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1. Ilesan ocBOEHMSsI AN CIUIIJIMHBI

Gopmuposanue 3uanuii no:

- MOHSTHSIM, LEJIH, 3a]Ja4aM U IPUHLIKIIAM JeJIOPOU3BOJICTBA;

- OCHOBHBIM MOHSTHSAM JTOKYMEHTAIIUOHHOTO 00eCTIeYeH sl YIIPaBICHUS;

- CUCTeMaM JJOKYMEHTALlMOHHOTO 00eCIeUeH s YIIPaBICHHUS;

- KJIacCU(UKALUU JOKYMEHTOB;

- TpeOOBaHUSAM K COCTABICHUIO U 0(DOPMIICHUIO JOKYMEHTOB;

- OpraHu3alil  JOKYMEHTOOOOpoTa: mpHeMmy, o00paboTKe, perucrpauuu,
KOHTPOJTIO, XPAHEHUIO JOKYMEHTOB, HOMEHKJIAType JeI;

- TpeOOBaHUS K  COCTaBIEHUI0O U  O(QOPMIIEHHIO  pPacHOPsAIUTENIbHOM
JIOKYMEHTAI1H;

- TpeOOBaHUS K COCTABICHHUIO U O(POPMIICHHUIO OPTaHU3AIMOHHON TOKYMEHTAIIUH;

- TpeOOBaHUSI K COCTAaBJICHUIO U O(OpMIIEHUIO HH(POPMAIMOHHO-CIPABOYHON
JIOKYMEHTaIUH;

- TpeOOBaHUS K COCTABICHUIO U O()OPMIIEHUIO JOKYMEHTOB 110 INYHOMY COCTaBY;

Gopmuposanue ymenuii no:

- 0hOpPMIICHUIO JTOKYMEHTAllMd B COOTBETCTBUM C HOPMATUBHOM 0a3oM,
UCIOJIb3Ysl MH(POPMALIMOHHBIE TEXHOJIOTHH;

- OCYILECTBJICHUIO AaBTOMATHU3aLUU 00paObOTKHU IOKYMEHTOB,;

- YHU(DUKALUU CUCTEMBI IOKyMEHTAlIUH;

- OCYILIECTBIICHUIO XPAHEHUS U IIOMCKA JOKYMEHTOB;

- OCYILIECTBJICHHIO aBTOMATHU3aLUU 00paObOTKHU IOKYMEHTOB;

- UCIIOJIb30BAHNUIO  TEJICKOMMYHMKALIMOHHBIX ~ TEXHOJIOTMHA B AJIEKTPOHHOM
JIOKYMEHTOO000pOTE;

- 0(pOpPMIICHHIO  PACHOPSIUTENBHON  JOKYMEHTAallMM B  COOTBETCTBUH  C
HOPMAaTHUBHOM 0a30i, B TOM YHCIIe C UCIOJIb30BaHUEM HH(POPMAIIMOHHBIX TEXHOJIOTHA;

- Oo(OpMIICHHIO  OpraHM3allUOHHOM  JIOKyMEHTalluh B  COOTBETCTBUU  C
HOpPMAaTUBHOM 0a30i, B TOM UHCII€ ¢ UCTIOJIb30BaHNEM MH(POPMAIIMOHHBIX TEXHOJIOTHH;

- oopmiIeHHI0O HHPOPMALIMOHHO-CITPABOYHOM JJOKYMEHTAIl[M B COOTBETCTBUH C
HOpPMAaTUBHOM 0a30i, B TOM UHCII€ ¢ UCTIOJIb30BaHNEM MH(POPMAIIMOHHBIX TEXHOJIOTHH;

- 0OpPMIICHHIO JIOKYMEHTALlMH IO JIMYHOMY COCTaBy B COOTBETCTBHU C
HOPMAaTHBHOM 0a30i1, B TOM YHCIIE C UCIIOJIb30BaHNEM HWH(POPMAITMOHHBIX TEXHOJIOTHMA.

2. Mecto aucuunimusl B crpykrype IIICC3
VyeOnas nucuumumbHa OIL.04 «JlokyMeHTalMOHHOE O0OecnedYeHHe YIPABICHUS» SBISETCS
oOmmenpodecCHOHAIBHON JUCITUTIIMHOW MpodeccuoHanbHOTO Iukia B coorBeTcTBUU ¢ PI'OC 1o
crenranbHocTH CITO 38.02.03 «OnepanuoHHast AESITEAbHOCTD B JOTUCTHKE». OCBaMBAaETCA HA BTOPOM
Kypce (3 cemectp).

3. Komnerennun ody4yaromerocsi, (popMupyemMbie B pe3yabTaTe 0CBOCHHUS THCHUTIIHHBI

B pe3ynbraTe 0OCBOCHUS TUCHUIUIMHBI (POPMUPYIOTCS KOMIETEHIINN:



HNnaexc
KOMIIeTEeHIINH

Pacmmmgposka npuodperaemMoil KOMIeTeHIUN

OK 2

Opranu3oBbIBaTh COOCTBEHHYIO JIESTENBHOCTh, BBHIOMPATh THUIIOBBIE METOABI H
CHOCOOBI BHIMOJIHEHUS MPO(EeCCHOHAIBHBIX 33/1a4, OIICHUBATh UX 3(PEeKTUBHOCTH
¥ KQ4eCTBO

OK 4

OcylecTBISATh MOUCK M HCIOJNb30BaHHE WHGOpMAlMU, HEOOXOAUMOM IS
3¢ pexTUBHOrO BBHIMOIHEHUS] MPO(ECCHOHANBHBIX 33/1a4, MPo(heccnoOHalIbHOTO U
JUYHOCTHOTO Pa3BUTHUS

OK 5

Hcmonb3oBarth I/IH(i)OpMaI_[I/IOHHO'KOMMyHI/IKaL[I/IOHHbIe TEXHOJIOTUU B
po(heCcCHOHATTLHOM e TEIbHOCTH

IK 1.1

[IpuarMaTe ydacTHe B pa3pabOTKE CTPATETUYECKUX ©  ONEPATUBHBIX
JIOTUCTUYECKHUX IUJIAHOB HA YpPOBHE MOJpa3fesieHus (y4acTKa) JOTUCTUYECKOU
CHUCTEMBbI C y4YeTOM ILeJiel W 3ajJad opraHu3anuu B 1enoM. Opranu3oBbIBaTh
paboTy RJIEMEHTOB JIOTUCTUYECKON CUCTEMBI

I[IK 1.2

[InanupoBaTb M OpPraHU30BBIBATH JOKYMEHTOOOOPOT B paMKaxX y4yacTKa
JIOTUCTHYECKOW cucreMbl. [IpuHMMars, COpPTHUPOBATH M  CaMOCTOSITEIIBHO
COCTaBJIATh TPEOYEMYIO JOKYMEHTALIUIO

IIK 1.3

OcyuiecTBiATh  BbIOOp  IMOCTAaBIIMKOB, I€PEBO3YMKOB, OINPEAENATh  THUII
IIOCPETHUKOB ¥ KaHAJIbl paclpeielIeHUs

I1IK 1.4

Bnanets MeTO,Z[I/IKOﬁ MMPOCKTUPOBAHUA, OpraHU3allUd W aHaJIu3a Ha YPOBHC
nmoapas3aCJICHUA (y‘IaCTKa) JIOTHCTHYECKOM CHUCTEMBI YIIpaBJICHUA 3allaCaMu U
pacupeacIrTCIbHbIX KaHAJIOB

IIK 1.5

Bnagetrs ocHoBamu OIICPATHBHOI'O INIAHUPOBAHHWA U OpraHHU3allMi MaTCPHUAJIbHBIX
IIOTOKOB Ha ITPOU3BOACTBC

IIK 2.1

VYyacTBOBaTh B pa3padoTKe HHPPACTPYKTYPHI MPOIecca OpraHUu3aui CHa0KEeHUS
U OpraHU3allMOHHON CTPYKTYpbl yIpaBjieHHs CHaOX€HHEM Ha ypOBHE
nonpaszeneHus (y4actka) JOTUCTHYECKONW CHUCTEMBl C y4eTOM ILieled M 3aaay
OpraHu3alu B UEIOM

[IK 2.2

IIpuMeHATH  METONOJIOTHI0  NPOEKTHUPOBAHHS  BHYTPUIIPOM3BOJICTBEHHBIX
JIOTUCTUYECKHUX CUCTEM IIPU PEIICHNUN TPAKTHYECKUX 3a/1a4

I1K 2.3

Hcmons30BaTh PA3IMYIHBIC MOJCTIN U METO/IbI YITPABJICHHA 3allacaMU

I1IK 2.4

OcymiecTBiATh  yIOpaBJI€HUWE  3aKa3aMM,  3alacaMH, TPaHCIOPTUPOBKOM,
CKJIaJIMPOBaHMUEM, I'py301epepabOTKOM, yIIaKOBKOM, cEpBUCOM

IIK 3.1

Brnanets MeTOa0IOTHEN OLIEHKU Sq)(l)eKTI/IBHOCTI/I CI)YHKLII/IOHI/IpOBaHI/ISI OJICMCHTOB
JIOTUCTUYECKONU CUCTEMBI

I1K 3.2

CocTaBniTh MpPOrpaMMy M OCYIIECTBISITh MOHUTOPUHT TMOKa3areneil paboThl Ha
YpOBHE TmoOfpa3ieieHust (ydyacTKa) IJOTUCTHYECKOW CHCTEMBbI (ITOCTABIIHUKOB,
MOCPEAHUKOB, TIEPEBO3UYUKOB U dPPEKTUBHOCTH PAOOTHI CKIAICKOTO XO35SHUCTBA U
KaHAJIOB pacmpeieeHus)

IIK 3.3

PaccunteiBath 1 AHAIIU3UPOBATD JIOTUCTUUCCKUE U3ICPKKHU

I[IK 3.4

HpI/IMerlTB COBPEMCHHBIC JIOTUCTHUYCCKUEC KOHICIIIHUU U ITPUHIUIIBI COKpaIllCHUS
JIOTUCTUYCCKHX PACXOJ0B

IIK 4.1

HpOBO}II/ITB KOHTPOJIb BBIITOJIHCHHUA U OKCIICIUPOBAHUA 3aKa30B




OpranuzoBbIBaTh NPUEM U IPOBEPKY TOBApOB (TapaHTHs IOJYYEHHs 3aKasa,
[IPOBEpKA KadecTBa, IIOATBEPKICHUE TIIOJYYECHMs 3aKa3aHHOIO KOJIUYECTBa,

1K 4.2
oopMIICHHE Ha TOJIYUCHHE M PETHUCTPALHUIO CBHIPhs); KOHTPOIUPOBATH OIUIATY
IIOCTAaBOK
K 4.3 [TonGupate W aHAIM3UPOBATh OCHOBHBIE KPUTEPUU OICHKH PEHTAOEIbHOCTU
’ CUCTEM CKJIaJIUPOBaHUS, TPAHCIOPTHUPOBKH
Onpenensitb KpUTEPUHU ONTUMAIBHOCTH (PYHKIMOHUPOBAHUS TMOJAPA3IEICHUS
IIK 4.4 (ygacTka) JOTHCTHYECKOW CHCTEMBI C y4eTOM IIeJed W 3a1ad OpraHu3allud B

LEIOM

B PE3yJIbTaTC OCBOCHHA JUCHHUITINHBI O6y‘IaIOHlHI>'IC${ JOJIDKCH 3HATb:

ACIL,

MIOHATHUE, LEJIU, 33/1a4M U IPUHIMIIBI JEJIONPOU3BOICTBA;

OCHOBHBIE MOHATHSA JOKYMEHTAIIHOHHOTO 00ECTICYECHHUS YyIIPABICHHS,;

CHCTEMBI JJOKYMEHTAIIHOHHOT'O O0ECTICYeHHUs yIIPaBICHHS,;

KJ1acCU(UKALUIO TOKYMEHTOB;

TpeOOBaHMUS K COCTABICHUIO 1 O(OPMIICHHIO IOKYMEHTOB;

OpTaHU3aIHIo0 TOKyMEHTOO00O0pOTA!

npueM, o0paboTKy, PerucTpalfio, KOHTPOJIb, XpaHEHUE AOKYMEHTOB, HOMEHKIATYpy

B pe3ynbrate 0cBOSHUS NUCHUIUIMHBI O0yYaIONIHICS TOMKEH YMeTh:
opopMIIATE JOKYMEHTAIIMI0 B COOTBETCTBUM C HOPMATHBHON 0a30l, HCIONB3Ys

MH(POPMAIMOHHBIE TEXHOJIOTHH;

OCYHICCTBJIATL aBTOMATHU3ALIUTO O6pa6OTKI/I HOKYMCHTOB;,

YHI/I(bI/II_II/IpOBaTB CUCTCMbI NOKYMCHTALIUU;

OCYHICCTBJIATh XPpAHCHUC U ITIOUCK JOKYMCHTOB,

OCYHICCTBJIATL aBTOMATHU3ALIUTO O6pa6OTKI/I HOKYMCHTOB;,

HCIIOJIB30BaTh TCJIICKOMMYHHKAIIUOHHBIC TECXHOJIOTHH B SJICKTPOHHOM

JTOKYMEHT0000pOTE;

4. CTpyKTYypa M coJep:KaHue TUCHUILIMHBI
4.1. O61masi TPy10eMKOCTh TUCHUILINHBI B yacax OOrias
TPYAOEMKOCTh AUCLUILIIMHBI COCTaBIsAEeT 51 yacos.

dopma NPOMEKYTOYHOM arTecTalMM IO AUCHUIUIMHE: AuddepeHupoBaHHbI 3aueT B 3

ceMecTpe.
Bunbl u yacel ayTuTOpHOU
a0O0TBI, UX TPYJTOEMKOCTD
P ’ Py CaMocTosTe Tekymue
Pa3nensl ¥ TeMBI (B wacax)
= JbHas bopmbl
JTUCIUITIINHEBI O [TpakTuuec| JlJaboparo
S |leknu pabota KOHTPOJISI
> KHe pHbIE
5
© 3aHATUS | pabOThI
Tema | OcHOBHEBIE
1 MIOI0KEHUSI
JOKYMEHTAIMOHH | 3 6 4 0 4 CooOrienus
oro obecreueHus
yIpaBIeHUS




Tema | Cucremsl CooOmeHus
2 JOKYMEHTaIMOHH TectupoBanu
oro obecrieueHust | 3 6 2 4 el
YIIPaBICHUS U UX KontponbHas
aBTOMAaTHU3al Ul pabora 1
Tema | Knaccuduxanms
3 OKYMEHTOB.
I[Tpezl\(/)llsam/m K Coobmierns
3 6 2 4 Kontposbhas
COCTABJICHUIO U
pabora 2
0hOpMIICHHUIO
JIOKYMEHTOB
Tema | Opranuzamus CooOrmieHus
4 paboThI ¢ 3 6 2 3 Konrponbnas
JIOKyMEHTaMH pabora 3
Bcezo no oucyunaune | 51 | 24 10 17




4.2. Cogepxxanue TUCUUIIMHBI

HaumenoBanme paszaesioB | CoaepkaHue y4eOHOro MaTepualia, JJabopartopHubie padoThl U NpakTHYeckue 3ausatus, | O0bem yacoB YpoBeHb
U TeM caMoCTOsITe/IbHAsI padoTa 00y4aroIMXcs (1ex/ 0CBOEHMS
NMPAaKT/caMmocT)
1 2 3 4
Tema 1. OcHOBHBIE Coaep:xxanue yueOHOTro MaTepHaJia 12
MOJI0KEHUSI (6/2/4)
AOKYMEHTAIlHOHHOI0 1 Uenwu, 3a1a4ul TOKyMEHTAMOHHOTO 00eCIIeYeH s YIIPaBICHU 2 1
obecrieyeHus! yNpaBJIeHus | 2 [[puHIMIIBI JIOKYMEHTAI[MOHHOTO O0eCTIeueHus yIpaBIeHUS 4
IIpakTH4eckue 3aHATHSA 2
1 Uenu, 3a1a4u ¥ MPUHIIMIIBI JOKYMEHTALIMOHHOTO 00eCIIeYeH sl yIIpaBIeHuUs 2
CamocrosiTe/ibHasi padoTa 00y4yaonierocs 4 3
1 [ToaroroBka MOKIAIOB MO TEME IIENH, 33]]a41 U TIPUHLIUIIBI TOKYMEHTAIIHOHHOTO
oOecrnieueHus ypaBICHUSI»:
I'maawuii E. B. JlokymeHnTannonHoe obecnieueHue ynpasieHus : yaeoHoe nocodue / E. B.
['maawuii. — Mocksa : U] PUOP, HULL UH®PA-M, 2016. — 249 c. — (IlpodeccuonansHoe
oOpasoBanue). — ISBN 978-5-369-01042-6. — URL:
https://new.znanium.com/catalog/product/468335 (mara o6parenus: 10.02.2020). — Tekcr :
3NIEKTPOHHBIN.CTp. 11-25
Tema 2. Cucremsl Copnepxanue yueOHOro MmaTrepuasa 16
JTOKYMEHTAIINOHHOT O (6/4/6)
obecnevyenus ynpasJjenus | 1 CucteMbl JOKyMEHTAIIHOHHOTO 0OeCTIeYeH sl yIIPaBICHUS 4 1
U UX aBTOMaTHU3ALUS 2 ABTOMAaTH3aIUs CUCTEM JOKYMEHTAIMOHHOTO 00ECIeUYeHHsl yIIpaBIeHUsS 2
IIpakTnyeckue 3aHATHS 4 2
1 CucreMbl TOKyMEHTAlIMOHHOTO 00eCIIeYeH sl YIIpaBIICHUS
CamocrosiTe/ibHasi padoTa 00y4alonierocs 6 3

1 TToaroroBka coobmmennii mo TeMe «CrucTeMbl TOKYMEHTAIIHOHHOTO 00ECTICUeHUSI
YIPaBICHUS»:

I'maguit E. B. JlokymeHTanmoHHOoe obecrieueHue ympasieHus : yueOHoe mocobue / E. B.
['maawii. — Mocksa : UL PUOP, HUL] UH®PA-M, 2016. — 249 c. — (IIpodeccuonanbuoe
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oOpasoBaHmue). — ISBN 978-5-369-01042-6. — URL
https://new.znanium.com/catalog/product/468335 (nara oOpaieHus:
10.02.2020). — TekcT : 3IeKTPOHHBIH, CTp. 26-42

Tema 3. Kinaccnpuxanus
noKymMeHToB. TpeboBanus
K COCTABJICHHUIO U
odopmiieHHI0
AOKYMEHTOB

Conep:kanue y4eOHOT0 MaTepuaJia

24
(10/6/8)

1 Knaccudukanus TOKyMEHTOB 10 Pa3JIUYHbIM
npu3HakaM 2 TpeGoBaHUS K COCTABICHHUIO U
0(OPMIICHUIO TOKYMEHTOB:

- TpeOOBaHUS K COCTABIICHUIO U O(DOPMIICHUIO PACTIOPSIUTEIHPHON JTOKYMEHTAIIHH;

- TpeOOBaHUs K COCTABIECHUIO U O(DOPMIICHUIO OPTraHU3AIMIOHHOM IOKYMEHTALIUN;

-TpeOOBaHUS K COCTaBICHUI0O © O(opMmIeHUIO HH(DOPMAIMOHHO-CITPABOYHOM
JIOKYMEHTAIUH;

-TpeOOBaHUs K COCTABICHUIO U OPOPMIICHHIO JOKYMEHTOB I10 JINYHOMY COCTaBY

IIpakTHYeckue 3aHATHA
1 Knaccudukanus J0KyMEHTOB MO Pa3InYHbIM ITPU3HAKaM
2 TpeboBaHUs K COCTABICHUIO U OOPMIICHUIO JOKYMEHTOB!

- O(QOpPMIIEHHIO  PACIIOPSIUTENBHON  JOKYMEHTAallMd B  COOTBETCTBUU  C
HOPMAaTUBHOM 0a30i, B TOM 4HCJIIe C UCIIOJIb30BaHNEM HH(POPMAIIMOHHBIX TEXHOJIOTHA;

- oopMieHHI0O  OpraHM3allMOHHOM  JIOKYMEHTAallud B  COOTBETCTBUM  C
HOPMAaTUBHOM 0a30i, B TOM 4HCJIIe C UCIIOJIb30BaHNEM HH(POPMAIIMOHHBIX TEXHOJIOTHA;

- oopmieHn0 MHPOPMALTMOHHO-CIIPABOYHON JOKYMEHTAllUU B COOTBETCTBUU C
HOpMaTUBHOM 0a30ii, B TOM YHCJIE€ C HUCIOJb30BaHHWEM HH(POPMAIMOHHBIX TEXHOJOTHIA;
0(QOPMIIEHHIO JOKYMEHTAIMH 0 JINYHOMY COCTaBy B COOTBETCTBUU C HOPMAaTUBHOMN 0azoil, B
TOM YHCJIE C UCOIb30BaHUEM HH(POPMAIIMOHHBIX TEXHOJIOTUI



https://new.znanium.com/catalog/product/468335
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CamocrtosiTeibHas padoTa o0yuyaromerocs

1 IMoxroroBka coobmenuii o Teme «Kaccudukanus JOKYMEHTOB IO pa3InYHBIM
IpU3HAKAM»:

['youna O. B. Ananu3 ¢puHaHCOBO-X035ICTBeHHOM AeaTenbHOCTH : yueOHuk / O. B. ['yOuna,
B.E.

['yOun. — 2-e u3z., nepepad. u gom. — Mocksa : ®OPYM : UHOPA-M, 2021. — 335 c. —
(Cpennee mnpodeccuonanpHoe obOpaszoBanue). — ISBN 978-5-8199-0710-8. — URL
https://znanium.com/catalog/product/1079336 (zarta oopamierus: 16.10.2020). — Tekcer :
3JICKTPOHHBIN, CTp. 43-55

Tema 4. Opranunzanus
padoThI ¢ JIOKYMEHTAMH

Conep:xanue yueOHOro MaTepuaJia 24
(22/517)

1 Cny:x0a TOKyMEHTAllMOHHOTO 00eCIIeYeH sl YIIpaBIIeHUs

2 OpraHu3aiys ONepaTuBHOTO XpaHEHUS JTOKYMCHTOB

IIpakTHyeckue 3aHATHS

1 Cnyx06a TOKYMEHTAaIIMOHHOT'O 00EeCTICUeHUSI 2

ynpasierus 2 OpraHu3aius OnepaTuBHOTO XPAHCHUS 3

JIOKYMEHTOB

CamocrosiTeibHas padora o0y4yaromerocs

1 IToaroroBka cooOmeHnii Mo Teme «OpraHu3anys CIryK0 JOKyMEHTAIIHOHHOTO 00ecTIeYeH s
YIPaBIICHUS .

['youna O. B. AHanu3 puHaHCOBO-X034MCTBEHHOM AesTenbHoCcTH : yueOHuK / O. B. I'yOuHa,
B. E. I'ybuH. — 2-e u3z., nepepad. u gon. — Mocksa : ®OPYM : UHOPA-M, 2021. - 335 c. —
(Cpemnee mnpodeccuonanpHoe oOpa3oBanue). — ISBN 978-5-8199-0710-8. — URL
https://znanium.com/catalog/product/1079336 (nata obpamenus: 16.10.2020). — Tekcr :
AIIEKTPOHHBIH, cTp. 140-201

2 [loxroroBka coobuieHuii mo teme «Opranu3aus OnepaTUBHOIO XPAHEHHS TOKYMEHTOBY:
['youna O. B. Ananu3 ¢puHaHCOBO-X035ICTBEHHON AeaTenbHOCTH : yueOHuk / O. B. ['yOuHa,
B.E.

['youn. — 2-e u3n., nepepad. u mom. — MockBa : ®OPYM : UH®PA-M, 2021. — 335 c. —
(Cpennee mnpodeccronanpHoe obpasoBanme). — ISBN 978-5-8199-0710-8. — URL
https://znanium.com/catalog/product/1079336 (mata oopamierus: 16.10.2020). — Teker :
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3JIEKTPOHHBIN
ctp. 202-214

Bcero

51




4.3. CTpyKTYypa U coiep:KaHHe CAMOCTOSATE/IbHONH padoThl CTY1EHTOB

TpynoemkocTs Dopmel
Paznen B . (B 4acax) KOHTPOJIA
e —— HJIBI CAMOCTOSITEIIEHON paOOThI AMOCTOS T HOI
paboThI
1 2 3 4 5
Tema| OcHOBHBIC [ToaroroBka JOKIJIaJ OB 110 TEME «IIEJH,
1 [IOJIOKEHHS | 32/1a4¥l ¥ IPUHITUIIBI JOKYMEHTAIIHOHHOTO
JTOKYMEHTALH obecrieuenus ynpasiaeHus»: [ naamii E. B.
OHHOTI'O JlokyMeHTanmoHHOe o0ecrieueHne
obecreyenus | YIpaBieHus : yueOnoe nmocobue /
ynpasienus | E. B. I'magmii. — Mocksa : UL PUOP, HHLL 4 CoGecenosanue
NHOPA-M, 2016. —249 c. —
(ITpodheccuonansuoe oopazoBanue). — ISBN
978-5-369-01042-6. — URL:
https://new.znanium.com/catalog/product/4683
35 (mara obpamenus: 10.02.2020). — Tekcr :
ANIEeKTpOHHBIN.CcTp. 11-25
Tema| CucteMsl IToaroroska cooOmmenunii mo teme «CucTeMBbl
2 JOKYMEHTAIM | TOKyMEHTallMOHHOT'O 00eCreYeHUs
OHHOT'O YIIPaBJICHUS»:
obecnieuenus | I'manuii E. B. JlokymeHTanmonHoe
ynpasneHus | 00eCIieueHHre ynpaBieHus : yaeOHoe mocodue
1 uX /
aBromaruzar | E. B. 'maguit. — Mocksa : UL PUOP, HUL] 4 CobecenoBanue
us NHO®PA-M, 2016. —249 c. —
(ITpoeccronansnoe oOpazoBanue). — ISBN
978-5-369-01042-6. — URL :
https://new.znanium.com/catalog/product/4683
35 (mara obpamenus: 10.02.2020). — Teker :
AIIEKTPOHHBIN, CcTp. 26-42
Tema| Knaccuguka | [ToaroroBka cooOrieHuii mo reme
3 s «Knaccuduxamus 10KyMEHTOB IO pa3IM4HbIM
AOKYMCHTOB. | ppzmakam»:
TpeGoanms | g0 0. B. Anams
K (MHAHCOBOXO3SIIICTBEHHOH 1EATEIbHOCTH :
COCTABNEHUIO | yyoGuyy / O,
" B. I'youna, B. E. I'yOun. — 2-e u3n., nepepao.
Zg’gx ;{ef;m u zio11. — Mocksa : ®OPYM : HTHOPA-M, 4 Cobecenonanue
2021. — 335 ¢. — (Cpennee mpohecCHOHATBEHOE
obpaszoBanue). — ISBN 978-5-8199-0710-8. —
URL:
https://znanium.com/catalog/product/1079336
(mata obpamenus: 16.10.2020). — Teker :
AIIEKTPOHHBIH, cTp. 43-55
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https://new.znanium.com/catalog/product/468335
https://znanium.com/catalog/product/1079336
https://znanium.com/catalog/product/1079336

Tema| Opranuzanus| 1 [TogroroBka cooOIeHMI MO TEME

4 paloThI ¢ «Opraamu3anus ciyx0 T0KyMEHTallHOHHOTO
AOKYMEHTAM | oGecrieueHus ynpasieHus»: ['youna O. B.
u Ananu3 (puHAHCOBOXO35IICTBEHHON

nesitenbHOCTH : yueOHuk / O. B. I'youna, B.
E. I'yOun. — 2-e u3z., nepepad. u
morr. — Mocksa : ®DOPYM : UHOPA-M, 2021.
— 335 c¢. — (Cpenuee npodeccruoHaibHOe
oOpazoBanue). — ISBN 978-5-8199-0710-8. —
URL :
https://znanium.com/catalog/product/1079336
(mara oopamenus: 16.10.2020). — Tekcr :
PIIEKTPOHHBIN, cTp. 140-201
2 IToaroToBka cOOOIIEHUI 11O TEME
«Opraau3aiys onepaTuBHOTO XpPaHEHUS
ITOKYMECHTOBY:
['youna O. B. Ananus
(hUHAHCOBOXO3SIICTBEHHOM JIEATEILHOCTH :
yaebnuk / O.

3 CobecenoBanue

B. ['youna, B. E. ['y6un. — 2-e u3z., nepepab. u
morr. — Mocksa : ®DOPYM : UHOPA-M, 2021.
— 335 c. — (Cpennee npodeccroHaibHOe
oOpaszoBanue). — ISBN 978-5-8199-0710-8. —
URL:
https://znanium.com/catalog/product/1079336
(mara oopamenus: 16.10.2020). — Tekcr :
BIEKTPOHHBIN

cTp. 202-214

Bcezo no oucyunnune 17

5. O6pa3oBaTe/ibHbIE TEXHOJIOTHH

OcBoeHME TUCHUIUIMHBI «J[OKyMEHTallMOHHOE O0ecleueHre YIpPaBJICHUS» MpeAroaaraet
UCIIOJIb30BaHNE KaK TPAJAMLIMOHHBIX (JIEKLIMH, TNPAKTUYECKWE 3aHATHA C HCIHOJIb30BaHUEM
METOJUYECKMX MaTepuajoB), TaK M HMHHOBAIMOHHBIX 0Opa30BaTENbHBIX TEXHOJOTHH C
UCIIOJIb30BaHUEM B Y4eOHOM Ipoliecce aKTUBHBIX M MHTEPAKTUBHBIX (JOPM IPOBENCHUS 3aHATHM:
BBIMIOJIHEHHUE psiJia MPAKTUYECKUX 33JaHUN C MCHOJB30BaHUEM MPO(ECCHOHATBHBIX MPOrPaMMHBIX
CPEICTB CO3/IaHMS U BEACHUS DJJIEKTPOHHBIX 0a3 JaHHBIX; MYJIbTUMEIUWHBIX IPOrpamwm,
BKJIFOUYAIOLIUX MOJIOTOBKY U BBICTYIUIEHUS CTYAEHTOB HAa CEMUHAPCKUX 3aHATUAX ¢ (OTO-, ayIuo-
U BUJEOMaTepHallaMd [0 NPEUIOKEHHOW TeMaTuKe. BbimonHeHwe 3agaHuii  Tpedyer
UCIIONIb30BAaHUSI HE TOJIbKO Y4YeOHHMKOB M 1OCOOMH, HO M HMH(pOpMAIUH, coepaliencs B
HurepHere.

Ha nexkuusx u mpakTHYeCKUX 3aHATUSAX UCIIOJIb3YIOTCA: -

MH(GOPMAIMOHHAS U NIPE3CHTALMOHHAS JICKIHS;

- Oecenbl U TUCKYCCHH.
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3aHsATHS, MPOBOJAUMbIE B AKTUBHOW M HHTEPAKTUBHOM dopmax

Howmep HaunmenoBanue Tembl dopma mpoBEACHUS O6bem B
TEMBI 3aHSATUS yacax
Tema 1 OcHOBHBIE TIOJIOKEHUsI  JOoKymMeHTarmoHHoro | CobecenoBaHue 2
oOecrnieueHus yrnpaBIeHUS
Tema 2 Cucrembl JOKyMeHTaMoHHOTO obecneuenust | CobecenoBaHue 2
yIpaBiIeHUS U UX aBTOMaTH3aIUs
Tema 3 Knaccudukanus nokymentos. TpeboBaHUS K CobecenoBanue 2
COCTaBIICHUIO ¥ 0O(hOPMIICHUIO TOKYMEHTOB
Tema 4 Opranu3anus padoThl C TOKYMEHTaMH CobecenoBanue 2
Bcero mo nucruruiiae 8

6. OIIeHO‘leIe Cpeacrea AJid TEKYIIEro KOHTPOJIA yCIIeBaeMoOCTH, l'lpOMQ)KyTO‘lHOifI
aTTeCTAallui 110 UTOIraM OCBOCHUSA TUCHUIIJIMHBI

6.1 OueHovHbIe cpeACTBa AJISl TEKYLIero KOHTPOJIA yCIeBaeMOCTH

Tect 1 (OK-2, OK-4, OK-5, TIK 1.1, IIK 1.2, IIK 1.3, [IK 1.4, IIK 1.5, , IIK 2.1, IIK 2.2,
MK 2.3, 11K 2.4, 1K 3.1 11K 3.2 , IIK 3.3, IIK 3.4, 1IK 4.1, [IK 4.2, [1K 4.3, [IK 4.4)
ITIpumep BompocoB TecTa:

1) Yro o01iero y npeTeH3nOHHOTO MMChbMa M HCKOBOTO 3asBJICHHSL:
1. Kommnencauusi HaHeceHHOro yiiepoa
2. Anpecar
3. OtBeT4HK
4. TpeOGoBaHHE BEpPHYTH JEHBIH.
2) Yem mpuKa3 OTIHYACTCS OT PACIIOPSKCHUS:
1. 3onHoii BIUSHUS
2. OTBETCTBEHHOCTHIO
3. Cpokamu HCIIOTHCHUS
4. Cr0BO «IIPHUKA3BIBAI0» 3aMEHSETCS CIIOBOM «IIpEJIararoy.
3) TI'nme craBuTCs rpud COrIACOBAHUS M YTBEPIKICHHS:
1. B mpaBoM BepxHeM yrity 2. B 1eBoM BepxHeM yriry
3. Bauzy nokymenra.

Kourpoasnas padora 1 (OK-2, OK-4, OK-5, IIK 1.1, IIK 1.2, IIK 1.3, 1K 1.4, IIK 1.5, [1K
21, 11IK2.2, 1IK2.3, 1IK24,TIK 3.1 [IK 3.2 ,TIK 3.3, 11K 3.4, 11K 4.1, [1K 4.2, 11K 4.3, [1IK 4.4)
ITpumep 3aganuii:

1. OcHoBHBIE CBOMCTBA U MPU3HAKU JTOKYMEHTA.

2. Knaccugwukaus JOKYMEHTOB O pa3iIMYHBIM Npu3HakaMm. Hambonee yrmoTpeOHuTenbHbIE
BUJIBI KITACCU(PUKAIMA.

Knaccugukarus 10KyMEeHTOB IO XapakTepy HHPOPMALMOHHBIX CBSI3€H MpenpUsTusl.
Knaccudukanus ynpaBieHU€CKUX JOKYMEHTOB MO (PYHKIIMOHAIBHOMY Ha3HAYEHUIO.
Knaccudukanus J0KyMEHTOB 110 COAEP>KaHUIO.

©o 0k w

Knaccudukanus J0KyMEHTOB 110 TUITY HOCUTENEH.




7. OCHOBHBIE HANPaBJICHUS COBEPLICHCTBOBAHUS PAOOTHI C TOKYMEHTAMH.

8. VYuuduumpoBaHHas bopma nokymeHTta. @opmynsip  JOKyMEHTA.
PernamenTanus 1e100pOU3BOACTBA.

9. Vuudukauus u craHAapTU3ALUSA TOKYMEHTOB.

10. 3akoHOnaTeNpHBIC U IPABOBBIC aKTaM B cepe HHPOPMALUH U IOKYMEHTAIINH.

Kourpoasnas padora 2 (OK-2, OK-4, OK-5, IIK 1.1, IIK 1.2, IIK 1.3, 1K 1.4, IIK 1.5, [1K
2.1, IK 2.2, TIK 2.3, 1K 2.4, 11K 3.1 TIK 3.2, IIK 3.3, IIK 3.4, IIK 4.1, IIK 4.2, [IK 4.3, IIK
4.4) llpumep 3anannii
1) Kakue pa3HOBHIHOCTH CIY»KEOHBIX IMHCEM BBl 3HACTE:
[Ipurnamenue
Hanomunanue
[To3apasnenue
Ortka3
CooOmienne
[Ipenynpexnenue
[Iperen3us
biaromapHocTh

©CoNOO R~ WD E

. IloaTBepxknenue

10. Vrposa

2) Uem oTyIM9aeTCs CIy)KeOHOE MUCHMO OT JOKJIaTHOMN 3aIUCKH:
1. OO6nemom

2. Ilpeana3znaueHueM

3. Anpecarom

4. ConepxxaHuem

3) Kakue 10KyMEHTBI 110 JIMYHOMY COCTaBY MOKHO BBIJICIIHUTS:
1. Ilpuka3 06 yBoJbHEHUU

2. Pacnopspkenue o nmpoBeeHUN CyOOOTHUKA

3. Tlpuka3 00 yBenuueHUU HaT0aBKH

4. AKT 0 mpuemKe ToBapa

5. Haxknamnas

4) Kakue BUIBI TPOTOKOJIA CYIIECTBYIOT:

1. CoxkpamieHHBIN

2. PasBepHyThIit

3. Tlonnsrit

4. Kparkuil.

5) Yto 00111ero y mpeTeH3nOHHOTO MUChMa W HCKOBOTO 3asiBIICHUS:
1. KowmmeHcanust HaHECEHHOTO yIepoa

2. Anpecar

3. OrtBerunk

4. TpeboBaHue BepHYTh ACHBIU.

6) Uem npukas oTJIMYaCTCs OT PACHIOPSHKCHUS:

1. 3oHoi BAUSHUSL

2. OTBETCTBEHHOCTHIO



3. Cpokamu UCTIOTHEHUS

4. CnoBO «IIpUKa3bIBAIOY 3aMEHSETCS CIIOBOM IIPEJIararo.
7) I'ne craBuTCs rpud) COrNIACOBAHUS M YTBEPIKICHHMS:

1. B mpaBom BepxHeM yriy 2.

B nieBom BepxHeM yriny

1. BHusy nokymeHra.

Kourpoasnas padora 3 (OK-2, OK-4, OK-5, IIK 1.1, IIK 1.2, IIK 1.3, [1K 1.4, IIK 1.5, IIK 2.1,
K 2.2, 11K 2.3, 1K 2.4, 1K 3.1 11K 3.2, [1K 3.3, IIK 3.4, TIK 4.1, IIK 4.2, IIK 4.3, IIK 4.4)
IMpumep 3axanuii
1) Ha kaxkue MOTOKHU JEIUTCS JTOKYMEHTOOOOPOT:
1. Bxogsmue
2. Hcxopsiue
3. Baemnue
4. BuyrtpeHHue
2) T'nme perucTpupyroTCst JOKYMEHTHI:
1. B cnenuanbsHOM 00IIEM KypHae
2. B xypHasie BXOIAIINX JOKYMEHTOB
3. B xypHasie ucxomsmux 10KyMEHTOB.
3) CkoJyibKO HEOOXOJMMO XPAHUTh TOKYMEHTHI Ha MPESINPUATHH:

1. 3rona
2. 5ner
3. 70 sner.

4. 'V kaxa0ro BUaa JOKYMEHTa CBOU CPOKH.
4) Jlns gero HEOOXOAUM KOHTPOJIb UCTIOJTHEHHUS IOKYMEHTOB:
1. JInst Ka4eCTBEHHOTO UCTIOTHEHUS
2. Jlns HakaszaHwWsl, B CIydae Heyaadu
3. i OTYETHOCTH
4. Jlns mopsiika
5) Tlouemy XpaHSAT JOKYMEHTBI JTTUTEILHOE BPEMS:
1. Jlnst BOCCTaHOBIICHUS COOBITHIA
2. Jlns ucnoiib30BaHuUs IIEHHOTO OMbITa
3. Ha mamsts o moasx
4. ]Jlnst moKa3aTenbCTB B CYIE.

6.2 OueHo4HbIe cpeaCcTBa JAJIsl MIPOMEKYTOYHOM ATTECTAIMY 110 UTOTaM OCBOCHUS
TACHHUILINHBI

3ananus Kk nuddepeHIUPOBAHHOMY 3a4eTy
(OK-2, OK-4, OK-5, IIK 1.1, TIK 1.2, I1K 1.3, IIK 1.4, IIK 1.5, IIK 2.1, TIK 2.2, IIK 2.3, TIK
24, 1IK3.1TIK 3.2, 11K 3.3, TIK 3.4, 11K 4.1, 11K 4.2, [IK 4.3, [1K 4.4).
1. CoctaBuTth U 0(OPMHUTH NMPHUKA3 IO OCHOBHOW NEATEIHHOCTH 00 HTOrax paboThl C
nokymeHtamu B 2017 romy ITAO «Mup». B KoHcTaTupyromeil 4acTM YKaKHUTE€ Ha HHU3KYIO
TpeOOBaTENBHOCTh PYKOBOJAUTENEH MOJpa3/ieleHuii K KayecTBY IOJArOTOBKHM JIOKYMEHTOB U



KOHTPOJISI UX MCIOJIHEHMs. B pacnopsaurenbHoOl dacTé oOpaTuTe BHUMaHHME PYKOBOAWUTENIEH Ha
HOBBIIIEHUE TPeOOBATEIbHOCTH K PAOOTHUKAM B 4acTH pabOThl ¢ JOoKyMeHTamu. JlaliTe 3agaHue
paboTHHKY, OTBEUAIOIIEMY 3a JeJIONPOU3BOCTBO, HA pa3pabOTKy Mep IO YIYYIIECHHIO 3TOU pabOoThI

2. CoctaBuTh U OGOPMUTH PACHOPSDKEHUE. YKAKUTE, YTO B CBSI3U C MPEACTOSIUMHU
CTPYKTYPHBIMH H3MEHEHMSMHU JAUPEKTOP OOA3bIBACT IPOBECTH MPOBEPKY IUTATHO-(UHAHCOBOU
JUCLUIUIMHBL. YKa)KUTE OTBETCTBEHHOIO W CPOK BBIIOJHEHUS, KOHTPOJIb 32 BBINOJIHEHHEM
pacropsKeHUsl BO3JIOKUTE Ha 3aMeCTUTeNs Iupekropa. [lpyrue naHHbIE B TEKCT€ M PEKBU3UTHI
YKaXXHUTE CAMOCTOSITEIILHO

3. CocTaBUTh 1 OPOPMUTH aKT O PEBU3UU Kacchl. B TekcTe ykakure, 4TO B pe3yJsbTaTe
peBU3MM OBIJIO YCTAHOBJIEHO, YTO OCTaTOK JIEHEI B Kacce COIVIACHO JAAHHBIM OyXraJTepCcKOro ydera
coctaBui 3 521 000 py6., HerocTauM HAIMYHBIX JICHET 110 BUHE Kaccupa He 0OHApYKEHO

4. CoctaBuTh M OQOPMHUTH pEKJIAMHOE MHUCBMO O IMPOAAXKE YACTHBIM JHMLIAM MU
rOCyJapCTBEHHBIM MPEAIPUATHAM NEPCOHANIBHBIX KOMIIBIOTEPOB I10 JOTOBOPHOW CTOMMOCTH M O
BO3MO>XHOCTH IIPUHUMATh 3aKa3bl HA COCTABIIEHUE IIPOrpPaMM

S. CoctaBuTh M O(QOPMUTH HUCHMO-NPOCHOY HadaJdbHMKA IJIAHOBO-3KOHOMHUYECKOTO
ynpasinenuss IIAO «Penykrop» B ajgpec aumpektopa MWHCTHTyTa 53KOHOMMKM C HpOChOOMH
PEKOMEH/10BaTh CHEIMAIMCTOB U3 YKCia BBITYCKHUKOB 3a0YHOTO OTJIEJIEHUS MHCTUTYTA MOCIETHUX
JIeT, UMEIOIIUX OMbIT Pa0OThl B 00JaCTH SKOHOMUKHU NPOMBIIUIEHHBIX TPEANPUATHHA, HAa TOJDKHOCTU
9KOHOMUCTOB yIpaBjieHUsA. B mucbMe ObUIO BbICKa3aHO MOXEJaHHE NPETEH/IEHTaM Ha BaKaHTHBIE
JIOJDKHOCTH TIOATOTOBUTH PE3IOME M IPUCHATh UX MO (akcy B ajpec yNpaBieHUs, a Takxke, IO
BO3MOXXHOCTH, IPEJICTaBUTh PEKOMEHJATENIbHbIE IMUChbMa C IMOCIEIHUX MecT padboThl. OcTajbHbIE
JTAaHHbIE YKa)KUTE CAMOCTOSITEIbHO

6. CocrtaButh 1 oopmuth npukaz AO «Toproseiii 1oM «MepKypuii» O JIMKBUAALUH
marazuHa «TpuxoTaxk». Mara3suH JMKBUAMPYETCSI B CBSI3U C HEPEHTAOCIBHOCTBIO U B LEIAX
CoKpaleHus: pacxoqoB. [Ipuka3oM JIMKBUIMPOBAH MarasuH; cO3/laHa JIMKBUJALMOHHAs KOMHCCHUS,
cocrosimas U3 3amecturens reHepanpHoro aupektopa AO «Toproseiii gom  «Mepkypuii»
(mpeacenaTeslb KOMUCCUM), IUpEKTOopa MarasuHa «TpuKOTax» W HadyaJbHUKAa SKOHOMHYECKOTO
otnena AO; gaHbl MOPYy4YEHUS MPECENaTEN0 IUKBUIAIIMOHHON KOMUCCUH 110 CPOKY MPEACTABICHUS
aKTa JIMKBUJALMOHHOW KOMMCCHHU, 3aMECTUTEII0 TE€HEPAaJbHOrO0 IUPEKTOpAa IO 3KOHOMHUKE IO
BHECEHHUIO MPEIOKEHUH 0 JabHEHIIeM HCII0JIb30BaHUH 0CBOOOKIAIOIIErOCs ITOMEILEHHS
7. CocraButh U OGOPMHUTH pACTIOPSIKEHUE. YKAXUTE, UYTO B CBA3HM C MPEICTOSIIUMHI
CTPYKTYpPHBIMH H3MEHEHHUSIMH JHUPEKTOpP OOsA3bIBAET MPOBECTH MPOBEPKY IITATHO-(PMHAHCOBOM
JUCLUIUIMHBL. YKaXUT€ OTBETCTBEHHOTO M CpPOK BBINOJHEHHS, KOHTPOJb 3a BBIIOJHEHUEM
pacnopsKeHHs] BO3JIOKHUTE Ha 3aM. AMpekTopa. Jlpyrue naHHbIE B TEKCT€ M PEKBU3UTHI YKAKUTE
CaMOCTOSITEIILHO
8. CocraButh M O(GOPMUTH aKT TPOBEPKH (UHAHCOBO-XO3SWCTBEHHON EATETHHOCTH BaIIeTo
npeanpustusi. OcHoBanueM siBisieTcst npuka3 gupekropa oT 00.00.0000 Ne 21 «O cozmanum
KOMUCCHUM 1O TpoBepKe (HMHAHCOBO-XO3SMCTBEHHOM jesTtenbHOCTH» (CocTaB  KOMHCCHUU:
npejaceaareab — 3aM. JUPEKTOpa; YJIeHbl KOMUCCHUHU: 3aM. IJIaBHOTO Oyxrajirtepa, HHXKEHep-
SKOHOMMCT, OyXxranTep-peBu3op. B pe3ynbTaTe npoBepku ObIJIO YCTAHOBJIEHO HApyIIEHHUE B CUCTEME
yuyeTa 000py10BaHUs
9 CocraButh 1 0OpMUTH NMUCHMO HavalbHHKA oTnaena pexnambl [TAO «Otamon» B aapec
YHUTAPHOTO MYHHUIIUIAIBHOTO MPEANpUATUs «3eJIeHbIi 00p» O TOMOJHUTENIbHOM (UHAHCUPOBAHUU
3aka3za Ne 24 Ha U3rOTOBJIEHHE PEKJIAMHBIX MTPOCIEKTOB B CBSI3U C POCTOM II€H Ha mojurpaduyeckue
yCIIyTH BO BTOPOM KBapTajie TeKYyIIero roja U M3MEHEHUEM CMETHI 3aTpaT. B muceMe ykas3biBajioch,
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ThIC.py0. OcTanbHble JaHHbIE YKa)KUTE CAMOCTOATEIBHO
11. CocraButb u opopmuts npukas [IAO «Pamgyra» o peopraHuzanuu KaHISIIpUN
B ornen  uHOOpPMAIMOHHO-TOKyMEHTalmoHHoro  obecneuenuss  (OWIO). B
KOHCTaTUPYOLIEH 4acT HEOOXOJMMO COCIAThCs Ha paciiupeHne QyHKIUN U BHEAPEHUE
B paboTy CHCTEMBl 3JIEKTPOHHOI'O JOKyMeHTooOOpoTa. B pacmopsiiutensHON 4YacTH
YCTAHABJIMBACTCS INTAaTHAsE YHUCICHHOCTh OTAENa B KOJHYECTBE 7 YEJIOBEK, JIAIOTCS
NOPYYEHHUsI HAYaJbHUKY SKOHOMHYECKOTO OTJAEJa MO BHECEHHIO M3MEHEHUH B LITaTHOE
pacnucaHve W HaYaJbHUKY KaHLEIspuu 1o paspaborke mnonoxeHus o6 OWMJO.
OcranbHble TaHHBIE YKAXKHUTE CAMOCTOSTEIEHO
12. CoctaBuTh ¥ 0GOPMHUTH yKa3zaHHE 3aM. JUpPEKTOopa (UPMbI 00 OpraHU3aIUH
KOIMPOBAJIbHO-MHOXKHUTEIIBHOTO O10p0. B TekcTe yKakuTe, 4TO B COOTBETCTBHU C
NPUKAa30M JIUPEKTOpa, 3aM. AUpPEeKTopa (UPMBI O00A3BIBaCT 3aB. KOMHPOBAJIHHO-
MHOXHTEJIBHOrO OI0po pa3paboraTh (opMy 3aka3a Ha pa3sMHOXKEHHE JOKYMEHTOB,
BBIJIaBaTh Pa3MHOKEHHBIC JOKYMEHTBI UCTIOJIHUTEIISIM C COOTBETCTBYIOIICH PACIHCKOM B
KypHaJe y4era, perucCTpUpOBaTh MOCTYHAIOIINE Ha PA3MHOKEHNE JOKYMEHTBI, KOHTPOJIb
UCIIOJIHEHUS BO3JIOKUTh HA HaYaJIbHUKA OOILEro oTaena

13. CoctaButh U 0popMHTH akT 1o mpeanpuituio «Kanow» o0 wurTorax
PEBU3MH TIO TpPOBEpKEe (UHAHCOBOIO OT4YeTa. B TEKcTe yKakWTe, 4YTO pPEeBU3HEH
oOHapykeHbl (akTel TpyOoro HapymeHuss (UHAHCOBOTO y4YeTa W OTYETHOCTH IO
KOMaHIUPOBKaM, OTCYTCTBHE JKypHaJla ydeTa J0BEPEHHOCTEH

14. CocraBute u odopmuth nucekMo aupexropa AO «Dacamx» Copokuna
B.A. renepansHoMy aupekTopy AO «Kuncrpoii» MapkoBy H.H. ¢ npeanoxxenuem 06
OKa3aHWM PEKJIAMHBIX YCIYT JJs MPOABIKEHHUS CIpOoca Ha KBAPTHPBHI B CTPOSIIUXCS
KWIBIX 1omax. [lpeaBapurenpHass JOTOBOPEHHOCTh O PEKJIAMHOW KaMIaHWW Obuia
JOCTUTHYTA B XOJI€ COCTOSIBUIMXCSI paHee MeperoBopoB. OCTajbHBIE JaHHBIE YKAKUTE
CaMOCTOSITENILHO

15. CoctaButh M O(OPMHUTH yKa3zaHUE 3aM. JUpeKkTopa Gupmel 00
OpraHu3alii  KOIHPOBATHLHO-MHOXHTEIBHOTO Oropo. B Tekcre ykaxkute, dYro B
COOTBETCTBUH C TPUKA30M JHUPEKTOpa, 3aM. JupeKkTopa (GupMBI 00s3BIBaET 3aB.
KOMHMPOBAJIbHO-MHOXKUTEJIBHOTO OIOpo paszpaboTaTh (GopMy 3akaza Ha pa3MHOMKEHHE
JIOKYMEHTOB, BbIJJaBaTh Pa3MHOKEHHbIE JOKYMEHTBI HCIIOJHUTEISAM C COOTBETCTBYIOLIEH
pacrucKkol B JKypHaJe yueTa, PErucTpupoBaTh NOCTYHAIOIIME Ha pPa3MHOXKEHUE
JIOKYMEHTBI, KOHTPOJIb HCIIOJTHEHHS BO3JIOKUTH Ha HadaIbHUKA OOIIETo OT/erna

16. CoctaBuTh U O(GOPMHUTH AOKJIAIHYIO 3alMCKy TJIaBHOrO Oyxrairepa
PYKOBOJIUTENIO TMPEeNNpuaTUss O HEOOXOAMMOCTH ILEHTpajM3allMd pacueToB C
paOoTHUKaMu mpeanpusTHs. B 00sf3aHHOCTH y4eTHbIX PaOOTHHUKOB LEXOB JOJDKHO
BXOJIUTh JIMIIb O(OPMIIEHUE YUETHBIX JOKYMEHTOB IO y4eTy BhIpaOoTkH. B mokmnanHoi
3alMcKe HEeoO0XOAMMO TMO0JaTh NPEJIOKEHHE 110 TEepecMOTpy IITaTOB, OTYETHBIX
paOOTHUKOB B IIeXaX U IJaBHOM OyXraiaTepuu M3 pacueTa OOILIero COKpAalleHHs LITaTOB
He MeHee 4yeM Ha 20%

17. CoctaBuTh U O(QOPMUTH AKT 00 MTOrax JOKYMEHTAJIBHOW pPEBU3MU
paboThl OpraHu3aluy 3a OTYETHBIH rof. B akTe peBH3MM 3aUKCHUPOBAHBI CIEAYIOIINE
HE/IOCTAaTKU: HE YMOPSI0UEH YUeT JIMYHOTO COCTaBa, HEKOTOPbIE JIMUHBIE JeJla HaXOIATCS
B 3aITyIIICHHOM COCTOSIHUU



24,

18. CocraButh W OGOPMHTH aKT O CHOUCAHUM HMYIIecTBa. B Tekcre
ykaxute, uro o nepuox ¢ 00.00.0000 mo 00.00.0000 komwmccusi mpoBena padoTy 1O
YCTaHOBJICHUIO HEMPHUTOJHOTO K JalbHEWIIEMY HCIONb30BAaHUIO HMyllecTBa. B
pe3ynbTaTe paboThl OBUIO YCTAaHOBJIEHO, YTO HMMYILECTBO, COTJACHO MpUIaraeéMomy K
aKTy NEPEYHIO, IOUICKHUT CIMCAHUIO B CBSI3U C HEMPUTOAHOCTBIO IS UCTIOJIb30BAHUS

19. CoctaButh ¥ 0QOPMUTH  NHUCHMO-TIPUIJIALIICHHE  AreHTCTBA
«MHpOopMaIIIOHHO-TIPAaBOBBIE CUCTEMBI» 00 y4yacTHUH B ceMHUHape «[exHOoJormdyeckue u
MIPABOBBIE ACTIEKTHI 3aITUTHl KOMMEPUYECKOW HH(DOpMALTUM

20. CocraButh ®W  O(GOPMHUTH  THUCHBMO-OTKa3  MOJHUTPadUUECKOTO
npeanpustus  «llaptaep» (ITAO) akmumoneprHoMy o0mecTBy «CamoT» 1O BOIPOCY
BBITMIOJTHEHHSI 3aKa3a Ha U3TOTOBJICHHE OJaHKOB y4yeTa U oT4eTHOCTH. [IpnunHOil oTka3a
SABUJIACh PEKOHCTPYKIUS IE€YaTHOIO I11€Xa, KOTopas MPOJUIMTCS JO0 KOHIIA IEepPBOTO
HOJIYTOAMS;, JPYTUE NaHHBIC YKAKHUTE CAMOCTOSTEIIBHO

21. CocraButh u odopmuth mnpukaz I[IAO «Ckmam» 00 obecreyeHun
MOKapHOW 0€30MacHOCTH U YCHJIGHUU OXpaHbl NpeAnpusaTus. B koHcTaTupyromei yactu
COILIUTUTECh HA OMACHOCTh TEPPOPUCTHUECKHX AaKTOB U YKAXKHUTE IeNb 00ecredeHHUs
0€30MacHOCTH JIIO/ICH M COXpaHEHHWE MMYIlecTBa. B pacrnopsauTenbHONW YacTH CIeqyeT
00s3aTh HavanpHUKa otraena oxpadbl JloxkknHa K.X. ycunauTh MpomycKHOM pexuM U
OpraHu30BaTh KPYIJIIOCYTOYHOE NEXYpcTBO Ha ckiane Nel; komenmanrta 3maHus Cyxux
B.H. — npoBepuTh COCTOSHHE CHUTHAIM3alMA M D3JCKTPONPOBOJAKH, a HAYaJIbHUKA
angmunuctpatuBHoro otaena Ilerpenko O.II. — mepeBectm Ha ckimang  Nel
BOCIUIaMeHsitoluecs BemecTBa. OcTalbHble JaHHBIE YKAXKUTE CAMOCTOSTEIILHO

22. CoctraButh U OGOPMUTH JOKJIAIHYIO 3alHCKy HAa4YaJlbHUKA OTJENa
PYKOBOJIUTEINIO MPEennpusiTUss O (pakTe HEBBINOJHEHHS PACTOPSDKEHHS O MOHTaXe
00OpyIOBaHUSI HAa YYacTKe MO MPHYUHE CIa00r0 KOHTPOJS CO CTOPOHBI TJIABHOTO
MEXaHHKa

23. CoctaBuTh 1 0POPMHUTH aKT O MPOBEPKE KACCHL. B TeKCcTe yKaxkuTe, 4TO
B pe3yJibTaTe PEBH3MHM KacChl KOMHCCHS YCTAaHOBHJIA: OCTAaTOK HAJIMYHBIX CPEJICTB II0
cocrostHuio Ha 00.00.0000 cormacHoO KaccoBOW KHHMI€ M JaHHBIM OYyXrajTepcKOro yuyeTa
noipkeH coctaBiath 450 000 pyOnelt; ¢akTHUeCKUN OCTaTOK HAJIMYHBIX JIEHET B Kacce
coctasisier 400 000 pybneii. Hemocraua HanmuuHbIX AeHer B kKacce coctasisier 50 000
pyOuieii; HemocTaya HAIMYHBIX JIEHET 00pa3oBayiach MO BHHE Kaccupa MOIIOUHUKOBOM
ITLA.

CocraButh U 0GOPMHUTH MUCHMO-TIPOCHOY akIMOHEpPHOTO obmiecTBa «CIyTHHUK» B

KOMHUTET BHEITHEDKOHOMHYECKHUX CBSI3Ci AAMUHUCTPALUU pCCHY6J'H/IKI/I O BBIJICJIICHHUH JIMIICH3HUH Ha

nocraky B Kwuraii 4000 TOHH MeTaquia B CBSI3M € 3aKJIIOUEHUEM JIOTOBOpA JAJISHbCKUM

O6’B€I[I/IH€HI/IGM mo MCEKAYHAPOAHOMY COTPYAHHUUYCCTBY Ha CTPOUTCIBCTBO ACBATHUITAXKHOIO

oomexutus B HabGepexxubix Yennax. CorimacHo JOroBopy, OIUlaTa BBIOJHEHHBIX paboT Oyxaer
HPOU3BOIUTHCS POCCUMCKUMHU PYOJIsIMU U MaTepHaIaMu

25. CoctaButh u 0GOpPMHUTH JOKJIQJHYIO 3alMCKy O MpUYMHAX
HECBOEBPEMEHHOT'0 IMPEI0CTaBICHNs MH(POPMAIMM O BHINOJHEHUM IMPHKa3a JTUPEKTOpa.
OcrasnbHble pEKBU3UTHI YKAKUTE CAMOCTOSATEIIBHO

26. CocTaBuTh ¥ 0OOPMHTB aKT O PEBU3HHU KacChl. B Tekcre ykaxure, 9To B
pe3ysbTaTe peBU3MH ObUIO YCTAaHOBJIEHO, YTO OCTATOK JIEHET B Kacce COTJacHO JaHHBIM
Oyxranrepckoro ydera coctaBuia 3 521 000 py0., HemoCTaun HAIMYHBIX JIEHET IO BHUHE
Kaccupa He 0OHapy>KEeHO



27. CoctaBuTh U O(GOPMUTH aKT NPOBEPKH (PUHAHCOBO-XO3AUCTBECHHOU
NEeSTeNIbHOCTH Bamiero mnpeAnpuatus. OcHOBaHHEM SBISIETCSl NpUKa3 JUPEKTOpa OT
00.00.0000 Ne 21 «O co3maHUM KOMHCCHHM IO TPOBEPKE (PMHAHCOBO-XO3SMCTBEHHOU
nesitenibHOCTHY. COocTaB KOMUCCUU: TIPEJCceIaTelb — 3aM. AUPEKTOPa; WIEHbl KOMUCCHUU:
3aM. TJaBHOrO Oyxrajirepa, HWHXKEHEep-dKOHOMHUCT, Oyxranrep-peBu3op. B pesynbrare
IPOBEPKH OBUIO YCTAHOBIIEHO HAPYIIECHHE B CHCTEME y4eTa 000pyA0BaHU

28.  CoctaBuTh 1 0HOPMUTH MIPUKA3 [0 OCHOBHOMU JESATEILHOCTH O BHECEHUH U3MEHEHHI B
HITaTHOE pacnucaHue. B KoHcTaTHpyrOIIel YacTu TeKCTa yKaXkKUTe, YTO B CBS3H C MIPOU3BOJCTBEHHON
HEOOXOJUMOCTBIO M OTKPBITHEM LleXa MO MPOU3BOACTBY mnoiydadbpukaroB. B pacnopsaurensHon
YacTU TEKCTa BHECTH B IITATHOE pPAcHHCaHME TOPrOBOM KOMIAHHH CIEAYIOUINE U3MEHEHHUs: BBECTH
JIOJDKHOCTB TTOBapa 1o MPOU3BOJCTBY MONy()adprUKaToB ¢ OKIAAOM ...py0. KoHTpoib 3a ucnonHeHune
IpHUKa3a BO3JOKHUTE Ha 3aM. TUPEKTOPA.

28.  CocraButh M 0pOpMUTH aKT Mo mnpeanpusThuio «KaHoH» 00 WTOrax peBH3UHU IO
npoBepke (puHaHCOBOrO OoTdeTa. B Tekcre ykakuTe, YTO peBH3MEN OOHapykeHbl (hakThl rpydooro
HapylleHus (UHAHCOBOIO Y4eTa M OTYETHOCTU 0 KOMaHIUPOBKAM, OTCYTCTBHE JKypHaja ydyeTa
JIOBEPEHHOCTEM

29. CocraButb U O(OPMUTH COINPOBOJUTENHLHOE MUCHMO O HampaBieHun Bam Ha
pELeH3UPOBaHNE PYKOMHCH TPOrpaMMbl Kypca «OpraHuzanusi MHPOPMAIMOHHOTO OOECTICYECHUs
ynpasieHusi». [lporpamma mnpeamonaraeTcss Kak TUIOBas A BbICIIMX Y4YeOHBIX 3aBEJCHUI,
UMEIoUMX cnenuanuzaunn  «MeHemkMeHT» win «Opranuzanus ynpasieHus». OT3bIB IPOCAT
npuciarh 10 12 nexadps 2017r.

30.  CocraButes U odpopMUTh MHPOPMALMOHHOE MUCHMO. B Texcre ykaxute, yro AO
«busnecmikona «MuTen-CuHTe3» MOArOTOBWIA K M3JIaHUIO KHUTY «Jlemompou3BoacTBo». B kHure
OCBEILIAIOTCA TPEOOBaHUS K COCTaBICHHIO UM OQOPMIICHHIO CIIY)KEOHBIX JOKYMEHTOB M IIpaBHJa
paboThI C HUMHU

Tect k nupdepeHUMPOBAHHOMY 324eETy
(OK-2, OK-4, OK-5, IIK 1.1, IIK 1.2, IIK 1.3, IIK 1.4, IIK 1.5, IIK 2.1, IIK 2.2, IIK 2.3, TIK 2.4,
K 3.1 1K 3.2, I1K 3.3, IIK 3.4, 11K 4.1, [IK 4.2, [IK 4.3, [IK 4.4)
IIpumep Bonpocos Tecra:

3aganue 1

JenonpounsBoACTBO - 3TO ...

1) oTpacip JAeATENBHOCTH, OOECIeYMBAIOIIAs JOKYMEHTHPOBAaHHE M OpraHW3aluio paboThl C
oUIMaNbHBIMU JOKYMEHTaMH

2) mpotiecc co3IaHus U 0pOPMIICHUS TOKYMEHTa

3) OBIKEHHE JTOKYMEHTOB B OpraHHM3al[Md ¢ MOMEHTA MX CO3/IaHMs WJIM MOIYYCHHUS 10 3aBEPLICHHS
VCIIOJIHEHUS WM OTIIPABJICHHUS

3aganue 2

JIOKyMEHTHUPOBAHUE - ITO ...

1) obecrieueHre NBMKEHHsI JOKYMEHTOB B amrapare yrpaBieHHUs, UX HCIOIb30BaHUS B CIIPABOYHBIX
LEJSIX U XPaHEHHUS

2) COBOKYITHOCTb JICUCTBHS, 00ECIICUYMBAIOLINX HX CBOCBPEMEHHOE UCIIOTHEHUE

3) mporecc co3panus U 0hOPMIICHHUS TOKYMEHTa

3aganme 3
JIOKyMeHT - 370 ...



1)

UICHTU(PHUIIUPOBATH

2)

3) undopmarus, 3adpukcupoBaHHast TFOOBIM CITIOCOOOM Ha JIFOOOM HOCUTEIE

3ananue 4
JloKkyMeHTOOOO0pOT - 3TO ...

1) nepenaya TOKyMEHTa U3 OJHOM MHCTAHIIUH B JPYTYIO B IIPOIECCE €T0 PACCMOTPEHHUS
2) NBIDKEHHE TOKYMEHTOB B OpraHU3allMid ¢ MOMEHTA MX CO3[aHUs WM TONYyYCHHUS 10 3aBEPIICHUSI
WCIIOJTHEHUS WK OTIPaBICHUS

3auKcUpOBaHHAsT Ha HOCHUTeNle HHpOpMaIUs C PEKBU3UTAMHU, IO3BOJISIOLIUMU €€

HOCHUTCJIb I/IH(l)OpMaI_II/II/I, HCHOHBSyeMOfI B LCJX PETYJIMPOBAHUS COIMATIBHBIX OTHOIIICHUH

3) IBMXKEHHE KOMIUIEKCA JOKYMEHTOB B IIPOIECCE BEIPAOOTKH, IIPHHSATHS U UCIIOJHEHHS PEIICHHIA

7 Tabauuma cooTBEeTCTBUS KOMIIETEHIMH, KPUTEPHEB OLEHKH UX OCBOCHHUSA Y OLIEHOYHbIX

cpeacTB
OrneHouHbIe Kputepuu onenuBanus pe3yibTaToB
cpencrsa o0y4eHus
«HEY/IOBJIE| «HEYJIOBJIC| HEYIOBIE| «HEYIOBIE
TBOPHUTENH | TBOPHUTEIb | TBOPUTEIH | TBOPUTEIIBH
HO» HO» HO» o»
Komie [ImanupyemMbie pe3yIbTaThl [kputepuu | [KpuTepuu| [KpuTepuu | [Kputepun
TeHIH 00y eHmMA BBICTABJIC | BBICTABJIC | BHICTABIICH| BBICTABIICH
HUS HUS WS OIICHKH | US OIICHKH
OIICHKH OIICHKH | «XOPOIIOY» | «OTIIHYHOY
«HEy/oBIIE| €yIOBJICTB ] ]
TBOpUTEJIH | OPUTEIBHO
HO»] »]
3HATh: Kontpo neubie| He 3naer, | JemoHcTp 3naer | JemoHcTpu
- TIOHSTHE, 1NN, 3a]a4i U | PaOOThI jomyckaeT| HPYET | JOCTaTOYH pyer
NPUHIIAIIBL JAeonpous3BoacTea; | 1-3 rpy0ble | YACTHYHBI 0B BBICOKMIA
- OCHOBHBIE TIOHATHS 3aganu ommbku | ©3HAHMA | Gaszogom | YPOBEHB
JOKYMEHTAI[MOHHOTO K oes3 06BEME 3HAHUM
o0ecrieyeHus yrpaBaeHus; e rpyoBIX
- CHCTEMBI peHIup OmMrOoK
JOKYMEHTAI[MOHHOTO OBaHHO My
o0ecTieYeHus yIpaBIeHHS, 3agery 1-30
oK2 |- KITaCCU(UKAITHIO Bompoc
)IOKYMGHTOB; bl TECTA K
- TpeGoBaHHS K aude
cocTaBieHuio u opopmiuennro | PEHIMP
JTIOKYMEHTOB; OBaHHO MY
- OpTaHHU3aIII0 sagery 1-50
JOKYMEHTO00OpoTa:

- npuem, o0paboTKy,
peTUCTpannio, KOHTPOIIb,
XpaHECHUEC TOKYMCHTOB,
HOMEHKJIATYPY JeJT;




yMeTh: Kontpo neubie | He ymeer, | Jemonctp| VYwmeer | JlemoHcTpH
- 0(opMIATH paboTsI JTEMOHCTP HUpYyeT | MPUMEHST pyet
JIOKYMEHTAIUIO B COOTBETCTBUH 1-3 HpYyeT YACTHUYHHBI | b 3HAHUA BBICOKHH
C HOpMaTHBHOH 0a30ii, 3aganu 1aCTU'HBL | € yMCHHUA Ha YPOBCHb
HCIIONB3Ys HH()OPMAITMOHHBIC IK € yMeHus, oes3 HIPAaKTUKE | yMeHUU
TEXHOJIOTHH; mdde pomyckas | TpyObIX | B 6a30BOM
- OCYIIIECTBIIATh pEHIUp rpyObIe OImnO0K 00BEME
ABTOMATHU3AIHIO 00PaOOTKH OBaHHO MY OLITHOKH
AOKYMCHTOB; 3auery 1-30
- YHHPUITIPOBATH Bompoc

CUCTEMBI JIOKYMCHTAIIHH; BI TECTA K
- OCYIICCTBIIATE XPAHCHHE | nydhpe

Y TTIOMCK JJOKYMEHTOB; penImp
- OCYIIECTBIISATh OBAHHO My

aBTOMATHU3AIMI0 00pabOTKH

3auery 1-50

JIOKYMEHTOB;

- HCII0JIB30BaTh
TEJICKOMMYHUKAIIMOHHBIC
TEXHOJIOTUH B 3JICKTPOHHOM

JIOKYMEHTOOOOPOTE;

3HATh: Kontpo neubie| He 3naer, | JemoncTp 3HaeT JlemoHcTpH
- TIOHSTHE, 1NN, 3a]1a4 U | PA0OThI JIOIyCKaeT HpYyeT AO0CTaTO4YH pyer
TIPUHIIATIBI 1-3 rpyOblc | YACTHYHBI 0B BBICOKHI
J1eTIOTIPON3BOJICTBRA; 3anaHu ommubku | €3HAHUA | 0a3oBOM | YPOBEHb
- OCHOBHBIE  moHsATHA | 1K 6es 0bBEMe 3HAHUH
JIOKYMEHTAllMOHHOT'O nudope TPYyObIX

OIINOOK

o0ecrieyeH st yIpaBJICHuUS; peHIp

- CHCTEMBI OBaHHO

JOKYMEHTAIMOHHOTO My saqery 1-

oOecrieueHus yrpaBIeHUS; 30

Bomnpoc
oK4 |- KIIaCCHU(PUKAIUIO Ll TeCTa K

JTIOKYMEHTOB; mbde

- TpeOOBaHUS K peHLup

COCTaBJICHUIO U OBAHHO MY

0 OpPMIIEHHUIO TOKYMEHTOB; sauery 1-50

- OpTraHHU3aIHI0
JIOKYMEHTOO000pOTa:!

- npuem, o0paboTKy,
perucTpanuio, KOHTPOJb,
XpaHECHUEC TOKYMCHTOB,

HOMEHKJIATYpY JIeT;




YMeETh: Kountpo neubie | He ymeer, | Jemonctp| VYwmeer | JlemoHnctpu
- ohopMIATE paboThI JEMOHCTp | UpYeT | MPUMEHST pyer
JTOKYMEHTAIMIO B COOTBeTCTBUH | 1-3 upyer YaCTUYHBI | b 3HAHUSI | BBICOKHI
C HOPMAaTHUBHOM 0a30H, 3agaHu JaCTU4HBI | € yMECHUA Ha YPOBEHb
HCIIONB3Ys HH()OPMAITMOHHBIC 9K € YMEHMUH, oe3 IPAaKTUKE |  yMeHMIH
TEXHOJIOTHH; mudde momyckas | IpyObiIx | B 6a3oBoM
- OCYIIECTBIISATh peHuup rpy0bIe ournbok | 0bBEMe
aBTOMATHU3AIMI0 00padOTKH OBaHHO MY OIIMOKH
JIOKYMEHTOB; sagery 1-30
Bomnpoc
- YHU(UIIUPOBATH
bl TECTA K
CUCTEMBI JIOKYMEHTAIIHH;
AOKYM 11U, HH(b(be
- OCYILECTBIAT XPAHEHHE | oy
Y TIOUCK JIOKYMEHTOB; OBAHHO My
aBTOMAaTHU3AIMI0 00pabOTKH
JIOKYMEHTOB;
- UCII0JIH30BATh
TEJICKOMMYHUKAIIMOHHBIC
TEXHOJIOTUH B 3JICKTPOHHOM
JOKYMEHTO000pOTE;
3HATH: Kontpo nbHble | He 3naer, | JleMoHCTp 3naer | JemoHctpu
- MHOHSTHE, LIEIIH, 3a0a4d U paboThI JIOITyCKaeT upyer OCTaTOYH pyer
HPHHIIMIIEL 1-3 rpyObic | YACTHYHBI 0B BBICOKHI
JIEIONPOU3BOICTBA; 3aganu ommbku | © 3IgaHH’I 0a30BOM | YpOBEHb
&3 . .
- OCHOBHBIE  moHsTHsa | 1K OVBLIX 00BEMme SHaHUH
JIOKYMEHTAIlHOHHOT'O nudde Py
PEHLP ommboK
o0ecrnieueHus yrpaBIeHUS;
OBaHHO MY
- CUCTEMBI
3agery 1-30
JOKYMEHTAIMOHHOTO
Bomnpoc
o0ecrieueHus yrpaBIeHUS; I TECTA K
OK5 | - KJIacCH(DUKAIUIO mdde
JTIOKYMEHTOB; peHIHp
- TpeOoBaHUs K OBaHHO MY
COCTaBJICHUIO U 3aueTy 1-50

0 OpPMIICHHUIO TOKYMEHTOB;
- OpTaHH3AIHIO
JIOKYMEHTOO000pOTa:!

TIpuUeM, 00paboTKy,
perucTpanuio, KOHTpPOJIb,
XpaHeHUe TOKYMEHTOB,

- HOMEHKJIATYpY JIeT;




YMeETh: Kontpo neubie| He ymeer, | emoncTp VYmeer | demoHcTpu
- ohopMIATE paboThl JEMOHCTpP | HUpYeT MPUMEHST pyer
JTOKYMEHTAIMIO B COOTBETCTBUH | 1-3 upyer YaCTUYHBI | b 3HAHUS | BBICOKHHU
C HOPMAaTHUBHOM 0a30H, 3aganu YaCTU4HBI | € yMEHUsA Ha YpOBEHb
HCIIONB3Ys HH()OPMAITMOHHBIC K € yMEHHS, 0e3 NPaKTUKE |  ymeHUi
TEXHOJIOTHY; mdde nonyckas | TpyObIx | B 6a30BOM
- OCYIIECTBIISATh peHuup rpy6bie | OMIHMOOK 00BEMe
aBTOMATHU3AIMI0 00pabOTKH OBaHHO MY OIIMOKH
JIOKYMEHTOB; 3agery 1-30
Bomnpoc
- YHU(DUIIUPOBATH CUCTEMBI
BI TECTa
JIOKyMEHTAITUH; «
- OCYIIECTBJISATh XpaHCHUE
yiml p mbde
Y TTIOMCK JJOKYMEHTOB; peHIIHp
- OCYIIECTBIISITh OBAHHO My
aBTOMAaTHU3AIMI0 00pabOTKH sauery 1-50
JIOKYMEHTOB;
- HCITOJIb30BaTh
TENIEKOMMYHHUKAIIMOHHBIC
TEXHOJIOTHH B DJICKTPOHHOM
JOKYMEHTO000pOTE;
3HATh: KonTtpo nenbie | He 3nHaer, | JlemoHCTp 3naer |JlemoHcTpHu
- HOHSTHE, LIEJIU, 3aa4U U paboThI JIOITyCKaeT upyer AOCTaTOYH pyer
TPUHITUITBI 1-3 rpyObie | YACTHYHBI OB BBICOKHI
J€TI0NPOU3BO/ICTBA; 3ananu omubku | © 3gaHH’I 0a30BOM | ypOBEHb
e3 N N
- OCHOBHBIE MTOHSATHS K p 00BEMe SHaHHH
rpyObIX
JIOKYMEHTAIlHOHHOT'O mudde Py
PEHLHp omnooK
o0ecrnieueHus yrpaBIeHUs;
OBAHHO MY
- CHCTEMBI
3ayery 1-30
OKYMEHTAIIHOHHOTO
JIOKY 1t Bomnpoc
K oOecrieueHus yrpaBieHUs; B TECTa K
11 - KJIacCU(PUKAIIIIO madde
JIOKYMEHTOB; peHuup
- TpeOoBaHUs K OBAHHO MY
COCTaBJICHUIO U O(OPMIICHHIO 3ayery 1-50

JIOKYMEHTOB;
- OpTaHH3AIHIO
JIOKYMEHTOO000pOTa:!

- npuem, oopaboTKy,
perucTparuo, KOHTPOJIb,
XpaHEeHHE JIOKyMEHTOB,

HOMEHKJIATypy Jell;




yMeTb: Kontpo nbnbie| He ymeer, | Jlemonctp | Ymeer |JlemoHCTpH
O(bOpMJ'[}{TL JOKYMCHTAIIUIO B paﬁoTLI ACMOHCTP upyer IMPUMCHAT pyeT
COOTBETCTBUM C HOPMATHBHOM 1-3 HpyeT YaCTUYHBI | b 3HAHUSI | BBICOKUHU
0a30M, UCIIONB3YsI 3ananu YaCTHIHBL | € yMEHUSA Ha YPOBEHb
MH(OPMAIMOHHEIE TeXHonoruy; |1 K 1udde € yMEHHM, 0e3 NPAKTHKE |  ymeHHi
OCYILIECTBISTh ABTOMATH3ALHE0  |[PCHIHP OBaHHO | JOMYCKas | rpyOpix | B 633?B0M
06PabOTKH TOKYMEHTOB; My 3auery 1- | rpyObre ommnbok | 00BEME
YHU(pULIIPOBATH CUCTEMBI 30 OLIHOKH
. Bomnpoc
TOKYMEHTAIUH;
OCYIIECTBJISATh XPAHEHHUE U MOUCK bl Tecta K
. e
TOKYMEHTOB;
pEeHIP
OCYIIECTBJISTH aBTOMATHU3AIUIO
OBAHHO MY
00pabOTKH JOKYMEHTOB;
3adery 1-50
[CTIOJIb30BATh
TeIEKOMMYHHUKAIITMOHHBIC
TEXHOJIOTUH B 3JIEKTPOHHOM
NTOKYMEHTO000pOTE;
3HATH: KonTtpo neubie| He 3naer, | emoHcTp 3naer | JemoHctpu
- OOHATUE, LIENIN, 3aJaUU U paboThI JOITyCKaeT UpyeT JOCTaTOYH pyer
MIPUHITUITBI 1-3 rpyOble | YACTHYHBI OB BBICOKHI
JIEIONPOU3BOICTBA; 3ananu ommbku | © 3IgaHH’I 0a30BOM | YpOBEHb
e3 N N
- OCHOBHBIE  mmoHsTHsa | 1K 5 0bBEMme SHAHHH
rpyObIX
JOKYMEHTAMOHHOTO madbe Py
peHIup ommboK
o0ecrnieueHus yrpaBIeHUS;
OBaHHO MY
- CUCTEMBbI
3agery 1-30
JOKYMEHTAIMOHHOTO
Bompoc
K o0ecrnieueHus yrpaBIeHUS; bl TECTA K
- KIaccudukanu
1.2 ccuduKarmio mubde
AOKYMCHTOB;, peHIIHIP
- TpeOoBaHUs K OBaHHO My
COCTAaBJICHUIO U 3aueTy 1-50

0(pOPMIICHHUIO IOKYMEHTOB;
- OpTraHHU3aIHI0
JIOKYMEHTOO000pOTa:!

- npuem, o0paboTKy,
perucTpanuio, KOHTPOJIb,
XpaHCHUEC TOKYMCHTOB,

HOMCHKIJIATypy ACII;




yMeTh: Kontpo neubie | He ymeer, | Jemonctp| VYwmeer | JlemoHcTpH
- 0(opMIATH paboTsI JEMOHCTp | UpYeT | MPUMEHST pyer
JOKYMEHTAIUIO B COOTBETCTBUU 1-3 HpyeT YaCTUYHBI | b 3HAHHUA BBICOKHH
C HOPMAaTUBHOMN 0a30M, 3amanu YaCTHYHBI | ¢ yMCHUSA Ha YPOBCHb
UCTOJb3Yysl HHPOPMALIMOHHBIE 1K € yMeHus, 6e3 IPAKTUKE |  ymeHwmid
TEXHOJIOTHU; mudde Jomnyckas rpyobIx | B 6a30BOM
- OCYILECTBIIATh peHuup rpyobie ourbok | 0bBEME
ABTOMATHU3AIHIO 00padOTKH OBaHHO My OLIMOKH
JIOKYMEHTOB; 3auety 1-30
- YHU(DUIIIPOBATH Bonpoc
' BI TECTA K

CUCTEMBI IOKYMEHTAIIUH; e
- OCYH_ICCTBJ'IHTIT XpaHeHue peHIHD
Y TIONCK JIOKYMEHTOB; OBAHHO My
- OCYIIECTBIISTh savery 1-50
aBTOMAaTHU3AIMIO 00pabOTKH
JIOKYMEHTOB;
- UCII0JIH30BATh
- TEJICKOMMYHUKAIIMOHHBIC
TEXHOJIOTUH B 3JIEKTPOHHOM
JOKYMEHTO000pOTE;
3HATH: KonTtpo neubie| He 3naer, | emoHcTp 3naer | JemoHctpu
- TIOHSTHE, /M, 3a1a4i U | PaOOThI JIOIIYCKAET UPYET | AOCTATOYH pyer
MPUHITATIBL 1-3 rpyOble | YACTHYHBI OB BBICOKHM
JIENIONPOU3BOJICTRA; 3amanu ommbky | ©3HAHUSA | 6a30BOM | YpOBCHb
- OCHOBHbIE ~ TOHsATHA | 1K rpgl?mx 0bBEMe 3HaHHH
JOKYMEHTaIlMOHHOI'O e oLBOK
o0ecrnieueHus yrpaBIeHUS; PCHIMP

OBaHHO MY
- CHUCTEMBI sauery 1-30
JIOKYMEHTAIMOHHOTO Borpoc

K oOecrieuyeHus yrpaBIeHUS; I TECTA K
13 - KJIaCCU(PUKALUIO nudde

JIOKYMEHTOB; PEHITIP
- TpeOoBaHUs K OBaHHO MY
COCTABJICHUIO U 3auety 1-50

0(pOPMIIEHHUIO IOKYMEHTOB;
- OpTaHU3aIHI0
JTOKYMEHT0000poTa:

- npuem, o0paboTKy,
perucTpanuuio, KOHTPOJIb,
XpaHECHUEC TOKYMCHTOB,

HOMCHKIJIATYypYy ACIJI;




yMeTh: Kontpo neubie | He ymeer, | Jemonctp| VYwmeer | JlemoHcTpH
- o(opMIATE paboTsI JEMOHCTp | UpYeT | MPUMEHST pyer
JOKYMEHTAIUIO B COOTBETCTBUH 1-3 HpyeT YaCTHU4YHbI | b 3HAHUA BBICOKHH
C HOPMAaTUBHOMU 0a30H, 3ananu JaCTU4HBL | € yMCHUA Ha YPOBCHB
UCIOJIB3YSl TH(POPMAIIMOHHBIE 9K € yMeHus, 0e3 HIPAaKTUKE | yMeHUU
TEXHOJIOTUH; madde pomyckas | TpyObIX | B 6a30BOM
- OCYLIECTBIISATh pEHIP rpyobIe omubok | 00BEME
aBTOMATHU3AIMI0 00padOTKH OBaHHO My OLIMOKH
JIOKYMEHTOB; sagery 1-30
- YHU(DUIIUPOBATH Bompoc
CUCTEMBI JIOKYMECHTAIIUH; brrecta K
mubde
- OCYIIECTBIISATh XpaHEHUE peHIHD
Y TIOUCK JIOKYMEHTOB; OBAHHO MY
- OCYHICCTBJIATD 3auery 1-50
aBTOMATHU3AIMIO 00pabOTKH
JIOKYMEHTOB;
- UCIIOJIb30BATh
TEJICKOMMYHUKAIIMOHHBIC
TEXHOJIOTUH B 3JICKTPOHHOM
JIOKYMEHTOOOOPOTE;
3HATh: Koutponbusie | He 3naer, | [lemonctp| 3uaer | JdemoHcTpu
- IOHSATHE, LIEJH, 3a/1a49H U paboThI JOMYCKaeT| HUpyeT | JOCTaTOYH pyer
TIPUHIIATIBI 1-3 rpyOble | YaCTUYHBI 0B BBICOKUNA
JETO0NPOU3BOICTBA; 3ananus K omuOKy | €3HAHUA | (a30BOM | YpPOBEHb
- OCHOBHbBIE nonstus | AMddepeHimp Ges 00BEMeE 3HaHWH
JTOKYMEHTALMOHHOIO OBaHHOMY TPyObIX
00ecreYeHusl YIIpaBJIeHNS; sagery 1-30 ook
Bomnpoc

- CUCTEMBI Ll TecTa K
JOKYMEHTAIMOHHOTO e

K obecrieueHus yrpaBIeHUS; peHImp

14 - KIIaCCHU(PUKAIUIO OBAHHO My
AOKYMEHTOB, 3agety 1-50

- TpeOoBaHUs K
COCTaBJICHUIO U

0(pOPMIIEHHUIO IOKYMEHTOB;
- OpTaHH3AIHIO
JIOKYMEHTOO000pOTa:!

- npuem, oopaboTKy,
perucTparuo, KOHTPOJIb,
XpaHEeHHE JIOKyMEHTOB,

HOMCHKIJIATYpYy ACIJI;




yMeTh: Kontpo neubie | He ymeer, | Jemonctp| VYwmeer | JlemoHcTpH
- 0(opMIATH paboTsI JEMOHCTp | UpYeT | MPUMEHST pyer
JIOKYMEHTAIUIO B COOTBETCTBUH 1-3 HpYyeT YACTHUYHHBI | b 3HAHUA BBICOKHH
C HOpMaTHBHOH 0a30ii, 3aganu YaCTUYHBI | ¢ yMCHUS Ha YPOBCHb
UCIOJIb3YS HHPOPMAIIMOHHbBIE 1K € yMeHus, oe3 NPaKkTHKE |  ymeHwmit
TEXHOJIOTHU, I[H(bq)e JoIrycKas pr6HX B 0a30BOM
- OCYIIECTBIIATh peHuup rpy6bIe ourboK | obbEMe
aBTOMaTHU3aln0 00paboTKU OBAHHO My OHOKH
JIOKYMEHTOB; sagery 1-30
Bomnpoc
- YHU(UIIUPOBATH
bl TECTA K
CUCTEMBI JIOKYMEHTAIIHH;
yM i III/I(b(be
- OCYIIECTBIATH XPAHEHHE | 1oy
Y TIONCK JIOKYMEHTOB; OBAHHO My
- OCYIIECTBIISATh sauery 1-50
aBTOMATHU3ALMI0 00pabOTKU
JIOKYMEHTOB;
- UCIIOJIb30BATh
TEJICKOMMYHUKAIIMOHHBIC
TEXHOJIOTUH B 3JICKTPOHHOM
JIOKYMEHTOOOOPOTE;
3HATh: Kourtponbsnsie | He 3naer, | JemoHncTp 3naer | JlemoHcTpu
- TIOHSTHE, 1eJIH, 3a1a4u U | PabOThI JIOIyCKaeT HpyeT OCTaTO4YH pyer
TIPUHITUTIBI 1-3 rpyOblc | YACTHYHBI OB BBICOKHI
JIeIOTIPOM3BOICTBA; 3anann ommbku | © 3231”1“’1 0a30BOM | ypOBEHbB
e3 N .
- OCHOBHBIE  TOHsATHA | TK OVELIX 0bBEMe SHaHMH
JIOKYMEHTAllMOHHOT'O nudope 4
CHIN 01112 (0N
o0ecrieyeH st yIpaBJICHuUS; peHIp
- CHCTEMBI OBaHHO My
JIOKYMEHTAIHOHHOTO 3a"uery
oOecrieueHHs yIpaBJICHUs, 1-30
IK Bomnpoc
- KJIacCu(PUKaIIIO
15 HOKYMEHTOE; bl TECTA K
b
mubde
- TpeOoBaHUS K
PEHITIP
COCTaBJICHUIO U
o OBaHHO MY
0 OPMIICHUIO TOKYMEHTOB;
P HOTYM ’ 3agery 1-50

- OpraHU3aIuIo
JTOKYMEHTO000pOTa:

- pUeM, 00paboTKy,
perucTpanuio, KOHTPOITb,

XPaHCHUEC NOKYMCHTOB,
HOMCHKIJIATYpYy ACIJI;




yMeTh: Kontpo nenbie | He ymeer, | Jlemonctp| VYwmeer | JlemoHcTpHm
- 0(opMIATE paboTsI JEMOHCTp | HpYyeT | NPUMEHST pyer
JOKYMEHTAIUIO B COOTBETCTBUU 1-3 HpyeT YaCTHU4YHbI | b 3HAHUA BBICOKHH
C HOPMAaTUBHOMN 0a30M, 3amaHu HaCTUYHbL | € yMEeHUSs Ha YPOBCHB
UCTOJb3Yysl HHPOPMALIMOHHBIE 9K € yMEHHH, oe3 HIPAKTUKE | yMeHUU
TEXHOJIOTHH; nudde nomyckas | IPyObIX | B 0a3oBoM
- OCYIIECTBIISATh peHIMD rpy0bie ouMbok | 0bnEME
aBTOMATHU3AIMI0 00pabOTKH OBaHHO MY OIIMOKH
JIOKYMEHTOB; sagery 1-30
- YHU(DUIIUPOBATH Bompoc
' bl TECTA K
CUCTEMBI IOKYMEHTAIINH; ubbe
- OCYIIECTBIATD XPAHEHHE | 1oy
Y TIOUCK JIOKYMEHTOB; OBAHHO My
- OCYIIECTBIISITh sauery 1-50
aBTOMAaTHU3AIMI0 00pabOTKH
JIOKYMEHTOB;
- UCII0JIH30BATh
TENIEKOMMYHHUKAITMOHHBIC
TEXHOJIOTUH B 3JIEKTPOHHOM
JOKYMEHTO000pOTE;
3HATh: Kontpo neubie| He 3naer, | JemoHncTp 3naer | JlemoHcTpu
- TIOHSTHE, LIENH, 3a]a4 U | PA0OThI JIOIyCKaeT HpYyeT AO0CTaTO4H pyer
IPUHITUTIBL 1-3 rpyOble | YACTHYHBI OB BBICOKHIM
JIENONPOM3BOJICTRA; 3aanu ommbky | ©3HAHHA | 6a30BOM | YpOBCHb
- OCHOBHBIE  moHsATHA | 1K ocs3 0bBEMe 3HaHUH
JIOKYMEHTallHOHHOTO nupde gilyfg:;
o0ecrnieueHus yrpaBIeHUS; PCHIHP
- CHUCTEMBI OBAIHO MYy
3agety 1-30
JIOKYMEHTAIMOHHOTO Bompoc
T o0ecrieueHus yrpaBIeHUS; bl TECTA K
21 - KJIaccu(pUKaIUI0 nudde
JOKYMCHTOB, peHIIHP
- TpeOOBaHUS K OBaHHO My
COCTaBJICHUIO U 3aueTy 1-50

0(pOPMIIEHHUIO IOKYMEHTOB;
- OpTaHHU3aIHI0
JIOKYMEHTOO000pOTa:!

- npuem, oopaboTKy,
pETUCTpaINIO, KOHTPOJIb,
XpaHeHHUe TOKYMEHTOB,
HOMEHKJIATYpY JIeT;




yMeTh: Kontpo neubie | He ymeer, | lemonctp| VYwmeer | JlemoHcTpu
- oopMIATE paboTsI JEMOHCTp | UpYeT | MPUMEHST pyer
JIOKYMEHTAIMIO B COOTBETCTBUM | 1-3 upyer YaCTUYHBI | b 3HAHUS | BBICOKUH
C HOPMAaTHUBHOM 0a30MH, 3agaHu YaCTUYHBL | € yMEHUs Ha YPOBEHD
HCIIONB3Ys HH()OPMAITMOHHBIC 9K € YMEHHS, oe3 [PAKTUKE |  ymeHMIA
TEXHOJIOTHH; mudde nomyckasi | TpyObiX | B 6a30BOM
- OCYIIECTBIISATh peHIup rpy0bie omrnOoK | 0bBEME
aBTOMATHU3AIMI0 00pabOTKH OBaHHO MY OIIHOKH
JIOKYMEHTOB; saery 1-30
Bonpoc
- YHU(DUIIUPOBATH
bl TECTA K
CUCTEMBI JIOKYMEHTAIIHH;
HOKYM U, mdde
- OCYIIECTBIIATH XPAHEHHE | 1oy
Y TIONCK JIOKYMEHTOB; OBAaHHO My
- OCYIIECTBIISAThH sauery 1-50
aBTOMAaTHU3AIMI0 00pabOTKH
JIOKYMEHTOB;
- UCIIOJIb30BATh
TEJICKOMMYHUKAIIMOHHBIC
TEXHOJIOTUH B 3JICKTPOHHOM
JIOKYMEHTOOOOPOTE;
3HATh: Kontpo neubie| He 3naer, | JemoHncTp 3unaer | JlemoHcTpHu
- TIOHSTHE, LIENH, 3a]a4 U | PA0OThI JIONIyCKaeT HpYyeT JIOCTaTO4YH pyer
TIPUHIIATIBI 1-3 rpy0ble | YACTHYHBI OB BBICOKHI1
JIENIONPOU3BOJICTBA; 3aanu omnbku | © 3gaHH’I 6asoBoM | ypOBeHb
e3 N .
- OCHOBHBIE  moHsaTHS | 1K FpyGEIX 0bBEMe SHaHWH
JIOKYMEHTAllMOHHOT'O nupde y
peHLup omnook
o0ecrieyeHus yIpaBIeHHS;
OBaHHO MY
- CUCTEMBI
3agety 1-30
JOKYMEHTAI[MOHHOTO
Bomnpoc
K oOecrieueHus yrnpaBIeHUS; bl TECTA K
99 - KJIaccu(pUKaIUI0 nudde
JOKYMCHTOB, peHuup
- TpeOoBaHUs K OBaHHO MY
COCTABJICHHUIO U O(POPMIICHHUIO 3agety 1-50

JIOKYMEHTOB;
- OpTaHHU3aIHI0
JTOKYMEHT0000poTa:

- npuem, o0paboTKy,
perucTpanuio, KOHTPOIb,
XpaHECHUEC TOKYMCHTOB,
HOMEHKJIATYPY JEJT;




yMeTh: Kontpo neubie | He ymeer, | lemonctp| VYwmeer | JlemoHcTpu
- 0(opMIATE paboTsI JEMOHCTp | UpYeT | MPUMEHST pyer
JOKYMEHTAIUIO B COOTBETCTBUU 1-3 HpyeT YaCTUYHBI | b 3HAHHUA BBICOKHH
C HOPMAaTUBHOMN 0a30M, 3amanu YaCTUYHBI | ¢ yMCHHUSA Ha YPOBEHb
- UCIIOJB3Ys 1K € YMEHHS, 0e3 NPAKTUKE | yMmeHuii
I/IH(bopMauHOHHHe TEXHOJIOTUH; | nudde JoIrycKas pr6BIX B 0a30BOM
- OCYILECTBIISITh peHIUP rpyObie omuboK | 00BEME
aBTOMAaTHU3AlUI0 00pabOTKH OBaHHOMY OLIKMOKH
JOKyMEHTOB; 3auery 1-30
- YHU(DUIIUPOBATH Bonpoc
CUCTEMBI IOKYMEHTAIIUH; prrecta K

mubde
- OCYIIECTBIISITh XPaHEHUE peHIHD
Y TIOUCK JIOKYMEHTOB; OBAHHO My
- OCYIIECTBIISATh sauery 1-50
aBTOMaTH3alui0 00paboTKU
JIOKYMEHTOB;
- UCIOJIb30BaTh
TEJIeKOMMYHUKAIIMOHHBIC
TEXHOJIOTUH B 3JIEKTPOHHOM
JOKYMEHTO000pOoTeE;
3HATH: KonTtpo neubie| He 3naer, | emoHncTp 3naer | JemoHctpu
- TIOHSTHE, /M, 3a1a4i U | PaOOThI JIOIIYCKAeT UPYET | AOCTATOYH pyer
[IPHUHIUIIBL 1-3 rpy6ble YaCTUYHBI OB BBICOKHM
JIENONPOU3BOJICTRA; 3ananu ommbky | ©3HAHUA | 6a30BOM | YpOBCHb
- OCHOBHbIE ~ TOHsATHA | 1K rp§/e63mx 0bBEMe 3HaHUH
JOKYMEHTaIlMOHHOI'O e oL6OK
o0ecrieYeHus yIpaBiIeHHS, PCHIHP
- CHUCTEMBI OBATHO MY
JOKYMEHTAIMOHHOTO sasery 1-30

Bomnpoc

K obecrieuenys ynpapJcHuUs; I TECTA K
53 - KJIaCCU(PUKALUIO nudde

JIOKYMEHTOB; peHIup
- TpeOoBaHUs K OBaHHO MY
COCTaBJICHUIO U 3auety 1-50

0(pOPMIICHHUIO IOKYMEHTOB;
- OpTaHU3aIHI0
JTOKYMEHT0000poTa:

- npuem, o0paboTKy,
pETrUCTpaInio, KOHTPOJIb,
XpaHEHHUE TOKYMEHTOB,

HOMCHKIJIATYypYy ACIJI;




yMeTh: Kontpo neubie | He ymeer, | Jemonctp| VYwmeer | JlemoHcTpH
- 0(opMIATH paboTsI JEMOHCTp | UpYeT | MPUMEHST pyet
JIOKYMEHTAIIUI0O B COOTBETCTBUH 1-3 HpYyeT YACTHUYHHBI | b 3HAHUA BBICOKHH
C HOpMaTHBHOH 0a30ii, 3aganu 1aCTU'HBL | € yMCHHUA Ha YPOBCHb
UCTOJb3Yysl HHPOPMALIMOHHBIE 1K € yMeHus, 6e3 NPaKTHKE |  ymeHHUit
TEXHOJIOTHH; mudde pomyckast | Ipyobix | B 6asoBoMm
- OCYILECTBIIATh peHuup rpyObIe orIHO0K 00bEMe
aBTOMATH3AIIHIO 00paboTku | OBAHHO My ouIMOKH
JOKYMEHTOB; sagery 1-30
- YHU(DUIIIPOBATH Bormpoc
CUCTEMBI IOKYMEHTAIIUH; becta K
- OCYIIECTBIISITh XpaHEHUE Aubde
PEHIIMPOBAHHO
Y TIONCK JIOKYMEHTOB; My 3auery 1-
OCYIIECTBIIATH ABTOMATH3ALMIO | 5o
00paboTKH JOKYMEHTOB;
- UCIIOJIb30BATh
- TEJICKOMMYHUKAIIMOHHBIC
TEXHOJIOTUM B  JJIEKTPOHHOM
JIOKYMEHTOOOOPOTE;
3HATH: KonTtpo neubie| He 3naer, | emoHncTp 3naer | JemoHctpu
- MHOHATHE, LEIH, 3aJa491 U paboTs JIOIyCKaeT ApyeT AO0CTAaTO4YH pyer
TPUHITUIIBI 1-3 rpyOble | YACTHYHBI 0B BBICOKHI
J€TI0NPOM3BO/ICTBA; 3ananu omubku | €3HAHUA | Ga3oBOM YPOBEHb
- OCHOBHBIe  moHsaTHS | 1K oe3 0bBEMme 3HAHMH
JIOKYMEHTAllMOHHOT'O nupde rpyObIX
ommboK
o0ecrnieueHus yrpaBIeHUS; PCHIHP
OBaHHO MY
- CUCTEMBI sauery 1-30
JOKYMEHTAIMOHHOTO Borpoc
K o0ecrieueHus yrpaBIeHUS; Bl TECTA K
24 - KJIaccu(pUKaLUIO madde
JOKYMCHTOB;, peHIup
- TpeOoBaHUs K OBaHHO MY
COCTaBJICHHIO M 0(hOPMIICHUIO 3agety 1-50

JTIOKYMEHTOB;
- OpTaHU3aIHI0
JTOKYMEHT0000poTa:

- npuem, o0paboTKy,
perucTpanuio, KOHTPOIb,
XpaHCHUEC TOKYMCHTOB,

HOMCHKIJIATYypYy ACIJI;




YMeETh: Kountpo neubie | He ymeer, | Jemonctp| VYwmeer | JlemoHnctpu
- ohopMIATE paboThI JEMOHCTp | HpPYeT | MPUMEHST pyer
JTOKYMEHTAIUIO B cooTBeTCTBUM | 1-3 upyer YACTUYHBI | b 3HAHUS | BBICOKUI
C HOPMAaTUBHOMU 0a30H, 3anaHu YaCTUYHBI | € yMEHUs Ha YpOBEHb
HCIIONB3Ys HH()OPMAITMOHHBIC IK € YMEHUH, 0e3 IIPAKTUKE | ymeHUM
TEXHOJIOTHH; mudde momyckas | IpyObiIx | B 6a3oBoM
- OCYLIECTBIISATh peHIMp rpy0bIe ouMbok | 0bnEME
aBTOMaTHU3aln0 00paboTKU OBaHHOMY OLIMOKH
JIOKYMEHTOB; 3auery 1-30
- YHU(DUIIUPOBATH Bompoc
_ BI TECTA K
CUCTEMBI JIOKYMECHTAIIUH; mdbde
- OCYILECTBIIATD XPAHEHHE | oy
Y TIONCK JIOKYMEHTOB; OBAHHO My
- OCYIIECTBIISITh sauery 1-50
aBTOMATHU3AIMIO 00pabOTKH
JIOKYMEHTOB;
- UCII0JIH30BaTh
TEJICKOMMYHUKAIIMOHHBIC
TEXHOJIOTHU B JICKTPOHHOM
JIOKYMEHTOOOOPOTE;
3HATH: Kontpo neubie| He 3naer, | emoHcTp 3naer | JemoHctpu
- TIOHATHE, LIeJH, 33]]a491 U paboThI Jomyckaer| HMpPYeT | JIOCTaTo4YH pyer
MPUHLMIIBI AETOTPOU3BOICTBA; 1-3 rpyobie | 1aCTHYHBI 0B BBICOKHH
- OCHOBHBIE mOoHSATHS | 3aJaHu ommOKku | €3HaHus | 0a30BOM | YPOBEHb
JIOKYMEHTAIIHOHHOTO K 6e3 00BEME 3HAHUU
o0ecrieyeHus yIpaBIeHHS; madde rpyoBIX
} CHCTEMBI peHuup ommboK
JOKYMEHTAI[MOHHOTO OBaHHO My
3agery 1-30

o0ecrieueHus yrpaBIeHUS; Bon

poc

K - KJTaCCHU(PUKAIUIO bl TECTA K
3.1 JIOKYMEHTOB; mdde

- Tpe6OBaHI/I$[ K peHuup
COCTABJICHUIO U OBAHHO My
0(pOPMIIEHHUIO IOKYMEHTOB; 3auery 1-50

- OpraHu3anunuro
I[OI(yMeHTOO60pOTaI

- npuem, o0paboTKy,
perucTpanuio, KOHTPOJb,
XpaHCHUEC TOKYMCHTOB,

HOMCHKIJIATypy ACII;




yMeThb: Kontpo neubie | He ymeer, | Jlemonctp| VYwmeer | JlemoHcTpHu
- oOpMIIAT paboTsI JEMOHCTP | HUPYET | MPUMCHST pyer
JIOKYMEHTALIMIO B COOTBETCTBHH | 1-3 upyer YACTUYHBI | b 3HAHUS | BBICOKUUN
C HOPMAaTUBHOMN 0a30M, 3ananu JaCTU4HBL | € yMEHHUs Ha YPOBEHB
UCTOJb3Yysl HHPOPMALIMOHHBIE 9K ¢ ymeHus, 0e3 IIPAKTUKE |  ymeHMH
TEXHOJIOTUH; mdde jonyckas | TpyObIx | B 6a30BOM
- OCYILECTBIIATh peHuup rpyobie ournbok | obBEMe
ABTOMATHU3AIHIO 00padOTKH OBaHHO My OLIHOKH
JIOKYMEHTOB; 3auery 1-30
- YHU(DUIIIPOBATH Bonpoc
' BI TECTA K

CUCTEMBI IOKYMEHTAIIUH; e
- OCYILECTBIIAT XPAHEHHE | oy
Y TIOUCK JIOKYMEHTOB; OBaHHO My
- OCYIIECTBIISATh sauery 1-50
aBTOMATHU3ALMI0 00pabOTKU
JIOKYMEHTOB;
- UCIOJIb30BaTh
TEJIeKOMMYHUKAIIMOHHBIC
TEXHOJIOTUH B 3JIEKTPOHHOM
JOKYMEHT0000pOTE;
3HATH: Kontpo neubie| He 3naer, | emoHcTp 3naer | JlemoHcTpH
- TOHSTHE, /M, 3a1a4i U | PAOOThI JomyckaeT| HMpYeT | MOCTaTOH pyer
HPUHIHIIBI 1-3 rpyOble | YACTHYHBI OB BBICOKHH
JIEIONPOU3BOICTBA; 3ananu ommOku | €3HAHUA | Ga3oBOM YpOBEHb
- OCHOBHbIE ~ TOHsATHA | 1K rp?/%BHX 0bnEme 3HAHHH
JIOKYMEHTallHOHHOTO nudpde o6 oK
o0ecrnieueHus yrpaBIeHUS; PCHIMP

OBaHHO MY
- CUCTEMBI sauery 1-30
JOKYMEHTAI[HOHHOTO Bonpoc

K oOecrnieueHus yrnpaBIeHUS; Bl TECTa K
39 - KJIaCCU(PUKAIUIO mudde peHmmp

HOKYMCHTOB, OBaHHO MY
- TpeOOBaHUS K zagery 1-50

COCTaBJICHUIO u
0 OpPMIIEHHUIO TOKYMEHTOB;
- OpraHHU3aIHnIo
JOKYMEHTO00OopoTa:

- npuem, oopaboTKy,
perucTparuo, KOHTPOJIb,
XpaHEeHHE IOKyMEHTOB,

HOMCHKIJIATypy ACII;




YMeETh: Kountpo neubie | He ymeer, | Jemonctp| VYwmeer | JlemoHnctpu
- ohopMIATE paboThI JEMOHCTP UpYyeT | MPUMEHST pyer
JTOKYMEHTAIMIO B COOTBeTCTBUH | 1-3 HpyeT YACTUYHEI | b 3HAHUSA BBICOKUH
C HOPMAaTHUBHOM 0a30H, 3agaHu JaCTU4HBI | € yMECHUA Ha YPOBEHb
UCTOJB3Yysl HHPOPMALIMOHHbIE K ¢ yMCHMUA, 0e3 IIPAaKTUKC | ymeHui
TEXHOJIOTUY, III/I(b(be Jgonyckas rpyobIx | B 6a30BOM
- OCYIIECTBIISATh peHuup rpy0bIe ournbok | 0bBEMe
ABTOMATHU3AIHIO 00padOTKH OBaHHO My OLIMOKH
JIOKYMEHTOB; sauery 1-30

Bomnpoc
- YHU(DUIIUPOBATH

bl TECTA K
CUCTEMBI JIOKYMEHTALIUH;

HOKYM AN, madde
- OCYIIECTBIIATD XPAHEHHE | 1oy
Y MTOUCK JJOKYMEHTOB; OBaHHO My
aBTOMATHU3AIMIO 00pabOTKH
JIOKYMEHTOB;
- UCII0JIH30BaTh
TENIEKOMMYHHUKAITMOHHBIC
TEXHOJIOTHU B JIEKTPOHHOM
JOKYMEHT0000pOTE;
3HATh: Kontpo neubie| He 3naer, | JemoHncTp 3naer | JlemoHcTpu
- TIOHSTHE, LIENIH, 3a]a4 U | PA0OThI JIOIyCKaeT HpYyeT [OCTaTO4YH pyer
TIPUHIIATIBI 1-3 rpyOblc | YACTHYHBI OB BBICOKUM
JIENIOIPOU3BOJICTBA; 3aganu ommbku | © 3gaHH’1 0a30BOM | YPOBCHb
63 . e
- OCHOBHBIE  TOHsATHA | K 5 00BEme SHaHUH
rpyoBIX
JOKYMEHTALIMUOHHOTO nudde 124 6
1112 (0N

00ecreYeHus YIpaBJIcHuS; peHInp

OBaHHO MY
- CHUCTEMBI

3agery 1-30
JOKYMEHTAIMOHHOTO

Bomnpoc
o0ecrieueHus yrpaBIeHUS;

bl TECTA K
- KJIACCU(PUKALINIO

IK (puxan nudde
3.3 AOKYMCHTOB, peHLUDp

- Tp€6OBaHI/I$[ K OBaHHO MY
COCTaBJICHHIO M 0(hOPMIICHUIO 3agery 1-50
JIOKYMEHTOB;
- OpraHU3aIHIo
JIOKYMEHTOO000pOTA:!
- npuem, o0paboTKy,
pEerucTpaiuo, KOHTPOIb,
XpaHEeHHE TOKYMEHTOB,
HOMEHKJIATypy JeTT;
yMeTh: Kontpo He ymeer, | JlemoHcTp| VYMmeer | [lemoHCTpH




- 0hOpMIIATH JIbHBIE JEMOHCTp | HpYeT MIPUMEHST pyer
AOKYMCHTAIMIO B COOTBETCTBUU pa6OTLI upyer YyacTU4YHbI | b 3HAHUA BBICOKUU
C HOPMATUBHOMN 0a30M, 1-3 YaCTHYHBI | ¢ ymMeHHs Ha YPOBEHb
UCIOJIB3YSl HHPOPMAIIMOHHbBIE 3ananu € yMEHus, 6e3 NPAKTHKE | yyieppif
TCXHOJIOTUH, 1K JOIryCKas rpyobIx | B 0a3oBoM
- OCYIIECTBIISATh nudde rpyOsle | ommbok | OO0BEME
aBTOMATHU3AIMI0 00pabOTKH peHIup OIIMOKH
JOKYMEHTOB; OBaHHO MY
) Bomnpoc
CUCTEMBI IOKYMEHTAIINH;
OCYIIECTBIISATh XPaHEHUE brTeeTa K
mudde
Y MTOUCK JOKYMEHTOB;
JIOKyM ; peEIHp
- OCYIIECTBIISITh OBAHHO My
aBTOMAaTHU3AIMI0 00padOTKH sauery 1-50
JIOKYMEHTOB;
- UCII0JIH30BATh
TENIEKOMMYHHUKAITMOHHBIC
TEXHOJIOTHU B JICKTPOHHOM
JIOKYMEHTOOOOPOTE;
3HATH: KonTtpo neubie| He 3naer, | emoHcTp 3naer | JemoHctpu
- MHOHATHE, LN, 3aJa491 U paboTel JIOIyCKaeT ApyeT OCTaTO4YH pyer
IIPHUHIUIIBI 1-3 FPY6BIG YaCTUYHBI OB BBICOKHH
JIEIONPOU3BOACTBA; 3ananu ommbku | © 3IgaHH’I 0a30BOM | ypOBEHb
e3 i .
- OCHOBHbIE  moHATUs | K OVBLIX 0bBEMe SHaHUH
JIOKYMEHTAllMOHHOT'O nudpe py
peHLHp ommboK
o0ecrnieueHus yrpaBIeHUS;
OBaHHO MY
- CHUCTEMBI
3agery 1-30
JIOKYMEHTAIMOHHOTO
Bomnpoc
K oOecrieueHus yrnpaBIeHUS; I TECTA K
34 - KJIaCCU(PUKALUIO nudde
JOKYMCHTOB;, peHIup
- TpeOOBaHUS K OBaHHO MY
COCTABJICHUIO U 3agery 1-50

0 OpPMIIEHHUIO TOKYMEHTOB;
- OpraHU3aIIo
JTOKYMEHT0000poTa:

- npuem, o0paboTKy,
perucTpanuio, KOHTPOJb,
XpaHCHUEC TOKYMCHTOB,

HOMEHKJIATYpy JIeT;




yMeTh: Kontpo neubie | He ymeer, | Jemonctp| VYwmeer | JlemoHcTpH
- 0(opMIATH paboTsI JEMOHCTp | UpYeT | MPUMEHST pyer
JIOKYMEHTAITUIO B COOTBETCTBUH 1-3 HpYyeT YACTHUYHHBI | b 3HAHUA BBICOKHH
C HOpMaTHBHOH 0a30ii, 3ananu YAaCTUYHBI | € yMEHMUs Ha YpOBEHb
UCIOJIb3YS HHPOPMAIIMOHHbBIE qK € YMEHHA, oe3 NPaKkTHKE |  ymeHwmit
TEXHOJIOTHH; mudde momyckas | IpyObix | B 6a30BOM
- OCYIIECTBIISTH peHIHp rpyGpie | OmHMOOK | 00BEME
aBTOMaTHU3aln0 00paboTKU OBAaHHO MY OHOKH
JIOKYMEHTOB; 3auery 1-30
- YHUPHUIIIPOBATH Bornpoc
CHCTEMBI JIOKYMCHTAIHH; bLTECTA K
upde

- OCYIIECTBIISATh XpaHEHUE anh

PEHIIP
Y TIOUCK JIOKYMEHTOB;

OBaHHO MY
- OCYIIECTBIISATh

yit 3auery 1-50
aBTOMAaTHU3AIMI0 00pabOTKH
JIOKYMEHTOB;
- UCIIOJIb30BATh
TEJICKOMMYHUKAIIMOHHBIC
TEXHOJIOTUH B 3JICKTPOHHOM
JOKYMEHTO000pOTE;
3HATH: KonTtpo neubie| He 3naer, | emoHcTp 3naer | JemoHctpu
- MOHSTHE, LIEJIHN, 3a1a9U U padoThI JomycKaeT upyer A0CTAaTO4YH pyer
TPUHITUIIBI 1-3 rpyOble | YACTHYHBI 0B BBICOKH
J€TI0NPOU3BO/ICTBA; 3ananu ommbku | © 3IéaHH’I 0a3oBoM YPOBEHb
&3 . .

- OCHOBHBIE  moHsTHsa | 1K OVBLIX 00BEMme SHaHUH
JIOKYMEHTallHOHHOTO madde Py

PEHIP omnooK
oOecrnieuyeHus yrnpaBIeHUS;

OBaHHO MY
- CUCTEMBI

3agery 1-30
JOKYMEHTAIMOHHOTO

Bomnpoc

K o0ecrieueHus yrnpaBIeHUS; I TECTA K
- K npuk
41 TaccUu(PUKaIUIO madde

JTIOKYMEHTOB; peHIHp
- TpeOoBaHUs K OBaHHO MY
COCTaBIICHUIO U 3auery 1-50

0 OpPMIIEHHUIO TOKYMEHTOB;
- OpraHHU3aIHrIo
JIOKYMEHTOO000poTa:

- npuem, oopaboTKy,
pETHCTpaIiio, KOHTPOIIb,
XpaHeHHEe JOKYMEHTOB,

HOMCHKIJIATYypYy ACIJI;




YMeTh: Kountpo neubie | He ymeer, | Jdemonctp| VYwmeer | JlemoHnctpu
- ohopMIATE paboThI JEMOHCTP upyer MIPUMEHST pyer
JIOKYMEHTAIIHIO B COOTBETCTBHH | 1-3 upyer YaCTUYHBI | b 3HAHUSI | BBICOKHI
C HOPMAaTHUBHOM 0a30H, 3agaHu JaCTUYHBL | € yMECHUA Ha YPOBEHb
HCIIONB3Ys HH()OPMAITMOHHBIC IK € yMeHus, 0e3 IIPAKTUKE | ymeHUM
TEXHOJIOTHUH; mudde joryckast | TPyObIX | B 0a30BOM
- OCYIIECTBIISATh peHIMp rpyobie oubok | 06BEME
aBTOMATHU3AIMI0 00padOTKH OBaHHO MY OIIMOKH
JIOKYMEHTOB; sauery 1-30
- YHU(UIIUPOBATH Borpoc
_ BI TECTA K
CUCTEMBI JIOKYMECHTAIIUH; e
- OCYIIECTBIATH XPAHEHHE | 1oy
Y TIOUCK JIOKYMEHTOB; OBaHHOMY
- OCYIIECTBIISTh sauery 1-50
aBTOMAaTHU3AIMI0 00pabOTKH
JIOKYMEHTOB;
- UCII0JIH30BATh
TEJICKOMMYHUKAIIMOHHBIC
TEXHOJIOTHU B JICKTPOHHOM
JIOKYMEHTOOOOPOTE;
3HATH: Kontpo neubie| He 3naer, | emoHcTp 3naer | JlemoHcTpH
- HOHATHE, LIC]IH, 3a0aYl 1 paboThI JOIlyCcKaeT Hpyer A0CTaTOYH pyer
HPUHIHIIBI 1-3 rpyOble | YACTHYHBI 0B BBICOKMM
JIEIONPOU3BOICTBA; 3ananu ommOku | €3HAHUA | Ga3oBOM YPOBCHb
- OCHOBHBIE ~ TOHsATHs | K rpi%gmx 0bBEMe 3HAHMH
JOKYMEHTAMOHHOTO madbe o6 oK
o0ecrnieueHus yrpaBIeHUS; PCHIMP
OBaHHO MY

- CUCTEMBI sauery 1-30
JOKYMEHTAIMOHHOTO Bompoc

K o0ecrieueHus yrpaBIeHUS; BI TeCTa

42 - KJIacCU(UKALUIO K
JOKYMEHTOB; mudde
- TpeOOBaHUS K peHnup
COCTABJICHUIO U OBaHHO MY
0 OpPMIIEHHUIO TOKYMEHTOB; 3auery 1-50

- OpTaHHU3AIHIO
JIOKYMEHTOO000pOTa:!

- npuem, oopaboTKy,
perucTparuo, KOHTPOJIb,
XpaHEeHHE JIOKyMEHTOB,

HOMEHKJIATypy Jell;




YMeETh: Kountpo neubie | He ymeer, | demonctp | VYmeer | JlemoHcTpu
- ohopMIATE paboThI JEMOHCTp | UpYeT | MPUMEHST pyer
JTOKYMEHTAIUIO B cooTBeTCTBUM | 1-3 upyer YACTUYHBI | b 3HAHUS | BBICOKUUN
C HOPMAaTHUBHOM 0a30H, 3amanu YaCTUYHBI | € yMEHUs Ha YPOBEHb
HCIIONB3Ys HH()OPMAITMOHHBIC IK € yMeHus, 0e3 IIPAKTUKE | ymeHUM
TEXHOJIOTHH; mudde pomyckas | TpyObIX | B 6a3oBoM
- OCYIIECTBIISATh peHLUD rpy0se OLIMOOK 00BéMe
aBTOMATHU3AIMI0 00padOTKH OBaHHO MY OIIMOKH
JIOKYMEHTOB; sauery 1-30
- YHHPUITIPOBATH Bompoc
' BI TECTA K

CUCTEMBI IOKYMEHTAIIUH; mdbde
- OCYILECTBIIAT XPAHEHHE | oy
Y TIONCK JIOKYMEHTOB; OBaHHO My
- OCYIIECTBIISATh sauery 1-50
aBTOMATHU3ALMI0 00pabOTKU
JIOKYMEHTOB;
- UCIOJIb30BaTh
TEJIeKOMMYHUKAIIMOHHBIC
TEXHOJIOTUH B 3JIEKTPOHHOM
JOKYMEHT0000pOTE;
3HATh: Kontpo neubie| He 3naer, | JemoHncTp 3unaer | JlemoHcTpHu
- TIOHSTHE, LIENIH, 3a]a4 U | PA0OThI JOoIycKaer| HMpPYeT | JIOCTaTo4YH pyer
TIPUHITUTIBI 1-3 rpy6ble | YACTHYHBI 0B BBICOKHIL
JIeJIONPOU3BO/ICTBA; 3ananu ommbku | €3HaHUA | 0a30BOM | YpPOBEHb
- OCHOBHEIE nousitus | 1 K audde 0e3 00BEME 3HAHUH
JTOKYMEHTAI[HOHHOTO peHuup rpyoBIX
o0ecreyenus yIpaBiIeHus; OBaHHO My omuOoK
- CHCTEMBI zagery 1-30
JIOKYMEHTallMOHHOTO Bomnpoc
o0ecrieyeH s yIpaBIIeHuS, bLTECTA K

TK - KJI1acCU(UKALUIO appe

4.3 . peHIIHIP
JTIOKYMEHTOB;
- TpeOOBaHUS K OBATHO My

3agery 1-50

COCTABJICHUIO U
0 OpPMIIEHHUIO TOKYMEHTOB;
- OpraHHU3aIHrIo
JIOKYMEHTOO000pOTa:!
npueMm, o6paboTKy,
pEerUCTpaIyi, KOHTPOJIb,
XpaHCHUE JIOKYMEHTOB,
HOMEHKJIATYPY JIEJT;




yMeTh: Kontpo neubie | He ymeer, | Jemonctp| VYwmeer | JlemoHcTpH
- 0(opMIIATE paboTsI JEMOHCTp | UpYeT | MPUMEHST pyer
JOKYMEHTAIIMIO0 B COOTBETCTBUU 1-3 HpyeT YaCTU4YHBI | b 3HAHUA BBICOKHUU
C HOPMAaTUBHOMU 0a30H, 3amganu YaCTUYHBI | € yMECHUA Ha YPOBEHb
UCIOJIb3YSl HH(POPMAIIMOHHbBIE 1K € YMEHUS, 0e3 NPaKTHKE |  ymeHHUit
TEXHOJIOTUH; audde jonyckas | TPyObIX | B OazoBOM
- OCYIIECTBIISATh peHIHP rpyobie ourbok | 0bBEME
aBTOMAaTHU3AIMI0 00pabOTKH OBaHHO MY OIIMOKH
JIOKYMEHTOB; 3auety 1-30
Bomnpoc
- YHU(DUIIUPOBATH
bl TECTA K
CUCTEMBI JIOKYMEHTALIUH;
AOKYM 11U, Hﬂ(b(be
- OCYILECTBIIATD XPAHEHHE | oy
Y TIOUCK JIOKYMEHTOB; OBAHHO My
aBTOMATHU3AIMIO 00pabOTKH
JIOKYMEHTOB;
- UCII0JIH30BaTh
TENIEKOMMYHHUKAITMOHHBIC
TEXHOJIOTHU B JICKTPOHHOM
JIOKYMEHTOOOOPOTE;
3HATh: Kontpo neubie| He 3naer, | JemoncTp 3naer | JlemoHcTpu
- TIOHSTHE, 1eJIH, 3a1a4u U | PabOThI JIOIyCKaeT HpyeT OCTaTO4YH pyer
TIPUHIIATIBI 1-3 rpyOblc | YACTHYHBI OB BBICOKHI
JIeIOTIPOM3BOICTBA; 3anann ommbku | © 3231”1“’1 0a30BOM | ypOBEHbB
e3 N .
- OCHOBHBIE  moHsTHsa | 1K 5 00BEMe SHaHUH
rpyOBIX
JIOKYMEHTAIlHOHHOT'O nudde Py
PEHLHp 01112 (0N
o0ecrieYeHus yrpaBlIeHHUS,
OBaHHO MY
- CHUCTEMBI
3agery 1-30
JOKYMEHTAIMOHHOTO
Bomnpoc
o0ecrieueHus yrpaBIeHUS; Bl TECTA K
- KJIacCH
IK CCU(UKAIUIO mdde
4.4 JIOKyMEHTOB; peHLHp
- Tpe6OBaHI/I$[ K OBAaHHO MY
COCTABJICHUIO U sauery 1-50

- odopmIIeHHIO
JIOKYMEHTOB;

- OpraHU3aIuIo
JTOKYMEHTO000pOTa:

- npuem, oopaboTKy,
perucTparuo, KOHTPOJIb,
XpaHEeHHE JIOKyMEHTOB,

HOMCHKIJIATypy ACII;




yMeThb:

- opopMIATH
JOKYMEHTAIUIO B COOTBETCTBHU
C HOPMAaTUBHOMN 0a30M,
UCIOJIB3Ysl HPOPMAITMOHHBIE
TEXHOJIOTUH;

- OCYILECTBIISITh
aBTOMaTHU3aln0 00paboTKU
JTOKYMEHTOB;

- YHU(UIIUPOBATH
CHCTEMBI JIOKYMCHTAIIHH;

- OCYIIECTBIISATh XpaHECHUE
Y TIOUCK JIOKyMEHTOB;

- OCYIIECTBIISATh
aBTOMATHU3AIMIO 00pabOTKH
JIOKYMEHTOB;

- UCIIOJIb30BATh
TEJIEKOMMYHHUKAI[HOHHBIE
TEXHOJIOTUH B AJICKTPOHHOM
JTOKYMEHTO000POTE;

KonTpo npHbBIE
paboThI

1-3

3ananu

K

nudde
peHIUp
OBaHHO MY
3auery 1-30
Bomnpoc

BI TECTA K
mudde
peHIUP
OBaHHO MY
3auery 1-50

He ywmeer,
JEMOHCTD

upyer
YaCTUYHBI

€ YMEHHS,

JOITyCKast
rpyOsbie
OLIMOKH

JemoHcTp
upyer
YaCTUYHBI
€ YMCHHS
6e3
rpyOBIX
OImnO0K

YmMmeer
MPUMECHST
b 3HAHUS
Ha
MIPAKTUKE
B 0a30BOM
00BEMe

JemoHcTpH

pyer
BBICOKHUU

YPOBEHb
yMEHUH

8. MeToauueckue YKazaHus 1Jis oﬁyqamumxcﬂ IpH OCBOCHUH NUCHUITIJIUHBI
PaGora Ha IMPAKTUYCCKUX 3aHATUAX MPCANOJIArac€t aKTUBHOC YYAaCTUC B OCYX/ICHUU

B texcrax aBTOPOB, TAKUM 06p&30M, CJICOYCT BBIACATH CIICAYIOINE KOMIIOHCHTBI:

- IOCTaHOBKa NMPOOJIEMBI;
- BaApMaHTHI pCHICHUSA

- AprYMCHTEI B MTOJIB3Y TCX HUJIM UHBIX BAPHUAHTOB PCIICHU.

BBIZIBUHYTBIX B paMKax TEM BONPOCOB. JIJsl MOATOTOBKM K 3aHATHSAM PEKOMEHIYeTCs oOpaaTh
BHHMaHHE Ha MPOOJIEMHBIE BOIIPOCHI, 3aTparuBaeMble MperoaaBaTeseM B JICKIUU, U TPYIIIUPOBATh
uHpopManuioo BOKpYr HUX. JKenarelbHO BBIICNATH B HCIOJIB3YEMOH JHMTEpaType HOCTaHOBKH
BOIIPOCOB, Ha KOTOPBIC Pa3sHBIMHU aBTOpaM MOTYT OBITh JaHBl pa3iIW4HbIe OTBETH.. Ha ocHOBaHUM
IIOCTAaHOBKM TaKUX BOIPOCOB CleAyeT cOoOUpaTh apryMeHTbl B TOJb3y pPa3IMYHBIX BapHAHTOB
pelLIeHHs [TOCTABJIEHHBIX IPOOJIEM.

Ha IpOIIE  COCTaBIISITH  COOCTBEHHYIO

APTYMCHTUPOBAHHYIO MTO3UIHUIO 110 paCCMATPHUBACMOMY BOIIPOCY.

OCHOBE  BBIJICJICHUS  OTUX  DIIEMEHTOB
[Tpu paboTe ¢ TepMUHAMH HEOOXOMMO 0OpamaThcs K CI0OBapsiM, B TOM YHUCIIE JJOCTYITHBIM B
WuTtepHere, HarpuMep Ha caiite http://dic.academic.ru.
[Ipr mMoOATOTOBKE K MPAKTHUYECKUM PadOTaM MOXKET TOHAJ0OUTHCS MaTepHal, H3ydaBIIUICS
paHee, MO3TOMY CTOMT 00palIaThCsi K COOTBETCTBYIOIIUM HUCTOYHHUKAM (y4eOHUKaM).
[IpakTrueckue pabOTHI pemIaloTCsl B TPYIINE ¢ OOCYKICHUEM XOJa PEIICHHs, TPUMEHIEMBIX
Croco00B, MPOBEPKOI pe3yabTaTOB U MIPOBEACHUEM pabOTHI HaJl OIIMOKaMHU.
3amaHus Ha CaMOCTOSITEIbHYIO pabOTy MOTYT ObITh HHAMBUIYATbHBIMUA U OOIIUMH.
arrecTanysgd IO  DTOH

[Ipomexxyrounas JTUCLUTIIINHE bopme

muddepeHMpoBaHHOTO 3aueTa. [Ipy MoAroToBKe K 3a4eTy HE0OXOJUMO ONUPATHCA, MIPEXKIIE BCETO,

IIPOBOAUTCHA B

Ha HCTOYHUKH, KOTOpbIE pa3dHpainch Ha 3aHATUAX B TeueHUe cemecTpa. B kaxigom Ounere
T(GepeHIIMPOBAHHOTO 3a4eTa COACPKUTCS MPAKTUUECKOE 3aJaHHeE.



9. YyebHo-MeToqHYecKOe H HHPOPMAHOHHOE o0ecreyeHHe JHCIHIIHHbI

9.1 OcHoOBHasI TATepaTypa
1. Kupcanosa M. B. JlenoBas mepemucka : ygeOHO-IpakTHdecKoe mocobue / M.B.

Kupcanosa, H.H. Anonuna, F0.M. Akcenos. — 3-e u3a. — Mocksa : UH®PA-M, 2021. — 136 c. —
(Cpemuee mpodeccuonansHOoe oOpasopanme). — ISBN  978-5-16-014547-1. — URL:
https://znanium.com/catalog/product/1165266  (mara obparmenus: 02.04.2021). — Texct
3JIEKTPOHHBIN.

2: I'napuii E. B. JJokyMeHTaMOHHOE 00ECIIeYeHHe YIIPaBICHUS : ydeOHOe mocobue
/ E.B. I'mamuit. — Mockea : PUOP : THOPA-M, 2020. — 249 ¢. — (Cpennee npodeccuonamsHoe
obpazoBanue). - ISBN 978-5-369-01042-6. - URL g
https://znanium.com/catalog/product/1065817  (mara o6pamenus: 02.04.2021). — Tekcr :
3JIEKTPOHHBIH.

3. ITaBnosa, P. C. JlokymeHTanuuoOHHOE OOecHedeHne YIpaBIeHUS @ y4EOHHK UL
CIIO / P. C. ITaBnoBa. — Canxr-IletepOypr : Jlaus, 2021. — 416 c¢. — ISBN 978-5-8114-6959-
8. — Tekcr : onextpoHHEIH // Jlaup : sMeKTpoHHO-GMOMHOTedHas cucremMa. — URL:
https://e.Janbook.com/book/173087 (mara obpamenus: 28.09.2021). — Pexum mocTyma: ais
aBTOPH3. IOTb30BATENICH.

9.2 JlonoHHTEIbHAS IATEPATYPA

1. Brikora T. A. JlokyMeHTanuoHHOE obecriedeHne YIpaBICHUSL
(memompounsBoncTeo) : yaebrHoe mocobue / T.A. Brikora, T.B. Kysmenona, JI.B. Carkuna ; mox
o6m. pen. T.B. Ky3HenoBoit. — 2-e u3j., nepepab. u mom. — Mocksa : THOPA-M, 2021. — 304 c.
+ Jlomn. marepuaisr [DnekTporHsii pecypc]. — (Cpennee npodeccuonanmsaoe o6pasoBaHue). —
ISBN 978-5-16-013913-5. — URL: https:/znanium.com/catalog/product/1141796 (mata
obpamenus: 02.04.2021). — TekcT : 31eKTPOHHBIH.

2. [MTanacenko }O. A. Jlenompou3BOACTBO: JOKYMEHTAMOHHOE OOeCIeueHre
ynpaeienus: yaebHoe mocobue / FO. A. ITanacenko. — 3-¢ uszn. — Mocksa : PUOP, THO®PA-M,
2016. - 112 c¢. — (BO: DbakamaBpuar). — ISBN 978-5-369-01054-9. — URL :
https://znanium.com/catalog/product/542773  (mata o6pamenus: 02.04.2021). — Texcr
SJIEKTPOHHBIH.

3. Pri6axoB A. E. OcHOBEI Jenonpou3BojcTsa : yaebuuk / A. E. Pri6axos. — MuHCK
: PHIIO, 2016. — 319 c. — (Cpennee npodeccuonanstoe obpazosanue). — [ISBN 978-985-503-
606-8. — URL: http://www.studentlibrary.ru/book/ISBN9789855036068.html (mara oGpainenus:
02.04.2021). — TekcT : 31EKTPOHHEIHA.

PyxoBomutens 6ubmmorexku / al JI.B. Bensepa
10. MaTepI/IaJ'ILHO'TeXHI/ILIeCKOC " OIporpaMMHOC 06ecnequI/Ie JUCHUITIIIMHBI

OcBoenne  guciuiuiiebl  OI1.04  «JlokyMeHTalMOHHOE OOecreueHue  yIpaBICHUS»
IperonaraeT UCIoIb30BaHUE CIEYIONIEr0 MaTepUaIbHO-TEXHUYECKOT0 00eCTIeUeHNUS:

HanmenoBanue THCIMILIMHBL HaumenoBanue kaOunera, nepeueHb 000py10BaHuUs
«/loxkymeHTanmoHHoe Kabuner 10KyMEeHTallMOHHOTO 00ecIIeYeHus YIPaBICHUS
obecriedeHre ynpaBaeHUsD) Kommiexkt meGenu ais npenogasarens — 1 mT., HOCa04HbIe

MecTa A ydanmxcs — 48 1T., ”HTepakTUBHAsA TpuOyHa

(ycunutens, MUKIep, MUKpoQoHsbI) — 1 mT., MOoHUTOp — | 1IT.,
MPOEKTOp — 1 IIT., KOJIOHKH — 5 MIT., SKpaH MyJIbTUMEIUHHbIN — 1
IIT., TOCKa MEJIOBas epeIBUKHAsg — 1 mIT., CTEH bl HACTCHHBIE —




6 1IT., TOPTPETHI — 6 IT., TTOJIKA B BUJIE JepeBa — | 1mIT., BeO-
Kamepa — | mT., BBIXOJ] B UHTEPHET, BHYTPUBY30BCKas
KOMITBIOTEPHASI CETh, JOCTYI B AJIEKTPOHHYIO HH()OPMAIIHOHHO-
obpasoBarenbhyto cpeny. [10: Microsoft Office, Kaspersky
Endpoint Security ms Windows

Y4eOHO-MeTOIMYeCKass JUTepaTypa JUIsl JAAHHOW JAWCHUIUIMHBI HWMEETCs B HAJIMYUU B
ANIEKTPOHHO-O0uOmoreynoit cucreme "ZNANIUM.COM", noctym K KOTOpOHl NpedocTaBlieH
oOyuaromumcs. ObBC "ZNANIUM.COM" coaepuT Npou3BEIEHUS KPYNHEHIIMX POCCUHCKUX
yu€HBIX, PYKOBOAMTENEH TOCYIapCTBEHHBIX OPraHOB, MpENojaBaTeleld BEAyLIMX BY30B CTpPaHBI,
BBICOKOKBIM()MITUPOBAHHBIX CIIEHUAIMCTOB B pa3iiMyHbIX cdepax OumsHeca. PoHn OMOIMOTEKH
cOpMHPOBAaH C y4ETOM BCEX M3MEHEHHH 00pa3oBaTEIbHBIX CTAHJAPTOB M BKIIIOYACT yYEOHUKH,
yueOHble TocoOusi, MoHorpaduu, aBTOpedepaTsl, AUCCEPTAMH, SHIUKIONEIUH, CIOBApH U
CIPAaBOYHHUKH, 3aKOHOAATEIIbHO-HOPMATHBHBIE JIOKYMEHTHI, CIICUAIbHbIE IEPHOANYECKIE H31aHUSL
U W3J1aHus, BBIIYCKAaeMble M3JaTeslbcTBaMu BY30B. B Hacrosmiee Bpemss ObC ZNANIUM.COM
COOTBETCTBYET BCEM TpeOOBaHUSAM (peepanbHbBIX TOCYIapCTBEHHBIX 00pa30BaTeIbHBIX CTAaHAAPTOB
CpeaHero NpogeccuoHaIbHOro 00pa30BaHMsl HOBOTO MIOKOJICHHSL.

VY4eOHO-MeTOIMYeCKass JUTeparypa Uil JaHHOW JUCHUIUIMHBI HMMEETCS B HAIMYMHA B
AIIEKTPOHHO-OMOMoTeynoit cucreme WzmarensctBa "JlaHp", mOCTYm K KOTOpPOW MpPEIOCTaBIICH
oOyuaromumcsi. OBC  MznatenbcrtBa "Jlawp" BkIlOyaeT B ceOd 3JIEKTPOHHBIE BEPCUU KHUT
u3narenbcTBa "JlaHp" M IPYrUX BEAYIIMX U3AaTENbCTB YUCOHOH JIUTEPATYPHI, & TAKXKE dJIEKTPOHHbIE
BEPCUU TIEPUOTUYECKUX W3JIaHUH M0 €CTECTBEHHBIM, TEXHUYECKUM M TyMaHUTapHbIM Haykam. DBC
UznatenbctBa "Jlanp" oOecreynmBaeT AOCTYyNl K HaydHOH, y4eOHOW JuUTepaType U Hay4HbIM
NEPUOTNIESCKAM U3TAHUSM.

11. Metoanb! 00y4eHusi A1 00y4aroIUXcsd HHBAJMI0B U JIUI C OTPAHUYEHHBIMH
BO3MO’KHOCTSIMH 3/10POBbSI

B o6pa3oBarenpbHOM Tipollecce HCIONB3YIOTCA COIMAIbHO-aKTUBHBIE W PedIICKCUBHBIC
METOIbl O0y4YeHUs, TEXHOJOIMH COLMOKYJIbTYPHOM peadMiIuTaluu ¢ LEIbl0 OKa3aHWs MOMOIIM B
YCTaHOBJIEHUM TOJHOLIEHHBIX MEXJIMYHOCTHBIX OTHOILIEHUH C APYTMMHU OOYyYaroIMMMCS, CO3JTaHUN
KOM(OPTHOTO IICUXOJIOTHYECKOTO KJIMMaTa B CTYJEHYECKON TpyIIIe.

VYcnoBus oOyueHUS HMHBAJIUAOB M JIUI[ C OIPAaHUYEHHBIMH BO3MOXXHOCTSIMH 3J0POBbS: -
y4eOHbIe ayIUTOPUH, B KOTOPBIX TMPOBOAATCSA 3aHATHS CO CTYACHTAMH C HapyIIEHUsAMM CiyXa,
o0opynoBanbsl MynbTuMenuiiHo cucremoil (IIK u mpoektop), KoMIbIOTEpHBIE TH(IOTEXHOIOTUN
0a3upyloTCsi Ha KOMIUIEKCE allapaTHbIX M HPOTPaMMHBIX  CPEACTB, OOECHeuHBaIOLINX
npeoOpa3oBaHue KOMIIBIOTEPHOW WHGOpPMalMU  JOCTYNHblE Uil  CIA0OBUIAIUX  (HOPMBI
(YKpYTIHEHHBIH TEKCT);

- B 00pa30BaTEIbHOM MPOLIECCE UCIIOIB3YIOTCS COLIMAIbHO-AKTUBHBIE U pe(JICKCUBHbBIE METO/IbI
o0y4deHus: Kelic-MeTo/l, METO MPOEKTOB, UCCIIEI0BATEILCKUNA METO/T, IUCKYCCUH B JOPME KPYTIIOTO
CTOJIa, KOH(EPEHIINU, METO]T MO3TOBOT'0O IITYpMA.

[Tporpamma coctasieHa B coorBercTBrH ¢ TpeboBanusmu GI'OC CIIO no cnermanbHOCTH
38.02.03 «OnepanmoHHas A€SITEIbHOCTD B JIOTHCTUKEY.
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IMacmopt ¢oHIa OLEHOYHBIX

CpeacTB 1Mo

OI1.04 «/lokymeHTalIHOHHOE O0ecnieyeHne YIPABJICHUD)

Huaekc Pacummmgposka IToxa3aTeinb O1eHOYHDI
KOMIETEHI[HN | KOMIIEeTeHI[UH (¢hopmupoBanusi e cpecTBa
KOMIETEeHIUH JIJIs1
JAAHHOM U CUMIJIMHBI
1 2 3 4
OK 2 Opranu3oBbIBaTh 3HATh: IOHATHE, LIEIIH, KoHTponbHbIE paboThI

COOCTBEHHYIO 3a/la4¥ U TTPUHIIATIBI 1-3
NeSTeNIbHOCTh, BBIOWpaTh | ACTONPOU3BOACTBA, 3agaHus K
TUTNIOBBIE ~ MeTOAbl W | OCHOBHBIC IIOHATHA muddepeHIPOBaHHOMY
CIIOCOOBI BbInONHeHUs | AOKYMECHTAIMOHHOTO 3agety 1-30
PO eCcCHOHATBHBIX obecreueHust yIpaBiIeHUs; | Bompockl
3ajay,  OLEHMBATH  HX | CHC oMBl TecTa K
> EKTHBHOCTH 4 | AOKYMEHTaIHOHHOTO b bepeHIIPOBAHHOMY
Ka4eCTBO Ei;gg;;;l—llzig;pammnﬂ, 3agery 1-50

JOKYMEHTOB; TpeOOBaHHS K
COCTABJICHUIO U

0 OPMIICHHUIO TOKYMEHTOB;
OpraHu3aIIo
JOKYMEHTO000pOTa: TIPHEM,
00paboTKy, perucTpaluio,
KOHTPOJIb, XpaHEHHE
JOKYMEHTOB, HOMECHKJIATYPY
AcT;

YMETb: 0QOopMIIATH
JIOKYMEHTAIUIO B
COOTBETCTBUU c
HOPMAaTUBHOI 0a3oi,
HCIOJIB3YS
nH(pOpMaLIMOHHBIE

TCXHOJIOTHUH; OCYIICCTBIATH
aBTOMAaTH3alKI0 00padOTKU

JOKYMEHTOB;
YHUDUIIIPOBATE  CUCTEMBI
JOKYMEHTALUK;
OCYILIECTBJIATh XPAaHECHUE U
TIOUCK JIOKYMEHTOB;
OCYIIECTBIIATH

aBTOMATH3AIHNIO 00pabOTKU
JIOKYMEHTOB; MCIIOJIb30BaTh
TEJIEKOMMYHUKAIIMOHHBIE
TEXHOJIOTHH B
ANEKTPOHHOM




JOKYMEHTO00OpOoTe.

OK 4

OcyliecTBIATh TMOUCK |
HCIIOJIb30BaHNE
nH(popManuu,
Heo0X0oInuMO TS
3¢ pexTUBHOTO
BBITTOJIHEHUS
poeCCUOHATIBHBIX
3ajady,
poheCCUOHATLHOTO u
JUYHOCTHOTO Pa3BUTHS

3HaTh: MOOHATHE, IICIIH,
3a7a4u u TIPUHITAITBI
JIEIOTIPOU3BO/ICTBA;
OCHOBHEIE TTOHSTHS
JOKYMEHTAIMOHHOTO
oOecrieueHus yIpaBJICHUS;
CHUCTEMBI
JOKYMEHTAIMOHHOTO
oOecrieueHus yIpaBJIeHUS;
KJIacCU(PUKALTHIO
JIOKYMEHTOB; TpeOOBaHUS K
COCTaBIICHHIO u
0 OpPMIICHHIO JTOKYMEHTOB;
OpTaHH3AIHIO
JIOKYMEHTO000pOTa:!
TpueM, 00paboTKy,
pEeTHCTpANMI0, KOHTPOJIb,
XpaHeHue JIOKYMEHTOB,
HOMEHKJIATYPY JIeJ; YMETh:
oQOpMIIATh JOKYMEHTAILIUIO

B COOTBETCTBUHN C
HOPMaTUBHOMN 6azoi,
HCIIONB3Ys
nH(pOpMaLMOHHBIE

TEXHOJIOTHH; OCYIIECTBISATh
AaBTOMATHU3AIMIO 00pPabOTKU
JTIOKYMEHTOB;
YHU(DUIUPOBATH
JOKYMEHTAINH;
OCYIIECTBIISITh XpPaHEHHE U
ITOUCK JIOKYMEHTOB;
OCYIIIECTBISTh

CUCTEMBI

KoHTponbHble paboThl
1-3

3ananus K
muddepeHIIPOBAaHHOMY
3auety 1-30

Bompocsl

TecTa K
nuddepeHIpoOBaHHOMY
3auety 1-50




aBTOMaTHU3alMI0 00paboOTKH
JOKYMEHTOB; HCIIOJIb30BaTh
TEJIEKOMMYHHKAIIHOHHBIE
TEXHOJIOTHH B
AJIEKTPOHHOM
JOKYMEHTO000pOTE.

OK'5

Hcnonw3oBaTh
MH(POPMAIIMOHHO-
KOMMYHHUKAITMOHHBIC
TEXHOJIOTHH
npodeCcCuOHAITbHON
JESATeIIbBHOCTH

3HaTh: HOHATHE, 1ICIIH,
3a/la4¥ U TTPUHIIATIBI
JICJIONPOU3BO/ICTRA;
OCHOBHBIE ITOHSTHS
JOKYMEHTAI[HOHHOTO
oOecrieueHus yIpaBICHUS;
CHCTEMBI
JOKYMEHTAI[MOHHOTO
oOecrieueHus yIpaBICHUS;
KJIacCU(PUKALTHIO
JOKYMEHTOB; TPEOOBaHHS K
COCTaBJICHHIO U
o(hopMIICHHIO TOKYMECHTOB;
OpTraHHU3aIHIO
JOKYMEHTO000pOTa: TIPHEM,
00paboTKy, perucTpanuio,
KOHTPOJIb, XpaHCHUE
JIOKYMEHTOB, HOMEHKJIATYPY
AcI1;

yMETh: 0pOPMIIATH
JOKYMEHTAITUIO B
COOTBETCTBHUU C
HOpPMaTUBHOM 6a30ii,
HCTIOJB3YS
nH(pOpMaLMOHHBIE
TEXHOJIOTHH; OCYIIECTBISATh
aBTOMATHU3AINIO 00pabOTKH
JTIOKYMEHTOB;
YHUPHUIHPOBATH CUCTEMBI
JOKYMEHTAINH;
OCYIIIECTBISTH XpaHEHHUE U
MOKMCK JIOKYMEHTOB;
OCYIIIECTBISTh
aBTOMATHU3AINIO 00pabOTKH
JIOKYMEHTOB; MCIIOJIH30BaTh
TEJICKOMMYHUKAITHOHHBIE
TEXHOJIOTHH B 3JICKTPOHHOM
JIOKYMEHTO000pOoTeE.

KoHTponbHbIE paboThI
1-3

3amanus K
nudepeHITIPOBAaHHOMY
3auety 1-30 Bompocsl
TeCTa K
muddepeHIPOBaHHOMY
3auety 1-50




IIK 1.1

IIpuHumare  yyactue B
pa3paboTke
CTPaTErMYECKUX U
OIIEpaTUBHBIX
JIOTUCTUYECKUX IJIAHOB Ha
YpPOBHE  IOJpa3fciICHUs

(yyacTka) JIOTHCTHYECKOM
CHCTEMBI C y4YETOM IIeJICH
W 3aja4 OpraHu3alui B
nesnoM.  OpraHu3oBHIBATH
paboty AJIEMEHTOB
JIOTUCTUYECKON CHCTEMBI

3HaTh: MOOHATHE, 1ICIIH,
3a7a4u u TIPUHITUITBI
JIEJIONPOU3BO/ICTBA;
OCHOBHBIC MTOHSTHS
JOKYMEHTAI[HOHHOTO
oOecrieuyeHus yIpaBJICHUS;
CHUCTEMBI
JOKYMEHTAI[HOHHOTO
oOecrieueHus yIpaBJICHUS;
KJIacCU(PUKAITHIO
JOKYMEHTOB; TPEOOBaHHS K
COCTaBJICHHUIO u
0(OPMIICHHIO JOKYMEHTOB;
OpraHH3aIHI0
JOKYMEHT0000pOTA:
IpHeM, 00paboTKy,
pEeTHCTpaNI0, KOHTPOJIb,
XpaHeHUe JIOKYMEHTOB,
HOMCHKJIATYPY NI€J; YMETh:
oopMIIATE TOKYMEHTAILIHIO

B COOTBETCTBUU c
HOPMaTUBHOMH 6a3oi,
UCTIOB3YS
WH(POPMAIOHHBIE

TEXHOJIOTHH; OCYIIECTBIISATh
aBTOMAaTH3AIUI0 00pabOTKH

JIOKYMEHTOB;
YHU(DUIIUPOBATh  CUCTEMBI
JOKYMCHTAIHH;
OCYIIECTBIISITh XPaHEHHE |
TTOUCK JIOKYMCHTOB;
OCYIIECTBIISTh

aBTOMATHU3AIMI0 00pabOTKU
JIOKYMEHTOB; UCIOJb30BaTh
TEJIEKOMMYHHUKAIIMOHHBIE
TEXHOJOTHH B
ANEKTPOHHOM
JIOKYMEHTO000pOTE.

KontpomnbHbie paboThl
1-3

Samanus K
muddepeHIPOBaHHOMY
3auery 1-30

Bomnpocst

TecTa K
nuddepeHIpoBaHHOM
y 3auety 1-50




IIK 1.2

IInanupoBars u
OpPraHU30BBIBATH

JTOKYMEHTO000POT B
pamKax yJacTka

JIOTUCTUYECKONH CHUCTEMBI.
[IpuHuMarth, COpTHPOBATH
u CaMOCTOSITEIILHO
COCTaBIATH  TpeOyemyro
JOKYMEHTAIUIO

3HaTh: TOHATHE, ILICNH,
3a7a4u u TPUHIUITBL
JIEJIONPOU3BO/ICTBA;
OCHOBHBIC MTOHSTHS
JOKYMEHTAI[HOHHOTO
oOecrieYeHUs yIpaBIICHUS;
CHUCTEMBI
JOKYMEHTAI[HOHHOTO
oOecrieYeHUsT yIpaBIICHUS;
KJIacCU(PUKAITHIO
JOKYMEHTOB; TPeOOBaHUS K
COCTaBJICHHUIO u
0(OPMIICHHIO JTOKYMEHTOR;
OpraHH3aIHI0
JOKYMEHT0000pOTA:
IpHeM, 00paboTKy,
pEeTHCTpaNMi0,  KOHTPOJIb,
XpaHeHUe JIOKYMEHTOB,
HOMCHKJIATYPY NI€J; YMETh:
oopMIIATE TOKYMEHTAIIHIO

B COOTBETCTBUU c
HOPMaTUBHOMH 6a3zoi,
UCTIOB3YS
WH(POPMAIOHHBIE

TEXHOJIOTHH; OCYIICCTBIIATh
aBTOMATH3AIUI0 00pabOTKH

JIOKYMEHTOB;
YHU(DUIIUPOBATh  CHCTEMBI
JOKYMCHTAIHH;
OCYIIECTBIISITh XpaHCHHE W
TTOUCK JIOKYMEHTOB;
OCYIIECTBIISTh

aBTOMAaTHU3AINI0 00pabOTKU
JIOKYMEHTOB; HCIOJIb30BaTh
TEJIEKOMMYHHUKAIIMOHHBIE
TEXHOJIOTHH B
ANEKTPOHHOM
JIOKYMEHTOO0O0pOTE.

KonrtpomnbHbie paboThI
1-3

3ananus K
nudepeHITIPOBAaHHOMY
3auery 1-30

Bomnpocst

TeCTa K
muddepeHIpPOBaHHOMY
3auety 1-50




IIK 1.3

OcymecTBiATh BBIOOp
MOCTaBIIHKOB,
MIEPEBO3YHKOB,
OIIPEICTIAT THIT
MOCPEAHUKOB U  KaHAJbI
pacnpeeneHus

3HAaTh: NOHATHE, ICIIH,
3a/la4¥ U IPUHIIATIBI
JIEJIONPOU3BO/ICTBA;
OCHOBHBIE ITOHSTHS
JOKYMEHTAI[HOHHOTO
oOecrieuyeHus yIpaBJICHUS;
CHUCTEMBI
JOKYMEHTAI[HOHHOTO
oOecrieuyeHus yIpaBJICHUS;
KJIacCU(PUKAITHIO
JOKYMEHTOB; TPeOOBaHUS K
COCTaBJICHHUIO u
0(OPMIICHHIO JTIOKYMEHTOB;
OpraHH3aIHI0
JOKYMEHT0000pOTA:
IpHeM, 00paboTKy,
pEeTHCTpANMIO,  KOHTPOJb,
XpaHeHUe JOKYMEHTOB,
HOMCHKJIATYPY NI€J; YMETh:
oopMIIATh JOKYMEHTAIHIO

B COOTBETCTBUU c
HOpPMaTHBHOMH 6a3oii,
UCTIOB3YS
WH(POPMAIOHHBIE

TEXHOJIOTHH; OCYIIECTBIISATh
aBTOMAaTH3AIUI0 00paboTKH

JIOKYMEHTOB;
YHU(DUIIUPOBATh  CHUCTEMBbI
JOKYMEHTAI1H;
OCYILLIECTBIISAITh XpaHEHHE U
TIOUCK JOKYMEHTOB;
OCYILIECTBIIATH

aBTOMAaTHU3AIMI0 00pabOTKU
JIOKYMEHTOB; HCIOJIb30BaTh
TEJIEKOMMYHHUKAIIMOHHBIE
TEXHOJIOTHH B
ANEKTPOHHOM
JIOKYMEHTOO0O0pOTE.

KontpomnbHbie paboThl
1-3

Samanus K
muddepeHIPOBaHHOMY
3auery 1-30

Bomnpocst

TecTa K
nuddepeHIpoBaHHOM
y 3auety 1-50




IIK 1.4

Brnaners METOAUKOMN
MIPOEKTUPOBAHMUS,
OpraHu3aly W aHajlu3a
Ha YpOBHE MOJpa3ieieHus
(yyacTka) JIOTMCTHYECKOM
CUCTEMBI yIpaBIICHUS
3arnacamu u
pacnpeenuTeabHbIX
KaHaJIOB

3HaTh: MOOHATHE, ILICIH,
3a/1aun u TIPUHIIHAITBI
JIEJIONPOU3BO/ICTBA;
OCHOBHBIC ITOHSTHS
JOKYMEHTAIMOHHOTO
oOecrieyeHus: yIpaBICHHUS,
CHUCTEMBI
JOKYMEHTAIMOHHOTO
obOecrieueHrs yIpaBJICHUS;
KJIacCU(PUKAITHIO
JIOKYMEHTOB; TPEOOBaHHS K
COCTaBJICHHIO u
0(pOPMIICHHIO JIOKYMEHTOB;
OpraHU3aINI0
JIOKYMEHTO000pOTa:!
pueM, 00paboTKy,
pPEruCTpalvio,  KOHTPOJb,
XpaHEHUE JOKYMEHTOB,
HOMCHKJIATYPY NI€J; YMETh:
oopMIIATE JTOKYMEHTAIIHEIO

B COOTBETCTBUU c
HOpPMaTHBHOMH 6a3oii,
UCTIOB3YS
WH(POPMAIOHHBIE

TCXHOJIOTHUH; OCYHICCTBJIATH
aBTOMATH3aIHI0 00pabOTKH

JOKYMEHTOB;
YHU(PUIUPOBATH  CHUCTEMBI
JOKYMEHTaI1K;
OCYLIECTBIIATh XPAaHEHUE U
TIOUCK JOKYMEHTOB;
OCYLIECTBIIATh

aBTOMATHU3AIMI0 00pabOTKU
JIOKYMEHTOB; MCIOJIB30BaTh
TEJIEKOMMYHHUKAITMOHHBIE
TEXHOJIOTHH B
ANEKTPOHHOM
JOKYMEHTO000poTe.

KonrtpomnbHbie paboTh
1-3

3ananus K
muddepeHIpOBaHHOMY
3auery 1-30

Bomnpocst

TecTa K
nuddepeHIpoBaHHOM
y 3auety 1-50




IIK 1.5

Bnanets OCHOBaMU
ONEPaTUBHOIO
IJIAHUPOBAHUSA H
OpraHu3aluu
MAaTepHAIbHBIX ITOTOKOB Ha

MIPOU3BOICTBE

3HaTh: MOOHATHE, IICIIH,
3a/1a4n U [PUHIHUIIBI
JIEJIONPOU3BO/ICTBA;
OCHOBHBIC TOHSITHS
JOKYMEHTAIMOHHOTO
oOecrieyeHus: yIpaBlCHHUS,
CUCTEMBI
JOKYMEHTAIMOHHOTO
oOeCIieUeHUsT yIPaBIICHHS,
KJIacCU(PUKAITHIO
JTOKYMEHTOB; TPEOOBaHHS K
COCTABJICHUIO u
o(opMIICHHIO JTOKYMEHTOB;
OpraHu3aIIo
JTOKYMEHTO0000pOTa:
pueM, 00paboTKy,
pEerucTpalum, KOHTPOJIb,
XpaHCHHE JIOKYMEHTOB,
HOMCHKJIATYPY NI€J; YMETh:
oOpMIIATE JTOKYMEHTAIIHIO
B COOTBETCTBUU c
HOPMaTUBHOMN 6a3oi,
HCIIOJB3YS
WH(POPMAIOHHBIE
TEXHOJIOTHH; OCYIIECTBISATh
aBTOMATH3aIHI0 00pabOTKH
JIOKYMEHTOB;
YHUPUIIUPOBATH
JOKYMEHTAITUH;
OCYIIIECTBIISITh XpPaHEHHE U
TTOHMCK JIOKYMEHTOB;
OCYIIIECTBISTh
aBTOMATHU3AIMI0 00pPabOTKU
JIOKYMEHTOB; UCIOJb30BaTh
TEJIEKOMMYHHUKAITMOHHBIE
TEXHOJIOTHH B
ANEKTPOHHOM
JOKYMEHTO000poTe.

CUCTCMBI

KonrtpomnbHbie paboTh
1-3

3ananus K
muddepeHIpOBaHHOMY
3auery 1-30

Bomnpocst

TecTa K
nudepeHITIPOBAaHHOMY
3auery 1-50

IIK 2.1

VYdacTBOBaTh B pa3paboTke
UHPACTPYKTYPbI

mpotrecca OpTaHu3aIIH
cHaOkeHus "
OpraHu3alMOHHOMN

CTPYKTYpBl  YIpaBJICHUS
cHaOXeHHEM Ha YpOBHE
nonpaszaenenus (ydacrka)
JIOTUCTUYECKOW CUCTEMBI C

3HaTh: MOHATHE, LIEH,
3aJjauu ¥ MPUHLUIIBI
JeTONPOU3BOICTBA;
OCHOBHBIC ITOHATH S
JOKYMCECHTAIIMOHHOT' O
oOecrnieueHus yrpaBIeHUS;
CHUCTEMBI
JOKYMCECHTAIIMOHHOT' O
o0ecrnieueHus yrnpaBIeHUS;

KoHnTponbHbIe paboThI
1-3

3amaHus K
nuddepeHIpoBaHHOM




y4eToM Ieled W 3axay
OpraHu3alu B LIEJIOM

KJIaCCU(UKALIUIO
JOKYMEHTOB; TpeOOBaHUS K
COCTaBJICHUIO U

0 OPMIICHHUIO TOKYMEHTOB;

OpTaHu3aII0
JTOKYMEHTO0000pOTa: KonTtponbHbie padoTs! 1
pueM, o6pabotky, | —3
PETHCTPALHIO,  KOHTPOIb, | SAJAHHS K
XpaHeHue JIOKYMEHTOB, ﬂH‘b(beplegngOBaHHOMy
HOMEHKIIATYPY €I, yMeTb: | So 1oty &~
Bormpocst
ohopMIIATh JTOKYMEHTAIIHIO
TecTa K
B COOTBETCTBUU c
N . | nuddepeHIMpOBaHHOM
HOpPMaTHBHOMN 6asoit, | ™ (bepenuup
y 3auety 1-50
UCTIOJB3YS
WH(POPMAIIMOHHBIC

TCXHOJIOTUH,; OCYHICCTBJIATH
aBTOMATH3aIHI0 00pabOTKH

JOKYMEHTOB;
YHHPHUIIMPOBATH  CUCTEMBI
JOKYMEHTALUK;
OCYHIECTBJIATh XPAaHEHHE U
IIOMCK JIOKYMEHTOB;
OCYLIECTBIIATH

aBTOMATH3aIHI0 00pabOTKH
AOKYMCHTOB; MCIIOJIb30BaTh
TCJIICKOMMYHUKAIITMOHHBIC

TEXHOJIOTHH B
INEKTPOHHOM
JOKYMEHTO0000pOoTE.

IIK 2.2 [Tpumensts Metoponoruto| 3HaTh:  MOHATHE, LenH, | KoHTpoiabHBIE paboThI
IIPOEKTUPOBAHMUS 3ajaud M OpuHOunsl | 1-3
BHYTPHUIIPOU3BOJICTBEHHBIX | AEJIONPOU3BOACTBA; 3ananus K
JIOTUCTHUYECKHUX CHCTEM | OCHOBHBIE nousaTus | AuddepeHunpoBaHHOMY
npu pelIeHnH | JOKYMEHTAlMOHHOTO 3agety 1-30
MIPAaKTUYECKUX 3a1a4 obecrieueHus yrpapjieHus; | BOIPOCh!

CUCTEMBI TecTa K
JTOKYMEHTAIMOHHOTO G GepeHIMPOBAHHOMY
obecriedenus ympasnenus; | 3a4eTy 1-50
KJIacCU(PHUKALIUIO

JIOKYMEHTOB; TpeOOBaHMSI K
COCTaBJICHUIO "
0(pOPMIICHUIO JTOKYMEHTOB;
OpraHU3aIHIo

JIOKYMEHTO00OopoTa:

pHeM, 00paboTKy,
pEerucTpanmio, KOHTPOJIb,

XpaHCHUC JOKYMCHTOB,




HOMEHKJIATYpY Jel; YMETh:
o(hopMIIATH TOKYMEHTALIHUIO

B COOTBETCTBUHN C
HOPMAaTUBHOI 0a3oii,
UCIIOJB3YS
HH(POPMAIMOHHBIC

TEXHOJIOTHH; OCYIIECTBIATh
aBTOMATHU3AIHI0 00PabOTKH

JIOKYMEHTOB;
YHUPUIUPOBATh  CUCTEMBbI
JIOKYMEHTAI1H;
OCYIIECTBIISITh XpaHEHHE U
MTOMCK JIOKYMEHTOB;
OCYIIECTBIISTh

aBTOMATHU3AIMI0 00pPabOTKH
JIOKYMEHTOB; UCIIOJIb30BaTh
TEJICKOMMYHUKAITMOHHBIE
TEXHOJIOTHH B
ANEKTPOHHOM
JOKYMEHTO000pOoTe.

1K 2.3

Hcnons30Barhk pas3nuyHbIe
MOJIeNIN u METO/IbI
yIpaBieHUs 3aracamu

3HaTh: MOOHATHE, IICIIH,
3aauu U TPUHIUIBI
JIeTIOTIPON3BOICTBA;
OCHOBHBIC TIOHSATHUS
JOKYMEHTAI[HOHHOT'O
oOeCIeYeHUsT yIPaBIICHHSI,
CHCTEMBI
JOKYMEHTAIMOHHOTO
obecrieueHrs yIpaBiIeHUS;
KJ1accu(UKaLuio
JIOKYMEHTOB; TpeOOBaHMS K
COCTaBJICHUIO u
0QOpPMIICHHIO JTOKYMEHTOB;
OpTaHU3aIII0
JIOKYMEHTO000pOTa:!
MIpHeM, 00paboTKy,
pEeTHCTpANMI0, KOHTPOJIb,
XpaHeHue JIOKYMEHTOB,
HOMEHKJIATYPY JIeJ; YMETh:
0pOpMIIATH JOKYMEHTAIUIO

B COOTBETCTBUU c
HOPMaTHUBHOMN 6a3oi,
UCIIOJIB3YS
nH(pOpMaLIOHHbIE

TEXHOJIOTHH; OCYIIECTBISATh
AaBTOMATHU3AIMIO 00pPabOTKU
JTIOKYMEHTOB;

KoHnTponbHble paboThl
1-3

3ananus K
muddepeHIIPOBAaHHOMY
3auety 1-30

Bompocst

TecTa K
nuddepeHIpoOBaHHOMY
3agery 1-50




YHU(DUIIPOBATH
JOKYMEHTAINH;
OCYIIECTBIISITh XPaHCHHE U
IMOKCK JIOKYMEHTOB;
OCYIIIECTBIISATH
aBTOMATHU3AIHI0 00pPabOTKH
JOKYMEHTOB; UCIOJIb30BaTh
TEJICKOMMYHHUKAITHOHHBIC
TEXHOJIOTHH B
AIEKTPOHHOM
JOKYMEHTO000pOoTE.

CHUCTCMBI

IIK 2.4

OcymecTBIsATh
yIpaBJ€HHE
3aracamu,
TPaHCIIOPTUPOBKOM,
CKJIaIUPOBAHUEM,
rpy3onepepadboTKoM,
YIIAKOBKOM, CEPBHCOM

3aKa3aMHu,

3HaTh: MOHATHE, LIEH,
3aJa4u ¥ MPUHLUIIBI
JIeTIOTIPON3BOICTBA;
OCHOBHBIE MTOHSTHUS
JOKYMEHTAI[HOHHOTO
o0ecrnieueHus yrnpaBIcHUS;
CHCTEMBI
JOKYMEHTAI[HOHHOTO
oOecrnieueHus yrnpaBIcHUs;
KJIaCCU(PHUKALIUIO
JIOKYMEHTOB; TpeOOBaHMsI K
COCTaBIJICHUIO "
0(hopMIIEHHIO JTOKYMEHTOB;
OpraHu3aIUI0
JOKYMEHTO0000poTa:
pueM, 00paboTKy,
perucTpanuio, KOHTpOIIb,
XpaHeHHe JIOKYMEHTOB,
HOMEHKJIATYpy Jell; YMETh:
o(opMIIATH TOKYMEHTALIHIO

B COOTBETCTBUU c
HOPMaTUBHOM 0a3oii,
UCTIONB3YS
nH(pOpMaLIMOHHBIE

TCXHOJIOTHUH,; OCYHICCTBJIATH
aBTOMAaTH3alMI0 00padOTKU

JOKYMEHTOB;
YHU(PUIUPOBATh  CHUCTEMBI
JOKYMEHTALUK;
OCYHIECTBJIATh XPAaHEHHE WU
TIOMCK JIOKYMEHTOB;
OCYIIECTBIIATH

aBTOMATHU3AIUI0 00pabOTKH
JIOKYMEHTOB; UCIOJb30BaTh
TEJIEKOMMYHUKAIIMOHHBIE

TEXHOJIOTHH B

KonTponbHbie paboThl
1-3

3amaHus K
nuddepeHIpoOBaHHOMY
3auety 1-30

Bompocset

TecTa K

QG depeHITMPOBAHHOMY
3agety 1-50




ANEKTPOHHOM

JOKYMEHTO00OpOoTe.

IIK 3.1 Bnagers  meropmonoruei| 3Hath:  moHATHE, 1ienu, | KoHTponbHbBIE paOoThI
omeHKH 3 PeKTUBHOCTHU | 3a1a9U u npuHOUIL | 1-3
(YHKITMOHUPOBAHUS JIEJIONPOU3BO/ICTBA; 3ananus K
HJIEMEHTOB JIOTUCTHUYECKOW | OCHOBHBIE nousAtus | 1 depeHuupoBaHHOMY
CHUCTEMBI JTOKYMEHTALMOHHOIO 3agery 1-30

obecrieyenus yrpasienus; | Bompocsl
CHCTEMBI TeCTa K
JIOKYMEHTallHOHHOTO nuddepeHunpoBaHHOMY
obecrieueHnst  ynpapienus; | 3a4ety 1-50
KJIacCU(PUKAITHIO

JOKYMEHTOB; TpeOOBaHUS K
COCTaBJICHUIO u

0 OpPMIICHHIO JTOKYMEHTOB;
OpraHU3aIHI0

JOKYMEHTO00opoTa:

pueM, 00paboTKy,
pEerucTpanuio, KOHTPOJIb,

XpaHeHue JIOKYMEHTOB,

HOMEHKIJIATypy JACI; YMETh:
oopMIIATE TOKYMEHTAIIHIO

B COOTBETCTBUU c
HOPMaTUBHOMH 6a3oi,
UCTIOB3YS
WH(POPMAIOHHBIE

TCXHOJIOTUH,; OCYHICCTBIIATH
aBTOMAaTH3alMi0 00pabOTKU

JOKYMEHTOB;
YHUDUIIUPOBATH  CUCTEMBI
JOKYMEHTALUK;
OCYHIECTBIIATh XPAHEHUE H
TIOUCK JIOKYMEHTOB;
OCYLIECTBIIATH

aBTOMAaTHU3AIMI0 00pabOTKU
JIOKYMEHTOB; HCIOJIb30BaTh
TEJIEKOMMYHHUKAIIMOHHBIE
TEXHOJIOTHH B
ANEKTPOHHOM
JOKYMEHTO000poTe.




IIK 3.2

CocraBnarhy nporpaMmy u
OCYIIECTBIIATh

MOHUTOPHHI II0Ka3aTesaeu
paboThI Ha yYpOBHE
noApasaeneHus (y4acTka)
JIOTHCTUYECKOH  CHUCTEMBI
(OCTaBIIMKOB,

MOCPETHUKOB,

MIEPEBO3YNKOB u
3¢ pexTuBHOCTE  PabOTHI

CKJIQJICKOTO XO3fHCTBA U
KaHAaJIOB pacHpeesICHUs)

3HaTh: MOOHATHE, ILICHH,
3a7a4u u TIPUHIIHAITBI
JIEJIONPOU3BO/ICTBA;
OCHOBHEIE ITOHSTHS
JTOKYMEHTAIMOHHOTO
obecrieueHrs yIpaBJICHUS;
CHUCTEMBI
JTOKYMEHTAIMOHHOTO
obecrieueHus yIpaBJICHUS;
KJIacCU(PUKAITHIO
JIOKYMEHTOB; TPEOOBaHHS K
COCTaBIICHHIO u
0(pOPMIICHHIO JIOKYMEHTOB;
OpraHU3aIII0
JIOKYMEHTO000pOTa:!
IpHeM, 00paboTKy,
pEeTHCTpANMIO,  KOHTPOJb,
XpaHeHUe JOKYMEHTOB,
HOMCHKJIATYPY NI€J; YMETh:
oOpMIIATh JTOKYMEHTAIIHEIO

B COOTBETCTBUU c
HOpPMaTHBHOMH 6a3oii,
UCTIOB3YS
WH(POPMAIOHHBIE

TEXHOJIOTHH; OCYIIECTBISATh
aBTOMAaTH3AIUI0 00pabOTKH

JIOKYMEHTOB;
YHU(DUIIUPOBATh  CHUCTEMBI
JOKYMCHTAIHH;
OCYIIECTBIISITh XPaHEHHE |
TTOUCK JOKYMEHTOB;
OCYIIECTBIISTh

aBTOMATHU3AIMI0 00pabOTKU
JIOKYMEHTOB; UCIOJIB30BaTh
TEJIEKOMMYHHUKAIIMOHHBIE
TEXHOJIOTHH B
ANEKTPOHHOM
JIOKYMEHTOO0O0pOTE.

KontpomnbHbie paboThl
1-3

3ananus K
nudepeHITIPOBAaHHOMY
3auery 1-30

Bompocst

TecTa K
muddepeHIpPOBaHHOMY
3auety 1-50




IIK 3.3

PaccunteiBaTh
aHAJIM3UPOBAThH
JIOTUCTUYECKHE U3EPIKKH

3HaTh: TOHATHE, IICIH,
3aJaud W TPUHIHIBI
JIeTIOTIPOU3BOJICTBA;
OCHOBHBIC TIOHSTHUS
JOKYMEHTAI[HOHHOTO
oOeCIieUeHUsT yIPaBIICHHS,
CHCTEMBI
JTOKYMEHTAI[HOHHOTO
oOecrieyeHus: yIpaBICHHUS,
KJaccu(huKanuio
JIOKYMEHTOB; TpeOOBaHMsI K
COCTaBJICHUIO u
0OPMIICHHIO JTOKYMEHTOB;
OpraHu3aII0
JOKYMEHTO00OpOoTA:
IpHeM, 00paboTKy,
pEruCTpalyio,  KOHTPOJIb,
XpaHCHHE JIOKYMEHTOB,
HOMEHKJIATYpPY JeJl; YMETh:
ohopMIISTh JTOKYMEHTAIIHIO

B COOTBETCTBUU c
HOPMAaTUBHOI 0as3oi,
HCIIOJNB3YS
nH(pOpMaLIMOHHBIE

TEXHOJIOTUH; OCYIIECTBISAThH
aBTOMAaTHU3AIUI0 00pabOTKH

JIOKYMEHTOB;
YHU(DUIUPOBATh  CUCTEMBI
JIOKYMEHTAI1H;
OCYILIECTBIISITh XpaHEHHE U
MTOMCK JIOKYMEHTOB;
OCYILIECTBIIATH

aBTOMAaTH3alMI0 00padOTKU
JAOKYMCHTOB; MCIIOJIb30BaTh
TCJIICKOMMYHHUKAIIUOHHLBIC
TEXHOJIOTUHU B
AIEKTPOHHOM
JIOKYMEHTOO0O0pOTE.

KoHnTtposbHbIe paboThI
1-3

Samanus K
nudepeHITIPOBAaHHOMY
3auety 1-30

Bompocst

TecTa K

TG depeHITIPOBAaHHOMY
3auery 1-50




IIK 3.4

[IpumeHsATh COBpEMEHHBIE
JIOTUCTUYECKHE KOHLEMIIUU
U TPUHLMUIBI COKPAIICHUS
JIOTUCTUYECKHUX PACXOJI0B

3HaTh: TOHATHE, IICIH,
3aJaud W TPUHIHIBI
JIeTIOTIPOU3BOJICTBA;
OCHOBHBIC TIOHSTHUS
JOKYMEHTAI[HOHHOTO
oOeCIieUeHUsT yIPaBIICHHS,
CHCTEMBI
JTOKYMEHTAI[HOHHOTO
oOecrieyeHus: yIpaBICHHUS,
KJaccu(huKanuio
JIOKYMEHTOB; TpeOOBaHMsI K
COCTaBJICHUIO u
0OpPMIICHHIO JTOKYMEHTOB;
OpraHu3aII0
JOKYMEHTO00OpOoTA:
IpHeM, 00paboTKy,
pEruCTpalyio,  KOHTPOJIb,
XpaHCHHE JIOKYMEHTOB,
HOMEHKJIATYpPY JeJl; YMETh:
ohopMIISTh JTOKYMEHTAIIHIO

B COOTBETCTBUU c
HOPMAaTUBHOI 0as3oi,
HCIIOJNB3YS
nH(pOpMaLIMOHHBIE

TEXHOJIOTUH; OCYIIECTBISAThH
aBTOMATHU3AIUI0 00pPabOTKH

JIOKYMEHTOB;
YHU(DUIUPOBATh  CUCTEMBI
JIOKYMEHTAI1H;
OCYILIECTBIISITh XpaHEHHE U
MTOMCK JIOKYMEHTOB;
OCYILIECTBIIATH

aBTOMAaTH3alMI0 00padOTKU
JAOKYMCHTOB; MCIIOJIb30BaTh
TCIICKOMMYHUKAIIMOHHBIC
TEXHOJIOTUHU B
AIEKTPOHHOM
JIOKYMEHTOO0O0pOTE.

KoHnTtposbHbIe paboThI
1-3

3ananus K
nudepeHITIPOBAaHHOMY
3auety 1-30

Bomnpocst

TecTa K

g depeHIIMPOBAHHOM
y 3auery 1-50




IIK 4.1

[IpoBoauTH KOHTPOJIb
BBITIOJTHEHU S u
AKCIIEMPOBAHUS 3aKa30B

3HaTh: TOHATHE, IICIH,
3aJa4un u TIPUHIIAITBI
JICJIONPOU3BO/ICTRA;
OCHOBHBIE MOHSATHUS
JOKYMEHTAI[HOHHOTO
oOecrieuyeHust yIpaBJICHUS;
CHUCTEMBI
JOKYMEHTAIMOHHOTO
oOecrieyeHus: yIpaBICHHUS,
KJaccu(huKanuio
JIOKYMEHTOB; TpeOOBaHMsI K
COCTaBJICHUIO "
0OPMIICHHIO JTOKYMEHTOB;
OpraHU3aIHI0
JOKYMEHTO00OpOoTA:
pueM, 00paboTKy,
pEeTHCTpaNMI0, KOHTPOJIb,
XpaHeHue JIOKYMEHTOB,
HOMEHKJIATYpPY JeJl; YMETh:
ohopMIISTh JTOKYMEHTAIIHIO
B COOTBETCTBUU c
HOPMAaTHUBHOM 6a3oii,
UCTIOJB3YS
HH()OPMALIMOHHBIC
TEXHOJIOTUH; OCYIIECTBISAThH
aBTOMAaTHU3AIUI0 00pabOTKH
JIOKYMEHTOB;
YHU(DULIUPOBATD
JOKYMEHTAITNH;
OCYIIECTBIISITh XPaHCHHUE U
ITOMCK JIOKYMEHTOB;
OCYIIECTBIISTh
aBTOMATHU3AIUI0 00paboTKH
JIOKYMEHTOB; UCIIOJIb30BaTh
TEJICKOMMYHUKAITHOHHBIE
TEXHOJIOTHH B
ANEKTPOHHOM
JIOKYMEHTOO0O0pOTE.

CUCTCMBI

KoHnTtposbHbIe paboThI
1-3

3ananus K
nudepeHITIPOBAaHHOMY
3auety 1-30

Bompocst

TecTa K

TG GepeHIIIPOBAaHHOMY
3auety 1-50

1K 4.2

OpFaHI/ISOBBIBaTB npueMm u

MIPOBEPKY TOBapoOB
(rapanTus MOJTy4YECHUS
3aKasa, MIpOBEpKa

3HaTh: HOHATHE, 1ICIIH,
3a/1a4d ¥ IPUHITUTIBI
JIEIOTIPON3BO/ICTBA;
OCHOBHEIE ITOHSATHS

KoHTponbHbIe paboThl




Ka4yecTBa, IMOATBEPKICHHE
MOJyYeHHUs  3aKa3aHHOTO
KOJIMYECTBa, O(GOpMIICHHE
Ha HOJIy4YeHUE u
PErucTpanuo CBIpBA);
KOHTPOJUPOBATh  OIUIATY
MIOCTAaBOK

JOKYMEHTAI[HOHHOTO
oOecrieyeHus: yIpaBICHHUS,
CHCTEMBI
JOKYMEHTAI[HOHHOTO
oOecrieyeHus: yIpaBICHHUS,
KJ1accu(huKanuio
JIOKYMEHTOB; TpeOOBaHMsI K
COCTaBJICHUIO u
0(hOPMIICHHIO JTOKYMEHTOB;
OpraHHU3aLUI0
JTOKYMEHTOO000pOoTa:
pueM, 00paboTKy,
pETHCTpanyio, KOHTPOJIb,
XpaHeHue JTOKYMEHTOB,
HOMEHKJIATYpY J€N; yMETb:
0o(hOpMIIATH JTOKYMEHTAIIHIO

B COOTBETCTBUU c
HOpPMAaTHBHOHU 0a3oii,
HCIIONB3Ys
WH(pOPMAIOHHbIE

TCXHOJIOTHUH,; OCYHICCTBJIATH
aBTOMAaTH3alMi0 00padOTKU

JOKYMEHTOB;
YHH(PUIMPOBATH  CUCTEMBI
JOKYMEHTALUK;
OCYHIECTBJIATh XPAaHEHHE U
IIOMCK JIOKYMEHTOB;
OCYILIECTBIIATH

aBTOMAaTH3alMI0 00pabOTKU
JIOKYMEHTOB; HCII0JIb30BaTh
TEJIEKOMMYHHUKAIIHOHHbIE
TEXHOJIOTHH B
JIEKTPOHHOM
JIOKyMEHTOO00pOTE.

1-3

Samanus K
muddepeHIIPOBAaHHOMY
3auery 1-30

Bompocst

TecTa K
nudepeHITIPOBAaHHOMY
3auery 1-50




11K 4.3

[Tonbupats u
aHAJIM3UPOBATh OCHOBHBIE
KPUTEPHH OLICHKH
peHTa0ETBbHOCTH  CHUCTEM
CKJIQJINPOBAHMS,
TPaHCIIOPTUPOBKU

3HaTh: MOOHATHE, IICIIH,
3a/1a4n U [PUHIHUIIBI
JIeTIOTIPOU3BOICTBA;
OCHOBHBIC TOHSITHS
JOKYMEHTAIMOHHOTO
oOecrieyeHus: yIpaBICHHUS,
CUCTEMBI
JOKYMEHTAIMOHHOTO
oOeCIieUeHUsT yIPaBIICHHS,
KJIacCU(PUKAITHIO
JTOKYMEHTOB; TPEOOBaHHS K
COCTABJICHUIO u
o(opMIICHHIO JTOKYMEHTOB;
OpraHu3aIIo
JTOKYMEHTO0000pOTa:
pueM, 00paboTKy,
pEerucTpalum, KOHTPOJIb,
XpaHCHHE JIOKYMEHTOB,
HOMCHKJIATYPY NI€J; YMETh:
oopMIIATE TOKYMEHTAIIHIO

B COOTBETCTBUU c
HOPMaTUBHOMN 6a3oi,
UCTIOB3YS
WH(POPMAIOHHBIE

TCXHOJIOTHUH; OCYHICCTBJIATH
aBTOMATH3aIHI0 00pabOTKH

JOKYMEHTOB;
YHU(PUIUPOBATh  CHUCTEMBI
JOKYMEHTALUK;
OCYLIECTBIIATh XPAaHEHUE U
TIOUCK JIOKYMEHTOB;
OCYLIECTBIIATH

aBTOMATHU3AIMI0 00pabOTKU
JIOKYMEHTOB; UCIOJb30BaTh
TEJIEKOMMYHHUKAITMOHHBIE
TEXHOJIOTHH B
ANEKTPOHHOM
JOKYMEHTO000poTe.

KonrtpomnbHbie paboTh
1-3

3amanus K
muddepeHIpOBaHHOMY
3auery 1-30

Bompocst

TecTa K
nudepeHITIPOBAaHHOMY
3auery 1-50




IIK 4.4

Ornpenenarsb
ONTUMAIBHOCTH
(YHKITMOHUPOBAHUS
noApaszesnieHust (y4acTka)
JIOTUCTUYECKON CHUCTEMBI C
yd4eToM ILene M 3axad
OpraHu3aly B LEJIOM

KPUTEPHUH

3HaTh: MOOHATHE, IICIIH,
3a/1a4n U [PUHIHUIIBI
JIeTIOTIPOU3BOICTBA;
OCHOBHBIC TOHSITHS
JOKYMEHTAIMOHHOTO
oOecrieyeHus: yIpaBICHHUS,
CUCTEMBI
JOKYMEHTAIMOHHOTO
oOeCIieUeHUsT yIPaBIICHHS,
KJIacCU(PUKAITHIO
JTOKYMEHTOB; TPEOOBaHHS K
COCTABJICHUIO u
o(opMIICHHIO JTOKYMEHTOB;
OpraHu3aIIo
JTOKYMEHTO0000pOTa:
pueM, 00paboTKy,
pEerucTpalum, KOHTPOJIb,
XpaHCHHE JIOKYMEHTOB,
HOMCHKJIATYPY NI€J; YMETh:
oopMIIATE TOKYMEHTAIIHIO

B COOTBETCTBUU c
HOPMaTUBHOMN 6a3oi,
UCTIOB3YS
WH(POPMAIOHHBIE

TCXHOJIOTHUH; OCYHICCTBJIATH
aBTOMATH3aIHI0 00pabOTKH

JOKYMEHTOB;
YHU(PUIUPOBATh  CHUCTEMBI
JOKYMEHTALUK;
OCYLIECTBIIATh XPAaHEHUE U
TIOUCK JIOKYMEHTOB;
OCYLIECTBIIATh

aBTOMATHU3AIMI0 00pabOTKU
JIOKYMEHTOB; UCIOJIB30BaTh
TEJIEKOMMYHHUKAITMOHHBIE
TEXHOJIOTHH B
ANEKTPOHHOM
JOKYMEHTO000poTe.

KonrtpomnbHbie paboTh
1-3

3amanus K
muddepeHIpOBaHHOMY
3auery 1-30

Bompocst

TecTa K
nuddepeHIpoBaHHOM
y 3auety 1-50




MMHUCTEPCTBO HAYKHU U BBICIHIEI'O OBPA30OBAHUS POCCUMCKOM ®EJEPAIIN
Enabyxckuiit uHCTHTYT (unman) dhenepaibHOr0 rocy1apcCTBEHHOTO aBTOHOMHOTO
00pa30BaTEeNILHOTO YUPEKACHHS BBICIIIETO 00pa30BaHUs
«Kazanckuii (ITpuBospkckuit) ¢peaepanbHbIil YHUBEPCUTET)

Tema 2. CucreMbl AOKYMEHTAINHOHHOI'0 odecneyeHns YHnpaBJICHUSA U UX aBTOMaTU3alusd

KommnuiekT 3aianuii 1Ji1 KOHTPOJIbHOI padoTsI 1
OI1.04 «lokymMeHTAIIHOHHOE 00ecredyeHue YIpaBJIeHUusD)
(OK-2, OK-4, OK-5, I[IK 1.1, IIK 1.2, TIK 1.3, [IK 1.4, IIK 1.5, TIK 2.1, [IK 2.2, I1K 2.3, IIK 2.4,
MK 3.1 TIK 3.2, TIK 3.3, [IK 3.4, [1K 4.1, [IK 4.2, [IK 4.3, [IK 4.4)

Bapmuanr 1

1 [lonsiTHE peKBU3UTA U UX ONIUCAHHE
Bapuanr 2

1 TpeGoBanus k O1aHKaM JOKYMEHTOB

Tema 3. Knaccudpukanusi 1okyMeHTOB. Tpe6oBaHusl K COCTaBJIeHHI0 U 0OPMIIEHH IO
JOKYMEHTOB

KommuiekT 3agaHuii 1JIsi KOHTPOJIbHOW padoThI 2
OI1.04 «/lokymeHTaliuOHHOE o0ecnievyeHne YIPABJIeHUD)
(OK-2, OK-4, OK-5, IIK 1.1, [IK 1.2, [IK 1.3, [IK 1.4, [IK 1.5, [IK 2.1, [1K 2.2, 1K 2.3, [1K 2.4,
I[MIK 3.1 1K 3.2 ,1IK 3.3, [1K 3.4, TIK 4.1, [1IK 4.2, [IK 4.3, [IK 4.4)
Bapuant 1
1. OcHoBHBIE CBOMCTBA U MPU3HAKU JOKYMEHTA.
2. Knaccudukanus JOKyMEHTOB IO pa3ivuyHbIM Ipu3HakaMm. Hambonee ynorpeOuTenbHbIe
BU/JIbI KJIAaCCU(DUKAIUH.
3. Krnaccugukaius TOKyMEHTOB 10 XapakTepy HHPOPMAIMOHHBIX CBSI3€H MPENpUITHSI.

e

Knaccudukanus ynpaBieHUeCKUX JOKYMEHTOB MO (YHKIIMOHAIbHOMY Ha3HAUYEHUIO.
5. Knaccuduxaius 10KyMEHTOB 10 COACPKAHUIO.
Bapuanr 2
1. Knaccudukanus JOKyMEHTOB 110 THITY HOCUTENEH.
2. OcCHOBHBIE HaNpaBJIEHUS] COBEPILICHCTBOBAHUS PAOOTHI C TOKYMEHTAMHU.
3. VYauduuupoBaHHas ¢dopma nokymeHta. @opmyssp  JOKyMEHTAa.
PernameHTarus 1ei10npon3Bo/CTBA.
4. YHudukanus v craHAapTU3alusg JOKYMEHTOB. 5. 3aKOHOAATEIbHbIE U IIPABOBbIE aKTaM B
cdepe nHGOpMaIUN U JOKYMEHTAIHUH.

Tema 4. Opranusanusi pa6éoTbl ¢ JOKYMEHTAMH

KommuiekT 3aganuii 1Jisi KOHTPOJIbHOM padoThl 3
OI1.04 «/lokymeHTallHOHHOE O0ecneYeHne YIIPABJICHUD)
(OK-2, OK-4, OK-5, TIK 1.1, [IK 1.2, [IK 1.3, [IK 1.4, [IK 1.5, [IK 2.1, 1K 2.2, 1K 2.3, T[IK 2.4,
MK 3.1 11K 3.2, 11K 3.3, 11K 3.4, TIK 4.1, [IK 4.2, TIK 4.3, [IK 4.4)



Bapmuanr 1

1) Ha kakue MOTOKHU JCIUTCS TOKYyMEHTOOOOPOT:

1. Bxogsmue

2. Hcxopnsmime

3. Buemraue

4. BuyTpeHHHE
2) T'1e perucTpupyroTCcsi JOKYMEHTHI:

1. B cnenmnanbHOM 0011I€M KypHAJIe

2. B xypHasie BXOASIIUX JOKYMEHTOB

3. B xypHasie HCXOMIINUX JTOKYMEHTOB.
3) CxoJIbKO HEOOXOAMMO XPaHUTh JJOKYMEHTBI Ha MPEIIPUITHH:

1. 3rona
2. 5ner
3. 70 ner.

4. 'V kaxa0ro BUaa JOKYMEHTa CBOU CPOKH.
Bapuanr 2
1) Jlns yero HEOOXOIUM KOHTPOJIb UCIIOJHEHHSI JOKYMCHTOB:
1. Jlist Ka4eCTBEHHOTO UCIIOJTHCHUS
2. Jlnsg HakaszaHwusl, B ClIy4ae Heyaauu
3. Jliusg oTyeTHOCTH
4. Jlns mopsiaka
2) T'1e peruCTpupyroTCs JOKYMEHTHI:
1. B cnenuansHOM 00IIEM KypHae
2. B xypHasie BXOIAIINX JOKYMEHTOB
3. B xypHasie UCXOAAIMINUX TOKYMEHTOB.
3) Ilouemy XpaHST JOKYMEHTBI JUIUTSILHOE BPEMSI:
1. JIynst BOCCTaHOBIICHUS COOBITHIA
2. JIyisg uCnoyib30BaHUs IIEHHOTO OTIBITa
3. Ha mamsts o moasax
4. Jlns noka3aTenbCTB B CY/IE.



Kpurepum ouenku:

Kpurepuu onieHuBaHus pe3yabTaToOB 00ydeHUS

(6ambI)
«HEYJI0B
JIETBOPUT «YHOBIETEO «XOPOIIO» | «OTIUYHO»
elLHON PUTEIBHO»
Komne | [Inanupyemsle pe3ynbTaTsl | [KpUTEpU U [kpuTepun [kputepun | [Kputepuu
TEHIMH | O0yUYeHHUsI BBICTABJI €HUSI | BBICTABJICHU sl | BBICTABJICH | BHICTABJICHUS
OLIEHKHU OLICHKHU Usl OUEHKU | OLEHKH
«HEYIOB «yAOBJIETBO «XOpOIIO»| | «OTIUYHOR|
JIETBOPUT PUTEIBHO|
eIbHOY |
3HATh:
- HIOHSATHE, ey,
3aJaud W TPUHIUIIBI
JIeJI0TIPOU3BOICTBA;
- OCHOBHBIE TIOHSTHS
JOKYMEHTAIL[HIOHHOI'O JemoHCcTpH 3Haer
obecrievenns ynpasienus; | He snaet -pyer nocratous | ACMOHCTPHDYET
OK 2 - CHCTEMBI Homycka et YaCTUYHBIE OB BHEEI;::
JIOKyMEHTALHOHHOTO rpyOble OIIMOKU |  3HaHMA Oe3 6azoBom };IEIaHI/Iﬁ
obecreyeHus YIpaBJIeHus; rpyGeIx omubok | 0ObEME
- KJIaCCHU(PUKAIUIO
JTOKYMEHTOB;
- TpeOoBaHUS K
COCTaBJICHUIO "
0(OPMIIEHHUIO IOKYMEHTOB;
- OpraHU3aIHI0
JOKYMEHTO00opoTa:
- npuem, o6paboTKy,
perucTparuo, KOHTPOJIb,
XpaHEeHHE I0OKyMEHTOB,
HOMEHKJIATypy Jel;




yMeThb:
- o(hopMIIATH
JOKYMEHTAITUIO B
COOTBETCTBUH c
HOPMAaTUBHOM 0a3oi,
UCTIONB3YS
UH(POPMALOHHbIE
TEXHOJIOTUH;
- OCYIIECTBIISATH
aBTOMATH3AIMI0 00pabOTKU
JIOKYMEHTOB;
- YHUDUITUPOBATH
CHCTEMBI
JIOKYMEHTALIUH,
- OCYIIECTBIISATH
XpaHEeHUe u TIOMCK
JIOKYMEHTOB;
- OCYIIECTBIISATH
aBTOMAaTHU3alN0 00paboTKU
JOKYMEHTOB;
- UCIIOJIb30BATh
TEJICKOMMyHUKAIIMOHHBIE
TEXHOJIOTUH B JICKTPOHHOM
JOKYMEHTO000pOTE;

He ymeer
JemoHcT pu-
pyet
YaCTUYH bIe
yMEHUs,
JIOITycKa
s TpyOBIe
OLINOKHU

JemoHcTpu

pyer
YaCTUYHBIC

yMmeHus 0e3
rpyOBIX OMIKOOK

YmMmeer
MIPUMCHSITh
3HaHUA Ha
IPAKTHKE B
0a30BOM
00BEME

JemoncTpupyer
BBEICOKHUH

yYpOBEHb
YMEHHI

OK 4

3HATh:
- MIOHSATHE, 1eIH,
3aJaud M TIPUHIUIBI
JIeNIOTIPOU3BO/ICTBA;

- OCHOBHBIE TOHATHUS
JIOKYMEHTAI[UOHHOTO
oOecrieyeHus yrpaBieHUs;

- CHCTEMBI
JOKYMEHTAIHOHHOTO
o0ecrieyeHus yrpaBieHUs;

- KJIacCU(PUKAIIUIO
JIOKYMEHTOB;

- TpeGoBaHuUs K
COCTaBJICHUIO "
0(OPMIICHUIO TOKYMEHTOB;
- OpraHu3aIII0
JIOKyMEHTO000poTa:

- npueM, 00paboTKy,
peTucTpanuo, KOHTPOJIb,
XpaHEHHe JOKYMEHTOB,
HOMEHKJIATYpY JelT;

He 3naer
Homycka et
rpyOsble
OIIMOKH

[emoncTpn
-pyer
YaCTHUYHBIE
3HaHus 6e3
rpyObIX OMHOOK

3Haer
JOCTaTOYH
0B
0azoBOM
00BEMeE

JemoHcTpHpyeT
BBICOKHMH
YPOBEHb

3HAHUU




yMeThb:
- oopmiATH
JOKYMEHTAITUIO B
COOTBETCTBUU C
HOPMAaTUBHOM 0a3oi,
UCTIONB3YS
UH(POPMALOHHbIE
TEXHOJIOTHUH,
- OCYIIECTBIISTh
aBTOMATH3AIMI0 00pabOTKU
JIOKYMEHTOB;
- YHUDUITUPOBATH
CHCTEMBI
JOKYMEHTAINH;
- OCYIIECTBIIATh
XpaHEHHE u TIOUCK
JIOKYMEHTOB;
- OCYIIECTBIIATh
aBTOMAaTHU3aINI0 00paboTKH
JIOKYMEHTOB;
- UCIIOJIb30BATh
TEJIEKOMMYHUKAITHOHHBIC
TEXHOJIOTUH B AJICKTPOHHOM
JIOKYMEHTOO0O0POTE;

He ymeer
Hemonct
pupyer
YaCTHYH bIe
YMCHHSI,
JIOTycKa
s TpyOBIe
OIIMOKH

[emonctpu

pyer
YaCTUYHBIC

yMmeHus 6e3
rpyOBIX OMHUOOK

VYmMmeer
PUMCHSTh
3HAHUS Ha
MPAKTHUKE B
0a3oBOM
00BEME

JleMoHCTpHpYyET
BBICOKHI

YPOBEHb
yMEHUHI

OK 5

3HATh:
- MOHSATHE, 1IN,
3aJa4d ¥ MPUHIIATIBI
JIeNTOTIPOU3BO/ICTBA;
- OCHOBHBIC TTOHSTHS
JIOKYMEHTAIMOHHOTO
oOecrnieueHus yrpaBIeHUS;
- CUCTEMBI
JOKYMEHTAIMOHHOT
0
oOecrnieueHus yrpaBIeHUS;
- KJ1acCU(PUKALINIO
JIOKYMEHTOB;
- TpeOoBaHuUs K
COCTaBIICHUIO H
0(OPMIICHUIO TOKYMEHTOB;
- OpTaHU3aIII0
JIOKYMEHTO0000pOoTa:
- npuem, oopaboTKy,
PETUCTPALINIO, KOHTPOJIb,
XpaHEHUE TOKYMEHTOB,
HOMEHKJIATYPY JeIT;

He 3naer
Jomycka et
rpyOblie

OLINOKH

JeMoHCcTpHUpYyeT
YaCTHUYHBIE
3HaHus 6e3

rpyObIX
omuoOOoK

3Haer
JIOCTaTOYH
0B
0a30BOM
00BEMeE

JemoHcTpHUpyeT
BBICOKUI

YPOBEHD
3HAHUH




yMeThb:
- oopmiATH
JIOKYMEHTAITU IO B
COOTBETCTBUU c
HOPMaTUBHOM 0a3oii,
UCTIONB3YS
UH(POPMALMOHHbIE
TEXHOJIOTHH,
- OCYIIECTBIISTh
aBTOMAaTHU3aIMI0 00pabOTKH
JIOKYMEHTOB;
- YHUDUITPOBATH
CUCTEMBI
JIOKYMEHTAIUH;
- OCYILIECTBIISTh
XpaHeHUe u TIOUCK
JIOKYMEHTOB;
- OCYIIECTBIISTh
aBTOMAaTHU3aIMI0 00pabOTKH
JIOKYMEHTOB;
- HCIIOJIb30BATh
TEJICKOMMYHUKAIMOHHBIC
TEXHOJIOTHH B 3JICKTPOHHOM
JIOKYMEHTO000pOTE;

He ymeer
Hemonct
pupyer
YaCTUYH bIe
YMCHHSI,
JIOITYCKa
s TpyOBIe
OIHMOKHU

JemoHcTpH

pyeT
YaCTUYHBIC

yMmeHus 6e3
rpyOBIX OIHUOOK

Ymeet
PUMCHSTh
3HAHUS Ha
MPAKTHUKE B
0a3oBOM
00BEME

JleMoHCTpHpYyET
BBICOKHI

YPOBEHb
yMEHUHI

IK 1.1

3HATh:
- MIOHSTHE, eIy,
3aJa4yd = W TPUHIMIBI
JIeNTOTIPOU3BO/ICTBA;

- OCHOBHBIC TOHSTHS
JOKYMEHTAI[HIOHHOTO
oOecrnieueHus yrnpaBIeHUS;

- CHCTEMBI
JOKYMEHTAI[HIOHHOTO
oOecrnieueHus yrnpaBIeHUS;

- KJIaccu(PUKaIuio
JIOKYMEHTOB;

- TpeGoBaHuUs K
COCTaBIICHUIO
0(OPMIICHUIO TOKYMEHTOB;
- OpTaHU3aIII0
JIOKYMEHTO000pOoTa:

- npueM, 00paboTKy,
PETHCTpPAIMI0,  KOHTPOJb,
XpaHEeHUe JIOKYMEHTOB,

HOMEHKJIATYpY JI€T;

He 3naer
Homyckaer

rpyobie
OIIMOKH

[emoncTpn

pyeT yacTUYHbIE
3HaHUS 6e3
IpyOBIX OMIMOOK

3Haer
JIOCTATOYH
0B
0azoBOM
00BEME

JemoHcTpHUpyeT
BBICOKHMH
YPOBEHb

3HAHUU




yMeThb:

- opopMIIATH
JOKYMEHTAIUIO B
COOTBETCTBHUH C
HOPMaTHBHOM 0a30ii,
UCTIOJB3Ys
nH(pOPMAaLOHHbIE

TEXHOJIOTUH,

OCYILECTBIISITh
aBTOMATH3AIIHIO

00pabOTKH JOKYMEHTOB;

- YHU(DUIUPOBATH
CHCTEMBI

JOKYMEHTALUH;

- OCYIIECTBIISATH

XpaHEHHE U TTOUCK

JOKYMEHTOB;

- OCYIIECTBIISATH

aBTOMAaTH3al10 00pabOTKU

JOKYMEHTOB;

- MCIIOJIB30BATh

TEJIEKOMMYHHUKAIIIOHHBIE

TEXHOJIOTUU B

3JIEKTPOHHOM

TOKYMEHTO000pOTeE;

He ymeer
JleMoHCTpHpYyET
YaCTUYHBIC
YMEHUS,
JI0ITyCKa

a1 TpyOBIe

OLINOKH

JlemoHCcTpHUpYyET
4aCTUYHBIE

yMmeHus 0e3
rpyOBIX OMIMOOK

YmMmeet
HpI/IMeHHTB
3HAHUS Ha
MPAKTHUKE B
0a3oBOM
00BEME

JemoHncTpupyer
BBEICOKHH

yYpOBEHb
YMEHHI

K 1.2

3HATh:
- MIOHSATHE, 1EIH,
3aIa4l M TPUHLUIBI
JIeTTOTIPOU3BO/ICTBA;

- OCHOBHBIC TIOHSITHS
JOKYMEHTAIHOHHOTO
oOecrnieueHus yrpaBIeHUS;

- CHCTEMBI
JOKYMEHTAIHOHHOTO
oOecrnievueHus yrpaBIeHUS;

- KJIacCU(UKALINIO
JIOKYMEHTOB;

- TpeGoBaHuUs K
COCTaBJICHUIO u
0(hOPMIICHUIO TOKYMEHTOB;
- OpraHH3aIHI0
JIOKyMEHTO000poTa:

- npueM, 00paboTKy,
pEeTUCTpaIio,  KOHTPOJIb,
XpaHEeHHe JIOKYMEHTOB,
HOMEHKJIATYpY JelT;

He 3naer
Homyckaet
rpyOsbie
OIIMOKH

JeMoHCcTpHUpYyeT
YaCTHUYHBIE
3HaHus 0e3
rpyOBIX
OLIMOOK

3Haer
JIOCTATOYHO
B
0a30BOM
00BEMeE

JemoHcTpupyet
BBICOKHMH
YPOBEHb

3HAHUU




yMeTh:
- oopmiATH
JOKYMEHTAITUIO B
COOTBETCTBUU C
HOPMATUBHOM 0azoi,
UCTIONB3YS
UH(POPMAIIMOHHBIC
TEXHOJIOTUH,
- OCYIIECTBIIATD
aBTOMATH3AIMIO 00pabOTKU
JIOKYMEHTOB;
- YHU(DUIUPOBATH
CHCTEMBI
JIOKYMCHTAIUH,
- OCYIIECTBIIATh
XpaHEHHE u TIOUCK
JIOKYMCHTOB;
- OCYIIECTBIIATh
aBTOMAaTHU3aINI0 00paboTKH
JIOKYMCHTOB;
- MCIIOJIB30BATh
TEJIEKOMMYHUKAI[IOHHBIS
TEXHOJIOTUH B AJIEKTPOHHOM
JIOKYMEHTOO000pOTE;

He ymeer
JleMoHCTpHpYET
YaCTUYHBIC

YMCHHSI,
JoITycKa
s TpyOBIC
OLINOKHU

JemoHCcTpHUpYyET

YaCTUYHBIC
ymeHus 6e3

rpyOBIX OIHUOOK

YmMmeer
MIPUMCHSITh
3HaHUA Ha
IPAKTHKE B
0a30BOM
00BEME

JemoncTpupyer
BBEICOKHUH

yYpOBEHb
YMEHHI

K 1.3

3HATh:

- MIOHSATHE, 1eIH,
3aJauu n MMPUHIUITBI
JIeNIOTIPOU3BO/ICTBA;

- OCHOBHBIE TOHATHUS
JIOKYMEHTAI[UOHHOTO
oOecrieyeHus yrpaBieHUs;

- CHCTEMBI
JOKYMCHTAITUOHHOT' O
o0ecrieyeHus yrpaBieHUs;

- KJIacCU(PUKAIIUIO
JIOKYMEHTOB;

- TpeGoBaHuUs K
COCTaBIICHUIO U
0(pOPMIICHHUIO IOKYMEHTOB;

- OpraHu3aINIo
JOKYMEHTO00OopoTa:

- npueM, 00paboTKy,
pETUCTpALUI0,  KOHTPOIIb,
XPaHCHUEC JOKYMCHTOB,
HOMEHKJIATYpY JelT;

He 3naer
Homyckaet
rpyOsbie
OIIMOKH

JemoHncTpHpyeT
YaCTUYHbIC
3HaHus 6e3

rpyObIX
OIINOOK

3Haer
JIOCTATOYHO
B
0a30BOM
00BEMeE

JemoHcTpHpyeT
BBICOKHMH
YPOBEHb

3HAHUU




yMeThb:
- o(hopMIIATH
JOKYMEHTAITUIO B
COOTBETCTBUH c
HOPMAaTUBHOM 0azoi,
UCTIONB3YS
UH(POPMALOHHbIE
TEXHOJIOTUH;
- OCYIIECTBIISATH
aBTOMATH3AIMI0 00pabOTKU
JIOKYMEHTOB;
- YHUDUITUPOBATH
CHCTEMBI
JIOKYMEHTALIUH,
- OCYIIECTBIISATH
XpaHEeHUe u TIOMCK
JIOKYMEHTOB;
- OCYIIECTBIISATH
aBTOMAaTHU3alN0 00paboTKU
JOKYMEHTOB;
- UCIIOJIb30BATh
TEJICKOMMyHUKAIIMOHHBIE
TEXHOJIOTUH B HJIEKTPOHHOM
JOKYMEHTO000pOTE;

He ymeer
JlemoHCTpHpYyET
YaCTUYHBIC

YMCHHSI,
JIOITyCKa
s TpyOBIC
OLINOKHU

JemoHCcTpHUpYyET

YaCTUYHBIC
ymeHus 6e3

rpyOBIX OIHUOOK

YmMmeer
MIPUMCHSITh
3HaHUA Ha
IPAKTHKE B
0a30BOM
00BEME

JemoncTpupyer
BBEICOKHUH

yYpOBEHb
YMEHHI

[IK 1.4

3HATh:
- MIOHSATHE, 1eIH,
3aJaud M TPUHIAIBI
JIeNIOTIPOU3BO/ICTBA;

- OCHOBHBIE TOHATHUS
JIOKYMEHTAI[UOHHOTO
oOecrieyeHus yrpaBieHUs;

- CHCTEMBI
JOKYMEHTAIHOHHOTO
o0ecrieyeHus yrpaBieHUs;

- KJIacCU(PUKAIIUIO
JIOKYMEHTOB;

- TpeGoBaHuUs K
COCTaBJICHUIO u
0(OPMIICHUIO TOKYMEHTOB;
- OpraHu3aIII0
JIOKyMEHTO000poTa:

- npueM, 00paboTKy,
pEeTUCTpaIii0,  KOHTPOJIb,
XpaHEHHe JIOKYMEHTOB,
HOMEHKJIATYpY JelT;

He 3naer
Homyckaet
rpyosbie
OIIMOKH

[emoHCcTpHpyeT
YaCTU4YHbIC
3HaHus 6e3

rpyObIX
OIINOOK

3HaeT
JIOCTATOYHO
B
0azoBOM
00BEME

JemoHcTpHpyeT
BBICOKHMH
YPOBEHb

3HAHUU




yMeThb:
- oopmiATH
JOKYMEHTAITUIO B
COOTBETCTBUU C
HOPMAaTUBHOM 0azoi,
UCTIONB3YS
UH(POPMALOHHbIE
TEXHOJIOTHUH,
- OCYIIECTBIISTh
aBTOMATH3AIMI0 00pabOTKU
JIOKYMEHTOB;
- YHUDUITUPOBATH
CHCTEMBI
JOKYMEHTAINH;
- OCYIIECTBIIATh
XpaHEHHE u TIOUCK
JIOKYMEHTOB;
- OCYIIECTBIIATh
aBTOMAaTHU3aINI0 00paboTKH
JIOKYMEHTOB;
- UCIIOJIb30BATh
TEJIEKOMMYHUKAITHOHHBIC
TEXHOJIOTUH B AJICKTPOHHOM
JIOKYMEHTOO0O0POTE;

He ymeer
JlemoHCTpHpYyET
YaCTUYHBIC

yMEHUS,
JI0ITyCKa
a1 TpyOBIe
OIHUOKHU

JleMoHCcTpHpYyET
YaCTUYHbIC

yMmeHus 0e3
rpyOBIX OMIMOOK

VYmMmeer
PUMCHSTh
3HAHUS Ha
MPAKTHUKE B
0a3oBOM
00BEME

JleMoHCTpHpYyET
BBICOKHI

YPOBEHb
yMEHUHI

IIK 1.5

3HATh:
- MIOHSATHE, 1EIH,
3aa9 M TIPUHIUIBI
JIEIONPOU3BOJICTBA;

- OCHOBHBIC TIOHSITHS
JIOKYMEHTAIMOHHOTO
oOecrnieueHus yrpaBIeHUS;

- CUCTEMBI
JIOKYMEHTAIMOHHOTO
oOecrnieueHus yrpaBIeHUS;

- KJ1acCU(UKALINIO
JIOKYMEHTOB;

- TpeOoBaHus K
COCTaBIIEHUIO
0(hOPMIICHUIO TOKYMEHTOB;
- OpraHU3aIHI0
JIOKyMEHTO000poTa:

- npueM, 00paboTKy,
pEeTUCTpaIio,  KOHTPOJIb,
XpaHEeHUe JIOKyMEHTOB,

HOMEHKJIATYpY JIeT;

He 3naer
Jomyckaer

rpyobie
OIIHOKHU

JleMoHCcTpHUpYyeT
YaCTHUYHBIE
3HaHus 0e3
rpyOBIX
OLIMOOK

3HaeT
JIOCTAaTOYHO
B
0azoBOM
00BEME

JemoHcTpHUpyeT
BBICOKUI
YpOBEHb

3HaHUHN




yMeThb:
- oopmiATH
JIOKYMEHTAITU IO B
COOTBETCTBUU c
HOPMaTUBHOM 0a3oii,
UCTIONB3YS
UH(POPMALMOHHbIE
TEXHOJIOTHH,
- OCYIIECTBIISTh
aBTOMAaTHU3aIMI0 00pabOTKH
JIOKYMEHTOB;
- YHUDUITPOBATH
CUCTEMBI
JIOKYMEHTAIUH;
- OCYILIECTBIISTh
XpaHeHUe u TIOUCK
JIOKYMEHTOB;
- OCYIIECTBIISTh
aBTOMAaTHU3aIMI0 00pabOTKH
JIOKYMEHTOB;
- HCIIOJIb30BATh
TEJICKOMMYHUKAIMOHHBIC
TEXHOJIOTHH B 3JICKTPOHHOM
JIOKYMEHTO000pOTE;

He ymeer
JleMoHCTpHpYyET
YaCTUYHBIC

yYMEHHS,
JIOITyCKa
s TpyOBIC
OIHUOKHU

JleMoHCcTpHpYyET

YaCTHYHBIC
yMmeHus 0e3

rpyOBIX OMIMOOK

Ymeet
PUMCHSTh
3HAHUS Ha
MPAKTHUKE B
0a3oBOM
00BEME

JleMoHCTpHpYyET
BBICOKHI

YPOBEHb
yMEHUHI

IK 2.1

3HATh:
- MIOHSTHE, eIy,
3aJa4yd = W TPUHIMIBI
JIeNTOTIPOU3BO/ICTBA;

- OCHOBHBIC TOHSTHS
JOKYMEHTAI[HIOHHOTO
oOecrnieueHus yrnpaBIeHUS;

- CHCTEMBI
JOKYMEHTAI[HIOHHOTO
oOecrnieueHus yrnpaBIeHUS;

- KJIaccu(PUKaIuio
JIOKYMEHTOB;

- TpeGoBaHuUs K
COCTaBIICHUIO

0(OPMIICHUIO TOKYMEHTOB;
- OpTaHU3aIII0
JIOKYMEHTO000pOoTa:

- npueM, 00paboTKy,
PETHCTPAIMI0,  KOHTPOJb,
XpaHEeHUe JIOKYMEHTOB,
HOMEHKJIaTypy /e,

He 3naer
Homyckaer

rpyobie
OIIMOKH

JeMoHCcTpHpyeT
YaCTU4YHbIC
3HaHus 6e3

rpyObIX
OomuoOOoK

3HaeT
JIOCTATOYHO
B
0a30BOM
00BEMeE

JemoHcTpHUpyeT
BBICOKHMH
YPOBEHb

3HAHUU




yMeThb:

- opopMIIATH
JOKYMEHTAIUIO B
COOTBETCTBHUH C
HOPMaTHBHOM 0a30ii,
UCTIOJB3Ys
nH(pOPMAaLOHHbIE

TEXHOJIOTUH,

- OCYIIECTBIIATD
aBTOMATH3AIIHIO

00pabOTKH JOKYMEHTOB;

- YHU(DUIUPOBATH
CHCTEMBI

JIOKYMCHTAIUH,

- OCYIIECTBIISTh

XpaHEHHE U TTOUCK

JIOKYMCHTOB;

- OCYIIECTBIISTh

aBTOMAaTH3al10 00pabOTKU

JIOKYMCHTOB;

- MCIIOJIB30BATh

TEJIEKOMMYHUKAI[IOHHBIC

TEXHOJIOTUH B SJIEKTPOHHOM

JIOKYMEHTO000pOTE;

He ymeer
JleMoHCTpHpYyET
YaCTUYHbIE

YMEHUS,
JI0ITyCKa
a1 TpyOBIe
OLINOKHU

JlemoHCcTpHUpYyET
4aCTUYHBIE

yMmeHus 0e3
rpyOBIX OMIMOOK

YmMmeet
HpI/IMeHHTB
3HAHUS Ha
MPAKTHUKE B
0a3oBOM
00BEME

JemoHncTpupyer
BBEICOKHUH

yYpOBEHb
YMEHHI

K 2.2

3HATh:
- IOHSTHE, LIEJIH,
3aga4dn n HpI/IHIII/IHI)I
JIEJIONTPOU3BO/ICTRA;

- OCHOBHBIC TIIOHATHA
JOKYMEHTAIMOHHOTO
obecrnieueHus yrpaBIeHUS;

- CHCTEMBI
I[OKYMGHTaHI/IOHHOFO
oOecrnievueHus yrpaBIeHUS;

- KJIaccu(PUKaIuio

JIOKYMEHTOB;

- TpeGoBaHuUs K

COCTaBJICHUIO
0(hOPMIICHUIO TOKYMEHTOB;
- OpraHu3aII0
JIOKyMEHTO000poTa:

- IIpUEM,
pETUCTpALIUI0,  KOHTPOJIb,
XPaHCHUEC JOKYMCHTOB,
HOMEHKJIATYpY JelT;

00paboTKy,

He 3naer
Honyckaer
rpyOsble
OIIMOKH

JemoHcTpHpyeT
YaCTHYHbIC
3HaHus 0e3
rpyOBIX
OLIMOOK

3Haer
JIOCTATOYHO
B
0a30BOM
00BEMeE

JemoHcTpupyet
BBICOKHMH
YPOBEHb

3HAHUU




yMeTb:
- oopmiATH
JIOKYMEHTAITU IO B
COOTBETCTBUU c
HOPMATUBHOM 0a3oi,
UCTIONB3YS
uH(GOPMaIMOHHBIE
TEXHOJIOTHH;
- OCYIIECTBIISTh
aBTOMATHU3aIMI0 00pabOTKH
JIOKYMEHTOB;
- YHUDUITUPOBATH
CHUCTEMBI
JIOKYMEHTAIUH;
- OCYIIECTBIISTh
XpaHeHHe u ITOMCK
JIOKYMEHTOB;
- OCYIIECTBIISTh
aBTOMAaTHU3aIMI0 00pabOTKH
JIOKYMEHTOB;
- HCIIOJIb30BAaTh
TEJIEKOMMYHUKAITHOHHBIC
TEXHOJIOTHH B 3JICKTPOHHOM
JIOKYMEHTOO0O0POTE;

He ymeer
JleMoHCcTpUpYyET
YaCTUYHBIC

yMEHUS,
JI0ITyCKa
a1 TpyOBIe
OIHUOKHU

JleMoHCcTpHpYyET

YaCTHYHBIC
yMmeHus 0e3

rpyOBIX OMHOOK

VYmMmeer
PUMCHSTh
3HAHUS Ha
MPAKTHUKE B
0a3oBOM
00BEME

JleMoHCTpHpYyET
BBICOKHI

YPOBEHb
yMEHUHI

I1K 2.3

3HATh:

- IOHSTHE, (1% 8
3a1a49u u
JIeTIOTIPOU3BO/JICTBA;

- OCHOBHEIC ITOHSTHS
JIOKYMEHTAIMOHHOTO

oOecrnieueHus yrnpaBIeHUS;

MMPUHIUIIBI

- CHCTEMBI
JOKYMEHTAIHIOHHOTO
oOecrnieueHus yrnpaBIeHUS;

- KJIacCU(PUKAIIUIO
JIOKYMEHTOB;

- TpeGoBaHuUs K
COCTaBJICHUIO u
0(OPMIICHUIO TOKYMEHTOB;
- OpraHH3aLUIo
JTOKYMEHT0000poTa:

- npuem, oopaboTKy,
pErHCTpaIyio, KOHTPOJIb,
XpaHeHHEe JOKYMEHTOB,

HOMCHKIJIATYypYy ACIJI;

He 3naer
Jomyckaer
rpyobie
OIHUOKHU

JleMoHCcTpHUpYyET
YaCTHUYHBIE
3HaHus 6e3

rpyObIX
omuoOOoK

3HaeT
JIOCTAaTOYHO
B
0azoBOM
00BEME

JemoHcTpHUpyeT
BBICOKUI

YPOBEHD
3HAHUH




yMeThb:
- o(hopMIIATH
JOKYMEHTAITUIO B
COOTBETCTBUH c
HOPMAaTUBHOM 0a3oi,
UCTIONB3YS
UH(POPMALOHHbIE
TEXHOJIOTUH;
- OCYIIECTBIISATH
aBTOMATH3AIMI0 00pabOTKU
JIOKYMEHTOB;
- YHUDUITUPOBATH
CHCTEMBI
JIOKYMEHTALIUH,
- OCYIIECTBIISATH
XpaHEeHUe u TIOMCK
JIOKYMEHTOB;
- OCYIIECTBIISATH
aBTOMAaTHU3alN0 00paboTKU
JOKYMEHTOB;
- UCIIOJIb30BATh
TEJICKOMMyHUKAIIMOHHBIE
TEXHOJIOTUH B JICKTPOHHOM
JOKYMEHTO000pOTE;

He ymeer
JlemoHCTpHUpYyET
YaCTUYHBIC

YMCHHSI,
JoITycKa
s TpyOBIC
OLINOKHU

JemoHCcTpHUpYyET

YaCTUYHBIC
ymeHus 6e3

rpyOBIX OIHUOOK

YmMmeer
MIPUMCHSITh
3HaHUA Ha
IPAKTHKE B
0a30BOM
00BEME

JemoncTpupyer
BBICOKHI
yYpOBEHb
YMEHHI

K 2.4

3HATh:
- MIOHSATHE, 1eIH,
3aJaud M TIPUHIUIBI
JIeNIOTIPOU3BO/ICTBA;

- OCHOBHBIE TOHATHUS
JIOKYMEHTAI[UOHHOTO
oOecrieyeHus yrpaBieHUs;

- CHCTEMBI
JOKYMEHTAIHOHHOTO
o0ecrieyeHus yrpaBieHUs;

- KJIacCU(PUKAIIUIO
JIOKYMEHTOB;

- TpeGoBaHuUs K
COCTaBJICHUIO "
0(OPMIICHUIO TOKYMEHTOB;
- OpraHu3aIII0
JIOKyMEHTO000poTa:

- npueM, 00paboTKy,
pEeTUCTpaIfio,  KOHTPOJb,
XpaHEHHe JOKYMEHTOB,
HOMEHKJIATYpY JelT;

He 3naer
Honyckaer
rpyOsble
OIIMOKH

[emoHCcTpHpyeT
YaCTU4YHbIC
3HaHus 6e3

rpyObIX
OIINOOK

3HaeT
JIOCTATOYHO
B
0azoBOM
00BEME

JemoHcTpHpyeT
BBICOKHMH
YPOBEHb

3HAHUU




yMeThb:
- oopmiATH
JOKYMEHTAITUIO B
COOTBETCTBUU C
HOPMAaTUBHOM 0a3oi,
UCTIONB3YS
UH(POPMALOHHbIE
TEXHOJIOTHUH,
- OCYIIECTBIISTh
aBTOMATH3AIMI0 00pabOTKU
JIOKYMEHTOB;
- YHUDUITUPOBATH
CHCTEMBI
JOKYMEHTAINH;
- OCYIIECTBIIATh
XpaHEHHE u TIOUCK
JIOKYMEHTOB;
- OCYIIECTBIIATh
aBTOMAaTHU3aINI0 00paboTKH
JIOKYMEHTOB;
- UCIIOJIb30BATh
TEJIEKOMMYHUKAITHOHHBIC
TEXHOJIOTUH B AJICKTPOHHOM
JIOKYMEHTOO0O0POTE;

He ymeer
JleMoHCcTpUpYyET
YaCTUYHBIC

yMEHUS,
JI0ITyCKa
a1 TpyOBIe
OIHUOKHU

JleMoHCcTpHpYyET
YaCTUYHbIC

yMmeHus 0e3
rpyOBIX OMHOOK

VYmMmeer
PUMCHSTh
3HAHUS Ha
MPAKTHUKE B
0a3oBOM
00BEME

JleMoHCTpHpYyET
BBICOKHI

YPOBEHb
yMEHUHI

I1IK 3.1

3HATh:
- MIOHSATHE, 1EIH,
3aIa9 M TIPUHIATIBI
JIEIONPOU3BOJICTBA;

- OCHOBHBIC TIOHSTHS
JIOKYMEHTAIMOHHOTO
oOecrnieueHus yrpaBIeHUS;

- CUCTEMBI
JIOKYMEHTAIMOHHOTO
oOecrnieueHus yrpaBIeHUS;

- KJ1acCU(UKALINIO
JIOKYMEHTOB;

- TpeOoBaHus K
COCTaBIIEHUIO
0(hOPMIICHUIO TOKYMEHTOB;
- OpraHU3aIHI0
JIOKyMEHTO000poTa:

- npueM, 00paboTKy,
pEeTUCTpanuo, KOHTPOJIb,
XpaHEeHUe JIOKYMEHTOB,

HOMEHKJIATYpY JIeT;

He 3naer
Jomyckaer
rpyobie
OIHUOKHU

JleMoHCcTpHUpYyeT
YaCTHUYHBIE
3HaHus 0e3
rpyOBIX
OLIMOOK

3HaeT
JIOCTAaTOYHO
B
0azoBOM
00BEME

JemoHcTpHUpyeT
BBICOKUI

YPOBEHD
3HAHUH




yMeThb:
- oopmiATH
JOKYMEHTAITUIO B
COOTBETCTBUU c
HOPMaTUBHOM 6a3oi,
UCTIONB3YS
UH(POPMALMOHHbIE
TEXHOJIOTHH;
- OCYILIECTBIISTh
aBTOMATH3AIMI0 00pabOTKU
JIOKYMEHTOB;
- YHUDUITPOBATH
CUCTEMBI
JOKYMEHTAIIH;
- OCYIIECTBIIATh
XpaHeHue u MOMCK
JIOKYMEHTOB;
- OCYIIECTBIIATh
aBTOMAaTHU3aINI0 00paboTKH
JIOKYMEHTOB;
- HCIIOJIb30BATh
TEJIeKOMMYHUKAIMOHHbBIE
TEXHOJIOTHH B 3JIEKTPOHHOM
JIOKyMEHTO000pOTE;

He ymeer
JlemoHCTpHUpYyET
YaCTUYHBIC

yYMEHWUS,
JIOITyCcKa
s TpyOBIC
OLINOKHU

JemoHCcTpHpYyET
Y4aCTUYHBIE

ymeHus 6e3
rpyOBIX OMHOOK

YmMmeer
MIPUMCHSITh
3HaHUA Ha
IPAKTHKE B
0a30BOM
00BEME

JemoncTpupyer
BBEICOKHUH

YPOBEHb
yMEHUHI

[IK 3.2

3HATh:
- MIOHSTHE, eIy,
3aJa4yl = W TPUHIMIBI
JIeTIONIPOM3BO/ICTRA;

- OCHOBHBIC TIOHSTHS
JOKYMEHTAI[HIOHHOTO
oOecrnieueHus yrnpaBIeHUS;

- CHCTEMBI
JOKYMEHTAI[HIOHHOTO
oOecrnieueHus yrnpaBIeHUS;

- KJ1acCU(PUKALINIO
JIOKYMEHTOB;

- TpeOoBaHus K
COCTaBJICHUIO u
0(OPMIICHUIO TOKYMEHTOB;
- OpTaHU3aIII0
JIOKYMEHTO000pOoTa:

- npueM, 00paboTKy,
pETHCTpAIMi0,  KOHTPOJIb,
XpaHEeHUe JOKYMEHTOB,
HOMEHKJIaTypy /e,

He 3naer
Jomyckaer
rpyobie
OIHUOKHU

JleMoHCcTpHUpYyET
YaCTHUYHBIE
3HaHus 0e3

rpyObIX
OomuoOOoK

3Haer
JIOCTATOYHO
B
0a30BOM
00BEMeE

JemoHcTpHUpyeT
BBICOKUI

YPOBEHD
3HAHUH




yMeThb:

- opopMIIATH
JOKYMEHTAIUIO B
COOTBETCTBHUH C
HOPMaTHBHOM 0a30ii,
UCTIOJB3Ys
nH(pOPMAaLOHHbIE

TEXHOJIOTUH,

- OCYIIECTBIIATD
aBTOMATH3AIIHIO

00pabOTKH JOKYMEHTOB;

- YHU(DUIUPOBATH
CHCTEMBI

JIOKYMCHTAIUH,

- OCYIIECTBIISTh

XpaHEHHE U TTOUCK

JIOKYMCHTOB;

- OCYIIECTBIISTh

aBTOMAaTH3al10 00pabOTKU

JIOKYMCHTOB;

- MCIIOJIB30BATh

TEJIEKOMMYHUKAI[IOHHBIC

TEXHOJIOTUH B SJIEKTPOHHOM

JIOKYMEHTO000pOTE;

He ymeer
JleMoHCcTpHpYyET
YaCTUYHbIE

YMEHUS,
JI0ITyCKa
a1 TpyOBIe
OLINOKHU

JlemoHCcTpHUpYyET
4aCTUYHBIE

yMmeHus 0e3
rpyOBIX OMHOOK

YmMmeet
HpI/IMeHHTB
3HAHUS Ha
MPAKTHUKE B
0a3oBOM
00BEME

JemoHncTpupyer
BBEICOKHUH

yYpOBEHb
YMEHHI

K 3.3

3HATh:
- IOHSTHE, LIEJIH,
3aga4dn n HpI/IHIII/IHI)I
JIEJIONTPOU3BO/ICTRA;

- OCHOBHBIC IIOHATHA
JOKYMEHTAIMOHHOTO
obecrnieueHus yrpaBIeHUS;

- CHCTEMBI
I[OKYMGHTaHI/IOHHOFO
oOecrnievueHus yrpaBIeHUS;

- KJIaccu(PUKaIuio

JOKYMCHTOB;

- TpeGoBaHuUs K

COCTaBJICHHUIO
0(OPMIICHUIO TOKYMEHTOB;
- OpraHH3aLHUIo
JIOKyMEHTO000poTa:

- IIpUEM,
pETHUCTpAINO0,  KOHTPOJb,
XPaHCHUEC JOKYMCHTOB,
HOMEHKJIATYpy /e,

00paboTKy,

He 3naer
Homyckaet
rpyOsbie
OIIMOKH

JemoHcTpHpyeT
YaCTUYHbIC
3HaHus 6e3

rpyObIX
OIINOOK

3Haer
JIOCTATOYHO
B
0a30BOM
00BEMeE

JemoHcTpupyet
BBICOKHMH
YPOBEHb

3HAHUU




yMeTh:
- oopmiATH
JOKYMEHTAITUIO B
COOTBETCTBUU C
HOPMATUBHOM 0azoi,
UCTIONB3YS
UH(POPMAIIMOHHBIC
TEXHOJIOTUH,
- OCYIIECTBIIATD
aBTOMATH3AIMIO 00pabOTKU
JIOKYMEHTOB;
- YHU(DUIUPOBATH
CHCTEMBI
JIOKYMCHTAIUH,
- OCYIIECTBIIATh
XpaHEHHE u TIOUCK
JIOKYMCHTOB;
- OCYIIECTBIIATh
aBTOMAaTHU3aINI0 00paboTKH
JIOKYMCHTOB;
- MCIIOJIB30BATh
TEJIEKOMMYHUKAI[IOHHBIS
TEXHOJIOTUH B AJIEKTPOHHOM
JIOKYMEHTOO000pOTE;

He ymeer
JleMoHCTpHpYET
YaCTUYHBIC

YMCHHSI,
JoITycKa
s TpyOBIC
OLINOKHU

JemoHCcTpHUpYyET

YaCTUYHBIC
ymeHus 6e3

rpyOBIX OIHUOOK

YmMmeer
MIPUMCHSITh
3HaHUA Ha
IPAKTHKE B
0a30BOM
00BEME

JemoncTpupyer
BBICOKHI
yYpOBEHb
YMEHHI

[IK 3.4

3HATh:
- MIOHSTHE, LIEJH,
3aJ1a4¥ U MPHHIHIIGI
JIeNIOTIPOU3BO/ICTBA;
- OCHOBHBIE TTOHSTHUS
JIOKYMEHTAI[UOHHOTO
oOecrieyeHus yrpaBieHUs;
- CHCTEMBI
JTOKYMEHTAI[HOHHOT
0
oOecrnieueHus yrnpaBIeHUS;
- KJIaccu(PUKaIuio
JIOKYMEHTOB;
- TpeGoBaHuUs K
COCTaBJICHUIO U
0 OpPMIICHHUIO TOKYMEHTOB;
- OpraHu3aII0
JTOKYMEHT0000poTa:
- npuem, oopadoTKy,
pEruCTpalmio, KOHTPOJIb,
XpaHEHHE JTOKYMEHTOB,
HOMEHKJIaTypy /e,

He 3naer
Homyckaet
rpyOsbie

OLIUOKH

JleMoHCcTpHUpYyeT
YaCTHUYHBIE
3HaHus 0e3
rpyOBIX
OLIMOOK

3Haer
JIOCTATOYHO
B
0a30BOM
00BEME

JemoHcTpupyet
BBICOKUH

YPOBEHb
3HAHUH




yMeThb:
- o(hopMIIATH
JOKYMEHTAITUIO B
COOTBETCTBUH c
HOPMAaTUBHOM 0a3oi,
UCTIONB3YS
UH(POPMALOHHbIE
TEXHOJIOTUH;
- OCYIIECTBIISATH
aBTOMATH3AIMI0 00pabOTKU
JIOKYMEHTOB;
- YHUDUITUPOBATH
CHCTEMBI
JIOKYMEHTALIUH,
- OCYIIECTBIISATH
XpaHEeHUe u TIOMCK
JIOKYMEHTOB;
- OCYIIECTBIISATH
aBTOMAaTHU3alN0 00paboTKU
JOKYMEHTOB;
- UCIIOJIb30BATh
TEJICKOMMyHUKAIIMOHHBIE
TEXHOJIOTUH B JICKTPOHHOM
JOKYMEHTO000pOTE;

He ymeer
JleMoHCcTpUpYyeET
YaCTUYHBIC

yMEHUS,
JI0ITyCKa
a1 TpyOBIe
OIHUOKHU

JemoHCcTpHUpYyET

YaCTUYHBIC
ymeHus 6e3

rpyOBIX OIHUOOK

YmMmeer
MIPUMCHSITh
3HaHUA Ha
IPAKTHKE B
0a30BOM
00BEME

JemoncTpupyer
BBICOKHI
yYpOBEHb
YMEHHI

K 4.1

3HATh:
- MIOHSATHE, 1eIH,
3aJaud M TIPUHIUIBI
JIeNIOTIPOU3BO/ICTBA;

- OCHOBHBIE TOHATHUS
JIOKYMEHTAI[UOHHOTO
oOecrieyeHus yrpaBieHUs;

- CHCTEMBI
JOKYMEHTAIHOHHOTO
o0ecrieyeHus yrpaBieHUs;

- KJIacCU(PUKAIIUIO
JIOKYMEHTOB;

- TpeGoBaHuUs K
COCTaBJICHUIO "
0(OPMIICHUIO TOKYMEHTOB;
- OpraHu3aIII0
JIOKyMEHTO000poTa:

- npueM, 00paboTKy,
peTucTpanuo, KOHTPOJIb,
XpaHEHHe JOKYMEHTOB,
HOMEHKJIATYpY JelT;

He 3naer
Honyckaer
rpyOsble
OIIMOKH

[emoHCcTpHpyeT
YaCTU4YHbIC
3HaHus 6e3

rpyObIX
OIINOOK

3HaeT
JIOCTATOYHO
B
0azoBOM
00BEME

JemoHcTpHpyeT
BBICOKHMH
YPOBEHb

3HAHUU




yMeThb:
- oopmiATH
JOKYMEHTAITUIO B
COOTBETCTBUU C
HOPMAaTUBHOM 0a3oi,
UCTIONB3YS
UH(POPMALOHHbIE
TEXHOJIOTHUH,
- OCYIIECTBIISTh
aBTOMATH3AIMI0 00pabOTKU
JIOKYMEHTOB;
- YHUDUITUPOBATH
CHCTEMBI
JOKYMEHTAINH;
- OCYIIECTBIIATh
XpaHEHHE u TIOUCK
JIOKYMEHTOB;
- OCYIIECTBIIATh
aBTOMAaTHU3aINI0 00paboTKH
JIOKYMEHTOB;
- UCIIOJIb30BATh
TEJIEKOMMYHUKAITHOHHBIC
TEXHOJIOTUH B AJICKTPOHHOM
JIOKYMEHTOO0O0POTE;

He ymeer
JleMoHCcTpUpYyET
YaCTUYHBIC

yMEHUS,
JI0ITyCKa
a1 TpyOBIe
OIHUOKHU

JleMoHCcTpHpYyET
YaCTUYHbIC

yMmeHus 0e3
rpyOBIX OMHOOK

VYmMmeer
PUMCHSTh
3HAHUS Ha
MPAKTHUKE B
0a3oBOM
00BEME

JleMoHCTpHpYyET
BBICOKHI

YPOBEHb
yMEHUHI

[1K 4.2

3HATh:
- MIOHSATHE, 1EIH,
3aa9 M TIPUHIUIBI
JIEIONPOU3BOJICTBA;

- OCHOBHBIC TIOHSITHS
JIOKYMEHTAIMOHHOTO
oOecrnieueHus yrpaBIeHUS;

- CUCTEMBI
JIOKYMEHTAIMOHHOTO
oOecrnieueHus yrpaBIeHUS;

- KJ1acCU(UKALINIO
JIOKYMEHTOB;

- TpeOoBaHus K
COCTaBIIEHUIO
0(hOPMIICHUIO TOKYMEHTOB;
- OpraHU3aIHI0
JIOKyMEHTO000poTa:

- npueM, 00paboTKy,
pEeTUCTpaIfio,  KOHTPOJIb,
XpaHEeHUe JIOKyMEHTOB,

HOMEHKJIATYpY JIeT;

He 3naer
Jomyckaer

rpyobie
OIIHOKHU

JleMoHCcTpHUpYyeT
YaCTHUYHBIE
3HaHus 0e3
rpyOBIX
OLIMOOK

3HaeT
JIOCTAaTOYHO
B
0azoBOM
00BEME

JemoHcTpHUpyeT
BBICOKUI

YPOBEHD
3HAHUH




yMeThb:
- oopmiATH
JIOKYMEHTAITU IO B
COOTBETCTBUU c
HOPMaTUBHOM 0a3oii,
UCTIONB3YS
UH(POPMALMOHHbIE
TEXHOJIOTHH,
- OCYIIECTBIISTh
aBTOMAaTHU3aIMI0 00pabOTKH
JIOKYMEHTOB;
- YHUDUITPOBATH
CUCTEMBI
JIOKYMEHTAIUH;
- OCYILIECTBIISTh
XpaHeHUe u TIOUCK
JIOKYMEHTOB;
- OCYIIECTBIISTh
aBTOMAaTHU3aIMI0 00pabOTKH
JIOKYMEHTOB;
- HCIIOJIb30BATh
TEJICKOMMYHUKAIMOHHBIC
TEXHOJIOTHH B 3JICKTPOHHOM
JIOKYMEHTO000pOTE;

He ymeer
JleMoHCTpHpYyET
YaCTUYHBIC

yYMEHHS,
JIOITyCKa
s TpyOBIC
OIHUOKHU

JleMoHCcTpHpYyET

YaCTHYHBIC
yMmeHus 0e3

rpyOBIX OMIMOOK

Ymeet
PUMCHSTh
3HAHUS Ha
MPAKTHUKE B
0a3oBOM
00BEME

JleMoHCTpHpYyET
BBICOKHI

YPOBEHb
yMEHUHI

[IK 4.3

3HATh:
- MIOHSTHE, LIEJH,
3ala4i 1 NPUHIOUIIBI
JIeNTOTIPOU3BO/ICTBA;
- OCHOBHBIC ITOHATHUA
JIOKYMEHTAI[UOHHOTO
oOecrnieueHus yrnpaBIeHUS;
- CHUCTEMBI
AOKYMCHTAIIUOHHOT
0
oOecrnieueHus yrnpaBIeHUS;
- KJIaccu(PUKaIuio
JIOKYMEHTOB;
- TpeGoBaHuUs K
COCTaBJICHUIO U
0(hOPMIICHUIO TOKYMEHTOB;
- OpraHu3aII0
JIOKyMEHTO000poTa:
- npueM, o0paboTKy,
pETUCTPALINIO, KOHTPOIIb,
XPaHCHUEC NOKYMCHTOB,
HOMEHKJIATYpY JelT;

He 3naer
Homyckaet
rpyosbie
OIIMOKH

JeMoHCcTpHpYyeT
YaCTUYHbIC
3HaHus 6e3

rpyObIX
omuoOoK

3HaeT
JIOCTAaTOYHO
B
0azoBOM
00BEME

JemoHcTpHUpyeT
BBICOKHMH
YPOBEHb

3HAHUU




yMeThb:

- opopMIIATH
JOKYMEHTAIUIO B
COOTBETCTBHUH C
HOPMaTHBHOM 0a30ii,
UCTIOJB3Ys
nH(pOPMAaLOHHbIE

TEXHOJIOTUH,

- OCYIIECTBIIATD
aBTOMATH3AIIHIO

00pabOTKH JOKYMEHTOB;

- YHU(DUIUPOBATH
CHCTEMBI

JIOKYMCHTAIUH,

- OCYIIECTBIISTh

XpaHEHHE U TTOUCK

JIOKYMCHTOB;

- OCYIIECTBIISTh

aBTOMAaTH3al10 00pabOTKU

JIOKYMCHTOB;

- MCIIOJIB30BATh

TEJIEKOMMYHUKAI[IOHHBIC

TEXHOJIOTUH B SJIEKTPOHHOM

JIOKYMEHTO000pOTE;

He ymeer
JleMoHCTpHpYyET
YaCTUYHbIE

YMEHUS,
JI0ITyCKa
a1 TpyOBIe
OLINOKHU

JlemoHCcTpHUpYyET
4aCTUYHBIE

yMmeHus 0e3
rpyOBIX OMIMOOK

YmMmeet
HpI/IMeHHTB
3HAHUS Ha
MPAKTHUKE B
0a3oBOM
00BEME

JemoHncTpupyer
BBEICOKHUH

yYpOBEHb
YMEHHI

[IK 4.4

3HATh:
- IOHSTHE, LIEJIH,
3aga4dn n HpI/IHIII/IHI)I
JIEJIONTPOU3BO/ICTRA;

- OCHOBHBIC IIOHATHA
JOKYMEHTAIMOHHOTO
obecrnieueHus yrpaBIeHUS;

- CHCTEMBI
I[OKYMGHTaHI/IOHHOFO
oOecrnievueHus yrpaBIeHUS;

- KJIaccu(PUKaIuio

JIOKYMEHTOB;

- TpeGoBaHuUs K

COCTaBJICHUIO
0(hOPMIICHUIO TOKYMEHTOB;
- OpraHu3aII0
JIOKyMEHTO000poTa:

- IIpUEM,
pETUCTpALUI0,  KOHTPOJIb,
XPaHCHUEC JOKYMCHTOB,
HOMEHKJIATYpY JelT;

00paboTKy,

He 3naer
Homyckaet
rpyOsbie
OIIMOKH

JemoHcTpHpyeT
YaCTHYHbIC
3HaHus 0e3
rpyOBIX
OLIMOOK

3Haer
JIOCTATOYHO
B
0a30BOM
00BEMeE

JemoHcTpupyet
BBICOKHMH
YPOBEHb

3HAHUU




yMeTh:
- oopmiATH
JOKYMEHTAITUIO B
COOTBETCTBUU C
HOPMATUBHOM 0azoi,
UCTIONB3YS
UH(POPMAIIMOHHBIC
TEXHOJIOTUH,
- OCYIIECTBIIATD
aBTOMATH3AIMIO 00pabOTKU
JIOKYMEHTOB;
- YHU(DUIUPOBATH
CHCTEMBI
JIOKYMCHTAIUH,
- OCYIIECTBIIATh
XpaHEHHE u TIOUCK
JIOKYMCHTOB;
- OCYIIECTBIIATh
aBTOMAaTHU3aINI0 00paboTKH
JIOKYMCHTOB;
- MCIIOJIB30BATh
TEJIEKOMMYHUKAI[IOHHBIS
TEXHOJIOTUH B AJIEKTPOHHOM

JIOKYMEHTOO000pOTE;

He ymeer
JleMoHCTpHpYET
YaCTUYHBIC

YMCHHSI,
JoITycKa
s TpyOBIC
OLINOKHU

JemoHCcTpHUpYyET

YaCTUYHBIC
ymeHus 6e3

rpyOBIX OIHUOOK

YmMmeer
MIPUMCHSITh
3HaHUA Ha
IPAKTHKE B
0a30BOM
00BEME

JemoncTpupyer
BBEICOKHUH

yYpOBEHb
YMEHHI




MHWHHUCTEPCTBO HAYKHU U BBICIIEI'O OBPA30OBAHU S POCCUMCKOM ®EJEPAIN
Enabyxckuiit uHCTHTYT (unman) dhenepaibHOr0 rocy1apcCTBEHHOTO aBTOHOMHOTO
00pa30BaTEeNILHOTO YUPEKACHHS BBICIIIETO 00pa30BaHUs
«Kazanckuii (ITpuBospkckuit) ¢peaepanbHbIil YHUBEPCUTET)

TecT Kk AU PepeHINPOBAHHOMY 3a4eTy
(OK2, OK4, OK 5, TIK 1.1, IIK 1.2, [IK 1.3, TIK 1.4, [1IK 1.5, TIK 2.1, T1K 2.2, IIK 2.3, TIK 2.4, TIK
3.1TIK 3.2, [IK 3.3, IIK 3.4, [IK 4.1, [IK 4.2, [IK 4.3, [IK 4.4)

3ananme 1
Bri6epute BepHbId, Ha Barmn B3risia, oTBET M 00BEAMTE KPY)KKOM €ro HOMEp (KIMKHHUTE KypCOPOM,

MOCTaBbTE KPECTUK B HEOOXOAUMOM KIIETOUKE).

Jesionpou3BoaCTBO - 3TO ...

1) oTpacib JAEATENIBHOCTH, OOECIeYnBarolias JOKYMCHTHPOBAHHE W OPraHU3aIllMi0 paboOThl C
opUIIMaTEHBIMU JOKYMEHTaAMH

2) mporiecc co3aanust 1 0hOPMIICHHUS TOKYMEHTA

3) ABWKEHHME JOKYMEHTOB B OPraHU3aIllMM ¢ MOMEHTA WX CO3JAHHS WJIH MOJYYCHHS 10 3aBEPIICHHUS
WCITOJTHCHUS WJTH OTIIPaBJICHUS

OtBer: 1

Ouenka: nuxoromudeckasi. IIpaBuiabHOE BBIIOJHEHUE OAHOTO Takoro T3 oneHuBaeTcs 1 6amom,

HernpaBuibHOEe — 0 OaJITIOB.

3ananue 2
Bribepute BepHblif, Ha Bamn B3, oTBeT U 00BenIuTE KPY>KKOM €ro HoMep (KIUKHUTE KypcopoM,

IIOCTaBbTE KPECTUK B HEOOXOAUMOMN KIIETOUKE).

JdoxymeHTHpOBaHHE - ITO ...

1) oOecrieuenue JABMIKCHHUA JOKYMCHTOB B allliapare YHpaBJICHUA, UX HWCIIOJB30BaHUA B CIIPABOYHBIX
OeaX U XpaHCHUA

2) COBOKYITHOCTb JICHCTBHSI, 00ECIIEUNBAIOIINX UX CBOCBPEMEHHOE HCIIOTHEHHUE

3) mpotecc co3nanus 1 0HOPMIICHHS TOKYMEHTa

Ortsert: 3

Ouenka: nuxorommuyeckas. [IpaBuibHOe BbIIOMHEHUE OAHOTrO Takoro T3 oueHuBaercs 1 6amiom,

HenpaBuwibHOE — () OaIoB.

3aganue 3
BriGepute BepHbIil, Ha Bamn B3riisn, oTBET U 00BEIUTE KPYKKOM €ro HoMep (KIMKHUTE KypcopoM,
MOCTaBbTE KPECTHK B HEOOXOIUMOMN KIETOUKE).

JJoxkymeHT - 3710 ...

1) 3aduKcupoBaHHas HA HOCUTeNE HHPOpMAIUs C pEKBU3UTAMH, ITO3BOJISIFOIIIUMU €€
UICHTU(PHUIIUPOBATH
2) HOCHUTEIIb UH(POPMALINH, UCTIOTIB3YEMOM B LENAX PETyITUPOBAHMS COLMATBHBIX

oTHoueHu# 3) nHpopmarus, 3aduKcupoBaHHas! TIOOBIM CITOCOOOM Ha Jito0oM HocuTesie OTBeT:
1



Ouenka: nuxoromudeckasi. IIpaBuiabHOE BBITOJHEHUE OJHOTO Takoro T3 oneHuBaeTcs 1 Gammom,
HenpaBuwibHOE — () 0aoB.

3ananue 4
Bri6epute BepHbId, Ha Barmn B3risia, oTBET M 0OBEAMTE KPY)KKOM €ro HOMEp (KIMKHHTE KYpCOPOM,

MOCTaBbTE KPECTUK B HEOOXOIUMOM KIIETOUKE).

JlokymMeHT0000pOT - 3TO ...

1) nepenaya TOKyMEHTA U3 OJHOM MHCTAHIIUH B JPYTYIO B IIPOIECCE €r0 PACCMOTPCHHUS

2) IBMKEHHE JTOKYMEHTOB B OpPraHU3al[Mi ¢ MOMEHTA MX CO3JaHMs WM IOJyYEHHS 0 3aBEPIICHHUS
WCIIOJTHEHUS WK OTIPaBICHUS

3) IBIKCHHME KOMILIEKCA JOKYMEHTOB B IPOIECCE BBIPAOOTKH, MPUHATHS M HCIIOJHEHHS PEIICHUI
OTtBer: 2

Ouenka: nuxoromudeckasi. IIpaBuibHOE BBITIOJIHEHHE OAHOTO Takoro T3 oneHuBaeTcs 1 Oamiom,

HenpaBuibHOE — () OaJIoB.

3aianue 5
BriOepute BepHBbIid, Ha Bai B3risiz, OTBET U 00BEIUTE KPY)KKOM €ro HOMep (KIIMKHUTE KypcopoM,

MOCTAaBbTE KPECTHK B HEOOXOIUMOMN KIETOUKE).

IIpaBoBoii aKT, onpeae IO MOPSAA0K 00PaA30BaAHUSA, IPABA, 00SI3AHHOCTH U OPraHU3AMUIO0
PadoThI yUpekIeHusl HA JVINTeJIbHbIN epuo] BpeMeHH — 3TO ...

1) npukas

2) MOJIOKCHUE

3) norosop

4) ycraB

5) MOKHOCTHASI HHCTPYKIUS

Otser: 4

Ounenka: nuxoromuyeckasi. [IpaBuiibHOE BBIIOJTHEHHE OJHOTrO Takoro T3 ouenuBaercs 1 Gamiom,
HenpaBuibHOE — 0 6assIoB.

3ananmue 6
Bribepute BepHbIif, Ha Bamn B3, oTBeT U 00BeInUTE KPY>KKOM €ro HoMep (KIUKHHUTE KypcopoM,

MIOCTaBbTE KPECTUK B HEOOXOAUMOMN KIIETOUKE).

JJOKYyMEHT, ONUCHIBAIOIIUIA WM MOATBEPKAAIOIIMN COAEPKAHNE TeX HIH HHBIX (PAKTOB WJIN
coObITHII — 3TO...

1) akt

2) MOKJaHas 3amcKa

3) cipaka OTBert: 1

Ounenka: nuxoromuyeckasi. [IpaBuiibHOE BBITOJHEHHE OAHOrO Takoro T3 onenuBaercs 1 6amiom,
HenpaBwibHOE — () 6aIoB.

3ananme 7
Bribepute BepHbIif, Ha Bamr B3risn, oTBeT U 00BenIUTE KPY>KKOM €ro HoMep (KIUKHHUTE KypcopoM,

MIOCTaBbTE KPECTHK B HEOOXOMMOM KIICTOUKE).
Hdara akra — 370...
1) nata yTBepKIACHUS



2) nata coOBITHS

3) nara noanucanus OTBeT: 2

Ouenka: nuxoromudeckasi. IIpaBuibHOE BBITIOJIHEHHE OAHOTO Takoro T3 oneHuBaeTcs 1 Oamiom,
HenpaBuibHOE — 0 OaJIoB.

3aganue 8
Bribepure BepHbIid, Ha Bamr B3risi, OTBET U 00BEIUTE KPY>KKOM €ro HOMEp (KIMKHUTE KypcopoM,

MOCTaBbTE KPECTUK B HEOOXOIUMOM KIIETOYKE).

IIpaBoBoii akT, N31aBaeMblii e THHOJINYHO PYKOBOJIUTEIEM B LEJISIX PellIeHHs ONePaTUBHBIX
BOIIPOCOB — 3TO...

1) npukas

2) pacropsbKeHHe

3) ykaszanue 4) unctpykips OTBer: 2

Ouenka: nuxoromudeckasi. IIpaBuiabHOE BBITOJIHEHHE OAHOTO Takoro T3 oneHuBaeTcs 1 Gamiom,
HenpaBwibHOE — 0 6aJIoB.

3ananue 9
Bribepure BepHbIi, Ha Bamn B3risi1, OTBET U 00BEANTE KPYKKOM €ro HoMep (KIMKHHUTE

KypCOpOM, IMIOCTaBbTE KPECTUK B HEOOXOIMMOH KileTouke). PacopsiinTebHble JOKYMEHThI
BCTYNAIOT B CHILY C ...

1) MOMEHTa UX MOAMUCAHHSI

2) MOMEHTA MX TOJAIUCAHUS U COTIIACOBAHUSI

3) MOMEHTa UX TOANMCAHUS U JIOBSICHHUS 10 CBEICHHS UCTIOTHUTEIIS

4) MOMEHTA UX JOBEJICHHS 10 cBeieHus ucrnonnutens Orper: 3

Ouenka: nuxorommuyeckas. [IpaBuiibHOE BBINIOJIHEHHE OAHOrO Takoro T3 oneHuBaercs 1 Oaiiom,
HenpaBuwibHOE — () OaIoB.

3axanue 10
Bri6epute BepHbIil, Ha Bam B3ruisiz, oTBET U 00BEAUTE KPYKKOM €ro HoMep (KIMKHUTE

KypCOpOM, TIOCTaBbTE KPECTHK B HEOOX0 MOl KiteTtouke). [lo comepikannio npukasbl

OBbIBAIOT...

1) npocThIe U CIIOKHBIC

2) 10 OCHOBHOI JCATEIBHOCTH M MOJMYHOMY COCTaBY

3) BHYTpEHHUE U BHEIIIHUEC

4) ToNHbIE ¥ KpaTKUe

5) ¢ yIJI0BBIM U IIPOIOIBHBIM PACTIONOKEHHEM PEKBU3UTOB OTBeET: 2

Ouenka: qnuxoromuueckasi. [IpaBuiibHOE BBINOMHEHUE 0HOTO Takoro T3 oreHuBaercs 1 Oamiom,
HerpaBwibHOE — () 6aJIoB.

3ananme 11
BriGepute BepHBbIi, Ha Bamn B3ris, oTBET U 00BEIUTE KPY)KKOM €ro HOMep (KIUKHUTE KypcOpoM,

MOCTaBbTE KPECTUK B HEOOXOIUMOMN KIETOUKE).

IMocsienoBaTeIbHOCTH TEXHOJIOTHH PA0OTHI € JOKYMEHTAMHU — 3TO...

1) mpuem u mepBUYHAE OOpabOTKa JOKYMEHTOB;, WX TNPEIBApPUTEILHOE pPACCMOTPEHUE U
pacnpeneneHue; perucrpanus JIOKYMEHTOB; KOHTPOJTh WCTIOTHEHUS JIOKYMEHTOB;



UH(POPMALIMOHHOCTIPAaBOYHAsA paboTa; MCIOJHEHUE AOKYMEHTOB; MX OTIpPaBKa; CHCTEMaTHU3alus H
TEKylllee XpaHeHHWEe 2) TpHEM W MepBUYHAsE 0O0pabOTKa JOKYMEHTOB; KOHTPOJIb HCIOJIHCHUS
JOKYMEHTOB; HMH(OpPMallMOHHO-CIIpaBOYHasi paboTa; HWCIOJHEHUE JOKYMEHTOB; HX OTIPABKa,
CHCTEMaTH3allMs U TeKyIlee XpaHeHue

3) mpuem u mnepBuyHas o0OpabOTKAa JOKYMEHTOB; HX NpPEABAPUTEIHHOE pPACCMOTPEHHE U
pacrpenienieHue; perucTpanus JOKYMEHTOB; HH(OPMAIMOHHO-CIIPaBOYHAs paboTa; HCHOIHEHHE
JIOKYMEHTOB; UX OTIPaBKa; CUCTEMaTH3aUs

Otger: 1

Ounenka: nuxoromuyeckasi. IIpaBmiibHOE BBITOTHEHHE OAHOTO Takoro T3 onenuBaercs 1 6amiom,
HenpaBuibHOE — () GaIIoB.

3ananme 12
Bri6epute BepHbIii, Ha Bamn B3ri1s11, OTBET U 00BEUTE KPY>KKOM €ro HoMep (KIIMKHUTE

KYpPCOpPOM, MOCTaBbTE KPECTUK B HEOOXOUMOH KieTouke). CucremMa JOKyMEeHTAUMHU — 3TO...

1) nepenava JOKyMeHTa U3 OJTHOM MHCTAHIMH B JIPYTYIO B IIPOLIECCE €r0 pacCMOTPEHUS 2)
COBOKYITHOCTb JOKyMEHTOB, B3aUMOCBSI3aHHBIX 10 TPU3HAKAM IIPOUCXO0KICHU S, HAa3HAYCHHUS,

BUJA, chephl ACATEILHOCTH, SAMHBIX TPEOOBAHUHN K MX O(OPMIICHHIO

3) mporiecc coznanus U 0hOpMIICHHS TOKYyMEHTa

OTtBer: 2

Ouenka: nuxoromuydeckasi. IIpaBuibHOE BBIIOJHEHUE OAHOTO Takoro T3 oneHuBaetcs 1 O6aimom,
HernpaBuibHOEe — 0 OaJITIOB.

3ananme 13
Bribepure BepHbIiA, Ha Bamr B3risiz, OTBET M 00BEIUTE KPY>KKOM €ro HOMEp (KIMKHUTE KypcopoM,

IIOCTaBbTE KPECTUK B HEOOXOAUMON KIIETOUKE).

Yuupuxkanus — 3710...

1) cucrtema JOKyMEHTAllMH, CO3AaHHAas 110 €IUHBIM MPaBUJIaM U TPeOOBaHUAM, COJIepKaIas
nH(OopMaIro, HEOOXOIUMYIO IS YIIPaBJICHUS B ONPEIETICHHOM cdepe NeaTeTbHOCTH 2)
JeSITeTTLHOCTD 110 YCTAHOBJICHHIO MPABHMII M XapaKTEPUCTHK B MEJISIX MX JTOOPOBOIBHOTO
MHOT'OKpPaTHOTO MCIIOJIb30BaHUs, HallpaBJIeHHAas! Ha IOCTHKEHHE YIOPSI0UEHHOCTH B cepe
MIPOM3BOJICTBA U OOPAICHUS IPOAYKIIMH U TIOBBIIIICHHE KOHKYPEHTOCTIOCOOHOCTH MTPOAYKITHH,

paboT wiu ycayr

3) ycTaHOBJIEHME MaKCHUMAaJbHOTO €IWHOOOpa3HOro Habopa pPEKBU3UTOB, ¢opMara OyMaru M
¢buKcanMy peKBU3UTOB Ha Oymare

Ortsert: 3

Ounenka: nuxoromuyeckasi. [IpaBuiibHOE BBITOTHEHHE OAHOTO Takoro T3 onenuBaercs 1 6amiom,
HenpaBuwibHOE — () OaIoB.

3ananue 14
Bribepute BepHbIif, Ha Bamr B3, oTBeT U 00BenIUTE KPY>KKOM €ro HoMep (KIUKHHUTE KypcopoM,

MOCTaBbTE KPECTHK B HEOOXOAUMOMN KIIETOUKE).

YHupuuupoBaHHas CHCTEMA JOKYMEHTAIMHU — 3TO...

1) CUCTEMA JOKYMCHTAIIUN, CO3JJaHHAad 10 €AUHBIM ITpaBHUJIaM U Tpe6OBaHI/I${M, coJCpKalad
nH(}opMaIro, HEOOXOIUMYIO JIJIsl YIIPABJICHHS B OTPEEICHHON cepe nesTeTbHOCTH 2)
JeSITeIbHOCTD 110 YCTAHOBJICHHIO MPABHJI M XapaKTEPUCTHK B LIEJSIX X J0OPOBOJIIBHOTO



MHOTOKPAaTHOTO UCTOJIh30BAHUS, HAMPABJICHHAS HA JOCTHKCHHE YIIOPSIIOYCHHOCTH B cepe
MIPOMU3BOICTBA U OOpAICHUS TPOTYKIIMY U TTOBBIIICHHE KOHKYPEHTOCITOCOOHOCTH TTPOYKITHH,

paboT WM ycayr

3) mepenava JMOKYMEHTa W3 OJHOW HMHCTAHIIMM B JPYTyI0 B IPOIECCE €ro pacCMOTPEHUS
OtBert: 1

Ouenka: nuxoromudeckasi. IIpaBuiabHOE BBITOJIHEHHE OJHOTO Takoro T3 oneHuBaeTcs 1 Oamiom,
HenpaBuibHOE — 0 OaJIoB.

3ananue 15
Bri6epute BepHbId, Ha Barmn B3risia, OoTBET M 00BEAMTE KPYKKOM €ro HOMEp (KIMKHHTE KYpCOPOM,

MIOCTaBbTE KPECTUK B HEOOXOAUMOM KIIETOUKE).

Opra"nn3anoHHO-PACHOPSIMTE/ILHAN JOKYMEHTAIHs KJaccuuuupyercs Ha...

1) opraHu3anMOHHbBIE, PACTIOPSIUTEIEHBIC

2) opraHu3alMOHHbIC, PACHOPSAUTEIbHBIC U CIPABOYHO-UH(OPMAIIMOHHBIC

3) opraHM3alMOHHbIE, CIPABOYHO-UH(DOPMAIIOHHBIC

4) pacnopsiAuTeNbHBIC, CIIPABOYHO-UH(POpMaIoHHbIe OTBET: 2

Ounenka: nuxoromuyeckasi. [IpaBmibHOE BBITOTHEHHE OAHOTO Takoro T3 onenmuBaercs 1 6amiom,
HernpaBwibHOE — () 6asIoB.

3ananue 16
Bribepure BepHBbIA, Ha Bam B3risiz, OTBET M 00BETUTE KPYKKOM €ro HOMEp (KIIMKHUTE KypcopoM,

MOCTaBbTE KPECTUK B HEOOXOAUMOM KIICTOUKE).

CrangapTusanus — 3710...

1) JESTeIbHOCTh 10 YCTAHOBJICHHUIO TPABWII U XApPAKTEPUCTHK B HEIAX HX JOOPOBOJIHHOTO
MHOTOKpPaTHOTO HCIOJb30BAHUS, HANpPaBICHHAs Ha JOCTIDKEHHE YIOPAJOYCHHOCTH B cdepe
IPOM3BOJICTBA M OOpaIeH sl MPOYKIIUU U MOBBIIICHHE KOHKYPEHTOCIIOCOOHOCTH MPOIYKIIMH, PadOT
WIN yCITYT

2) YCTaHOBJICHUE MaKCHUMAJIbHOTO €IWHOOOpa3HOro Habopa PEeKBU3UTOB, dopmara Oymaru u
¢buKcanMy peKBU3UTOB Ha Oymare

3) dbopmMa  IOPHIMYECKOTO 3aKpeIUieHWs TPOBEICHHONW YHH(UKAIMU W  YpOBHI  ee
o0si3arenbHOCTH OTBET: 1

Ounenka: nuxoroMuyeckasi. [IpaBmiibHOE BBITOTHEHHE OAHOTO Takoro T3 onenmuBaercs 1 Gamiom,
HenpaBuwibHOE — () OaIoB.

3ananue 17
BriGepute BepHbIil, Ha Bamn B3riis, oTBET U 00BEIUTE KPY)KKOM €ro HoMep (KIMKHUTE KypcopoM,

TIOCTaBbTE KPECTUK B HEOOXOIMMOI KIIETOUKE).

IIpaBoM nmoaNucH NMPUKA30B MO MePCOHATY U (PMHAHCOBBIM BONpPOCcaM 00J1a1aeT...

1) pyKOBOAUTENH U 3aMECTHTEINb PYKOBOIUTEIIS

2) TOJIBKO PYKOBOJHUTEIb

3) HaYaIbHUK OT/IENa KaJIpoB

4) 3aMeCTHTENb PYKOBOIUTEJISI

Ortser: 2

Ouenka: nuxoromuueckasi. [IpaBuibHOe BhIMOMHEHUE 0HOTO Takoro T3 omenuBaercs 1 Oamiom,
HenpaBwibHOE — () 6aysIoB.



3ananmue 18
Bribepure BepHbIid, Ha Bam B3risi, OTBET U 00BEIUTE KPY>KKOM €ro HOMEp (KIMKHUTE KypcopoM,

MOCTaBbTE KPECTUK B HEOOXOIUMOM KIIETOUKE).

JlokyMeHT, perjiaMeHTUPYIOIIH A 1esITeJIbHOCTh KOHKPETHOIr0 I0JKHOCTHOTO JIMIA — 3TO. ..

1) moymKHOCTHASI MHCTPYKIUS

2) yKazaHue

3) npukas

4) cnyxxebnas 3amucka OrBer: 1

Ouenka: nuxoromudeckasi. IIpaBuiabHOE BBITOJIHEHHE OJHOTO Takoro T3 oneHuBaeTcs 1 Gamiom,
HenpaBuibHOE — () OaysIoB.

3aganue 19
Bribepute BepHbIii, Ha Bamn B3MIsi, OTBET U OOBEIUTE KPY>KKOM €ro HOMep (KIMKHHUTE KYypPCOPOM,

IIOCTAaBbTE KPECTUK B HEOOXOIUMOI! KIIETOUKE).

W3 1m4Hol KAPTOYKH COTPYAHHKA HCKJIIOYAIOTCS CBeeHUS O...

1) BOMHCKOM y4eTe

2) oOriem craxe padbore

3) NPUHAICKHOCTH K TOJUTHYCCKUM HApTHSAM W OOIIECCTBEHHBIM OpraHu3alusiM 4) ceMeiHOM
nonoxenun Orser: 3

Ounenka: nuxoromuueckasi. [IpaBuibHOe BhImomHeHne oqHOro Takoro T3 omenuBaercs 1 Gamiom,

HenpaBwibHOE — 0 6aysIoB.

3aganue 20
BriOepuTe BepHBIi, Ha Bamm B3MIIs1, OTBET U OOBEIUTE KPYKKOM €ro HoMep (KIMKHUTE

KypCOpOM, TIOCTaBbTE KPECTHK B HE0OX0quMOH Kiietouke). [Incbma, npuHIMaemble 0e3
perncTpamum — 3T0...

1) mo3npaBUTEIbHBIC THCHMA

2) rapaHTHUITHBIC THChMA

3) nucpma-3anpocsl

4) conpoBOUTEIHHBIC THChMa

Otser: 1

Ouenka: quxoromuueckasi. [IpaBuibHOe BhIMOMHEHNE 0HOTO Takoro T3 oreHuBaercs 1 Oamiom,
HenpaBuibHOE — 0 6assIoB.

3ananme 21
Bribepute BepHbIif, Ha Bamr B3ruisan, oTBeT U 00BeIUTE KPY>KKOM €ro HoMep (KIUKHHUTE KypcopoM,

MIOCTaBbTE KPECTUK B HEOOXOAUMOMN KIIETOUKE).

BepHoe 1aTupoBaHue cJ1y:KeOHbIX TOKYMEHTOB — 3TO...

1) 15/08/99

2) 01.10.00

3) 2003 03 10 4) 15.1.99 Otser: 2

Ounenka: nuxoromuyeckasi. [IpaBuiibHOE BBITOJHEHHE OAHOTO Takoro T3 onenuBaercs 1 6amiom,
HenpaswibHOE — () 6ayIoB.



3ananue 22
Bribepure BepHbIif, Ha Baim B3risi, oTBET M 00BEIUTE KPY>KKOM €ro HOMEp (KIMKHUTE KypcopoM,

MOCTaBbTE KPECTUK B HEOOXOIUMOM KIIETOUKE).

PexBHU3NT, KOTOPBI BKJIKOYaeTCsl B 0J1aHK MUCbMA — 3TO...

1) MeCTO COCTaBIICHHUS WM U3IAaHKs JOKYMECHTA

2) 3aroJIoBOK K TEKCTY

3) HaMMEHOBaHNE OpPTraHU3aALUH

OtBert: 3

Ouenka: nuxoromudeckasi. IIpaBuibHOE BBITOJIHEHHE OJHOTO Takoro T3 oneHuBaeTcs 1 Gaimiom,
HenpaBuibHOE — 0 OaJIoB.

3aganue 23
Bribepure BepHbIid, Ha Bamr B3risi, OTBET U 00BEIUTE KPY>KKOM €ro HOMEp (KIMKHUTE KypcopoM,

MOCTaBbTE KPECTUK B HEOOXOIUMOM KIICTOYKE).

IK3eMILISIP AeJI0BOr0 MUCHhMA, MOATOTOBJIEHHBbIH /151 OTHPABKHU aJipecaTy no noyre,

HAa KOTOPOM MPOCTABJSIIOTCH BU3bI — 3TO... |) MOUIMHHUK, OTIPABIIIEMbBIN apecary

2) Komus, moMeniaeMas B J1eJI0 OpraHu3aIuu

OtBer: 2

Ouenka: nuxoromudeckasi. IIpaBuibHOE BBIIOJHEHUE OAHOTO Takoro T3 oneHuBaeTcs 1 O6amom,
HernpaBuibHOEe — 0 OaJITIOB.

3ananue 24
BriOepure BepHbIi, Ha Barn B3rJisi, OTBET U 00BEAUTE KPY)KKOM €ro HoMep (KIMKHHUTE

KypCcOpoM, OCTaBbTE KPECTUK B HEOOX0AUMOM KieTouke). [IpaBu/ibHBIH BApUAHT 3aroJi0OBKa

K HCbMY — 3TO...

1) o moroBope MOCTaBKH

2) 0 HEBBINIOJHEHHUH JOroBopa moctaBku ot 12.08.2012 Ne 45/63

3) 0 HEeBBINOIHEHHUHU JIOTOBOPA

Ortser: 2

Ouenka: nuxoromuyeckas. [IpaBuibHOe BbIIONHEHUE OAHOTrO Takoro T3 oueHuBaercs 1 6amiom,
HenpaBuwibHOE — () OaIoB.

3ananue 25
BriGepute BepHbIil, Ha Bamn B3riis, oTBET U 00BEIUTE KPY)KKOM €ro HoMep (KIMKHUTE KypcopoM,

IOCTaBbTE KPECTUK B HEOOXOAUMON KIIETOUKE).

IMoanuce odopmiisiercs caeayrOmuM 00pa3oM, ecJIiM 3aMeCTUTEIb PYKOBOJUTE/ISI OPraHU3aluH
HMeeT NMPaBO0 MOANHMCHIBATH JOKYMEHTbI BMECTO PYKOBOAHWTENs B CJIy4Yae ero BPEMEHHOIO
OTCYTCTBHA ...

1) I'enepanbhblit qupextop [loamuce J1.B.Kupuios

2) 3am. rerepanbHoro aupekropa [loxnuck O.J1.Pemuzon

3) N.0. renepansHoro mupekrtopa [loamuce O.J1.Pemuzos OrBet: 2

Ouenka: nuxoromuydeckasi. IIpaBuiabHOE BBITOJHEHUE OAHOTO Takoro T3 oneHuBaeTcs 1 Oammom,
HenpaBuwibHOE — () OaIoB.



3ananmue 26
Bribepure BepHbIif, Ha Baim B3risi, oTBET M 00BEIUTE KPY>KKOM €ro HOMEp (KIMKHUTE KypcopoM,

MOCTaBbTE KPECTUK B HEOOXOIUMOM KIIETOUKE).

IMucsmo, KOTOpOE 3aBepsieTcsl MEYAThI0 OPraHU3alUu — 3TO...

1) rapaHTHIHOE THCHMO

2) KOMMEPYECKOE TPEITIOKCHHE

3) nmrcbMO-TIpocK0a

Otger: 1

Ouenka: nuxoromudeckasi. IIpaBuibHOE BBITOJIHEHHE OJHOTO Takoro T3 oneHuBaeTcs 1 Gaimiom,
HenpaBuibHOE — 0 OaJIoB.

3aganue 27

BeiOepute BepHBbIid, Ha Bam B3rian, oTBeT U 00BEIUTE KPYKKOM €ro HOMep (KJIMKHUTE KypcopoM,
MIOCTaBbTE KPECTUK B HEOOXOAUMOM KIIETOUKE).

OdopmieHne 0TMETKH 0 HATHYHUM NPUJIOKEHHUS B CONPOBOIUTEILHOM NHCbMe — 3TO...

1) [Tpunosxxenue: ynomsiHyroe Ha 3 1. B 1 9K3.

2) [punoxenue: o Tekcty Ha 3 1. B 1 9K3.

3) IIpunoxenue: Ha 3 1. B 1 9K3.

Otsert: 3

Ounenka: nuxoromuyeckasi. [IpaBuiibHOE BBIIIOJHEHHE OAHOrO Takoro T3 onenuBaercs 1 6amiom,
HenpaBwibHOE — 0 OayIoB.

3ananue 28
Bribepute BepHblif, Ha Bamn B3, oTBeT U 00BeIUTE KPY>KKOM €ro HoMep (KIUKHUTE KypcopoM,

IIOCTaBbTE KPECTUK B HEOOXOAUMOMN KIIETOUKE).

®opMyJIMPOBKA IYHKTA PACHOPAANTEIBLHOM YaCTH NPUKA3a BBITJISIAUT CJIeIYIOIIM 00pa3oM...
1) 'maBHOMY OyXranTepy MoJroTOBUTh M MPEICTABUTH Ha YTBEPIKJIEHHE CMETY pacXo/10B Ha
komanaupoBku B 2019 r. B cpok 10 20.01.2019.

2) I'maBHOMY Oyxranrepy Jmutpueny I1.JI. oAroTOBUTH U NPEACTaBUTh HA YTBEP)KICHUE CMETY
pacxosioB Ha koMaHupoBku B 2019 1. B cpoxk g0 20.01.2019.

3) I'maBHomMy Oyxranrepy OOO «Arat» ILJI. JIMuTpueBy MOJATOTOBUTH W IPEICTaBUTH Ha
yrBepxaeHue B cpok 10 20.01.2019 cmety pacxonoB Ha komaHupoBku B 2019 r.

4) [Topyunts rnaBHOMY Oyxranrepy [mutpueBy IIJI. moaroroBurs W NpeacTaBUTh Ha
yrBepxaeHue B cpok 10 20.01.2019 cmety pacxomoB Ha komaHupoBkH B 2019 r. OTBeT: 2
Ouenka: nuxorommuyeckas. [IpaBuibHOe BbINIONHEHUE OAHOTrO Takoro T3 oueHuBaercs 1 6amiom,
HenpaBuwibHOE — () OaIoB.

3ananue 29
Bribepute BepHbIif, Ha Bamr B3, oTBeT U 00BeIUTE KPY>KKOM €ro HoMep (KIUKHHUTE KypcopoM,

MOCTaBbTE KPECTHK B HEOOXOJUMOMN KIIETOUKE).

JoKyMeHT, KOTOPbI OTHOCUTCH K HEPErHCTPUPYEMBIM — 3TO...
1) muceMo-3ampoc

2) sxanoba rpakjaHrHa

3) COnpoBOIUTENHLHOE TTHCHMO

4) peknamuoe nmucbmo OTBet: 4



Ouenka: nuxoromudeckasi. IIpaBuiabHOE BBITOJHEHUE OJHOTO Takoro T3 oneHuBaeTcs 1 Gammom,
HenpaBuwibHOE — () 0aoB.

3ananmue 30
Bribepure BepHbIid, Ha Bar B3risi, OTBET U 00BEAUTE KPYKKOM €ro HoMep (KJIMKHHUTE

KYpPCOpPOM, IMOCTaBbTE KPECTUK B HEOOXOUMOH KiieTouke). CPOKH MCIOJHEHHSI IOKYMEHTOB
YCTAHABJIUBAKTCA ...

1) B KaJCHIAPHBIX JTHAX

2) B pabounx qusx OTBet: 1

Ouenka: nuxoromudeckasi. IIpaBuiabHOE BBITOJIHEHUE OAHOTO Takoro T3 oneHuBaeTcs 1 Oammom,
HenpaBuibHOE — () OaJIoB.

3ananme 31
Bri6epute BepHbIA, Ha Bamn B3risa, oTBET U 00BEAUTE KPY)KKOM €ro HOMep (KIUKHUTE KypcopoM,

MOCTaBbTE KPECTUK B HEOOXOAUMOM KIICTOUKE).

PykoBoauTEb NOANMUCHIBAET ... IK3EMILISIPOB PHKA3a.

1) Tpu

2) nBa 3) oqun OtBeT: 1

Ounenka: nuxoroMuyeckasi. [IpaBuiibHOE BBITOJHEHHE OHOTO Takoro T3 orenuBaercs 1 Gamiom,
HenpaBuibHOE — 0 6aJIoB.

3ananme 32
Bribepure BepHbIiA, Ha Bam B3risiz, OTBET M 00BEIUTE KPY>KKOM €ro HOMEp (KIIMKHUTE KypcopoM,

IIOCTAaBbTE KPECTUK B HEOOXOIUMOI! KIIETOUKE).

N3 nepeyncieHHbIX PEKBU3NTOB He OTHOCHTCSI K PEKBH3UTAM Y/I0CTOBEpeHHs. .. 1)

rpu¢ yTBEpKACHUS

2) meyvaTh

3) oTMeTKa O 3aBEpeHHUHU KOMHUU

4) BH3a COTJIaCOBAHUSI

5) monmuck OTBeT: 4

Ouenka: nuxoromuueckasi. [IpaBuibHOe BhIMOMHEHNE 0HOTO Takoro T3 omenuBaercs 1 Oamiom,
HenpaBuibHOE — 0 GaysIoB.

3ananue 33
BriGepute BepHBbIi, Ha Bamn B3riis, oTBET U 00BEIUTE KPY)KKOM €ro HoMep (KIMKHUTE KypcopoM,

TIOCTaBbTE KPECTUK B HEOOXOIMMOI! KIIETOUKE).

JlokymeHTbI, co31annbie B 2010 r. u nmewinue cpok xpanenus 10 jer, MOKHO YHHUYTOKHTD ...
1) 8 2020 roxny

2) B 2021 rony

3) B 2022 roay

Otser: 2

Ouenka: nuxoromuueckasi. [IpaBuibHOe BhIMOMHEHNE 0HOTO Takoro T3 omnenuBaercs 1 Oamiom,
HenpaBwibHOE — 0 6asIoB.



3ananue 34
Bribepure BepHbIif, Ha Baim B3risi, oTBET M 00BEIUTE KPY>KKOM €ro HOMEp (KIMKHUTE KypcopoM,

MOCTaBbTE KPECTUK B HEOOXOIUMOM KIICTOUKE).

K oprann3zanmoHHbIM JOKYMEHTAM OTHOCSITCH. ..

1) ycraBbl, ITOJIOKEHHMSI, JOTOBOP YUpEAUTENIEH, MHCTPYKIMH, IIPAaBUIIa, IITATHbIE PACITUCAHUS

2) yCTaBBbl, IMOJIOKEHHS, JOTOBOP yUPEAUTENIEH, IITAaTHBIC PACITHCAHHS

3) ycTaBbl, IOTOBOP yUpeauTeiei, MHCTPYyKIKH, npaBmia Oreer: 1

Ouenka: nuxoromudeckasi. IIpaBuiabHOE BBITOJHEHUE OJHOTO Takoro T3 oneHuBaeTcs 1 Oammom,
HenpaBuibHOE — () OaJIoB.

3ananme 35
Bribepure BepHbIid, Ha Bamr B3risi, oTBET U 00BEIUTE KPY>KKOM €ro HOMEp (KIMKHUTE KypcopoM,

IIOCTAaBbTE KPECTUK B HEOOXOIMMOI KIICTOUKE).

K pacnopsiiuTe IbHbIM JOKYMEHTAM OTHOCATCS. ..

1) noctaHOBIICHUS, PEILICHNUS, PACTIOPSDKCHUS, YKA3aHHUs, IPUKA3bI, IITATHBIC PACTUCAHHS

2) MOCTaHOBJICHHS, PACTIOPSDKEHHSI, YKa3aHHsI, TIPUKA3bl, ITATHBIC PACTIHCAHUS

3) mocTaHOBJICHMSI, PEIICHHS, PACIIOPSHKEHHSI, YKa3aHusl, npuka3sl OTBeT: 3

Ounenka: nuxoromuyeckasi. [IpaBuiibHOE BBIIIOJHEHHE OAHOrO Takoro T3 onenuBaercs 1 6amiom,
HenpaBwibHOE — 0 6aysIoB.

3ananue 36
BriOepute BepHBbIiA, Ha Bain B3risiz, OTBET 1 00BEIUTE KPY)KKOM €ro HOMep (KIIMKHUTE KypcopoM,

IIOCTaBbTE KPECTHK B HEOOXOMMOM KIICTOUKE).

ITo cpokam XpaHeHHs JOKYMEHTHI ObIBAIOT...

1) NOCTOSTHHOTO XpaHCHUS

2) BpEMEHHOTO XPaHCHUS

3) MOCTOSIHHOTO ¥ BPEMEHHOTO XpaHEHHSI

Otsert: 3

Ouenka: nuxoromuueckasi. [IpaBuibHOe BhIMOMHEHNE 0HOTO Takoro T3 orenuBaercs 1 Oamiom,
HenpaBuibHOE — 0 GassIoB.

3ananue 37
Bri6epute BepHbIi, Ha Bam B3ruisiz, oTBET U 00BEAUTE KPYKKOM €ro HoMep (KIMKHUTE

KypcopoM, MocTaBbTe KpecTuk B HeoOxoaumoi kinerouke). FOCT P 7.0.97-2016 conep:kur...

1) 29 pexBu3NTOB

2) 30 peKBU3UTOB

3) 31 pekBU3UTOB

4) 32 pexBusurta OTBeT: 2

Ouenka: nuxoromuydeckasi. IIpaBuiabHOE BBITOHEHUE OJHOTO Takoro T3 oneHuBaeTcs 1 Oammom,
HenpaBuibHOE — () OanIoB.

3ananue 38
Bribepute BepHbIi, Ha Bamr B3, oTBeT U 00BeIUTE KPY>KKOM €ro HoMep (KIUKHHUTE KypcopoM,

MOCTaBbTE KPECTUK B HEOOXOIUMOM KIIETOUKE).



JlokyMeHT, pUKCHPYIOIIMIA cOryialeHre CTOPOH 00 YCTAHOBJIEHUU TPYAOBbIX OTHOIIICHUI U
peryJIupyloumii ux, Ha3bIBaeTcs...

1) Tpy0BO# KHMKKOI

2) TPYJIOBBIM KOJCKCOM

3) npHUKa30M 10 JUYHOMY COCTaBY

4) TpyIOBBIM JIOTOBOPOM

5) IODKHOCTHOM MHCTPYKIUEH

Otger: 4

Ounenka: nuxoromuyeckasi. IIpaBuibHOE BBITOTHEHHE OAHOTO Takoro T3 onenuBaercs 1 Gamiom,
HenpaBuibHOE — () OaJIoB.

3apganue 39
Bribepure BepHbIid, Ha Bar B3risi, OTBET U 00BEAUTE KPYKKOM €ro HoMep (KIMKHHUTE

KypCOpOM, TIOCTaBbTE KPECTHK B HE0OXoauMoii kierouke). Ilepen caaveii 10KyMeHTOB Ha
apXHBHOE XpaHEHHE CJIeAyeT...

1) crpynnupoBath ¥ MOIIIUTh JOKYMEHTHI B TAITKU

2) o(OpMUTH U ONIHCATH JejIa

3) cucreMaTu3upOBaTh U YTOUHHUTh JJOKYMECHTBI

4) cKOMPOBaTh 0COOO BaXKHBIC JIOKYMECHTBI

Ortser: 1

Ouenka: nuxoroMuyeckasi. lIpaBuibHOE BBITOJTHEHHE OJHOTO Takoro T3 oneHuBaercs 1 Gaom,
HenpaBwibHOE — 0 6aysIoB.

3ananue 40
Bribepute BepHblif, Ha Bamn B3, oTBeT U 00BeIUTE KPY>KKOM €ro HoMep (KIUKHUTE KypcopoM,

IIOCTaBbTE KPECTUK B HEOOXOAUMOMN KIIETOUKE).

IIpu nmoaroToBKe Aejia K nepeaye B apXUB BHYTPEHHSS ONMKCH JOKYMEHTOB, COJlep:KaluXCcs B
aeJie, IOMEIAeTCs. ..

1) B KOHIIE ena

2) B Havase jena

3) Ha JIUIIEBOI CTOPOHE OOJIOKKH Jeria

4) B camocTosTeabHOE 1610 OTBeT: 2

Ouenka: nuxoromuyeckas. [IpaBuibHOe BbIIONHEHUE OAHOTrO Takoro T3 oueHuBaercs 1 6amiom,
HenpaBuwibHOE — () OaIoB.

3ananue 41
Bribepute BepHbIif, Ha Bamr B3ruisan, oTBeT U 00BeIUTE KPY>KKOM €ro HoMep (KIUKHHUTE KypcopoM,

MIOCTaBbTE KPECTUK B HEOOXOAUMOMN KIIETOUKE).

BHocuth n3MeHeHNsl B IITATHOE PACIUCAHNE B T€YeHHE T01a MOKHO. ..

1) onuH pa3

2) nBa pasa

3) orpaHuueHUs Ha ATOT CUYET 3aKOHOJIATEICTBOM HE YCTaHOBJICHb OTBeT: 3

Ouenka: nuxoromuydeckasi. IIpaBuiabHOE BBITOJHEHUE OAHOTO Takoro T3 oneHuBaeTcs 1 Oammom,
HenpaBuwibHOE — () OaIoB.



3ananue 42
Bribepure BepHbIif, Ha Bai B3riisin, oTBEeT M 00BeIUTE KPYKKOM €ro HoMep (KJIMKHHUTE KypcopoM,

MOCTaBbTE KPECTUK B HEOOXOIUMOM KIIETOUKE).

IIpu 3aK/II04eHUN TPYAOBOI0 J0T0BOPA IPAKIAHUH, NOCTYNAIOIIMIA HA padoTy NpeabsBJIsieT
padoTonareJo...

1) cBHIETEIBCTBO O POKIACHUH PEOCHKA

2) macropT

3) CBHIIETEIBCTBO O POXKIACHUH PEOECHKA M MACTIOPT

OTteer: 2

Ouenka: nuxoromudeckasi. IIpaBuiabHOE BBITOJIHEHUE OAHOTO Takoro T3 oneHuBaeTcs 1 Oammom,
HenpaBuibHOE — () OaJIoB.

3aganue 43
Bribepure BepHbIid, Ha Bar B3risi, OTBET U 00BEAUTE KPYKKOM €ro HoMep (KIMKHHUTE

KypcopoM, MOCTaBbTE KPECTUK B HEOOX0AUMOH KiieTtouke). [lepeuens MaTepuaJios,

NOMeELIEeHHBIX B J1eJI0 — 3TO...

1) nucT-3aBepUTEIH JeNa

2) HOMEHKJIaTypa Je

3) BHYTpCHHSISI OMTUCH

4) noaimrBKa

5) utoroBas 3anuch

6) ornasienue OTBer: 3

Ounenka: nuxoromuyeckasi. [IpaBmiibHOE BBITOTHEHHE OAHOTO Takoro T3 onenuBaercs 1 Gamiom,
HenpaBuwibHOE — () OaIoB.

3ananue 44
BriGepute BepHBbIil, Ha Bamn B3riis, oTBET U 00BEIUTE KPY)KKOM €ro HoMep (KIMKHUTE KypcopoM,

MIOCTaBbTE KPECTHK B HEOOXOJMMOM KIICTOUKE).

CornameHue padoToaartelisi U pa0OTHHKOB, KOTOPOE YCTAHABJIUBAET IONOJHUTEIbHbIE
rapaHTHH JUISI COTPYHUKOB U MX OTBETHBIE 00513aTeJILCTBA 110 OTHOLIEHHIO K Pa00OTOAATEeNI0 —
3TO...

1) TpynoBoii 1oroBop

2) rpaXKIaHCKO-TIPaBOBOIA JOTOBOP

3) KOHBEHIIUS

4) MOHKHOCTHASI UHCTPYKIIHS

5) KOJICKTHBHBIN IOTOBOP

6) MOMONHUTENLHOE COTIAIIIEHHE K TPYJA0BOMY jJoroBopy OTBeT: 5

Onenka: Auxoromuyeckasi. [IpaBuiIbHOE BBIIIONHEHHE OAHOTO Takoro T3 oreHuBaercs 1 Oaiom,
HenpaBwibHOE — () 6aysIoB.

3ananue 45
Bribepute BepHbIi, Ha Bamr B3, oTBeT U 00BeIUTE KPY>KKOM €ro HoMep (KIUKHHUTE KypcopoM,

MOCTaBbTE KPECTUK B HEOOXOIUMOM KIIETOUKE).



PaGoronaresib He 00513aH MPOAJIEBATH €KErOAHbIN ONJIAYNBaeMblil OTIIYCK, €CJIU BO BpeMsl
OTIYCKA PAa0OTHHK...

1) 3a0071€e11 U J1eXkKa B O0JbHHUIIEC

2) ObLT HANpaBJICH HA BOCHHBIE COOPBI

3) paboTai B KauecTBe WieHa U30MpPATEIbHON KOMUCCHH

4) yxaxuBaJj 3a 3a00JICBIINM YICHOM CEMbHU

5) yuacTBOBaJI B Cy/Ie B KAUECTBE MPUCSIKHOTO 3aceAaTelis

6) 3ab0sten U JIeYrsICcs aMOyIIaTOPHO

Otger: 4

Ounenka: nuxoroMuyeckasi. [IpaBuiIbHOE BBITOJHEHHE OJHOTO Takoro T3 oreHuBaercs 1 Gayiom,
HenpaBwibHOE — () OaIIOB.

3apganue 46
Bribepure BepHbIid, Ha Bar B3risi, OTBET U 00BEAUTE KPYKKOM €ro HoMep (KJIMKHHUTE

KypCOpOM, IIOCTaBbTE KPECTUK B HEOOXOAUMOM KJIETOUKE). 3alIUCH B TPYAOBOH KHHIKKeE
AOIyCKaeTcs Ae1aTh...

1) mapukoBO# py4KoOn

2) KapaHIaliom

3) KanWUISIPHO# pyuKOi

4) pmomactepom OtBet: 1

Ouenka: nuxorommuyeckas. [IpaBuibHOe BblIOHEHUE OAHOrO Takoro T3 oueHuBaercs 1 6amiom,
HenpaBuwibHOE — () OaIoB.

3ananue 47
Bribepute BepHblif, Ha Bamn B3, oTBeT U 00BeIUTE KPY>KKOM €ro HoMep (KIUKHHUTE KypcopoM,

MOCTaBbTE KPECTUK B HEOOXOAUMOM KIIECTOUKE).

IMpuka3, KOTOPBIit OTHOCUTCS K MPUKA3aM 110 OCHOBHOIi 1eATeJIbHOCTH — 3TO MPHUKA3...

1) o mpueme paboOTHHUKA HA pabOTy

2) 00 yTBEp)KICHUH ITATHOTO PaCITUCAHUS

3) o mepemeniennn OTBeT: 2

Ounenka: nuxoroMuyeckasi. [IpaBuiibHOE BBITOJHEHHE OAHOTO Takoro T3 orenuBaercs 1 Gamiom,
HenpaBwibHOE — 0 OaJIOB.

3ananue 48
BriGepute BepHbIil, Ha Bamn B3riisn, oTBET U 00BEIUTE KPY)KKOM €ro HoMep (KIMKHUTE KypcopoM,

MOCTaBbTE KPECTUK B HEOOXOIUMOMN KIETOUKE).

JlokanbHbIi akT padoToaaTes ¢ TOUYKHU 3peHNs] 3aKOHA, SIBJISIOIIUIiCS 00513aTeJIbHBIM — 3TO...
1) mratHOE pacnucanue

2) MHCTPYKIIHS 110 KaJIPOBOMY JICIIONPOU3BOJICTBY

3) MOJI0kKEHUE O CTPYKTYPHBIX MOAPA3ACTCHUIX

4) nonoxeHue 00 aTTeCTaIluu

5) xoyekTuBHBIH qoroBop OTBet: 1

Ouenka: nuxoromuydeckasi. [IpaBuiabHOE BBITOJHEHUE OJHOTO Takoro T3 oneHuBaeTcs 1 Oammom,
HenpaBuwibHOE — () OaIoB.



3ananue 49
Bri6epute BepHbIii, Ha Bamn B3risi1, OTBET U 00BEAUTE KPY)KKOM €ro HOMep (KITUKHHUTE

KYpPCOpPOM, MOCTaBbTE KPECTUK B HEOOXOIMMOM KiieTouke). [lejieHue 10KYMEeHTOB
OCYHIeCTBJISETCH. ..
1) Ha po/bl, TOBUIBI, ITOIAPOIbI, PA3HOBUIHOCTH
2) Ha POJIbI, BUIbI, MOJBHUbBI, PA3HOBHIHOCTH 3) HA BHIbBI, IMOJBHUJIbI,
Pa3HOBHJIHOCTH, POIbI
4) Ha MMOJBU/IBI, TIOJIPOJIbI, PA3HOBHIHOCTH
OtBer: 2
Ouenka: quxoromudeckas. [IpaBuibHOE BBITTOMHEHUE OAHOTO Takoro T3 omeHuBaercs 1 6amiom,
HernpaBuibHOE — 0 OaJITIOB.

3ananue 50
Bribepure BepHbIif, Ha Bam B3risia, oTBET M 00BeIuTEe KPY)KKOM €ro HOMep (KIMKHHTE KypCOpOM,

IIOCTAaBbTE KPECTUK B HEOOXOIMMOI! KIIETOUKE).

JlokyMeHTallHOHHOe o0ecreyeHne ynpaBaeHus — 3T0...

1) nmpoliecC yCTAHOBJICHWSI M TPUMCHEHHS NPABHJI C LEJIbI0 YHOPSIOYCHUS JESATEIBHOCTH B
JIeTIONPOM3BOICTBE

2) NesTeNbHOCTh ~ ammapara yIpaBJICHHs, OXBAThIBAIOIIAs BONPOCH JOKYMEHTHPOBAaHHS U
OpraHu3anuy padoThl C JOKyMEHTaMH

3) COBOKYITHOCTH JOKYMEHTOB, IPUMEHIEMbIX B ONPEICICHHOI cepe NesTeIbHOCTH

4) COBOKYITHOCTh PEKBU3UTOB, YCTAHOBIICHHBIX B COOTBETCTBUU C (OPMYJISIpOM JoKyMeHTa OTBeT: 2

Ounenka: nuxoromuyeckasi. [IpaBuiibHOE BBINIOJHEHHE OAHOrO Takoro T3 onenuBaercs 1 6amiom,

HenpaBwibHOE — 0 6ayIoB.

Kputepuu onenku npu npoeaeHuu JudGepeHInpoBaHHOTO 3a4eTa

«OTIHUYIHO» «XOopouio» «KYHAOBJICTBOPUTCIBHO» | KHECYAOBJICTBOPUTCIBHO

CTYACHT BBIIIOJHHWII | CTYACHT BBIIIOJIHUIT | CTYACHT BBITIOJIHHIT | CTYACHT BBITIOJTHHJI
91-100% wu nHaGpan | 71-90% u Habpan 60-70 u naodpan 30-35 | menee 0-59% u Habpan 0-
46-50 0ayuIoB. 36-45 6aIIIoB. OaJLJIOB. 29 0aJuIoB.




MMHUCTEPCTBO HAYKHU U BBICIHIEI'O OBPA30OBAHUS POCCUMCKOM ®EJEPAIIN
Enabyxckuiit uHCTHTYT (unman) dhenepaibHOr0 rocy1apcCTBEHHOTO aBTOHOMHOTO
00pa30BaTEeNILHOTO YUPEKACHHS BBICIIIETO 00pa30BaHUs
«Kazanckuii (ITpuBospkckuit) ¢peaepanbHbIii YHUBEPCUTET)

3ananus k nuddepenunposanHomy 3adery no OIL.04
«/lokymeHTanMOHHOE 00ecnieyeHre yIPpaBJIeHHUD)

1. CoctaBuTh U OQOPMHUTH IMpPHKA3 MO OCHOBHOM NEATENBHOCTH 00 MTOrax paboThl C
nokymentamu B 2017 romy ITAO «Mup». B koHcTaTupyromeil 4acTM yKaKUT€ Ha HHU3KYIO
TpeOOBATEIIbHOCTh PYKOBOAMTENECH MOJApa3JeIeHU K KauyecTBY IOJATOTOBKM JOKYMEHTOB U
KOHTPOJISI UX HCIOJIHEHHs. B pacrnopsautenbHOil 4acTd oOpaTuTe BHUMaHHME PYKOBOJAWTENEH Ha
NOBBIIIIEHHE TPeOOBATEIHLHOCTH K Pa0OTHUKAM B YacTH pabOThl ¢ JokyMeHTamu. JlalTe 3amanue
pabOTHUKY, OTBEYAIOILEMY 32 JAEJIONPOU3BOICTBO, HA pa3pabOTKy Mep 0 YJIYULIEHHUIO 3TOH paboThI

2. CoctaBuTh U O0QOPMUTH pACHOPSDKEHHE. YKAKHUTE, YTO B CBSI3U C MPEACTOSIIIUMH
CTPYKTYPHBIMA HW3MEHEHHSMHU JHUPEKTOP OOS3BIBACT MPOBECTH MPOBEPKY INTATHO-(QUHAHCOBOU
JUCLUIUIMHBL. YKaXUTE OTBETCTBEHHOTO M CpPOK BBINOJHEHUS, KOHTPOJb 32 BBIIOJHEHUEM
pacropsKeHUsl BO3JIOKUTE Ha 3aMeCTUTeNs Iupekropa. [lpyrue naHHbIE B TEKCT€ M PEKBU3UTHI
YKaXXHUTE CAMOCTOSITEIIbHO

3. CoctaBuTh ¥ OPOPMHTH aKT O PEBU3UU KAcChl. B TekcTe yKakurTe, 4TO B pe3ylbTaTe
peBU3UN OBUIO YCTAHOBJICHO, YTO OCTATOK JEHET B KacCe COTIACHO JAHHBIM OyXTaJTepCcKOro ydera
coctaBui 3 521 000 py6., HegOCTauM HAIMYHBIX JEHET 110 BUHE KacCUpa He 0OOHApYKEHO

4. CoctaBuTh M OQOPMHTH pEKJIAMHOE MHCHMO O TMPOAAXKE YACTHBIM JIHIAM M|
rOCy/IapCTBEHHBIM MPEAIPUATHIM NEPCOHAIBHBIX KOMIIBIOTEPOB MO JOIOBOPHOM CTOMMOCTH U O
BO3MO>KHOCTH NIPUHUMATh 3aKa3bl HA COCTABIIEHUE IIPOrpaMM

o. CoctaButh U 0O(QOPMUTH NUCHMO-NPOCHOY HaYaIbHUKA IJIAHOBO-3KOHOMHYECKOTO
ynpasineHusi IIAO «Penyktop» B anpec nupektopa HWHCTHTyTa 5SKOHOMUKH C HpOChOOM
PEKOMEH/10BaTh CHEMAIUCTOB U3 YUCIJIA BBIMTYCKHUKOB 3a0YHOTO OT/EJICHHS] MHCTUTYTA MOCIEIHUX
JeT, UMEIOIIUX OMBIT PabOThl B 00JaCTH SKOHOMUKHU MPOMBIIUIEHHBIX TPEANPUATHHA, Ha TOJDKHOCTH
HSKOHOMHCTOB yIpaBjeHHsd. B mucbMe OblIO BbICKa3aHO MOXeJTaHHE NPETeH/IEHTaM Ha BAaKaHTHBIE
JIOJDKHOCTH TIOATOTOBUTH pE3IOME M MPHUCIATh UX MO (akcy B ajpec yNpaBleHUs, a Takxke, IO
BO3MOXHOCTH, TPEJICTaBUTh PEKOMEHIATeNbHbIE MHCbMA C MOCIEIHUX MeCT paboThl. OcTaabHBIE
JTAaHHBIE YKAKUTE CAMOCTOSITENIbHO

6. CocrtaButh 1 oopmuth npukaz AO «Toproeiii 1oM «MepKypHii» O JMKBUAALUH
marazuHa «TpuKOTax». Mara3suH JIUKBUAMPYETCS B CBSI3M C HEPEHTAOENBbHOCTBIO U B LEJIX
COKpaleHus pacxonoB. [Ipuka3oM JIMKBUIMPOBAaH MarasuH; CO3/laHa JIMKBUJALMOHHAS KOMHCCHUS,
cocrosmas U3 3amecTurens reHepanpHoro aupekropa AO «Toproseii gom  «Mepkypuii»
(mpencenatenb KOMHMCCUH), AMpPEKTOpa MarasuHa «TpHKOTaX» M HadaJbHMKAa SKOHOMHYECKOTO
otnena AO; gaHbl MOPY4YEHUS MPECENATENIO IUKBUIALIMOHHON KOMUCCHH 110 CPOKY MPEACTABICHUS
aKTa JIMKBUJALMOHHONW KOMMCCHH, 3aMECTUTEII0 TEHEPAIBHOIO IUPEKTOpPAa IO 3KOHOMHUKE IIO
BHECEHUIO MIPEUIOKEHUH 0 JaJIbHEHIIEM HCIIOJIb30BaHUH OCBOOOXKIAIOIIEr0Cs TOMEIEHUS

7. CoctaBuTh U OQOPMUTH pACHOPSDKEHUE. YKKUTE, YTO B CBSI3U C MPEACTOSIIIUMHU
CTPYKTYPHBIMH HW3MEHEHMSMHU JUPEKTOP OOSA3BIBACT MPOBECTH MPOBEPKY INTATHO-(UHAHCOBOU
JUCLUIUINHBL. YKaXHUTE OTBETCTBEHHOTO M CpPOK BBINOJHEHMS, KOHTPOJb 3a BBIIOJHEHUEM



pacnopsbKeHHsI BO3JIOKUTE Ha 3aMecTuTeNsl nupekrtopa. Ipyrue gaHHble B TEKCT€ U PEKBU3UTHI
YKaXXHUTE CAMOCTOSTEIBHO

8. CoctaBuTh U O(QOPMHUTH aKT MPOBEPKH (HUHAHCOBO-XO3SHCTBEHHON NEATEIHHOCTH
Baiiero npeanpusatus. OcHoBanueM sBisietcs npukas gupekropa ot 00.00.0000 Ne 21 «O co3znanuu
KOMHUCCHUM 1O TpoBepKe (HMHAHCOBO-XO3SMICTBEHHOM  jAestenbHOCTH» (CoCTaB  KOMHCCHUU:
npejceaareab — 3aMECTUTEb TUPEKTOpa; WIEHbl KOMUCCHH: 3aMECTUTENb TJIABHOTO Oyxranrepa,
MHXEHEP-2KOHOMUCT, OyXraintep-peBu3op. B pesynpraTe npoBepku ObLIO YCTAHOBIECHO HAPYIICHHE B
cUCcTeMe yuera 000pyA0BaHUS

9. CocraButh ¥ 0GOPMHUTH MUCHMO HaudaJdbHUKA oTAena pekiaambl [TAO «Otanon» B
aJipeCc YHUTAPHOTO MYHHIMIAIBLHOTO MPEeANnpHUsATHS «3eJeHblii  0op» O JOMOJHUTEIHLHOM
¢dbunaHcupoBaHuM 3aKa3za No 24 Ha M3TOTOBIIEHUE PEKJIAMHBIX MPOCIIEKTOB B CBS3U C POCTOM II€H Ha
nonurpaduyecKkue yciayrd BO BTOPOM KBapTalie TEKYIIEro roja U MU3MEHEHHEeM CMeThl 3aTpar. B
MUChbME YKa3bIBaJIOCh, YTO BBIMOJIHEHHE 3aKa3a OyleT OCYIIECTBIECHO TOJIKO MPH JOMOJIHUTEIHLHOM
BbIesieHnH 23 ThiC.py0. OcTanbHble JaHHBIE YKAKUTE CAMOCTOSITENIEHO

10.  CocraButh u opopmuts npuka3z [IAO «Pagyra» o peopraHuzanuy KaHUEISPUU B
otnen uHpopmanroHHO-TOoKyMeHTarmoHHoro obecneuenus (OMJIO). B koncTtatupyromeil vactu
HEOOXOJUMO cOcClaThcs Ha pacliupeHre QYHKIHA U BHEApEeHHE B PabOTy CHUCTEMBI DJIEKTPOHHOTO
JIOKyMEHTO00OopoTa. B pacnopsauTebHON YyacTH yCTaHABIMBAETCs LITAaTHAsI YUCIEHHOCTh OT/iENa B
KOJIMYECTBE 7 YEJOBEK, JAOTCS MOPYYEHMs] HAYaJbHUKY SKOHOMHYECKOI'O OTJENa 0 BHECEHUIO
M3MEHEHUH B IITAaTHOE PACIHUCAHUE M HAYAJbHUKY KaHLEISPUU IO pPa3pabdOTKe MOJOXKEHUS 00
OUNJO. OcranbHble JaHHBIE YKAXKUTE CAMOCTOSATEIBbHO

11.  CocraButh ¥ 0(OpPMUTH yKa3aHHE 3aM.JUpPEKTOpa (GHUPMBI 00 OpraHU3alHUH
KOIIMPOBAJIbHO-MHOKUTENBHOIO Or0po. B Tekcre ykaxkuTe, YTO B COOTBETCTBMM C IPUKA30M
IUpPEKTOpa, 3aM. JMPEKTOpa (UPMBI OO0SM3BIBACT 3aB. KOMHMPOBAIBHO-MHOXKUTEIBHOTO OHOpO
pa3paboraTh GopMy 3aKa3za Ha Pa3sMHOKEHHE JOKYMEHTOB, BBIIABATH Pa3MHOKEHHBIC JOKYMEHTBI
UCIIOJIHUTEJISIM C COOTBETCTBYIOIEH PACHUCKOM B JKypHalle ydyeTa, perUCTpUpOBaTh MOCTYMAIOIINE
HA Pa3MHOXEHHE JOKYMEHTbI, KOHTPOJIb UCIIOJIHEHHUS BO3JIOKUTH Ha HaYallbHUKA OOIIEro OTAena.

12. CocraButh ¥ 0oQOpMHUTH aKT To mpennpusatuio «KanHoH» 00 HWTOraX pPEeBU3WU IO
npoBepke (puHaHCcOBOro ordyera. B TekcTe ykaxkurte, 4To peBU3MEN OOHapyxkeHbl (DakTbl IpydooOro
HapylleHus (UHAHCOBOIO Yy4eTa M OTYETHOCTU 0 KOMaHIUPOBKAM, OTCYTCTBHE JKypHaja yuyeTa
JIOBEPEHHOCTEMN

13. CocraButh u odopmurh mHucbMO aupekropa AO «®Pacam» Copokmra B.A.
reHepasibHoMy aupektopy AO «Kunctpoit» Mapkoy H.H. ¢ mnpennmoxxkennem o0 oka3aHUH
pPEeKIaMHBIX yCIOyr JUIsl TPOABMXKEHMSI CIpoca Ha KBAPTUPBI B CTPOSIIUXCS KWIBIX JOMaXx.
[IpenBaputenbHas JOrOBOPEHHOCTb O PEKJIAMHOM KaMmmaHuu ObUla JIOCTUTHYTa B XOJ€
COCTOSIBLIIMXCS paHee eperoBopoB. OcTanbHbIE JAHHBIE YKAXUTE CAMOCTOATEIBHO

14.  CocraButh u 0QOpPMUTH YyKa3zaHHE 3aM. JupekTopa GuUpPMBI 00 OpraHu3aluu
KONUPOBAJIbHO-MHOKHUTENBHOrO Oropo. B Tekcre ykaxuTe, 4TO B COOTBETCTBUU C IPHUKA30M
JUPEKTOpa, 3aM. JHUpeKTopa QUPMbI O0O0s3bIBA€T 3aB. KOMHPOBAIBHO-MHOXKUTEIBHOIO OIOpO
paspaboTaTh (GopMy 3aKaza Ha pPa3MHOXKEHHE JIOKYMEHTOB, BbIJIaBaTh Pa3MHOKEHHBIE JOKYMEHTBI
HCIIOJTHUTEJISIM C COOTBETCTBYIOIIEH PACHUCKOM B JKypHajle y4yeTa, perucCTpUpOBaTh MOCTYIMAOIINE
Ha pa3MHOXEHHE JTOKYMEHTBI, KOHTPOJIb UCIIOJIHEHHUS BO3JIOKUTH HAa HaYaJIbHUKA OOILEro oTaena

15. CocrtaBuTh U OQOPMUTH JTOKJIATHYIO 3aMKCKY TJIABHOTO OyXrajaTepa pyKOBOIUTEIIO
OPEeNnpUsITHs. O HEeOOXOOUMOCTH LIEHTpaJU3allid pacuyeToB C pabOTHUKaMM MpeAnpusatus. B
00SI3aHHOCTH YYETHBIX pAaOOTHUKOB II€XOB JIOJDKHO BXOJUTh JHIIb O(OpPMIIEHHE YYETHBIX
JIOKYMEHTOB 1O yueTy BbIpaOOTKH. B pokiagHON 3amucke He0OXOIMMO MOAATh MPEAio’KEeHUe Mo



MepPEeCMOTPy IITAaTOB, OTUYETHBIX PAOOTHUKOB B ILi€XaX M TJaBHOW OyXraJrepuu M3 pacuera oOLIero
COKpaIlleHHs IITAaTOB He MeHee yeM Ha 20%

16. CocraButh U OQOPMHUTH aKT 00 HTOrax JIOKYMEHTAJIbHOW pPEBU3UHM pPabOTHI
OpraHM3aly 3a OTYeTHBIH roJ. B akre peBusuu 3aUKCUPOBAHBI CIEAYIOIIME HEAOCTaTKU: HE
YIOPSA0YEH YUET JIMUYHOIO COCTaBa, HEKOTOPBIE JIMUHBIE JIe€1a HaXOIATCS B 3aIllyLLIEHHOM COCTOSIHUU

17.  CocraButh U OQOPMUTH aKT O CIHCAHUU HMYIIECTBA. B TeKkcTe yKakuTe, 4yTO O
nepuoa ¢ 00.00.0000 mo 00.00.0000 komuccus mpoBea padoTy MO YCTAHOBJICHHIO HETIPUTOJHOTO K
JMalbHEUIIEMY HCIIONb30BaHUIO HMyIlecTBa. B pesynpraTe padoThl OBUIO YCTaHOBJIEHO, 4YTO
UMYIIECTBO COIVIACHO MPUJIAraéMOMY K aKTy TMEpeYHI0 TMOJICKHUT CIHUCAHHI0 B CBA3H C
HEIPUTOTHOCTHIO JIJIS1 UCII0JIb30BAHMUS

18. CocraButh u OQOPMUTH MNUCBMO-TIpUTJAlIeHHe areHTcTBa «MHpopmaIoHHO-
MIPABOBBIE CUCTEMbI» 00 ydyacTHH B ceMuHape «TeXHOJIOrHuecKHe U MPaBOBBIE ACMEKTHI 3alIUThI
KOMMEpPUYECKOi nH(OpMAaIIm»

19.  CocraButh U 0pOPMUTH TUCHEMO-0TKA3 nonurpaduueckoro npennpustus «llaptaep»
(ITAO) akumoneproMy oOmiecTBy «CalroT» MO BOMPOCY BBIMOJHEHHUS 3aKa3a Ha H3TOTOBICHUE
0JIaHKOB y4eTa 1 OT4eTHOCTH. [I[puunHOii O0TKa3a SBUJIACh PEKOHCTPYKIIUS MEUYaTHOTO IieXa, KOTopas
IPOJUIUTCS A0 KOHIIA IEPBOTO MOJIYTOJusl; APYTUe JAHHbBIE YKaXXUTE CAaMOCTOATEIbHO

20.  CocraButb u odopmuts npukaz I[IAO «Cxnaag» o0 oOecnedeHUH MOXKapHOU
0€30MacHOCTH M YCWJICHHHM OXpaHbl Opeanpustus. B KoHcTaTupyromeid 4acTu COUUIMTECh Ha
OMACHOCTh TEPPOPUCTUYECKHX AaKTOB U YKKUTE LeTb obOecreyeHHs O0e30MacHOCTH IoJed U
COXpaHEeHHE UMYIIecTBa. B pacnopsauTenbHOl YyacTu cliefyeT 00s3aTh HaYalbHHUKA OT/Iea OXPaHbl
Jloxxkuna K.X. ycUIUTh NPOIMYCKHOM PeXXUM U OpraHU30BaTh KPYTJIOCYTOYHOE EKYPCTBO Ha CKIIaje
Nel; komennanta 3qanus Cyxux B.H. — mpoBepuTth cocTosiHME CUTHAIM3AIMU U 3JIEKTPOIIPOBOIKH, &
HavaJbHUKAa aaMuHUCTpaTuBHOro otnena llerpenko O.II. — mnepeBectu Ha ckiag Nel
BOCIIaMeHsitoluecs BemecTBa. OcTanbHble JaHHBIE YKAXKUTE CAMOCTOSTEIILHO

21.  CocraButh ¥ O(GOPMHUTH [OKJIAJHYIO 3alKUCKY HadallbHUKAa OTAeNa PYKOBOIUTEIIO
OpeanpusTis O (pakTe HEBBINOJIHEHUS PACHOPSDKEHUS O MOHTake OOOpYJOBAaHUS Ha y4yacTKe IO
IPUYHHE CIa00T0 KOHTPOJIS CO CTOPOHBI TJIABHOT'O MEXaHHUKa

22.  CoctaBuTh U 0(OPMUTH AKT O MPOBEPKE KacChl. B TekcTe ykaxure, 4TO B pe3ysbTaTe
PEBU3UU KAacChl KOMUCCHSI YCTAaHOBHWJIA: OCTAaTOK HAMYHBIX cpelcTB 1o coctostHuio Ha 00.00.0000
COTJIACHO KacCOBOW KHHUIe W JaHHBIM OYyXTaJTepCKOro yuera AokeH cocTaBiath 450 000 pybnei;
(dakTHYeCKu OCTaTOK HAJTMYHBIX JeHer B kacce cocraBiseT 400 000 py6neit. Henocraua HaInyHBIX
nener B kacce cocrtaBisier 50 000 pyOneii; HemocTaya HAJIMYHBIX JIEHEr O0Opa3oBaiach MO BUHE
kaccupa Monounukosoi I1.A.

23.  CocraButh W O0(OPMHUTH MHCHEMO-TIPOCKOY aKIHOHepHOro obmiecTBa «CIIyTHHK» B
KOMUTET BHEIIHEOKOHOMHYECKHUX CBSI3€M aJMUHHCTpAIMN PECIYOJUMKU O BBIACIECHUU JIMLIEH3UU Ha
nocraky B Kwuraii 4000 ToOHH MeTaquila B CBSI3M C 3aKJIIOUEHUEM JIOTOBOpA JAJITHbCKUM
OObenuHEHNEM 10 MEXJIYHAPOJHOMY COTPYAHHUYECTBY HA CTPOMTEIBCTBO JIEBATUATAKHOIO
oomexutus B HaOepexxubix Yennax. CormacHo JoroBopa OIUIaTa BBIOJIHEHHBIX paboT Oyaer
POU3BOIUTHCS POCCUMCKUMHU PYOJISIMHU U MaTepHaIaMu

24.  CocraButh ¥ OQGOPMHUTH JOKIATHYIO 3alMCKy O TPUYNHAX HECBOCBPEMEHHOTO
IpelocTaBieHusl HH(OPMalMK O BBIMOJIHEHUH MpUKa3a AupekTopa. OcTalbHbIE PEKBU3UTHI YKAKUTE
CaMOCTOSITENILHO

25.  CocrtaBuUTh M OPOPMHTH aKT O PEBU3UU KacChl. B TekcTe yKakWTe, 4TO B pe3ysbTaTe
peBU3HH OBLIO YCTAaHOBJIEHO, YTO OCTATOK JEHET B KAacCe COIVIACHO JAHHBIM OyXTaJTepCKOro ydeTa
coctaBui 3 521 000 py6., HerocTauy HAJIMYHBIX JICHET 110 BUHE Kaccupa He 0OHApYKEeHO



26.  CocraButh M O(GOPMHUTH aKT MPOBEPKH (PUHAHCOBO-XO3AWCTBECHHOM IEATEIHHOCTH
Baiiero npeanpusatus. OcHoBaHueM sBisieTcs npukas aupektopa ot 00.00.0000 Ne 21 «O co3znanuun
KOMHUCCHUHM IO TMpPOBEpKe (PUHAHCOBO-XO3AWCTBEHHOW JesTenbHOCTH». (COCTaB  KOMHUCCHUU:
npejceaareab — 3aMECTUTENS] TUPEKTOpa; WICHbl KOMHUCCHH: 3aMECTUTENs TJIABHOTO Oyxraiurepa,
WHXEHEP-2KOHOMUCT, OyXranTep-peBu3op. B pesynbpraTe npoBepku ObLIO YCTAHOBJICHO HapyIICHUE B
cUcTeMe yuera 000pyA0BaHUS

27.  CoctaBuTh 1 0QOPMUTH MTPUKA3 [0 OCHOBHOMU JESATEILHOCTH O BHECEHUH U3MEHEHHI B
HITaTHOE pacnucaHue. B KoHcTaTHpyrOIIel YacTu TeKCTa yKaXkKUTe, YTO B CBS3H C MIPOU3BOJCTBEHHON
HEOOXOJUMOCTBIO U OTKPBITUEM lieXa MO MPOU3BOACTBY moiydadpuxaToB. B pacnopsauTenbHoi
YacTU TEKCTa BHECTH B IITATHOE PAcHHCAHME TOPrOBOM KOMIAHHMM CJIEAYIOUINE U3MEHEHHUs: BBECTH
JIOJDKHOCTB TTOBapa 1o MPOU3BOJCTBY MONy()adprUKaToB ¢ OKIAAOM ...py0. KoHTpoib 3a ucnonHeHune
MpHUKa3a BO3JIOKUTE HAa 3aMECTUTEIIS JTUPEKTOpa

28.  CocraButh ¥ OQOpPMUTH aKT Mo mpeanpusaThio «KaHon» 00 WTOrax peBU3HH IO
npoBepke (puHaHCOBOrO OoTdeTa. B Tekcre ykakuTe, YTO peBH3MEN OOHapykeHbl (hakThl rpydooro
HapymeHus (UHAHCOBOTO ydeTa M OTYETHOCTH MO KOMaHIUPOBKaM, OTCYTCTBHE KypHaja ydera
JIOBEPEHHOCTEM

29. CocraButb U O(OPMUTH CONPOBOJAUTENHFHOE MUCHMO O HampaBieHun Bam Ha
pELeH3UPOBaHNE PYKOMHCH TPOrpaMMbl Kypca «OpraHuzanusi MHPOPMAIMOHHOTO OOECTICYECHUs
yrpaBieHus». [Iporpamma mpeamonaraeTcss Kak THUIOBAas IS BBICHIMX YYEOHBIX 3aBEICHUM,
UMEIONNX crenuanu3anun  «MeHemkMeHT» Wi «Opranuzanus ynpasieHus». OT3bIB TPOCAT
npucnarh 10 12 gexadps 2017r.

30.  CocraButh u odopMuTh HHPOpPMAIMOHHOE NHCbMO. B Tekcte ykaxkurte, yto AO
«buznecmikona «Muren-CuHTe3» MOArOTOBWIA K M3AaHUIO KHUTY «Jlemompoun3BoacTBo». B kuure
OCBEIIAIOTCS TPEOOBAaHUS K COCTABICHUIO U O(QOPMIICHHIO CIY)KEOHBIX IOKYMEHTOB W IIpaBHIIA
paboThl ¢ HUMU

Kpurepun ounenku Ha 1udgpepeHIMPOBAHHOM 3a4yeTe

COTJIIMYHOY «XOpOIIIO» «YIOBIIETBOPUTEIHHO» «HEYIOBIETBOPUTEIHHO»
CTYICHT CTYIEHT  PacKpbIBaeT | CTYJEHT pacKpbIBaeT BOMPOC | BOMPOC HE
PacKpBIBAET BOIPOC, | BONPOC, NPAaKTHYECKOE | H& B IOJHOM  Mepe, | PacKphIT,

IIPAKTHYECKOC 3aJlanue BBITIOTHACT | nomyckaeT HETOYHOCTU B | IPAKTUYECKOE
3aJlaHue BBIMOJNHSET | 6€e3 onOOoK, Ha (hOpMyITHPOBKAX (1-2 | 3ananue He
6e3  oumboK, AOTOTHUTCIBHBIC OIIHOKH), MPAKTHYECKOE | BRIIOIHEHO.
YBEPEHHO OTBEYacT | BONPOCHI OTBCHACT, | 3a1anme BBITTOJTHEHO
Ha ONIOTHUTEIBHBIC | AOMYCKACT HETOYHOCTH | yoorpqpo. ¢ JIOMyIEHHEM

b
BOIIPOCHI B ONPEIEIIEHUAX OLIUGOK




