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Pazpen 1. HEJIb OCBOEHUA AMCIHUITJIIMHBI

[leapt0o OCBOCHMSI AUCIUIUIMHBI SIBISETCS JOCTHXKCHHE IUIAHUPYEMBIX PE3yJbTaTOB OOYydYCHHS,
cooTBeTCcTBYIONIMX ycTaHOBICHHBIM B OIIOII nnaukaropam A0CTUKEHUSI KOMIIETSHITUI:

Konun Kon n HaumeHoBaHue Pe3ynbrarel 00yueHus

HAaUMEHOBAHME |HMHIAUKATOPA TOCTHKEHUS

KOMIETEHIIUU KOMIIETEHIIUH
1. OIIK-2 OIIK-2.1. BeisBiuser 1 |3Hanus: 31 mporecc cOopa, 00pabOTKM 1 aHaIH3a
Cnocoben aHAJM3UPYET UCTOYHHUKH |JAHHBIX ((PUHAHCOBO-3KOHOMHUYECKO,
OCYIIECTBIIATh  |MH(OpPMAaLUH, CTaTUCTHUYECKON U OyXraiarepckoil HHpOpMaLum),
cOop, 00paboOTKy |HEOOXOAMMBIE IS HEOOXOAUMBIX IS pEIICHUS TOCTaBICHHBIX
u pelIeH s SKOHOMUYECKHX |IKOHOMMYECKUX 3aa4 (IIPOBEICHUSA YKOHOMUYECKUX
CTaTHUCTUYECKUH |3a/1a4 UCCIJIEJOBaHUM, pacueToB, 000CHOBAHUS
aHAJIN3 JIaHHBIX, HKOHOMHMUYECKUX PELICHUN);
HEO0OXOMMBIX ymeHnusi: Y1 ocymiectBiasaTh coop, 00paboTKy u
JUISL peLIeHUs aHaJU3 JaHHBIX ((PUHAHCOBO-IKOHOMHYECKOM,
[IOCTaBJIEHHBIX CTaTUCTHYECKOW U OyXTanTepcKor MHPpOpMaIun),
YKOHOMUYECKUX HEOOXOUMBIX JIJISl PELIECHUS] IOCTaBIEHHbIX
3aj1a4 HKOHOMUYECKHUX 3a/1a4 (MIPOBEICHUS IKOHOMUYECKUX

UCCJIETOBAaHMM, pacueToB, 000CHOBAHHUS
HKOHOMUYECKUX PEIICHUH);

HaBbIkH: Bl HaBbIKamu c6opa, 00pabOTKH U aHAIIN3A
JTaHHBIX (PUHAHCOBO-IKOHOMHYECKOMH,
CTaTHCTUYECKOMN U OyXTanTep-cKoil HHPpOpMAaIIIH),
HEOOXOUMBIX JUISl PELICHUS TOCTaBIEHHBIX
HKOHOMMUECKHUX 3ajiau (MIPOBEACHUS IKOHOMHYECKHX
WCCIIeI0BaHMH, pacyeToB, 00OCHOBAHUS
HKOHOMUYECKUX PEIICHUH), CTIOCOOHOCTHIO
UHTEpIpEeTally MOTy-UeHHBIX PE3Yy/IbTaTOB;

Paznen 2. MECTO JUCHUIIIMHBLI B CTPYKTVYPE OIIOII

Jucnunianza otHocuTes K 00s3aTenbHoi yactu OITOIN.

JucnunnuHa sBIseTcs 00s53aTebHON

N3yuaemas JDUCHMIUIMHA SBJISIETCS OCHOBOM JJsi NMPOJODKEHUS (OPMHPOBAHUS YKa3aHHBIX
KOMIETEHIIMH B CIEAYIOUIMX TUCHUIUIMHAX: byxranrepckuii ((pMHAHCOBBIN) Y4eT U OTUETHOCTH
(OIIK-2), KonrponbHo-Hag3opHas gearenbHocTh (OIIK-2);  rocyaapcTBeHHOM  MTOTOBOM
arrecraund B ¢opme: IloaroroBka K mporenype 3amiMThl M 3allldTa  BBITYCKHOM
kBanupukanronHon padotsr (OI1K-2)

Pazzen 3. OIIMCAHUE OBPA30BATEJILHBIX TEXHOJIOI' WA

Jns popMupoBaHUS 3asgBICHHBIX KOMIIETEHIIUH HCHOJIB3YIOTCS METOJOJOTHUYECKUE TEXHOJIOTHUH,
pean3ylonie JAeAaTeIbHOCTHBIN, JUYHOCTHO-OPUEHTUPOBAHHBIM, MPaKTUKO-OPUEHTHPOBAHHBIN
MOJIXOJIBI.

OCHOBHBIMU CTPaTETMYECKUMH TEXHOJIOTUSIMHM SIBIISIFOTCS: JTUCKYCCHUOHHBIE, JIEKLIIMOHHBIE 3aHATHS,
MPAKTUYECKHUE 3aHSITUS, IPOLEAYPHI CAMOOOYUEHHUS

Ha pocTtukeHume KOHKpETHBIX Liedeil oOyueHuss HampaBieHbl TMPUMEHSEMbIE TaKTHUECKHE
TEXHOJIOTHM: 3aJaHus, KJacCHUYecKas JIEKLIHs, JIEKIHS C 3JEMEHTaMH MO3TOBOIO ULITypMa,
npo0OsieMHast JIEKIUS, BbIE3THbIEC 3aHATUS




Paznen 4. COAEPXXAHUE JUCHUITJIMHBI

2 cemecTp

Bunnl u TeMbI 3aHATHH

KonnuectBo
4acoB

dopmupyemble
KOMITETCHIIUH

Pa3Butue JCJOINPONU3BOACTBA B Poccun

36

Jlexuus. Ilonarue nokymeHTa U JOKyMEHTOOOOPOTa KaK OCHOBBI
YIIpaBJIEHYECKOH J1eTeIbHOCTH

2

[TpakTuyeckoe 3anstue. Bunpl, knaccupukanus u GyHKIUNA
TOKYMEHTOB. [ToHATHE "pEeKBU3UTHI JOKYMEHTOB" M MOPSIIOK UX
ohopmitennst. O0sA3aTENbHBIE PEKBU3UTHI JIOKYMEHTOB.

Jlexms. Oco6eHHOCTH 0POPMIICHUST HCTOYHUKOB MUCIIOJIb30BAHHOM
JUTEPATYPHI NPU BHITIOJIHEHUH CTYACHTOM KYpPCOBBIX, HAYYHO-
HCCJIEI0BATEIbCKUX padOT, HAIIMCAHUK CTATEH, MMOATOTOBKE
BBLIITYCKHON KBaau(hHUKAIIMOHHON Pa0OThI

3agaHus Ui CaMOCTOSITENIbHONW pabOThl, B TOM YHCIIE BBIIIOJIHEHUE
1. CocTaBneHne KOHCIEKTA JIEKIIUH.

2. BeinosiHeHre JOMAIIHUX 3aaHUH.

3. Bompoc mist o6cyxaenns "CpaBHUTENbHAS XapaKTEPUCTHKA
opra"usanuu aenonpoussoncrsa pesnen Pycu u Poccuu nipu
[Tetpe I".

4. AKTyaapbHOCTb IPaMOTHOTO O(OPMJIICHHSI HCTOYHUKOB
MCII0JIb30BaHHOM JIMTEPATYyphl IIPU BBIIIOJHEHUU CTYACHTOM
KYpPCOBBIX, HAYYHO-HUCCIIEJOBATEIILCKUX pabOT, HAlIMCAaHUU CTaTeH,
MOJMOTOBKE BBITYCKHON KBaTU(UKALMOHHON padOTHI.

3amaHus Ui CaMOCTOSITENIbHOW paboThI CTYACHTA!

1./lafiTe XapakTEpUCTHUKY IEpUOAAM UCTOPUU PA3BUTHSL
JenonpousBoacTBa B Poccnn.

2. aiiTe XapaKTepUCTUKY COBPEMEHHOMY 3Taly pa3BUTHUS
JenonpousBoacTBa B Poccnn.

3. Knaccudukanus J0KyMeHTa 110 pa3InYHbIM IpU3HAKaM.

4. CocraBieHHE YEK-IUCTAa PEKBU3UTOB JOKYMEHTA.

5. CocTaBieHre CIMCKa UICTOYHUKOB MCTIOIb3yEMOM JINTEPATYPHI C
HCIIOJIb30BaHNEM Y4eOHUKOB, yUeOHBIX TOCOOUH, cTaTeH,
MOHOTpaduii, CIpPaBOYHbBIX W3/1aHUMN,3JIEKTPOHHBIX PECYPCOB CETH
WNurepHer.

[TpakTukym 1u1st camocTosATeabHOU padoTsl: [Topsaok odhopmieHus
cIucKa JIuTeparypbl B cooTBeTcTBUM ¢ [OCToM

30

OIIK-2

OCHOBBI OpPraHu3anuy 1eJT0NPOU3BOACTBA IKOHOMUYECKOTO
cy0bheKTa

36

Jlexmust. OpraHU3allMOHHOE TOCTPOSHHUE CITYKOBI
JIETIONIPON3BOJICTBA.

[Tpaktudeckoe 3anstue. Pa3nenenue QyHKuii Mexy
MOpa3eIICHUsIMH JEIONPOU3BOACTBA U UCTIOTHUTEISIMHU.
Opranuzanus padoTel cekperaps-pedepeHra.

OIIK-2




3amanus 111 CaMOCTOSITEIbHOM padOTHI, B TOM YKCJIE BHIMIOJHEHUE
1. CocTaBiieHUE KOHCIICKTA JICKIHH.

2. BrlnosiHeHre JOMAaIIHUX 3aJaHuH.

3. Bompoc nist o6cyxaenus "CpaBHUTENbHAS XapaKTEPUCTHKA
TUTIOB OPTaHU3AIMH JACIIONPOU3BOACTBA HA TIPEATPUATHIX
0O0JIBIIIOTO, CPETHEr0 U MaJloro 6u3Heca"

3aanus 111 CaMOCTOSITEIIbHOM padOTHI CTY/ICHTA!

1. PackpoiiTe OCHOBHBIE IMOJOKEHUS 110 JOKYMEHTUPOBAHUIO
YIPABJICHUYECKOU EITEIbHOCTH.

2. B yem cocTouT CyTh YHU(DUKALIUN YIIPABICHYECKUX
JIOKYMEHTOB?

3. B 4eM COCTOHUT CYTh CTAHJAPTH3AIMHU YIIPABICHUCCKUX

32

WMuas koHTaKTHAs pa60Ta:

3 cemecTp

Buap! 1 TeMbI 3aHITHH

KommuectBo
qacoB

dopmMmupyemble
KOMIIETCHIIMU

OCHOBBI OpPraHu3aIHy eJ0NPOU3BOACTBA IKOHOMUIECKOTO
CcyOLeKTa

3ananus A CaMOCTOSITENIbHOM pabOoThI, B TOM YHUCIIE BHITIOJTHEHHE
1. CocTaBneHne KOHCIIEKTA JIEKIIUH.

2. BeinosiHeHre JOMAaIIHUX 3aJaHuH.

3. Bompoc mi1st o6cyxaenns "KakoBo Oynyiiee pa3BUTHS CHCTEMBI
3IEKTPOHHOTO JOKYMEHTOO000pOTa AJIs XO35IICTBYIOIIUX
cyobekToB?"

3amanus A CaMOCTOSITENIbHOM padOThI CTY/IEHTOB:

1. CocTaBbTe QJITOPUTM OPTaHU3AIUU PAOOTHI C BXOISIIMMHI
JTOKyMEHTaMHU OpTaHU3aIlHH.

2. CocTaBbTe QITOPUTM OPTaHHU3AIUN PAOOTHI C UCXOISIIIUMHI
JOKyMEHTaMU OpTaHU3aINH

3. OxapakTepHu3yiTe HaIU4Yue U MEePCIEKTUBBI BHEIPEHUS U
WCIIOJIb30BaHUS CUCTEMBI DJIEKTPOHHOM CHCTEMBI
JIOKyMeHTO0O00OpoTa B Barieit opranuzanumu.

4. YKaxuTe, B UeM COCTOSIT OCOOEHHOCTH CO3JaHUs, IEPEMEIICHHS,
VCTIOJTHEHUS ¥ XPAHCHUSI BHYTPEHHUX JIOKYMEHTOB OPTaHU3AIAH?

OIIK-2

Oco0ennoctu ogopMiIeHNsI, COCTABJICHUS U XPAHECHUS
OCHOBHBIX BU/10B IOKYMCHTOB

30

IIpakTueckoe 3anarue. I[lonstrue, BUabl, Ha3HAYCHUE
OPraHU3aIMOHHBIX TOKYMEeHTOB.[lom0keHue. YupeauTenbHbIN
norosop. [IpaBuna. JIOJKHOCTHAsI UHCTPYKLIHMSL.

[TpakTueckoe 3anarue. [lonstue, Buabpl, HA3HAYCHUE
pacnopsIUTENbHBIX TOKYMEHTOB. PacniopsiokeHusi, MpUKasbl,
pemenus.IlonsTue, BUIbI, Ha3HAYCHHE HHPOPMAITMOHHO-
CHPaBOYHBIX JIOKYMEHTOB. AKT. 3asiBicHHE. 3anncKa

OIIK-2




3ananus AJi1 CaMOCTOSITENIbHON paboThl, B TOM YHUCIIE BHITIOJIHEHHE
1. CocraBiieHre KOHCTIEKTA JCKIIUM.

2. BrlnosiHeHre JOMAaIIHUX 3aJaHuH.

3amaHus U1 CAaMOCTOSITENIbHONW PabOThI CTY/ICHTOB:

1. OcoOeHHOCTH COCTaBIIEHUSI OPraHU3AIIMOHHBIX TOKYMEHTOB
OpTraHM3aIy, UX MpeAHa3HAUYCHNE.

2. Oco0eHHOCTH COCTABIICHUS PACTIOPSIUTEIbHBIX JOKYMEHTOB
OpTraHM3aIH, UX MpeaHA3HAYCHUE

3. Oco0GeHHOCTH COCTaBIEHUS CIPABOYHO-MH(POPMAITMOHHBIX
JIOKYMEHTOB OpPTaHU3AINH, UX MIPEIHAZHAUCHUE

4. CTHUIMCTUKA HATMCAHUS IEJIOBOTO MHUChMA.

5.CoBpeMeHHOE JIeI0BOE MUCHMO: TOHSITHE, BHJIbI, HA3HAUCHHE,
0COOEHHOCTH 0OPMIICHUS

6.Homenxnarypa aen. @opmupoBanue iei.

7.IloaroToBKa JOKYMEHTOB K MOCTEAYIOIIEMY XPAaHEHUIO U
UCTIOJIb30BaHUIO.

8.0co0eHHOCTH OpraHU3aIi ApXUBHOTO XpaHEHHS TOKYMEHTOB.
9.0cobenHoCTH 0OPMIICHHSI, UCIIOJIL30BAHUS U XPAHCHHUS
JIOKYMEHTOB TI0 y4eTy JJUYHOT'O COCTaBa . DIIEKTPOHHAS TPYI0Bast
KHIDKKA. 26

WNHas koHTakTHas paboTa: 0

Pasgen 5. METOJUYECKUE YKA3AHUS JUISI OBYYAIOLUXCS IO OCBOEHUIO
JIACLIUTUIMHBI

N3yuenue qucumniannbl "Jlenonpon3BoACTBO" peKOMEHIyeTCsl HauaTh C O3HAKOMJIEHUS ¢ paboueit
IPOrpaMMoOii, ee CTPYKTypOill M coaepaHHeM pa3/ieloB. YUeOHbI MaTepHuall CTPYKTypHUpPOBaH,
U3Y4Y€HHE  JUCUUIUIMHBI  OCYIIECTBISIETCSI B~ TEMaTUYECKOW  IOCJIeI0BaTEeIbHOCTH.
3aHATHSA JIEKIIHOHHOTO0 THINA JAalT CHUCTEMAaTU3UPOBAaHHBIE 3HAHMS 10 JAUCLUIUIMHE
" Jle0npon3BOICTBO", KOHIIEHTPUPYIOT BHUMaHUE Ha HauOoJiee CIOXKHBIX M BaXXKHBIX BOIPOCAX.
Bo BpeMmsl JIEKIIMOHHBIX 3aHATUN PEKOMEHAYETCS BECTH KOHCIEKTUPOBaHWE y4eOHOro MaTepuana;
oOpaiaTe BHUMaHue Ha (OPMYIUPOBKU U KAaTETOPHUU, PACKPBHIBAIOLINE CYTh MPOOJIEMBI, SIBICHUS
WIH nporecca; 3a(puKCUpoBaTh BBIBO/IbI u MIPaKTHYECKHE PEKOMEHIALINH.
[TonroroBka K 3aHAATHSIM CEMHHAPCKOI0 THIA BKJIIOYAET O3HAKOMIIEHME C IUIAHOM
NPAaKTUYECKOI'o 3aHATHSA; pabOTy € KOHCHEKTOM JIeKIHH, BBINOJHEHHE JOMAIIHEro 3aJlaHus,
pabory ¢ yueOHONH M y4eOHO-METOJWYECKOW JIUTEepaTypoil, HAy4YHBIMU H3JIaHUAMH U
AIIEKTPOHHBIMU  O00pa30BaTEIbHBIMU pECypcaMM, PEKOMEHJOBaHHBIMU paboueil mnporpammon
JucuuIuHel " Jlenonpoun3BoacTeo”.

Copnepxanue CaMOCTOATEJIbHOM padoThI omnpeaenseTcs paboueit IIpOrpaMMon
JUCLUIUINHEL "J[e0npon3BoACTBO", OLICHOYHBIMU U METOJUYECKMMH MaTepHallaMy, 3aJaHUsIMH U
yKazaHuaAMHU npenojanatesns. CaMmocTosTenbHas paboTa MOXKET OCYHIECTBIATHCS B ayIUTOPHOMN U
BHeayauTOpHON dopmax. DPPEeKTHBHBIM CPEICTBOM OCYIIECTBICHUS CAMOCTOSITEIIbHOW padOTHI
SBIISIETCA  DJIEKTPOHHass HH(GOPMAIMOHHO-00pazoBaTelbHas CcpeJa YHUBEPCUTETa, KOTopas
o0ecrieynBaeT JOCTyNl K 00pa3oBaTeNbHOM mporpamme, pabodel MporpamMme JAUCHUIUINHBI
"Jlenonpon3BOACTBO", K 3JEKTPOHHBIM OUOJIMOTEUHBIM CHCTEMaM, MpodeccroHalbHBIM 0a3am
JTAHHBIX u MH(OPMaLOHHBIM CIPaBOYHBIM CHUCTEMaM.
®opMoii MPOMEKYTOUHOM aTTeCTAlMU M0 AUCUUIIINHE "JlenTonpon3BOACTBO" SIBIISIETCS 3aU€ET.

Paznen 6. MATEPUAJIBHO-TEXHUYECKOE n YYEBHO-METOANMYECKOE
OBECIIEYEHHME JUCLHUITIIMHBI

6.1. YueOHO-MeTOIMUECKOE 00ECIIeUEHNE



KonnuectBo
3K3€MHJI$IpOB IICYAaTHBIX

Nele Cnucok UCoIb3yeMOH JIUTepaTyphl M3/IaHHH, HMCIOLHXCA B
n/n OuoOnuoTeKe, Uin
AIIEKTPOHHBIN a/ipec U3AaHUS
(pecypca) B cetu MuTepuer
YUEBHBIE, YYHEBHO-METOAMYECKHWE U HAYUYHBIE U3JAHUA
1. |Kysnenos, U. H. Jlemonpon3BoacTBO [ DIEKTPOHHBIN pecypc]

: yuebHo-cnpaBounoe nocodbue / Kysneros W. H. 10-e u3n.
Mocksa: JlamkoB u K, 2022. - 460 c. ISBN 978-5-394-04152-
S.

https://e.lanbook.com/book/2
77238

2. |Ky3nenos, U. H. JlenoBoe nmuchmo [DIEeKTpOHHBIN pecypc] :
yueOHO-cIipaBouHOe nocobue s 6akanaBpo / Kysueros .| https://e.lanbook.com/book/2
H. 11-e u3a. Mocksa: JlamkoB u K, 2021. - 196 c. ISBN 978- 29250
5-394-04188-4.

3. |bamamos, JI. E. DTtuka [DaexkTpoHHBIA pecypc]| : yuebHOe
nocodue / banamos JI. E. 6-¢ u3n., nepepad. u gon. Mocksa: | https://e.lanbook.com/book/2
Jamkos u K, 2022. - 382 ¢. ISBN 978-5-394-03792-4. 77706

4. |Aumpynuk, A. Il. KagpoBas 6e30macHOCTh: HHHOBAIIMOHHBIC
TEXHOJOTMH  yIpaBicHUs mepcoHanmom [Dnekrpouusiii| https://e.lanbook.com/book/2
pecypc] : ydueOHoe mocoOme / Ammpynuk A. II. Mocksa: 29367
Jamkos u K, 2021. - 508 ¢. ISBN 978-5-394-03422-0.

DJIEKTPOHHBIE OBPA30OBATEJIbHBIE PECYPChHI
1. |Hayunas snexkrponnas oubimorexka eLIBRARY.RU http://elibrary.ru
2. |Hayunas snekrponHas oubnmoreka «KubepaeHnHKa» http://cyberleninka.ru

[MPO®ECCHUOHAIJIBHBIE FA3bI JAHHBIX 1 THO®OPMALIMOHHBIE CITIPABOYHBIE

CUCTEMBI
1. |CuopaBouHo-mipaBoBas cucrema KoHcympTant+ http://www.consultant.ru
2. |Nudopmarmonno-npaBoBoii moptain ['apant http://www.garant.ru

6.2. MatepuanbHO-TeXHUYECKas 6a3a v MporpaMMHOE o0ecrieueHne

NeNe [ Aynutopun ans npose- | IlepeueHb ocHOBHOTo 000pyAOBaHUS [IporpammHuoe
/Tl |AeHus y4eOHBIX 3aHATHH, obecrneueHue
CaMOCTOSTENIbHON pabo-
ThI U TIPOBEJICHUSI FOCY-
JTAPCTBEHHON UTOTOBOM
aTTecTaluu
1. 302 (1) [Mpoextop mymbrumenuiiaeiii Hitachi[CnpaBounass ~ mpaBoBas
CP-X301 (1), Oxpan HacreHnsliijcuctema "KoHcynpTaHT
200*200cm Braun Roll Vision (1),|ITmoc", Microsoft Office
Komrnekt yuebnoit mebemnn (1) Standard, Arent Dr.Web,
Kommext I1oO JUTS
peLeHus OCHOBHBIX
M0JIb30BATEIbCKUX 3ajad,
Kommnekt I'APAHT-
Macrep, Microsoft
Windows Enterprise
2. 307 (1) Kommrext yue6HoM Mebenn (1) CropaBouHast ~ mpaBoBas
cuctrema  "KoHcynbTaHT
ILmroc", Microsoft Office
Standard, Areat Dr.Web,




Kommnekt 1O VIS
pelieHus OCHOBHBIX
MOJIb30BATEIbCKUX 3ajad,
Komnnexr I'APAHT-
Macrep, Microsoft
Windows Enterprise
3. 335 (1) Hocka mapkepHas 120x240 cm (1),|CnpaBounas paBoOBast
[lepconanbubiii  komnbioTep Power|cuctema  "KoHcynbTaHT

RaY P550 (16), Dxpan HacTeHHBIH
pysonusiit 200x200 cm (1), Kommekr
yaeOHon mebenu (1)

IImroc", Microsoft Office
Standard, Areat Dr.Web,
Komekt 10 VIS
pelieHus OCHOBHBIX
MOJIb30BATEIBLCKUX 3a/ad,
Kommnekr T'APAHT-
Macrep, Microsoft
Windows Enterprise

Paznen 7. ®OPMblI KOHTPOJII OCBOEHUA JUCLHUIUIMHBI) ®OHJ OLEHOYHbIX

CPEJICTB

Kpurepun onieHNBaHNS HHAMKATOPOB JTOCTH)KEHUS KOMIIETEHIIMN HAIPaBJIECHBI HA!

- YCBOEHHE TEOPETUUYECKOIo Marepuasia (00beM 3HaHMM, ITTyOMHA YCBOEHUS), IPEyCMOTPEHHOT O
paboueil mporpammoii;
- YMEHHE u3jaraTb MaTepuana (Y4eTKOCTb, I'PAMOTHOCTb H3JIO)KEHUS Marepuaia, TOYHOCTh U
IIOJIHOTA BOCIPOM3BEIEHUS YU€OHOro Marepuania);
- YMEHHE IPUMEHSATh TEOPETUUECKUE 3HAHUS MPU PELICHUH NMPAKTUYECKUX 3aJaHUI.
[IIkana oLleHNBaHUS IPEICTaBICHA HUXKE.

YpoBeHb
c(hopMUPOBAaHHOCTH [Ixama
Kpurepun onienuBanus
JJIEMEHTOB OLICHUBAHHUS
KOMITIETEHIIUH
[Toporossrii OOyuaromuiics HMMeeT 3HaHUsA OCHOBHOIO MarepHaia,|3auTeHo
YpOBEHb MPOSIBJISICT yMEHHWE JIOTMYHO €ro u3jaraTb, HO MOXKET
JONYCKaTh ~ HETOYHOCTM B H3JIOKECHMHM  MaTepuana,
HEJO0CTAaTOYHO TMpaBWiIbHbIE (OPMYIUPOBKH, HCIIBITHIBAET
3aTPYJHEHUS B BBITOJIHEHUH IPAKTUYECKUX 3aJaHUM

7.1. [IpoMexxyTOUHAs aTTECTAIHS 00YJArOIIUXCS
[IpomexxyTouHast aTTecTalusi 00yJarOMMXCsl HaMpaBiieHa Ha OIEHUBAHUE PE3YJIbTATOB O0YUCHHS
M0 TUCIUIUIMHE (MOYJII0) ¥ POBOIUTCS C UCIIOJIb30BaHUEM (DOH/IOB OILIEHOYHBIX CPEJICTB.

ITpumepsl

THUIIOBBIX KOHTPOJIBHBIX 3aJlaHuil U3

0a3el  ¢oHIa

o0pa3oBaTesIbHOI MporpamMmme.

1.

Yro Takoe yHHPUKALIUS TOKYMEHTOB:

OLCHOYHBIX CpPCACTB IIO

a) YCTAaHOBJICHUE eJUHOI'0 KOMILIEKCA BU0B U PAa3HOBUIHOCTEN
JOKYMEHTOB /115l AaHAJIOTHYHBIX YIIPABJICHYECKHX CUTYyaluil, pa3padoTka
eMHBIX (P)OPM M NPABUJI UX COCTABJICHHS, O(DOPMJICHHE U CO31aHHE
TpagapeTHbIX TEKCTOB +
0) yCTaHOBJICHHE HE €JUHOT0 KOMIUIEKCA BUJIOB U Pa3HOBUAHOCTEN




JIOKYMEHTOB JIJISl aHAJIOTUYHBIX YIPABIEHYECKUX CUTYyallui, pa3paboTka
eIUHBIX (JOPM U TIPAaBUII UX COCTABIEHUS, 0(hOPMIICHHUE U CO3aHHE
TpadapeTHBIX TEKCTOB

B) YCTAHOBJIEHUE €MHOT0 KOMIUIEKCA BUJOB U PA3HOBUIHOCTEN OTUETOB IS
aHAJIOTUYHBIX YIIPABJICHYECKUX CUTYallUid, pa3paboTka euHbIX PopM U
IpaBuJI UX COCTaBJICHUS, ODOpMIIEHHE U CO3/laHne TpadapeTHBIX TEKCTOB

2, Yro Takoe JOKYMEHTOOOOPOT:
a) IBJKEHHE JOKYMEHTOB B OpraHU3allid ¢ MOMEHTA UX MOJIYYEHUs 10
3aBEPILEHUS UCIIOJHEHUS WIIK OTIPABKYA B KOMHTET 10 JIeJIaM
HECOBEPLIEHHOIETHUX
0) ABMIKeHUEe JOKYMEHTOB B OPraHM3alMU ¢ MOMEHTA UX CO3JaAHUS WIH
MOJIYYEHHUsI 10 3aBePIICHUs] MCIIOJTHEHHUS WM OTIPABKH +
B) JOKYMEHT, HE TPeOyIoInii 0COO0r0 BHUMAHHUS

F)COBOKYHHOCTI: JOKYMCHTOB OpPIraHHU3allnH

3. BoiOepuTe 0CHOBHBIE 3TaIlbl HOJATOTOBKH M O()OPMIICHHS] BHYTPEHHUX
JIOKYMEHTOB B ouce:

a) COCTaBIIEHUE TIPOCKTA M COTIIACOBAHUE

0) rmpoBepka MPaBWILHOCTU 0OPMIICHUS

B) MOJIMCAHKUE U PETUCTPALUS

r) Bce BAPHAHTHI NPaBUWIbHbIE +

4. Yto Takoe OJaHK JIOKYMEHTA!

a) CTAaHAAPTHBIN JIMCT OyMaru, Ha KOTOPOM BOCIIPOM3BOJAMTCH MOCTOSHHAS
uHopMaLMs JOKYMEHTA U eCTh MeCTO JJI epeMeHHOU nuHpopmanuu +
0) HecTaHAaPTHBIN JIUCT OyMaru, Ha KOTOPOM BOCITPOU3BOUTCS MOCTOSTHHAS
uHpopMaIus JOKYMEHTa U €CTh MECTO JJIsl IEPEMEHHOM nHpopmanuu

B) UHCTBIN JIUCT JIJIsl COCTABJICHMSI IOKYMEHTA

r) 00Opaser] JOKyMeHTa, HaXOISATUICS HA CTEH/IE

5. Yro Takoe AOJKHOCTHAS MHCTPYKIIUSA:

a) TOKYMEHT, B KOTOPOM OTMEUYEHBI HapyIIUTEIU pacropsaka AHs B opuce

0) UHCTPYKITUS JUPEKTOPA, KOTOPYIO HEOOXOIUMO BHITIOHSATH B 0053aTEILHOM
NOpsIZIKE

B) OPraHU3alMOHHO — PACTIOPSAAUTEIbHbIN JOKYMEHT AJIUTEJIbHOr0 UJIH
IMOCTOSTHHOT0 CPOKA IeCTBHSA (10 BBeIeHUS HOBOI), B KOTOPOM OIIpe/ie/IeHbI
HAY4YHO — TEXHHYECKHe, TEXHOJIOrH4ecKne, (PMHAHCOBBIC U APYrHe CTOPOHbI
NAeAITeJIbHOCTH OPraHU3alMu, ee MOAPAa3AeJIeHUH U T0JKHOCTHBIX JIUIL +

T') MpaBWIa MOBEACHUS, KOTOPhIE HEOOXOIMMO COOIOAATh B OPraHU3aIlluN

6. Uto Takoe ropuanyecKas Cuia:
a) IOKYMEHT, He TPEOYIOIINI MPOIIEAYPhI 3aBEPEHUST HOTAPUYCOM
0) CBOICTBO JJOKYMEHTA, MPEI0CTABJIEHHOE €My el CTBYIOIIUM



3aKOHO/AATEJIbCTBOM, KOMIIETEHIIUEH U3/1aBIIEr0 OPraHa, yCTaHOBJIEHHbIM
nopsiakom ogopmieHus +
B) CBOMCTBO JIOKYMEHTa, HE OPOPMIICHHOTO B 0COOOM MOPSIKE

I') XapakTepHasi 4epTa CBOEBPEMEHHO 0(hOPMIIEHHOTO JOKyMEHTa

7. UTO Takoe MOJIOKEHUE O CTPYKTYPHOM TOIpa3ieICHUN?

a) NPaBOBOM aAKT, KOTOPbIl YCTAHABJIUBAET CTATYC, PyHKIUNU, IPABA,
00513aHHOCTH U OTBETCTBEHHOCTh CTPYKTYPHBIX MOAPa3AeJIeHUI UIH HHBIX
OpraHoB;+

0) MpaBOBOI1 aKT, KOTOPKIM OMpeAeaeT CTaTyC OpraHu3aluy, ee 3aauu U PyHKIuH,
IIPaBa, OTBETCTBEHHOCTD, IMTOPAIOK AEATEIbHOCTH;

B) JIOTOBOP, CTOPOHBI KOTOPOTO 0053YI0TCS CO3AaTh IOPUANUECKOE JIULO U
YCTaHaBJIMBAIOT MOPSA0K COBMECTHOM JIEATEILHOCTH 10 JaHHOMY (haKTy

[') mpaBOBOI1 aKT, perIaMeHTUPYIOLIUI MTpaBuia MOBEACHUS pAOOTHUKOB
OpraHu3aluu

8. Ha xakue BUIbI IEATCS pacopsANTEIbHBIC JIOKYMEHTHI TI0 cpepe CBOETro
JICUCTBUS?

a) eepaJIbHOIO YPOBHS, PErMOHAJILHOI0 YPOBHS, IPABOBbIE AKThI
opraHu3anui;+

0) KOJJIEKTUBHBIC U UHIUBUAYAJIbHBIC,

B) MPABOBbBIC AKTHI OPraHU3AIM, MPABOBbIC AKTHl KX CTPYKTYPHBIX MOJIpa3ACICHUM

r)00IIKe U YaCTHBIE

9. Yro Takoe KOMHS YaCTH JOKYMEHTa, KOTOpasi 3aBEpeHA B OMPEICICHHOM
nopsiike?

a) BbINMCKA;+

0) 2JIEKTPOHHAS KOIIHS;

B) AyOnmKar

I')[IOJUTMHHUK

10. He siBasieTcs TOKYMEHTOM, KOTOPBIA HHULIMUPYET pelieHne:
a) NPOEKT JOKYMeHTa+

0) 3aKIIFOUCHHUE

B) JIOKJIaHas 3alKcKa

I")BbInucka

11. Yem BHEIIHE OTANYAETCS MPOEKT TIOKYMEHTA OT €r0 OKOHYATEIbHOTO BapraHTa?
a) Haanuchbio «mpoekT» B BepXHEM I10Jie cnipaBa;+

0) [IpoekT He 00s3aTenbHO OPOPMIIATH B TaKOH ke (hopMe, Kak Oy Tyl JOKYMEHT,
JIOCTaTOYHO CaMOTO TEKCTa;

B) [IpoekT opopmiisercs Ha crienuaIbHOM OJlaHKe



I')IPOEKT HE COJIEPKUT BBOJHOU YacTh

12. Kakast yacTh OCTaHOBJICHUS COJIEPKUT HOPMATUBHBIE TIOJIOKEHUS WU
MIOPYYEHHUSI?

a) Pacnopsiiurenbnas;+

0) Koncratupyroras;

B) BBOHAs.

I')UTOTOBas

13. Ha xakoM JOKyMEHTE HE CTaBUTCS] pEKBU3UT HAMMEHOBAaHUE BUAA JOKYMEHTA
a) YcraBe

0) TOJKHOCTHOM MHCTPYKIUU

B) IUCbMe

r) IpuKas3e

14. I'pud yTBEpKI€HUS CTABUTCS:

a) B BepXHeM NPaBOM YIJIy

0) B HIDKHEM MPABOM YTy

B) B HUKHEM JIEBOM YIIIy

') B BEPXHEM JIEBOM YTy

15. K OCHOBHBIM periiaMeHTUPYIOIIUM padoTy ciayk0bl JJOY nokymeHTam OTHOCST
a) MUHCTPYKLHUSA IO J1€JO0NPOU3BOJICTBY

0) KBaIM(UKALMOHHBIN CIPABOYHUK JTOJKHOCTEN

B) Tabesib YHU(ULIHUPOBAHHBIX (DOPM TOKYMEHTOB

I)IpaBUJIa BHYTPEHHETO PACTIOPSAIKA

16. Kakoii Bua pacnopsiiuTeNIbHOTO IOKYMEHTA U3/1a€TCsl € IMHOJIUYHO
PYKOBOJUTEIEM

a) NOCTaHOBJICHUE

0) perieHue

B) pacnopsi:keHue

') OPOTOKOJ

17. B 06paboTKy BXOASAIIETO TOKYMEHTA 3TOT dTaIl HE BXOIUT

a) paCCMOTpPEHHUE



0) BCKpBITHE KOHBEPTOB

B) COTJIacOBaHUE

r) oTchbUIKa 1 moute Poccun

18. ITocnenuuii aTan paboThl C JOKYMEHTAMH HAa3bIBAETCS
a) caaden B My3ei

0) ciaveil B apxuB

B) OnyOJINKOBAaHUE B MIeYaTH

') COTJIAaCOBaHHE

19. PexkBu3uT — 310

a) crocob co3/laHus JOKyMEHTa

0) MaTepuaibHbIi 0OBEKT C HHPOPMALIHEH

B) 00s13aTENbHBIN 71eMEHT O(popMIIeHHS OPUITMATBHOTO TOKYMEHTA
r) crioco0 XpaHeHHs TOKYMEHTa

20. K rpynne BXoag1mux J0OKyMEHTOB MOXXHO OTHECTH

a) eJIOBbI€ MM CbMA

0) ycTaB opraHu3aruu

B) IIPUKa3bl OpraHu3aluu

I) CIIy>KE€OHBIC 3aMMUCKU

21. KoHTpomb 32 cpoKamMu UCIIOJTHEHHUS IOKYMEHTOB OCYILIECTBIISIET. . .
a) pabOTHHK OTJeJa KaJpoB

0) paboTHuK cayx0bl JOY

B) PYKOBOJUTEb OpTraHU3allUuN

T)IJIaBHBIN OyXraiaTep

22. Kakue JOKYMEHTBl MUHYIOT CTaIMI0 IPOEKTA. ..

a) T0KJIAJHbIE 3aANTUCKH

0) mpuKasbl

B) CIIPaBKH

I')pacOPsHKEHUS

23. [IpeaBapuTenbHOE pACCMOTPEHUE TOKYMEHTOB BKJIIOYAET B CeO4. ..



a) pacnpejejieHue T0OKYMEHTOB HA PACCMOTPeHHE PYKOBOIUTEIO U B
CTPYKTYpPHbBIE MoApa3ieeHust

0) MPOBEPKY MPABUILHOCTH aIPECOBAHUS

B) COTJIaCOBaHUE JIOKYMEHTa

r)pacreyaTKky J10KyMeHTa

24. Kakue u3 MepevrcICHHBIX TOKYMEHTOB OTHOCSATCS K OPTaHU3AIMOHHBIM. ..
a) MMChbMO, TTOJI0KEHHUE

0) ycTaB, MHCTPYKIUS

B) CIIpaBKa, CIy>keOHas 3amucka

T)aKT, pacropsHKEHUE

25. JlejioBbIE MUCHMA 00BIYHO 3aKAHYMBAIOT (ppazamu:
a) B COOTBETCTBUM C Baitei npocs00ii ...

0) ¢ yBackeHueM ... (+)

B) HAMHU PacCMOTPEHBI Bammm npeaioxkeHus . . .

') B CBA3U

1. Ecnv Bam Heobx0AMMO AaTb ONUcaHMe peknaMmmpyemblx ycayr, Bol coctasuTe
peKknamHoe nucbmo  (+)

2. Ecam Bam Heobxoaumo npesbaBuTb NpeTeH3nm NapTHEPY, Bbl cocTaBuTe
NUCbMO-NPETEH3UID (+)

3. YKaxkuTe oT/InunTeIbHOE CBOMCTBO AOKYMEHTA:

topuandyeckas cuna; (+)

4. Ecnv Bam Heobxo4MMO NpUriacuTb opraHM3aumio UAM AOJIXKHOCTHOE /IMLL0 Ha CoBeLLLaHMe, BCTpeyy, Bbl
cocTaBuTe

nucbMo-npurnawexve (+)

5. Ecam Bam Heobxoaumo coobLmTb 0 NpoBeAeHUM MeponpuAaTuaA, Bbl coctaBute

nHbopmMaLUMoHHOE NUcbMo  (+)

6. Ecnm Bam Heobxoaumo coctaBuTb NMCbMO, MHGOPMUpPYIOLLLEE aZpecaTa O HanpaBAEeHUM K HeEMY
npucblNiaeMbix AOKYMEHTOB, Bbl cocTaBuTe

conpoBoguTenbHOe NUCbMO  (+)

7.Ecnm Bam Heob6xo4MMO COCTaBUTb MMCbMO, CONPOBOXKAAOLLEE AOrOBOP, TO OHO ByAeT HOCUTb Ha3BaHMe
(no cogepkaHuto)

[oroopHoe (+)

8. Ecnv Bam HeobxoaMmo yBe4OMUTb OTNPABUTENA O NOJYyYEHUN AOKYMEHTOB, Bbl cocTaBute
n1UcbMo-noaTeep:KaeHne (+)

9. Ecnm pacnopaanTenbHan Y4acTb TEKCTA HAYMHaeTcA cioBaMK “06A3bIBato”, To 3TO
pacnopssxeHue (+)

10. Ecnun pacnopsiguTenbHas 4acTb TEKCTA HAYUMHAETCA ChoBamMuM “npegnarato”, To aTo
yKasaHue (+)

11. UHTepBan — ato
paccTosiHMe MeMXKAY OCHOBAHUAMM CMEXKHbIX CTPOK  (+)



12.M'HGOPMaALMOHHO-CNPABOYHbIN AOKYMEHT, COCTaBAAOLWMNIACA TPYNMON Anu, ANA
NoATBEPXKAEHNA YCTAHOBNEHHbIX GAaKTOB — 3TO
akT (+)

[lepedyenb BONpPOCOB AJisA MPOBEACHUS IPOMEKYTOUHOM aTTECTAIlUU
Bonpocobl K 3auery:

3. WcTopua pa3sutma aenonpounssoacTsa B Poccuu.

4. CoBpemeHHbIl 3Tan pa3BuTMA Aen0npon3BoACcTBa B Poccunn

5. MoHATME AOKYMEHTA U AOKYMEHTOOH6O0POTA KaK OCHOBbI YNPaB/ieHYECKOM AeATENbHOCTU

6. Buabl, Knaccudurauma n GyHKUUN OKYMEHTOB

7. MoHATUE "peKkBU3UTbI LOKYMEHTOB" 1 NOPAAOK Mx odopmaeHunsa. ObasaTeibHbie PEKBU3UTDI
OOKYMEHTOB.

8. Mopagok opopmaeHUaA cnmucka IMTepaTypbl B cooTBeTcTBMM ¢ TOCTom

9. OpraHn3aunoHHoe NOoCTpoeHME CNYXKDObl AeN10NPON3BOACTBA.

10. PaspeneHune GyHKLUMI mexay noapasfeneHnamMmu 4enonpom3BoACcTBa U UCMONHUTENAMM.

11. OpraHu3aums paboTbl cekpeTapa-pedepeHTa.

12. OCHOBHble NONOXKEHMA NO AOKYMEHTUPOBAHMIO YNPABAEHYECKOW AeATeNbHOCTHU.

13. YHUdMKaLMA U CTaH4APTU3aLMUA YIPaBIEHYECKUX LOKYMEHTOB.

14. Mopagok paboTbl ¢ LOKYMEHTaMK B opraH13aumu. Bxogawme fokymeHTbl Mcxogalime JOKYMEHTbI.

15. OcobeHHOCTU Nprema U 06paboTKM LOKYMEHTOB, MOCTYNAOWMX N0 KaHaaM 3/1eKTPOHHOM MoYTbI U

baKCMMUNBHOW CBA3WU. BHYTPEHHME AOKYMEHTbI.
16. Cuctema 371eKTPOHHOIo 4OKYMEHTOO60pOTa OpraHM3aumnn, ee NPEMMyLLLECTBA U HEAOCTATKM.

17. MoHATHE, BUAbI, HA3HAYeHWe OPraHM3aLMOHHbIX LOKYMEHTOB.MToN0XeHWe. YupeanTeibHblii L0roBOop.
Mpasuna. JOMKHOCTHAA MHCTPYKLMA.

18. MoHATHE, BUAbI, HA3HAYeHWe PacnopAAUTE/IbHbIX 4OKYMEHTOB. PacnopseHus, MpuKasbl, peLueHus.
19. MoHATHE, BUAbI, HA3HaYeHNe MHPOPMALMOHHO-CNPABOYHbIX L4OKYMEHTOB. AKT. 3asaB/ieHue. 3anmucka.
20. CoBpemeHHOe Ae10B0e NUCbMO: MOHATUE, BUAbI, Ha3HaYeHne, ocobeHHOCT odhopmMaeHUs.

21. HomeHKknatypa gen. dopmuposaHue gen.

22. MoAroToBKa AOKYMEHTOB K NOC/eAyoLLEeMY XPaHEHUIO U UCMO/Ib30BAHMIO.

23. Oco6eHHOCTM OpraHM3aLMK apXMBHOIO XPAHEHUA LOKYMEHTOB.

24, OcobeHHOCTM 0OPMAEHNA, UCMONb30BAHUA U XPAaHEHWA AOKYMEHTOB MO y4YeTy IMYHOIO COCTaBa

opraHusaumu.






