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1 MACIIOPT ®OH/IA OLIEHOYHbIX CPE/ICTB I10 YYEBHOM
AUCLHHUIVIMHE loKkyMeHTauOHHOE o6ecriedyeHue ynpaBJaeHus

1.1 O61M e HoJI0KEHUS

OueHouHble cpeAcTBa pa3paboTtaHbl B cooTBeTcTBUM ¢ ODI'OC CIIO mno
CHeLMaJIbHOCTH

09.02.07 UndopMaLiMOHHbIE CUCTEMBI U IPOTPaMMHpPOBaHUE.

OneHo4HBIE CpefCTBA IPeJHa3HAYeHbl JJI1 KOHTPOJIA U OLleHKH 00pa3oBaTesIbHbIX
JIOCTYDKEHUM  OOydyalIUMXCcs, OCBOMBIIMX  @IpOrpaMMy y4ye6GHOW  JUCLUIJIMHBI
«/lJokyMeHTallMOHHOe 0becrieyeHre yIpaBaeHUsI».

OueHo4yHbIE CpefCTBa BKJIIOYAOT KOHTPOJIbHble MaTepuasbl [ I[pOBeJeHHUs
IPOMEXXyTO4YHOH aTTecTauuu B popMe duggpepeHyuposaHHozo 3auéma.

O6yyaroiuiics Jo/KkeH BaajeTb cGOPMUPOBAHHBIMU KOMIETEHIMSIMU B
cootrBeTcTBUM ¢ PI'OC CIIO, yue6HBIM MJIaHOM:

OK 01. BbiObupaTb cnocobbl pelleHUs 3ajad NpodecCHMOHAJbHOU [esTeJbHOCTU
NPUMEHUTEJIbHO K pa3/INYHbIM KOHTEKCTaM;

OK 02. Hcnosb3oBaTh COBpeMeHHble CpeACTBA IOWCKA, aHa/IM3a U HUHTepIpeTaluu
uHpopMauuMd U HMHPOpPMALMOHHBIe  TEXHOJIOTMM  JJI1  BBINOJHEHHUA  3ajad
npodeccuoHa/lIbHON J1eATebHOCTH;

OK 03. [lnaHupoBaTh U peain30BbIBaTb COOGCTBEHHOE MpodeCcCUOHANbHOE U JIUYHOCTHOE
pa3BUTHe, MpeAlpUHHUMATENbCKYI0 JeATeJbHOCTb B NpodeccuoHalbHOU cdepe,
MCIOJIb30BAaTh 3HAaHUA IO NPAaBOBOM M (QUHAHCOBOM TIPaMOTHOCTU B pasJIMYHbIX
KU3HEHHbIX CUTYalUSX;

OK 05. OcyuiecTBAATH YCTHYIO U MMCbMEHHYI0 KOMMYHHUKALUIO HA TOCYAaPCTBEHHOM fI3bIKe
Poccuiickont ®efepanyy ¢ yyeToM 0CO6€HHOCTEN COLIMAJIBHOTO U KYJIbTYPHOI'O KOHTEKCTa;
OK 09. Illosnb3oBaTbcsi mpodecCUOHANbHOM [JOKYMEHTAalMeld Ha TOoCyJJapCTBEHHOM U
VHOCTPAaHHOM fI3bIKaX.

[IK 5.2. Pa3pabaTbiBaTh NMPOEKTHYI [JOKyMEHTAlMI0 Ha pa3paboTKy MHPOpPMaALMOHHOH
CUCTEMBbI B COOTBETCTBHUU C TPeOOBAHUAMH 3aKa3uMKa.

[IK 6.3. PaspabaTbiBaTh 0O6y4YaloIlyl0 [JAOKyMeHTalMi0 JJs  [oJib30BaTesel
MHPOPMaALMOHHOUN CUCTEMBL.



1.2 PesyabTaThl

O0CBO€HHA AHUCIUII/IMHBI,

nmoaJiexKamue

npoBepKe.

Pacnpe/:(eJIe}me OLl€HUBAHUA pe3yJbTaTOB 06yqe1ma IO BUAAM KOHTPOJIA

Pe3y/ibTaThl 00yYeHUs
(ocBOeHHbIE yMeHuH,
yCBOEHHbIe 3HaHus)1

OCHOBHBIE MOKa3aTeJaH OLleHKH
pe3y/IbTaToB2

Bujapl aTTecTanun

Texywuii
KOHMpPO
b

IIpomexcymouna
A ammecmayus

YMeHusl

Y1. OdpopmasaThb
JIOKyMEHTAal1I0 B
COOTBETCTBHH C
HOPMaTHBHOM 6a30H,
B TOM YHCJIE C
HCII0JIb30BaHUEM
MHbOpPMaLMOHHBIX
TEeXHOJOTHUH

-odopMJIeHHE PacopsAAUTENbHbIX
Y CIIPaBOYHO-UHPOPMaAIMOHHBIX
JIOKYMEHTOB B COOTBETCTBUH C
NpaBUJIaMH, U3J10KEHHBIMU B
['OCTe P 7.0.97-2016,
-BbIIIOJIHEHHE OTTIPABKHU
CO3/1aHHbIX OJIAaHKOB Ha pabouee
MeCTO NpenojasBare/is
nocpe/CTBOM 3JIEKTPOHHOU
MOYThHI.

-H3JI0KeHHEe PEKBHU3UTOB
OpraHu3alMOHHbIX JJOKYMEHTOB;
-XapaKTepHUCTHUKA pas/eson
YcraBa;

-opopMIeHHE PacHoPAAUTENbHbBIX
Y CIIPaBOYHO-UHPOPMaAIMOHHBIX
JIOKYMEHTOB, C UCII0JIb30BaHUEM
TeKkcToBoro pegakropa WORD.

- BBINIOJIHEHHU € OTIIPaBKHU
CO3/laHHBIX JOKYMEHTOB Ha
paboyee MeCTO NpenojaBaTeis
NIOCPe/ICTBOM 3JIEKTPOHHOM IOYTHI

Y2. OcBauBaTb
TEeXHOJIOTHH
aBTOMAaTHU3WPOBAHHOM
06paboTKH
JIOKyMeHTaluu

-BbINIOJIHEHHE PETUCTPALUU U
pacchLIKK JJOKYMEHTOB T10
CMHCKaM B aBTOMAaTU3WPOBAHHOM
pexume;

-opranusanus 3¢pPpeKTUBHOTO
KOHTPOJISI 32 UCIIOJIHEHUEM
JIOKyMEHTOB B
aBTOMAaTHU3UPOBAHHOM PEXHUME;
-0CylIeCTBJIEHUE TIOUCKA
JIOKyMEHTOB B
aBTOMAaTHU3UPOBAHHOM PEXHUME;
-BbITNIOJIHEHHE OTIPAaBKHU
CO3/IaHHBIX paHee JJOKYMEHTOB Ha
paboyee MeCTO pernoJiaBaTessi

1 Komnaexcrvle yMenust u 3HaHUsi U3 NPOSPAMMbL YUeOHOU OUCYUNIUHDL.
2 Ykasvieatomca duazHocmupyemsle MoKazamesu, Mo KOMopsiM MOXHO KOHCMAamupo8ams yceoeHue 3HaHuUli u oceoeHue ymeHul .
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N0Cpe/i,CTBOM CUCTEMBI
3JIEKTPOHHOTO0 JIOKYMEHT0060pOTa.

V3. Ucnnosib30BaTh
YHUULUPOBAHHbIE
$opMBbI JOKYMEHTOB

odopMJieHHEe YHUPUILIMPOBAHHBIX
¢dopm npukazos N2 T-1 (o npueme
Ha paboty), Ne T-5 (o mepeBojie
paboTHHUKA HA APYTYyI0 paboTy),

Ne T-8 (o mpekpaleHuH
TPY/Z0BOTO 10TOBOpA C
paboTHUKOM). BrinosiHeHH e
OTINPABKH CO3/JaHHBIX IOKYMEHTOB
Ha pabouyee MeCTO NpemnoJaBaTess
OCPEICTBOM 3JIEKTPOHHOMW MOYThI

Y4. Ocy11eCcTBJIATH
XpaHeHUe U MOUCK
JIOKyMEHTOB

BBINIOJIHEHU E PETUCTPALUHU
BXOJd1eH, HCXOAdIeln U
BHYTpEHHEH JJOKYMEeHTAIUH

-COCTaBJIEHHE 3aroJI0BKOB JieJl 115
CUCTeMaTH3aluKd JOKYMEHTOB U
MHPOpPMaLMOHHO-CIPAaBOYHOMN
paboThI M0 JOKYMEHTaM;

- oIpe/iesieHre CPOKOB XpaHeHHU s
JeJ no [lepe4HIo TUMTOBBIX
ynpaBJIeHYeCKUX JJOKYMEHTOB

-opopMJieHHE 3aBEPUTEJILHOTO
JIUCTA JieJ1a;
-opopMJieHHE onuceun e

INOCTOSSHHOTO U
CPOKOB XpaHEHUS;
-obopMyieHHE aKTa O BbIJeJEeHUU
JleJ1 K YHUUTO0KEHUIO;
-opopMJIEHHE 00JI0KKH Jiesia.

BPEMEHHOTO

Y5. Ucniosib30BaTh
TeJIeKOMMYHHUKAIMOHHbI
€ TeXHOJIOTUH B
3JIEKTPOHHOM
JIOKyMeHT0060poTe,
olepupoBaTh 3HAHUSIMH,
HOJIyYeHHBIMH 110
JleJIONPOU3BO/ICTBY B
npodeccroHabHON
JlesITeJIbHOCTH.

-BbINIOJIHEHH E OTIPaBKHU
CO3/IaHHBIX paHee JIOKYMEHTOB Ha
paboyee MecTO IpenojaBaTess
MIOCPECTBOM 3JIEKTPOHHOM MOYTHI
7§ CHUCTEMbI 3JIEKTPOHHOIO
JIOKyMEeHTO0000pOTa..

3HAHUA

31. IloHaTHE, 11EJY,
3371a4YM U IPUHIUIIbI

W3noKeHUWe MOHATHUSA, LieseH,
3a/Jla4 U MPHUHIUIIOB

JleJIONIPOX3BO/ICTBA JleJIONPOM3BO/CTBA

32. OcHOBHbIE NOHATUS N310keHre 0OCHOBHBIX MOHATUH
JOKYMEHTAaLMOHHOTO JIOKYMEHTAaLMOHHOTO
obecrnedyeHu obecrneyeHus yIpaBJaeHUs
ynpaBJieHUs




33. Cucremsl UznoxxeHnue npaBus opopmieHus | + +
JIOKyMEHTALlMOHHOTO CUCTEeM JIOKyMEHTALlMOHHOI' 0
obecrnevyeHUs obecrnedyeHus yrpaBJeHHUs

ynpaBJieHUs

34. Knaccudukanuio N3noxeHue kiaccupuKayuu + +
JIOKYMEHTOB JIOKYMEHTOB

35.Tpe6oBaHus K 3soxeHue npaBu 0popMJIeHUs +
COCTaBJIEHUIO U JIOKYMEHTOB
obopMJIeHHIO
JlOKYMEHTOB;
HOpMaTHBHbIE
JIOKYMEHTHI,
perjlaMeHTUpYIoLe
cocTaBJIeHUE U
odopmieHHE
JIOKYMEHTALUK, NOPSJ0K
paboThl C HUMY;

36.0pranusayuro U3no0xxeHne NOHATHUMN U TPaBUJI + +
JIOKYMEeHT00060poTa: npreMa, 00pabOTKH, peruCcTpaLuy,

npueM, 06paboTKy, KOHTPOJIsI, XpaHEH U JJOKYMEHTOB.

pervcTpanuio, KOHTpoJib, | U3s0keHue TpebOBaHUM K + +
XpaHeHNe JOKYMEHTOB, dbopMUpoBaHHUIO U 0POPMIIEHHUIO

HOMEHKJIATypy AeJl; JleJ1 /151 UX TI0JITOTOBKH K

NOPALOK NIPOBeJeHUs XpaHEHHUIO U BU/IOB

3KCIEepTHU3bl LLeHHOCTH HOMEHKJIATYphl JieJl

JIOKYMEHTOB U
NOATOTOBKH JieJl K
apXMBHOMY XpaHEHHIO.

2 CIIEHU®UKAL A OLEHOYHBIX CPEACTB

JlJ1s1 TEKYIIET0 KOHTPOJISI UCIIO0JIb3YeTCS:

-onpoc obyyarowuxcs (ycmHblil, NUCbMEHHbIU, PPOHMAAbHBIL, UHOUBUJYAAbHbIIL);
-akmueHasi paboma Ha Yy4eO6HOM 3aHIMUU;

-camocmosime/ibHAasi N002omoska Mamepuana (0okaadsl, coobujeHusl, npeseHmayuu);
-8bINO/IHEHUE KOHMPOIbHbIX U NpaKmuyveckux pabom;

dopmMaMu TPOMEKYTOYHOUM aTTECTAIUU ABIAKTCA: dugppepeHyupo8aHHbIl 3auem.

3 MATEPHAJIBI /I IPOMEKYTOYHOMN ATTECTALMH 110 YYEBHOH
JUCIHUATIMHE

[IpeaMeTOM OLieHKH ABJISAIOTCA YMEeHUSA U 3HaHUA. KOHTPOJIb U OIleHKa OCYLeCTBIAITCA C
MCI0JIb30BaHUEM CIelyI0LUX GOPM U METO/0B:

- AuddepeHIMPOBAHHBIN 3a4eT, @ TAKXKe OlleHKa MO pe3ysbTaTaM TeKyllero KOHTPOJs
yClieBaeMoCTH

KOHTQOJIbHaﬂ paGOTa
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Bapuaum 1

Omeembme Ha ciaedylowjue 80Npocwl:

1. Yto npeacTaBJisieT cO60M pe30JtoLvs U I/le OHA NPOCTaBJsieTcs?

2. Kakue BU/IbI JJOKYMEHTOB OTHOCATCA K JIOKYMEHTALMU 110 JIMYHOMY COCTaBy?
3. JlaliTe noHATHE TEPMHUHY «J0roBop». KakoBa 6a3oBasi CTpyKTypa JoroBopa?

4. Kakue npaBusia pacrosoKeHust JOKYMEeHTOB BHYTPH Jiejla HE06X0AMMO CO6JII0AATh PU
dbopmHpoBaHUM Aea?

5. Haiidume owu6Ku 8 oiopmaeHuu npusedeHHO20 Hud#ce dokymeHma. /lo6asbme

Hedocmalnwue peK8u3umsl, NOKaxcume, KaK Npagu/1bHo on d014ceH 0HopMAAMbCA

®abprka CyBEeHUPOB
AKT
npyeMa-nepeadu Jie
OcHoBaHue: npukas aupektopa ¢pabpuku ot 00.00.0000 N26

CocTaBJsieH KOMHUCCUEN B COCTaBeE:

[Ipexncepnarens - /Imutpues K.C.

YsieHbl KOMUCCUM: OBIBIIMU UHCIIEKTOP 10 KaApaM - KocTpukuH [1.P., BHOBb Ha3HauYeHHbIN
WHCIIEKTOpP o Kaapam — UBaHos I'.10.

[IprcyTcTBOBa/IU: Ha4a/IbHUK KaHLeasapuu — OpJsios JI.T.

KoctpukuH II.P. cgas, a UBaHoB I'.10. npyHA fesia 10 JOKHOCTU UHCIIEKTOpPA 110 KaZpaM.
[Ipu npueme - cade Jes1 yCTAHOBJIEHO:

1. Bce sinuHbIe fies1a U KApTOTeKa pabOTHUKOB pabpHKU HAXOAATCS B IOPAJIKE.

2. Jlenamno 20__r. BKJOYUTENBHO NIepejaHbl B APXUB .....

[IpunoxeHue:
1. CnMCcOK JIMYHBIX JieJ1 paboTaluX COTPYAHUKOB (pabpHKH Ha 2 JI. B 2 9K3.
2. Crvcok gen3a20___ 1. Ha 21. B 2 3K3.

CocTaBJieH B 3 3K3eMILISpax:

1-bI# 9K3. — HHCIIEKTOPY M0 KaJjpaM GpabpUKH;
2-01 9K3. — OT/leJly KaipOB 00'be/[UHEHUS;
3-UM 3K3. - B JleJi0.

Bapuanm 2
Omeembme Ha caedyujue 80NPoCsl:
1. Yto Takoe «b6JyiaHK AOKyMeHTa»? /JlJi1 4ero opraHu3alUiud B CBOEU J1€ATEJbHOCTH

WCNOJIb3YIOT 6J1aHKU? BUbl 6/1aHKOB.



2. Kakue jokyMeHTbI IpeA'bABAAIOTCA NPU 0PpOpMIEHUH Ha paboTy?
3. B kakux cayvasx opopMJisieTcs: IPOTOKOJ pa3HOTJIACKUU K JJOrOBOPY OCTaBKU?

4. YTo noHMMaeTcs noJ, HOMeHKJIaTypou fien? [loscHUTe ee Ha3HaYEHUE.

5. Haiidume owu6ku 6 oghopmaeHuu npusedeHH020 HUx ce dOKyMeHma.

Jlo6asbme
Hedocmarujue peKk8u3umul, NOKajcume, Kak npagu/ibHO OH 00/1CeH

oghopmasimucs.

Byxranrtepusa

JOKJTAZHAA 3AIIMCKA

B cBs13U ¢ yBesinueHHEM 06'beMa BBIMOJIHSIEMbIX pabOT U OCHAllleHUEM OT/ie/1a HOBOM
TEeXHUKOM MPOIIYy pacCMOTPETH BOMPOC O HANPaBJEHUHU ABYX COTPYAHUKOB OyXTraJTepUH Ha
KYpChbl MOBbILLIEHUSI KBaJIUPUKAIMHU.

Bapuanm 3
Omeembme Ha c/iedyowjue 60npockl:

1. [[JIH qyero HEO6XO/:[I/IMbI OpraHU3allMOHHbIE ,E[OKYMGHTbI? HpI/IBeAI/ITe IIpHUMephI
OpraHMW3allMOHHBIX JOKYMEHTOB.

2. KakoBbl 001111e TpaBUJia BeJIEHUS U Bbl1a4X TPYA0BbIX KHXKEK?
3. laiiTe onpejiesieHUe NOHATUMN «HAPSAA», «KHAKJIAJHAsI».

4. 3 Kakux 3J1eMeHTOB (GOpMHUPYeTCHa COCTaB PErMCTPAllMOHHOTO HOMepa BXOAALIUX U
UCXOJALNX JOKYMEHTOB?

5. Haiidume owu6ku 6 ohopmieHuu npueedeHHoO20 Hudlce doKymeHma. /lo6asbme
Hedocmarwuwue peK8U3UuMbul, NOKajcume, KaK Npagu/ibHO OH d014CeH 0HOPMASIMbCA.

CTaHKOCTpOI/ITe.IH)H bIM KOJLJ €K

[TIPUKA3

3a HapyuleHHe y4yeOGHOM AUCUMIIMHBI (MPOMYCK 3aHATHHA 6e3 YBaXKUTEeJbHbIX
NpUYKH) B fiekabpe 2021 roga

[TPUKA3BIBAIO:

1.06B9BUTH BHITOBOP HMXKecaeAyouuM ctyaeHTaM: rp. UCII-24 - [letpoBy A. C. (56
yacoB); rp. b/I-21- UBaHoBo# E.H. (66 4yacoB).
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2. KnaccHbiM PYKOBOAUTEJIAM I'PYIIIT JOBECTH HaCTOHLU,I/Iﬁ IIpHUKa3 40 CBeJEeHHA BCEX
CTYAEHTOB.

Bapuaum 4
Omeembme Ha caedyloujue 80NPocwl:

1. Jis 4yero Heo6XOAUMBI pacnopsiiuTesibHble JOKyMeHTbI? [lpuBefuTe mNpUMepbI
pacnopsAUuTENbHBIX JOKYMEHTOB.

2. Kakue cBeZleHMSI BHOCATCA B TPYZIOBYIO KHMXKKY?
3. B KaKHuX c/1y4dasix ¥ KaK COCTaBJISIOTCS KOMMepYeCKHe aKThI?

4. Kakue peKBU3UTbI BBIHOCATCSA Ha 00JIOXKKY Jesa?

5. Haiidume owu6Ku 8 oghopmaeHuu npusedeHHO20 HUdHce doOKyMeHma.
Jo6asume Hedocmalwwue pekeu3umswl, NoOKaxcume, KAk Npasu/16Ho OH
dos1ceH ohopmaamses

AxknuoHepHoe o6mectBo «KoHTYp» [lTkosia Ne123

CITPABKA

OpsioB Urops HukosiaeBrY paboTtaeT Au3aiiHepoM oTAesna pekyaaMbl AO «KoHTyp» ¢
okJ1azoM 5400 (nATh ThICSY YeThIpecTa) pyoJie.

Bapuanm 5

Omeembvme Ha caedylowjue 80NPOCyI:

1. B4eMm oTsinyus o61ero 6y1aHKa ¥ 6J1aHKa CJIy»KeOHOro nucbma?

2. KakoB cocTaB AOKyMeHTOB, 0pOpMJIsieMbIX MpPU YBOJbHEHUU paboTHMKa? HaszoBure
MPUYKHBI, 10 KOTOPBIM MOXeT ObITh NIpeKpallleH TPy 0BOX JOrOBOP.

3. B kakux ciy4asix U Kak opopMJISIIOTCS IPeTEH3UU NpeApUITUIA?

4. YTo Takoe perucrpauus J[JOKyMeHTOB U KaKHe perucTpalnMmoHHble GOpMbl HAXOAAT
npUMeHeHHe Ha NpakTuke? C KaKOU LeJIbl0 peruCTPUPYIOTCA JOKYMEHThI?

5. 0gpopmume omeemHoe nucomo. Haiidume owu6Ku 8 ogpopmaeHuu
npusedeHH020 Hudice doKymeHma. /lo6asbme Hedocmaiowue peKeu3umsl, NoKaxcume,
KaK npasu/ibHO OH 00/19#CeH 0HopMASIMbCA.

OTKpbITOE aKLIMOHEPHOE 06111eCTBO «Paiino» Texnnueckomy gupektopy 000
«Popmysia»

Y. UentpanbHag, 4. 14, r. Boponex, 456789

10



p/c 78900987654321234567 B 6aHKe
«Poccunickumt kpegut»
k/c N2 89765689456534543212, BUK 456321908

23.04.2010

[lo Bae#t npocbbe HanpapJisieM BaM NPaNC-JIMCThI HA LleHbl KOMIIJIEKTOB TOPTrOBOTO
060pyI0BaHMA, a TaKKe HOBble peKJIaMHble IPOCHeKThI. [Ipy MoJI0KUTEe/IbHOM pelleHUur
BOIIpOCa O 3aKyNKe TOProBOro 060pYyZ0BaHUSl COOTBETCTBYMOLIME JOKYMEHTHI JOJKHBI
OBbITh HallpaBJIeHbl HAYAJILHUKY OT/ies1a cobiTa UrHaToBy B. I1.

Bapuaum 6
Omeembme Ha ciedylowjue 80Npocwl:

1. /lna 4dero Heo6XOAMMBbI CHPAaBOYHO - MHPOpPMalMOHHBbIe JOKyMeHTh? [IpuBejuTe
IpHUMepPHI CIPABOYHO — MHPOPMAIMOHHBIX JJOKYMEHTOB.

2. KakoBbl oc/ie/joBaTebHOCTb 0QOPMJIEHHUS U YCI0BUS NepeBo/ja pabOTHUKA Ha JPYTYI0
JOJDKHOCTB?

3. [laiiTe omnpejesieHHMe IOHATHIO «UCKOBOE 3asBJeHHe». B Kakux cjaydadgx M Kak
COCTaBJIIIOTCS UCKOBBIE 3asBJIE€HHUS.

4. KeM uiu yeM onpezeiaioTCAd CPOKU UCIIOJTHEHUA JOKYMEHTOB?

5. Haitidume owu6Ku 8 oghopM/ieHUU npueedeHH020 Hudce doKymeHma. /lo6asbsme
Hedocmarwuwjue peK8U3UuMbsl, NOKajcume, KaK npagu/ibHO OH d0/134#CeH 0HOPMASIMbCA.

[TPOTOKOJI
Ne12

3aCejldHUud KOMHUCCHH 110 JeJlaM
HeCOBEPIIEHHOJIETHHUX

[Ipencenaresnb - CmupHOB C.C.
Cekperapb - AHTOHOBa M.H.
[IpucyrcrBoBanu: AuucumoB A.C, bapanos B.IL, l'anknHa A [] ...............

[TOBECTKA JIHA:
O nopsiike NoAroTOBKU K KoHbepeH1u. [Joknaa MBanosa I1.H.

CJIYIIAJIH:
WBanoBa .M. - TekCT foKIaa npuaaraeTcs

BBICTYIIUJIU:
[TerpoB H.II. - 1 B cBOeM BBICTYIJIEHHUH..,
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[Ipencenaresnb

BpemMs Ha BbIllOJIHEHUE: 45 MMH.

[lepeyeHb 06 bEKTOB KOHTPOJIS

C.C.CMupHOB

HaunMeHOBaHUe 00BHEKTOB
KOHTPOJISI U OL€HKHU

OCHOBHbI€ TOKAa3aTe/Id OLeHKH
pe3yJsbTaTa

Y1. OpopMasTh JOKyMEHTALUIO B
COOTBETCTBUM C HOpMaTUBHOU 6a30, B TOM
YHCJIe C UCII0JIb30BaHUEM
MHPOPMALIMOHHBIX TEXHOJIOTUI

opopMieHHE PACTOPAAUTENbHBIX U
CIpaBOYHO-UHPOPMAIMOHHBIX
JIOKYMEHTOB B COOTBETCTBUH C
npaBuaaMy, u3aokeHHbIMHU B 'OCTe P

-BbITNIOJITHEHUE OTNPABKH CO3JJaHHbBIX
6J1aHKOB Ha pabouyee MeCTO
npenojaBaTesisi IOCPeCTBOM

3.2 OCHOBHbBIE TOHATHUSA
JIOKyMEeHTaLlMOHHOT0 00ecrneyeHus
ynpaBJIeHUs

U3oxeHue OCHOBHBIX MOHATUH
JIOKYMEHTALMOHHOTO obecreyeHus
yIpaBJIeHUs

33. CucteMbl JOKYMEHTALUOHHOTO

U3noxeHue mnpaBus oPoOpMJIEHHUS CHUCTEM

JIOKYMEHTBI, perJiaMeHTHpYoL1e
cocTaBJsieHHe U 0opopMIeHU e
JIOKYMeHTALUH, TOPSI/I0OK PAaGOThl C HUMHY;

obecnevyeHUs1 ynpaBJieHUs JIOKYMEHTALlMOHHOTO0 obecrieyeHus
yIpaBJIeHUs

35.Tpe6oBaHus K COCTaBJIEHUIO U U3noxeHue paBuUJ opopMmiieHUs

odpopMJIeHHIO JOKYMEHTOB; HOPMAaTHUBHbIE |[OKYMEHTOB

36.0praHusanyp J0KyMeHT0060poTa:
npueM, 06paboTKY, perucTpaluio,
KOHTPOJIb, XpaHEHHE JJOKYMEHTOB,
HOMEHKJIATYPY JieJ1; MOPsA0K MPOBeJeHUs
3KCIEePTHU3bI LIEHHOCTHU JJOKYMEHTOB U
MOITOTOBKH JleJ1 K apXUBHOMY XpaHEHHUIO.

W3yi0xeHue NOHATUHI U IPaBUJI IpHUeMa,
06paboOTKH, perucTpanuy, KOHTPOJIs,
XpaHeHUs I0KYMEHTOB.

N3noxeHue Tpe6oBaHUK K pOPMHUPOBAHUIO
1 0QOPMJIEHUIO JieJT )i UX OATOTOBKU K
XpaHEeHHIO U BUJI0B HOMEHKJIATYPhI JieJ

YHI/IBepcaJIbHaﬂ IIKaJiIa O €HKH OﬁpaBOBaTe.ﬂbeIX AOCTVKEHUM.

[IponieHT pe3yibTaTUBHOCTH

KauyecTBeHHas OLl€HKa YPOBHA IMTOATOTOBKH

(mpaBUIBHBIX OTBETOB)

Basnn (oTMeTKa) Bep6asibHbIM aHa/IOT
95 -100% 5 OTarM4YHO
94 - 75% 4 Xoporio
74 - 60% 3 Y 0B/1€TBOPUTEIBHO

12




MeHee 60%

HeyznoBJsieTBOpUTENBHO

BpeMs Ha BbInoJIHEeHUe: 45 MUH.
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3 MATEPHAJIBI /11 IPOMEXKYTOYHOM ATTECTALIUM 110 YYEBHOM
JUCIUATIUHE

Bonpocs! 1 3agauus A AuppepeHIMpPOBaHHOTO 3a4ETa

Bapuanm 1.

[loHATHE JOKYMEHT.

JaiiTe k1accudpUKaL U0 JOKYMEHTOB.

Yto Takoe AokymMeHTO060poT? Kakue NOTOKM JOKYMEHTOB MOXXHO BbIZIEJIUTh B
JIOKyMeHT0000pOTe opraHusanuu’?

CocTaBbTe NPOEKT NpUKasza 00 OpraHU3alUU [JleXXypCTBa B Ipa3JHUYHbIE JHU B
PoxxpectBeHckre mnpasgHuku ¢ 31 pgekabpsas no 10 saHBaps. IlpeayoxuTb 3am.
aupektopa no AXY opraHusoBaTh Je€XYpPCTBO COTPYZAHHUKOB Ha BpeMs Mpa3/HUKOB
31.12.2003 pgo 17.00 npoBepuTb M oOmeyaTaTb BCe CAyKeOHble MOMeIleHus.
[IpenctaBuTh Ha yTBepxkAeHue rpaduk aexypcrBa o 31 nekabps. Hepocrarouue
PEKBU3UTHI YKAKUTE CAMOCTOSITE/IbHO.

Bapuanm 2.

[ToHsATHE NONMMPYHKLIIMOHABHOCTD JJOKYMEHTA.

HazoBuTe 0ocCHOBHbIE PYHKIIMU JOKYMEHTA.

KakoB nops0K NpoxoxKAeH! A BXOAAIIMX JOKYMEHTOB?
CocTaBbTe CHpaBKy JJisl NMpPeACTaBJeHUs B OTZes COLUAJbHOW 3aLUThl HacCesJeHUs
MockoBckoro parioHa PsizaHCcKOM 06/1aCTH 0 TOATBEPKAEHUU TPY/0BOTO CTaXka iBaHOBa
Hukousas BacunbeBuya B nepuog ¢ 10.01.70r. no 20.10.80r. Ha npeanpusaTuu «[106yc»
r.Psa3anmu.
Hepocrawue peKBU3UTHI YKOXKUTE CAMOCTOATENBHO.

Bapuanm 3.

[lonaTHe cucteMa JOKyMeHTaLMH.
HazoBuTe BUABI CUCTEM JOKYMEHTALMU U JaUTe UM XapaKTepPUCTHUKY.
B ueM 3aks104aeTca npejBapuTesibHasg 06paboTKa NOCTyNnarLied JOKyMeHTaluu?

Hanuminre JokjaagHyl0 3anvcKy Ha HMA pykoBoguTens AO «BbiMmiena» o
KOMaHJMPOBaHUU B I.besiropo/ crapiiero MHxeHepa MJ1aHOBO-3KOHOMUY€ECKOro OT/eJa
Jlobposro6osa I1.B. ¢ 00.00.0000 cpokoMm Ha 5 AHel AJis BBICTYIJIEHUS C AOKJIaJlOM Ha
ceMuHape «CoBepIIeHCTBOBAHHE CUCTEMbI 3aK/II0OUEHHUS IOTOBOPOBY.

HeﬂOCTa}OLLII/Ie PEKBHU3HUTHBI YKAXKHUTE CAMOCTOATEJIBHO.

1.
2.

3.

Bapuanm 4.

Yto npepgcraBisieT co60 6J1aHK JOKYyMeHTa?

Buibl 6/1aHKOB. Kakre nNoCcTOssHHbIE pEKBU3UThI MOTYT ObITh HAHECEHBI HAa KaXK/bId BUJ,
6J1aHKa?

KakoB nops,0k NpoxoxKeHUs UCXOAAUUX JOKYMEHTOB?
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4. CocTaBbTe NPOTOKOJ 3acefjaHus npodcorwsHoro komurera AO «ToBapull» Mo Bonpocy
BbIJleJIEHUs] MaTepua/ibHOM moMolyd mnpenogaBaTenato BuktopoBy H.K. B cBsizu c
TSDKEJIBIM MaTepHa/IbHbIM MOJIOXKeHUeM. BricTynaBmui 4ieH npopkoma CoOOLUI, YTO
COTJIaCHO aKTy NPOBEPKHU MaTepUaJbHOTO N0J0XKeHUd npenojasaTtessa Bukroposa H.K.
OH HYK/]JaeTCsl B MaTepHaIbHOM MOMOLU B pa3Mepe....pyoJ1en.

HepocTarue peKBU3UThI YKOBKUTE CAMOCTOSITEJILHO.

Bapuanm 5.

1. Yto noHuMaeTcd noJ JOKyMeHTUPOBaHUEM?

2. OcHOBHBIE CIOCOOBI JOKYyMEHTUPOBAaHUS.

3. UTo Takoe peructpayus [OKYMEHTOB U KaKUe pervcTpanydoHHble GOpMbl HAXOASAT
IIpMMEeHeHHe Ha IpaKTuKe?

4. CocTaBbTe aKT O IPOBEPKe COXPAHHOCTH JOKYMEHTOB Ha OCHOBe NpUKa3sa fupekropa AO
«Mepkypui» ot 00.00.0000 Ne . B aKTe ykaxhTe, 4YTO MPOBEPKA COXPAHHOCTH
yIpaBJeHYeCKUX NOKYMEHTOB NPOXOJAuJja B Mepuoj C ...1o0...00.00.0000. fokyMeHTBI
XPaHATCA B CTPYKTYPHBIX M0O/ipa3/esieHusx U obieM otgesie. PakToB rubenu. YTparhl.
[lopur WIM HE3aKOHHOIO YHUYTOXEHUA [JOKYMEHTOB He yCTaHOBJeHO. B
3aKJIIDYMTEJbHONM 4YacTU PEKOMEHAYUTe BbIJIEJUTb U 000pYyAOBaTh CHelUaJbHOE
IoMellleH’e /IS apXuBa KOMUTETa.

Hepocrarwiye peKBU3UTHI YKOKUTE CAMOCTOATEJIBHO.

Bapuanm 6.

1. Yto npeacraB/isieT cOO0M CTaHAAPT?

2. Yto onpenensier GopMyasAp JOKYMeHTa U 4eM OT/Iu4aeTcss GopMyJsip JOKYMEHTa OT
dopmynsipa — obpasua?

3. KeM 1y yeM onpefieniilOTCSA CPOKU UCIOJTHEHUS JJOKYMEHTOB?

4. CocTaBbTe NMUCbMO-0TKA3 NMPOU3BO/ICTBEHHOTO YIPaBJeHUs MaCCAXKUPCKUX IIepeBO30K
HoBocubupckoMy nNpoM3BOACTBEHHOMY KoomnepaTUBy «BekTtop» mo Bompocy
obecnedyeHUs 3aIaCHbIMU YaCTSIMU [TapKa aBTOOYCOB. YKaXKUTe NPUUUHY OTKa3a.

Hepnocrarwijye peKBU3UTHI YKaOXKUTE CaMOCTOSATEJLHO.

Bpems Ha BbIllOJIHEHUE: 45 MUH.

l'lepequb 00'bEKTOB KOHTPOJIA

HaumeHoBaHue OcHOBHBIE IOKAa3aTe/JH OLeHKH pe3yJbTaTa
06bEKTOB KOHTDPOJIA U
Y1. 0dopMaaTe fOKyMeHTaMO B |obopMyIeHUe pacnopsAAUTENbHBIX U CIIPABOYHO-
COOTBETCTBUU C HOpPMAaTUBHOM MH()OpPMaIMOHHBIX JJOKYMEHTOB
06a30H, B TOM 4YHCJIE C
MCI0JIb30BaHUEM
3.2 OCHOBHbIE OHATHUSA W310xeHre OCHOBHBIX MOHATHUMN JOKYMEHTAlMOHHOI0
JIOKYMEHTALlMOHHOT0 obeclieyeHUs1 |ob6ecrnedyeHUs ynpaBaeHUs
VIIDABJIEHUS
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33. CucTeMbl JOKYMEHTALMOHHOTO
obecrnedyeHUs ynpaBJeHUs

U3s0xeHue npaBu 0pOpMJIeHUS] CUCTEM
JIOKYMEHTALlMOHHOTO 06ecrneyeHus yrpaBaieHUs

34. Knaccudukanuio JJOKyMeHTOB

H3oxxeHue KJIaCCI/ICIJI/IKaL[I/II/I AOKYMEHTOB

3.5 TpeboBaHMS K COCTABJEHUIO U
0dOpMJIEHHIO JOKYMEHTOB;
HOPMAaTHBHbIE JOKYMEHTHI,
perjiaMeHTHUPYIOIHe COCTaBJIeHUe
¥ opopMiIeHHE JOKyMeHTalUH,
HOPS/I0K paboThl C HUMHU;

H3noxeHue 006/1aCTU NpPUMEHEHUS W COJlep:KaHUs
['OCTa P 7.0.97 - 2016, persiaMeHTUPYIOLLETO NIpaBUJIa
10 COCTAaBJIEHUIO U OPOPMJIEHHUIO IOKYMEHTOB

3.6 Opranusanuo
JIOKyMeHT0060pOTa: pUeM,
06pabOTKYy, perucTpaunmio,
KOHTPOJIb, XpaHeHHUE JJOKYMEHTOB,
HOMEHKJIATYpy AeJl; IOPsAJ0K
IpOBeeHUs IKCIEePTU3bl LIEHHOCTH
JIOKyMEHTOB Y OJTOTOBKHU JieJl K
apXUBHOMY XpaHEHHUIO.

H3noxxeHWe MOHATUWA M MpaBUJ MpPUEMa, 06pabOTKH,
perucTpanuu, KOHTPOJIs, XpaHEeHUsl IOKYMEHTOB.

U3noxkeHue TpeOGOBaHUM K (GOPMHUPOBAHUID H
0pOpMJIEHHIO Jies1 AJI1 UX MOATOTOBKU K XpaHEHUIO U
BU/IOB HOMEHKJIATYPhI JIeJl

IIIKaJjia OueHKH 06pa303aTeanblx AOCTI/I)l(eHI/Iﬁ

[IponieHT pe3yIbTaTUBHOCTH

OL[eHKa YPOBHA MOATOTOBKH

(IpaBU/IbHBIX OTBETOB) 6as11 (oTMeTKa) BepO6a/IbHbIM aHAJIOT
95 -100% 5 OTar4yHO
94 -75% 4 Xopoiio
74 - 60% 3 Y 0BJIETBOPUTEJILHO
MmeHee 60% 2 HeyzoBiieTBOpUTENBHO

16




4 TIEPEYEHb MATEPHAJIOB, ObOPYJOBAHUA U UH®OPMALIMOHHBIX
UCTOYHHUKOB

Jia  peasu3alnyu  OporpaMMbl  y4eOHOM  JUCHUIJIMHBI  JIOJDKHBI  ObITh
npeAyCMOTPEHDI C/IeAyI0lIMeE ClielhabHble MOMeleHHUS:

KabuHeT «3JKOHOMHUKHU U MEHEPKMEHTa»,

OCHallleHHbIH 060py0BaHUEM:

- I0Ca/I0YHbIE MECTA M0 KOJIUYECTBY 00YUYaIOIUXCS;

- paboyee MeCTO npemno/iaBaTeJis;

- KOMILJIEKT y4eOHO-HarsAAHbIX T0COO6uM «JOY ».

TexHuyeckue cpeicTBa 0OyUEHUS:

-KOMIbIOTEPHI C JINI|EH3WUOHHbIM NpOrpaMMHBIM obecneyeHUEM,

MyJbTUMeMaNpoOeKTOp, IPUHTED, CKAHED.

3.2 UHpopmanmoHHOE 0GecniedyeHue 00yYeHHU s

Jia  peanuzayuu NOporpaMMbl y4yeOHOW [UCHUIIMHBI OUOJHMOTEYHBIA GOHJ,
0o6pa3oBaTe/JbHOW OpraHU3alMK JOJDKEH MMeTb I[edyaTHble W/WUJIM 3JEKTPOHHbIE
obpa3zoBaTesibHble U UHGOPMAIMOHHbIE PECYPChl, pEKOMEHAYeMble JIJisl UCII0JIb30BaHUS B
obpa3oBaTeJibHOM Ipolecce. B KadyecTBe OCHOBHOH JIMTEpATypbl 06pa3oBaTesibHas
OpraHU3alYs UCM0JIb3YeT Y4e6GHUKH, yuebHble MOCo6Us, MPeJyCMOTPEeHHbIE B IPUMEpPHOU
OCHOBHOM o6pasoBaTesibHOU nporpamme (I10OI)

OcHOBHbIE UCTOUYHUKU:

1 Bacakos, M.HU. [lesonpousBoAcTBO [[JOKyMeHTalLlMOHHOE OOecrieyeHue ynpaBJeHHUs ]
[Tekct] :yue6nuk/ M.U. Bacakos, 0.W. 3ambilikoBa. - PoctoB H/ /] : ®enukc, 2021. - 375
c. - (CpenHee npodeccuoHalibHOE 0O0pa3oBaHUe).

2 KysHeunon, H.H. JlokyMeHTallUOHHOe obecreyeHWe yIpaBJeHHUS [epPCOHAJIOM :
y4eOHUK U TMNPAKTUKyM [Js cpefHero npodeccuoHalbHOro o6pa3oBaHus /
U. H. Ky3nenos. — MockBa : H3paTenbcTBO Opaur, 2023. — 521c.—
(IIpodeccuonanbHoe ob6pazoBanue). — ISBN978-5-534-04451-5. — Tekct
asniekTpoHHbIX // 3BC KOpaiT [caniT]. — URL: https://urait.ru/bcode /444432

3 KysHenos, 4. H. JlokyMeHTallMOHHOe obeclieyeHHe yrnpaByeHus. JJoKkyMeHTO060poT U
JleJIONPOU3BO/ICTBO : YUEOHUK M NPAKTUKYM JJis cpefHero mnpodeccuoHalbHOTO
o6pasoBanus / U. H. KysHenoB. — 3-e u3p., nepepab. u fon. — Mocksa : U31aTesibcTBO
Opaitt, 2021. — 462 c. — (IlpodeccuoHanbHoe ob6pazoBaHue). — ISBN 978-5-534-
04604-5. — Tekctr : oaaexktpoHHelt // 3BC Wpa#it [cadT]. —
URL: https://urait.ru/bcode/470020

4 JlopoHnuHa, JI. A. JlokyMeHTallMOHHOe oOOecneyeHUe yIOpaBJeHUs : YUYEOHUK U
NpPaKTUKYM JJis cpeAHero mnpodeccuoHalbHOro o6pa3oBaHus / JI. A./lopoHUHa],
B. C. UputukoBa. —  MockBa: MHspatenbctBo  HOpaut, 2021.— 233 c.—
(ITpodeccruonanbHoe o6pa3oBaHue). — ISBN 978-5-534-05783-6. — Tekcrt
anekTpoHHbI# // ABC KOpauT [caiiT]. — URL: https://urait.ru/bcode/473802
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JloTOJIHUTEIbHbIE UCTOYHUKH:

06 wuHdopManuy, HHGOPMAIMOHHBIX TEXHOJIOTUSX M O 3alluTe HHGOOpPMAIUHU
[9nekTpoHHBIM pecypc]: denep. 3akoH  oT 27.07.2006 Ne 149-¢3, pea. ot
23.04.2018 N2102-¢3 - pexum JlocTyna:
http: //www.consultant.ru/document/cons doc law 61798

06 apxuBHOM [iesie B Poccuiickoit @enepanuu [IeKTpOHHBIN pecypc]: ¢enep. 3aKoH
or 22.10.2004 Ne 125-¢3, pea. Ot 28.12.2017 n_435-$3- pexuM [gocTyna:
http: //www.consultant.ru/document/cons doc law 1406

OCT P 7.097 - 2016 YHubuLMpOBaHHasA CHUCTeMa OpPraHU3alMOHHO-
pacnopsiiuTeJbHOM JOKYMeHTalUU. TpeboBaHuUs K 0popMJIeHUI0 JOKyMeHTOB [TekcT].
JlenonpousBOJCTBO U JOKYMEHTOOO60pPOT Ha mnpefnpusatuu [Tekct]: »xypH. /
yupenutesb 000 «busHec - ApceHan». - M.: busnec - Apcenai, 2014 - 2021.

[IOKYMEHT MOZMWUCAH 3MEKTPOHHOW MNOANUCHIO

3aBesytoLWwmin METOANYECKM 6rHeTOM (MSK)
®rboy BO "PrPTY", PIPTY, CasenbeBa Onbra BUKTopoBHa, 16.10.24 13:29 MNpocTas noanucb
3aM. ampektopa PCCK «PIPTY» no YP (MSK)

YTBEPXJEHO ®rboy BO "PrPTY", PIPTY, LUuHapeBa Tamapa AntbibaeBHa, 16.10.24 16:33 MNpocTas nognucb

[vpektop PCCK «PTPTY» (MSK)

Onepatop 540 000 "KomnaHus "TeHzop" ———

noanncAHO ®reoy BO "PrPTY", PIPTY, KaukoBckuii tOpuit BaneHTMHOBWY, 15.10.24 16:48 MNpocTas nognucb
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