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1 I[EJIX OCBOEHU A YYEBHOM TUCIATIINHBI

[lenpto ocBoeHHs Y4eOHOW IMCHMIUIMHBI SIBISIOTCS: cOpMUpOBaTH Yy CiymiaTeneit
IIPEJCTABICHUE O POJIM TOKYMEHTHPOBAHUS B YIPABICHUYECKON EATEIbHOCTH; PACKPBITh CYTh €r0
OCHOBHBIX (hOpM U MeTO/10B 3(PPEKTUBHOTO yIpaBiIeHUS, CHOPMHUPOBATH MPAKTUYECKHE HABBIKH I10
opopmiieHHI0 yueObHOoro Marepuaia B coorserctsuu ¢ CTO HTU HUAY MUODUN.

2 MECTO YUYEBHOM JUCIUILIMHBI B CTPYKTYPE OOII BO

B coorBerctBun ¢ OOpa3zoBaTenbHOM MNPOrpaMMOM MOATOTOBKM OakajlaBpoB 110
Hanpasienuto nmoarotoBku 09.03.01 Mudopmaruka u BeYUCIUTENbHAs TeXxHUKa (mpoduab —
HudopMaiimoHHbIe TEXHOJIOTUU U OM3HEC-aHATUTHKA'"") TaHHAs ydeOHasi TUCIMIUIMHA OTHOCHTCS K

obmenpodeccuoHaTbHOMY MOIYITI0 0a30BOM YaCTH.

3 ®OPMUPYEMBIE KOMIIETEHIUU U INTAHUPYEMBIE PE3YJIbTATbI

OBYYEHUA

Yuusepcanesubie (YK) komnerenuuu

Ko u HaumeHoBaHUe

KOMIIeTeHIHH
YK-4 Criocoben
OCYIIECTBIISATh
TIEIIOBYIO
KOMMYHHUKAIIIIO B
YCTHOM U MMUCbMEHHOMN
dbopmax Ha
rOCyIapCTBEHHOM
a3bIke Poccuiickon
denepaunu U
MHOCTPaHHOM(BIX )
A3bIKe(ax)

Koa u HauMeHOBaHMe HHIANKATOPA JOCTUKCHUA KOMIIECTCHIIMHA

3-YK-4 3HaTh: NpUHLHUIIBI IOCTPOEHUS YCTHOI'O U TUCbMEHHOIO
BBICKA3bIBaHUS HA PyCCKOM U MHOCTPAaHHOM $I3bIKax; IPaBUiIa U
3aKOHOMEPHOCTH J€JI0BOM YCTHOW U MMCbMEHHONW KOMMYHUKaIUU
V-YK-4 YMeTh: NpUMEHATh Ha PAKTUKE JEJIOBYI0 KOMMYHUKALIUIO B
YCTHOM M MMCbMEHHOMN (popMax, METO/Ibl U HABBIKHU JEJI0BOI0 OOIEHUS
Ha PYCCKOM M NHOCTPAHHOM $I3bIKaX; METOJUKON COCTAaBJICHUS CYKICHUS
B MEXJIMYHOCTHOM JIEJIOBOM OOIIIEHUU HAa PYCCKOM U MHOCTPAHHOM
A3BIKaX

B-YK-4 Brnaners: HaBpIKaMu YTEHHS U TIEPEBOJIa TEKCTOB Ha
MHOCTPAHHOM $SI3bIKE B MTPO(ECCHOHATLHOM OOIIEHUH; HaBbIKAMH
JIEJIOBBIX KOMMYHUKAIIMH B YCTHON M MUCbMEHHOM (pOopMe Ha PyCCKOM U
MHOCTPAHHBIX A3bIKAX; METOAUKON COCTABIICHUS CYXKICHUS B
MEXJIMYHOCTHOM JIEJIOBOM OOIIIEHHWH HA PYCCKOM U MHOCTPAHHOM SI3bIKAX

4 BOCTIMTATEJIbHBINA MOTEHIIUAJ JUCITATIIMHBI

HCJ'H/I " 3aJJa4i BOCIIUTAHUA, BOCHUTATEIIHLHBIN IIOTCHIMAJI AUCILIUIIIINH

Hanpasnenus/uenn | 3agayu BoCIUTaHUS (KOM) BocnuraTenbHbli NOTEHIMAT JUCHUTIIVH
BOCIIUTAHHUS

ITpodeccuonansHoe = B14 ®dopmupoBanue (opMHUpOBaHNE HABBIKOB CUCTEMHOT'O

U TPYZIOBOE rJ1yOOKOTr0 MOHUMaHUs BUJICHUS POJIM U 3HAYMMOCTH BBIOpaHHOM
BOCIIUTaHHE COLIMAJILHOW posu podeccuu,  Mpodeccuu B COLUATBHO-DKOHOMHYECKUX

MMO3UTHUBHON U aKTUBHOMU
YCTaHOBKHU Ha LIEHHOCTHU
M30paHHOM CIIEIUATBLHOCTH,
OTBETCTBEHHOT'O OTHOILEHUS K
npodecCuoHATBHON
NEeSITEIbHOCTH, TPYLY

OTHOIICHHSX Yepe3 KOHTEKCTHOE
oOyueHue




5 CTPYKTYPA U COJEP)KAHUE YUYEFHOM JJUCIUTLJIMHBI

5.1 CTpykTypa yueOHOH TUCHHUIINHBI

Pazpnen
y4eOHON JTUCIUTUIUHBI

Bunbt yaeOHON AesITETHHOCTH, BKITIOYAs
CaMOCTOSITETIbHYIO paboTy CTYJCHTOB U

TPYAOEMKOCTH (B Yacax)

JIEKIIUU nabopa-
TOpPHBIC

paboThI

MPaKTH-
YEeCKHUe
paboTsI

CaMOCTO-
ATeNbHas
pabora

Dopmbl
TEKYIIETro
KOHTPOJIA

yCIEeBaeMOCTH

1 Pa3nea «CucreMbl
TOKYMEHTAIHN

Tema 1 CoctaB peKBU3NUTOB U
paBujIa uX 0pOPMIICHUS

JIP1

Tema 2 CocrtaB u ohopmireHHE
OpTaHU3al1OHHO-
pacnopsaIuTenbHON
JOKYMEHTAIHH
(opranu3anmoHHO-TIPABOBAS;
pacnopaauTeibHasd,
CIPaBOYHO-
WHPOPMAILTHOHHAST)

JIP 2-4

Tema 3 CoctaB u opopmieHue
JOTOBOPHO-IPaBOBOM
JOKYMEHTAIIHS

JP 5

Tema 4 CocrtaB u opopmieHue
)IOKYMCHTOB 10
BHEITHEAKOHOMUYECKOM
JIEeATEIIBHOCTH

JP 6

Tema 5 CocraB u opopmieHue
PETEH3UOHHO-UCKOBOM
JIOKYMEHTAIAH

JP 7

2 Pa3nea
«JlokymMeHT000OpOT HA
npenpuITHI

Tema 6 J{okyMeHTOOOOPOT Ha
MIpePUITHH

JIP 8-9

3 Paznea «Odopmiienue
y4eOHbIX pador mo CTO

Tema 7 OcHOBHBIE ITpaBHIIA
odopmIIeHUS YacTeit
TEKCTOBBIX Y4eOHBIX paboT 1Mo
CTO

12

36

JIP 10-14

Hrtoro

18

54

O6o3Hauenus: [1P — nmpakrudeckas pabora, JIP — maGoparopHast pabora.




5.2 Conep:xaHue y4eOHOM TUCHUTIITHHBI

Meponpusrue 1o
Tema npakTH4eCcKOro 3aHITUS TEKYIIeMY KOHTPOJIIO
3HaHUMI
TectupoBanne mo Teme «CoctaB W mTpaBuia OQOPMIICHUS PEKBHU3UTOB IIpl
YIPaBIEHYECKUX JOKYMEHTOBY.
CocraBnenue, odopmiieHHe OP/] (aBTOOMOTpadUs, 3asBJICHUE, [Ip2 —I1p4
XapaKTepUCTHKA U T.J1.)
TectupoBanue o teme «CoctaB W mpaBuia opOPMIICHUS OPraHU3aIMOHHO- [IpS — IIp7
pacnopsIUTEIbHON JOKYMEHTALIMN
TectupoBanue no TeMe «J{[okyMeHTOOOOPOT Ha MIPEATIPHUITHI [1p8, I1p9
OcHoBHbIE TpaBuiIa 0hOPMIICHHUS YacTel TEKCTOBBIX yueOHbIX paboT mo CTO IIp 10 - 14
HI'TU-2-2007

CamocrosiTesibHas padoTa 00yYarOIIUXCs

CamocrosTenbHas paboTa CTyAeHTa [0 Y4eOHOM JUCUMIUIMHE periaMeHTHPYeTCs
«[lonoxenuem 06 opraHuzaluu camocTosITeabHON padoTsl ctyaeHToB B HTU HUAY MU DN ».
CopneprkaHue caMOCTOSATENbHOM paboThI CTYJCHTOB!

Tembl caMoCTOATEIBLHON PadoThI

[TonsiTHe TOKYMEHT, CCTEMa JOKYMEHTAIMH, BUJIbI CUCTEM JTIOKYMEHTALUH.

Bunsl u kiaccuduxanus 1okymMeHToB. [lofmuHHuK, KONus, BUIbl KOIHM, 1yOIHKar,
BBIIHCKA.

OcHOBHBIE BUIbI YIIPABICHYECKUX JTOKYMEHTOB.

bnank, Buasl OmankoB. PexBusut. CrmocoObl pacroioXeHUsT PEeKBH3UTOB. THIOBOH (opMyIsip-
o0pasel JOKyMEHTa.

CocraB pekBu3uTOB U npasmia ux opopmitenus mo 'OCT P 6.30-2003.
Ha3znauenue u npaBuia opopMiIeHUs OCHOBHBIX YIIPaBIEHUYECKUX TOKYMEHTOB
JIoKyMeHTOOOOpOT Ha MPEIPUITHH.

[TonsaTHe, BUIBI, 3HAUCHHE, ITOTOKH JOKYMEHTOO00POTA.

Ne Busl camocTosiTensbHON paboTh

1 [ToBTOpEHUE MPOHACHHOTO MaTepHalia, M3y4eHHUE TOTIOJIHUTEIFHOTO MaTepHasa 1o TeMam
71a00paTOPHBIX paboT

2 [ToaroroBka K J1ab0paTopHBIM paboTam

6 OBPA3OBATEJIBHBIE TEXHOJIOT YA

PeKOMeHI[aIII/II/I JJIsL npenoaaBaTeisd 110 HCIIOJIB30BaHUIO HHq)OpMaHHOHHO'

o0pa3oBaTeNbHBIX TEXHOJOTMM conepxarcia B «llojoxeHun 00 oOpraHM3alMOHHBIX (opmax u
TeXHOJoTusX odpazoBarenbHoro npouecca B8 HTU HUAY MUON».
[Ipu peanuzanuu OPOrpaMMbl  JTUCIHMIUIMHBI HCHOJB3YIOTCS pa3InyHble 00pa3oBaTelbHbIC
TEXHOJIOTUU. AYAUTOpPHBIE 3aHATHS NPOBOAATCA B (opMe JeKIUH, MNPAaKTUYECKUX 3aHITHMH,
nabopaTopHbIX paboT. [[ng KOHTpONs YCBOEHHUS CTYACHTaMH pa3ieioB JaHHOM TUCHMIUIMHBI
IMPUMEHATIOTCA TECTOBBIC TCXHOJIOTHH.

s TNOBBIIEHUS YPOBHS 3HAHUM CTYJEHTOB B TEYEHUE CEMECTpPA OPraHU3yHOTCS
KOHCYJIbTallul, BO BPEMA KOTOPBIX:

- IPOBOJIUTCS 0OBACHEHNE HETIOHATHBIX JJIS1 CTYJICHTOB Pa3/IeJIOB TEOPETHUECKOTO Kypca;
- IPUHUMAKOTCS 3a/I0JPKEHHOCTH U T.J.




Peann3anus KOMIETEHTHOCTHOTO MOJX0/a MPE1yCMaTPUBAET MIMPOKOE UCIOIb30BAHUE B yUEOHOM
npolecce aKTUBHBIX U MHTEPAKTHBHBIX ()OPM MPOBEACHHS 3aHATUH, MMPEINOIaraloiux aKTUBHYIO
00paTHYIO CBS3b MEX/Y IIPEIOIaBaTeIeM U CTYACHTaMH.

B mpouecce wm3ydeHUs IUCHMIUIMHBI HCIOJIB3YIOTCS WHTEpAaKTUBHBIE (OpMbI OOyudeHHs Tpu
IIPOBEJICHUH NPAKTUYECKUX 3aHITHH.

7 ®OHJl OHEHOYHbIX CPEACTB

@OoHA OLEHOYHBIX CPEICTB MO JUCHHUIUIMHE O00eCreunBaeT NPOBEPKY OCBOCHHS
IUIAHUPYEMBIX PE3yJIbTaToB oOOyueHUs (KOMIETEHIMH U HX HMHIUKATOPOB) MOCPEACTBOM
MEPONPUATHIA PYOEKHOTO M MPOMEKYTOUHOTO KOHTPOJIS IO AUCIUTITUHE.

B nensx nosblimenus 3ppexTUBHOCTU Mpoliecca 00y4eHUs CTYIEHTOB U CTUMYJIUPOBAHUS
UX CaMOCTOSITENIbHOW PabOThl B TEYEHHUE CEMECTpa HCIHOJB3YETCS CHCTEMa KOHTPOJS TEKyIleH
YCIIEBAEMOCTH, BKJIFOYAOIAs:

- BBIIIOJIHEHUE KOHTPOJIBHBIX TECTOB (MPOBEPKA YPOBHS TEOPETUUYECKOTO YCBOEHUS
paszenoB Kypca);

- BBIIIOJTHEHHE MPAKTHUECKUX paboT Mo 0(OPMIICHHIO OPraHU3alHOHHO-PACTIOPSIUTEIHHON
JOKYMEHTalUU

- BBIIIOJHEHUE J1a0OpaTOpHbIX paboT (MpOBEpKa MPAKTUUYECKHX HABBIKOB CTYAEHTa IIO
odopmiieHnto TekcToBbIX vacTeit cornacuo CTO HTHN).

OneHouHbIe MaTepHaibl U3 (GOHIA OIIEHOUHBIX cpencTB npenctasieHs B [IPUJIOXEHUU A.

Cs3p MexIOy (QOpMHUPYEMBIMU KOMIIETCHUUSMU M (OpMaMu KOHTPOJIS HX OCBOCHUS
IIpeJICTaBjIeHa B TabJIuLe

rJ[\/ri HaumenoBanue ATtTecranus MakcumanbHbIN Oat
1 | CocraB u npaBuia 0QpOpPMIICHHS IIpl
PEKBU3UTOB yIIPABICHUYECKUX 5
JIOKYMEHTOB
2 Cocrasnenue, opopmiuenue OPJ] [1p2 — I1p4 15
3 | CocraB u nmpaBuia ohopMIICHHUS [Tp5 — p7
OpraHH3aLHOHHO" 15
pacropsIuTeIbHON
JIOKYMEHTalluU
4 | JlIokyMEeHTOOOOpOT Ha [p8, ITp9 10
OpeIPUITHH
5 | OcHoBHbIE IpaBUiIa OhopMIIEHUS ITp 10-14
4acTeil TEeKCTOBBIX yUEOHBIX 15
pabot mo CTO HI'TU-2-2007
6 3auer TecToBoe 3agaHue 40
Komnerenius Nunukatopel Tekyunii KOHTPOJIb U aTTECTalUsl pa3aeIoB
OCBOCHUS (popma, Henenst)
VK-4 3-VK-4 [Ipl — 2 wen
V-VK-4 [p2 — I1p4 — 3 men
B-VK-4 IIp5 —IIp7 —4 Hen
IIp8, IIp9 -5 Hexn
ITp 10-14 — 6-10 Hen

CpencTBa TeKyIlIero KOHTPOJsS M MNPOMEXKYTOYHOM —aTTecTaluu 10 AUCIUILINHE
npeacrasieHsl B POC. [llkana kaXa0ro KOHTPOJIBHOIO MEPONPHUITHS JEKUT B npeaenax ot 0 1o
YCTaHOBJICHHOTO MaKCHUMAJIbHOTO Oaiia BKIIOYHMTENhHO. MTOroBas arrecranusi mo IUCIUIUIMHE
oueHuBaercs no 100-0amnpHON IIKane W MpeAcTaBiIseT co0oi cymMMmMy OayuioB, 3apabOTaHHBIX



CTYJEHTOM NP BBIMOJIHEHUH KOHTPOJIBHBIX Meponpustuil. [lomyueHHble O6amibl nepeBoasarcs B 5-
OAJUTHHYIO CUCTEMY TIO CIEAYIONIEeH mIKae:

Cymma Onenka
OreHka 110 5 OaJILHOH IIKaJjie 3auer 0aJUIOB 110 (ECTS) ['pananus
JUCIIUILINHE
5 (oTIMYHO) 90-100 A OTan4HO
85-89 B Ouenp xopouIo
4 (xoporo) 3aurtero 75-84 C Xoporo
70-74 D Y 10BAETBOPUTETHHO
3 (y1OBIETBOPUTEIIHHO) 65-69
60-64 E ITocpencTBeHHO
He Huxe 60 F HeynosnerBopurenbHo
2 (HEeyIOBJIETBOPUTEILHO)
3a4TEHO

8 YYEBHO-METOJUYECKOE U UHOOPMALIMOHHOE OBECHEYEHUE YUYEBHOI1
JUCLMIIINHBI

8.1 lepeyensn JUTEPATYPbI, HEOOXOAMMOIi 1JIs1 OCBOEHHS THCIMIJIMHBI

1. Joponwuna, JI. A. Opranuzanusi 1 TEXHOJIOTH TOKYMEHTAlMOHHOTO 00eCIIeYeHUS
yIIpaBJIeHUs : YIeOHHUK M MPaKTUKyM Juis By30oB / JI. A. Jloponuna, B. C. UputukoBa. —
Mocksa : U3narensctBo FOpaiit, 2022. — 233 c. — (Beicuiee o6pa3oBanue). — ISBN 978-
5-534-04568-0. — TekcT : anexTponHsIii / O6pa3oBarenpHas miatdopma FOpaiiT [caiT].
— URL.: https://urait.ru/bcode/489555

2. Kyznenos, U. H. JlokymeHTanmonHoe obecriedeHue yrpapieHus. JJokyMeHTO000pOT 1
JIEIONPOU3BOICTBO : yYEOHHK U NpakTukyM ais By3oB / M. H. Ky3uenos. — 3-e usn.,
nepepad. u gon. — Mocksa : M3parensctBo HOpaiit, 2022. — 461 c. — (Bricmiee
obpazoBanue). — ISBN 978-5-534-04275-7. — Texkcr : anexkrponHsiii // OOpa3oBarenpHas
wiatdopma Opaiir [caiit]. — URL: https://urait.ru/bcode/488697

8.2 Ilepeuyenbp pecypcoB HHPOPMANMOHHO-KOMMYHUKANMOHHON ceTn «UHTepHETY,
He00XO0AUMBIX /JIsl OCBOCHHS M CUHUILIHHbBI

HaumMenoBanme pecypca DJIEKTPOHHBIN aJipec pecypca
1) Opunmansueiii caiit HTU HUSY MUDOU http:// nti.mephi.ru
2) 9BC FOPAUT https://urait.ru/

9 MATEPHUAJIBHO-TEXHUYECKOE OBECIIEYEHUE YYEBHOM JUCIHUATLIAHBI

VYyebHast qucUMIUIMHA oOecieyeHa y4eOHO-MeTOAMUECKON JOKYMEHTAIMeH U MaTepruataMu.
E€ conepxaHnue npeacTaBieHO B JOKAJIbHON ceTH yuyeOHOro 3aBelI€HHS U HAXOIUTCS B PEKHUME
CBOOOJHOIO JOCTyNa Ui CTYAEHTOB. JlOCTyHn CTYIEHTOB sl CaMOCTOSITEIbHOM IOATOTOBKH
OCYIIECTBJISIETCS. 4Yepe3 KOMIBIOTEPhl OWOIMOTEKHM W KOMIIBIOTEpHBIX KiaccoB HTU HUAY
MUDMN.

MarepuanbHO-TeXHUYECKOE 00ecTIeueHrne ayIUTOPHBIX 3aHATHH:

1) KOMILICKT DJICKTPOHHBIX MPE3CHTAIMI/CIIAiI0B,
2) ayTUTOpHUS, OCHAILCHHas IPE3eHTAlMOHHOW TEXHUKOH (MpOEeKTop, OJKpaH,
KOMIIBIOTED),

3) KOMIBIOTEPHBIHN KJacc Ui IPOBeIeHUs J1a00paTOPHBIX padoT.



http://nsti.ru/
https://urait.ru/bcode/490332/p.32-42

10 YYEBHO-METOJUYECKHUE PEKOMEHJIAIIAU JJISI CTYJIEHTOB U
IPENIOJIABATEJIEN

BBoanas gacTtb

Ilens MaHHOW MUCHHUIIMHBI — JaTh YYalllUMCS KJIIOYEBBIC MPEICTaBICHUS 00 OCHOBax
JOKYMEHTAITMOHHOTO 00ECIIEYCHUS YIPABICHUYECKOU EATEIbHOCTH.

OCHOBHOH ymop Ha JEKIHUAX HEOOXO0IUMO JeIaTh Ha TOHMMaHUE U3JIaraeMoro Marepuaia u
YMEHHUSI €r0 MCIOJIb30BaHUS MPU MOATOTOBKE [JIsi CAA4YM 3a4eTa, K IMPAKTUYECKUM 3aHSATHAM,
1abopaTOPHBIM pabOTaM U TIPU BBITIOJTHEHHH CAMOCTOSTEIBHBIX PaboOT.

W3ydyeHne y4eOHOW JAMCHUIUIMHBI BKJIIOYACT: IMIOJIYYCHHE TMPAKTUYECKHX HABBIKOB
odopmIIeHHUs yIIPaBICHUYECKON TOKYMEHTAIINH.

Jlist ocBoeHUs y4eOHOHM JUCIMIUIMHBI CHEIMATBHBIX O00pa30BaTEIBHBIX TEXHOJIOTHN HE
TpeOyercsa. JIeKnMOHHAass dYacTh Kypca OOecTleuMBacT IOJydyeHHe HEOOXOAMMBIX 3HAHMWIA,
MPAKTUYECKUE 3aHATHS TOCBSIICHBI PEIICHHIO KOHKPETHBIX y4eOHBIX 3ajlad, Ha J1a0OpaTOPHBIX
paboTax 3aKpeIuvISIOTCS TIOJYyYCHHbIE 3HAHUS W YMEHHS IIOCPEJICTBOM  HMCIOJb30BaHUS
KOMITBIOTEPHBIX CPEACTB 0(OPMIICHHS TIOKYMEHTALIUH.

MeTtonuyeckue yka3aHus K JIGKLUSIM, IPAKTUYECKUM 3aHATHAM U JJaOOpaTOpPHBIM paboTaM.

IIpenonaBaresssM Ha KaXIOW JIEKUMH PEKOMEHAYETCS OYeHb KpaTKO IOBTOPATH
MPOMJECHHBIA MaTepual NpeabIAyInX JeKuudi. [Ipu 3ToM ciienyer ocTaHaBIMBaTHCA Ha CIIOMKHBIX
JUISl IOHUMAHUS CTYJ€HTaMHU KJIFOUEBBIX JIEMEHTaX JTUCLUUILIUHBIL.

CryneHtaM mepes TEKyIIeW JeKIueil (3apaHee) peKOMEHAYeTCsl OYeHb KPaTKO MOBTOPATH
MPOMICHHBI MaTepHuall MpeaAblayIuX Jekuui. [lpu sTom crnenyer cocpeioTounTh CBOE BHUMaHUE
Ha CJIOKHBIX JIJIl HOHUMAaHUS KJIFOUEBBIX 3JIEMEHTAX JUCLUIIINHBL.

OcCHOBHOM yHOp Ha H3Yy4aeMbIX JIEKIUSIX HEOOXOAMMO JellaTh MMEHHO Ha MOHHMMAaHUE
IIPEACTABICHHOIO MaTepuala U Ha YMEHHME €ro MCIOJb30BaTh IPU BBIIOJIHEHUHU INPAKTHYECKUX
KOHTPOJIbHBIX padoT.

N3yuenue Tekymero mMarepuana pPeKOMEHIYETCs IMPOBOJAMTH, ONMPAACh Ha CIEAYOLIUE
rocoowus [ 1, 2].

B pamkax JOUMCHMIUIMHBI MPEAYCMOTPEHO NPOBEICHHE NPAKTUYECKUX 3aHATUA U
1abopaTopHBIX paboT, HA KOTOPBIX ydalluecsl AOJKHBI, UCTIOIB3Ys MPEICTABICHHBIN Ha JEKIUSIX
MaTepua, 3aKpenuTh 3HaAHUS 10 U3ydaeMol nucruruinHe. [IpakTuka mokaszana, uTo cienyeT ObITh
TOTOBBIM 3apaHee K pa3IM4YHbIM [IPUEMaM BOBJIEUEHHUS CTYAEHTOB B TBOPUECKHUH MTPOLIECC OCBOEHUS
yueOHOro Marepuarna.



MNPUJIOKEHHUE A. OHUEHOYHBIE MATEPUAJIBI ®OHJA OHEHOYHBIX CPEACTB
Bomnpocsl k 3a4éTy

l [Haiite onpenenenue tepmuHa "nokyment" o I'ocygapctBeHHOMY cTanaapty. [lepeuncinre
CHIOCOOBI IOKYMEHTHPOBAHUS ¥ BUJIBI MATEPUAILHBIX HOCUTENICH HH(OPMALIUH.

l Hatite nonstue "Gopmyisip nokymenta'. I[lepeuncnure ocobeHHocTr HopmMysapoB
JOKYMEHTOB, IMOJIYY€HHBIX Pa3IMYHBIMH CIIOCO0AMU JTOKYMEHTHPOBAHUS.

O Hatite nonstue "6mank" nokymenra. [lepeunciure Buabl 61ankoB mo ['OCT P 6.30-2003 u
0COOEHHOCTH UX U3rOTOBJICHUS.

[] Jiis opopMiIeHHsT KaKHX BHIOB JOKYMEHTOB MCITOJIB3yeTCs 00muii 61ank? Yem oTimyaercs
0011t OJIaHK OT OJ1aHKa rmucbMa?

l [aiite nmonsitue "pexkBU3UT" 1oKyMeHTa. [lepeuncianre BUabl peKBU3UTOB U OCHOBHBIC
npaBwia ux opopmieHus. [lepedncinure CKOIBKO MONOKESHUN TaOYIISITOPA UCIIONIB3YETCS TIPU
o opMIIEHUN PEKBU3UTOB?

0 Kakue pekBH3UTHI JOKYMEHTA SIBJISTFOTCS 00s13aTeIbHBIMU? UTO XapaKTepu3yroT
JIOTIOJTHUTEIbHBIE peKBU3UTHI OP/]?

[ B uem ocHOBHOE pazinune OJI1aHKa ¢ YIIIOBBIM U MPOJIO0IBHBIM PACIIONIOKEHUEM OCHOBHBIX
pekBu3nuTOB? YeM MpoI0IbHbBIN BAPHAHT PACIIOIOKCHUS PEKBU3UTOB 3ar0JIOBOYHOMN YacTH OJIaHKa
OTJIMYAETCS OT YIJIOBOTO?

O Kakue opranuzaiuy uMeroT rpaBo n300paxarh Ha OJaHKAaX CBOMX JOKYMEHTOB
I'ocynapcrenssiii repd PD?

0 Yro mpencTaBIisOT COO0HM KO/ OpraHu3aiuy ¥ KoJ GopMbI TOKYMEHTA, HCIIOJIb3YeMbIe Ha
omankax OPJ1? Yro o3nagarot ab6peuarypst OI'PH, MHH, KIII1. Kem onu BeIIaroTCS.

O [lepeuuncnure snemenThl pekBu3uta 08 "HaumenoBanue opranuzanuu'. Yemy T0HKHO
COOTBETCTBOBATh HAMMEHOBAHUE BHJIa JOKYMEHTA, IPUBOIUMOE B OJIaHKE KOHKPETHOTO BHIa
JOKyMEHTa?

O Kakwue crioco6sl opopmienust peksusuta 11 "Jlata nokymeHnra" Bel 3Haere?

0 Yewm pexkBusut 12 "PerucrpanmoHHblii HOMEp TOKyMEHTa" OTIMYaeTcsl OT pekBU3uTa 13
"CcbulKka Ha perucTpallMOHHBIA HOMEp M 1aTy JOKyMeHTa'"?

O B xakom ciydae Ha GaHKe JOJKEH MPUCYTCTBOBATh PeKBU3UT 14 "MecTo cocTaBieHHs UK
W31aHus TOKyMeHTa'?

0 Kakum o06pazoM HYKHO 0hOpMIISTh peKBU3UT 15 "Aapecat", eciiv JOKYMEHT ajipecyercs
¢bu3znyecKoMy JIHILY U FOPUIUIECKOMY JIUILY?

O Kakumu cioco6amu odopmisiercs opopmisate pekBu3uT 16 "I'pud yrepxxaeHus
nokymeHTa'"?

O Kakumu cioco6amu Moxket opopmisThest pekBu3uT 17 "Pesomronms”?

[] Kaxkue cymectBytoT ocobeHHoCcTH 0hopmiieHHs pekBru3uTa 18 "3aroJoBok K TEKCTY

JOKyMeHTa" B 3aBUCUMOCTHU OT BUJA JOKYMEHTa?

[] Koraa oTMeTKy 0 HAJIMUMU MPUIIOKEHUS MOXKHO 0hOPMIISITH IO KpaTkoit popme?
[IpuBegure npumep.

[] Kax opopmisercs peksusut 22 "[loamuce", eciam JOKYMEHT MOAMUCHIBACTCS
PYKOBOAMTENAMHU JIBYX opranuzauuii? [Ipusenure npumep.

O Kak odopmisiercs peksusut 23 "['pud cornacosanus qoxkymenra'"?
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[l I'me nmpocraBmsieTcst pekBU3UT 26 "OTMETKaA 0 3aBepeHUH KoMK ¥ KaK oHa 0hopmIIsieTcsi?

0 Ansercst mu pekBu3uT 27 "OTMeTKa 00 ucioaHuTeNne" 00s3aTeNbHBIM U T/Ie OH
MPOCTABJISIETCS, YEM OH MOYXKET TOTOJIHATHCS?

O Uro BXoauT B cocTaB pekBu3uTa 28 "OTMeTKa 00 UCTIONHEHNH JOKYMEHTA U HAaIlPABICHUN
ero B neno"?

0 Ha kakux nokymeHTtax npoctaBisieTcsi pekBU3UT 29 "OTMeTKa 0 MOCTYIUICHUH IOKYMEHTA B
opranu3anuio’? HazoBuTe cOCTaBHbIE YaCTH ATOTO PEKBU3UTA.

0 ['me pasmemaercs pekBu3ut 30 "UneHTHOUKATOP IEKTPOHHON KOMMUU JOKYMEHTA",
MIOYEMY OH MOYKET MPOCTABIISATHCS HA KAXJIOM JIUCTE TOKyMeHTa?

0 Jaiite monsTue "yuudukanuu" u "cTanaapTU3anuu” ynpaBIeHISCKHX JOKYMEHTOB.
Pacckaxute 00 yHupuuupoBaHHbIX (opMax JTOKyMEHTOB.

0 Haiite nonsitue "cucreMsl JokymeHtauu'". [lepeunciure BUabl JOKYMEHTOB, BXOSIINX B
COCTaB OPraHU3aAMOHHO-PACTOPAIUTEILHON TOKYMEHTALIUH.

0 Kinaccudukanus opranu3aiiioHHO-paCIOPSAUTENIBHBIX TOKYMEHTOB. Pacckaxute 00
O0COOEHHOCTSIX UX COCTaBJICHUS U OPOPMIICHUS.

0 [lepeunciute BUABI OpraHU3AIMOHHBIX TOKYMEHTOB. HazoBHUTE 0COOEHHOCTH X
cocTaBJieHHs 1 0(OPMIICHHS TIOKYMEHTOB.

0 [Tepeuncnute BUIBI pacOPSIUTEIBHBIX TOKYMEHTOB. Ha30BUTE 0COOEHHOCTH UX
cocTaBJieHHs 1 0(OPMIICHHS TIOKYMEHTOB.

0 [Tepeuncnute BUIBI CIPABOYHO-UH(OPMAIIMOHHBIX TOKyMEHTOB. Ha3oBuTe ocoOeHHOCTH
UX COCTaBJICHUS U 0POPMIICHUS JOKYMEHTOB.

0 CocraB TOKYMEHTOB, BXOJIAIIUX B CUCTEMY JTOKYMEHTALIUH T10 JIMYHOMY COCTaBY.
[lepeuncnure 0COOEHHOCTH X COCTABIEHUS U OQOPMIICHUS.

0 [Tepeuncnute BUIBI JOTOBOPHO-TIPABOBOM JOKyMeEHTAIH. Pacckakute 00 0COOEHHOCTSX
WX COCTaBJICHUS U OPOPMIICHUSI.

O Pacckaxxute 06 0coO0eHHOCTIX 0QOpMIIEHNS YHU(PUIIMPOBAHHBIX, TUIIOBBIX, IPUMEPHBIX
¢dhopM IOTOBOPOB.

O [Tepeuncnure BuaBI JOBEepeHHOCTEN. PacckaxkuTe 00 0COOEHHOCTSIX UX COCTABJICHUS U
odopmiteHusl.

0 [Tepeuncnure kinaccuuKauio JOKYMEHTOB 110 BHEITHEIKOHOMUYECKOHN JCSTEIHHOCTH.

yHI/I(l)I/II_II/IPOBaHHLIe (I)OpMBI JOKYMCHTAIUHU 1O BHEIITHEAKOHOMHYECKOU AEATEIbHOCTH.

O [lepeuncnure BuIbl KOMMEpUecKUX nuceM. Pacckaxute 00 0COOEHHOCTSX UX COCTABIICHUS
u opopmitenus. Tunosbie HOpMbI KOMMEPUECKUX MTHCEM.

O Pacckaxxute 06 0COOEHHOCTSIX COCTAaBIEHUSI KOHTPAKTOB, KaK JOKYMEHTaX, 0(pOpMIISIOIINX
BHEUIHETOProBele cAenku. [lepeuncnure pasaensl KOHTPaKTOB.

l HepetmanTe AOKYMCEHTBI, BXOOAIIUE B COCTaB HpGTGH?;HOHHO-HCKOBOfI JOKYMCHTAaIUH.

3agaHus A0 TEKyLero KOHTPOJIs

Tect «PekBU3UTHI

1) PekBU3UT 1OKyMEHTA — 3TO:
a) ero OTJEIbHBIN DJIEMEHT;
0) 4acTb CIy)eOHOTO MUChMa;
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B) (hUpMEHHBIN OJIaHK.

2) «Jlenonpou3BOACTBOY - ATO:
a) CUCTEM XpaHEHUS I0KYMEHTOB;
0) cocTaBieHHE JOKYMEHTOB;
B) IOKyMEHTHPOBAHUE U OPraHU3aIUs pabOTHI C JOKYMEHTaMHU.

3) B xakom cirydae npaBuIbHO 0(OPMIIEH PEKBU3UT «Aapecary:

a) lupexropy OOO «/[uzaitH-A» 0) dupexropy HIIJI

B.A. Jlarynunoi PycakoBy MBany ®@enoposuuy
B) 301265, Tynbckas o0n., r) E.W. XKyx

rto Jlunku, KupeeBckuii p-H, yi. Uypuna, 1.14, k8.1,

yi. Canosas, 1. 5, kB. 12 r. HoBoypanbck,

O6pasuosy O.I1. CaepanoBckast 00:1., 624130

4) Kakum ob6pazoMm odopmiseTcss peKBU3UT «AJpecaT» B Ciiydae, €ClIM JOKYMEHT aJlpecyeTcs
¢uznueckomy nuiy? IlpuBenure npumep.

5) Kakum oOpazoM odopmisieTcst peKBH3HT «Azpecar» B Cilydae, €CIH JOKYMEHT aJpecyercs
KOHKPETHOMY JIOJDKHOCTHOMY Jsnity? [IpuBenure mpumep.

6) Kakum obpazom odopmisieTcss peKBU3UT «AzpecaT» B CiIydae, €CIU JOKYMEHT aJlpecyeTcs
opranusanuu B uenom? Ilpuseaure npumep.

7) Ilpu agpecoBaHUM YaCTHOMY (PU3NICCKOMY JIUIY HHHUIIAABI YKA3bIBAIOT:
a) mepen haMHuIIueH;

0) mocie GpamMuInu.

8) B xakoM citydae nmpaBuiibHO oopmiieH pekBu3uT «lloanucey:

a) Pexrop lTuenoe II.M. ITmenos

0) dupekTtop mrkonsr Ne 432 Cnuyvina Cnunpina @.1.

B) ['naBHBIN Oyxrantep Bepesxuna Bepeskuna C.A.
Hupexrop MI'Y Boponos Boponos I1.B.

r) dupekrop mkons! Ne 45 nOONUCh IO.I'. lemunoB
Hupekrop mkossl Ne 56 HOONUCH M.J. PriOkuHa

1) Jupextop mkoist Ne 31 Hupexrtop mkossl Ne 87

Sk ALA. Kmyprxuna O.I1.

9) B kakom cmydae mpaBwibHO oOdopmiieH pekBu3uT «lloamuce» (BO BpeMs OTCYTCTBUSA
PYKOBOIUTENS JOKYMEHT TOAMNMCHIBAETCS  3aMECTUTENIEM, HCHOJHSIOMUM  O0S3aHHOCTH
PYKOBOIUTENS):

a) 3a lupexropa A.N. Cunopos

(moamuck ero 3ama [lerpoBa)

6) dupexrop A.N. Cunoposn

(moanuck ero 3ama IlerpoBa)

B) N.O. nupekTopa O.M. IletpoB

(IMYHAS OJMUCH 3aMECTUTENS IUPEKTOPA)
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10) B xakoMm cirydae npaBuibHO 0hOpMIIeH PEKBU3UT «OTMETKA O HATUYUHU MPUIIOKCHHS», €CITH B
TEKCTE CONMpOBOAUTENbHOrO nucbMa HE ynomuHanock o npuiioKeHuu:
a) [Ipunoxxenwue: 1. [Tonoxxenne 06 YnpaBieHUH PETHOHATBHOTO KPEAUTOBAHUS
Ha 5 1. B 1 3K3.
2. [IpaBuia moAroToBKU U 0POpPMIIEHHUS JOKYMEHTOB
VYrpaBneHus peruoHaIbHOTO KPEAUTOBaHUS Ha 7 J1. B 2 3K3.
0) IIpunoxxenwne: Ha 6 1. B 1 7k3.

11) B xakom ciydae npaBuibHO 0hopmiieH PeKBU3UT «OTMETKa O HAIUYUU MPUIIOKEHU», €CITH B
TEKCTE COMPOBOJAUTEIILHOTO MUChMa YIIOMUHAJIOCH O IPHIIOKEHUU:
a) [Ipunoxxenue: 1. [Tonoxxenne 06 YnpaBieHUH PETHOHATBHOTO KPEAUTOBAHUS
Ha 5 1. B 1 3K3.
2. [IpaBuia moAroToBKU U 0POpPMIIEHHUS JOKYMEHTOB
VYrpaBneHus peruoHaIbHOTO KPEAUTOBaHUS Ha 7 J1. B 2 3K3.
0) IIpunoxxenwne: Ha 6 1. B 1 7K3.

12) C xakoii 11es1bt0 Ha CITyKeOHOM MHUCbME YKa3bIBAIOT (haMUJIUIO U TeTIePOH UCTIOTHUTEIS:
a) 7151 OTIEPATUBHOM CBSI3H C UCTIOIHUTEIIEM;
0) /Ui IpUAAHUS JOKYMEHTY IOPUINYECKON CHIIBI.

13) Ilman pabotrel wunHcTUTyTa Ha 2004-2005 yueOHBIA TOA YTBEp)KIAeTCSd peEIIeHUEM
MeJarornyeckoro copera. B kakom cimydae mpaBmibHO oopmiteH pekBU3UT «Ipud yTBepKIeHUs
JOKYMEHTa»:

a) YTBEPXJIAIO Pemenue negarorudeckoro copeta ot 12.08.2004 r. Ne 14;

06) YTBEPX/IEH Pemenuem nenarorudeckoro cosera ot 12.08.2004 Ne 14;

B) YTBEPXJIEH Pemenne nenaroruueckoro coera ot 112.08.2004 1. Ne 14;

r) YTBEPX/IEH Pemenuem nenarornyeckoro cosera ot 12.08.2004 r. Ne 14.

14) Ilepeuncnute cocTaBHbIe YacTu pekBu3nuTa «I pud cormacoBanus»
15) KakoBbl cocTaBHBIE YacTu pekBu3nTa «Bu3za cormacoBanus»? [lepeunciute

16) PexkBusur «I'pu¢ cornacoBanus» opopmisieTcs CleayoumM o0pa3oMm:

a) COI'JTJACOBAHO 0) PykoBouTenh I0pUIUIECKOTO OT/IeTa
Pextop ®UHAHCOBOM aKaJIeMHU Cemenrok  A.B. CeMeHIOK
nipu [IpaBurensctBe Poccuiickoit @enepauuu 31.07.2004
Opnosg C.B. Opnos
31.07.2004

17) PexBusut «Busa corimacoBaHus» oOpMIISIIOT CIETYIOLUM 00pa3oM:

a) COI'JTACOBAHO 6) PykoBouTenpb 10pUIMUECKOTO OTAeNa
Pexrop ®unaHCcOBOI akajgeMun Cemeniox  A.B. CeMeHiok
nipu [IpaBurensctBe Poccuiickoit @enepauuu 31.07.2004
Oposg C.B. Opnos
31.07.2004

18) C nomMo1ibio Kakoro pekBu3nuTa opopmiiseTcsi BHEIIHEE COTIacOBaHUE JOKYMEHTa!
a) BU3a COIJIaCOBaHMS;
0) rpud cormacoBaHUSI.

19) C noMo111pto Kakoro pekBu3nuTa ohopmIIseTcs: CorllacoBaHUE TIOKYMEHTA BHYTPU OpraHU3aI1H:
a) BU3a COIJIaCOBaHMS;
0) rpud cormacoBaHUsI.

13



20) B kakoM ciyyae npaBHJIEHO 0QOpPMIICH PEeKBU3UT «OTMETKA O 3aBEPEHUU KON

a) Bepno:
Wucnekrop Otaena kaapos 3unyenxo

6) Bepno
Nucnekrop Otnena kaapos Sunyenxo

B) Bepno

Wucnexrop Otaena kaapos 3unuenxo

25.12.2004 r.

r) Bepno
Wucnekrop Otaena kaapos 3unyenxo
25.12.2004

1) Bepno
Wucnekrop Otaena kaapos 3unyenxo
25.12.2004

21) OHpe,Z[eHI/ITC, B KaKOM BapHaHTC ITPABUJIbHO IMIOCTABJICHA I1€YaTh B IIPUBCACHHBIX IIPUMCEpPAX:

a)\l ’ Heanos O.K. UBanos

0) Hdupexy BAHOB O.K. UBanos

B) Jlupexrop Heanos O.K. UBanoB

r) dupekrop Heana K. lBanos
1) Hdupel Hesanos O.K. lUBanoB

M.JI. 3unuyeHko

M.JI. 3uHueHko

M.JI. 3unueuko

M.JI. 3unuyeHko

3unuenko M.JI.

22) Kakue PCKBU3UTHI PpACIIOJIAratOTCA B IIpABOM BECPXHEM YIITY JOKYMCHTA:

a) HAaMMEHOBaHUE OPraHU3allNu;
0) rpud yTBEpKICHMUS;

B) J1aTa JIOKyYMEHTa;

I') OTMETKa 00 UCIIOJTHUTETE;

1) MECTO COCTABIICHHS JOKYMEHTA.

23) K Bugam 01aHKOB OTHOCSATCS:
a) OJ1aHK CITy>K€OHOTO NMUChMa;
0) OJ1aHK KOHKPETHOTO B/ TOKYMEHTA;
B) OOIIMii OJTaHK;
r) OJ1aHK CTPYKTYPHOTO MOAPA3ACIICHHUS;
1) TOJDKHOCTHOM OJIaHK;
€) BCE BBIIICTICPEUNCIICHHBIC BH/IBI.
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24) B kakoM cily4yae COCTaBJISIIOT CIIUCOK-PACCHUIKY?
a) eciM yKa3bIBaeTcs Oojiee OHOro ajpecara;
0) ecnu ykasbIBaeTcsi Oojiee 4eThIpex aJipecaTos;
B) €CIIU yKa3bIBaeTcs 0oJiee MATH aIpecaToB;
T') €CIIM yKa3bIBaeTcs 0osee ABYX aJpecaroB.

25) PexBu3ut «HammeHoBaHHE BUA TOKYMEHTa» 0(DOPMIISIOT:
a) IPOINKCHBIMU OyKBaMU;
0) cTpoYHBIMU OyKBaMU;
B) MepBas - MPOMNKCcHasi 0yKBa, MOCIEIYIOIINE — CTPOYHBIE.

26) 3a4eM B IOKYMEHTAaxX BBIICIISIOT CIIYKECOHBIC OIS ?

27) Ompenenute, TPaBUIBLHO JHM YyKa3aHbl pa3Mepbl IOJEH CIyKeOHbIX JOKyMEHTOB. Ilpu
BBISIBJICHUH OIIMOKH HATTUIIIUTE B IPABOW YaCTH TaOIHUIILI TPABMIIBHEIN BApUAHT OTBETA.

Pa3mepsl nosneit, Mm [IpaBHIIBHBIN OTBET

JleBoe — 25

ITpaBoe — 20

Bepxnee — 20

Huxuee - 20

28) Cy1iecTByeT CIIEAYIOIIee KOJIMIeCTBO PEKBU3UTOB:
a) 29;
0) 30;
B) 31.

W TOroBBIi KOHTPOJIb 10 OKOHYAHUIO YCBOECHUS TUCIUIIMHBI IPOBOAUTCS B popMe 3adéra.
6.3 Kpurepuu 1715 noaydeHus! 10MycKa K 3a4éTy:
e rocelieHue He MeHee 85% JEeKIIMOHHBIX U MPAaKTUYECKUX 3aHATHI;
®  YCIENIHOE BHIMIOJIHEHUE MPAKTHUECKUX 3aaHUH U TECTA;

® CaMOCTOATCIIBHOC H3YYCHUC TCOPCTHYCCKOIr0 Marepuajla U aKTUBHOro Yy4daCTHd B

coOeceJ0BaHNH;

e cciu cymMma 6aiutoB o nuctuiuinae 60 u 6oree;
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