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1. EJIX U 3AJAYHN OCBOEHU A AN CHUIIJIMHbI

Llensmu OCBOEHUS JUCIUIUIMHBI «J{OKyMEHTallMOHHOE OOecleueHue YIpaBICHUS)
SIBJISTFOTCSL:

-bopMHpPOBaHKE TEOPETUUECCKUX 3HAHUN B 00JIACTH JIEJIOMPOU3BOJICTBA;

-popMupoBaHHE W pa3BUTHE KOMIIETEHTHOCTH B paboTe C  ympaBiIeHUECKOH
JIOKYMEHTAIIUEH;

-hopMHpPOBaHKE HOBOT'O SKOHOMUYECKOT'O MBITIUICHHS.

3adauamu nucuuIUIMHBL «JlOKyMEHTaIMOHHOE O0O0eCrevYeHne YIPaBICHUS» SBISIOTCS:
dbopMHupoBaHHEe y OOYYAIOIMIMXCSl TOHSITHHHOTO armapara JIOKYMEHTOBEIEHHS Ha OCHOBE
COBpeMeHHBIX CTaH,Z[apTHBIX Tp€6OBaHI/I$IX Ka‘-IGCTBy Hpe,Z[OCTaBJIeHI/IH I[OKYMCHTaI_[I/II/I, 3HAHUA 06
opraHu3anu paboThl C JOKYMEHTallMOHHOW uWHdOpMmarmen; GopMHUpOBAHHWE KOMIUIEKCHBIX
YMCHI/Iﬁ peI‘I/ICTpaHI/II/I ,Z[OKyMGHTOB, pel[aKTI/IpOBaHI/IH, KOHTpO.HSI, corjlaCoBaHus, IIOMCKa H
pPacChUIKM JIOKYMEHTOB, O(OpMJICHHE ¢ COCTABJICHHE OCHOBHBIX BHJOB YIPaBICHYCCKUX
JOKYMEHTOB; ()OPMHPOBAHUE JIE]I U TIepeiaui B apXUB OpraHU3aluu;

2. MECTO JUCHUMIIJIMHBI B CTPYKTYPE OIIOII

VYueOHast IuCHMIUIMHA «J{OKyMEHTAIlMOHHOE OO0CCIeYeHNEe YIPaBICHUS» BXOIUT B
obmenpodeccuonanpubii 1wk OINOIl (BapuatuBHas wacte) (OILB.4) um Haxomutcs B
JIOTHYECKOW M COJICPIKATEIIbHO-METOAMYECKON CBSI3U C IPYTUMU JAUCIMILTHHAMH (MOIYIISIMH).

[IpenmecTByronMe TUCIUITITHHBI [Mocnenyromme TUCIUIITHHBI
(Kypchl, MOJTYJTH, TIPAKTUKH ) (Kypchl, MOJTYJIH, TIPAKTHUKH)
OI1.01 DxoHOMHUKA OpraHU3ALNU M/K.02.01 TexHonorus COCTaBJICHUS
Oyxranrepckoi ((hMHAHCOBOW) OTUYETHOCTH
OI1.02 CratucTuka MJK.B.01.01 OcobenHoCTH y4eTa B TOProBJe
OI1.04 OcHOBBI OYXTaJITEpPCKOTO yyera

«BxonHble» 3HAHWSA, YMEHUS W HaBBIKH CTYACHTA, HEOOXOJHMMBIC JJII OCBOCHHS
JOUCIIUITIINHBI «I[OKYMCHTaI_[I/IOHHOG OGGCHG‘-IGHI/IG praBHeHHH))I

- CTYJICHT JIOJDKCH 3HATh OCHOBBI 3aKOHO/IaTEIIbCTBA, TIPABHJIA;

- CTYI[CHT JOJI?KCH yMeTB HpOBO,Z[I/ITI: AHAJIUTUUYCCKHUE HUCCICIOBAHUA C HpI/IBJ'Ie‘IeHI/ICM
Pa3IUYHBIX HCTOYHUKOB MH(POPMAITUH;

- CTYI[CHT JOJI?KCH O6J'Ia,Z[aTb HaBbIKaAMHU opraHmauI/m CBOGI>'I ACATCIBbHOCTH, UCXOOd U3
eJeil U cuoco00B €€ JOCTHKEHUSL.

3. TPEBOBAHUA K PE3YJIBTATAM OCBOEHUA COAEPXAHUA
JANCHUITINHBI

[Tpouecc wu3yuyeHUs IUCHUILUIMHBI «J{OKyMEHTallMOHHOE oOOecreueHrne YIpaBJICHU»
HampaBieH Ha (QOPMHPOBAHUE DJIEMEHTOB CIEAYIOIIMX KOMIETEHIHWH TIO JaHHOU
CIEHNAIBHOCTH:

Kon m HanmeHoBaHue Pe3ynbTaThl 00y4yeHus
KOMIIeTeHII UM

OK 05. OcyuiecTBiasTh yCTHYIO M | 3HAHMS: 3HAE€T OCHOBbl YCTHOW M NHUCHMEHHOU
IIMCbMEHHYI0 KOMMYHMKAalUIl0 Ha | KOMMYHHMKallMd  Ha  TOCYJapCTBEHHOM  SI3BIKE
rocyaapcTBeHHOM si3bike Poccuiickoii | Poccuiickoit ®denepanuu ¢ y4eTroMm 0coOeHHOCTEH

@denepallii ¢ y4eToM OCOOEHHOCTEH | COIMAIbHOTO u KyJIbTYPHOTO KOHTEKCTa;
COLIMAIBHOTO u KyJIbTYPHOTO | OCOOCHHOCTH  COLMAIBHOTO U KYJIBTYPHOTO
KOHTEKCTa; KOHTEKCTa YCTHOM U MUChbMEHHOW KOMMYHHUKAIIHH;

YMeHusi: yMeeT  OCYIIECTBIATh  YCTHYIO U
MMACBMEHHYK0 KOMMYHHMKALMI0 Ha TOCYAAPCTBEHHOM




sa3pike  Poccuiickoit @enepauun ¢ y4ETOM
0COOEHHOCTEM  COLMAIBHOIO M KYJIBTYPHOIO
KOHTEKCTa;  yMEeT  OCYHIECTBIATH  0OpabOTKy
BXOJISIIUX, BHYTPEHHUX M UCXOIALIMX TOKYMEHTOB,
KOHTPOJIb 32 HMX  HCIOJHEHHEM C  Y4YeTOM
0COOEHHOCTEM  COLMAIBHOIO M KYJIBTYPHOIO
KOHTEKCTa;

OK 09. [Tonw3oBaThCs
npo(ecCHOHALHON  JTOKYMEHTAIHEH
Ha rOCYJapCTBEHHOM

U MHOCTPAHHOM S3BbIKaX

3HaHUsI: 3HAET OCOOCHHOCTH JIEIOMPOU3BOJICTBA IO
oOpalieHu0 TpaxAaH ©  KOH(UIECHIINAIEHOTO
JeTOTIPON3BOICTBA; 3HaeT OCHOBBI
npodecCHOHATbHON JTOKYMEHTAIIHH.

YMeHusi: yMeeT IpUMEHSITh HOPMaTHBHBIE IPABOBHIC
aKThl B YMPaBICHUYECKOW IEATEILHOCTH, YMeEeT
YUTaTh, TIOHUMATh ¥  HUCIPABIATH  IPOCKTEHI
JIOKYMEHTOB, BKJTFOUAst HOPMAaTUBHBIC u
3aKOHOJIATEIbHBIC MaTepUabl, paboune HHCTPYKIUH,
ymeer ohopmisATe U paboTaTh C JOKyYMEHTaMH Ha
TOCYJapCTBEHHOM ¥ HWHOCTPAaHHOM  SI3BIKax;

oopMIISITH OpraHu3aIOHHO-PACTIOPSIUTEIILHBIC
JOKYMEHTBI B COOTBETCTBHH C JEHCTBYIOIIUM
I'OCToMm

4. OFBbEM JUCHUILINHBI U BUAbI YYEFHOU PABOTHI

OO6m1ast TpyA0€MKOCTh JUCIIUIUIMHBI COCTABISIET 66 aKaJleMUYeCKUX Jaca.

0020
Bun yae6HO# paGoThI Bcero wacos Cemectp
1 (COO%*)
3 (O00O**)
AyauTtopHble 3aHATHA (pa0ora oOy4alon[UXcAd  BO 32 32
B3aMMO/IEliCTBUH C MpenoaasareyemM) (Bcero)
B TOM YHCJIE:
Jlexmm (JI) 16 16
[Tpaxktrueckue 3ansaTus (113) 16 16
Cemunapsl (C)
JlaGoparopusie pabotsl (JIP)
CamocrosiTeabHas padora (Bcero) (CP) 32 32
B TOM YHCJIE!
Pedepar 12 12
KonrtponbHas pabota 10 10
CaMonoAroToBka (CaMOCTOATEIBHOE W3yYEHUE pa3/ICIioB,
mpopa®oTKa W TOBTOPEHHE JIEKIIMOHHOTO MaTepuaja u
Marepuana y4eOHHMKOB W YYEOHBIX TOCOOWH, TMOIATOTOBKAa K 10 10
JTa00PATOPHBIM U TIPAKTHYCCKUM 3aHITHSIM )
I'pynmnoBeie KOHCYIbTAIINH - -
IIpome:xyTOUHasl aTTECTALMSA 2 2
Buja npoMe:xyTOYHOM aTTeCTALMHU KonTpoibHas KoutpoabHast
padora padora
OO0muii 00beM, Yac 66 66

* Ha 6ase cpemHero o0IIero oopa3oBaHUs
** Ha 6a3e OCHOBHOT'O 00IIer0 0Opa30BaHMs




300

Bun yaeOHO# paGoThI Bcero wacos Cemectp
1 (COO%*)
3 (O0O0O**)
AynuTopHble 3aHATHA (padota o0y4yamommxcss BO 6 6
B3aMMO/IEliCTBUH C MpenoaasarenemM) (Bcero)
B TOM YHCJIE:
Jlexmm (JI) 2 2
[Tpaktuueckue 3anarus (113) 4 4
Cemunapsl (C)
JlabopartopHsie pabots! (JIP)
CamocrositeabHas padora (Bcero) (CP) 58 58
B TOM YHCIIE!
Pedepat 18 18
KonrtponbHas paboTa 20 20
CamoroaAroToBKa (CaMOCTOATEIHLHOE M3YYCHHE pa3JIelioB,
mpopa®oTKa W TOBTOPEHHE JIEKIIMOHHOTO MaTepuaja H 20 20
MaTepHuaja y4eOHHKOB M Y4eOHBIX MOCOOMIA, MOATOTOBKAa K
71200paTOPHBIM M IPAKTUYECKUM 3aHATHUSIM)
I'pynnoBbie KOHCYIbTAIUH - -
ITpoMeRyTOUHASI aTTeCTAIUS 2 2
By npoMe:xyToYHOM aTTecTANMHA KonTtpoannas KonTtpoabnas
padora padora
Oomuii 00beM, yac 66 66

* Ha 6aze cpemHero o0IIero oopa3oBaHUs
** Ha 6a3e OCHOBHOT'O 00IIeT0 0Opa30BaHMs

5. COAEP)KAHUE U CTPYKTYPA JTUCIUIIJIMHbI

5.1. Conep:xaHue TMCUMILINHBI

Ne HaunmenoBanue paznena
pas3zaena Coneprxanue paszena (TemMbl)
(emb1) (Tembl)

1. OcHoBHbIE noHATus | JIOKyMeHTallMOHHOE oOecreueHne yMpaBlIeHUs, Kak
JIEJIONPOU3BOICTBA. onHa U3 (QYHKIUM yhnpaBiaeHUs, YyHUPHUKAUUI U
HopmaTtuBHo-nipaBoBoe CTaHJapTU3aLUS JIOKYMEHTOB, KJIacCU(UKALIUS
obecrnieueHue JIOKYMEHTOB. Henw, 3a/1auu u MPUHIINATIBI
JOKYMEHTallHOHHOI'O JOKYMEHTAllHOHHOI'O o0ecrieueHus YIpaBIEHUS.
obecrnieueHus Cucremsl JIOKYMEHTallMOHHOTO obecniedeHus
yIpaBIeHUS yIOpaBjieHUs, WX aBTOMaTu3aius. JloKyMeHTHUpOBaHHE

YIIPaBJICHUYECKON  JEATEIbHOCTH. ['OCyaapCTBEHHBIE
CTaHJApThl Ha JOKYMEHTaLHWIO, OO0IIepoccuiickue
KJIaCCU(PUKATOPHI TEXHUKO-3KOHOMHYECKOMN U
COLMAIbHON HH(pOpMALIUH.

2. CocraB pekBu3uToB U | OOIMii BUI U COCTaB PEKBU3UTOB JIOKYMEHTA; OOIIHE

npaBuia ux opopmieHust | TpeOoBaHUS K O(OPMIIEHHIO PEKBU3MTOB JOKYMEHTA;
TpeOOBaHUS K U3TOTOBJICHUIO, YUETY, UCIOJIb30BAHUIO U
XPaHEHUIO OJIaHKOB C BOCIIPOM3BEICHUEM
rocyaapcTBeHHOTO repba P®D, rep6oB cyOnekToB PD.

3. IIpaBuia nenoBoro | OpuimanbHO-/1eI0BOM CTUJIb. Ynorpebienue
CTWJIS U MAalIMHOIIMCHOTO | CIIEIMAJIbHOW  JIEKCHKHM,  YCTapeBIIEH  JIEKCHUKH,
oopmienus TEKCTa. | HEOJOTU3MOB,  3aUMCTBOBAaHHBIX  CJIOB, CJIOB C
Cucrema JIEJIOBOM | «YHMBEPCAJIbHBIM 3HAYECHHUE)», COKPAICHHH, S3BIKOBBIX
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MEPEHUCKH. ¢opmyn. Cucrema nenoBoil mepernucku: Iloctpoenue

npemiokeHudd.  Tunuyeble  OMHMOKM B TEKCTax

JIOKYMEHTOB. BUIbl 1€J10BOM MEPENUCKU U UX Ha3BaHUS.
OpraHu3aloOHHO- HasnaueHne W cocTaB OpraHU3allMOHHO - TPABOBOM
npaBoBast JIOKYMEHTAIUH. Yupenurenbckue JIOKYMEHTBI.
JIOKYMEHTaLHS. CocraBnenue u odopmiieHHE OTIENIbHBIX BHJOB
JoxymeHTHpOBaHUE OpraHU3aIlMOHHO-TIPABOBBIX JOKYMEHTOB. Opranuszanus

JBIKCHUS KaJpOB

pabotel peructpanuu. KoMmmiekchl JOKyMEHTOB IIO
oopmIeHHIO: TIepeBOia Ha JIPYTyI0 paboTy, OTIYCKOB,
HOOLIPEHNI pabOTHHKOB, JMCIUTIITMHAPHBIX
B3bICKaHMH, aTrTecTalul pPaOOTHUKOB, CIY>KEOHBIX
KOMaH/INPOBOK, YBOJIbHEHHUSL.

Cucrema OcCHOBHOE Ha3HAYEHHUE PACHIOPSATUTENBHBIX JOKYMEHTOB.
pacropsIANTEIbHON PacniopsauTenbHble TOKYMEHTBI COJIEp KAIlMe PEIICHHUs,
JIOKYMEHTalL1H. UAYLUIME CBEPXY BHU3 [0 CHCTEME YIPAaBICHUS.
Cucrema copaBouHO- | FOpunnueckass  cocraBisiromias — pacnopsIUTEIbHBIX
UH(POPMALIMOHHOM nokyMeHTOB. Ilpouenypa wu3naHus, COCTaBICHUS U
JIOKYyMEHTaLNN. 0 OpMIICHUS PACTIOPSIAUTENBHBIX IOKYMEHTOB.
[onarue cnpaBoUHO-UHPOPMALMOHHON JTOKYMEHTAIIHH.
[IpoTOKOMNBI, BBIMMCKKA W3 NPOTOKONA, OKIAIHBIE H
00BSICHUTENbHBIC 3aITUCKH, 3asIBIICHUS], TPECTABICHHUSL.
Opraauzanus [TonsiTie MTOKyMEHTOOOOpOTa U €ro OCHOBHBIE ATAIlbl.
JOKYMEHTO000poTa Opranuzanus paboThl C JOKyMEHTaMU: SKCIIEAULIIMOHHAS
00paboTKa BXOISALINX, UCIOJHEHHBIX U OTIPABIISIEMbIX
JIOKYMEHTOB; IIpEIBAPUTEIILHOE paccMOTpeHHe
JIOKYMEHTOB B ciyx0e JOKYMEHTAlMOHHOT O
o0ecreyeHns; paIMOHAIBHOE JIBUKEHHUE IOKYMEHTOB
BHYTPM  OpraHM3aliy; HCIOJHEHUE  JIOKYMEHTOB;
MHJEKCUPOBAaHUE TOKYMEHTOB.
ApXUBHOE JI€JI0. [TonssitTue  apxuBa ©  ucTtopus  (POPMHUPOBAHUS
HomeHnknarypa U | TOCYapCTBEHHON apXHUBHOU CITyKOBI PO.
dbopmupoBaHue €. ['ocynapctBenHass d4acth apxuBHOTO ¢GoHga PO.

ApxuBHBIH (OH]] OpraHU3alUU, KOMMEPYECKOH (UPMBIL.
Odopmienne paen AIUTENBHBIX CPOKOB XPAaHCHHS;
COCTaB YYETHBIX JOKYMEHTOB apXWBa; Iepefada |
UCTIONIb30BaHUE JOKYMEHTOB apXHBa.

Bunael HOMEHKJIATYpBl Jefl; TUIOBBIE M IPUMEpHBIC
HOMEHKJIATyphl ~ JIel ~ OpTraHW3allid;  COCTaBJICHHUE
HOMEHKJIATyphl,  coOxrofeHue  TpeOOBaHUH  TIpU

dbopMUpOBaHUU JI€1; XpaHEHUE el y HWCIHOJHUTENS;
JIOKYMEHTBI BHYTPH €.

DKcnepTusa
JOKYMEHTOB.

LIEHHOCTH

[ToHsiTHE LIEHHOCTH JOKYMEHTOB, CUCTEMa DKCIIEPTHBIX
OpraHOB, TNEPEYHH JIOKYMEHTOB C YKa3aHHUEM CpPOKOB
XpaHEHUs, METOIMKA TTPOBEICHUSI SKCIIEPTU3bI IIEHHOCTH
nokymeHToB. IloaroroBka M mepepada JAell B apXuB
OpraHu3aIy, TOPSIOK TMepeaadyd JOKYMEHTOB Ha
rOCYJJapCTBEHHOE XpaHEHHE.




5.2. CTpyKTypa IMCHUIINHbBI

0]0]0)
Ne KosnuecTBo yacoB
pasnena HanmenoBanwue pazjiena (TeMbI) Beero | JIK | I13(C) | CP
(TeMbl)

1. OCHOBHBIE TOHSATHS ACJIONPOU3BOACTBA.

HopmaTtuBHo-ipaBoBoe obecrnieueHue 8 2 2 4
JIOKYMEHTAIlMOHHOTO 00ecrieueHus ypaBIeHHs

2. CocTtaB peKBH3UTOB U MpaBHiia MX 0)hOpMIICHUS 8 2 2 4

3. [IpaBuna nenoBOro CTUAS M MAINIMHONKMCHOTO
opopmienuss  Tekcta.  Cucrtema  JeNOBOM 8 2 2 4
MEPETUCKH.

4. OpranuzanoHHO-IIPaBOBask JOKYMEHTAIUS. ] ) > 4
JIOKYMEHTHpOBaHUE ABUKCHUSI KaJIPOB.

5. Cucrema pacrnopsiAUTEIbHON TOKYMEHTAIUH.

Cucrema CIIpaBOYHO-WH()OPMAITMOHHOM 8 2 2 4
JIOKYMEHTAIUU.

6. Opraau3anus TOKyMEeHT0000poTa 8 2 2 4

7. ApxusHoe aeno. Homenknarypa u popmupoBanue ] ) ) 4
JeI.

8. DKCNepTU3a IEHHOCTH JOKYMEHTOB 8 2 2 4
IIpome:kyTOouHAas aTTecTANNS 2 - - -
Oo0mmii 00bem 66 16 16 24

300
Ne KosnuecTBo yacoB
pasnena HanmenoBanwue pasjiena (TeMbI) Beero | JIK | I3(C)| CP
(TemMbl)

I. OcCHOBHbIE TOHATUS JEIONPOU3BOJICTBA.

HopmaruHo-nipaBoBOE obecrieueHne 8 - - 8
JIOKYMEHTAI[MOHHOTO 00eCTIeUeHHUs yIPaBICHUS

2. CocTaB peKBU3HUTOB M MpaBujia ux ohopmieHus 8 - - 8

3. [IpaBuna nenoBoro CTUiss W MANIMHOMHCHOTO
opopmienuss  Tekcra.  Cucrema  JelIOBOM 8 - - 8
MEPEIUCKH.

4. OpraHu3alMOHHO-TIPABOBask JOKYMEHTAIUS. 10 ) i ]
JlokyMeHTHpOBaHUE ABUKEHUS KaJIPOB.

5. CucreMa pacnopsaIuTeIbHON JOKYMEHTAIUH.

Cucrema CIPaBOYHO-UH(POPMAIMOHHON 10 - 2 8
JIOKYMEHTall1H.

6. Opranuzanus JOKYMEHT000opoTa 8 - 2 6

7. ApXUBHOE JI€JI0. 6 i i 6
Howmenknarypa u hopMupoBaHue Jell.

8. DKCIepTU3a IEHHOCTU JOKYMEHTOB. 6 - - 6
IIpomeskyTOUHAS aTTeCTALMS 2 - - -
O06mmii 00beM 66 2 4 58

5.3. IIpakTHyeckne 3aHATHS U CEMHHAPBI

000




Ne | Ne paznena Tema Konnuectso
/T (TempI) 4acoB

1 Tema 1. CocraB HOPMaTHUBHO-IIPABOBOIO obecrieueHus
JIEJIONPOU3BOACTBA. 3akoHoaarenbcTBo P®d, mpaBoBble
aktel [Ipesunenta, IlpaButensctBa P®, denepanbHbIx 2
OpraHOB  WCIOJMHHUTEIBHOM  BJIAacTM B 00IacTH
JIOKYMEHTAIlMOHHOTO 00eCeUeHHI.

2 Tema 2. | CocraB peKBH3HUTOB M IPaBUIIA UX 0OPMIICHUS 2

3 Tema 3. JIOKyMEHTBI, BBICTYyHAIOIIME B KayeCTBE WHCTPYMEHTA
ONEepaTUBHOTO  MH(GOPMAIIMOHHOTO  OOMEHa  MEeXIy 2
OpTraHHU3aIUsIMU.

4 Tema 4. | KoMmekcsl JOKYMEHTOB 1O O(GOpPMIICHHIO: TepeBoja Ha
Ipyryio paboTy, OTIYCKOB, TOOIIPEHUH pPaOOTHHUKOB, 4
JTUCHUTUIMHAPHBIX B3BICKAHHWM, aTTecTaluu pabOTHHUKOB,
CI1yeOHbIX KOMaHAUPOBOK, YBOJIbHEHUSI.

5 Tema 5. [Tonsitie cnpaBOYHO-UH(GOPMAITMOHHOW JOKYMEHTAITUH.
[IpoTokosbl, BBIIUCKM W3 MPOTOKONA, MAOKIAAHBIE U 4
00BSICHUTENIbHBIC 3aMCKH, 3asIBJICHHS], TPEICTABICHHUSL.

6 Tewma 6. Opranuzanus JOKYMEHT0000opoTa 2

7 Tema 7. ApXUBHOE JI€JI0. )
Howmenknarypa u popMupOBaHUE JEI.

8 Tewma 8. DKCNepTh3a IEHHOCTH JOKYMEHTOB. 2

300
Ne | Ne paznena Tema Komnnuectso
/T (TembI) 4acoB

5 Tema 5. | IlonsTHe crnpaBOYHO-MH(POPMAITMOHHON JTIOKYMEHTALIUU.
[IpoTOKOBI, BBIMUCKA W3 MPOTOKOJA, JOKJIAIHbIE U 2
00BSICHUTENbHBIC 3aITUCKH, 3asIBIICHUS], TPECTABICHHUSL.

6 Tema 6. Opraau3anus TOKyMEeHT0000poTa 2

5.4. JlabopaTopHble padoThbl — HE MTPEyCMOTPEHBI
5.5. CamocTosiTesibHOE N3yYeHHE Pa31esoB (TeM) TUCHUIIIHHBI
810]0)

Ne paznena Tembl, BBIHOCUMBIE HA CAMOCTOSTEIIbHOE U3YUEHUE KonnuectBo
(Tembl) 4acoB
Tema 1. OcHoBHbIE MOHATHUSA Jeoponu3BoacTBa. HopmaTtuBHO-ipaBoBOE )

o0ecrneuyeHre JOKYMEHTAIIMOHHOTO 00ecrieueHus YIpaBIeHUs
Tema 2. CocTaB peKBH3UTOB U NpaBHiIa UX 0(OPMIICHUS 2
Tema 3. | IlpaBmwia AenoBOrO CTHIS W MAIIMHOMMUCHOTO O(opMieHus )
TekcTa. Cucrema JeJI0BOM NePEnrCKH.

Tema 4. Opranun3alnoHHO-IPaBOBas JOKyMEHTaLUSI. )
JIOKyMeHTHpOBaHUE ABMXKEHHUS KaJIPOB.

Tema 5. Cucrema  pacnopsautenbHod — gokymeHTanuu.  Cucrema 4
CIPaBOYHO-MHGOPMAIIMOHHON TOKYMEHTALIUH.

Tema 6. | Opranuzanusi JOKyMeHTO000poTa 4

Tema 7. ApxusHoe neno. HoMmeHnkmarypa u ¢opMupoBaHue Jel. 4




Tema 8. DKcnepTu3a EHHOCTH IOKYMEHTOB 4
300
Ne paznena Tembl, BBIHOCUMBIE HA CAMOCTOSTEIIBHOE U3YUEHUE KonnuectBo

(Tembl) 4acoB

Tema 1. Cocras HOPMAaTHBHO-ITPABOBOT'O obecrieueHus
JEJIONPOU3BOJCTBA. 3aKkoHOAAaTenbcTBO P®d, mnpaBoOBbIE aKTHI
[Ipesunenta, IlpaBurensctBa P®, denepanbHbBIX OpPraHoB 8
WCIIOJIHUTEIBHOM BJIACTU B OONACTH  JTOKYMEHTAI[MOHHOTO
o0ecrneueHusl.

Tema 2. CocTtaB peKBH3UTOB U NpaBHUiIa UX 0OpMIICHUS 8

Tewma 3. JIOKyMEHTBI,  BBICTYyNAIOIIME B  KAu4eCTBE  HMHCTPYMEHTA
OIIEpaTUBHOTO UH(POPMALMOHHOTO oOMeHa MEXIY 8
OpraHu3alMsIMU.

Tema 4. KoMIiekcrl TOKyMEeHTOB 10 0(hOpMIIEHHUIO: TIepEBOIa Ha APYTYIO
paboTy, OTIYCKOB, MOOIIPEHUI paOOTHUKOB, AUCLMILTUHAPHBIX 3
B3BICKAHUH, aTTecTaluu pabOTHUKOB, CITy’KeOHBIX
KOMAaHJIUPOBOK, YBOJIbHEHHSI.

Tema 5. IlonsTne CIPaBOYHO-UH(POPMALIMOHHOM JOKYMEHTAIUH.
[IpoTOKONBI, BBINMCKK W3  NOPOTOKOJA, JIOKJIAJHBIE U 8
OO0BSICHUTEIILHBIC 3aIMCKH, 3asIBJICHHUS, TPEIICTABICHHUSL.

Tema 6. Opranu3anus J0KyMeHT0000poTa 6

Tema 7. ApXUBHOE JIEJIO. 6
Homenknarypa u hopMUpOBaHHE JEI.

Tewma 8. DKCIepTH3a IEHHOCTH JOKYMEHTOB. 6

6. OBPA3BOBATEJIBHBIE TEXHOJIOT' MU

N3ydenune nuctuminHbl «JloKyMeHTalmoHHOE 0OecrieueHHe YIpaBiICHUs» OCHOBAHO Ha
NPUMEHEHUY MTHHOBAIIMOHHBIX 00pa30BaTEbHBIX TEXHOIOTUH, OCHOBaHHBIX Ha MCITOJIb30BAaHUH
UHTEPAKTHUBHBIX METOJ0B O0YUYCHHUS.

OCHOBHBIE BHJIBI HCIIOJIB3yEMbIX 00pa30BaTEIbHBIX TEXHOJIOTHIA:

- JIeTeNbHO-OPHEHTUPOBAHHOE OOyueHHe CTYACHTOB. JlesTeslbHbIe TEXHOJIOTUU
BKIIIOYAIOT B Ce0s aHalmM3 CHUTYallMil, pEIICHWE CUTYallMOHHBIX 3a/la4, MOJCIHPOBAHHE
npohecCHoHABLHOM
NeSITeIIbHOCTH B y4eOHOM TpoIiecce;

- JIUYHOCTHO-OPUEHTHPOBaHHOE oOydeHue. M3ydeHue IUCHMIUIMHBI MpPEAroiaraet
BO3MOXKHOCTh BBIOOpA UISL CTYJIEHTOB W TIOCJIEIYIOINIEE BBIMOJIHEHUE PA3IUYHBIX TBOPUYECKUX
3aJJaHuH.

Tak, cTyIeHTBI MOTYT BBHIIOJIHUTH PabOTy IO CHUCTEMAaTH3alluH JIOKYMEHTO0OOpOoTa
OpraHu3alliH; COCTABUTH MPOCKTHl OPTaHU3AIMOHHBIX TOKYMEHTOB; MOJITOTOBUTH KPOCCBOP/BI U
TECTHI 0 U3yYaeMbIM T€MaM; BBICTYITUTh ¢ pedepaToM (JIOKIaIoM);

- mpobsemHoe oOyuenue. Ilpu uTeHMM nekuuii npemnogaBarenb 0co00€ BHUMAHUE
yaensieT mpoOJieMaM CHCTEME CTaHAAapTOB, MPAKTHKH TNPUMEHEHUS JOKYMEHTO000pOTa
opranuzaiy. CTyAeHTaM TpeajiaraeTcs MOATOTOBHTH K MPAKTUYECKUM 3aHATHSAM 3a/1a4H,
pellleHre KOTOPHIX TpeOyeT TINATENBPHOTO aHauu3a TOMISKANINX MPUMEHEHHIO CHCTEM
CTaHJApTOB JJOKYMEHTOO0OOPOTA;

- aZlaniTUBHAsE TEXHOJIOTHS  (WCClIeIOBaTEIbCKOEe OOydYeHUE), OCHOBAaHHAs Ha
MaKCHUMaJIbHOM BOBJICUEHUH CTYIECHTOB B MHIMBUAYAIBHYIO CAMOCTOATEIbHYIO paboTy.
[Iporiecc oOyueHWsI BKJIIOYACT ayIUTOPHBIC 3aHATHA IyTeM NPOBEICHHS JICKIIMOHHBIX H
MPAKTUYECKHUX 3aHSATUH, TPYIIIOBBIC U MHAUBHyaIbHBIC KOHCYJIBTAIIUHU, TEKYIIHI KOHTPOJIb




NIOJYYCHHBIX 3HaHUH, CaMOCTOSITEIbHYIO paboTy, a TakkKe MPOBEACHUE MPOMEKYTOTHOM
aTTecTaluu
— KOHTpOJIbHas padoTa.

AKTHBHBIE H HHTEPAKTUBHbBIC 06p33OBaTeJIbeIe TEXHOJOI'MH, HUCIIOJbB3YEMbBIC B
AYAUTOPHBIX 3AHATUAX

0D0
Ne paznena Bun Hcnonb3yeMble HHTEpaKTUBHBIE 00pa30BaTeIbHbBIE KomnuectBo
(TeMbr) sanstust (J1, TEXHOJIOTHH 4acoB
13, C, JIP)
3 113 TBopueckoe 3aganue (mpeacTaBiaeHue pedepara) 2
5 113 TBopueckoe 3amaHue (COCTaBICHHE MPOTOKOJIOB, 2
BBITTUCKU u3 POTOKOJIA, JOKJIaTHbIE u
OOBSICHUTEIIbHBIC 3aIHCKH, 3asIBJIICHUS,
MIPEACTABJICHHS).
7 I13 TBopueckoe 3amaHue (OmMcaHME HOMEHKJIATYpPHl U 2
hopMHUpOBaHKE JIe] IO BXOASAIICH TOKYMEHTAIINH )
300
Ne pazpena Bun Hcnonp3yeMble HHTEpaKTUBHBIE 00pa30BaTeIbHbIC Komnnuectso
(Tembl) 3anstus (J1, TEXHOJIOTHH 4acoB
113, C, JIP)
5 113 TBopueckoe 3agaHue (COCTaBICHNUE 2
pacropsaUTeIbHON U CIPaBOYHO-UH(POPMALIMOHHOM
nokymeHnTanun). KommneiorepHas npeseHranus

*Pacnipenenenue SBISIETCS MPUMEPHBIM, T.K. IIPENOaBaTelb MOKET BAPbUPOBATh

00pa3oBaTeNbHBIE TEXHOJOTHH B 3aBUCUMOCTH OT KOHKPETHOM TEMBI, a TaKXKe C y4eTOM
YPOBHSI

OCBOCHUS 3HaHUI, YMEHUH U HABBIKOB CTYICHTAMH I10 AUCIHUILIHHE.

[lepeyenp HMHPOPMALMOHHBIX TEXHOJIOTUH, HCHOJB3YEMBIX TMPU  OCYIIECTBICHUU
00pa3oBaTeNLHOrO MpoIiecca Mo AUCIHUILIIHHE!

- cOop, XpaHEeHHE, CUCTEeMATH3AIlHs U Bblaua yueOHOW U HayYHOW MH(GOpMAIINK;

- 00paboTKa TEKCTOBOM M SMITUPUUECKON HH(popManuy;

- TIOArOTOBKA, KOHCTPYHPOBAaHWUE U TMPE3CHTAIMs] HUTOrOB HCCIENOBATEIbCKON U
AQHAJMTUYECKON JIESITENbHOCTH;

- CaMOCTOSTENIbHBIA TOUCK JOIMOJIHUTEIBHOIO Y4eOHOro M HAaydHOro Marepuana, C
UCTIOJIb30BAHUEM ITOMCKOBBIX CHUCTEM M CAWTOB CeTH VHTEpHET, 3JeKTPOHHBIX SHIMKIIONEIUN U
0a3 TaHHEBIX;

- UCIONIb30BaHUE OOpa3oBaTeNbHBIX TexHoMoruii B pamkax OWOC s pacchuiky,
MIEPETUCKHU U 00CYKIEHUSI BO3HUKIINX YIEOHBIX TTPOOIIEM.

7. OHEHOYHBIE CPEICTBA JJIs TEKYIIEI'O KOHTPOJIA
YCIEBAEMOCTH UITPOMEXKYTOYHOM ATTECTALIUA

Kon u IToxa3aTenu oneHUBAHUA IIpouenypsl oueHUBAHUSA
HanMMeHOBaHHe (pe3yabTaTbl 00y4eHus) (o1leHOYHBbIE CPeCTBA)
(opmupyemoit TEKYIIUN IIPOMEKYTOYHAS
KOMIIETCHIIM U KOHTPOJIb aTTecTanus

yCIEBAEMOCTHU
OK 05. | 3naer OCHOBBI YCTHOU u | KonTposibHbie KonTponbHas
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Ocy1ecTBIsTh MUCbMEHHOW KOMMYHHUKAIIMH Ha BOTIPOCHI; paborta
YCTHYIO U | TOCYIapCTBEHHOM A3BIKE 3a/laHus B (KOHTPOJIbHBIE
MACbMEHHYIO Poccuiickoit @enepaunu ¢ y4eTom TECTOBOM BOIIPOCHI;
KOMMYHHUKAITMIO Ha | OCOOCHHOCTEH  COIMAIBLHOTO U dbopwme, TECTOBBIC
roCyIapCTBEHHOM KYyJIbTYPHOT'O KOHTEKCTA; KOMIIBIOTEPHAS 3a/1aHus)
s3pIKe  Poccuiickoit Mpe3eHTalUs
Denepannu ¢ | 3maer ocobenHoctu coruansHoro | KoHTposibHBIE KonTponbHas
y4eTOM U KyJbTYPHOTO KOHTEKCTa yCTHOM BOIPOCHI; pabora
ocoOeHHOCTeH Y TUCBMEHHOW KOMMYHHKAIIHH, 3a/laHus B (KOHTPOJBLHBIC
COLIMAJILHOTO u TECTOBOM BOIPOCHI;
KYJbTYPHOI'O dopme, TECTOBbIE
KOHTEKCTa; KOMIIBIOTEpHAsI 3aJjaHus)
pe3eHTAlUS
VYMeer ocymiecTBiIsATh YCTHyw U | IlpakTuyeckue KonTponbHas
MUCPMEHHYI0 KOMMYHHKAIIUIO Ha 3a/laHus pabora
rocy1apCTBEHHOM A3BIKE (mpakTHyeckoe
Poccuiickoit @enepauun ¢ y4eTom 3a/1aHKe)
OCOOEHHOCTEH  COLMAILHOIO U
KYJIbTYPHOT'O KOHTEKCTA;
YMeer ocymecTBiATh 00paboTky | [IpakTrueckue KonTtponbHas
BXO/JISIINX, BHYTPEHHUX u 3a/laHus pabora
UCXOMSIINUX JTOKYMEHTOB, KOHTPOJb (mpakTHyeckoe
32 WX HWCIOJHEHHEM C Y4eTOM 3a/laHue)
OCOOEHHOCTEH  COIMAILHOIO U
KyJIbTYPHOT'O KOHTEKCTA;
OK 09. | 3naer ocobenHoct | KoHTponbHbIe KonTtponbHas
[Tonb30BaThCA JIEJIONPOU3BOJICTBA IO OOpalICHUIO BOIPOCHI; pabora
npo(eCCHOHANBHOM | TpaKIaH ¥ KOH(PHUIACHIIUATHHOTO 3a/1aHusl B (KOHTPOJILHBIC
JTIOKYMEHTaIuen JIETTONTPOU3BO/ICTBA. TECTOBOU BOIIPOCHI;
Ha dbopme TECTOBBIE
rOCyJIapCTBEHHOM pedepaTsl 3aJIaHMs)
u MHOCTPaHHOM | YMeeT MpUMEHATh HopMaTuBHEIE | [IpakTrueckue KonTtponbsHas
A3BIKaX IIPABOBBIE AKThl B YIPaBIIEHYECKOM 3a/laHus pabora
JESITEIIbHOCTH; (mpakTHyeckKoe
3aJIaHHE)
yMeeT  uYdTaTh, NOHWUMATh U | lIpakTmueckue KonTtponbsHas
UCIPABIATH MPOEKTHl JOKYMEHTOB, 3a/laHus pabora
BKJTIOYAst HOPMAaTUBHEIC u (mpakTHyeckKoe
3aKOHOJAATEIbHbIE MaTepuabl, 3aJlaHue)
paboune HHCTPYKLIUHU
Ymeer odopmisith U pabotath c | [IpakTmdueckue KonTtponbHas
JOKYMEHTaMH Ha TOCYJapCTBEHHOM 3a/laHus pabora
Y MTHOCTPAHHOM SI3bIKaX (mpakTHUyeckoe
3a71aHue)

7.1. TunoBble 3aJaHUs /ISl TEKYIIEro KOHTPOJIA

IlepeyeHb THNIOBBIX BOMPOCOB /JISl YCTHOTO OIIPOCa
1. JIokyMeHTalMOHHOE OOecIieueHue YIpaBlIeHUs, KaK OfaHa U3 (PYHKIUN YIpaBIeHUS,
yHH(UKALKS ¥ CTaHAapPTU3ALUS JOKYMEHTOB, KJacCU(UKALUs TOKYMEHTOB.
2. lenu, 3aaa4u ¥ NPUHIUIBI JOKYMEHTAIIMOHHOTO O0ECTIeUeHUs yIIPaBICHHUSL.
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3. Cuctembl JOKYMEHTAIIHIOHHOTO O0ecTeueHus ypaBiIeHUs, UX aBTOMaTH3allUs.

4. JlokyMEHTHpPOBaHHUE YIIPABIEHYECKON JEATEIbHOCTH.

5. T'ocynmapcTBeHHBIE CTaHIAAPTHI HA JOKYMEHTAIIUIO, 0OIIEPOCCUICKHE KITaCCU(PUKATOPHI
TEXHUKO-3KOHOMHUYECKOI U COLMaIbHON HH(pOpMaLUn

6. OOmwmii BUA U COCTaB PEKBU3UTOB JOKyMEHTA

7. OO6uue TpedoBaHus K 0POPMIICHHIO PEKBU3UTOB JOKYMEHTA

8. TpeOoBaHMs K M3rOTOBJICHHIO, YYETy, HCIOJb30BAHUIO U XPAHEHHIO OJAHKOB C
BOCIIPOM3BEICHHEM TOCYAapCTBEHHOr0 repba P, rep6oB cyobekToB PO

9. OdunmaabHO-IETOBOM CTHIIb.

10.YnoTtpebnenne CHeruanbHON JIEKCUKH, YCTApEeBIICH JIEKCUKHU, HEOJOTU3MOB,
3aMMCTBOBAHHBIX CJIOB, CJIOB C yHHBEPCAIbHBIM 3HaYCHHE), COKPAIICHUM, I3bIKOBBIX (DOPMYIL.

11.Cucrema nenoBoii mnepenucku: Iloctpoenue mnpemnoxeHuil. TunuuyHble OMMOKHA B
TEKCTax IOKyMEHTOB.

12.Bubl 1e10BOM NEPENUCKU U UX HA3BAHMUSL.

13.Ha3HaueHue 1 cocTaB OpraHU3alMOHHO - IPABOBOM JTOKYMEHTAIIMH.

14.Yupenurenbckue 10KyMEHTHI.

15.CocraBnenne u OGOpPMIICHHE OTICIBHBIX BHJOB OpPTraHU3AI[MOHHO-TIPABOBBIX
JIOKYMEHTOB.

16.Opranuzaius pabOThl perUCTPAIIIH.

17.Komruiekcbl TOKYMEHTOB IO O(OPMIICHHIO: TEpeBoia Ha APYryio padoTy, OTIYCKOB,
MOOUIpeHN pabOTHUKOB, NUCUUIUIMHAPHBIX B3BICKAHUN, aTTECTallUd PAOOTHUKOB, CIIYKEOHBIX
KOMaHJIUPOBOK, YBOJIbHEHHUSI

18.TTonsiTHe cipaBoYHO-MHGOPMAITHOHHON TOKYMEHTAITHH.

19.1IpoTOKOMBI, BBIMUCKH W3 TPOTOKOJNA, IOKJIATHBIE M OOBSICHUTEIHHBIC 3aIUCKH,
3asBIICHUS, IPECTABICHUS

20.TTonsiTHE TOKYMEHTOOOOPOTA U €T0 OCHOBHBIC JTAIIbI.

21.0Opranm3anus padbOTHl C JOKyMEHTAaMHU: AIKCIICAUIMOHHAsS 00pabOoTKa  BXOJAIIUX,
WCIIOJIHEHHBIX U OTIIPABIISIEMbIX JIOKYMEHTOB

22.IlpenBapuTenbHOE PACCMOTPEHHE JIOKYMEHTOB B CIIYXO0€ JOKYMEHTAIIHOHHOTO
o0ecrieyeHus

23. ParmonanbHOE JBH)KEHUE JOKYMEHTOB BHYTPH OpraHU3aIuu

24.VcnionHeHUE T0KYMEHTOB

25.UnaexkcupoBaHue JOKYMEHTOB

26.OCHOBHOE Ha3HAUYEHUE PACIIOPAIUTENBHBIX JOKYMEHTOB.

27.PacniopsAMTENbHbIE JOKYMEHTHI COJEpIKallhe pEeHICHUs, UIYyIIUe CBEpPXy BHU3 I10
CHUCTEME yNPABIICHHUS.

28.10puauyeckasi COCTaBISIIONIAS PACHOPSIANTEIBHBIX TOKYMEHTOB.

29.Tlponenypa u3nanus, COCTaBICHUS 1 0OPMIICHHS PACTIOPSAUTEIBHBIX JOKYMEHTOB

30.ITorsiTue apxuBa W ucTOpUsT (POPMUPOBAHHUS TOCYAAPCTBEHHOM apXUBHOM CITYKOBI
P®.

31.T'ocynapcTBeHHas 4acThb apXuBHOTO (hoHIa PO.

32. ApxuBHBIH (OHJ OpraHU3alNUU, KOMMEPUYECKON (PUPMBIL.

33.0¢opmiieHne Aen JIMTENbHBIX CPOKOB XPaHEHMs; COCTaB YYETHBIX JIOKYMEHTOB
apXuBa; nepeiaya U UCIOoJIb30BaHUE JOKYMEHTOB apX1Ba

34.Buabl HOMEHKIIATYpHhI JIET; TUTIOBBIE U IPUMEPHbIE HOMEHKJIATYPhI JIEJT OpraHu3aluu

35.CocraBneHre HOMEHKIATYPbI

36.Co0Omonenune TpeboBaHui npu (POPMUPOBAHUU JIEJT; XPAaHCHHUE I Yy HCIOJHUTEIIS;
JIOKYMEHTBI BHYTpH €I

37.11oHsSTHE HEHHOCTH TOKYMEHTOB

38.Cucrtema SKCIIEpTHBIX OPraHOB

39.1lepeyHu TOKYMEHTOB C YKa3aHUEM CPOKOB XPaHECHUS

40.MeTtoauka NpoBEAECHUS SKCIIEPTU3bI LIEHHOCTH JOKYMEHTOB.
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41.TToaroToBka v mepeaayva el B apXyUB OpraHu3aluu
42 Ilopsaok nepenayu 10KyMEHTOB Ha TOCYIapCTBEHHOE XpaHEHUE

TunosBble 3a1aHus1 B TeCTOBOM dopme

1. HesrenbHOCTBD, obOecnieunBaromas | A. ACIOMPOU3BOJICTBO
JIOKYMEHTHpPOBaHHUE, IoKyMeHToobopor, | b. JOKYMEHTAllUOHHOE  OOecledYeHue
OolepaTHBHOE XpaHEHHE W  WCIOJIb30BAHHE | YIIPABICHUS
JIOKyMEHTOB - 3TO B. ynpaBnenne qokyMeHTaMu

I'. apxuBHOE f1es10

2. MartepuanbHblii 00BEKT, IpeAHA3HAYCHHBIN 11 | A. HOCHTEIIb (IOKyMEHTHPOBaHHOI)
3aKpericHHs, XpaHeHus (M BOCIPOM3BENCHUs) | HH(bOpMAIUN
pedeBoii, 3BYKOBOM WM M300pasuTenbHON | b. mokymeHTHpoBaHHas HHGOpMALKs
UHGOPMAITUH - 3TO B. noxymeHnT

I". uadopmanus

3. IToBTOPHBIH PK3EMIUTSIP MOMTUHHAKA TOKYMEHTa | A. MyOIIMKaT TOKyMEHTa

- 3TO b. xonus nokymeHTa
B. kcepoxkomnus n1okymeHTa
I'. poTokomus JOKYMEHTA

4. CBOHMCTBO MTOKyMEHTa BBICTyHaTh B KadecTBe | A. IOpHUAMYECKas 3HAYMMOCTh JOKYMEHTa
NOATBEPXKICHUS JENOBOW JesTenbHOCTH JnOo | b. opuanueckas cuia 1oKyMeHTa
COOBITHH JIMIHOTO XapaKTepa - 3TO B. ayrenTHYHOCTH

I'. mpaBoOBas MPHUrOTHOCTH JOKYMEHTA

5. CBOMCTBO  DJIEKTPOHHOTO JOKYMEHTa, TIpH | A. TOCTOBEPHOCTb
KOTOpPOM COJZIep’KaHUE JIEKTPOHHOTO JOKyMeHTa | b. rienocTHoCTh
SBIISIETCSl TIOMTHBIM M TOYHBIM TIpeCTaBiicHHEeM | B. opuandeckas 3HaYNMOCTb JOKYMEHTa
MOJITBEPKIAEMBIX OTIepaIiii, IeATeNFHOCTH WK | I'. IPUTOIHOCTH 7Sl KCITOJIB30BAHUS
(akTOB W KOTOPOMY MOXHO JIOBEpSTH B
MOCTIEAYIONINX ONePaIUsIX WU B TOCIEIyIomen
JIESITENIbHOCTH - 3TO

6. JlesTenbHOCTS, LeJICHANpPaBICHHO | A.  JTOKYMEHTallMOHHOe  obOecreueHue
o0ecrieunBaronias (hyHKIIIN YIpaBIeHUS | YIpaBICHUS
JIOKYMEHTaMH - 3TO b. nemonponsBoaCcTBO

B. ympaBnenne nokymeHTamMu
I'. apxuBHOE f1es10

7. Jluct Oymarm WM BIEKTPOHHBIM Mma0MOH ¢ | A. OJaHK TOKyMEHTa
peKBHU3UTaMH, WACHTUUIUpYIOMUMHA aBTopa | b. hopmMymsip mokymeHTa
opHULIMATEHOTO TOKYMEHTA - 3TO B. dopma noxymeHnTa

I'. nokyMeHT

8. JoxymeHT, CO3JaHHBIN opraHm3anuei, | A. opuIHaIbHBIA TOKYMEHT
JMOJDKHOCTHBIM ~ JIUIIOM ~WJIM  TPaXJaHWHOM, | b. mokymMeHT
0 OpMIIEHHBIH B YCTAHOBJICHHOM TOPAIKE - 3T0 | B. 31IEeKTpOHHBIN TOKYMEHT

I'. apXuBHBIM JOKYMEHT

9. IIpaBoBbIE OCHOBBl 11 gaestenbHOCTH | A. I'paknanckuiil koneke PO

IOPUIMYECKHUX JIUI] yCTAaHABIUBAET b. Hanoroseliit kogexkc PO
B. Tpynosoit konekc PO
I'. ITpesunent PO

10. W300pa3urenpHBIi  TOKYyMEHT, B KOTOpPOM | A. rpaduueckuii JOKyMEHT
n300paxxeHne OOBEKTa MONY4YeHO mocpencTBoM | b. hoHOmOKYMEHT
JMHUH, IITPUXOB, CBETOTEHH, TOUEK, IIBETa - 3T0 | B. oTomokymeHt

I". m300pa3uTETLHBIN TOKYMEHT

11. 3amuch  wHGOpMAIMM  HA  HOCHTENE 1O | A. TOKYMEHTHPOBaHHE

YCTaHOBJICHHBIM IPABUIIAM - 3TO b. cpencTBO TOKYMEHTHpPOBaHUS
B. noxyment
I'. cuctema JOKYMEHTHPOBAHHS

12. DK3eMIuTsIp JIOKYMEHTA, MOJTHOCTBIO | A. KOTHS IOKYMEHTa

BOCTIPOM3BOSANINIA HMH(OPMAIMIO TOJUIMHHMKA | b. ny0nmukar jokymeHTa
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AOKYMCHTA - 9TO

B. pororpadus nokymenra
I". kcepokonusi JOKyMEHTa

13. PexBusut, ¢uxcupyromuit cormacue wiH | A. BU3a
Hecoryiacue JTIOJIKHOCTHOTO nuna ¢ | b. moanuce
coJlep>)KaHUEeM JOKYMEHTa B. rpud yrBepxkaeHus
I'. rpud cornacoBaHus
14. YcraHOBNEHUE €IUHBIX HOPM W TpeOOBaHUM, | A. cTaHAapTHU3AIUSL
MPEIBIBISIEMBIX K JOKYMEHTAM - 3TO b. yaudukanms
B. HopMmupoBanue
I". KoHTpOJIMpOBaHUE
15. PexBusur, coJieprKaIni yKa3aHus | A. pe3ostonus
JODKHOCTHOTO  JMIa 1o ucmnosHeHwio | b. rpug
JIOKYMEHTA - 3TO B. Buza
I'. noanuce
16. Croco® mpumaHusi JOKYMEHTY IIPaBOBOTO | A. yTBepXkKIEHHE JOKyMEHTa
cTaryca - 3TO b. nognmucanne nokymeHTa
B. odbopmiierne mokymeHTa
I'. yaudukanms JokyMeHTa
17. JOKyMeHTB, B KOTOpBIX 3aMKCHPOBaHBI | A. IEpBHUYHBIC
WCXOJHBIE TaHHBIE b. BrOpuuHbBIE
B. cBonHbIE
I'. mepBoouepeHbIC
18. COBOKYNHOCTb ~ CBEJCHMH O  mpomueccax | A. ynmpaBieHueckas HHGopMauus
OIepaTUBHOM, MIPOM3BOJICTBEHHON, | KOMMepUecKas HH(OpMAaITisI
KOMMepuecKko, puHaHcOBOH u Xo3siicTBeHHOH | b. omeparuBHas undopmanms
JesTEeIbHOCTH  JIIOACH, ucmonb3yeMod i | B. xozsiicTBeHHas nHpopmanus
PYKOBOZCTBA 3TON AEATEIHHOCTBIO - 3TO
19. JIOKyMEHTBI MOTYT CO3AaBaThCS A. ma OyMaXHOM HOCHTEIE H B
3JEKTPOHHOH hopme
B. TonpkO Ha OyMa)KHOM HOCHTEINE
B. ToJIbKO B 37ICKTPOHHOM (hopme
I nim Ha OyMakHOM HOCHUTENlE WIH B
JNEKTPOHHOH hopMme
20. JIoKyMeHTBI, B KOTOpBIE COOMpArOTCs NaHHBIE U3 | A. CBOJHBIC
HECKOJILKHUX TIEPBUYHBIX TOKYMEHTOB b. o6o6marorie
B. pesynbratuBHBIC
I'. cratuctuyeckue
21. TekcT TOKyMeHTa: A. Cenenus o pa3paboTUHKe;
b. 3aronoBok moxkymeHTa;
B. OcHOBHOH pEKBHU3HUT JOKYMEHTA.
22. [IpoekT nokymeHTa: A. TlpengBapuTenbHO  NOATOTOBJIECHHBIH
BapHaHT JOKYMEHTA;
b. IlpaBuibHO COCTaBIICHHBIA  OJIaHK
JOKYMEHTA,
B. TlogmmBka BaKHBIX JOKYMEHTOB sl
XpaHeHUs!
23. Peructparus qoxkymenTa: A. CornacoBaHuE ¢ pyKOBOJIUTENIEM;
b. IIpoBepka npaBUIBLHOCTH COCTABIICHUS;
B. ITpucBoeHue 10KYMEHTY HOMEpa.
24, Anpecar: A. CocraBuTENs JOKYMEHTA;
b. OtnpaBurens 1OKyMeHTa;
B. ITonyuyaTens JOKyMEHTA.
25. MarepuaibHblit 0OBEKT, sistronuiics | A. Hocutenb undopmariyu;

HOCHUTEJIEM OTIpeeNIeHHON HHPOpMaLuK U
npeHa3HAYeHHBIN I ee epeJadd BO BpeMEeHU
U NIPOCTPAHCTBE - 3TO

b. PekBu3uT NOKYyMEHTA;
B. lokymeHT;
I'. Undopmariusi.
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26. HesarenpHOCTS, neneHanpasineHHo | A.  JlokymeHTannoHHOe — oOecredeHue
obecrnevnBaromas GbyHKIIIN YIpaBIeHUs | yIpaBICHIS,

JIOKYMEHTaMU — 3TO b. lenonpousBoCTBO;

B. YnpaBnenue nokyMeHTamu;

I". ApxuBHOE J1eJI0

27. Knaccudukarus 1OKyMEHTOB: A. ®opMHUpOBaHUE CUCTEMBI JOKYMEHTOB;
b. CoBokynHOCTb pa3iIUYHbBIX JOKYMEHTOB;
B. Paznenenne Bcex JIOKYMEHTOB TIO
OTIpeIeTICHHBIM IIPHU3HAKAM

28. B pesynbrate ucteueHusi cpoka aeicTBus unu | A. IIpuocTaHOBIECHHBIM;
OTMEHBI JOKYMEHTA JIPYTUM TOKYMEHTOM b. TIpocpoueHHbIM;
OH CTaHOBHTCH ... B. HenelicTBuTEIBHEBIM;
I". TToayoXHBIM.
29. Jeno B JTOKyMEHTOOOOPOTE YMPaBICHUYECKOH | A. COBOKYITHOCTh JIOKYMEHTOB,
JIeSTeIbHOCTH: 00BeTMHEHHBIX 1o onpeaeeHHOMY
MPU3HAKY;
b. Kakoe-nmubo paelicTBuE HOIKHOCTHOIO
TUIIA;
B. UHcTpyKiMs 10 1e10NPOU3BOJICTRY.
30. PexBusur, coziepKaIui ykazanus | A. ['pud;
JOJDKHOCTHOTO — JIMIIAa IO ucnonnenuio | b. Busa;
JIOKYMEHTa — 3TO B. Pezomnronus;
I". IToanuce.

THnoBbIe NPaKTHYCCKHUE 3aJaHUA 1JIA TCKYIEro KOHTPOJIsA

3ananue 1.

B ponu cnenmanucra kKaapoBou Ciy>KObl Ha OCHOBAaHHMH TapU(HO-KBATU(DUKAITMOHHOTO
CIIpaBOYHHKA I[OJ'DKHOCTGI‘;I CIICIHNAJINCTOB U HU3JI0KEHHBIX B HEM Tpe6OBaHHI>'I K crenuainucramM
cocTaBbTe, 0pOpMHUTE, TOAMUIINTE U YTBEPAUTE JOKHOCTHYIO MHCTPYKIIMIO FOPUCKOHCYIIBTA.

1. 3ananue

CocTaBUTh MHCTPYKIIMIO Ha OCHOBE 3akoHojaarenbcTBa P®d. OtaenbHyo Trpynmy
COCTaBJISIIOT JIOJDKHOCTHBIE MHCTPYKIUHU, KOTOPbIE Tak)Ke OBIBAIOT THUIIOBBIMHU, OTPACJIEBBIMU U
WHIWBUIYTbHBIMU.

WHucTpyKkuus 10MKHA UMETh!

- HANMEHOBaHUE OpraHU3AIINHY;

- HAaMMEHOBaHMe BHU/Ia JOKYMEHTA;

- Jary,

- HOMeEp;

- 3aTOJIOBOK K TEKCTY;

- rpud yTBEPKICHHUS;

- TEKCT;

- TIOAITNCH COCTaBUTEJIEH;

- mevarthb (Ipu HEOOXOIUMOCTH);

- BU3BI.

3ananue 2.
Ucnonp3yss nepedenb pexkBu3uToB AokyMeHToB B ['OCT P 7.0.97-2016, onpenenure,
MPaBUJIBLHO JIM HAa3BaHbI IEPEUUCICHHBIE PEKBU3HTHI:
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PCKBU3HUT IMPaBUJILHOC HA3BAHUC

1) 'ep6 Poccutiickoit deneparuun

2) JOrOTHUI OpraHU3aLMH

3) xox opranuzauuu

4) KoJ1 TOKyMEHTA

5) HaMMEHOBAaHHUE OPraHU3aALUU

6) agpec opraHu3aluu

7) peruCTpalluOHHBIA HOMEP TOKYMEHTA

8) mevarp

9) BU3bI coIIacOBaHMsl IOKYMEHTA

10) naenTuuKaTop 3JIEKTPOHHON KOMMU JOKYMEHTA

3aganue 3.
CocraBbTe CleQyONMe MPUKa3bl IO JUYHOMY COCTABY:
- IpuKa3 o npuéme paboTHUKA Ha padoTy;
- TIpUKa3 O TMpeKpameHuu (PacTOp)KEHHWH) TPYAOBOIO JOrOBOpa C pPabOTHHUKOM
(YBOJIbHEHHH).

Yci0Bus 17151 3a110JIHEHUSI IPUKA30B:

1) 12 cents6ps 2025 rona JlertspeBa Enena AHnpeeBHa 3aKIIOYMIIA TPYIOBOM JI0TOBOP
¢ nupexkropom OO0 «Canrexcrpoit» (PO nupexropa — Kynpusnos Ouner Ilerposuu).

HertspeBy mnpunsuii Ha pabdoty c 13.09.2026 1. Ha HeompenelaEHHBIM CpPOK C
UCIBITaTENbHBIM  CPOKOM - 1 Mecsll Ha JODKHOCTb OSKOHOMMCTa B IUIAHOBO-
SKOHOMHUYECKHH oTaeN ¢ okiazaom 55 000 pyoieii B Mecsil.

Odopmure nprkasz o npuéme Ha paboTy Ha OCHOBaHUM TPyJoBOro norosopa Ne 115 ot
12 cenTsa6ps 2026 u nuurOTO 3asBieHus [ertsapesoit E.A. o mpuéme Ha padory.

2) HsruneBa Enena AnnpeeBHa B mapre 2025 roma pemmia yBoauTbes ¢ OOO
«CanHTexcTpoit», Tak Kak Halmia JIpyryr paboTy c Ooliee BBITOJHBIMU AJisi HEE YCIOBUSMHU.
24 wmapra 2025 roma oHa Hamucajda Ha HMMS JUPEKTOpa 3asBJICHHE 00 YBOJBLHEHUHU I10
coOCcTBeHHOMY >KenaHuio ¢ 7 ampenst 2025 r. JlaHHoe 3asBiieHHe OBUIO YKa3aHO B IpHUKas3e B
KayecTBE €r0 OCHOBAHMS.

Odopmute nprkas o MPeKpalieHuy TPYIOBOTO JOTOBOpa Ha OCHOBAHMUU CTaThbu 77 M. 3
TpynoBoro komekca P® (pacTopkeHue TpyAOBOro JOTOBOpa MO HHHUIIMATHBE PAaOOTHHUKA).

3) 29 urons 2025 roga ['puropreBa ArHa CepreeBHa 3aKJIIOYHIIA TPYIOBOU JOTOBOP C
mupexkropom OO0 «Doprynay (PUO aupextopa — CepoB Urops Hukomnaesuu).

I'puropreBy npussuim BpemeHHo B Oyxranreputo ¢ 01.07.2025 r. mo 01.09.2025 nHa
HepuoJl MPOXOXKICHHUS TMPOU3BOACTBEHHOW MPAKTHKH Ha JOJDKHOCTH OyXrairepa ¢ OKJIaJoM
15 000 py6Gueit B mecsir.

Odopmure mpuka3z o npuéMe Ha paboTy Ha OCHOBaHUU TpPynoBoro gorosopa Ne 87 ot 29
utoHs 2025 u muunHoro 3asBieHus [ puropreBoit A.C. o mpuéme Ha paboTy.

4) 25 asrycra 2026 roma I'puropreBa Anna CepreeBHa Hamucajga 3asBICHHE 00
YBOJIbHEHUH 0 COOCTBEHHOMY enaHuio ¢ 1 ceHTsaops 2026 T. B CBSA3M ¢ OKOHYAHUEM CpPOKa
IPOM3BOJICTBEHHOIN MNpakTHKHU. JlaHHOE 3asBICHHE ObUIO YKa3aHO B IPHKa3e B KaueCTBE €ro
OCHOBaHUSI.

Odopmute nprKas o MPEeKpaieHny TPYIOBOTO JOTOBOpPa HA OCHOBAHUU CTaThbH 77 M. 2
TpynoBoro komekca P® (ucreueHue cpoka TPyAOBOTO JOTOBOPA, 3a HMCKIIOYCHHEM CIydaes,
KOTJ]a TPY/JOBbI€ OTHOIICHHUS (PaKTUUECKU IPOI0JDKAIOTCSA U HU OJJHA U3 CTOPOH HE MOoTpedoBaa
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1704 MIpEKpaIieHus).

3aganue 4.

Cocrasbte nucbmo — npurnamenue Ne 544 or 10.07.20  mo ci1. 1aHHBIM:

NHCcTUTYT TOYHBIX TPHUOOPOB IMOCHUIAET MHUCHbMO — MpuriameHnue aupekropy LHHUN
«IIpomereii» Koncrantuny CepreeBuuy ¢ NPUIVIALIEHUEM IOCETUTH MEXIYHApOAHYIO
CHEINAIM3UPOBAHHYIO BBICTaBKY «ODKOHOMHUS MATEPUANbHBIX U TOIIMBHO-IHEPTreTHUYECKUX
pPECYpPCOB B CTPOMTEIBCTBE M NPOMBIIUIEHHOCTH». BpicTaBka cocroutcss B I. MockBa B
MaBUJILOHE BbICTAaBOYHOTO IeHTpa Ha Kpacuoit [Ipecue 18 aBrycta 20 roma ¢ 9.00 mo 20.00.
Anpec UHCTUTYTa TOYHBIX MpuOopoB . Mocksa yi. [Inexanosa 36, ten. 237-87-77. Jlupextop
uHcTuTyTa TouHbIX TpuoopoB C. K. Ceprees.

3aganue 5.

OOO <«ToctuHblii ABOP>> HANpaBWIO TapaHTHUMHOE MHUCBMO JIUPEKTOPY NaBUIbOHA
Bcepoccuiickoro BBICTaBOYHOTO IIEHTpa ¢ Mpoch00il 00 apenzae BricTaBoyHOH ruiommanu (300-
400 xB. M) nmus mpoBeaeHus: ¢ 13 HosOpst mo 31 mekabpst Tekymero roma Bcepoccuiickoit
POXIECTBEHCKON sipMapKu 00yBH.

CocraBbTe 1 0(hOPMUTE TAPAHTUHHOE TTUCHMO.

3aganue 6.

CocraBbte nHpopManroHHoe mucbMo Ne 59 ot 12.09.20 1o cleayronium JaHHBIM:
MockoBckuii monurpaguuecKkuii TeXHUKyM cooOmraer aupekropy Imkoisl Ne 12 B.C.
AHTOHOBOH O TOM, YTO B HOBOM y4€OHOM roJly TEXHUKYM OTKpBIBAET /1BA HOBBIX (DaKyJIbTETA:
JlazepHsble TexHooruu B nonurpaduu FOpuanueckuii [Ipasuna npruema odmmume 1j1s Beex.

Anpec MockoBckoro noiurpaduaeckoro Texuukyma r. Mocksa yi. Mupa 86, ten. 337-87-87.
Hupextop texnukyma M.C. UrnarbeBa.

TunoBble TeMBbI 1JI MOATOTOBKH pedepaToB

1.McTopusi BOSHUKHOBEHHS AEJIONPOU3BOACTBA B Poccuu.

. Cucrema JOKyMEHTAI[HOHHOTO O0ECTIEYCHHUS YTIPABICHUSL.

. HoxymenTt. Knaccudukaius 10KyMEHTOB.

. brnanku crporoit oTueTHOCTH. OCOOEHHOCTH XpaHEeHUs OJaHKOB CTPOTOW OTYETHOCTH.
. Buapr 6;1aHkoB 1 TpeOOBaHUS K HUM.

. @yHKUIMHU 1 0053aHHOCTH CEKpeTapsi-pedepeHTa.

. Kaapossrit mon6op nepconarna.

. Texanueckue cpencTsa, od0ecreyuBaromue Tpya opuc-MeHemKepa.

. be3omnacHocTh 1IeHHBIX HH(OPMALIMOHHBIX PECYPCOB.

10. Opranu3anoHHO-NIpaBOBasl KaApoBasi JOKyMEHTALHS.

11. Dtuueckue TpeboBaHUA K OPHC-MEHEKEDPY.

12. TpeboBanus, npebsIBIsIeMble K 0POPMIICHHUIO ITHUCEM.

13. [IpaBuna peructpauy BXOJAIIEH U UCXOAIIECH KOPPECTOHACHIIUN

14. JlokyMEHTONIOTOKU: BHYTPEHHHUE U BHEILIHUE.

15. IlpaBuia yueTa 1 XpaHeHHUs TPYAOBBIX KHIDKEK. OdopmieHue nprema Ha paboTy.
16. Pa3HOBUAHOCTH CITy>KEOHBIX ITHCEM.

17. IlpaBuna Benenus 3acemanus. [I[poTokon 3acegaHus, BUAbI MPOTOKOJIOB.

18. XpaHeHue UCTIONHEHHBIX JOKYMEHTOB B MOJPAa3/ICICHUSIX OpraHU3alii U €€ apXUBe.
19. OdbopmiieHne pacriopsANTEIBHON JOKYMEHTAITUH.

20. TpeboBanus K 0hOPMIICHUIO TUYHBIX €.

21. PabGoTta ¢ koHpUIEHITUATBLHBIMHI TOKYMEHTAMH.

22. CtpyKTypa KaapoBoi HH(POPMAITMOHHO-I0KYMEHTAIIHOHHON CHCTEMBI.

23. Homenkinarypa nen. Buast Homenknatyp. CocraBinenue u opopmieHHE HOMEHKIIATYPHI J1e7I.
24. JIoKkyMEHTBI 110 TUYHOMY COCTaBY.

O 00 1 N D B~ W
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25. DKcnepTusa [IEHHOCTH JOKYMEHTOB.

26. DTHKa CEKPETapCKOro Tpy/Ia.

27. JlenoBble U TUYHBIE KaueCTBa CEKpeTaps.

28. KoHTpOJIb 32 UCIIOJIHEHUEM JIOKYMEHTOB (TEKYILLMH, IPEAYPEAUTENbHbBIN, UTOTOBBIH).

29. Knaccudukanus 1e10BOM TOKYMEHTAIIHH.

30. OGmue HOpMBI W mpaBuia O(OPMIICHUS JOKYMEHTOB: PasMepbl Oymaru, Hymeparus
CTpaHMIL, AT, COKPALEHUS CIIOB B TEKCTE, HAIIICAHUE YUCEI.

31. OcobGeHHOCTH AETOMPOU3BOICTBA 110 OOPAIIECHUSM IPAXK/IaH.

32. OcobeHHOCTH KOH(PUACHIIMAIBHOTO JIETIOMPOU3BOJICTBA.

7.2. TunoBble 3aJaHUA ISl IPOMEKYTOYHOM aTTeCTALMHU
KonTponpHas pabora mo aucruruivHe «J/[okymeHTannoHHoe oOecredyeHrue ympaBIeHUS»
BKJIIOUAET B ceOsl: 2 TEOPETUIECKOTO BOMPOCA, TECTOBOE 3aJ[aHUE U3 MEPEUHs U BHITIOTHEHUE |-
T'0 MPAaKTHYECKOTO 3aaHus.
dopma npeaCcTaBICHUS — TUCbMEHHAS.

OBPA3EIl CTPYKTYPHI 3AJIAHUS J1JISI KOHTPOJIbHOM PABOTHI

KoHTposbHbIi Bonpoc [Tonsatue «gokymeHT». CBOMCTBA IOKYMEHTOB

DN | —

TecToBbIC 3aMaHUs 1. VYcTaHoBieHue €IUHBIX HOPM u
TpeOOBaHU, MPEABSABIAEMBIX K IOKyMEHTAM -
3TO

A. cTangapTuzanus

b. yaudukanus

B. HOpMupoBanue

I'. koHTpONIMpOBaHUE

2. PexBu3uT, coaepxalui  yKa3aHUS
JOJDKHOCTHOTO  JIMIIAa 1O  HCIIOJIHCHHUIO
JIOKYMEHTA - 3TO

A. pesonronust

b. rpud

B. Bu3a

I'. moamnuce

3 | IIpakTHueckoe 3a1anue Kakoit BapuaHT (OPMYIHPOBKH  ITyHKTa
paclopsiANTENIbHOW YacTH MpUKa3a SBISIETCS
MPaBUJIbHBIM?

1. T'maBHOMY OyxranTepy NOATOTOBUTH H
IIPEJICTABUTH HA YTBEPKICHUE CMETY PAacX0JI0B
Ha KoMmaHaupoBku B 2025 1. B Ccpok [0
20.01.2025.

2. TI'maBHomy Oyxrantepy Jmutpueny ILJL
MOATOTOBUTh U MPEJICTABUTh HA YTBEPKICHHUE
CMETY pacxoJ0B Ha KOMaHAUPOBKHU B 2025 1. B
cpok 10 20.01.2025.

3. I'maBaomy Oyxrantepy OOO «Arar» ILJI.
JMuTpueBy MNOArOTOBUTH W IPEACTAaBUTH Ha
yTBepxkaeHue B cpok g0 20.01.2025 cmery
pacxoa0B Ha KOMaHIUPOBKHU B 2025 T.

4. [Hopyuuts [JIABHOMY Oyxranrepy
HmutpueBy I1.JI. noAroToBUTH U MPEACTABUTH
Ha yTBepxkaeHue B cpok a0 20.01.2025 cmerty
pacxoJ0B Ha KOMaHIUPOBKHU B 2025 T.

18




IlepeyeHb THIIOBBIX BONPOCOB /I KOHTPOJILHOH padoThI

1. JlokyMeHTanmoHHOE o0eclieueHue ymnpaBieHus, Kak oJHa U3 (yHKUUI ynpaBiieHus,
yHUUKALUS U CTaHapTU3ALMSI TOKYMEHTOB, Kilaccu(ukaius 10KyMeHTOB.

2. lenu, 3aga4u ¥ MPUHIUIBI JOKYMEHTAIMOHHOTO OOECTICUEHUS YIIPABICHHSI.

3. Cuctembl JOKYMEHTAIIMIOHHOTO O0ecTieueHus yIpaBiIeHUs, UX aBTOMaTH3allUs.

4. JlokyMEHTHpPOBaHHUE YIIPABIECHYECKON JEATEIBHOCTH.

5. T'ocynmapcTBeHHbBIE CTaHIAAPTHI HA JOKYMEHTAIIUIO, 00IIEPOCCUICKHE KITaCCU(PUKATOPHI
TEXHUKO-3KOHOMHUYECKOH U COLMaIbHON H(pOpMaLIUn

6. OOmwmii BUA U COCTaB PEKBU3UTOB JOKyMEHTA

7. OO6uue TpedoBaHus K 0POPMICHUIO PEKBU3UTOB JOKYMEHTA

8. TpeOoBaHMs K M3rOTOBJICHHIO, YYETy, HCIOJb30BAaHUIO U XPAHEHHIO OJAHKOB C
BOCIIPOM3BEICHHEM TOCYAapCTBEHHOr0 repba P, rep6oB cyobekToB PO

9. OdunmanbHO-IETOBOM CTHIIb.

10.YnoTrpebnenne CHeruanbHON JIEKCUKH, YyCTApEBIICH JIEKCUKHU, HEOJOTU3MOB,
3aMMCTBOBAHHBIX CJIOB, CJIOB C yHHBEPCAIbHBIM 3HaYCHHE), COKPAIICHUH, SI3bIKOBBIX (DOPMYIL.

11.Cucrema nenoBoii mnepenucku: Iloctpoenue mnpemnoxkeHuit. TunuyHble OMMOKHA B
TEKCTax IOKyMEHTOB.

12.Buibl 1e10BOM NEPENUCKU U UX HA3BAHMUSL.

13.Ha3HaueHue 1 cocTaB OPraHU3alMOHHO - TPABOBOM JOKYMEHTAIIMH.

14.Yupenurenbckue 10KyMEHTHI.

15.CocraBnenue u 0O(OpPMIICHHE OTICIBHBIX BHJOB OpPTraHU3AI[MOHHO-TIPABOBBIX
JIOKYMEHTOB.

16.Opranuzais pabOThl perUCTPAIIIH.

17.KomIuiekcbl TOKYMEHTOB 10 O(OPMIICHHIO: TEepeBoa Ha APYryio padoTy, OTIIYCKOB,
MOOUIpeHUN pabOTHUKOB, NUCUUIUIMHAPHBIX B3BICKAHUN, aTTECTallUd PAOOTHUKOB, CIIYKEOHBIX
KOMaHJIUPOBOK, YBOJIbHEHUSI

18.TTonsiTHe cripaBOYHO-MH(GOPMAITHOHHON TOKYMEHTAITHH.

19.1IpoTOKOMBI, BBIMMCKH W3 TPOTOKOJNA, IOKJIATHBIE M OOBSICHUTEIHHBIC 3aIUCKH,
3asBIICHUS, TIPECTABICHUS

20.TTonsiTHE TOKYMEHTOOOOPOTA U €T0 OCHOBHBIC JTAIIbI.

21.0Opranm3anus pabOTHl C JOKyMEHTaMHU: ASKCIICAUIMOHHAsS 00pabOTKa  BXOJAIIUX,
WCIIOJTHEHHBIX U OTIPABIISIEMbIX JIOKYMEHTOB

22.IlpenBapuTenbHOE PACCMOTPEHHE JIOKYMEHTOB B CIIYXKO€ JOKYMEHTAIIHOHHOTO
o0ecrieyeHus

23. ParmonansHOE JBM)KEHUE JOKYMEHTOB BHYTPH OpraHU3aIuu

24.VcnionHeHUE T0KYMEHTOB

25.UnaexkcupoBaHue JOKYMEHTOB

26.0OCHOBHOE Ha3HAUYEHUE PACIIOPAIUTENBHBIX JOKYMEHTOB.

27.PacniopsAMTeNnbHbIE JOKYMEHTBHI COJEpIKallhe pEeHICHUs, UIYyIIUe CBEpPXy BHU3 IO
CHUCTEME yIPABIICHHUS.

28.10puauueckasi COCTaBIISIIONIAS PACHOPSIANTEIBHBIX TOKYMEHTOB.

29.Ilponienypa u3nanus, COCTaBICHUS 1 0OPMIICHHS PACTIOPSAUTENBHBIX JOKYMEHTOB

30.ITorsiTue apxuBa W ucTOpUsT (POPMUPOBAHUS TOCYAAPCTBEHHOM apXUBHOM CITYKOBI
P®.

31.T'ocynapcTBeHHas 4acTh apXuBHOTO (hoHIa PO.

32. ApxuBHBIH (OHJ OpraHU3alNUU, KOMMEPYECKON (PUPMBIL.

33.0¢opmiieHne Aen JIMTENbHBIX CPOKOB XPaHEHMs; COCTaB YYETHBIX JIOKYMEHTOB
apXuBa; nepeiaya U UCIO0JIb30BaHUE JOKYMEHTOB apXUBa

34.Buabl HOMEHKIIATYpHhI JIET; TUIIOBBIE U PUMEPHbIE HOMEHKJIATYPhI JIEJI OpraHu3aluu

35.CocraBneHre HOMEHKIATYPbI
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36.Co0monenue TpeboBaHui npu (POPMUPOBAHUU JIEJT; XpPAaHCHHUE I Yy HCIOJHUTEIIS;
JIOKYMEHTBI BHYTPH J€J

37.11oHsTHE NEHHOCTH TOKYMEHTOB

38.Cucrtema SKCIIEepTHBIX OPraHoOB

39.1lepeyHu TOKYMEHTOB C YKa3aHUEM CPOKOB XPaHECHUS

40.MeTtoauka NpoBEACHUS SKCIIEPTU3bI LIEHHOCTH JOKYMEHTOB.

41.TToaroToBka v mepeaayva el B apXyUB OpraHU3alnu

42 Ilopsaok nepenayu 10KyMEHTOB Ha TOCYIapCTBEHHOE XpaHEHHE

43.CyurHocTh, CBOWCTBAa, BHUIbI W HMCTOYHUKH HMHPOPMAIMH, METOABl TOWUCKA U
KPUTHYECKOTO aHaJIn3a uHpopmamu

44.CocTtaB HOPMAaTHBHO-IIPABOBOTO O0OECIICUCHHs] JOKYMEHTAI[MOHHOTO OOecreueHus
yIpaBIeHUS

45.Tlopsimok ohopmieHUsT JOKYMEHTOB

46.Ha3naueHue U cOCTaB OpraHU3alMOHHO - IPABOBOM JOKYMEHTALMH

47.Crioco0bl TOKyMEHTHPOBAHUS

48.0OCo0CHHOCTH IEeTIOMPOU3BOJICTBA KaK BUJIA ACITEILHOCTH

49. [IpaBuna opopmieHuUss JOKyMEHTOB M TIOCTPOCHHS YCTHBIX COOOIICHUIA

Tunosble NpakTHYeCKHE 3aJaHUsI /IS KOHTPOJILHOM padoThI

3ananue 1:

Odopmure u cocTaBbTe MPUKa3

CocraBpTe coBMecTHbIN npukaz OO0 «Asmutay u AO «Omurep» 00 HCTIOIBL30BAHUH
(akcUMHUIBHON MOANUCH. B KOHCTaTHpyIOUled 4YacTH yKaKuTe, 4To (aKkCUMHIIEC HY>KHA JUIs
onepaTuBHOro pemeHuss BormpocoB Mexay OO0 «Asmuray u 3A0 «Onurep». B
pacnopaauTenbHON 16 yacTu yKakuTe JOKYMEHTBHI, HA KOTOPBIX HEOOXOAWMO HCIIOJIb30BaTh
(daxcumuine. Bo3noxkure KOHTPOJIb 3a MCIOJHEHMEM IIpUKa3a Ha HayaJbHUKA CIIYKObI
JOKyMEHTalmoHHoro obecneuenus ympasieHuss OOO «Asnauta» W aJIMUHUCTPATUBHOTO
nupektopa AO «HOmutepy.

Odopmute Bu3bl 03HaKoMieHus HadanbHuka C/IOY u afiMUHUCTPAaTUBHOTO AUPEKTOPA.

3ananmue 2:

CocraBbre npennoxkenue: O mocraBke cTpouTeNbHbIX MaTepuanioB TOO «CapHu» mid
crpoutenbHbiXx ¢upMm r. Brmaausoctoka (ITO Ipumcrpoitmasect u TOO «Anekcy). B Tekcre
YKOKUTE MEePeUeHb CTPONMATEPHAIIOB M UX CTOMMOCTh, Hampumep: ( Kupnud KpacHbiii — 1000
py0. 3a kB. M.; siec kpyribiid — 1000 py6. 3a ky0. m.; nemeHT — 160 py0. 3a 50 kr, U T. 1. )

3aganue 3:
CocraBbTe 1 opopMHUTE TIPUKA3 110 OCHOBHOM aesitenbHOCTU: (Cutyanus) Bel sBiserech
nupexktopoM pupmbl CTaBCTpOiicCHaOCOBIT, KOTOpast HaxoAuTcs Ha ynuie JloBaropues 123. Bam
HeoOxoauMo oTrpaBuTh 2500 TOHH roproYero B ropoj; ATIIEPOHCK, Ha CKJ1ag AOIIepBepTOIL.

3ananue 4:

CocraBbTe U opopmuTe MpHKa3 O OCHOBHOU nesitenbHOCTH: (Curyarus) [Tpuka3 Ne 67
ot 20.02.2026 rona o rpaduke paboThl B mpa3gHudHbIe THU. HadanpHUKY oxpaHbl MenBeneBy
B.Il. obGecrieunTs OXpaHy TOProBBIX IUIOMIAJeH B mpasnuuunble AU ¢ 23.02.2026 r. mo
26.02.2026 r. HauansHuky oTaena kaapoB ArypeeBoir A.B. paspabortats rpaduk BbIXoma Ha
paboTy B Tmpa3gHUYHBIE JHH M OOECNEYNTh SBKY COTPYJHHKOB B YyKa3aHHBbIC JIHU.
UcnonautenpsHoMy nupektopy KasznadeeBoit O.JI. obecrneunThs ASKYpPCTBO 10 TelehoHY
rnaBHoro oguca OOO «I'py3omepeBo3KM» Uil ONEPATUBHOTO PpEIICHUS BO3HHUKAIOIIUX
BompocoB. [ maBHOMy Oyxrantepy MBanosoii W.I1. usbickaTh cpeacTBa A OIUIATHI IEKYPCTB U
BBIXOJ1a Ha paboTy B Mpa3JAHUYHbIE THHU B IBOWHOM pasmepe. O pemieHnn cooduuts. OCHOBaHHE
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npukaza — I[locranoBnenue IlpaButensctBa PO No789 ot 04.08.2021 r. «O mpucoeanHEHUH
BBIXOJ/IHBIX JTHEH K Mpa3aHUIHBIM AHsIMY. [Ipruka3 moanucan aupexrop XKomoodos IT./1.

KpuTepun onieHKH NPOMEKYTOYHOH aTTecTalMu (KOHTPOJIbHasi padoTa):

Onenka XapakTepuCTHKH 0TBETa CTY/AeHTA

«OTJIMYHOY OneHka «OTJIMYHO» BBICTABISAETCS, €CIM CTYJIEHT YBEPEHHO,
JIOTUYHO, IIOCJICAOBATCIBHO W TI'PaMOTHO HM3JIaract HpOFpaMMHBIﬁ
Marepuall, ONHPAsICh HA 3HAHUS OCHOBHOW W JOMOJHUTEIbHOMN
JIATEPATYpPhI, YCIEIIHO OTBETWI Ha BOIPOCHI IIPENONABATENS BO
Bpemsi Oecellbl Ha TEMbl, CBS3aHHbIE C HM3y4yaeMOW NHUCUUIUIMHOMH,
IMpaBUJIbHO BBITTIOJIHUII MPaKTUYICCKOC 3a1aHucC. B cjIydac
BapUAaTUBHOCTU pEIICHUs 3aJaud OOOCHOBaJ BCE BO3MOXKHBIE
BapHUaHTHI PEIICHUS.

«XOpOLIO» Onenka «Xopomo» BBICTABISAETCS, €CIU CTYJEHT YBEPEHHO, JIOTHYHO,
IIOCJIEIOBATEIbHO W TI'PAMOTHO H3JIaraeT INpPOTPaMMHBIN MarTepual,
JOIyCKAaeT HE3HAYUTENbHBIE HETOYHOCTH, YCIIEIIHO OTBETHI Ha
BOIIPOCHI IpEroaBaTeliss BO BpeMsi Oecesbl Ha TeMbl, CBS3aHHBIE C
M3y4aeMOM JMCLUILIMHON, IPABWIBHO BBIIOJHUI IPAaKTHYECKOE

3a1aHKeE.
«YIOBJIETBOPUTEIHLHO OneHka «yIOBIETBOPUTENBHO»  BBICTABIACTCA, €CIH  CTYIEHT
HEYBEPEHHO M3JaraeT IpOTrpaMMHBIA  MaTepuall, JOITyCKaeT

HETOYHOCTH, yCHEIHO oTBeTHI Ha 50 % BOIPOCOB NpenoaaBaTes BO
BpeMsi Oecellbl Ha TEMBbI, CBS3aHHBIC C HM3y4aeMOW NUCHHUIUIMHOH,
BBIMOJHWJI ~ MpPakTUYECKOe  3aJaHue C  HE3HAUYUTEeJIbHBIMU
HETOYHOCTAMHU

«HEYAOBIETBOPUTENBHO» | OLIEHKa «HEYIOBICTBOPUTEIBLHO) BBICTABIIACTCS, €CIIU CTYICHT HE
YCBOMJI 3HAYUTEJIBHONW YaCTU IIPOrPAMMHOI0 MaTepHUalia; JOIyCKaeT
CYLIECTBEHHbIE OIIMOKN M HETOUHOCTH ITPU OTBETE HA BOIPOCHI
IIPENO1AaBaTElIsl, HE BBIIOJHWII IPAKTUYECKOE 3a1aHUE

8. VUEBHO-METOJUYECKOE U HTHO®OPMALIMOHHOE OBECIIEYEHUE
JUCIATLITAHBI

8.1. OcHoBHas quTEpaTypa

1. Joponmna, JI. A. JloKyMEHTalMOHHOE OOECIICUCHHE YMPABJICHUs: YYCOHHK W
OPakTUKyM Ui cpenHero mnpodeccuoHansHoro obpaszoBanust/ JI. A. Jloponmna, B. C.
Hputukosa. - 2-e us3m., nmepepad. u gom. - MockBa: M3narensctBo HOpaiit, 2026. - 270 c. -
(IIpodeccuonansnoe obpazoBanue). - ISBN 978-5-534-16017-8. - TekcT: 31eKTpOHHBIN//
O6pazoBarenpHas miaTdopma FOpaiit [caiit]. - URL: https://urait.ru/bcode/585601

8.2. lonoiHMTEILHAS JIMTEPATYPa

1. Kopuees, U. K. JlokyMeHTanMoHHOE oOOecHeueHHe YIpaBICHUSA: YUYEOHHK U
MPaKTUKYM JJIs1 cpeaHero npodeccuonanbHoro oopasosanus / M. K. Kopnees, A. B. ITmenko,
B. A. Mamypres. - 3-e u3a., nepepad. u jnom. - Mocksa: U3natensctBo FOpaiit, 2026. - 438 c. -
(ITpodeccuonansuoe obpazoBanue). - ISBN 978-5-534-16002-4. - TekcT: 37I€KTpOHHBII//
Oo6pazoBarenpHas maTdopma FOpaiir [caiit]. - URL: https://urait.ru/bcode/585550

2. Kysnenos, 1. H. JlokymeHTanmonnoe obecrieuenue ynpasiieHus. JJokymMeHTo000poT
U JIETIONIPOU3BO/ICTBO: YUEOHUK U MPAKTUKYM JJISl CPEAHEr0 MpOoecCHOHAILHOTo 00pa3oBaHus /
N. H. Ky3nenos. - 5-e u3n., nepepad. u gon. - Mocksa: M3narensctBo FOpaiit, 2025. - 425 c. -
(ITpodeccuonansnoe obpazoBanue). - ISBN 978-5-534-20025-6. - TekcT: 31€KTPOHHBIN//
O6pazoBarenpHas miaTdopma FOpaiit [caiiT]. - URL: https://urait.ru/bcode/581141
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3. bsutt, B. C. JlokyMeHTanmoHHOe o0ecrnieueHue ynpasieHus. KOpunnueckas TeXHUKa:
y4eOHUK /715 cpeiHero npodeccuoHanbHoro oobpasosanus / B. C. bsur. - 3-e u3a., ucnp. u gom.
- Mocksa: U3parensctBo FOpaiit, 2026. - 89 c. - (Ilpodeccuonanbroe ob6pazoBanue). - ISBN
978-5-534-16132-8. - Tekct: anekTpoHHBIN // Obpa3oBarenbHas miaTdopma FOpait [caiit]. -
URL: https://urait.ru/bcode/586387

BUBJIMOTEYMHO-
HH®OPMALHOHHBIH
LLEHTP
2026/2027

Iepunoauyeckue M31aHuA:

1. AxrtyanpHbie TPOOJEMBI DSKOHOMHKA ¢ MEHEHKMEHTA: HAy4YHBIA KypHan /
CapaToBCcKMil roCyJapCTBEHHBIN TexHMYeckuil yHuBepcureT umenu t0.A. T'arapuna. — 2014. —
CaparoB, 2019-2025. — ISSN 2312-5535. — Texkcr: onektponnbii. — URL:
https://www.iprbookshop.ru/98831.html

2.  OuUHAHCOBBIC HCCJCAOBAHUS: HAYYHO-00pa30oBaTeIbHBIN KypHan / PocToBckumii
rocyaapcTBeHHbI 3xoHOMHueckuit yHuBepcuteT (PUHX). — 2000. — Pocros-Ha-/lony, 2014-
2025. - ISSN 1991-0525. - Tekcr: 3JIEKTPOHHBIMN. - URL:

http://www.iprbookshop.ru/62035.html

8.3. IIporpammHoe obecneyeHue, MOMCKOBbIE CHCTEMBbI
Microsoft Windows
Microsoft Office Professional Plus 2019
Koncynbrant-ITntoc
Google Chrome unu SInnexc.bpaysep

8.4. ba3pl naHHBIX (mMpodeccHOHAJBHBIE 0a3bl JAHHBIX), HWH(OPMALMOHHO-
CIIPaBOYHbIE M IOMCKOBLIE cucTeMbl, UHTepHeT-pecypchl
- baza maHHBIX MO AETONPOU3BOJCTBY M JOKYMEHTO0OOPOTY - https:/clubtk.ru/osnovy-

deloproizvodstva-i-dokumentooborota-dlya-novichkov

- CrpaBouHo-nipaBoBas cucrema «Koncynprantllirocy - http://www.consultant.ru/

- Wndpopmannonsslii pecypce «KoHOMHKA U (PUHAHCHD - www.finansy.ru
- O6pazoarenbHas mwiarhpopma FOPAUT - https://urait.ru/

- Hayunas snektponnas 6ubnmoreka - http://www.elibrary.ru/
- DnekTpoHHO-O0ubmoreunas cucreMa ZNANIUM - https://znanium.com

- ITonckoBas cucrema Yandex - https://www.yandex.ru

9. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUME JUCHUIIJIMHbI
Jns peanu3alMyi JTUCHMIUIMHBI TpeOyercs cieaylomee MaTepualbHO-TEXHHYECKOE
o0ecreyeHue:

- IUI TIPOBEJCHUA JIEKIUH - yueOHas ayAuTOpHs, OCHAIIEeHHas o0OpyIOBaHHEM WU
TEXHUYECKUMH CPEACTBAMU OOYUYEHUS: CIICMATIM3UPOBaHHAs yueOHas MeOenb; yueOHas 10CKa;
BEIIajJKa, HKpaH, NPOEKTOp, HOYTOYK, yueOHO-HATJSAHbIE MOCOOUS: CXEMBbl, PacXOJHBIC
MaTepuabl;

— UIs  TIPOBEIEHHUsS NPAKTUYECKUX 3aHATUH - yuyeOHas ayAuTOpHs, OCHAIllCHHAs
00Opy/ZIOBaHMEM M TEXHHYECKHMMHU CpEACTBAMU OOYYEHHUS: CIEeIUaIN3HpOBaHHAs ydeOHas
MeOenb; ydeOHasi J0CKa; BEIIajKa, 3KpaH, MPOEKTOpP, HOYTOYK, y4yeOHO-HArJsiIHbIE MOCOOMS:
CXEMBI, PACXOIHBIC MaTePHAIIBI;

— Ui OpraHu3allil  CaMOCTOATENBbHOM  paboThl —  TIOMEIIEHHWE  OCHAIICHHOE
000pYyIOBaHWEM M TEXHHUYECKUMH CPEICTBAMH: CIICIIMATM3UPOBAHHAS MeOeIb, KaIlt03H, SKPaH,
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KOMITBIOTED, MPOeKTOp, MDY, KOMIBIOTEpPHI, O0BEAMHEHHBIC B JIOKAJHHYIO CETh, UMEIOIINE
HOJKIIIOYEHUE K ceTu «HTepHeT» U AOCTYM K 3JIEKTPOHHON MH(POPMAIIMOHHO-00pa30BaTenbHON
cpeze, yueOHO-HarJsHbIe TOCOOUS: CXEMBI, PACXO/IHbIE MaTEepPHAIbI.

- IUIL TEKYLIET0 KOHTPOJS M NMPOMEKYTOUHOW aTTeCTallMM - ydeOHas ayauTOpHus,
OCHaIlleHHasi 00OpYJOBaHUEM M TEXHUUYECKUMH CpEICTBAMH OOYYEHHMs: CIElUaTu3UpOBaHHAs
yueOHass meOenb; yueOHas JIOCKa; BeLIalKa, SKpaH, MPOEKTOp, HOYTOyK, yueOHO-HarisaHbIe
0COOUs: CXEMBI, pPACXOJIHbIE MaTEPHUAIBL.

10. OCOBEHHOCTH OCBOEHUA JANCIIAITIIMHBI JIMITAMMU C
OI'PAHMYEHHBIMU BO3MOXHOCTAMMU 310POBbSA

OOyyatromMcst € OrpaHMYEHHBIMM BO3MOXKHOCTSIMH ~ 37I0POBbSI  NPEAOCTABIISIFOTCS
crieluanbHble y4YeOHUKH, y4eOHbIE MOCOOMS M AMJAKTHYECKHME MaTepUallbl, CIIeHUAIbHBIC
TEXHUYECKHUE Cpe/lCTBa OOY4YeHHsS] KOJUIEKTUBHOTO U WHAMBHUAYAIbHOTO IOJIb30BAHUS, YCIYyTH
ACCHUCTEHTa (THIOTOPA), OKA3bIBAIOILIETO 00YYAIOIIUMCS HEOOXOIUMYIO TEXHUYECKYIO TIOMOIIb, a
TaK)Ke YCIYTH CYpAONEPEBOAUNKOB U TU(IOCYPIOTIEPEBOTIHKOB.

OcBoeHue TUCHUIUIMHBI 00yYarOIUMHUCS ¢ OTPAaHUYEHHBIMU BO3MOXKHOCTSIMHU 310POBBS U
WHBaJINJIaMU MOET ObITh OPraHM30BaHO COBMECTHO C JAPYTMMH OOyYaloIIMMHUCA, a TaKKe B
OTJENBHBIX TPYTIaX.

OcBoeHMe JUCIHUIUINHBI 00YYalOIUMHUCS C OFPaHUYEHHBIMU BO3MOKHOCTSIMH 3/10POBbS U
UHBAJIMJAMU OCYLIECTBISETCS C YYETOM OCOOEGHHOCTEH MCUXO(pU3UUIECKOTO pa3BUTHS,
WHAUBUAYAIbHBIX BO3MOKHOCTEH U COCTOSIHUS 3/I0POBBS.

B memsx AOCTYNHOCTH TOJIyY4€HHsS CpEelHEro NpoQecCHOHAIbHOTO O0pa3oBaHUA 10
o0pa3oBaTeNbHOIl MporpaMMe JIMLIAMU C OTPAaHMYEHHBIMU BO3MOKHOCTSIMH 3JI0pPOBbS MpHU
OCBOCHMHU AMCUUIUIMHBI 00ECTIEYNMBACTCS:

1) ans nui ¢ orpaHUYEHHBIMUA BO3MOYKHOCTSIMU 37I0POBbSI 110 3pEHUIO:

— MPUCYTCTBHE THIOTOPA, OKA3bIBAIOLINI CTYJIEHTY HEOOXOIUMYIO TEXHUYECKYIO TTOMOIIb
C y4eTOM MHAMBUAYAIbHBIX OCOOCHHOCTEH (mOoMoraer 3aHsTh pabouee MecTo, MepeABUTaThCA,
poYnTaTh U 0YOPMUTH 3aJJaHKE, B TOM YHUCIIC, 3aIUCHIBAs MOJ] IUKTOBKY),

— NUCbMEHHBIE 3aJ]aHMs, a TAaKXKe MHCTPYKIMHU O MOPSAIAKE MX BBIIOJHEHHS 0(QOpMIISIOTCS
YBEIMUYEHHBIM IpUPTOM,

— crienuagbHble YUeOHUKH, y4eOHbIE TTOCOOMS W JUIAAKTUUYECKHE MaTepuaibl (MMEIOIIHe
KPYIHBIN WPHQT Win ayauoaitisr),

— UHIMBUyaIbHOE paBHOMEpPHOE ocBenieHue He menee 300 mrokce,

—Npud  HEOOXOAMMOCTH CTYIEHTY JJs BBINOJIHEHUS 3aJaHus  IPEJOCTaBIISCTCS
YBEJIMUMBAIOIIIEE YCTPOMCTBO;

2) n7s UL ¢ OTPAaHUYEHHBIMU BO3MOKHOCTSIMU 3/I0POBbS 1O CIIYXY:

— IPUCYTCTBHE ACCHUCTEHTa, OKa3bIBAIOLIUI CTYACHTY HEOOXOAMMYI0 TEXHHUYECKYIO
[OMOIIIb C YYEeTOM HHIMBHUIYaJbHBIX OCOOEHHOCTEH (ITOMOTaeT 3aHATh pabouee MecCTo,
NepeBUTaThCsl, MPOYUTATh U OPOPMUTH 33JaHHE, B TOM YHCJIE, 3aITUCHIBAS M0 TUKTOBKY),

—obecrieunBaeTCsl  HaJM4YuMe  3BYKOYCHJIMBAIOIIEH  ammaparypbl  KOJUJICKTHBHOTO
MOJIb30BAaHUSA, NpPU HEOOXOIMMOCTH O0O0ydYaromeMmycsi HpeJoCTaBIsSeTCsl 3BYKOYCHIJIMBAIOIIAS
anmaparypa UHANBUIYAIBHOTO TIOJIb30BaAHUS;

—o0ecrnieunBaeTcss  HaJJIeXKAIMMU  3BYKOBBIMH  CpPEACTBAMH  BOCIIPOU3BEACHUS
uHpOpMaLnu;

3) anst A1 ¢ OTPAaHUYEHHBIMU BO3MOKHOCTSIMU 3/I0POBBS, UMEIOLINX HApYLICHHS OTIOPHO-
JBUTATEILHOTO arapaTra:

— NUCbMEHHBIE 3aJaHMsI BBINOJHSAIOTCA HA KOMIIBIOTEPE CO CHEUATU3HUPOBAHHBIM
IPOTpaMMHBIM 00€CTIeYeHHEM MIIM HaIMKTOBBIBAIOTCS THIOTOPY;
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— TI0 XEeJIaHUIO CTYJIEHTA 33J]aHUsI MOTYT BBINIOJIHATHCA B YCTHOM opMe.

[Iporpamma cocraBneHa B coorBercTBUM ¢ TpeboBanusmu ®I'OC mo cneumansHOocTH CIIO 38.02.01
DKOHOMHKA M OyXTanTepCKuid y4eT (110 OTPaCIIsIM)

24



		2026-06-09T09:31:08+0300
	Федоровский Александр Петрович




