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Coaep:xanue (pabovasi nporpamMmma)

Mecto nucuuniauHbl B ctpykrype Ol

[Tnanupyemsble pe3yabTaThl 00yueHHs 10 JUCHMIUIMHE, 00eCeunBaroLIie JOCTHKEHIE
IUTAHUPYEMBIX PE3YJIbTaTOB O0YUYECHHS O IPOrpamMMe

O0BeM u BUIBI YIeOHOU pabOThI
Coneprxkanue TUCIMUILTAHBI
MartepuanbHO-TEXHHUECKOE U YIeOHO-METOINIECKOE 00ECIIEUCHHIE TUCIUTILINHBI

®DOoH/T OIIEHOYHBIX CPEJICTB 0 JUCIUILUINHE

Crp.



Lenpt0o  W3y4eHUsT  OUCHMIUIMHBI  sIBIAETCS  (OPMHpPOBAHHME  PE3YyIbTaTOB  OOyYCHHS,
o0ecneunBaroInX JOCTH)KEHNE TUIAHUPYEMBIX PE3yJIbTaTOB OCBOCHHS 00pa30BaTeIbHON MPOrPaMMBI.

1. MecTo aucuuninnbl B cTpykrype OII

Jucruniaraa OCHOBBI IGNONPOU3BOJICTBA BXOIUT B 00s13aTeNIbHYIO YacTh 010ka b1.Jlucunmimas
(Momymnu)

[Tocnexyromue AUCHMIUIMHBI 1O CBA3AM KommereHuuii: KoprnopatuBHble HH(MOpPMAIIMOHHBIE
CHCTEMBI B HKOHOMHKE, MH(POpPMaMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIIOTUU B TNPO(ecCHOHATBHOM
JeATeNIFHOCTH, MaTteMaTHudeckuii aHanu3, Teopus BEpOATHOCTEH M MaTeMaThdeckas CTaTUCTHKA,
OKOHOMETpUKA

2. [lnannpyemMbie pe3yabTaTbl 00y4YeHUS 1O JAUCHUILIMHE, 00ecneYuBAKOIIHE TOCTHKEHNE
IUIAHNPYEMBbIX Pe3yJIbTATOB 00yUYeHHs 10 MporpaMmme

N3zyuenne aucuumuinabl OCHOBBI 1€I0NPOU3BOJICTBA B 00pa30BaTeIbHOM IPOrpaMMe HarpaBJIeHO
Ha (opMUpOBaHUE Y 00YHAIOLINXCS CIEAYIOIINX KOMIETSHIUH:

Oobmenpodeccuonanbubie komnerenunu (OIIK):
OIIK-1 - CriocoGeH npuMeHsATh COBpeMEHHbIE NH(OPMAIMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTHH B
npodeccuoHaIbHOMN 1eSTEIbHOCTH COLMOJIOra

Ilnanupyemsble pe3y/ibTaThbl 00y4eHHs 110 JUCHUIIIMHE
Onucanue UK 3HaTh YMerh Baaners
OIIK-1 MJKI1 Texnomornueckue | Mcnonp3oBarh Teopernueckumu u
WHHOBALIUU U WHHOBALIUOHHBIE | IPAKTUYECKUMHU
Omnpenensier ToTpeOHOCTh | COBPEMEHHOE TEXHOJIOTHH B HABBIKAMH MIPUMEHEHUS
B TEXHOJIOTHYECKUX MIPOrpaMMHOE MH(OPMALIMOHHO | UHTEIJICKTYaIbHBIX
HOBALUAX U oOecrieyeHue B M 00ECIIEUYEHNUU U | TEXHOJIOTHH B
MH(OPMALIMOHHOM cdepe CepBUCHBIX | OpraHu3aluu COLIMOJIOTUYECKOU
o0ecrieyeHnu B TEXHOJIOTHIl COLIMOJIOTHYECKU | AESTEIbHOCTU
npodeccnoHanbHOM X UCCIENOBAaHUMN
JeSITEIbHOCTH COIMOJIoTa
OIIK-1_MJK2 OcHOBHbIE Hcnonp3oBath Haspikamu noucka u
MporpaMMHBIe KOMITHIOTEPHBIE BHEJIPEHUS
3HaeT U yMeeT MPOJYKTHI 17151 MIporpaMMsbl B TEXHOJIOTHYECKHUX
HCIIOJIb30BAaTh OCHOBHBIE | I€ATEIbHOCTH npodeccuoHanbH | HOBALMM U
MIPOrpaMMHBIE NPOAYKTHl | COI[MOJIOTa OM IEATEIBHOCTH | COBPEMEHHBIX
B JICSITEIbHOCTH couuosora MIPOrpPaMMHBIX
COLIMOJIOTa MPOJIYKTOB B
npodeccroHalbHYIO
JESTEIBHOCTD
OIIK-1_MNJK3 Texnomornueckue | Mcnonp3oBarh Teopernueckumu u
WHHOBALIUU U MHHOBALIMOHHBIE | TPAKTUYECKUMHU
Omnpenensier TOTPeOHOCTh | COBPEMEHHOE TEXHOJIOTHH B HaBBIKAMH TIPUMECHEHUS
B TEXHOJIOTHYECKUX MIPOrpaMMHOE WH(OPMAIIMOHHO | UHTEIICKTyaTIbHBIX
HOBAIUIX U obecrieyeHue B M 00ECIIEUYEeHNUU U | TEXHOJIOTHH B
UH(OPMAITMOHHOM cdepe CEepBUCHBIX | OpraHu3aluu COLIMOJIOTMUYECKOM
o0ecrnieueHnu B TEXHOJIOTHl COLIMOJIOTHYECKU | AESITETbHOCTU
npodeccnoHanbHOMI X UCCIEN0BaHUI
JesATeNbHOCTH connonora | OCHOBHBIE HaBsikamu noncka u
MporpaMMHbIe Hcnonb3oBath BHEJIpEHUS
3HaeT u ymeer MPOJYKTHI ISt KOMIIBIOTEpPHbBIE TEXHOJIOTHYECKHUX
WCIIO0b30BAaTh OCHOBHBIE | A€ATEIbHOCTH MporpaMMsbl B HOBalUW U
MIPOrpaMMHBIE MPOJIYKTHl | COLMOJIOTA npodeccuoHanbH | COBPEMEHHBIX
B JIESTEIBHOCTH Ol IeITeNIbHOCTU | MPOrPAMMHBIX
COLIMOJIOTa COIMOJIOTa MIPOJIYKTOB B




poeCCHOHATIEHYIO
IesATEeIbHOCTD

OIIK-2 - CriocoGeH K COLMOJIOTMYECKOMY aHAIU3Y U HAYYHOMY OOBSICHEHHUIO COI[MANIbHBIX

SIBJIEHUM U MIPOLIECCOB HA OCHOBE HAYYHBIX TEOPHl, KOHLEIIUH, TOJX0/10B

I[Inanupyembie pe3ybTaThl 00y4eHHS M0 JUCHHUILINHE

Onucanne UJIK 3HaTh YMeThb Biaagern

OIIK-2 MJIK1 Mertonpl oTrOopa Paborath ¢ CrocoOHOCTEIO
PECIIOH/ICHTOB U TEXHUYECKON (dhopMupoBaTh

Cnoco0eH NOArOTOBUTh | JOKYMEHTANbHBIX | JTIOKyMEHTaluen 3alaHusl 10

cOOp COIIMOJIOTUYECKUX | UICTOYHUKOB IS peann3ainuy MpoeKTa

JAHHBIX KOJIMYECTBEHHBIX U BBIOOpPKU Mpu cOope
KaueCTBEHHBIX uHpOpMaITUU
cTparerui coopa
uH(popmManuu

OIIK-2 NJIK2 OcHoBHble MeToabl | MHTepnpetnpoBath | CIOCOOHOCTHIO
COITMOJIOTHYECKUX | MPOGeCCHOHANBHBI | UCTIOIB30BATh 3HAHUSA

Crnioco0eH UCToIb30BaTh | UCCIIETOBAHHIMA € TePMHUHBI U COLIMAJIbHBIX HAYK

OCHOBHBIE METO/IbI MIOHSATHUSA MPUMEHHUTETHHO K

COIIMOJIOTHYECKHUX 3aa4am

WCCJICIOBAHMM JIJIst HCCIe0BaHUS

aHaJIM3a COIUAIBHBIX COLIMATTbHBIX

SIBJICHHUH U TPOIECCOB WHCTUTYTOB H

IIPOLIECCOB

OIIK-2 NJIK3 Mertons! oTOopa Pabotats ¢ CriocoOHOCTBIO
PECIIOH/ICHTOB U TEXHUYECKON dhopmupoBath
JOKYMEHTAIbHBIX | JOKYMEHTaluen 3a/laHusl 10

Cnoco0OeH MOATOTOBUTh | UCTOYHUKOB ISt peanu3aiuy MpoeKTa

cOOp COIMOJIOTUUECKNX | KOJIMYECTBEHHBIX U | IHTEepnpeTupoBaTh | BHIOOPKH MpU cOOpe

TAHHBIX KaueCTBEHHBIX npodeccuoHanbHbl | HHPOpPMAIIH
cTpareruii coopa € TEPMUHBI U

Cnioco0eH uCcToabp30BaTh | HH(MOpMALIUN MOHSATHUSA CrocoOHOCTHIO

OCHOBHBIC METObI
COIIMOJIOTMYECKUX
HUCCIIENOBAHUN JUIA
aHaJIM3a COLMAIbLHBIX
SIBJIEHUW W MPOLIECCOB

OCHOBHBIE METOIBI
COILIMOJIOTUYECKUX
HUCCIeI0BaHuN

HCIIOJIL30BATh 3HAHUS
COIIMAJIbHBIX HAYK
HpI/IMeHI/ITeJ'H)HO K
3a7a4am
HCCIeI0BaHUs
COIMAIILHBIX
I/IHCTI/ITYTOB nu
MTPOIIECCOB

3. O0beM U BUABI y4eOHOIT padoThI

Y4eOHBIM MJIaHOM npeayCcMaTpuBarOTCs CICAYIOIIUC BU/IbL yqe6H0171 pa60TBI IO JUCHHMITIIINHEC!

Ounas popma o0yueHust




Buabl yueOHol padoThI

Bcero gac/ 3.e.

Cem 1
KoHnTtakTHas paboTa, B TOM 4HuCIIE: 37.15/1.03
3aHATHSA JIEKIIMOHHOI'O TUIIA 18/0.5
3aHATHsI CEMUHAPCKOT'O TUIIA 18/0.5
NunuBunyanpHas konTaktHas padora (MKP) 0.15/0
I'pynnoBas kontakTHas padora (I'KP) 1/0.03
CamocrosTenbpHas paboTa, B TOM YHCIIE: 23.85/0.66
ITpomexxyTodHast aTTecTamus 11/0.31
Bua npomexyTo4HOU arTecTanyu:
3auer 3au
OO6mmas Tpya0eMKOCTh (00BhEM YacTh 00pa3oBaTeIIbHOM
nporpaMmsl): Yacel 72
3a4yeTHbIC eIMHUIIBI 2

3ao4Hasi popma

Buabl yueOHol padoThl

Bceero ygac/ 3.e.

Cem 1
KoHTtakTHas paboTa, B TOM YHUCIIE: 9.15/0.25
3aHsATHs JEKIIMOHHOTO TUTIA 4/0.11
3aHsATUSI CEMUHAPCKOTO TUTIA 4/0.11
NunuBunyanpHas koHTakTHas padora (MKP) 0.15/0
I'pynmnoBast kontaktHas padota (I'KP) 1/0.03
CamocrosTenpHas paboTa, B TOM YHCIIE: 60.85/1.69
[TpomexyTouHas aTTecTanus 2/0.06
Bua npomeXyTo4HON aTTeCTalluu:
3auer 3au
O61mmas TpyaoeMKocTh (00beM yacTu 00pa3zoBaTebHOMN
nporpaMmel): Yacel 72
3aueTHbIC €AMHUIIBI 2

4. Conep:kanue THCHUILTHHBI

4.1. Pazoenvt, memuvl OUCUUNTIUHDL U 6UObL 3AHAMUIL:
Tematuueckuit TIaH qUCHUILTHHB OCHOBBI JEIONPOU3BOCTBA MPEACTABICH B TaOIHIIE.

Pa3nesbl, TeMBbI AMCHMILVIMHBI U BUIAbI 3AHATHI
Ounas ¢popma 00y4eHuUs1

KonTakTHas padora = Ilnanupyemble
3ansaTusn g pe3yJbTaThbl
CEMHMHAPCKO E o« o0yyenusi B
Ne HaumeHoBaHue TeMbI = ro THIA A a | & g COOTHOILICHUH €
n/n (pa3nena) IMCHMIIMHBI g T o= = 2 | S'§ pe3yJabTaTaMu
é E E = ~ é = o0y4eHus 1o
S = 8 o0pa3oBaTeIbHOM
= nporpamme
OIIK1 MJK1,
OIIK1 _MJK2,
OIIK1 MJKS3,
1. [doxymentsl B cucreme EI'CJI 9 9 10 OIK2_WJIKI.
OIIK2 UJK2,
OIIK2 MJKS3,
OIIK1 _MJK1,
2 9 9 13,85 |OIIK1_MJIK2,
OIIK1 MJK3,




Opranuzanus OIIK2 MJKI,
JTIOKyMEHTO0000pOoTa U OIIK2 NJK2,
TEXHOJIOTHS JEJIONPONU3BOJCTBA OIIK2 MJK3
KoHTposnb 11
Htoro 18 | 18 |015| 1 [23.85
3a04Has popma
KonTakTHasi padora = Iliianupyembie
3ausaTus E pe3yJibTaThbl
CEMHHAPCKO 5« o0y4eHuUsl B
Ne HaumeHoBaHHe TeMbI = ro TUMa A a | B g COOTHOIIICHUH C
n/m (pa3aesia) AMCUUNJIMHBI g o= = =< S 'S pe3yJbTaTamu
= E = = = E = 00yueHus 10
S = 8 o0pa3oBaTe/IbHOM
=g nporpamMmme
OIIK1 MJKI1,
OIIK1 MJK2,
OIIK1 MJIK3,
1. |Hoxymentsl B cucteme EI'C/] 2 2 25 OIlK2 WK1,
OIIK2 MJIK2,
OIIK2 MJIK3
OIIK1 MJIK1,
Opranuzanus OIIK1 WJK2,
JIOKYMEHTO000pOTa 1 OIK1 WJIK3,
2 |TEXHOJIOIHs JENONPOU3BO/ICTBA 2 2 35.85 OHK2_I/IZIK1,
OIIK2 MNJK2,
OIIK2 MJIK3
KoHTposnb 2
HToro 4 | 4 |015| 1 [60.85

4.2 Cooepircanue pazoenoe u mem
4.2.1 KonrakTHas pa6ora
TemaTnka 3aHATHI JJEeKIIHOHHOI0 THIIA

Nen/m Haumenosanue remur Bu sanarus TeMaTHKa 3aHATUA JEKIIMOHHOI0 THIIA
(pa3aesa) IMCUMILVINHBI | JIEKIIMOHHOTO THIIA*
1. [JdoxymeHTHI B cucTeMe JICKIIHS BBenenue B 1e1onpon3BoACTBO
EI'CA JIEKLINS JlokymenTsl B cucteme EI'CJ]
[— CocraBnenue u opopmiieHHuE TOKYMEHTOB
o 'OCTy
[— Opraau3anuoHHO-PACTIOPS AU TEIIbHBIC
JIOKYMEHTBI
2. |Opranuzanus JIEKIAST
JOKYMEHTO000pOoTa U R CocraBnenue u ohopmiieHUE CITY>KEOHBIX
TEXHOJIOTHS MICceM
ACTIOIPOU3BOIACTBA [— Pabora ¢ JOKyMEeHTaMH 110 TUYHOMY
COCTaBY
[— Homenxkiarypa aen v s3kcrnepTu3a HeHHOCTH
JIOKYMEHTOB
JICKIIHS Opraamn3anys JOKyMeHT0000poTa

*JIeKUU ¥ WHbIE Y4eOHBbIC 3aHTH, MPEeIyCMaTPUBAIONIME MPEUMYIIECTBEHHYIO Tepeaady ydeOHOoI
uH(pOpMaAIUK TEeJaroTHYECKUMHA pPaOOTHUKAMHM OpTaHW3allud W (WIW) JIMIAMH, TPHUBJICKAEMbIMHU
OpraHu3zaiel K peaau3anuyu 00pa30BaTeNbHBIX MPOrPaMM Ha MHBIX YCIOBHSX, 00YYaIOIIMMCS




TemaTnka 3aHATHH CEMHUHAPCKOI0 THIIA

HauMeHoBaHHNE TEMBI Bun 3anstus
Nen/m ++ | TEMATHKA 3aHATHS CEMUHAPCKOIr0 THIIA
(pa3nesa) IMCHUIUIMHDBI [ CEMHUHAPCKOTO THIIA
1. MpaKkTUUeCKoe 3aHsATuE |BBeneHue B Ae0npou3BOACTBO
JIOKyMEHTBI B CHCTEME npaktuueckoe 3ansaTue |Jokymentsl B cucteme EI'CJ
EI'CA Cocranenue u opopmiieHHEe TOKYMEHTOB
MPAKTUYECKOE 3aHATUE
o 'OCTy
Oprann3alliOHHO-PACIOPSANTENIbHbBIE
MPAKTUYECKOE 3aHSATUE
JIOKYMEHTBI
2. |Opranuzanus CocraBnenue u opopmiieHUE CITY>KEOHBIX
MPAaKTUYECKOE 3aHATUE
JTOKYMEHTO0000poTa U UCceM
TEXHOJIOTHS PaGora ¢ noxkymeHTamMHu 110 JINYHOMY
MPAaKTUYECKOE 3aHATUE
JEJIONPOU3BOCTBA COCTaBy
AR THICCKOE SAMSTHE Howmenkiarypa aen u akcneptusa
JIOKyMEHTBI B CHCTEME P LIEHHOCTU JOKYMEHTOB
EI'CA pakTUdecKoe 3aHaTie |Opraausanus J0KyMEHT0000poTa
MpaKkTUYECKOe 3aHsATUE |BBeneHue B Ae1001pOoU3BOACTBO
**

CEeMUHApbl, NMPAKTUUYECKUE 3aHATHS, NMPAKTUKYMBbI, Ja0OpaTOpHbIE PaOOThl, KOJJIOKBUYMbl U HHBIE
AQHAJIOTUYHBIE 3aHATUS
HNuas koHTaKkTHasi padora

[Ipu npoBeaenun yueOHbIX 3aHsaTuil CI'OY obecnieunBaeT pa3BUTHE y 00y4arOUIMXCS HABBIKOB
KOMaHJHOW paloThl, MEXJIMYHOCTHOM KOMMYHMKALIUM, HPUHATHS PpELICHUH, JUACPCKUX KayecTB
(BKJIrOYAs IPU HEOOXOIMMOCTH IIPOBEJCHUE MHTEPAKTUBHBIX JIEKUUH, TPYNIOBBIX TUCKYCCHH, POIEBBIX
UT'p, TPEHUHI'OB, aHAJIU3 CUTYAllM U UMUTALMOHHBIX MOJEJIEH, NpernoAaBaHue JUCLUIUIMH (MOIyseH) B
dopMe KypcoB, COCTaBJICHHBIX Ha OCHOBE pE3YyJbTaTOB HAayYHbIX HCCIIEIOBaHUM, MPOBOJUMBIX
OpraHu3aiyei, B TOM 4YHCJe C yYeTOM PErMOHAIBHBIX 0COOEHHOCTEH MPOheCCHOHATBLHON AeSTEIbHOCTH
BBIITYCKHHUKOB U NIOTpeOHOCTEN paboToaareseil).

@®opMbl M METOABI IPOBEAECHUS HHOW KOHTAaKTHOM palOoThl NpuBEAECHbI B MeTOAMYECKUX
yKa3aHHIX 110 OCHOBHOH MpodeccHoHaIbHOM 00pa30BaTeIbHOM MTPOrpamMme.

4.2.2 CamocTosiTeJibHasi padoTa

Neni/n | HammenoBaHme TeMbl (pa3esia) JMCIHHIIIHHbI Bua camocrosTeIbHOM padoThl ***
- IOJATOTOBKA JJOKJIa/1a
1. |[doxymentsl B cucteme EI'CJ] A A A
- TECTUPOBAHUE
2 Opranuzanus J0KyMEHTO000pOTa U TEXHOJIOTUS |- IOATOTOBKA JTOKJIA]]
" |mesmonpousBoacTBa - TECTUPOBaHUE

***  caMOCTOsTEIIbHAs pa60Ta B CEMCECTPEC, HAIIMCAHUC KYPCOBBIX pa60T, JOKJIaa0B, BBIIIOJJHCHUC

KOHTPOJIBHBIX paboT
5. MarTepuajibHO-TEXHHYECKOE U Y4eOHO-MeTouYecKoe odecneyenne TUCHUIIHHBI

5.1 JIuteparypa:

OcHoBHasi InTepaTypa

1.lllyBamoBa, H. H. OcHOBBI nenonpou3BocTBa. S3BIK CIY)KEOHOTO MOKYMEHTa : YYCOHUK H
MPaKTUKyM Ui akagemudeckoro OakamaBpuata / H. H. IllyBamosa, A. 0. MBanoBa ; mon oOmeit
penakmueit H. H. [llysanoBoii. — 2-e u3n., mepepad. u gom. — Mocksa : U3gatensctBo FOpaiit, 2019. —
428 c. — (bakamaBp. Axagemuueckuii Kypc). — ISBN 978-5-534-10848-4. — TekcT : 3MEKTPOHHBIH //
OBC IOpaiir [caiit]. — URL.: https://biblio-online.ru/bcode/439062

JdomosiHuTeILHAS JIUTEpATypa

1.MBanoBa, A. FO. Pycckuii sSi3bIK B 1€JI0OBOT TOKYMEHTAIIUH ;| YI€OHUK U TIPAKTUKYM IS BY30B /
A. 10. UBanoBa. — Mocksa : U3natenbctBo FOpaiit, 2019. — 157 ¢. — (Cnenmanmuct). — ISBN 978-5-
9916-5842-3. — Tekcr : oamektponHbid // OBC IOpaiitr [caiit]. — URL: https://biblio-
online.ru/bcode/433575




5.2. IlepeyeHb JUIEH3HOHHOIO MPOrPAMMHOI0 o0ecneyeHust

1. Microsoft Windows 10 Education / Microsoft Windows 7 / Windows Vista Business

2. Office 365 ProPlus, Microsoft Office 2019, Microsoft Office 2016 Professional Plus (Word,
Excel, Access, PowerPoint, Outlook, OneNote, Publisher) / Microsoft Office 2007 (Word, Excel, Access,
PowerPoint

5.3 CoBpemMeHHbIe npodeccHoHANbHBIE 0a3bl JAHHBIX, K KOTOPbIM 00ecneYHBaeTcs J0CTyN

o0y4Jaromuxcs

1. 1. IIpodeccuonansuas 6a3za nanubix «MHPOpMamoHHbIE CICTeMbl MHUHUCTEPCTBA

SKOHOMHUYECKOTo pa3BuTus Poccuiickoit ®enepanun B cetn MaTepuer» (Ilopran «Odunmanpaas

Poccusy» - http://www.gov.ru/)

2. IIpodeccnonanpHas 6a3a qaHHBIX «DHUHAHCOBO-3KOHOMUYECKHE MMOKa3aTenn Poccuiickoit

Gdenepaunny (Opunmansubiii caiit Munucrepersa punancos PO - https://www.minfin.ru/ru/)

3. [Ipodeccuonanpuas 6a3a ganHbIx «OduimanbHas ctaTuctukay (OdunranabHbIA cCalT

denepanbHOIl CITy>KOBI TOCYAapCTBEHHO cTatucTuku - http://www.gks.ru/)

5.4. I/IH(l)OpMaIII/IOHHO-CleaBO‘lH]:.Ie CUCTEMBI, K KOTOPbLIM odecreunBaeTcs AOCTYII

0o0y4Jaronmuxcs
1. CnpaBouHo-npaBoBas cucrema «Koncynbrant [1nroc»
2. CnpaBouno-npaBoBas cuctema «['APAHT-Makcumym»

5.5. CienuajbHbIe MOMeEIeHUus

VY4eOHble ayAUTOPUH [T IPOBEICHUS KommuiekTs! yueHnueckoi medenu
3aHATUN JEKIMOHHOIO THIA MynpMeauiHbIN IPOEKTOP

Jlocka

OKpaH

VYyeOHble ayAUTOPUH [T IPOBEACHUS KommekTsl yueHnueckoit medenu

IPAKTUYECKUX 3aHATUHN (3aHATHH MyibMeTUIHBIA TIPOEKTOP

CEeMHMHAPCKOI'0 THIIA) [Hocka

OKpaH

Komneroteps! ¢ BeIxo10M B ceThb «MHTepHET» 1 DNOC
CI'ay

VYyeOHble ayAUTOPUH [T TPYTIIOBBIX U KommekTsl yueHHnueckoi Mmedenu

VHJVBHTyAJIbHBIX KOHCYJIBTAINN MyibMe TUIHBIA TPOEKTOP

Jlocka

OKpaH

Komneroreps! ¢ BeIxo10M B ceThb «MHTepHET» 1 DNOC
CI'ay

VY4eOHble ayAUTOPUH I TEKYLIero KOHTpoJs [KoMIueKkTsl yueHnueckoi Medemu

Y IPOMEKYTOYHOM aTTECTallK! MynbMeIUITHBIN TPOEKTOP

Jlocka

OKpaH

Komneroteps! ¢ BeIxo10M B ceTb «MHTepHET» 1 DNOC
CI'DY

[Tomerenus st caMocTosTebHON paboThl  (KoMIuiekThl yueHnuecKoi Medemnu

MynbMeTUIHBIA TPOEKTOP

Jlocka

OKpaH

Komneroteps! ¢ BbIxo10M B ceThb «MHTepHET» 1 DNOC
CI'ay

HOMeHleHI/IH JJI1 XpaHCHUA U KoMImiekTrl CHGHI/IﬂJ’H/I?:PIPOB&HHOfI mebenn JJI1 XpaHCHUA
npoHUTAKTHIECKOTO 00CTYKUBAHUS obopymoBaHus
000pyTOBaHUS




Jiis ipoBeieHus 3aHITUI JIEKIIMOHHOTO TUTIA HCIIONB3YIOTCS IEMOHCTPAIMOHHOE 000pyI0BaHUE
U yuyeOHO-HarIsAHbIe TOCOOUSI B BUE MPE3CHTAMOHHBIX MaTEpPHaIOB, 00ECTIEYNBAIOIIUX TEMAaTHYECKHE
WJUTIOCTPALIMH.

6. MOH/ O1IEHOYHBIX CPeACTB Mo AucuuiimHe OCHOBBI /1€JIONPOU3BOICTBA:
6.1. KoHTpOoIbHbIE MEPONIPUSITHS MO TUCIHUILIMHE

dopMa KOHTPOJIS OTMeTUTDH HYKHOE
Buja xontpos 3HAKOM
«+»

Tekyluii KOHTPOJIb OreHka JIOKJIag0B +

Y CTHBIN/TTMCEMEHHBIN OIIPOC -

TectupoBanue +

[IpakTrueckue 3agaun -

OrneHka KOHTPOJIBHBIX paldoT (11 3a04HON

(dbopmbl 00yUeHHMS) )

IIpoMeKyTOUHBIN KOHTPOJIb  |3a4eT +
Ilopsinok mnpoBeAeHMs MEpPONPUATHH TEeKylIero M INPOMEXKYTOYHOI0 KOHTPOJIS

onpenesiercss MeTogu4ecKUMH YKA3aHUSIMHU 10 OCHOBHOM npodeccuoHaJbHON 00pa3oBaTe/ibHOIM
NporpamMmMe BbICIIEro 00pa3oBaHus, yTBep:KIeHHbIMH Y4eHbIM coBeToM PI'BOY BO CI'DY Nell
ot 29.04.2020r.

6.2. IllnanupyemMble pe3yJibTATHI 00y4eHUsI MO AUCHHUILIMHE, 00ecTeYnBAIOIIHNE T0CTHKEHHEe
IUIAHUPYEMBbIX Pe3yJIbTATOB 00y4eHusl 110 porpaMmme
Oob6menpodeccuonanbubie komnerenunu (OIK):

OIIK-1 - Cnioco0GeH npuMeHsITh COBpeMeHHbIe HH(POPMAIIMOHHO-KOMMYHHUKAIIHOHHBIE TEXHOJIOTHH B
npodeCCHOHATBHOMN IS TETFHOCTH COIMOJIOTa

IInanupyembie pe3yabTaThbl 00y4eHHS 110 AUCHHUILIMHE
Onucanue UK YpoBeHb 3HATDL YmMmeTh Baagern
copmupoBa
HHOCTH

OIIK-1 MJKI IToporoselii Texnonornueckue | HMcnons3oBarhb Teopernueckumu u

MHHOBAIH U MHHOBAIIMOHHBIE | MPAKTUYECKUMHU
Omnpenenser COBPEMEHHOE TEXHOJIOTMH B HaBbIKaMU
OTPeOHOCTH B MIPOTpaMMHOE MH(OPMALIMOHHO | IPUMEHEHHUS
TEXHOJIOTMYECKHUX obecrieyeHue B M 00€CIEeUYEeHUHN U | MHTEJUIEKTYaJIbHBIX
HOBAIUAX U cdepe CepBUCHBIX | OpraHu3aluu TEXHOJIOTHUI B
UH(POPMALIMOHHOM TEXHOJIOTUH COLIMOJIOTMYECKH | COLIMOJIOTMYECKOMN
o0ecrnieueHnu B X MCCIIEIOBAaHUN | JESITEIbHOCTH
npo¢eccuOHATIBLHO
1 NeATeNbHOCTH
couuosora
OIIK-1_MJIK2 bazoBblii OcHOBHBIE Hcnonb3oBars Haspikamu noucka

MIPOrpaMMHBbIE KOMITbIOTEpPHBIE U BHEAPEHUs
3HaeT u ymeer MPOIYKTHI AJIs IIPOrpaMMBbl B TEXHOJIOTHYECKHUX
HCII0JIb30BATh NeSITeNIbHOCTH npodeccroHallbH | HOBAIU U
OCHOBHBIE couuosora O IEATEIBHOCTH | COBPEMEHHBIX
MIpOrpaMMHBbIe couuosora MIPOrPaMMHBIX
IIPOJYKTHI B IIPOJYKTOB B
NeSITeIbHOCTH npodeccuoHanbHy
coLuoora 10 JIESATENBHOCTD




OINK-1_WJIK3

Omnpenenser
MOTPEOHOCTH B
TEXHOJOTHYECKHIX
HOBAIUSIX U
UH(POPMALIMOHHOM
obecrieueHn B
npo¢ecCHOHATBLHO
U IeITeNbHOCTHU
COIIMOJIOTa

3HaeT u ymeer
UCIIOJIb30BATh
OCHOBHBIC
pOrpaMMHBIE
IIPOAYKTHI B
JEATeLHOCTH
COIHoJIora

TloBEBINIeHHBIN

TexHogoruueckue
MHHOBAIMH U
COBPEMEHHOE
MPOTpaMMHOE
obOecrnieucHUE B
chepe CepBUCHBIX
TEXHOJIOTHH

OCHOBHBIE
MIPOrpaMMHBIE
NPOAYKTHI IS
JIEATEIBHOCTH
COI[MO0JI0Ta

Hcnonp3oBarh
MHHOBAIMOHHEIE
TEXHOJIOTHH B
WH(POPMAITMOHHO
M 00eCIIeUeHUH U
OpraHu3aIu
COLIMOJIOTHYECKH
X UCCIIENOBAaHUMI

Hcnons3oBaTh
KOMITBIOTEPHBIC
IporpamMMbI B
npodeccnoHabH
OU NIeITENbHOCTH
COLIMOJIOTa

TeopeTnueckumu u
MPaKTUYECKUMU
HaBBIKAaMH
MPUMEHEHUS
MHTEJUICKTYaJIbHBIX
TEXHOJIOTHI B
COLIMOJIOTMYCCKOM
JIeSITEILHOCTH

HaBpikamu moucka
1 BHEJIPCHUS
TEXHOJIOTUIECKUX
HOBalMil U
COBPEMEHHBIX
IPOrPaMMHBIX
MPOJYKTOB B
npodeccCuoHabHY
10 JICATEIIBHOCTD

OIIK-2 - Crioco0eH K COLMOJIOTMYECKOMY aHAINU3Y U HAYYHOMY OOBSICHEHUIO COIUANIBbHBIX SBICHUN U
MPOLECCOB HA OCHOBE HAYYHBIX TEOPUA, KOHIEILIHMI, MOIX0A0B

IInanupyemsle pe3yJibTaThl 00y4eHHs 10 JHCHUIIIMHE

Onucanue YpoBeHb 3unatb Ymersb Baaners
HNAK copMHPOBAHHOCT
"
OIIK- [Toporossilii Metos1 oTOOpa PaGorats ¢ CriocoGHOCTEIO
2 NJIKI1 PECIIOH/ICHTOB U TEXHUYECKON ¢dbopmupoBath
JTOKYMEHTANbHBIX | IOKYMEHTallUed | 3aJlaHus 110
Crniocoben UCTOYHUKOB  JUIf peanuzanuu
MOJITOTOBUTH KOJINYECTBEHHBIX U MIPOEKTa BHIOOPKH
coop KauyeCTBEHHBIX pu cbope
COLIMOJIOTHYE cTpateruii cbopa uHpopManuu
CKUX JTAHHBIX uHpOopMaun
OIIK- bazoBblii OcHosnble MeToabl | UHTepnpetupoBa | CocoOHOCTHIO
2 NJK2 COLIMOJIOTUYECKUX | Th HCIIOJIb30BaTh
UCCIJIEJOBaHUM npodecCuoHaIbH | 3HAHUS
bI€ TEPMUHBI U COITMAITBHBIX HAYK
Crniocoben HOHATHUS MPUMEHUTEIBHO K
MOJITOTOBUTH 3a/ja4am
coop UCCIIETOBAHUS
COLIMOJIOTHYE COITHAITBHBIX
CKHUX JJAaHHBIX WHCTUTYTOB U
MIPOLIECCOB
OIIK- [ToBbIICHHBIIH Mertoapl oTOopa Pabotath ¢ CrocoO6HOCThIO
2 NJK3 PECIIOH/ICHTOB U TEXHUYECKON ¢dbopmupoBath
JNOKYMEHTAJIbHBIX | JOKYMEHTAIlMeW | 3aJaHds IO
Crniocoben UCTOYHHUKOB  JJIst peanu3anuu
MOJITOTOBHUTH KOJIMYECTBEHHBIX U | IHTEprIpeTnpoBa | MpOEKTa BEIOOPKH
coop KaueCTBEHHBIX Th npu cbope
COLIMOJIOTHYE cTpareruii cobopa npodeccuoHanb | HHGOPMaLIUU
CKHUX JJAaHHBIX uHpopManuu ble TEPMUHBI U
TTOHSTHS CriocoGHOCTHIO
Crnocoben UCIOJIb30BaTh
HCIOJIb30BaT 3HAHUS




b OCHOBHBIC
METOJIBI
COLIMOJIOTUYE
CKHX
HCCIIeIOBaHU
U UIs
aHaau3a
COIIMAJIbHBIX
SIBJICHUM 1
MPOIECCOB

OCHOBHBIE METOIBI
COLIMOJIOTHYECKUX
HUCCIEeI0BaHUuN

COIIMAJBHBIX HAYK
NPUMEHUTEIBHO K
3aga4am
MCCIIEIOBAHUS
COIIMAIIBHBIX
UHCTUTYTOB U
MPOIIECCOB

6.3. IlacopT OLIEHOYHBIX MATEPHAJIOB

Ne
n/n

HanmMmeHoBaHHe TEMBbI
(pa3aena) IUCHMILINHBI

KonTpoaupyembie
IJIaHUpPYyeMble

Bua koHTpoOJIsi/UCTIOIb3yeMble
OlLIEHOYHbIE CPEACTBA

pe3yJbTaTbl 00y4YeHust
B COOTHOILIEHUHM C
pe3yJbTaTaMu
00yueHus mo
nporpamme

Texymmii IIpome:xxyTOYHBII

1. |[doxymeHThI B cucTeme

ELCJL

OreHka 10KJI1aI0B
TectupoBanue

OIK1 WJKI,
OIK1 WJIK2,
OIK1 WJIK3,
OIK2 WJIK1,
OIK2 WJIK2,
OIK2 WJIK3

3aueT

2. Opranuzanus

TCXHOJIOTHUA

I[OKYMGHTOO60p0Ta n

ACJIOIIPONU3BOACTBA

OreHka 10KJI1aI0B
TectupoBanue

OIK1 WJKI,
OIK1 WJIK2,
OIK1 WJIK3,
OIK2 WJIK1,
OIK2 WJIK2,
OIK2 WJIK3

3aueT

6.4.0neH04YHbIe MaTepHAJIbI VI TEKYLEero KOHTPOJIs

IIpumepHasi TeMaTHKA 10KJIA10B

Pa3nea nucuunanHbI

Tembl

JIOKyMEHTBI B cUCTEME
EICA

1. enu u3yuyeHus U 3a7a4u Kypca JeJIONPOU3BOJICTBA, ONPEICTICHIE
JeNONPOU3BOCTBA. POTb TOKYMEHTAIIMOHHOTO 00ECTIeUeHHs B YIIPABICHHH.
2. Kparkas xapakTeprucTHKa IPUKA3HOTO, KOJUIEKCKOTO M HCIIOJTHUTEITHHOTO
nenonpon3BojicTea B Poccun.

3.HopmartusHo-nipaBoBOE o0ecnieueHue JeSITeIbHOCTH cityx0
JEeTOIPON3BO/ICTBRA,

CTPYKTypa M COIEpKaHUE HHCTPYKIMU [0 JEIONPOU3BOJCTBY Ha
NPEIIPUATHH.

4. Tlonstue «IokyMeHT», ero (yHkius. Kiaccudukanus JOKyMEHTOB IO
OCHOBHBIM IIPH3HAKaM

5. Ilonsitue «pexBU3UTY». IloCcTOSIHHBIE U TEpEeMEHHBIE PEKBU3HTHI.

6. XapakTepHCTUKa PEKBU3UTOB 3ar0JIOBOYHOI 4aCTH TIOKyMEHTa, UX IIepeueHb
U TpeOoBaHUS K OPOPMIICHHIO.

7. XapakTepUCTHKa DPEKBH3UTOB COJAEP)KATENbHOW YacTH JOKYMEHTa, HUX
nepeyeHs U TpedoBaHus K 0(OPMIICHHIO.

8. XapakTepucTuka pEKBU3UTOB OQOPMIISIIOIIEH 4YacTH JIOKYMEHTa, UX
repevyeHb U TpeOOoBaHUS K 0(DOPMIICHHIO.




9. bnank 1OKyMeHTa, BUJIbI OJIAaHKOB OpPraHU3allMOHHO-PACTIOPSIUTEIBHBIX
JTOKYMEHTOB. TpeboBanus K O6JaHKaM, pa3Mepsl Mojiel OJIaHKOB.

10. Opranu3zanoHHbIe JOKYMEHTBI, X Ha3HAYeHUE U posib. OCHOBHbBIC BUIBI
1 o01mue npasuiia 0hoOpMIICHUSI.

11. OOmias xapakTepucTUKa MODKHOCTHOW WHCTpyKImu. OmnpenencHue,
CTPYKTypa COJAEp)KaHUs, MOPSAOK O(OPMIICHHUS WU OCHOBHBIE PEKBH3UTHI
JOKYMEHTA.

12. IlITaTtHOE pacniucanue. OO0IIas XapaKTepUCTUKA JOKYMEHTa; opMma
UCIIOJIHEHUS, CTPYKTYypa ColepKaHMsl, HOPSAA0K OpOpMIIEHUS U PEKBU3UTHI
JOKYMEHTA.

13. PacniopsianTenibHble JOKYMEHTBI, X Ha3HAYEHHUE U POJIb B YIIPABICHUU.
OcHOBHBIE BU/IbI pacTIOPAIUTEIbHBIX JOKYMEHTOB U OOIIME IpaBUIIa
odopmIteHuSI.

14. IIpuka3 no oCHOBHOM AesiTenbHOCTH. CTPYKTYypa TeKCTa MpUKa3a, mopsiioK
€ro pa3paboTKH U npaBmiia 0hOpMIICHHUS! pEKBU3UTOB. BhImucka u3 nprkasa.
15. Pacnopskenue. CTpyKTypa TeKcTa, paBuia 0hopMIEHUS! PEKBU3UTOB.

16. Ykazanme. OOmasi XxapakTepuCcTUKa IOKYMEHTa, CTPYKTypa €ro TEeKCTa,
MOPSIOK U OCOOCHHOCTH O(POPMIICHHS, PEKBU3HUTHI YKa3aHHUSL.

17. VHdopManmoHHO-CIIpaBOYHbIE JOKYMEHTbHI, MX HA3HAu€HUE U DPOJIb B
ynpasieHuH. IlepedeHb OCHOBHBIX BHIOB HH(POPMALUOHHO-CIIPABOYHBIX
nokyMeHToB. OO0rmiue TpeOoBaHUS K OOPMIICHHUIO.

18. Akrt. OOmmas xapakTepuUCTHKa JOKYMEHTa, CTPYKTypa TEKCTa, MOPSIOK
pa3paboTKu U 0OPMIIEHUS PEKBU3UTOB AKTa.

19. Ilporokon. OOmias XapakTepUCTUKa IPOTOKOJIA, CTPYKTypa TEKCTa,
MOPSAOK Pa3paboTKH B 0POPMIICHHUS PEKBU3UTOB IIPOTOKOJIA.

20. JoxnanHas, oObscHUTENbHas 3amucka. OOmas XapakTepuCTHKa
JOKYMEHTOB, TTOPSAAOK OQOPMIICHHS PEKBU3UTOB CITY>KEOHBIX 3aITHCOK.

21. CnpaBka. Buasl cnpaBok OO11asi XxapakTepUCTHKA JOKYMEHTA, PEKBU3UTHI
CIPaBOK, 0COOEHHOCTH 0(hOPMIICHUS.

Opranu3zanust
JOKYMEHTO000poTa U
TEXHOJIOTUA
JIeNTOTIPOU3BO/ICTBA

1. CnyxebHoe nucbMo. Buasl nuceM. CTpykTypa, Mopsiiok ohOpMIIEHHS,
TpeOOBaHUS K MUCbMY, PEKBH3HUTHI IMACHMA.

2. TenerpamMMa u TenegoHorpamma. OOmias XapakTepUCTHKA JTIOKYMEHTOB,
MOPSOK 0POPMIICHUST PEKBU3UTOB.

3. JlokymeHTsl 1o nuyHOMY cocTaBy. Ilepedenp nokymeHTOB. OcoO€HHOCTH
9TUX JOKYMEHTOB.

4. OdopmiieHre KaJIpOBBIX MPUKA30B, BBIMHUCKA U3 TPUKA3a.

5. Odopmienue 3asBiIeHUs, aBTOOHOTpapuU, XapaKTEPUCTUKHU, PE3IOME.

6. TpynoBas kanxka. [IpaBuia opopmiieHUs! TPYAOBBIX KHIDKEK.

7. HomeHkmarypa nen Ha nmpeanpusatun, GopMupoBanue u ohopMICHHE JIeTT.
8. [ToaroroBka TOKyMEHTOB Ha apXUBHOE XPAHEHUE.

9. Opranuzanus 1 0COOEHHOCTH MpUEMA MOCETUTENEH PYKOBOIUTEIEM.

10. Topsimok paboThI ¢ TUCHMEHHBIMU OOPAIIEHUSMU TPaXK/IaH.

11. TloaroroBka u 00CIIy>KMBaHHE COBEIIAHUH.

12. Jloxymentoo60poT. OCHOBHBIE 3Talbl JOKYMEHT0000poTa. TexHomorus

paGOTBI C BXOOSAIUMU JOKYMCHTAMMU.




13. TexHonorust 00pabOTKH BHYTPEHHHUX M UCXOASALINX JTOKYMEHTOB.
14. Peructpanus 10KyMEHTOB U KOHTPOJIb UCIIOJHEHHS JOKYMEHTOB

3amanus i TECTUPOBAHMS 10 IUCHUILUIMHE ISl OLeHKH C()DOPMHUPOBAHHOCTH KOMIIETEHIMI (min
20, max 50 + cepuiky Ha IUOC ¢ Tectamu)
https://Ims2.sseu.ru/course/index.php?cateqgoryid=514

Jlenonpoun3BoCTBO 3TO-...

-COBOKYITHOCTH paboT Mo JOKYMEHTUPOBAHUIO YIPABICHUECKON eI TEIbHOCTH

yqpenc;[eHHﬁ H 110 OpraHn3alv B HUX JOKYMCHTOB

-o(hopMIIeHHE 110 YCTAaHOBJICHHBIM MpaBuiIaM UH(pOpMaLuy, HEOOXOJUMON AJIs

OCYIIIECTBIICHUS YIIPaBICHUECKUX JACHCTBUN

-IIPOIIECChI, OTHOCAIINECS K 3alUCH HHPOPMAIIIH

-paboTa ¢ IOKyMEHTaMU B COOTBETCTBUU C TPEOOBAHUSIMU JACHCTBYIONIMX 3aKOHOIATEIbHBIX aKTOB
¥ HOPMATHUBHO-METOJINYECKUX MAaTEPHUAaJIOB

Xox 00CyX/IeHUsI BOIIPOCOB U PELICHHS, TPUHUMAEMbIE Ha 3aCelaHMIX KOJJICTHAIBHBIX OPTraHOB,
COBETax, COOpaHUsX, COBEIIAHUAX (PUKCUPYIOTCA B:

-aKTax

-0T4eTax

-IIPOTOKOJIAX

-JIOKJIa1ax

CobmtoieHue eIuHbIX TPpaBui 0popMIIeHUsT JOKYMEHTOB 00€CTIeYnBaET:

-Ka4eCTBEHHOE COCTABJICHHUE JOKYMEHTOB, IOPUINUECKYIO CHITY TOKYMEHTOB

-IOPUUYECKYIO CUITYy JOKYMEHTOB, ONIEPaTUBHOCTh U KAUECTBEHHOE COCTABIIEHUE IOKYMEHTOB,
OpraHu3aluio ObICTPOro MOMCKa JIOKYMEHTOB, aKTUBHOE HCIONb30BaHne DBM npu cocraBieHun
JIOKyMEHTOB

-IOPUINYECKYIO CUITY JOKYMEHTOB, OIIEPaTUBHOE COCTaBJIIEHUE JOKYMEHTOB

-OpraHu3alnoo ObICTPOro MOUCKA TOKYMEHTOB, UX IOPUINUECKYIO CHITY

BaaHk 118 BHEIIHMX JOKYMEHTOB BKJIIOYAET PEKBU3HTHI:

-5M01eMa MpeanpHusTH, €ro aapec

-3M0JIeMa MPeNpUsATHS, €r0 HAMMEHOBaHUE, TOYTOBBIN ajpec, HoMep KOHTAaKTHOro TenaedoHa, 1ara u
HOMEp JNOKyMEHTa

-Ha3BaHUE NPEANPUATHUS, €T0 IOUYTOBBIM agpec, 1aTa U HOMEp MUCbMa

-Ha3BaHUeE NMPEANPUITUS, SMOJIeMa, HOMEp KOHTAaKTHOTO TeiedoHa

Jy1s HamTy41ero NOHMMaHUs CMbIC/IA IOKYMEHTA HauboJ1ee 3HAYUMYI0 YacTh HY’KHO pa3MelaTh:
-B HaJaJie TeKCTa

-B CEPEIMHE TEKCTA

-B KOHIIE TEKCTa

-He UMeeT 3HAUYEHHUS

IIpaBoBoii craTyc padOTHMKA OPraHU3ALMHU PerJIaMeHTHPYeTCH:
-II0JIOKEHUEM O CTPYKTYPHOM IOpa3eIeHUN

-IIPUKA30M 10 OCHOBHOM JI€ATEIbHOCTU

-I0JKHOCTHOM MHCTPYKLUEN



-IIPUKA30M IO JTUYHOMY COCTaBY

K OPraHu3alMOHHbLIM JOKYMECHTAM OTHOCATCH:

-IPUKAa3bl 10 OCHOBHOU JESATEIBLHOCTH, YCTaB, IITATHOE PaCUCaHUE, JOHKHOCTHBIE HHCTPYKIIUU
-yCTaB, CTPYKTYypa U MITaTHAas YUCIEHHOCTh, IITATHOE paclucaHue, MpaBuiia BHYTPEHHErO paciopsika,
JIOJDKHOCTHBIE MHCTPYKLIUU

-yCTaB, MPUKa3bl IO JUYHOMY COCTaBY, IPUKA3bl IO OCHOBHOM JESITEIbHOCTH, aKThl, TPOTOKOJIBI
-aKTbl, IPOTOKOJIbI, YCTaB, YUYPEIUTEIbHBIN 10T0OBOP, MPUKA3bI [0 TUYHOMY COCTaBY, OyXraiarepckue
OTYETHI

JlaToii BCTyIJIeHUS IPUKA3a B CUJTY SIBJISIETCS:

-J1aTa ero o()oOpMIICHUS CEKpeTapeM

-J1aTa ero MoANUCaHus PYKOBOJIUTEIEM

-J1aTa JJOKyMEHTa, Ha OCHOBAHUU KOTOPOTro 0(hOpMIISIETCS TIPUKA3
-JaTa BBCJACHUS €10 B I[ef/'ICTBI/Ie, YKa3aHHas B TCKCTC

B Tekcre npoToko/1a KpaTKoil GopMbl YKa3bIBAIOTCHA:

-MHUIMAIBI U (paMUIIMK TIpeiceiaTelisl, CeKpeTaps U MPUCYTCTBYIOIMINX, a TAK)KE WHUIMAIBI, (aMIIIUU U
JOJDKHOCTH JIMLL, IPUTJIALICHHBIX HA COBELIaHUE

-CIIMCOK IPUCYTCTBYIOLIUX, PACCMATPUBAEMBIE BOIIPOCHI U IIPUHATHIE PELICHUS

-CIIMCOK IIPUCYTCTBYIOLIUX, IIOPSAAKOBBIA HOMED BOIIPOCA I10 IIOBECTKE JH, 3ar0JI0BOK K JTOKIIALy,
(bamMUINK TOKJIQAYUKOB U BBICTYMAIOUIMX B MOPSIKE UX BBICTYIUICHUS

-HOMEp MPOTOKOJIa, MECTO COCTABJICHUS, 3aT'0JIOBOK K TEKCTY, TEKCT (IIOBECTKA JIHS, CIyIIAIH,
HOCTaHOBUJIN), ITOAITUCH

Kakum noxkymMeHTOM 0popMIIsieTcsl CIMCAHNE MATepPHAIoB?
-aKTOM

-[IpUKa30M 110 OCHOBHOM JACATCIIBHOCTHU

-IIPOTOKOJIOM

-pacIopsKEHUEM PYKOBOAUTEIS IIPEAIIPUATHS

JoxymeHTOM, coepKalIuM 00CTOATEIbHOE U3J10KeHHEe BOIIPOCA, 0TPAKAIOLIETro
NMPOM3BOJACTBEHHYIO 1eATEJIbHOCTh OPraHN3AlNH, SIBJISCTCH:

-CIpaBKa

-00BSICHUTEINLHAS 3aIIHCKa

-TIPOTOKOJT

-OKJIaTHas 3amucKa

K 1oxyMeHTaM 110 JIMYHOMY COCTABY OTHOCSITCSH:
-TPYAOBbI€ KOHTPAKThI, TPYJOBbIe KHWXKH, IMUHBIE /1€, 3asBJICHUS O IpUeMe Ha paboTy
-3asiBJIEHUS] paOOTHUKOB O IPUEME U YBOJILHEHUH, pe3toMe, aBTOOHOrpadust

-JIMYHBIC [ICJIa, TPYAOBBIC KOHTPAKTBI, IPHUKA3bI 110 11/ C, TPYAOBLIC KHUXKXKHU, INIYHBIC KAPTOUYKHU, JINLICBBIC
cycTa I10 33pa60THOI>'I iaTe
-3asBJICHUA pa6OTHI/IKOB O MpUueMe 1 YBOJIbHCHUH, PC3HOMC, aBT06I/IOFpa(I)I/IH; TPYAOBBIC KOHTPAKTHI

IIpu npueMe cOTpPyIHHKA HA PadoTy HE0OX0AUMO 0(opMIIeHHE CIETYIOIINX TOKYMEHTOB:



-3asIBJICHHE COTPYIHUKA O TIpUEMeE, TPYIOBOM JOTOBOP (KOHTPAKT), IPUKA3 O 3aUHCICHUH
-3asBJICHHE COTPYIHUKA O MprUeMe Ha paboTy, TpYJOBOM KOHTPAKT

-TPUKa3 O 3a4YKMCICHUU COTPYAHHUKA HAa PaboTy

-pe3loMe, 3asBJIIEHNUE COTPYIHUKA O IPUEME, TPYIAOBOM AOrOBOP (KOHTPAKT), IPUKA3 O 3aUUCICHUU

Yerkan opranusanusi paGOTLI C JOKYMEHTaMM H606XOL[I/IM3 AJIs

-YHOPSIIOYEHUS UX PETUCTPALIUHI

-IPaBUJIBHOT'O XpaHCHUS

-CO3/1aHUs ONITUMAJIbHBIX YCIOBUH AJIs1 BCEX BUJIOB paboT ¢ JOKyMEHTaMU
-JUJI1 CBOEBPEMEHHOI'0 UX MCIOJIb30BaHUsA

BuyTpeHnHune 10OKyMEHTbI:
-pPETUCTPUPYIOTCA B I€Hb ITOCTYILUICHUS
-pETrUCTPUPYIOTCA B IEHb MTOAIIMCAHUS
-HE PErUCTPUPYIOTCSA

-pETUCTPUPYIOTCA B IEHb YTBEPKICHUS

Kakue 10KyMeHTBI OTHOCATCS K HeperuCTpUpyeMbIiM?

-(paxcel, MUChMa- 3aMpPOCHI

-1103/IpaBUTENbHBIEC MMCHhMA, IPUTIIAIICHUS

-IMCbMa-OTBEThI

-KOHTPAKTHI U JOTOBOPA, HE COCTOSIBIIMECS MO KAKUM JIMOO MPUYUHAM

OcHoBHas oeJb OPpraHu3anv KOHTPOJISA UCITOJHEHHSA - ...
-o0ecreueHue CBOCBPCMCHHOI'O 1 KAYECTBCHHOT'O UCIIOJIHCHUS NOKYMCHTOB
-o0ecrieueHue COXPAaHHOCTH NJOKYMCHTOB, YCTPAHCHUC BO3MOXHOCTH NOTEPb TOKYMCHTOB

-obecreueHune noucka JOKyMEHTOB B UH(POPMAIIMOHHO-CIIPABOYHBIX LENSIX
-IIPOBEPKA CBOEBPEMEHHOTO JIOBEJEHUS JOKYMEHTA /10 UCITOJHUTEIIS

Koraa nokyMeHT cuuTaeTCsi MCIIOJTHEHHBIM M CHUMAETCH ¢ KOHTPOJIsi?
-TI0CJI€ MCIIOJTHEHUS 3aJaHUH

-110CJIe COOOIIEHHUS Pe3yIbTaTOB 3aMHTEPECOBAHHBIM OPTraHU3aAIUSIM

-I10CJIE MPEIOCTABIECHUS JOKYMEHTUPOBAHHOI'O TTOATBEPKIACHUS UCIIOJIHEHUS
-KOI'/la pe3yJIbTaThl UCIIOJTHEHUSI OTMEYEHBI HA UCIIOJITHEHHOM JTOKYMEHTE

IInaHOBO-0TYETHBIC JOKYMEHTHI TPYNNIMPYIOTCS B /iesa NOo:

-HOMHHAJIBHOMY, aBTOPCKOMY, ITPEIMETHO-BOIIPOCHOMY U XPOHOJIOTMYECKOMY ITPU3HAKAM
-IPEIMETHO-BOIPOCHOMY U XPOHOJIOTUYECKOMY IIPU3HAKAM

-aBTOPCKOMY IIPU3HAKY

-XpOHOJIOTHYECKOMY IIPU3HAKY

IIpuiioxkeHus K J0KyMeHTaM OMeLIAI0TCsl B /1eJ10

-B 3aBUCUMOCTH OT JaThl UX YTBEPKACHUS

-B 3aBUCUMOCTH OT JaThl COCTaBJICHUS

-IPUCOEIUHSAIOTCS K JOKYMEHTaM, K KOTOPBIM OHM OTHOCSTCS



-popMUPYIOTCS B OTIAEIBHOE JIETI0

B 3a1a4um 3kcnepTHON KOMMCCHH BXOIHT:
-0TOOp JOKYMEHTOB Ha XpaHEHUE WM YHUUYTOKCHHE
-MPOBEJICHNE METOAMYECKON M MPAKTHIECKOW padOTHI IO KCIEPTH3E IIEHHOCTH JIOKYMEHTOB

-IIOATrOTOBKA IOKYMEHTOB K Iepe/laye B rOCYAapCTBEHHBIN apXuB
-0TOOp M MOATOTOBKA JOKYMEHTOB K TIepe/iaue B TOCYIapCTBCHHBIN apXUB

B 3apaumn apxuBa BXOAAT:

-OpraHu3alMOHHO-METOUYECKAasl [IOMOILB 110 BEIECHUIO JCIIONPOU3BOACTBA

-IIPUEM, Y4ET, XPAHCHUE TOKYMEHTOB, 3aKOHUYEHHBIX J1€JIOIPOU3BOJICTBOM

-TIPHEM, YUeT, XpaHEHUE TOKYMEHTOB, 3aKOHYECHHBIX JIETIONPOU3BOJICTBOM; ~-HH(POPMAITHOHHO-
crpaBoyHas paboTa o apXUBHBIM JIOKYMEHTaM MPEIIPUATHSI

-IIPUEM, Y4ET, XPAHCHHUE JTOKYMEHTOB, 3aKOHUYECHHBIX JIEJIOIPOU3BOJACTBOM U UX JaJIbHEUIIErO
YHUYTOXEHUS

ITociie ucreuenus CpOKa MCII0JIb30BAHUSA TOKYMECHTA B 1€JIONIPOU3BOJACTBE OH MOAJICIKHUT:
~YHHUYTOKCHHUIO

-aepeaavuc B apXuB, YHUUTOKCHUIO NN HaﬂbHeﬁHleMy HCII0JIB30BaHUIO

-Cavuc B YTHIIbCBIPBC

-IIepeaavc B apxXuB.

JdoxymenTsl nepeaarrces B ['ocapxus
-TOJIBKO Ha IMOCTOAHHOC XPAHCHUEC
-TOJIbKO Ha BPECMCHHOC XpPaHCHHUEC

-Ha TOCTOSTHHOE U BPEMEHHOE XPaHEHUE
-Ha JICTIO3UTAPHOE XPAHEHNE

JloKyMeHTBI, 0TOOpaHHBIE B pe3yJibTaTe IKCIEPTH3bI B cOCTaB ApxuBHOIo Gonna PP,
00padaThIBAIOTCH M ONMCHIBAIOTCH MOCJIE OKOHYAHNH IKCIIEPTH3bI HE MO3Ke

-TPEX MECALICB
-OJHOI'0O MECi1a

-OJJHOT'O roJa
-TPEX HEACIIb

6.5. OueHo4Hble MAaTepPUAJIbI /ISl IPOMEKYTOYHOM aTTecTalluu

DoHJ BONPOCOB /IS IPOBECHHs MPOMEKYTOYHOI0 KOHTPOJIsi B (hopme 3auera

Paszpen nucuuniaunbl  |Bonpocsl

1. Uctopus pa3BuTHs enonpousBocTsa B Poccun

2. [Ipuka3zHoe Jenonpon3BOACTBO

3.KOJIEXKCKOE IETI0IPOU3BOJICTBO

4. MuHHUCTEPCKOE IETONPOU3BOJICTBO

JlokyMeHTHI B cucteMe  |5. Jlenonpon3BoACTBO (JOKYMEHTAIMOHHOE 00eCIIeYeHHE YIpaBIeHHs) KaK
EI'CH (GyHKIUS yIpaBiIeHUs

6. COBpeMeHHbIE TPEOOBAHUS K €r0 OPraHU3aIIH.

7. OCHOBHBIE TEPMUHBI JIEIOMPOU3BO/ICTBA.

8. 3HaueHue CTaHAAPTHU3ALUU JOKYMEHTOB




9. 3navyeHue yHuPpUKAIUHA TOKYMEHTOB

10. loxyMeHT, OCHOBHBIE MOHATHS, (PYHKIIUU U CIIOCOOBI TOKYMEHTUPOBAHUSI.
11.uadopmarnus u nokyment. Kitaccudukamms 1oxkymeHTa.

12. 3nanue pexBuzutos o 'OCTy P 6.30-2003

13. Knaccudukarnus J0KyMEHTOB

14. IlpaBuiia cocTaBieHUs TEKCTa JOKYMEHTOB

15. JlaTh KpaTKyrO XapaKTEpPUCTUKY OPraHU3alMOHHBIM JOKYMEHTAM
16. 13 xakux yacTeil COCTOUT JOKHOCTHAS MHCTPYKITHS

17. Bunst nporokosioB. CocraBieHue u 0()OpMIICHHE MPOTOKOJIOB

18. JlaTh KpaTKyrO XapaKTepPUCTUKY PACTIOPSAIUTEIBHBIM TOKYMEHTaM
19. CocraBnenue u opopmileHHE TIPUKA30B 10 OCHOBHOM JEATEIILHOCTH
20. Cocrapnenne 1 0(hoOpMIICHUE PUKA30B 110 TUYHOMY COCTaBY

21. Kakue JOKyMEHTBI OTHOCSTCS K HH(POPMALMUHHO-CIIPABOYHBIM
JTOKyMeHTaM. JlaTh KpaTKyI0 XapaKTePUCTHKY

Opranuzanust
JOKYMEHTO000pOTa U
TEXHOJIOTHS
JIeITOTIPOU3BO/ICTBA

. CocraBienue u opopmiieHHE JOBEPEHHOCTH. BUbl JOBEpEeHHOCTH.

. Buzpl u TpeGoBaHuUs K COCTaBICHUIO HOMEHKIIATYPHI JIEI.

. Opranuzanus 3KCepTU3bl IEHHOCTU JT0KYMEHTOB.

. Opranuzanus JOKyMEeHTO00OpOTa B OpraHu3aliH.

. Ilpuém u nepsuyHast 06paboTKa JOKYMEHTOB.

. @OpMBI peErucTpaluy J0KYMEHTOB.

. Pabota ¢ koH(puIeHIIMANBbHBIMU JOKYMEHTaMH.

. KonTposnb 3a ucronnenneM 10KyMeHTa.

. IlucbMeHHOe M ycTHOE oOpalieHre rpaxxad. Buasl oOparienus.

10. OpopmieHne u BeJileHHE JIMYHBIX AET COTPYTHUKOB.

11. OdopmiieHue u BeieHHE TPYAOBBIX KHIKEK.

12. JloxymeHTupoBaHue padboTsl ¢ nepcoHanom. Komeke kagpoBoit
JOKYMEHTAIIH.

13. YaudunupoBanusie GopMbI IEPBUYHON YUETHON JOKYMEHTAIIUU TI0 yYETy
TPYyZa ¥ €ro OIJaThl.

14. O6mue npasuiia opOpMIIEHUS TPUKA30B MO JUYHOMY COCTaBY.

15. TpynoBoii 1oroBop: cosep>kaHue U MOPSIOK 3aKITIOUCHHS.

16. OcobeHHOCTH TOKYMEHTHPOBAHUS 3TAIMIOB TPYI0BOM 1€ATEIbHOCTH
paOOTHHKA: IpUEM, NTEPEBOJ, OTITYCK, KOMaHIUPOBKA, YBOJbHEHHUE,
MOOIIPEHNE, NUCIUIUIMHAPHOE B3bICKaHue. 17. TpynoBas KHUXKKA: MpaBuUIIa
BeZICHUs U 0(OpMIICHUS.

18. OdpopmiieHre 1 BeieHNE TUYHOW KaPTOUKH U JIMYHBIX JIEI.

19. Iponece 3amuThl MpohecCUOHATBHBIX JTaHHBIX B KaJpOBOH ciryxo0e.
20. 3amaun 1 QYHKIMH KaapOoBOU CyKObl. OpraHu3alMoOHHAs CTPYKTypa
KaJpOBOM CITy>KOBI.

21. IpuHOMTIBL U POPMBI OpPTaHU3ALNH ICTONPOU3BOJICTBA HA TPEATIPHITHH.
22. Cnyx6a TOKYMEHTAllMOHHOT0 00ecieueH sl ypaBieHus: GyHKINH,
CTPYKTYypa, TOJIKHOCTHOU COCTAB.

23. IloHaTue, NPUHLIMUIBI U XapaKTEPUCTUKH IOKYMEHTOO0OpOTA.

24. OcHOBHBIE 3Talbl JOKyMEHTO000pOTA.

25. IlepBonavanpHast 00pabOTKa JOKYMEHTOB B OpraHU3alliu.

26. TexHosornus paccCMOTPEHNS JOKYMEHTOB B OPTaHU3aLNH.

27. DKcnepTu3a HEHHOCTU JOKYMEHTOB.

O 0 1N DN KW —

6.6. llIxajabl 1 KPUTEPUH OLIEHMBAHUSA MO (POPMAM TEKYIIEr0 KOHTPOJISI H MPOMEKYTOYHOM

aTTecTaluu
IIkajia 1 KpUTEPUN OLlEHUBAHUS
Ouenka Kputepuu oneHuBanus 1Jisi MEPONPUATHII KOHTPOJISI ¢ IPUMEHEHUEM
2-X 0aJUILHOM CHCTEMbI
«32YTEHO» OIIK1 MJKI1, OIIK2 WK1

«HE 32a4YTCHO»

PesynbTarhl 00ydeHust He chOPMHPOBAHBI HA TOPOTOBOM YPOBHE







