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1 IIEJIM OCBOEHU A YYEBHOM TUCIATIINHBI
[lenpto ocBoeHHs Y4eOHOW IUCHUIUIMHBI SBISIOTCS: CHOPMHPOBATH Yy CIiIyIIaTesei
IIPEACTABIICHUE O POJIU JOKYMEHTUPOBAHUS B YIPABICHUYECKOW NEATEIbHOCTH; PACKPBITH CYyTh €r0
OCHOBHBIX (hOpM U MeTO/10B 3(PPEKTUBHOTO yIpaBiIeHUs, CHOPMHUPOBATH IPAKTUYECKHE HABBIKH I10

odpopmiieHnto yuebHoro marepuaina B coorsercteuu ¢ CTO HTU HUSY MUDU.

2 MECTO JUCIIMIIJIMHBI B CTPYKTYPE OOII BO

B coorBercTBUHM C KpC,Z[PITHO-MOI[y.]'IBHOﬁ CHCTEMOH IIOArOTOBKH 6aKaHaBpOB 110

HanpasiieHuto 15.03.05 "KoHCTPYKTOPCKO-TEXHOJIOTHYECKOe 00eCneYeHne MAITMHOCTPOUTEIBHBIX

POM3BOJICTB" JaHHAs ydeOHas TUCIUIUIMHA SIBISICTCS JUCIHMIUIMHOW 00MIeTpodecCHOHATBHOTO

MOAYJIA 00s13aTeJIbHOM YacTH 06p330BaTeHLHOﬁ IIporpaMmal.

3 IIJIAHUPYEMBIE PE3YJIBbTATHBI OBYUYEHUSA IO JUCIUIIJIMHE

VYuusepcanbhbie (YK) komnerenuun

Kon " Kox " HAaHMEHOBAHHE HHAUKATOPA MOCTHKeHHUS
HaMMEHOBaHue KOMITeTEeHIIUH
KOMIIeTCeHIIUH
YK-4 Cnocoben 3-YK-4 3narb: NpUHLUIIBI IOCTPOEHUS YCTHOTO M MHUCBMEHHOTO
OCYILIECTBIIATh BBICKA3bIBaHUS Ha pPYCCKOM M HMHOCTPAHHOM s3bIKAaX; IIpaBWIa H
JIEIIOBYO 3aKOHOMEPHOCTH J€JI0BOM YCTHOW U MMCbMEHHOW KOMMYHHUKAIUU
KOMMYHHKAIUIO B
Y] H N V-YK-4  VYmerb: mNpUMEHATb Ha  INPAKTUKE  JCIOBYIO
YCTHOM M NHMCBMEHHOMN . .
dopmax ng | KOMMYHHKAIHIO B yCTHOA M MHCHMCHHOH (dbopMax, METO/bl U HaBBIKU
p JIeIOBOrO OOIIEHHs] HAa PYCCKOM M MHOCTPAHHOM SI3bIKaX; METOIUKOM
roCyJapCTBEHHOM
. . | COCTaBJE€HMSI CYXIEHUS B MEXJIUYHOCTHOM [ICJIOBOM OOIIEHUH Ha
A3BIKE Poccuiickoii
PYCCKOM M MHOCTPAHHOM SI3bIKaX
denepaunn u
MHOCTPaHHOM(bIX) B-YK-4 Brnanerh: HaBbIKaMU YTEHHS M TE€pPEBOJA TEKCTOB Ha
s3bIKe(ax) WHOCTPAaHHOM s3bIKE B MNpO(ecCHOHAIBHOM OOIIEHHH; HaBbIKAMU

JIEJIOBBIX KOMMYHUKALIUN B YCTHOW U MUCBMEHHOM (hopMe Ha PYCCKOM U
WHOCTPAHHBIX  S3bIKaX; METOAUKOW COCTABICHHUS  CYXKICHHUS B
MEXJINYHOCTHOM JI€JIOBOM OOIIEHUH HA PYCCKOM U MHOCTPAHHOM SI3BbIKaxX




4 CTPYKTYPA M COJIEP)KAHUE YUYEBHOM JJUCIIUILJINHBI

4.1 Ctpykrypa Kypca.

Paznen
y4eOHON TUCITUTUIAHBI

Buset yueOHOM IeATeNbHOCTH, BKITIOYAs
CaMOCTOSTEIbHYIO PabOTy CTY/ICHTOB H

TPYAOEMKOCTH (B Yacax)

JICKIINHA

HpaKTHU-
YecKue
paboThI

nabopa-
TOpPHBIE
paboThI

CaMoCTO-
ATebHAs
pabora

DopMbI
TEKYILIETrO
KOHTPOJIA

YCIIEBAEMOCTH

1 Pa3nea «CucreMbl
TOKYMEHTAIHN

27

Tema 1 CocTaB peKBHU3HUTOB U
TpaBuyIa uX 0hOPMIICHUS

T1
I1P1

Tema 2 CocraB u oopmiicHUE
OpTaHU3aIlMOHHO-
pacnopsaIuTenbHON
JOKYMEHTAIHH
(opranu3anmoHHO-TIPABOBAS;
pacnopsaauTeiibHasd,
CIIPaBOYHO-
WHPOPMALTMOHHAST)

15

1P 2-4

Tema 3 CocraB u oopmiicHUE
JIOTOBOPHO-IPAaBOBOM
JOKYMEHTAIIHS

IIP 5

Tema 4 CocraB u oopMiicHUE
)IOKYMCHTOB 10
BHEITHEAKOHOMUYECKOMN
JIEeITEIIBHOCTH

IIP 6

Tema 5 CocraB u oopmiicHUE
NPETEH3UOHHO-UCKOBOM
JOKYMEHTAIUU

IIP 7

2 Paznen
«JlokymMeHT000OpOT HA
npeInpuITHI

Tema 6 OcHOBBI
JIEJIOTIPON3BOCTBA HA
PpEANPUITAN

I1P 8-9

3 Pazpen «Odopmirenne
y4eOHbIX pabor mo CTO»

16

Tema 7 OcHOBHBIE TTpaBMIIA
odopmIIeHUS YacTeit
TEKCTOBBIX Y4€OHBIX paboT 1o
CTO HI'THU-2-2007

16

JIP 1-4

Hrtoro

10

10

16

36




ConeprkaHue JIEKIIMOHHBIX 3aHITHHM.

TeMbl JIEKIIMOHHBIX 3aHIATUN

=
=
=
M
(]
=
J1 BBonHas.
OCHOBBI 1€TIONIPOU3BO/ICTBA HA MPEAIPUITHH.
[TonATHE TOKYMEHT, CUCTEMA IOKYMEHTAIIUHU, BHJIbI CUCTEM JIOKYMEHTAIIHH.
Bunel u knaccudukanus 1o0kyMeHToB. [1oATMHHUK, KOS, BUBI KOTIHA,
NyOJIMKaT, BHITTUCKA.
OcHoBHbIE BUIbI YIIPABICHYECKUX TOKYMEHTOB.
J2 bnank, Buas! 6mankoB. PexBusut. CriocoObl pacnookeHus peKBU3UTOB. THUIOBOK
hopmyssip-oOpaszen JOKyMEHTa.
JI3-JI5 CocraB pexkBu3nuTOB U npaBuia ux ohopmierus no 'OCT P 6.30-2003.
JI16-JI8 Haznauenue u npasuia 0opopMIIEHHSI OCHOBHBIX YIPABJIEHUYECKHX JOKYMEHTOB
JI9 OCHOBBI IETTOTIPOU3BOICTBA HA MPEANPUATHH.

JIoKyMeHTOO0OPOT Ha MPEANPHUATHH.
[TonsiTue, BUBI, 3HAYEHHE, IOTOKU JOKYMEHTOO0O0POTA.
[TonaTne yauuuupoBaHHBIX (POPM CITy’)KEOHBIX JOKYMEHTOB.

Tembl IPAKTUYECKUX 3aHIATHMN.

MeponpusTue mno

Tema npakTU4ecKoro 3aHsTUS TEKYIIEMY KOHTPOJIIO
3HAaHUU
TectupoBanue no teme «CoctaB u mnpaBwia O0(GOpPMIIEHUS PEKBU3UTOB T1, IIpl

YIIPABJICHUYCCKUX JOKYMCHTOBY.

CocraBnenue, odopmienue OPJl  (aBroOuorpadus, 3asBieHUE, [Ip2 —TIp4

XapaKTepUCTHKa U T.1I.)

TectupoBanne mno Teme «CoctaB M TOpaBuiIa  OQOPMIICHHS IIp5 —IIp7

OpPraHu3alMOHHO-PACTIOPATUTENILHON JOKYMEHTALIMN

TectupoBanue o Teme «/0KyMeHTOOO0POT HA MPEATPUATHI I1p8, I1p9

CaMocrosTenbHas pa60Ta

CopneprxaHue caMOCTOATENBHOM pabOThI CTYJJCHTOB

Buapl camocTosiTennbHON paboThI

1 [ToBTOpPEHME MPOHIEHHOrO0 MaTepHaa, U3y4eHHUE
JIOTIOJIHUTEIBHOT'O MaTepraa 1o TeMaM JeKIUU

2 [TonroroBka K 1a00paTopHbIM paboTam

5 OBPA3OBATEJIBHBIE TEXHOJIOI'MH

Pekomennmanuu  ans mpemojaBaTens [0 HCHOJB30BaHMIO  MH(OPMAIMOHHO-
oOpa3oBaTenbHbIX TeXHOJOrui coaepxkarcsi B «llomoxkeHnn o0 oOpraHuM3allMOHHBIX (GopMmMax u

TEXHOJIOTUIX oOpa3zoBaTensHoro npouecca B8 HTU HUAY MUDN».




[Ipn peanuzanuy MPOrpaMMbl JTUCHUIUTHHBI HCIIOJB3YIOTCS pa3lInyHble 00pa3oBaTeIbHBIC
TEXHOJIOTUU. AYAUTOPHBIE 3aHATUS NPOBOAATCA B (opme JeKUud, NPaKTUYECKUX 3aHSATHM,
nabopaTtopHbIX paboT. [l KOHTPOJS YCBOGHHUsS CTYJASHTAMH pa3/eloB TAaHHOW JUCITUILIAHBI
IIPUMEHSIOTCSI TECTOBBIE TEXHOJIOTHH.

Jns TOBBIIEHHWS YpPOBHS 3HAHUW CTYJEHTOB B TEYEHHE CEMECTpPa OPraHU3yKTCH
KOHCYJIbTAIIMH, BO BPEMSI KOTOPBIX:
- MPOBOAMUTCS OOBSCHEHHUE HETIOHSATHBIX JIJISl CTYJICHTOB Pa3/IeioB TEOPETHUECKOTO Kypca;
- IPUHUMAKOTCS 3a/I0JPKEHHOCTH U T.J.
Peanuzaiusi KOMIETEHTHOCTHOTO TOJIX0/1a IPEIYCMATPUBAET IIMPOKOE MCIIOIH30BAHUE B YUCOHOM
MIPOLIECCE aKTUBHBIX U MHTEPAKTUBHBIX (OPM MPOBEACHUS 3aHATHI, MMPEANONAraloniX aKTUBHYIO
00paTHYIO CBsI3b MEXKIY MPEToaBaTesieM U CTYICHTaMHU.
B mpouecce wu3ydeHHs TUCHUIUIMHBI HCHOJB3YIOTCS HHTEPAKTUBHBIE (OpMBI OOydYeHUS TpU
MPOBEICHUMU TPAKTUYECKUX 3aHATHIA.

6 ®OHJl OHEHOYHbIX CPEACTB

@OHJT OLEHOYHBIX CPEACTB IO JAUCLUUIUIMHE OOECHeYMBAaeT IMPOBEPKY OCBOEHUS
IUIAHUPYEMBIX PE3yJIbTaToOB oOOy4ueHUs (KOMIETEHIIMH W WX HWHIUKATOPOB) TOCPEICTBOM
MEPOIPUATHIA PyOEKHOTIO U MPOMEKYTOYHOTO KOHTPOJIS 110 AUCLUIUIMHE.

B nensx nosblienus 3¢pdexTuBHOCTH Mpoliecca 00yd4eHUs CTYIEHTOB U CTUMYJIMPOBAHUS
X CaMOCTOSITENbHON padOThl B TEYEHHME CEMECTpPa HCIOJIb3YEeTCsS CHUCTEMa KOHTPOJS TEKyILIeh
yCIIEBAEMOCTH, BKITFOUAOIIIAS:

- BBIIIOJIHEHUE KOHTPOJIbHBIX TECTOB (MPOBEpKA YPOBHS TEOPETUYECKOTO YCBOEHUS
pas3aenoB Kypca);

- BBIIIOJTHEHHE MPAKTHYECKUX paboT MO 0OPMIICHUIO OpraHU3allMOHHO-PACTIOPSIUTEIHHON
JOKYMEHTAaIluu

- BBIIIOJHEHUE Ja0OPaTOpHBIX pabOT (IIpOBEpKa NPAKTHUUECKUX HABBIKOB CTYyJEHTa IO
odopmiieHnIo TekcToBbIX vacTeit cornacuo CTO HTHN).

OneHouHble MaTepuaibl U3 (HoHAa OLIEHOUYHBIX cpencTB npenacrasiensl B [IPUJIOKEHUN A.

Cs3p MexIy (QOpMUPYEMBIMH KOMIETEHLIUSIMU M (OpMaMU KOHTPOJS HX OCBOEHUS
IIpeJICTaBIeHa B Ta0nuIe

éjgn HaunmenoBanue ATtTtecTanus MakcuMansHBIH Oalt
1 Cocras u npaBuia opopMICHHUS Ipl
PEKBU3UTOB YIPABICHUECKUX 5
JIOKYMEHTOB
2 | CocraBiaenue, opopmiienue OPJ] ITp2 — I1p4 15
3 CocraB u npaBuiia 0popMIICHUS [Ip5 —IIp7
OpraHH3alMOHHO- 15
pacrops,ANTEeILHON
JIOKYMEHTaluu
4 JoxymMeHTO000pOT Ha [p8, ITp9 10
IpePUITHH
5 OcHoBHBIE TpaBwiia 0POPMIICHIS JIP 14
YacTel TEKCTOBBIX yUEOHBIX paboT 15
o CTO HI'TU-2-2007
6 3auer TecToBoe 3agaHue 40




Kommerenims Nunukaropel Tekymuii KOHTPOJIb U aTTECTAlUsI Pa3eIoB

OCBOCHUS (popma, Henenst)
YK-4 3-YK-4 [Ipl — 2 "en

V-VK-4 [Ip2 — I1p4 — 3 Hen

B-YK-4 [Ip5 — I1p7 —4 wen

[Ip8, I1p9 - 5 Hen
JIP 1-4 — 6-10 nex

CpenctBa TeKyIIero KOHTPOJIE M IPOMEXKYTOUHOM aTTecTaluu 0 JUCUUIUIMHE
npencrasieHsl B POC. [llkana kaXa0oro KOHTPOJIBHOIO MEPONPUSITHS JIEKUT B npeaenax ot 0 1o
YCTaHOBJICHHOTO MAaKCUMaJbHOTO Oajuia BKIIOYUTENbHO. MTOroBas arrectanusi mo AUCIUIUIMHE
orneHuBaercs mo 100-0ayuibHOM IKane W MpeACTaBisieT co00ol cymMMy OamioB, 3apaOOTaHHBIX
CTYJICHTOM MPH BBITIOJIHEHUU KOHTPOJIBHBIX Meporpustuid. [lonydennsie 6amibl nepeBoasTcs B S-
OaJUTHbHYIO CUCTEMY MO CIIEAYIOUIeH 1Kae:

Cymma Onenka
Onenka 1o 5 OanbpHOM 1IKae 3auer 0aJu10B 1O ! I'pagauus
(ECTS)
JTUCIUILINHE
5 (OTJINYHO) 90-100 A OTan4HO
85-89 B Ouyenp XOpo1IO
4 (xopor1uo) 75-84 C Xopouio
3aureno 70-74 D Y 10BAETBOPUTEIHHO
3 (YZOBIETBOPHTEILHO) 65-69
A P 60-64 E [TocpencrTBenHo
He Huxe 60 F HeynosnersoputenbHo
2 (HeyOBJIETBOPUTEIIHHO)
3a4TEHO

7 VYUEBHO-METOJUYECKOE U UH®OPMAILIMOHHOE OBECNIEYEHUE YYEBHOI
JUCHUTIINHBI

Ilepeyennb JuTepaTypbl, H00OX0AMMOM 1JIS OCBOEHHS U CIUNITHHBI

1. HoponuHa, JI. A. Opranuzanus U TEXHOJIOTHS JOKYMEHTAI[MOHHOTO 00ecTieueHus
yIIpaBJIeHUs | yUeOHUK U MpakTuKyM i By3oB / JI. A. Jloponuna, B. C. UputukoBa. —
Mockasa : M3natenscTBo FOpaiit, 2022. — 233 c. — (Bsicmee obpazoBanue). — ISBN 978-
5-534-04568-0. — TekcT : anexkTpoHHbIN // OOpa3oBaTensHas miaardopma FOpait [cait].
— URL: https://urait.ru/bcode/489555

2. Kysnenos, 1. H. JlokymeHTannoHHoe obecrieueHue yrnpanieHus. JJokyMeHTo000poT U
JIeJIONPOU3BOCTBO : yUeOHUK U npakTukyM ais By3os / U. H. Ky3nenos. — 3-e u3n.,
nepepabd. u gon. — Mocksa : M3aarensctBo KOpaiit, 2022. — 461 c. — (Bsiciee
obpazoBanmne). — ISBN 978-5-534-04275-7. — TekcT : anexktponHbIi // ObpazoBaTenbHast
iargopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/488697

Ilepeyenb pecypcoB HHPOPMALMOHHO-KOMMYHUKAIMOHHOM ceTn «IHTepHeT», HEOOXOAUMBIX
AJIsd OCBOCHUSA JUCIHUIIJIMHBI

HaunmeHnoBanue pecypca DJIeKTPOHHBIN aJipec pecypca
1) Odunumansusiii caiit HTU HUAY MUOU http:// nti.mephi.ru
2) OBC FOPAUT https://urait.ru/



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

8 MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE YUYEBHOM JIUCIIUTLIINHBI

VYuyeOHast qucuuIuIMHA oOecreyeHa y4eOHO-METOAMYECKON JOKYMEHTAIMEeH U MaTepruataMu.
E€ comepxanue mnpeacTtaBieHO B JOKAJIbHON CETH y4eOHOIrO 3aBE/ICHUS U HAXOAUTCA B PEKUME
CBOOOJHOrO JAOCTyNa Uisl CTYyAEHTOB. JlocTynm CTYAE€HTOB Al CaMOCTOSITENIbHOM MOJTOTOBKHU
OCYIIECTBJISIETCS 4Yepe3 KOMIBIOTEPhl OWOIMOTEKHM W KOMITbIOTEpHBIX KiaccoB HTU HUAY
MUDU.

MaTepI/IaJ'IBHO-TCXHI/I‘leCKOC obecreyeHne AYAUTOPHBIX 3aHSATHH:

1) KOMIUICKT 3JIEKTPOHHBIX TPE3CHTALINI/CIIai/I0B,
2) ayqTUTOpHS, OCHAILCHHAas MPE3CHTAlMOHHOW TEeXHUKOH (MpOEeKTOop, OJKpaH,
KOMITBIOTED),

3) KOMIOBIOTEPHBIHN KJacc Ui IPOBEICHUs JTa0OpaTOPHBIX padoT.

9 YYEBHO-METOANYECKHUE PEKOMEHJALIUU JJISA CTYAEHTOB U
IPEIOJABATEJIEN

BBoanasg yacte

[lenp naHHOW AMCUMILIMHBI — JaTh y4allMMCs KIJIIOUEBBIE IMpEACTaBIeHUS 00 OCHOBaX
JOKYMEHTAI[MOHHOTO OOECTIeUeHUs yIIPaBICHUECKOMN 1eATeIbHOCTH.

OCHOBHOH ymnop Ha JEKIHIX HEOOXOIMMO JeJIaTh Ha TOHMMaHUE U3JIaraeMoro MaTepualia u
YMEHHUSI €r0 HMCIOJIb30BaHUs IPU MOATOTOBKE ISl CHAYM 3a4eTa, K MPAKTUYECKUM 3aHSITHSIM,
1ab0paTOPHBIM padOTaM U TIPH BBITIOJTHEHUH CAMOCTOSTEIIBHBIX PaboT.

N3yuenne y4yeOHOW AMCHUIUIMHBI BKJIOYAET: T[OJYyYEHHE TMPAKTUYECKUX HABBIKOB
odopmIleHHs yIIpaBICHUECKON JOKYMEHTAIIUH.

Jns ocBoeHus: y4eOHOM IUCIHMIUIMHBI CHEIMAIbHBIX 00pa30BaTENbHBIX TEXHOJIOTUN HE
TpeOyetcs. JIeKIIMOHHas dYacTh Kypca o0OecleyuBaeT IMONy4YeHHEe HEOOXOIUMBIX 3HAHUU;
MPAKTUYECKHE 3aHATUS TOCBAILIECHBl PEUICHUI0 KOHKPETHBIX Y4eOHBIX 3a7ad, Ha JabopaTOpHBIX
paboTax 3aKpemisioTCs TOJYYEeHHbIE 3HAHUS M YMEHHSA TMOCPEICTBOM  HCIIOJIb30BAHUS
KOMITHIOTEPHBIX CPEACTB OPOPMIICHUS JOKYMEHTAIINH.

Mertonnyeckue yka3aHus K JIGKIUSM, IPAKTUYECKUM 3aHATHAM U 1JaOOpaTOpHBIM paboTaM.

[IpenonaBarenssM Ha KaXJAOW JIEKIMH PEKOMEHAYETCS OYeHb KpaTKO IOBTOPSTh
MPOIIEHHBI MaTepual NpeAbAyIIuX Jekuuil. [Ipu 3ToM ciexyeT ocTaHaBIMBATHCS HA CIOXKHBIX
U1 TOHUMaHUS CTYACHTAaMH KIIFOUEBBIX JIEMEHTAX JUCLUIINHBI.

CryneHtaMm mepen TeKylled JeKIuel (3apaHee) peKOMEHIYeTCs OYeHb KpaTKo MOBTOPSTH
NpOIIEHHBIN MaTepuan npeAbAyIIuX Jekiuui. [Ipu 3ToM cienyer cocpeoTOUNTh CBOE BHUMaHHE
Ha CJIOKHBIX JJIA IIOHMMAaHUA KIFOUYCBbLIX DJIEMCHTAX AUCIUITIIINHBI.

OCHOBHOM ymop Ha HM3Yy4aeMbIX JIEKIIUAX HEOOXOIUMO JeiaTh WMEHHO Ha TOHMMaHHUE
NpEACTABJICHHOIO MaTr€praia 1 Ha YMCHHC €TI0 HCIIOJIB30BaThb IMPU BBIIIOJHCHHU IMPAKTUYCCKUX
KOHTPOJIbHBIX padoT.

W3yueHne TeKyllero MaTepualia peKOMEHAYeTCs MPOBOAMTH, ONMUPAsACh Ha CIEIYIOIIHNe
mocobwus [1, 2].

B pamkax JUCHMIUIMHBI TPEIyCMOTPEHO MPOBEACHUE TNPAKTUUYECKUX 3aHATUH U
nma0opaTOpHBIX paboT, Ha KOTOPBIX ydalluecs AOJDKHBI, UCTOIb3Ys MPEICTaBICHHbBIN Ha JEKIUIX
Marepuall, 3aKpCrruTb 3HAHUA 10 I/ISY‘{aeMOﬁ JAUCHUITIINHE. HpaKTI/IKa ImoKasajia, 4To CJICAYCT OBITH
TOTOBBIM 3apaHEC K Pa3JIMYHBIM IIPUEMAaM BOBJICYCHUA CTYICHTOB B TBOp‘IeCKI/Iﬁ mponecc OCBOCHUA
y4ueOHOro Marepuarna.
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INPHUJIO’KEHHUE A.

OIEHOYHBIE MATEPHUAJIBI ®OHJIA ONEHOYHBIX CPEACTB

1. BOHpOCLI AJIA IOATOTOBKH K l'[pOMe)KyTO‘lHOﬁ arrecranuu

(] Jaiite onpenenenue repMuna "aokymeHT" 1o ['ocy1apcTBEHHOMY CTaHAAPTY.
[lepeuncnure cnocoObl JOKYMEHTUPOBAHUS U BUIbI MATEPUAIBHBIX HOCUTENEH
uHpopMaLuu.

] Haiite nonsitue "Gopmyinsap nokymenta'. I[lepeunciure ocobeHHOCTH (hOpMYIIIpOB
JOKYMEHTOB, MOJIYYCHHBIX Pa3IMYHBIMH CITIOCOOAMH IOKYMEHTUPOBAHHSI.

[ Jaiite nonsitue "0mank" nokymeHnta. Ilepeuncnure Bunbl 61ankos mo 'OCT P 6.30-
2003 1 0cOOEHHOCTH UX M3TOTOBIIEHUS.

0 Jnist ohopMIIeHUST KaKUX BUJIOB JOKYMEHTOB HCITOJIb3YyeTCsl 00Imuid 01aHk? Yem
oTJiMyaercsa oo1ui 01adK oT OJ1aHKa muchbma?

0 Haiite nonsitue "pekBU3UT" qokyMeHTa. [lepeunciuTte BUABI pEKBU3UTOB U
OCHOBHBIE ITpaBmiIa ux odpopmieHus. [lepeuncianre CKOIbKO MONOKEHUHN TaOyIsITOpa
UCIOJIb3YeTCs MPU OPOPMIICHUU PEKBUZUTOB?

[J Kaxkue pexkBU3UTHI TOKYMEHTa SBJISIIOTCS 00s13aTeNbHBIMU? UTO XapaKTepus3yroT
JIOTIOJTHUTEIbHbIE PEKBU3UTHI OPJ]?

0 B 1yem ocHOBHOE pazinuue OaHKa C YTIOBBIM U IPOIOJIEHBIM PACIOI0KECHHEM
OCHOBHBIX PEKBU3UTOB? UeM MPOA0IIBbHBIN BAPHAHT PACIIONOKECHUSI PEKBH3UTOB
3aroJI0BOYHOM YacTu O1aHKa OTJIMYAETCS OT YIJIOBOTO?

O Kakue opranuzanuu nMeroT npaBo U300paxkaTh Ha OJTaHKAaX CBOMX JOKYMEHTOB
I'ocynapcrennsiii repd PD?

O Uro npencTaBisoT OO0 KOJI OpraHu3avu U KoJ GOpMbI TIOKYMEHTA,
ucnosb3yemble Ha 6mankax OPJ[? Yro o3nauatot adb6pesuarypst OI'PH, MHH, KIIIT. Kem
OHU BBIJJAIOTCH.

[ [lepeuncnure anementsl pekBusuta 08 "HanmeHnoBanue opranuzanuu’. Yemy
JIOJPKHO COOTBETCTBOBATh HAMMEHOBAHME BU/IA JOKYMEHTA, IPUBOAUMOE B OJIaHKE
KOHKPETHOI'O BUJIa IOKyMeHTa?

0 Kakue cnioco6s1 opopmuenus pexsusuta 11 "Jlata noxkymenTa" Bbl 3HaeTe?

[ Uem pexBu3uT 12 "PerucrpaiioHHbIN HOMEP JOKYMEHTa" OTINYaeTcs OT pEKBU3UTA
13 "Ccplika Ha perucTpalMOHHBIN HOMED U AaTy NOKyMeHTa'?

(] B kaxom ciyyae Ha GiaHKe JTOJKEH MPUCYTCTBOBATh peKBU3UT 14 "MecTo
COCTABJICHUS WJIM U3JaHUS JOKyMeHTa"?

[] Kakum 06pazom Hy)HO 0popmMiIsTs pekBU3UT 15 "Anpecat", ecii JOKyMEHT
aapecyercs (GU3NUECKOMY JIHUILY U IOPUIUYECKOMY JIHILY?

[ Kaxumu ciocobamu odopmiisiercss opopmiiats pekBu3ut 16 "I'pud yrBepxaeHus
nokymeHTa"?

[ Kaxumu cniocobamu mosxkeT opopmisatees pekBusut 17 "Pesomtonns"?
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17.

18.

19.

20.
21.

22.

23.

24.

25.

26.

27.

28.

29.

30.

31.

32.

33.

34.

35.

36.

37.

(] Kakwue cymectBytoT ocobeHHOCTH odopmiieHHs pekBu3uTa 18 "3aroioBok kK TEKCTY
JIOKYMEHTa" B 3aBUCHUMOCTH OT BUJa JOKYMEHTA?

[ Kornma oTMeTKy 0 HaTWYMU TPUITIOKEHUS MOKHO OOPMIIATH IO KpaTtkoit hopme?
[IpuBenute npumep.

(] Kak oopmisiercst pekBuzut 22 "[loanuce", eciau TOKYMEHT MOAMUCHIBACTCS
PYKOBOIUTENSAMU ABYX opranuzauuii? [Ipuseaure npumep.

O Kak opopmisiercs pexBusut 23 "I'pud cormnacoBanust fokymeHTa"?

] I"'ne mpocraBisiercst pekBU3MT 26 "OTMETKa 0 3aBEPEHUU KOMUU'" ¥ KaK OHA
odopmitsiercs?

[ Asnsiercs mu pekBu3uT 27 "OTMeTKa 00 MCTIOMHUTENE" 00s3aTEIBHBIM U T OH

IMPOCTABJIACTCS, YCM OH MOKET Z[OHOJIHHTLCSI?

[ Urto BXoauT B cocTaB pekBu3nTa 28 "OTMeTKa 00 UCITOJTHEHUH JIOKYMEHTA U
HaIpaBJIEHUU €ro B J1e710"?

] Ha kakux gokyMeHTax mpocrtaBiisercst peKBU3UT 29 "OTMeTKa 0 NOCTYILIEHUN
JIOKYMEeHTa B opranuzanuio"? HazoBuTte cocTaBHbIE YaCTH ITOTO PEKBU3UTA.

] I'ne pasmemaercs pekBusut 30 "UneHTrdUKATOp 3IEKTPOHHOMN KOMMU JOKYMEHTA",
Y TIOYEMY OH MOKET ITPOCTABIIATHCS Ha KaXXOM JIUCTE JOKYMEHTA?

[ Haiite nonstue "yuupukanuu" u "cTaHaapTH3aun" ypaBiIeHUYECKUX JOKYMEHTOB.
Pacckaxxute 06 yaudunmnpoBaHHbIx (opMax JOKyMEHTOB.

[ [Haiite nonstue "cucremsl JokymeHTanuu'". [lepeurciure BUabl JOKYMEHTOB,
BXOJSIIMX B COCTaB OPraHU3aIllMOHHO-PACIOPAIUTEIbHON TOKYMEHTAIIUH.

0 Kunaccudukaiiysi opraHu3annoHHO-PACIIOPSANTEIBHBIX TOKYMEHTOB. Pacckaxure
00 0COOEHHOCTSIX X COCTaBIICHUS U OPOPMIICHHS.

0 [Tepeuncnure BUIbI OPraHU3AMOHHBIX JOKYMEHTOB. HazoBUTE 0COOEHHOCTH UX
COCTaBJICHHS ¥ O(POPMIICHUS JOKYMEHTOB.

0 [lepeuncnure BUIBI pacTIOPSIAUTEIBHBIX TOKYMEHTOB. Ha30BUTE 0COOEHHOCTH MX
COCTaBJICHHS ¥ OPOPMIICHUS JOKYMEHTOB.

O [Tepeuncnure BUBI CIPaBOYHO-UH(OPMAIIMOHHBIX JOKYMEeHTOB. HazoBute
0COOEHHOCTH MX COCTaBJIEHMS U 0OPMIIEHUS TOKYMEHTOB.

[ CocraB IOKYMEHTOB, BXOJAIIUX B CUCTEMY IOKYMEHTALIMH 110 TUYHOMY COCTaBY.
[Tepeunciure 0COOEHHOCTH WX COCTABIICHUS U O(DOPMIICHHS.

O [Tepeuncnure BUIBI JOTOBOPHO-IIPABOBOM JOKyMeHTaluu. Pacckaxure 06
0COOEHHOCTSIX UX COCTAaBJICHUS U OQPOPMIICHHUS.

[ Pacckaxxute 06 0cobeHHOCTAX 0popMIIeHHUs] YHU(PULIIMPOBAHHBIX, TUIIOBBIX,
MIPUMEPHBIX (POPM JOTOBOPOB.

U HCpC‘lI/ICHI/ITe BU/BbI ,Z[OBGpGHHOCTCfI. Pacckaxkute 00 0COOCHHOCTSX MX COCTaBIICHUS

1 0OpMIIEHHS.

(] [Tepeuncnure knaccupUKALUIO JOKYMEHTOB IO BHEITHEAKOHOMUYECKON
JESATETLHOCTH. Y HUPHUITUPOBAHHBIC (DOPMBI IOKYMEHTAIIUH 110 BHEITHEAKOHOMHYECKOM
JEATEIIbHOCTH.

] [lepeuncnute BUIBI KOMMEPYECKUX TTHUCEM. Pacckaxkute 00 0COOCHHOCTSX UX
cocraBieHus u opopmieHus. Tunossie GOPMbI KOMMEPUECKHUX MTHUCEM.



38. 0 Pacckaxxute 00 0COOEHHOCTSX COCTABICHHS KOHTPAKTOB, KaK JOKYMEHTAX,
oopMIISOIINX BHEIITHETOPTOBBIE CleNKH. [lepeuncinTe pa3nenbl KOHTPAKTOB.

39. 1 Ilepeuncinre TOKYMEHTBI, BXOJALIUE B COCTAB IIPETEH3NOHHO-UCKOBOM
JOKYMEHTaLUH.
2. OneHoYHBIe MaTepHaJIbI 1S IPOBeE/ICHUs TEKYIero KOHTPOJIs

Tect «PeKBU3UTED)

1) PexBU3UT JOKYMEHTA — 3TO:
a) €ro OT/ICJIbHBII JICMEHT;
0) 9acTh CIy)eOHOTO MUChMA;
B) (bMpMEHHBIN OJIaHK.

2) «/1enonpousBoACTBOY - ATO:
a) CHCTEM XpaHCHHS JIOKYMCHTOB;
0) cocTaBieHHE JOKYMECHTOB;
B) JIOKYMEHTHPOBAHUE U OpraHU3aIs padOThI ¢ JOKYMEHTaMHU.

3) B xakom cirydae mpaBuIbHO 0(OpPMIIEH PEKBU3HT «Aapecary:

a) Jupextopy OO0 «/luzaitn-A» 0) dAupexropy HILJI

B.A. Jlarynunoi PycakoBy MBany ®enoposuuy
B) 301265, Tynbckas 001., r) E.W. Kyxk

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

yi. CanoBas, 1. 5, kB. 12 r. HoBoypaibck,

O6pasuoBy O.I1. CeepmiioBckas 0071., 624130

4) Kakum ob6pa3zom odopmisieTcs peKBU3UT «AJpecar» B Cilydae, €ClIM JOKYMEHT ajpecyercs
¢uznueckomy nuuy? Ipusenure npumep.

5) Kakum oOpa3om odopmisieTcsi peKBU3UT «Ajpecar» B cllydae, €clid JIOKYMEHT aJpecyercs
KOHKPETHOMY JIOJDKHOCTHOMY nuiy? IlpuBeaurte npumep.

6) Kakum obpaszom odopmisieTcss peKBH3UT «AzdpecaT» B Cilydae, €clid JOKYMEHT aJlpecyeTcs
opranusanuu B uenom? Ilpusenure npumep.

7) Ipu agpecoBaHUM YaCTHOMY (PU3NICCKOMY JIUITY HHHUIIAATBI YKA3bIBAIOT:
a) mepen haMuIIue;

0) mocie GpamMuInu.

8) B xakoM cirydae mpaBmiibHO oopmiieH pekBu3uT «lloanucey:

a) Pextop ITwenoe I1.M. ITimenos

6) dupextop mkossl Ne 432 Cnuyvina Cnuupiaa ©.4.

B) [ maBHBIN OyxranTep Bepeskuna Bepeskuna C.A.
Hupextop MI'Y Boponos Boponos I1.B.

r) dupekrop mkonsr Ne 45 nOONUCh IO.I'. lemunos
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Hupekrop kol Ne 56 HOONUCD M.J. PriOkunHa

1) dupextop mkossl Ne 31 Hupexrop mkoisl Ne 87
Smuk AA. Kmypkuna O.I1.

9) B kakom cnydae mpaBwibHO oOdopmiieH pekBH3UT «lloamucek» (BO Bpemsi OTCYTCTBHUS
PYKOBOAMTEN  JOKYMEHT  TOJNUCHIBACTCS  3aMECTUTENIEM, HCIOJHSAIOMMUM  O0S3aHHOCTH
PYKOBOJIUTEIISA):
a) 3a Jlupexropa A.N. Cunopos
(nmomanuck ero 3ama [lerposa)

0) dupexrop A.N. Cupnopos

(moamuck ero 3ama IleTtpoBa)

B) N.O. nupekTopa O.M. Iletpos

(JTIrYHAS TOAIICH 3aMECTHTEISI IUPEKTOPA)

10) B kakoMm ciry4yae mpaBWIBHO 0pOpPMIICH PeKBU3UT «OTMETKA O HAJTHMYUU MPUIIOKCHUS», SCITH B
TEKCTE COMPOBOIUTEIBHOTO MchMa HE yrmoMuHaIOCh 0 IPHITOKEHUU:
a) [Tpunoxenue: 1. [Tonoxenue 00 YpaBIeHUN PErHOHAILHOTO KPSIUTOBAHUS
Ha 5 1. B 1 3K3.
2. [IpaBuia moaroToBKH U 0GOPMIICHUS TOKYyMEHTOB
YrpaBlieHUs PETHOHAILHOTO KPSTUTOBAHMS Ha 7 J1. B 2 9K3.
0) IIpunoxxenwue: Ha 6 1. B 1 7k3.

11) B kakowm ciydae npaBuibHO 0opMIIeH peKBU3UT «OTMETKA O HAJTMYUU MPUIIOKEHUSN», €CITH B
TEKCTE COMPOBOIUTEIIEHOTO MHUChMa YIIOMHHAJIOCH O TPUIIOKCHHH:
a) [Tpunoxenue: 1. [Tonoxenue 06 YpaBIeHUN PErHOHAILHOTO KPSITUTOBAHUS
Ha 5 1. B 1 3K3.
2. [IpaBuia moaroToBKH U 0(hOPMIICHUS IOKYyMEHTOB
YrpaBlieHUs PETUOHAILHOTO KPSTUTOBAHUS Ha 7 J1. B 2 9K3.
0) IIpunoxxenwue: Ha 6 ;1. B 1 7k3.

12) C kakoi 11e7bI0 Ha CIIy>)KeOHOM MHUChbME YKa3bIBaOT (paMUIINIO U TeePOH UCTIOIHUTEIS:
a) JUIsl ONIEPATUBHOM CBSI3U C UCTIOJTHUTEIEM;
0) Ui IPUAAHUS JOKYMEHTY IOPUINYECKON CHUIIBI.

13) Ilnman paGoter wuHcTUTyTa Ha 2004-2005 yueOHBIE TOA yTBEpXKIAeTCAd pEIICHUEM
MeJarornyeckoro copera. B kakom ciyuyae npaBuibHO odopmiieH pekBU3UT «I'pud yTBepKaeHUS
JOKYMEHTa»:

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

0) 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 Pemennem nenarorndyeckoro cosera ot 12.08.2004 r. Ne 14.

14) Ilepeuncnute cocTaBHbIE YacTH pekBu3uTa «I pud coriacoBanus»
15) KakoBbl cocTaBHBIE 4acTH pekBu3nTa «Bu3za cornacoBanus»? Ilepeuncnure

16) PexBusur «I'pu¢ cornacoBanus» opopmisieTcs Cleayonmm o0pa3oMm:

a) COI'JTJACOBAHO 0) PykoBouTens I0pUINIECKOTO OTIeTa
Pexrop ®uHaHCOBOI akajgeMuu Cemeniox  A.B. CeMeHok
npu [IpaBurensctBe Poccuiickoit @enepanuu 31.07.2004
Opnosg C.B. Opnos
31.07.2004
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17) PexBusut «Bu3za cormacoBanus» ohOpMIISIOT CIASAYIOIINM 00pa3oM:

a) COI'JTACOBAHO 0) PykoBouTe/ b IOPUIUIECKOTO OT/ICIa
PexrTop ®uHaHCOBOM akageMuu Cemenox  A.B. CeMeHIOK
nipu [IpaButensctBe Poccuiickoin @enepaunn 31.07.2004
Opnos C.B. Opnos
31.07.2004

18) C moMoIIbi0 Kakoro peKBU3UTa 0(hOpMIIIETCSI BHEIITHEE COTIACOBaHUE JOKYMEHTA:
a) BH3a COTJIACOBAHMS;
0) rpuc¢ cornmacoBaHus.

19) C momo1pt0 Kakoro pekBu3uTa ohopMiIsieTcsi CorfiacoBaHue JOKYMEHTa BHYTPH OpraHU3aLUU:

a) BU3a COTJIACOBAHHS;
0) rpuc¢ cormacoBaHus.

20) B xakoMm ciryuyae npaBuiIbHO 0popmIiieH peKBU3UT «OTMETKA O 3aBEPEHUH KOTTHI:
a) Bepno:
Wucnekrop Otaena kaapos 3unyenxo M.JI. 3uHueHKo

0) Bepno
Nucnexrop Otnena kaapos Sunuenkxo M.JI. 3uHueHko

B) BepHo
Wucnexrop Otaena kaapos 3unuenxo M.JI. 3uHueHko
25.12.2004 .

r) Bepno
Wucnekrop Otaena kaapos 3unyenxo M.JI. 3uHueHKo
25.12.2004

1) Bepno
Wucnekrop Otaena kaapos 3unyenxo 3unuenko M.JIL.
25.12.2004

21) OHpe,Z[CJ'II/ITe, B KaKOM BapHUaHTC IIPABUJILHO IMIOCTABJICHA MTE€YATh B IPUBCACHHLIX TPpUMEpPaAX:

a) lupexTop Hesanos O.K. BanoB

6) dupekrtop Heanos O.K. VBanos

B) Jlupexrop Heanos O.K. BanoB

r) dupekrop Heanos O.K. lBanoB
1) AupexTop Hsanos O.K. UBanoB
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22) Kakue peKkBU3UTHI pacrionaraloTcsi B IpaBOM BEPXHEM YTy JOKYMEHTA:
a) HAaMMEHOBAaHUE OPraHu3allNu;
0) rpud yTBEPKICHUS,
B) J1aTa JIOKYMEHTA,
r') OTMETKa 00 UCIIOJIHUTEIIE;
1) MECTO COCTABJICHUS JOKYMEHTA.

23) K Bugam OJ1aHKOB OTHOCSITCS:
a) OJ1aHK CIIy>KeOHOI0 IMHChMa;
0) 0;1aHK KOHKPETHOTO BHJIa IOKYMEHTA;
B) 00IIUI OJIAHK;
I') OJIaHK CTPYKTYPHOTO MOApa3/IeIICHHUS;
J1) TOJDKHOCTHOM OJIaHK;
€) BCE BBINICIICPCUHCICHHBIC BU/IBI.

24) B KakoM cily4ae COCTaBIISAIOT CIIUCOK-PACCHUIKY?
a) eciIM yKa3bIBaeTcs 0ojiee OJHOTO ajapecara;
0) eciu yKaspIBaeTcs 00siee YeThIpeX ajpecaros;
B) €CIIM yKa3bIBaeTCs OoJIee MATH aJIpecaToB;
T') €CJIM YKa3blBaeTcs 6osee IBYX aJpecaToB.

25) PexBusut «HanmeHoBaHue BUJa TOKYMEHTa» 0(OPMIISIOT:
a) MPONUCHBIMH OyKBaMU;
0) CTpOYHBIMU OYKBaMH;
B) MepBas - MpoNKcHasi OyKBa, MOCIEIYIOIINE — CTPOUHBIE.

26) 3aueM B IOKyMEHTAaX BBIJIEISIIOT CIIy>K€OHbIE 110JIs17

27) Ompenenute, TpaBUIBLHO JHM YyKa3aHbl pa3Mepbl MOJEH CIyKEOHBIX JOKYMEHTOB. llpu
BBISIBJICHHH OIIMOKM HAMUIIUTE B TPABON YacTH TaOIUIIBI TPABUIIbHBIN BapUaHT OTBETA.

Pa3meps! nosiel, MM IIpaBHUIIBHBIN OTBET

JleBoe — 25

IIpaBoe — 20

Bepxnee — 20

Hwxuee - 20

28) Cy1iecTByeT clieIyrolee KOJTMYeCTBO PEKBU3UTOB:
a) 29;
0) 30;
B) 31.

W TOrOBBIi KOHTPOJIb 10 OKOHYAHUIO YCBOCHUS TUCIUILIMHBI IPOBOAUTCS B (popme 3auéra.
Kpurepun i1t nmonydenus 1omycka K 3a4€Ty:
e rioceleHue He MeHee 85% JIEKIIMOHHBIX U IPAKTUYECKUX 3aHATHH;
®  YCIICIIHOE BBINOJHEHUE IIPAKTUYECKUX 3aJaHUI U TECTa;
® CaMOCTOSITEJIPHOE M3Y4YEHHE TEOPETUYECKOrO0 Marepuaiga M AaKTHBHOTO Yy4acTusl B

cobeceJ0BaHNH;
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ecnu cymma 6ayutoB o auctuminie 60 u 6onee;
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