MUHUCTEPCTBO CEJILCKOI'O XO35IUCTBA POCCUMCKOI ®EJEPALIN
JIETIAPTAMEHT HA VUYHO-TEXHOJIOT MYECKOM ITOJINTUKU 1 OBPA3OBAHIS

OEJEPAJIBHOE 'OCY JAPCTBEHHOE BIOJUKETHOE OBPASOBATEJIBHOE YUPEXIEHUE
BBICHIEI'O OBPA30OBAHUSA « IOHCKOU I'OCY JAPCTBEHHBIU ATPAPHBIM YHUBEPCUTET»

A30BO-YEPHOMOPCKUI MTHXXKEHEPHBIV UHCTUTYT — ®UITUAJL
OENEPAJIBHOI'O I'OCYJAPCTBEHHOI'O BIOJDKETHOI'O OBPA3OBATEJIBHOI'O
YYPEXJIEHM A BBICIHEI'O OBPA3OBAHUA
«JOHCKOM I'OCY JAPCTBEHHBII1 ATPAPHBIM YHUBEPCUTET» B I'. 3EPHOI'PAJIE

ByTeH KO MoanucaHo undposoit YTBEP}I(ﬂAIO
noanucobto: ByteHko I[I/IpeKTOp
AnekcaHpp  Anexcanap Genopoan
[Hata: 2024.04.18
q)e,quOBI/ILI 09:41:47 +03'00' A.D. ByTGHKO
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PABOYAS ITPOI'PAMMA

HJucuunaunsl b1.B.JIB.01.01 /TokymeHTHpoBanue B poheCCUOHATBLHON 1eATEIbHOCTH
Hanpasaenue noaroroBku 44.03.04 «IIpodeccuonanbHoe o6ydeHue (1o 0Tpacisim)»
IIpoduias noaroToBKH «9KOHOMMKA U YIIPABICHUE

DakyabTeT «IKOHOMHUKA U YNIPABICHUE TEPPUTOPUIMU»

Kadenpa «OxoHOMMKA U yIIpaBICHUEY

®opma 00yueHUs1 O4YHAsl, 3a04YHas

KBanudukanusi BINYCKHUKA — 0aKaJaBp

3epHorpan-2024



2

[Tpu pazpaboTke paboueil mporpaMMbl yueOHOM TUCIUIUITMHBI B OCHOBY TOJIOXKEHBI:

1. ®I'OC BO - 6akanaBpuat no HampasieHuto moarotoBku 44.03.04 «IIpodeccnonansuoe o0ydeHue
(Mo oTpacisaM)», yTBEpKIEHHBIH MuHHUCTEPCTBOM 00pazoBaHus W Hayku PD «22» despans 2018r.
[Tpuxa3z Ne 124.

2. Ilpuka3 MuHucTepcTBa HAyKH U BbICIIEro oopasoBanus Poccuiickoit @enepanuu ot «26» HOSI0ps
2020 r. Ne 1456.

3. YueOnblii 1aH npoduis «IKOHOMUKA U yrpaBiieHue» (To Hadaina noarotoBku 2023), ogoOpeH
VYuéusiM coBeToM A30Bo-UepHoMmopckoro nnxkenepnoro uHcruryra @I'bOY BO [lonckoit 'AY

[Tpotokoin Ne 7 ot «29» deBpans 2024 r.
Pabouas mporpamma yueOHOH AuCIUIUINHBI «J{OKyMEHTHpOBaHHE B IPOPECCHOHATBHON JesITeIbHO-
CTH» 0700peHa Ha 3ace/laHiM Ha 3aceaHuU Kadeapbl « DKOHOMHKA U YIIPABIICHUEY.

[Tporoxon Ne 8 ot «20» mapra 2024 r.

3aBenyromnmii kKageapoit
KaHJ. TEXH. HayK, JIOLIEHT A.D. PeBa

Pabouas mporpamma yueOHOH AUCIUIUINHBI «J{OKyMEHTHpOBaHHE B IPOPECCHOHATBHON JesITeIbHO-
CTH» PEKOMEHJI0BAaHA K MCIIOJIb30BAHMIO HAa 3aCE€AAHUM METOAMYECKON KOMMCCHH I10 HAIPABICHUIO
noarotroBku 44.03.04 «I[IpodeccronanbHoe 00yueHue (1o 0Tpacisim)»

[Tpotokon Ne 5 ot «29» mapta 2024 .

I[pencenatenb METOANIECKON KOMUCCHH
1.¢.H., TOICHT N.B. I'nmymiko

Pa3zpadoruuk:
KaHJI. DKOH. HayK, JIOLEHT H.H. Bonoxos
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1. BBOJJHAA YACTD
1.1. Ilenu ocBoeHUs Y4eOHOU TUCITUTIIIMHBI

Hensimu ocBOoeHMsI y4eOHOM IUCHMILTUHBI SBISIOTCA: MPUOOPETEHUE CTYIEHTAaMH KOM-
TUICKCHBIX HAYYHBIX 3HAHWW O MPHUHIHUINAX (GOPMUPOBAHMS M PA3BUTHS COIMATBHO-IKOHOMHUYECKUX
IIPOLIECCOB B PETHOHE, O3HAKOMJICHHE C CUCTEMOM METOJI0B, IPUMEHSIEMbIX B PETHOHAIBHBIX HCCIIe-
JOBaHMSIX, (pOpMHUpOBaHHE CMOCOOHOCTH aHAIM3a W OLICHKU COIMAbHO-dKOHOMHYECKUX YCIOBHI
pEervoHa c Iebl0 00ecreyeHus ONTUMANIbHBIX YIPABIEHYECKUX PEIICHUH.

1.2. Mecto yueOHo# quciuruinael B ctpykType OITOIT BO

1.2.1. Jucuumiuza «/lokymMmeHTHpOoBaHUE B IPOPECCUOHATBHOM AEATENbHOCTH» OTHOCUTCS K TUCIIU-
IUIMHAM 110 BBIOOPY BApUATUBHOM YacTU JUCIUIUINH.

1.2.2. JIns u3yyeHus: AaHHON y4eOHOM TUCHUIUIMHBI HEOOXOJUMBI CIEAYIOIINE 3HAHUS, YMEHUS U
HaBBIKH, (POPMHUPYEMBIE IPEILIECTBYOIIMMHU AUCHUIUINHAMMU:

«Pycckuii A3bIK ¥ KyJIBTYpa peun»
K nauany uzyuenus oucyuniunvl cmyoenmslt OONHCHYL .
3Hamvb: 0COOCHHOCTEN YCTHOM M MUCHbMEHHOM peur B cdepe Ae0BOro OOIIEHUS; TPUHIIUIIOB CO3/1a-
HUS YCTHOT'O ITyOJIMYHOIO BBICTYIUIEHUSI MHPOPMATUBHOTO XapaKkTepa.
Ymemw: normdyeckn BepHO, apryMEHTHUPOBAHO, SICHO U TOYHO CTPOMTH JEJIOBYIO pPE€ub, aHAIU3UPO-
BaTh, 000011aTh U KPUTUUECKU BOCIPUHUMATh TEKCTOBYIO HH(OPMALHIO.
Braoemyw: TexHUKOHN peun, HaBbIKaMH MyOIMYHOM podhecCuoHaTbHO-OPUEHTHPOBAHHOMN JUCKYCCHUH,
HOpMaMH yCTHOM U MMCBMEHHOW peun

1.2.3. Tlepeuenb mociaeAyrOmMuUx y4eOHBIX AUCITUIUINH, JJI1 KOTOPBIX HEOOXOIUMBI 3HAHUS, YMEHUS U
HaBBIKH, (OpMUpPYyEMbIE JaHHON y4eOHON NUCIUTUTHHOM:
- INTAHUPOBAHUE HA TIPEANIPUATUN



1.3. [Inanupyemble pe3yabTaThl 00yUeHUs 0 JUCLHUILTUHE, COOTHECEHHBIE C MHIUKATOPAMHU JOCTHKEHUS KOMIIETEHLIUN
W3ydyeHue QUCHMILIMHBI HAIPaBJIeHO HAa (JOPMUPOBAHHME YHUBEPCAIbHBIX U MPO(ecCHOHATBHBIX KOMIETEHIINNA, HEOOXOIUMBIX JJIsi PELICHUS
3a1a4 NpoeCcCHOHATBHOMN IEITENLHOCTH U 00ECTIEYNBAIONINE TOCTH)KEHUE MJIAHUPYEMBIX PE3yJIbTaTOB OCBOCHUSI 00pa30BaTeIbHON MPOTPaMMBI.

[Inanupyemble pe3yabTaThl 00ydeHUs

Kon xomne- | CopaepxxaHue KoMie-
Kon 1 HanMeHOBaHME MHIUKATOPA JOCTHKEHHS
TEHLUH TEHLUH ®dopmMupyemble 3HaHUS, yMEHHS Y HaBBIKU
KOMITETEHINN
YK-4 Crnoco0eH ocy1ecTs- 3HaTh: BUIBI OPUINAIBHBIX U HEO(PHIINAIBHBIX JEIOBBIX MUCEM, CTUINCTUYECKHE OCO-
JIATH JICTIOBYIO KOMMY- OeHHOCTH M TpeOoBaHUS K OQOPMIICHUIO JETIOBBIX HCEM; COLIMOKYJIBTYPHBIC PA3ITHYHS
HHKAIMIO B YCTHOM U B (hopMaTe AEN0BOI KOPPECTIOH ICHIIUH.
MHMCbMEHHOHU (hopMax Ha YMeTh: BECTH JIENIOBYIO MEPETUCKY C yYETOM CTHIIMCTUYECKUX OCOOEHHOCTEH U Tpebo-
VYK-4.5 - JleMOHCTpHpYeT YMEHHE OCYIIECTB- N
TOCY/IapCTBEHHOM SI3bI- BaHUH K 0()OPMJICHUIO AEIOBBIX IMUCEM; OCYILECTBISATh ACJIOBYIO MEPENHUCKY, YUUTHIBAS
oo JATH JICJIOBYIO TIEPENHCKY Ha PYCCKOM SI3BIKE, .
ke Poccuiickoit dene- COLIMOKYJIbTYPHBIE pa3Inius B popmare 1em10BOH KOPPECTIOHACHINN
YYUTHIBasE OCOOEHHOCTH CTHIMCTHKH O(pHINAIb- .
paLmy 1 HHOCTPaH- Brnaners: HaBBIKAMHU BEJCHUS JIEJIOBOM NMEPEMHUCKU C YUETOM CTHIMCTHYECKHX OCOOCH-
HBIX ¥ HEO(UIHAIBHBIX ITHCEM . .
HOM(BIX) SI3BIKE(ax) HOCTEH ¥ TpeOoBaHMI K OPOPMIICHHIO O(QHUIINATEHBIX H HEO(PHUIIHAIBHBIX EIOBBIX ITH-
CeM; OCYIIECTBJICHHUS AEITOBOH MEPETHCKH C yYETOM COIMOKYJIBTYPHBIX pa3nuuuii B
¢dbopmaTe AeI0BOI KOPPECTIOHICHIINT
ITK-6 Crioco0eH K mpoBe/ie- I1K-6.2 3HaTh: IpenoJaBacMyro 00JIACTh Hay4HOrO (HAYYHO-TEXHUYECKOIo) 3HaHUA U mpodec-
HHIO YueOHbIX 3aHTHH | CHOCOOEH BBIMONHATH JESATEIBHOCTb, MPEAYCMOT- | CHOHAILHOM JeSITeIbHOCTH, aKTyaJIbHbIe MPOOJIEMbI M TeHACHIIMU €€ Pa3BUTHS;
1O TIPEroAaBaeMoi 00- | PEeHHyI0 MporpamMMoil y4eOHOro mpeiMera, Kypca, | YMeTbh: HCIOJIb30BaTh IeJarorniecku 000CHOBaHHbIE ()OPMBI, METOJIbI U PUEMBI Opra-
JIaCTH HAYYHOTO 3HAHMs | JCLMIUIMHBL (MOJTYJIsT) HHU3aLUKN JEeITeIbHOCTH OOYYarolMXCs, IPHUMEHITh COBPEMEHHbBIE TEXHHYECKUE Cpell-
(9xoHOMUKH U yripasie- | I1K-6.3 cTBa 00y4eHHs 1 00pa30BaTeNIbHbIE TEXHOJIOTHH,
Husl) ¥ (wm) npodeccy- | CriocobeH K MPOBENEHUIO YUeOHBIX 3aHATHH Mo | BilaneTs: HaBbIKaMH NPOBEAEHMS Y4eOHBIX 3aHATUI IO IpenoaaBaeMoil 001acTu Hay4qHOro
OHAJIbHOH JIESTENBHOCTH | TIpENoiaBaeMoil 00JNIaCTH HAay4HOTO 3HAHWS (9KO- | 3HAHMS (SKOHOMUKM M YIIPABJIEHUs), MCIOIb30BAHUS I€Jaroruieckd OOOCHOBAaHHBIX
C YYEeTOM aKTyaJIbHbIX HOMUKH ¥ YTIPABIIEHHS) C YUETOM aKTYabHBIX TIPO- | (OPM, METOIOB U MPUEMOB OpraHU3alMU JEATEIbHOCTU OOYyYarolUXCs; NPUMEHEHUs
npoOIIeM 1 TeHICHINH OJieM U TEHICHLIMI ee Pa3BUTHS COBPEMEHHBIX TEXHHUECKHX CPEJICTB O0yUECHUsSI 1 00pa30BaTe/IbHBIX TEXHOJIOTHHA, HABBI-
€e pa3BUTHA KaMH BBITIOJIHEHUS JIEATEILHOCTH OCBaMBAaeMOH OOYYaIOIIMMHUCS, HPEeILyCMOTPEHHOH
MPOrpaMMOii IPeayCMOTPEHHBIE TPOrPaMMOi Y4eOHOTO NpeaAMeTa, Kypca, TUCIUILIHHBI
(momyst)
T1K-9 Criocoben k pazpador- | TIK- 9.3 CriocoOeH BeCTH JOKYMEHTAIHIO, o0ectie- | 3HaTh: MepeyYeHb MPOrpaMMHO-METOIMIECKOTO U TUIAKTHIECCKOr0 00eCIeUeH s YUeOHbIX

Ke MPOTPaMMHO-
METOJIIYECKOTO U JTH-
JTAKTUYECKOIo odecre-
YeHHs y4eOHBIX Mpe]i-
METOB, KYpPCOB, AUCLIH-
TIMH (MOIyJIeH) po-
rpamMm mpodeccrHoHab-
Horo o0y4enus 1 CI1O

YUBAIOUIYI0 pEalM3alli0  [POrpamMM  y4eOHbBIX
MPEIMETOB, KYPCOB, TUCIMILUIMH (MOMIYJeH) Ipo-
rpamm npoteccroHansHOro o0ydenws u CI1O

MPEIMETOB, KypCOB, AUCIMILIAH (MOIyel) mporpamMM npodeccruonatbHoro ooyuenus u CI1O
YmMmeTs: pazpabaTeiBaTh M HCIIONB30BaTh MH(OPMAIIMOHHO-KOMMYHHUKAIIMOHHBIE TEXHO-
JIOTHH, 3JIEKTPOHHBIE 00pa3oBaTeIbHBIE W HHPOPMALMOHHBIE PECYPCHI; IpeaIMeTa, Kyp-
ca, TUCIHUIUIAHBI (MOAYIIA);

Brnaners: HaBbIKaMU BeICHHS JOKYMEHTAINH, 00ECIEUNBAOIIEH Peai3alHio POrpamMm
Y4eOHBIX MPEeIMETOB, KYPCOB, IMCLMILIMH (MOIyJIeH) IporpaMM IpoheCCHOHAIBLHOTO 00yJe-
nust u CIIO
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2. OCHOBHAA YACTb

2.1. OFbEM YUEBHOU JUCLUILINHBLI Y BUJIbl YYEFHOM PABOTEI

Ounas dpopma oOyueHus

Bug pabotst Bcero gacos/ Cemectp
3a4. eAMHHUIL
No6

AyIUTOpHBIE 3aHATHUS (BCETO) 36 36
B tom unciie:
Jlexruu (JI) 18 18
[Tpaktuyeckue 3ansatus (I113) 18 18
JlaGopaTopHbie pabOTHI
CamocrosrenpHas padora cryaerra (CPC) (Bcero) 36 36
B TOM YHCJIC
Kypcosast pabora 0 0
Pabora c nuteparypoit 12 12
Pedepar 12 12
CaMonoJroToBKa 12 12
CPC B nepuosi IpOMEKYTOYHOW aTTECTAIlMN
Bun npomexyrounoit 3auer (3) 3 3
aTTecTauu 3ader c oreHkoi (30)

Ox3ameH (J) - -
HUTOI'O: 72 72
Obmas 4acoB
TPYJOEMKOCTh 3a4. eAMHUIL 2 2

[To yueOHOI quCIUIUIHHE, U3y9aeMOl B TeUeHHE 6 cemecTpa, UTOTOBOM OIIEHKOH B MPHIIOKEHUH K

JAUTIIIOMY YKAa3bIBACTCA — 3a4CT.
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3aounas popma oOyueHust

Bun pabotsl Bcero gacos/ Cemectp
3a4. eIMHUIL
No7

AynuTopHbIe 3aHATHSI (BCETO) 12 12
B ToM uucne:
Jlexmmm (J1) 6 6
ITpaxtrueckue 3ansatus (I13) 6 6
JlaboparopHbie pabOTHI - -
CamocrositensHas pabora crynenra (CPC) (Bcero) 56 56
B TOM YHUCJIC
KypcoBas pabora 0 0
Pabora ¢ ntureparypoit 30 30
Pedepar - -
CaMonoaroToBka 26 26
CPC B nepuoj mpoMexyTOYHOM aTTeCTAlNH
Bun npomexxyTouHon 3auer (3) 4 4
aTTecTanuu 3augeT ¢ oneHkoit (30)

Dk3ameH (D) - -
HUTOI'O: 72 72
Oo6ast 4acoB
TPYJOEMKOCTh 3a4. eIMHUIL 2 2

IIo yqe6H0171 JUCIHHUITIIINHEC, H3y‘laeM0fI B TEUCHHE 7 ceMeCTpa, HUTOTOBOM OIIEHKOH B MMPUIIOKCHUH K

JUIIJIOMY YKa3bIBAETCS — 3a4eT.




2.2. COEPXXAHUE YYEBHOU JJUCLIUIIJIMHBI

CopepxaHue pa3esioB yueOHON AUCIUTIITNHBI

Ne ce-
MecTpa

HaumenoBanue paznena
y9e0HON AUCIUTUTHHEL

Copepxanue pasfena B IUIaKTUYECKUX €IUHUIIAX

Konp! nuanka-

TOPOB JOCTH-

JKCHHST KOMIIC-
TEHIMH

6(7)

6 (7)

6 (7)

6(7)

6(7)

Monyns 1. Conepxanue
mucrarineel. OCHOB-
HBIC BUJIbI JOKYMCHTOB

1 1. ITonsiTne TOKyMEHTO0O0pOTa M NIEIONPOU3BOACTBA. McTOpus pa3BUTHS ACTONPOU3BOACTBA. Y IpaBiIcHYe-
CKasl IeSITeTIbHOCTD U €€ OCHOBHBIE XapaKTepUCTUKHU. OCHOBHBIE TEPMHUHBI JOKYMEHTALIHOHHOTO 00€CTICYEeHUs
yIpaBlIeHUYECKON AesATeIbHOCTH. BapuaHThl ynpaBieHUECKNX pelleHHiH; pa3paboTka 1 000CHOBaHUE

1.2. TpeGoBaHuUs K COCTABICHUIO 1 OQOPMIICHUIO TOKYMEHTOB. TpeboBanus k opopmirenuo qokymenToB. Co-
CTaB U PacIoiiOKeHUe peKBU3UTOB. KOpuanueckas cuiia TOKyMEHTa

1.3. OcHOBHBIE JOKYMEHTHI B Ae0onponu3BoacTBe. [Ipukassl o 0CHOBHOU nearenbHOCTH. Pacniopsokenust. Pe-
urenus. [Ipotokonsl. AkTel. City:xeOHble, noknaanbie 3anucku. Konrpaktel. CripaBku. OO0bsSCHUTENBHBIC 3a-
TTUCKHU

1.4. JIokyMeHTHI 110 INYHOMY cocTaBy. Pestome. TpynoBoil norosop. Ilpukassl o 1MuHOMy cocTaBy. Tpyno-
Bble KHIKKU. JIMUHBIE KAPTOUKH

1.5 TonsaTue u cxema opraHu3anuu paboTel ¢ JoKkyMeHTaMu. Opranu3aius XpaHeHus1 ToKyMeHToB. O6paboTka
MOCTYMAIOIUX AOKyMEHTOB. [1opsiok paboThl ¢ OTIIPaBIsIeMbIMU M BHYTPEHHUMHU JTOKyMEHTaMu. Peructparnms
Y KOHTPOJIb MCIIOJIHEHUS TOKyMEHTOB. CHcTeMaTu3anus JOKyMeHTOB. COCTaBIEHUE HOMEHKIATYPBI JIE.
®dopmupoBanue 1 opopmienue aen. OpraHusanus apxuBHOTO XpaHEHHsI JOKYMEHTOB

VYK-4.5

6(7)

6(7)

6 (7)

6 (7)

Monyne 2 Opranuzanus
paboThI ¢ TOKyMEHTaMH.

2.1. CoBpeMeHHBIE CIIOCOOBI CO3/1aHusl, 00pabOTKH U IepeIadn JOKYMEHTOB B JCJIONPOU3BOICTRE. Mcmomb3o-
BaHHWE IIEPCOHAIBHOTO KOMITBIOTEpA B JIeN0Npon3BoacTBe. DakcuMuibHble cooOmieHnss. CoOOIeHus 3IeKTPOH-
HO#t ouTsl (e-mail). DnektponHas udpoBas MOIAMUCEH.

2.2 PaboTa ¢ JOKyMEHTaMH, COIepKalluMK KOH(QUCHIIMANbHbIC cBe/icHUs. [IoHsITHEe KOMMEPYECKOW TaiHbI.
CaeneHms, OTHOCSIIHMECS K KOMMEPUECKON TaitHe. 3ammTa JOKyMEHTOB, COACPKAIINX KOMMEPUIECKYIO TailHy.
Opranusaius padoThI C JOKyMEHTaMU, COIePKalliMH KOH(HACHIINAThHEBIE CBEICHUS

2.3. lenoBele 1 KoMMepueckue nucbMa. [lonsrue, knaccudukanus u cTpykrypa nuceM. CranzaptHble Gpasbl 1
BbIpaxkeHHs. OCHOBHBIE NTPABOBbIE 3HAHMS 1 HOPMATHBHO-TIPABOBHIE aKTHI B AeTonpon3BozcTae. [IpaBuna
MUCHMEHHOHN M YCTHON KOMMYHHMKAIIMX Ha TOCYAApCTBEHHOM si3bIKe. [I0AT0TOBKA M peIaKTUPOBAHHUE TEKCTOB,
OTpa’KaroIuX BOMPOCH MPO(ecCHOHATBHO-TIEAarOrMYeCKOM JesITeIbHOCTH J{e10BOi STHKET.

2.4. Pa3paboTka mporpaMMHO-METOIMYECKOTO U JIUIAKTIHYECKOr0 00ecTiedeHu sl y4eOHBIX IPEAMETOB, KyPCOB, JIUCIIU-
TIHH (MotysIelt) mporpamm npodeccronanbroro 00y4enus u CI10. OcobeHHOCTH MpoBeieHNs YIeOHBIX 3aHATHIA 110
TIPETIoJaBaeMoi 00JIaCTH HAYYHOTO 3HaHWS (3KOHOMHKH M YTIPABIICHHS)

YK-4.5
I1K-6.2
[1K-6.3
I1K-9.3




2.2.1. Paznensl yaeOHON AUCITUIUTMHBI , BUABI YI€OHOH ACATEIBHOCTUA U (DOPMBI KOHTPOJIS

OO01mast TpPyA0€MKOCTh TUCIUTIINHBI COCTaBISIeT _ 2

3a4ETHBIE CAUHULBL {2

gaca.

Ounas ¢hopma 00yueHus
Buzpl yueOHOM A€ATENbHOCTH,
BKJIFO4Yasa CaMOCTOATCIIbHYIO pa60Ty ¢)0pr1 TEKYIIEro KOHTPOJIA
Ne HaumenoBanue paznena CTY/EHTOB ( )
cemecTpa y4eOHOM TUCIUTUINHBI YCTEBACMOCTH (10 HEoErM
(B yacax) cemecmpa)
J JIP 113 CPC | Bcero
6 Monyne 1. Conmepxkanne maucuuiinabl. OcHOBHBIC Buiel | 10 10 18 38 | YO-1, I1P-1, ITP-2, ITP-4, TC-2
JTIOKYMEHTOB
6 Mopyns 2 Opranuzanusi paboThl ¢ JOKYMEHTaMHU. 8 8 18 34 | YO-1,IIP-1, TC-2
6 3auér YO-3
Utoro 18 18 36 72

YO-1 — yemuwiti onpoc (cobecedosanue); I1P-1 —nucvmennas paboma (mecmot); I[IP-4 — nucomennas paboma (pegpepam); I[1P-2 — nucomennas
paboma (xonmpoavHasa paboma); TC-2 — mexnuyeckue cpeocmsea KOHmpos (peuieHue yuednvix 3aday); YO-2 — 3auém

3aouHas Gpopma o0yyeHHs

Bunpsl yueOHOMI fedTenbHOCTH,
BKJIIO4asA CaMOCTOATCIIbHYIO pa60Ty q)opMBI TEKYIIEro KOHTPOJIsA
Ne HaumenoBanue pasnena CTYIIEHTOB 5
cemecTpa y4eOHOM TUCIUIUINHBI YCTICBACMOCTH (10 Hedein
(B gacax) cemecmpa)
J JIP I13 CPC | Bcero
7 Monyne 1. Conepxxanne aucuuiiavHbl. OCHOBHBIE BH[BI 4 4 28 36 | YO-1, TC-2
JOKYMEHTOB
7 Mopyns 2 Opranuzamus paboThl ¢ JOKyMEHTaMHU. 2 2 28 32 | YO-1,TC-2
7 3auér 4 YO-3
Hroro 6 6 56 72

YO-1 — yemnoui onpoc (cobeceoosanue),; TC-2 — mexnuueckue cpedcmea KOHmpois (pewerue yueonvix 3aoau); YO-2 — zauém
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2.2.2. TlpakTuueckue 3aHATHS
Ounast popma 00ydeHus

Ne ce-
MecTpa

HaumenoBanue pasznena
y49e0HON AUCIIUTUTHHEI

HanmenoBanue MPAKTHUYCCKUX 3aHATHHI

Bcero
JacoB

6

Monyne 1. Conepxxanue
JUCHUITIINHBI. OcHOBHBIE
BUJIBI JIOKYMEHTOB

IMpaktudeckoe 3austue 1 .1. [ToHATHE JOKYMEHTOOOOPOTA W JICTOMPOU3BOICTRA.
HcTopus pa3BUTHS JCTONPONU3BOICTBA.

VYnpasneHndeckas IesTEILHOCTh U €€ OCHOBHBIC XapaKTEPUCTHKH.

OCHOBHBIE TEPMUHBI JIOKYMEHTAITHOHHOTO 00ECTIICUeHHUs YIPABICHYECKOM esITeNbHOCTH

[Mpaktuueckoe 3ausiTue 1.2. TpeGoBaHUS K COCTaBICHHUIO U O)OPMIICHHIO JOKYMEHTOB.
TpeboBanus kK 0hOpMIICHUIO TOKYMEHTOB.
CocraB U pacnojokeHue pekBu3uToB. KOpuauyeckas cuina TOKyMeHTa

IIpaktruueckoe 3anarue 1.3. OCHOBHbIE JOKYMEHTHI B ACIONPOU3BOACTBE. [IprKa3bl 0 OCHOBHOM E€ATEIBHOCTH.
Pacnopsoxennsi. Pemenus. [Ipotokonsl. AkTel. City:xeOHbIe, Toknaanble 3anucku. Kontpaktel. CipaBku. OObsicHH-
TEJIbHBIC 3aIUCKU

IIpaktruueckoe 3anstue 1.4. JlokyMeHThI o TUYHOMY cocTaBy. Pestome. Tpyzaosoit gorosop. IIpukassl 0o TM4HOMY
coctaBy. TpynoBble KHUKKH. JINUHbIE KAPTOUKH

[Mpaktuueckoe 3austue 1.5 [loHsATHE M cXeMa opraHu3alyy padoThl ¢ JOKyMeHTaMu. OpraHu3anys XpaHeHus J0KY-
MeHTOB. O0pabO0TKa NOCTYNAIOMINX TOKYMEHTOB.

[Mopsiiok paboThI ¢ OTHPABIIEMBIMU U BHYTPEHHHMH JIOKYMEHTaMH. Peructpanus 1 KOHTPOJIb UCTIOTHEHHUS JIOKY-
MEHTOB.

CucremaTtusauus 10oKkyMeHTOB. CocTaBieHne HOMEHKIATYphl fen. PopmupoBanue U odopmienue nen. Opranusa-
1] ApXVBHOTO XpaHEHHsI JOKYMEHTOB

Mopyns 2 Opraamu3anus
paboThI C TOKYMEHTaMH.

I[Mpaktuueckoe 3austie 2.1. CoBpeMeHHBIE CIIOCO0bI CO3/1aHMs, 00pabOTKU U Tepeaun JOKYMEHTOB B JICJIONPOU3-
BOjIcTBE. VICIOIb30BaHKe EPCOHATBHOTO KOMIIBIOTEPA B JIeI0Npon3BoAcTBe. DakcumuibHbie coobienust. Coo0-
IIEHHS 3JIEKTPOHHOM mouThI (e-mail).

[IpakTrueckoe 3anstue 2.2 Pabora ¢ ToKyMeHTaMU, CoJlepKaliMi KOHPUICHITHAbHEIE cBefieHns. [loHsITHEe KOM-
MepUecKoi TaiHbl. CBEJEHUS, OTHOCSIIIHECS K KOMMEPUECKOU TaliHe. 3auTa JOKYMEHTOB, COAePIKAIIINX KOMMEP-
YECKYIO TalHy.

IIpakTudeckoe 3anstue 2.3. [lenoBsie u komMmepueckue nucbma. [loHsTHE, KiTacCUpUKAIUS U CTPYKTYpa THCEM.
Crarnmaptabie (hpassl 1 BeIpaxeHus. [IpaBria MUCEMEHHON M YCTHOM KOMMYHHUKAIIMH Ha TOCYAapCTBEHHOM SI3BIKE.
[ToaroroBka u peAaKTUPOBAHKUE TEKCTOB, OTPAKAIOIIUX BOMPOCHI MPO(eCcCHOHATBHO-TIEIarOrMUECKOM EATSILHOCTH
JenoBoi ATHKET.

[IpakTtnueckoe 3ansatue 2.4. PazpaboTka nporpaMMHO-METOANYECKOTO M JUAAKTUUECKOro 00ecTieyeH s y4eOHBIX MpeaMe-
TOB, KYpPCOB, TUCIMILIAH (MOJTyJIei) porpamm npodeccroHarsaoro ooydenus 1 CI10. OcoGeHHOCTH TIPOBE/ICHUs yueO-
HBIX 3aHSITHHA TI0 MIPENOIaBaeMON 00JIaCTH HAYIHOTO 3HAHMS (3KOHOMHKH W YIIPABIICHHSA)

HUroro yacos B cemectpe

18
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3aounas Gpopma 00ydeHUS

Ne ce- Haumenosanue pasne- Coneprxanue pasena B JUIAKTHUECKUX SOIUHHULIAX
MecTpa J1a y4eOHOM JUCIIH-
TUTMHBI
7 Monyns 1. Comepxa- | Ilpaktmueckoe 3anstue 1.1 [lonsiTHEe MOKYMEHTOOO0pPOTAa W AEMONPOU3BOACTBA. VICTOPHS pasBUTHS AETOTPOU3BOI-
Hue aucuuiuael. Oc- | CTBa.
HOBHBIE BUABI TOKY- | 1. VYnpapneHdeckas JesSTENLHOCTh U €€ OCHOBHBIE XapaKTepUCTUKU. OCHOBHBIE TEPMUHBI IOKYMEHTALUOHHOTO
MEHTOB o0ecreyeHus ynpaBIeHYEeCKOH ACATEIIEHOCTH
2. TpeOGoBaHHg K COCTABICHHUIO U O(POPMIIEHUIO TOKYMEHTOB. 1peboBanus k opopmiieHHI0 TOKyMeHTOB. Co-
CTaB U pacroioKeHne peKBU3UTOB. FOpuandeckas cuna JOKyMeHTa
3. OCHOBHBIE TOKYMEHTHI B JEIOMPOU3BOACTBE. [IprKa3bl M0 OCHOBHOM AesITeNbHOCTH. Pacmopspkenus. Pemie-
Hus. [Iporokonsl. Akter. CinyxeOHble, noknaaable 3armucku. KontpakTel. CripaBku. OOBsICHUTEIBHBIE 3aITCKH
IIpaxTrueckoe 3ausaTe 1.2 JlokyMeHTHI 1o JIMYHOMY cocTaBy. Pestome. TpynoBoil norosop. Ilpuka3el mo nuaHoMy
coctaBy. TpynoBbie KHUKKH. JINUHbIE KAPTOUKH
1. [onsiTre m cxema opraHu3aluu padoThl ¢ ToKyMeHTamu. OpraHu3alys XpaHeHust JokyMeHToB. O0paboTka
NOCTYNAIIUX JOKyMEHTOB. [lopsaok paboThl ¢ OTHpaBIseMbIMU U BHYTPEHHUMHU JOKyMEHTaMu. Peructpauus u
KOHTPOJIb UCTIOJTHEHHUS JOKYMEHTOB.
2. Cucrematu3zanus JoOKyMeHTOB. CocTaBieHne HOMEHKIATyphl fen. PopmupoBanue u opopmienue aei. Op-
TraHMU3alys apXUBHOTO XPaHEHHUS TOKYMEHTOB
7 Moaynb 2 Opranunza- | [lpaktuueckoe 3ansarue 2.1. [lonrotoBka u pelakTHPOBaHUE TEKCTOB, OTPaXKAIOUIMX BOMPOCH! MPO(HECCHOHATHHO-

st paboOTHI C AOKY-
MeHTaMu. Bune! geno-
BBIX IIHCEM

NeIarorn4eckoi aesrenbHocTH.  Pa3paboTka mporpaMMHO-METOIUYECKOr0 M ITUIAKTHYECKOro obecredeHus! yueOHbIX
NPEAMETOB, KypCOB, AUCLHUILIMH (MOIyei) nmporpamm npodeccruonanbHoro ooyyennst 1 CI1O. OcobeHHOCTH MpOBEACHUS
y4eOHBIX 3aHATHH TI0 MPEoaBaeMoi 00JIaCTH HAYYHOT'0 3HaHMS (3KOHOMHKHU U YTIPaBIICHHS)

Htoro yacos B ce-
MeCTpe




2.3.1. Bugst CPC
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2.3. CAMOCTOATEJIbHAS PABOTA CTYJJEHTA

Ounas ¢hopma o0yueHus

Ne cemecTpa

HaumenoBanwue pa3ena yueOHON AUCIUTLTUHBI

Buner CPC

Bcero yacos

6 Monyns 1. Coneprxanue nuciuruimHbl. OCHOB- [IpopaboTka nexuii, yueOHOH U Me- 6
HBIC BUJIBI IOKYyMEHTOB TOJINYECKOM JTUTEePATYpPHI.
Hanucanue pedeparos k pasgeny 1 6
[TonroroBka K TECTUPOBAHUIO 6
6 Monyne 2. Opranmsanusi paboTel ¢ AoKyMeHTa- | [IpopaGoTka yekmuii, ydeOHOW U Me- 6
MH.. TOJIUYECKOH JIUTEPATYPHI.
[TonroroBka K TECTUPOBAHUIO 6
[ToxroroBka k 3a4€ry 6
HNTOI'O gacoB B cemecTpe: 36

3aouHas Gpopma o0yyeHHs

Ne cemectpa

HaumeHnoBanue pazaena yaeOHON AUCIUTITUHBI

Buner CPC

Bcero yacos

7 Monyis 1. Conepxanue nucuuiuinHbl. OCHOB- IIpopaboTka nekuuii, yueOHOM U Me- 28
HBIC BUJIBI IOKYMEHTOB TOJIMYECKOH JTNTEPaTypPHI.
7 Moayns 2. Opranuszanust paboTel ¢ AoKyMmeHTa- | [IpopaGoTka nekiuii, yueOHOH U Me- 24
MH.. TOJIMYECKOH JTUTEPATYPHI.
[TogroroBka k 3a4éty 4
HNTOI'O vacoB B cemecTpe: 56
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3. OBPA3OBATEJIbHBIE TEXHOJIOT'MU
Ounas popma 0OydeHHS

Ne HaunmeHoBaHue pasfena AUCHUILTUHBI Buap! yueGHOI paboThI OO0pazoBaresibHbIE TEXHOJIOTUH OcobeHHOCTH TIPO-
ceMecTpa BEJICHUS 3aHATUI
(MHOUBH Ty aTbHBIC/
TPYIIIOBBIE)
6 Monyns 1. Conmepxanne aucrmumisbl. | Jlexmmst Ne 1.1,1.2,1.3,1.4,1.5 Jlexmwst - BU3yanu3amnus, MyJIbTHMEIUNHHBIC JEKIHH, TPOOIEeMHOE I'pynnossie
OcHOBHBIE BH/BI JOKYMEHTOB M3JI0KCHHE
[IpakTnueckue 3aHIATHS Ne | IIpoGmemHBIH ceMuHap. I'pynnossie
1.1,1.2,1.3,1.4,15
6 Monyne 2. Opramm3anust pabotsl ¢ | Jlexmmst Ne 2.1,2.2,2.3.2.4 Jlexmwst - BU3yanu3amus, MyJIbTHMEIHHHBIC JEKIIHH, TIPOOIEMHOE I'pynnossie
JOKyYMEHTaMH. U3JI0KCHHE
IIpakTuueckue 3aHATUA Ne | IIpoGnemHBIl ceMuHap I'pynnoseie
2.1,2.2,2.3,2.4,

3aounast (opma oOydeHus

Ne cemectpa

HaunmenoBanme pazacia AUCHUININHBI

Bunsr yueOHON pabOTHI

O6paSOBaT€J'ILHBIe TCXHOJIOI'HMH

OcobeHHOCTH TIPO-
BEJICHUS 3aHATHH

(MHOUBH Ty aTHHBIC/

TPYIIIOBBIC)

7 Moayne 1. Conepxxanne aucuuiuinabl. | Jlexmus Ne 1.1,1.2 Jlexuus - BU3yanuzanusi, MyJIbTUMEIUHHBIC JEKITUHU, IPOOIEMHOE I'pynmoBeie
OcCHOBHBIE BH/IBI JOKYMEHTOB U3JI0KEHHE

IIpaxtnueckue 3ausaTus Ne 1.1,1.2 [IpobnemHBIH ceMuHap. I'pynnoseie

7 Monayne 2. Opranmsamms pabotsl ¢ | Jlekmms Ne 2.1 Jlexnus - BU3yanu3anus, MyJIbTHMEIUHHBIC JICKIIUH, TIPOOIeMHOe I'pynnoBeie
JOKYMEHTaMH. N3JI0KEHHE

[Ipaktuueckue 3anstus Ne 2.1 [IpobnemMHEbIi ceMuHAp I'pynnoBeie

3.1. UHTepakTuBHBIE 00pa30BaTEbHbIE TEXHOJIOTUU
WutepaktuBHbie yackl - 50% - jekuuu - 8 4acos, - ceMuHapcKue -12 yacos
3aHATHS B MHTEPAKTUBHON QopMe B 00beMe: MPAKTUUECKUE 3aHATHI — 8 4acoB.
B uckimounTenbHbIX Cydasx IpUMEHsIeTCs AJIEKTPOHHOE 00ydeHHe U AUCTaHIMOHHbIe oOpa3zoBaTesbHble TexHonoruu (0 u J1OT), Bkimrouast nposesie-
HUE TEKYIIETO KOHTPOJIS YCIIEBAEMOCTH M ITPOMEKYTOUHOM arTecTanyu. Peannsanust mporpaMMbl TUCHUIUIMHBI ¢ uenoib3oBanreM D0 u JIOT ocymecTsisier-
Csl IO YCMOTPEHHUIO BEAYILETO MPENo1aBaTes C y4eTOM TEXHUYECKUX BO3ZMOKHOCTEH 00YUarOLUXCS ¢ UCTIOIB30BaHUEM TIPOrPaMMHBIX CPEZCTB, 0OeCIeurBa-
ronx npuMenenue 3nemenToB 0 u JIOT B MIHcTUTYTE, TyTEM CHHXPOHHOTO ¥ ACHHXPOHHOTO B3aUMO/IEMCTBHS, K KOTOPBIM MOT'YT OTHOCHTBCSL:
- 3JIEKTpOHHAast THPOPMAITMOHHO-00pa3oBarebHas cpena MHcTuTyTa;
- TPYIIOBas TOJIOCOBast KoH(pepeHtms B Meccenmkepax (Sunexkc.Meccenmkep, VK Teams);
- TPYIIIOBOM YaT B MecceH pKepax SAnnexkc.Meccenpkep, corpanbHoi cetn BKonrakre;
- OHJIaliH BueokoHpepeHuus B Annexc. Tenemocr;
- BUJICO3AIHCH JIEKIMI Mefarorndeckix paboTHUKOB MHCTHTYTA, pa3zMelEHHbIE Ha PA3IMYHbIX BUICOXOCTHHTaX (HampuMep, Ha KaHajlax IperojiaBare-
Jieid) n/umi 00avHbIX XpaHwmInax (Hanpumep, Axnaekc.Jluck).
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4. OLIEHOYHBIE CPEJICTBA JJI TEKYIIET'O KOHTPOJISI YCIIEBAEMOCTH U PE3VJIbTATOB OCBOEHUS YUEBHOU

JUCHUITIIMHBI
4.1.Buasl KOHTPOJIS U aTTeCTaluu, (POPMBI OLIEHOYHBIX CPEICTB
Ounas hopma oOydeHHs
Ne Bunnl koH- HaumenoBanue O1ieHO4YHbBIE
ceMecTpa | TpOJs M aTTe- | pas3zesia yaeOHON AUCITUTLTMHBI cpencTBa
cranuu (BK,
Tar, IpAt¥) dopma KommmuectBo Bo- | Kon-Bo HE3aBuU-
IIPOCOB U 33/1a- | CHMbBIX BapHaH-
HUM TOB
6 Tar-1 Monyns 1. Conepxxanue nucuuiuinabl. OCHOBHBIE YO-1 10 -
BU/JIbI IOKYMEHTOB I1P-1 40 1
I1P-2 3 1
I1P-4 1 11
TC-2 2 1
6 Tar-2 Monynsb 2. Opranusanust paboTsl ¢ JOKYMEHTaMH. YO-1 10 -
I1P-1 40 1
I1P-2 3 1
TC-2 1 1
ITpAt 3auér YO-3 49 1
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3aounas popma 00ydeHHs

Ne Bunn koH- Haumenosanue O1LeHOYHbBIE
ceMecTpa | TpOJIA M arte- | paszeiia ydeOHON NUCIIUILITMHBI cpelcTBa
cranuu (BK,
*
Tar, IpAT¥) dopma KomuuectBo Bo- | Kon-Bo He3aBu-
MIPOCOB U 33/1a- | CHMbBIX BapuaH-
HUU TOB
7 Monyne 1. Conepxkanue aucuUILIMHBL. OCHOBHBIE YO-1 10 -
Tar-1
BU/JIBI TOKYMEHTOB TC-2 2 1
7 Monynb 2. Opranuzanust paboThl ¢ JOKYMEHTaMH. YO-1 10 -
Tar-2
TC-2 1 1
[IpAT 3auér YO-3 49 1

4.2. TIPUMEPHBIE TEMBI KYPCOBBIX PABOT

HE ITPEAYCMOTPEHDI




URWNPOOND U A ®WNE
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4.3. IPUMEPHBIE TEMbI PEOGEPATOB (I1P-4)
Monaynas 1 (Tat-1)

I'OCT P 6.30 - 2003.
HopmatuBHbIE TOKYMEHTBHI 10 CTaHIAPTU3ALUHU B 00JaCTH TOKYMEHTAIHH.
Cucrtembl TOKyMEHTALUH.
TpeboBaHMs K COCTaBICHUIO U O(POPMIICHHIO JOKYMEHTOB.
CoBpeMeHHbIE, EKTPOHHBIE, CIIOCOObI 0(OPMIIEHUS TOKYMEHTALUH.
TexHuKa co3janus JOKYMEHTOB B (DyHKIIMOHAIEHON O0JIACTH S TETHHOCTH.
TunoBble THCTPYKLMU 110 J1€IOIPOU3BOJICTBY.
[TpaBuia u GOpMBI 1€IOBOM U KOMMEPUYECKON MEPENUCKH.
HopmartuBHo-MeToauueckas 0a3a 1e10Ipor3BOICTBA.
[ToaroroBka u oopmiIeHUE TOKYMEHTOB.
OpraHu3anroHHO-pacoOPAIUTEIbHbIC JOKYMEHTHI.
WMHpopManmoHHO-CITPAaBOYHBIE JJOKYMEHTHI.
JIOKyMEHTBI KaJpOBOM CIIyKOBI.
JloKyMEeHTHpOBaHHE eI TeIbHOCTH KOJUIETHAIBHBIX OPTaHOB.

10 JIOKyMEHTUpOBaHHE KOMMEPYECKUX OTHOIICHUH.
11. Opranu3zaiusi JOKyMEHTOOOOpOTA.



17

4.4. TECTBI ITIPOMEXYTOYHOI'O KOHTPOJIA (TTP-1)
Monyns 1 (Tar-1)

Bapuant 1
1. BeiGepuTe npaBrIIbHBINA BapUaHT OTBETA!
a) JOKYMEHTOBEJCHHE — IPOLIECC U3YUEHHsI YIPABICHYECKUX JOKYMEHTOB JUIS IPABUIBHOTO MX COCTaB-
JeHUs U 0(OpMIIEHUS;
0) JOKyMEHTOBeIeHIe — Hay4yHas IUCIHUILINHA, U3YyYalollas 3aKOHOMEPHOCTH (OPMUPOBAHUS U PYHKIIH-
OHHPOBAHUS CUCTEM JJOKYMEHTALMOHHOTO 00eCIIeueH sl yIIpaBJICHUS;
B) JIOKYMEHTOBEJICHHE — YMEHHE IMPAaBHIBHO COCTaBIATH, OQOPMIISITh, PETUCTPUPOBATH, UCIIOJIHATH U
XPaHUTh yIPaBIEHUYECKUE TOKYMEHTHI.

2. BepHo 1n yTBepKIIeHUE: OCHOBHOM 3a/laueii TOKYMEHTAIIMOHHOTO OOCCIICUCHHSI YIIPABIICHHSI SBJISICTCS,
MPEKIC BCEro, CO3JaHNe UMEIONINX FOPUIUICCKYIO CHIIY JOKYMEHTOB, TO €CTh 3alMUCh WH(POPMAIUH IO
NpaBUJIaM, YCTAHOBJICHHBIM HOPMATUBHBIMU aKTaMH WJIH BBIPAOOTAHHBIM TPAUIIHCH?

a) BEPHO;

0) HEBEPHO.

3. CpeactBaMu JOKYMEHTUPOBAHUS MOTYT OBITh:

a) MPOCThIC OpyAus (Py4KH, KapaHAAlllh) U MEXaHUYECKUE U JIEKTPOMEXaHUYECKUE CPEeACTBA (IMUIIYIINE
MalIuHKH, MarHUTO(OHBI, TUKTO(OHBI, POTO-, KHHO-, BUACOTCXHUKA);

0) KOMIIBIOTEpHAs! TEXHUKA;

B) BCE BBILICTIEPEUHCICHHBIE CPE/ICTBA.

4. COBOKYITHOCTh B3aMMOCBSI3aHHBIX TIPOIIEYpP, 00CCIICUNBAIONINX TBHKEHUE JOKYMEHTOB B YUPEIKICHUU
C MOMEHTA MX CO3JIaHHs WK MOCTYIICHUS U JI0 3aBEPIICHUS UCIIOJHCHHS WA OTIIPABKH — 3TO:

a) TOKyMEHTOO000pOT;

0) TOKYMEHTOTIOTOK;

B) OpraHu3aius padoThl C TOKyMEHTAMH.

5. DaeMeHTHI TOKYMEHTa Ha3bIBAIOTCS:
a) ero COCTaBHBIMH YaCTSIMU,

0) peKBU3UTAMH;

B) CIIy)K€OHBIMH OTMETKaMHU.

6. PexBusuthr «I'ep6 Poccuiickoit deaepanuny, «I'epd cyobekra Deaepanun» u «IMOIeMa OpraHu3aIiumn
SIBJISTFOTCSI:

a) B3aMMO3aMEHSIEMbBIMU;

0) B3aMMOIOTIOTHSIOIINMH,

B) B3aMMOWCKJTIOYAIOIIIAMH.

7. HaumeHoBaHMe OpraHu3alliy, SBJSIONICHCS aBTOPOM JOKYMEHTA, JIOJKHO COOTBETCTBOBATh HAaUMEHO-
BaHUIO:

a) BOCIIPOM3BEICHHOMY Ha IeYaTH OpraHu3aluy;

0) 3aKperyICHHOMY B YUpEAUTENbHbBIX JOKYMEHTAX;

B) YTBEP)KJIEHHOMY BBILLIECTOSAIIEH OpraHu3aiuen.

8). CripaBo4HBIC JaHHBIC 00 OPraHU3AIUK BKIIOYAIOT:

a) MOYTOBKIN apec OpraHu3aIuy;

0) MOYTOBBIN aapec U HoMepa Telie(pOHOB;

B) MOYTOBKIN apec, HoMepa TeIePOHOB U APYrUe CBEIEHUS MO PEIICHUIO OpraHu3anuu (HoMepa (akcos,
c4eToB B OaHKe, ajpec 3eKTpoHHOU noutkl, WEB-cTpanuier B IHTepHETE, HOMEp M AaTy JIMICH3UU U
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9). BepHo nu yTBepKAeHNE: HAUMEHOBAaHUE BUIa JOKYMEHTA MPOCTABIIAETCS HA BCEX JOKYMEHTax?

a) BEPHO;
0) HEBEPHO.

10. JaToit noKyMeHTa SIBISETCS:

a) JaTa ero COCTaBJICHUS;
0) mata ero mojAnMcaHus;

B) JlaTa €ro MOJIMUCAHUS WA YTBEPKICHUS, ISl IPOTOKOIa — JaTa MPOBECHUS 3aCCaHUs WIH PUHATUS

pE€UI€HUA, AJId aKTa — AaTa COOBITHS.

11). PeructpanmoHHblii HOMEp TOKyMEHTa

a) MPEeJICTaBIIsIeT COOOM MOPSIAKOBBIM HOMEP JOKYMEHTa M MOXKET JOTOIHATHCS WHIEKCAMH;

6) COCTOUT U3 TOPAAKOBOIO HOMCpPA JOKYMCHTA,

B) COCTOMT U3 NOPAAKOBOro HOMCpPaA JOKYMCHTA U BCEraa JOIIOJIHACTCA HHACKCAMMU.

12. PexBU3UT «aJipecary yKa3blBaeTCs:

a) Ha BCeX JIOKyMEHTax;
0) B mUChMax;
B) B MHCbMaXx U MpUKa3ax.

13. BoibepuTe npaBUIbHBINA BapHaHT rpuda yTBEp>KIACHHUS:

14. Pe3oiromus BKIIFOYAET:
a) (aMUITHIO UCTIOTHUTEIS, COICPIKAHNE TTOPYICHUSI, CPOK HCIIOJTHEHNUS,

a) YTBEPX/IAIO
I'enepanbHbIi JUPEKTOP
3A0 «I'pann»

[Toanucey A.B. [amkoB
02.09.2006

0) «YTBEPXXIAO»
I'enepanbHbIi JUPEKTOP
3A0 «I'pann»

[Tonnucey A. B. [JamikoB
02.09.2006

B) YTBEPXJIAIO
I'enepanbHbBI AUPEKTOP
3AO0 «I'pann»

[Tonmucey A. B. [lamkoB
02.09.2005

6) q)aMI/IJ'II/IIO HCIOJIHUTCIIA, COACPIKAHUC MTOPYUCHUA, CPOK HCIIOJIHCHUS, IOATIIUCh PYKOBOAUTCIIA;
B) (baMI/IJ'H/IIO HCIIOJIHUTEIIA, COACPKAHUEC TMOPYUYCHHA, CPOK HUCIOJIHCHHA, MOANMNUCHE PYKOBOIUTEIA U HATy

oA CaHusA.

15. OT™MeTKa 0 KOHTPOJIE CTABUTCA:

a) Ha JIEBOM I10JI€ JOKYMEHTA PSIIOM C 3ar0JIOBKOM K TEKCTY;
0) B MpaBOM HI)KHEM YTJIy JOKYMEHTA;

B) Ha IIPaBOM I10JI€ IOKYMEHTA.

16. TekcT nOKyMEeHTa, KaK IPaBUIO, COCTOUT 3!
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a) OJTHOM YacTu;
0) ABYyX yacTei;
B) TPEX YacTeil.

17. Pa3znensl TeKCTa HyMEPYIOTCS:

a) apaOckumu nudpamu;

0) pUMCKUMU U apaOCKUMU IUdpamu;
B) OyKBEHHO-IIM(PPOBBIM CITOCOOOM.

18. B pacniopssiuTeNbHBIX JOKYMEHTaX CBEEHUS O HAJIMUMU NPUIIOKEHUHN YKa3bIBAIOTCS:

a) B OTMETKE O HATMYHMU TPUIIOKCHNUS;
0) B TEKCTE TIOKYMEHTA;
B) B IPAaBOM BEPXHEM YTy JOKYMEHTA.

19. Ilognuck BKIFOYAET:

a) HAUMEHOBAHUE JIOJDKHOCTH JIMLIA, MOJMMCABIIErO JOKYMEHT (C yKa3aHMEM NPENIpUsTUS, €CIU JIOKY-
MeHT oopMIIeH He Ha OJIaHKe), IMYHYIO MOAINUCH U €€ paciiu(poBKy, 1aTy MOANUCAHUS;
0) HauMeHOBaHKE JOJKHOCTH JIMLA, TOANMCABILEr0 JOKYMEHT, IMYHYIO TOAINCH U /1aTy;
B) HaMMEHOBaHHE JODKHOCTH JIMIIA, TOJMUCABIIETO0 AOKYMEHT (C yKa3aHHeM NpeIIpUsSTUS, €CIU OKY-

MEHT o(hopMIIeH HEe Ha OJIaHKE), JIMYHYIO MOJIHKCH U €€ pacim(poBKy.

20. HpI/I nmoanmrMCaHuM JOKYMCHTA HECKOJIbKMMU NOJDKHOCTHBIMH JIMIAMH HUX IMOAINKCH pacIiojararoT
a) OIHY IIOJ npyroﬁ B IIOCJICAOBATCIIPHOCTH, COOTBCTCTByIOH.[Cﬁ 3aHUMAaeMOM JOJDKHOCTH, IIPH IIOAIIHCA-
HUN JOKYMCHTA HECKOJIbKMMHU JIMIIAMH paBHBIX I[OJ'DKHOCTGﬁ HX IOAIHUCHU pacCliojiararoT Ha OJJHOM YPOBHCE,

0) oJIHYy TOJ] IpyTOil B MOPSAIKE OYEPETHOCTH MO MUCAHUS JOKYMEHTA,;
B) B aJi()aBUTHOM TOPSIJIKE.

Bapuanr 2
21. Boibepute npaBuiIbHBIM BapuaHT rpuda coriacoBaHus TOKYMEHTA!

22. IleuaTs npocTaBiseTcs Ha:
a) BCeX JIOKYMEHTaX MpeapusiThs;
0) Ha pacropsAIUTEIbHBIX JOKYMEHTAaX MPEIIpUsTHS;

a) «COI'JTACOBAHO»
HauvanpHauk

JlemaprameHnTa oOpazoBaHus
Iloamuce

O.U. Tpodpumos

03.04.2006

0) COI'JTACOBAHO
Havagpauk

JlemaprameHnTa o6pazoBaHus
IToxmice

O.1. Tpodpumon

03.04.2006

B) COI'JTACOBAHO
Havagpauk

JlemaprameHnTa o6pazoBaHus
ITonnuce

O.1. Tpodpumon

B) IOKyMEHTaXx, MIPEyCMOTPEHHBIX COOTBETCTBYIOIIMMU HOPMATUBHBIMU aKTaMH; YIOCTOBEPSIOLIUX Mpa-
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Ba JIn1l; (pUKCHpYIOMKX (aKThl, CBI3aHHbIE C PUHAHCOBO-XO3SIHCTBEHHO JIEATEIbHOCTHIO IPEIITPUSITHS.

23. YKaxuTe NMpaBUIIbHBIN BapHaHT OTMETKH 00 UCIIOJIHUTEJIE:
a) YcrunoB 324 95 87
0) YcrunoB Huxomaii [Terposuy 324 95 87

24. OTMETKY O NOCTYIUICHUHU JIOKYMEHTA B OPTaHU3aINI0 TIPOCTABIISIOT:
a) B IPAaBOM BEPXHEM YTIIy TOKYMEHTA;

0) B JIECBOM HIIKHEM YTJy IOKYMEHTA;

B) Y HUOKHETO ITOJISI IEPBOTO JIUCTA JOKYMEHTA.

25. Unentu¢ukatop 37eKTPOHHON KOIHUH — 3TO:

a) um (paiina, B KOTOpoM OyIeT XpaHUTHCS JOKYMEHT, YKa3aHHOE Ha JJOKYMEHTE;

0) oTMeTKa, IpocTaBisieMasi B JIEBOM HM)KHEM YIJy Ka)JI0H CTpaHMIIbI JOKYMEHTA U cojepiKallias Haume-
HOBaHue (paiina, 1aTy U APyrue MOUCKOBbIE TaHHBIC, yCTaHABINBAEMbIEC B OpraHU3aIIH;

B) aBTOMATUYCCKUH IITaMII, COACp AN HaUMEHOBaHUE (haiiia U JaTy COCTaBJICHHSI IOKYMEHTA.

26. K ropuinyecky 3Ha4MMbIM OTHOCSITCSI CJIEAYIOLINE PEKBU3UTHL:

a) MOJINCh, JaTa JT0KyMEHTa, [le4aTh, rpu( yTBEp>KACHUS JOKYMEHTA,;

0) moanuch, Aata JOKYMEHTa, eyaTh, IpU( yTBEpKAECHUS AOKYMEHTa, PErUCTPALlMOHHBI HOMEp JIOKY-
MEHTa;

B) HAMMEHOBAaHWE BU/A JOKYMEHTa, OIKChH, JaTa JOKYMEHTa, IedaTh, rpud yTBepKIeHHs JTOKyMEHTa,
PEruCTPAaLlMOHHBIN HOMEP JOKYMEHTA.

27. TekcT npukasa COCTOUT U3:

a) KOHCTaTUPYIOIIEH U PacCOPsAIUTEILHOMN YacTei;
0) BBOJIHOM U pa3bsICHUTENBHOI yacTei;

B) KOHCTATUPYIOLIEH U Pa3bsCHUTEIBHOM.

28. [Ipuka3 BcTymaeT B CHILY:

a) C MOMEHTAa COCTaBIICHUS;

0) ¢ MOMEHTa MOAMUCAHHUS;

B) C MOMEHTA MOAMKCAHUSA, €CIIM B TEKCTE HE YKa3aH IPYTroi CPoK.

29. Ilpukassl M0 OCHOBHOM AESITETFHOCTH XPAHSATCS:
a) 1 rox;

0) 5 ner;

B) TIOCTOSIHHO.

30. PacniopsikeHre — IPaBOBOM aKT, U3JaBa€MbIii JUIsl pa3pelieHus:
a) OCHOBHBIX ITPOM3BOJICTBEHHBIX 33]1a4;

0) orepaTuBHBIX BOIIPOCOB;

B) BOIIPOCOB, KaCAIOIIUXCS JIMYHOTO COCTAaBAa MPE] MPHSITHS.

31. Pemenne — QOKyMEHT, IPUHUMAEMBII:

a) KOJUIETHAJIBHBIM OPTaHOM B LIEJIAX pa3pelleHus IPOU3BOICTBEHHBIX 33/a4, BOIIPOCOB;

0) pyKoBOAMTENEM NPEANPUATHS B LEJIAX pa3pelieHus OCHOBHBIX TPOM3BOJICTBEHHBIX 33/1a4;
B) BBILIECTOSALIUM OPTaHOM U HaIIPaBJIIEMBbII K UCIIOJHEHHUIO.

32. IIpoTOKOIT — JOKYMEHT, PUKCUPYIOLTHI:
a) X0 00CYKICHHUS BOTIPOCOB M MIPUHSATHS PEIICHUIA HA COOPaHMSIX, COBEIIAHMIX, 3aCCIaHHSIX;
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0) MHEHUS CTOPOH IPU Pa3pellieHUH CIIOPHBIX BOIIPOCOB B MPABOOXPAHUTEIbHBIX OPraHax;
B) pa3iuyHble (PaKTHl COOBITHS, TPOUCXO/SAIINE B OPraHU3ALNU B TPEOYIOLIHE JOKYMEHTUPOBAHHUSL.

33. IIporoko:n BeAeTcs: a) npeaceaaTesieM;
0) cekperapem;
B) KaX/IbIM Y4aCTHUKOM 3aceJaHusl.

34. Ecnu mociie BBICTYIUICHHUSI WIIK B X0JI€ OOCYKICHHS 3a1aBAJIUCh BOIIPOCHI, OHU:
a) GUKCUPYIOTCS OTACITBHBIM JTOKYMEHTOM;

0) He BHOCATCS B IIPOTOKOJI;

B) (PUKCUPYIOTCS B KpaTKOH (hopmMe BMecTe ¢ OTBETAMHU.

35. AKTBI COCTaBIISIOTCS JIA:

a) pa3peleHus CIIOPHBIX BOIIPOCOB;
0) moaTBepkAeHUs PaKTOB, COOBITHI;
B) TIPOBECHHUSI IPOBEPOK, PEBHU3HIHA.

36. Ciry>xeOHast ¥ TOKJIaTHAs 3aIHCKa — JTO;

a) OJTHO | TO XK€;

0) TOKYMEHTBI, CXO/HbIE TT0 O(POPMIICHUS, HO Pa3INYAIONINECs 1ENSIMU COCTABIICHUS,
B) JIOKYMEHTBHI, IIeJIU U MOPSIIOK OPOPMIIEHHS] KOTOPBIX PA3IUYHBL.

37. Ecnu TeKCT KOHTPAKTa COCTABJICH Ha HECKOJIBKUX JIUCTAX, TO UX:
a) CKPEIUISIOT JIFOObIM CIIOCO0O0M, HallpUMEp, CTEILIIEPOM;

0) IpOILIUBAIOT;

B) MPOHYMEPOBBIBAIOT U MPOIITUBAOT.

38. JIns yka3aHusi IpUYMH, BBI3BABIIMX KaKue- TMOO0 HapyIIEHUs, COCTaBISAETC:
a) ciy>xeOHas 3aIucKa;

0) cripaBka;

B) 00BSCHUTEIbHAS 3aMIUCKA.

39. Pe3toMe — 3TO JOKYMEHT, COAEpKaIMi cBeleHUsI 00 00pa3oBaHUM U TPYAOBOW JEATEIBHOCTH Yello-
BEKa, U3JI0)KEHHBIE:

a) B XpOHOJIOTHYECKOM TOPSJIKE;

0) B 00paTHOM XPOHOJIOTHYECKOM MOPSIIKE;

B) B POM3BOJILHOM HOPSAKE.

40. CpouHbIil TPYJOBOM JOTOBOP MOXKET 3aKJII0YaThCA HA:
a) Cpok He OoJee 5 Jer;

0) cpok He Oonee 1 rona;

B) J1t000#1 CpOK.

Monyns 2 (Tat-2)
Bapuanr 1

41. ITpu 3aKII049€HUH TPYIOBOIO IOrOBOPA HE MOTYT YCTAHABIUBATHCS 11O COTVIACOBAHUIO CTOPOH:
a) OCHOBAHHUS ISl YBOJIbHEHUS PAOOTHHKOB;

0) pasmep 3apabOTHOM IIATHI;

B) UCIIBITATENIbHBIN CPOK.
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42. [Ipuka3zaMu 10 JIMYHOMY COCTaBY O(OPMIISIOTCS:
a) mpueM pabOTHHKOB;

0) nmpueM U yBOJIbHEHHE paOOTHUKOB;

B) MpUEM, YBOJIbBHEHHE U TIEPEBOJ] pAOOTHUKOB.

43. Bce mpuKasbl 10 JIMYHOMY COCTaBy OOBSIBISIOTCS paOOTHHKY:
a) YCTHO;

0) HenocpeACTBEHHO! BblJauel JJOKYMEHTA;

B) TIOJI PACITUCKY.

44. ITpuka3bl 10 JIMYHOMY COCTaBY XPaHATCS:

a) B TeueHwue 75 JeT;

0) B TeueHue 5 JIeT:

B) B TEUEHUE BCETO MEePHoaa padOoThl COTPYAHHKA.

45. PabOTHUK BIIpaBE UMETh:

a) OJIHY TPY/IOBYIO KHHUXKKY;

0) IB€ TPYIOBbIE KHUKKH;

B) CTOJIbKO TPYAOBBIX KHM)KEK, CKOJIBKO €My 0 TpeOyeTCsl.

46. Ha paboTHHKa, TOCTYIAIOIIEro Ha paboTy BIIEPBbIC, TPYA0Bas KHI)KKA 3aIIOJIHACTCS:
a) HEMEUIEHHO NP MOCTYIIJICHUY;

0) B TeueHHE HEJEeIH C MOMEHTA MOCTYIUICHHUS;

B) B TEYCHHE OHOTO MECAIA C MOMEHTA MOCTYIICHHS.

47. I'maBHBIM pa3/iesIoM JIMYHON KapTOUKH SIBIISIETCS:

a) pazzen I «Obume cBeieHus;

0) paznen Il «CBeneHust 0 BOMHCKOM YUETE»;

B) pazzaen Il «IIpuem Ha paGoty, 1 nepeBobl Ha Apyryro padboTy».

48. B 10KyMEHTallMOHHOM 00eCIeueHUH MPEIIPUATHS MOXKHO BBIACTUTH TPU TPYIIIBI JOKYMEHTOB:
a) MOCTYMAIOLINe, OTIPABIsEMble U BHYTPEHHUE IOKYMEHTHI;

0) BXOZsIIME, UCXOAAIINE U BHYTPEHHHE JJOKYMEHTHI,

B) pETUCTPUPYEMBIE, HEPETUCTPUPYEMBIE U BHYTPEHHUE JOKYMEHTHI.

49. VI3 nocTynarmumx JOKYMEHTOB PYKOBOJUTEIIO OPraHU3alluy NepealoTcs Ha PaCCMOTPEHUE:!
a) BCE JOKYMEHTHI;

0) BCce perucTpupyeMble IOKYMEHTHI;

B) HarOoJIee BAKHBIC U CPOYHBIC, TPEOYIOIINE IPUHSATHUS PEIICHUS Ha YPOBHE PYKOBOIUTEIS.

50. Ucxoasiue TOKyMEHTHI COCTaBIISIOTCS
a) B OJTHOM 3K3EMILUISPE;

0) B IBYX IK3EMILISPAX;

B) B TPEX IK3EMIUTSIpax.

51. Perucrpanus JoOKyMeHTa IpEAoaraer:

a) IPOCTABJICHUE HAa HEM PErHCTPALMOHHOIO HO Mepa B YCTAaHOBJIEHHOH (opme;

0) 3anuch JaHHBIX O JOKYMEHTE B JKypHaJjie yCTaHOBIECHHOH ()OPMBI U MPHCBOCHUE EMY PETUCTPAIIIOHHO-
ro HOMEpA;

B) 3aIIMCh JIAHHBIX O JOKYMEHTE B )KypHAaJIe pErUCTPaLUK.



23

52. HomenkmaTypa Ael NpeAcTaBiIsieT COOO0M:

a) CIHCOK 3aroJIOBKOB (HAMMEHOBAHUI) JIeN, 3aBOJJUMBIX Ha MPEANPHUATHH, C YKA3aHUEM CPOKOB UX Xpa-
HEHUS

0) nmepeyeHb BCeX JTOKYMEHTOB, UMEIOIIUXCS Ha MPEIITPUSITUH;

B) 3aIlMCh JAHHBIX O JOKYMEHTE B )KypHalle B YCTaHOBJICHHOU Qopme, pukcupyromiei GpakTt ero co 3aaHus,
OTMPABJICHUS WJIH MOTYYECHUSI.

53. HomeHkJaTypa Jej1 COCTaBIIsETCA:
a) B OZJHOM 3K3EMILISIPE;
0) B ABYX IK3EMILISAPAX;
B) B TPEX dK3EMIUISIpax.

54. JlokyMEeHTBI BHYTPH JI€JIa Yallle BCErO PacroIararoTcs:
a) B XpOHOJIOTHYECKOH 1OCIIeI0BAaTEIbHOCTH;

0) B 00paTHON XPOHOJIOTHYECKOH MOCIIeJ0BATEIbHOCTH;

B) B JII00Oi1 OC/IEI0BATENLHOCTH B IIpeieax OJHOTO roja.

55. OnTuMaabHBIM CPOKOM HCIIOIH30BAHUS JIOKYMEHTOB B JICIIONIPOU3BOJICTBE SIBJISICTCS:
a) 1 rox;

0) 3 rona;

B) 5 JIeT.

56. IIpumeHeHne IEPCOHATTLHOTO KOMIThIOTEPA B JICJIONPOU3BOICTBE TTO3BOJISCT:

a) YMEHBIIUTh 00beM OYMaXKHBIX IOKYMEHTOB;

0) yCKOpUTH MeuaTh HEOOXOUMBIX IOKYMEHTOB

B) YIIPOCTUTHL COCTABJICHHE, PEIAKTUPOBAHKE U ONEPATHBHYIO pa0dOTy ¢ JOKYMEHTaMHU.

57. J1nst Toro 4To0bl MOJIB30BATHCS (PAKCUMUIBHON CBSA3bIO HA MPEANPUATHH, HEOOXOIUM:
a) KOMIIBIOTEP U MOJIEM;

0) TenedoH u ¢akc;

B) M10/ICOETMHEHHBIN K Tene(OHHOM IMHUU (PaKCUMUIbHBIN anmnapar.

58. Coo01ieHus 37IeKTPOHHOM MOYTOM:

a) UMEIOT MpeuMylIecTBa nepes (HaKCUMIIBHBIMUA COOOIEHUSIMUA B BHJIE BO3MOXXHOCTH TPUCOEINHEHHS
OpUI0KEHHOTO (haitna;

0) aHaJOrMYHBI (PAKCUMIIIBHBIM COOOIIEHUSM;

B) YCTYNaIOT (PaKCUMUIBHBIMU COOOLIEHUSM B Y00CTBE OTIIPABKH.

59. U3 nepeuynciaeHHbIX BUIOB MMUCEM K JICJIOBBIM MMUCbMAaM HE OTHOCSTCS:
a) rapaHTUHHBIE TUChMA;

0) pexiIaMHbIE MHCHhMa;

B) Ipy’>KECKHE MUChMa.

60. BepHo 11 yTBep»K/IeHHE: BO BCEX MUChbMax Ha3BaHUE BHJIA JIOKYMEHTA HE YKa3bIBAeTCs?
a) BEPHO;
0) HEBEpHO.

Bapuanr 2

61. Texct nmucbMa, Kaxk MpaBUiIO, COCTOUT U3:
a) OJTHOM YacTu;
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0) IByX yacTei;

B) TPEX YacTeH.

62. [IucbMa HHOCTPAaHHBIM KOMIIAHUSAM MEUaTalOTCs Ha OJaHKE C MOJISIMHU:

a) no 2,54 cm (1 mroiim);

0) BepxHee - 2 cM, JIEBOE - 3 CM, HIDKHEE - 2 ¢M, TIpaBoe - 1,5 cM;

B) 1O 2 CM.

63. PexxuM KoMMEpUECKOM TalHBI — 3TO:

a) Mepbl, 00eCTIeYynBalOIINe HEBO3ZMOKHOCTD JIOCTyNa K WH(pOpMAINH, COAEpKaIleld KOMMEPUECKYIO Tak-
HY;

0) mpaBOBBIE, OpPraHU3ALMOHHbIC, TEXHUYECKUE U WHBbIE MPUHUMAaeMble oOsazareneM HHPOpPMAaLUHU, CO-
CTaBJISIIOIIEH KOMMEPUECKYIO TaiiHy, MEpHI 110 OX paHe €€ KOHPHUISHINATbHOCTH;

B) MOPSAJIOK 3aLUTHI U JOCTYNA K KOH(UACHIUAILHOW HHPOPMAIINH, a TAK)KE PABUIIA €€ UCIOIb30BAHMUS.
64. O0s3aTenBCTBO M0 HEPA3IIIAICHUI0 KOMMEPYECKOW TallHbI XPAHUTCS B JIMYHOM Jiesie paOOTHHKA!

a) He MeHee 5 JIeT 1ociie YBOJIIbHEHNUS,

0) B TeUeHHE BCEro nepuoja paboThl COTPYIHUKA;

B) He MeHee 10 ner.

65. Ilpu mpekpallieHuu TPYJIOBBIX OTHOIICHHUM C MPEANPUATHEM, HA KOTOPOM COTPYIHHUK OBLIT JOMYILEH K
KT, obs3arenscTBa 0 HEpasriameHuu KOH(QUACHIIMAIbHBIX CBEICHUN JEMCTBYIOT:

a) B TeYCHHE 2 JIeT, €CJIM HMHOM CPOK HE YCTAHOBIICH TPYIOBBIM KOHTPAKTOM;

0) B TeueHue 3 JeT, eCIM UHOM CPOK HE YCTAHOBJIEH TPYIOBBIM KOHTPAKTOM;

B) B T€UEHUE 5 JIET, €CIIM UHOM CPOK HE YCTAHOBJICH TPYAOBBIM KOHTPAKTOM.

66. Jlenmonpous3BOACTBO — ATO. ..

1. JesATenbHOCTH MO OpraHU3aIMK PaboThI C JOKYMEHTAMH U OJHOBPEMEHHO MO JOKYMEHTHPOBAHUIO.
2. TPOMBIIUICHHBIH MPOIECC TIO MTPOU3BOJICTBY PA3TUIHBIX JEIT

3.  KOMIUIEKC OpPraHU3alMOHHO-TEXHUYECKUX MEPOTIPHUATHIA

67. CKOIbKO KOMIIOHCHTOB BXOIUT B COCTAB IMOHATHA ACIOIIPOU3BOACTBA:

1. 3=x
2. 4-x
3. 6-x
4, 2-x

68. Jlenonpon3BoACTBOM MOTYT 3aHUMAThCS:
1. TonBKO tOp. MHILIA

2. TONBKO (pu3. muIa

3.  ¢wus. u op. u Gus. nuia

4. TpaBWIBHOIO OTBETA HET.

69. M0>XHO JIH JIEJIONPOU3BOICTBO ONMPEACITUTE KaK TEXHOJIOTHIO pa0OThI ¢ JOKYMEHTaMH.
1. na

2. Her

70. 1enonpou3BOACTBO 00ECIIEUNBACT HA MPEANIPUITUN:

1. ympaBneHue GUHAHCOBBIMH, XO3HCTBEHHBIMU U HHBIMHU JIOKYMEHTAMH.
2. opraHuzanuen JOKYMEHTHUPOBAHUS

3. TPOHM3BOJCTBO JTOKYMEHTOB

4. ymnpaBieHHE IEPCOHATIOM

71. K o6bexTam Oyx. yu€Ta OTHOCHT:

1. UMYIIECTBO MPEATIPUATHS

2. 00s13aTeNbCTBA MPEITPUATHUS
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3. X03. onepanum.

4. Bce IepEeUnCIEHHOE

72. B cocTtaB OyXrajaTepcKoi OTYETHOCTH HE BXOJIUT:

1. Byx. 6anaHc ¢ IpUIOKEHUIMHI

2. AynuTOpCKOE 3aKITI0OUCHHIE

3. [losicHuTenbHas 3amucKa

4. ITonoxenue no oriare Tpyaa

73. Jlns opraHu3anuu Je0mpOr3BOACTBA HE MOXKET OBITh HCIIOIB30BaH ... CIIOCO0.
1. neueHTpanM30BaHHBIN

2. TEHTPAIU30BAHHBIN

3. CMelaHHBII

4. aIMUHHCTPATHUBHBIN

74. JleneHTpanu30BaHHbIN cIOCO0 BHEAPSETCS HA MPEANPUATHUSAX C .... CTPYKTYPOH.
1. cruoxHoit

2. HECJIOXHOH

3.  KpymHOii

4. wMenkoi

75. LenTpanu3oBaHHBIN CIIOCOO BHEAPSETCS HA MPEATIPHATHSX C ..... CTPYKTYPOI.
CJIOKHOM

1. HecnoxHOM

2. KpymHOU

3.  Menkou

76. JJokyMEeHTOO0OpOT — 3TO. ..

1. ynopsaoueHHOE mepeMelieHue JOKYMEHTOB OT OJHOTO CTPYKTYPHOIO MOJpAa3JeieHHs K JPyromy c
MOMEHTA UX MOCTYIUICHHS 10 MOMEHTA TIOMEILIEHHS B AeJia MPEAIPUSITHS.

2. TepeMelIeHue JTOKYMEHTOB OT OJHOTO CTPYKTYPHOTO TOApA3JeNieHHs K APYroMy ¢ MOMEHTa MX IO-
CTYIUICHHUSI 10 MOMEHTA MIOMEILIEHHUS B JI€J1a IPEANPUATHS.

3. XaoTHYeCKOe IMepeMelIeHNe TOKYMEHTOB OT OJJHOTO CTPYKTYPHOTO TMOJApa3AeieHHus K APYroMy ¢ MO-
MEHTa X MOCTYIUICHHS 10 MOMEHTA IOMEILIECHHS B JieJ1a IPEANPUSITHS.

77. I'pynma OyXraaTepcKoro AeJIONPOU3BOICTBA BXOJIUT B COCTAB:

1. yuyerHoro otnena

2. Hay4YHOTO OTAesa

3. aHATUTUYECKOro OTHaesa

4. oT4éTHOrO OTIEeNa

78. ®opMUpOBaHUE OPTraHU3ALMOHHON CTPYKTYPBI TPYIIIBI IPOBOJUTCSA B ... 3Tala.

1. 2-a

2. 3-m

3. 4-e

4, 15-a

79. TloArOTOBKY MCXOAHBIX JAHHBIX U TOCIEAYIOUIUE PAcUEThl KBAIU(DUKAIIMOHHO-YUCIECHHOTO COCTaBa
MPOU3BOJIUTCS pabOUNMHU:

1. umXeHep Mo TPyAy, YUETUHK, TII.OyXTanTep

2. T OyXTanTep, HHXKEHEp 10 TPYAY, PYKOBOIUTEIb TPYIIITBI

3. y4€TUMK, HOPMUPOBIIHUK, KaJPOBUK

4. WHXEHep 10 TPyAY, yUETUUK, HOPMHUPOBIIUK

80. llITaTHOE pacnucanue- 3TO. ...

l.opraHu3anMOHHBIN TOKYMEHT, YCTaHABIUBAIOIIMK KOJTMYECTBCHHBIM M KaYeCTBEHHBIH COCTaB pabOTHH-
KOB MPEIITPUATHSL.

2. TOKyMEHT, HHHOPMHUPYIOIIUN O TIPEICTOSIIIEM MEPOTTPUSTHH.

3. COBOKYITHOCTh JICHCTBHI, 00ECTIEYMBAIOIIUX CBOEBPEMEHHOE NCTIOJTHEHUE IOKYMEHTA.
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4.5. BapriaHTbl KOHTPOJIbHBIX 3afanuii ( I[1P-2)
Monayns 1 (Tat-1)

Bapuanr 1.

1. Buza u rpud¢ cormacoBanus.

2. TpebGoBanus K 0OPOPMIICHHUIO MOITHUCH.
3. KOpuanueckas cuina 10KyMeHTa

Bapuant 2.

1. I'pu¢ yrBepxkaeHus

2. TpeboBanus K 0OPMIICHUIO IETTOBOM TOKYMEHTAIIUH.
3. Ilpuka3 1mo TMYHOMY COCTaBY

Bapuanr 3.

1. TCHAOY.

2. OOmmii knaccu(uKaTop ypaBIeHIECKON TOKyMEHTAIIHH.
3. Kommepueckas TaitHa

Moy 2 (Tat-2)

Bapuanr 1.

1. Odopmnenne Bxoasiein JOKyMEHTAIIMH
2. ToBapo-TpaHCIIOpTHAs HAKIIA HAS

3. FOpunuyeckas cuiia TOKyMeHTa

Bapuanrt 2.

1. Odopmienune ucxoadeit 10KyMeHTalluu

2. TpeboBanus k opopmMIIeHHIO cUeTa-PaKTyphI.
3. Anb6oM u Tabens Gopm

Bapuanr 3.

1. I'Ca0Y.

2. OOmas knaccuuKkanus T0KyMEHTOB TAMOXXEHHOTO 0(pOPMIICHHS.
3. I'paduk moxymeHToob0poTa
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4.6. KOHTPOJIBHBIE BOITPOCHI ITPOMEXXYTOYHOI ATTECTALIUA
Mopyns 1. Tar-1
Bo3HrkHOBeHME U pa3BUTHE JEIONPOU3BOJICTBA.
Hcropus nenonpon3BoACTBa B yUpeKIeHUAX Poccun.
l'ocyaapcTBeHHOE ACIONPOU3BOJACTBO B COBETCKYIO AIOXY.
OCHOBBI COBPEMEHHOTO JIEIIOIIPONU3BO/ICTBA.
3aKOHOAATEIHHOE PErYINPOBAHNE AETIONIPOU3BOCTBA.
TK P®: TpynoBbie npaBa u 0053aHHOCTH PaOOTHHUKOB.
Opraam3arus paboTel cekpeTaps-pedepeHTa.
3aKoHOAATEIHHBIE OCHOBHI HCIIOJIB30BaHUS HHPOPMAIIHH.
l'ocyaapcTBeHHBIE CTaHIAPTHI B 00JaCTH JICIONPON3BOICTBA.

. HopmaTiBHO-MeTOANYECKOE PETYTUPOBAHUE B PA0OTE KaIPOBBIX CITYKO.
. TexHonorus co3aaHusi JOKyMEHTA.

. JlokyMeHT, ero BUbI M PaBUJIa COCTABIICHUSI.

. OcobeHHOCTH S3bIKa U CTUIIA CITY>KEOHBIX TOKYMEHTOB.

. IlpaBuna opdorpaduu, Mophoorur 1 rpaMMaTHKH TIPH COCTABICHUH JOKYMEHTOB.
. CoBpeMeHHOE JIETTOBOE MUCHMO.

. OcHOBHBIE HOPMBI OQUIHATHHO-AEIOBOTO CTHIISI TOKYMEHTOB.

. OcHOBHEBIE TpeOOBaHMS K OJTaHKaM JOKYMEHTOB.

. CocraB peKBU3UTOB JOKYMEHTOB.

. PenaktupoBaHue TeKCTa: ATAIbI, TPUHLIUIIBI, BUIBI.

. KoppekrypHble 3Haku U MpaBuiIa UX IPUMEHEHHUSI.

Monyis 2. (Tat-2)

Oco6eHHOCTH MTOATOTOBKY U 0(hOPMIIEHHUS OpraHN3aLMOHHO-PACIIOPSAUTENIBHBIX JOKYMEHTOB.
Oco6eHHOCTH MTOATOTOBKY U 0(hopMIiIeHHs HH(OPMALMOHHO-CIIPABOYHBIX JIOKYMEHTOB.
Opranuzaiys ¢y 05l 1e7I0IPOU3BOICTBA.

TunoBblie OpraHU3alMOHHBIE CTPYKTYPBI CIYKOBI IeJIONPOU3BOACTBA.

Ponb 3HaueHME perucTpanyy J0KyMEHTOB B OpraHU3AMH AEJIONPOU3BOJCTBA.
ABTOMaTH3UPOBAHHbBIE CUCTEMBI PETHCTPALIIH.

JokyMeHTO00O0pOT, €ro pa3BUTHE U HOPMATHBHO-METOINYECKAs perjJaMeHTalusl.

Ponb nenonponsBocTBa B yIIpaBIeHUN IEPCOHATIOM

3HavyeHue Ka[poBOH TOKYMEHTAI[UH B OPraHU3aIlH.

CucteMaTH3auus 1 XpaHeHHE KaIpOBOH TOKYMEHTALIH.

[loHsTHE M BUIBI HOMEHKJIATYPHI A€l

CocTaB KaJIpoBOI TOKyMEHTAIIH

Kanpossie kapToTekH.

JIOKyMEHTBI 110 INYHOMY COCTaBY

JlokyMeHTBI, 0(OPMIISIOINE TPYAOBBIE OTHOIICHHS.

TpynoBoii 10roBop M TPYIOBOIM KOHTPAKT, CoAepKaHUe, OPSIOK 3aKJIIOYEHHUS, OCHOBHBIE OTIHYHSL.
JInuHble nena cCOTPYJAHUKOB: COCTaB, JOPMUPOBAHHE U XPaHECHHE.

CrnenmanbHas TOKyMEHTAITHS KaJIpOBOM CITYKOBI.

CocraB 1 Ha3HAUCHHE JIOJHKHOCTHOW MHCTPYKITHH:

Opranun3zanust paboThl KaAPOBBIX CIYXKO C MMCbMaMy M 0OpaLICHUSIMH TPaKJaH.

JIOKyMEeHTHI 1715l BHYTPEHHETO MOJIb30BaHusl, pa3padaTeiBaeMble CIIy:KOOH yIpaBIeHHsI IEPCOHATIOM.
JIOKyMEHTBI 0 MaTepUaIbHOW OTBETCTBEHHOCTH.

Cpoku XpaHeHHs KaJJpOBbBIX JOKYMEHTOB.

JucuunauHapHble B3bICKaHUS M TIOOIIPEHUS: TIOPSA0K 0(OPMIICHHS.

JlOKyMEHTHpOBaHHUE OLIEHKH IESTEILHOCTH IIepcCoHaa.

Oco0eHHOCTH JeTI0BOI MTEPenCKH Ha PYCCKOM SI3bIKE

JIeSITeITHHOCTB, TIPETYCMOTPEHHASI TIPOTPaMMON YIeOHOTO TpeAMeTa, Kypca, TUCITATDIMHEL (MOTYJIS)
[poBeneHre y4eOHBIX 3aHSTHI MO MPENOAaBacMOi 00JIaCTH HAYYHOTO 3HAHUS (SKOHOMHKH M YTPaBJICHUs]) C yde-
TOM aKTyaJIbHBIX TIPOOJIEM U TEHACHIIUI €€ Pa3BUTHS

49. BesieHre TOKYMEHTALIMH, 00ECIIEUYMBAIOILYI0 PEATU3ALMIO TIPOrPaMM YYEOHBIX MPEIMETOB, KypPCOB, IUCIUILIMH

(Momymneit) nporpamm npodeccronanabHoro ooydenus u CI1O
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4.7 TEXHUYECKHE CPEIACTBA KOHTPOJIA

CocraBbTe B O(bOpMI/ITe IIPpHUKAa3kbI 110 OCHOBHOH ACATCIIBHOCTH, U APYTHUEC PACIIOPAAUTEIIBHBIC
JOKYMCHTEI, HCO6XOIII/IMLIC B JAaHHBIX YIIPABJICHYCCKUX CUTYyaAlUIX.

3anaya 1.

Ha MockoBckoM KOMOMHATE 110 MTPOU3BOJICTBY MY3bIKaJIbHBIX MHCTPYMEHTOB U Mebenu (rocynap-
CTBEHHOE TIPEANpUATHE), KOTOPBIA BXoAuT B KoHIIEpH MO pa3paboTke U MPOU3BOACTBY MPOIYKIIUU MY3bl-
kasbHOU npoMbiieHHocTH (POCMY3ITIPOM), netictByet [lonoxkeHre o MpeMUpPOBaHUU PYKOBOJIUTEIICH
IIEXOB, OTJEJIOB U CIIyK0, yTBepkaeHHoe 05.01.2003 Ne 27.

12 ampenst Tekymiero roaa AupekTop kombOunara B.M.JIapnoHOB mopy4msi HavyaJbHHUKY OTIENa
TpyZda 1 3apaboTtHol miuarsl MapkoBy H.I'. paccunrats pazmep npeMuu pyKOBOAUTEISIM OTIENIOB, IEXOB U
cinyx0 koMOMHaTa 1Mo uToram padoTHI 3a MEPBBINA KBapTai K 15 ampens, a rTaBHOMY Oyxrantepy KoMOUHa-
ta Tpomnnoit C.I'. — opranu3oBarth BblIIIATy peMuM K 20 anpess TEKyLIero roja.

HauanpHuk nmaHoBo-3koHOMUYeckoro otaena MarseeBa C.H. u rmaBubiii Oyxrantep TpommHa
C.I'. 3aBu3upOBaIN NPOEKT NpUKa3a JUPEKTOpa KOMOMHATA.

3anaya 2

Hupexrop OO0 «Meutay» [lonskos B.M. 10 okT6pst TeKyiiero rojaa u3ai Npruka3 0 IpOBEICHUH
MHBEHTapU3allMil TOBapHO-MaTepUaIbHBIX IIEHHOCTEN Ha ckiajae npeanpusatus. OH Ha3HAYMII KOMHUCCHUIO
1O/ IIPeIceIaTeIbCTBOM KOMMEpUecKoro aupekropa 3onorapesa E.M. . B coctaB komuccuu BOIUIM TJ1aB-
HbIi Oyxranrep Bonoguna E.H. u Gyxranrep MBanosa B.C. . B npukase Obu10 mopy4eHo MpeACTaBUTh Ha
YTBEP)KJCHHE TOKYMEHTHI CKJIaJICKOro y4era (10 COCTOSIHUIO Ha 1 OKTSOps) U OTYEeThl 00 OcTaTKax ToBap-
HO-MaTepUaIbHBIX IIEHHOCTEH (1o cocTostHUIO Ha 10 okTs0ps) K 15 oKTS0ps.

[TpoexT npuka3za OblI 3aBU3UPOBAH SKOHOMHUCTOM Ipeanpuatus Mutunoit O.A.

3anayga 3

C uenbio MpUBJIEUYEHUS CPEACTB JUIsl 0oOecreueHus MPOU3BOJCTBEHHON NEATEIbHOCTH TeHepalb-
Hblit qupektop OO0 «Texnuka» (r.Kypck) Cokono O.I'. 20 ceHTs0psi TeKylIero roja u3aajil NpukKas o
CO3IaHMHM KOMMEPUYECKOI'o OTJIela B COCTaBe 3 MITATHBIX €JMHMII: KOMMEpPYECKOro qupekTopa — 1, Beay-
miero crnenuanucta — 1, cnenuanucta — 1. I'maBHomy Oyxranrepy npeanpusitus ['opsueBy I'.A. Oblo mo-
pYy4Y€HO IPEACTaBUTh HA YTBEPXkJACHHE HOBOE LITATHOE paclMCaHue NMPEANpUATUs Ha 4 KBapTaj TEKYIIEro
roga kK 1 okra6psa. Kommepueckomy aupextopy MrnarseBy T.H., KoTopslii 3aBU3MpOBal MPOEKT MPUKa3a,
HpPEINUCaHO 3aKOHYUTh KOMIUIEKTOBAHUE OTJIENa KaJpaMHu C BBICIIMM 3KOHOMHUYECKUM 00pa3oBaHUEM K
10 oxTs6ps.
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4.8. CIIMCOK UTOI'OBBIX BOITPOCOB K 3AUETY (YO-3)

Ne Copneprkanue pasjiena B AMJAKTHYECKUX €AMHUIIAX Konapl unauka-
BO- TOPOB  JIOCTHU-
npoca KEHHUS KOMIIe-
TEHLUN
1 2 3
1. ABTOMaTH3WPOBAHHBIC CHCTEMbI PETHCTPAIIUN YK-4.5
2. Benenue nokymeHTarmu, 00€CIeuMBaIOIIyI0 peaT3alyio nporpamm y4ueonsix npen- | [1K-6.2, T1K-
METOB, KYPCOB, AUCIMILIMH (MOAyJei) mporpamMm npodeccroHambHoro ooydenus u | 6.3, ITK- 9.3
CIIO
3. Bo3HMKHOBEHHE 1 pa3BUTHE JI€TIONPOU3BOJICTBA. YK-4.5
4. ["ocyaapcTBeHHOE JIeJI0NPOU3BOACTBO B COBETCKYIO AIIOXY. YK-4.5
5. ['ocymapcTBeHHbBIE CTaHIAPTHI B 00JIACTH JIETIONPOU3BOJICTBA. YK-4.5
6. JlesTenbHOCTD, MPEAYCMOTPEHHAs IIporpaMMoil yueGHOro mpeamMera, Kypea, aqucuu- | [1K-6.2,  TIK-
TUTHB! (MOZYJIsT) 6.3, I1K- 9.3
7. JlucuunirHapHble B3bICKaHHsSI ¥ IOOIIPEHUs: TOPSLIOK 0(OpMIIEHUS!. YK-4.5
8. JIOKyMEHT, ero BUbl U NIPAaBHUJIA COCTABJICHMUS. YK-4.5
9. JIOKyMEHTHUPOBaHHE OLICHKH JeSITeIbHOCTH EPCOHAA. YK-4.5
10. JlokyMeHTOO0O0pOT, €ro pa3BUTHE U HOPMAaTUBHO-MeToAnuYecKas pernamentanus. | [1K-6.2, TIK-
6.3, TIK- 9.3
YK-4.5
11. JIOKyMeHTBI i1 BHYTPEHHETO IIOJIb30BaHUs, pa3pabareiBaeMeie ciyxOoi | [1K-6.2, TIK-
YIPaBIEHUS IEPCOHATIOM. 6.3, I1K- 9.3
12. JIOKYMEHTBI 0 MaTepuaJIbHON OTBETCTBEHHOCTH. YK-4.5
13. JIOKYMEHTBI 110 INYHOMY COCTaBY YK-4.5
14. JIoKyMeHTBI, 0OpPMIISIFOIINE TPYAOBbIE OTHOILIEHUSI. [1K-6.2, TIIK-
6.3, I1K- 9.3
15. 3aK0HO/IaTEeILHOE PETYINPOBAHUE JETONPON3BOJICTRA. YK-4.5
16. 3aKoHOAATEIbHbIE OCHOBBI HCIIOJIb30BaHUs MH(POPMAILIUH. [1K-6.2, TIIK-
6.3, I1K- 9.3
17. 3HaueHue KaApoBOM JOKYMEHTAIlMU B OPraHU3alHH. YK-4.5
18. VcTopus nenonpouns3BoAcTBa B yupexkaeHusx Poccun. YK-4.5
19. KanpoBble kapTOTeKH. YK-4.5
20. KoppekTypHble 3Haky U IpaBUiIa X TPUMEHEHUS. YK-4.5
21. JlnuHble ena cOTPYIHUKOB: COCTaB, (POPMHPOBAHUE U XPAHEHUE. YK-4.5
22. HopmatuBHO-MeTOIMUECKOE PEryIUpOBaHUEe B pabOTe KaJPOBBIX CITYkKO. [1K-6.2, IIK-
6.3, I1K- 9.3
23. Opranuzanys paboThl KaJpOBbIX CIIyk0 ¢ muchbMaMu 1 obpanienussMu rpaxaad. | YK-4.5
24. Opranuzanus paboTel cekperaps-pedepeHra. YK-4.5
25. Opranu3zaiiys cay0bl 1eJ0NPOU3BOJICTBA. YK-4.5
26. OcHoBHBIE HOPMBI OPUITHATBHO-/IETIOBOTO CTHIIS TJOKYMEHTOB. [1K-6.2, IIK-
6.3, I1K- 9.3
27. OcHoBHbIE TpeOoBaHMs K OTaHKaM JOKYMEHTOB. [1K-6.2, IIK-
6.3, I1K- 9.3
28. OCHOBBI COBPEMEHHOTO JIeJIOMPOU3BOJICTBA. YK-4.5
29. OCOOEHHOCTH JI€TIOBOM MEPENUCKU Ha PYCCKOM SI3bIKE YK-4.5
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1 2 3
30. Oco0eHHOCTH MOATOTOBKH U 0hopMIIeHHs] HH(HOPMAIIMOHHO-CITPABOYHBIX JOKY- | YK-4.5
MEHTOB.
31. Oco0EHHOCTH TTOATOTOBKH M 0OPMIICHHsI OpTaHu3almoHHO-pactiopsautenbubix | [1K-6.2, TIK-
JIOKYMEHTOB. 6.3, [IK- 9.3
32. OCc0oOCHHOCTH SI3bIKA U CTHJISI CITY)KEOHBIX JIOKYMEHTOB. YK-4.5
33. [TonsiTHE ¥ BUJIBI HOMEHKJIATYPHI JIE1. [1IK-6.2, IIK-
6.3, I1K- 9.3
34. [TpaBuna opdorpaduu, MophoI0TUH ¥ TPaMMATHKH TMPU COCTaBIeHUH NOKyMeH- | YK-4.5
TOB.
35. [IpoBeneHne y4eOHBIX 3aHATHI 10 MPEroaaBaeMoi o0macTu HayuHoro 3HaHus (3ko- | [1K-6.2, TIK-
HOMMKH U YIPABIIEHHUS) C YIETOM aKTYyaJIbHBIX IPOOJIEM U TEHACHIMHN €€ Pa3BUTHS 6.3, I1K- 9.3
36. PenaktupoBaHue TEKCTA: ATallbl, IPUHIUIBI, BUIBI. VK-4.5
37. Ponp fgesnonpons3BoACcTBa B yIPaBICHUH EPCOHATIOM YK-4.5
38. Pounb 3HaueHue peructpanuy J0KyMEHTOB B OpraHU3aIMH J1€JIOIPOU3BOJICTBA. [1K-6.2, IIK-
6.3, I1K- 9.3
39. CucremaTu3anys 1 XpaHeHUE KaJIJpOBOM TOKYMEHTAlLlUH. VK-4.5
40. COBpPEMEHHOE JI€JI0BOE MUCHMO. VK-4.5
4]. CocraB 1 Ha3HAYCHHE JTODKHOCTHON MHCTPYKIIUH: [1IK-6.2, IIK-
6.3, [IK- 9.3
42. CocTaB KaJpoBOH TOKyMEHTalluU YK-4.5
43. CocTaB peKBU3UTOB JIOKYMEHTOB. VK-4.5
44, CrnenyanbHasi JOKYMEHTalMs KaJJpOBOM CIIYKOBI. YK-4.5
45. Cpoxu XpaHEHMsI KaJIpOBBIX JTOKYMEHTOB. [1K-6.2, IIK-
6.3, I1K- 9.3
46. TexHOoJIoTHsI CO31aHNs JOKYMEHTA. YK-4.5
47. TunoBble opraHu3alOHHbIE CTPYKTYPHI CITYKOBI JIeIONPOU3BOICTBA. YK-4.5
48. TK P®: TpynoBbie npaBa 1 00513aHHOCTH paOOTHHUKOB. YK-4.5
49. TpynoBoii JOTOBOp U TPYAOBON KOHTPAKT, COAEpKaHHUe, MOPSAOK 3akimtodenus, | YK-4.5

OCHOBHBIC OTIINYUA.
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5. YYUEBHO-METOJUYECKOE 1 THO®OPMAILIMOHHOE OBECIIEYEHME YUYEBHOUW JUCIUTIIVHEI

Ne ABTOpBI HaumenoBanune I'ox u mecto Ucnonssyercs Ce- KonunuecTBo ax3emrms-
i\ U3/1aHus IIPU U3yYCHUH MecTp poB
pasneyios B 0ubamo- Ha ka-
TEKE denpe
1 AnxoBny LHI.A Jlenonpou3BoaCTBO B KaApOBOIi ciayx0e: yaeOHuK [Diek- Mocksa: }OHu- 1-2 6 (7) + +
TpoHHEI pecype] /, —161c. — 5-238-01076-1 tn-/lana, 2015.
. http://biblioclub.ru/index.php?page=book_red&id=119021
2 I'punbtepr, A.C. JloxkyMeHTanmoHHOe o0ecTieueHIe YIPaBICHHS: YISOHHK / Mockga: FOuu- 1-2 6 (7) + +
A.C. I'pun6epr, H.H. I'opbauép, O.A. MyxameriiuHa. - - tu-/lana, 2015.
391 c. : Tabmn., rpad., wi., cxemsl - bubaworp.: c. 382-383. -
ISBN 978-5-238-01770-9; To ke [DnexTpoHHEIH pecypc]. -
URL:
http://biblioclub.ru/index.php?page=book&id=115031
3 Kysnernos, 1. H.. JloxyMeHTanioHHOE o0ecTieueHIe YIPaBIeHHs U AEIOPO- M.: IOpaiir, 1-2 6 (7) 10
U3BOJICTBO: YU4eOHUK 11 GakanaBpos / — 576 c. — (baxka- 2013
naBp. bazoseriit kypc). — bubmmorp.: ¢.444-452. — [pwn.:
¢.453-576. — Pex. M—Bom oOpa3oBanus 1 Hayku PD. —
ISBN 978-5-9916-2839-6: 456—72.
4 Pribaxkos, A. E. OcHoBsl genonpoussozacTsa: yueOnuk / A.E. Peibakos. - 3-e | Munck: PUIIO, 1-2 6 (7) + +
u3 M., ucnp. - 320 c. - bubnworp. B kH. - ISBN 978-985-503- 2016

606-8 ; To xe [Dnexrponnslii pecype]. - URL: <a href='
http://biblioclub.ru/index.php?page=book&id=463666'
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atypa

Ne ABTODBI HaumenoBanue I'og u mecto u3- | Hcmons3y- | Cemectp | KomndecTBo 3K3eMILTApOB
m\ JIAHMS eTCs TIpu
U3yHCHAN B 6ubnuote- Ha ka-
pasyeion Ke dexpe
1 | Ky3uemnos, 1.H. IemoBoe obIenune: YueOHOE mocodue M.: [Tamikos u 1-2 6 (7) 30
K, 2011.

2 | I'pososa, O.C. JlenonpousBoacTBo: yueGHoe mocodue / O.C. I'posoa ; pex. | Momkap-Omna: 1-2 6 (7) + +
JI.C. XKypasnesa ; [loBomkckuii rocynapctBensslii Texnomnoru- | [II'TY, 2015.

YECKUH YHUBEPCUTET. - - 124 c.: . - bubn. B ka. - ISBN 978-5-
8158-1599-5; To xe [DnexTpoHHbIH pecypc].
URL:ahref=
http://biblioclub.ru/index.php?page=book&id=439196'

3 | Poroxun, M .1O. Jlenonpou3BOACTBO: Kypc JeKkimii: yueOHOe mocobme [Diek- | MockBa/  bep- 1-2 6 (7) + +
TpoHHBIH pecype] /, —229¢. — ISBN 978-5-4458-6528-5 muH:  JlupexT—
http://biblioclub.ru/index.php?page=book_red&id=253702 Menna, 2014.

4 | I'pozosa, O. C. Jlenonpoun3BocTBO: yueOHoe nocodue [DnekTponnsiii pecypce] / | Momkap—Omna: 1-2 6 (7) + +
—124c¢. — 978-5-8158-1599-5 Ty, 2015.
http://biblioclub.ru/index.php?page=book_red&id=439196

5 | Poroxun, M.IO. Jlenonpou3BoACTBO B KaJpoBOil  cimyxOe:  yue6HOo— | MockBa/  bep- 1-2 6 (7) + +
IpaKTUyeckoe nocodue [Dexrpounbiii pecype] / ISBN 783¢. — | muH:  JIMpeKT—
978-5-4475-1576-8 Menna, 2014.
http://biblioclub.ru/index.php?page=book_red&id=253703

6 Kpumranok, A. H | Konduaennuansnoe AeI0Npou3BOACTBO | 3ammra Kommepue- | Open: MABUB, 1-2 6 (7) + +
CKOM TalfHbL: Kypc JeKkuuii [DnekrpoHnsiii pecype] / 199c. 2014
http://biblioclub.ru/index.php?page=book_red&id=428611

7 | bpeckuna, H. B. OcHoBBI fenonpou3BojicTBa: yuedbnoe nocodue / H.B. Bpecku- | CraBpormons: 1-2 6 (7) + +
Ha; - CraBponons: CK®Y, 2015. - 123 c.: wi. - bubauorp.: c. | CKOVY, 2015.

118-119.; To xe [ DnekTpoHHBIH pecypc].
-URL:
http://biblioclub.ru/index.php?page=book&id=457881



http://biblioclub.ru/index.php?page=book&id=439196
http://biblioclub.ru/index.php?page=book_red&id=253702
http://biblioclub.ru/index.php?page=book_red&id=439196
http://biblioclub.ru/index.php?page=book_red&id=253703
http://biblioclub.ru/index.php?page=book_red&id=428611
http://biblioclub.ru/index.php?page=book&id=457881
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5.3. [Ipodeccnonanbubie 0a3bl JaHHBIX, HHOOPMAIIHOHHO-CIIPABOYHBIE, TOMCKOBBIE CUCTEMBI U
npyrue MHTepHeT-pecypChl

www.sekretariat.ru [Topran PRO-nemnonpou3soactso

www.clubtk.ru ApxuBHoe fenonponu3BoACTBO 1 HOMeHKIaTypa 2019

www.Delo-Press.ru Jleaonpou3BoACcTBO U JOKYMEHTOOOOPOT Ha MPEANPHUITHN
www.top-personal.ru Apxus Homepos Xypraina "nenonpou3Boactso..."

www.profiz.ru ApxuBHOE A0 ::

www.BusinessMan.ru Jlenonpou3BoICTBO U apXUBHOE JIEJI0: TCPMHHBI. ..
www.rusarchives.ru O xypuaine | [Topran «Apxusl Poccum»

WWW.E0S.ru ABTOMaTH3amus AeI0NPOU3BOICTBA B ApXUBAX

. Www.vsn012-88.ru JIenornpou3BoICTBO U apXUBHOE JIEJI0

10 www.delo-ved.ru OcHoBHBIE HampaBiieHUs pabOTHI B chepe AeTONMPOU3BOACTBA U BEICHHS
apxuBa.

11. www.ppt.ru HoBoctn»143158 ApxuBnoe nenorpousBoactBo B 2020 | Unnekcs! nen

12. www.openedu.ru Karanor kypcosyspbstu/clewo OtkpsiToe oOpa3oBanue - Jlea0npon3Boi-
CTBO...

13. www.delo-pro.ru Bcé mpo ae10mnpon3BoacTBO

14. www.archivekeeping.ru ApxuBHoe Jeio

15. DnektponHass OMOIMOTEKA METOAUYECKUX U y4E€OHBIX MOCOOMH, M3JAHHBIX B aKaJAEMHUU —
OI'bOY BITIO AUT'AA

16. www.e.lanbook.com 3BC «Jlaus» OO0 «M3aarenbcTBo «JIaHby.

17. www.biblioclub.ru Yuausepcurerckas 6undanoreka ONLAIN,

18. http://ecsocman.hse.ru — ®enepanbHblii 00pa3zoBaTenbHbIi MopTan «IkoHOMHUKA, Conoo-
rusi, MEHEIDKMEHT»

©CoNoO~WNE

NudpopmManuoHHbIE TEXHOJIO0THH

OnekTpoHHass MHGOpPMAIIMOHHAsT O0Opa3oBaTelibHAs cpefa WHCTUTYTa OOECIEUYMBAET JOCTYI K
y4eOHBIM TUTaHaM, pabOYUM MporpamMmaM JUCIHIUIMH (MOAYJei), mporpaMmaM IMpakTHK, dIIeK-
TPOHHBIM Y4€OHBIM U3JAHUSM U AJIEKTPOHHBIM 00pa30BaTENbHBIM pecypcaM, YKa3aHHBIM B pado-
YUX MporpaMMax IUCIUIUIMH (MOJyJeil), mporpaMMax MpakTUK; (GopMHpOBaHHE SIEKTPOHHOTO
nopt¢osimo oOydJaromierocs, B TOM YHCJIE COXPAaHEHHE €ro paboT W OIEHOK 3a 3T pPabOTHI.
ITpenycMoTpeHa BO3MOKHOCTh B3aUMOJICHCTBHS CTYJJEHTOB U penoaBaresei nocpecTBOM TeX-
HOJIOTHH IO MEPECHUTKE U MOTyYSHHIO SJIEKTPOHHBIX COOOIIECHUI.

5.4 TlporpammHoOe obecrneueHrne yueOHoro mpoiecca
Libre Office;
Ackon Kommac 14.


http://www.sekretariat.ru/
http://www.clubtk.ru/
http://www.delo-press.ru/
http://www.top-personal.ru/
http://www.profiz.ru/
http://www.businessman.ru/
http://www.rusarchives.ru/
http://www.eos.ru/
http://www.vsn012-88.ru/
http://www.delo-ved.ru/
http://www.ppt.ru/
http://www.openedu.ru/
http://www.delo-pro.ru/
http://www.archivekeeping.ru/
http://www.e.lanbook.com/
http://www.biblioclub.ru/
http://ecsocman.hse.ru/
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5.5 Ilepeuenpb yueOHO-METOINYECKOTO 0OECIIEUEHUS 111 CAMOCTOATEILHOU paboThl 00yUaroIuXCst

Ne No Bun camocros- Tonu
. ABTOpBI HaumenoBanmue MECTO
mio | ceMecTpa | TEJIBHOM paboTHI .
1 2 3 4 5 6
ITpopabotka SAnkosuu LA Jemonpon3BoacTBO B KaApOBOH CiyxOe: yuyeOHHK [DINEKTPOHHBINA pe- Mocksa: FOHHTI
JIEKLIMH, yqe6H0f/'I cypc] /, —161c. —5-238-01076-1 Tana 2015
1 METOHYECKOi . http://biblioclub.ru/index.php?page=book red&id=119021 ’
1 7 (10) JIATEpaTYpBI I'punGepr, A.C. JlokyMeHTanmoHHOE 06601:[6qu1/16 YIpaBICHUS: yaeOHuK ~ /
A.C. I'punbepr, H.H. 'op6aués, O.A. MyxamermmuHa. - - 391 c. : tadm., M. FOHHTH-
rpad., wi., cxemsl - bubmuorp.: ¢. 382-383. - ISBN 978-5-238-01770-9; -
To xKe [DnmexTponHbIi pecypc]. | Hana,2015
URL.:http://biblioclub.ru/index.php?page=book&id=115031
IToaroroska k | Suxosuu HI.A J1eonpOU3BOACTBO B KaJApOBOM Ciyxk0e: yueOHHMK [DJIEKTPOHHBIA pe- )
savery cypc] /. —161c. — 5-238-01076-1 II\[’[;HC;B;(') II?H“T“‘
. http://biblioclub.ru/index.php?page=book_red&id=119021 ’
5 7 (10) I'punbepr, A.C. JlokyMeHTallMOHHOE obecrieueHune YIpaBJICHUS: yaeOHUK ~ /
A.C. I'punbepr, H.H. 'op6aués, O.A. MyxameTtinuHa. - - 391 c. : tadm., M. FOHITH-
rpad., wi., cxemsl - bubnuorp.: ¢. 382-383. - ISBN 978-5-238-01770-9; I[aii{a 2015

To xKe [OnexTpoHHbIi pecypcl]. -
URL :http://biblioclub.ru/index.php?page=book&id=115031



http://biblioclub.ru/index.php?page=book_red&id=119021
http://biblioclub.ru/index.php?page=book&id=115031
http://biblioclub.ru/index.php?page=book_red&id=119021
http://biblioclub.ru/index.php?page=book&id=115031
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6. MATEPMAJIbHO-TEXHMYECKOE OBECIIEUEHUE AMCIHUITJIMHBI

HanMenoBanue crienuaibHBIX* IOMeILe-
HUH ¥ IIOMELICHUH UII CAaMOCTOSTEIbHON
paboThI

OcCHaIEHHOCTh CIEUabHBIX MOMEIIEHUN U IoMe-
HICHUH TSI CAMOCTOSATENBHOM paboThI

2-372 Aynutopusi AJis JEKIHOHHBIX, Ce-
MUHAPCKHX, MPAKTUUYECKUX 3aHATUN, KOH-
CYJIbTAIIMH, TEKYIIEr0 KOHTPOJIS.
AyauTtopus sl MPOMEXKYTOYHOU arTe-
CTalun

LenTp (x11acc) neIOBBIX UTP

347740, PocToBckas 0011., 3epHOTpaaCKuid
paiioH, r. 3epHorpan, yia. CoBerckas, 10M
Ne28/30.

KowmrmuiekT yuebHnoi Mmebenu.

[TepeHOCHOW KOMILIEKT MYJIBTUMEIUIHOTO 000pYy-
JIOBAaHUA: IPOEKTOP MYJIbTUMEIUNHBINA, 3KpaH Ha
TpeHore (Wi HacTeHHbIN), HoyTOyK.

Jlocka menoBas.

[Tocagounbix mMect 26.

2-374 Ayautopus Ui JEKIMOHHBIX, Ce-
MHUHAPCKHX, MPAKTUUECKUX 3aHATUN, KOH-
CyJIbTALIMM, TEKYIIEr0 KOHTPOJA U Ipo-
MEXYTOYHOM aTTECTALNM.

347740, PocToBckast 001., 3epHOTpaCKuit
paiion, r. 3epHorpan, yia. CoBerckas, J0M
Ne28/30.

KomrmuiekT yueOHO# MmeOenu.

[lepeHOCHOW KOMILIEKT MYJIBTHMEIUIHOTO 000pYy-
JIOBaHMsI: TIPOEKTOP MYJIbTHUMEIUNHBIA, JKpaH Ha
TpeHore (win HacTeHHBIH), HoyTOyK .

Jlocka MenoBasl.

[Tocamounbix mect 32.

YuranpHpid 3ai1. Ayautopust Ne 2-252.
Hns camoctositensHoit 347740, Pocrtos-
ckas o0i1., 3epHOrpajcKuil paion, r. 3ep-
Horpas, yi. Coserckast, 1om Ne28/30.

15 pabounmx MecT IJIsi CaMOCTOSATEIbHOH pPabOThI,
00BEIMHCHHBIC B JIOKAJTLHYIO CETh C BBIXOJIOM B CETh
Internet.

Cucremusiii 0ok Core i3 3,06 I'rip , 2Gb, 250Gb
HDD — 5 mrr.

Cucremnslii 610k Celeron J3060 1,6 I'rny, 4 Gb, 128
Gb SSD - 10 .

monwutop Phillips 2205— 5 i,

MoHHTOp Samsung SyncMaster 923m - 10mT
npuntep Epson LX-1170

ITocamounwrx mect 114

2-170a Otaen HaAyIHO-TEXHUYECKOH H CO-
[UATBHO-TYMaHUTAPHOU JTUTEPaTypHI,
MBA nis caMOoCTOSITENHHOM pabOTHI.
347740, PocroBckast 0011., 3epHOTpaJACKUit
paiioH, r. 3epHorpan, yi. CoBerckas, 10M
Ne28/30.

Nmeercs  ynameHHBI JOCTYyNm K AJIEKTPOHHO-
oubnmoreunoit cucreme «Jlaub» u 9bC «YHuBepcu-
TeTrckas OumOnuoreka oHyIaiiH». Benércs mequareka —
uMmeeTcst 68 IIEKTPOHHBIX U3AaHHUM.

Cucremusnii 0ok Core 13540 3,06 I'rir , 2Gb,
250Gb HDD — 1.

Cucremusii 610k C2,81r1, 512 Mb, 160Gb HDD —
1 1.,

mouuTop Samsung 920NW- 1 mir,

monwurop Phillips 2205— 1 m,

npuntep HP LJ 1150

M®YV Kyocera Taskalfa 180

HOC&I[O‘-IHLIX MecCT 2 JIIA CaMOCTOSITEIbHOM pa60TLI .
O6”be,Z[I/IHCHHI>IX B JIOKQJIBHYIO C€Th C BBIXOAOM B CE€Th
Internet
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2-1706 DyeKTpOHHBIN YNTATBHBIA 3271 TS
CaMOCTOSITENIbHOM PabOTHI

347740, PocToBckas 0011., 3epHOTpaaCKuid
paiioH, r. 3epHorpan, yia. CoBerckas, oM
Ne28/30.

[Tocagounbix mect 10 mmsa camocTosTENHLHOM pado-
Thl, 00BEAMHECHHBIX B JIOKAJTHHYIO CETh C BBIXOJOM B
cetsb Internet.

Cucremusiii 6ok C2,8I'rr;, 1 GB, 80 GB HDD - 1
IIT.

Cucremusiii 6010k C2,8I'ri, 512 Mb, 80 GB HDD —
9 miT.

MomnuTop Samsung 920NW — 10 mr.

Kommyrarop DIink — 1 .

Ckanep EPSON — 1 .

2-349a Ilomenienue 11l XpaHEHUS U TIPO-
(UITAKTHYECKOTO 00CTy>KUBaHUS Y4eOHO-
ro 000pyAOBaHUS.

347740, PoctoBckas 00i1., 3epHOrpaCKuii
paiion, r. 3epHorpan, yia. CoBerckas, J0M
Ne28/30

Crnenanu3upoBaHHas MeOenb U 000pyI0BaHUE IS
XpaHeHUusT W MPOPHIAKTUYECKOTO OOCTYKUBAHUS
y4eOHOT0 000pyI0BaHHS




37

7. METOAUYECKUE YKA3AHUWA JIJIAA ObYYAIOIINUXCA 110

OCBOEHMIO YUYEBHOU JUCIUTUINHEI

By yueOHbIx

3aHSATUN

OpI‘aHI/I3 anusd JCATCIbHOCTH CTYACHTA

Jlekusa

Hanucanue KkoHcHeKTa JEKIMH: KpaTKo, CXEMaTU4YHO, IOCJIEJ0BATEIbHO
(uKCUPOBaTH OCHOBHBIE ITOJIOXKEHUS, BBIBOABI, (POPMYIUPOBKH, 0000IIECHUS;
[IOMEYaTh BaYKHBIE MBICIIH, BBIIEIATH KIIIOUEBBIE CII0BA, TEPMHUHBI. [IpoBepka
TEPMHUHOB, ITOHATHI C MIOMOILIBIO SHIMUKIIONEANN, CIIOBAPEH, CIPABOYHUKOB C
BBIIUCBIBAHUEM TOJKOBaHMH B TeTpaab. OO003HAYUTh BOIPOCHI, TEPMHUHBI,
MaTepHuall, KOTOPBIH BbI3BIBAET TPYIHOCTH, IOMETUTH M MOIBITATHCS HANTH
OTBET B peKOMEeHAyeMol nureparype. Eciu camocrosTenbHO He ynaercs
pa3o0parbcsi B Marepuaie, HeoOX0auMO COPMYITHPOBATH BOIIPOC U 337aTh
IIPEI0/1aBaTeN0 Ha KOHCYJIbTAUH, HA PAKTHUYECKOM 3aHATHH.

IIpakTrueckue
3aHATUSA

[IpopaboTka paboueil IpOrpamMmbl, yaeass 0CO00¢ BHHMaHHE LEIAM H
3a/layaM, CTPYKType U COJCpKaHUIO0 AucUUIUIMHBL. KoHcmekTupoBaHue
UCTOYHUKOB. PaboTa ¢ KOHCIIEKTOM JIGKIII/Iﬁ, IIOATOTOBKAa OTBECTOB K
KOHTPOJBbHBIM BOIIPOCaM, MPOCMOTP PEKOMEHIyeMOM JIUTepaTyphl, padoTa ¢
TekctoM. IlpocnymmBanue ayamo- ¥ BHACO3ANKMCEN IO 3aJaHHOW TEME,
pelIeHre pacdeTHO-TpadUICCKUX 3aJaHUH, PEeIICHUE 3a/1a4 110 alITOPUTMY H

Ap.

KoHnTtponbHas
pabora /

3HAKOMCTBO C OCHOBHOM U JIONMOJIHUTEIBHON JUTEPaTypou, BKIIOYAs
CIpaBOYHbIE U3JIAHUS, 3apyOCKHbIE HMCTOYHHKH, KOHCIIEKT OCHOBHBIX
MOJIOKEHUH, TEPMUHOB, CBEJICHUW, TPEOYIOMHUXCSA I 3allOMUHAHMUS |
SIBJISTFOLITAXCSI OCHOBOIIOJIAralomuMHe B 3Toi TeMe. CocTaBlIeHHe aHHOTAlUN K
MIPOYUTAHHBIM JINTEPATYPHBIM UCTOYHUKAM U JIP.

Pedepar

Pedepar: Tlouck  nuTepaTypsl W coCTaBieHue  OuOnmorpadumu,
UCMOJb30BaHUE OT 3 10 5 HayuyHBIX paldoOT, U3JI0)KEHHE MHEHHUS aBTOPOB U
CBOETO CYXJEHHUS TIO BBIOPAaHHOMY BOIIPOCY; W3JIOKEHHE OCHOBHBIX
acrnekToB IMpoOieMbl. O3HaKOMHUTBCA CO CTPYKTypo U odopmieHuem

pedepara.

IToaroroBka K
3a4eTy

[Ipu moAroToBKe K 3a4€Ty HEOOXOAUMO OPUEHTUPOBATHCSI HA KOHCIIEKTHI
JEKUNH, pEKOMEHIYEMYIO JINTEPATYPY U Jp.
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JIUCT HEPEYTBEPX/IEHWS PABOYEHN ITPOI' PAMMbI YUEBHOM JTUCIIUIIJIMHBI
b1.B./IB.01.01 «/loxymeHTHpOBaHHE B TPOPECCUOHATHHON AEATESTLHOCTI

Pabouas nporpamma:

onobpena na 20 /20

yuebHsIii rof. [IpoTokon Ne

3aceanus Kapeapsl

OoT « »

20 T.

Benymuit npenoasareins
3aB. kadenpoii

Pabouas nporpamma:

on00penHa Ha 20 /20

yueOHbiit roa. [Iporokon No

3acenanus Kadeapsl

OT « »

20 T.

Benymwuit npenoasareins
3aB. kadenpoii

Pabouas nporpamma:

onobpena Ha 20 /20

yueOHslii roa. Ilpotokon Ne

3aceiaHus Kadeapsl

OT « »

20 T.

Benymmuii npenogasareib

3aB. kadeapoi

PaGouast mporpamma:

onobpena Ha 20 /20

yueOnslii roa. Ilpotokon Ne

3aceanus Kadeapsl

OT « »

20 T.

Benymwii npenogasareinb
3aB. xadeapoit
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