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1 e u 3a1a4u OCBOEHHUSA TUCIUILIMHDI

Lean ocBOEHUST AUCIUIUIMHBI - 1aTh CTYJ€HTaM OCHOBHBIE TEOPETUYECKHUE 3HAHUS
JOKYMEHTAIlMOHHOTO 00eCNeUeHUs YIPABJICHUS U MPAKTUYECKOTO JIEJIOMPOU3BOJICTBA C
Y4eTOM BHEAPEHUS B cPepy yIpaBlIeHUs KOMIBIOTEPHBIX TEXHOIOTHIA.

3agaum AMCHUIUIMHBL

— HM3y4YEHHE TEOPETHUUECKUX OCHOB JIOKYMEHTAIIMOHHOTO 00ECIeUeHHUs yIPaBICHHUS,

— H3Yy4EHHE NIPUHIUIIOB FOCYIapCTBEHHOTO PETYJINPOBAHUS IEIONPONU3BOCTBA;

— O3HAaKOMJICHHE C OCOOEHHOCTSAMU OpraHU3alluu JOKYMEHTOOOOpoTa B OyXraire-
puu;

— HM3y4YeHHE CrIelUPUKUA OpraHu3alui padoThl CIYKObI 1€IOPON3BOJICTBA;

— HU3yuyeHHEe creluUKU BCEX ATANoOB 00paOOTKM TOKYMEHTOB, & TaKKe TEKYIIEro
XpaHEeHMsI IOKYMEHTOB U OJATOTOBKH JI€JI K apXUBHOMY XPaHEHUIO;

— OBJIAJICHUE TPUKIATHBIMUA 3HAHUAMU B 00JIACTH O(OPMIICHUS YIPaBICHUECKUX
JOKYMEHTOB M IPUMEHEHHsI 0OCOOEHHOCTEH S3bIKa U CTUJIS CIIY>)KEOHBIX JOKYMEHTOB.

2 Mecto nucuumiinibl B cTpykrype OOII

Kypc «/lokymeHnrannonHoe obecrieueHne ynpaBleHus» OTHOCUTCS K obmenpodec-
CHOHAJIbHBIM JIMCLUHUIUIMHAM B IIPOrpaMMe MOATOTOBKH CIIEHUATNCTOB CPEAHETO 3BEHA IO
cneruanbHoctd 38.02.01 DxoHOMUKa M OyXraiatepckuil yder (1o OTpaciisiM) U SIBISIETCS
0a30BbIM JJIS IOJYYCHHS TEOPETUUECKON M HauyalbHOM MPaKTUYECKON MOJATOTOBKH K U3Y-
YEHUIO0 KOMILIEKCA CIIEHUANbHBIX AUCIUIIINH.

W3ydenune qaHHON TUCIUILIMHBI 0a3UPYyeTCs Ha CICAYIOUUX JUCIUILUINHAX:
- PYCCKHI SI3bIK M KYJIbTypa PEUH;
- HCTOPHS,
- MEHEKMEHT;
- SKOHOMHKA OpTaHu3alIuy;
- HAJIOTH U HAJIOTOOOJIOKEHUE.

3 Komnerenuuu ody4ariuerocsi, popmupyembie B pe3yjibTaTe 0CBO-
eHM Sl TUCHHUIJINHBI

3.1 Tlepeuens o6mekynpTypHbIX (OK) 1 npodeccuonanbubix (I1K) kommereHimii

Ho- ConeprxkaHre KOMIETSHITUH (WA €€ YacTH )
Mep/UHIEKC
KOMITCTEHITUH

Bri6upats ciocoObl perienns 3a1a4 npopecCuOHaNbHOMN AeATeIbHO-
CTH IIPUMEHUTENBHO K Pa3JIMYHBIM KOHTEKCTaM,;

OK 01

Hcnonb30BaTh COBPEMEHHBIE CPE/ICTBA TOMCKA, AHAIN3A U UHTEPIIPE-
OK 02 Tanuu nHGopMauu 1 HHGOPMAIIMOHHBIE TEXHOJIOTHH JIJIsl BBITIOTHE-
HUs 3a]1a4 NpodhecCuOHaIbHOM IeITeNbHOCTH,

HJ'IaHI/IpOBaTI) " p€aJiIn30BbIBATDH COOCTBEHHOE HpO(bCCCI/IOHaJ'IBHOC )41
JJUIHOCTHOC pa3BUTUC, MPCANMPHUHHUMATCIBCKYIO ACATCIILHOCTL B

OK 03




npodeccruoHanbHOM cdepe, UCIoab30BaTh 3HAHUS MO (PUHAHCOBOU
I'PAaMOTHOCTH B PAa3JIMYHBIX )KU3HEHHBIX CUTYalUsIX;

O} dexkTuBHO B3aUMOAECHCTBOBATH U padOTaTh B KOJJIEKTUBE U KO-
MaHJIE;

OK 04

[Tonp3oBaThCs MpodecCHOHANTBHON JOKYMEHTAITUEH Ha TOCy1ap-
CTBEHHOM M MHOCTPAHHOM SI3bIKAX

OK 09

IIK 1.1, OOpabaTbIBaTh NEPBUYHBIE OYXTANTEPCKHE JTOKYMEHTHI

4 ConepskaHue U CTPYKTYpPa IUCHMILIMHBI

4.1 CTpyKTypa AUCHUILTHHBI
OO6mast TpyI0€MKOCTh JTUCITUTIIIMNHBI COCTABISAET36 YacoB.

Bun paGotsr TpynoemMKoCTh, 4acoB

3 cemecTp Bcero
O01mas Tpy10eMKOCTh 36 36
AyauTopHasi pa6oTa, B T.4.: 28 28
Jlexyuu (JI) 14 14
ITpaktnueckue 3austus (I113) 14 14
CamocrosiTesibHas padoTa: 8 8

Bujx MTOroBOro KOHTPOJIs Koutponbshas | KonrponbHas pa-
pabota 6ota

Pa3znenanl AMCHUILIMHBI

KonmgecTso uacos | BHE
AynuTtopHast i
Ne 6 ayz.
HaumenoBanue paznenos padoTa
pa3- 1 MX COflepKaHue Bee pa-
nena ro 0o0-
J | II3 | JIP Ta
CP
1 2 3 4 5 6 I
1 OcHoBHbIe MOHATHS U TepMuHoJorus 10Y. Yuu-
GuKanMs M CTAHAAPTH3ANHUS YIPABIEHYECKUX 10- 5 2 2 1
KYMEHTOB
[ToHsATHE TEPMUHOB «IOKYMEHT», «IOKY-
MEHTOBE/ICHUE, «TOKYMEHTAIMOHHOE 00eCcTIeyeHHE
VIIPABJICHUS», «JOKYMEHTOIMOTOKY, «IOKYMEHTO000-
por». HopmatuBHO-1IpaBoBas 0a3a opraHu3aiiu JOKy-
MEHTAIMOHHOTO 00eCTICUeHHsI YIIPaBJICHUS KaK OCHOBA
texHosoruu npoueccoB ynpasnenus. ['CJOY. Cocras
YIIpaBJICHYECKUX JTOKYMEHTOB. [IOHSATHE CHCTEM JOKY-
MEHTalUUHU. YHUPHUKAIMS U CTaHAAPTH3ALUS yIIpaBIICH-
YEeCKHUX JIOKyMEHTOB. BU/IbI TOKYMEHTOB, HX KJIaCCH-
¢ukarus. Hocurenu, Ha3HaueHUe, COCTaBHBIE YaCTH
JOKYMEHTa
2 | JlokymMeHTHpOBaHHE YNIPABJICHYECKOH JeATeJbHOCTH 5 2 2 1
OpraHu3anuu




OOurre TpeboBaHUS K TEKCTAM JIOKYMEHTOB. SI3bIK U
CTHJIb CITYKEOHBIX JOKYMEHTOB. OOIIIe-IIPUHSTHIC CO-
KpameHus. Vcrnonbp3oBaHue yuces, 3HaKOB U J1aT B J10-
kymeHTax. CTpykrypa Tekcra. [loHsaTue pekBusuTa: co-
CTaB ¥ mpaBuia ux opopmieHusi. PEKBU3UTHI 3aroio-
BOYHOM, CoiepKaTeIbHOM, 0hopMIISIONIEH JacTe J10-
KymeHTa. TpeboBanus k 6mankam. Bugsl 61ankos. Co-
BPEMEHHbIE TEXHOJIOTUU

B 0()OPMIICHHH TJOKYMEHTOB

CucreMbl pa3padoTKH ypaBJeH4YeCKO TOKYMeH-
Taluu

HasznaueHue u coctaB OpraHu3aliOHHO-TIPAaBOBOM J10-
kymeHTanuu. L{ens pazpaboTku opraHu3aIliOHHO-
MIPABOBBIX TJOKYMEHTOB, UX BUbl. CocTaBlieHHE U

o opMIICHHE OPTaHU3AIMOHHO-TIPABOBOM TOKYMEHTa-
1007078

Hasnauenue u coctaB OyXraiarepckoil TOKyMEHTAIIUH.
[Iponienypa u3ganust OyXraJTepcKkor JOKyMEHTAIUH.
TpeboBaHMs K COCTaBICHUIO U OPOPMIICHHIO OyXTrai-
TepCKoM JoKyMeHTaruu. Haznauenue u cocraB nHGOP-
MalMOHHO-CIPAaBOYHOM ToKyMeHTauuu. COCTaBICHHUE U
odopmiieHre HHPOPMAITMOHHO-CIIPABOYHOMN JTOKYMEH-
TalHH.

[Tonsitue nenoBoit nepenucku. Kimaccudukanms u oc-
HOBHBIE BUbI uceM. CTpyKTypa JenoBbix nucem. Co-
CTaB PEKBU3UTOB JIEJIOBOTO MUChMa U MpaBUia UX
opopmienus. Kommepueckas nepenucka. [[pyrue Bubt
JIEJIOBOM MEePEnuCKU: TeJlerpaMMa, 3JIEKTPOHHOE CO00-
nieHne, Gakc

JlokymMeHTHPOBaHMEe TPYAOBBIX IPABOOTHOIIEHU I

Tpynossie npaBooTHomeHUA. [lopsanok npuema, nepe-
BOJIa M YBOJIbHEHHUSI COTPYAHUKA, YHU(DHUIIMPOBAHHBIE
dbopMbl ToKkyMeHTOB. CocTaBlieHHE TOKYMEHTOB, Pery-
JIAPYIOIIUX TPYAOBBIE IIPABOOTHOIIECHHUS.

2

Opranunsanust padoTbl ¢ JOKYyMEHTAMH

Opranu3anus T0KyMEeHTO000pOTa M €r0 OCHOBHBIC JTa-
Ibl. AHAIU3 CTPYKTYPBHI U 00BEMa TOKYyMEHTO000pOTa.
Peructparnus noxkyMeHTOB. KOHTpOJIb UCTIOTHEHHUS 10-
KYMEHTOB.

CucremMaTu3anusi 1 XpaHeHHe JOKYMEHTOB B /1€J10-
NMPON3BOJCTBE

OO6mue TpeboBaHUS K CHCTEMATH3alUHA IOKYMEHTOB 1
odopmienuto nen. Homenknarypa aen. Paznensr Ho-
MEHKJIATYpBI Je)T opranu3anuu. Opranu3aius TeKyIe-
ro XpaHeHHs JOKyMeHTOB. [lonroTroBka aen K JIUTEb-
HOMY xpaHeHuto. OopmiieHre u nepenaya el B apXuB

KoMnbroTepuszanus 1eJ0nMpon3BoacTBA
B Oyxrajrepuu




OO0mast XxapakTepUCTHUKA OpraHU3alMOHHBIX TEXHUYE-
ckux cpenct. CoBpeMeHHbIE HH(POpMa-IIHOHHBIE TEX-
HOJIOTHUHU CO3AaHNs NOKYMCHTOB U aBTOMATU3allUN 10~
KyMeHTOooOopoTa. Opranu3anusi padoThl C JIEKTPOH-

HBIMHW JOKYMCHTAMU

Hroro:

36 14 14

4.2 Conep:xaHue pa3iejoB IUCIUIJINHBI

No HanMeHOBAMME Conepxanue paszzaena
pas-
paszena
nena
1 2 3
1 | OcHoBHbIe TIOHATHS U | [[oHSITHE TEPMUHOB «IOKYMEHT», «JIOKYMEHTOBE-
tepmunonorus JJOY. | nenune», «10KyMEHTAlMOHHOE 00eCIeYeHne yIpaB-
YHudukanus v cTal- | JICHUSD, «TOKYMEHTOIOTOK», «JI0KYMEHTOO00POT.
JapTu3alus ynpas- HopmatuBHoO-1ipaBoBasi 0a3a OpraHu3aluu JOKY-
JICHYECKUX IOKYMEH- | MEHTAallMOHHOTO 00ecleueHus: yIpaBiIeHusi Kak Oc-
TOB HOBA  TEXHOJIOTUM  TPOLIECCOB  YIPABICHUS.
I'CHOY. CocrtaB ynpaBlIEHYECKHX JOKYMEHTOB.
[lonaTtre cucrtem AOKyMeHTalUWu. YHUDUKAIUSI U
CTaHJapTU3alusl yIOPaBICHYECKUX JIOKYMEHTOB.
Buapl nokymenToB, ux knaccudukamnms. Hocurenn,
Ha3HAYEHHE, COCTABHBIE YACTU JOKYMEHTA
2 | HokymentupoBanue | OOuiue TpeGoBaHMS K TEKCTaM JOKY-MEHTOB. SI3bIK
YIPABJICHUYECKOU JIe- | M CTUJIb CIYKEOHBIX TOKyMEHTOB. OOIIEPUHATHIE
SITEJIbHOCTH OpraHu- | cokpanieHus. Mcrnosib3oBaHue 4ucell, 3HaKOB U J1aT
3a1uu B 1oKymeHTax. CTpykrypa Tekcra. [lonarue pexksu-
3UTa: COCTaB U MpaBuiia ux opopmiieHus. PekBusu-
Thl 3aroJOBOYHOM, COAEpKaTEIbHOM, OQPOpPMIISIO-
eV YacTer JOKYMEHTA.
Tpeboanus k Onankam. Buapl OmankoB. CoBpe-
MEHHbIE TEXHOJIOTUH
B 0(hOPMJICHUH JTOKYMEHTOB
3 | Cucremsl pazpaboTtku | HazHaueHue u coctaB opraHM3alimOHHO-TIPABOBOM

YIPaBIECHYECKOU J10-
KyMEHTaluu

nokyMmenTaiuu. Llens pa3paboTku opraHU3auoH-
HO-TIPABOBBIX JIOKYMEHTOB, UX BUJbl. COCTaBIICHHE
U o(popmIleHHE OpPraHU3allMOHHO-TIPAaBOBOM JOKY-
MEHTalluu

Ha3naudenue u coctaB OyXrajaTepckoi J0KyMeHTa-
uuu. [Ipouenypa nznanus OyxraaTepcKkoil TOKy-
MEHTallUH.

TpeboBaHUs K COCTaBICHUIO U OPOPMIICHHIO OYyX-
rajrepckoi fokymenranuu. Haznauenue u cocras
uH(GOPMaIMOHHO-CIPAaBOYHOM JoKyMeHTaruu. Co-
CTaBJIeHHE U opopmiieHHne HHPOPMAITMOHHO-
CIPAaBOYHOM JOKyMeHTauuu. [loHsTue nenosou ne-




penucku. Kinaccudukaiyst 1 OCHOBHbIE BU/IbI ITU-
ceM. CTpykTypa JenoBbix nuceM. CocTaB peKBU3H-
TOB JICJIOBOTO MTMChMA U MpaBuiia X 0(hOpMIICHHUS.
KommMmepueckas nepenucka. Jlpyrue Buabl A€10BOM
NEPEeNUCKU: TeJerpaMMa, FIEKTPOHHOE COOOIICHHE,
dbakc

4 | JokymeHntupoBanue | Tpyznossle npaBooTHomeHus. [Topsanok mpuema,
TPYAOBBIX MMPABOOT- | IEPEBOJA U YBOJIbHEHUSI COTPYIHUKA, YHUDUIIUPO-
HOILIECHU BaHHBIE (POpMBI TOKyMeHTOB. CocTaBIeHUE AOKY-

MEHTOB, PETYJIUPYIONUIUX TPYIOBbIE TPABOOTHOIIIE-
HUS

5 | Opranuzanus pabots! | OpraHu3aius T0KyMeHTO000pOTa 1 €r0 OCHOBHBIC

C TOKyMEHTaMH 3Tanbl. AHAU3 CTPYKTYPHI H 00beMa JOKYMEHTO-
obopoTa. Peructpariusi 1 KOHTPOJIb UCTIOTHEHHUSI
JTIOKYMEHTOB

6 | Cucrematuzauus u OO01ue TpeboBaHUS K CUCTEMaTH3alluHU TIOKyMEH-
XpaHeHue N0KyMeH- | ToB 1 odopmienuio nei. Homenknarypa nen. Paz-

TOB B JICJIONIPOU3BO/I- | A€JIbl HOMEHKJIATYPBI e opranuzanuu. Opranuza-

CTBE U TeKYIEro XpaHeHus JoKyMeHTOB. [loaroroska
Jiel K JUITeabHOMY XpaHeHuto. OdopmiieHue u ne-
penaya Jiei B apXHB

7 | Komobrorepusams OO1mas XxapakTepuCcTUKa OPraHU3alMOHHBIX TEXHH-
JICIIONPOU3BOCTBA B | YeCKUX cpencTB. OCHOBHBIE MPUHITUTIBI pabOTHl B
Oyxrantepuu aBTOMATHU3WPOBAHHBIX CHCTEMaX YIpPaBICHUS, BU-

JIbI OPTTEXHUKH U CIIOCOOBI ee ucmosib3oBanus. Co-
BpEMEHHbBIE MHPOPMAITMOHHBIE TEXHOJIOTHUH CO3/1a-
HUS IOKYMEHTOB U aBTOMATH3aIMH JOKyMEHTO000-
pota. Opranu3zanus paboThl C 3JIEKTPOHHBIMHU JI0-
KyYMEHTaMH
4.3 IlpakTH4ecKHe 3aHATHS
Ne Ne Tema Kon-BO
3aHA- | pas- 4acoB

TUS | Jena

1 2 | OCHOBHBIE PEKBU3UTHI JOKYMEHTOB, CIIOCOOBI MX 0(DOPMIICHUS. 1

2 2 Bupr 6;1aHKOB, 00pa3yOMIMXCS B IEATEILHOCTH OPTaHU3aInN 1

3 3 | OdbopmieHue opraHu3alMOHHO-TIPABOBOM IOKYMEHTAIIMU Ha 1

IpUMEpPE TOJOKEHUS O CTPYKTYPHOM MOAPA3ICICHUN U JTOK-
HOCTHOUW MHCTPYKIIMH

4 3 | IlpaBuna odopmieHus: GUHAHCOBO-OTUYETHBIX JOKYMEHTOB 1

5 3 | Obopmrnenue nHHOPMALIMOHHO-CIIPABOYHON JOKYMEHTAIIMHU HA 1

npUMepe aKTa npuemMa-rnepeaadu aein




6 3 | CocTaB peKBU3HUTOB U CTPYKTYpa JEJIOBBIX MUCEM, ITpaBuiIa UX 1
opopmienus. OdhopmiieHre Mepenrucku Mo 3aKIYEHUIO0 KOH-

TpaKTa
7 4 | Pa3zpabotka u ohopmIiiIeHHE TPYIOBOTO JOTOBOPA (KOHTPAKTA) 2
8 4 | OdopmieHre TPYIOBBIX OTHOIIEHUH C MOMOIIBI0 YHUPHUIIHPO- 2

BaHHBIX (DOPM JOKYMEHTOB Ha IPUMEPE TPYIOBOTO JOTOBOPa
npuKasa o mpreme Ha padoTy

9 6 | OdopmieHue OyXraaTepcKol JOKyMEHTAIMH IS Iepe/iauu B 2
apxuB
10 7 | OdopmiieHHE TBOPUYECKUX OTUETOB M MIPE3CHTAIMH 110 pa3jie- 2

JaM JUCIHUIIIIMHBI

4.4 CaMmocTOsITeIbHOE U3Y4YeHHE Pa3/1eJ0B JUCHUIJINHbBI

Ne Bormnpocsl, BBIHOCHMBIE Ha CAMOCTOSITEIbHOE U3YUEHUE Kon-Bo
paznena 4acoB

1 2 3

1 HcTtopust pa3BuTHUs ASIONPOU3BOACTBA. Y HUPUKALIUS U 1

CTaHaapTu3anus YIpaBJICHUYCCKUX JOKYMCHTOB

2 [IpaBuia n3nokeHHus1 MaTepraia 1 JIOTH4eCKOro NOCTPOCHHMS 1
TeKcTa JoKyMeHTa. OTKIOHEHUS OT JIUTEPaTypHBIX HOPM B
TEKCTax IOKyMEHTOB

3 Cocrapnenue u opopmIIeHHE OpraHU3alMOHHO-TTPABOBOM 1
nokyMmeHTanuu. HasHauenue u coctaB HHPOpPMAIIMOHHO-

4 [Topsimox mpuema Ha paboOTy HOBBIX cOTpyIHUKOB Odopmiie- 1
HUE IITATHOTO PaclMCaHus, y4eT paboyero BpeMeH!, OXpaHa
Tpyaa

5 Opranu3aius J0KyMEeHTO000pOTa M €T0 OCHOBHBIE TaITbI 1

6 Homenknatypa aen. Pa3gensl HOMEHKIATYPBI €1 OpraHu3a- 1
UM, DKCIepTr3a LeHHOCTH JOKyMeHTOB. [loaroroska aen k

7 OCHOBHBIE PUHITUTIBI PAOOTHI B aBTOMAaTU3UPOBAHHBIX CH- 2
CcTeMax YIpaBJICHHS, BUIbI OPTTEXHUKH U CIIOCOOBI €€ HC-
MI0JIb30BaHUS
Hroro: 8

5 O0pa3oBaTe/ibHBIC TEXHOJIOIHH

Bri6op opranuzarmonHoi (Gpopmbl pabOTHI, COOTBETCTBYIOMICH THUITY BBHITIOJIHS-
eMOTO 3aJaHus, a Takxke dPHEKTHBHOE PYKOBOJCTBO U YMPABICHHUE JIEATEILHOCTHIO CTY-
JICHTOB, €€ PErYJIUPOBAHUE HA 3aHATUM CIIOCOOCTBYET MHTEHCU(DUKAIIUM TIpoliecca o0yde-
HUSL.

B mporecce mpenonaBaHus JAaHHOW JMCHIUIIIMHBI UCTIOJIB3YIOTCS KaK KIIaCCHUYe-

8




CKHME MeTOAbl 00ydeHUs (JIEKIIMH, MPAKTHUYECKUE pabOThl), TAK U pa3IMuHbIE BUbI CaMO-
CTOSITEJIbHOM pabOThI CTYJIEHTOB I0 3a/IaHUI0 TIpenoiaBarens (pedepaTsl, JOKIaabl, TBOP-
YECKHUE OTYETHI), KOTOPhIE HAIIPABIEHbI HA Pa3BUTHE TBOPUYECKUX KAYECTB CTYJICHTOB U Ha
MOOIIPEHUE UX UHTEIJUIEKTYabHBIX MHUIIUATHB.

5.1 NUuTepakTuBHBIC 00pa3oBaTe/bHbIC TEXHOJIOIHH, UCIOJIb3yeMble B ayIu-
TOPHBIX 3aHATUAX

Bun 3a-
Hcnonb3yemble HHTEpAKTUBHBIE 00pa30BaTeIbHbIC Kon-Bo
Cemectp | HATHUA
TEXHOJIOTHH Yacos
(JI, TIP)
[TaccuBHBII METOI: OMPOC, CAMOCTOsITEIbHAS paboTa,
TECT
T AKTHUBHBIN 1 HHTEPAKTUBHBIN METO/IbI: U3yUYECHUE U 14
i 3aKperuieHre HOBOI'O MaTepuaa ¢ UCIOJIb30BaHUEM
BUJICO MaTepUAIIOM, SJIEKTPOHHBIX MPE3EHTAIUH,
TBOPUYECKUX paboT
P Mertoa npoekToB, HHGOPMAITHOHHO-
KOMMYHHKAIIMOHHBIE TEXHOJOTUU 14
Hroro: 28

6 OueHouHble CpeACTBAa JIA TEKYLIEro KOHTPOJIS yCIeBaeMOCTH M
NMPOMEKYTOYHOM aTTeCcTAIUM

6.1 KonTpoJsbHbIEe BONIPOCHI JISI CAMONPOBEPKU

Paznen 1. OcHoBHbIe MOHATHSA U TepMmuHogaorus JOY. YHupukauus 4 cTaH-
AapTU3aUMs YIPABJIEHYECKHX JOKYMEHTOB

1) Yro BritOUaeT B ceOS MOHATUE «ICIOMPOU3BOACTBO»?

2) CdeM CBs3aHO MOSIBJICHUE MOHATHS «JIOKYMEHTAIIMOHHOE OOeCIeucHUe
YIPABJICHUS»?

3) MHcropus pa3BuTHs IEIONPOM3BOICTBA HA Pycu.

4) Kakue crmocoObl JOKYMEHTHPOBaHUS (3amedaTiieHns HHPOPMAaIlii) BaM
W3BECTHBI?

5) B uéwm B3aMMOCBS3b MOHATHUS «UHPOPMALIHS» U «TOKYMEHT»?

6) OcHOBHBIC MOHATHS B 00JIACTH IOKYMEHTAIIMOHHOTO O0CCIICUCHUS YITPABIICHUSI.

7) Urto moHMMAETCs MO FOPUIANICCKON CHIION TOKYMEHTa?

8) Uro Takoe «cHucTeMa TOKyMEHTAIlMU» U «yHHU(DUIIUPOBAHHASI CHCTEMA JIOKYMEH-
Tanum»?

9) Kak BBl HOHUMAaETE NPOIIECC CTAHIAPTU3AINH JOKYMEHTOB?

10) Kak BbI MOHMMaeTe MPOLECC YHU(PHUKAIIMH JOKYMCHTOB?

11) YauduuupoBaHHbIe CHCTEMbI JOKYMEHTOB M UX POJIb B YIIPaBICHUU OpraHHU3a-
IIMY ¥ BBITIOJIHEHUH YIPABICHUYECKUX (DYHKIIHMA.

12) HopmaTHBHBIE JOKYMEHTBI, ONPEACIAIONINE AeITCIbHOCTh OPraHU3allNH.

13) Kakoso 3nauenue 'CJOVY u uTo oHa periaMeHTHPYET?

14) Yo perinaMeHTHPYET THIIOBAsk HHCTPYKIIUS 110 I€JIOMPOU3BOJICTRY?



15) Kakoe 3nauenue umeer [OCT P 6.30-2003?
16) TpeOoBaHus K 0OPMIICHHIO TOKYMEHTOB

Paznen 2. JlokyMeHTHpOBaHMe YNpPaBJieHYECKOH JesITeJIbHOCTH OPraHu3a-
IMH: PEKBU3UTHI JOKYMEHTOB, IPABWJIA UX 0(OpMJIeHUs

1) Ponp nenoBoit jokyMeHTalMu B (pOPMUPOBAHUU U JIEMOHCTPALUU KYJIBTYPHI U
UMUKa OpraHU3aIiy.

2) B yem npeumyiiecTBa cocTaBieHUs U 0(GOPMIICHHUS TOKYMEHTOB Ha KOMIIBIOTE-
pe?

3) O6mue TpeboBaHUs K CTPYKTYpe TEKCTA JOKYMEHTA

4) TpeboBanusi K OQOPMIICHHIO TEKCTa JOKYMEHTA: PUCYHKH, TaOJHIIbI, CXEMBbI,
Auarpammbl, HCIIOJIb30BaHUE (POpMyT

5) S3bIK U CTHIIb CITY>KEOHBIX JTOKYMEHTOB

6) Kakue oOmenpuHsaThIe COKpAIEHUs AOMYCKAIOTCS B TEKCTAX JOKYMEHTOB?

7) Ucnionb3oBaHre KOPPEKTYPHBIX 3HAKOB.

8) Hcmosb30BaHuUE YKCeN, 3HAKOB U JIaT B JOKYMEHTAX.

9) dopmyisp-oOpaselr JOKYMEHTOB.

10) Kakoii opmat Oymaru peKOMEHI0BaH JJisi OPOPMIICHHSI CITY)KEOHBIX TOKYMEH-
TOB?

11) Knaccugukaius TOKyMEHTOB.

12) HazoBuTe OCHOBHBIC BUJIbI OJIAHKOB, IPUMEHSICMBIC B YUPEIKICHUSX.

13) PekBHU3HTHI, UCTIOIB3yEeMbIE JIJIsl COCTABICHHE OTACIBHBIX BHIOB JJOKYMEHTOB.

14) KakoB HOpsI0K aJipecoBaHus JOKyMeHTa?

15) KakoB nopsiiok opopMIIeHuUs IPUI0KEHUH K JOKYMEHTY?

16) KakoB mopsiiok opopMIICHHSI PEKBU3UTOB «ITOJIMUCHY U «OTMETKA O 3aBepilie-
HUU KOTTUN»?

17) Kak oopmiisieTcs cormacoBanue JOKyMeHTa?

18) KakoB mopsi1oK MpOCTaBJICHUS HA JJOKYMEHTAX revyarei’?

19) VkaxxuTe 3Tarbl MOATOTOBKU JTOKYMEHTA.

20) Kakue o6miue TpeOOBaHUS NPEIBIBISIFOTCS K TEKCTY JOKYMEHTA?

21) VI3 KakuX CMBICIOBBIX YacTeH COCTOMT TEKCT JOKYMEHTAa M KaK OHHU pacroJara-
FOTCSl B TeKCTE?

Paznen 3. Cucrembl pa3padoTKu ynpaBJeHYeCKOH TOKyMEeHTAIUU

1) HazoBuTe BU/bI OPraHU3AMOHHBIX JOKYMEHTOB U YKKUTE OCOOCHHOCTH UX CO-
CTaBJIEHUS U OPOPMIICHUSI.

2) Uto coboit mpeacTaBiseT YCTaB OpraHU3aliyd ¥ KaKOBbI OCHOBHBIC TPEOOBAHMSI
K €0 COJEPKaHUIO

3) Uro Takoe nojoxeHue?

4) Kakue ObIBaroT mojoxeHus? J{Jis 4ero OHU COCTaBIISIFOTCS?

5) Kakue pekBU3HUTHI BXOAAT B mojiokeHue? M3 kakux pas3/iesoB COCTOUT TEKCT 0~
noxeHus? UTo ykas3bIBaeTCs B KaXKJ0OM U3 pa3iesioB?

6) Kem yTBep K IaroTcs mooKeHus?

7) OYHKIMK U CTPYKTypa OyXrairepun

8) Uto Takoe uHCTpyKIusA? UTO Takoe JOJDKHOCTHASI MHCTPYKITHSI?
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1)

9) U3 xakux pas3ienoB COCTOUT TEKCT JODKHOCTHOM MHCTpYKiuu? UTo yka3biBaeT-
Csl B KQXKJIOM M3 pa3/iesoB?

10) Knaccudukanus 0yxXraaTepckoi JOKyMEHTaI[UH

11) Ha3Hauenue u cocTaB OyXraJTepCKOM JOKYMEHTAIIUN

12) B uem 3akirogaeTcs nporeaypa u3gaHus OyXrajaTepckoi T0KyMEHTAIlUU

13) Kakue TpeOoBaHMS MPEIBSABISIOTCS K COCTABICHUIO M O(QOpMIICHHIO Oyxraj-
TEPCKON JOKYMEHTALH?

14) IlepBuuHble OyXrajJtepckue AOKYMEHTbI — HOCHUTEIH 3KOHOMHYECKOW HH(Op-
Manuu. TpeboBaHHS K HUM

15) ®opmbl OyXraaTepCcKux JOKYMEHTOB, IPUMEHICMbIX Ha MPEANPUITHN

16) B uem o0coOEHHOCTH COCTaBACHHS M O(QOPMIICHHS HWH(POPMAIIMOHHO-
CIIPABOYHBIX TOKYMEHTOB?

17) TpebGoBaHus K CTPYKType u 0(hOPMIICHHIO HH(OOPMAITHOHHO-CIPABOYHBIX JOKY-
MEHTOB;

18) Kakue TpeboBaHUs MPEIBIBISIOTCS K TEKCTY CIPABOK, aKTOB?

19) Kakue TtpeOoBaHHS TPEIBSBISIOTCS K TEKCTY JOKIAJHBIX 3alKMCOK, OOBSICHU-
TEJIbHBIX 3aMMUCOK?

20) Kakue TpeboBaHUS MPEIBSABISIOTCS K COCTABJICHUIO U OPOPMIICHHUIO CITY>KeO-
HbIX nuceM? Pa3HOBUIHOCTH TTUCEM?

21) JlenoBasi KOPPECIIOHACHIUS B COBPEMEHHBIX YCIOBHSIX.

22) Knaccudukanus AeI0BbIX TUCEM.

23) CTpyKkTypa JIeJI0BOr0 MMChMa U €r0 PEKBU3UTHI.

24) TeKCT aeIoBOro MuchMa

Pa3nen 4. lokyMeHTHPOBaHMeE TPYAOBBIX PABOOTHOIIEHU A
Yo Takoe TpyAOBbIE OTHOLIECHUA?

2) Kro siBisieTcsi CTOpOHaMU TPYIOBBIX OTHOIICHUH?

3) Uro sBisieTcst HA4aJIoOM TPYIOBBIX OTHOIICHUH MEKIY paOOTHUKOM U paboToa-
Tenem?

4) Kaxkue TOKyMEHTBI OTHOCATCS K JIOKYMEHTaM I10 JINYHOMY COCTaBY?

5) Kakumu JDOKyMEHTaMHU COMPOBOXKIACTCS MpPHUEM, MEPEBOA W YBOJIHHEHHE CO-
TpyJIHUKA?

6) Ha kakoii cpok MOXKET 3aKJII0YaThCs TPYAOBOU JTOTOBOP?

7) TlepednciuTe OCHOBHBIC TIOJOKEHHS TPYIOBOTO TOTOBOpA

8) Kakue MOKYMEHTHI MpPEIbsBISIET PAaOOTHUK Pa0OTOMATENI0 MPU 3aKITFOUYCHHU
TPYOBOTO JOroBopa?

9) Yro Takoe aHKeTa, pe3toMe, aBTOOHOrpadusi, XapaKTepucTuKa?

10) Ha xoro 3aBonsITCS TPy IOBBIE KHUKKH?

11) TpeGoBaHus1, MpeabsBIsIEMbIC K BEICHUIO U XPAHEHHIO TPYIOBBIX KHIKEK

12) Kak popmupyetcs aumanoe aeno?

13) Kak onpeaenuTh CpOK XpaHEHUS JOKYMEHTOB I10 INYHOMY COCTaBYy?

14) YaudunupoBaHubie HOPMbI KIPOBBIX JOKYMEHTOB?

15) Kakue aBTOMAaTH3MPOBAHHBIC CUCTEMbI Pa0OTHI C KaJIPOBBIMH JOKYMEHTAMH BbI
3Haere?

Pa3znen 5. Opranuszanusi padoThsl ¢ JOKyMeHTalMel
11



ca?

1) TlonsTHEe TOKyMEHTOOOOpOTA
2) UYro nmonHumaercs moj 00beMOM JOKYMEHTOO0OpOTa, MOYEMY OH YBEIUYHBACT-

3) OCHOBHBIC IyTH pelieHHs MPo0IeM HHOOPMAIIMOHHOM ITEPErPy3KU
4) Kakuie opraHM3allMOHHBIC JOKYMEHTBHI ONPEACIISIOT MOPSIOK JABMXKCHUS JOKY-

MEHTOB B OpTraHHU3alnu?

5) Map]_Hp}ITBI ABUKCHUSI UCXOIAIINX, BXOOAIINX W BHYTPCHHUX ITOKYMCHTOB B

OpraHu3anunun, uX OIITUMH3aIlA.

TOB

1)

6) IIpenBapuTeabHBII MPOCMOTP U PACIIPEACIICHUE MOCTYITMBIINX JOKYMEHTOB.
7) OpraHu3zaiys perucTpalyy MepBUYHBIX JOKYMEHTOB
8) HWunaekcanus nen. Bo3sMo)kHbIC BapuaHThl PETUCTPAIIMA U HYMEPAIUH JTOKYMEH-

9) B uem 3akir0uaeTCs KOHTPOJIb UCIIOJHEHHUS TOKYMEHTOB?

Pa3nen 6. CucremaTu3zanus u XpaHeHue JOKYMEHTOB B /1eJIONPOU3BO/ICTBE
Yrto Takoe HOMEHKIATypa Aen?

2) OOmue TpeOOBaHUS K HOMCHKIATYpE JAe?

3) Buabl HOMEHKIIATYD JIE.

4) Tlopsimok cocTaBlICHHUs] HOMCHKIIATYP JIE.

5) Kak opopmisieTcss HOMEHKIIATypa Jen?

6) Kewm u xoraa cocraBisieTcss HOMEHKIATypa jaen?

7) Kak ocymectsisiercs: popmupoBanue nen?

8) Ilopsaok U CPOKU XpaHEHUsS OyXTalTePCKUX JOKYMCHTOB M YUETHBIX PETUCTPOB

9) CucremaTH3alus U XpaHEHUE TOKYMEHTOB

10) [TyTu coBepIIEeHCTBOBAHUS JICTIONPOU3BOJICTBA

Pa3nen 7. KomnbloTepusanus 1eJI0NPOU3BOACTBA B OyXrajrepun
1) OOmas xapaKTeprCTUKa OPTaHU3AIMOHHBIX TEXHUYECKUX CPE/ICTB
2) Kakue coBpeMeHHbIE HH()OPMAIMOHHBIC TEXHOJOTHH MPUMEHSIOTCS B CO3J1a-

HUU JOKYMEHTOB?

MMU:

3) ABTOMAaTH3MpPOBaHHBIC CUCTEMBI YIIPABJICHHS JOKYMEHTOO00pOTA

4) Opranau3zaius padoThI C JICKTPOHHBIMH JOKYMEHTaMHU

5) Bubl OPIrTEeXHUKH U CIIOCOOBI €€ MCITOJIb30BaAHMSL.

6.200pa3en TeCTOBOI0 3aaHusl AJIsl TEKYIIEro KOHTPOJISI YCIIeBA€MOCTH

1) Kako#i Bun nH(pOpMAIUN TECHO CBSI3aH C MPOLIECCAMH YIPABICHUS KOJUICKTUBA-

a) Hay4Has;

0) colranbHO-3KOHOMHUYECKAS;
B) KyJIbTypHas,;

I) TeXHUYECKAs;

1) HET MPaBHILHOTO OTBETA.

2) O0s13aTenbHbIe HHOOPMAIIMOHHBIE AJIeMEHThI 0(OpMIICHHS OPHUIIHATBHOIO J0-

KyMCHTA:

a) CTaHAapT;
12



0) PEeKBHU3HT;

B) YCJIOBHBIE 0003HAYEHUST,
r) Bu3a u rpud;

1) HET MPaBHILHOTO OTBETA.

3) Ko BriepBbIC MPETOKIIT YHUPHUKAIMIO CIYKEOHOM MEpeUuCcKu:
a) [etp I;

0) nexper CHK;

B) B.1.JIenuH;

r) M.M.Crniupanckui;

1) HeT IPaBHJILHOTO OTBETA.

4) VicxoaHbIi TIPaBOBOM aKT, ONPEISISIFOIINA TOCYIapCTBEHHYIO IMOJIMTHUKY B chepe
MH(OPMAIMOHHO-AOKYMEHTAIIMIOHHOT'O OOMeHa:

a) ©3 Ne149-d3 «O6 undpopmaiuu, HHOOPMAIIMOHHBIX TEXHOJIOTHUSIX U 3allUTE UH-
dhopmanumny;

0) TCHOY;

B) Koncruryius PO;

r) TOCT;

1) HeT IPaBHJILHOTO OTBETA.

5) K pacnopsiniuTenbHOi JOKYMEHTAIUN OTHOCSITCSL:
a) TTOJI0KEHUSI;

0) MOCTaHOBJICHHUS,

B) aKThI;

T') IPOTOKOJIEI,

1) BCE OTBETHI BEPHBI.

6) Kakoro Buja OjaHKa HE CYIIECTBYET:
a) oOuui OJIaHK;

0) OJ1aHK IUChMa;

B) THIIOBOH OJIaHK;

r) OJJaHK KOHKPETHOTO BU/Ia JOKYMEHTA;
1) BCE OTBETHI BEPHBI.

7) OT™MeTKa 0 HAIMYHUU TPUIIOKEHUST 0hOpMIISIETCS CIISAYIOIIIM 00pa3oM:
a) CM. IPUJIOKEHUE A;

0) [Ipunoxenue Ha c.17,

B) [Ipunoxxenue: Ha 5i1., B 2 9K3.;

r) [Ipunoxenne A, ¢.26.;

1) HeT PaBWJILHOTO OTBETA.

8) IIpaBoBOIi aKkT, ONPEaCIISIOIIMIA TOPSI0K 00pa30BaHMs, IPABOBOM CTATYC, MpaBa,
00s3aHHOCTH:
a) MITaTHOE pacIUCaHue;
0) moJioKeHue;
B) yCTaB;
13



I') HHCTPYKIIUS;
1) HET MPaBHILHOTO OTBETA.

9) BbIaensioT Cleayolre BUAbI ACIIOBOM MEPEIMCKH:
a) M0 BOMPOCaM TEXHOJIOTUH;

0) 1o Bompocam MpPOU3BOICTBA,

B) 110 BOIIPOCaM COBITa;

T') IO BOIIPOCaM KaIUTAIbHOTO CTPOUTEIIbCTBA;

1) BCE OTBETHI BEPHBI.

10) IMpuka3 mo muaHomy coctaBy ¢. NeT-1:
a) 0 mpreMe Ha paboTy;

0) 00 yBOJIbHCHUH,

B) O MPEJIOCTABICHUH OTITyCKa,;

I) O MOOILIPEHHH;

1) HET MPaBHJILHOTO OTBETA.

11) B nuuHOE 1e710 BXOAST CICAYIONINE JOKYMCHTHI:
a) apToounorpadus;

0) 3asBJICHUE O IpUEMe Ha padoTy;

B) XapaKTEPUCTHKA;

T) aHKeTa;

1) BCE OTBETHI BEPHBHI.

12) B Tpy10BYI0 KHUXKKY BHOCSITCS:
a) CBeJICHHsI O PaOOTHUKE;

0) cBeaeHwMs 0 paboTe;

B) CBEJICHUS O HAIPAKICHUSIX;

I) CBEJICHUS 00 OTKPBITHSIX;

1) BCE OTBETHI BEPHBI.

13) Kak moiro xpaHarcs B OT/€/Ie KaJpOB TPY/I0BbIC KHIKKH, HE TOJYyYCHHBIC UX
BJIQJICIIBI[AMU TIOCJIC YBOJIBLHCHUS:

a) 1 mecs;

0) 6 MecAIeB;

B) 2 TO/Ia;

r) 10 ner;

1) HeT IPaBHJILHOTO OTBETA.

6.3 Tembl pedpepaToB 1/ CAMOCTOATENBHON PadOThI
1) PernmameHTaiusi JEJIONMPOM3BOJCTBA B 3aKOHOJAATENBHBIX aKTax JOPCBOJIO-
nuoHHou Poccun;
2) TexHomorusi oO6pabOTKH JOKyMeHTOB B yupexaeHusx Poccun (XVI-XVII BB.,
XVIII B., XIX B.);
3) O0630p coBpeMeHHOW OTeuecTBeHHOM juTeparypsl (¢ 1990-x rr.) mo nmpobiemam
JeJIONPON3BOICTBA;
14



4) CTaHOBJICHUE M PA3BUTHE OJHOW M3 CUCTEM JOKYMEHTAIIMOHHOTO O0eCIeUYeHUs
yIpaBJICHHS,

5) AHamu3 JOJDKHOCTHBIX MHCTPYKIME paboTHHMKOB ciyxObl JIOY (Ha mpumepe
WHCTPYKIWH KOHKPETHOTO YUPEIKICHHS);

6) MeToapl OpraHM3alyyd KOHTPOJIS 3a WUCIIOJIHEHHUEM JIOKYMEHTOB TPU Tpaju-
IIMOHHOM JICJIOTIPOU3BO/ICTBE;

7) IpoGreMbl SKCTIEPTU3BI IIEHHOCTH IOKYMEHTOB B JICTIONPOM3BOICTBE;

8) OmnbIT opranu3zaiyu padboThI ¢ JOKYMEHTAMH 32 PYOekKOM;

9) Opranuzanusi JOKyMEHTAIIMOHHOTO OOECICYCHUsI JESTEeIBHOCTH KaJIpOBOM
CJ1y>kObl U HaIlpaBJICHUSI €r0 COBEPUICHCTBOBAHUS;

10) JlokyMeHTaIMOHHOE OOeCIICUeHHE YIPABICHYECKOW IETEIBHOCTH B YCIOBH-
X MPUMEHEHUS! aBTOMAaTU3UPOBAHHBIX TEXHOJIOT U,

6.4 Boripochl 1151 KOHTPOJIbHOI PadoThI

1) HopmaTtBHOE peryaupoBaHUe JOKYMEHTOB U JEJIOIPOU3BOICTBA.

2) VYmupaBneHueckass TOKYMEHTAlMs Kak COCTaBHAas 4YacTh WH(OPMAIMOHHBIX
peCypcoB.

3) Uctopus ¢popmupoBaHus U pa3BUTUs GopMyJisipa TOKYMEHTA.

4) Vctopus pa3BuTHs OJIaHKA TOKYMEHTA.

5) CucreMbl TOKyMEHTAllMM U KOMILJIEKCHI IOKYMEHTOB, CO3/IaBAEMBIX B JCATEIb-
HOCTH OPTaHU3aLIMH.

6) JlokyMeHTHpOBaHUE YIpPaBICHUYECKON AEATEIBHOCTH (CpeCTBa, COCOOBI, MpO-
191%039}

7) JoKkyMeHTUpOBaHUE OPTraHU3aALUOHHO-TIPABOBON JIEATEIIbBHOCTH (COCTaB OpraHu-
3alIMOHHO-TIPABOBBIX JIOKYMEHTOB, ITPOLIETypa UX MOJTOTOBKH).

8) Opranu3anrOHHO-TIPABOBBIE JOKYMEHTBI, PETJIaMEHTHPYIOIIHE JEATEIIbHOCTD
noJipa3/ieieHuit U pabOTHUKOB (ITOJIOXKEHUS O TOJpa3AeNeHUSIX, JOHKHOCTHBIE HHCTPYK-
LUHN).

9) JoxymeHTUpOBaHUE PACIOPSAAUTENBHON JEATEIBHOCTH B YCIOBUSAX €IMHOHAYa-
nust (COCTaB IOKYMEHTOB U IIPOLIEYpa UX MOJATOTOBKH).

10) JlokyMeHTHpOBaHUE 3aCE€IaHN KOJUIETUATIbHBIX OPraHOB.

11) JJoxymeHTUpOBaHUE PACHOPSIUTEIBLHON NEATEIbHOCTH MO YIPABICHUIO MEPCO-
HaJIOM.

12) JlokymeHThI, oOecrneurnBarone HHPOPMaUOHHbBII 00OMEH MEX]ly OpraHU3alu-
AMH, IPEAIPUITUIMU.

13) JokyMeHThI, oOecnieunBaronie nHGOpPMallMOHHBIA OOMEH MEXIy Hojpa3zerie-
HUSIMHU, PYKOBOJICTBOM U paOOTHUKAMHU.

14) Ilepemnucka: cocTaB JOKYMEHTOB, TP€OOBAaHUS K UX COCTAaBJIEHUIO U odopmiie-
HUIO.

15) Benenue koMMepuecKoit IepenucKu.

16) Mcropus oTeuecTBEHHOW YHU(DHUKALMU U CTaHAAPTU3ALUN JOKYMEHTOB.

17) YHu¢uuupoBaHHble CUCTEMBbl JOKYMEHTAllMU, UX Ha3HAu€HUE, cOCcTaB, chepa
MIPUMEHEHUS.

18) YHuukamnus TeKCTOB yrpaBIeHUECKUX TOKYMEHTOB.

19) IloHsITHS: JOKYMEHT, YIPABICHUYECKHI TOKYMEHT.
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20) 'ocynapcTBeHHas cucTeMa IOKYMEHTAllMOHHOTO 00eCreYeHus yIpaBIICHUS.

21) Knaccuduxkanus yrnpapieHYeCKUX JOKYMEHTOB.

22) TunoBas cuctema JOKYMEHTAIMOHHOTO O0ECIeUeHUs U €€ OCHOBHBIE KOMIIO-
HEHTHI.

23) Jlekcuka J1e71I0BOM peur U €€ UICTOPUUECKOE 3HAUCHHUE.

24) OdunnanbHO-1eT0BOM CTHIIb KaK ()YHKIIMOHAJIBHBIN CTUIIb PYCCKOTO SI3bIKA.

25) Opranu3amoHHO-TIPaBOBBIE OCHOBBI (PYHKITMOHUPOBaHUsI cITyk0b1 JIOY.

26) Ilytu cokpareHusi 00beMOB JOKyMEHTOO0O0pOTA.

27) Bo3aMoxkHBIE HEAOCTATKH PabOTHI U MyTH COBEPIIEHCTBOBAHUS CIIYXKOBI JEIO-
IIPOU3BO/ICTBA.

28) KoHTpoab UCMIOTHEHNUS IOKYMEHTOB.

29) DnexkTpOoHHBIN JOKYMEHT U TOKyMeHTo000poT B Poccum.

30) OcoGeHHoCTH pabOThI ¢ KOH(DHUICHIIUATEHON HHGOPMAIIHECH.

31) CocTaB JOKYMEHTAJIbHBIX MaTEPUAIOB SKOHOMUYECKOTO WJIM YaCTHOIMPEINPH-
HUMATEJIbCKOrO apXHBa.

32) IlepcrieKTUBBI U BO3MOKHOCTH BEOMCTBEHHOTO JJIUTEIBHOIO XPAHEHUS JTOKY-
MEHTOB Ha KOMITbIOTEPHBIX HOCUTEIISIX.

33) Opranusarust paboThI U COCTaB KaJAPOBOH JIOKYMEHTAIIMH B OPTaHU3AIUH.

34) Ponb aenonpou3BOACTBEHHON CITY>KOBbI ITPU KOMIUIEKCHOM aBTOMAaTU3aIINH.

35) TexHuYeCKHE CPECTBA, UCIIOIB3YEMBIE B IETONPOU3BOJICTBE.

7 YueOHO-MeTOANYeCKOe o0ecnmeyeHne TUCIUILIAHBI

7.1 OcHOBHas JUTEpaATypa

Ha Ka-

HHaI/IMeHOBaHI/Ie ABTOp(BI) ['ox 1 mecTo u3gaHus
thenpe

B OnbOInoTeKe

«/loxyMeHTanMOHHOE

Nxesck: PI'BOY BO Mxes- .
1 lobecnieuenue ynpasiue- |O.B. AbamieBa cxas [CXA, 2019. - 97c. D11, BU http://portal.izhgsha.ru
HUs» ydeOHoe mocoOue

7.2 JlononHUTEIbHAS JIUTEPATYpA

i HaumenoBanue ABTOp(BI) Tl'ox u mecTo uznanus B GUBIOTEKE Ha Ka-
benpe
®I'BOY BIIO
JlemoBast THKA : METOI Viepcias TCXA
1 ’ N ; cocT.: B. K. 212, Nxesck : PUO ®I'BOY BIIO 3 htto://portal.izhash
yKas. HM6CTYH' oq;mu Tpodumos, O. H. Mxesckas I'CXA, 2012. J1. BUA Nilp.//portal.1zhgsha.ru
(bopwmb 06yieHus Manaxoga, C. B.
Yupxos.

«JoxymeHTalmoHHOE .
2 |obecneuenue yrnpaenenus» O.B. AGamesa Woxesci: ®I'HOY BO Mxenckas Oi1. BUL http://portal.izhgsha.ru

I'CXA,2019.
METOAUYECKHE YKa3aHUs

NudopmanuoHHbIe pecypchbl
1. Koncynerant Ilmtoc: crnennanbHas nogdoopka MpaBoOBbIX JOKYMEHTOB M Y4EOHBIX MaTe-
pHUAJIOB JIJISl CTYJICHTOB IOPUINYECKUX, PMHAHCOBBIX U IKOHOMHYECKHUX CIIEIIMATIbHOCTEH.
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7.3 IIporpammuoe obecnieuenue u MHTepHET-pecypcbl

B pecypcax NHTepHer
XKypHais! 10 5KOHOMHUYECKUM Haykam - http://www.medien.ru/ekonomicheskie-zhurnaly#egol
Caiit MuHmcTEepCcTBa 3KOHOMHYECKOT0 pa3putus PO - http://www.economy.gov.ru/minec/main
Caiit Munucrepcrsa s3xonomuku YP - http://economy.udmurt.ru/
CaiiT NeKTpOHHBIX y4eOHBIX TTocoOmii PykoHT - http://www.rucont.ru/

8. MATEPHAJILHO-TEXHUYECKOE OBECIIEYEHUE JUCIUATIINHBI
(MOJLY.JIST)

1. JIst mpoBeieHNs JTEKIIMOHHBIX 3aHATHH TpeOyeTcst HOYTOYK, MyJIbTUMEIUHHBINA TPOECKTOP.
2. JIng mpoBeieHus: MPpOMEKYTOYHOTO KOHTPOJIS 3HAHUM — KOMIIBIOTEPHBIN KJIacC ¢ KOMITbIOTEpa-
MU KoMITbioTep ypoBHs Pentium 500. (20-25 mecT)
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http://www.medien.ru/ekonomicheskie-zhurnaly#ego1
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®OH/JI OIEHOYHBIX CPEJICTB JUCLHUTIJIMHBI
«TOKYMEHTAIIMOHHOE OBECIIEYEHUE YITPABJIEHHS»

38.02.01 «IxoHOMHKA U OyXTaJTepCcKuil yuer (10 0TPACIsAM)»
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HCJII/I H 3a1a491 0CBOCHUA JUCIHHII/IMHBI

Lleam ocBoeHMsI AUCHMILIUHBI - 1aTh CTYI€HTaM OCHOBHBIE TEOPETHUECKHUE 3HAHUS
JOKYMEHTAIlMOHHOTO 00ECNEUYeHUs YIPABICHUS U MPAKTUYECKOTO JIEJIONPOU3BOJICTBA C
y4eTOM BHEAPEHUS B cPepy yIpaBlIeHUsI KOMIBIOTEPHBIX TEXHOIOTHIA.

3agaun JUCIUILUINHEL:

— HM3y4YCHHUE TEOPETUUYECKUX OCHOB JJOKYMEHTAIIMOHHOTO 00ECIEYCHHS YIIPaBICHUS;

— W3Y4YECHHE NPUHIUIIOB FOCYAAPCTBEHHOTO PETYJINPOBAHMS IEIOIPOU3BOCTBA;

— O3HAKOMJIEHHE C OCOOCHHOCTSMH OpraHM3ali JTOKYMEHTOOOOpOTa B OyXraiu-

— HU3y4eHHe CrelM(PUKA OpraHu3aluu paboThl CIY>KObI 1€T0NPOU3BO/ICTBA;

— U3ydeHue crnenu@UK BCEX ATanoB OOpaOOTKM JTOKYMEHTOB, a TaKKe TEKy-
IIET0 XpaHEHUs TOKYMEHTOB U MOJATOTOBKH JI€Jl K apXUBHOMY XPaHEHHMIO;

— OBJIQJICHHE NPUKIAJHBIMU 3HAHMSIMH B o0siacTd OQOpMIIEHHUS yIpaBieHYE-
CKUX JIOKYMEHTOB U IPUMEHEHUSI OCOOCHHOCTEH A3bIKa U CTHJIA CITYKEOHBIX JOKYMEHTOB.

MeToanKa TeKylero KOHTPOJI U NPOMEKYTOYHOM aTTeCTAlMU

OcBoeHue 00pa30BaTENIbHON MpPOrpamMMbl CONPOBOXKAAECTCA TEKYIIUM KOHTPOJIEM
yCIIEBAEMOCTH U NPOMEKYTOUHOM aTTecTaluel 00yJaronmxcs.

Texymuil KOHTPOJIb YCIIEBAEMOCTH O0YUaIOUIUXCS SIBISETCS AJIEMEHTOM BHYTPUBY-
30BCKOM CHCTEMbI KOHTPOJISI KaueCTBa MOATOTOBKH CHEIIHAIMCTOB U CIIOCOOCTBYET aKTH-
BU3AIIMM MO3HABATEIBHON JIEATEIBHOCTH OOYYaroMIMXCs B MEKCECCHOHHBIN MEepHoJ Kak
BO BpEMsI KOHTAaKTHON paboThl 00y4arouuxcs ¢ mpernojaBaTesieM, Tak U BO BpEMS camMo-
CTOATENIbHONU paboThl. TeKyIIMii KOHTPOJb OCYIIECTBIISIETCS MPENOJaBaTEIeM M MOXKET
IPOBOAUTCA B CIEAYIOUIMX (opMax: MHAMBUAYAIbHBIN W (WIM) TPYNIoOBOM ompoc (ycT-
HBIM WJIM TUCBMEHHBIN); 3ammuTa pedepara, 0030pa, TabIUIbl, KOHTPOJIBHONU PabOTHI; Te-
CTUpOBaHHE (MMMCbMEHHOE WM KOMIBIOTEPHOE); KOHTPOJb CaMOCTOSITEIbHOM pabOThI
oOyyaronuxcsi (B MMCbMEHHOM WK YCTHOU (hopme).

[Io wToraMm TeKylero KOHTPOJISI MpernojaBaTelb OTMEUYaeT OO0ydYarouuxcs, Mpo-
SABUBLIUX OCOOBIE YCIEXH, a TaKKEe O0y4YarOIIMXCS, HE BBITOJIHUBIINX 3alUIAHUPOBAHHbIE
BU/JIbI padoT.

[IpomexxyTouHast aTTecTalus MpU3BaHa OLEHUTh KOMIIETEHIIMH, C(HOPMHUPOBAHHbIE
y 00y4Jaronmxcs B mpolecce 00ydeHus 1 00eCredyuTh KOHTPOJIb KaueCTBa OCBOSHUS TPO-
rpaMMbl. JlJii KOHTPOJISL pe3ysIbTaTOB OCBOCHHS 00Yy4arOIIUMHUCS Y4eOHOro Marepuala 1o
IporpaMme KOHKPETHOM JIMCLHUILIMHBI, IPOBEPKA M OLEHKA 3HAHWM, MOJYyYEHHBIX 3a Ce-
MecTp (Kypc), pa3BUTHS TBOPUYECKOTO MBILIUICHUS, MPUOOPETEHUs] HABBIKOB CaMOCTOS-
TEJbHON pabOThl, YMEHUSI MPUMEHATh TEOPETHUUECKUE 3HAHUS MPH PELICHUU IMpaKTH4e-
CKUX 3aJ]a4, OLEHKU 3HAHWH, YMEHHUI, HABBIKOB U YPOBHSI C()OPMUPOBAHHBIX KOMIIETEH-
Uil 00yJaromuxcs NpeycCMaTpuBaeTcs 3a4erT.

3adeT mMpOBOJAUTCS B YCTHOM, MUCbMEHHOM WM TecToBOU (hopme. [ oneHnBaHus
IpU MPOMEXKYTOUYHOM aTTeCTallMM (3a4€Te) MCIOJBb3YIOTCS OTMETKH «3aU4TE€HO» U «HE3a-
yTeHO». OTMETKa «3a4T€HO» COOTBETCTBYET KPUTEPHUSM OLIEHOK «YyIOBIETBOPHUTEIILHOY,
«XOpPOLIO», «OTIUYHO» U CTABUTCS 3a OTBET, OOHAPYKMUBAIOUIUN: YCBOEHUE OCHOBHOTO
coziepkaHusl yueOHOTro Marepuaia; yI0BJIETBOPUTENIbHBIE 3HAHUS TPOrPAMMHOI0 MaTepH-
ana; J0CTaTOYHYI0 C(HOPMHUPOBAHHOCTH YMEHUHN U HaBBIKOB. OTMETKA «HE3aYTEHO» COOT-

BCTCTBYCT KPUTCPUSAM OLCHKHN «HCYAOBJICTBOPUTCIBHO» W CTABUTCA, €CJIUW CTYACHT:. HC
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YCBOWJI OCHOBHOE COJIEp’KaHME MaTepuasa; He 3HAaeT U HE NMOHUMAET 3HAYUTEIbHYIO WIH
OCHOBHYIO 4acTh MPOrpaMMHOI0 MaTepuaya B Mpejeliax MOCTaBIEHHBIX BOIPOCOB; HEOO-
XOJIMMBIE YMEHHMS U HABBIKK HE CPOPMUPOBAHBI.

BonpochI /151 NOATOTOBKHU K IK3aMeHY U CAMOKOHTPOJISI:

UYrto Takoe MHOXKECTBO HATYPaTbHBIX YHCET?

JlaTh TIOHSITHE MHOXKECTBA IEJIBIX YHCEIL.

CdopmynupoBaTh OHSATHE APOOHOTO U PAITMOHAIIBHOTO YUCIIA.

CdopmynupoBaTs onpeieTIeHue UPPAIMOHATBHOTO YKCTIA.

JlaTb onpeneneHrne MHOXKECTBA JEUCTBUTEIIBHBIX YU CE.

[IepeuncnuTh OCHOBHBIE IEUCTBHS HAJl JCUCTBUTEIBHBIMU YHCIIAMU.

JlaTh omnpesenenre KOMIUIEKCHOTO YrCIa.

Kaxkune koMIIJieKCHbBIE YK CIIa Ha3bIBAIOTCS PABHBIMU?

Kak ckmagpiBaTh, BBIYNTATh, YMHOXKATh U JCIUTh KOMIUICKCHBIC Ynca?

0. Kakue uncna Ha3pIBAIOTCSI KOMITJIEKCHO COMPSKEHHBIMH?

1. Yo Ha3bIBaeTCs MOYyJIEM KOMILIEKCHOTO Yncia?

2. UYrto Takoe KOMIUIEKCHAs TIOCKOCTH?

13. Kaxk nzo0paxaeTcst KOMIJIEKCHOE YUCJIO Ha KOMITJIEKCHOM MIOCKOCTH.

14.  Yro Ha3bIBaeTCsA TPUTOHOMETPHUUECKON (POPMOIL 3aITUCH KOMILJIEKCHOTO Yucia?

15. H3BneueHue KOPHS U3 KOMIUIEKCHOTO YHCTIA.

16. Pemienue kBajipaTHBIX YpaBHEHUHN C KOMIUIEKCHBIMU KOPHSIMHU.

17. CdopmynupoBath MOHATHE aOCOMIOTHON MOTPENIHOCTU MPUOIMIKEHHOTO 3HAYCHUS
quCIIa.

18. Yro HasbiBaeTcs rpanuiieit abcomtoTHoi norpemuoctu? 19.  Kakue nudpsl Ha3bi-
BalOTCs BEpHBIMU LIU(ppamu yucna?

20. Cdopmynupyiite paBuiia OKpYTJICHUs MPUOIKEHHBIX YHUCET.

21. CdopmynupyiiTe MOHSATHE OTHOCUTEIHHOW MOTPEIIHOCTH MPUOIMKEHHOTO 3Haue-
HUS YUCIIA.

22. CdhopmynupyiTe paBuia CIOKCHUS, BEIUNTAHUS, YMHOXKCHHUSI, JISJICHUS, BO3BEIC-
HUS B CTCTICHD U U3BJICUCHUS KOPHS U3 MPUOIMKCHHBIX 3HAYCHUH YHCEIL.

23. CdopmynupyiiTe IOHATHE CTETICHU C IEJIBIM M HATypalIbHBIM MOKa3aTelieM U mepe-
YUCIIUTE UX CBOMCTBA.

24. CdopmynupyiTe MoOHATHE apUPMETUUECKOTO KOPHS HATYpalbHOU CTENEHU U Mepe-
YUCJIUTE €r0 CBOWCTBA.

25. CdopmynupyiTe MOHATUE CTENEHU C PAllMOHAIbHBIM MOKA3aTeIeM U MEePEUUCIIUTE
€e CBOMCTBA.

26. CdopmynupyiTe MOHATHE CTENEHU C ACHUCTBUTEIBHBIM MOKA3aTEIEM U MEePEUUCIIN-
T€ €€ CBOMCTBA.

27. llepeuncnuTe OCHOBHBIC MpaBUja MPEOOPa30BaHKS PaAllMOHAIBHBIX, HPPAIlMOHAIb-
HBIX, CTEMIEHHBIX U TTOKA3aTEeIbHBIX BBIPAKCHUH.

28.  JlaiiTe onpenenenue gorapudma.

29. Cdopmynupyiite OCHOBHOE JIOTapU(PMUIECKOE TOKIECTBO.

30. Cdopmynupyiite cBoCcTBa JT0TaprU(hMOB.

31. UYrto Ha3BIBaeTCS ACCSITHYHBIM JOrapupmMom?

32. Urto Ha3bIBaeTCs HATYpaJIbHBIM JIOTApU(MOM?

33. 3anummute GopMyIty nepexoaa oT OJHOTO OCHOBaHMS Jiorapudma K Jpyromy.

R BEOoOoNoO WM E
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34. Yro Takoe paauaHHas mepa yria?
35.  3anummute GopMyIbl iepexoaa OT IpaayCHOM Mephl yria K pauaHHOW U OT pajiu-
AHHOM K TpaJyCHOM.
36. JlaliTe ompenelieHHe CUHYCa, KOCHHYCA U TaHT€HCa yIJIa.
37. 3anummTe 3HaKW CHHYCa, KOCHHYCa M TaHTe€HCa B KOOPJIMHATHBIX YETBEPTSX.
38. 3anummuTte GopMysbl BBIpaXKAIOIIUE 3aBUCUMOCTh MEXKAY CHUHYCOM, KOCUHYCOM M
TAHTE€HCOM OJ[HOTO M TOTO XK€ yTJIa.
39. CdopmynupyiiTe OCHOBHBIE TPUTOHOMETPHYECKUE TOXKIECTBA.
40. 3Bamumute GOpMYyIbl KOCHHYCA, CHHYCA U TAHTEHCA YTJIOB Ol U —(L.
41. 3Banumute GOpMYyIIbl CIOKECHHUS.
42. 3anumurte GOpMyIIbl CHHYCA, KOCUHYCA M TaHTE€HCa JIBOMHOTO yTIIa.
43. Banumute GOopMyIIbl CHHYCa, KOCHHYCA M TAHT€HCA TTOJIOBUHHOTO yTJIa.
44, Cdhopmynupyiite npaBuiia, o KOTOPHIM MOIyYatoTcs GOpMyJIIbl MPUBEICHHUS.
45. 3anummute GopMyIIbl CYMMBI U pa3HOCTU CUHYCOB.
46. 3anumute GOPMYIBI CYMMBI U pa3HOCTH KOCHHYCOB.
47. 3anumute GOpMyIIbl MPOU3BEICHUS CHHYCOB U KOCUHYCOB.
48.  JlaifTe ompezeneHne apKCHHyca, apKKOCHHYCa U apKTaHTeHCa YncIa.
49.  UYto Ha3wiBaeTCs QyHKIIUCH?
50. Yto Ha3pIBaeTcs TpadukoM GyHKITHH?
51. TIlepeuncaute criocoObl 3aaaHus PYHKITAMH.
52. Uro Takoe 001acTh onpeaeseHus QyHKITUN?
53. Uro Takoe MHOXKECTBO 3HAUYCHUMN (PyHKIIHH?
54. Ilepeuucnute OCHOBHBIE CBOMCTBA (DYyHKIIUU.
55.  Uro Takoe acuMNTOTHI rpaduka GyHKIIHN?
56. Kak onpenenuTs IPOMEKYTKH 3HAKOTIOCTOSIHCTBA (PYHKITUU?
57.  CdopmynupyiTe MOHATHE CTETIEHHOW (DYHKIMHU, IEPEUUCTUTE €€ CBOMCTBA M pac-
CKaXHUTe 00 0COOEHHOCTAX rpaduKa CTEMECHHON (QYHKITHH.
58. Kaxkwue pyHKIIMM HA3BIBAIOTCS B3aUMHO OOpATHBIMU?
59. Kakas QyHKIMs Ha3bIBACTCS CIIOKHOM?
60. CdopmynupyiiTe MOHATHE APOOHO-TUHEHHON (YHKIIUU, IEPEUUCINTE €€ CBONCTBA
U paccKakuTe 00 0cOOCHHOCTSIX Tpadrka PyHKINH.
61. CdopmynupyiiTe TOHITHE MOKA3aTEIBHOW (DYHKIMH, TIEPEUUCIUTE €€ CBOWCTBA U
pacckaxuTe 00 0COOEHHOCTSX IpaduKa MoKazaTeIbHON (QYyHKIUH.
62. CdopmynupyiiTe noHsTue jgorapudmudeckoi PyHKIIUM, TEPEUNCITUTE €€ CBONWCTBA
1 paccKaxute 00 0COOCHHOCTAX Tpaduka JorapupMuueckoir GyHKIINH.
63. CdopmynupyiTe NOHITHE TPUTOHOMETPUUECKUX (QYHKUIUN, IEPEUUCITUTE UX CBOM-
CTBa U PACCKAXKUTE 00 OCOOEHHOCTSIX IPaPUKOB TPUTOHOMETPUUECKUX (DYHKITUH.
64. CdopmynupyiiTe NOHATHE OOpPATHBIX TPUTOHOMETPUUYECKUX (YHKIIMH, TepEeUNCIIu-
T€ UX CBOMCTBA M PACCKAXKUTE 00 0COOECHHOCTSAX IpadMKOB OOPATHBIX TPUTOHOMETpPHUUE-
CKUX (PYHKIIMA.
65. Uto Ha3bIBaeTCs ypaBHEHUEM?
66. Kaxkoe ypaBHeHHE Ha3bIBACTCS JINHEUHBIM?
67. Yto Ha3bIBaeTCS CUCTEMOI YpaBHEHHM C ABYMS HEU3BECTHBIMU?
68. Uro Ha3pIBaeTCA YMCIOBHIMU HEPABEHCTBAMMU?
69. Ilepeuncnure OCHOBHBIC MpaBUJIa M METOJbI PEIICHUS HEPABEHCTB U CUCTEM Hepa-
BEHCTB C OJJHUM HEHU3BECTHBIM.
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70. Kaxkue ypaBHEeHUs! HA3bIBAIOTCS KBaIPATHBIMU?
71. Ilepeuncnute OCHOBHBIE METO/IbI U MTpaBUJIa PEIICHUS KBAJAPATHBIX HEPABEHCTB.
72. Kakue ypaBHEHHS Ha3bIBAIOTCSI PABHOCUIIBHBIMU?
73. Kakue HepaBeHCTBA Ha3bIBAIOTCS PABHOCUJIbHBIMH?
74. Kaxkue cucteMbl Ha3bIBAIOTCSI PABHOCUIILHBIMU?
75. Kakue ypaBHeHUs1 HA3bIBAIOTCS UPPALUOHATBHBIMU?
76. Ilepeuncnute OCHOBHBIC TPABWJIA W METOJbl PEIICHUS HPPANUOHATIBHBIX HEpa-
BEHCTB.
77. llepeuncnure OCHOBHBIE MTPABHJIA U METObI PEILICHUS MOKAa3aTeIbHBIX YPaBHEHUH.
78. llepeuncnure OCHOBHBIE MTPaBUJIa U METO/IbI PEILICHUS TIOKA3aTEIbHBIX HEPABEHCTB.
79. llepeuncnure OCHOBHBIC MPABHJIAa U METOJBI PELICHUs JorapuMUUECKUX ypaBHeE-
HUI 1 TorapuMUUEcKre HEPABEHCTB.
80. Pemienne mpocTeHIIMX TPUTOHOMETPUUECKUX YPaBHEHUN U HEPABEHCTB.
81. Yro HaA3BIBAETCA YHUCIOBOU ITOCIEA0BATEIBHOCTHIO?
82. Uto Ha3pIBaeTCs OOIIMM DJIEMEHTOM YHCIOBON TOCIEI0BATEIHHOCTH?
83. Ilepeuncnure ciocoObl 3aJaHMs YUCIOBBIX MOCIEA0BATEILHOCTEH.
84. JlaiiTe ompeaeneHue mpezeia YucIoBON MOCIEA0BATEILHOCTH.
85. Kakas uncioBas mocienoBaTebHOCTh HAa3bIBACTCS CXOJIICHCA, a KaKkas pacxo/s-
mievics?
86. Urto Ha3bIBaeTCs £-OKPECTHOCTHIO TOUKU?
87. Ilepeumncnute cBOWCTBA CXOSIIMUXCS YUCIOBBIX MOCIEA0BATEILHOCTEH.
88. Kakue nocienoBaTenbHOCTH HAa3bIBAIOTCS MOHOTOHHBIMU?
89. Cdopmynupyiite TeopeMy 0 Ipeaene MOHOTOHHOM MOCIIe10BaTEIbHOCTH.
90. Yro Takoe yucio e?
91. [Ilepeuucnute TeOpEeMbI O IpeIeTIax YUCIOBBIX MOCIEIOBATEIHBHOCTEH.
92. JlaiiTe onpenenieHue npeaena PyHKIIUN.
93. ladiTe ompeneneHNe OJHOCTOPOHHUX MPECIIOB.
94. ]latiTe ompeneneHrue OECKOHEUHOTO TIpeiesia B KOHEUHOH TOUKE.
95. laiiTe ompenerneHue mpeaeaa B 06CKOHSUHOCTH.
96. Uto Takoe OeCKOHEYHO Majble (yHKITHH.
97. Ilepeuucnure OCHOBHBbIE CBOMCTBA MPEAECIOB (HYHKIIUH.
98. laiite omnpezeneHue NOHATHE HEMPEPBHIBHOCTH (PYHKIIUU.
99. [Ilepeuucnure cBoiicTBa PYHKIIMN HEMPEPHIBHBIX HA OTPE3KE.
100. JlaifTe onpeneneHue MpoOrU3BOAHON QyHKIIUH.
101. Cdopmynupyiite npauia auddepeHImpoBaHus.
102. Cdopmynupyiite npaBuIo HAXOKIESHUS MPOU3BOIHOM CIOKHON (DYHKITUH.
103. Cdopmynupyiite npaBuIo HAXOXKAECHUS MPOU3BOAHON 00OpaTHON (QYHKITUH.
104. TIlepeuncnuTe NpOU3BOIHBIC JIEMEHTAPHBIX (DYHKITHA.
105. B yeM 3akirodaeTcsi TEOMETPUUECKUNM CMBICIT TPOU3BOTHOM?
106. 3amummre ypaBHEHUE KacaTEIbHOMN K TpaduKy (PYHKIIHH.
107. Yo HazbiBaetcs nuddepenuanom GyHKIHu?
108. Cdopmynupyiite JOCTATOYHOE YCIOBHE MOHOTOHHOCTH (DYHKLIMU Ha UHTEPBAJIE.
109. CdopmynupyiiTe HEOOXOAMMOE M JTOCTATOYHOE YCIIOBHUE CYIIECTBOBAHUS JKCTpE-
MyMa.
110. 3amumwure cxemy HaxXO0XACHUS HauOO0JIbILIETO 17§ HaWMEHBLIETO
3Ha4YeHUs PYHKIUU HA OTPE3KE.
22



129.
130.
131.
132.
133.
134.
135.
136.
137.
138.
139.
140.
141.
142.
143.
144,

111. Cdopmynupyiite JOCTaTOUHOE YCIOBUE BHIMTYKJIOCTH M BOTHYTOCTH Ipaduka PyHK-

1107078

112. Cdopmynupyiite npaBuia HaXOXKACHUS aCUMNOTOT rpaduka QyHKIUH.

113. Yto Ha3pIBaeTCs MepBOOOpa3HON DYHKIIUU?.

114. 3anummre TabIMIy NEPBOOOPA3HBIX AJIEMEHTAPHBIX (QYHKIUM.

115. CdopmynupyiiTe npaBuia HAX0XACHUS TIEPBOOOPA3HBIX.

116. Kakas ¢urypa Ha3pIBaeTCsI KpUBOJIMHEWHON Tparerueii?

117. Kak BBIYMCHUTSH IJIOMIA/Ib KPUBOJIUHEWHON Tpaneunu?

118. Yto Ha3BIBaCTCS MHTETPATIOM?

119. 3anummre Gpopmyny Hetorona-Jleibnuia.

120. Kax BBIYHCIUTD MJI0MIA b (PUTYPHI C TTOMOIIBIO HHTETPAIOB?

121. Yro uzyvaeT komOHHATOpPUKA?

122. CdopmynupyiiTe OCHOBHBIC ITpaBUIa KOMOMHATOPUKH.

123. Yro Ha3pIBaeTCs pa3MelIeHuEM?

124. 3anummre (HOopMyITy BBIUKCICHHS pa3MEUICHUH ¢ MOBTOPEHUSIMH M 0€3 MOBTOpE-

HUI.

125. Yto Ha3bIBaeTCs MEPECTAaHOBKON?

126. 3amummre GopMyIIbl IEPECTAHOBOK C MOBTOPEHUSAMH U 0€3 TOBTOPEHHIA.

127. Yto Ha3pIBaeTCA COYCTAHUECM?

128. 3anummre GpopMyIibl COUETaHUN C TOBTOPEHUSIMH U 0€3 MOBTOPECHHUIA.

Urto Ha3bIBaeTCs COOBITUEM?

HazoBuTe 0OCHOBHBIE I'pyNIIbl COOBITUIA?

Kakoe coObITHE Ha3bIBa€TCSl MPOTHUBOIIOIOKHBIM?

Cdopmynupyiite onpeaeneHrue BEpOITHOCTH.

3anummre GopmMyy KIaCCUYECKOTO ONPeIeICHUS] BEPOSITHOCTH.

ChopmynupyiiTe TEOpEMBI CIOKEHHUSI BEPOSITHOCTEH.

Kaxkas BeposiTHOCTh Ha3bIBAETCS YCIOBHOM?

Kakue coObITHS Ha3bIBAOTCSI HE3ABUCUMBIMU ?

Chopmynupyiite TeopeMy MpOU3BEACHHS HE3AaBUCUMBIX COOBITHH.

3amumute Gopmyny beprym.

UYro n3yyaet MaTeMaTU4eCKasl CTaTUCTUKA?

Urto Takoe reHepaibHas COBOKYITHOCTh?

Uto Ha3bIBaeTCS BEIOOPKOIL?

Kaxkas Be1OOpKa Ha3bIBaeTCsl penpe3eHTATUBHOMN?

[lepeunciute OCHOBHBIE XapaKTEPUCTUKU BapUALTMOHHOTO PAJIa.

UTto Ha3bIBAETCS MOJIUTOHOM YaCTOT?

145. Yto uzyyaet ctepeomeTpusi?

146. IlepeuncnuTe akCHOMBI CTEPEOMETPHHU.

147. ]laiiTe onpeaeneHue napajiieabHbIX MPSIMBIX B POCTPAHCTBE.

148. Cdopmynupyiite MOHITHE MAPATIICTBHOCTH TPEX MPSIMBIX.

149. Cdopmynupyiite mOHATHE NAPAJUICTLHOCTU MPSIMON U TIOCKOCTH.

150. J[laiiTe onpeneneHue yria MEXIy MPsIMbIMU B IPOCTPAHCTBE.

151. Kakue npsiMble Ha3bIBAIOTCSI CKPEIIMBAIOIINUMUCA?

152. CdopmynupyiiTe TOHITHE MapaUICIbHBIX TNTIOCKOCTEH.

153. Tlepeuncnure CBONCTBA MapaLIeIbHBIX TJIOCKOCTEH.

154. CddopmynupyiiTe NOHITHE MEPIEHIUKYISPHBIX IPSIMBIX B TPOCTPAHCTBE.
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155.

Chopmynupyiite TeopeMy O MapauieNbHbIX MPAMbIX, MEPIEHIUKYISIPHBIX K IIOC-

KOCTH.

156.
157.
158.
159.
160.
161.
162.
163.
164.
165.
166.
167.
168.
169.
170.
171.
172.
173.
174.
175.

ChopmynupyiiTe npusHaK NEPHEHANKYISIPHOCTH IPSIMON U MIIIOCKOCTH.
ChopmynupyiiTe TeopemMy 0 IPSIMOMN MEPIICHIUKYISIPHON K TIJIOCKOCTH.

YTO Ha3bpIBAa€TCS PACCTOSIHUEM OT TOUKH A0 IIIOCKOCTH?

Chopmynupyiite Teopemy 0 TpEX NEPHEHAUKYIApaX.

YTo Ha3bIBAETCA YIIIOM MEXAY IPSMOU U IJIOCKOCTBIO?

Yro Takoe ABYrpaHHbIN yromu?

Chopmynupyiite npu3HaK NEPHEHIUKYIIPHOCTU ABYX TIOCKOCTEH.
Chopmynupyiite MOHITHE MHOTOIPAHHOTO yTJa.

Kakne MHOTOrpaHHHUKY Ha3bIBAIOTCS BBITYKJIBIMU?

UTto Ha3bIBaeTCs pa3BEPTKON MHOTOIpaHHUKA?

YT0 Ha3bIBAETCS T€OMETPUUECKUM TEJIOM?

Uro Takoe napaienenumnen?

IlepeuncnuTe OCHOBHBIE 3JIEMEHTHI ITapajuIeICIUNEA.

Kaxkoli mapamnenenune Ha3pIBaeTCs MPAMOYTOJIBHBIM?

Ilepeuncnure cBOWCTBA MPSAMOYTOJBHOTO NapaJUIEIEINTIEAA.

CdopmynupyiiTe TeopeMy 0 JJIMHE JUATOHAIM IPSIMOYTOJIHOTO Napaieienunesaa.
ChopmynupyiiTe CBOKMCTBA AUArOHAJIEH MPSIMOYTOJILHOTO NTapajuielienunesa.

Uto Ha3bIBaeTCs TETPAdAPOM?

IlepeunciuTe OCHOBHBIE 3JIEMEHTHI TETPAdAPA.

ChopmynupyiiTe OCHOBHBIE MPUHIUIBI TOCTPOCHUS CEYEHHUI TeTpalzpa U HpsMO-

YI'OJIBHOI'O IIapaJUICICIIUIICAA.

176.
177.
178.
179.
180.
181.
182.
183.
184.
185.
186.
187.
188.
189.
190.
191.
192.
193.
194.
195.
196.
197.
198.

Uto Ha3bIBaeTCS NPU3MON?

IlepeuncinTe OCHOBHBIE 3JIEMEHTHI ITPU3MBI.

Kakas npu3ma Ha3pIBaeTCsi HAKJIOHHOM ?

Kaxkas npu3ma Ha3pIBaeTCs IPSIMOiA?

3anummuTe GOpMyITy BEIYHCICHUS TUIOIMIAIHN TOTHON TOBEPXHOCTH MPU3MBI.

Uto Ha3bIBaeTCS MUpPaMUJIOn?

[lepeuncinTe OCHOBHBIE 3JIEMEHTHI TUPAMU/IBI.

3anummute GOpMyTy BEIYMCICHUS TUIOMIAIH TOJTHON MTOBEPXHOCTH MUPAMUJIBI.

Kaxkas nupamua Ha3pIBaeTCs MPaBUIILHOMN?

Kakas nupamua Ha3bIBa€TCs yCEYEHHOM ?

[lepeuncnure MpaBUJIbHbIE MHOTOIPAHHUKH.

Uto Ha3bIBAETCS HUIUHIAPOM?

3anummre GopmMyy BEIYMCICHUS MJI0MIAIU TOBEPXHOCTH IIMIIMH]IPA.

UYto Ha3pIBaeTCS KOHYCOM?

3anummre GopmMyy BEIUUCICHUS MJI0MIAU TOBEPXHOCTH KOHYCA.

Kakoli KOHyC Ha3bIBa€TCsl yCEUEHHBIM.

Yro HaspiBaeTcs cdepoii?

Yrto Ha3bIBaeTCs mapom?

3anuiuTe ypaBHeHHE CHEpH.

[lepeuncnure pa3nuyHbie CIydau B3aUMHOTO PACOIO0KEHUS CEpPhI U MIOCKOCTH.

UTto Ha3bIBaeTCs KacaTeIbHOM IIOCKOCTRIO K cdhepe?

3anuiute GopMyITy BHIYUCIECHUS TUIOIIAIU TTOBEPXHOCTH Cephbl.

[lepeuriciure paznuyHbIe CIyYau B3aUMHOTO PACIONOXKeHUs chepbl U MPSIMOH.
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199.

ChopmynupyiiTe moHsiTHE 00BEMA.

200. 3anummute GopmyIly BBIYUCICHUS 00BbeMa MPSIMOYTOJIbHOTO Tapajuieieume/a.
201. 3anummute GopmMyIly BBIUKCICHUS] 00beMa MPSIMOMN MPU3MBI.

202. 3anummte hopmyly BEIYUCIEHUS 00beMa IUJIUH]IPA.

203. 3anummute GopmyIly BHIUYKCIECHUS 00beMa HAKJIOHHOW MPU3MBI.

204. 3anummTe GopMyIly BEIYUCICHUS 00beMa MUPAMHUIBI.

205. 3anummTe GopMyITy BEIYHCICHUS 00heMa KOHYCA.

206. 3anummTe GopMyiTy BEIYHCIEHUS 00beMa 1apa.

207. Yrto Ha3pIBaeTCS MPSAMOYTOIBHOM CHCTEMON KOOPJIMHAT B MIPOCTPAHCTBE?

208. 3amuimmTe anTOpUTM MOCTPOCHUS TOYEK B MPSIMOYTOJILHOM CHCTEME KOOPJWHAT B
IPOCTPAHCTBE.

209. Yro Ha3bIBaeTCS BEKTOPOM?

210. Kaxkue BeKTOpa Ha3bIBAIOTCS PABHBIMU?

211. Yto Ha3pIBaeTCS CyMMOM BEKTOPOB?

212. Yto Ha3pIBaETCS Pa3HOCTHIO BEKTOPOB?

213. Yto Ha3pIBaeTCS YMHOKEHHEM BEKTOpa Ha YHCIIO?.

214. Kakwue BEeKTOpa Ha3bIBAIOTCSI KOMITJIAHAPHBIMH.

215. 3anummte GopMysbl KOOPAMHAT CEPEIUHBI OTPE3Ka.

216. 3anummte GopMyiTy JIMHHBI BEKTOPA.

217. 3anummTe GOpMYITy PACCTOSIHUS MEXTY ABYMsI TOUKAMH.

218. Uto Ha3bIBaeTCS YIIIOM MEXKy BEKTOpaMu?

219. Yto Ha3bIBaeTCs CKAJSPHBIM IPOU3BEICHUEM BEKTOPOB?

220. 3anummte GOpMyJy BBIYMCICHUS CKAJSPHOIO IMPOU3BENECHUS BEKTOPOB, 33aJaHHBIX

CBOMMH KOOpJIHWHATAMMU.
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