noxymenT, coaepxaniuii ”HGOPMAIHIO O IIPOBOANMOM MEPOIPUATHH

80. ITox “coBOKYNHOCTHI0 B3aUMOYBSI3AHHbIX JOKYMEHTOB, IPUMEHSAEMbIX B ONpeae ¢ HHOM
cepe neATEILHOCTH” MOAPA3YMEBAIOT

A) cucteMy TOKYMEHTHPOBaHUS

B) ynudumnuposannyto hopmy

C) yHu(UIIMPOBAHHBIN JOKYMEHT

D) cucreMmy 10KyMeHTALMU

81. IIpaBoBoii aKT ynpaBJjieHUs TOCYIAPCTBEHHOI0 OPraHa, MMEKIIHNA 00513aTeJIbHYI0 CHJLY
AJISl TPAKIaH U OPraHu3auuii, KOTOPbIM OH apecOBaH — 3TO

A) ykazaHue

B) npuxas

C) pacnopsizkeHue

D) pemenue

82. IIpaBoBoii aKT, H31aBaeMblii PyKOBOAUTEIEM NPeANPUATHS, 1eiiCTBYIOLIEro Ha
OCHOBAHMH €IMHOHAYAJINS, VIl pa3pelieHUs OCHOBHBIX M ONePAaTUBHBIX 3224 NpPeANPUATHSA
—3TO0

A) npuka3s

B) ykazanue

C) peuienue

D) pacniopsixenue

83. IlpaBoBoii akT, onpeae/sIlOLIUI NOPAIOK 00pa30BaHus, 3a/1a4H, 00513aHHOCTH, IPaBa,
OTBETCTBEHHOCTb U OPraHM3alHUI0 Pa00ThI MPeANPUATHS B LIEJIOM HJIH €r0 CTPYKTYPHBIX
nojapasjiesieHuii — 310

A) nmosioxkeHue

B) ycras

C) 1oMmKHOCTHAS UHCTPYKLIUS

D) mrraTtHOE pacnicanue

84. IlpukasHoe 1e10POU3BOACTBO — ITO

A) pabora ¢ 1oKkyMeHTaMH, TpoBoAuBIIascs B COBETCKUX yUPEKICHUIX

B) pabota ¢ 1okymMeHTamMH, IPOBOJUBIIASCS B MUHUCTEPCTBAX

C) pabora ¢ JOKyMEHTaMu, IPOBOUBIIASCS B KOJIJIETHUSIX

D) pabora ¢ noxymMeHTaMH, IPOBOAUBIIASICA B IPHKA3aX

85. Ilpu4yuHbI H31aHUSA YKA3aHUSA PACKPbIBAIOTCH B

A) BBOJHOM 4acTH TEKCTa

B) pacniopsinurenbHON yacTu TEKCTa

C) xoHCcTAaTHPYIOLIEH YACTH TEKCTA

D) ocHOBHO# YacTu TeKcTa

86. Ilponecc ycTaHOBJICHHSI M IPUMEHEHHS MPABUJI € LEJIbIO YIIOPSA0YeHHUS NeATeJbHOCTH B
J1eJ10NPOU3BOACTBE — 3TO

A) cucreMa JOKyMEHTaluu

B) cranpapruzanus

C) EIrca

D) nokymeHTanmoHHoe obecreueHrne ypaBIeHHs

87. PaGora ¢ 1oKyMeHTaMH, IPOBOAMBIIASICH B IPUKA3aX, HOCUT Ha3BaHHe

A) npuKa3Hoe J1eJI0NPOU3BOACTBO

B) ucnonnutensHoe 1€100pOru3BOJICTBO
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C) xomnexcKoe AeI0NpPOU3BOICTBO

D) coBerckoe nenonpou3BoaACTBO

88. PacnopsiauTeIbHbINH JOKYMEHT KOJUIETHAJIBLHOT0 OPraHa yIpaBJieHus, U31aBaeMblii
MHUHHUCTEPCTBAMM, BEIOMCTBAMHU, HAYYHBIMH COBETAMH — 3TO

A) peuieHue

B) ykxazanue

C) pacnopspkeHue

D) npukas

89. PacnopsiauTeIbHbINH JOKYMEHT, H31aBaeMblii OPraHAMM IOCY/IaPCTBEHHOI0 YIIPABJIEHHUS,
OpraHu3anusiMy, 10 BOIIPOCAM OPraHM3alMOHHO-METOANYECKOr0 XapaKkrTepa (OpraHusanus
HCIOJTHEHUS] PUKA30B, MHCTPYKIUI) — 3TO

A) npukas

B) pemenne

C) ykazanue

D) pacniopsixenue

90. PaccTosiHMe MexK/1y OCHOBAHMSAIMM CMEKHBIX CTPOK 3TO

A) ciy:keGHOE T0I1e

B) nonoxxenue tabynaropa

C) pabouee nomne

D) unTepBai

91. PexkBU3UT — 3TO

A) 00s13aTeJIbHbIN MPU3HAK HA TIOKYMEHTE, yCTAHOBJIEHHBIH 3aKOHOM

B) cucrema nokymeHTanuu

C) cnyxkebHoe mose

D) pabouee mose

92. PekBU3HUT “BH3a 03HAKOMJIEHUN” BBITJIAAUT CJIeIYIOIIMM 00pa3oM:

A) cexperaps 1/ ©.11.0. 00.00.00

B) ropucrt 1/ 00.00.00

C) cexkperaps @.1.0. 1/ 00.00.00

D) ¢ npuxka3zom o3naxkomJiex: Ji/nm 00.00.00

93. CBoa nmpaBuJI, peryJTHPYOMNX JesiTeJJbHOCTh OPraHU3aluii, UX B3aMMOOTHOLICHUS C
APYTHMH OPraHU3AUMAMHU M IPA’KIaHAMU, IPaBa M 0013aHHOCTH B cdepe rocyAapcTBeHHOMH
HJIM XO3MCTBEHHOH 1eATeJIbHOCTH — 3TO

A) mITaTHOE pacnycaHue

B) nonoxxenue

C) nomKHOCTHASI MHCTPYKIIUS

D) ycras

94. CucremMa JOKYMEHTAIlUH — ITO

A) COBOKYITHOCTBIO B3aHMOYBS3aHHBIX JOKYMEHTOB, IPUMEHSIEMBIX B ONIpeeI¢éHHOM cdepe
AeATeJbHOCTH

B) coBOKyIHOCTH pEKBU3UTOB

C) nOKyMeHT, coiepKallluii IEPBUUHYIO HHPOPMAIHIO

D) cucrema gokyMeHTaInu, CO3JaHHasl 110 €IUHBIM MPaBUIaM U TPEOOBAHHIM

95. CoBOKYNHOCTH B3aHMOYBSI3AHHBIX I0KYMEHTOB, (PYHKIIHOHMPYIOIIMX B c(hepe
yIpaBJeHUus — 3TO

A) KagpoBasi JOKyMEHTaIHs

B) Oyxrantepckast TOKyMeHTaIUs

C) TexHnyeckas JOKyMEHTAIHs

D) OP/

96. COBOKYITHOCTB JOKYMEHTOB, OTPAKAIOIINX PACIIOPSAAUTEIbHYIO 1eATEJIbHOCTh — 3TO
A) OTYETHBIE IOKYMEHTHI

B) undopmaiinoHHO-CrIpaBOYHbBIE TOKYMEHTHI
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C) pacnopsiauTebHbIE JTOKYMEHTbI

D) opranu3annoHHbIe JOKYMEHTHI

97. COBOKYNIHOCTH IOKYMEHTOB, COJIepPKAIUX HHPOPMAUIO 0 (PAKTHYECKOM MOJ0KEHU U
A€, CIY:KAIIUX OCHOBAHHMEM JIJIsl IPUHSATHS PellleHHii, U31aHUA PACOPSITUTETbHBIX
JOKYMEHTOB — 3TO

A) pacniopsIUTENbHBIE TOKYMEHTHI

B) opranuzanionHble JOKyMEHTBI

C) oTueTHBIE JOKYMEHTBI

D) unpopManiuoOHHO-CIIPABOYHbIE JOKYMEHTbI

98. CoBOKYNHOCTH padoT M0 JOKYMEHTHPOBAHMIO /1eSITeJIbHOCTH YIIPABJIEHUS U 110
OPraHu3alu J0KYMEHTOB B y4Ype:KIeHHH — ITO

A) cucrteMa JOKYMEHTUPOBaHUS

B) cucrema nokymeHTanuu

C) nokymMeHTO000pOT

D) nesionpoun3BoacTBo

99. CoBOKYNHOCTH PACIOJIOKEHHBIX B ONpe/ae/IeHHOM M0C/1e10BATeIbHOCTH PEKBU3UTOB,
NMPHUCYLIUX BCEM JOKYMEHTAaM OIlpe/eeHHOI cCHCTeMbl JOKYMeHTAllMU — ITO

A) BeIIKCKa

B) dpopmyssip-odpazen

C) 6mank

D) noxymeHt

100. CranpapTusanusi — 3T0

A) cTaHIapTHOE PacHoOIOKEHNE MaTepuaa.

B) cornmacoBanue ¢ TEKCTOM 3aMHTEPECOBAHHBIX JIUII.

C) ynotpebiieHre ycToM4nBbIX 000POTOB.

D) npouecc ycTaHOBJIeHUS U TPUMEHEHHUSs IPABUJI € EJIBIO YIOPSA0YeHH s e TeJIbHOCTH B
J1€J10IIPOU3BO/ICTBE.

IIpumepHBIe OLIeHOYHBIE CPeACTBA A KOHTPOJISI CAMOCTOATE/ILHOM PadoThI

IIpumepnas Tematnka pedepaToB (IOKJIAI0B) 1JIsi OLEHKH YPOBHSI C(OpMHPOBAHHOCTH
komnerenun YK-4

Temsl pepepatos (P-1):

1. ey 1 3a7aum 1€I0NMPOU3BOJICTBA, OTIPE/ICICHUE IETTONPON3BOICTBA. POITb TOKyMEHTAIIMOHHOTO
oOecrieyeHus B yIpaBlIeHUH.

2. Kpartkas xapakTepuCTHKa MPUKA3HOTO, KOJUIEKCKOTO M MCIOJHUTEIBHOTO JIEIOTIPOU3BO/ICTBA B
Poccun.

3. 3akoHO/IaTeNbHOE PETYIUPOBAHUE JEIONPON3BOCTBA B Poccum.

4. HopmaTuBHO-TIpaBOBO€ 0OecrieueHHe JAesITeIbHOCTH CIIYKO J1eI0NMPOU3BOICTBA.

5. IlonsiTre «10KyMeHT», ero ¢pyHkuus. Kimaccudukarys JOKyMEHTOB 110 OCHOBHBIM ITPHU3HAKAM.

6. ITonsTie «pexkBU3UT». IloCTOSHHBIE U TEpEMEHHBIE PEKBU3UTHI.

7. XapaKkTepuCcTHKa PEKBH3UTOB 3arojIOBOYHOW YacTH JOKYMEHTa, WX NepedyeHb W TPeOOBaHHS K
0(OPMIICHHUIO.

8. XapakTepHucTHKa PeKBU3UTOB COAEPIKATEILHOW YaCTH IOKYMEHTA, X TIepeueHb U TPeOOBaHUS K
0(OPMIICHHUIO.

9. XapakTepHucTHKa pPEKBH3UTOB O(DOPMIISIONIEH YacTH JOKYMEHTa, UX MEepPeUYeHb U TPEOOBaHUS K
0(OPMIICHHUIO.

10. bnank pgOKyMmMeHTa, BHIBI OJaHKOB OPTraHWU3allMOHHO-PACIIOPSAUTEIBHBIX JOKYMEHTOB.
TpeboBanus k O1aHKaM, pa3Mepsbl 1oJieil OJIaHKOB.

Tembl pepepatoB (P-2):

1. OpraHn3anvoOHHbIE JOKYMEHTHI, UX Ha3Ha4eHWE W poib. OCHOBHBIC BUABI M OOIIME IMpaBHIIa
oopmieHus.
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2. OOmrast xapakTepUCTHUKA TOJDKHOCTHOW WMHCTpYKIuu. OmpenencHue, CTPYKTypa COACpKaHUS,
nopsiI0K 0(pOpPMIICHUSI M OCHOBHBIE PEKBU3UTHI JIOKYMEHTA.

3. IlltatHoe pacnucanue. OOmias XapakTepUCTHUKa JTOKYMEHTa; (opMa HCIIOJIHEHHs, CTPYKTypa
CoJIepKaHus, TOPAI0K OOPMIICHHS U PEKBU3UTHI JOKYMEHTA.

4. PacnopsauTenbHble JOKYMEHTBI, MX HA3HA4€HUE U poJb B ynpaBieHUH. OCHOBHBIE BUbI
pacropsaUTeNbHBIX JOKYMEHTOB U 00IIMe TpaBuia ohopMiIeHuUs.

5. IIpuka3 no ocHOBHOM JesTenbHOCTH. CTPyKTypa TeKcTa IpHKas3a, MOpsIOK €ro pa3paboTKu U
npaBuiIa OQPOPMIICHHUS PEKBU3UTOB. BhINucka u3 npukasa.

6. Pacniopsixenue. CTpyKTypa TeKcTa, npaBuiia 0hOpMIIEHUs PEKBU3UTOB.

7. Ykazanue. O0mas xapakTepuCTHKa JOKYMEHTa, CTPYKTypa ero TeKCTa, MOPsJ0K U OCOOCHHOCTH
oopMIIeHHs, PEKBU3UTHI YKa3aHHUSL.

8. MudopmanmoHHO-ClIpaBOYHBIE TOKYMEHTHI, UX Ha3HAYE€HUE U POJIb B ynpaBieHud. llepeueHb
OCHOBHBIX BUJIOB HH(OPMALIMOHHO-CIIPABOYHBIX JOKYMEHTOB. O0111e TpeboBaHus K 0hopMIIeHHUIO.
9. Axt. OOmas XxapakTepuCTUKa JJOKYMEHTa, CTPYKTypa TEKCTa, MOpSAIOK pa3padOTKu WU
o(opMIIeHUs PEKBU3UTOB aKTa.

10. TIporokon. OOmias XxapakTepHCTUKa MPOTOKOJIA, CTPYKTypa TEKCTa, MOPSAOK pa3pabOTKH H
oopmIIeHHs PEKBU3UTOB IIPOTOKOJIA.

11. [Hoxnagnasi, oObscHUTENbHAs 3anucka. OOIIas XapakTepUCTHKA JOKYMEHTOB, IOPSAIOK
oopMIIeHHs PEKBU3UTOB CITY>KEOHBIX 3aITUCOK.

12. CnpaBka. Bunel cnpaBox OOmasi XapakTepUCTHKAa JOKYMEHTa, PEKBU3UTHI CIIPABOK,
0COOEHHOCTH OPOPMIICHUS.

13. Tenerpamma u Tenedonorpamma. O0Imas XxapakTEPUCTHKA JOKYMEHTOB, TIOPSIIOK O(QOPMIICHHS
PEKBU3UTOB.

14. JlTokyMeHTHI 110 TUYHOMY cocTaBy. [lepeuens nokymeHTOB. OCOOEHHOCTH ATHX JOKYMEHTOB.

15. Odopmiienne kKagpoBbIX IPUKA30B, BBINKCKA U3 MPUKa3a.

16. Odopmiienue 3asBIeHMS, aBTOOHOTpadUU, XapaKTEPUCTUKH, PE3IOME.

17. TpynoBas kauuxka. [IpaBuna opopmiieHUS TPYJIOBBIX KHUXKEK.

Tembl qokaanos (1-2):

1. loxkymeHT0000pOT. OCHOBHBIE 3TAIBl JOKYMEHTOOOOPOTA.

2 TexHonorusi padboOThl ¢ BXOJAAUIMMH JTOKYMEHTaMU.

3. TexHonorust 06pabOTKU BHYTPEHHUX U UCXOSIINX JOKYMEHTOB.

4. Perucrpanusi TOKyMEHTOB U KOHTPOJIb UCTIOTHEHUS IOKYMEHTOB.

5. Homenknatypa Jien Ha npeanpusTtuy, GopMupoBaHue U 0(popMIIeHHE JIEl.

6. IloaroroBka JOKyMEHTOB Ha apXMBHOE XpaHEHHE.

7. Moaenu 31eKTpOHHOTO JOKYMEHTO000poTa.

8. YnpaBieHue 31eKTPOHHBIM JJOKYMEHTOOOOPOTOM.

IIpumepHas Tematnka pedeparoB (IOKJIAI0B) 1JIsi OLEHKH YPOBHSI C(OpMHPOBAHHOCTH
yactu komnerenuun YK-4

Tembl gokaaaos (-1):

. IInceMa nH(OPMAITMOHHO-CIIPABOYHOI'O XapaKTepa.

. Kommepueckas nepenncka.

. DTUKETHBIE MUChMA.

. BiarogapcTBenHble muchMa.

. JlenoBoe m1cbMO-0TBeET.

. HacTHbIE 1€7T0BBIE MUCHMA.

. KpaTtkue nucbMeHHbIE COOOLIEHMUSI.

. MuHHM-TIMCBbMA.

. [InCbMO MHOCTPAHHOMY MTAPTHEPY.

OO NOOUITDWN B
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IIpumepHbIe o1leHOYHBIE CPeICTBA 15 POBeIeHNs MPOMEeKYTOUHOH aTTecTaluu

BOHpOCbI K 9K3aMEHY 110 JUCHHUIIJIHHE <>

Bomnpoc Kon u
HAaUMEHOBaHUE
MH/IMKATOpa
TOCTUKECHHUS
YHUBEPCAIbHOU
KOMIIETEHIINH
(cormacuo PITJ])
1. Hcropus genonpousBojacTBa B Poccum. VYK-4.4
2. CoBpeMEeHHOE TOCYJapCTBEHHOE PETryJIMPOBAHHE JeIONPOU3BOICTBA. YK-4.4
3. CocraB pexksmsuroB 'OCT P 7.0.97 - 2016. IlpaBuna odopmieHus YK-4.4
OTJICTIbHBIX PEKBU3UTOB.
4. Kiaccudukanus TOKyMEHTOB VYK-4.4
5. VcraB: coaepkaHue ycTaBa;, crnenuduKa ycTaBa; BH3WPOBaHHE, YK-4.4
YTBEPKICHHE.
6. IlonoxkeHue: TEKCT MOJOXKEHUS; BUSUPOBAHHE, YTBEPKICHHUE. YK-4.4
7. JIomKHOCTHAsi MHCTPYKIIMSI: TEKCT, BUSUPOBAHUE, YTBEPKIACHHE. YK-4.4
8. IllTaTHoe pacnucaHue: onpeneineHue, opopMiIeHUE, TOJIITHUCH. YK-4.4
9. Uucrpykuus: ompeneneHue, oQOpMIICHHWE, TIOJINUCh, BBEJCHHE B VK-4.4
NEHCTBUE.
10. JloroBop: onpejeienne, coaepkanre, 00s13aTeabHbIe JIEMEHTHI IOTOBOpa YK-4.4
11. [I[puka3 1O OCHOBHOW JEATEIBLHOCTH: OMpeaereHue; opopMIIeHHE VK-4.4
npuKasa; o0s3aTeNbHbIe PEKBU3UTHI; CTPYKTYpa MpHUKa3a (3arojloBOK, TEKCT);
odopmileHHE MpUKa3a; oPpopMiIeHHE MPUTIOKEHUM K MPUKa3y; BU3UPOBAHUE,
pEeIaKTHPOBAHUE, PACCHUIKA, MOAMNKHCH, MAPIIPYT.
12. PacniopshkeHue: onpeeneHne, opopmMiIeHue. YK-4.4
13. TlocTaHoBiIeHHE: cOCTaBIeHHUE U 0(OpMIICHHE. YK-4.4
14. Penienue: oTJIMYME pEICHUs OT IOCTAHOBJICHHUSI. YK-4.4
15. CnpaBka: BHEIIHss, BHYTpeHHss. TeKCT crpaBKu. YK-4.4
16. AKT: pa3HOBUJHOCTH aKTOB, CTPYKTYPa aKTOB. YK-4.4
17. IIpoTokon: BuABI MPOTOKOJIOB 3acelaHM; CTPYKTypa IpOTOKOJa; JaTa YK-4.4
IPOTOKOJIA.
18. JloknaaHas 1 0O0bACHUTEIbHAS 3AIIUCKH. YVK-4.4
19. Opranu3zanysi 1e710BOM MEPEUcKy. YK-4.4
20. lenmoBoe MUChMO KaK JOKYMEHT. YK-4.4
21. PexBU3HTHI Jen0BOr0 NHichbMa. TpeOoBaHus K OJaHKY JIETOBOTO MUChMA. VK-4.4
22. TpeboBanus, IpEAbSBIsIEMbIE K TEKCTY JEIOBBIX (CIYKEOHBIX) IMUCEM. YK-4.4
23. Ilpukaspl 1Mo JTMYHOMY COCTaBY: OmNpeiesieHHe; o(hopMIICHHE; CTPYKTypa YK-4.4
IpUKa3a.
24. JlndHoe Nemo: ompelelieHue, cojepikanue, opopmileHue, o0s3aTebHbIe VK-4.4
3JIEMEHTBI JJMYHOTO Jefa.
25. OCHOBHBIC IPAaBHJIA OPTAHHU3AIMH JJOKYMEHTO000pOTa B OpTraHM3aI|H. YK-4.4
26. Ilpuem, 00paboTKa U pacupeeseHre NOCTYNAKMINX JTOKYMEHTOB. YK-4.4
27. Tlopsimok HampaBJICHHWsS Ha WCIOJNHEHHE ¥ pPadOThl HCIOTHHUTENS C YK-4.4
JIOKYMEHTaMH.
28. IpaBmia 00pabOTKH UCXOMISIINX JIOKYMEHTOB. VK-4.4
29. MoJtesu 3JIeKTPOHHOTO JIOKYMEHTO000pOTA. YK-4.4
30. YnpaBieHue 3JIeKTPOHHBIM JOKYMEHTOOOOPOTOM. YK-4.4
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IIpakTuyeckue 3aaHus (OLleHOYHBbIE CPEACTBA), BLIHOCMMbIE HA IK3aMeH

IIpakTHYeckne 3aaHus 1JIs1 OLIEHKH YPOBHS chopMUpPOBaHHOCTH KomneTeHun YK-4

Ilpakmuueckoe 3a0anue 1.

CocTaBbTe CIpaBKy O BeIMYMHE CpeAHEN 3apaboTHOM IUIaThl 3a TojA AJs HOTy4YeHHS
KOMIIEHCAIIUM Ha OIIaTy KWibsi. OCTalIbHbIE JaHHBIE YKA)KUTE CAMOCTOSITENIBHO.

Ilpakmuueckoe 3a0anue 2.

CocraBbTe MH(POPMALMOHHOE THCBMO O TPOJAXKE YACTHBIM M TOCYAapCTBEHHBIM
OPEIIPUATHSIM TEPCOHANBHBIX KOMIIBIOTEPOB IO JOTOBOPHOM CTOMMOCTH U O BO3MOXXHOCTH
IIPUHUMATH 3aKa3bl HA COCTABJIEHHUE ITPOTPAMM.

Ilpakmuueckoe 3a0anue 3.

CocraBpTe Tpuka3 00 ocBoOoxaeHuu Bac oT paborsl B OO0 «Pomamika» B CBSI3U C
nepees3 oM Ha HOBOE MECTOKUTEIbCTBO.

Ilpakmuueckoe 3a0anue 4.

CocTaBbTe KpaTKuil MPOTOKOJ MPOU3BOJACTBEHHOTO COBEUIaHMS pPaOOTHHUKOB OT/AeNa
CTPAaTETUYECKOTO IUIAHUPOBAHUS, Ha KOTOPOM OBII  PAacCMOTPEH BOIMPOC O JIOCPOYHOU
pa3paboTke miuaHa pa3Butus npeanpuatus Ha 2019 rox. [locne obcyxneHus MPOU3BOJACTBEHHOE
COBEIIaHNE MIPHUHSJIO pelIeHre pa3padoTaTh IUIaH Ha JECSTh THEH paHbIIe YCTaHOBIEHHOTO CPOKA.
OcTalbHbIe JTaHHBIE YKAXXUTE CAMOCTOSITENIBHO.

Ilpakmuueckoe 3a0anue 5.

CocraBpTe mpuKa3pl: a) O mnpuemMe Ha paboty Oyxranrepom 3aiinieBy A.A.; 6) 00
YBOJIBHEHUM IIEPEBOJOM B Jpyryro opranusauuro Measensy B.P. Hepocraromme pexkBU3HTHI
YKaXXHUTE CAMOCTOSITENIBHO.

Ilpakmuueckoe 3adanue 6.

CocraBbre mucsmo-mipocs0y OO0 «BAJITIITULIEITPOM» B IlpaButenbctBo obiactu o
BBIJICIIEHUN CPEICTB M3 00JacTHOro Oropkera B cymme 15 MiH. py0. A0 Hayana peanu3anuu
MOJIOTHSIKA-TITULIBI HACETICHHIO.

Ilpaxkmuueckoe 3a0anue 7.

CocraBbTe AoKIanHyt0 3amucky Oyxranrtepa Tumommuoit WM.II. rnaBHOomy Oyxrairepy
00O «Pybun» baduuey H.II. ot 15.03.19 r. o BeimonHeHun npukasa aupexkropa ¢pupmsl Ne92 ot
12.01.19 1. «O cocTossHUM OyXTajTepcKoro ydera Ha CTpOMTENIbCcTBE 0a3bl oTAbIxa Ha Kypckoii
Kocey. B mpukase OblTM yKa3aHbl KOHKPETHBIE CPOKH JIMKBUIAIIMH HEOCTATKOB, OOHAPYKEHHBIX B
suBape 2019 roma. B moknanHol 3amucke J0JKHO OBITh OTMEUYEHO BBIIIOJHEHHE BCEX MYHKTOB
IpHKa3a, 3a UCKIIOYEHHEM ITYHKTOB 00 OpraHu3allii paBHOMEPHON €XeHEBHOH cJjaun pabouyumMu
HapsnoB Oyxranrepy. Beianeno, uro 25 ¢espans 2019 roga Owuio caano Tonbko 35,2% Beex
HapsgoB. OctanbHble Hapsiabl caanbl 1| Mapra. [lo rpadguky cpok cmadum MocieqHUX HapsI0B 3a
IIPOLIBIM MeCsI] YCTAaHOBJIEH IIEPBOI0 YHCIIA CIENyIOIIEro Mecana. OcTanbHble JAHHBIE YKAKUTE
CaMOCTOSITENIbHO.

Ilpakmuueckoe 3a0anue 8.

CocTaBbTe XapaKTEPUCTUKY-PEKOMEHJAIMI Ha paOOTHUKA BalIero MNPEeaNpHUsITHS AJs
nocrymieHus ero B acnupantypy PI'’AOYBO «b®VY um. 1. Kanrar.

Ilpakmuueckoe 3ad0anue 9.

CocraBpre mnuceMo-nipocb0y OOO «Mebenbrpan» B MHHHCTEPCTBO IKOHOMHYECKOTO
pa3BUTHUS, TPOMBILUIEHHOCTH U TOproBiu KaauHUHrpaackoi o0iacTy O BbIACIEHUH JIMLEH3UH Ha
noctaBky B Kurait 4000 T MeTtanna B CBSI3UM C 3aKIIOYCHHEM KOHTpPaKTa C OOBEIUHEHUEM I10
MEXIYHApOJAHOMY COTPYJHHYECTBY Ha CTPOMTEIBCTBO JAEBATHUAITAXKHOTO OOUISKUTUS B
Kanununrpane. CoriacHO KOHTPAkKTy OIUIaTa BBIMOJHEHHBIX paboT OyJaeT NpOU3BOAMTHCS
POCCUHUCKUMHU PYOJIIMU U MaTepUaIaMH.

Ilpakmuueckoe 3a0anue 10.

Hanummre 3asBneHre o mpueMe Bac Ha pabOTy CHEHUAIUCTOM B aJMUHHUCTPAIMIO
ropoackoro okpyra «I'opoxn KanuHuHrpam.
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Ilpakmuueckoe 3a0anue 11.

CocTaBbTe MUCHMO-OTBET MPOU3BOJCTBEHHOTO 00BeanHeHNs «KanumHuHATpaarazuduKanms»
TupekTopy Xumbapm3aBoaa U HavyalbHUKY yrnpaBieHus «KanumHMHrpaaropras» o exeMecsuHON
nocraBke XumbapmszaBoay 64 T CKIKEHHOTO Tra3a B TeueHue 2019 rona. Ykazanabeiii 00beM yuTeH
B pasHapske. [TocraBka OyneT ocyliecTBIATLCS Yepe3 yrnpaBieHue «KaauHuHrpaaroprasy.

Ilpakmuueckoe 3a0anue 12.

CocTaBbTe JOKJIATHYIO 3alUCKYy ceKpeTaps-pedepeHTa pPyKOBOAUTENIO MPEANpUsiTus oo
yrepe paborHukoMm PpiomnabiM C.M. mucbMa-3ampoca, MOCTYNUBUIETO B aJpec MPEANPHITUS TPU
Mecsia Ha3aj.

Ilpakmuueckoe 3a0anue 13.

Hanummure 3asBieHue o nNpeaocTaBlIeHUH BaM aJMUHUCTPATUBHOTO OTIYCKA MO CEMEHHBIM
oOcrositenbcTBaM. OcTaabHbIE PEKBU3UTHI YKAKUTE CAMOCTOSATEIBHO.

Ilpaxmuueckoe 3a0anue 14.

CocraBbTe COBMECTHOE MIMCbMO-OTBET MunucrepcrBa 3/1paBOOXPAaHEHUs
Kanununrpazackoit obnactu u Munuctepersa gpunancoB KannHuHrpaackoit o01actu 0 BbACIEHUN
JIOTIOJTHUTEIIbHBIX ACCUTHOBAaHUI U3 00JIacTHOro Oro/keTa Ha OKa3aHUE MEAUIIMHCKOW MOMOIIU
KUTENIIM 00JIaCTH.

Ilpakmuueckoe 3ad0anue 15.

Hanumwure aBtobuorpaduro, HeoOXoaumyro s opopMICHHS JOKYMEHTOB MpHU
MOCTYIJICHUU Ha paboTy.

Ilpakmuueckoe 3a0anue 16.

Cocrasbte nucbmo-npurinamenre OO0 «IKCIOLUEHTP», ¢ MPEATI0KEHUEM IPUHSTD y4acTUe
B POCCHIICKOI BBICTaBKE Ha MEXAYHApOIHOW MexoTpacieBoil spmapke B I. ['manbck ([lombiia),
KoTopasi Oyzaer mpoxomuth ¢ 20 HOsOps mo 10 nexadpst 2020 r. Dta sipMapka SBISCTCS OJHUM H3
KpPYIMHEHUIINX TOProBbIX Meponpustuii crpad EBponsl. B TekcTe Hamo ykaszarh, 4TO y4acTue B 3TOM
ApMapKe IO3BOJSET WIMPOKO IMPEICTAaBUTh JKCHOPTHYIO MPOIYKIUIO OpraHU3aliH, MpOoJaTh
9KCIIOHATHl CO CTEHJA, M3YYUTh OCOOEHHOCTU PBIHKA, OOMEHSTHCS C JIPYTMMH YYaCTHUKAMH
ApMapKu HAyYHO-TEXHUYECKON MH(OpMaLMel U 3aKI0YUTh BHITOJHBIE CEIIKH.

Ilpakmuueckoe 3adanue 17.

CocraBbTe JOKJIAIHYIO 3alMCKy HadyaJbHUKA OT/ENIa PYKOBOJUTENIO NMPEANPUATUS O daKTe
HEBBITIOJTHEHUS PACIOPsHKEHHUS O MOHTaXe OOOpyIOBaHMsS Ha yYacTKe [0 NPUYMHE CJ1aboro
KOHTPOJISI CO CTOPOHBI IVIABHOT'O MEXaHUKA.

Ilpakmuueckoe 3a0anue 18.

OdopmuTte 3anuch B TPYA0BOM KHIDKKE 00 YBOJIBHEHHUH Bac: @) [0 COOCTBEHHOMY JKEJIaHMIO;
0) B CBA3M C JUKBUAALMEH NMPEANpPUATHS; B) B CBSI3U C HECOOTBETCTBHEM BBINMOIHIEMON pabOThI
IpeIbsABISIEMBbIM TPEOOBaHUSAM, BCJEICTBUE HEIOCTATOYHON KBaTU(UKALNU.

Ilpakmuueckoe 3adanue 19.

CocraBpre uHpopManmonHoe nuceMo AO «ABTOTOP» nemeuxoit pupme «BMW» o
BO3MOXHOCTH MPOJaKu aBToMoOMIIei. OCTanabHble PEKBU3UTHI YKAXKHUTE CAMOCTOSTENBHO.

Ilpakmuueckoe 3adanue 20.

CocTtaBpTe JOKJIAJHYIO 3allUCKy O MPUYMHAX HECBOEBPEMEHHOI'O IPEICTABIICHUS
uHbOpMallMi O  BBHIIOJHEHUM Tpukaza gupekTopa. OcTanpHble  PEKBU3UTHI YKAKUTE
CaMOCTOSITENIBHO.

Ilpakmuueckoe 3a0anue 21.

CocrtaBbTe MPOEKT KOHTPAKTA 110 HaliMy, OIJIaTe U yBOJIbHEHUH Bac. OCTaJIbHbIE PEKBU3HUTHI
YKa)XHUTE CAMOCTOSITENIBHO.

Ilpakmuueckoe 3a0anue 22.

CocTtaBpTe NHUCBMO-OTBET MMHHCTEpPCTBA CENbCKOro  xo3siictBa KammHuHrpaackon
obmactn mnpenaceparento akuuonepHoro obmectBa «KAJICEJIBXO3» mo Bompocy MHOCTaBOK
JIETKOBBIX aBTOMOOMJIEH 32 CAaHHOE 3€PHO.
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Ilpakmuueckoe 3a0anue 23.

CocraBbTe MpHKa3 0 NEPeBoJie Ha PadOTy BHYTPH OpraHU3aIHU.

Ilpaxmuueckoe 3a0anue 24.

Owman OO0 «Pocrocctpax-KanunuHarpang» umeer crpaxoBoil oraen B r. CoBercke.
Havanpauk storo otaena C.W. MBaHoBa u3nana npuka3 0 Ha3HAYEHWHM MHCIEKLMOHHOW TPYIIIbI
JUIS TIPOBEICHUSI CBEPKM JAHHBIX OYyXTraJTepCKOTO M ONEPAlMOHHOTO yYeTa 3a MEepBBbIA KBapTal
Tekymero roga. Cepka mnpoBoautcss B coorBeTcTBUM ¢ mucbMoM OOO «Pocroccrpax-
Kamunaunrpag» Ne 09-07/8 ot 19 ampens Tekymero rona «O NpOBEICHUM MWIOTHOH CBEpKU
JAHHBIX OyXTaJNTepCKOro M OMEepPalMOHHOIO Y4eTa 3a MEpBbIi KBapTai», B COCTaB MHCIEKIIMOHHON
rpymnmsl BKItoyeHsl Oyxranrep Muxanesa JI.JI. u onepanmonuct [lonskosa T.B.

Ilpakmuueckoe 3a0anue 25.

CocraBpTe W o(dopMuTe MOKIATHYIO 3alHUCKy B COOTBETCTBUM C CHTyalueil: B
KanuHuHrpasickoM UWHCTUTYTE TMOBBIIMICHUS KBaMU(UKALUKA y4YUTENIEed CO3JaHbl IOCTOSIHHO
JIEMCTBYIOIIME KYPCHI MOATOTOBKH JiororneaoB. Kypcsl paboTany Ha MpUHIMIIE CAMOOKYIIAEMOCTH,
OIHAKO B TEKylleM Yy4eOHOM TOAy [UIs MPOJOJDKEHHS UX JCSITeIbHOCTH HEO0XOAMMO
noronHATeNbHOe  uHaHcupoBanue. Jlupekrop wuHcturyta C.P. ITlokamseBa oOparmiace K
muHucTpy obpazoBanus KO C.C.TpyceHneBoii ¢ mpocb00il BBIIEIUTH TpUCTA ThICAY pyOeit s
MOKBapTAJIbHOTO (PMHAHCHPOBAHUS JICATEIFHOCTH KypCOB B TEKyIleM ydeOHOM ropy. Jlokmamnas
3anucka Obljla cOCTaBlIeHa 25 aBrycra MpOLIEAIIEro rojaa, 3apeructpuponana 3a Ne 33 u B TOT ke
JIeHb OTIIpaBiieHa B MuHHcTepcTBO 00pazoBanus KanuHuHrpaackoi odnactu.

Ilpakmuueckoe 3a0anue 26.

23 — 31 mapta Tekymero rona B KanunuHrpase npoxoasaT puHaIbHbIE COPEBHOBAHUS FOHBIX
XOKKEUCTOB Kiyba «3omotas maiiba» nmenu A.B.Tapacoa. [logrorobre nocranonienue [ aBbl
ropozckoro okpyra «I'opox Kammaurpan» A.H. CunanoBa 06 obecnieueHnn 6€CIUIaTHOTO Mpoe3a
IIKOJIbHUKOB B JIHU COpeBHOBaHUU. B KoHCTarupyromeld uyacTH HeoOXOIMMO YyKaszaTh IIeNd
pa3BUTHS JETCKOTO cropra B cyObekTax P®d, a Takxke cocnarbesi Ha YCTaB TOPOACKOrO OoKkpyra. B
pacnopsiautensHoi yactu fgaercs nopydenue MKII «Kanununrpaa-I'opTpane» mo obecniedeHuto
OecriaTHOro Ipoe3ja OpraHM30BAaHHBIX I'PYMI JETEH B CONMPOBOXKIEHUU B3POCIBIX B FOPOJICKOM
OOIIECTBEHHOM TPAHCHOPTE B IMEPHUOJ MpOBeIeHHs copeBHOBaHHMM. KOHTposb 3a MCHOJIHEHUEM
MIOCTAHOBJIEHUSI BO3JIaraeTcsl Ha MEPBOT0 3aMeCTUTENs T1aBbl anMuHucTpauuu FO.A.@endiosa.

Ilpakmuueckoe 3a0anue 27.

CocraBpre u odopmure mnpukaz nmo OOO «BectJlaitn» o mpueme KynemoBoir Hunbl
CepreeBHbl Ha IOCTOSIHHYIO pPaOOTy KOHJYKTOPOM MapuipyTHOro amToOyca. Pasmep oxnana
cocraBnsier 21 Teic. py0. OcHOBaHMEeM i M3JaHMS MpPHKa3a TMOCIYXWIA 3asBIICHUE
H.C.Kynemosoii u TpynoBoi norosop Ne 28.

Ilpakmuueckoe 3ad0anue 28.

CoctraBpte u odopmute mpukaz mo OOO «Or» 00 yBOJIBHEHHH MO COOCTBEHHOMY
xenannto Oyxranrepa Kucenesa JImutpus CepreeBuua B CBSI3M C BBIXOJOM Ha neHcuio. Ha
IpHKa3e UMEIOTCS BU3bI ITIABHOTO OyXranrepa u HayajlbHUKa oTAena kajapoB OOO.

Ilpakmuueckoe 3ad0anue 29.

CocraBbTe U oopMHUTE MUCEMO-0TKa3 noaurpaduueckoro npennpuarus «Ilodema» (O00)
aKkIHoHEepHOMY o0miecTBy «CaloT» M0 BOIPOCY BBIMOJIHEHHUS 3aKa3a Ha M3TOTOBJIEHHE OJIAHKOB
yuyera U oTueTHocTU. IIpuumHONM OTKa3a sBWJIACh PEKOHCTPYKIMS II€YAaTHOIO Ii€Xa, KOTopas
MPOJUIUTCSA J0 KOHIIA MIEPBOT0 MOJIYrousl; APyrue JaHHbIE YKAKUTE CAMOCTOSITEIBHO.

Ilpakmuueckoe 3a0anue 30.

CocraBbTe U odopMuTe npukas o6 urorax pabotel ¢ gokymeHTamu B OOO «Mup» B
npoulenmeM roqy. B koHctaTupyromeil yacTu yKakKMTe€ Ha UTOTM AaHAjIW3a, BBIABUBILINE HU3KYIO
TpeOOBaTENILHOCTh PYKOBOAMUTENEH MOJApa3JeieHnii K KayecTBY IOATOTOBKM JIOKYMEHTOB U
KOHTPOJIIO 3a HUX HCIOJHEHUuEM. B pacnopsanrenbHO YacTH MOPYYHUTE PYKOBOAUTEISIM
NOJpa3JIeIeHUil YCHIINTh TPeOOBaTEIbHOCTh K Ka4eCTBY paboThI C JOKYMEHTaMH, a PYKOBOAUTEIIO
otnena JIOY pazpaboraTe Mepbl MO YIY4IICHUIO 3TOH paboThl. OcCTalbHBIE JaHHBIE YKAKHUTE
CaMOCTOSITENIBHO.
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6.3. MeToanuyecKue MaTepUuaJbl 10 OCBOCHHUIO NUCHUIIJIMHBI
MeToauuecKkue PEeKOMEHIANHA IJIsA oﬁyqaloumxca M0 U3YYCHUI0 TUCHUIITTHHBI

JucuurumHa CcYMTaeTcss OCBOCHHOM OOYy4aromMMCSs, €CIIM OH HWMEET IIO0J0XKHUTEIbHbIC
pe3yibTaThl MPOMEXYTOYHOTO, TEKYLIEr0 M WTOTOBOIO KOHTPOJIsS. OTO O03HA4aeT, 4YTO
00y4aromuicss OCBOUI HEOOXOAMMBIH YPOBEHb KOMITETEHIIHIA.

KoHTakTHas u camocTosiTenpbHas paboTa OCYLIECTBISETCS 00ydYarolUMCsl B COOTBETCTBUU C
y4eOHBIM IJIAHOM, KaJeHJapHBIM y4eOHBIM TpaKoM U pabodel mporpaMMoil TUCIIUITIIHHEI.

KonrtakTHas pabora npeaycMaTpuBaeT B3aUMOIEHCTBHE 00yUaIOLIErocs ¢ MpernoiaBaTesieM B
AIIEKTPOHHON MH(POPMAITMOHHO-00pa30BaTEILHON Cpeie MHCTUTYTA!

- JIeKIIUM U NPAKTHUECKUE/CEMUHAPCKUE 3aHATHS,

- MHIUBUAYaJbHbIE KOHCYJIBTALMU MPENoJaBaTels, M0 BO3HHUKAIOIIUM Yy O0YyYaroIerocs
BOIIPOCAM B IIPOLIECCE OCBOEHUS yU€OHOIr0 MaTrepuaia JUCLUILUIUHEI

Jis TOCTHKEHUS BBIIIEYKa3aHHOTO 00YUYaIOMIMICS JOKEH COOI0IaTh CIeIyIoNue paBuia,
MO3BOJISIOIINE OCBOUTH AUCLUILIMHY Ha BBICOKOM YPOBHE:

1. Hauano ocBoeHMsI Kypca JTOJKHO ObITh CBSI3aHO C M3YUYEHUEM BCEX KOMIIOHEHTOB paboueil
OporpaMMbl JUCLUIUIMHBI C LIEJIbI0 [TOHMMAaHHs €€ COJep)KaHWs M YKa3aHUil, KoTopble OyayT
JIOBEJICHBI IO CBEJCHMS 00Yy4arollerocs Ha MepBOil JEKIUU U [IEPBOM CEMHUHAPCKOM 3aHSATUHU. DTO
CBSI3aHO C:

- YCTaHOBJIEHMEM CPOKOB U KOHTPOJISl BBIIOJIHEHUS HHAWBHUIYAJIBHOTO 3aJlaHUS KaXKJIbIM
00y4aromumcs;

- pacrpelelieHUeM TeM JIOKJIaJ0B, KOHTPOJIbHBIX pPabOT (B COOTBETCTBUU C Y4EOHBIM
IUIAHOM) U CPOKH UX MPEACTABICHUS;

- KpUTEpUSIMHM OLIEHKH TEKyIled M CaMOCTOSTEeNbHOW paboThl oOydaromierocs (yCTHOrO
ornpoca, ($poHTAIBHOTO orpoca, UHIAUBUAYAIbHOIO 3aJlaHus, padoThI Ha
CEeMMHAPCKUX/IPAKTUYECKUX 3aHATUSAX, TECTUPOBAHUS - PYOEKHOI0 KOHTPOJIA).

[lepen HavanoM Kkypca oOydaromeMycs LeIecOO0pa3HO O3HAKOMUTBCS CO CTPYKTYpOH
JUCLUIUIMHBI HA OCHOBAaHMM MPOTPAMMBI, a TaKXe C MOCIEeI0BATEIbHOCTBIO M3YUEHHUS TEM U UX
o0peMoM. C 11e7pI0 ONTUMAIBHON CaMOOpPraHU3aIMi HE0OXOJUMO COMOCTABUTH ATY UH(POPMAIIHIO
C pacnucaHueM y4eOHbBIX 3aHATUH M BBIABUTH HaubOoJiee 3aTpaTHbIE M0 BPEMEHU M 00bEMY TEMBI,
4yTOOBI 3apaHee ONMPEASTUTh AJI ce0sl Teproibl O0BEMHBIX 3a/IaHH.

2. Kaxpgas TtemMa COIEpXKUT JIEKUIMOHHBIM MaTepuan, CHUCOK JIUTepaTypbl JAJs
CaMOCTOSITENIbHOTO H3Y4YEeHHs, BONPOCHl M 3aJaHUs JUIsl MOJATOTOBKM K CEMHUHApPCKUM W/MIU
NPAaKTUYECKUM 3aHATHSAM, a TaKKe MaTepuaibl Uil caMOCTOATeNbHOM paboThl. HeobGxoanmo
3apaHee o0ecrneuuTh ce0s STUMHU MaTeprallaMu U JINTEPaTypol WK JOCTYIIOM K HUM.

3. JIeKUMOHHBIM MaTepuall U yKa3aHHbIE JUTEpaTypHble UCTOYHUKM IO MPONUICHHOW Teme
HEOOXOUMO HM3Yy4YUTh MEpeJl MOCEIIEHUEM CIEAYIOLIEro JEKIMOHHOIO 3aHATHs. DTO MO3BOJISET
3aKpenuTh MPOCIYIIAaHHBI MaTepuan JEeKIUH U MPOBEPUTh MPaBUWIbHOE MOHMMaHUE MaTepuania
IpU OTBETAaX Ha BOIPOCHI, 33JaHHBIC JIEKTOPOM B Hauaje JIEKIUHU 10 HPOHIEHHOMY paHee
MarepHainy.

4. CeMuHapcKoe W/WIIM MPaKTUYECKOe 3aHATHE, KaK MPaBUJIO, HAYMHAETCA ¢ (POHTAIBHOTO
orpoca MO JIEKIMOHHOMY MaTepualy TeMbl M MaTepualaM yKa3aHHbIX K TeMe JIMTepaTypHBIX
MCTOYHUKOB. B CBSI3U ¢ 3TUM MOATOTOBKA K CEMHUHAPCKOMY/IIPAKTUYECKOMY 3aHITHIO 3aKJIFOUAETCs
B [IOBTOPEHMH JIEKLIHOHHOT'O MaTepuaa U U3y4€HUH BOIIPOCOB MPEACTOSALIETO 3aHATHS.

5. B xoHIIe U3yueHUs KaXKI0ro pasjena o0yJaromuiicss MpoXoAUT TECTUPOBAHUE - PYOESIKHBII
KOHTPOJIb.

6. OdopmieHnre Bcex BHAOB MUCHbMEHHBIX pPabOT perJaMeHTHPYETCS COOTBETCTBYIOIIMMHU
TpeOOBaHUSAMH, YCTAHOBJICHHBIMH B HHCTUTYTE.

7. YcneurHoe NpoxXOoXA€HHE MPOMEKYTOYHOW aTTecTaluu MpedyCMaTpUBAeT BBHINOJIHEHUE
npasui 1 — 6.
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PexomeHnaauuu no npoBeeHUI0 Y4eOHbIX 3aHATHI ¢ 00yYAKIIMMHUCS ¢ IPUMEHEeHHeM
3JIEKTPOHHOT0 00y4YeHUsl M JUCTAHIMOHHBIX 00pa30BaTeIbHbIX TEXHOJIOT Wi

Jlyis ipoBeieHust KOHTaKTHOM paboThl obydaromuxcs ¢ npenogasaterieM AHOOBO «KY»
C TMPUMEHEHHEM JIJIEKTPOHHOTO OOY4YeHHMS U JAUCTAHIMOHHBIX O00Opa30BAaTEIbHBIX TEXHOJIOTUN
ompeneneH Ha0Op SJIEKTPOHHBIX PECYpCOB U TPWIOKEHUH, KOTOpBIE PEKOMEHIYIOTCS K
HCIIOJIb30BaHUIO B 0Opas3oBarenbHOM mporecce. OOpa3oBaTenbHBIA MPOIECC OCYIIECTBISETCS B
COOTBETCTBUHM C pacmucanueM y4deOHbIX 3ansaTuii 2024/2025 ydyeOHOrO roja, pa3MelieHHbIM Ha
O(pUIMATIEHOM CaiiTe HHCTUTYTA.

Jlist  opraHW3alMyd  JAWCTAHLIMOHHBIX OOpA30BAaTEIbHBIX TEXHOJOTHH  HCIIONb3YIOTCS
«MHCTpYKIMS 1O UCTOIb30BaHUIO NpuioxkeHus «Chepym» s mpenogaBaTeneit» u «MHCTpyKIus
10 HCIONB30BaHMI0 NpriokeHust «Chepym» Uist 00yJaronmxcs» MOCPEACTBOM HCIIOJIb30BAHUS
VK Meccenmxep.

Opranu3zanus oOpa3oBaTEIbLHOIO IMPOLIECCAa OCYILECTBISIETCS 4Yepe3 JUYHbIA KaOMHET Ha
opuiansHoM caiite uHcTuTyta. [IpenonmaBarens B pasnene «IJIEKTPOHHBIM JKypHam» s
COOTBETCTBYIOILIEH yueOHOU IpyMIibl yKa3pIBaeT TeMy 3aHATHs. [Ipukperuiser yueOHble MaTepuabl,
3aJJaHUsl WU CCBUIKH Ha 3JIEKTPOHHBIE PeCypchl, HEOOXOIMMBIE AJII OCBOCHUS TEMBbI, BHIIOTHEHUS
JNOMAaIIHUX 3aJJaHUil.

AJTOpPUTM AUCTAHIIMOHHOTO B3aUMOJCHCTBHS:

1.1. lna obOecnieyeHus: JUCTAHIIMOHHOM CBS3M C OOYYAIOIIMMHUCS IPENnojaaBaTellb
B3aMMOJICHCTBYIOT € OOy4arouMMHcs Tpymm B 3ekTpoHHo# miatdpopme «Cdhepym», nubdo
MOCPEACTBOM KOPIIOPATUBHOM AJIEKTPOHHOU MOYTHI (IoMeH (@kiu39.ru).

1.2. B chopmupoBaHHBIX TpyInax 00ydaromuxcs Ha iaropmax mpenoaaBareib T0BOIUT
110 00YJarOIINXCSl HHPOPMAITHIO:

- 00 amroputMe pasMerieHuss HHPopMaAIMK 00 y4eOHBIX MaTepuanax U 3aJaHHsIX Ha
AIIEKTPOHHBIX pecypcax MHcTUTyTA.

- UHIAUBUAYAJIbHBIN TpadUK KOHCYIBTHUPOBAHUS OOYYAIOIIMXCS, B T.4. AUCTAHIIMOHHOM
dbopmare.

1.3. O0yyaronuecs BBIMONHIIOT 3a/laHde, B COOTBETCTBUU C pACHUCAHHEM YUeOHBIX
3aHATUN B (hopMaTe TUCTAHIIMOHHOTO OOY4YEHHUs M MPEAOCTaBIAIOT UX B JIEKTPOHHOU dopme Ha
AIIEKTPOHHBIN pecypc.

1.4. OcyuiecTBieHNE MOHUTOPUHIA BBIMOJIHEHHUS] Y4YEOHOro IUIaHA U TOCEIIAeMOCTH
3aHSTHH IPOUCXOJUT €KEAHEBHO IIPENIOAABATEIEM YEPE3 IIEKTPOHHBIE PECYPCHI.

MeToanyecKkue YKazaHudA OCBOCHUIO JIECKIIHOHHOI0O MaTepuaJja

JIeKIIMOHHBIN MaTepHal U yKa3aHHbIE JIUTEPATypHble HCTOYHUKU 110 COOTBETCTBYIOLIEH Teme
HEOOXOIMMO HW3YYUTHh IEpe]] MOCEIEHHEM COOTBETCTBYIOMIETO JICKIIMOHHOTO 3aHSATHSA, TaK Kak
JeKIHUsl B AayAWTOPUHM TpENNojiaraeT pacKpbITHE aKTyaJbHBIX M MPOOJEMHBIX BOIPOCOB
paccMaTpUBaeMON TEMbI, a HE COJEp)KaHHs JIEKIIMOHHOTO Marepuana. Takum oOpaszom, s
MOHUMAaHHMS TOTO, YTO OyAET CKa3aHO Ha JIEKIIMU, HEOOXOIMMO MOJTYyYUTh 0a30BbIE 3HAHMS 110 TEME,
KOTOPBIE COJIEPIKATHCS B JICKIIMOHHOM MaTepHae.

[Ipy BO3HMKHOBEHHMM 3aTPyIHEHHMH C IOHMMAaHHEM MaTepuaia 3aHATHS OOydaromuncs
JOJDKEH ~ OOpaTUThCS € BONPOCOM K JIGKTOPY  WJIM  TIPENOAaBaTeNio,  BEIYIIEMY
CEeMMHAPCKHE/TIPAKTUUECKUE 3aHATHs, JUISI TOJIYYEHUS COOTBETCTBYIOIIMX DPAa3bACHEHHH B
OTBEJICHHOE JUIsl 3TOTO TPETojaBaTeleM BpeMs Ha 3aHATUU JIMOO MO IJIEKTPOHHOW moure. B
UHTEepecax 00y4aroIlerocss CBOEBPEMEHHO JOBECTH 10 CBEJICHMs MpenojaBareis HHPOPMALHUIO O
CBOMX 3aTPYJHEHUSX B OCBOCHHH TpEJAMETa W IOJYYUTh HEOOXOAWMBIC Pa3bsICHEHUS, TaK Kak
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TOBOPUTH OO0 3TOM TMOC/E TMOJY4YeHHs HHU3KOH OIEHKHM NpU ONpoce WIM IO pe3ylbTaTaM
KOHTPOJILHOM pabOTHl HE UMEET CMBICIIA.

MeToauuyecKue YKa3aHHus 110 NOATOTOBKE oﬁyqammnxca K JICKHIHOHHBbIM 3aHATUAM

JIekumoHHOE 3aHATHE, KaK IPABUJIO, HAUMHAETCA C YCTHOI'O OIpOca IO MPOMIEHHON TeMe.
[ToaTomy obydvaromemycsi He0OX0IMMO MPOCMATPUBATh KOHCIEKT Cpa3y mnocie 3aHsATHil. OTMEeTUTh
TOT MaTeprai KOHCIEKTA JEKIUH, KOTOPbIM BbI3bIBAECT 3aTpYJHEHUS Ul NOHUMaHuA. [lonbiTatees
HaliTH OTBEThl Ha 3aTPYIHUTENbHBIE BOIPOCHI, HCIOJB3Yys MpelaraeMyro Jureparypy. Ecmm
CaMOCTOSITENIFHO HE yIAJIOCh pa300parbesi B MaTepualie, Heo0XouMo c(hopMyIHpPOBATh BOIPOCHI U
o0paTUTbCsI Ha TEKyIIeW KOHCYAbTallMM WM Ha Onwkailiield JeKIuu 3a [OMOIIbI0 K
IIPENoaaBaTesio.

MeToauuyecKue YKa3aHHUuA 110 IIOATOTOBKE oﬁyqamumxca K CCMUHAPCKUM 3aHATHAM

Jlisi  yCHemrHoro YCBOCHHWS JUCHHUIUIMHBI OOYYAIONIMHCSA JIOJDKEH CHCTEMAaTHYEeCKH
TFOTOBUTBCA K CEMUHApCKUM/IPAKTUYECKMM 3aHATUSAM B TedyeHue cemecrtpa. J[lig srtoro
HE00XO0UMO:

— I03HAKOMUTHCS C IUIAHOM CEMHHAPCKOI0/IPAKTUYECKOT 0 3aHATHS;

— W3YYUTh COOTBETCTBYIOIIME BOMPOCHI B KOHCIEKTE JIEKIMHA Ui TOJITOTOBKH K
(GpoHTaTIBLHOMY OIIPOCY HA CEMUHAPCKOM/TIPAKTHYECKOM 3aHSATHUH;

— OTBETUTH HA BOTPOCHI, BHIHECEHHBIE Ha 00CYXKICHUE;

— CHUCTEMaTHYECKU BBINOJIHATH 3aJJaHUs [IPEIoiaBaTes, peagaraeMble sl BBIITOJHEHHS BO
BHEAYJAUTOPHOE BPEMHI.

B xozme ceMUHApCKUX/NpakTHUUECKUX 3aHATUH oOydarouiuecs IOA  PYKOBOJICTBOM
NPENoJIaBaTesi MOTYT PacCMOTPETh PAa3IMYHBIC TOYKH 3PEHHS CHEIHMAIMCTOB MO 0OCYKIaeMbIM
npo6aemaM. I1po1oKUTENBHOCTD TOATOTOBKU K CEMUHAPCKOMY/TIPAKTUYECKOMY 3aHIATHIO TOJDKHA
COCTaBJISITh HE MEHEE TOr0 00bEMa, UTO onpeeneHo 1.4.3 padboueil porpaMmsl,

CeMmuHapcKue 3aHATHS MOTYT IPOBOAMTHCS B Pa3IMUHBIX (popmax:

— YCTHBIE OTBETHl Ha BOMPOCHI TPENOJAaBATENsI MO TEME CEMHHAPCKOTO/TIPAKTHYECKOTO
3aHATUS;

— TMHMCHMEHHBIE OTBETHI HA BOMPOCHI IPETIOAaBaTENS,

— IpyNIoBoe OOCYXIeHHE TOM WM HMHOM MpoOJeMbl MOJ PYKOBOJCTBOM U KOHTPOJIEM
TIperoIaBaTels;

— 3acIyIIMBaHUA U 00CYXKIEHHE JOKJIAI0B Ha KPYTJIOM CTOJIE.

[ToaroToBka K CEMHHApPCKUM 3aHATHSM JOJDKHA HOCHTH CHCTEMAaTHYECKHH XapakTep. ITo
MO3BOJUT OOydaroleMycsl B MOJHOM O0beMe BBINOJHUTH BCe TpeOoBaHMs MpenonaaBaTens. Jis
nosiyueHusi Oosiee ri1yOOKMX 3HAHUN O0yYaroIIMMCS PEKOMEHIYETCS HM3ydaTh JIOMOJHUTENbHYIO
aUTepaTypy (CIHUCOK MpUBEIEH B paboueil mporpaMMe 1o AUCLHUILIIHE).

OmHMM W3 BaXXHBIX ITOKa3aTeNedl aKTHBHOCTH OOYYarOImIErocss B OCBOCHUH AMCUHUILUINHBI
SBJISIETCS MOJTOTOBKA JIOKJIaJa MO acleKTaM TEOPHM MJIM NMPAKTHKH M3Yy4aeMOM IUCIMILIMHBI B
COOTBETCTBUHU C TIpemyiaraeMoil TemaTukoi. OIWH MOKJAJ TOTOBSAT OJWH-ABA OOYyJaroIIuXcs.
Jloknman foikeH cojepkaTh CyTh pPAacCMaTpUBAEMOI0 acleKTa, NPUYMHY HEOOXOAMMOCTH
paccCMOTpEeHHs, OINMCAaHHWE CYIIECTBYIOIIMX WM BO3HUKAIONIMX ISl TAHHOTO acIieKTa MpolieM
npejiaraéMble MyTH UX PEeIIeHHS.

[Ipu omenke moKiIaga MOXKET OBITH WCIIONB30BaHa JI00asik COBOKYITHOCTh W3 CIEIYFOIIUX
KPUTEPHEB:

— COOTBETCTBHUE BBICTYIUIEHUS TEME, IOCTABJICHHBIM LIEJIAM U 3a/1a4aM;

— TpoOJIEMHOCTH / aKTyalbHOCTD;

— HOBH3HA / OPUTHHAIBHOCTh MOJTYYEHHBIX PE3yIbTATOB,;

— riyOuHa / MOJTHOTa paCCMOTPEHHSI TEMBI;
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— JloKa3zaTenbHas 0Oa3a / apryMEHTHPOBAHHOCTh / yOenuTenbHOCTh / 0OOCHOBAaHHOCTD
BBIBOJIOB;

— JIOTHYHOCTH / CTPYKTYPHPOBAHHOCTD / IIEIOCTHOCTh BBICTYILICHUS;

— peueBas KyJbTypa (CTHJIb U3JI0XKEHUS, ICHOCTh, YETKOCTh, TAKOHUYHOCTh, KpacoTa sI3bIKa,
yUYeT ayJAUTOPHUH, SMOIMOHATBHBIA PUCYHOK PEYH, TOXOAUYNBOCTH, MyHKTYAILHOCTh, HEBEpPOATHHOE
COIIPOBOXKJICHHE, O)KHUBIICHHE peur ahopru3MaMu, MPUMEPaMH, IIUTATAMH U T.]1.);

— HCHOJB3YIOTCS CCBUIKHA Ha MH()OPMAIIMOHHBIE PECYPCHI (CAMTHI, TUTEPATypa);

— HAIJBSIIHOCTH / Ipe3eHTabenbHOCTh (eciu Tpedyercs);

— CaMOCTOSITEIBPHOCTh CYXICHHUI / BIAJICHUE MaTepruaioM / KOMIIETEHTHOCTb.

Joknan nomkeH ObITh 0QOpMIICH Ha OYMa)KHOM HOCHTENE C YKa3aHHUEM HCIIOJIb30BaHHBIX
JUTEPATypHBIX HWCTOYHUKOB. JlOKIag © Marepuasibl NPE3CHTANHUUA JOJKHBI OBITh CIOaHBI
npernosaBaTento. [Ipu HEBBINOJHEHWH JTOTO YCIOBHS 3a JIOKJIAJ BBICTABJISCTCS OICHKA
«HEYIOBIETBOPUTENIBbHOY. [IpomomkuTenbHOCTs qokiana He Oonee 10 muHyT. JIOKIQAYUKH OJIUH
wii 00a JOJDKHBI BBICTYNHTH. [IpencTaBneHHBI Marepwan oOOCYXKIaeTcs Ha 3aHATHU
oOydJaromuMucsa. IDTO O3HAYaeT, YTO MOATOTOBKA KaXIOT0 OOYYaIOIIETOCs K TaKOMY 3aHSTHIO
Oy/eT 3aKJIouaThCs B M3YYCHUHM TEMBbI, TpEiaraeMoil K 0OCYKICHHIO, H TIOJrOTOBKE BOIPOCOB,
KOTOpBIC OH 33JacT JOoKJIaguukam. [Ipu moaroToBke TakWX BOIPOCOB HEOOXOIUMO MMETh B BUIY,
YTO B JIOKJIJIC TPO3BYyYaT OCHOBHBIC ACIEKTHI U MPOOJIEMBI, TOITOMY MOBEPXHOCTHBIC BOIPOCHI,
CBSI3aHHBIC C YTOYHCHUEM TOHATUHWHOTO arapara, nepeuucicHneM (QyHKImiA 1 T.1. (€CJIA 3TO He
SIBIISICTCS CYThIO 00CYX1aeMOM TPo0JIeMbl) OYAYT OICHUBATHCS HEYIOBICTBOPUTEILHO.

[TpernogaBaTens OIICHUBACT HA 3aHITHH BOIIPOCHI H OTBETHL. TakuM 00pa3zom, 1Mo pe3yabTaTam
3aHATHS BCcEe OOyYaroIIMecs TPYIIbl MMEKT OILEHKH, BBICTaBIsieMble B KypHal. OTCyTCTBHE
BOIIPOCa y 00y4JaroUIerocs CBUACTENBCTBYET O €r0 HEMOATOTOBICHHOCTH K 3aHATHIO U MOJTyYCHUEM
HEY/IOBJICTBOPUTEIILHOM OLICHKH.

MeToauueckue YKa3aHus 110 OpraHv3anuuun CaMOCTOATEIbHOI paﬁDTI)I oﬁyqamnmxca

Bueaynuropnas camocTosiTenbHas pabora oOydaromuiics (nanee caMOCTOsITeNbHas padbora
oOyuaromuiics) - IIaHupyemas yueOHasi, yueOHO-HCClIeIoBaTeIbCKas, HAyYHO-HCCIeA0BaTEIbCKas
paboTa oOyJaromuiics, BEITIOTHsIEMas BO BHEAYIUTOPHOE BPEMS 110 33JIaHUIO H IPU METOINICCKOM
PYKOBOJICTBE MpEmnoaBaTesi, Ho 0e3 ero HeMmoCPeACTBEHHOTO yYacTHsl.

Llenb camocCTOSITETHHON PabOTHI O0YJAIOIIUXCS - HAYYUTh OCMBICIEHHO M CAMOCTOSITEITHHO
paboTaTh cHavanma ¢ y4eOHBIM MaTepHalioM, 3aTeM C HayYHOW HHQOpMAIMel, 3aJ0KUTh OCHOBBI
caMOOopraim3aivii 1 CaMOBOCIIUTaHUA C TEM, YTOOBI IIPpHUBUTH YMCHHUC B I[aﬂbHefIHIeM HEIIPECPBIBHO
MOBBIIIATH CBOIO KBATU(UKAIIHIO.

CamocrosiTenpHass paboTa OO0YyYarOIMIUXCS CIIOCOOCTBYET Pa3BUTHIO CAMOCTOSATEIBHOCTH,
OTBETCTBEHHOCTH U OPTaHM30BaHHOCTH, TBOPUECKOTO MOIX0/Ia K PEUICHHUIO Pa3IMYHBIX MPOOIEM.

O06nem camocToaTenbHONU paboTel oOyuarommxcs omnpeaensiercs GI'OC u obOo3HaueH B
TEMaTHYeCKOM IulaHe paboueit mporpammbl (m. 4.1 ganHOW pabodeil  MPOTrpaMMbl).
CamocrosiTenpHas paboTa 00yJaroImuXcs SIBISETCS 00s13aTebHOM ISl KaXXI0T0 O0Y4YaroIIerocs: u
oTpezeNseTcsl y4eOHBIM TUTaHOM 10 HalpaBleHUIo. J{J1s yCIenHoi opraHu3ai caMoCTOSTENbHON
paboThl HEOOXOMMBI CIIETYIONINE YCIOBHUS:

- TOTOBHOCTh OOYyYarOIIMXCA K CaMOCTOATENbHOW paboTe MO JaHHOW AWCIUILIMHE H
BBICOKAsA MOTUBAIMA K ITOJTYUCHUTIO 3HaHI/II\/’I;

- Hauu4Me ¥ JOCTYMHOCTh HEOOXOAMMOTO Y4eOHO-METOAMYECKOTO U  CIPaBOYHOTO
Marepuana,;

- PEryJSIpHBIF KOHTPOJb Ka4eCTBA BHITIOJTHEHHON CaMOCTOSTENIbHOM paOoTHI;

- KOHCYIbTal[MOHHAS IOMOIIh TPEToaBaTers.

[Ipy wm3ydyeHHH KaxJO0W NUCUUIUIMHBI OpraHU3alUs CaMOCTOATEIbHOW paboThl JOJIKHA
MPEJICTaBISITh €TUHCTBO TPEX B3aMMOCBSI3aHHBIX (DOPM:

1. BHeayauTopHasi caMOCTOsITEIbHAS paboTa;
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2. AynuTOopHas caMOCTOsATENbHas paboTa, KOTOpasi OCYLIECTBISAETCA 0] HEMOCPEACTBEHHBIM
PYKOBOJICTBOM IIpETIOAaBaTes;

3. TBopyeckas, B TOM UUCIIe HAYYHO-UCCIIE0BATENIbCKas paboTa.

Buapl BHEAYAUTOPHOI CaMOCTOATENBHOM PabO0Thl 00yUYaIOMIUXCSI:

- Hn3ydeHue yueOHOH, yueOHO-METOIMYECKOM JTUTEepaTyphl U MHBIX UCTOYHUKOB 110 TEMaM;

MOJATrOTOBKA BOMPOCOB IPEMNOAABATENI0 IO IUCHMUIIMHE B TEPUOJ KOHTAaKTHOW pabOThI
(JIeKMK, CeMUHAPbI/IPAKTUYECKHE 3aHATHS, TPYIIIIOBBIE U UHAUBUAYAIbHOW KOHCYJIBTAIIUN);

- IOJATrOTOBKA U HANMCaHHE KOHTPOJIBbHBIX PA0OT (B COOTBETCTBUU C YUEOHBIM IIJIAHOM);

- MOJATrOTOBKA M HamucaHue pedeparos, TOKIAI0B;

- 1ox00p U U3yYEHUE JINTEPATYPHBIX UCTOUHUKOB,;

- TIOMCK U aHaJu3 MH(OpPMAIMH 10 3aJaHHOH TeMe;

- aHaJgu3 HAy4YHOMU CTaThH;

- aHaJIM3 CTaTUCTUYECKUX JAaHHBIX I10 U3y4aeMOU TeMe;

- MOJATOTOBKA K yYacTUIO B HAyYHO-NPAKTUYECKUX KOH(PEPEHIMAX C JOKIAJaMU [0 TeMaM
M3y4aeMOM TUCUUIUIMHBI, CMOTPaXx, OJIMMIIMAJAX U JIp.

Bunbl ayauTopHOi caMOCTOSITENbHOM pabOThI:

- BO BpeMs JIEKIIMM 00y4arolIMecss MOTYT BBINOJIHATh CAMOCTOSTENILHO HEOOIbIINE 3a/1aHNUS:
pelaTh HECIO0XKHbIE 3a7ja4ui, IPUBOJUTH IPUMEPHI, TOTOIHATH KiIacCu(UKALMU U T.J1.;

- Ha CEMMHAPCKHX 3aHATUSAX OOydaroIIMecs CaMOCTOATENbHO PEIIaloT TBOPUYECKUE 3aj]auu,
KeHC-CUTyalluy, 3aroJHAIOT TaOJMUIbl, KOHCIEKTUPYIOT TJaBHOE U3 BBICTYIUICHHH JIPYTHX
00yYaroIuXxcsl, BBIMOJIHAIOT TECTOBbIE 3aJaHUs U T. 1.

Bun TBOpueckol caMOCTOSTENIbHOW PaOOTHI:

- o0yyaronuiicst MOXKET BbIOpATh TEMY, CBA3aHHYIO C BOIIPOCAMU U3y4aeMOM AUCLUILIMHBI U
HOJrOTOBUTH BBICTYIJIEHHE HA KOH(EPEHLIUIO;

- o0yyaromuiics MOKET BbIOpaTh 3aMHTEPECOBABIIYIO €r0 TEMY U pa3BUBATh €€ BO BpeMs
IPOXOXKJICHUS IPAKTUKHU, B JAJIbHEHIIIEM B KyPCOBBIX M BBIITYCKHOW KBaJTM(pHUKALIMOHHOI padoTe.

Onenka ocBoeHHs OOydaromuMmcsi y4eOHOW IUCHMIUIMHBI B TEUYCHHE 3aKPETUICHHOTO
y4eOHBIM IIJIAHOM NEPHO/1a OCYILECTBIISAETCS B IIPOLECCE TEKYLIET0 KOHTPOJIS.

Texymuii KOHTPOJIb OCYIIECTBIISETCS B CIEAYIOMUX popMax:

- (huKcaus y4acTHs B YCTHBIX U (DPOHTANIBHBIX OMPOCAX;

- OIICHKA Ka4eCTBa BHINOJHEHUS WIITIOCTPATUBHOTO MaTepralla U yCTHOTO JTOKJIaa;

- OLIEHKa KayecTBa pabOThI IPU PEIICHUH NMPAKTHUECKUX 3ajiau, Kelc-CUTyaruii.

- KOHTPOJIb U (pUKcalysi MPOXO0KAEHUS TECTUPOBAHUS B LIEISIX CAMOIIPOBEPKH.

- IPOBEPKa OTBETOB Ha BONPOCHI PyOEKHOT'O KOHTPOJIS;

- IPOBEPKA MMCbMEHHBIX KOHTPOJIbHBIX 3aJJaHU.

Bunpl 3amanuil 1y caMocTosITeIbHOM pabOThl M3JI0XKEHbI B 1.4 HACTOSIIEH MpOorpaMMmbl, a
coJiep’KaHue 3aJJaHul 1JIsl CaMOCTOSITENIbHOM padoThl B (hOpMe TEKYIIEro KOHTPOJIS MO JUCIUIIINHE
IIPEJICTaBJICHBI TaM XK€ B 1I. 6.2.

Bce Buapl akTUBHOCTM  MpenojaBareidb (QUKCHPYET B  TEYEHHE  YCTaHOBOYHO-
HK3aMEHAIlMOHHON cecCuM M 00s3aTelbHO YYMTHIBAET NPU OLIEHKE 3HaHUI oOydaromierocs o
TAaHHOW IUCITUTIINHE.

MCTOJII/I‘ICCKI/IC YKa3aHus 10 MOATr0TOBKE K HpOMe)KyTO‘lHOﬁ arrecranumn

[TonroroBka K 3aueTy M OJK3aMEHY SBJSETCS 3aK/IIOUUTEIbHBIM JITalloM H3y4YeHHs
JUCLUIUIMHBL 3a4eT U 9K3aMEH POBOJUTCS B YCTHOW M MUCbMEHHOM Gopme popme.

[Ipy MOAroTOBKE K NMPOMEKYTOUHOM aTTeCTallud 0co00€ BHUMAaHHE clieAyeT oOpaTHTh Ha
CJIEIYIOIIINE MOMEHTBI:

— BBIYYUTH ONPEACIICHUS BCEX OCHOBHBIX MOHSATHH.

— NPOBEPUTH CBOM 3HAHUS C IOMOILIBIO IPUMEPHBIX TECTOBBIX 3aJaHHM.
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Conep:kaHue TECTOB HAXOMUTCSA B JAOCTYITHOM PEXHMME C Hadana M3ydeHUs TUCHUIUIMHBL. B
CBSI3M C 3TUM IIeJecO00pa3sHO HU3ydaTh TECThl IO KaKAOH TeMe BMECTe C IOATOTOBKOM K
COOTBETCTBYIOLIEMY TEKyILIeMy 3aHATHIO. KpoMe Toro, Heo0X0MMO IMOMHHTH, YTO YacTh TECTOBOU
6a3pl (He Oomee 10%) HENMOCPEACTBEHHO MeEpell MPOMEKYTOUHOW aTTecTaliel MOXKET OBbITh
JIONIOJTHEHA MJIM M3MEHeHa. B cBs3u ¢ 3THM 1esecoo0pa3Ho n3ydaTh HE TOJIBKO TECTHI, BRIHOCHMBIE
Ha 3a4CTU U 3K3aMCH, HO W HHBIC BOIIPOCHI, paCCMAaTpuUBACMBIC Ha JICKIUAX W 3aHATHAX. O1H
U3MEHEHHUsI, KaK MPaBUII0, JOBOJSATCS JI0 CBEICHHS 00yJarOIMXCsl HAa KOHCYJIBTalluH MIEpe/l 3a4eTOM
U 2K3aMEHOM. B mporiecce MOATOTOBKM K 3K3aMEHY BBISBISIOTCS BOIPOCHI, MO KOTOPHIM HET
YBEPEHHOCTH B OTBeTe JHOO OTBeT oOywaromemycs He siceH. Ha KOHCyabTamu 3TO MOXKHO
MMPOsCHUTDH, TO3TOMY HCIOCCIICHHUEC KOHCYJIbTAIUHU MOXCET HCIAaTUBHO OTPA3UTLCA HAa PC3yJIbTaTax
3a4eTa W SK3aMeHa. Ha KOHCydbTaluu Takke HEOOXOIMMO YTOYHHTH CYIIHOCTH MPaBHIIBHOTO
OTBCTA HA TaK HA3bIBACMBIC «OTKPLITBIC» TECThI, TO €CTh TC B KOTOPBIX HC IMPCACTABJICHBI BAPUAHTLL
OTBETOB: €IMHHIIBI U3MEPEHHs, BapUAHT OKPYIJICHUS M T.II. U WHBIE BONPOCHI [0 OPraHU3allN U
IPOBEJICHUIO 3a4eTa U SK3aMCHa.



ABTOHOMHAA HEKOMMeEpYECKas 00pa3soBaTENLHAA OPTaHH3ALMA BbICILEro 00pa3oBaHus
« KaMHUHIpaaCKyi HHCTUTYT YIPABECHHA»

Jluct akTyanusanug padboyei nporpaMmmbl AUCUMIUTMHBI

Hanpasnenue: 38.03.02 MeHnegxMeHT
HanpaeneHHOCTE: «MeHEHKMEHT OpraHH3alHK»

B pabouyto nporpaMmy BHOCATCS H3MEHEHHUS:

- B 1. 6.3. «Pexomenmauuu TO TNpPOBEACHHIO YUeOHBIX 3aHATHH ¢ O0Yy4arommuMmucs ¢
NpAMEHEHHEM 3EeKTPOHHOro 00yUYEeHHS 1 TUCTAaHIIHOHHBIX 00pa30BaTeALHBIX TEXHOIOTHIT» BHECEHA
cnepyromas  HHpopmauus:  «Jnga npoeeaeHWs  KOHTAKTHOM  paboThl  obygaioinuxca ¢
npenonasaresieM AHOOBO «KWV» ¢ npuMeHeHHeM ITeKTPOHHOro 00YYeHUs H AMCTARLIMOHHBIX
obpasoBareNbHbIX TEXHONOTUI B YCIOBUAX TIPEAYIPEHACHUS PACIPOCTPAHEHAS KOPOHOBHPYCHOM
undexuuu, onpeaencH Habop MEKTPOHHBIX PECYPCOR H NPUIOKEHHUIT, KOTOPHIC PEKOMEHIYIOTCS K
MCII0JIL30BaHM0O B 0Opa3oBaTenpHOM Tponecce. OOpazoBaTenbHbll OpONECce OCYIIECCTBISETCS B
COOTBETCTBMM € pacnHcaHueM ydeOHBIX 3amsTuil 2022/2023 yyebnoro roaa, pa3MellieHHBIM Ha
o(pHIHANEHOM CaliTe HHCTHTYTA.

Opranuzanus oOpa30BaTEIBHONO MPOIECCa OCYMECTBIAETC YEpe3 JIMYHEIM KaGHHET Ha
ojuunansHoM calite HuctutyTa. [Ipenogararent B pasgene «MS Teamsy» ans COOTBETCTBYIOINEN
y4eOHOH rpynmEel yKasbIBaeT TeMy 3adaTud. [IpHkperunteT yueOHBIE MaTepuannl, 3ajaHus IIH
CCBUIKM HA 3NIEKTPOHHLIE PeCypChl, HEOOXOAUMBIC JUTS OCBOCHHA TEMBI, BHITONHEHHSA NOMAILIHMX
3aNaHHH.

[1porpamma akTyanmnsuposana ais 2021 r. Hauana MoAroTOBKH.

Msmenenns (momonHenHs) B pabouyro OporpaMmy pacCMOTPEHBl U YTBEPXKAEHbl HA 3aCe/aHHU
Hay4HO-METONMUYECKOTO COBETE, mpoTukon Ne [10/2] o1 « 19 mas 2022 1.

vy
COTJIACOBAHO: 27T
Pykoroaurens OI10IT = Kosaner-Kpusonocos I[LA.
Hawanesunk YMY Yeenok C.C.
19 maq 2022 r.

(Mara)




ABTOHOMHAsA HEKOMMeEpYECcKasi 00pa3oBaTe/ibHasi OpraHi3alys BeIClero odpasosanus
« KammHUHrpagCKai HHCTUTYT YUPABJCHHAN

JIuct akTyanuzainy pabodeil mporpaMMbl AUCIUILIUHEL

Hanpagsnenye: 38.03.02 MenepxmeHnt
Hanpapnennocts: «MeREIDKMENT OpraHu3anyu»

B nenax aktyanusaumu 0o0pa3oBaTeNbHOM NPOrpaMMbl ¢ YYeTOM [OSBICHHS HOBBIX
yueOHMKOB, y4eOHBIX WHOCOOMH ¥ APYTUX yIeOHO-METOAMYECKHX MarepHalioB B pabouyio
OPOrpaMMy BHECEHEI CASAYIONINE U3MCHCHUS (JONOJIHEHNA ):

1. B n. 5.2 «JluueH3nosroe mporpaMMHOE 0OCCNMEYCHHE» - TPOBSACHa AaKTyalu3alliA
JTHLEH3HOHHOIO NPOTPaMMHOTO 00eCeYeHUs.

2. B n. 6.3. «PexoMeHAaMKM IIO NPOBEACHHIO YYeOHBIX 3aHATHI ¢ OOYJAIOIMHMHCS C
NPUMEHEHUEM 3JEKTPOHHOTO O0YUeHHMs W [UCTAHUWOHHBIX ©O0pa3OBATeNBHBIX TEXHONOTHE
AKTYaNM31POBaHBI METONMYECKNE MATCPHANHI IO OCBOCHUEO JHCIHIUTHHBL:

- Buecena cnexyromas urpopMauist: «Ins npoBeieHUs KOHTAKTHOH paboTsl 06yHar0mLnXCs
¢ npenoaasareneM AHOOBO «KMY» ¢ npuMeHeHHEM 3JIEKTPOHHOTO 00YUSHHS U AMCTAHIUOHHBIX
00pa3oBaTENbHELIX TEXHONOrUil onpeaeneH Habop MEKTPOHHBIX PECYPCOB U MPUIOKEHHH, KOTOpbIe
PEKOMENYIOTCH K UCIONBb30BAaHHID B 0oOpa3oBaTenbHOM mponecce. OOpa3oBaTeNbHBIA mpolecc
OCYIIECTBINEICH B COOTBETCTBUHU € pacmucaHueM yueOHpIx 3auatwit 2023/2024 yueGHoro rona,
pa3sMeIeHHBIM Ha OQUIHATBHOM CaiiTe MHCTHTYTA.

Jlns opranp3anuMM = OHCTAaHUMOHHBIX OOpa3OBAaTeNbHEIX TEXHOJOTHH  HCNONB3YIOTCS
«MHCTpYKUMs No ucnonszoBanuio nputoxerns «Chepym» s npenofgasarenei» n «MHcTpyKums
10 ACIONB30BaHUIO npuitoikenns «Chepym» ans oOyqaromuxca».

Opraamnsamys o0pazoBaTeNbHOro Opolecca OCYIISCTBISIETCA 4epe3 JUYHBIM KaOWHET Ha
opxunanbHOM cafite MHCTHTYTa. [lpermojasatens B pazacne «DNEKTPOHHBIA OKypHAI» AN
COOTBETCTBYHOLIEH ydeOHOM rpyninb! yKaseiBaeT TeMy 3aHaTud. [Ipukpensiet yueGHbIE MaTepHansL,
3aflaHMs MU CChUIKH HA 3IIEKTPOHHBIE PeCYPChl, HEOOXOAUMBIE ISl OCBOSHHS TEMBI, BRITOJHEHNS
NOMAITHUX 3aJaHui.

3. B n. 7. «OcHoBHas W JONONHUTENbHAs y4eOHOM NUTEpaTypa W SNEeKTPOHHBIE
o0pazoBaTensHbIE PECYPCHl, HEOOXOAMMEBIC IS OCBOCHHS OWCUMILIMHEI» B YacTH eXeromHoif
aKTyaIM3anuy OCUOBHOH U JOTIONHUTENbHON y4eOHON nuTeparypel, HEOOXOAUMOMN IS OCBOSHHMS
JUCIMIUTHHEL

4. B n.8. «JlonomHHUTENEHBIE PCCYPCH HHOOPMANHOHHO-TENEKOMMYHUKAUNOHHOH CETH
«VuTepHeT», HEOOXOAUMEIX ANA OCBOCHMA NHCIMIUTHHLD BKIFOUYEH - https://i-exam.ru/ - Equusiii
[IOPTAIT WHHTEPHET-TECTHPOBAHUA B cepe 0OpazoBaHusL.

VaMeHenust (QomonHeHua) B pabouyld NporpaMMmy pPacCMOTPEHBI U YTBEPIKIACHBI HA 3aCENaHHH
y4yeOHO-MeTOAHYeCKOro coBeta, mpoTokon Ne 09/22 o1 «04» mas 2023 r.

COT'JIACOBAHO: ]

Pyxorogurens OI1OI1 o Koeaner-Kpnronocor [1.A.

Hauansuuk
OT/eNia OLICHKK KayecTBa 00pazsoBaHisy
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Iepensea A.M.

y

04 man 2023 r.
(Rata)



ABTOHOMHas HeKOMMep4ecKas 00pa3ogaTeNbHas OpraHuzalust BRICLIEro 00pasoBaHus
«KannHUHTpaOCKyu# UHCTUTYT YIPAaBIeHHA»

Jlner dKTyalIu3alluHH pa6oqe}“1 IporpaMMbi TUCIHTHITTNHBL

Hanpasierne: 38.03.02 MeHeKMEHT
HampagnerHocTs: «MEHEIKMEHT OpraHH3aHm»

B menax akTyanuzauuu o0pa3oBaTeNbHOM NPOrpaMMbl ¢ YHeTOM IOABIEHHS HOBBIX
y4YeOHHMKOB, y4YeOHBIX MOCOOHMH H Jpyrux yueGHO-METOOMYECKHX MAaTepHanoB B pabouyro
TIPOTPaMMY BHECEHBI CIEAYIOUIHE U3MEHEHHS (NOTOJHEHH )

[. n. 52 JlunmeH3uoHHOe nporpaMMHoe oOecleyeHHe - TIPOBEOEHA AKTyalu3arus
TTHLEH3HOHHOTO IPOrpaMMHOTo obecrneyerns.

2. 1. 6.1. OuecHOYHBE CPEACTBA IO MTOraM OCBOEHHS DHCUMIUIMHEL B I. 6.1.1 BHECeHO
IOIIONHEHHE, YTO MpH pazpaboTke OLEHOYHBIX CPEACTB IIpeNojaBaTeleM HCIONB3YIOTCS Oa3bl
TaHHBIX TMENarorn4ecKuX H3MEpPUTENBHBIX MaTepHanoB, npegoctaBieHHbBX OO0 «Hayuno-
MCCIIEJ0BATENBCKHI HHCTHTYT MOHUTOPHUHTIA Ka4eCTBa 00pazOBaHH».

3. B . 6.3. «PexoMeHZalUK MO NPOBEJSHUIO Y4YeOHBIX 2aHATHH ¢ OOYYArOIIMMHCS C
NPUMEHEHHEM 3NIEKTPOHHOTO OOy4eHHS M JUCTAHIMOHHBIX 00pa3oBaTeNbHBIX TEXHOJOTHI
AKTYaNMU3MPOBARB] METONHIECKHE MATEPUANBL 10 OCBOSHUIO THUCLIUIIUHEL:

- Baecena cnenyrowmas nHbopmanus: «Jing npoeeaerus KOHTAKTHOH paGoTEl 06 yYaroLIHXCs
¢ npenogasareneM AHOOBO «KIVY» ¢ npuMeHeHUEM 31eKTPOHHOTO 00YYeHHS 1 IUCTAHIIUOHHBIX
00pazoBaTeNbHBIX TEXHOIOTHHA ONpeeneH Habop 3MeKTPOHHBIX PECYPCOB | IMIPUIOKEHMH, KOTOPEIe
PEKOMEHIYIOTCA K HCMO.Ib30BaHUIO B oOpazoparenbHOM mnpouecce. O6pazoBaTenbHBI Mpolece
OCYLIECTBJIAETCA B COOTBETCTBHM C pacnucanuMeM y4eOHBIX 3aHsaTuit 2024/2025 ygeGHoro roga,
Pa3sMEIEHHBIM Ha OHLHAIEHOM CcaliTe HHCTHTYTA.

Jns  opraHu3aldM JMCTAaHLUHOHHBIX OOpa30BaTENBHEIX TEXHONOTHH HMCHONB3YIOTCS
«AHeTpyKUKa N0 Kemonb3oBanuio npunoxenus «Chepym» s npenogapateneit» u « MHCTpyKLus
110 HCTOJIB30BAHUIO MpHIoAeHUA «Chepym» 11 00yHaOMKXes» MOCPEACTBOM HCIoap30Banus VK
Meceraxep.

Oprasusanms 06pa30BaTENBbHOIO MPOLECca OCYIUeCTBISETCS gepes JAYHEIH KaOUHET Ha
GOHIHATEHOM - CATe - HACTHTYTA. TIpellofapatent B PAsISNe. «INCKTPOHHEIR Iy pHATY A"
COOTBETCTBYIOWIEH yUeOHOU IPYTINB! yKa3hbIBaeT TeMY 3aHATHA. [IpHKpenieT yueOHbIe MaTepUanb,
3aJ@aHMs HIIH CCBUIKH Ha 3JIEKTPOHHBIE PECYPCHl, HEOOXOONMBIE AJIA OCBOCHUS TEMBI, BROIONIHEHUS
JOMaLIHKX 3aJaHMH».

4. B n. 7. «OcHOBHasg U JONONHUTENbHAs y4yeOHON nHTepaTypa H 2IEKTPOHHEIE
00pasoBaTelIbHBIE PECYPChl, HEOOXODMMEIE IJISI OCBOSHHsS JUCIUIIMHLIY B 44aCTH €XKErogHON
AKTYaTH3alHHd OCHOBHOW M IONOJHUTENBHOH yueOHON NuTepaTyphl, HEOOXOIUMOU I/ OCBOSHHS
JTUCIUTLTHHET.

V3MeHerHs (JONOMHeHHA) B pabouylo NporpaMMy pacCMOTPEHBl M YTBEPXKICHBl Ha 3aCeIaHHU
y4eSHO-METOANYECKOro coBeTa, npoToKon Ne 10/23 o1 29 mas 2024 1,

COT'JIACOBAHO: '

Pyxosomutens OITOIT
Hauanpuaux .
OTAENA OUEHKH KadecTBa 0fpasonaHnst

290 mag 2024 . 4
© ([Hara)

Kopaner-Kpuponocos [L.A.

[Tepenseea A.M.




