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1. Ilepeyenb KOA0B KoMIeTeHIHi, (GopMHpPyeMbIX JAUCHUNJIMHOW B Npolecce OCBOECHUS
o0pa3oBaTeIbHON NPOTrPaMMBbI

I'pynna .
py . Kareropusi komnereHumi Kon
KOMIeTeH Ui
[IpodeccnonanpHbIC IK-1
[TpodeccronanbHbIe [1K-7

2. KoMnerennuu u HHAUKATOPLI UX JTOCTUKCHUS

Kon ®opmyaHpoBKa NHauKaTopbl J0CTHKEHUSI KOMIIETeHIUH
KOMIIETeHIIUH KOMIIEeTEeHIIUH
MK-1 Cnocoben cobupare u | I[IK 1.1. OcyiecTBisieT MOHHUTOPUHT
aHAIM3UPOBAThH MH()OPMAIIMOHHBIX HCTOYHUKOB, HEOOXOANMBIX
nHpOpMAaIIHIO JUIS | JUISL IPUHSTHS YIIPABICHYECKUX PEIICHUN

npunsatus  Heooxoaumbix | [IK 1.2. Omnpenenser MeToasl WU METOAWKHA B
YIPaBICHUYECKUX PEIICHUN | paMKaX  TaKTHYECKOTO  IUIAHUPOBAHUSA A
B paMKax TaKTHYECKOTO | MPUHSATHUS HEOOXOIUMBIX yIPaBICHUECKUX

IJIAHUPOBAHUS penieHuin

MK-7 Cnoco6en ocymectBisats | [IK 7.1. Mcnonb3yeT HaBBIKM TOKYMEHTHPOBAHHUS
JIOKYMEHTUPOBaHHE pe3y/IbTaTOB B PAMKAaX OTAEIbHBIX OM3HEC-
polecca yIupaBiIeHUs IIPOLIECCOB
pUCKaMM B paMKax [1K 7.3. OnpenensieTr u cpaBHUBAET apaMeTPhl
OTIENBHBIX OM3HEC- HSKOHOMHUYECKUX U YIPABICHUECKUX MTPOIIECCOB,
IIPOLIECCOB U IPOTEKAIOIIUX B CTPYKTYPHBIX MOAPa3ACICHUIX
(YHKIIMOHATIBHBIX
HaIlpaBJICHUN
CTPYKTYPHBIX
MOJpa3IeJICHUI
OpraHu3aIu

3. OnucaHue MJIAHUPYEMbIX Pe3yJIbTATOB 00y4eHH s MO TUCIUTITIHHE
3.1. Onucanue IaHUPYEMBIX Pe3yIbTaTOB OOYUYCHHS MO TUCIUTITNHE
[Tnanupyemble pe3yiabTaThl OOyUeHHUs MO AMCUUIUIMHE MPEACTABIEHBI NECKPUNTOpPaMH (3HAHMUS,
YMEHMsI, HaBbIKH).

Jeckpunropnl
o AUCIHHILINHE 3HaTh YMmerh Baagers
Ko
! K-1
KOMIIeTeHIINH




-COBPEMECHHOE - HCIIOJIB30BaTh | -  METOOJOTHEH
3aKOHOJIaTEIbLCTBO B | COBPEMEHHOE KJIacCU(UKALINH,
chepe POCCHUICKOTO | 3aKOHOJATEILCTBO, CTaHIapPTH3AIUN |
JIEJIONPOU3BOJICTRA; HOPMAaTUBHBIC U | yHupUKAITIU
-  HOPMATUBHBIE U | METOJUYECCKUE JIOKYMEHTHI, | JOKYMEHTOB;
METOJUYECKHUE pEryJMpyoIre JIBMKEHUE | - MOHSITHHHBIM
JIOKYMEHTHI, JIOKyMEHTO000pOoTa B | ammapaTom B
PEryIHUpYIOIINe rOCy/1IapCTBEHHBIX u | chepe
JIBHOKCHUE MYHHIIAITATEHBIX HOPMAaTUBHOTO W
JIOKYMEHTOO0OpOTa B | OpraHU3aIMsIX; MPaBOBOTO,
rOCyAapCTBEHHBIX ul|- OCYIIECTBIIATH | PEeryJIUpPOBaHUS
MYHUITUTIATLHBIX JIeTIOTIPOU3BOJICTBO U | IeJIOMPOU3BOJICTBA
OpraHu3aIusIX; JIOKYMEHTOO0OpOT B | B OpraHu3aIu;
- HaIpaBJIEHUs | OpraHax TocCyJapCTBEHHOMN
Kiaccuukanuu, BJIACTHU Poccutickoit
CTaHJapTH3AIUN u | deneparnumy, opraHax
YHU(PUKALAN rOCy/lapCTBEHHOM  BIIACTH
JIOKYMEHTOB; CyOBEKTOB Poccuiickoit
denepanuu, opraHax
MECTHOT'O CaMOYMpaBIeHUs,
rOCy/IapCTBECHHBIX 51
MYHHIIHITATEHBIX
MPEITPUATHIX 31
VUPSKICHUSAK, HAYUHBIX U
00pa3zoBaTeIbHBIX
OpraHu3aIusIX,
MOJTUTUYECKUX MapTHsX,
OOIIECTBEHHO-
MMOJTUTUYECKUX
OpraHu3aIusIX;
Kona nK-7
KOMIIETEHI[UH
- OCHOBHYIO | - MPUMEHSITh HaBBIKH | - HaBLIKAMH
KIJIaCCHU(PUKAIUIO opopmieHus, BeAeHUS U | opOpMIICHUS,
OpraHU3aIMOHHO- XpaHeHUs BEJICHUS U
pacrnopsiAuTeIbHON paclopsAUTETbHBIX XpaHeHus
JIOKyMEHTAIu! JIOKyMEHTOB B | paCOPSAUTEIHHBI
rOCy/1IapCTBEHHBIX U | TOCYIapCTBEHHBIX X JIOKyMEHTOB;
MYHHIIMTTATEHBIX 5 MYHUIIMTIATBHBIX | ~-HABBIKAMH
OpraHu3aIui; OpraHu3aInsX; 3¢ pexTUBHOTO
- HOPSJIOK | - aHANM3UPOBATh | B3AUMOJCHCTBHA C
obopmIleHUsI, BEICHUS | COJAEPIKAHHE pa3IMIHBIMU
u XPaHEHMS | OPTaHU3ALMOHHO — CTPYKTYpHBIMH
pacToOpsIUTETBHBIX MPABOBOM JIOKYMCHTAIIUHA B TTOApa3ACTICHIAMU
JIOKyMEHTOB TOCY/IapCTBECHHBIX y | B paMKax
BHYTPHUBEIOMCTBE
TOCYIapCTBECHHBIX Y | MyHHUIUTTATEHBIX HHOLO 1
MYHHITHITATEHBIX OpTraHu3aIusIX; MEKBELOMCTBEHHO
OpTraHM3aIui;

Ir'0 3JICKTPOHHOTI'O




JTOKYMEHTO0000POT
a

4. MecTo IMCHUILUIAHBI (MOYJ5) B CTPYKType 00pa3oBaTeJbHON NPOrpaMMbl

JuctuiuimHa  «J{OKyMEHTaIllMOHHOE OO0ECIEYeHUE YIPABJICHUS» OTHOCHTCA K YacTH,
dbopMupyeMoii yaacTHUKaMu 00pa30BaTeNIbHBIX OTHOIICHHH yueOHoro riana OITOIL

JlaHHasT JUCHUIUIMHA B3aWMOCBSI3aHA C JIDYTUMH  JTUCIHMIUIMHAMHU, TaKUMH Kak:
«DKOHOMHKA OpraHu3anuu (mpeanpusTus)», «busHec-koMMyHUKAIIW, « Teopus MEHEIIKMEHTA.

B pamkax ocBoeHHsI IpOrpaMMbl OakajlaBpUaTa BBITYCKHHUKH TOTOBSITCS K PEIICHHUIO 3a1a4
npo(ecCHOHANBHOM ~ JEATENLHOCTH  CICAYIONIMX THIOB: WH(OPMAIMOHHO-aHAIUTUYCCKUH,
OpraHu3aIMOHHO-YITPABICHYCCKUH.

[Mpoduns (HampaBIEHHOCTH) MPOTPAMMBI YCTAHOBJICHA IYTEM €€ OpUEHTAIMH Ha cdepy
npopEeCCUOHATBPHON  NESTEIPHOCTH  BBITYCKHHKOB:  [IpeAnpuHUMATEIILCTBO ¥ yIPaBIICHHE
OM3HECOM.

5. O0beM TUCHMIITIUHBI

Dopmul 00yuenus
Buowt yueonoi pabomot Ouno-3aounasn c
Ounasn Ouno-3aounasn
npumenenuem /[OT
OO01mas TPy10eMKOCTh: 3a4CTHBIC 2172 272 2/79
€IMHUIIBI/9achl
KonrakTHas padora:
3aHATHSA JIEKIUOHHOIO TUIIA 18 8 2
3aHATUSL CEMUHAPCKOIO TUIIA 36 12 4
[TpoMexxyTodHast aTTeCTAIHS: 3a4eT 0,1 0,1 0,1
CamocrositesbHas padora (CPC) 17,9 51,9 65,9

6. Conmepkanue IMCUMILUIMHBI (MOAYJsl), CTPYKTYPUPOBAHHOe MO TeMaM / pa3aejam ¢
YKa3aHHEM OTBeJIeHHOI0 HAa HUX KOJHYECTBA aKaJeMHYeCKHX 4YacOB M BHAOB Y4YeOHBIX
3aHATHH

6.1. PacnpenejieHue 4acoB O pa3aejaM/TeMaM M BUIAM Pa0dOThI

6.1.1 OQOwunas popma ooyuenusn

Buasbl yuedHoii padoTsl (B yacax)
Ne Pa3nen/rema
o/ KonraktHasi pa6ora
. 3anaTus 3aHATHA CEMUHAPCKOIO THIIA Camocr
JIEKIIHOHHOT 0 OSITeJIbH
THIIA asi
Jexyuu | Unovie | Ilpaxkm | Cemun | Jlabop | Unwvie | padora
YuebHbl| uuecku | apol amopH
e e bie
3auamu| 3aHAMU pabom
A A bl
1 BBenenue B AUCHUIUINHY. 5 4 9
" | [Ipenmer, comepxanue u




3aJauu Kypca

OCHOBHEIE TOHATHA
JOKYMEHTAIMOHHOTO
obecrieueHus yrpaBiacHUs

IIpaBoBoE
peryJlupoBaHue
JCIIONPOU3BOACTBA

OOr11re HOPMbI U TIPaBHUIIa
odopmiteHus
YIPaBICHYECKUX
JIOKYMEHTOB

OcobenHoct
[IOJITOTOBKH
OpraHU3aIMOHHO-
pacopsANTEIbLHBIX
JIOKYMEHTOB
opranuzanuu. Cucrema
CIPaBOYHO-
MH()OPMAIMOHHON U
aHAJIUTHYECKOM
JIOKYMEHTAITNH.

Cucrema
OpraHU3aIMOHHO-
MIPaBOBOM JOKYMEHTAIINH

I[OKYMGHTLI 110 INYHOMY
COCTaBy

Opranuzanus
JIOKYMEHTOO00O0pOTA.
CucremMatu3anus
JOKYMEHTOB M HX
XpaHeHue

CoBpeMeHHOe /1eTI0BOE
UCbMO

1,9

[Ipomexxyrounas
aTTecTanus

0,1

Uroro

18 36

17,9

6.1.2 Quno-3aounasn hopma odoyuenus

Paznen/rema

Buasbl yuedHoii padoTsl (B yacax)

KonraktHasi pa6ora

JangaTus
JEKIUOHHOI0
THIIA

3aHATHA CEMMHAPCKOI0 THIIA

Jlexyuu | Unvie | I[lpakm | Cemun | Jlabop | Hnvie
VueOHbl| uuecku | apwvl amopu
e e bie

3aHAMUY| 3aHAMU pabom

A A bl

Camoct
OSAATCJIbH
asi
pabora

BBC}IGHI/IG B JUCHUITIIINHY.




[Ipenmer, conepxanue u
3a/1a4u Kypca

OCHOBHEIE TTOHATHSA
JOKYMEHTAI[HOHHOTO
o0ecrieyeHus yrpaBJIeHUs

[IpaBoBoe
peryiupoBaHue
JIeJIONPOU3BOICTBA

OOu1rie HOpMBI U TTpaBHIIa
odopMIIeHUS
yIIPaBJIEHYECKUX
JOKYMEHTOB

OcobeHHoCTH
MMOATOTOBKH
OpraHU3alMOHHO-
pacropsIUTEIbHBIX
JTOKYMEHTOB
opranuzanuu. Cucrema
CIIPaBOYHO-
HH(POPMAITMOHHOHN 1
AHAITMTUYIECKOM
JOKYMEHTAIUU.

Cucrema
OpraHU3alOHHO-
IIPaBOBOM JOKYMEHTALIMHU

JIOKYMEHTBI IO TUYHOMY
COCTaBY

Opranuzanus
JOKYMEHTO000pOTA.
Cucremaru3anus
JIOKYMEHTOB M UX
XpaHeHUe

COBpeMCHHOC ACJI0BOC
IIHUCBMO

59

IIpomexxyrounas
aTTecranus

0,1

Hroro

8|

12

51,9

6.1.3 Quno-zaounasn hopma ooyuenus ¢ npumenenuem /10T

n/n

Pa3nen/rema

Buabl yuednoii padoTsl (B yacax)

KonrakrHass padora

3aHATHSA JEKIHOHHOTO

THIIA

3ansaTus CEMHUHAPCKOTO0 THIIA

Jexyuu

Unvle
yuebHble
3anamus

Ilpaxmu
yeckue
3aHAmus

Cemu
Hapol

Jlabop
amopu
vie pad.

Unvle
3aHAMUSA

Camoct
OAATEIbH
as
padora

Bsenenue B
nucnuruey. Ilpenmer,
CoIepKaHUue U 3a4adu
Kypca




OcCHOBHBIE MTOHATUS
JIOKYMEHTAIMOHHOTO
oOecneucHus
yIpaBJICHUS

IIpaBoBoE
3. | perynupoBaHue
JIeTIOTIPOU3BOICTBA

O0mme  HOPMBI U
npaBuwia  odopmieHus
yIPaBICHYCCKUX
JOKYMEHTOB

10

OcobeHHOCTH
IMOJATOTOBKH
OpraHU3aIMOHHO-
pacropsiauTeIbHBIX
JIOKYMEHTOB
opranuzanuu. Cucrema
CIIPaBOYHO-
nH(pOpMaITMOHHOM "
AHATUTHYECKOM
JIOKYMEHTAIUU.

Cucrema
OpraHU3aIMOHHO-
MPaBoOBOI
JIOKYMEHTAIUU

10

JloKyMeHTBI o
JUYHOMY COCTaBY

10

Opranu3zanus
JIOKYMEHTO000pOTA.
8. | Cucremarm3anus
JOKYMEHTOB W HX
XpaHEHHE

COBpCMeHHOC JACJIOBOC
IMUCBMO

9,9

IIpomexxyTouHas
aTTecTanus

0,1

Htoro 2

| 4] | | 659

6.2

IIporpaMmMa 1M cCIMILIMHBI, CTPYKTYPHMPOBAHHAS 110 TeMaM / pa3aeaaM

6.2.1 Codepircanue 1eKyuonH020 Kypca

Ne i/

HauMeHoBaHHE TEMBI
(pa3aesia) IMCUMILINHBI

Conep:xaHue JeKIUOHHOTO 3aHATHS

BBC}I@HI/IG B JUCHUIIIINHY.
[Ipenmer, conepxanue u

[enu, 3amaum ¥ TPUHLMIBI ACIONPOU3BOACTBA. McTopus
JIEJIONPOU3BOJICTBA KaK Hayku. [IpeaMer u 3amaum Kypcea.




3aauu Kypca

Jlornueckasi CTpyKTypa AUCLUUIUINHBI, €€ MECTO B CUCTEME
HNOATOTOBKH  CIICIMAINCTA.  MEKIPEAMETHBIE  CBS3H.
CoBpeMeHHOE  J€JIONPOM3BOACTBO:  ILIE€IM, 3aJaudl U
npuHOUObBl.  OCHOBHBIE TIOHATHS W OINPEICICHUS:
JIOKYMEHT: €r0 CBOMCTBA U (YyHKIIMH, JEIONPOU3BOICTBO,
JOKYMEHTOBE/ICHHE, JOKYMEHTOO0OPOT. Bunesr
JOKYMEHTOB W HX Kilaccuukauus. YHUPHKAUUA H
CTaHJapTU3aIMs JOKYMEHTOB, X KIaCCH(UKAIHSL

OcHOBHEIE HOHATUA
JOKYMEHTAIMOHHOTO
o0ecrieyeHus yrpaBiieHUs

I'CAOY — cBoa mpaBwi, YCTAaHABIMBAIOIIMX €IUHbBIC
TpeOOBaHUS K JOKYMCHTUPOBAHHIO YIPAaBICHYECKOM
JEeSITeTLHOCTH ¥ OPraHu3allui PaboThl C JOKYMEHTaMH Ha
NPEIANPUATHIX PA3IMYHBIX OPraHU3alMOHHO — MPaBOBBIX
bopm

CocrtaB ynpaBleHUECKUX JOKYMEHTOB. [IOHSTHE CUCTEMBI
TOoKyMeHTanuu.  ODyHKIWOHANBHBIE W OTpPACICBBIC
CUCTEMBI JJOKYMECHTAIIUU. Y HUPHUKAIMS U CTaHJApTH3AIHS
YIIPaBICHYCCKUX JOKYMEHTOB

[IpaBoBOe perynupoBaHUE
JIeJIONPOU3BOICTBA

[IpaBoBass 0a3za [eIOMPOM3BOJCTBA KaK COBOKYIHOCTh
3aKOHOB, HOPMaTUBHO-TIPAaBOBBIX aKTOB,
OPraHM3alMOHHBIX W  METOAMYECKHX  JOKYMEHTOB,
pEriaMeHTUPYIOUTUX TEXHOJIOTHUIO CO3/JaHMs, 00pabOTKH,
XpaHEHUs! W WCIIOJIb30BaHUS JIOKYMEHTOB B TEKyIIeH
JIeSITEIIbBHOCTH OpraHu3aIiH. [locranoBnenue
[TpaButenserBa PO ot 07.09.2011 r. N2 751 «O BHeceHHH
n3MeHeHui B [IpaBuia nenonpon3BosicTBa B esiepaabHbIX
OpraHax UCIOJHUTEILHOU BIACTH.

O0 onekTpoHHOH  momnucu:  (ernepambHBIA  3aKOH
06.04.2011 N9 63-®3 (¢ M3MEHCHHSIMH M JOMOJIHCHUSIMH
ot 12 mapra, 28 utons 2014 rona)

O6 apxuBHom gene B Poccuiickoit  Depeparyu:
denepanpabii 3akoH oT 22.10.2004 N2 125-®3 (pen. ot
04.10.2014).

06 undopmany, MHPOPMALMOHHBIX TEXHOJIOTUSIX U O
3amuTe nHpopmarmu: (eaepanbHbIid 3akoH oT 27.07.2006
N2 149-®3 (pen. ot 21.07.2014)

O nepcoHanbHBIX JAHHBIX [DJIEKTPOHHBIA pecypc]:
denepanpHbii 3akoH oT 27.07.2006 N2 152-®3 (pen. ot
21.07.2014) // CIIC «KoncynpsrantlImtoc:
3aKOHOIATETIHLCTBO.

OO0mme HOpMBI W TpaBUia
oopmIieHUs
yIpaBICHUYECKUX
JTIOKYMEHTOB

YuudunupoBanHas cucrema gokymentamuu (YCJ[) kak
COBOKYITHOCTH ()OPM JIOKYMEHTOB, CO3JJaHHBIX TIO €MHBIM
npaBuwiaM #  TpeOoBaHHSAM, (YHKIMOHHPYIOUIUX B
onpexaenennon chepe nesrenprocTH. [OCT P 7.0.8-2013.
I'OCT P UCO 15489-1 — 2007. TOCT P 53898-2013.
roct P 6.30-2003, TOCT P 7.0.97-2025

«YHUGUIMPOBAHHBIE CUCTEMBI JOKYMEHTaLUN».
VYHuudunmpoBanHas cucrema OpraHu3alMOHHO-
pacropsauTenbHON  JOKyMEHTaluu. TpeGoBaHUsS K
0(OpPMIICHHIO JIOKYMEHTOBY. Pernamenranus

NIESTEIbHOCTH  CIYXObI  JIENMOMPOM3BOACTBA Ha  BCEX
YPOBHSX YIPaBJICHHUS. Cranmaptet UICO wu  wux




ncnonb3oBanue B cucreme JJOY PO,

Oco0OeHHOCTA ITOATOTOBKHU
OpraHu3aIMOHHO-
pactopsIAUTEIbHBIX
JOKYMEHTOB OpraHU3aIlUU.
Cucrema CIIPaBOYHO-
UH(OPMAITMOHHOU u
aHAJIUTHYECKOM
JOKYMEHTAITUH.

YCOP/]] — yaudunupoBaHHas CHCTEMa OPTaHU3AIMOHHO —
pacropsAUTENbHON TOKYMEHTALMU: COCTaB, o0jacTu ee
npuMeHeHus. Ha3HaueHwe W BHBI OpPraHHU3alMOHHO-
pacnopsiAMTENbHOW JOKyMeHTauuu. TpeboBaHus Kk e€
opopmiennro  cormmacio  ['OCT.  CocraBinenne U
oopmIIeHHE TPOEKTOB PaCIOPAIUTEIBHBIX JOKYMEHTOB
(MOCTaHOBNIEHUH, PEIICHHUH, MPUKA30B, PACIIOPSIKEHUH,
ykazanuii). Bungel  cnpaBoyHO-UH(POPMALMOHHOW U
CIIPaBOYHO-aHAIUTUYECKON JOKYMEHTAlUu U TpeOOBaHUs
K UX 0OPMIICHHIO.

CucremMa opraHu3aiiOHHO-
MPaBOBOM JOKYMEHTALIUU

OpFaHI/ISaHI/IOHHO'HpaBOBHe JOKYMCHTEI, X HAa3HA4YCHUC,

dopmynsipel — o0pasnpsl. [Ipomemypa cocraBiieHUsT U
oopmiieHHsT OpraHU3aIlMOHHBIX JOKYMeHTOB. O0iacTh
MMPUMCHCHUA Oprainu3aliuOHHbIX AOKYMCHTOB.

Hcnonw3oBanue yHupuuupoBaHHblXx ¢opm. DyHKUIMK
OpraHU3aIlMOHHO-TIPAaBOBOM JOKyMeHTanuu. OCHOBHBIC
BUJbl M TpeOOBaHHS K COCTaBICHHIO U O(OPMICHUIO
OpraHU3aIMOHHO-TIPABOBBIX JOKYMEHTOB.

JIOKYMEHTBI IO TUYHOMY
COCTaBYy

Cucrema wuH(MOpPMALMOHHOTO obOecreyeHus: padoThl C
KaJ[paMH. Nudopmannronusie MOKA3aTeIH,
Xapaktepusymoiue padboty ¢ kaapamu. Obuepoccuiickue
KJ1accu(pUKaTOPBl TEXHUKO-3KOHOMUYECKOH MH(OPMAITUH.
[TonsiTua "kanpoBas JoKyMeHTaUA" U "TOKyMEHTalLHs 110
JUYHOMY cocTaBy'. BHIBI JTOKYMEHTOB MO JIMYHOMY
coctaBy. IIponeaypsl, BBIIOTHSIEMbIE KaIpOBOW CIY»)OOM
npu 0POPMIICHUU JIBMIKCHHS TIEPCOHANIA MPEATPUATHS, U
co3ZaBaeMble TIPU OSTOM JOKyMeHThl. HopmaTuBHO -
METOJIMYCCKUE JIOKYMEHTHI 10 BOIPOCAaM COCTABJICHUS U
oopMIIeHHS KaIpOBON JOKYMEHTAIIHH.

Opranu3zanus
JOKYMEHTO000pOTa.
Cucremaruzanus
JTOKYMEHTOB "
XpaHEeHUEe

nux

Opraauzanusi JTOKyMEHTOOOOpoTa: mpueMm, o00padoTka,
perucrpanms,  KOHTpPOJIb,  XpaHEHHE  JOKYMEHTOB,
HOMEHKIaTtypa nen. TpeboBaHus K 3aroyioBKaMm Jell.
®opmupoBanue aen. Cucremarusanus JTOKyMEHTOB
BHYTpH Jiea. TUIIOBBIE CPOKU XPAHEHUS JOKYMEHTOB
OO0mrast XapakTepUCTHKa OPraHU3allMOHHBIX TEXHUYECKUX
CPEJICTB. ABTOMaTH3UPOBAHHBIE CUCTEMBI
nenonpousBoacTBa.  O030p  COBpPEMEHHBIX  CPEICTB
OpPITEXHUKHU JUIsl Miepeaadu U nepepaboTku MH(OpMaLUH.
[IpaBmiia W NOpPANOK TUPAKUPOBAHHUSA JTOKYMEHTOB.
OneKTpoHHas roura. Cucrema ONTUYECKOTO
pacrno3HaBaHMsl TEKCTOB. lcmosnp3oBaHue cCIpaBOYHO-
npaBoBbIX cucteM. O6mue TpeOoBaHMU K COCTaBICHUIO U
opopmieHno  HOMeHKJIATypbl. OCHOBHBIE  TpaBUIIA
paboThl apXMBOB OpraHu3aluil B (efepalbHBIX OpraHax
UCIIOJHUTENIBHOM  BIAcTH.  OJKCIEpPTH3a  LEHHOCTHU
nokymeHToB. CocraBiieHne onucei. Cnada Jen B apXuB
OpraHu3aluu

CoBpemeHHOe
MHUCHbMO

IEJIOBOE

Hcropus nosBieHus IeI0BBIX nUceM. J[enoBoe MUcbMo —
OJIMH M3 CaMbIX JPEBHUX aTpHOyTOB JIEJIOBOTO OOILEHHUS.
Tpaguuum pycckoro pgenoBoro mnucbMa. CTHIHMCTHKA
jenoBoro  nucbMa. OcoOEHHOCTH M XapaKTEPUCTHKH




COBPEMEHHOTO0 J1enoBoro muchma. [lpaBuna odopmieHus
JIEJIOBOTO  THUChMAa. Buael mmceM, MeEXIyHApOIHBIC
MMMCHMa.

TpeboBaHMsI K TEKCTY JICIOBOTO MTUCHMA.

6.2.2 Coep:kaHne NPAKTHYECKUX 3aHATHI

HanmeHoBaHHE TEMBI
(pa3nena) IUCHMILINHBI

Conep:xxaHue MPAKTHYECKOT0 3aHATHS

BBenenue B AMCUUILIIHHY.
[Ipenmer, conepxanue u
3aJlayM Kypca

I.Ilenn, 3amauv W TPUHUMIBL JAUCHUILIMHBL. HcTtopus
Jnenonpou3BoiacTtsa B Poccun.

2.IIpeamer u 3agaum Kypca.

3.Jloruueckast CTpyKTypa JIUCLUUIUIMHBI, €€ MECTO B
CHUCTEME TMIOATOTOBKH CIICIHAINCTA, MEKIIPEIMETHBIC
CBSI3W.

4. CoBpeMEHHOE JCJIONPOU3BOACTBO: IIENH, 3aJaud M
TIPUHIIHITEL.

5. OCHOBHbIC TTOHATHS U OTIPEACIICHUS:

JIOKYMEHT: €r0 CBOWCTBA M (PYHKIIMH, JCIOIMPOU3BOJICTBO,
JIOKYMEHTOBE/ICHUE, TOKYMEHTOO00POT.

6.BuJibl TOKYMEHTOB M MX KJIaCCH(HUKAIHUS.

OcHOBHEBIE HOHATUSA
JIOKYMEHTallHOHHOT'O
o0ecrnieueHus yrpaBIeHHUs

1.I'ocynapcTBeHHast cucrema JTOKYMEHTaIMOHHOTO
obecneuenus ynpasienus (I'CHOY) — cBox mnpasui,
yCTaHaBIMBAIOLINX eIIUHbIC TpeboBaHus K
JOKYMEHTHPOBAHUIO YIPABICHYECKOW JEATEIBHOCTH |
OpraHu3auuy padoThl C JOKYMEHTAMH Ha HPEATPHATHIX
Pa3IMYHBIX OPTaHU3AIMOHHO — MIPABOBBIX GOPM
2.CocraB ynpaBJIeHUECKHX JIOKYMEHTOB.
3.IloHsATHE CUCTEMBI TOKYMEHTALIH.
4.dyHKIMOHATIbHBIE u OTpacyeBble
JOKYMEHTAIUH.
5.Yuudukamus u
JTIOKYMEHTOB

CHUCTCMBI

CTaHOapTU3alud YIIPABJIICHYCCKUX

HpaBOBOG peryjimpoBaHuc
ACIOIMMPONU3BOACTBA

1.ITpaBoBast 0Ga3a [€IONMPOM3BOJCTBA KaK COBOKYITHOCTh
3aKOHOB, HOPMaTHBHO-TIPABOBBIX aKTOB, OPTraHU3AIIMOHHBIX
U METOIUYECKHUX  JIOKYMEHTOB, pPErJIaMEeHTHPYIOLINX
TEXHOJIOTHIO  cO3JaHusi, OoOpaOOTKM, XpaHEHUs U
UCMOJIb30BaHUS JJOKYMEHTOB B TEKYIIeH JAeATelbHOCTH
OpraHu3aIH

2.Ilocranosnenue [IpaBurenscrea PO ot 07.09.2011 1. N2
751 «O BHeceHuu u3menenuil B [IpaBuiia nenonpou3BoacTea
B (peJIepasibHBIX OPraHax UCTIIOJIHUTEIBHON BIACTI.
3. OO0 onexTpoHHON mnoanucH: (enepanbHbIA
06.04.2011 NQ 63-d3 (¢ U3MEHEHHUSIMH U JOMOJHECHUSIMH OT
12 mapra, 28 uronst 2014 roma)

4. O6C apxuBHoM gene B Poccuiickoit denepauunu:
denepanmpHblii 3akoH oT 22.10.2004 N2 125-®3 (pen. ot
04.10.2014).

5. O6 undopmarum, UHOOPMAIIMOHHBIX TEXHOJOTHIX U O
3amuTe uMHMopMauuu: ¢enepanbHblii 3akoH oT 27.07.2006

NQ 149-®3 (pex. ot 21.07.2014)

3aKOH




6. O mnepcoHaNbHBIX JaHHBIX (enepaNbHbIi 3aKOH OT

27.07.2006 N2 152-@3 (pen. ot 21.07.2014)

7. HopMaTHBHO-TIPABOBBIE AaKThl, OPraHU3ALMOHHBIE U
METOANYECKUE JOKYMEHTBHI, periiaMeHTHPYIOLe
TEXHOJIOTUIO  CO3/aHus, O00pabOTKH, XpaHEHHS W
UCIIOJIb30BAaHUS JOKYMEHTOB B TEKYIIEH JESITeIbHOCTU
OpraHu3aluu

OO0mue HOpPMBI M TpaBHIIA

1.Yaudunupoannas cucrema nokymentanuun (YCJI) kak

oopmnenus COBOKYITHOCTb (JOPM JIOKYMEHTOB, CO3JaHHBIX MO €IUHBIM
YIPaBICHUYECKUX npaBwiiaM U TpeOoBaHUSM, (GYHKIMOHUPYIOIIUX B
JIOKYMEHTOB OTIpeNieIeHHON cdepe NesATeIbHOCTH.
2.TOCT P 6.30-2003
3.TOCT P UCO 15489-1 — 2007.
4. TOCT P 7.0.8-2013. TOCT P 53898-2013.
«YHUPHUIHPOBAHHBIC CUCTEMBI JOKYMEHTALIN.
YHaubunupoBanHas cucremMa OpraHU3alMOHHO-
pacropsANTeNbHON  JOKyMeHTanuu. TpeOoBaHus K
0(OPMIICHUIO IOKYMEHTOBY.
S.Pernamenranus JeATEIIbHOCTH CITYKOBbI
JIEJIONPOU3BOJICTBA HA BCEX YPOBHSX YIPABICHUS
6.Crangapter UCO
7. Ix ucnosnb3zoBanue B cucreme J1OY PO,
Ocob6ennoctu  moxarotoBku | 1. YCOP]] — yaudunupoBanHas cucremMa oOpraHu3allioHHO
OpraHU3alMOHHO- — pacmopsiIUTENbHONW JOKYMEHTAIMH: COCTaB, 00jacTu ee
pacnopsAUTENbHBIX IIPUMEHEHHUS.
JOKYMEHTOB ~ OpraHu3aunuu. | 2. Ha3nauenue u BU/IbI OpraHU3alMOHHO-
Cucrema CIPAaBOYHO- | PACIIOPSIUTENBHON JOKYMEHTALIUH.
HH(pOPMAITMOHHOM u | 3. Tpebosanus k e€ opopmienuto cornacHo 'OCT.
AHATTUTHYECKOMN 4. CocraBnenue u odopmiteHue MIPOEKTOB
JOKYMEHTaL1H. pacopsAUTEIbHBIX JIOKYMEHTOB (mocTaHoBIEHUH,

pellIeHni, MPUKa30B, PacOPsLKEHUH, YKa3aHHi).
5. Bugsl crnpaBo4HO-MH(OPMAIIMOHHOW W  CIPABOYHO-
AQHAJUTUYECKON JOKYMEHTALMU

6. TpeboBanus K oopmIeHHIO CIIPaBOYHO-
MH(pOpMaLIOHHON 51 CIIPaBOYHO-aHATTUTUIECKON
JIOKYMEHTAIUU

Cucrema oOpraHu3almoOHHO-
MPaBOBOM JOKYMEHTAIIMH

1.Opranu3anoHHbIe JOKYMEHTBI, UX Ha3HAYEHHUE
2.®opmysipsl — 00pasIbl.

3. [Ipouenypa COCTaBJICHUS u
OpPraHU3al[MOHHBIX JOKYMEHTOB.
4.00nacTh NPUMEHEHHS OPraHU3ALMOHHBIX TOKYMEHTOB.
5.Wcnonb3oBanue yHU(PULIHPOBAHHBIX (HOPM.

6.OyHKIIMN OPraHU3alMOHHO-TIPABOBOM JOKYMEHTAIIUH.
7.0cHOBHBIE BU/JIBI OpraHU3al[MOHHO-TIPABOBBIX
JIOKYMEHTOB.

8. TpeOoBaHus K COCTaBJICHHUIO U
OpraHU3aIMOHHO-TIPABOBBIX JTOKYMEHTOB

oopmIteHUs

oopmieHuto

JIoKyMeHTBI
COCTaBYy

no JIMYHOMY

1.CymHOCTh MOHATHUS JOKYMEHTAIUS 1O JINYHOMY COCTaBy
2. IlpaBoBble OCHOBAaHUSA TMOJTOTOBKH JOKYMEHTOB IO
JIMYHOMY COCTaBY

3. JlIokyMeHTHpOBaHuE Npu npuéMe pabOTHHUKA




4. TpynoBsle JOTOBOPBI (KOHTPAKTBHI).
5.JlokymeHTHpOBaHMUE TIPH TTEPEBOJIE paOOTHUKA
6.JlokyMeHTHpOBaHNE NPU YBOJIILHEHHH PaOOTHUKA
7. OcoOeHHOCTH MpHKa3a Mo JUYHOMY COCTaBY

8. 3asBieHue

9.TpynoBasi KHMXKKa

10.JInunoe neno

Opranuzanus
JOKYMEHTO000pOTA.
CucremaTu3aius
JIOKYMEHTOB M UX XpaHEHHE

1.Opranuzanust TOKyMeHTOOOOpOTa: mpueM, 00paboTKa,
perucrpanus, KOHTPOJIb, XpaHEeHUE  JIOKYMCHTOB,
HOMEHKJIaTypa Jedl.

2.TpeOoBaHus K 3arojIOBKaM JIedl.

3.®opmupoBanue gen. CucreMmarusanusi JOKYMEHTOB
BHYTpH nena. Odopmienue aen. TUIOBBIE CPOKU XpaHEHUS
JIOKYMEHTOB.

4.00mmas xapakTepUCTUKa OPTaHU3AIMOHHBIX TEXHUYECKHX
CPEJICTB. ABTOMaTH3UPOBAHHBIE CHCTEMBbI
nenonpousBojacTBa.  O030p  COBPEMEHHBIX  CPEJCTB
OPITEXHUKHU Ui NIepeiadn U nepepadoTku nHGOpMaIuu.

5. Mcnonbs30Banue CripaBOYHO-IIPABOBBIX CUCTEM
6.Homenknarypa nen Kak MPOCTEUIIINI
KJIAaCCU(UKANMOHHBIN cripaBoyHUK. OOmmme TpeOOBaHUS K
COCTaBIICHUIO ¥ O()OPMIICHUIO HOMEHKIIATYPHI.
7.0dopmnenue nen. CocraBienne onuceit. Cnaga nen

COBpeMeHHOG JCI0BOC

IIMCBMO

1.ITonsiTHE 1€7I0BOM MEPENUCKU

2.0TUuecKkre HOPMBI JIEI0BOM MepenucKu
3.3aKOHOJATENbHbIE W HOPMAaTUBHO-NIPABOBBIE OCHOBBI
JIeJI0BOM nepenucku B PO

4.513bIK U CTUIIb OQUIMATBHBIX THCEM

5. Buasl 1nmceM B Oprassl IOCYAapCTBEHHOTO U
MYHHIIMIIAJIBHOTO YIIPABICHUS

6. JlenoBasi nepenucka o MEeKTPOHHOU MouTe

7 IlpaBuna opopmieHHs Je0BOr0 MUChMa.

8.Bunpl mucem

9. Mex1yHapoIHbIE THCHMA.

10.TpeboBaHus K TEKCTY HCbMa

6.2.3 Conepixanue caMOCTOATETbHOI PadoThI

HanmeHoBaHMe TeMBI
(pa3aesa) IMCUMILINHBI

CoaepixaHue caMOCTOATEILHOM padoThI

BBGI[GHI/I@ B I[I/ICHI/IHJ'II/IHy.
IIpenmer, conepxanue u
3a/1auu Kypca

1.IlonsiTHe 1EMTOTPOU3BOJICTRO.

2. Ilpenmer aucummuHbel OCHOBBI AEIONPOU3BOACTBA U
JOKYMEHTO000pOT

3. MexXnpeaMeTHBIE CBSI3U.

4. Ctpykrypa Kypca
5. 3ajaun Kypca

OcHOBHEBIE HOHSITUA
JOKYMEHTAIMOHHOTO
oOecrnieyeHus ynpaBiIeHuUs

1.I'ocymapcTBeHHas cucreMa
o0ecrieyeHus yrpaBlieHUs

2. IlonaTtue nokyMeHTa

3. ITonsAtue JOKyMEHTOO00pOTA

4 Cuctembl JOKyMEHTALUH
5.YuuduuupoBaHHas

JOKYMCHTAIMOHHOT'O

cucrema OpTraHnU3allMOHHO-




pacniopsiautenbHoi fokymentanuu (Y COP/I)

IIpaBoBOE perynupoBaHue
JIEJIONPOU3BOJICTBA

1.3akoHOATENBHOE PEryIMPOBAaHUE JI€TIO0IPOU3BOCTBA

2. Vka3sl u pacnopspkenus IIpesupenta Poccuiickoit
Ddenepanuu, periaMeHTHpYoIne BOIIPOCHI
JOKYMEHTAI[MOHHOTO 00ecreueHust

3. IlocranoBnenuss u pacnopsbkeHust IIpaBurenscTBa
Poccuiickoit ®@enepanun, perjiaMeHTUPYIOIIUME BOIPOCHI
JOKYMEHTAallMOHHOTO ~ obecneueHuss Ha  QeaepaabHOM
YpOBHE

4. IIpaBoBbI€ aKThI (peIepaTbHBIX OPraHOB UCTIOIHUTEILHON
BJIACTH (MUHUCTEPCTB, KOMUTETOB, CIYKO, areHTCTB U [Ip.)
00I11e0TPaCcIeBOr0 U BEJOMCTBEHHOT'O XapaKTepa,

S5.IIpaBoBble  aKThl  OpPraHoB  MPEICTABUTEIBHOU U
HCIIOJIHUTEIIbHON BJIACTHU CyOBEKTOB Poccuiickoit
Qenepatii U UX  TEPPUTOPUAIBHBIX  00pa3oOBaHUM,

PENIAMCHTHUPYIOIIHUE BOIIPOCHI ACJTONPOU3BOACTBA.

OO61mure HOpMBI U TIpaBUIIA

1. ITonsitue BJIAHK noxymenTa. Buabl 61aHkoB

odopmIIeHUS 2. TpebGoBanus k O1aHKam
yIpaBJIEHYECKUX 3. PexBuzut. CocTaB peKBU3UTOB.
JIOKYMEHTOB 4 Hammonanbusle  cranmapTel  Poccum B oOmactu
JIeJIONIPOU3BO/ICTBA
OcoOennoctu noarotoBku | 1.IloHsiTHE ~ OpraHM3allUOHHO  —  PacHOPSAUTEIbHOU
OpraHu3alMOHHO- JOKYMEHTAIMH: COCTaB, 00JIACTH €€ PUMEHEHUS.
pacnopsaUTENbHbIX 2. Haznauenue U BU/IBI OpraHU3alMOHHO-
JIOKYMEHTOB OpPTraHU3al{H. | PACHOPSAUTEIbHON JOKYMEHTAIUH.
Cucrema cnpaBo4Ho- | 3. TpeboBanus k opopmirenuto corinacao 'OCT.
UH(POPMALIMOHHOM u | 4. CocrapneHnue U oopmienue IIPOEKTOB
AQHAIUTUYECKOU pacnopsAMTENbHBIX TOKYMEHTOB
JIOKYMEHTAIUH. - IOCTAHOBJICHUI,
-peleHuni,
-IIPUKa30B,
-pacropsKeHuH,
-yKa3aHUU
5.CocraBnenue U oopmiieHne CIPaBOYHO-
MH(GOPMAIIMOHHBIX JOKYMEHTOB
Cucrema 1.CocraB opraHM3allMOHHBIX JOKYMEHTOB
OpraHu3aIMOHHO- 2.DyHKIMN OPraHU3aIMOHHO-TIPABOBBIX JOKYMEHTOB
npaBoBOM JokyMeHTauuu | 3.0Oco0eHHOCTH OQOpPMIIEHHS OpraHU3alMOHHO-TIPABOBBIX
JIOKYMEHTOB
4. Buasl  OpraHuM3alMOHHO-TIPABOBBIX  JIOKYMEHTOB.
TumoBele M UHAUMBUAYAJIbHBIE  OpraHU3allMOHHbBIE
JIOKYMEHTBI.
JoxkymenTel mo JsmuyHOMYy | l.JlokyMeHTanus,  CBsI3aHHAasT C  KOMIUIEKTOBaHUEM

CoCTaBy

IIEpPCOHANA OpraHU3aluy.
2.JIokymeHTalus, CBsI3aHHAs C IPOLECCOM IPOJIBHKEHUS
MepcoHaa o ciayxoe.

3.JloKkyMeHTalMsl, CBSI3aHHAsI C BBIIOJHEHHEM pabOTHHUKOM
TpeOOBaHUI TPYIOBOW JUCIUIINHEL.

4.JloxymeHTalus, CBA3aHHAs C MPEKPALIEHUEM TPYIOBBIX
OTHOIICHUH pPaOOTHUKOB C OpraHMU3aIMeil, C YBOIbHEHHEM

Opraaun3zanus

1.9Tansl 10KyMeHTO000pOTa B OpraHu3aluu




JOKYMEHTO000pOTa. 2.®opmupoBaHUE JIeT

CucreMaruzanus 3.HomeHnknarypa nen Kak MPOCTEUIIIHI

JOKYMEHTOB " uX | KIacCHU(PMKAIMOHHBIA CIIPAaBOYHUK.

XpaHeHue 4.Cnaua ie71 B apXUB OpraHU3aliH

9. CoBpemeHnHoe nenoBoe | 1. JlenoBble mycbMa B UCTOPUHN YEJIOBEUECTBA

MUCHMO 2. Ponb 1en0oBbIX MTUCEM B YIIPABJICHYECKOU e TEIbHOCTH
3. Ocobennoctu o(huIaTBLHO-AEI0BOI MMCEMEHHOM peun
4. Vcnonb3oBaHUE S3BIKOBBIX (OPMYNT —  S3BIKOBBIX
MOJEJIEH B I€JI0BOM ITUCbME
5. DTUKET B JICJIOBOM MEPENUCKE

7. @oHJ OUEHOYHBIX CpeICcTB /Jsl TPOBedeHHUS] NPOMEKYTOYHON aTTecTalluM

00y4YaIIUXCs M0 JUCHUILIMHE (MOYJIIO)

B PaMKax TCKYIICTO KOHTPOJIA IMPCIoAaBaTC/ib CaAMOCTOATCIBHO MOXCET MHMPOBOAUTH CJICAYIOIIUC

MEPOIPUITHSL:
Ne Kontposmpyemsie HaumeHOBaHME OLIEHOYHOIO CPeACTBA
n/n pa3jaeJibl (TeMbl)

1. | Beeaenue B nuctmmingy. | Onpoc, npoGiieMHO-aHATUTUYECKOE 3aJaHue. 3CCe
[Ipeamer, conepxanue u Peanuzanus  nmporpammsl ¢ npumenenueM  JIOT:
3aJla4M Kypca TectupoBaHue, CUTyallMOHHbIE 3aJayd, MPOOJIEMHbIE

3aJ1a4H.

2. | OCHOBHBIE IOHATUS Omnpoc, npodaeMHO-aHATUTHYECKOE 3a/laHie, TECTUPOBAHHUE
JOKYMEHTAllHUOHHOI'O Peamu3anus nporpaMMbl ¢ NIPUMEHEHHEM JAOT:
obecnieyeHus ynpasienus | TecTupoBaHue, CUTYallMOHHBIE 337a4y, IPOOJIEMHbIE 3a/1a41

3. | IIpaBoBoe perynmupoBanue | Omnpoc, mpoOIeMHO-aHATUTHYECKOE 3aJaHNe, TUCITYT
JEJIONPOU3BOCTBA Peanuzanuss nporpaMMel ¢ [IPUMEHEHHEM JOT:

TectupoBaHue, CHTyallMOHHBIE 33]]a9H, POOJIEMHBIE 331a4H

4. | Obume HOpMBI M nipaBuia | Onpoc, npoOIeMHO-aHAIMTUYECKOE 3aJJaHUE, TPAKTUYECKOe
oopmienus 3aJJaHue, Keiic
YIIPaBJIEHUYECKUX Peamu3anuss nporpaMMbl ¢ NIPUMEHEHHEM JOT:
JOKYMEHTOB TectupoBaHue, CUTyallMOHHBIE 33]1a4H, IPOOJIEMHBIE 331a4H

5. | Ocobennoctu noarotoku | Ompoc, TECTUPOBaHUE, PAKTHYECKOE 3aJlaHue,
OpraHHU3alOHHO- UCCIIE0BATEIbCKUNA TPOEKT, AUCITYT
pacIopsAIUTENIBHBIX Peamu3anuss nporpaMMbl ¢ NIPUMEHEHHEM JOT:
JOKYMEHTOB OpraHu3anuu. | TecTupoBaHue, CUTyallUOHHbIE 3a/1aui, MPOOIEMHBIE 3aa4u
Cucrema cripaBo4HO-

MHGOPMALMOHHOM U
AHAJIMTUYECKON
JOKYMEHTAIUH.

6. | Cucrema Omnpoc, npakTUYecKoe 3a1aHne, THPOPMAIIMOHHBIN TPOEKT
OpraHHU3alOHHO- Peanuzanuss nmporpaMMbel ¢ NIPUMEHEHHEM JOT:
MpaBOBOM JOKyMeHTaluu | TecTupoBaHUE, CUTyallMOHHBIE 3a/1a4M, POOJIEMHBIE 3a1a4U

7. | HoxymeHnTsl o tuyHoMy | Ompoc, mpakTudeckoe 3ajanue, HHHOPMAIIMOHHBIN MPOEKT,
COCTaBy TECT

Peamusanus nporpaMMbl ¢ IIPUMEHEHHEM JOT:
TectupoBaHnue, CUTyallMOHHBIE 33]]a4l, TPOOJIEMHBIE 3a]1a4H

8. | Opranuzanus Omnpoc, npakTu4eckoe 3a/iaHue, KOHTPOoJIbHAas padoTa
JIOKYMEHTO000pOoTa. Peamu3anuss nmporpamMmbl ¢ NIPUMEHEHHEM JAOT:
Cucrematuzanus TectupoBaHue, CUTyallMOHHBIE 33]1a4H, IPOOJIEMHBIE 331a4H




AOKYMCHTOB U UX

XpaHeHue
9. | CoBpemeHHOE J1eI0BOE Omnpoc, npakTH4eckoe 3a1aHue, THPOPMALMOHHBIA TIPOCKT
MHUCbMO Peanzanmss mporpaMMbl ¢ NPUMEHEHHUEM HOT:

TectupoBaHue, CHTyallMOHHBIE 3a]1a4, MPOOJIEMHBIC 339U

8. IlepeyeHb OCHOBHOW M [JONOJHHUTEJBHOH Y4YeOHOH JHMTEepaTypbl, He0OXOAMMOW sl
OCBOEHMS TMCHUIJIMHBI (MOXYJIs1)

1

2.

8.1. Ocnosrnas yuebHnas tumepamypa

. Kysnenosa, 1. B. JlokymeHTalimoHHOe 00eCrieueHne yIpaBieHus | yaeOHOe mocooue st

CIIO / W. B. Ky3nenoga, I'. A. Xauarpsa. — 3-e¢ uza. — Caparos : [Ipodo6pazoBanue,
2024. — 168 c. — ISBN 978-5-4488-1051-0. — Texkct : anmekrponnsiii // LudpoBoit
o0OpasoBaTebHbBIN pecypce IPR SMART : [caiiT]. — URL:
https://www.iprbookshop.ru/135470.html

Eropuenko, T. U. Jlenonpou3BoACTBO M JOKYMEHTOOOOPOT Ha MPEINPUATHH : yueOHOE
nocobue (kypc seknuii) / T. . Eropuenko. — Cumdeponons : YHUBEPCUTET SIKOHOMHKHU
u ynpasnenusi, 2023. — 268 ¢. — Tekcr : anexTponHslii / L{udpoBoit o6pazoBaTenbHbIN
pecype IPR SMART : [caiit]. — URL: https://www.iprbookshop.ru/136265.html
CocraBieHue 1 0pOpMIICHHE JCIOBBIX JOKYMEHTOB: yueOHOe rmocodue / coctaBurenu E.
. bammakoBa. — 2-¢ u31. — Mocksa: Aii [Tu Ap Menua, 2024. — 145 c. — ISBN 978-
5-4497-3414-3. — Texct: snextponHsblii / Ludposoii obOpazoBarensHbiii pecypc PR
SMART : [caiiT]. — URL.: https://www.iprbookshop.ru/142095.htmi

8.2. Jlononnumenvras yuebnas iumepamypa:

Kysnenosa, 1. B. KondunennuanpHoe IeIOMPOU3BOJCTBO M 3aIUIICHHBINA 3JICKTPOHHBIH
JOKYMEHTO000poT : yueOHoe nmocobue / U. B. Ky3nenosa, I'. A. Xavarpsia. — 2-e u3n. —
Mocksa : A Ilu Ap Memua, 2025. — 192 ¢. — ISBN 978-5-4497-3878-3. — Tekcr
anektporHbld // [{udpoBoit obpaszoBarenbubiii pecypc IPR SMART : [caiir]. — URL:
https://www.iprbookshop.ru/145149.html

HoBuxkoga, JI. . f3bIk 1 peueBass KynapTypa JI€JI0BOro nuchMa : yueoHoe nocobdue / JI. U.

HosukoBa, E. A. bypauna. — MockBa : Poccuiickuii rocyapCTBEHHBII YHUBEPCHUTET
npaBocyaus, 2024. — 183 c. — ISBN 978-5-00209-177-5. — TekcT : 31€KTpOHHBIN //
[MudpoBoit  oOpazoBarenbubili  pecypc IPR SMART : [caiit]. — URL:

https://www.iprbookshop.ru/159502.html

MakramkynoBa, I'. A. JlIokyMeHTallMOHHOE OOecTieueHUe YIPaBICHUs MEPCOHATIOM : KypC
nexkuuit / I'. A. Makramkynosa, 1. /1. 'oponoBa. — Jlunenk : JIuneuxuii rocyaapcTBEHHBIH
texHuueckuii yausepcurer, 9bC ACB, 2023. — 32 c. — ISBN 978-5-00175-218-9. —
Tekcr : anextponnslil / Ludposoi odpazoBarensHblii pecypc IPR SMART : [caiit]. —
URL: https://www.iprbookshop.ru/133441.html

8.3. Ilepuoouueckue uzoanus

VYupasnenune, ISSN: 2309-3633, https://www.iprbookshop.ru/101225.html — DBC
«IPRbooks»

MyHuTIMTIAATET: SKOHOMUKA 1 yrpasienne, ISSN: 2304-3385,
https://www.iprbookshop.ru/88631.html — DBC «IPRbooks»

Bompocs! ynpasnenus, ISSN: 2304-3369, https://www.iprbookshop.ru/87622.html — 3BC
«IPRbooks

CrpaTerndeckue penieHus u puck Mmeremxment, ISSN: 2618-947X,
https://www.iprbookshop.ru/160420.html — 3BC «IPRbooks»



https://www.iprbookshop.ru/135470.html
https://www.iprbookshop.ru/136265.html
https://www.iprbookshop.ru/142095.html
https://www.iprbookshop.ru/145149.html
https://www.iprbookshop.ru/159502.html
https://www.iprbookshop.ru/133441.html
https://www.iprbookshop.ru/101225.html
https://www.iprbookshop.ru/88631.html
https://www.iprbookshop.ru/87622.html
https://www.iprbookshop.ru/160420.html

9. Ilepeyenn pecypcoB HHGPOPMALMOHHO-TEJIEKOMMYHUKAUNOHHOH ceTn ""UHTepHeT" (mas1ee
- ceTb ""UHTepHeT'), HEOOXOAUMBIX IJIS OCBOCHUSI JUCIHHUILJIMHBI (MOYJI51)

DdenepanbHblil mopran «Poccuiickoe odpasoBanue» https://ro-edu.ru/

denepanbpHOE apxuBHOE areHTCTBO http://archives.gov.ru/

Caiit o kagpoBoMy aenomnpousBoacTy https://www.kadrovik-praktik.ru/
CrpaBouno-npaBoBas cucrema «Koncynprant [Tnrocy www.consultant.ru
HudopmanronHo-mpaBoBoii moprai «I"apant» http://www.garant.ru

DnekTpoHHbIe oducHbIe crucTeMbl http://www.eos.ru

I

10. MeToanyeckue yKazaHHUs 1Jisl 00y4AaIOIIHUXCS 110 OCBOCHUIO JMCIUILIMHBI (MOAYJIsST)

VYcnenHoe 0CBOEHHE JaHHOTO Kypca 0a3upyeTrcsl Ha pallMOHAJIbHOM COYETaHMM HECKOIbKHX
BUJIOB Y4eOHOW JEATEIbHOCTU — JIGKIUH, CEMUHAPCKUX 3aHATHH, CAMOCTOSTENbHONU paboThl. [Ipn
9TOM CaMOCTOSITEIbHYIO paboTy cilenyeT paccMaTpuBaTb OJHMM M3 IJIaBHBIX 3BEHBEB
MOJHOIIEHHOTO BBICIIETO0 O0pa30BaHMs, Ha KOTOPYIO OTBOJUTCSA 3HAUMTENbHAs 4acTh y4eOHOTO
BPEMCHH.

[Tpu peanusauuu nporpammel ¢ npumenenneM JOT:

Bce Buabl 3aHATHH OpoBOIATCS B (opMe OHJIAH-BEOMHApOB C HCHOJIb30BaHHUEM
COBPEMEHHBIX KOMIIBIOTEPHBIX TEXHOJIOIUH (HaIMuue Npe3eHTauuu U popyma i 00CyKIeHus).

B mnponecce u3ydeHHs NUCLUUIUIMHBI CTYAEHTBHI BBINOJHSIOT IPAKTUYECKHE 3aJaHus U
IIPOMEXKYTOUHbIE TecThl. KOHCYIbTHpOBaHUE IO U3yYaeMbIM T€MaM IIPOBOJUTCS B OHJIAWNHPEKUME
BO BpeMsI ITPOBEICHUs] BEOUMHAPOB U Ha (GopyMe JUIsl KOHCYIbTaIi

CamocTosTenbHas paboTa CTYAEHTOB CKJIAJAbIBAETCS U3 CIEIYIOIINX COCTABIISIOLINX:

- paboTa C OCHOBHOH M [JOIOJHUTEIbHOM JUTEpaTypod, C MaTepuaJaMd HUHTEpHETa U
KOHCIIEKTaMH JICKITHH;

- BHEAYJJUTOPHAs MOJArOTOBKA K KOHTPOJIbHBIM paboTaM, BHIIIOJHEHUE JOKIA10B, pedeparos;

- BBIIIOJIHEHUE CAMOCTOATEIbHBIX MPAKTUYECKUX padoT;

- IOATOTOBKA K 3a4€TaM HEIOCPEICTBEHHO MepE HUMHU.

Jlns mpaBWIIbHOM oOpraHu3auuyd  paboTbl HEOOXOAMMO YUYUTHIBATH HOPSAJOK H3YyUEHHS
pa3fesoB Kypca, HaxosUIMXcs B CTPOTOM JIOTMYECKOHN nocienoBarenbHocTd. [loatomy xopomee
YCBOEHUE OJHOM 4YacTH JAMCLUMIUIMHBI SIBJIIETCS NPEAIOCBUIKONW JUIsl YCIEIIHOTO Ilepexoja K
cienyromen. 3aanus, npoOIeMHbIe BONPOCHI, MPEATOKEHHbIE IS U3yYEHHs AUCLUIUIUHBI, B TOM
Yyhcllie U JJIS CaMOCTOSITEJIBHOTO BBINOJHEHHS, HOCAT MEXKIUCHUIUIMHAPHBIN XapakTep u
0a3upyroTcs, MpeXaAe BCEro, Ha NPUYMHHO-CIEJICTBEHHBIX CBA3SX MEXJIy KOMIIOHEHTaMH
OKpYXaIolIero Hac Mupa. B TeueHne cemecTpa, HEOOXOIUMO TTOATOTOBUTH pedeparsl (POSKTHI) C
UCIOJIb30BAaHUEM PEKOMEHIYEMON OCHOBHOM M JIOMOJHUTENILHOW JMTEpATyphl U CAaTh pedepatsl
JUISl TIPOBEPKM IPENOAABATEN0. Ba)KHBIM COCTaBIIIIOIIMM B U3Y4YEHUH JAHHOIO Kypca SIBISETCA
pellleHHe CHUTYalMOHHBIX 33j7a4 W paboTa HaJ NpOOJIEMHO-aHAUTHUYECKUMH 3aJaHUSMHU, YTO
IIPEANOJIAraeT 3HaHue COOTBETCTBYIOIIEH HAYYHON TEPMHUHOJIOTUH U T. 1.

Jlis mydiero 3almoOMHHAHUS MaTepHalia IeJIecoo0pa3HO HCIMOJIb30BaTh HHIUBUAYaJbHbIC
OCOOEHHOCTH U pa3Hble BHJbI MaMSATH: 3PUTEIbHYIO, CIYXOBYIO, aCCOLIMATUBHYIO. YCIEHIHOMY
3alIOMMHAHUIO TAaK)K€ CIIOCOOCTBYET MPUBEJCHME SIPKUX CBHJIETENBCTB M HAIJISJIHBIX NPHUMEPOB.
Y4eOHbIil MaTepHral JOKEH NOCTOSHHO MTOBTOPATHCS M 3aKPEIUIATHCS.

[Ipyu BBIMONHEHMM JOKJIAJOB, TBOPYECKHUX, HWH(GOPMALMOHHBIX, MCCIEJOBATEIBCKUX
MIPOEKTOB 0cO00€ BHUMAHUE CIeAyeT o0palaTh Ha NoJ00p UICTOYHUKOB UH(POPMAIIUU U METOJUKY
paboThI C HUMH.

Jlns ycniemHoi ciaun 3auera peKoMEeHAYyeTCsl COOMI0AATh CiIeIyIoIIne MpaBuiia:

1. ITonroToBka K 3ayeTy AOJDKHA MPOBOJIUTHCS CHUCTEMATHUECKH, B TEUEHHE BCETO
ceMecTpa.

2. VHTeHcHuBHAs MOATOTOBKA JIOJIKHA HAUYaThCsl HE TI03/THEe, YeM 3a Mecsll J0 3a4eTa.

3. Bpemsi HemocpencTBEHHO Mepesa 3auyeToM JIydllle HCIOJb30BaTh TaKUM 00pa3oM,

4TOOBI OCTaBHUTh HOCJ'ICI[HI/II‘/JI JACHb CBOGO,Z[HBIM AJi1 TIOBTOPCHHA KypCa B 1LCJIOM, JIA
CUCTEMATU3allMU MaTCpuaia u }IOpa6OTKI/I OTACJIIBHBIX BOIIPOCOB.


https://ro-edu.ru/
http://archives.gov.ru/
https://www.kadrovik-praktik.ru/
http://www.consultant.ru/
http://www.garant.ru/
http://www.eos.ru/

VYuuTbiBas 3HAUUTEIbHBIH OOBEM TEOPETHYECKOTO MaTepuana, CTyJAeHTaM PEKOMEHIYETCs
PETYJIIPHOE MOCEIEHUE U MOAPOOHOE KOHCIIEKTUPOBAHUE JIEKIIUH.

11. Ilepeyenr MH(POPMALMOHHBIX TEXHOJOTHUI, MCIOJb3YyeMbIX NMPHU OCYIECTBJIEHUMN
00pa30BaTeJbLHOIO Mpolecca Mo JMCHUILINHE (MOAYJII0), BKJIKYAas NepedyeHb MPOrpaMMHOI0
o0ecreyeHUs1 1 MHPOPMANMOHHBIX CIIPABOYHBIX CHCTEM (MPH HEOOXOAMMOCTH)

1. OnepanronHblie cucteMbl cemerictBa Windows;

2. Microsoft Office;

3. Libre Office cBo60oaHO pacmpocTpansieMblii OpHUCHBINA TAKET ¢ OTKPBHITHIM UCXOTHBIM
KOJIOM;

4. Undpopmannonno-crpaBoynas cucrema: Cucrema Koncynsrantllimoc
(Koncynwerantllimtoc): Bed Bepcus;

5. MudopmanmonHo-paBoBoe odecrnieueHue ['apanT: DIeKTPOHHBINA MEPUOTUICCKUI
cinpaBoyHuK «Cucrema TAPAHT» (Cuctema TAPAHT): BeO Bepcus;

6. DnekTpoHHas HH()OPMAIIMOHHO-00pa3oBaTenbHas cucteMa MMV : https://elearn.mmu.ru/

[Tepedenp UCTIONB3yEMOT0 IPOrpaMMHOTO oOecTieueH st yKa3aH B 11. 12 naHHOW pabodei
IPOrpaMMbl JUCIUIUINHBL.

12. Onucanne MarepuajJbHO-TeXHHYECKOH 0a3bl, HEOOXOAMMOM A/l OCYIeCTBJICHUS
00pa30BaTe/ILHOIO MPOLECCa MO0 JMCUHUILIHHE (MOLYJII0)

12.1 YueOHas ayaurTopusi AJsi NPOBeAeHHS] Y4YeOHBIX 3aHATHH, NMPeIyCMOTPEHHBIX
NMPOrpaMmoii, OCHAIIIEHHAs1 000PY/I0BAHUEM M TEXHUYECKHMHU CPEACTBAMHU 00y4eHUsI.
Crneunanu3upoBaHHas MeOeb:

KommuiekT yuebHOl mMebenu (CTosi, CTyll) MO KOJIMYECTBY OOYy4arolUXcs; KOMIUIEKT MeOenu Jis
npernoaaBarens; Jocka (MapKepHas).

TexHuueckue cpencTBa 00y4eHus:

KomneioTep B cOope Asis mpenogaBartens, IPOeKTop, SKpaH, KOJIOHKU

HepequL JIMIUECH3UOHHOI'O IMPOrpaMMHOTO O6€CH€‘I€HI/I$I, B TOM 4YHUCIC OTCYCCTBCHHOI'O
MIPOU3BOJICTBA!

Oneparmonnsie cuctemsl cemerictBa Windows, antuBupyc Kaspersky Endpoint Security.
Koncynwsrantllntoc BeO Bepcus, ['apanT Bed Bepcus

[Tepedens CBOOOTHO PACIIPOCTPAHIEMOTO MMPOTPAMMHOTO 00ECTICYCHUS:

Sunexc bpaysep, LibreOffice, MTC Jlunk, VLC Media Player

[Toaxmouenue k cetu «MHTEpHET» M 0OECIEUEeHHE NOCTYyMa B AJIEKTPOHHYIO HH(POPMAIIMOHHO-
oOpa3oBaTenbHyto cpeny MMYVY.

12.2. IlomemeHue JJIA CAMOCTOSITEIbHOM PadoThHI 00yUYaKOUIUXCS.

Crnenuanu3upoBaHHas MeOelb:
KommuiekT yuebHolt mMebenu (CToui, CTyl) MO KOJIMYECTBY OOy4arolUXcs; KOMIUIEKT MeOenu is
npernojiaBaress; Jocka (MapKkepHas).
TexHUYeCKHe cpecTBa O0YICHUS:
Kommnbrotep B cOope Ui mpernojaBaTens; KOMIBIOTEPH B cOope i 0OydYarolMXcsl; KOJOHKH;
MIPOEKTOP, IKPaH.
[lepeyeHp JUIIEH3MOHHOTO MPOrpaMMHOTO OOECHeyYeHHs, B TOM YHCIE OTEYECTBEHHOTO
MIPOM3BOJICTBA:
Onepanuonnsie cucremsl cemeiictBa Windows, Microsoft Office, antuBupycKaspersky Endpoint
Security.


https://elearn.mmu.ru/

Koncynbrantllnroc Be6 Bepcus, ['apanT BeO Bepcus

[TepeueHs CBOOOIHO PACIIPOCTPAHIEMOTO IIPOTPAMMHOTO 00ECTICUCHHS:

Sunexc bpaysep, LibreOffice, MTC Jlunk, Notepad++, Pinta, GIMP, Inkscape, OpenShot,
FreeCAD, LibreCAD, Jamovi, AnyLogic, Visual Studio, Unity

13. O6pa3oBaresibHbIE TEXHOJIOTHH, HCII0JIb3yeMble IPH 0CBOCHUH THCIUILIUHbI

JIist OCBOCHHSI MCIMILUTUHBI UCTIONB3YIOTCS KaK TPAIMIIMOHHBIC (POPMBI 3aHATHI — JICKIHU
(TUIIBI JICKIIMH — YCTaHOBOYHAsI, BBOJHAS, TEKYIIasl, 3aKIFOUUTEIbHAS, 0030pHast, BUIbI JCKIUH —
npoOieMHasi, BU3yallbHas, JCKIUS KOH(MEPCHIMsS, JIEKIHs KOHCYJIbTAIUs); W CEMHHAPCKHE
(mpakTHUYeCcKKe) 3aHATHS, TaK M AaKTUBHBIC M HMHTCPAKTHBHbIC (DOPMBI 3aHITHUH - JICJIOBBIC H
POJICBBIC TP, PEIICHHE CUTYAIIMOHHBIX 33124 U pa300p KOHKPETHBIX CUTYAI[HIA.

Ha y4eOHbIX 3aHSATHSIX HCIOJB3YIOTCS TEXHHUYSCKHUE CPEACTBA O0YUCHHUS MYTbTUMETUIHHOM
ay/[IMTOPUH: KOMIIBIOTEP, MOHUTOP, KOJIOHKH, HACTCHHBIA JKpPaH, MPOCKTOP, MHUKPO(OH, MaKeT
nporpamm Microsoft Office mms memoHcTpanuu npeseHTanuii U MeauadaiioB, BUICOIPOCKTOP
JUISL  ICMOHCTPAIlMK  CIIA0B, BHICOCIOKETOB U Jp. TecTupoBaHHE OOy4aeMbIX MOXKET
OCYIIECTBIIATHCS C UCIOIb30BAHHEM KOMIIBIOTEPHOTO 000PYIOBAHUS YHUBEPCUTETA.

[Tpu peanuzauuu nporpammel ¢ npumenenneM J1OT:

Bce Buabl 3aHsaTHH MpoOBOATCS B (popMe OHJIAWH-BEOMHApPOB C  HCIOJIb30BAaHHEM
COBPEMEHHBIX KOMITBIOTEPHBIX TEXHOJIOTHI (HATMYHE TPE3eHTAMA 1 HOpyMa [Tt 0OCYKICHHS).

B mnpoiiecce u3ydeHHs AUCIHMIUIMHBI CTYACHTHI BBIMOJHSIIOT IMPAKTHUECKHE 3aJaHUs |
POMEKYTOUHBIC TeCThl. KOHCYIBTHPOBaHKE 10 H3YY4aeMbIM TEMaM MPOBOIUTCS B OHIIAHHPEKUME
BO BpeMs MPOBEICHHsI BEOMHAPOB U HA GOpyMe JJIsl KOHCYJIbTAIHA.

13.1. B ocBoeHMHM Y4YeOHOIi THCHMILUINHBI MCHOJIb3YIOTCH CJeIyIole TPaguIHOHHbIE
o0pa3oBaTe/IbHbIE TeXHOJIOIHH:

- YTeHHE MPOOIEMHO-UHPOPMAIIMOHHBIX JICKIIMH C UCTIOIB30BAHUEM JOCKH U
BU/IEOMATEPHAIIOB,;

- CEMUHApCKHE 3aHATUS JUII 00CYKJICHUS, TUCKYCCUI 1 0OMEHA MHEHUSIMH;

- KOHTPOJIBHBIE OMPOCHI;

- KOHCYJIbTaIUH;

- CAaMOCTOSITENIbHAS paboTa CTYJICHTOB C YU€OHOH IMTepaTypoil M MEPBOMCTOUHUKAMH,

- IOJITOTOBKA U 00CYXJIeHHe pedepaToB (MMPOEKTOB), Mpe3eHTalUN (Hay4yHO-
uccieaoBarenbckas padbora);

- TECTHUPOBAHUE 110 OCHOBHBIM T€MaM JIUCLUIINHBI.

13.2. AKTHBHBIE H HHTEPAKTUBHbIE MeTOAbI U (GOPMBI 00y4eHUst

W3 mepeuns BuaoB: («moszeosou wmypmy», anamus HIIA, ananuz npobremmvix cumyayui,
aHAIU3 KOHKPEMHbLIX CUMYayul, UHYUOEHMbl, UMUMAYUs KOJIEKMUBHOU NPOpeccuonanbHoll
0esamenbHOCmU, pasvlepbléanue poiel, meopueckas paboma, CA3aHHASL C 0OCB0EHUEM OUCYUNTIUHDL,
ponesas uepa, Kpyeavlil Ccmonx, oucnym, 6ecedd, OUCKYCCUS, MUHU-KOHpepenyus u op.)
UCTIONB3YIOTCS CIIEAYIOIINE:

- ducnym

- aHau3 NPOOIEMHbBIX, MBOPYECKUX 3A0AHUL, CUMYAYUOHHBIX 3A0aY

- ponesas uzepa

- Kpyanvlil Cmoi;

- MUHU-KOH@epeHyus

-OuUcCKyccus

- beceoa.

13.3. OcoGenHoCTH 00yUeHHs] HHBAJIU/I0B U JIHI] C OTPAHUYEHHBIMHU BO3MOKHOCTSIMU
3nopoBbsi (OB3)



[Ipu opranuzanuu OOy4YeHHS MO AUCHUUIUIMHE YYHUTHIBAIOTCA OCOOEHHOCTH OpraHU3alUuu
B3aUMOJICUCTBUS C MHBAIUAAMH U JIMLIAMU C OTPAaHUYEHHBIMH BO3MOXKHOCTSIMU 370POBBS (J1ajee —
uHBanuabl U nuna ¢ OB3) ¢ uenpio obecrnieueHus: UX Mpas, pa3pabaThIBAIOTCS aJalTUPOBAHHBIC
JUIS MHBAJIHUIOB MPOrpaMMbl MOATOTOBKH C YYETOM pAa3JIMYHBIX HO30JIOTHH, BUABI U (HOPMBI
COTPOBOXKACHUSI 00YUEHHUS, UCIOIb3YIOTCS CIIEUAIbHbIE TEXHUUECKHUE U MIPOrpaMMHBIE CPeJICTBA
o0y4yeHHs, JUCTAaHIIMOHHbIE 00pa30BaTeIbHBIE TEXHOJIOTHH, o0ecreunBaeTcsi 0e30apbepHas cpeia
U TIIpouee.

Bribop MeTomoB  00ydeHHsT  ONpenensercss — couep)kaHueM  OOydeHHs, YpPOBHEM
METOJMYECKOT0 U MaTepHallbHO- TEXHUYECKOTro o0OecredyeHusl, OCOOCHHOCTSIMU BOCIPHUSTHS
yueOHO#l MH(OpMaAIK CTYJCHTOB-MHBAJIHMIOB M CTYJICHTOB C OTPAHMYCHHBIMH BO3MO>KHOCTSIMHU
3M0pOBbs W T.O0. B oOpa3oBarensHOM TIpoliecce HCHOJIb3YIOTCS COLMAIbHO-aKTUBHBIE U
pedrekcuBHBIE METOJbI OOyUYEHHs, TEXHOJOTHH COLMOKYJIbTYPHOW peadMIMTAllMd C LEIbIO
OKa3aHHs TOMOIIM B YCTAHOBJIGHWU TMOJHOLEHHBIX MEXKJIMYHOCTHBIX OTHOILIEHUH € ApYyruMu
CTYACHTaMH, CO3/IaHUH KOM(POPTHOTO IMCUXOJIOTUIECKOT0 KIMMaTa B CTYJCHYECKON TPYIIIIE.

[Tpu oOyueHuH JUIl C OTPAHUYECHHBIMU BO3MOXKHOCTSIMU 310POBbsI JJIEKTPOHHOE 00yUeHue u
JTUCTAaHIIMOHHBIE 00pa3oBaTelIbHBIE TEXHOJOTMU MPEAYCMATPHBAIOT BO3MOXKHOCTH IpHUeMa-
nepenayu nHGopManuy B AOCTYIHBIX U HUX QopMax.

OOyyaromuecs U3 4uCla JUI C OIPAaHUYEHHBIMH BO3MOKHOCTSIMH 3/10pPOBBSI 00€CIIEUEHBI
MEYaTHBIMU U 3JIEKTPOHHBIMU 0O0pa3oBaTelIbHBIMU pecypcamu B (opmax, aJanTHPOBaHHBIX K
OTpaHUYEHUSIM UX 3/10POBBS.
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1. IlepeyeHb KOXOB KOMIeETEeHIHI, (POPMHUPYEMBIX TUCUUIJIMHON B Mpolecce 0CBOCHUS
o0pa3oBaTeIbHON NPOTrPaMMBbI

I'pynna .
py . Kareropusi komnereHumi Kon
KOMIIeTeHI Uit
[IpodeccnonanpHbIC IK-1
[TpodeccronanbHbIe [1K-7
2. KoMmneTeHIIMH U MHAUKATOPBI UX TOCTHKEHUS
Kon ®opMy.THpPOBKA NHauKaTOPBI 10CTHKEHUS KOMIIETEHIIMU
KOMIIeTeHIIUH KOMIIETEHIIUH
MK-1 Cnocoben  cobupare u | [1IK 1.1. OcyiecTBisier MOHHUTOPHUHT
aHAIU3UPOBATH MH(OPMALIMOHHBIX HCTOYHUKOB, HEOOXOAMMBIX
UHPOPMALINIO JUISL | AJISL IPUHSITHS YIIPABICHYECKUX PEIICHUH

npuHsaTas  HeoOxomumblx | [IK 1.2, Omnpenensier MeTroasl W METOJIUKH B
YIOPABJICHUYECKUX PEUICHUM | paMKaX  TaKTMYECKOro  IUJIAHUPOBAHUS IS
B paMKax TaKTHYECKOTO | MIPUHSATHUS HEOOXOIMMBIX YIpaBICHUYECKUX

IJIAHUPOBAHUS peLIeHUI
MK-7 Crnioco6en ocymectensats | [IK 7.1. Micnonp3yeT HaBBIKM TOKyMEHTHPOBAHUS

JIOKyMEHTUPOBaHUE pe3ysIbTaTOB B paMKax OTAEIbHBIX OM3HEC-
mpouecca yupaBJIeHUs IIPOLIECCOB
pPHCKaMH B paMKax I1K 7.3. Onpenenser u CpaBHUBAET IapaMeTPbl
OTJIEIbHBIX OU3HEC- HKOHOMUYECKHUX U YIPABICHUYECKUX IPOLIECCOB,
IIPOLIECCOB U IIPOTEKAIOIUX B CTPYKTYPHBIX [TOAPA3AEICHUAX
(yHKIIMOHATIBHBIX
HaIlpaBJICHUN
CTPYKTYPHBIX
MoApa3IeICHUN
Opra"u3aluu

3. Onucanue NIAHUPYEMBIX Pe3yJIbTATOB 00y4eHHsI 110 JMCIUILIHHE

3.1. Onucanue MiIaHUPYEMBbIX pe3yabTaTOB 00YUYEHUs MO AUCHUILIIHE
[Inanupyemble pe3yiabTaTbl OOy4EHHs MO AMCLUMILIMHE MPEACTaBIEHBbl TECKPUNTOpaMH (3HaHMS,
YMEHUS1, HaBbIKH).

Jeckpunropsi 3Hath Ymersn Baaaers
10 AMCUMIJIMHE
Kon IK-1
KOMIICTCHIIMU




-COBPEMEHHOE - HCIOJIb30BaTh COBPEMEHHOE | - METOA0JIOTUEeH
3aKOHO/ATENbCTBO B | 3aKOHOJIATENIbCTBO, KJaccu(pUKaluy,
cdepe POCCHUICKOTO | HOPMaTUBHBIE U | cTaHAapTU3aLUH u
JEJIONPOU3BOJICTBA; METOAMYECKHE  JOKYMEHTHI, | YHU(UKALNH
- HOPMAaTUBHEIE U | peryaupyromue JBUKEHUE | JOKYMEHTOB;
METOANYECKHE JOKYMEHT0000poTa B |- MOHATUHHBIM
JOKYMEHTBHI, roCyJapCTBEHHBIX u | anmapatoM B cdepe
peryaupymoime MYHUIMITIAIBHBIX HOPMAaTUBHOT'O u
JBIDKEHHE OpraHu3alysiX; IIPaBOBOTO,
JOKYMEHT0000poTa B |- OCYIIECTBIATH | PEryIHPOBAHUSA
roCy1apCTBEHHBIX U | AETIONpPOU3BOJCTBO U | IEJONpOU3BOACTBA B
MYHUIHIATbHBIX JOKYMEHTOOOOpOT B OpraHax | OpraHW3allH;
OpraHH3aLHNAX; rocy/1apCTBEHHOMN BJIACTU
- HamnpasyeHust | Poccuiickoit ®denepanuu,
KiaccuuKanuy, oprasax rocyJapCTBEeHHON
CTaHIApTH3ALUU U | BIAcTU CyOBEKTOB
YHUPHUKAITTT Poccuiickoit ®depepanuu,
JIOKYMEHTOB; oprasax MECTHOT'O
caMOyTpaBJIeHUs,
roCy/1apCTBEHHBIX u
MYHUIHAIATEHBIX
IPEINPHUATUIX u
VUPEKACHUSX, HAy4YHBIX U
00pa3oBaTeNbHBIX
OpraHu3alMAX, MOJUTUIECKUX
MapTHsX, 0OILIECTBEHHO-
MOJIMTUYECKUX OpPraHU3aIUsIX;
Kon nK-7
KOMIIETEHIIM U
- OCHOBHYIO | - NPUMEHSATH HaBBIKH | - HaBBIKAMU
KJIACCU(PUKAIUIO opopmiieHus,  BeACHUA U | OPOPMIICHUS, BEICHUS
OpraHu3alMOHHO- XpaHEHUs] PaCHOPSAUTENbHBIX | U XpaHeHHUs
pactopsiANTENbHON JIOKYMEHTOB B | pacmopsIUTENbHBIX
JOKYMEHTalUN rOCYIapCTBEHHBIX JIOKYMEHTOB;
rOCyJapCTBEHHBIX u|u MYHHIIUTIATBHBIX | ~-HaBBIKAMU
MYHULHIATBHBIX OpraHu3alysiX; s dexTuBHOrO
OpraHu3alui; - AHANM3MPOBATh COJEpKAHUe | B3AUMOICHCTBHS C
- TOpsSaoK O(OpMIICHHS, | OpPraHU3aUOHHO — PpasIHHBIMA
BeJlcHUs M XpaHeHus | MpaBoBoil jgokymentaruu B | CTPYKTYPHBIMH
pactopsANTENbHBIX rOCYJapCTBEHHBIX p | TOAPASACTCHUAMH B
JIOKYMEHTOB MYHUIAIATEHBIX pamiax
BHYTPHUBEJOMCTBEHHOT
rOCyJapCTBEHHBIX U | OpraHu3alMsX; o
MyHHuHHaHEHHX MEXXBEJJOMCTBEHHOT'O
Opranu3annH, SIIEKTPOHHOTO
JIOKYMEHTOO000pOTa
3.2. Kputepuu oieHKH pe3yJIbTATOB 00yUeHHs MO TUCIHUILIHHE
HIkana | Uuagukarop
OLICHUB bl IMoka3aTeu OLeHUBaHUs Pe3yIbTATOB 00y4eHH s
aHuA JOCTHKEHU S




OTJIMYHO/3AUYTEHO

3Haer:

- CTYACHT IJIyOOKO W BCECTOPOHHE YCBOWJI MaTepHall, YBEpEHHO,
JIOTUYHO, IMOCJIEJOBATEIBbHO U IPAMOTHO €T0 M3JIaraeT, ONUpasch Ha
3HaHUS OCHOBHOW U JIOTIOJHUTEIBHOM JINTEPATYpHI,

- Ha  OCHOBE  CHCTEMHBIX  HAy4YHbIX  3HAHMH  JEJAcT
KBTU(DHUIIMPOBAHHBIE BHIBOJBI M 0000IIEHNUSI, CBOOOTHO ONEpUPYET
KAaTErOpUsIMU U MOHATUSIMHU.

VYmeer:

- CTYACHT YMCECT CaMOCTOATCIIbHO U IIPABUJIBHO PCHIATh y‘-I66HO'
HpO(beCCI/IOHaJ'IBHBIe 3aga4u MWK 3aJaHus, YBCPCHHO, JIOI'HYHO,
mocCICA0BATCIIbHO W APTYMCHTHUPOBAHO H3JIaraTb CBOC PCHICHUC,
HCITIOJIb3Yysd HAYYHBIC ITOHATHA, CCblJIasICh HAa HOPMATUBHYIO 6a3y.

Bnaneer:

- CTYIEHT BJIJICET PALMOHAIBHBIMH METOJaMH (C HCHOJIb30BAHUEM
palMOHANBHBIX METOJIUK) PELICHUS CIO0XHBIX NPOPECCHOHATBHBIX
3a/1a4, IPEICTaBICHHBIX I€JIOBBIMU UTPAMH, KEHCAMU U T.[1.;

IIpu perieHny NpoAEMOHCTPUPOBAII HABBIKU

- BBIJICJICHUS TJIABHOTO,

- CBSI3KOH TEOPETUUYECKUX TOJI0KEHUH C TPEOOBAHUAMHU PYKOBOISILIUX
JIOKYMEHTOB,

- U3JI05KECHHUSI MBICJIEN B JIOTUYECKOM IOCIE0BATEIBHOCTH,

- CaMOCTOSITEIbHOIO aHajau3a (akThl, COOBITUH, SBIEHUI, TPOLECCOB
B MX B3aMMOCBSI3M U IUAJEKTHYECKOM Pa3BUTHUHU.

XOPOIIO /3AYTEHO

3HaerT:

- CTYIEHT TBEpPJIO YCBOWJI MaTepuan, JOCTaTOYHO I'PaMOTHO €ro
W3J1araeT, ONHUPAsCh Ha 3HAHUS OCHOBHOM M JOMNOJIHUTEIbHOMN
JUTEpaTyphl,

- 3aTpyaHseTcs B (OpMyIMpOBaHIH KBATN(UIIMPOBAHHBIX BBIBOJOB U
000011eHN, OnepupyeT KaTeropusMH M MOHSITUSIMH, HO HE BCErAa
MPAaBUIIBHO UX BEpUDUIHPYET.

VYwmeer:

- CTYHEHT YyMEET CaMOCTOATEIBHO M B OCHOBHOM IIPaBUJIBHO
pewatb  y4eOHO-IIpoeCCHOHANbHBIE  3aJlaud WU 3aJaHud,
YBEPEHHO, JIOTMYHO, IIOCIEJOBATEIBHO M  aPryMEHTHPOBAHO
U3JIaraTb CBOE pEILICHUE, HE B IIOJIHOW MEpe UCIONIb3ys HaydHbIC
MOHSITHSI U CCBIJIKM HA HOPMATHUBHYIO 0a3y.

Bnaneer:

- CTYZIEHT B 1IEJIOM BJAJEET PalMOHAIbHBIMU METOJAMH PEIICHHS
CJIOKHBIX HpO(i)GCCI/IOHaJ'IBHI)IX 3aaa4, NMpeaACTaBJICHHBIX JCJIOBBIMU
UrpaMH, KeicaMu U T.J1.;

[Ipu pemreHun cMoOr MPOAEMOHCTPUPOBATH JOCTATOYHOCTh, HO HE
rTyOMHHOCTH HaBBIKOB

- BBIJICJICHUS TJIABHOTO,

- U3JI0XKCHUS MBICIICH B JIOTHYECKOM IMOCIEA0BATEILHOCTH.

- CBSIBKHN TCOPECTUICCKUX HOJIOKEHUN C Tp€60BaHI/I$IMI/I
PYKOBOJSIIIIUX JOKYMEHTOB,

- CaMOCTOSITEJILHOTO aHanu3a (akThl, COOBITUM, SBIICHUH,
MIPOIIECCOB B MX B3aUMOCBSI3U M TUAJTIEKTHUYECKOM Pa3BUTHUHU.

VJIOBJIETBOPU

TEJIBHO/

NDNATTTITTITN

3Haer:

- CTYJICHT OPHEHTUPYETCS B MaTepHale, OJTHAKO 3aTPYAHSIETCS B €T0
U3JI0KEHUU;

- MIOKa3bIBAaET HEJJOCTATOYHOCTh 3HAHNN OCHOBHOU U
JIOTIOJTHUTEIBHOM JTUTEpaTyphl,

- c1ab0 apryMEHTHPYET HAYYHBIC TIOJIOKCHHUS;

- IPAaKTUYECKH HE CIIOCOOEH C(OPMYIHPOBATEH BBIBOABI U 0000IIECHNUS;
- YaCTUYHO BJIAJICET CUCTEMOM MOHATHUM.




Ymeer: - CTYJICHT B OCHOBHOM YMEET PEUINTh yueOHO-PO(hecCHOHANBHYIO
3a7a4qy WM 3a7aHue, HO TOMYCKaeT OMMOKH, c1ab0 apryMEeHTHPYET
CBOE pEIICHHE, HEOCTATOYHO UCIIOJIb3yeT HAYUYHbIC TOHATHUS U
PYKOBOASIINE TOKYMCHTHI.

BHaI[eeT: - CTy,[[eHT BJIagCCT HCKOTOpLIMI/I pa].[I/IOHaJIBHBIMI/I METOAaMHU
PEIICHHUS CIOXKHBIX MPOPECCHOHANBHBIX 3a/1a4, MPEJICTaBICHHBIX
JCJIOBBIMHU I/II‘paMI/I, KeﬁcaMH UT.AO.,

[Ipu perieHUH TPOJEMOHCTPUPOBAT HEAOCTATOYHOCTh HAaBBIKOB

- BBIJACJICHUA I''IaBHOI'O,

- M3JI05KEHHSI MBICJICH B JIOTHYECKOM OCIEI0BATEILHOCTH.

- CBSI3KHM TEOPETHUYECKHUX MOJ0KEHUH ¢ TPeOOBAHUSIMH PYKOBOISAIINX
JIOKYMEHTOB,

- CaMOCTOSTEIHHOTO aHAIH3a (PAKThI, COOBITUH, IBJICHHIA, TTPOIIECCOB
B MX B3aUMOCBSI3U U JIMAJICKTHYCCKOM Pa3BUTHH.

KOMHGTGHL[I/IH HC JOCTUTHYTA

3Haer: - CTYJICHT HE YCBOMWJI 3HAYUTEIILHON YaCTH MaTepUaa;

- HE MOXET apryMEHTUPOBAaTh HAYYHBIE ITOJIOKEHHS;

- He (hopMyITHpYyeT KBATM(DUIIMPOBAHHBIX BEIBOJIOB U O0OOIICHHMIA;
- HE BJaJeeT CUCTEMOM ITOHSITUH.

VYmeer: CTyIIEHT HE IIOKa3aJl YMEHHE pelIaTh Yy4eOHO-IIPO(eCcCHOHATBHYIO
3aady WM 3aJjaHue.

Bnaneer: HE BBIMOJHEHBI TpPeOOBaHUS, TMPEIBSIBISIEMbIE K  HaBBIKaM,
OLICHUBAEMBIM “‘yJIOBJIETBOPUTEIIHHO .

HEYAOBJIETBOPUTE
JIbHO/ HE 3AUYTEHO

IIpu omeeme na 60NPOCHL 8 PAMKAX NPOXOAHCOECHUSA NPOMENHCYMOUHOU ammecmayuu (3avem/
3auem ¢ OYeHKOU/IK3aMeH) OONYCKaemcs 801bHASL POPMYTUPOBKA OMEema, N0 CMbICLY
PACKPbIBAIOWas cOOepIHCcanue omeemad, YKa3aHHo20 6 PoOHOe OYEHOUHbIX CPEeOCm8, 8 Kauecmae
8epH020 omeema.

4. TunNoBble KOHTPOJIbHBbIC 3aJaHUSI M/MJIM HHbIE MATepHAJbl /Jsl TNPOBedeHHUSs
NPOMEKYTOYHOH AaTTecTAMH, HeoO0XOAMMbIe [Jisi OLEHKH [JOCTH:KeHHMSI KOMIIeTeHIINH,
COOTHECEHHOM ¢ pe3yJbTaTaMu 00y4eHHs 110 AUCHHILINHE

TECTUPOBAHHE
IK-1

1. Ienonpou3BoaCTBO — 3TO:

A). 1eITeJIbHOCTD 10 IOKYMEHTHPOBAHMIO, JOKYMEHTO000POTY, ONIEPATHBHOMY XPAHCHHIO H
HCIO0/Ib30BAHUIO JOKYMEHTOB;

b). nponenypa co3nanus, THPa)KUPOBAHUS U PETUCTPALIMU BXOIAIINX U UCXOJAIIMX JOKYMEHTOB;
B). HenocpencTBeHHoe co3anue opUIUaNbHBIX JOKYMEHTOB Ha MPEANPUATHH,

I'). nesTenbHOCTh 10 TOKYMEHTHPOBAHUIO M JOKYMEHTOOOOPOTY.

OtBeTbl: A) A€ATEJBHOCTh 10 JOKYMEHTHPOBAHHMIO, JOKYMEHTO00OpPOTY, ONEpPATHBHOMY
XPAHEHHUIO U HCIOJIb30BAHUIO JOKYMEHTOB;

2. IlonoxxeHne o CTpYKTYpPHOM HOJPAa3ACIEHUH — ITO:
A). mpaBoOBOil aKT, KOTOPbI YCTaHABJIMBAaeT CTATyC, (PYHKUHH, NMPaBa, 00S1I3aHHOCTH W
OTBETCTBEHHOCTh CTPYKTYPHBIX IOAPAa3/le/IeHUil W HHbIX OPraHOB;



b). mpaBoBoOli aKT, KOTOPBIA OMpEACNSIeT CTaTyC OpPraHW3alluM, €€ 3aJayd ¥ (PyHKIMHU, TpaBa,
OTBCTCTBCHHOCTD, IMTOPAIOK ACATCIbHOCTHU,

B). [noroBop, CTOPOHBI KOTOPOrO OOSI3yIOTCS CO3[aTh IOPUAWYECKOE JHUI0 U YCTaHABIMBAIOT
HOPSII0K COBMECTHOH JIESTELHOCTH 110 TaHHOMY (haKTy

I'). Bce oTBETHI BepHbBIE

OTtBeT A) NPaBOBOM aKT, KOTOPBIH YCTAHABJIMBAET CTATYC, PYHKIIUM, IPABA, 00A3AHHOCTH U
OTBETCTBEHHOCTH CTPYKTYPHBIX M0OApa3/ieleHUuil NJIM MHBIX OPTaHOB;

3. JlaTtoi 10/KHOCTHOM MHCTPYKIMM SIBJIAETCS JaTa:
A). eé yTBep:KICHUA;

b). ee cocraBienus;

B). o3nakomiieHus ¢ Heil paboTHHKA

I'). CormacoBanus

OtBeThl : A) €€ yTBep:KIeHus

4. PacniopsbKeHHEe U3aeTCs:

A). pyKOBOAMTEIEM €IMHOJIHYHO;

b). xomnernanpHO;

B). B yci0oBHSIX BEJOMCTBEHHOTO PEryJIHMpOBaHUS,

I'). eAMHOIMYHO UM KOJIJIETHAJIBHO, B 3aBUCUMOCTH OT CUTYallUu
OTtBer A) pyKkoBoaUTEIEM €AUHOJIUYHO;

5. Konust yactu mokymeHTa, KOTOpasi 3aBEpeHa B ONPECICHHOM MOPSIKE, 3TO:
A). BBINIHCKA;

b). anexkTponHas komus;

B). nyOnukar,

I'). crnucox

OTBeT A) BHINIMCKA

6. B cocraB nH(popManIMOHHO-CITPABOYHBIX TOKYMEHTOB HE BXOMHT:
A). yka3aHue;

b). nokmamnas 3anucka;

B). cBojxa,

I'). oOBscHHUTENbHAS 3aIUCKa

Oteer A) yka3aHue

7. Bua wHbOpMAIIMOHHO-CIIPABOYHOW JOKYMEHTAIIMHU, SIBJISIOMICHCS CIOCOOOM OIEepaTUBHOTO
UH(POPMALIMOHHOTO 0OMEHa MEX/ly OpraHU3allusIMH, Ha3bIBACTCS:

A). 1eJI0BOM NepPenucKou;

b). noxymeHranueil 1iis ciy>keOHOTO0 MOJIb30BaHMS;

B). craructuueckoil OTYETHOCTHIO

I'). cmyxxeOHOM 3amucKoi

Oteer A) 1€/10BOY NEPENUCKOI

8. Uto mpejcTaBisieT coO0H 3asBIIEHUE B IOKYMEHTOO00POTE OpraHu3amnuu’?

A). ITO NOKYMEHT, KOTOPBIil agpecOBaH IOJKHOCTHOMY JIMIY M COAEPKUT KaAKYI-J1H00
npocs0y padloTHUKA;

B). DT0 TOKYMEHT ¢ npeAso)KeHHEeM Ha3HAuUNTh, IEPEMECTUTD WU MOOLIPUTH paOOTHUKA;

B). 910 10KYMEHT, OOBSICHSIOIIMI IPUYKUHBI CTyYUBILIETOCS, KOTOPBIM coCTaBiisgeT paOOTHHUK.

I'). Bce oTBeTHI BEpHBIE



OT1BerT A) ITO JOKYMEHT, KOTOPbI aJpecOBaH JOJKHOCTHOMY JIMILY U COJEPKUT KaAKYIO-
100 npocb0y padoTHHKA;

9. YUto He sABISETCS MPU3HAKOM aKTa?

A). cocTraBjieHHe B CBO0OHOM opme;

b). ycranoBneHue GakTHIECKOTO COCTOSTHUE 1€ U OTPAXKECHHE €r0 B aKTe;
B). moxarBepikaeHuE yCTaHOBICHHBIX (JaKTOB, COOBITUH, ICHCTBUH,

I'). KoJIernanbHOCTh COCTaBIICHHUS.

OTBeT A) cocTraBjieHHe B cBO0OHOM opme

10. JloxyMeHTBI, KOTOpbIE€ M3/1aHbl BHYTPH YUPEXKICHHs MU OTIpPABIICHBbl 3a €ro mnpeaessl A
PYKOBOJICTBA HHKECTOSIIIUM OpraHaM yIpaBJICHUS JMOO B IENAX HCHOJHEHUS NHCbMEHHBIX
YKa3aHHUH BBICIIEH WHCTAHLIMH, HA3bIBAIOTCH:

A). MCXOASIIIMMH JOKYMEHTAMM;

b). BXonsmumu 10KyMeHTaMu;

B). nmoxmamgHBIMM 3amMCKaMu,

I'). mepenuckoi.

OtBer A) HCXoAAIIMMHU JOKYMEHTAMHU

11. Hudposoii wim OykBeHHO-IU(DPOBON HICHTHU(PUKATOP JTOKYMEHTA, BKIFOUYAIONIHI TTOPSIKOBBINA
HOMEp, JOIOJIHSIEMbIN MO KENaHUI0 HMHAEKCAMH COTJIACHO HCHOJb3YeMbIM KiaccuduxaTopam,
HAa3bIBACTCS:

A). perucTpaliHOHHBIM HOMEPOM /IOKYMEHTA;

b). rpudowm;

B). naroit nokymenra

OTBeT A) perucTpauMOHHbIM HOMEPOM JOKYMEHTA

12. Ha kakoM JIOKyMEHTE HE CTaBUTCS] PEKBU3UT HANMEHOBAHUE BHJIA IOKyMEHTA
A). Ycrage;

b). 10/KHOCTHON UHCTPYKIINY;

B). nucbme;

I'). akte

OTtBet B) nucsme

13. I'pud yrBEpKICHHS CTABUTCA

A). B BepXHeM NpaBoOM YIJ1y;

b). B HH>XKHEM mpaBoM yrily;

B). B HI>KHEM JI€BOM yTITy

). B COOTBETCTBUU C T€M, KaK MPUHSITO B OpPraHU3aLUU
OTtBer A) B BepXHEM IIPABOM YIJIY

14. Bun opraHu3aiioHHOTO JOKYMEHTa, KOTOPBIN OINpenesseT MopsioKk o0pa3oBaHus, CTPYKTYPY
U OpraHu3anuio paboThl MPeIIPUITUSL

A). ycras;

b). uHCTpyKLINS;

B). nmonoxxenue

I'). mpuxkas

Otser A) ycTas

15. C kakoro MOMEHTa PacHoPSIUTEIILHBIN TJOKYMEHT BCTYITACT B CHITY
A). ¢ MOMEHTa CO3/IaHHUS;
B). ¢ MOMeHTa MOANMUCAHMSI;



B). ¢ MoMeHTa yTBEepKICHUS;
I'). c cnauu B apxuB
OTtBer B) ¢ MOMeHTa MOANMUCAHMS

16. 3agaHue Ha COOTBETCTBHE. YCTAHOBUTE COOTBETCTBHE MEKIY BOIIPOCAMM M OTBETAMM:

Bormpoc OtBet

1 | UadopmanioHHO-CIIpaBOYHBIA JOKYMEHT, | A | [Ipuka3
COCTABJSIEMBIM  TIPYNIIOW  JIML WM
KOMHUCCHEH Ui TOITBEpKIeHHUS (PaKTOB,
coOBITHH, padoT.

2 | Opranu3anuoHHBINA nokyMeHT, | b | [lucemo
OIPEIEIAIOINN e, CTPYKTYpY,
NOPSAIOK, MpaBa, OO0S3aHHOCTH, TpaBUiIa
JIESITEJIbHOCTH OpraHu3aluu

3 | PactiopsiauenbHbIi JIOKYMEHT, | B | Ycras
W3/1aBaCMblii PYKOBOJUTEJIEM Ha IMpaBax
MHOHAYAJIUS JUISl PEHICHUS OCHOBHBIX
3a/1a4, KaJJpOBBIX BOITPOCOB

4 | ObunmaneHplii  JOKyMeHT — mepenucku | I | Akt

MEXTY OpTraHu3aIUSAMH 170171
JOJDKHOCTHBIMH ~ JIMIIAMH ISl OOMeHa
uHpopManuei.

3anonHuTe COOTBCTCTBYIOIINE 6YKBLI oA I_[I/I(l)paMI/IZ

11234

Otset: 1I', 2B, 3A, 4b

17. 33}18HI/IC HA COOTBETCTBHE. YCTAHOBHUTE COOTBETCTBUE MEKIY BOIIpOoCaMHU M OTBETaAMM:

Bormpoc OTtBet

1 | CBenenus, cooOmienuss wiM JAaHHble O | A | JlokymMeHT
monax, Gakrax, COOBITUAX, HE3ABUCUMO OT
dbopMBbI IpeicTaBICHUS

2 | 3apukcupoBanHas Ha  MarepuaibHOM | b | [TommuHHMK
HocuTene HH(poOpManus, C PEKBHU3UTAMH,
MO3BOJISIOIKUMHU €€ WISHTU(DUIIMPOBATH

3 | Iepssrit OpUTMHAJIBHBII sx3emiuip | B | Homenknarypa
JIOKYMEHTa

4 | CucreMaTU3MpOBAHHBIN nepeuens | I' | Madopmarus
Ha3BaHUM, TEPMUHOB, TOKYMEHTOB

3anoiHUTE COOTBETCTBYIOIINE OYKBBI O] U paMHU:

11234

Otser: 1I', 2A, 3B, 4B



IK-7

1. IokyMeHTOOOOpOT — 3TO

A) nBHKeHUE TOKYMEHTOB HA MpeINpPUATHU ¢ MOMEHTA MOJy4YeHUs WM CO3IaHus /10
3aBeplIeHUs] WIH OTIPABKH,

b) nepeuenn HOMKHOCTHBIX JIMILI, OCYHIECTBISIONIUX C JAHHBIM JOKYMEHTOM OIE€paIiu.

B) nepeuens onepaiuii, KOTOpbIE BBIIOIHSIIOTCS C TIOKYMEHTOM B OPraHU3AlIUH.

OT1BeT A) IBHKEHHE TOKYMEHTOB HA NPeINPUITHH C MOMEHTA MOJIy4YeHUs WJIH
CO3/1aHMS /10 3aBepPLIeHNs WJIH OTIHPABKH

2. CaMbIM pacrpoCTpaHEHHbIM (hopMaToM Oymaru, MCIOJb3YEMbIM B JI€JIONPOU3BOJICTBE
opranu3zaiun Poccuiickoii heneparyu, siBisercss popmar

A)B3

b) A4

B) AS

I') B6

Otser b) A4

3. Ilpu kakoM pacnoyio’KeHUU peKkBU3UTHI "HanmeHnoBanue opranuzanuu’, "Bujg
JOKyMeHTa'" U Ipyrue HeoOXO0MMBbIE PEKBU3UTHI Ha OJIAaHKE pa3MENIalOTCs B BEpXHEM
JICBOM YTIIY:

A) nponosnbHOE

bB) yriosoe

B) nentpupoBannoe

Ortser bB) yriosoe

4. J1ng kakuX TOKYMEHTOB 00si3aTeIeH PEKBU3UT «ApecaTy:
A) IIucsMmo

b) [Ipuka3

B) Akt

Otser A) IIncsmo

3. Homenknarypa fenn npecTaBisieT COOOM:

A) Cniucok 3aro/10BKOB (HAaUMEHOBAHMIA) /1eJ1, 3aBOAMMBIX Ha NPeINPUATHH €
yYKa3aHHeM HUX CPOKOB XpaHEHUs!

b) 'apanTtuiinble nucbMa opraHu3aluu

B) I'pu¢ yrBepxaeHus pyKoBOJUTENS OpraHU3alun

I') Cpoxu xpaHeHHs TOKyMEHTOB

OtBer A) CiHCOK 3ar010BKOB (HAUMEHOBAHUI) €1, 3ABOAUMBIX HA NPEANPHATHH C
yKa3aHHeM UX CPOKOB XpaHEeHUs!

4. bnaHK TOKyMEHTa — 3TO:
A) HecTaHJapTHBIN JIUCT OyMaru, Ha KOTOPOM BOCIPOM3BOIUTCS MOCTOSIHHAS UHPOpMAaLUs
JIOKYMEHTa M €CTh MECTO JUIsl IEPEMEHHON UH QopMaluu
B) cranpapTHbIi JucT OyMaru, Ha KOTOPOM BOCIIPOM3BOAUTCS MOCTOSIHHASA
HHpopManus JOKyYMEHTAa U eCTh MeCTO JIsl IepeMeHHOoi uH opmanuu
B) npyroe
OrtBet B) ctannapTHblil iucT Oymaru, Ha KOTOPOM BOCIIPOU3BOAUTCS MTOCTOSTHHAS
uHOpMaIKs JOKYMEHTa U €CTh MECTO JUIsl TepeMeHHON HH (popMaruu

5. bnanku umerot nons (cormacao FOCT P 7.0.97-2025):
A) seBoe — 30 Mmm; npaBoe— He MeHee 10 MM; BepxHee M HUKHee — He MeHee 20 Mm;



b) nesoe — 10 Mmm; mpaBoe 1 HIKHee — He MeHee 20 MM; BepxHee — He MeHee 10 mMwm;

B) neBoe — 20 mm; npaBoe He Menee 10, HukHee — He meHee 20 MM; BepxHee — He MeHee 20
MM;

Otger A) eBoe — 30 MM; npaBoe— He MeHee 10 MM; BepxHee U HU:KHee — He MeHee 20
MM;

6. 10. PekBu3uT — 00s13aTEIBHBIN SJIEMEHT:
A) npucymmii onpeieJIeHHOMY BUY T0KYMEHTA;
b) npucymuii ToTbKO OpraHU3alMOHHON JOKYMEHTAIUY;
B) npucymuii TosbKO nuchbMam;
OTBer A) npucyuuii onpeaeieHHOMY BUAY T10KYMEHTA;

7. dopmyisp-odpaser — 3To:

A) COBOKYITHOCTb HE PEKBU3UTOB, a MOANNCEN

bB) COBOKYNHOCTH PacioJioKeHHbIX B ONPeaeJeHHON M0C/Ie10BATeIbHOCTH
PEKBHU3HUTOB, NIPUCYILIUX BCEM BHIaM JOKYMEHTOB;

B) HomeHKI1aTypa aen opraHnu3aiuu

OtBer B) COBOKYITHOCTH PacnosioKeHHbIX B ONpeleJIeHHOH M0CJIe10BaTeJIbHOCTH
PEKBH3HUTOB, NIPUCYLIUX BCEM BHAAM JOKYMEHTOB;

8. TpebGoBanusi, NpeabsIBISIEMbIE K JOKYMEHTOOOOPOTY:

A). IpSIMOTOYHOCTbH JIBMXKCHHS IOKYMEHTOB (JJOKYMEHT KpaT4yalIliiM MyTeM MOMaaaeT K
WCIIOJTHUTEITI0, BO3BPATHBIE TIEPEMEIICHHS IOKYMEHTOB UCKITIOUYCHBI);

b) pacnpenenenue JOKyMEHTOB MEX1Y PYKOBOJIUTEISIMHU U CHIEIUATUCTAMHU COTJIIACHO UX
(GyHKIIMOHATIBHBIM 00S3aHHOCTSIM;

B) HeoOxoaumoe nepeMenieHue TOKyMEHTOB (1y0JIMpoBaHUE, JINITHIUE UHCTAaHIIUU U
JEHCTBUS UCKIIIOUYEHBI) U eIMHOO0pa3ue MapuIpyTa JBUKEHHS TOKYMEHTOB U TEXHUYECKUX
OIepanyii ¢ HUMH, OJHOKPAaTHOCTh KaXK/101 OIEPALINH;

I') Bce BhILIENEpeUYM C/IEHHbIE

Otger I') Bce BbIlIENIEPEeYUCICHHbIE

9. s Kakoro BHJA TOKyMEHTa PeKBU3UT «HanMeHOBaHME BHUIAa TOKYMEHTA» HE YKa3bIBACTC:
A) BBIIMCKA U3 TPOTOKOJIA;
b) nenosas 3anucka;
B) nucsmo;
I') oTuér.
Otser B) nucsMo

10. I'ne xpaHsTCs Aena Mo UCTEYEHUH CPOKa TEKYLIETr0 XpaHeHHS:
A) B apxuBe;
b) y pyxoBoauTest opranusanuy;
B) y cexpetaps pyKOBOAUTEIS OpraHU3alUy;
I') noayiexxar aHHYIMPOBAHUIO.
OTtBer A) B apxuBe

13. [IpaBoBO#i aKT, B KOTOPOM OTOOpaXkaeTcst MOPSIOK ACITEIBHOCTH PYKOBOACTBA OPTaHU3AINH, a
PaBHO KOJUIETHAJIBHOTO WJIN COBELATEILHOTO OPraHa — 3TO:

A) peryiamMeHT;

b) mratHOE pacnucanue;

B) pacnopsxenue,

I') ycras.

Otser A) periiamMeHT



14. YauduuupoBaHHoi popMoil TOKYMEHTa SBISIETCS:

A) ¢opmyssip TOKYMEHTA OIpeleIeHHOI0 BH/IAa, KOTOPbI COJAEP:KUT NMOCTOSIHHYI0 4YacTh
TEKCTA;

b) OymaXHBIH MM SJIEKTPOHHBIA INAOJIOH C PEKBU3UTAMH, 110 KOTOPBIM OIPEIENSICTCS aBTOP
OUITMATIEHOTO JIOKYMEHTA;

B) pekBH3UT O corylacMu OpraHu3alliH, KOTOpas HE SBISETCS aBTOPOM JIOKYMEHTa, C €ro
coJiepKaHueM,

') BBITTUCKA U3 TOKYMEHTA.

OtBet A)

15. lIokyMeHTBI MocJjie perucTpaiuy nepeaarTces:

A) B apXxuB;

b) B moapazaeneHus opraHu3aiuy;

B) B punHaHCOBBII OTHET;

I') pyxkoBoaMTEIO IJI PACCMOTPEHUS] U MPUHATHS PelIeHust
OtBet I') pykoBoauTe 10 1JIs1 pACCMOTPEHUS M MPUHATHSA PellleHUs

16. 3agaHue Ha cOOTBeTCTBHE. YCTAHOBHUTE COOTBETCTBHE MEKIY BONPOCAMH M OTBETAMU:

Bonpoc Otser

1 | Tlepenaya MCTIOJHUTEIIO IO MOJIITUCH A | Perucrpanus

2 | 3amuce  maHHBIX O  gokymente B | b | [Ipuem u mepBuuHas o0paboTKa
PETrUCTPALIMOHHYIO pOopMy

3 | [IpoBepka menoctHocTH  ynakoBku U | B | Mcnonnenue
HaJIM4Us IPUIIOKEHUI

4 | TlonroroBka MPOEKTA OTBETa nimu | I | PaccMoTpenue
TIPUHSTHE PEIICHUS

3aroTHUTE COOTBETCTBYIOIIME OYKBBI O U (pamu:

11234

OtBert: 1I', 2A, 3B, 4B

17. 3aganue Ha cOOTBEeTCTBHE. YCTAHOBHUTE COOTBETCTBHE MEKIY BONPOCAMH M OTBETAMU:

Bomnpoc OTtser
1 | PexBusur 10 A | PeructpaniioHHbI HOMEDP TOKYMEHTA
2 | PexBusur 18 b | IToanuck
3 | PexBmsur 11 B | lata nokymeHTa
4 | PexBusur 22 I' | Tekct nokymeHTa

3aIoIHUTE COOTBETCTBYIONME OYKBBI MO U(paMu:

11234

Ortser: 1B, 2I', 3A, 4b
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