¢benepanbHOE rocy1apCTBEHHOE OIOIKETHOE 00pa30BaTEIbHOE YUPEXKICHHE BBICIIEIO 00pa30BaHMS
«TBepckoii rocy1apcTBeHHbIA MEIMIMHCKUAN YHUBEPCUTED)
Munucrepcersa 3apaBooxpanenust Poccuiickor denepanun

Kadenpa papmanuu u kianHu4YecKkoi ¢papMaKoJ0ruu

Pabouas nmporpaMma TUCIUITIIHHEI
Jesionpou3BoaCcTBO

JUTs OOyJaronmxcs 5 Kypca,

HaMpaBJICHUE TIOJrOTOBKH (CIIEIIUATBHOCTD)
33.05.01 dapmarius,

dbopma oOyueHus
OYHast
TpynoeMKOCTh, 3a4ETHBIC €IMHUIIBI/YaChl 23.e./12u.
B TOM YHCJIC:
KOHTaKTHas paboTta 60 u.
camMocCTosATeNbHas paboTa 12 4.
[TpomexxyTouHas arrecranus, popma/cemectp | 3ader /9 cemectp

Tsepsb, 2025



Pa3zpabGoTumkm: crapmmii npenoaasarens kadenpsl papmanuu U KIMHUYECKON (hapmMakosio-
ruu Cynakosa O.A.

Buemusisi peunensusi gaHa reaepaibHbiM aupektopom OI'YIT «®apmanus» Kynuauu Upu-
HOM nbuHn4HOM

Pabouas mporpamma paccMoTpeHa u oj00peHa Ha 3acemanuu Kadempsl «22» mas 2025 1.
(mpotokon Ne 5)

Paboyast nporpamMMa paccMoTpeHa U 0100peHa Ha 3acelaHUK TPOPHILHOTO METOINYECKOTO
coBera «05» utons 2025 r. (mporokosn Ne 7)

PaGouast mporpamma yTBepXKA€Ha Ha 3aceJaHUM LEHTPAIBHOTO KOOPJMHALMOHHO-
METOIUYECKOro coBeTa «27» aBrycra 2025 r. (mporokos Ne 1)



|. TlosicHuTe/IbHASI 3aNIHCKA

Pabouas nporpamMa IUCHMIUIMHBI pa3paboTaHa B COOTBETCTBHU C (peaepaibHbIM rocyaap-
CTBEHHBIM 00pa3zoBaTeNbHBIM CTaHmapToM Bbiciiero obOpasoBanus (OI'OC BO) no nampasneHH:o
noroToBku (crieranbHocTH) 33.05.01 dapmanus, yrBepKIeHHOTO ITpuKka3oM MUHHCTEPCTBA 00-
pazoBanus 1 Hayku P® ot 27 mapta 2018 r. N 219, ¢ yuéroM pekomMeHaaImii OCHOBHOM Ipodeccro-
HaJTbHOM 0OpazoBarenbHoi nporpammbl (OITOIT) Beiciiero oopa3oBaHusI.

1. Heap u 32124y TUCHUILTMHBI

Llenbto OCBOCHUS MUCHUIUTMHBI ()OPMHPOBAHUE y O0YYAIOIIUXCS YHUBEPCAIBHBIX KOM-
METSHIINI JIJI1 OCYIIECTBICHUS (DapMaIleBTHUECKON JCSITeLHOCTH B cepe oOpaleHus JTeKap-
CTBEHHBIX CPEJICTB B COOTBETCTBHHU C 3aKOHOJATeIbcTBOM Poccuiickoit denepanuu u Gpenepaib-
HBIM TOCY/IapCTBEHHBIM 00pa30BaTEIILHBIM CTaHIAPTOM.

3a1a4aMy OCBOCHUSI JIUCIIUTUTHHBI SIBJISTFOTCS:

1. OGyuuTh KIIaccH(pUKaIIMU OCHOBHBIX BUJIOB IOKYMEHTOB;

2. O0y4uTh paboTe C OPraHU3AMOHHO-PACTIOPSIUTEITLHOM IOKYMEHTAIINH;

3. O0yuuts pabdote ¢ MHHOPMAITMOHHO-CITPABOYHOM IOKYMEHTAIIU;

4. O0y4uTh OpraHU3alK CITYXObI JEIOMPON3BO/ICTBA.

2. [liianupyemble pe3yJbTAThI 00y4YeHHsI 110 JUCHUIIINHE

dDopmupyemMble NHaukaTopbl 10CTHKEHNS IInanupyemble pe3yJibTaThbl 00y4eHUs!
KOMIIETCHIIUH KOMIIeTeHIHI
YK-1 N/yxk-1-4 YMmerh:
CrmocobeH ocy- PaspabaTbiBaeT M cOlEpXka- (¢  yYMTHIBATH ICUXOJOTMYECKHME ACIIEK-
LIECTBIISITh KpUTUYE- | TEIBHO apryMeHTUpPYET Tl TIPHU TPEACTABICHUN WHPOpMa-

CKMI aHaJIU3 IIPO-
OJIEMHBIX CUTYaIUui
Ha OCHOBE CUCTEMHO-
ro MoJAX0/1a, BeIpaba-
TBIBaTh CTPATETUIO
JIenCcTBUi

CTpaTerui0 peuieHusl Mpo-
ONEeMHON cuUTyalluM Ha oOc-
HOBE CHCTEMHOIO M MEX-
JUCLUIUIMHAPHOTO  MOAXO-
hi(0):3

UK
HCITIOIB30BaTh TICUXOJIOTHYECKIE
MPUEMBI BJIMSIHUSL B TIpoliecce oOle-
HUS C TOKYyNaTENsIMU, NapTHEPAMU;
KJIacCU(PUIIUPOBaTh  JIOKYMEHTHI B
COOTBETCTBHH C NX Ha3HAYCHUEM;
3HaTh:
CHCTEMbI, OCHOBHBIE BHJbl U PA3HO-
BUJHOCTH JOKYMEHTOB B PD;
MOPSAOK MOATOTOBKH  yIpaBJ€HYE-
CKOM JIOKYMEHTAIINU;
HOPMAaTHBHYIO IOKYMEHTAIIUIO B chepe
oOpaleHus JISKapCTBEHHBIX CPEICTB

YK-3 Cniocoben op-
TaHU30BBIBATh U PY-
KOBOJIUTH

paboToii KOMaH/bI,
BbIpabaTbIBas KO-
MaHIHYIO
CTpaTeTHIo s J0-
CTH)KEHUS TTOCTaB-
JIEHHOH IIe TN

N Qyxk-3-3
Pa3periaet KOHPIUKTHI 1
TPOTUBOPEUHS MPH JICTIOBOM
OOILIEHUH Ha OCHOBE y4eTa
MHTEPECOB BCEX CTOPOH

Ymern:
OpraHu3oBaTh pabOTy C JIOKyMEHTa-
MU (TONy4eHue, nepeaady, oopaboT-
KY, perucTpaluio, KOHTPOJb U 1p.);

OCYIIECTBIISITh  JIOKYMEHTHPOBAHHE
OpTraHU3aIMOHHO-PACTIOPSAIUTENEHOM
JIESITENIBHOCTH,

3HaTh:

0COOEHHOCTH, (YHKIHMH JIEJTOBOM
KOMMYHHKAITUH.

OCHOBHBIC TPUHIIUITBI OpPTaHU3AIIH
3¢ PEeKTUBHOTO TOKYMEHTOO00POTA;
MOPSAAOK PETUCTpAllUU HOKYMEHTOB,
KOHTPOJIA UX UCITOJTHCHU S




Nlyk-3-4
Opranuzyer JUCKYCCUU TI0
3aJ]aHHOM TeMe U 00CYKICHUE
pe3ynbTaToOB pabOThl KOMaH-
bl C TIPUBJICUCHUEM OIIIIO-
HEHTOB Pa3padOTaHHBIM Hjie-

Ymerb:
® OmpeiessTh CPOKH HCIIOJIHECHUS JI0-
KyYMEHTOB
3narb:
® (hOpMEI J1e7I0BOTO OOIICHMS; OCHOBBI
OpraHU3aIMOHHOTO MOBEICHHS U JIEJI0-

M BOT'O 3THUKETA.
YK-5. Cnocoben N Qyk-5-3 YMmeTh:
AHAJIM3UPOBATH U BricTpauBaer  conuanbHOE ® MIPUMEHATh B TMPOIECCE >KU3HEIEs-

YYUTBIBATh Pa3HO00-
pasue KyJabTyp B
HpOLECcCEe MEKKYITb-
TYPHOT'O B3aUMO/ICii-
CTBHSL.

npodeccnoHabHOE B3aUMO-
JICHCTBUE C YYETOM OCOOCH-
HOCTEl OCHOBHBIX  (hopM
HAyYHOTO U PEJIMTHO3HOTO
CO3HaHM, AEJIOBOM U 00IIEH
KYJIBTYpbl ~TIPEJCTaBUTENICH
JIPYTUX 3THOCOB U KOH{ec-
CHii, pPAa3JIMYHBIX COIUAIIb-
HBIX TPYIIIL.

TEJIBHOCTH W Mpo(ecCHOHAIBHON fes-

TEIBHOCTU Pa3U4HbIe (POPMBI JETOBOTO

OOIIIEHH;
® COTpYAHHMYATh C KOJUIETAaMU B TIPO-

Iecce JICJI0BOro OOIICHMS.

3HaTh:

® OCHOBBI OPTraHU3AIMOHHOTO TIOBEIC-
HHS U JIEJIOBOIO dTHKETA

® C03/1aBaTh OCHOBHBIC BHJIBI IOKYMCH-
TOB C YY€TOM OCHOBHBIX PEKBH3UTOB,
HX COCTaBa, PacroIOKEHHUS U MPABUI
KOPPEKTUPOBKH.

3. MecTo IMCHMIUVIMHBI B CTPYKTYPe OCHOBHOI MPO()ecCHOHATIBLHOI 00pa3oBaTeIbLHOI

NMPOrpamMMbI

Hucturuiza «Jlemonponu3BOICTBO» BXOIUT B 4acTb, (JOPMHUPYEMYIO YHaCTHHKaMHU 00pas3o-
BaTeNbHBIX OTHOWIeHUH J{uctummunel mo Beidopy b1.B.JIB.5. [luciuruimHa 3akiaibiBacT 3HAHUS U
yYMEHUS B 00JIACTH COCTaBJICHUSI M 0(hOPMIIEHHSI BCEX BUJIOB JJOKYMEHTOB B (DapMarieBTUYECKOM opra-
HU3AIMH, HABBIKK pabOThI C HOPMATUBHOM JTOKYMEHTAIIEH B 00JIACTH CIONPON3BO/ICTBRA.

J1emonpon3BOACTBO HEMOCPEACTBEHHO CBSI3aHO C IMCUUILUIMHAMM: YIPABICHUE U SKOHOMHKA
dapmarmu, crieranbHas dhapMareBTHIecKas TEXHOIOTHS.

B mpouecce n3ydyeHrs QUCHUTUIMHBI «IEJIOMPOU3BOJCTBOY» PACILIMPSIFOTCS 3HAHWS, HABBIKUA U
KOMITETEHIIUH /711 YCTIEITHON MPOeCCHOHANBHOM A TeTbHOCTH IPOBH30PA.

YI)OBeHb HAYaJIbHOI OAr0TOBKH oﬁyqammerom AJIA YCIEeHIHOr0 OCBOCHUSA THCHHUIIN-

HbI:
3HaHus:

- OCHOBBI KOHCTHUTYLIMOHHOTO, TPaXKIaHCKOTO, TPY0OBOr0, CEMEWHOI0, aIMUHHUCTPATUBHOTIO,
YTOJIOBHOT'O, SKOJIOTUYECKOT0, (PMHAHCOBOTO MPaBa;
- OCHOBBI 3aKoHOJaTeNbcTBa Poccuiickoit deneparmu 00 oxpaHe 3710pOBbs TpaXkIaH, HOpMa-
THBHO-TIPABOBOE PETYIMPOBAHUE OOpPAIIEHUS JICKAPCTBEHHBIX CPENICTB M (papMalleBTHUYECKOH Jies-
TenbHOCTH B Poccuiickoi denepanum.

YMmenus:

- TIOJIb30BATHCA H@ﬁCTByI—OHIHMH HOPMAaTUBHO-TIPABOBBIMU aKTaMH, PEIIIaMCHTHUPYIOIINMHN
MCUINHCKYIO U (I)apMaLICBTI/IquKYIO ACATCIIBHOCTD.

Briangenns:

- TIPUHIMUIIAMH TIPOBEJICHUS FOPUIMYECKUX TPOIEAYp, KACaOIIUXCsl BCEX acmeKToB (apma-
[EBTUYECKON JIESITEIILHOCTH.

IlepeyeHb MMCHUILVIMH U NMPAKTHK, YCBOEHHE KOTOPBIX CTYyAeHTAMH HE00XOIUMO sl
H3YUYeHUs JeI0NPON3BOJACTBA:

JInst m3ydeHust JaHHOW y4eOHOM JMCIMIUTMHBI HEOOXOMUMBI CIICAYIOIINE 3HAHUS, YMEHUS U
BJIAJICHUS], (DOPMHUpYEMBIE MPEIIECTBYIOIMMH TUCIUTITMHAMU:




HOpuauyeckrie 0OCHOBBI IEATEIBHOCTH IPOBU30pPA
OcBoeHne IUCHMIUIMHBI HEOOXOJUMO JUIsl YCIIELIHOTO HPOXOKIEHUs MPOM3BOJCTBEHHON
NPAKTHKH 10 YIIPABJICHUIO U SKOHOMUKE (hapMarieBTUIECKUX OpraHU3aLii.

4, O0BEM AUCHUILIHHBI COCTABIAET 2 3a4ETHBIE €IUHHUIEI, (2 aKaJeMHUYECKHX 4aca, B TOM
yrcie 60 yacoB, BBIIEIEHHBIX HA KOHTAKTHYIO pab0Ty 00yJaroIuxcs ¢ mperoiaBareneM, 1 12 yacoB
CaMOCTOSITEIILHOM Pa0OTHI 00YYAIOIINXCS.

5. O0pa3oBare/ibHbIE TEXHOJIOTHH

B mpomecce npenogaBaHus TUCIUIUIMHBI HCIIONB3YIOTCS CIEAYIONIUE 00pa30oBaTelbHbIC
TEXHOJIOTHH, CIIOCOOBI U METOAbI (POPMUPOBAHUS KOMITETEHITHI:

- METOJI MAJIBIX TPYIII

- HCII0JIb30BaHUE KOMIBIOTEPHBIX 00YYAIOIIUX IPOrpamwm,

- IOJITOTOBKA U 3alIuTa pedepaToB

6. @opMBI MPOMEKYTOYHOM ATTeCTAINT
B cootserctBru ¢ OIIOIT 1 yueOHbIM IIaHOM TIO 3aBEPIICHUI0 00YUEHUS 110 JUCIUILUTUHE B 9
CEeMECTpE POBOJUTCSA 3a4ET.
DNeMeHTHI, BXOJISIINE B CAMOCTOSTENbHYIO paboTy CTyAEHTa: MOArOTOBKA K MpaKTU4e-
CKHM 3aHATHUSIM, 3a4€Ty, OATOTOBKA U HanucaHnue pedepara, pabora ¢ UnTepHer-pecypcamu.
CaMocTosiTebHOE OCBOEHHE Y4eOHOTO Marepuaia Mo pasfesiaM MpelyCMOTPEeHO AJis
BCEX pa3JIeNIOB JUCLMILINHBL.

1. YueOnasi nporpaMma AMCHMILIMHBI

1. Conepxanne TUCHHUILITAHBI
Pa3nes 1. IlonsiTHe 0 JOKyMeHTaxX M JOKYMEHTALIMOHHOM o0ecleYeHHH YNPABJIEHUS] KAaK
cucreMe padoThbl ¢ JOKYMEHTAMH. YHU(PUKALMA U CTAHAAPTH3ALUs yNPaBJeHYeCKHX /J10-
kymenToB (YCJ).

1.1. Ilpenmet, 3amauum, CTPYKTypa IUCHMIUIMHBL. J[OKyMeHTalMOHHOE olecrneyeHue
YIpaBlIeHUS KaK J1eATeIbHOCTh, OXBAaThIBAIOIIAsl JOKYMEHTUPOBAHUE U OpraHU3aLUIO
paboThI ¢ JOKYMEHTaMH.

1.2. OcHOBHBIE HCTOPUYECKUE TABI PA3BUTHS IETONPOU3BOICTBA B Poccun.

1.3. JlokyMeHTallMOHHOE OOecrieueHue yIpaBieHNs Kak (QYHKIUS YIpPaBICHUs, B3aUMO-
CBSI3b C JIPYIrUMH (QYHKIMSAMH yrpasieHus. CoBpeMeHHblE TpeOOBaHUs K €ro opra-
HU3aI1H, K TPUMEHEHHUIO COBPEMEHHOM O(HCHOM 1 BBIYMCIUTEIbHON TEXHUKH.

1.4. Ponp uHpOpMALINK B CONMATBHO-DKOHOMUYECKUX Tporeccax. [lonsarus "undopma-
", "noKyMeHT", "IIEeKTPOHHBINA JOKYMEHT .

1.5. ®yHKIMH TOKYMEHTOB: MH(OpMalMOHHAs,, KOMMYHUKAaTUBHAs, COLUANIbHAS, KYJb-
TypHas, yIpaBlieHUeCcKasi, IpaBoBasi, HCTOpPUYECKas U JIp.

1.6. YHudukamms 1oKkyMeHTOB 110 (hopMe U cocTaBy. Y HU(UKaus OyMaxxHbIX (hOpMaTOB
(A3, A4, A5, A6), rpaduueckast yHU(UKAIUS TEKCTOB.

1.7. CocraBnenne u Benenue Tabens popm qoKymMeHTOB U AipOoMa GOpM TOKYMEHTOB.
YuauduuupoBanusie cuctemsl 1okyMenTanuu (YCJI), orpacneBbie U QpyHKIIMOHAIb-
HBIC.

1.8. OGmepoccuiickue kiaccu(pUKaTopbl TEXHUKO-PKOHOMUYECKON M COLMAIBbHOM WH-
¢dopmaruu. OKIIO, OKVY ]I, OKOHX. I'ocynapcTBeHHbIe CTaHIapThl Ha yIpaBJIeH-
YeCKyI0 JOKyMeHTaluio. ['ocynapcTBeHHas cUCTeMa JIOKYMEHTAIlMOHHOTro obecrie-
yenust ynpasnenus ('COV).

1.9. Xapaxrepucruka, cocraB u cogepxxanue ['OCT P 6.30-2003. YauduuupoBaHHas cu-
CTeMa OpraHU3alMOHHO PACIOPAIUTEIbHON TOKYMEHTALIUH.

Pa3znesn 2. OcHOBHBIC Ipynnbl ynpaBjieHYeckoil noxkymeHTanuu. IlpaBuia odopmienus
OCHOBHBIX BH/I0B OPIraHU3aLMOHHO-PACIIOPSAMTEIbHBIX JOKYMEHTOB M MX KOIHUH.
2.1. Ilpu3Haku JOKYMEHTA, OPUTMHAIBHOCTb, IOJIMHHOCTH, KOMHMHHOCTb.



2.2. TloHATUS «OpUTHHAID), <IIOMJIUHHHUKY», «KOMUS», WX MPHU3HAKA. BUIBl KOMUM.
IOpuanyeckas cuna Konuii.

2.3. Ctpykrypa nokymeHTa. [IoHSATHE «pPEKBH3UT», BUIBI PEKBHU3UTOB. TpeOOBaHUS K
opopmiiennro pexkBu3nuToB n1okymeHToB YC OPJl B cootBerctBum ¢ 'OCT P 6.30-
2003.

2.4, Oopmymsip nokyMmMeHTa. HWHAWBUIyalbHBIA, THUHIOBOW (GOpMYyIsip ITOKYMEHTAa,
dopmynsp-obpaszen, UX XapaKTepUCTHKA U Ha3HAUYEHHE.

2.5. bnank noxkymeHnTa. Bujbl 671aHKOB.

2.6. OcHOBHbIE TpyHIbl OpPraHMU3AMOHHO  PACIOPAIUTEIBHBIX  JOKYMEHTOB.
XapakTepucTuka u COCTaB OpraHHU3aI[MOHHBIX, pacnopsAUTEIbHBIX,
UH(POPMALIMOHHO-CITPABOYHBIX JIOKYMEHTOB.

2.7. OcobeHHOCTH cOCTaBiieHUSI U OGOPMIICHHSI OPraHU3alUOHHO PACHOPSIUTEIbHBIX
JIOKYMEHTOB.

2.8. OcoOeHHOCTH COCTaBICHHUS U OQOPMIICHHUS CIPABOYHO-MH(POPMAIMOHHBIX H
CIPaBOYHO-aHAJIIUTUYECKUX JOKYMEHTOB.

2.9. TpeOoBanust kK OQOPMIECHUIO U BBIJA4Y€ PA3IUYHBIX BUIOB KOMUIl JOKYMEHTOB B
(apMaleBTUYECKUX OpPraHU3aLUsIX.

Pa3znen 3. CocraBiienne u opopmiieHHeE 1eJIOBBIX TUCEM

3.1. CiyxeOHast KoppecnoHIeHIUs (TIMChbMa, TEIETPAMMEI, TEIEKChI, TeICPOHOTPAMMBI,

(hakcorpamMmbl, 3JIEKTPOHHBIC COOOIIECHU).

3.2. Pa3HOBHIHOCTH JIEJIOBBIX IHMCEM (COMPOBOJIUTEIBHOE, 3aMpoc, TPEUIOKCHHE,

MpUrjaiieHue, HarlOMUHAHUE, OTKa3, MOATBEPKICHHE, peKIamManus 1 mp.). branku ans

IIHCEM.

3.3. PexkBUBUTHI «PUTIOKEHUE K TEKCTY», «CIPABOYHBIC [AHHBIE O MPEANPUSTHI,

«CChUIKA Ha JAaTy U HOMEpP JOKyMeHTay». TpeOoBaHUs K TEKCTY JOKYMEHTA.

3.4. Jlornyeckass cxema pacrioyiokeHUsl HH(popMalMyu B MuUcbMax. PyOpukaiusi Tekcra.

Krnaccugukanys TekcToB M0 pa3IMYHbIM IPUHIIUIIAM.

3.5. ®opmanu3zoBaHHbIE TEKCTHl (Tpadaper, Tabmuia, aHkera). CraHzapTHblE WU

TpagapeTHbIe BHIPAKEHUS B TEKCTaX MUCEM.

3.6. PeueBoil 3THKET B J1eI0BOM KOppecHOHAeHINN. MeXJyHapoiHbIe TUChMA.

3.7. TunnyHbIe ONMTMOKU B OPTaHU3AIUN TEKCTA CITy)KEOHBIX JIOKYMEHTOB.

3.8. TpeboBaHus K MaIlIMHOMHUCHOMY O(QOPMIIEHHIO JOKyMeHTa (mpudT, MHTEpBaibI,

TIOJIST).

Paznen 4. SI3bIK M CTHJIb CJIYKeOHOT0 IOKYMEHT

4.1. S3bIK U CTUIb CIIYKEOHBIX JTOKyMEHTOB. OduunanbHO-1e10BoN (yHKINOHATBHBIN

CTHJIb.

4.2. DKCTPaJIMHIBUCTUYECKHUE NMPU3HAKHU CTUJISI: TOYHOCTb, CTAHAAPTHOCTh, JOTMYHOCTD,

0€3TMYHOCTb, HEUTPAJILHBIN TOH U3JI0KEHUS U TIP.

4.3.1lndpopMaTUBHOCT M JIAKOHMYHOCTh KaK KOHKYPUPYIOIIHME XapaKTepUCTUKU

TEKCTOBOT'O IOKYMEHTA.

4.4. JIuHrBucTUYECKHE OCOOEHHOCTH CTHUJISL — JIEKCUUECKHEe (OKpallleHHas U HeUTpasibHas

JIEKCHKA, TIEPEOCMBICICHUE OOIIEYNOTPeOUTENIbHOW JIEKCUKH, KHMXKHAs JIEKCHKA,

opunuyeckas U (HUHAHCOBAasT TEPMHUHOJOTHSA, CJIOBa C O(UIIMATBLHOM OKPACKOH,

o01eynoTpeduTeNnbpHas JIEKCHUKa B CIEHUAJBHOM 3HAY€HHWH) M TIpaMMaTU4YecKue

(HOMUHATHUBHOCTb, JECEMaHTH3allis IJlaroja, pacllerjeHHe TIJIarojbHON CEeMaHTHUKH,

UCIOJIb30BaHNE MHPUHUTUBA, HACTOSIIETO BPEMEHH J0KEHCTBOBAHUS, CTPaIaTeIbHOIO

3ajora, MpUYACTUs, JEeNpUYacThs, YHCIUTENbHBIX, IPOU3BOJHBIX MPEIJIOroB,

MECTOMMEHHUH, IENOYEK POAMUTEIBHBIX MAJEKEH, OIHOPOAHBIX WIECHOB MPEIJIOKECHMUS,

BBOJIHBIX M BCTABHBIX KOHCTPYKIIHIA U JIp.)

4.5. TaBTosorusi Kak CIEACTBHE CTPEMIIEHHs JAOKYMEHTa K MAaKCUMaJIbHONH TOYHOCTH.

AOGOpeBHaTyphI JIGKCHYECKHE U TpadrdecKue.



4.6. TunuuHbele OMIMOKM B TEKCTE JOKYMEHTa M €ro pegakTupoBaHue. KoppekrypHbie

3HAKM U NpaBWIa UX IPUMEHEHUS.

4.7. Otpaxkenue TpeOOBaHUI ITUKETA JACIOBOTO OOIIECHUS B JOKYMEHTAX.

Pa3zgea S. [lokyMeHTBI 110 JIMYHOMY COCTABY U Be/leHHe KaJPOBOil JOKYMEHTAIIUMN

5.1. JIOKyMEHTBI 110 INYHOMY COCTaBY (II€pCOHAITY).

5.2. TpynoBo# KOHTpaKT (AOTOBOP).

5.3. IIpukassl 0 IMYHOMY COCTaBY U KaJIpOBbI€ IPUKA3bI, UX OTJINYUS.

5.4. OcoOEeHHOCTH BEJCHUS TPYJIOBBIX KHIKCK.

5.5. JIuynble kapTouku Gopmsl T-2. JInunble nena.

5.6. Benenue kaapoBoii TIOKyMEHTAILIUH.

5.7. CocraBneHue TOKYMEHTOB JIMYHOTO XapakTepa (aBroOumorpadusi, 3asBICHUE,
JIOBEPEHHOCTh, PACIIHCKA).

5.8. Pe3toMe kak HOBBIH BT JOKYMEHTA.

Pa3nen 6. Opranusanusi padoThl ¢ JOKYMEHTAMH B OPTraHU3aIUH

6.1. JIokyMEeHTOOOOPOT M JTOKYMEHTOMOTOKH (BXOJSIINHN, UCXOIAIINNA, BHYTPCHHUM).
CTpyKTypHBIE MOJpPA3/EIEHUs, OCYILECTBIAIOLINE JIOKYMEHTOO00POT (CIyXOBI
JOVY) B yupexaeHuU: KaHIENISIpUS, CEKpeTapuaT, OOIMA OTAeN, SKCHEAUIIUA.
OyHKLIUY U 33]]a4u.

6.2. JloxkyMeHThl, periameHtupyomue padory ciayx6el JIOY B yupexaeHuu.
WNHCcTpyKuus 1O JeJIONpPOU3BOACTBY. JIOMDKHOCTHBIE MHCTPYKLMH COTPYIHHMKOB
cyx0b1 [IOY. Opranuzanus ceKpeTapcKkon AesiTeIbHOCTH.

6.3. Ilousatue «obbeM JokyMeHTOOOOpoTa». CTpykTypa JOKyMEHTOOOOpOTa
npeanpusitas. TpeOoBaHUs, MPEIBSBIIEMbIE K JOKYMEHTOOOOPOTY YUPEKACHUSI.
HopmatuBHO-MeTOMUECKHE JTOKYMEHTBI, pPerjJaMeHTUPYIOIIUe J0KYMEHTOOO0POT
TPEIIPUSATHSL.

6.4. Komnbrotepuzanuss jnokymeHTooOopora. Ilpuem, mnepBuuHas oOpaboTka,
IpeJIBapUTEIbHOE PACCMOTPEHHE U paclpeiesieHue BXOSAIINX T0KYMEHTOB.

6.5. Peructpanmyss M KOHTpPOJb WCHOJHEHUS JOKYMEHTOB. KOHTpOJIb CPOKOBBIH,
IpeyNnpeaUTeNbHbIN (TEKYIN), MOCIEYIOMUN (UTOrOBbII).

6.6. Perucrpanuonssie YYETHBIE (bopmbl (>kypHasbHasl, KapTO4Has,
aBTOMaTHU3MpoBaHHas). Perucrpannonno-koHTposbHas kapTouka (PKK).

6.7.CripaBOYHO-MH()OPMAIIMOHHBIE CUCTEMBI (CHPAaBOYHAs, KOHTPOJIbHAS, KOHTPOJIBHO-
CIIpaBOYHAsI KAPTOTEKH).

6.8. nekcupoBaHue JOKYMEHTOB.

6.9.Yd4er NOKyMEHTOB, MX IOWCK, CIIpaBo4Hasi pabora. PaccMoTpeHHe pyKOBOACTBOM H
HalpaBlIeHUE JIOKYMEHTOB B CTPYKTYpHBIE MOJpa3/ieleHust (HermocpeiCTBEHHBIM
WCTIOTHUTEIISIM).

6.10. McnonHeHne JOKYMEHTOB, 00paboTKa M JIBUKEHHUE OTIPABISEMBIX U BHYTPEHHUX
JIOKYMEHTOB. AHAJIN3 UCTIOJHUTEIBCKON MTUCIUTIINHBI. 3aluTa KOHPUACHITHATBHBIX
JIOKYMEHTOB OT HECAHKIIMOHMPOBAHHOI'O JOCTYTIA.

6.11. Benenue eOnpon3BOJICTBA 1O MUCHMEHHBIM M YCTHBIM OOpaIleHUsM TpaXk/IaH.
Oco0eHHOCTH AaHHOW TPYIIIBI JOKYMEHTAIIMH U PaOOTHI C HEH.

6.12. Knaccudukanus (mpeuioskeHus, 3asBICHUS, JKAIOObI), CPOKH PAaCCMOTpPEHUS,
perucTpanus u KOHTPOJIb UCTIOTHEHUS OOpaIlleHUH rpax/iaH.

Paszpnen 7. Cucremaru3anusi J0KyMEHTOB M UX XpaHeHHe. KOHTPOJIb 10KYMEHTOB.
7.1. Cucremarusanusi JOKYMEHTOB. [pynmupoBKa JOKYMEHTOB B IEpBUYHBIC
KOMILIEKCBI.

7.2. IlonsaTHe «1eno», «hopMUpoOBaHHUE JeN», «KHOMEHKIIATYpa JAe.

7.3. Tlpuntunsl ¢GopMHUpOBaHUS AT — HOMHHAIBHBIA, MPEIMETHO - BOIPOCHBIH,
aBTOPCKH, XpPOHOJIIOTUYECKUH, SKcriepTHRIA. TpeboBanus Kk opopMieHHI0 00I0KEK
JIeJ TIOCTOSIHHBIX CPOKOB XPaHEHUSI.



7.4.

7.5.

7.6.

1.1.

7.8.
7.9.

3Hauenue HOMCHKJIATYpbl OCT IJId KHaCCI/Iq)I/IKaI_II/II/I JOKYMCHTOB OpraHu3aluu.
Buipl HOMEHKIIATYPBI I MPEITPUSITHS.

[opsimok cocraBienusi, 0hOPMIICHUS, YTBEPKICHUS M NMPUMEHEHHS KOHKPETHOU
HOMEHKJIATYphI ~ JIeJl ~OpraHW3aliii ¥  HOMEHKJIATYpPhl JIe  CTPYKTYPHOTO
MOJpa3/IeIeHUs] OPraHU3aIHH.

OcHOBHBIC TpPeOOBaHUs K OpPraHU3aIlMKM OINEPATUBHOIO XPAaHEHHS HCIIOJTHEHHBIX
JIOKYMEHTOB B JEJIONPOU3BOACTBE. HOpMaTHBHBIE JOKYMEHTHI, pErJaMEHTUPYIOLIUE
JIAHHBIH ATal JOKYMEHTO000pOTa.

[Topsimox  ¢dopmupoBanust naen B aenonpousBoictBe. OdopmiieHue nen u

COCTaBJICHUE OTIHCH.

Ilepenaya OKyMEHTOB B apXuB. Buasl apXuBoB.
[ToHsATHE «IKCTIEPTH3A IEHHOCTH JJOKYMEHTa». JKCIIEPTHAS KOMHCCHUS TIPEATIPHSITHS.

7.10.0TBETCTBEHHOCTh 3a COXPAHHOCTb JOKYMEHTOB. CpOKM XpaHEHUS JTOKYMEHTOB.

XpaHeHHe AOKYMCHTOB B 3JICKTPOHHOM BHUC.

Pa3nes 8. Opranusauus padoThl ¢ JOKyMeHTaMH, HMEOIMMH I'pu¢ orpaHnyYeHus 10CTyna

K HUM
8.1.

8.2.

8.3.

8.4.

8.5.
8.6.

8.7.

8.8.
8.9.

Pa3zpen 9.

Bunsl rpudoB orpaHuueHus Aoctyna K JOKyMeHTaM. HopMaTHBHBIE aKTHI,
perJamMeHTupympomue padoTy ¢  JAOKYMEHTaMH, COJAEPXKAIUMH  CBEJCHUS,
COCTABJISIOIIME TOCYAAPCTBEHHYIO TalHY.

[Topsnox oTHeceHus MHOpPMAIMM K CBEICHUSM OCOOOW Ba)KHOCTH, COBEPILIECHHO
CEKPETHBIM, CEKPETHBIM.

HopmartuBHbIe akThl, perynupymoomme paboTy ¢ JIOKYMEHTaMHU, COIEepKaIIUMU
CBEJICHNUs, COCTABIIOIINE KOMMEPYECKYIO TalHy. [1opsiok OTHECEHMs CBEIEHUN K
KOMMEpYECKOH TaliHe. 3a1uTa KOMMEPYECKON TallHBbI.

OcoOeHHOCTH y4eTa, PerUCTpallH, MCIOIb30BaHUs, O()OPMIICHHUS, Pa3MHOKEHHUS,
nepeaayd, GOpPMHpPOBaHMA B JeNla, Nepefayd Ha apXUBHOE XpaHEHHE WU
YHUYTOXEHUE.

[Topsinok cHsTHSA TPUPOB «KOMMepUecKast TaitHa», «KOH(UIECHIIUATBHOY.

HopmartuBHble akTbl, perynupyroume padoTy ¢ JOKyMEHTaMH, COAepKalluMU
CBEJICHU, COCTAaBJIAIOLINE CITy’)KeOHYIO UHpOpMaLIHIO OrPaHU4YEHHOTO
pacripoctpanenus. [lopsiok OTHECeHUs CBEICHHM K ciaykeOHOM uHdopmauu
OTPaHUYEHHOTO PACIIPOCTPAHCHUS.

Oco0eHHOCTH ydeTa, PEerucTpallii, MCIOJb30BaHUs, OQPOPMIICHUS, Pa3MHOKEHUS,
nepeaayd, (GOpPMHpPOBAaHMS B Jena, IMepeladyd Ha apXUBHOE XpaHEHHE WM
YHUYTOXEHUE.

[TpoBepka Hanmuus qokyMeHTOB ¢ rpudoM «ICII». Ilopsnok cusaTus rpuda.

[Tonpaznenenusi, opraHu3ymompe padoTy C JTOKYMEHTaMH, COJAEpX AIIUMHU Tpud
OTpaHUYEHUS I0CTYNA K HUM, (DYHKIIMH, TIpaBa, 00I3aHHOCTH, TOJDKHOCTHOM COCTaB.
ABTOMATH3alUsl NPOLECCOB JOKYMEHTALMOHHOIO o0ecredYeHHsl YNpPaBJICHUS

OpraHu3anuu

9.1.
9.2.
9.3.
94.
9.5.

9.6.
9.7.

KommbroTepHble TEXHOJIIOTHH JIEIOTIPOU3BO/ICTBA B AaHTUKPU3UCHOM YIIPABJICHUH,
e, 3a/1a41, HarpasyieHUsl. OCHOBHbIE MOHATHS MH(OPMAIIMOHHBIX TEXHOJIOTHM.

CucteMHbIE W TIPHUKJIAIHBIE MPOTPAMMHBIE CPEICTBA aBTOMATH3WPOBAHHOTO
pabouero mMecra.

ABTOMaTH3aIUsl JIOKyMEHT000OpoTa (00paOOTKM JIOKYMEHTOB, KOHTPOJS HaJ
UCTIOJIHUTENIbCKOM JMCIUIUIMHON, XpaHEeHWs, MOWCKAa W OpraHM3alldu J0oCTyna K
nH(pOpMallii) B AHTUKPU3UCHOM YIPABIICHUU.

KopropaTuBHas KOMIBbIOTEPHAS CETh YUPEKACHUS, IPEANIPUITHS, OPraHU3ALHH.
B03M0OKHOCTH KOMITBIOTEPHBIX TEXHOJIOTUH B HH()OPMAIIHOHHO-TIONCKOBON padoTe.
CriocoObI 3JIeKTPOHHOM 3aLTUThHI JaHHBIX.

IIpaBuna NOArOTOBKM TEKCTOBBIX JOKYMEHTOB Ha 3JIEKTPOHHBIX HOCHUTENSX;

oopMIIeHHS OTAENBHBIX JIEMEHTOB OyIyIIero TeKcTa; Habopa U pelakTHPOBAHUS



TCKCTA, COXpAaHCHUA JOKYMCHTAa H BCIACHHUA JSJICKTPOHHOI'O apXHBa TCKCTOB,
nepeaadnu J10KyMeHTa 110 KaHaJlaM 3JICKTpOHHOfI IIOYTHEI.

2. Y4yeOHO-TeMATHYECKHI IVIAH



2. Y4eOHO-TeMaTHYeCKH i MJIaH TUCHUIUIMHBI (B aKaJleMHYeCKHX Yacax) 1 MAaTpUIa KOMIIeTeHI[Hii™

KonTakTHas padora

dopmMupyemMble KOMIIe-

o0yuarommxcs ¢ B C TeHIIUHN
npenojgaBarejiemM cero AMOCTOsITE L Hcnonb3yembie

Koab! (Homepa) ° . o yacoB | Hasi pabora cTy- @DopMbI TEKYLIETO,

MoxayJieii (pa3me- EELE S | ua xon- neHTta, Biayvas | Uroro obpasopaTeaLHbie B T.4. py0esKHOro
= |25 2%g & ’ YK-1 | YK-3 | VYK-5 | texHosorum, cmo- "

JIOB) THCHHILIH- S| 2%238 B TAKT- NMOATOTOBKY K | 4acoB KOHTPOJISl ycrieBa-
SlFrforHd = co0bI U METO/IbI

HbI U TEeM ZIESESo=EE 5 HYI0 IK3aMeHy (3aue- 5 €MOCTH
SIEEEEZF 2 ador TY) opyHeHm
S|EEE35% 3 P y y
E5 | %
1 2 5 6 7 8 9

1. 4 4 1 5 + T

2. 4 4 1 5 + + KOIT T

3. 8 8 1 9 + + T

4. 8 8 1 9 + + MI' T

5. 8 8 1 9 + + T

6. 8 8 1 9 + + MI' T

7. 8 8 1 9 + T

8. 4 4 1 5 + KOIT T

9 4 4 1 5 + T

3auer 4 4 3 7 T,C

UTOI'O: 56 4 60 12 72

* - IIpumeuanue 1. Tpyooémxocms 6 yuebHo-memamuieckom Niare YKazvlaemcest 6 AKa0eMuecKux 4acax.

Ilpumepot o6pazosamenbHbIX MEXHOI02UIL, CROCOD08 U MEM 0008 00yueHus (c cokpaweHuamuy): memoo manvix epynn (MI), ucnonvzo8anue KOMRLIOMEPHbIX
obyuaiowux npoepamm (KOII).
Ilpumepnuie hopmvr mexyuiezo, 6 m.u. pydexicrnozo KOHmpoaa ycnesaemocmu (c cokpawernuamu): T — mecmuposanue, C — cobecedoganue no KOHMPOIbHbIM

sonpocam, u op.
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I11. ®onp o11eHOYHBIX CPEICTB /1JIsl KOHTPOJISI YPOBHSI ChOPMUPOBAHHOCTH KOMIIETEHIIUH
(ITpuno:xenue Ne 1)

1. OueHouHbIe cpeCTBA IUIsl TEKYIIET0, B T.4. Py0Oe:KHOT0 KOHTPOJIS yCIIeBAeMOCTH

[ IprmepsI 3aanvii B TecToBOH (hopme:

1. B CJIVHAE HECOOTBETCTBUA ®AKTUYECKOI'O HAJIMYMS TOBAPOB
NJIM OTKJIOHEHNA 110 KAYECTBY JAHHBIM, YKA3AHHbBIM B COITPOBOAUTEJIb-
HBIX JIOKYMEHTAX, B ALITEYHON OPI' AHU3AIIUHU JIOJDKEH COCTABJISATHCSA

A) aKT 00 yCTAHOBJICHHOM PACXO0K/I€HUH 110 KOJMYECTBY H Ka4eCTBY IIPH NIPHEMKe
TOBAPHO-MATEPHAJBHBIX HEHHOCTEH

b) npuemHbIii akT

B) pexnaManinoHHBIN aKT

I') akT 0 mpuemke ToBapa, MOCTYNUBIIETO 0€3 cueTa MOCTaBIIMKa

2. ECJIM BO BPEMA [TIOCTYIUIEHW A TOBAPOB JJOKYMEHTDBI ITOCTABIIUKA
OTCYTCTBVYIOT, IPUEMHAS KOMUCCHUA COCTABJIAET

A) aKT 0 MpUeMKe TOBapa, MOCTYNUBIIEro 0e3 cueTa NoCTABIIMKA

b) npuemHbIit akT

B) pexnaManinoHHBIN aKT

I') akT 00 ycTaHOBJIIEHHOM PacXOXJAECHUHU IO KOJIMYECTBY U KaueCTBY IPU MPUEMKE TO-
BapHO-MaTEpUAJIbHBIX LICHHOCTEN

3. IIPU OTITYCKE TOBAPOB W13 AIITEKU B AIITEYHBIM ITYHKT ATITEKU
ODPOPMIIAETCA

A) HaKJIaJlHAsl HA BHYTPEHHee NepeMelleHue ToBapa

b) ToBapHO-TpaHCHIOPTHAs HaKJIaHAs

B) cuer

I') cuet — daxtypa

4. JOKYMEHT, KOTOPBIH SIBJISETCS OCHOBAHMEM JIJISI OTITYCKA JIE-
KAPCTBEHHBIX ITPEITAPATOB B OTJAEJIEHMS MEJIMITUHCKON OPT AHMU3AITAM —
9TO

A) Tpe0oBaHMe-HAK/IAIHAA MEAUINHCKON OPraHU3aluu

b) 3aka3-3asBKa

B) peuent

I') HaknasHas Ha BHyTpeHHEE NepeMeleHue

5. IPEJJIMETHO-KOJIMYECTBEHHBIN YUET HAPKOTUYECKHX CPEJICTB U
[ICUXOTPOIIHBIX BEIIECTB B AIITEUHBIX OPTAHU3ALUAX OCYIIECTBJIAETCA
B

A) ’KypHaJie perucTpauyu onepanuii, CBI3aHHbIX C 000POTOM HAPKOTHYECKHUX
CPEeACTB U NCUXOTPONHBIX BelleCTB

b) )xypHaine perucrpanuu onepamuii, Ipu KOTOPbIX U3MEHSETCS KOJIUYECTBO MPEKYPCO-
POB HAPKOTUYECKHUX CPEICTB U IICUXOTPOIIHBIX BELIECTB

B) xxypHaine yueTa onepaiuii, CBI3aHHBIX ¢ OOpallleHUEM JIEKAPCTBEHHBIX CPEACTB JUIsS
MEAMIMHCKOTO TPUMEHEHHUS

I') kHUre yyera HapKOTUUYECKUX JIEKAPCTBEHHBIX CPEICTB

Kpurepnu onieHKH TeCTOBOr0 KOHTPOJIS:
1) otieHKa «3auTeHo» — MpaBUITBHBIX OTBeTOB 71-100%0;
2) OIIEHKA «HE 3a9TEeHO» — PABIIIFHBIX OTBETOB MeHee 71%.

IIpuMepbl KOHTPOJIBHBIX BONIPOCOB JIJISl CO0eceI0BAHUSA:

1. Onpenenure xapakTep MUCEM:
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A. Cooburaem Bam, uTO JOKYMEHTHI B apXUB Ha XpaHEHHUE HE MOCTYIANH.

OTBeT: NUCbMO — COOOIIEHUE.

b. Ilpocum Bac npussTh yyactue B paboTe KOH(pEpEHIIHH.

OTBeT: NMCbMO-TIPUTIIAILECHUE

B. IIpocum Bac oka3aTe COIEHCTBUE B BBIICICHUH apEHIHBIX ITIOMEIICHUM.

OTBeT: NUCbMO- ITPOCKHOA.

I'. ®upma rapanTHpyeT MpHeM Ha MPEATUILNIOMHYIO MPAaKTHKY cTyaeHTa Hukudoposa
A.D.

OTBeT: NMCbMO — rapaHTusl.

1. Hamrpasiissiem Bam Ha skcniepTU3y IPOEKT CO3AAHMS Pa3BIIEKATEIbHOIO MapKa.

OTBeT: MUCHbMO — COIPOBOXKACHUE.

E. BrimyckaeMasi poAyKLUsl UMeET cepTU(UKAT KayecTBa, OTIIMYAETCS IIMPOKON 1[BETO-
BOM T'aMMOM.

OTBeT: NMCbMO — KOMMEPYECKOE.

2. [aiiTe ompeesieHUe: HOMEHKIATypa JieJl — 3TO CUCTeMaTU3UpPOBAHHBIN MEepeyeHb 3a-
rOJIOBKOB (HAMMEHOBAHUI) J1€J1, 3aBOJAIMMBIX B OpraHU3aluy (WIM OTAEIBHO B3ATOM MOJpa3jie-
JIEHUN), C YKa3aHHUEM CPOKOB UX XpaHEHUs, 0QOPMIIEHHBIN B YCTAHOBJIIEHHOM IOPSIJIKE.

Bomnpocsr:

- [1o kakuM mpHU3HAKaM BO3MOYKHO IOCTPOEHHE HOMEHKIIATYPBI A€ MPEeIpUITUS?

OTBeT: CTPYKTYPHBIH U (YHKIIMOHATBHBIH.

- B mankax npeanpusTHs NOAIIMUTHI MEPEeUYMCICHHblE HIKE NOKyMeHThl. CocTaBbTe
Ha3BaHUs (3ar0JIOBKU J€J) JUIsl KaXKI0M U3 ILIECTH MarokK:

1) nuceMa, TenerpaMmbl M JIp. IO TOBOAY 3aKJIFOUEHMS JOTOBOPOB IMOCTABKH U 3aKYIKH
ToBapoB. OTBET: KOPPECTIOHACHIIUS 1O COBITY U 3aKyIKaM.

2) pekjaMHble MUCbMa, Mpaiic-TUCThl, THPOPMALMOHHBIE MHCbMa PA3IMYHOIO COAEpIKa-
HUs U XapakTtepa. OTBET: pekjIaMHO-UH(OPMALIMOHHBIE JOKYMEHTBHI.

3) mpuKa3sl JUPEKTOpa, MPOTOKOJIBI 3aCeIaHu, TOCTAHOBIIEHUS, IIJIaHbI PAa0OThI, HOMEH-
KJIaTypa Jien oTaena cobita. OTBET: OpraHu3alliOHHO-PaCIOPSAUTEIbHBIE.

4) rutanbl paboOTHI OTAENIOB Ha TeKymid roa. Oteet: [1nansbl.

5) MaTepuainbl U JOKYMEHTHI MO IJIaHOBBIM M BHEIUIAHOBBIM MHBEHTapu3auusM. OTBET:
VMHBEHTapU3aLysl.

6) moKyMeHTHI, MosIoKkeHus1, nHCTpyKimu o ['O. OTBeT: rpakaaHckas 000poHa.

Kpurtepun onenkn npu codbeceioBaHUN:

«5» (OTIMYHO) — oOywarolMiicss MOPOOHO OTBEYAET Ha BOIPOCHI, TOKA3bIBAET CUCTEMHBIE,
[ITyOOKHE 3HaHHs IPOrPAMMHOI0 MaTepuaiia, HeoOXOMMbIE JUIsl pelleHus Ipo(ecCHOHabHBIX 33/1a4

«» (xopo1110) — 00yJarOIIHMIACS BIIa/IeeT MPOrpaMMHBIM MaTepUaAIoM, HO JIa€T HE MOJHbIE OT-
BETbI Ha TEOPETHYECKUE BOIPOCHI

«3» (YI1OBIETBOPHUTEIHHO) — OOYJAIOIIMICS UMEET JOCTaTOUHBIM YPOBEHb 3HAHHWI OCHOBHOTO
MpOrpaMMHOI0 MaTepuaia, JOMyCKaeT HOrPEITHOCTH MPH €T0 U3JI0KEHUN

«2» (HEyIOBIIETBOPUTENHHO) — HE BIIAJICET TEOPETUUECKUM MaTepHUaioM

Pedepar

Pabota nHax pedepaTrom mpemycmaTpuBaeT yriayOJeHHOE U3YUYCHHE NUCIUILIMHBI, Pa3BUTHE
HaBBIKOB CaMOCTOSITENIbHOW pabOoThI ¢ JUTEPaTypOil, CIOCOOCTBYET CHCTEMaTH3allui U 3aKpen-
JICHUIO 3HAHUHN 00yJarommxcs.

Pedepar BbImonHsETCS MO MarepuaiaM COOCTBEHHBIX HAONIOJCHHM, JIMTEpaTYpPHBIX M Be-
JIOMCTBEHHBIX UCTOYHHUKOB, TAHHBIX alITCUYHBIX OpTaHU3aINH.

OOyuaromnuiicss UMeeT MpaBo BHIOOPA TeMbl pedepaTUBHON PabOThI, TMOO MOXKET MpeIo-
KUTh CBOIO TEMaTHUKY, 000CHOBAB I1€J1€CO00PA3HOCTh €€ pa3paboTKH.



IIpuMepHbIe TeMbI pedepaToB

1. JIokyMEeHTBI U UX Ha3HAYEHHUE.

2. HopmaruBHO-TexHUYecKas 6aza nenonpouspojctsa PO Ha coBpeMeHHOM dTare.

3. O6mue TpedoBanus K 0QOPMIICHUIO PEKBU3UTOB JOKYMEHTA.

4. TpeboBaHus K TOKYMEHTaM, U3rOTaBIMBAEMbIM C TOMOIIBIO MEYATHBIX YCTPOUCTB

5. biaHku 1OKyMEHTOB.

6. Opranu3anroOHHO-PACIIOPSIUTENbHBIE TOKYMEHTHI.

7. JJOKYMEHTBI KOJUIErHaJIbHBIX OPraHOB, JOKYMEHTHI IO JUYHOMY COCTaBY.

8. CnyxeOHas nepenucka.

9. Opranuzanus paboThl C MUCbMEHHBIMHU M YCTHBIMU OOPAICHUSMU TPaXKIaH.

10. Peructpaiius u y4eT NOCTYNAOIIUX B OPraHU3aINI0 JOKYMEHTOB.

11. IlpoxoxaeHre BHYTPEHHUX JOKYMEHTOB, KOHTPOJIb 32 UCTIOJTHEHUEM JJOKYMEHTOB.

12. PaboTa ¢ TOKyMEHTaMH, COCPKAIUMUA KOMMEPUYECKYIO (TOCYIapCTBEHHYIO) TaliHY.

13. CpenctBa: cocTaBleHUsI U U3TOTOBICHUE TEKCTOBBIX JOKYMEHTOB, KOIMPOBAHUS U OIlle-
PaTUBHOIO Pa3MHOKEHUS JOKYMEHTOB.

14. CpencrBa: aIMUHUCTPATUBHO-YIPABIECHYECKON CBSI3U, OOPa0OTKH JOKYMEHTOB, ITOMCKA,
XpaHEeHHs U TPAHCTIOPTUPOBAHMSL.

15. OcobeHHOCTH O(UIMATBHO-IEIOBOrO CTUIIS. YTNOTpeOIeHne MPOMUCHBIX U CTPOUYHBIX
OyKB.

16. CocraBnenue u opopmiIeHHE TPUKA30B: MO JIMYHOMY COCTaBY, 10 OCHOBHOM JeSITENbHO-
CTH.

17. CocraBnenue u odpopmieHre 00bICHUTENBHBIX 3aMUCOK, TPOTOKOJIOB, AKTOB.

18. CocraBnienue u ohopMIICHHE MHCTPYKIIHH, CIPABOK, TOKYMEHTOB JTUYHOTO MPOUCXOXK-
JCHUSL.

19. TlonsATHEe «TOKYyMEHTO000pOT». OCHOBBI OpPraHU3alud JOKYMEHTO000pOTA.

20. Opranu3aius paboThI cekpeTapsi-pedepenra.

21. Homenkiatypa ned.

22. ®opMHUpOBaHUE JIE.

23. Ilonsarue «opunuanbHbIi J0KyMeHT». KTo BiIsieTCS €ro aBTopamu.

24. TexHoJOru4YecKas 1enoyka noJAroTOBKM JJOKYMEHTA.

25. Opranu3zanust paboThl CIIEIUATUCTA C TOKYMEHTAMH.

TpedoBanus k opopmiennio pepepara

OO0beM BBIMYCKHOM paboThl (pedepara) — He MeHee 15 MalIMHOMUCHBIX JHUCTOB (Oymara
dopmata A-4), TeKCT medataeTcsl 4yepe3 2 uHTepBana. Pedepar Moxker copepxarb TaOIHIIBL,
rpaduxu, pucynku, ¢otorpadun, Gopmynbl, pacueTsl U Ip. WILITIOCTPAIUU K TEKCTy. B KoHIe
pedepaTa MPUBOAMUTCS CIIMCOK MCIIOB3YEMOM JTUTEPaTyphl; YKa3bIBAETCS J1aTa; MOAINUCH aBTOPA.

Kpurepun ouenku pedepara

OmeHka 5 cTaBUTCA, €CIH BBINOJIHEHBI BCe TPeOOBAHUS K HAIMCAHMIO U 3alluTe pedepara:
o0o3HavyeHa npodiemMa u 000CHOBaHA €€ aKTyaJbHOCTb, CIIENaH KPaTKU aHAIU3 PAa3IUYHBIX TO-
YeK 3pEeHHUs Ha paccMaTpHUBAEMYIO IMPOOJIEMYy M JIOTHYHO H3JIOKEHAa COOCTBEHHAs IMO3MUIIMA,
chopMynUpOBaHBI BHIBOJIBI, TEMA PACKPHITA TIOJHOCTHIO, BBIIEPKAH 00BEM, COOMIOAEHBI TPeOO-
BaHU K BHEIIHEMY 0(OPMIICHHIO, TaHbI PAaBUIIbHBIE OTBETHI Ha JIOMOJHUTEIbHBIE BOIPOCHI.

Onenka 4 — oCHOBHbIE TpeOOBaHUs K pedepaTy U ero 3auuTe BHIITOJIHEHbI, HO IPU 3TOM J0-
IyLEHBl HEJOUETHL. B 4aCTHOCTH, UMEIOTCSI HETOYHOCTH B M3JI0KEHUM MaTepuaa; OTCYTCTBYET
JIOTHYEcKasl MOCe0BaTEIbHOCTh B CY)KJIEHUAX; HE BblAepKaH 00BEM pedepara; UMEIOTCs yIy-
IeHus B 0()OpMIIEHUH; Ha JIOTIOJHUTENIbHBIE BOTIPOCHI IIPU 3aIIIMTE 1aHbI HETIOIHbBIE OTBETHI.

Onenka 3 — UMEIOTCS CYIIECTBEHHBIE OTCTYIJICHUSI OT TpeboBaHM K pedeprpoBanuio. B
YaCTHOCTH: T€Ma OCBEIEHA JIMIIb YaCTUYHO; JOMYIIEHb! (PaKTUUECKUE OIMIMOKU B COACPIKAHUU
pedepara nnM npu OTBETE Ha JONOJIHUTENbHBIE BOIPOCH]; BO BPEMsI 3alllUThl OTCYTCTBYET BbI-
BOJI.



Omnenka 2 — tema pedepara HE pacKpbiTa, OOHAPYKHBACTCS CYIIECTBEHHOE HEMIOHMMAHUE
POOJIEMBI.

MeToa MaJIbIX Ipynn

Lens: mpoBepUTh YCBOGHHE U3YYEHHOTO MaTepHalia.

1 stan IIpenBapurenbHas HOArOTOBKA K 3aHATHUIO:

a) pa30uUTh rPYIIy CTYICHTOB Ha «MaJIbley TPymIib (6-8 4enoBeK).
0) BEIOpaTh Jujepa (KamuTaHa) B KaKI0W «Majloi» TpyIIIe.

B) ITOCTaBUTh LIETU U 33]]a4H, COOOLIUTH IJIaH PabOThI

2 stan X0 3aHATUS

CamocrosTenbHas padoTa 00yJaroUMXcsl B «MAJIbIX TPYIIIAax».

3 stam IloaBenenue UTOroBs

Hcnosb3oBanue KOMNBbIOTEPHBIX 00yyawmux nporpamm (KOII)
[Iporpamma st anrex «edapma 2 - Anrexa»
OcHoBHble Bo3MokHOCTH [Iporpammel nms antek «e@apma 2 - AnTekay:
- IPUXOJ TOBapa (BPYUHYIO UJIH 3arpy3KOH 3JIEKTPOHHBIX HAKIIAIHBIX );
- (opmupoBaHue Bceit HeOOXOAMMOI MEPBUYHON JTOKYMEHTALINH;
- IEHOOOPa30BaHKE B COOTBETCTBUHU C MECTHBIM H PETHOHAIBHBIM 3aKOHOATEIILCTBOM;
- BeJICHUE HECKOJIbKHUX CKJIa/IOB;
- MOJIZIepyKKa TOProBOro 000y IOBAHHUS;
- OTIYCK TOBapOB HACEIICHUIO;
- COCTaBJICHHUE OTYETHOCTH M AaHAJMTHKY 110 HAKOTUICHHOW 0a3e JaHHBIX;
- BO3MOXXHOCTB paboThI Kacchl B on/off-line pexkume 6€3 moTepu JaHHBIX.

IlepeyeHb NpPakTHYeCKMX HABBIKOB (YMEHHil), KOTOpble He00X0AMMO OCBOUTH
CTYJAEHTY:

1. opranuzoBaThb paboOTy ¢ JOKyMEHTaMu (IOJIydeHHe, Iepenady, o0paldoTKy,
perucTpanmo, KOHTPOJb U Mp.);

2. OCYIIECTBIATH JOKYMEHTHPOBAHUE OpraHU3alMOHHO-PaCIOPAIUTEIbHON
NeSITebHOCTH;

3. KHaCCI/Iq)I/IIII/IpOBaTI) JOKYMCHTBI B COOTBETCTBUU C UX HASHAYCHUCM,

4. co31aBaTh OCHOBHBIE BHU/IbI JIOKYMEHTOB C YYETOM OCHOBHBIX PEKBU3UTOB, X COCTaBa,
pAacIionoXKeHus U IIpaBUI KOPPEKTUPOBKH.

5. onmpenensaTh CPOKH UCTIOTHEHUS TOKYMEHTOB.

Kpurepuu onieHKH BBINOJTHEHNSI MPAKTHYECKUX HABBIKOB (3A4meH0/He 3a4meH0)

- CTYZIEHT 3HaeT TEOPETHUYECKHE OCHOBBI U METOJMKY BBIMOJIHEHHS MPAKTUYECKOW paboThl,
aHaM3UpPyeT pe3yJabTaTbl MCCIENOBaHUSA U (HOPMYIMPYET BBIBOABI (IOMYCKAIOTCS HEKOTOPHIE
MaJIOCYIIIECTBEHHbIE OMMNOKH, KOTOPbIE CTYIEHT OOHAPY>KMUBAET U OBICTPO HCIPABIISIET CAMOCTO-
ATEIBHO WM NIPH KOPPEKIUH NPENOIABATENEM) — 3a4TEHO,

- CTYJIEHT HE 3HaeT TEOPETUUYECKHE OCHOBBI U METOAMKY BBIMOJIHEHUS NMpaKTUYecKon pabo-
ThI, HE MOKET CaMOCTOSATEIBHO MPOBECTH UCCIIEOBAaHUE, JAejaeT Ipyoble OMMOKM B MHTEpPIIpe-
TallMU MOJYYEHHBIX PE3yJIbTaTOB, HE MOKET COPMYIUPOBATH BHIBOJIBI — HE 3aUTEHO.

2. OueHo4HbIE CpeIcTBA ISl IPOMEKYTOYHOH ATTECTALUHU 110 HTOTaM OCBOEHMSI M CIIH-
TJINHBI

B cootBeTcTBUM ¢ OCHOBHOM NpohecCHOHAIBHOM 00pa30BaTeNbHOM MporpaMMoi U yu4eOHbIM
IUIAaHOM B 9 cemecTpe poBOANTCS IBYXITAlHbIN 3auem.

JTansl 3a4era

IlepBsiit stan — permenne 100 3amanuii B TecToBOM Gopme.



Bropoii 3Tam — cobecenoBaHre M0 KOHTPOIBHBIM BOTIPOCAM

IHepBbiii 3TaN 32a4yeTa
K nepBomMy stamy 3aueTa JOMYCKalOTCS CTYIEHTHI, BHIMOJIHUBIINE Y4EOHYIO IPOrpaMmMy
0 JUCUHUILIMHE.

IIprmveps! 3a1aH1ii B TecTOBOI (hopme:

1. CTPYKTYPA HOMEHKIJIATYPBI IEJT OPT AHU3ALIMN HE 3ABUCHUT OT

A) ycTaBa opranuzanum

B) ctpykTypb! opranuzaimm

B) mrratHoro pacrvicanyisi opraHv3alin

I') HarpaBmneHyst e TENEHOCTH OpraHU3aLH

2. HABHAYEHUE PACITIOPAANTEJIbHBIX JIOKYMEHTOB - 3TO

A) pery/iMpoBaHue JAesiTeJIbHOCTH, T03BOJISIIOLIee OPraHy YIpaBJieHus 00eclieYuBaTh Peau3aluio
MOCTABJIEHHBIX Mepe/l HUM 33/1a4

b) pearm3aimst cricTeMBbl ¥ IPOLIECCOB YITPABIICHHS

B) rmanmpoBaHme 1esTelbHOCTH OpraHu3alin

") KOHTPOJIb JESITEILHOCTHI OpraHU3alN

3. CITPABKA — 3TO JIOKYMEHT, COJIEPXKAILNI

A) oIpodHoe ONMCaHKE KAKOT0-JTH00 haKkTa WM coObITHS ¢ BIBOJAMU U MPEIJIOKEHUSIMH aBTOPA

b) moapoOHbIi X011 KaKOro-1Mo0 MEPOIPHSTHS

B) nepeuens mepornpusiTiit

') urdopmarro s pyKOBOIHTENSI OPTraHM3aLMK O CTIOKUBIIICHCS CUTYaIH

4. TIPEJIMETHO-KOJIMYECTBEHHBII YYET ITPEKYPCOPOB HAPKOTUYECKUX CPEJICTB
N TICUXOTPOITHBIX BEHIECTB B AITTEYHBIX OPI' AHU3ALIAX OCYHIECTBJISIETCS B

A) J)KypHaJIe perucTpaluy onepauuii, Mpu KOTOPbIX U3MEHSIETCS KOJIMYeCTBO MPEeKYPCOPOB HAPKO-
THYECKHUX CPE/ICTB M IICMXOTPOIHBIX BelleCTB

b) >xypHare perucrpaiu orneparuii, CBI3aHHbIX ¢ 000POTOM HapPKOTUUYECKUX CPEICTB U TICMXOTPOIHBIX
BEIIIECTB

B) xypHarne ydera onepaiuii, CBSI3aHHBIX C OOpaIlleHHEM JIEKapCTBEHHBIX CPENICTB Il MEIUIIMHCKOIO
HPUMEHEHHS

I') xaWTe ydera HapKOTUYECKHX JIEKAPCTBEHHBIX CPENICTB

5. KAKOM JIOKYMEHT SBJIIETCSI OCHOBAHMEM JUUISI OTITYCKA TTAIIMEHTY PELIETT-
TYPHbBIX JIEKAPCTBEHHBIX ITPEITAPATOB 13 AITTEYHBIX OPT AHU3ALWIA?

A) peuent Bpaya

b) muct BpaueOHBIX Ha3HAYEHHIA

B) HaknaHas-TpeOoBaHNE MEIUIIHCKOM OpraHU3alin

I') «KypHai ydera orToBoro oTirycka 1 pacieToB C MOKYIIaTENsIMID

Kpurepnu onieHKH TeCTOBOI0 KOHTPOJIS:
1) orieHKa «3auTeHO» — MpaBUIBHBIX 0TBeTOB 71-100%0;
2) OIIEHKA «HE 3a9TEeHO» — PABIIIEHBIX OTBETOB MeHee 71%.

IIpumepbl KOHTPOJIBLHBIX BONPOCOB:
1. OpopmuTte 00bscHuTENBHBIE 3anmUcKu coryiacHo 'OCTy 1 Ha30BUTE OCHOBHBIE MPAaBU-
Jla UX COCTaBJICHHUS:
1) dupexropy OOO «3nopoBse» MycaeBoit E.A. oT mpoBHu30pa TexXHOJOra anTeku
Nel9 lenucenko E.B. O6bscuurtensHas 3anucka: S, Jlenucenko Exarepuna, 25.03.2016 orcyt-
CTBOBaJIa Ha paboTe Mo MPUYUHE IJII0XOT0 CaMOUYyBCTBUS (TOAHATACh Temreparypa). 26.03.2016
2) Hupextopy OOO «®Dapmanus» KpymmauHOW E.A. OT 3aB. anTeuyHbIM ITYHKTOM
I'panxunoit B.H. O6bscuuTenpHas 3anucka. [Ipomry Bac yuects cioxuBIInecs HempeaBHICH-



HbIE CeMelHbIe 00CTOATENbCTBA (TOCTIUTAIN3AUS POACTBEHHUKA) U HE CUUTATh MOE OTCYTCTBUE
Ha pabdote 20.07.2016 r. mporynom. 22.07.2016

3) Hupexropy MVII «Anrteka Nel» bonnapenko B.A. ot npenonasateins llymosa B.C.
O0OpsicuutenpsHas 3amucka. 09.09.2016 B 9.00 Ha 3aHATHAX 1O OXpaHE TPpyAa U TEXHUKE 0e3-
OIACHOCTH MPUIIN TOJBKO TPOE COTPYAHHMKOB allTEYHOW CETH M3 cocTaBa rpynmsl B 20 yeno-

BeK. B pesynapTare 3TOro 3aHATHS NOpuUIUIOch OTMeHHMTh. [IpenomaBarens Illymo B.C.
10.09.2016.

2. Opopmute akt cornacHo 'OCTy u Ha30BHTE OCHOBHBIE MPABUJIA COCTABJICHUS JTOKY-
MEHTAa:

1) OAO «3nmopoBben. AkT. 02.10.2016 Ne 9. .Y da. IuBeHTapU3aIus 1EHEKHBIX CPEICTB.
OcHoBaHue: npuka3 reaepaibHoro aupexropa Ne 23 ot 28.09.2016. CocraBineH KoMuccuen B
cocTaBe: mpelceaarens — riaaBHbId Oyxranrep bopucoB O.H. unenbl komuccuu: 3KOHOMHUCT
WBanoa M.U., cienmanuct Camoiinoa B.M. B mepuon ¢ 30.09.2016 mo 01.10.2016 6su1a mpo-
BeJIcHa MHBEHTAPHU3allMs HaJIN4UUs JEHEKHBIX CPEACTB. B pesynbrare mpoBepku yCTaHOBIECHO: 1.
W3nuiikoB 1 HepocTaun He oOHapyxeHo. 2. [locnenqnuii HoMep MPUXOIHOTO KAaCCOBOTO Opjepa
No 11, pacxognoro Ne 23. CocrtaBiieH B Tpex 3K3eMIUIsipax: 1-il — reHepallbHOMY AUPEKTOpY; 2-i
— TmaBHOMY Oyxranrepy; 3-if — B neno Ne 12. Ilpencenarens. UneHbl KOMUCCHU. Y TBEPHKIALO.
I'enepansubiii nupektop B.U. ®enoTos.

2. OpopmuTte npotokon cormacHo 'OCTy u Ha30BUTE OCHOBHBIC MPABHIIA COCTABIICHUS
JIOKyMEHTA!

00O «Pomarmikay. [Ipotokorn obmiero coopanus aknuonepos 17.01.2005 Ne 1. KpacHonap
[Ipencenarens CutHukoB A.B. Cekperapp UrnateeBa H.II. npucyrctBoBanu akunonepsl OOO
«IIpuop» - 146 akunoHepoB, BIAJICIONINE B COBOKYMHOCTH 90% akiuii, Jarouux MpaBo ydact-
BOBaTh B ronocoBanuu. [Tosectka qus: 1. O6 yBennuenuun ycraBaoro kanutana OOO «lIpuopy.
Cnymanu: C npeayioxkeHueM 00 yBeJIMUEeHUH YCTaBHOTO KanuTaiga O0ImecTBa JOKIAIUUK — Tpe-
3uneHT ObmectBa @unaros B.H. [TocranoBunu: yBenuuuTh ycTaBHOW KamuTai oduiecTtBa Ha 1
000 000 (omuu mMuuHOH) pyOneit. T'omocoBanu «3a» - 145 romocos, «mpoTuB» - 0 TOJIOCOB,
«Bo3aepxamuch» - 1 ronoc. [Ipencenarens. Cexkperaps. B nemo Ne 36/7. 17.01.2005. CaBenbeBa
Ir.

Kpurtepun ouenku npu codeceoBaHuM:

- CTYJEHT 3HaeT TeOPEeTUYECKUE OCHOBBI, (POPMYIHUPYET BHIBOABI (OMYCKAIOTCS HEKOTOPHIE
MaJIOCYIIECTBEHHBIE OMMOKHU, KOTOPhIE CTYIEHT OOHAPYKUBAET M OBICTPO MCIPABIISIET CAMOCTO-
ATEJIHHO WM MPH KOPPEKIUH MPENo/IaBaTeleM) — 3a4TEHO,

- CTYJICHT HE 3HaeT TEOPETUUYECKHUE OCHOBBI, JIeJIaeT rpyOble OMMOKHU, HE MOXKET CHOPMYITH-
pOBaTh BHIBO/IbI — HE 32UYTEHO.

Donovl OUEHOUHBIX CPEOCE 01 RPOBEPKU YPOGHA CHOPMUPOBARHOCHU KOMNENeH-
UUIL RO UMO2aM 0CB0EHUS OUCUUNTIUHDL OJIA KAXHCOOU (hopMupyemoii KOMnemeHyuu co30aemcs 6
coomeemcmeuu c oopazyom, npusedennvim ¢ Ilpunoscenuu Ne 1.

IV. YueGHo-meToanyeckoe u uHGOpMAIMOHHOE o0ecnedeHue TUCIUTNTHHBI

1. Ilepeyenb OCHOBHOI W JOMOJHHUTEIbHOH Y4eOHOIl JUTEpaTypbl, HEOOXOIUMOM /JIst
OCBOCHMH M CUMIIIMHBI:

a). OcHoBHas JIMTEpaTypa:

VYrpasnenue u skoHoMuKa (apmarmn [Tekcr] : yueOnuk / pea. . A. HapkeBuu. — Mocksa :
I'S0TAP-Memua, 2017. - 923 c.

0) DJIeKTPOHHBII pecypc:



1.Cunopos, I1. U. JlenoBoe obmenue [Dnexrponusiit pecype] / I1. M. Cunopos. - Mocksa

: 'DOTAP-Menawua, 2004. - http://www.studmedlib.ru/book/ISBN5923104431.html

cype]

2.PaxpimbekoB, T. K. ®uHAHCOBBIN MEHEHPKMEHT B 3/IpaBOOXPAHECHUU [ DJIEKTPOHHBIN pe-

: yuebHoe mocobue / T. K. PaxpimbekoB. - 3-¢ u3a., gom. - Mocksa : [DOTAP-Menua,
2013. -

http://www.studmedlib.ru/book/ISBN9785970425985.html
3.1InetneBa, T. B. KoHTpoab KauecTBa JICKAPCTBEHHBIX CPENICTB [ DNEKTPOHHBIN pecypc|

: yaeOnuk /T. B. Ilnernesa, E. B. Ycnenckas, JI. 1. Mypanosa ; pen. T. B. [lnetneBa. — Mocksa
: 'D0OTAP-Menwua, 2014. - http://www.studmedlib.ru/book/ISBN9785970426340.html

1.

2.

3.

0). JlonostHMTeIbHASA JIATEPATYPA:

[TpuknamHas papmakosxonomuka [Teker] : yued. mocodue s By3oB / pea. B. W. Ilerpos . —
Mocksa : IDOTAP-Menua, 2007. — 335 c.

Cabanos, B. U.. Jlenonpous3BoacTBO B yUpexkACHUIX 3paBooxpaHeHus [Tekcr] : yued-
Hoe mocoome / B. . Cabanos, T. b. Myneranora, H. I1. bBarmeroB. — PoctoB-Ha-J{ony :
®ennkc, 2007. — 220 c.

VYpasnenue u sxoHomuka (apmanun [Tekcr] : yuebnuk / E. A. Makcumkuna, I'. T. I'nem6orr-
kas, [1. B. Jlonatun ; pen. B. JI. barupoBa . — MockBa : Menuimna, 2004 . — 716 ¢

DJIeKTPOHHBIN pecypc:

1. Ilpuknagnas papMakodKOHOMHUKA [ DNEKTPOHHBIN pecypc] : yuebHoe nocobue / pen. B. U.
[Tetpos - Mocksa : I'DOTAP-Menua, 2007. -
http://www.studmedlib.ru/book/ISBN5970403709.html

10.

11.

12.

3akoHoaaTeIbHbIE H HOPMATHBHO-TIPABOBBIE TOKYMEHThI

"Konctutynuss Poccuiickoit ®enepauun" (mpuHATa BCEHApPOAHBIM T'OJOCOBAHUEM
12.12.1993) (c yueToM mnomnpaBok, BHeceHHbIX 3akoHamu P® o mompaBkax k Konctury-
uu PO ot 30.12.2008 N 6-®K3, ot 30.12.2008 N 7-OK3, ot 05.02.2014 N 2-OK3, ot
21.07.2014 N 11-®K3, ot 14.03.2020 N 1-®K3)

"I'paxxnanckuii konekc Poccuiickoit ®@enepamuu” ot 30.11.1994 N 51-®3 (pea. ot
22.03.2024)

"TpynoBoii komekc Poccuiickoit ®epeparuu” ot 30.12.2001 N 197-®3 (pen. ot
06.04.2024)

"Konmekc Poccuiickoit ®enepaniuu 00 aJIMUHUCTPATUBHBIX IMPABOHAPYIICHUSX" OT
30.12.2001 N 195-®3 (pex. ot 22.04.2024) (¢ u3m. u jor., BCTyi. B cuiy ¢ 03.05.2024)
"VronoBubiii konekc Poccuiickoit ®enepanun” ot 13.06.1996 N 63-®3 (pen. ot
06.04.2024)

"Yroi0BHO-TIpoIecCYanbHBIN Kogeke Poccuiickoit @enepanuu” ot 18.12.2001 N 174-3
(pen. ot 14.02.2024)

"3emenbHBIN KoJmeke Poccuiickoit ®enmepammu” ot 25.10.2001 N 136-®3 (pen. or
04.08.2023)

denepanbubiii 3akoH oT 12.04.2010 N 61-®3 (pea. ot 04.08.2023) "O6 obpareHuu je-
KapCTBEHHBIX CPEACTB"

®denepanbHbnii 3akoH ot 21.11.2011 N 323-03 (pex. ot 04.08.2023) "O06 ocHOBax oxpa-
HBI 3710pOBbs rpaksiad B Poccuiickoit deneparun"

®enepanbubiit 3ak0H 0T 04.05.2011 N 99-03 (pexn. ot 25.12.2023) "O numeH3upoBaHUN
OTAEBHBIX BHJOB JCATEIHLHOCTU" (C U3M. U JIOII., BCTYIL B cuity ¢ 24.02.2024)
®enepanpubiii 3ak0H 0T 30.03.1999 N 52-®3 (pen. ot 24.07.2023) "O canuTapHO-
AMHJIEMHOJIOTUYECKOM OJIarornoyuuy HaceIeHus "

®enepanpubiii 3akoH oT 08.01.1998 N 3-d3 (pen. ot 05.12.2022) "O HapKOTHYECKHX
CpelcTBax U MCUXOTPOIHBIX BellecTBax"


http://www.studmedlib.ru/book/ISBN9785970425985.html
http://192.168.16.5/OpacUnicode/index.php?url=/auteurs/view/89/source:default
http://192.168.16.5/OpacUnicode/index.php?url=/auteurs/view/89/source:default
http://192.168.16.5/OpacUnicode/index.php?url=/auteurs/view/19821/source:default
http://192.168.16.5/OpacUnicode/index.php?url=/auteurs/view/19822/source:default

13. ®enepanpubiii 3akoH oT 29.11.2010 N 326-D3 (pen. ot 27.11.2023) "O6 obs3aTeIbHOM
MEJUIIMHCKOM cTpaxoBaHuu B Poccuiickoit @eaepanuu” (¢ M3M. B JI0T., BCTYI. B CHIIY C
01.01.2024)

14. denepanbubiii 3ak0H oT 22.05.2003 N 54-®3 (pen. or 21.11.2022) "O npumeHEeHUH
KOHTPOJIbHO-KACCOBOW TEXHUKH MPHU OCYIIECCTBICHUHM HATUYHBIX JEHEKHBIX PACueTOB H
(uM) pacyeToB C UCIIOJIb30BAHUEM ILJIATEKHBIX KapT"

2. IlepeyeHb y4eOHO-METOIMYECKOT0 00ecreyeHusl Il CaMOCTOATEILHOI padoThl 00Y-
YAIOLIUXCH 110 TUCHUTLIMHE

CamocrosiTernbHas paboTa 00yJaroIIMXCs [oIpasyMeBaeT padoTy C HOPMATHBHO-TIPABOBBIMU aKTaMU
Y 2JIEKTPOHHBIMU 00pa30BaTelbHBIMU PECYPCaMU, PA3MELLIEHHBIMU HA 00pa30BaTeIbHOM ITOPTAJIE.

3. Ilepeyenn pecypcoB HHGPOPMAIMOHHO-TEIEKOMMYHHKAIIMOHHOI ceTn «HTepHeT»,
He00XOTUMBIX /1JI51 0CBOEHUS TMCIMILTMHBI
IIpodeccuonanbHbie 0a3bl JAHHBIX, HHGOPMALMOHHBIE CIIPABOYHbIE CHCTEMbI H 3JIEKTPOHHbIE
o0pa3oBaTejibHbIE PeCypChl:
ONeKTpOHHbIM  cnpaBoYHMK  «MHpoOpMuO»  nmns  BbICHIMX  Y4€OHBIX  3aBEICHMI
(www.informuo.ru);
DNeKTpOHHBINH OnOIMoTeuHbI aboHeMeHT LleHTpanbHON HaydYHONH MEIUIIMHCKON OnOnmnoTte-
ku [lepBoro MoCKOBCKOIO rocyJapCTBEHHOTO MeIuIMHCKOro ynuBepcutera uM. .M. Ce-
geHoBa // http://www.emll.ru/newlib/;
Nudopmanmonno-nouckosas 6aza Medline (http:// www.ncbi.nlm.nin.gov/pubmed);
baza nannbix «Poccuiickas meaunmnaa» (http://www.scsml.rssi.ru/)
Odunuanpuplii  caiit  MuHuctepcTBa 3apaBooxpaHeHus Poccuiickoit  ®denepauuu  //
https://minzdrav.gov.ru/;
Poccuiickoe obpazoBanue. denepanpHblii 00pa3oBaTenbHblid mopTain. //http://www.edu.ru/;
Knuuunueckue pexomenaaruu: http://cr.rosminzdrav.ru/;
DeKkTpoHHBIH 00pa3zoBatenbHbIi pecypc Web-menurmna (http://webmed.irkutsk.ru/)

4. IlepeyeHbr MHGOPMALMOHHBIX TEXHOJOTHH, HCIOJb3YeMbIX IPH OCYLIECTBJICHUHU
0o0pa3oBaTe/ILHOIO NpoLecca Mo JMCHUIINHE, BKJIYas NepedyeHb NPOrpaMMHOro odecre-
YeHHs 1 HH(POPMALMOHHBIX CIIPABOYHBIX CHCTEM

4.1. IlepeyeHb JIMLEH3MOHHOIO NPOTPAMMHOI0 00ecreYeHHs:

1. Microsoft Office 2016:

- Access 2016;

- Excel 2016;

- Outlook 2016;

- PowerPoint 2016;

- Word 2016;

- Publisher 2016;

- OneNote 2016.

2. ABBYY FineReader 11.0

3. Kapenbckas Meauuunckas nadopmarmonnas cucrema K-MUC

4 TIporpammHOe oOecrieueHre sl TeCTUpoBanus ooyuaromuxcs SUNRAV TestOfficePro

5. IlporpammHoe obecnieuenne «Cpena snekTpoHHoro ooydenus 3KLy»

6. KommproTepHast mporpaMma Jutsi CTaTHCTHIECKOi 00paboTku qaHHbIX SPSS

7. DkcniepTHas cucteMa oOHapy>KEeHHs TEKCTOBBIX 3aMMCTBOBaHUI Ha 6a3e UCKYCCTBEH-

HOT'O MHTEJUIEKTa «PyKOHTEKCT»

8. CpaBouHo-1mipaBoBas cuctema Koncynsrant [lmroc

4.2. IlepeyeHb 2JIeKTPOHHO-0M01MOTeYHbIX cucTeM (IBC):
1. Dnekrponno-6ubIMOTEUHast cucreMa «KoHcympranT cryaerta» (Www.studmedlib.ru);



http://www.emll.ru/newlib/
http://www.ncbi.nlm.nin.gov/pubmed
http://www.scsml.rssi.ru/
http://cr.rosminzdrav.ru/
http://webmed.irkutsk.ru/
http://www.studmedlib.ru/

2. CunpaBouno-undopmannonnas cucrema MedBaseGeotar (mbasegeotar.ru)
3. DnexTponHas onbnuoreunas cucrema «elibrary» (https://www.elibrary.ru/)

5. Metoauyeckue yKazaHus /151 00y4al0IHUXCS 110 OCBOEHUIO TMCUHUILIMHBI.
Meroanueckue ykazaHHs TIPEJICTABICHBI B AJICKTPOHHOM 00pa3oBaTesbHOM cpeje
YHHUBEPCUTETA.

V. Onucanue MaTepuaJIbHO-TEXHUYECKO# 0a3bl, HEOOXOAMMOIi JIA OCYyIIeCTBJICHHSI
00pa3oBaTeILHOIO NMPoIecca Mo JUCHUILINHE
Cwm. IIpunoxxenne Ne 2

VI. HayuHo-ucciie1oBaTe/ibckasi padoTa cTyJieHTa

Haydano-uccnenoBarensckas paboTta CTyICHTOB MPECTaBIcHa HaMcaHueM pedepara.
VIIl. Cenenusi 00 00HOBJIEHHH padoyeii MPOrpaMMbl M CHUTITHHBI
[pencrapnens! B [Tpunoxennu Ne 3



[Ipunoxenne Ne 1

®oHIbI OLIEHOYHBIX CPEICTB
JJIS TIPOBEPKHU YPOBHSA C(POPMUPOBAHHOCTH KOMIIETEHIIMI (4YaCTH KOMIIETEHIIUi1)
IS IPOMEKYTOYHOI ATTeCTAIMU M0 UTOraM OCBOEHMS IMCIUILIMHBI

1) TunoBble 3agaHus 1151 OLIEHHBAHUS Pe3yabTAaTOB COPMUPOBAHHOCTH KOMIETEeHIIHH HA
YPOBHe «3HATBY»:
YK-1
Crioco6eH ocymecTBIATh KPUTHUECKUH aHaIU3 MPOOJIEMHBIX CUTYAIMii HA OCHOBE CUCTEMHOTO
II0JIX0/1a, BbIpA0aThIBaTh CTPATETUIO JEHCTBUI

3ananus B TecTOBOI (popme:
gvlbepume npasuibHblil 6APUAHIM OMEema

*NpaBUJIbHBINA OTBET Bblj/leJIeH KUPHbIM IIPUPTOM
1. JOKYMEHTOM, COCTABJIEHHBIM HECKOJIbBKUMU JIMINAMMU JJIA ITIOA-
TBEPKJIEHUS YCTAHOBJIEHHOI'O ®AKTA, COBBITHS, HJIU JEMCTBUSI, SIB-
JIAAETCA
A) akTt
b) cnpaBka
B) mpotokon
I') noknaaHas 3anucka

2. OPTAHM3ALIMOHHO-PACHOPSIATEJBHBIE JOKYMEHTBI O®OPMJISIIOT-
Csl HA BYMATE ®OPMATA

A) Ad

B) A2

B) A3

T) A6

3. PEKBU3UT «<HAUMEHOBAHHUE BUJIA TOKYMEHTA» HE YKA3BIBAETCS B
A) nmucome

b) nomKHOCTHON MHCTPYKITUU

B) npuxkaze

I') nonoxxenun

4. 1PU 3BABEPEHUU COOTBETCTBUA KOIINU JIOKYMEHTA NIOJJIMHHUKY
CTABAT 3ABEPUTEJIBHYIO HAAITUCH

A) "BepHo'', INYHYIO IOANHUCH 3aBEPUBLIET0 KOMMIO, YKA3BIBAKOT €r0 J0/KHOCTh, pac-
KM (POBKY NOANUCH (MHUIMAIBI, (haMUJINI0), ATy 3aBePEHUH U NMPOCTABJISIOT JIO0YI0 Ie-
YaTh, 10 YCMOTPEHUIO OPraHU3ALMHT

b) "Konus BepHa", TMUHYIO OANKCH 3aBEPUBILETO KOO, YKAa3bIBAIOT €0 JOJKHOCTD, pac-
mUPPOBKY MOANUCH (MHUIIUANBI, (aMUIIUIO), 1aTy 3aBEPEHUH U MPOCTABIISIOT JIFOOYIO NIe4aTh,
10 YCMOTPEHHIO OpTraHu3aluu

B) "Bephno", 1nuHy0 NOANUCH 3aBEPUBILET0 KOMUIO, YKAa3bIBAIOT €T0 JOJIKHOCTh, paciiu(poBKY
noanucy (MHUIMAIbL, (aMUITUIO), AaTy 3aBEPEHUU U MPOCTABIIAIOT ITIaBHYIO IIeUaTh OpraHu3a-
TUH

I') "Konus BepHa", TMYHYIO OANKCH 3aBEPUBILETO KOO, YKAa3bIBAIOT €0 JOJKHOCTD, pac-
muGPOBKY MOANMUCH (MHULIHAIIBI, PaMUIIHIO), 1aTy 3aBEPEHUHU U MTPOCTABJISIOT TJIABHYIO I1€YaTh
OpraHu3aluu



5. 3ABEPUTEJIbBHASA HAJAIIUCH HA TOKYMEHTE "BEPHO" YAOCTOBEPSET,
yToO

A) KONUs1 JOKYMEHTa TOYHO COBNAa/JaeT ¢ NOJJIMHHMKOM NMPABUJIbHO YKA3aHO HAUMEHOBA-
HHEe OPTraHU3ANMHU- 3asiBUTEJIS

b) nacniopTHbIe 1aHHBIE 3asBUTENS COOTBETCTBYIOT I€HCTBUTEIHLHOCTH

B) nata noxymeHnTa BepHa

YK-3
Crnioco0OeH OpraHu30BBIBaTh U PYKOBOJIUTH pabOTOM KOMaH/Ibl, BbIpabaThiBas KOMaHAHYIO CTpa-
TETHUIO JUIsl TOCTUKEHUS TOCTaBICHHOM 11eJn

gvlbepume npasuibHblil APUAH OMEema
*IIpaBUIIbHBIH OTBET BbIAEJICH KUPHBIM HIPU(PTOM

1. Berpeunble BOIIPOCHl pa3roBopa HarpaBjieHbl Ha

A. Cykenmue.

b. Pacmupenue.

B. IIpomomxenue.

I'. IIpekpamenue.
2. [Ipsimoe aenoBoe 0OIIeHUE XapaKTepU3yeTcs

A. OTBETHBIMU PEAKIIUAMH COOECETHUKOB.

b. HemnocpeacrBeHHbIM pedyeBbIM AKTOM.

B. OOuenuem B npeienax BUIAUMOCTH.

I Hanuumem oOmieil 1enoBOM 1enH y y4aCTHHUKOB OOIICHHUS.
3. Berynenue, M37I05K€HUE, O0KA3aTeNbCTBO M 3aKIHOYEHHUE — 3TO YEThIPE OCHOBHBIX

A. Cranuu ynpaXHEHHH.

b. Bomnpoca taktuku.

B. DOrana nesrensHOCTH.

I'. YacTtu BbICTYIICHUS.
4. Crioco6 OTKPBITOTO KOJIEKTUBHOTO OOCYX/I€HUS MPOOJIEM — ATO JI€IOBbIE

A. becenpl.

b. CoBemanmus.

B. Ileperosopsr.

I'. Berpeun.
5. YenoBek, KOTOpBI OOBIYHO BeChbMa aKTHBEH, MPEANOYUTACT WATH K Pa3pelIeHHI0 KOH-
¢bMKTa CBOMM OIpEAETCHHBIM TyTeM, HCIIONb3Ys CTUITh

A. YKI0OHEHUS.

b Komnpomucca..

B. npucnocobnenusi.

I'. KonkypeHnuun
6. B nenoBoii 3THKe HETONMYCTUMOCTh BMEIIATEIbCTBA B JIea KOHKYPEHTOB, YIIEMIICHHE UX UH-
TepecoB Oa3upyeTcs Ha TaKoil 00IIeueIoBeuecKO IEHHOCTH Kak

A. YecTHOCTS.

b. Pasencrso.

B. Cgobopa.

I'. CopaBennuBocTb
7. CopIuK», «MO3UTHBUCTY, «BCE3HANKAY, «CITIOBOOXOTIIUBBINY, «3aCTEHUYUBBIN,
«HETAaTUBUCTY, «HE MPOSBIIAIONINI HHTEPECa», «KPYIHAs HIUIIKa», «PacCIpalliuBatOUIuN»
— 3TO Y4aCTHUKOB 00CYKICHUS.

a) CBOMCTBA JIMYHOCTEH;

0) THIBI,

B) OCOOCHHOCTH;




') KauecTna.
8. Coopy cBeneHmil no npobdieme neperoBopoB COCOOCTBYIOT BOIPOCHI

a) JIIsl OpUEHTALINH;

0) nuHpOpPMaITMOHHEIE;

B) OJIHOIOJIFOCHBIE;

I') BCTPEeYHbIe.
9. Yuer cocraBa ayUTOPUH, COACPIKAHUS U XapaKTepa BHICTYIUICHUS, OObEKTUBHAS CAMOOIICHKA
opaTopa — 3TO (PaKTOpHI, BIUSIOUINE HA ...

a) KOMMYHUKATHBHOE 00lleHue;

0) nenoyro Oeceny;

B) Ha XOJI JUCKYCCHUU;

I') IPUHITHE PEILICHUs IIPU [IEPEroBopax.
10. OCHOBHBIM CPEICTBOM COIJIACOBAHHOI'O NMPHUHATHS PELICHUI B IpoLEcce OOIIEHUs 3auHTe-
PECOBAHHBIX CTOPOH SBIISIOTCS:

a) JICJIOBbIE [1EPETOBOPHI;

0) neji0BOE 00IIIEHME;

B) nenoBas Oecena;

T') YCIIOBHOE COBEIIIaHUE.

YK-5
CriocobeH aHaTM3UpOBaTh U YYUTHIBATH Pa3HOOOpa3Hue KyJIbTYp B MPOIECCE MEKKYIBTYPHOTO
B3aMMOJECICTBUSA

8blbepume npasuUibHblil apUAHM Omeema
*IpaBUJIbHBIH OTBET Bb/€JI€H KUPHBIM HIPU(TOM

1. C xakuM BuJOM Oaphepa B3aUMOIIOHUMAHUS JIIOJIEH MBI BCTpeuaeMcsi, TOBOps O (heHOMEHe
«PO30BBIX OYKOBY, KOTJa UEPE3 «PO30BbIE OUKM» HE BUJIHBI «U3BSHBD) B UEIOBEKE?

A. DMOUMOHAJIBLHBII Oapbep.

b. MoTtuBanmonHbIit 6apbep.

B. Dcretnueckuii 6apbep.
2.C kakuM U3 BUAOB Oaphepa B3aMMOINOHHMMAaHUS JIIOJIEH Mbl BCTpEYaeMcs, €CiU OOIIAloTCs
«TIOJIBIN U MOPSAIOUHBIIY», «T0OPHII U 37101 YeT0BeK»?

A. MopaJbHblii 0apbep.

b. MoTuBannoHHsIi 6apsep.

B. bapsep HecxoncTBa xapakrepa.

I'. DmonmoHankHEIM Gapbep.
3. loBenenne KOHQUIMKTa 1O MOCIEAHErO Ipenesa, KOrja y)Ke HET BO3MOKHOCTH HU JJis Ka-
KOH 3BOJIOIWY, HHA JUIS KAKOH TSHKOBI MEXKTYy TUYHOCTHIO M 00IIECTBOM, — 3TO:

A. B3psIB.

b. ITokoii.

B. HepBo3HOCTS.
4. Konn4ecTBo 3TaroB CTaJuH «COOCTBEHHO BE/ICHUS MIEPETOBOPOBY»

A. Tpu.

b. /lBa.

B. Yertsipe.

I'. IaTe.
5 .IlpoBo3rnamaemast nmpobiema, 1o MoBoAy KOTOPOW MEPEroBOphbl OPraHU3YIOTCS U MIPOBOJSATCH,
OTHOCHTCS K TIOHATHIO IIEPETOBOPOB

A. Ilpeamer.

b. IIpoctpancrBo.

B. Llens.

I'. IIpnunna.



6. B 3aBUCHMOCTH OT Pa3HOBHIHOCTH CYOBEKTOB MEPETOBOPHOTO MpOIlecca MEePEroBOPhI MOI-
pazzensaoTCs Ha:

A. MeXJIMYHOCTHBIE M MEKTPYIIIOBBIE.

b. MexayHapoiHble 1 BHYTPEHHHUE.

B. MHOTrOCTOpOHHUKE U IBYCTOPOHHUE.

I'. MexayHapoaHble U MEKIMYHOCTHBIE.
7. 3aBeplleHue, 3a4acTyI0 C MOMOIIBIO MOCPEIHUKA, IPU KOTOPOM MPUYUHBI €r0 BO3SHUKHOBEHUS
YCTPAHSIOTCS JIMILb YaCTHYHO, a MPOTUBOOOPCTBYIOLIUE CTOPOHBI MPOJOIKAIOT OCO3HATh MPO-
THUBOIIOJIOKHOCTh CBOMX UHTEPECOB U 1I€JIeH, Ha3bIBACTCS €r0

A. YperyJmpoBaHuem.

b. Crarnanueii.

B. Pa3zpemienuem.

I'. Dckananuei.
8. PazHoBHAHOCTH (hOpM BEACHUS NIEPErOBOPOB, CIOCOO apryMeHTAIllMu B HUX, MpeaycMaTpuBa-
IOIlIel BCECTOPOHHEE OOCYXKIACHHE MPEeIMETa Pa3HOTIACHNA Ha OCHOBE YCTAaHOBJICHHUS MEPBI HC-
TUHHOCTH U JIOXKHOCTH Ka)/10r0 T€3UCAa, BBIIBUHYTOI'O YYaCTHUKAM, — 3TO

A. Iuckyccus.

b. O6cyxnenue.

B. Topr.

I'. becena.
9. V3 mepedyncieHHOro K CTaJusM BEICHHS MEPETrOBOPOB, OTHOCSITCS:

1) moaroToBKa K MeperoBopam;

2) coriiacoBaHu€ TOBECTKHU JIHS,

3) BBIpabOTKa IpPOrpaMMBbI JEHCTBUI;

4) mporecc UX BEIACHUS M JIOCTHUKEHUS JOTOBOPEHHOCTEH;

5) aHanu3 pe3ynbTaTOB MEPErOBOPOB U BBINOJIHEHUE JOCTUTHYTHIX IOTOBOPEHHOCTEH.

A. 1,3,4.

10. COBOKYMHOCTh TMOCIEOBATEIbHBIX JACHUCTBUM, MPEANTPUHUMAEMBIX CTOPOHAMU B XOJI€
[IEpEroBOPOB, W MPUHLHUIIOB MX peaau3aliy, OTHOCUTCA K MOHSATHIO .... IEPErOBOPOB.

A. TexnoJiorus.

b. Metoauxka.

B. Teopus.

I'. MeTononorus.

2) TunoBble 3aJaHNs VISl OLIECHUBAHUS Pe3yIbTAaTOB C(hOPMHPOBAHHOCTH KOMIIETEHIIMN HA
YPOBHE «YMeTb»
YK-1
Crnioco0eH ocyIecTBIATh KPUTUUECKUN aHAJIN3 MTPOOJIEMHBIX CUTYallii HA OCHOBE CHCTEMHOTO
M0JIX0/1a, BBIpa0aThIBaTh CTPATETUIO JeHCTBUI

KoHnTpoJibHbBIE BOIPOCHI:

1. OOBsicHUTE Ha3HAUCHHE YIIPABIEHUYECKON HH(OPMAIIMK U CIIOCOOBI €€ JOKYMEHTUPOBAHHUS.
2. O0bsicHUTE, KaKH€ JOKYMEHThI OTHOCATCS K YHU(DUIIMPOBAHHOM CHCTEME OpPraHU3aluOHHO-
pacropsiANTENbHON JOKYMEHTAIUH.

3. Kakuie HOpMaTHUBHBIE U OPraHU3aMOHHO-TIPABOBbIE JOKYMEHTHI pErJIaMEHTHPYIOT TI0KYMEH-
TasnbHOe oOecnieueHue ynpasieHus (10Y) B opranuzanusx?
4. Kakwue 3amaun permaet ciyx6a JIOY B opranuzanuu, u Kakue TpeOOBaHUS TPEIBIBISIIOTCS K
pabore ciyx651 JJOY?

CI/ITyaI[I/IOHHBIe 3aJJaHuA:



1. Curyanus:

ITo Bune Oyxranrepuu coTpyaHukam 3A0 «CeneHa» B TEKylleM Mecsie Obuia 3ajep)kaHa Bbl-
rara 3apaboTHoM matel. [naBHEI Oyxranrep uHbopmupyeT aupekropa 3A0 o Tom, 4To 3a-
Jep’KKa HATMYHOCTH ObLTa cBsizaHa ¢ onmo3gaHueM Ha cueT 3AO JEHEKHBIX CPEACTB OT Ipej-
NPUATUN-TIAPTHEPOB.

3ananue: B ponu Oyxranrepa cocraBbTe CiIykeOHYIO 3anUCKy. Bua cimysxeGHOM 3amucku BbiOe-
pHUTE, UCXOS U3 IPEUIOKEHHON CUTYaIlMH, CAMOCTOSTENIBHO.

2. Curyanus:

10.03.16 gomxHO cocrositbest coopanue 3A0 «Cenena». OAO «MepKypuii» HalpaBIseT CBOETO
[PEJICTAaBUTEIIS JUISl y4acTUsl B COOpaHHH.

3aganue: CocraBpTe TelerpaMMmy O HPUOBITUM TPEACTABUTENs opraHuzamuu «MepKypuid»,
BKJIIOUMB NIPOCKOY 0 OPOHUPOBAHUU B OJHOW M3 TOCTUHHUII TOpOa 1-MECTHOro HOMepa <JIIOKCH»
Ha uMms npezacrasurens Ha nepuof ¢ 09.03.16 no 11.03.16.

3. Curyanus:

Hupexrop 3A0 «Cenena» IpHUHSIT PEIICHUE O MpUeMe Ha paboTy OMBITHOTO MPOBH30pa C CO-
JUJHBIM CTaXXeM pabOThI MO CIEUATBHOCTH «YIPaBJICHUE U SKOHOMHKA (apMalliu» Ha JIOJIK-
HOCTb «3aBEIYIOLIHNI anTEKOM».

3amanue: B ponu cnenmanucrta kaapoBod ciykObl. [1oaroToBhTE MPOEKT COOTBETCTBYIOLIETO
JIOKYMEHTA.

4. Curyanus:

[TpousBoacTBeHHass HeoOxoauMoOCTh TpedyeT nponokeHue padborsl 3A0 «CeneHa» B BbIXOA-
HBIE JTHU C YUYETOM JICHEKHON NepepaboTKU WM IPEIOCTaBIECHUS APYTUX THEH OTIbIXA.
3anmanue: B ponu cexperaps — pedepenrta qupekropa 3A0O MOArOTOBBTE MPOSKT COOTBETCTBYIO-
HIer0 TOKYMEHTA.

5. Curyanus:

B 3A0 «Cenena» cocrosiochk 3acefanue npasineHus. [loBecTka 1Hs Obula MOCBAIIEHA PACIIM-
PEHUIO MPOU3BOACTBEHHOIO OTJENia OpraHu3aluu. B cBs3u ¢ 3TUM BO3HHMKJIA HEOOXOIUMOCTH
BHECTH M3MEHEHUS B IITATHOE pacluCaHhe COTPYAHUKOB OpraHMU3allMH, a TaKke pa3o0paTh HO-
BbI€ JIOJDKHOCTHBIE MHCTPYKIIMU HA BBEJIEHUE B MPOU3BOICTBEHHBIN OT/IEN TOJKHOCTH 3aMECTH-
TeJsl 3aBEAYIOLIETO IPOU3BOACTBEHHBIM OTIEIIOM.

3ananue: B ponu cekperapst 3acelaHusl COCTaBbTE IPOEKT MPOTOKOJIA.

YK-3
CriocobeH opraHu30BBIBaTh U PYKOBOAMTH PabOTOM KOMaH Ibl, BEIpaOaThIBasi KOMaHIHYIO CTpa-
TEIruI0 AJ11 JOCTUXKCHUA MMOCTaBJIICHHOM neiaun

KoHTpoJibHbIE BONIPOCHI:

1. O0ObsicHUTE COACPIKAaHNEC KOHCTUTYIMOHHBIX U 3aKOHOAATCJIILHBIX HOPM, CIICHUAJIBHO ITOCBA-
IIEHHBIX PETYIUPOBAHHUIO BOIPOCOB OPraHU3AIMU PAOOTHI C PAa3IMUYHBIMU TIOKYMEHTAMHU.

2. OOBsiCHHTE, KaKHE CYNECTBYIOT HOPMAaTHBHBIE IOKYMEHTHI M CTAHIAPTHI IO OPTaHU3alNH JIe-
JIOTIPOU3BOJICTBA.

3. O0BsicHHTE, KaKUe TEXHOJIOTHYECKHE POIIECChl BKIIOYAET B ce0s1 TOKYyMEHTOO00OpOT OpraHu-
3aIHH.

4. Kak ciefyeT oCyIeCTBISTh PErUCTPALMIO U KOHTPOJIb UCTIOHEHUS IOKYMEHTOB?

5. O0OBsicHUTE Ha3HAYCHHE HOMEHKIIATYPHI e U MOPSI0K (OPMHUPOBAHHS XPAaHESHHUS JET B Op-
raHu3aluu.

6. [IpoBennTe aHAIHM3 CIPABOYHO-NH(POPMAIIIOHHOTO JOKYMEHTa Ha COOTBETCTBHE TPEOOBaHM-
SM (110 BBIOOPY MperoaaBaTes).

YK-5Cnocoben aHanmu3upoBaTh U yYUTHIBATh pa3HOOOpas3ue KyJIbTyp B IPOLIECCE MEXKKYIbTYP-
HOT'O B3aUMOJEHCTBUSI
KoHTpoJibHbIE BONIPOCHI:



1. CocraBbTe U 0hOpMUTE OAMH U3 OPraHU3AIMOHHBIX JOKYMEHTOB (110 BEIOOpY IpenoaBarers,
00 CTY/ICHTOB).

2. CocraBbTe ¥ OOPMHUTE OAMH U3 OPTaHU3AIMOHHBIX JOKYMEHTOB (110 BEIOOPY IperoiaBaTe-
).

3. CocraBbTe 1 0POPMHUTE OAUH U3 CIIPABOYHO-MH(POPMALIMOHHBIX JTOKYMEHTOB (110 BBIOOPY
MIPETNOo1aBaTeis).

4. CocraBbTe CXEMY NPOXO0KIEHUS (MAPLIPYTHYIO KapTy) BXOJAIIEH JOKYMEHTAIMH.

5. IlpoBenuTe perucTpanmio JByX-Tpex BXOASIIMX JOKYMEHTOB Ha OyMa)XXHOM HOCHUTEIIE.

6. CocTtaBbTe cXeMy IIPOXOKIAEHUS (MapIIPYTHYIO KapTy) UCXOAAIIEN TOKYyMEHTALUH.



[Tpunoxenue Ne 2

CnpaBka
0 MaTepualIbHO-TEXHUYECKOM O00ecreueHnH paboueii mporpaMmbl TUCIUIUINHBI 110 BEIOOPY

Jenonpon3BoCcTBO

Ne
m\n

HaumenoBanue cnenuajJdbHBIX* IIOMe-
IIeHUI 1 MOMelleHUu i 1JIsl CaMOCTO-
TeJbHOUH PadoThI

OcHalIEeHHOCTD CHEeHAJBLHBIX ITOMellle-
HUH ¥ IOMEIeHUu 1JI1 CAMOCTOATE/Ib-
HOIl padoThbI

Yueonas komuama Nel

[TucbMeHHBIH CTOJ, y4eOHBIE CTOJIBI, CTY-
Jbsl, KOMIIBIOTEP C BBIXOAOM B MHTEpHET U
JOCTYIIOM K aKTyaJJbHOH HOPMAaTUBHO-
IpaBoBOM 0a3e, MyJIbTUMEAMIHOE 000py-
JIOBaHUE, cel(, XONOIWIBHUK; BUTPUHbI
JUISL OTKPBITOM M 3aKpBITON BBIKJIAJKU TOBA-
POB aNTE4YHOI0 ACCOPTUMEHTA, MAKEThI Jie-
KAapCTBEHHBIX CPEACTB, MEAUIIMHCKUX H3/e-
Ui, MEIULUUHCKUX HHCTPYMEHTOB, Ilapa-
(apMaLeBTUYECKON MPOTYKIUH.

Yuebnas ayoumopus Ne 59 ons camocmo-
AmenvHOU pabomul (KOMRbIOMEPHBIU
Kacc)

YueOHast MeOenb, CTYylbs, MEPCOHAJIbHBIC
KOMITBIOTEPHI, 00BEMHCHHBIE B JIOKAIBHYIO
CeThb ¢ BBIXOJIOM B MHTepHET u obecreue-
HHUEM JIOCTYyIa B JJIGKTPOHHYIO HH(OpMa-
[IMOHHO- 00pa30BaTEIbHYIO Cpelly YHUBEp-
CUTETA.

*CriequanpHble TOMELIEHNs - yuyeOHble ayUTOPUH JUIs IPOBEICHUS 3aHATUH JEKIIMOHHOTO TH-
1a, 3aHSITUH CEMHUHApPCKOI0 THUIA, KypCOBOTO MPOEKTUPOBAHUS (BBIIOJHEHHS! KYPCOBBIX padoT),
IPYIIIOBBIX U MHAMBHUAYAJIbHBIX KOHCYJIbTALUH, TEKYIIEr0 KOHTPOJS U IIPOMEKYTOUYHOM arTe-
CTalllH, a TaKXkKe MOMEIIEHUS Ul CAaMOCTOSITEIbHOIN paboTHI.




[Ipunoxenne Ne 3

JIucr perucrpanyuu usmMeHeHuii u qonojHeHnii Ha 2025-2026 yye6Hblii roa
B padouy0 nporpaMmy AMCUUIJIMHBI (MOIYJIsl, MPAKTHKH)
Jlenonpon3BoACTBO

(Ha3BaHME NUCUMILIUHBI, MOJYJIS, IPAKTUKH)

JUTsl 00y4aroLmxcst 5 Kypea,
CHEeUMATLHOCTD (HapaBJieHUE MOATOTOBKY): Dapmariys
dhopma 0OyueHHs: OUHas)/3a09Hast

M3MeHeHus 1 JONOJHEHUS B pabouylo MporpamMmy JUCLUILUIMHBI pACCMOTPEHBI Ha

3aceqaHuu Kadeaphl « » 202_ r. (mporokoit Ne )

3aB. xadenpoii HemunoBa M.A.
nOONUCDH

ConeprkaHre M3MEHCHHUI U TOTIOJTHEHUH

No | Pazpnen, Crapplii TEKCT Hogeli1 Teker KommMmenTtapuit
1/ | MyHKT,

HOMeEp

CTPaHHUIIBI,

ab3arl
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