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1. [lepeyeHb MIaHMPYyeMBbIX Pe3yJIbTATOB 00y4eHHUS 0 JUCHHUILIMHE (MOIYJIIO0),
COOTHECEHHBIX C IVIAHNPYEMbIMH Pe3yJIbTATAMHU OCBOEHHS 00pa30BaTeIbHOM MPOrpaMMBbl
CrenuaJInuTeTa

Pabouas mporpamMMa JUCHMIUTUHBI «J{OKyMEHTAIlMOHHOE OOECIieUeHUE YIPABICHUS HA PEKUM-
HOM TIPEANPHUSTHN SBIAETCSI COCTAaBHOW YacThI0O OCHOBHOH MpodeccHOHaIbHON 00pa3oBaTeNbHON Mpo-
rpammbl (manee — OITOIT) «OkoHOMHKA W OpTaHW3AIUs TPOU3BOICTBA HA PEKUMHBIX 00BEKTaX», peaju-
3yemoit o criertranisHOCTH 38.05.01 DKOHOMUYECKast 6e301macHOCTh (YPOBEHb CHEIIHANTETA).

Pabouas mporpamMma JUCHUIUTUHBI COCTaBJIeHa B COOTBETCTBHU ¢ DepepalbHBIM roCyIapCTBEH-
HBIM 00pa3oBaTelbHBIM CTaHAAPTOM BHICHIErO oOpa3oBaHMs NO crenuansHocTH 38.05.01 DxoHOMMYE-
cKkast 6e30macHOCTh (YypoBeHb cniennanuTera) [yTB. [Iprkasom MunmcTrepcTBa 06pa3osanus u Hayku Poc-
cuiickoit Geneparnun ot 16.01.2017 . Ne 20].

Pabouas mporpamMMa IUCHMIUIMHBI MpeJHA3HAUEHa IJsl CTyIeHToB, oOyuarommuxcs mo OITOIT
«OKOHOMHKA ¥ OpPTaHH3aIlvs MPOU3BOACTBA HA PEKUMHBIX O0BEKTAX», Peali3yeMoil 1o CIeUabHOCTH
38.05.01 DxoHOMHUYECKast 0e301MacCHOCTh (YPOBEHD CIEIHATNTETA).

Heabo ocBoeHHS] AUCHMILUIMHBI SIBISCTCS (OPMHUPOBAHUE y OOYYAIONIMXCS 3HAHUHA B
YacTW OpraHu3ally JEJONPOU3BOJCTBA M JOKYMEHTOOOOpPOTa M HMX POJM B YIPaBICHUU
PEKUMHBIM MPEATPUATHEM.

OcHoBHBIE 337]a4l OCBOCHUS yUeOHON AUCHIUTIINHBIL:

1. momydeHWe CHCTEMbI 3HAHWUH O JCIOMPOM3BOJACTBE H JIOKYMEHTOOOOPOTE HAa PEKHUMHOM

NPEANPUATHH.

2. cucTemartm3alus W 3aKpeIUICHWe 3HAaHWH W HaBBIKOB B cdepe JTOKYMEHTAIIMOHHOTO
o0ecrnieueHus yIpaBlIeHYeCKON AesITeIbHOCTH HA PEKUMHOM MPEANPHUSITHH.

Kox xomie- Coaep:xkanue KoMIeTeHIIUN IlepeveHb MUIAHMPYEMBIX pe3yabTAaTOB
TEHIUHU
ICK-1 CIOCOOHOCTh  MPHUMEHSTh B | 3HATBH: 3aKOHOAATENLHO-HOPMATUBHYIO U METOIWYE-
npodeccoHanbHON — AeATeNb- | CKylo 0a3y JeNONpOM3BOACTBA B YNPABICHYECKOH naes-

HOCTH B cdepe SKOHOMHKU W
OpraHu3alMy TPOU3BOJCTBA Ha
PEKUMHBIX OOBEKTaxX 3HAHHE
TEXHOJIOTHH  TPOMBIIIICHHOTO
MPOM3BOJICTBA, & TAK)KE TEXHO-
noruii obecrieueHuss uHMHOpMa-
IIMOHHOW 0€3011acHOCTH, 3alH-
THl MH(OpPMAIMM U CEKPETHO-
CTH

TENBHOCTH, CHCTEMY JIOKYMEHTAI[HOHHOW MH(OPMAIUH;
obmme TpeOoBaHHs K COONIONEHUIO PEKMMa CEKPETHO-
CTH TIpY OpraHM3alMy JOKyMEHTooOOpoTa 1 obecriede-
HUIO MH()OPMAIIMOHHON 0€301aCHOCTH.

Ymertb: pazpabarbiBaTh U 0QOPMIATE CIYXKeOHYIO 10-
KyMEHTAaIlMI0, B TOM YHCIIE, COAEPKAILIyl0 CBEICHMS
OTPAaHWYEHHOTO IOJb30BAHMS, BECTH JEIONPOU3BO-
CTBO.

Biagers: nMpakTHYECKUMH HaBbIKAMH OpPTraHU3alMU [Ie-
JIOTIPOM3BOJICTBA B YIPABICHYECKOW JESITEIBHOCTH H
HO/ITOTOBKHU CITy)KEOHBIX IOKYMEHTOB, B TOM YHCIIE CO-
JIepKalliX CBEACHHUS] OTPAHUYEHHOTO MOJIb30BaHMUSI.

2. Mecto aucuunimubl B ctpykrype OIIOII cnenunaanrera

Jucuumnuza «JlokyMeHTallMoHHOe oOecriedeHrne ypaBiIeHHs] Ha PeKUMHOM IPeanpHsi-
TUW» peanusyercs B pamkax O0moka Ne 1 gucuurume BapuatuBHoi yacti OIIOIT « OxoHOMuUKa 1
OpraHM3alys IPOU3BOJICTBA HAa PEKHUMHBIX 00bekTax» crenuaibHocTd 38.05.01 DxoHoMMue-
ckas 6ezonacHocTh PI'BOY BO «PI'PTVY».

JlucuuiuinHa u3ydaeTcs 1Mo 3a09Hoi popme oOyueHus Ha 2-M Kypce.

Jlnist 0CBOEHMSI TUCIMITIIMHBI HEOOXOAMMBI KOMIIETEHIIMK, COPMUPOBAHHBIE TPU H3YydUe-
HUU CIIEAYIOIUX TUCHUIUIMH: «OJKOHOMHUYecKas Teopus», «llcuxomorus mpodeccroHaibHON
NesITeIbHOCTHY, «BBeneHne B npodeccuoHanbHyIO 1S TEbHOCTDY.

Jucuumnuza «JlokyMeHTallMoHHOe oOecrieueHne ypaBiIeHHs] Ha PEKUMHOM IPeanpHsi-
TUW SIBIISICTCSI OCHOBOM JUISl AajbHEHUIIEro U3y4eHUs! TUCIUIUIMH MPO()EeCCHOHANIBHOIO IUKIIA U
HOATOTOBKH BBITYCKHOW PaOOTHI.

3. O0beM AMCOMILUIMHBI B 32a4Y€THBIX eIMHUIAX ¢ YKAa3aHHEM KOJIHYeCTBA aKaJeMHMYECKHX 4YaCOB,
BbIJIeJICHHBIX HA KOHTAKTHYIO padoTy o0y4alomuxcs ¢ nmpenogasarteyeM (10 BUAAM 3aHATHII)
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U HA CAMOCTOSITEJILHYI0 PadoTy 00y4aromuxcs

Obmast TpymoeMKocTh (00beM) IUCIUIUIMHBI (MOIYJISI) COCTaBIsieT 2 3adeTHble equHuIbl (3E)=
72 akaJeMUYCCKHUM YacaM.

O0beM TUCHUIINHBI Bcero yacos
OO6mas TpyI0eMKOCTh AUCITUTUTAHBI 712
1. KonrakTHas pabota oOyJaromuxcs ¢ mpernonaBaresieM (Bcero), 6,25
B TOM YHCJIE:
JIEKIIAHU 2
MPAKTHYECKUE 3aHATHUS 4

1abopaTopHbBIE paOOTHI -

nHast kKoHTakTHas padota (MKP) 0,25
2. CamocTosiTeNbHas paboTa 52
3. KouTponbHas pabora 10
4. KoHtpomnb 3,75
5. ®opma KOHTpOIIS 3auer

4. Coaepxxanue JMCHUILIMHBI (MOYJIs1), CTPYKTYPUPOBAHHOE 110 TeMaM (pa3aeiaM) ¢ yKa3aHHeM
OTBE/ICHHOT0 HA HUX KOJHMYeCTBA aKaJeMHYeCKHUX YaCOB M BUI0B YUeOHBIX 3aHATHI
4.1 Copep:xanne TUCHUIIMHBI (MOAYJIs1), CTPYKTYPHPOBAaHHOE N0 TeMaM (pa3jejam)
Tema 1. Ponb 0enonpouseoocmea ¢ ynpaeieHueckoil 0eamenbHoCmu

Hcropust pazsutus nenonpousBoacTsa B Poccun. OCHOBHBIC TIOHSTHSI M OMPEICIICHHS IO JTOKY-
MEHTHPOBAHUIO YIPABIECHIECKON NIeATepbHOCTH. Lleas ¥ 3a7auu JOKYMEHTUPOBAHUS yIIPABICHYECKOM
JeITeIbHOCTH. Buibl 1oKyMeHTOB, uxX Kiaccuukaius. HopMaTHBHO-TIPaBOBBIE OCHOBBI JEIIOTPOU3BO/I-
CTBa Ha MIPEINPUATHU

Tema 2. Ilpasuna cocmagnenus u ogpopmnenus 00KyMenmos

Yuudukanus u cragaaptuzanys 1okyMeHToB. OCHOBHEIE MpaBHIIa TIOATOTOBKH U O(pOpPMIICHWUS
JokyMeHTOB. OpopMIIeHHEe PEKBU3UTOB JIOKYMEHTOB. THUIIBI U BHJIbI JJOKYMEHTOB.

Tema 3. /lokymenmupoeanue OpzaHu3auyUOHHO-PACHOPAOUMENbHOU Oeamenvnocmu. /{oKy-
MEHMUPOBaHue 0eaAmeabHOCMU KOI1eZUAIbHBIX OP2AHO8

Opraam3arnuonHas JokyMeHTarus. Ycras. [lomoxkenne. OcHOBHEIE TpeOOBaHUS K COCTABICHUIO
nokyMeHToB. CTpyKTypa W mTatHas yucieHHocTb. llltatHoe pacnucanme. UncTpykius. JlomkHOCTHAS
uHCTpYKIUs. Pacnopsautenbubie nokyMeHThl. Pemenne. Pacnopsokenue. [lpukas. Ykazanue. [loaroros-
Ka, COCTaBJIeHUE, U O(hOpMIICHHE pacHoOpSAUTEIbHOr0 qokyMeHTa. Cpok MCHONHEeHHs AoKymeHTta. Opra-
HU3ALMOHHO-TEXHUYECKHUE MEPOIPUATHUS 10 OATOTOBKE U MPOBEICHUIO coBelaHuil. CTpyKTypa JoKiIaaa
1 OTYETa Ha COBEIIAaHWH, 3aceaHnu, KoHpepeHuu. TpeOoBaHUs K COCTABICHUIO U OOPMIICHHUIO ITPOTO-
KoJIa.

Tema 4. Opzanusayus 0en060il nepenucKu

Henosoe nmucbmo. Bubl genoBeix nmuceM. [IpaBuia cocraBieHust 1 0(hOPMIICHHUS JEIOBOIO MUCh-
Ma. Bxogsiiue u ucxosiye nuchMa.

Tema 5. Hughopmayuonno-cnpagounvie 00OKymeHmaol

OCHOBHBIC PEKBU3UTHl WHPOPMAIMOHHO-CIIPABOYHBIX JOKYMEHTOB. CIIpaBKH, CITy>KEOHBIC, IIO-
KJIQJHBIC U OOBSICHUTEIBHBIC 3aIUCKA. AKTHI.

Tema 6. /lokymenmbl no 1uuHOMY cOCMAgy

OdopmiteHre JOKYMEHTOB IO TIPHEMY Ha padoTy, IMEePEMEIICHHIO, YBOJIBHCHHIO, MPEA0CTaBIIC-
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HUIO oTmyckoB. OdopmileHHe TPyIOBOW KHIDKKU. 3asBieHue. Xapakrtepuctuka. KoHTpakTHas (opma
HaiiMa, OpraHu3aliy 1 omiarel Tpyaa. CocTaBieHHe KOHTPAKTa.

Tema 7. Opzanuzauyusn ciayscovl 0e10npouU3600cmea

Opranuzanus JokyMeHTooOopoTa. [lopsanok MCHONHEHUs BXOASIIMX, MUCXOASAIIMX W BHYT-
PEHHUX JIOKyMEeHTOB. OpMBI perucTpauiu IOKYMEHTOB. YueT o0beMa JOKyMEHTO00OpOTa.
O0600mIeHne 1 aHaIM3 JaHHBIX 00 MCMIOTHEHWH JOKyMEHTOB. KOHTpOIh MCTIONHEHUST TOKyMeHTOB. Dop-
MBI KOHTPOJISI FICTIOTHEHUS TOKYMEHTOB.

Tema 8. Cucmemamuzayus 0OKyMeHmMos

Cucremaruzanus 1okyMmeHToB. GopmupoBanue nen. Homenkmarypa gen. OkcriepTuia HayqIHOH U
MPaKTHYECKOH LEHHOCTH NOKyMeHTOoB. Odopmienue aen. Onucanue JOKyMEHTOB MOCTOSHHOTO M Bpe-
MeHHOTo XpaHeHus. ObecniedeHne COXpaHHOCTH JOKYMEHTOB B Aeonpou3BoacTse. [lepenaua nen B Be-
JIOMCTBEHHBIN apXUB.

Tema 9. Opzanuzauus 00KyMeHmMOO00POMA HA PEIHCUMHOM RPEONPUAMUN

[onstre pexxumHoro mpeanpusaTus. Buapl u ypoBHU cekpeTHOCTH. CBEICHHUS OTPAHUYCHHOTO
UCTIOBh30BaHMsA. OpraHu3aus IeJIOMPOU3BOICTBA M JTOKYMEHTOOO0pOTa Ha PEKUMHOM IIPENPHUSTHH.

Opranunzanys cIyx0bI TOKyMEHTO000pOTa Ha PEXKUMHOM MPEANPHITHH.

4.2. Paznenpl AMCUMIIMHBI (MOAYJIS) M TPYA0EMKOCTh M0 BUAAM Y4eOHbIX 3aHATHI (B
aKajeMHUYeCKHX Yyacax).

Ne Tema O6mas KonTakTHas paGora =
n/n Tpynoe ol0yuyarommxcs g
MKOCT C npenoaBareyieMm 5 =
b, Bcero | Jekun | mpak | UKP/ = E A
BCEro uu THYe | KOHC | S = 5
4yacoB ckme | yabT | 3 g Eg =
3aHs | amMu z < ¢ Z
THSI Oa| g X
1 | Tema 1. Ponp ngemompomssonctBo B | 7,75 - - - - 7,75
OKOHOMHUYECKOH ¥  YIPaBJICHYECKOM
JEATETBHOCTH
2 Tema 2. IlpaBuia cocraBicHHS U 6,5 0,75 025 | 0,5 - 5,75
odopmIICHHS TOKYMEHTOB
3 Tema 3. JlokymentupoBanue opranu- | 6,25 | 0,75 | 0,25 | 0,5 - 55
3aI[MOHHO-PACTIOPSTUTETLHON nes-
TENbHOCTH. J[OKYMEHTHpOBaHHE Ies-
TEBHOCTH KOJIIETMAIBHBIX OPTraHOB
4 | Tema 4. Opranusanus aenosout nepe- | 6,25 | 0,75 | 0,25 | 0,5 - 55
MTHCKU
5 | Tema 5. UndpopmanmonHo-cipaBounsie | 6,25 | 0,75 | 0,25 | 0,5 - 55
JOKYMEHTEI
6 | Tema 6. JIokymeHTsl mo quyHomy co- | 6,25 | 0,75 | 0,25 | 0,5 - 55
CTaBy
7 | Tema 7. Oprauumsamus ciyx0sl geno- | 6,25 | 0,75 | 0,25 | 0,5 - 5,5
MIPOM3BOICTBA
8 Tema 8. Cucremarnzanus JOKyMEHTOB 6,25 | 0,75 |1 0,25 | 05 - 55
9 | Tema 9. Opranmsamust pexuma cek- | 6,25 | 0,75 | 0,25 | 0,5 - 55
PETHOCTH HA TPEANPHUITHH
KonrponsHas padora 10 10
HWHas koHTaKTHAs paboTa 0,25 | 0,25 0,25
Konrtpois 3,75 3,75




| Beero: | 72 |625] 2 | 4 [025] 52 | 103,75 |
BI/II[I)I MNPAKTHYECCKHUX U CAMOCTOATECIbHBIX paﬁoT
Tema Bun 3a- Conep:xanusi Yacel
HATHH*
Tema 1. Ponp menompousson- CP N3ydeHune KoOHCIIEKTa JEKINi 7,75
CTBO B OKOHOMHUYCCKON 158
ynpaBnqueCKoﬁ ACATCIIBHOCTHU
Tema 2. IlpaBuna cocraBnenns| CP | M3yueHue KOHCIIEKTa JIeKLUil 2,75
¥ 0hopMIIEHHUS IOKYMEHTOB [ToaroroBka K MPakTUYECKUM 3aHATUSIM 3
113 [IpoBenenne ompoca, BBITIOJHEHUE TH- 0,5
MOBBIX NMPAKTHYECKUX 3aJaHuM
Tema 3. JIOKyMEHTHpOBaHHE CP N3ydeHne koHCTIEKTA JEKIUH 2,5
OpraHu3alnuoOHHO- 3 [ToaroroBka K MpakTUYECKUM 3aHATUSIM 3
PaCHOPAAUTEIABHON — ACATCIE-| 13 |[IpoBe/ieHUE ONpPOCA, BHINOJHEHUE TH- 0,5
HOCTH. HOKyMEHTHpOBaHHE MOBBIX NMPAKTUUECKUX 3aJaHUM
JCATCIIBbHOCTU KOJIJICTHAJIBHBIX
OpraHoB
Tema 4. Opranusanus 1e10BoH CP N3ydeHne KOHCTIEKTA JICKITUH 2,5
MEPCIMCKHA ITonroToBka Kk MpakTUYECKUM 3aHATUSIM 3
113 [IpoBenenne ompoca, BBIOJIHEHUE THU- 0,5
MOBBIX MPAKTHUECKUX 3aJaHuM
Tema 5. HWndopmaumuonno-| CP  |M3ydeHne KOHCIIEKTA JICKIIUI 2,5
CIIPaBOYIHBIC TOKYMCHTBI ITonrorToBka Kk MpakTUYECKAM 3aHATUSIM 3
13  |IIpoBeneHue ormpoca, BHIIOIHEHHE TH- 1
MOBBIX MPAKTHUECKUX 3aJaHUM
Tema 6. JIokyMeHTBI MO JIU4- CP N3ydeHune KOHCIIEKTa JEKIHi 2,5
HOMY COCTaBy ITonroroBka K NpakTU4YECKUM 3aHATUSAM 3
13  |IIpoBeneHue ormnpoca, BBIIOIHEHHE TH- 0,5
MOBBIX MPAKTHYECKUX 3aJaHUM
Tema 7. Opranuzaums ciayxOsl| CP  |M3ydyeHne KOHCHEKTa JEKIUH 2,5
ACIONPOU3BOACTEA [ToaroroBka K NpaKTU4YECKUM 3aHATUSIM 3
113 [IpoBenenue ornpoca, BBIIOJHEHUE TH- 0,5
TOBBIX NMPAKTHUECKUX 3aJaHUuM
Tema 8. Cucremarnsaums go-| CP  |M3yueHue KOHCIIEKTa €KLl 2,5
KyMCHTOB [TonroroBka K IpaKTUYECKUM 3aHATUSIM 3
113 [IpoBenenue ornpoca, BBINOJHEHUE TH- 0,5
TOBBIX MPAKTHYECKUX 3aJaHUM
Tema 9. Oprannsauus pexuma| CP | M3yueHue KOHCIIEKTa JIEKIHH 2,5
CCKPETHOCTH Ha NPCATIPUATHA [ToaroroBka K MPakKTUYECKUM 3aHATUSIM 3
0,5
13  |IIpoBenenue ompoca, BBIIOJHEHHUE TH- 0,5
MOBBIX MPAKTHUECKUX 3aJaHUM
KownrponbHas pabora CP _ |IloaroToBka KOHTPOJBHON pabOTHI 10
[TonroroBka K 3aueTy B Te-| KOH- 3,75
YeHHE ceMecTpa TPOJIb

* CP — camocTositenbHas pabdora, [13 — npakTnueckue 3aHATHS

5. IlepeyeHb y4eOHO-METOAMYECKOT0 00eceYeH sl JI CAMOCTOSATEILHOMH padoThl
00y4yaruuxcst Mo JUCHHUIJINHE
1.IIpuxonpko A.H. JlokyMeHTHpOBaHHE yIPaBIEHUECKON NEATENIBHOCTH [ DNEKTPOHHBIN pecypc]:
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yuebHoe mocodbue/ [Ipuxonpko A.H.— Dnexrpon.tekctoBeie nanuele.— CII0.: Cankr-IletepOyprekuit
TOCYIapCTBEHHBI apXHTEKTYpHO-CTpouTenbHbI  yHHBepcuter, OBC ACB, 2013.— 270 c—
URL:http://www.iprbookshop.ru/26872.

2.Kaypman H.IO. [lokymeHTHpOBaHHE yHpaBIeHUECKOH AEATENBHOCTH [DIEKTPOHHBIN pecypc]:
yueoHoe mocobue/ Kaydpman H.FO.— DnexrpoH.TekcToBble fanHbIe.— OMCK: OMCKHH TOCYyIapCTBEHHBIN
UHCTHUTYT cepBuca, 2014.— 177 c.— URL: http://www.iprbookshop.ru/26681.

3.IlerpoBa A.I. IlpakTndeckie OCHOBHI OyXTaJITepPCKOTO ydeTa MMYIIEeCTBA OpraHU3auu [ JIeK-
TpoHHBINA pecypc] : yaeoHoe mocobue mis CIIO / AL IlerpoBa. — DNEKTPOH.TEKCTOBBIE JaHHBIC. —
Caparos: ITpodo6pasosanue, 2017. — 154 ¢.— URL.: http://www.iprbookshop.ru/69673.

6. OneHouHble MaTepHaJabl AJs NMPOBCACHUS l'[pOMC)KyTO'lHOﬁ arrecranumn Oﬁy‘-lalOIIII/IXCH
o JTUCHUIIJINHE

@DOoH/I OLIEHOUHBIX CpPE/ICTB MPHUBEACH B MPUWIOKEHUH K padodell mporpamMme TUCHUTUIMHBI (CM.
JOKyMeHT «OIeHOYHbIe MaTepuabl 10 JUCHUILUIMHE «J{oOKyMeHTaloHHOe obecneyeHne ynpaBieHus Ha

PEKUMHOM MPEATPUATHM).

7. IlepeyeHb OCHOBHOH W /IONOJIHHMTEJIbHOH Y4YeOHOU JMTEpPaTypbl, HEOOXOAMMOWN s
OCBOCHHUSA TUCIHHUIINHEI

@) OCHOGHAsA yUeOHan numepamypa:

1. Ilpuxogpko A.H. JlokyMeHTHpOBaHHE YIIpaBIE€HYECKON AEATENbHOCTH [DJIEKTPOHHBIN pecypc]:
yuebHoe nocobue/ [Ipuxompko A.H.— Dnexrpon.tekctoBbie naHuble.— CI10.: Cankr-IletepOyprekuii
TOCYJIapCTBEHHBIH apXHUTEKTypHO-CTpouTeNnbHbIN yHHBepcuter, OBC ACB, 2013.— 270 c—
URL:http://www.iprbookshop.ru/26872.

2. Kaypman H.IO. JlokymeHTHpOBaHHE YIpaBICHUYECKOW NEATEIBHOCTH [DIEKTPOHHBIA pecypc:

yuebHoe nocoobue/ Kayhman H.}JO.— Drnexrpon.TekcToBble 1anHbIe.— OMCK: OMCKHI rOCy1apCTBEHHBIN
UHCTUTYT cepuca, 2014.— 177 ¢.— URL: http://www.iprbookshop.ru/26681.

3. IlerpoBa A.I. IIpakTudeckne OCHOBHI OyXraJTEepPCKOTO y4eTa MMYIIECTBa OpraHu3anuu [Jiek-
TpOHHBIH pecypc] : yueoHoe mocodue s CIIO / Al IlerpoBa. — DNEKTPOH.TEKCTOBBIC JaHHBIC. —
Caparos: ITpodobpazosanue, 2017. — 154 c.— URL.: http://www.iprbookshop.ru/69673.

0) oononnumenvHasn yuebnasn rumepamypa:

4. I'myxoBa O.B. JlokyMeHTallMOHHOE oOOecIrieueHHe ympaBlieHHs [DNEeKTPOHHBIH pecypc]: Kypc
nexuuid/ Imyxosa O.B.— DOnekTpoH.TekcToBble NaHHbIe.— Bomrorpan: Bonrorpaackuii MHCTHTYT
ousHeca, By3zoBckoe oOpasoBanue, 2013.— 72 c.— URL: http://www.iprbookshop.ru/19177.

5. KysnenoBa M.B. JlokymeHTalMOHHOE OOECIeYeHHEe YIpaBICHUS IEPCOHATIOM [IEKTPOHHBIN
pecypc] : yueOnoe nocodue / U.B. Kysnerora, I A. XauarpsiH. — DJIEKTPOH.TEKCTOBbIE JaHHbIE. — M. :
HamixoB u K, Aii [Tu Op Menaua, 2014. — 220 c. - URL: http://www.iprbookshop.ru/15713.html.

6. Manryposa H.C. KagpoBoe nenonpou3BoicTBO [DJIEKTPOHHBIN pecype] : yueOHOe mocodue st
CTYICHTOB, oOydJarommxcsi 1o crenuanbHocTd 032001 JIoKyMeHTOBENEHHE W JIOKYMEHTAIIMOHHOE
obecnieuenue ympasnenus / H.C. MantypoBa. — OIEKTPOH.TEKCTOBBIE AaHHBIE. — YensOWHCK:
YenstOMHCKMI  TOCYIApCTBEHHBIM  MHCTHTYT  KyasTyps,, 2013. — 100 c¢. — URL:
http://www.iprbookshop.ru/56420.html.


http://www.iprbookshop.ru/26872
http://www.iprbookshop.ru/26681

8) 3aKoHOoO0amenbHble U HOpmamueHble aKmbl

7. I'paxxnmanckuii xomexc Poccuiickori ®enepanyu (4acte mepasi): yTB. DenepanbHbIl 3aKOH OT
30.11.1994 1. No51-®3 // OduumanbHblii caldT cripaBoYHOU MpaBoBoi cuctembl Koncymprantllmoc. —
URL: http://www.consultant.ru.

8. Tpynosoii xomekc Poccuiickoit ®@enepammu ot 30.12.2001 N 197-®3 (pen. ot 05.02.2018) //
Odwumnmanpeplii  caliT  copaBouHoi — mpaBoBod  cucteMbl  Koncymerantllnroc. - URL
:http://www.consultant.ru.

9. T'OCT P 7.0.8-2013. HanmonansHsI cTanmapt Poccuiickoit @eneparuu. CrcreMa CTaHIApTOB TI0
uHpOpMaIK, OMOIMOTEYHOMY U U3IATEILCKOMY Jey. JeTonpor3BOACTBO U apXUBHOE J1ey10. TepMuHBI 1
onpenencHus” (ytB. [lpmkazom Poccrammapra ot 17.10.2013 N 1185-ct) / OdunmanbHeiii cait
crpaBo4HO#i ipaBoBoit cuctembl KoncymnsrantlImtoc. — URL: http://www.consultant.ru.

10. TOCT P 6.30-2003 "YHupUIIMPOBAHHBIC CUCTEMbI JOKYMEHTAIMU. YHU(DUIIUPOBAHHAS CHCTEMa
OpTraHM3aIMOHHO-PACTIOPSAANTEIHHON JOKyMeHTanmud. TpeboBaHUS K O(OPMIICHHIO TOKYMEHTOB'//
OdwumnmaneHelii  caldT  crmpaBo4HOM — mpaBoBod  cuctembl  Koncymeramtllmoc. - URL:
http://www.consultant.ru.

11.IIpukaz Mundunra Poccun ot 29.07.1998 N 34H (pen. ot 11.04.2018) "O6 yrBepxnenuu llomo-
JKEHHS 110 BEIICHUIO OYXTaJTepCKOro ydyeTa W OyXralTepCkoi OTY4eTHOCTH B Poccuiickoit deneparyu”

(3apeructpupoBano B Muntocte Poccun 27.08.1998 N 1598) // OduunanbHeiii caiiT cripaBOYHOM mpaBo-
Bo#i cucrembl Koncynsrantllnroc. — URL: http://www.consultant.ru.

8. Ilepeuens pecypcoB HHGPOPMANMOHHO-TEJIEKOMMYHUKANMOHHOI ceTtn «UHTEepHET»,
HeO0X0AMMBIX /151 M3yYeHHUs] THCHHILIHHBI

Ob6yuaromumess PI'PTY npenocraBieHa BO3MOKHOCTh KPYINIOCYTOUHOTO JUCTAHIIMOHHOTO
WH/IMBUYaJIbHOTO JOCTYMA K CIIeTYIOIUM JIEKTPOHHO-OMOINOTEUHBIM CUCTEMAM:

1. ObC PI'PTY, pexum noctyna - ¢ moboro xomnstorepa PI'PTY 6e3 mapons. - URL:
http://weblib.rrtu

2. OBC «Jlanby», pexxum gocryna — c¢ jarobdoro xkomnbiotepa PIPTY Ge3 mapons. - URL:
https://e.lanbook.com/ (moroBop Ne 469-30 ot 20.10.2014 1., cpok mAeicTBHS JOrOBOpa
20.10.2014 . — 20.10.2015 r.; goroBop Ne 38-30 ot 22.02.2016 r., cpoK AEHCTBUS OTOBOpA
22.02.2016 . —22.02.2017 1)

3. OBC «IPRBooks» (bubmuoxoMIiekTatop), pekuM JOCTyIla — C JOOT0 KOMIbIOTEpa
PI'PTY 6e3 mapomst, u3 cetn Mutepuer mo mapomto. - URL: http://www.bibliocomplectator.ru
(moroBop Ne 1642/16 ot 01.03.2016 1., cpok meiictBust gorosopa 01.04.2016 . — 01.04.2017 1)

4.. bubnanoreka HannoHanpHOrO MCCiIe0BaTEIbCKOTO YHUBEpCUTETa «Bhiciias 1mikoa Ko-
HOMHKM»: opunnansHbit caitt —URL: www.library.hse.ru.

9. MeToguyeckue YKazanusda AJis oﬁyqamumxca 110 OCBOCHHIO JUCHHUITIJIMHbI

Paboma cmyoenma na nekyuu

CryneHTsl He JOJDKHBI MPOMYCKATh JEKIIMOHHBIM Marepuai, Ha OCHOBE KOTOPOIO pellle-
HUE 33/1a4 U BBIMOJIHEHUE JIa0opaTopHbIX padoT craHeT dhdekTuBHBIM. CTYIEHTHI MOTYT Mpe-
Jarath CBOM BOIIPOCHI JJISI BRIHECEHHs UX Ha 00Iee pacCMOTPEHHUE MPH TMOAIEPKKE TPerogaBa-
Tesl.

Iloozomoska Kk npakmuueckum 3aHAMUAM

CTYHGHTLI AOJDKHBI CUCTCMATHYCCKU BBITIOJIHATE B YCTAHOBJICHHBIC CPOKH BCC BUJBI TC-
KYILIETO KOHTPOJIS, yCTAHOBJIEHHBIE JAHHOW MPOrPaAMMO.

HpI/I N3YyUYCHHUUN JUCHUIINIMHBI OUCHBb IMOJIC3HO MPCABAPUTCIIBHO U3Yy4YaTb MATCpHAJ, KOTO-
pBIi e11e He IPOYNTaH Ha JIEKLIUU U He IPUMEHSUICS Ha MPAaKTUYECKOM 3aHATHH.


http://www.consultant.ru/cons/cgi/online.cgi?req=doc&base=LAW&n=44595&rnd=2F192A765CD4B43F9C9D41B72FFD9EA0&dst=100011&fld=134
http://www.consultant.ru/
http://www.consultant.ru/

Teopernueckuil Marepuan Kypca CTaHOBUTCS Oosiee MOHSTHBIM, KOTZIa JOMOJHUTENBHO K
IPOCIYIIMBAHUIO JIEKIIMA U U3YUYEHHUIO KOHCIEKTA, U3y4aeTcsl AONOJHUTENbHAs JIUTeparypa IIo
JTAHHOM AMCLUIUIMHE, JKeJIaTeJIbHO UCII0Ib30BaTh HECKOJIBKO UCTOYHHMKOB IO Kypcy. Jluteparypy
0 Kypcy PEKOMEHIYyeTCsl M3y4aTh B 3JEKTPOHHOW Ombnmmoreunoit cucreme. Ilocne msydenus
odepenHOro naparpaga HeoOXOAMMO OTBETHTh Ha HECKOJIBKO MPOCTBIX BOIPOCOB ISl CaMo-
KOHTPOJISA 10 JAHHOM TEME.

IIoozomoexa k coaue 3auema

3adyer — hopMa MPOMEKYTOYHOU MPOBEPKH 3HAHHMM, YMCHHI, HaBBIKOB, CTEIICHU OCBOE-
HUA JUCHUIIIINHBI.

I'maBHas 3aja4a 3aueTa COCTOUT B TOM, YTOOBI y CTYJICHTa U3 OTACIbHBIX CBEJICHUU H JIe-
TaJel COCTaBWIIOCH MpeCTaBlIeHHe 00 00IIeM colepKaHuU JUCHUTUINHBI, CTalla MOHSATHOW Me-
TOJMKA MIPEeIMETa, €ro CHCTeMa. | OTOBSACH K 3aUeTy, CTYJACHT MIPUBOAMT B CUCTEMY 3HAHUS, MOJTY-
YCHHBIC Ha JICKIIUAX, HpaKTI/I‘-ICCKI/IX 3aHATUAX, pa361/1paeTC$1 B TOM, UTO OCTaJIOCh HCIIOHATHBIM.

10. Onucanue MarepuaJIbHO-TeXHMYeCKOH 0a3bl, HeOOXOAUMOM /ISl OCYLeCTBJIEHHS
00pa3oBaTe/IbHOIO Npolecca 1Mo JUCHUILINHE
B y4ueGHOM TIpoIiecce MPUMEHSIOTCS CIeayone HH()pOPMAITMOHHBIE TEXHOJIOTHH:

—  JocTyn B ceTb VHTepHET, 00eCIIeunBaloNiil MOMCK aKTyaIbHOW HAyYHOH HH(pOpMAITI.

—  BBINOJHEHUE CTYACHTAMHU 3aJaHUM C MCIOJIb30BAaHMEM JIMLEH3HOHHOTO WM CBOOOZHO pac-
MPOCTPaHsIEMOTO MPOrPAMMHOTO 00ECIeUeHNs], yCTAHOBICHHOTO Ha PabovrX MecTax CTYACHTa B KOMIIb-
IOTEPHBIX KJIacCax U B MOMEILEHHSX ISl CAMOCTOSATENILHON paboThl, a TAK)KE /7Sl BHIIIOIHEHHSI CaMOCTOS-
TEJIbHOW pabOThI B JOMALITHUX yCIOBHUSX.

HEPEUEHb JAUUECH3UOHHO20 RPOCDAMMHOZC0 obecneuenus:

Hassanue I10 Ne munenzum KoanuecTBo MecT

OnepaunonHas cuctema Windows HoMep noanucku 700102019; O6eccpoyHO
ID 700565239

KasperskyEndpointSecurity Ne2922-190228-101204-557-1191 Ha 1000
MozillaFirefox CBOOOIHO pactpocTpaHsemMast 6e3 orpaHuYeHUI
AdobeAcrobatReader CBOOOJIHO pacipocTpaHsemMast 0e3 orpaHuYeHHI
LibreOffice CBOOOJIHO pacIpocTpaHseMas 0e3 orpaHUUEHMHA
7Zip-Manager CBOOOHO pacrpocTpaHseMas 0e3 orpaHUYeHUH

Hepe'{eﬂb I/IH(l)OpMaIII/IOHHLIX CIIPABOYHLIX CUCTEM:

— CopaBounass mpaBoBass cuctema Koucymprantllmoc [Omekrtponsii pecype]. — URL:
http://www.consultant.ru/online/. — Pexxum noctyna: noctyn u3 koproparusroii cetu PIPTY — cBoGon-
HbIH, JloroBop Ne 1342/455-10, 6e3 orpaHryueHHH.

11. Onncanne MaTepuaIbHO-TeXHHYECKOM 0a3bl, HEOOXOIMMOI JIsl OCYIEeCTBJICHHUS
00pa30BaTeIbHOIO MpoLecca Mo TUCHUIINHE

Neo | HaumeHnoBaHue cre- OcCHaIeHHOCTh IlepeueHb NMIIEH3UOHHOTO

/Tl | [UATBHBIX TIOMEIIEHUH 1 CIIEIMAITEHBIX TIOMEIIEHUI 1 | obecrieueHus 1 MH(OPMAIIMOHHBIX
TTOMETIICHHUH TSt TTOMETIICHHH IS CIIPAaBOYHBIX CUCTEM
CaMOCTOSITENILHON paboThl | caMOCTOSITENILHON paboThI

1 Ayn. No 337 (3manue KOMITBIOTEPHAs TexHuka | 1.0nepanuoHHas cuCcTEMa
y4eOHo- (1TIK) Kommsrotep Intel, | cemeiicTBa Windows
aIMAHUACTPATHBHOTO MYJITUMETHHHOE (Microsoftlmagint, HOMED
KOpITyCa) obopymoBanmue:  I[Ipoekrop | mommucku 700102019 (6eccpouno).
YueOHas aynutopust s EpsonEB-X12 2. Junenszus Ha MpaBo
MIPOBEACHNUS 3aHATHI HCTIONB30BAHMS
JIEKIIMOHHOTO M ClIeHnaIn3NpOBaHHAA KasperskyEndpointSecurity JUIst
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CEMHHAPCKOTO THUIIA,
TPYIIOBBIX U
WHJIMBH Ty AITbHBIX
KOHCYJIBTAIlUH, TEKYIIETO
KOHTPOJIS H

mebens: 100 crymbeB, 50
CTOJIOB KOMITBIOTEPHAS
texauka (111K)

omsneca Ha 1000  paboumx
mocagounbix MecT (Kommepueckas
munen3us Ha 1000 koMIbrHOTEpOB
Ne2922-190228-101204-557-1191 ¢
28.02.2019 mo 07.03.2021).

POMEKYTOUHOMN 3. 7Zip-manager — ceobomuoe I10,
aTTeCTalun 4. LibreOffice - ceobommroe ITO
Ayn. No 426 (3nanue 60 nocanounbix Mect, 1IIK ¢ | 1.  Ilpomyktet  Microsoft mo
y4eOHO- BO3MOXXHOCTBIO mporpamMme

aJIMAHHCTPATHBHOTO MOAKITIOUEHHS K CETH DreamSparkMembership ID
KopIyca) «AuTepHeT™ U 700565239 (omepaluoHHbIC
Y4eOHast aynuTopust It obecrieueHneM JIOCTyTa B cuctemsl cemerictea Windows),
MPOBEJIEHUS 3aHATHI AIIEKTPOHHYIO 2. Jluuensus Ha MpagBo
JICKIIMOHHOTO U UH(POPMAIIMOHHO- HCTIONIb30BAHMS

CEMHMHAPCKOTO THTIA, 00pa3oBaTeNbHy0 Cpeay KasperskyEndpointSecurity s
TPYIIOBBIX U PI'PTY, mynsrumenuiinoe omsHeca Ha 1000  paboumx

WHANBUAYAJTbHBIX
KOHCYJIbTAllMH, TEKYLLETO
KOHTPOJIS U
MIPOMEKYTOUHOH
arTecranuu, 1t
CaMOCTOSTENTFHOU PaOOTHI,
IUIsL KypCOBOTO
MPOEKTUPOBAHUS
(BBITIOJTHEHUS KYPCOBBIX
pabor)

obopynoBanue (IIPOEKTOP
Ben Q, akpaH),
CTIeIHaIH3UPOBaHHAS
Meb6ens (cTynbs-60, CTOIbI-
30), nocka

nocanouHslx MecT (Kommepueckas
munen3us Ha 1000 xkoMIbIOTEpOB
Ne2922-190228-101204-557-1191 ¢
28.02.2019 mo 07.03.2021),

3. 7Zip-Manager - ceo6oxnoe 10,
4. OpenOffice - ceoboxmoe I10,

5. LibreOffice - ceo6onnoe I1O

Ayn. Ne 424a (3nanne
y4eOHO-
aJMHUHHACTPATUBHOTO
KopIyca)

YueOHas ayquTopus s
MPOBEJEHUA 3aHATUI
JEKIIMOHHOTO U
CEMHHAPCKOTO TUTIA,
IPYIIOBBIX U

WH/IMBHTy aITbHBIX
KOHCYJIBTaIU, TEKYIIETO
KOHTPOJIS U
MPOMEKYTOUHOH
aTTecTanuu, JUIs
CaMOCTOSITENTLHOHN paboThI,
JUTSL KypCOBOTO
MPOEKTUPOBAHUS
(BBITTOTHEHUS KYPCOBBIX
paboT)

28 MocajgouHBIX MECT,
KOMIIBIOTEPHAs TEXHUKA
(15I1K) ¢ BO3MOXKHOCTBIO
MOAKJIIOUYEHUS K CETH
«HTEepHET» U
obecrieueHueM J0CTyna B
SNEKTPOHHYIO
WHPOPMAIIOHHO-
00pa30BaTeNIbHYIO Cpeay
PTPTY, mynsrumenuitnoe
obopynoBanue (IIPOEKTOP
Ben Q, akpaHn),
CHenHaTu3uPOBaHHAS
Mmebenb (cTynbsa-28, CTONbI-
14), nocka

1. TIlpomykrsl  Microsoft mo

nporpamme
DreamSparkMembership ID
700565239 (omeparnoHHbIE
cucteMbl cemetictea Windows),

2. Jluuensus Ha MpaBo
HCTIONTb30BAHMS
KasperskyEndpointSecurity s
omueca Ha 1000  paboumx

nocagouHbix MecT (Kommepueckas
muuen3us Ha 1000 koMmbroTEpoB
Ne2922-190228-101204-557-1191 ¢
28.02.2019 o 07.03.2021),

3. 7Zip-Manager - ceoboxHoe 10,
4. OpenOffice - ceoboxnoe 10,

5. LibreOffice - cBo6oauoe ITO

Ayn. Ne 501 k.2 (3nanue
nabopaTopHOTO KOpITyca)
AynuTopust 1S
CaMOCTOSITENTLHOHN paboThI

25 KOMIIBIOTEPOB
(KOMITBIOTEPHBIH KJ1acc) ¢
BO3MOXKHOCTBIO
MOAKITIOYEHUSI K CETH
«HTEpHET» H
o0ecrieueHnueM JOCTyIa B
3IIEKTPOHHYIO
MHPOPMALIIOHHO-
00pa3oBarenbHyI0 Cpeny
PI'PTY, Kommsrotepsr Intel,
CTIeIMAIN3UPOBAHHAS
Mebenb: 25 crynbes, 13

1.0nepannonHas cUCTeMa
ceMelcTBa Windows
(Microsoftlmagint, HOMEp

noarmucku 700102019 (6eccpouno).

2. JInnensus Ha IpaBo
HCIOJIb30BaHUs

KasperskyEndpointSecurity s
omsneca Ha 1000  paboumx

nocanouHbix MecT (Kommepueckas
murieasus Ha 1000 KOMITBIOTEpOB
Ne2922-190228-101204-557-1191 ¢
28.02.2019 mo 07.03.2021),
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CTOJIOB

3. CnpaBo4yHO-TIpaBOBasl CHCTEMa
«Koncynsrant [Tnrocy - morosop 06
WHPOPMAMOHHON ToAnepkKe No
1342/455-100 ot 28.10.2011r.

4. 7Zip-manager — ceobomuoe I10,

Ayn. 502 k.2 (3nanue
1abopaTOpPHOTO KOpITyCa)
Aynuropus nis
CaMOCTOSITENTLHOHN paboThI

25 KOMIBIOTEPOB
(KOMITBIOTEPHBIN KJ1acc) C
BO3MOXXHOCTBIO
MOAKIIIOYEHUSI K CEeTH
«HTepHeT U
obecrieueHneM JIOCTyTa B
ANEKTPOHHYIO
WHPOPMAIIIOHHO-
00pa3oBaTeNbHYIO Cpemy
PI'PTY, Kommsrotepsr! Intel,
CIeHATH3UPOBAaHHAS
Mebens: 25 crynbes, 13
CTOJIOB

OpenOffice - cBobomuoe TIO,
LibreOffice - ceoboaroe ITO
1.0nepaunonHas CUCTEMa
cemeiicTBa Windows
(Microsoftlmagint, HOMED
noxnucku 700102019 (6eccpouno).
2. Jluniensus Ha paBo
HCTIOJTb30BaHHUS

KasperskyEndpointSecurity VIS
omneca Ha 1000  paboumx
nocanounbix Mect (Kommepueckas
munen3uss Ha 1000 xoMIbIOTEpOB
Ne2922-190228-101204-557-1191 ¢
28.02.2019 mo 07.03.2021),

3. CopaBoyHO-IIpaBOBasi CUCTEMaA
«Koncynprant [mtocy - moroBop 06
rH(MDOPMAITMOHHONW TOoAMepKKe No
1342/455-100 ot 28.10.2011r.

4. 7Zip-manager — cso6onHoe 10,
5. OpenOffice - ceo6omnoe I10,

6. LibreOffice - cBobonnoe I1O

[Iporpamma cocraBieHa B COOTBETCTBUH ¢ DenepanbHbIM TOCYIapCTBEHHBIM 00pa30BaTeIbHBIM
CTaH/IapTOM BBICIIIETO 00pazoBaHms 1o crieruanbHOCTH 38.05.01 DxoHOMHIUECKast 6€30MacHOCTh
(kBayMUKanys BBIMTYCKHUKA — CIIEIHATHCT, popMa 0OydeHus: — O4HAasi, CPOK OOyUEeHHS — 5 JIeT).

Mg~

IIporpaMmy cocTaBui:

Cr. npenoyaBarens kabenper I'MKY IO.A. Mepkymos
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MMPUJIOXXEHHUE 1
K paboueii mporpaMMe JUCIUTUIAHBI

MUHHCTEPCTBO HAYKH U BBICIIETO OBPA30OBAHMS POCCUMCKOM ®EIEPALINA

CDGI[CpaJII)HOG roCcyaapCTBCHHOC 6IO,H}KGTHOG 06p330BaTeJH>HOC

YUpEXKACHUE BhICIIEr0 00pa30BaHUs
«PSI3AHCKUN TOCYJAPCTBEHHBIN PAJIMOTEXHUYECKUN YHUBEPCUTET
NUMEHMU B. ®. YTKHUHA»

Kadenpa «OxoHomuueckas 0€30MacHOCTh, aHAIHU3 U YUET»

OLHEHOYHBIE MATEPUAJIBI 11O AUCIUIIJIMHE
b1.B.JIB. 03.02 «/lokymMmeHTAaLIHOHHOE O0ecIieYeHre YIIPABJICHUS HA
PEeKUMHOM NPEANPUATHID)

CrienuajibHOCTh
38.05.01 DxoHomuyeckas 0€3011aCHOCTh

Croenunammsanusa Ne 2
«IKOHOMUKA U OpPTaHU3AIMS TPOU3BOACTBA HA PEKUMHBIX 00BEKTaX»

KBamudukanus - 3KOHOMUCT

dopma 00yueHuUs — 3a0UHas

Psaszaus 2020 1.
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1. OBIIME NOJOKEHU A

OneHoYHbIE MaTepHalibl — 3TO COBOKYITHOCTh y4eOHO-METOAMUYECKUX MAaTepHajIoB (KOHTPOJIBHBIX
3aJaHui, onucaHuil GopM U npoueayp), NperIHa3HAYEHHBIX A7 OLEHKH KauyecTBa OCBOEHHsI O0ydaroImu-
MUCS JaHHOW AMCUUIUIMHBI KaK YaCTH OCHOBHOM 00pa3oBaTebHON IPOrpaMMEI.

Lenp — OIeHUTH COOTBETCTBHE 3HAHHM, YMEHHA W YPOBHS MPHOOPETEHHBIX KOMIIETEHIIHI 00Y-
YaroIUXCs LesIM U TpeOOBaHUSIM OCHOBHOW 00pa30BaTeNbHON IIPOrpaMMBbl B XOZI€ IIPOBEICHUS TEKYIIe-
TO KOHTPOJIS U TIPOMEXKYTOYHON aTTeCTaI|H.

[IpomexyTtounast arrectauusi mpoBoxuTcst B (opme 3adera. Ha 3auere cTymeHT mnoiryuaer
3aJaHue, BKIIodaromee B ceds 10 TecTOBBIX BOIPOCOB M OZIHA CUTYAI[MOHHAS 331a4a.

2. OIMCAHME MOKA3ATEJENA U KPUTEPUEB OLIEHUBAHU S KOMIIETEHIIMIA

CdopMupoBaHHOCTD KaX/I0i KOMITIETEHIIH B PaMKaX OCBOSHUS NaHHOW IAMCIHUILIMHBI OIeHUBA-
€Tcs [0 TPEXYPOBHEBOU LIKAJIE:
1) MOPOTOBBIN YPOBEHb SIBIISETCS O00S3aTENLHBIM JUIS BCEX OOYYaIONIMXCS 1O 3aBEPIICHUN
OCBOCHUS TUCIUIIINHEI,
2) MIPONBUHYTHI YpPOBEHb XapaKTEPHU3YeTCs NPEBBINICHHEM MHHHUMAIBHBIX XapaKTEPUCTUK
C(l)OpMHpOBaHHOCTI/I KOMHCTCH]_[I/Iﬁ I10 3aBCPIICHUHN OCBOCHUA JUCLIUIIIINHBI;
3) STAJIOHHBIA yPOBEHb XapaKTEPU3YETCs] MAaKCHUMAJIbHO BO3MOXHOH  BBIPAKEHHOCTHIO
KOMITETEHIINN U SIBIIIETCS BAYKHBIM Ka9eCTBEHHBIM OPUEHTHPOM IS CAMOCOBEPIIEHCTBOBAHUSL.

Hrorosas orneHka o AUCUUILIMHE BBICTABISIETCA IO IIKAJIE KHE3aUTEHO», «3a4TEHO».

OneHka «He3aYTeHO» BBHICTAaBIISICTCA CTYACHTY, KOTOPBII HE BBIIOJIHWI BCE MPELyCMOTPEHHBIE
3aJaHMs Ha YPOBHE IIOPOrOBOTO.

OueHka «3a4TEHO» BHICTABISAETCS CTYICHTY, KOTOPBIH BBIMOJIHUI BCE IPEIyCMOTPEHHBIE
3aJjaHus Ha yPOBHE [TOPOTOBOI0, MPOJABUHYTOTO WJIN 3TaJIOHHOTO.

a) onucanue Kpumepuee U Kajibl Oyerusanusl mecmupoeaHus.

IIxkana oyenusanus Kputepuii

3a4TEHO YPOBEHb YCBOCHUS MaTepHaa, IpeayCMOTPEHHOTO IPOrpaMMON: Tpo-
(3TaNOHHBIH, IPOABUHYTHIM, |IIEHT BEPHBIX OTBETOB HA TECTOBBIE BONPOCHI OT 65 10 100%
TIOPOTOBBIN YPOBEHB)

HEe3a4TEHO YPOBEHb YCBOCHUS MaTepuaja, MpeayCMOTPEHHOTO IIPOrPaMMOM: TIPO-
LIEHT BEPHBIX OTBETOB Ha TeCTOBbIE BONPOCkl OT 0 10 64%

6) Onucavue Kpumepuee U Kajibl OyeHUuBarUusl nNpaAKmu4eCcKux 3A0aHUlL:

lkaJsa oueHUBaHUS Kpurepuii
3a4TEHO 3a/laHuE BBINOJIHEHO BEPHO, 33JaHNE BBIIIOJIHEHO BEPHO, HO UMEIOTCS He-
(3T3J'IOHHBH71, HpOHBHHYTBIﬁ, KOTOPBIEC HETOYHOCTH, 3a/laHUEC BBIIIOJHEHO BEPHO, C OTOIOJHUTCIIbHBIMU
IIOPOTOBBIN YPOBEHB) HaBOJAIIMMU BOIIPOCAMHU IPETIOAaBaTeIs
HE3a4TEHO 3a/laHUE HE BBIIIOJHEHO

8) onucanue Kpumepues oyeHKu KOHMpOoIbHOU padomoi:

KonTposbHas pabora 1o 3a04Hoit popme oOydeHus, NMpU3HAHHAS PEICH3CHTOM YOBJICTBOPH-
TEJIHHOM, OIECHUBAETCS CIIOBOM «3a4TECHOY». B 3auTeHHOI paboTe HOMyCKarOTCS CIEeIYIOIINE HEIOUEThI:
- HE3HAYHUTEIILHEIE OITUOKH, OTHCKH;
- HeTIpaBWILHOE 0(DOPMIICHHE TUTYJIBHOTO JIFICTA, CITUCKA UCIIOIB3yEMOM JTUTEPATYPHI,
KonTponbHas pabota mpu3HAeTCs PEeleH3eHTOM HEyIOBJIICTBOPUTEIBHON U OIICHUBAETCS CIIOBOM «HE3a-
yTeHOo». OCHOBaHUS IS He3a4eTa KOHTPOIbHON paOOTHI:
- HEeMpaBWIbHBIE, HETOYHBIE 1 HEKOHKPETHBIE OTBETHI HA TIOCTABJICHHBIE BOTIPOCHI;
- HECaMOCTOSITEIILHBIN XapaKTep BBIIOJHEHUS KOHTPOJIBHOMN paOOThI;
- ONHCATENBHBIN XapaKTep OTBETa Ha CPaBHUTEIHHO-aHAIUTHUECKUE BOIIPOCHI, OTCYTCTBUE HEOOXOIH-
MBIX OOBSICHEHUH U OTBETOB;
- (hakTHUECKME OMMOKH, TOMYIICHHBIE ITPH OTBETE Ha BOIIPOCHI,
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- HempaBUJIbHOE, HEOpekHOEe O0(hopMIICHHE Pa0OThl, HAJTMYUE 3HAYMTEIHLHOIO KOJIMUYECTBA I'paMMaTHUe-
CKHX OIINOOK.

3. HACIIOPT OHEHOYHBIX MATEPUAJIOB 11O JUCHUIIVIMHE (MO YJIIO)

Ne KonTposmpyemble pa3aeiibl (TeMbl) TUCHANIUHBI Koa xonTpo- Bup, meron,

n/n (pe3yJbTaThI 1O pa3aeaam) JIMpyeMou ¢opma
KOMIIeTeH- OII€HOYHOTO
U (WIm ee MEepONpUsATHS

4acTH)
1 2 3 4
1 Tema 1. Poib memonpou3BoACTBa B YIPABIICHYSCKON Oes- [ICK-1 3aueT
TEJNBHOCTH
2 Tema 2. [IpaBuna cocraBneHus U 0pOPMIICHUS TOKYMEHTOB [ICK-1 3ayet
3 Tema 3. JloKkyMeHTHpOBaHHE OpraHU3alMOHHO- I1CK-1 3auer

pacropsiAUTENbHON — JeATeNIbHOCTH.  JIoKyMeHTHpOoBaHHE
JeSITEIbHOCTH KOJUIETHAJIbHBIX OPraHoOB

4 Tema 4. Opranusarys 1eJ10BON NepernucKu [ICK-1 3auyet

5 Tema 5. MHpOpMaLIMOHHO-CIIPABOYHBIE IOKYMEHTBI [ICK-1 3auet

6 Tema 6. JIoKkyMEHTBI IO TMIHOMY COCTaBY I[ICK-1 3auet

7 Tema 7. Opranuzariysi CiayxO0bl JeJIONPOU3BOACTBA I[ICK-1 3auet

8 Tema 8. CucremaTu3zanus JOKYMEHTOB I[ICK-1 3auet

9 Tema 9. Opranuzanus JOKYMEHTOOOOPOTa Ha PEIKUMHOM IICK-1 3auer
NPEANPUITAN

4. TUITIOBBIE KOHTPOJIBHBIE 3AJIAHU S NJIN UHBIE MATEPHUAJIBI

Kon komnereHuun Conep:xanue KOMIETEHIMH

[ICK-1 CIOCOOHOCTH MPUMEHSTH B MPOQECCHOHABHOMN JesITeIbHOCTH
B cpepe IKOHOMHKH M OpPTraHH3allii MPOM3BOJICTBA HA PEKHIM-
HBIX OOBEKTax 3HAHHE TEXHOJOI'MH MPOMBILUIEHHOTO MPOMU3-
BOJICTBA, & TAKXKe TEXHOJOTUH oOecredeHus] HHPOPMAITUOHHON
0€30IacHOCTH, 3aIUThl HHPOPMAIMH U CEKPETHOCTH

a) munoeble mecmoeble 3a0aHUs:

1. Ha xakux mpoijeccax 0CHOBaHA yNpaBJieHUYeCKast AesiTeJIbHOCTh?
1: momy4enue nHpoOpMaUK U ee 00paboTKa;
2: aHaNU3, MOJTrOTOBKA U MPHHSTHE PEIICHUI;
3: yTBEpXKACHNE PEIICHH;
4: BBINIOJTHEHUE PELICHUM;
5: y4eT ¥ KOHTPOJIb HPUHSTHIX PEIICHHUM.
2.Yto Takoe nnpopmanus?
1: cBeneHus (COOOIICHHMS, JaHHBIC) HE3aBUCHUMO OT ()OPMBI UX MTPEICTABIICHUS;
2: TOYHBIE 3HAHMS, O KAKOM JIN0O0 OOBEKTE WIIN SIBIICHUY;
3: cBeneHwMs, Tiepe/iaBaeMbIe OT OJTHOTO YeJIOBEKa JIPYToMY.
3. Uto Takoe 10OKyMeHT?
1: TO, 4TO MOKHO TPEIBSIBUTH AJISl YAOCTOBEPEHHSI TMUHOCTH;
2: cBeIeHUs], 3aKPEIJICHHBIE MTOIICHIO U MeYaThIO;
3: 3amucanHas Ha Oymare WM HHOM HOCHTEJIe HHPOPMAITHSL.
4. YTto Ha3bIBaETCS JOKYMEHTHPOBAHHEM YIIPaBJIeHYECKOH AesiTeTbHOCTH?
1: ydeT, coxpaHEeHHE U COCTABJICHHE TOKYMEHTOB;
2: mporecc 3armrucu HHOOPMAIH Ha PA3TNYHBIX HOCUTENSIX M0 YCTAHOBICHHBIM MTPAaBHUIIaM;
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5. Kakasi u3 nepeuncjeHHbIX QYHKIUIH He XapaKTepHAa sl TOKYMEHTOB?
1: madOpMaITHOHHAS;
2: mpaBoBasi;
3: ympaBieHuecKasi;
4: monuTHYECKas.
6. I'ne orpaeHnbl YHHQULIMPOBAHHbIE CUCTEMbI JOKYMEHTALUM, IPUMeHsieMble B cepe ynpasJie-
Hus?
1: OGmepoccwuiickuii Kaccu(pukaTop ympapieHIECKOH JOKYMEHTAIINH;
2: Enqunast cuctemMa KOHCTPYKTOPCKOH JTOKyMEHTAITHH;
3: Enunast cuctemMa TeXHOJOTHYECKOM TOKYMEHTALNH.
7.006s13aTeJbHBIN JJ1eMeHT, IPUCYIINI OnpeleJJeHHOMY BUAY AOKYMEHTA 3T0:
1: peKBH3HUT JOKYMEHTA;
2: MOAMUCH TOJIKHOCTHOTO JINLIA;
3: oTMeTKa 00 MCTIOTHEHUH.
8. Hocurtenp nH(popManuu ¢ HAHeCEHHbIMHM HA HEM NOCTOSIHHBIMHU PEKBU3UTAMHU.
1: hopmymsp-obpasers;
2: 11aboH;
3: OmaHK mOKyMeHTa (OJIaHK)
9. Bpl1e 10T cileylolMe BUAbl OPraHU3alHOHHO-PACIIOPAAUTEIbHbBIX JOKYMEHTOB:
1: opranu3anoOHHBIE;
2: pacOpsIIUTENbHEIE;
3: cnpaBO4YHO-MH(POPMALIMOHHBIE;
4: TOKyMEHTHI 0 JUYHOMY COCTaBY MPEAIPUATHS;
5: KOMMEpPYECKUE IOKYMEHTBHI;
6: (pMHAHCOBBIE JOKYMEHTHI.
10. K pacnopsiauTe/ibHbIM JOKYMEHTAM OTHOCSTCS:
1: mocTaHOBIICHHS;
2: pelieHus;
3: Oyxranrepckasi OT4ETHOCTD.
11./IaToii BcTynuieHUsl NPUKa3a B CUJIY SIBJISIETCH:
1: nata ero opopMIICHHUS ceKpeTapeM
2: mara ero MoANMCaHusl PYKOBOJUTEIEM
3: maTa MOKyMeHTa, Ha OCHOBAHUHU KOTOPOT0 0(OPMIISIETCS IPHKA3
4: nata BBEJICHUSA €TO B JCHCTBHUE, YKa3aHHAS B TEKCTE
12. Kakne 1okyMeHTbI GyHKIHOHMPYIOT B cepe ynpapiieHUs NpeANpusiTHEM?
1: opraHu3alOHHEIC;
2: paciOpsIIUTENbHBIE;
3! KOHCTPYKTOPCKHE.
13. KaknuM 10KyMEHTOM cJjieyeT pyKOBOICTBOBATLCS NPH MOATOTOBKE JOJLKHOCTHBIX HHCTPYKIM
PaGOTHUKOB KaAPOBBIX CIYK0?
1: TK P®D;
2: KBanudukamoHHBIM CIIPAaBOYHUKOM JIOJDKHOCTEH PyKOBOAMTEIIEH, CIEUANINCTOB U APYTHX CITYXKa-
IIKX;
3: ITaTHBIM PacTIUCaHUEM.
14.Xon o0cy:kaeHust BONPOCOB U pelieHusi, IPUHIMAaeMble Ha 3aCeIaHUsIX KOJIerHaJbHbIX Opra-
HOB, COBETaX, COOPAHHUSAX, COBEIIAHUAX (PUKCHPYIOTCS B\
1: akTax;
2: oTYeTax;
3: mpoToKoJax;
4: noxianmax.
15. U3nanne KakuX JOKyYMeHTOB MpeIycMAaTPUBaeT MOPSAAOK PacCMOTPeHHsI BOIPOCAa HA OCHOBE
NPHHIUIA KOJLJIerHajJbHOCTH?
1: mpuka3zos;
2: yKa3zaHui
3: MOCTAaHOBJIEHUH;
4: perieHn.
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0) munoevle npaxmuueckue 3a0aHUA:
3apanue 1
Crpoektupyiite OaHK I TUChMa C IPOIOJIBHBIM PACIIONIOKECHUEM PEKBU3UTOB JJIs CIICAYIONICH opra-
Huzanuu: Akimoneproe oomectso «POCTPAHCABTO» OKIIO 02832807, OI'PH
10178003707971HH/KIIII 7708032140/772001002, anpec: yu. Jlenuna, a. 25, r. PoctoB-Ha-/ony,
344015 Texn./dakc (056) 65-43-50E-mail: ra@mail.ru

3aganue 2

OdopMuTh TOKITATHYIO 3aMMCKy HAa UMs reHepanbHOro qupekropa OAO «Jlya» A.B. @porosa oT maB-
Horo Oyxranrtepa opranuzanuu C.B. Bonkosa, koTopsiii coob1maet, uto Bo BTopoM kBaprtaie 2003 rona
OTJIeJI IUTaHUPYET BHEAPEHHE HOBOM Bepcun KomnbroTepHon mporpammsl 1: CBYXTAJITEPU S, xotopas
TpeOyeT Oollee COBpEMEHHOT0 MaTepHaibHOTo obecnieueHms. Kommproreps! kimacca Pentium 2, ncmomis3y-
eMble B HACTOAIIECE BPeMsl, HE COOTBETCTBYIOT 3TOMY YPOBHIO. M MPOCUT PYyKOBOACTBO BBIIEIUTH MOAPA3-
JIeNIEHUIO KOMIIBIOTEpHI Kiacca Pentium 4 — 6 10T., 1a3epHbIi MpUHTEP — 2 IIT.

3ananne 3
[IpeacraBuTh cxeMy IBHKEHHS BHYTPEHHETO JOKYMEHTA, PACIIONOKHB B Tabuuie | B Hy)KHOM MOPSIIKE
NPECTABICHHBIC HUXKE MPOIECCHI:
® MpoBepKa MPAaBHIILHOCTH OGOPMIICHHUS TPOEKTA TOKYMEHTa
COCTaBJICHHE MTPOCKTA JOKyMEHTA
MONIHUBKA JOKYMEHTA B JJI0
COTTaCOBaHHUE MPOCKTA JOKYMEHTA
MOANUCAHNE PYKOBOAUTEIEM
odopMIICHHE U TIeYaTh JOKYMECHTA
perucrpanys JOKyMeHTa
MPOCTAHOBKA JIaThl 1 HOMEPA Ha JOKyMEHTE
repeiada JOKyMEeHTa Ha UCITOJTHEHHE
HCTIOIHEHHE TOKYMEHTA
KOHTPOJTb 3@ MCTIOJTHEHMEM TOKYMEHTA

Tabmuna 1 — CxeMa JBWKEHHS BHYTPEHHETO JIOKYMEHTa

Hcnonuurenu

[Tpouecc

Kannenspus
PykoBoacTso
Ucnoaaurens
(cexperapn)
CrpykTypHOE
MOJpa3IeICHIe
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MMPUJIOXXEHHUE 2
K paboueii mporpaMMe JUCIUTUIAHBI

MMHUCTEPCTBO HAVKM U BBICIIIEI'O OBPABOBAHM S POCCUMCKON ®EJIEPALTUN

denepanbHOE TOCYIapPCTBEHHOE OIOIKETHOE 00pa30BaTeIbHOE

YUpEXKACHUE BhICIIEr0 00pa30BaHUs
«PI3AHCKUM TOCYJAPCTBEHHBIN PAJTUOTEXHUYECKU YHUBEPCUTET
NUMEHMU B. ®. YTKHUHA»

Kadenpa «DxoHomudeckasi 6€301MacHOCTh, aHATU3 U YIET»

METOAUYECKOE OBECIHEYEHHUE JUCIHUIIJIMHbI
b1.B.JIB. 03.02 «/lokymMmeHTALIlHOHHOE O0ecIieYeHre YIIPaBJICHUS HA
PEKMMHOM NPEANPUATHID

CrienuajbHOCTh
38.05.01 Dxonomuyeckas 0€30IIaCHOCTh

Creuunanusamusa Ne 2
«IKOHOMHKA U OpPTaHU3AIMS TPOU3BOACTBA HA PEKUMHBIX 00BEKTaX)

KBamudukanus - 3KOHOMUCT

dopma o0yueHus — 3a04Has

Psaszaus 2020 1.
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1. METOJIUYECKHUE PEKOMEHJIAIIAA IO CAMOCTOATEJIBHOM PABOTE
CTYJEHTA

[Tpn u3y4eHnn qaHHON MUCIUILIMHBI CTYACHTHI BHITIOIHSIOT PA3IMYHBIE BUIBI CAMOCTOSTEILHOM
paboThI:N3yUeHHE KOHCIEKTa JICKIHMiA, N3y4YeHHEe OCHOBHOM U JONOIHUTEIBHOHN JIUTEpaTyphl, MOATOTOBKA
K IIPAaKTUYECKUM 3aHATHSIM M BBIIIOJHEHNE KOHTPOIBHON paboTHI.

[Tpn BeIMOMHEHNH BCeX (OPM CaMOCTOATENBHOM PabOTHI CTYAEHTHI IMOJIB3YIOTCS JIUTEPATypOH,
YKa3aHHOH B CIICKE OCHOBHOH U JOTIOJHUTEIILHON JIUTEPATYPHI.

CamocrosTenbHasi paboTa BBIONHACTCS CTYICHTAMU B MIPOLECCE M3YYEHHS BCEX yUeOHBIX JHC-
muminH. OHa HampaBlieHa Ha OBJIAJCHUE OOYYalOIMMHUCS (QyHIAaMEHTANbHBIMU 3HAHUSMH, podeccHo-
HAJIBHBIMU YMCHUSIMH W HaBBIKAMHU, YMEHUSIMH PaOOTHI C TUTEPATYPHBIMUA MCTOYHUKAMH, IPAKTHYECKOTO
pelreHus 3a/1ad, Ha pa3BHTHE JIOTHYECKOTO MBIIUICHHS, TBOPYECKOH aKTHBHOCTH, HCCIIEOBATEIILCKOTO
MOAX0/Ia B OCBOCHUH yueOHOTO MaTepHaia, pa3BUTHE MO3HABATEIBHBIX CIIOCOOHOCTEH.

Brigensttor 1Ba suda camocrositensHON padoTel ctynenTa (CPC):

® HEMOCPEACTBEHHO B XONE ayAUTOPHBIX 3aHATHH (JIEKIUH, NPaKTHYECKUX, CEMHHApPCKHUX,
T1a0opaTOPHBIX 3aHATHH) TT0J] PYKOBOJICTBOM M KOHTPOJIEM MPETIoAaBaTes.

e CamocrosTenbHast paboTa CTyICHTa BO BHEAyAUTOPHOE BpeMsi Oe3 ydacTHs NpenogaBaTelis
(moma, B OMOITHOTEKE, B OOIICKUTHH H T.11.).

Ocnosuvimu gpopmamu eneayoumopnot CPC noo pyxoeoocmeom u KoHmponem npenooa-
samejsi AGNAIOMCA.!

e TeKyIre KOHCYIbTanuu (Tmepes 9K3aMeHaMH U 3a4€TaMH, B MEKCECCHOHHBIHN MepHo. U T.
a.);

e  BBINOJIHEHUE PA3IMYHBIX BUJIOB 33J]aHUI BO BPeMs MIPOXOXKICHUS YUEOHBIX W TIPOU3BOI-
CTBEHHBIX TIPAKTHK;

® [IOJrOTOBKA JIOKJIJIOB U pedeparoB, HaMCaHUE KYPCOBBIX U BBITYCKHBIX KBaJTU(QHKAIIU-
OHHBIX paboT;

e yyacTHe B pa0OTe HAyYHBIX CTYJIEHUYECCKHX KPYXKKOB, UCCIEHOBATEILCKUX JIA00OPaTOpHil,
KoH(epeHIHiA, B TPOBEIEHNH KOMITJIEKCHBIX HAYYHBIX UCCIIEIOBAHUIM.

Ocnosuvimu gopmamu eneayoumoproi CPC b6e3 yuacmust npenodasamensi A61sI0Mcs.

e paboTa ¢ KOHCHEKTaMH JIeKIHid (00paboTKa TEKCTa); YCBOSHHE COAEpPIKaHUS KOHCIIEKTa
NeKnui Ha 0a3e peKOMEHI0BaHHOH Y4eOHOM U JOTIOTHUTEIHLHON JIUTEPATYPHI;

e m3ydYeHHWe y4eOHOH, HaydHOU, METOIUYECKOH, CIIPABOYHON JIMTEPaTyphl, B TOM YHCIE C
NPUBJIEYCHUEM DIIEKTPOHHBIX CPEACTB MH(OpMAIINY;

® COCTaBJICHHE Pa3JIMYHBIX BUOB 3alKCEil MPOUYNTAHHOTO: KOHCIEKTHPOBaHNUE, aHHOTHPO-
BaHHe, pedepupoBaHne, HTUTHPOBAHNE, TE3UPOBAHHUE;

e  cocraBieHure Oubnrorpaduu I pa3IMYHBIX BUJIOB YU€OHBIX U HAYYHBIX PadoT;

® [IOJIrOTOBKA K 1a0OpaTOPHBIM, KOHTPOJIBHBIM paboTaM, X o(opMIleHHE; TIOI'OTOBKA CO-
oOIIeHHi K BBICTYIUIEHUIO Ha CEMUHApe, KOH(EPEeHIINH;

e BHINOJIHEHHE WHAWBUAYAIBHBIX TBOPUECKUX 3aJaHUN M0 Pa3lIUYHbIM pa3zieinaM COAepiKa-
HUsl y4eOHOHN JUCLUIUTMHEI,

e  BEINOJNIHEHHE pedepaToB, TOKIAI0B, KYPCOBBIX U BBITYCKHBIX KBaTH(PHUKAIMOHHBIX PadoT,
MOJATOTOBKA OTYETOB IO TPAKTHKE, OCYIIECTBICHHE WHAWBUIYaAIHLHON y4ueOHO-UCCIen0BaTeIbCKON
paboTHI;

e TEKyLIMH CAaMOKOHTPOJb YCIIEBAEMOCTH Ha 0a3e TpaaMIMOHHBIX M AJIEKTPOHHBIX 00yua-
IOIUX U aTTECTYIOINX TECTOB.

[Ipu BbIMOIHEHUH JIFOOOHM (OPMBI CaMOCTOSITEILHON Pa0OThI CTYIEHTY MPHXOOUTCS PadoTaTh C
y4eOHON 1 HAyYHOU JIUTEPATyPOH.
CyIIecTBYIOT pa3IngHbIe BUABI YTCHUS KHUTH.
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beznoe umenue — nepsbiii mwar B pabote ¢ kHuroid. OHO MpenoaaraeT 03HaKOMJICHHE C KHATOH B Lie-
JIOM TIPU  JIOCTAaTOYHO BBICOKOW ckopocTH (10 300 crpanui Tekcra 3a 1,5-2 yaca). [Ipuémamu ckopouteHus
MO>KHO OBJIQ/IETh MyTEM CIIEIIMATLHBIX TPEHUPOBOK.

Buwibopounoe umenue nipeanonaraeT ynyolIeHHOE W3yYeHHE TOTO WM MHOTO pa3fena Me4aTHOro Mc-
TOYHHMKA B COOTBETCTBHH C 33/IaHHON YIeOHOW FIJTH MCCIIEI0BATENbCKOM 1IeNbt0. [Ipr 3TOM BaYKHO COOTHOCHTH
M3y9aeMBbIii pa3/IeN ¢ ColepKaHueM BCel KHUTH (CTaThbi) KaK 9acTh C IEIIBIM.

Cnnowmnoe umenue PUMEHSETCS IPU HEOOXOIUMOCTH OXBaTUTh TEKCT B 1IEJIOM, PACWICHUTH €r0 CO-
Jiep>kaHre Ha COCTaBHBIE YaCTH, TIOKa3aTh MX COOTHOIIIEHHE 1 B3aUMHYIO CBSI3b, CAETIaTh OCHOBHBIE BBIBOIIBI.

Ymenue ¢ npopabomxoii mamepuana NpAMEHsETCs pH paboTe ¢ MePBOMCTOYHUKAMHU U COIPOBOXK-
JTaeTCst KOHCTIEKTUPOBAaHIEM HarOoIIee CyIIeCTBEHHOTO, BasKHOTO.

Cmewannoe umenue. B HEM coYeTArOTCS pa3IMYHBIE BUABI YTEHHUS B 3aBUCHMOCTH OT CONEpP KaHU
Marepuarna, menen u 3aaa4 ero u3ydeHus. OAuH U TOT e HCTOYHHK MOXKET OBITh CHayajia Oervio MpoCMOTPEH,
3aTeM TOJBEPTHYT CIUIONTHOMY WIIM BBIOOPOYHOMY UYTEHHIO, KPUTHUECKOMY DPaz00py YHTAEMOTO C IIENBI0
[IyOOKOTO POHUKHOBEHHUS B €T0 CYIIHOCTb.

3anuch NMPOYMTAHHOTO YUYWT CTYJEHTa pa3fessiTh M3ydaeMOe Ha OTHOCHTEIBHO CaMOCTOSTEIbHBIC
CMBICIIOBBIE €IMHHIIBI, BHIIEISTh B TEKCTE ITIABHYIO MBICIh, OCHOBHOE TIOJIOXKEHHE, TE3UC 1 €T0 JOKa3aTelh-
CTBO, TIO3BOJISIET paboTaTh 0€3 JIMIIHMX 3aTPaT U BpEMEHH, OBBIIIAET Pab0TOCIIOCOOHOCTb.

Cy1ecTByeT HECKOJIBKO BHIOB CHCTEMATH3MPOBAHHON 3aITMCH ITPOYNTAHHOTO: aHHOTUPOBAHNUE, TIIa-
HHUPOBaHKE, KOHCTIEKTUPOBAHHUE, TE3UPOBAaHUE, IMTUPOBAHHE.

Annomayus - o4eHb KpaTKoe M3JI0KEHHe coaepkaHus. E€ MoxHO HamucaTh TOJMBKO IOCIHE MpPo-
YTeHHS ¥ TIIyOOKOTO OCMBICIICHHUS BCETO TeKCTa. B Helt 00bI9HO MaéTcs OlleHKa KHUTH, CTaThH. B KHHTAxX
OHa OOBIYHO MOMEIAETCS B CAMOM Hadvale.

TInanuposanue — Kparkasi JOTUIECKast OpraHU3alys TeKCa, PACKPBIBAIOIIAS COIEPKAHUE U CTPYKTYPY
n3y4aeMoro marepraa. [lmanbl ObIBatOT MPOCTHIE U CIIOkKHBIE. OOPa3IIoM MPOCTOTO TIIaHa SBISETCS OTIIaB-
JieHne KHUTH. B HEM conep)KUTCS TONBKO TMepeveHb IIaBHBIX BOIPOCOB M MOPSIOK MX paccMOTpeHust. Pac-
YIIeHssT KaXKIBIHA MMyHKT TPOCTOTO TUIAHA Ha COCTABILIOIINE €r0 IMOJITYHKTBI, MOKHO 6€3 0c000r0o Tpyaa co-
CTaBUTb CIIOKHBIN PACILIMPEHHBIN TUIaH.

Koncnexmuposanue — HanOonee pacrpoctpaHéHHas Gpopma padodel 3arucu, OHa MPeayCMaTPH-
BaeT KPaTKoe M MOCIEN0OBATEIbHOE N3JIOKEHNE CONEPKaHUs MPOYUTAHHOTO U BKITIOYAET B ceds BCe Y-
THe BUBI 3alTUCEM.

Te3ucwi - cxxaToe M3IOKEHHE OCHOBHBIX MBICIIEH, TOCTAHOBKA U3y4aeMbIX BOIPOCOB. 371€Ch HET
npuMepoB, ¢pakTorpaduyeckoro Marepuana. B Te3ucax nomkHa OBITH OTpaXKeHA BCS JIOTUYECKasi CTPYK-
Typa paboTbl, Bce OCHOBHBIC MBICIIH. B HUX BBIPHCOBBIBAETCSl KpacHasi HUTh COJepKaHUsl paOdOTHI UCCTe-
JTOBATEISL.

Llumupoeanue — TOCIOBHOE BBITUCHIBAHUE M3 TEKCTA BBIIEP)KEK, U3BJICUCHH, HanOoee cyIe-
CTBEHHO OTPaKAIOIIMX Ty MJIM MHYIO MBICIbL aBTopa. BIOOp UTAT HY>KHO MOAYUHATH ONpeaeNEéHHOI 11e-
1 (KaK WUTIOCTPAIXS WK TIOAKPETUIeHHEe BhIBOJA | T.11.). Kaxkiast murara 3aKimodaeTcsi B KaBbIYKH U CO-
MIPOBOXKAAETCA yKa3aHNUEM Ha €€ NCTOYHHK.

CymiecTByIOT ¥ ApyTHe BUABI 3allUCEH MO pe3yibTaraM paboThl C TUTEPATYPOil.

Om3wi6 - olleHKa PoYUTaHHOTr0. OOBIYHO M3JIArar0TCsl KIIIOYEBbIE BOMIPOCHI C OLIEHKOW U Xapak-
TEPUCTHKON HccieoBaHus. OT3bIBBI OOBIYHO MUIIYTCS C LENBI0 PEKOMEHIAMN WIIM OTKIOHEHHUST 00CYXK-
JaeMbIX paloT K MeJaTH, K UCIOIb30BAaHMIO B IPAKTHYECKOH paboTe. B 0T3pIBe HEOOXOOUMO AaBaTh IIy-
0OKO apryMEHTHUPOBaHHbBIE BBIBOJIBL.

Peyensus - 310 TOXXE KPUTHUECKUI OT3BIB O KHHUTE, CTAaThe, CIIEKTaKIe, PUiIbMe U Tp. B PELCH3UN
00bI9HO O0JIee MOAPOOHO U3IAraloTCA OCHOBHBIE MBICIIH aBTOPA U UX KPUTHYECKast OlleHKa. Takxe J1aroT-
Cs1 TIOJIOKUTENbHBIC MU OTPULIATETIbHbIE PEKOMEHIAINY, OTKIIOHESHHUSL.

Pestome - kpaTkasi olleHKa MPOYUTAHHOTO, C BBIBOAAMH, IJIABHBIMU UTOraMu padoTel. OHO 4acTo
JIa€Tcs B 3aKIIOYCHHUE PAOOTHI.

Occe - mpo3anyHOe COUMHEHNE HEOOBIIOro 00beMa U CBOOOTHONH KOMIO3UIMH, TPAKTYIOLIEE Ty

WX UHYIO TEMY U IIPEACTABIIAIOMICE IIOIMBITKY IMEPEAATh MHAUBUAYAJIbHBIC BIICHATIICHUA U C006pa)KCHI/I}I,
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TaK WM WHAUYE, C HUM CBSI3aHHBIC,

3anucu na xapmouxy - BaXKHas COCTABIISAIONIAs B pab0OTE ¢ HAYYHO-TIEAarorHIeCKOM JTUTePaTypO.
O0s3aTenbHO yKa3bIBaeTCs (paMuiIusi, MMsI, OTYECTBO aBTOpPa, HA3BaHWE KHHUTH, MECTO M3/IaHNs, Ha3BaHUE
W3aTeIbCTBA, TOJ M3/IaHUs U O0Ilee KOJUYEeCTBO CTpaHUIl. ECiM B KapTOUYKy 3alMCHIBACTCSI CTaThs U3
HAy9YHOTO COOPHHKA WM MEPHOANYECKON MEeAarornieckoi meyaT, TO He0OX0MUMO yKa3aTk Tol M HOMeEp
W3JIaHAS, CTPAHUIIBI, YKAa3BIBAIOIINE HaYaI0 U OKOHYaHHUE CTAaTbhU.

Jlocnoerwvie 6bi0epoicku U3 HAYYHOTO TEKCTA C YKAa3aHUEM HCTOYHUKA, CTPAHUIIBI U aBTOpa. JTa
(opma HCTIONB3yeTCS MHOTHNA, KOTJa KaKHWe-TO MBICIH OCOOEHHO XOpPOIIO H3JIOKEHBI W BIIOCIEICTBHUH
MIPEATNONAraeTcs JOCIOBHO IUTUPOBATH JAHHBIM OTPHIBOK TEKCTA.

WHorna 3TH BBRIIMCKH JENAIOTCS ¢ KOMMEHTAPHSIMHE, KOT/Ia PEATIONIaraeTcsl BRICTYIUICHHE C KPH-
TUKOW YNTAEMOTO TEKCTa, MIPH HAIMMCAHWW OT3bIBAa WM pereH3nu. Takas ¢opma 3amuceil moJIoKUTeTFHO
3apeKoMeH IoBaIa celst Ipu paboTe HaJl TEMON HAYYHOTO MUCCIICIOBAHMS.

METOAUYECKHAE PEKOMEHJIALIMU 1O HAITMCAHUIO KOHTPOJIbHOM PABOTHI

KonTponwsHast pabota — Hanbonee pacnpoCTpaHEHHBI THUI MUCHMEHHBIX Pa0OT AJSl CTYICHTOB
3209HOTO OTHENECHUA. JTO OMpeAesieTcs cnennu(uKoi 3a09H0N GopMbl 00ydeHus, TpeOyromeil 0coObIx
croco0OB TIPOBEPKH 3HAHHMK, TMOJIYYaeMbIX CTyIEHTAaMH B MEKCECCHOHHBIH TMEpUOA B XOJC
CaMOCTOSTENTEHOU PaOOTHI.

KontponsHast pabota He sBISEeTCS KOHCIIEKTOM M JO/DKHA OTpakaThb BUACHHUE H3JIaracMoiu
aBTOpoM TipoOsieMbl. JKenmaTenbHO H3NOKEHHE aBTOPOM BO BBEICHHH AaKTyaJbHOCTH PAacCMOTPEHUS
KOHKPETHOI'O Hay4yHOro 00bekTa U (hopMyIupoBaHue Leau padoThl. B 3akimoueHny ke, COOTBETCTBEHHO,
MOJIBOZSTCSI MTOTU MPOJCTaHHON paboThl. B OCHOBHOM 4acTH KOHTPOJIBHON Pa0OThI CTYACHTHI JTOJIKHBI
MIPOSIBUTH CBOIO MTO3UIIMIO 110 aHATTU3UPYEMBIM BOIIPOCAM.

KonTponbHble 3a1aHus BRIIOIHAIOTCS MOCIIE U3YUYEHHUS OCHOBHBIX IOJIOKEHHUH Kypca Ha OCHOBE
3HaHUH, MOMYYEHHBIX B Y4eOHOM Ipoliecce, a TAK)Ke Ha OCHOBE CaMOCTOSTEIHHOTO M3yUEHHUS U aHau3a
PEKOMEH/IOBAaHHOW HaydyHOHW M y4eOHOW JIuTeparypbl M AOKYMEHTaJbHBIX HCTOYHMKOB. Iloompsiercs
NpUBJIEYCHUE JOTOIHUTENBHON JIUTEpaTyphl, B TOM YHCJEC HaydyHOH, (QUIOCOPCKOM, IKOHOMUIECKOH U
WHOH (B TOM YHcCIie- IEpPUOANYECKHX MEeYaTHBIX M3aHHUI), €CIM 3TO HE0OXOMUMO JUIs Oojiee TIOJIHOTO |
BCECTOPOHHEI0 PaCKPBITHUS TEMBI.

KonTponbsHas pabora 1omkHa OBITH TIPENICTABICHO HA Kadeapy COMIacCHO CPOKaM, OTpe/ielIeHHBIM
rpaduxom kadeapsl. (CBOAHBIN rpaduK BHITIOTHEHHUS PA0OT BBIIAETCS HHIUBUAYAIBHO)

TemMa KOHTPONBHOW pPabOTHI BBHIOMPAETCS CTYIEHTOM M3 PEKOMEHJOBAHHOTO MEPEYHs WM
bopMynaHpyeTcs CaMOCTOATENFHO TI0 OMHOH W3 mpodieM u3ydaeMod JUCHUIUIMHBL.  CTYIeHTHI
BBITIOJTHSIOT THCBMEHHYIO KOHTPOJBHYIO Pa0OTy MO pa3HbIM BapHaHTaM. BapuaHT NHCbMEHHOH
KOHTPOJIBHOH  paboThl  3aKpeIUIAThCS  TMperojaBaTesieM JIMCIUIUIMHBL 332  KKIBIM  CTYIACHTOM
MHAMBHyanbHO. [loBTOpEHNE BapriaHTa BHYTPH IPYIIBI HE JOITyCKAeTCs.

O6beM KOHTpOJILHOH paboThl mpH 3ToM cocTaBisieT 10-12 cTpaHUI MAalIMHONKCHOTO TEKCTa.
TpeboBanus Mo 0HOPMIICHHIO KOHTPOJIBHON paOOTHI:

- TUTYJIBHBIH JIMCT, COEPKaHHWE TEKCTOBOTO M3JIOKEHHsI, OCHOBHAs 4acTh (HE MeHee 2-X IJIaB),
3aKITIOYEHHE, TPUIOKEHNE U CITUCOK HCIIOIB30BAHHBIX UCTOYHUKOB (HE MEHEE ITSITH).

* 3a/1aHHE BBIIIOJHSIETCS Ha CTaHAAPTHBIX JcTax ¢popmata A4 (210x297Mm);

* TEKCT MUMIETCS C OCTaBJIEHUEM I0JIei TI0 BceM cTopoHaM jucTa: 20 MM-BBEpXY M BHHU3Y, 25-30
MM — clieBa, 10 MM-cripaga ;

- ab3auHbId oTCTYM (47151 KoMIbioTepa - 1,25 cM); pasmep mpudra 1mo BeICOTE CTPOYHBIX OYKB- 3
MM Nel4;

* MEXKIYCTPOYHBIN oTCcTyn- 1,5.

IToaroroBka k ciaue 3ayera
PabounmM y4eOHBIM TIIAHOM MIPEAYCMOTPEHO BPeMS TIOATOTOBKH CTYACHTAa K 3a4eTy.
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BOooo~NoORWDNE

0.
. OTBETCTBEHHOCTh COTPYJHUKOB OPraHM3allMH 3a HAPYIICHUE PEKMMA CEKPETHOCTH.
12.
13.
14.
15.
16.
17.
18.
19.
20.

3ader ciayxuT (GOpPMOI IIPOBEPKU YCBOEHUS Y4eOHOIO Marepuasa NpaKTUUECKUX 3aHSITHUH, NpU-
00peTeHNs HaBBIKOB CAMOCTOATEJIEHON paboThl, a Takke (JOPMOI MPOBEPKH TEOPETHUECKUX 3HAHUH.

I'maBHast 3amaya 3a4eTa COCTOUT B TOM, YTOOBI y 00YHAIOIIErocsl U3 OTIENIbHBIX CBEACHUI U JeTa-
Jieil COCTaBWJIOCH MpENCTaBICHUE 00 OOLIeM CONepKaHWM COOTBETCTBYIOIIEH AMCIMIUIMHBLIOTOBSICH K
3a4eTy, 00yyaromuiics NpUBOAUT B CUCTEMY 3HAHMS, IIOJIyUYCHHbIE Ha JICKIUAX, HA IPAKTHUECKUX 3aHSITH-
AX, pa3dupaercss B TOM, YTO OCTAJIOCh HEHNOHATHBIM, M TOTAA M3ydaeMmas UM AMCLUILIMHA MOXET OBITH
BOCTIPHHSATA B [TOJTHOM 00beMe ¢ MPUCYIIEH el CTPOTOCTHIO U JIOTHYHOCTBIO.

OO6yJaronuiicst TOHKEH UX CTaBUTH Iepe]l COOO0M MPH MOATOTOBKE K 3a4eTy, ¥ TOT/[a Ha ITOJ00HBIS
BOIIPOCHI CO CTOPOHBI IIPENOAABATENS EMY HECJIOKHO OyAET OTBETUTD.

[loaroToBka k 3ayeTy HE MOJDKHA OTPaHUYMBATHCS OCMIBIM YTEHHEM KOHCIIEKTa JIEKIHH, JAaxe,
€CJIM OHM BBINIOJHEHBI MOIPOOHO M aKKypaTHO. MeXaHW4ecKOTO 3ayYMBaHUSI TaKXkKe clelyeT n30erars.
bonee Hane)xHBIN U 1e1ecO00pa3HbIN MyTh — 3TO TINATEIbHAS CUCTEMAaTH3aLMsl MaTepuaia py BIyM4H-
BOM TOBTOPEHUH, 3alIOMHUHAHUH (DOPMYIMPOBOK, YBA3KE PAa3IUUHBIX TEM H Pa3lesiOB, 3aKPEIUICHUU ITy-
TEM pEeLIeHHs TECTOB.

[ImanupyiiTe MOArOTOBKY K 3a4€Ty C TOYHOCTBIO J0 Yaca, yUUThIBasl Cpa3y HECKOIBKO (PaKTOPOB:

- HEOTHOPOJIHOCTh MaTepualla U 3TaroB ero NpopaboTku (Hampumep, Ha NepBOHAYAIBHOE
U3y4YeHUE YXOOUT OO0JIbIlIe BpEMEHH, YeM Ha MIOBTOPEHUE);

- CBOM MHIMBHIYaJbHbIE CIIOCOOHOCTH;

- PHUTMBI ACATEIBHOCTH;

- MIPUBBIYKN OpPraHU3Ma.

UpesmepHast (u3nyecKas Harpy3ka Hapsiy ¢ OOIIMM YTOMJICHHEM IMPHUBEIET K CHH)KCHUIO HMH-
TEJUIEKTYaJIbHOU AESITeIbHOCTU. PeKOMEHIyeTC s JenaTh NepephiBbl B 3aHATUIX depe3 Kaxable 50-60 mu-
HyT Ha 10 munyT. ITocne 3-4 yacoB yMCTBEHHOr0 TpyAa CIAEAYET CAEIATh YaCOBOU MepEPHIB.

IloaroroBky 3a4eTy cielyeT HauMHATh ¢ OOLLEro INIAHMPOBAaHUsI CBOEH AEATEILHOCTH B CECCHIO,
C ompezieneHust 00beMa MaTepuala, HOoUIeKaIlero NpopaboTke.

[IpenonaBatens OCYIIECTBISET B3aUMOACHUCTBHE (KOHTAKTUPOBAHUE) CO CTYIEHTOM BO BpeMs
c/lauu 3a4era.

TemaTnka KOHTPOJBbHBIX pa60T
VYHuukanus u cTanaapTu3anys ciy>KeOHON T0KyMEHTallUH.
[Topsinok nmepenaqu Jen B MOApa3ACICHUS.
BckpbiTHE crienXpaHuinIL B OTCYTCTBHE OTBETCTBEHHOI'O COTPYIHHKA.
CobmrofieHne pexxuMa CeKpeTHOCTH MPH U3TOTOBJICHUN CEKPETHBIX JOKYMEHTOB.
[Tpenensl nocTyna JOMKHOCTHBIX JIMI K 3aIUIIAEMbIM CBEJICHUSIM.
[TpaBoBas sKCHIEPTH3a PACIOPSIAUTEIBHBIX IOKYyMEHTOB.
[Topsimox paboThI ¢ CEKPETHBIMU JOKYMEHTAMH B CIIYKEOHBIX KOMaHIUPOBKaX.
IOpuanueckas rpaMOTHOCTb JOKYMEHTA, ITyTH €€ TIOBBILICHHUS.
[Topsimox oopmieHHs U YTBEPKACHHS TOKYMEHTOB KOJIJIETHaJIbHBIX OPTaHOB.
Jlonyck AOKHOCTHBIX JIML ¥ TPaKJaH K CBEIEHUSIM, COCTABIISAIOLIUM IOCYIapCTBEHHYIO TalHY.

[Tpuem u 006pab0TKa aHOHUMHBIX ITUCEM.

[Nonpaznenenns, OCyIECTBISIOMNE KOHTPOIb 32 HCIOJTHEHHEM JIOKYMEHTOB.

[TonsTHE, HA3HAYCHNE U OPTaHU3alUs IPOIYCKHOTO PeXXUMa Ha PEKUMHBIX 00bEKTaX.

[Tprem BXOASIINX CEKPETHBIX TOKYMEHTOB. YYeT CEKPETHBIX JOKYMEHTOB.

OdopmiieHre UCXOAALINX CEKPETHBIX JOKYMEHTOB. OTIpaBKa HCXOAIINX CEKPETHBIX

JIOKYMEHTOB.

WNupekcanys TOKYMEHTOB B IEHTPATU30BaHHBIX, ACLEHTPATU30BaHHBIX U CMEIIAHHBIX BHJIAX

JIeTIONPOU3BOICTBEHHBIX O/IPA3ACICHNN.

OnTuMuzanus 10KyMEHTOO00pOTa B YIPABIEHYECKOH JeSATETbHOCTH PEKUMHBIX OOBEKTOB.
ITepeueHb BONPOCOB K 3a4eTy

1. TTonsTre u BUBI JOKYMEHTOB.

2. OdunumanbHble JOKYMEHTBI U UX IOpUIMYECKas CUIa.

3. PexkBU3UTHI JOKyMEHTA.

4. CucreMa JOKyMEHTALUH.
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5. Cranapru3zanusi JOKyMEHTaIUH.

6. YHudukanus 10KyMeHTauu U ee HOopMBbl.

7. YupeaurenbHble JOKYMEHTHI.

8. OpranuzanmoHHoO-pacnopsauTeabHbie JokyMeHTsl (OP/I).

9. Buasl u opopmnenue 6mankoB OP/I.

10. O6ume mpaBua 0POPMIICHHUS PACTIOPSAUTEIBHBIX JTOKYMEHTOB.

11. OO6mme mnpaBuia odQopMICHUS CIYXKEOHBIX O(QOpPMIICHHS TMHCEM, IepeaaBaeMbIX
ANIEKTPOHHOM MOYTOM.

12. O6mue mpaBuia opopMiIeHUS JOKIAIHOMN, CITyKeOHON U 00BSICHUTEILHOM 3aITUCOK.
13. O6mwme mpaBmiIa 0POPMIICHHUS aKTa.

14. O6mue npaBusia opopMIICHHUS TPOTOKOJIA.

15. JloroBopHasi JOKYMEHTAIIUSI.

16. JlokyMeHTBI IO IIEpCOHALY OpraHU3alHH.

17. IlpaBuna BHyTpEHHETO TPYAOBOIO pacIoOpsIKa.

18. IlonoxxeHue o CTPyKTYPHOM MOAPA3ICIICHUH.

19. lomxHOCTHASI HHCTPYKIIHSL.

20. JIoKkyMEeHTBI, UCII0JIb3yeMbIe IIPU M0A0OpE MepcoHaa.

21. OdopmiieHue npruemMa Ha padboTy.

22. JIOKyMEHTBI 110 yYEeTy HECUACTHBIX CIIy4aeB Ha IIPOU3BOJICTBE.

23. [loHATHE M IPUHIUIIBI OPTraHU3AINU JOKYMEHTO000pOTA.

24. CtpyKTypa JOKYMEHT0000pOTa.

25. Opranm3anus JOKyMeHT0000pOoTa Ha MPEIIPUITHH.

26. IIpuHIMIIBI OpraHU3aIi TOKyMEHTO000pOTa.

27. OpraHu3arioHHasi CTPyKTypa JIeIOMPOU3BOJACTBEHHOM CITYKOBI.

28. 3amaun ¥ GYHKUMU CITyXObI IeTONPOU3BOJICTBA.

29. HopmaruBHast perfiaMeHTaIus TOKyMEeHTO000poTa.

30. DIeKTPOHHBIN JOKYMEHTOOO0POT.

31. Perucrpanus JOKyMEHTOB.

32. nnekcanus TOKYMEHTOB.

33.KoHTpoIb 32 HCITOTHEHNEM JIOKYMEHTOB.

34. Texy1iee XpaHeHUE JOKYMEHTOB.

35. XpaHeHue TOKYMEHTOB B AJIEKTPOHHOU (opme.

36. [TonsTre 1 QyHKIIMY HOMEHKIIATYPbI JIEI.

37. Bunbl HOMEHKJIATYP JIE.

38. CozeprkaHne HOMEHKJIATYPBI €.

39. [ToaroroBka fiest K apXHBHOMY XPaHEHHUIO M apXUBHOE XpaHEHHE JIOKYMEHTOB.

40. Undopmanus Kak IpeaAMeT 3aIUThL. 3auTa KOHPHISHIIMAIbHON HHpopMauy.
41. OcHOBBI 3aIUTHI KOH(GUICHIMATBHON HH(DOPMAIIUU Ha IPEATIPUATHH.

42. Opranusaius paboThl ¢ JOKyMEHTaMHU, COIEPKAIIUMHU KOH(HUACHIINATLHbIE CBEJICHHUS.
43. Opranu3anus A0CTyIa U MOPSIOK padOThI MepCoHaa ¢ KOHPUICHIIMATLHBIMHA JOKYMEHTAMHU
u 6a3amMu TaHHBIX.

44. CBeneHusi, COCTABIISIONINE TOCYIAPCTBCHHYIO TaiTHY.

45. CreneHH CeKPeTHOCTH CBEJIEHHH, COCTABIAIOIINX TOCY/IapCTBEHHYIO TaiHYy.

46. Jlommyck K roCcyIapcTBEHHOU TaiHe.

47. OTBETCTBEHHOCTD 32 pa3MiallleHHe roCy1apCTBEHHON TalHBbI.

48. 3akoHomarenbeTBO Poccuiickoit Deeparuu o Ciry>keO0HOM 1 KOMMEPUYECKOW TalHe.
49. TlpenocrasieHne HHGOPMAIIMH, COCTABIISAIONIEH CTyKeOHYI0 U KOMMEPUYECKYIO TaifHy.
50. OTBETCTBEHHOCTH 3a PA3IVIAIICHUE CBEICHUSI, COCTABIISIONINX CIYKEOHYIO U
KOMMEPUYECKYIO TalHY.
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