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[Ipu pa3paboTke paboueii mporpaMMbl Y4eOHOU TUCIUTIIIMHBI B OCHOBY TIOJIOKECHBI:

1. ®I'OC BO — 6akanaBpuat mo HampapieHuro noarotoBku 38.03.04 'ocymapcTBeHHOE U MYHHITU-
NaJIbHOE yIIpaBJIEHUE, YTBEP)KACHHBIII MUHUCTEPCTBOM HAYKH U BbICIIEro oopazoBanusi PO 13 asry-
cta 2020 roxa. Ilpuka3z Ne 1016.

2. Y4eOHbIl TUTaH 1Mo MpOUITI0 MOATOTOBKH «MyHUIIUITAILHOE yIpaBieHue» (ToJl Hadaja TMOJAro-
ToBKH 2024) omoOpen YueHbIM coBeToM A30Bo-UepHOMOpPCKOro mHkeHepHoro nHcturyra ®I'bOY
BO Houckoii I'AY.

[Ipotokon Ne 7 ot «29» despans 2024 .

Pabouas nmporpamMma yueOHOH AMCHUIUINHBI «J{OKyMeHTalMOHHOE 00ecTieyeHne YIpaBiIeHUs» 000~
peHa Ha 3acejaHuU Kadeapbl « DKOHOMMKA U YIIPABICHHUE).
IIporokoin Ne 8 ot «20» mapra 2024 1.

3aBenyrouuii kadenpoit
KaHJ. TEXH. HayK, JOLIEHT A.D. PeBa

Pabouas mporpamMma y4eOHON TUCUUIUIMHBI «JlOKyMEHTAIlMOHHOE 00ECIIeUeHUE YIPaBICHUSI» PEKO-
MEHJIOBaHa K HCIOJb30BAHMIO B y4yeOHOM IpOLECCe HAa 3aCE€AAHUU METOJUYECKOM KOMMCCUM IO
HarpaBieHussiM noarotoBku 38.03.04 u 38.04.04 «['ocygapcTBEeHHOE U MYHHUIMIIAIBLHOE YIpaBiie-
HUE».

[Iporokoin Ne 5 ot «29» mapra 2024 1.

[Ipencenarenb METOAMYECKOW KOMUCCHH
KaHJI. 9KOH. HayK, JOLEHT B.H. Yekapsp

PazpaboTumk:
KaHJ. DKOH. HAayK, JOLEHT H.H. Bonoxos
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1. BBOJIHASA YACTb

1.1. lean ocBoeHUs1 y4eOHOM TUCHMILINHBI

HGHBIO OCBOCHUA yqe6H0171 AUCHUIUIMHBL ABJISICTCA TTOJYUCHUC HGOGXOZ[I/IMBIX TCOPCTUYCCKUX
3HAaHWI W IPUOOpPETeHUE MPAKTHUYECKUX HABBIKOB B OOJIACTH CO3/IaHUSl JIOKYMEHTOB, IPUMEHECHUS
OCHOBHBIX PEKBU3HUTOB, COBEPIICHCTBOBAHUS JOKYMEHTOO00OpOTA

3aoauu oucyunaunsvl - HOPMUPOBAHUE CUCTEMBI 3HAHHM 00 OOIIMX MOJOKEHUSIX JOKYMEH-
TOOOOPOTA U ICTONPOU3BOJICTBA, PEKBHU3UTAX, OCHOBHBIX YIIPABICHYECKHX JOKYMEHTaX

1.2. MecTo yueOHO# q1ucuuiuinHbl B cTpykrype OITIOII BO

I[I/ICI_II/IH.HI/IHa «I[OKYMGHTaI_[I/IOHHoe 06€CH€‘-I€HI/I€ YIIpaBJICHHUA» OTHOCUTCA K JUCHUIIJIMHAM 4Ya-
CTH, popMHUpyeMOl yyaCTHUKaMU 00pa30BaTEeIbHBIX OTHOILIEHUH.

W3ydenne naHHOW IMCUMIUIMHBI Oa3upyeTcs HAa OCBOCHHUU CTYICHTAMHU MPEAIIECTBYIOMIMX
JUCHUIUINH: «PyCcCKuil SI3bIK U KYJIBTYpa peum».

OcBoenune HaHHOﬁ JUCHUITIINHBI HGOGXOI[I/IMO JJI1 Ka4€CTBCHHOI'O OBJIAICHUA AUCLHHUIIIIMHAMMU:
«YTpaBlIeHHE TOCYIAPCTBEHHONH MYHHUITUTIATLHON COOCTBEHHOCTHION;

1.3. Ilnanupyempble pe3yabTaTbl 00y4eHUs M0 JUCHUILINHE, COOTHECEHHBbIE ¢ HHAUKATOPAMM
JOCTHKEHUS] KOMIIETeHIM i

W3yuenne MUCIUILIMHBI HAPABICHO Ha (JOPMHUPOBAHUE YHUBEPCAIBHBIX KOMIETEHINH, He-
00XOAMMBIX Ul pelIeHHs 3a1ad Npo(ecCHOHANBHOM NEATENIBHOCTH U 00ECIIeUMBAIOIINE JTOCTHXKE-
HUE [JIAHUPYEMBIX Pe3yIbTaTOB OCBOCHUS 00pa30BaTeIbHON MPOTrPAMMBI.

[Tnanupyemsbie pe3yabTaThl 00yUCHHS
Kon xom- | Conepxanue Kon u HanmeHoBaHUWE WH-
METeHIUHA | KOMIETeHIIUU JUKaTopa noctwkeHns | @opMupyeMble 3HaHUSI, yMEHUS U HABBIKU
KOMTICTCHIIUN
1 2 3 4
YK-1 Cnocoben  ocy- | YK-1.2 Ompenenser, uH- | 3HaTh: METOALI cOopa W aHaM3a WHQPOpMa-
MIECTBISATh  TO- | TEPIPETHPYET U PAHKHUPY- | UM, OCHOBHBIE MTOAXObI €€ CHCTEeMAaTH3aINN
UCK,  KpuTHue- | eT uHpopMaiuio, Tpedye- | s pelIeHHs MOCTABICHHON 3a/1auu
CKMU aHaNu3 ® | Myl JJIA pEIICHUs I0- | YMeTb:  OCYIICCTBISATh CHUCTEMATH3AIIUIO,
cuHTe3 HMHQOpP- | CTABICHHON 3a1a4n KPUTHYECKUN aHaJN3, OLIEHKY M WHTEPIIpeTa-
Maly, TpuMe- U0 UH(HOpPMAIUH, HEOOXOIUMON TSl perie-
HATL cucTteMHblil | YK-1.3 Ocy1ecTBIsCT | HUA MOCTaBICHHON 3a/1a4l
nojaXox Ui pe- | mouck wuHGopManmu Juis | Baagerb: HaBbIkaMu, HEOOXOJMMBIMU IS
IIEHUA TIOCTaB- | PEIIEHUS  IIOCTABJIIEHHOW | aHAIM3a, WHTEPIpeTallud M KPUTHYECKOU
JICHHBIX 33]1a4 3ala4il 1[0 Pa3IUYHBIM | OIICHKH WH(popMaIryu, TpeOyeMol Juist perie-
THTIAM 3aIPOCOB HUS TIOCTaBJICHHON 3a/1a4H
YK-4 Cnocobern ocy- | YK-4.2 Benmer nenoByio | 3HaTh: OCOOCHHOCTH CTHJIUCTHKHA O(HUITH-
IIECTBIATh JIENO- | IEPETUCKY, YYUTBIBAsI | aTbHOW MHEO(PUITMATLHON IMEPEIICKH Ha PyC-
BYI0O KOMMYHH- | OCOOCHHOCTH CTHJIMCTUKU | CKOM SI3BIKE.
Kallii0 B YCTHOU | OQUIMANBEHBIX W HeodH-
W TIHCbMEHHOW | IMANBHBIX MHCEM, COLMO- | YMeTh: yYUTHIBATH OCOOCHHOCTH CTHJIMCTH-
(hopMax Ha rocy- | KyIbTypHbIE pa3Iuuusi B | KU O(HUIMANBHON W HEOPHUIMATHLHOU Iepe-
JTAPCTBEHHOM (dopmatre KOPPECIOHJICH- | MUCKU HA PyCCKOM SI3BIKE.
si3blke  Poccuii- | MM Ha TOCyAapCTBEHHOM
ckoii @exeparuu | 1 wHOCTpaHHOM  (-bIX) | BiiameTb: CHOCOOHOCTHIO BECTH JICIOBYIO
u WHOCTpaH- | S3bIKaX MIEPETIMCKY Ha PYCCKOM SI3BIKE.
HOM(BIX) SI3BI-
Ke(ax)
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[K-1

CrniocobeH ormpe-
JeNSATh TPUOPH-
TeTel Tpodeccu-
OHAJILHON  Jef-
TEJILHOCTH, Pa3-
pabaTbiBaTh U
3¢ PEeKTUBHO UC-
MOJHATh  YIIPaB-
JICHYECKHe  pe-

IIeHHd, TNpuMe-
HSTD UHCTPY-
MEHTbl U TEXHO-
JOTUH  peryiu-

pyIOILIEro  BO3-
JICUCTBUA  TIpU
peannzanuu
YIPaBICHYECKO-
r0 peIIeHUs

[IK-1.1  JlemoHCTpHpyET
3HaHHWE COACpPKAHHUA Kaj-
poBoii paboThl B rocyaap-
CTBEHHOM (MYHHMIIHUIIATb-
HOM) OpraHe, CTaTyc, TH-
MOBOM COCTaB U OpraHu3a-
[IUOHHO-(DYHKITMOHATHLHOE
cofepKaHUe  JIOJDKHOCT-
HBIX DETJIaMEHTOB, HOPM
JIEUCTBYIOLIETO 3aKOHOJa-
TENbCTBA, OCHOBHBIX IIc-
el cBoedl mpodeccuo-
HAJBHON JesTeNbHOCTH U
ompenenseT MyTH HX J0-
CTIDKEHUS

[IK-1.2 TIlpumenser sKo-
HOMMYECKHE OCHOBHI NpH-
HATHSL  YIPaBIEHYECKHUX
pelieHuii B cdepe aaMu-
HUCTPAaTUBHBIX  IpOIleC-
COB, METOJBI yIIpaBJICHYE-
CKUX pelIeHul, uX mnapa-
METpbl KayecTBa M OCY-
IIECTBICHUS aJMHUHHUCTpPA-
THUBHBIX TIPOIIECCOB

3HATh: NPHUHIMITB U LEHHOCTH COBPEMEHHOU
POCCHUHCKOM  TOCYHapCTBCHHON  CIIY>KOBI;
HOPMAaTUBHO-TIPABOBBIE ~ OCHOBBI ~ TOCyAap-
CTBEHHOW M MYHHUIIMIIAIILHOH CIYOBbI;  TIO-
HATHE W COJICpKaHHWE KaJpOBOW pabOTHl B
roCyIapCTBEHHOM (MYHHIIMIIAIGHOM) OpTaHe;
coJiep>KaHnue OCHOBHBIX ATAIIOB MPOXOXKICHHUS
TOCY/IapCTBEHHOH (MYHHLUIIAIBHON) CITyXK-
Obl; TPUHIUIBI TPHHATHS YIPABICHUYECKUX
peueHui

YMeTh: IPUMEHSTH MMOTYYCHHBIC 3HAHUS IS
MPOCKTHPOBAHKS HOPMATHUBHBIX JIOKYMEHTOB,
OTIPEJISIISIONINX MPOIIEYPhI, HEPAPXHIO, CYO-
OpIMHAIIMIO U B3aHMMOJICHCTBHE B OpraHu3a-
UK ¥ BHE ee (TOJOKEHUsI, aIMUHUACTPATHB-
HBIC W JIOJDKHOCTHBIE PEriaMeHThl);, COCTaB-
JSTh W paboTaTh ¢ JIOMKHOCTHBIMH periia-
MEHTaMH; IIAaHUPOBATh COOCTBEHHYIO Kaphbe-
py u TpodecCHOHAILHBIA POCT, pa3padaThl-
BaTh ¥ 3()(HEKTUBHO HCIONHATH YIpPaBICHYC-
CKHUE pEIeHHUS

Bnaners: HaBbIkaMu pabOThl C HOPMATHB-
HBIMU JIOKYMEHTaMH, pPeriaMeHTHPYIOIIMU
npoeCCHOHANBHYIO  CIYXKEOHYIO JIesiTelb-
HOCTb; aHan3a U dQPEKTUBHOIO NPUMEHE-
HUSI TIEPEZ0BOT0 OTEUYECTBEHHOTO U 3apyOex-
HOT'O OmbITa B cepe KaapoBoil paboThl;, MOA-
TOTOBKH ¥ TIPOBE/ICHHSI OCHOBHBIX MEpPOIIPHSI-
TUI B paMKax MpPOXOXKICHUS TOCYyIapCTBEH-
HON (MyHHLIMIATBHON) cIyX OBl (KOHKYpPC Ha
3aMeIlCHUEe BaKaHTHOH JOJDKHOCTH, aTTecTa-
oSl U T.J.)., TPUMEHSTh aJICKBaTHBIE TEXHO-
JOTHHA TIPU peaTn3alldil  yIpaBICHYECKOTO
peIIeHHS
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2. OCHOBHASA YACTb

2.1. O0beM y4eOHOI JMCHUIIJIMHBI M BUABI Y4e0HOH padoThI

OuHoe
Buna padorsl Bcero yacos/ Cemectp
3a4. eIMHUI
Ne8

AyauTOpHbBIE 3aHATHS (BCEro) 48 48
B ToMm uncie:
Jlexuuu (JI) 24 24
[TpakTnueckue 3anstus (I113) 24 24
JlaboparopHbie pabOTHI
CamocrositeabHast padora cryaenra (CPC) (Bcero) 96 96
B TOM YHCJIC
KypcoBas pabora 0 0
Pabora ¢ ntureparypoit 40 40
Pedepar 6 6
CamonoaroroBka 50 50
CPC B nepuoj npoMeKyTOYHOM aTTeCTAlNH
Bun npomexxyToduHOM 3auer (3) 3 3
aTTecTauu 3ayget c oreHkoit (30)

Dx3ameH (D) - -
HUTOro: 144 144
Oomasn 4acoB
TPYA0EMKOCTh 3a4. eJUHUI] 4 4

[To yueOHOW NUCHMIUIMHE, U3yYaeMOl B T€UEHUE 8§ CEMECTpa, UTOTOBOW OIEHKOW B MPUIIOKEHHUH K
JUIUIOMY YKa3bIBAa€TCs OLIEHKa 3a ceMecTp Ned



Ou4Ho0-3204HOE

Bup padorsl Bcero ya- | Cemectp
coB/
3a4. equ- 9
HHIL

AyIuTOpHBIE 3aHATHS (BCEro) 24 24
B tom unce:
Jlexuuu (JI) 10 10
[TpakTnueckue 3anstus (I113) 14 14
CamocrositesbHas padora crygenra (CPC) (Bcero) 116 116
B TOM YHCIIE
CamononroroBka: mpopaboTKa KOHCIIEKTOB JEKIUH, YU€OHUKOB M Y4eOHBIX 60 60
1ocoOui, MOATOTOBKA K MPAKTHYECKUM 3aHATHUSAM (CEMHHApaM)
Kypcogas pabora - -
IMonroroBka pedepara 10 10
Pemenne yueOHbIX 3a7a4 46 46
CPC B nepuoj npoMeKyTOYHOH aTTeCTAlUH 4 4
Bun npomexyTodHoi 3ayer (3) 3
aTTecTaluu Ox3ameH (9)
HUTOro:
Oomas 4acoB 144 144
TPYA0EMKOCTh 3a4. IMHUIL 4 4

[To yueOHOI nucHumiInHe, U3y4yaeMol B TeueHue 9 cemectpa, UTOTOBOM OIICHKON B MPHIIOKEHUH K

JIUTNIOMY YKa3bIBA€TCs OIlEHKa 3a cemecTp Ne9
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2.2. Conep:xaHue y4eOHOM TN CHUNIITHHBI

Coneprxkanue pasziesoB yueOHOW TUCITUTUTAHBI

Ounoe
Ne cemect- | HammenoBanue Coaeprxanue pasgesia B JMIAKTHYECCKHX eIHHAIAX Konbr unaukaro-
pa pasjena yueo- POB TOCTHKEHUS
HOM aUCUH- KOMIIETCHIU I
IJIMHBI
8 1 1. ITonsiTHE JOKYMEHTO000POTA M AeJONPOU3BOACTBA. VcTOpus pa3BUTHUS AETONPOU3BOI-
CTBa. YIpaBiieHYeCKas JAesITeIbHOCTh U €€ OCHOBHBIEC XapaKTepUCTUKU. OCHOBHBIE TEPMUHBI J10-
KYMEHTAI[MOHHOT'O 00ECIICYCHHUs YITPABICHUYECKOH NesITeTbHOCTH
8 1.2. TpeOoBaHUs K COCTABJIEHUIO U 0()OPMJIEHUIO TOKYMEHTOB. TpeboBanus K 0(OpMIICHHUIO
Moayae 1. Co- | nokymenToB. CocTaB M pacroyiokeHue peKBU3UToB. FOpuanueckas cuia TOKyMEHTa
8 aep:xkanue auc- | 1.3. OCHOBHbBIE JOKYMEHTHI B jiejionpou3BoacTBe. [[prkassl Mo OCHOBHOM aesTenbHOCTH. Pac- VK-12
uumIMHbl.  Oc- | mopsokenust. Pemenust. [Ipotokosbl. AkTel. CiykeOHbIe, JOKIAIHbIC 3aMUCKH. KOHTPAKTHI. YK-I. 3
HOBHBIe BHABI | CripaBku. OOBSICHUTEIBHBIC 3AITUCKH VK- 4'2
8 JAOKYMEHTOB 1.4. lokymeHTBI 110 JUYHOMY cocTaBy. Pestome. Tpynosoii norosop. [Ipukassl no auuHomMy HK-lll,
cocTtaBy. TpynoBble KHIKKU. JIMUHbIE KAPTOUKH HK-l' 2'
8 1.5 IlonsaiTHe M cXeMa opraHu3anuu padoTsl ¢ JOKyMeHTamMu. Opranuzanus XpaHeHus J0Ky- '
MeHTOB. OO6pabO0TKa MOCTYMAONTUX JTOKYMEHTOB.
8 1.6 Ilopsinok padoTsI ¢ OTHPaB/IseMbIMH U BHYTPEHHMMH JOKyYMeHTaMu. Perucrpanus u
KOHTPOJIb UCIIOJIHEHUSI JOKyMeHTOB. CrcTeMaTu3aiys JOKYMEHTOB.
8 1.7 CocTaBiieHre HOMEHKJIATYPHI Ael. DopmupoBanue u opopmieHue aen. Opranuszanus ap-
XUBHOT'O XpaHEHUsI JOKYMEHTOB
8 2.1. CoBpeMeHHBbIE CIOCOOBI CO3aHMs, 00PA0OTKH U MepeIavyu JOKYMEHTOB B /1eJI0NMPOU3-
BoJcTBe. crosb30BaHne NEPCOHAIBHOTO KOMIIBIOTEPA B AEIONPOU3BOACTBE. PaKCUMUIIbHBIE
coobmieHust. CooOImeHust 3IeKTPOHHON mouThI (e-mail). DnexTponHas mudpoBasi MOIHUCH.
8 M 20 2.2 PaGora ¢ JOKyMEeHTaMH, COJepPKAIUMH KOH(pHUIeHIHaJIbHbIe cBefieHus. [ToHsaTre koM- YK-1.2
ORIk p- Mep4YecKoil TaitHbl. CBEACHMS, OTHOCAIIMECS K KOMMEpUecKoil TaiiHe. Opranu3anus padoThl ¢ VK-1.3
gaﬂmauml pa- JOKYMEHTaMHU, COACPKAIUMH KOH(UIECHITNATLHBIC CBEICHUS VK-4.2,
8 M(::T:)Tlaif:a(my- 2.3. Jlen1oBbie 1 KoMMepUeckHne nucbMma. [lonstue, knaccudukanus u crpykrypa nuceM. Cran- IK-1.1.
) JapTHbIE Ppa3bl U BeIpakeHUs. JleTT0BOM STHKET IK-1.2
8 2.4. lIpaBuia u GopMbl KOMMEPYECKON MEePeNnUCKN ¢ 3apy0e:KHBIMH NMAPTHEPAMM.
8 2.5 DJIeKTpPOHHBIE CHCTEMbI JOKYMEHT0000poTa




OuHo0-32049HOE

Ne ce- HaumenoBanue Coneprkanue pasziena B JUIAKTUYECKUX €IUHUIIAX Konbr unau-
MecTpa | paszzaena yueOHOI KaToOpOB J10-
JTUCHUTITUHBI CTUXKEHUS
KOMIIETEHINI

1 2 3 4
9 Moayas 1. Co- | 1 1. IloHaTHE JIOKYMEHT0000pOTAa U JAEJI0NPOU3BOACTBA. IcTOpHS pa3BUTHUS AEIONPOU3BOACTBA. YK-1.2
JAepkaHue ANCHH- | YIIpaBIEHUYECKas ACSITEIbHOCTb U €€ OCHOBHBIE XapaKTepUCTUKH. OCHOBHBIE TEPMUHBI IOKYMEHTAIIMOH- VYK-1.3
mInHbl.  OCHOB- | HOTO 0OecTIeYeHHs YIIPABICHYECKOUN e TEIbHOCTH VK-4.2,
Hble BHABI JOKY- | TpeGoBaHuUs K cOCTABJIEHUIO H 0()OPMJIEHHIO TOKYMEHTOB. TpeGoBaHus K 0hOPMIICHUIO JOKYMEHTOB. IK-1.1.
MEHTOB CocraB u pacnoyioxkeHue pekBu3uToB. IOpuandeckas cuia TOKyMEHTa I1K-1.2
9 1.2. OcHOBHBIE JOKYMEHTHI B 1eJ10NPOoN3BOAcTBe. [IprKka3sl 10 OCHOBHOM AeATenbHOCTU. Paciopsike- YK-1.2
Hus. Pemenus. [Ipotokomnel. AkTel. CityxeOHbIe, JoKIaaHbIe 3anmucku. KonTpakTel. CripaBku. OObsICHU- YK-1.3
TeJIbHBIC 3aITUCKHU VK-4.2,
JdoxkymeHTHI 110 JIMYHOMY cocTaBy. Pestome. Tpynosoit gorosop. IIpuka3ssl o amyHomy cocraBy. Tpy- IK-1.1.
JIOBBIE KHWKKH. JINUHBIE KAPTOUKHU TIK-1.2
9 1.3. IlonsiTHe U cXeMa OPraHu3annu padoTsbl ¢ JoOKyMeHTaMu. Opranu3anus XpaHEeHUs T0OKYMEHTOB. YK-1.2
O0paboTka MOCTYNAIOINX JOKYMEHTOB. YK-1.3
IMopsinok padoThI ¢ OTHIPaBJIsieMbIMUA M BHYTPEHHUMHU JOKYMEeHTaMM. Perucrpanus u KOHTPOJIb UC- VK-4.2,
MOJIHEHUS JOKYMEHTOB. CuctemaTu3anus 10KyMeHTOB. CocTaB/ieHHe HOMEHKJIATYPbI aea. Dopmupo- [IK-1.1.
BaHue u opopmiieHue nen. Opranuzanus apxXuBHOTO XpaHEHUS TOKYMEHTOB IK-1.2
9 Monyan 2 Opranu- | 2.1. CoBpeMeHHbI€e CIOCO0OBI CO31aHUsA, 00PA00TKH M MepeJayH JOKYMEHTOB B J1€JI0ONIPOU3BO/ICTBE. VK-1.2
samust  paboThl ¢ | Mcrmosb30BaHKE MEPCOHATBHOIO KOMITBLIOTEpPA B IET0NPOU3BOACTBE. DakcuMUIbHBIE co0OMmEeHus. Co00- YK-1.3
AOKyMEHTaMH. IICHUs SJIEKTPOHHOM 1ouThI (e-mail). DnexkTpoHHast nudpoBas MOMHCE. YK-4.2,
Pabora ¢ 1okyMeHTaMu, COepPKAINMMHU KOH(PHUAeHINAJIbHbIe cBeeHus. [[oHaTHe KOMMepUeCKOn IIK-1.1.
TaitHbl. CBeleHUs, OTHOCSIIUECS K KOMMepUecKoi TaiiHe. Opranu3zaiys padoThl ¢ JOKyMEHTaMH, COJep- [IK-1.2

KalMMU KOH(QUICHIIMAbHbIE CBEICHHS

9 2.2 Jle1oBble M KOMMepUecKue nucbMma. [lonsrue, knaccuukanys u cTpykrypa nuceM. CTangapTHbIC YK-1.2
(dbpa3bl ¥ BeIpakeHus. [lenoBoi STUKET YK-1.3
IIpaBunia u popMbI KOMMEPUYECKOH NEPENuCKHU ¢ 3apy0e;KHBIMHU MAaPpTHEPAMH JJICKTPOHHBIE CHCTe- YK-4.2,
MBI IOKYMEHT0000poTa IK-1.1.
I1K-1.2

3auét
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2.2.1. Paznesibl y4eOHOM TUCHUILINHBI, BUABI Y4eOHOI J1esiTeIbHOCTH M ()OPMBbI KOHTPOJIS

OuHoe
Buapl yueOHOI A€ TENBHOCTH,
BKJIIOYAsi CAMOCTOSITENILHYIO padoTy @DOpMBI TEKYIETO KOHTPOJIS
Ne HaumenoBanue paznena CTVICHTO
ceMecTpa y4eOHON JUCITUTIITMHBI TYACHTOB YCTIEBACMOCTH (10, Heen !
(B yacax) cemecmpa)
J JIP n3 CPC | Bcero
8 Moayns 1. Conepkanve AUCHUIUIMHBL. OCHOBHBIE BHU/IbI 14 14 50 78 YO-1, I1P-1, I1P-4, ITP-2
JIOKYMEHTOB
Mopyns 2 Opranuzarmus paboThl ¢ JOKYMEHTaMHU. 10 10 46 26 YO-1, ITP-1, ITP-2
3auér YO-3
Hroro 24 24 96 144
OuHo-3a04HOE
Bunbt yaeOHOI e TeNbHOCTH, DopMBI TEKYLIETO KOH-
Ne cemecT- | HammeHoBaHue paszzena yaeOHON TUCITUTIITMHBI BKJIFOYAsl CAMOCTOSTEIIbHYIO pa0dOTy CTY- TPOJISl yCIIEBAEMOCTH
pa JIEHTOB (B Yacax) (o HemensM cemecTpa)
JI JIP I13 CPC | Bcero
9 Monayns 1. Conepxanue AuCUUIUIMHBL. OCHOBHBIE BHBI 6 - 8 60 74 | YO-1, IIP-1, TC-2
JIOKYMEHTOB
9 Mogyns 2 Opranuzainust paboThl ¢ JOKYMEHTaAMHU. 4 - 6 56 66 |YO-1,IIP-1, TC-2
9 3auér - - - 4 YO-4
HUTOI'O: 10 - 14 116 144
IIpumeyanue:

Ilpumeuanue. YO-1 — ycmuwiti onpoc (cobecedosanue); IIP-1 —nucvbmennas paboma (mecmot),; I[1P-4 — nucvmennas paboma (pegpepam); TC-2 —
mexHu4ecKue cpedcmea KOHmpoas (peuterue yueonvix 3aoay);, YO-2 —3auém,




OuHoe
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2.2.2. IlpakTr4yeckue 3aHATHS

Ne ce-
MecTpa

HaumenoBanue  pasgena
y4eOHOM TUCIUTUINHBI

HanmenoBanue npakTUYECKUX 3aHATHN

Bcero
qacoB

8

Moayns 1. Copepxanue
mucuuIuiMHel.  OCHOBHBIE
BH/JIbI IOKYMEHTOB

[Tpaktuyeckoe 3anstue 1 .1. [lonsiTHEe JOKYMEHTOOO0OpPOTa U JIEIOMPOU3BOJICTBA.
HcTopus pa3BUTHS 1€JI0MPOU3BOJICTBA.

VYnpasieHdyeckas 1€ATE€IbHOCTb U €€ OCHOBHBIE XapaKTEPUCTUKH.

OCHOBHBIE TEPMUHBI JOKYMEHTAIIMOHHOTO 00eCIeYeHUs YIIPaBICHUYECKON AesITeNbHOCTH

[TpakTuueckoe 3ansarue 1.2. TpeOboBaHUS K COCTABIECHUIO U O(DOPMIICHUIO JOKYMEHTOB.
TpeboBanust K 0OPMIICHUIO TOKYMEHTOB.
CocTaB u pacrnonoxxeHue pekBu3nuToB. KOpuanueckas cuia JOKyMEHTa

IIpakTnueckoe 3ansatue 1.3. OcHOBHBIE JOKYMEHTHI B 1e10pon3BoACTBE. [IprKka3sl 10 OCHOBHON
nesitenbHOCTH. Pacnopsbkenus. Pemenus. [Ipotokonbl. AkTel. CitykeOHBIC, JOKJIaIHBIE 3aITHCKH.
Kontpaktel. CipaBku. OOBbSICHUTEIbHbIE 3aIIUCKU

[IpakTnueckoe 3anstue 1.4. JJokymMeHTHl mo Ju4HOMY cocTaBy. Pestome. TpymoBoit morosop. I[Ipu-
Ka3bl 110 JUYHOMY COCTaBY. TpyNOBbIE KHWKKHU. JINYHBIE KAPTOUKH

[Tpaxtrueckoe 3anstue 1.5 [MonsTHe u cxema opraHu3anuu padboThl ¢ ToKyMeHTaMu. Opranu3anus
XpaHeHus: JOKyMeHTOB. OOpaboTKa MOCTYMamuX JOKYMEHTOB.

[Topsimox paGoThI ¢ OTHPABISEMbIMHA U BHYTPEHHUMU JOKYMEHTaMH. Perucrpaius 1 KOHTPOJIb HC-
IMMOJIHCHUS JOKYMCHTOB.

Cucrematu3zanus 1okyMeHToB. CocTaBieHHe HOMEHKIATYphl aeia. dopMupoBanue u opopmiieHne
nen. Opranu3anus apXxuBHOIO XpaHEHUsI JOKYMEHTOB

[Tpaktuyeckoe 3anstue 1.6 [opsaok paboThl ¢ OTHPABIsIEMbIMA U BHYTPEHHUMH JOKyMeHTaMu. Pe-
THCTpanus ¥ KOHTPOJIb UCIIOHEHHs JOKYMEHTOB. CHUCTeMaTH3aus JOKyMEHTOB.

[TpakTuueckoe 3anarue 1.7 CocraBieHre HOMEHKIATYpHI aen. DopmupoBanue u opopmiieHHE Jed.
Opranusanys apXuBHOTO XPaHEHHUsI IOKYMEHTOB

Monayns 2 Opranu3anus
paboThI ¢ JOKYMEHTaMH.

[Tpaktrueckoe 3anstue 2.1. CoBpeMeHHbIE CTIOCOOBI CO3/1aHusl, 00paOOTKU U TIepeaadn JOKYMEHTOB
B JICIIONPOU3BOICTBE. VCIONIb30BaHNE IEPCOHAIBHOTO KOMIIBIOTEPA B JEIONPOU3BOACTBE. Dakcu-
MUJIbHBIE co00mIeHHs. COOOIIEeHNs AJIEKTPOHHON MOYTHI (e-mail).

[IpakTruyeckoe 3anstue 2.2 PaboTta ¢ JOKyMEHTaMH, COJIEpKAIUMH KOH(UACHIIUAIEHBIC CBEICHHS.
[TonsiTne komMmmepueckoi TaitHbl. CBeIEHUS, OTHOCSIIMECS K KOMMEPYECKOM TailHe. 3anuTa JOKY-
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MEHTOB, COJIEPXKALUX KOMMEPUECKYIO TalHy.

[Tpaktrueckoe 3anstue 2.3. JlenmoBeie u kKomMMepueckue nucbMa. [loHsTre, Kaccudukaius u CTpyK-
Typa nuceM. CtanaapTHbIe (Ppa3bl U BBIPAKEHHUSL.

[TpakTuueckoe 3ausarue 2.4. [IpaBuna u (popMbl KOMMEPUYECKO MEPETHCKU C 3apyOeKHBIMU MTAPTHE-
pamu. J{eToBOM ATUKET

[TpakTrueckoe 3aHsTHE 2.5 DIEKTPOHHBIE CUCTEMBI JJOKYMEHTO000pOTa

Ou4Ho-32049HOE

Ne ce-
MecTpa

HanmenoBanue paszgena
y4eOHON JUCITUTIITMHBI

HanmenoBanue npakTUYeCKUX 3aHATHN

Bcero
JacoB

9

1. Beenenue B ympaBiie-
HUE MYHUITUTIATEHON
COOCTBEHHOCTBIO

[Tpaktrueckoe 3anstue 1.1. [loHsiTHE TOKYMEHTOOOOPOTA U JCIONMPOU3BOACTBA.
Hcropus pasBuTHs 1€I0IPOU3BOACTBA.

VYnpasieHdyeckas 1€AT€IbHOCTb U €€ OCHOBHbBIE XapaKTEPUCTUKH.

OcHOBHEIE TCPMUHBI JOKYMCHTAIITUOHHOI'O OGGCHG‘-IGHI/ISI ynpaBHqueCKOfI ACATCIIbHOCTHU

[Ipaktrueckoe 3anstue 1.2. TpeGoBaHUS K COCTABICHUIO U OPOPMIICHUIO TOKYMEHTOB.
TpeboBanust kK 0(pOPMIICHUIO TOKYMEHTOB.
CocraB 1 pacroioxeHue pekBu3uToB. FOpuandeckas cuia JOKyMEHTa

IIpakTnueckoe 3ansatue 1.3. OCHOBHBIE JOKYMEHTHI B €101pon3BoACTBE. [IprKka3sl 10 OCHOBHON
nesitenbHOCTH. Pacniopsbkenus. Pemenus. [Ipotokonbl. AkTel. CitykeOHBIC, JOKJIaIHBIE 3aITHCKH.
KonTtpaktel. CipaBku. OOBbSICHUTEIbHbIE 3aMIUCKU

IIpakTnueckoe 3anstue 1.4. JlokyMeHTsl o IM4HOMY cocTaBy. Pestome. Tpynosoii norosop. Ilpu-
Ka3bl 110 JINYHOMY cOCTaBy. TpyaoBble KHWXKKHU. JINUHbIE KApTOUKU

[TonsaTHe 1 cxema opraHu3auu padoTsl ¢ JoKyMeHTamMu. Opranuzanus XpaHeHus 1oKkyMmeHToB. O0-
paboTKa MOCTYNAOUINX JOKYMEHTOB.

[Topsiiok paboThI ¢ OTHPABISIEMBIMUA U BHYTPEHHUMH JOKYMEHTaMH. Perucrpaiust 1 KOHTPOIb HC-

ITOJIHEHUS JOKYMEHTOB.

Cucremaru3zanus 1okyMeHTOB. CocTaBieHne HOMEHKIATYphI aen. dopmupoBanue u opopmieHue

nen. Opranusanus apXuBHOIO XPaHEHHsI JOKYMEHTOB

[Topsimok paboThI C OTHPABISIEMBIMHA U BHYTPEHHUMH JOKYMEHTaMH. Perucrpaiust 1 KOHTPOJIb HC-
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IIOJIHEHUS JOKYMEHTOB. CHcTeMaTn3anus JOKyMEHTOB.
CocraBieHne HOMEHKIATypsl aen. @opmupoBanue u opopmienue aen. Opranuzanus apxXUBHOTO
XPaHEHUs JOKYMEHTOB

2. CTaHOBJICHHE U Pa3BH-
THE WHCTUTYTa MYHHIIU-
MaJIbHOM COOCTBEHHOCTH
B Poccumn

[TpakTuueckoe 3ansarue 2.1. CoBpeMeHHBIE CIIOCOOBI CO31aHus, 00pabOTKU U mepeaadn JOKYMEHTOB
B JICTIONIPOU3BOICTBE. VICIob30BaHHe IEPCOHAIBHOTO KOMIBIOTEPA B IEIOTPOU3BOACTBE. DakcH-
MUIbHBIE co00meHus. CoOOIIeH s AIeKTPOHHON MouThI (e-mail).

[TpakTrueckoe 3ansTue 2.2 Pabota ¢ moKkymMeHTaMu, COIep aIMMHU KOH(DUIEHIIMATbHBIE CBECHUSI.
[Tonsitue koMmmepueckoi TailHbl. CBEJIEHUSI, OTHOCSIIHNECS K KOMMEPUYECKOM TaliHe. 3aluTa JOKY-
MEHTOB, COJICPKAINX KOMMEPUYECKYIO TalHY.

[TpakTuyeckoe 3anstue 2.3. JleaoBbie 1 kKoMMepueckue nucbMa. [lonsrue, knaccuduxanus u
cTpyKTypa nuceM. CTaHaapTHbIE (pa3bl U BEIPAXKEHUSI.

[TpaBuia u popmMbl KOMMEPUECKON MEPENUCKH C 3apYOEKHBIMU MMAPTHEPAMHU. J{eI0BOM ATUKET
DNEeKTPOHHBIE CUCTEMBI JOKYMEHTO000POTa

Htoro

20
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2.3 CAMOCTOATEJBbHASA PABOTA CTYJAEHTA

Buasl CPC
Ounoe
Ne ce- HaumenoBanwue pa3nena yueOHOU JUCIUILTAHBI Bunsr CPC Bcero gacos
MecTpa
8 Monyins 1. Coneprxanue nucuuinabl. OCHOB- [IpopaboTka nekunid, yaeOHON 1 METOUYECKOM JTUTEPATYPHI. 30
HbI€ BUJIbI JOKYMEHTOB
Hanwucanue pedepatos k pazzgeny 1 14
[ToaroroBka K TECTUPOBAHUIO 6
8 Monayns 2. Opranuzanust paboTsl ¢ JokyMmeHTa- | [IpopaGoTka jekiuii, yaeOHOM U METOINYECKOM TUTEpaTyphI. 30
MHU.. [ToaroroBka K TECTUPOBAHUIO 16
HNTOI'O yacoB B cemecTpe: 96

Ou4Ho-32049HOE

Ne ce- HaumenoBanue pasnena yd4eOHOM JTUCIUTUIMHBI Buner CPC Bcero gacos
MecTpa
9 Monyins 1. Conepkanue nucuuinabl. OCHOB- CamoroaroroBka: mpopaboTKa KOHCIEKTOB JIEKIUH, yueo- 30
HbI€ BU/IbI JOKYMEHTOB HUKOB M y4eOHBIX MOCOOUH, MOArOTOBKA K MPAKTHUYECKUM
3aHATHUSIM (CEMUHApam)
Pemenne yaeOHbIX 3a1a4 20
[TonroroBka pedepara 10
9 Monyns 2. Opranuzanusi paboTsl ¢ JoKyMeHTa- | CaMOmoAroToBKa: mpopaboTKa KOHCIIEKTOB JICKIIUMA, y4eO- 30
MH.. HUKOB M y4eOHBIX MOCOOUH, MOATOTOBKA K MPAKTUYECKUM
3aHATHUSM (CEMUHApam)
Pemenne yaeOHBIX 331249 26
HUTOI'O yacoB B cemecTpe: 116
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3. OBPA3BOBATEJIBHBIE TEXHOJIOI'MA

Ounoe
No HaunmenoBanue pa3znena IUCHUIIIMHBI Bunpr yueGHO#M O6pa3zoBarenbHbie TeXHONMOTHU | OCOOEHHOCTH
cemecTpa paboThI IPOBECHUS
3aHATUH
(MHAMBUY-
ajgbHbIE/
TPYIIIOBEIE)
8 Moayns 1. Conepxanue mucruriuebl. | Jlekous Ne 1.1,1.2,1.3,1.4,1.5, 1.6, 1.7 Jlekuus - BU3yanu3zauus, Myib- | ['pynmoBbie
OcHOBHbBIE BUJIbI JOKYMEHTOB TUMEIUMHbIE  JIEKI[UU, IMpO-
OJIeMHOE U3JI0KEHHE
[IpakTrueckue 3aHATHS Pemenue npakTuko- | ['pynmossie
Ne1.1,1.2,1.3,1.4,1.5,1.6, 1.7 OpPHEHTHUPOBAHHBIX 3a7a4
8 Mopyns 2. Opranm3anus paboTsl ¢ T0Ky- | Jlekmus Ne 2.1,2.2,2.3,2.4, 2.5 Jlekuus - BU3yanu3auus, Myib- | ['pynmoBbie
MCHTaMH. TUMEIUMHbIE  JIEKI[UU, IMpO-
OJIeMHOE U3JI0KEHHE
[IpakTrueckue 3aHATHS Pemenue npakTuko- | ['pynmossie
Ne2.1,2.2,2.3,2.4,2.5 OPHEHTHUPOBAHHBIX 3a7a4

NuTepaxkTuBHbIe Yackl - 50%
- nexnuu - 10 gacos,
- IpakTuyeckue 3auaTus - 10 gacos
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OuHo0-32049HOE

Ne HanmenoBanue paszaena JUCHUIIINHBI Bunsr yueOnoi Ob6pa3oBarenbHble TeXHOMOTUU | OcOOEHHOCTH
cemecTpa paboThI IIPOBEICHUS
3aHATHI
(MHABUTY-
anbHbIe/
TPYIIIOBEIC)
9 Monyne 1. Conepxanue pucuuiuidebl. | Jlekums Ne 1.1,1.2,1.3 Jlekuus - Bu3yanusauus, Myib- | I'pynmnossie
OcHOBHBIE BUJIbI TOKYMEHTOB TUMEIUWHbIE  JIEKI[UH, IIpO-
OJIEMHOE M3II0KEHUE
[IpakTHueckue 3aHATHS Pemenue npakTuko- | ['pynmoBsie
Ne1.1,1.2,1.3,1.4, OPHEHTHUPOBAHHBIX 3a7a4
9 Monyns 2. Opranusanus paboTsl ¢ 10Ky- | Jlekmus Ne 2.1,2.2 Jlekuus - BU3yanu3zauus, Myib- | ['pynmoBbie
MEHTaMH. TUMEIUMHbIE  JIEKI[UU, IpO-
0JIEeMHOE M3JI0’KEHHE
[IpakTueckue 3aHATHS Pemenue npakTuko- | ['pynmossie
No2.1,2.2,2.3 OPHEHTHUPOBAHHBIX 3a7a4

3aHsATHSA B HHTEPAKTUBHOM (popMe B o0beme: Jieknuu — 10 yacos.

B uckmounTenpHBIX CTydasx MPUMEHSIETCS SJISKTPOHHOE 00yUYeHHE U IMCTaHITMOHHBIE oOpa3oBatenbHble TexHomoruu (D0 u J10T), Bkimovas rposesie-
HHUE TEKYIIEr0 KOHTPOJIS YCIIEBAEMOCTH 1 MIPOMEXYTOYHOM arrecTanuu. Peamm3anus nporpaMMbl JUCHUILUIAHEI ¢ kcnoib3oBanueM D0 u JIOT ocyiecTBiseT-
Cs IO YCMOTPEHHUIO BEAYILETO MPENo/IaBaTesl C y4ETOM TEXHUUECKUX BO3MOXKHOCTEH 00YUaIOLIMXCs ¢ UCTIOJIB30BAHMEM MPOTPAaMMHBIX CPEICTB, oOecrieurnBa-
roux npuMeHenue 31neMeHToB D0 u JIOT B MIHCTUTYTE, TyTEM CUHXPOHHOT'O ¥ ACHHXPOHHOTO B3aUMO/IEHCTBHS, K KOTOPBIM MOT'YT OTHOCHTBCSL:

- BNIEKTpOHHAsI HUH(POPMAITMOHHO-00pa3oBarenbHas cpefa MHcTuTyTa;

- TpynmoBas roiocoBasi KoH(pepeHius B MecceHmkepax (Aumexc.Meccenmkep, VK Teams);

- TPYNIIOBOM YaT B MecceH pkepax SHnekc.Meccenpkep, corpanbHoi cetn BKonTtake;

- OHJIaiH BueokoHpepeHuus B SAnnexc. Tenemocr;

- BUZICO3AITICH JIEKIMIA Mearorndeckux padoTHUKOB MHCTHTYTa, pa3sMelIEHHbIEe Ha Pa3IMYHbIX BUICOXOCTHHIAX (HalpUMeEp, Ha KaHallax IMperoaBare-
JIe) W/WiM 00JIauHbIX XpaHwMIax (Hanpumep, SAxnaekc.Juck).
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4. OIEHOYHBIE CPEJCTBA JJI TEKYIIEIO KOHTPO.JISI YCIEBAEMOCTH U PE3YJbLTATOB OCBOEHUS YYEBHON

JAACHUIIVIMHBI MOAYJI5)
4.1.Buabl KOHTPOJISI M ATTECTAIUM, (DOPMBbI OLIEHOYHBIX CPEICTB
OuHoe
Ne Kopp! nagukatopoB | Bunasl kon- | HanmeHoBaHue pa3iena yueOHOM AMCHUTIIMHBI Ouenovnble
ceMecTpa | JOCTIDKCHHSA KOM- | TPOJISl U aT- cpencTBa
eTCHIHH TecTanuu ®opma KoanuectBo Bo- | Koi-Bo He3a-
(BK, Tar, NPOCOB M 3a/1a- BHCHMBIX Ba-
HpAT*) HUH PHAHTOB
8 VK-1.2, VK-1.3, Mogyns 1. Conepxkanue AUCHUILIUHBL. OCHOBHBIE BHJIBI VO-1 20 -
YK4.2, TIK-1.1., JIOKYMEHTOB I1P-1 40 2
MK-1.2 Tar-1 P2 3 1
I1P-4 11 1
8 VYK-1.2, YK-1.3, Monyns 2. Opranu3zanus padoThl C JOKYMEHTaMH. YO-1 22 -
YK-4.2, IIK-1.1., IP-1 40 2
MK-1.2 Tar-2 P2 3 1
TC-2 3 1
IIpAT 3auér VO-3 52
OuHo-3204HOE
Ne Kopp! naaukatopoB | Bunasl kon- | HaumeHoBaHue pa3aena yueOHOMH AMCHUTIMHBI Ouenovnble
ceMecTpa | JOCTIDKCHHS KOM- | TPOJISl U aT- cpeacTBa
TeTeHIMH TecTaltuH ®opma KoJuuecrBo Bo- | Kou-Bo Hesza-
(BK, Tar, IPOCOB W 3a/1a- | BHCHMBIX Ba-
IIpAT*) HHii PHAHTOB
9 YK-1.2, VK-1.3, Monyns 1. Comeprkanre qUCTUTUTHHBI. OCHOBHEIE BHIIBI YO-1 20 -
VK42, TIIK-1.1., JIOKYMEHTOB I1P-1 40 2
MK-1.2 Tar-1 P2 3 1
I1P-4 11 1
9 VK-1.2, YK-1.3, Mopnyne 2. Opranusariust paboThsl C JOKYMESHTaMH. VO-1 22 -
YK-4.2, IIK-1.1., I1P-1 40 2
MK-1.2 Tar-2 P2 3 1
TC-2 3 1
MpAT 3auét YO-3 52

4.2. IlpumepHsbie TeMbl KypcoBbIX pador — [IP-5 - orcyrcrByloT




18

4.3 IPUMEPHBIE TEMbI PE®EPATOB (ITP-1)

I'OCT P 6.30 - 2003.

HopMmaTuBHbIE TOKYMEHTHI 110 CTaHIAPTU3AIMH B 00JIACTH TOKYMEHTALIUU.
Cucrembl TOKyMEHTALINH.

TpeGoBaHMsI K COCTABICHUIO U 0OPMIICHUIO TOKYMEHTOB.

CoBpeMeHHBIE, HIEKTPOHHBIE, CIIOCOOBI 0(OPMIICHUS TOKYMEHTAIIHUH.
TexHuKa co3aHus JOKYMEHTOB B (DYHKIIMOHAJIBHOM 00JIaCTH 1€ATEIbHOCTH.
TumnoBsle THCTPYKLUU 110 1ETOIPOU3BOJICTBY.

[IpaBuna u GopMBI AETOBON U KOMMEPUYECKOM TIEPETTHCKHU.
HopmaruBHO-MeToquueckas 6a3a aemornpon3BoACTBa.

[TonroroBka u opopmiieHHE JOKYMEHTOB.
Opranu3anroHHO-PacTIOPAIUTEIbHBIC TOKYMEHTHI.
HNupopmaninoHHO-CIIPaBOYHbBIE TOKYMEHTHI.

JIOKyMEHTBI KaJpOBOM CITYKOBI.

JlokyMeHTupOBaHuE AEITENbHOCTH KOJIETHAbHBIX OPIaHOB.

10 JIOKyMEHTUPOBaHHE KOMMEPUYECKUX OTHOLIEHUM.

11. Opranusanus J0KyMeHTOO00pOTa.

NPE W0 R W~

4.4. Tectbl Tekymero kourpoJsi — [HP-1

1. BeiGepuTe npaBUIIbHBIA BApUAHT OTBETA:

a) IOKYMEHTOBEJIEHUE — IIPOLIECC U3YUYEHHUS YIPABIECHYECKUX JOKYMEHTOB JUIsl IPABUIIBHOTO UX CO-
CTaBJIeHUS U 0OPMIICHUS,

0) ITOKYMEHTOBEJECHUE — Hay4Has IUCIMIUIMHA, U3ydalollas 3aKOHOMEpPHOCTH (OPMHUPOBAHUS U
(GYHKIIMOHUPOBAHMS CUCTEM JTIOKYMEHTAILIMOHHOTO 00ecTIeueHHs YIIpaBJICHHUS,;

B) JOKYMEHTOBEJIECHUE — YMEHHE MPaBHIBHO COCTABIIATh, OPOPMIISATh, PETUCTPUPOBATH, UCTIOIHATh
U XpaHUTh YIPaBIECHYECKUE TOKYMEHTBHI.

2. BepHo 5 yTBepiKJICHHE: OCHOBHOM 3a7a4eil JOKYMEHTAIIMOHHOTO OOECTICYCHUS YIIPABJICHHS SIB-
JSIeTCsl, MPEeXAe BCEro, CO3AaHUE MMEIOIIMNX IOPUINYECKYI0 CHIIY JTOKYMEHTOB, TO €CTh 3allUCh UH-
dbopMmaruu 1o mpaBuiiaM, YCTaHOBJIEHHBIM HOPMATUBHBIMU aKTaMH WJIM BRIPAOOTaHHBIM TPaIuLUeii?
a) BEPHO;

0) HEBEPHO.

3. CpencrBamMu IOKYMEHTUPOBAHUS MOTYT OBITh:

a) TMpOoCThie Opyaus (PydYKH, KapaHJAIlld) U MEXaHHYECKHUEe U DJICKTPOMEXaHUYECKUEe cpencTBa (Iu-
IIyIHe MaITUHKN, MAarHUTO(OHBI, TUKTO(OHBI, (OTO-, KHHO-, BUJICOTEXHUKA);

0) KOMIIbIOTEPHASI TEXHUKA,;

B) BCE BBIIIICNIEPEUNCIICHHBIE CPEJICTBA.

4. COBOKYITHOCTh B3aMMOCBSI3aHHBIX MPOLIEAYD, 00CCIICUNBAIONINX JABIKEHHE TOKYMEHTOB B y4pe-
JKACHUH ¢ MOMCHTA UX CO3JaHUA WKW NOCTYIJICHUS U JO 3aBCPIICHHUA UCIIOJIHCHUS UK OTIPABKU —
3TO:

a) TOKyMEHTO000pOT;

0) TOKYMEHTOIIOTOK;

B) OpraHu3anus padoThl C JOKyMEHTaMH.

5. DneMeHThl TOKyMEHTA Ha3bIBAIOTCA:
a) ero COCTaBHBIMU YaCTSAMU;

0) peKBU3UTAMH,

B) CITy’)K€OHBIMH OTMETKAMHU.
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6. PexBusuthl «I'ep6 Poccutickoit @enepanuny, «I'epd cydobekra Deaepanun» u «IMoOIemMa opraHu-

3allun» ABJISAKOTCA:
a) B3aMMO3aMEeHSIEMbIMU;

0) B3aMMOIOTIOJTHSFOILIMH
B) B3aMMOMCKJTIOYAIOIIIUMH.

9

7. HammenoBaHue OopraHusanuu, SIBIISTFOILICHACSI ABTOPOM JOKYMCHTA, OOJIKHO COOTBETCTBOBATH

HaMMCHOBAHUIO:

a) BOCIIPOM3BEICHHOMY Ha IIe4aTu OpraHu3alluy;

0) 3aKpeIICHHOMY B YUPEAUTEIbHBIX JOKYMEHTAX;
B) YTBEP)KJICHHOMY BBIIIECTOSIICH OpraHUu3aInei.

8). CripaBo4HBIC JaHHBIC 00 OPraHU3AIMK BKIIOYAIOT:
a) TMOYTOBKIN apec OpraHu3aIuy;
0) MOYTOBBIN aapec U HOMepa Telie(POHOB;

B) MOYTOBBIN ajgpec, HOMepa Tesle(hOHOB M APYrue CBEICHMS IO PELICHUIO OpraHu3aluu (HoMepa
¢dakcoB, cueToB B OaHKe, aapec daeKTpoHHOU mouThl, WEB-cTpanuiel B IHTEpHETE, HOMED U ATy

JULEH3UH U JIp.).

9). BepHo 11 yTBEpKACHME: HAUMEHOBAHUE BU1A JOKYMEHTA MPOCTABIISETCS HA BCEX JOKYMEHTax?

a) BEPHO;
0) HEBEpHO.

10. JlaToif toKyMeHTa SIBISETCS:

a) J1aTa ero COCTaBJICHUS,
0) aTa ero moAnrucaHus;

B) Jara €ro MOJIWCAHUSA WU yTBEPXKICHUS, JJIA MPOTOKOJA — JaTa MPOBEIACHUS 3acEelaHUs WU

MMPUHATHA PCUICHUS, JIS aKTa — JaTa COOBITHSL.

11). Peructpannonssiii HOMep JTOKyMEHTa

a) MPEeJICTaBIIsIeT COOOM MOPSIAKOBBIN HOMEP JOKYMEHTa M MOYKET JOTOIHATHCS WHIIEKCAMHU;

0) COCTOUT M3 MOPAIKOBOIO HOMEPA JTOKYMEHTA;

B) COCTOUT U3 MOPSIKOBOTO HOMEPA IOKYMEHTa U BCET/a TOTOJIHICTCS] HHACKCAMU.

12. PexBU3UT «azpecar yKa3blBAeTCS:

a) Ha BCEX JIOKYMEHTax;
0) B mUchMax;
B) B IMCbMax M IpUKa3ax.

13. Beibepure npaBuiIbHBIN BapuaHT rpuda yTBEpKICHUS:

a) YTBEPXJAIO
I'enepanbHbBI AUPEKTOP
3A0 «'pana»

ITonnmucey A.B. JlamkoB
02.09.2006

0) «YTBEPXXIAIO»
I'enepanbHbI AUPEKTOP
3A0 «'pano»

[Monmucey A. B. JlamkoB
02.09.2006

B) YTBEPXXJIAIO
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I'enepanbHbIil JUPEKTOP
3A0 «I'pang»
[Toanucey A. B. [lamkoB
02.09.2005
14. Pe3omronus BKIIOYACT:
a) GaMUJIHIO UCTIOTHUTEIS, COACPIKAHNE TTOPYUEHHUSI, CPOK MCTIOJTHEHNS,
0) (haMuIINIO UCTIOMHUTEIS, COJCPIKAHUE TOPYICHUS, CPOK HCIIOTHEHHUS, TIOJIITUCH PYKOBOIUTEIS,
B) (haMUIMIO MCTIOTHUTENS, COCpKAHUE MOPYUEHHUS, CPOK MCIIOJHEHUS, TIOJINUCh PYKOBOIUTENS U
JIaTy TOIMUCAHUS.

15. OT™MeTKa 0 KOHTPOJIE CTABUTCS:

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

B) Ha IIPaBOM I10JI€ IOKyMEHTA.

16. TekcT qOKyMeHTa, KaK MIPaBUJIO, COCTOUT U3:
a) OJIHOM YacTH;
0) IByX HacTei;
B) TPEX YacTeH.

17. Pa3enbl TeKCTa HyMEPYIOTCSL:

a) apaOckumu 1udpamu;

0) pUMCKUMU 1 apaOCKUMH LU(ppaMu;
B) OYKBEHHO-ITU(POBBIM CIIOCOOOM.

18. B pacniopsiAuTebHBIX JOKYMEHTAX CBEACHUS O HAJIMYMH MPUIIOKEHUN YKa3bIBAIOTCS:
a) B OTMCTKC O HAJIMYUU ITPUIIOKCHUS,

0) B TEKCTE TOKYMEHTA,

B) B [IPaBOM BEPXHEM YIUIy IOKYMEHTA.

19. Iloanuck BKIIIOYAET:

a) HAaMMEHOBaHUE JOJHKHOCTH JIMLIA, MOAMKCABIIET0 JOKYMEHT (C YKa3aHHEeM MpeANpUsaTus, eciu J10-
KyMEHT 0(hOopMJICH HE Ha OJIaHKE), JINYHYIO MOAMUCH U €€ paciin(poBKY, 1aTy MOAMUCAHUS;

0) HauMEHOBaHME JOJKHOCTH JIMLA, TOAMKCABILEr0 JOKYMEHT, IMYHYIO MOANUCH U ATy,

B) HAUMEHOBAHUE JIOJDKHOCTH JIUIA, MTOMUCABIIETO JOKYMEHT (C YKa3aHUEeM MPeNNpUsThs, €CI J10-
KYMEHT 0()OpMJICH He Ha OJIaHKE), TNYHYIO TIOJMHUCH U €€ PacIiIu(pPOBKY.

20. [Ipu moanmMCcCaHUU TOKyMEHTA HECKOJIBLKAMH JIOJKHOCTHBIMH JIMIIAMHU MX TIOATMCH PACIIONararoT
a) OJIHY TIOJI IPYTOM B TIOCIIEIOBATEIILHOCTH, COOTBETCTBYIOIIEH 3aHUMAeMON JTOJDKHOCTH, TIPU TTO-
MUCAaHUU JIOKyMEHTa HECKOJIbKHMH JIMIIAMH PaBHBIX JOJDKHOCTEH MX TOANMCH PACIIONararoT Ha Of-
HOM YpOBHE;

0) oTHY TIOJT IPYTO# B MOPSIKE OYEPEITHOCTH IO MUCAHUS JJOKYMCHTA,;

B) B aJi()aBUTHOM TOPSIJIKE.
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4.5. TEXHUYECKHUE CPEACTBA KOHTPOJIA (PEHIEHUE YYEBHBIX 3ATAY) —
TC-2
3aganue 1. CocTaBbTe H 0(pOPMHTE NMPUKA3BI 10 OCHOBHOM 1eATeJIbLHOCTH, U APyIrue
pacnopsiiuTeJbHble JOKYMEHThI, He00X0MMbIe B JAHHBIX YIIPABJEHYECKHX CHTYalUsAX.

Curyanus 1.

Ha MockoBckoM KOMOMHATE MO MPOM3BOJCTBY MY3BIKQIbHBIX WHCTPYMEHTOB U Mebenu
(rocynapcTBEeHHOE MpEANpUATHE), KOTOPbIi BXoaUT B KoHIIepH Mo pa3paboTke U MPOU3BOJCTBY MPO-
OYKIUU My3bIKaibHOU npoMbinuieHHocTd (POCMY3IIPOM), neiictByer IlonoxeHnue o mpeMupoBa-
HUU PYKOBOJIUTEJIEH IIEX0B, OTACIIOB U CIykK0, yrBepxkaeHHoe 05.01.2003 Ne 27.

12 anpens Tekymero roaa aqupexkrop komOunara B.M.JlaproHOB mopyums1 Ha4aabHHUKY OT/e-
Ja Tpyna u 3apabotHou matel MapkoBy H.I'. paccuuTaTts pasmep npeMun pyKOBOJIUTEISM OTICIIOB,
IIEXOB M cIyk0 KOMOMHATa 110 UTOraM padoThI 3a MEPBBIA KBapTai K 15 anpens, a rmaBHOMY Oyxrai-
tepy komOunara Tpommnoi C.I'. — opraHn3oBaTh BeIIUIATY MpeMuH K 20 anpessi TeKYIIero rojaa.

HavansHuk miaHoBo-3koHOMHYecKoro otaena MareeeBa C.H. u rmaBubiif Oyxranrep Tpo-
muHa C.I'. 3aBU3UpOBaM IPOEKT MpHUKa3a TUPEKTOpa KOMOWHATA.

Curyanus 2.

A.H.lllunos, npeacenarens PoOcCHICKOrO areHTCTBa MEXIYHAPOJIHOIO COTPYIHHYECTBA U
pa3BuTHs (rocynapcTBeHHast opranuszanus npu [pasutensctee PD), 24 deBpans Tekyiiero roja mo-
PYYHIT CTPYKTYPHBIM NOJAPA3JEICHUSM areHTCTBAa COBMECTHO C INPEACTAaBUTEISIMHU [ OoCKOMUMYyIIle-
ctBa Poccun k 10 anpesnst oAroTOBUTh MPOEKT MPOrpamMMbl IPUBJICUEHHS] HHOCTPAHHBIX WHBECTULMI
K MpoIlecCcy aKIIMOHUPOBAaHHUS IOCYAapCTBEHHBIX npeanpusatuil. [lopyuenue Ob1I10 1aHO BO UCTIOIHE-
Hue nocraHoBieHus [IpaBurenscrBa PO ot 24 ¢espans Tekymiero roga Ne 246 I'maBHOMy ympasie-
HUIO OTPACJIEBbIX MHBECTULHOHHBIX MPOrpaMM, [ JTaBHOMY AOTOBOPHO-IIPABOBOMY YIIPABICHUIO U
['maBHOMY ynpaBiI€HUIO CTPAaTErMu U MHBECTUPOBAHUS.

[TpoexT mpuka3za mpenceaaTenss areHTCTBa ObUT 3aBH3UPOBAH €ro MEPBHIM 3aMECTHTEIEM
J.H.®enopoBelM M HadanbHUKOM [J1aBHOTO JOrOBOPHO-IPaBOBOro ympasieHus I.B.MnbuHbiM.
KoHTposb 3a ucnomHenueM npukasza owi1 Bo3ioxeH Ha JI.H.denoposa.

Curyanus 3.

Hupexrop OO0 «Meuray [TomsikoB B.M. 10 okTs6pst TeKyIIero roja u3aai Mpukas3 o mpoBe-
JIEHUY WHBEHTapH3aI[ii TOBAPHO-MaTEePHAILHBIX IICHHOCTEH Ha ckiiane npeanpustus. OH Ha3HAYHIT
KOMMCCHIO TMOJI MPEICEeIaTeIbCTBOM KOMMepUecKoro nupekropa 3onorapesa E.W. . B cocraB komuc-
CHH BOIILIH I1aBHBIA Oyxrantep Bonoauna E.H. u Oyxrantep MBanosa B.C. . B npuxka3ze 6110 nopy-
YEHO MPEJCTABUTHh HA YTBEPKICHHUE JOKYMEHTBI CKJIQJICKOTO y4eTa (M0 COCTOSIHHIO Ha 1 OKTSIOps) u
OTYeTHl 00 OCTaTKaxX TOBapHO-MaTEPHAIBHBIX IIEHHOCTEH (10 cocTossHUIO Ha 10 okTa0ps) k 15 ok-
TAOPSL.

[TpoexT mpukasa ObUT 3aBU3UPOBAH SKOHOMHUCTOM Tipeanpustis Mutunoit O.A.
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4.6 CIIMCOK BOITPOCOB K 3AUYETY (YO-3)

Ne Bo-

Konpr unankaTtopon

Bomnpocsl TOCTYOKEHUS
fipoca KOMIIETCHIIUH
1 2 3
l. Metoap! cOopa 1 aHaIn3a HHPOPMAITUH.
2. OCHOBHBIE TTOJIXO/IbI CHCTEMATH3AIMH HH(HOPMAITIH
3. Bupl 1em1oBoii KOMMYHUKAIIAH.
4. JlenoBas nepenucka
5. NHCTpYMEHTBI U TEXHOJIOTUU PETYJIUPYIOLIETO BO3ICUCTBUS MPU pe-
aIM3al1K YIPABIEHYECKOTO PEIICHUS
6. Conepkanusi KaapoBOH pabOThl B TOCYIapCTBEHHOM (MYHHUIIMTIATb- VK-12
HOM) OpraHe. VK-1 '3
7. Craryc, TUIIOBOM COCTaB M OpPraHU3AIMOHHO-(YHKIIMOHATIBLHOE CO- IK-1 "1.
JiepKaHue TOJHDKHOCTHBIX PErjIaMEeHTOB, HOPM JICHCTBYIOLIETO 3aKO- [IK-1.2
HOJIaTEeNIbCTBA
8. HopmatuBHO-TIpaBOBbIE€ OCHOBBI T'OCYAAPCTBEHHOM M MYHMIIMIIANb-
HOM CITYKOBI;
9. [lonsarue u coxepxkaHue KaApoBoil pabOTHI B roCy1apCTBEHHOM (My-
HUIIUATIAILHOM) OpTaHe
10. ConepkaHle OCHOBHBIX JTAaloOB MPOXOXKACHUS TOCYIApCTBEHHOU
(MyHMIIMTIAIBHOM) CITYKObI
1. OCHOBHBIE HOPMATUBHBIE U TPABOBBIEC JOKYMEHTHI JIJIs1 UCIOJIb30Ba-
HUS B JOKYMEHTAIIMOHHOM OOECIICYCHUH YIIPABICHUS YK-1.2
12. Oco0EHHOCTH OCYIIIECTBIICHHS IETOBOTO OOIIEHUS U MyOJTUIHBIX VK-1.3
BBICTYIUJICHUI, BEJEHUS IEPETOBOPOB YK-4.2,
13. JlokyMeHTaIImOHHOE 00ECTIEYCHHE peaTu3alliy MPOrpaMM, COITHATh- IK-1.1.
HO-?KOHOMHYECKHE MPOEKTHI (IIPOTrpaMMBbl Pa3BUTHS) IIK-1.2
14. ABTOMAaTU3UPOBAHHBIE CUCTEMBI PETHUCTPAIUH.
15. BoO3HUKHOBEHHE U pa3BUTHE NEIONPOU3BOICTBA. YK-1.2
16. ['ocynapcTBEHHOE AETONPOU3BOACTBO B COBETCKYIO JIIOXY. YK-1.3
17. ["ocymapcTBeHHBIE CTaHIAPTHI B 00JIACTH JIETIOTPOU3BOJICTBA. VK-4.2,
18. JlenoBbIie U KOMMEPUECKHUE MUCHMa HK-1.1.
ITK-1.2
19. JluctiurmmHapHbie B3bICKAHUS U TTOOIIPEHUS: TOPSA0K 0hopMIICHUSI.
20. JIOKyMEHT, ero BH/Ibl U MPaBUjia COCTaBJICHHUS. VK-1.2
21. JlokyMeHTanbHOe 0pOpMIIEHHE PEILICHHUH B YIIPaBICHUH OIEpaioH- VYK-1.3
HOH (MPOM3BOJICTBEHHON) ACSITEIPHOCTH OPTraHu3aIui YK-4.2,
22. JIOKyMEHTUPOBaHHE OLICHKH JIESITEIbHOCTHU IIEPCOHAIA. IK-1.1.
23. JIOKyMEHTOO0OPOT, €r0 Pa3BUTHE U HOPMATUBHO-METOAMYECKAS pe- IK-1.2
TJIAMEHTAITHSI.
24. JIOKyMEHTBI 0 MaTepHaJIbHON OTBETCTBEHHOCTH.
25. JIOKyMEHTBI 110 JIMYHOMY COCTaBY
26. JIOKyMeHTBI, 0pOpMIISIIOIINE TPYIOBBIE OTHOIICHUSI.
27. 3aKOHOIATENIbHOE PETYINPOBAHNUE JEIONPOU3BOJICTBA. VK-4.2,
28. 3HaueHUe KaApOBOM JOKYMEHTAlMU B OPraHU3alHH. IIK-1.1.
29. JlnguHbIe nena COTPYIHUKOB: COCTaB, POPMUPOBAHNE U XPAHCHHE. [IK-1.2
30. HopmatuBHO-MeTOIMUECKOE PETYIHMPOBaHKE B pabOTe KaIpOBBIX
CITYX0.
31. Opranuzanys paboThl KaJJPOBBIX CIYK0 C MUCbMaMH U 00OpaIleHus -




23

MU TPKJIaH.

32. Opranuzanus paboTsl cekpeTaps-pedepenTa.

33. OcHoBHBIE TpeOOBaHUS K OJJaHKaM JTOKYMEHTOB.

34. OcHoBBI fenoBoro obmenus. [IpaBuia nenoBoi NepenucKH.

35. OCHOBBI COBPEMEHHOT0 JICJIONPOU3BOJICTBRA.

36. [ToHATHE TOKyMEHTOOOOPOTAa M AEIONMPOU3BOICTBA

37. IloHsATHE U BUIBI HOMEHKJIATYpPHI J€I1.

38. [TonsiTHe 1 cxema OpraHu3anuu padoTHl C JTOKYMEHTAMH.

39. [IpaBuna opdorpaduu, MOpQororuu U rpaMMaTHKH MIPH COCTaBIIE- VK-4.2
HHUU JOKYMEHTOB. HK-I. 1’

40. Pabora ¢ mokymeHTamu, coep KauMu KOHPUACHIINATbHBIC CBEIC- K- 1'.2'
HUs

41. PenaktrpoBanue TeKCTa: ATaIbl, IPUHLMIBI, BUIBI.

42. CucreMaruzaius U XpaHEHHE KaJpOBON JOKYMEHTAIMH.

43, COBpPEMEHHOE JIeJI0BOE MUCHMO.

44. CocTaB ¥ Ha3HauY€HUE JOJDKHOCTHON MHCTPYKIUU:

45. CocTtaB KaJpoBOi TOKYMEHTAMHN

46. CocTaB peKBU3UTOB TIOKYMEHTOB.

47. CocraBnenue (prHAHCOBOM OTYETHOCTH € UCITOIH30BAHUEM DJICK- VK-4.2
TPOHHBIX CPEJCTB JOKYMEHTOO0OpOTA HK-I. 1’

48. Cpoku XpaHEHUS KaJIPOBBIX JOKYMEHTOB. K- 1' 2'

49. TK P®: TpynoBsle npaBa 1 0043aHHOCTH paOOTHHKOB. ’

50. TpeboBaHMsI K COCTABICHUIO U 0O()OPMIICHHIO JOKYMEHTOB

51. TpynoBoii 10roBOp U TPYAOBOM KOHTPAKT, COAEPKAHUE, TTOPSAIOK
3aKJIF0YEHHUs], OCHOBHBIE OTJINYUSI.

52. YnpasneHyeckas AesTeNbHOCTh. OCHOBHBIE XapaKTEPUCTUKHU
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5.1. OcHoBHas JqUTEpaTypa

Ne ABTOpBI HaunmeHoBaHue I'on n mecto | Hcnoab3yercs Ce- KonuyecTBo 3Kx3eM-
m\n U31aHuSA NP U3YYEHUH | MecTp IISIPOB
pa3zaeJioB B 0ubsmo- | Ha ka-
TeKe denpe
1 2 3 4 5 6 7 8
1 SAuxoBuu LHI.A Jlenonpou3BOACTBO B KaJpoBOW ciyxkOe: ydeOHuk [Onek- | Mocksa: IOnm- 1-2 8(9) + +
TpoHHBIH pecypc] /, —161c. — 5-238-01076—1 ti—/[lana, 2015.
http://biblioclub.ru/index.php?page=book red&id=119021
2 I'puntepr, A.C. | JlokyMeHTalMOHHOE oOecIeueHue ynpaBieHus: y4eOHuk / | MockBa: HOHwu- 1-2 8(9) + +
A.C. I'punbepr, H.H. I'op6aués, O.A. MyxamermmuHa. - - 391 | tu-ana, 2015.
c. : Tabm., rpad., wi., cxemsl - bubnuorp.: c. 382-383. - ISBN
978-5-238-01770-9; To xe [DnexTponusrii pecypc]. - URL:
http://biblioclub.ru/index.php?page=book&id=115031
3 Ky3nenoB,  U. | /lokyMeHTaIlMOHHOE OOECICUCHUE yNpaBlieHHs W Jenonpo- | M.: IOpaiir, 1-2 8(9) 10 5x3 10 7x3
H.. U3BOJICTBO: y4eOHUK I OakanaBpos / — 576 c. — (Bakanasp. | 2013
bazoBerii kypc). — bubmumorp.: c.444-452. — Ilpun.: ¢.453—
576. — Pex. M—Bom o0OpazoBanus u Hayku P®. — ISBN 978—
5-9916-2839-6: 456-72.
4 Pribakos, A. E. OcHoBbI aenomnpoun3BojcTea: yueOHuk / A.E. Pri0bakoB. - 3-¢ | Munck: PHUIIO, 1-2 8(9) + +
u3f., ucnop. - 320 c. - bubauorp. B kH. - ISBN 978-985-503- | 2016
606-8 ; To xe [DnekrponHslii pecypc]. - URL: <a href='
http://biblioclub.ru/index.php?page=book&id=463666
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5.2. lonoTHUTEbHAS JUTEPATYPA

Ne ABTOpBI HaumeHnoBanne I'ox u mecto Hcenonb3yeres Ce- Konu4yecTBo 3Kk3eMIisi-
m\n H3IaAHUS npu U3yYeHun MecTp poB
pasjienos B 6ubaunore- | Ha ka-
Ke denpe
1 2 3 4 5 6 7 8
1 Ky3znenos, U.H. JenoBoe obmenue: YdueOHOe mocooue M.: lamkoB u 1-2 8(9) 30 5kx3 30 5x3
K, 2011.

2 | I'po3oga, O.C. Jlenonpomn3BoacTBO: yuebnoe mocodue / O.C. Ipozosa ; pex. | Momkap-Ona: 1-2 8(9) + +
JI.C. Kypasnena ; [ToBomkckuit rocygapcTBeHHbIA TexHONO- | [II'TY, 2015.
THYECKHH YHUBEPCHUTET. - - 124 c.: mi. - bubn. B ku. - ISBN
978-5-8158-1599-5; To ke [DneKTpoHHBIH pecypc].
URL: ahreft='
http://biblioclub.ru/index.php?page=book&id=439196

3 | Poroxun, M .1O. Jlenonpou3BOACTBO: Kype JieKuuit: yueOHoe mocobue [Imek- | MockBa/  bep- 1-2 8(9) + +
TpoHHbIH pecype] /, —229¢. — ISBN 978-5-4458-6528-5 muH:  JlupekT—
http://biblioclub.ru/index.php?page=book red&id=253702 Menua, 2014.

4 | I'pozosa, O. C. Jenonpoun3BoacTBo: yueOHOe mocodue [DaekrponHblit pe- | Momkap—Omna: 1-2 8(9) + +
cypc] / —124c. — 978-5-8158-1599-5 [Ty, 2015.
http://biblioclub.ru/index.php?page=book red&id=439196

5 | Poroxwun, M.IO. JlenonpousBOACTBO B KampoBoil  ciyxkbe:  ydueOno— | MockBa/  Bep- 1-2 8(9) + +
npakTuieckoe mocodue [Dnexrponnsiii pecype] / ISBN 783c¢. | auu:  JlupekT—
—978-5-4475-1576-8 Menua, 2014.
http://biblioclub.ru/index.php?page=book red&id=253703

6 Kpumrramok, A. H | KondunennuanbHoe AeI0NpOU3BOACTBO U 3amuta kommep- | Open: MABUB, 1-2 8(9) + +
4eCKOM TalHbI: KypcC Jiekimit [Dnekrponnslii pecype] / 199¢. | 2014
http://biblioclub.ru/index.php?page=book red&id=428611

7 | bpeckuna, H. B. OcHOBBHI Jeonpou3BoacTBa: yueoHoe mocooue / H.B. Bpec- | CraBpomnosis: 1-2 8(9) + +
kuHa; - CraBponons: CK®Y, 2015. - 123 c.: un. - bubnuorp.: | CKOVY, 2015.

c. 118-119.; To ke [OnexkTpoHHBI pecypc].
-URL:
http://biblioclub.ru/index.php?page=book&id=457881
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5.3. [IpodeccuonanbHubie 6a3bl JTaHHBIX, HTHPOPMAIIMOHHBbIE CIPABOYHbIe cucTeMbl 1 UHTepHET-pecypcbl
1. http://www.ecsocman.edu.ru ®enepanbubiii  obpazoBarenbHblii mopran — DKOHOMMUKA, COLMUOJIOIUSA, MEHE/DKMEHT - yueGuble
MaTepHalIbl. —
https//biblioclub.ru YauBepcurerckas 6ubimnoreka oHaaiH. DIeKTPOHHO-OMOINOTEYHAs CUCTEMA —
https//e.lanbook.com M3narenscTBo JIanb. DNEKTPOHHO-OMOIMOTEYHAS CUCTEMA —
http://elibrary.ru Hayunas snextponnas 6ubnuoreka eLIBRARY.RU —
http://www.aup.ru/ ATMUHUCTPATUBHO-YIIPABIECHYECKUMA MTOPTAT —
http://www.mcx.ru (MUHHCTEPCTBO CEIbCKOT0 X03sicTBa PD).
http://www.oecd.org/ (Opranu3zanusi 53KOHOMUYECKOTO Pa3BUTHS U COTPYIHUYECTBA).
http://www.ruseu.org/ (EBponeiickuii Coro3).
9. http://www.usda.ru/ (MunucrepctBo cenbckoro xossictsa CIIA. [IpeacraButenscteo MCX CIHIA B Poccun).
10. www.biblioclub.ru YuuBepcurerckas 6uommorexka ONLAIN,
11. www.bloomberg.com - CaiiT HH}OPMAIIMOHHOTO aHATUTHYECKOTO areHTCTBa Bloomberg News.
12. www.cbr.ru - LlenTpanbasiii 6ank Poccuiickoit denepanuu
13. www.cmmarket.ru - O630pbI MUPOBBIX TOBAPHBIX PHIHKOB.
14. www.duma.ru Caiit ®enepansaoro Codpanust PO -
15. www.sekretariat.ru ITopran PRO-genonpounsBoacTso
16. www.clubtk.ru ApxuBHOE AeT0NPON3BOACTBO U HOMEHKIaTypa 2019
17. www.Delo-Press.ru Jlenonpon3BoacTBO U TOKYMEHTOOOOPOT HA MPEATPUITHI
18. www.top-personal.ru ApxuB Homepos XXypnana "nenonpousBoacTso..."
19. www.profiz.ru ApXuBHOE €TI0 ::
HNHpopManMoOHHBIE TEXHOJTOTHH
DOnekTpoHHas WHGOPMAIMOHHAsT 00pa3oBaTelibHas Cpela MHCTUTYTa 00ECTeUnBaET JOCTYI K YYEOHBIM IUIaHaM, paboyuM MporpaMMmam JUCITUTIIINH
(Momyneit), mporpaMmamM MPAKTHUK, YIEKTPOHHBIM YYEOHBIM U3/IaHUSM U dJICKTPOHHBIM 00pa30BaTeIbHBIM pecypcaM, yKa3aHHBIM B pab0OYUX MpOrpam-
Max IUCIMIUIMH (MOJyJIe), MporpaMMax MPaKTUK; (GOpMUPOBAHHUE IECKTPOHHOTO MOPTGOINO 00YUaIOMIEerocs,, B TOM YUCJIE COXPAaHEHHUE €ro padoT u
OILICHOK 3a 3Tu paboTsl. [IpenycMoTpeHa BO3MOKHOCTh B3aUMOICHCTBHUS CTYICHTOB M MPEIOAaBaTelieii MOCPEICTBOM TEXHOJIOTHIA 110 MEPECHUIKE U T0-
JTYYCHHUIO AJIEKTPOHHBIX COOOICHHIA.

e A T

5.4 IIporpammHoe o0ecnieyeHne y4e0HOro npouecca
Libre Office;
Ackon Kommnac 14.
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5.5. [lepeyeHb yueOHO-MeTOAUYECKOT0 00ecneYeHHs JIJIsl CAMOCTOATEIbHO PadoThl 00yYAK M XCS

Tonu
Ne Bung camoctosi-
. ABTOpBI HaumenoBanue MECTO
mil | TeJbHOU PaboThI
W3JIaHUS
1 2 3 4 5
1 | CamonoaroroBka: | SIakoBuu III.A Jlenonpou3BoJICTBO B KaJpoBOW ciyxkOe: yuyeOHUK [DnekTpoHHBIH pe- | Mocksa: IOunTn—/lana,
npopaboTka  KOH- cype] /,—161c. — 5-238-01076-1 2015.
CIICKTOB  JICKIIMIA, http://biblioclub.ru/index.php?page=book red&id=119021
y4aeOHUKOB u
y4eOHBIX ITOCOOHH,
MOJIrOTOBKA K
MPaKTUYCCKUM  3a-
HATASAM  (CeMUHa-
pam)
2 | Pemwenne yueOnbix | I'punbepr, A.C. JloxyMeHTanoHHoe o0ecriedeHne  YHpaBICHUS: yuebHuk /| Mocksa: IOnutH-/lana,
3a1a4 A.C. I'punbepr, H.H. T'op6aués, O.A. MyxamertiuHa. - - 391 c. : tabmn., | 2015.
rpad., ui., cxemsl - bubnuorp.: ¢. 382-383. - ISBN 978-5-238-01770-9;
To xe [DnexTponnsiit pecypc]. - URL:
http://biblioclub.ru/index.php?page=book&id=115031
3 | logroroeka pede- | Kysuenos, U. H.. JlokyMeHTalMoHHOe o0ecrieueHne yrpaBieHus ¥ jaeionpoussozictso: | M.: Opaiir, 2013
pata yueOHHUK /I OakangaBpoB / — 576 c¢. — (bakanasp. ba3oseiit kypc). — bub-
muorp.: ¢.444-452. — Ipun.: ¢.453-576. — Pek. M—BoM 00pa3zoBaHus u
Hayku P®. — ISBN 978-5-9916-2839-6: 456-72.
4 | IlogroroBka k cxa- | ['puabepr, A.C. JloxymeHTaIrmonsoe obecrieueHne  yIpaBJICHUS: yueOHuK /| Mockga: IOnuTH-/lana,
ye 3auéta A.C. T'punGepr, H.H. 'op6aués, O.A. MyxamermuHa. - - 391 c. : tabmn., | 2015.

rpad., ui., cxemsl - bubmuorp.: ¢. 382-383. - ISBN 978-5-238-01770-9;
To xe [DnexTponnslit pecypc]. - URL:
http://biblioclub.ru/index.php?page=book&id=115031




6. MATEPUAJIbBHO-TEXHUYECKOE OBECIIEYEHUE YYEFHOM JUCITATLIAHBI

HawnmenoBaHMe cieuanbHBIX HOMEIMEHUN 1
MTOMEIIEHUH JUISI CAMOCTOSITEIILHON pabOTHhI

OCHAIIEHHOCTD CHENUAIBHBIX TOMEIIEHUI U TOMEICHUI
JUTSL CAMOCTOSITEITLHOU paOOTHI

1

2

2-363 Ayautopus IS JEKIUOHHBIX, CEMUHAP-
CKHUX, TPAKTUUYECKUX 3aHATUN U KOHCYJIbTAIUH,
TEKYLIEro KOHTPOJISI W MPOMEKYTOUYHOM aTTe-
CTAaIHH.

347740, PocroBckas o001., 3epHOTpaiCKUAN
padion, r. 3epHorpan, yia. CoBeTckas, IOM
Ne28/30.

KowmmtekT yuebHo# Mebeny.

[TepeHOCHON KOMIUIEKT MYJIBTUMEIHMHHOTO 000pYIOBAHUS:
MPOEKTOp MYJbTUMEIUNWHBIA, DKpaH Ha TpeHore (Win
HacTeHHEIH), HoyTOyK.

Hocka mapkepHas.

[Tocagounsix mect 50.

2-367a Aynuropus JUIsl CEMHHAPCKHX, PAKTH-
YECKUX 3aHSTUH, KOHCYJbTallui, KypCOBOTO
MPOSKTUPOBAHUS M CAMOCTOSITEIILHON Pa0OTHI.
Aynutopusi s TEKYIIero KOHTPOJS U TpoMe-
J)KYTOYHOM aTTeCTaluu.

347740, PoctoBckas 001., 3epHOrpaackuit
padion, r. 3epHorpan, yia. CoBeTckas, IOM
Ne28/30.

Kowmrmiekt yaeOHO# Mebenn.

KommproTepHsIi k1acce Ha 13 pabounx mecT, 00beTnHEH-
HBIC B JIOKAJILHYIO CETh C BEIXOJIOM B ceTh Internet.
Cucremusrii 6ok C2,8Irir, 512 Mb, 80Gb HDD — 12 mir.,
Cucremnsrii 6ok C2,8Irir, 1Gb, 250Gb HDD — 1 mir.
MoHHTOp Samsung SyncMaster920NW — 13m,.

Jlocka MenoBas.

[Tocamounsix mect 12.

2-252 YuTaabHBIN 341 U1 CAMOCTOSTEIILHON
paboTsr

347740, PoctoBckas 00:1., 3epHOTpaICKuAl
pabion, r. 3epHorpan, yi. CoBerckas, 10M
Ne28/30.

15 paboumx MecT Il CaMOCTOATEIBLHON paboThl, 00HeIH-
HEHHBIC B JIOKAJILHYIO CETh C BEIXOJIOM B ceTh Internet.
Cucremusrii 610k Core i3 3,06 I'riy , 2Gb, 250Gb HDD - 5
TIIT.

Cucremuniii 650k Celeron J3060 1,6 I'ri, 4 Gb, 128 Gb
SSD - 10 mir.

monwutop Phillips 2205— 5 i,

MoHuTOp Samsung SyncMaster 923m - 10T

npunrep Epson LX-1170

[Tocamounsix mect 114,

2-170a OTaen HAYYHO-TEXHUYECKOH M COLM-
AJIbHO-TYMAHUTAPHOM JuTepaTypsl, MBA
JUTSL CAMOCTOSITEIBHOM paOOTHI.

347740, PoctoBckas 00:1., 3epHOTpaICKAN
pabion, r. 3epHorpan, yi. CoBerckas, 10M
Ne28/30.

[Mocamounbix MecT 2 Ui CaMOCTOSTEIBLHONW PabOTHI, 00B-
€/IMHECHHBIX B JIOKAJbHYIO CETh C BBIXOJIOM B C€Th Internet.
Cuctemusrit 610k Core 13 540 3,06 I'rir , 2Gb, 250Gb HDD
— lmr.

Cucremusrii 6ok C2,8Irir, 512 Mb, 160Gb HDD — 1 mir.,
MoHuTOp Samsung 920NW- 1 mr.,

monwutop Phillips 2205— 1 .,

npuntep HP LJ 1150

M®V Kyocera Taskalfa 180

2-1700 Dy1eKTPOHHBII YUTAJIbHBIN 3aJ1 1S
CaMOCTOSTEITLHOU PabOTHI

347740, PoctoBckas 00:1., 3epHOTpaICKuAi

pation, T. 3epHorpaxn, yia. CoBeTckas, 10M
Ne28/30.

IMocagounsix Mect 10 ans camocToATeNnsHON paboTHI, 00B-
€/IMHECHHBIX B JIOKAJIbHYIO CETh C BBIXOJIOM B CeTh Internet.
Cuctemusrii 610k C2,8I'ri, 1 GB, 80 GB HDD — 1 mir.
Cuctemusiii 610k C2,8Iri, 512 MB, 80 GB HDD — 9 mir.
Monutop Samsung 920NW — 10 mi.

Kommytartop Dlink — 1 mr.

Cxkanep EPSON — 1 mr.

2-349a Tlomerenue sl XpaHeHUS W Tpodu-
JAKTHYECKOTO OOCITyXUBaHUsA y4eOHOTO 000-

PyIlOBaHMSL.
347740, PocrtoBckas o001., 3epHOTpaiCKuAl
pation, 1. 3epHorpam, yia. CoBerckas, I0OM

Ne28/30

Crnenmanu3upoBaHHas MeOellb U 000pyIOBaHNE IJIs XpaHe-
HUSA ¥ TPOQPMIAKTHIECKOTO 00CTyKUBaHMS y4eOHOTO 000-
pylOBaHHS
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7. METOAUYECKHE YKA3ZAHUA JJIAA OBYUYAIOIIIUXCA ITO

OCBOEHUIO YYEBHOM JUCHMUIIINHBI

Bun yuebnbIx

3aHATUU

Opranu3anus aesTeIbHOCTH CTYISHTa

Jlexusa

Hanucanme koHCmekTa IEKIMA: KpPaTKO, CXEMaTHYHO, IOCJICOBATEIHLHO
(bUKCUPOBATh OCHOBHBIC TIOJIOKEHUS, BBIBOJIBI, (HOPMYIUPOBKHU, 0000IIECHNS,;
NoMeYaThb BaXXHBIC MBICJIU, BBIACIIAATL KIIHOUCBBIC CJIOBA, TCPMUHBIL. HpOBepKa
TEPMHUHOB, MOHATUH C TOMOIIBIO YHIUKIIONEANH, CJI0BApPEH, CIIPABOYHUKOB C
BBINUCHIBAHUEM TOJKOBaHMH B TeTpaab. OOGO3HAYUTH BOIMPOCHI, TEPMHUHBI,
MaTepuai, KOTOPbI BbI3bIBAET TPYAHOCTH, IOMETUTh U IOMBITAThCS HANTH
OTBET B PEKOMEHAyeMOil nuTepaType. Eciam camMocTosTensHO HE ymaercs
pazobparbcsi B MaTepuaiie, Heo0XoauMo chOpPMYIUPOBATh BOIIPOC M 33]1aTh
npenoaaBaTeJr0 Ha KOHCYJIbTalluM, Ha NPAKTUYCCKOM 3aHATHUH.

[IpakTrueckue
3aHATUS

[TpopaboTka paboueil mporpamMmsl, yaelsas 0co00e BHUMAHUE IEsIM H 3a]1a-
4yaM, CTPYKTYpE U COACPKAHUIO UCHUIUINHBL. KOHCIEKTUpOBaHWE UCTOYHU-
KoB. PaboTa ¢ KOHCHEKTOM JIEKIHA, TIOATOTOBKA OTBETOB K KOHTPOJEHBIM
BOIIPOCaM, TPOCMOTP PEKOMEHAYEMOU JTHTEepaTypshl, paboTa ¢ TeKCToM (yKa-
3aTh TEKCT M3 UCTOYHMKA W Jp.). [IpociymmBaHue ayauo- ¥ BUAEO3amucen
10 33JJaHHOH TeMe, PelIeHHE 33]1a4 110 AITOPUTMY U JIp.

Pedepar

[Touck nureparypsl U coctaBieHue OubMMorpaduu, UCIONb30BaHUE OT 3 110
5 HayYHBIX Pa0OT, U3JI0KECHHE MHEHHUS aBTOPOB M CBOETO CYXJICHUS TI0 BbI-
OpaHHOMY BOIPOCY; U3JI0KEHHWE OCHOBHBIX acMeKTOB mpobiembl. O3HaKO-
MHUTBCSI CO CTPYKTYpOH B opopmiieHreM pedepara.

ITonroroBka K
3a4€ry

[Ipu moaroroBke K 3a4€Ty HEOOXOJUMO OPHUEHTHUPOBATHCS HAa KOHCIEKTHI
JIEKUUH, peKOMEHAYEMYIO JINTEPaTypy U JIp.
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