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1. O0mast xapakTepuCcTHKA M CHUIINHBI

1.1. Ieab (MCUUNIMHBI:
M3y4YCeHHE JJOKYMEHTa KaK CJIOXKHOW MH()OPMAIIMOHHOM CUCTEMBI, CIOCOO0B JJOKYMEHTHUPOBAHUS, CUCTEM JIOKYMEHTAIINH,
KOMILJIEKCOB JIOKYMEHTOB, TOKYMEHTHOI KOMMYHUKALIMU B OpraHUu3aluu

1.2. 3apaun AMCHUIINHBL:
M3YYCHHE TTOHATHUS «IJOKYMEHT», €r0 (PYHKIIMA U TPU3HAKOB, KOMMYHHUKATHBHBIX BO3MOXKHOCTEH JOKYMEHTA;
M3YyYCHHE MTPaBUI YHU(PHUKAIIMK COCTaBa U ()OpM YIIPaBICHUYECKHUX JJOKYMEHTOB;

W3yYeHHUE CYIIHOCTH U OCHOB HOPMATHBHO-METOJIUYECKOM 0a3bl AETIOMPON3BOJICTBA;

HU3YUCHUC TOACUCTCMbBI OPIraHU3alIMOHHBIX JOKYMCHTOB U OBJIAACHUC ITPUCMAM UX O(I)OpMJ'IeHI/IFI;

HU3YUCHUC NMMOACUCTCMbBI PACTIOPAAUTCIIBHBIX JOKYMCHTOB U OBJIAZICHUC ITPUCMaM UX O(i)OpMJ'IeHI/IH;

HU3YUCHUC MMOACUCTCMbI CHpaBO‘lHO—I/IH(i)OpMaL[I/IOHHBIX JAOKYMCHTOB U OBJIAACHHUC ITIPUCMAM UX O(i)OpMJ'IeHI/ISI;
HU3YUCHUC MOPAIKa IBUKCHUA NOKYMCHTOB B OpraHU3alun, UX PECruCcTpaiu U KOHTPOJIU UCITIOJIHCHU A,
(bOpMI/IpOBaHI/Ie 3HaHPII>'I, YMeHI/Iﬁ " HAaBBIKOB CUCTCMATU3AIIUU JOKYMCHTOB U UX XPAHCHUA,

(bOpMI/IpOBaHI/Ie 3HaHPII>'I, YMeHI/Iﬁ " HAaBbBIKOB OpraHu3anuun pa6OTLI C KOH(I)I/I,I[CHLII/IaJ'IBHLIMI/I JAOKYMCHTaMU.

1.3. IlpeameTr AUCHUILINHBI:
COBOKYITHOCTH JTOKYMEHTOB W CHCTEM JIOKYMEHTAIIHMH, CBI3aHHBIX CO C)epoll YIIpaBJIeHUs OpraHu3aIueii, CTaHapThI,
MpaBUIa U TPEOOBAHMS UX COCTABIICHUS.

1.4. Mecto B 00pa3oBaTe/IbHOI IporpamMmme:
4acTh, (hopMHUpyeMas yaacTHUKaMH 00pa30BaTEIBHBIX OTHOIICHUI
ANIEKTUBHBIC JUCIUTLIAHEL

1.5. B3auMocB3b ¢ APYrUMH JUCHUNJIMHAMHA:
b1.0.07 Pycckuii 361K U KyJIBTYpa peun

B1.0.22 MeHemKxMeHT

b1.B.12 Cucremsl 351eKTPOHHOTO TOKYMEHTO000pOTa

1.6. OcoGenHOCTH peaju3aluu JUCHUIJIMHBI JJIsI MHBAJIWIOB U JIUIl ¢ OTPAHHYEeHHBIMH BO3MOKHOCTSIMH 3/I0POBbSI
OCO0OCHHOCTH peau3aluy AUCIUTUIAHBI JJ11 MHBATUIOB U JIUI C OTPaHUYECHHBIMU BO3MOXKHOCTSIMU 3/I0POBbS
OMPENICNSIOTCS B MHANBUYATLHOM MOPSIKE UCXOs U3 crielindrku 3a00eBaHus U TpeOOBaHMM, Yka3aHHBIX B OCHOBHO
00pa3oBaTebHON TPOTpaMmMe



2. [Inanupyemblie pe3y/abTaThbl H3y4YeHUs AUCHUIIIAHBI

Komnerenuus WuankaTop JOCTIDKEHHST KOMITETEHITNH
Kon Conepxanue Kon Conepxanue
CrocoOHOCTh HACTPaUBATh, 35 METOOJIOTHIO OPTaHU3alMH JOKYMEHTO000pOoTa
IIK-07 |[sKcmryaTupoBath M COMPOBOXKAATH Y5 IIPUMEHSTh IpaBUJia BEJEHUS JOKYMEHTallUU
MH(POPMAITMOHHBIC CUCTEMBI M CEPBUCHI H6 paboTHI ¢ TEXHUYECKOHN JOKyMEHTaINen
Crnoco6eH 3¢ (peKTHBHO 37 paBmiia 0OPMIICHUS JOKYMEHTOB
[IK-12 |B3aumMoneicTBOBATh C CyObEKTaMU ¥ M10/1JIEP’KUBAaTh KOMMYHHUKAIIMOHHBIE B3aUMOICHCTBHS
po¢eCcCHOHANBHBIX KOMMYHUKAIHIA H9 BEJICHUS IOKYMEHTAaLUU




3. O0beM QMCUMIJIMHBI ¥ BUABI Y4e0HOI padoThI

3.1. Ounas ¢popma o0yueHust

Cemectp
IMoka3arean 2 Bcero

O6m1ast Tpy10EMKOCTb, 3.€./9 3/108 3/108
OO0111ast KOHTaKTHas padboTa, 4 28,15 28,15
O6m1ast camocTosiTenbHas paboTa, 4 79,85 79,85
KonTakTHas paboTta nmpu npoBeneHUH y4EOHBIX 3aHSATHIA, 28,00 28,00
B T.4. (9)

JIEKIIHH 10 10,00

MIPAKTUYECKUE-BCETO 18 18,00
CaMOCTvo;ITeJILHaﬂ pabota TpW MPOBEACHUH Y4eOHBIX 71,00 71,00
3aHSITHU, 4
KonTakTHas paboTa mpu MPOBEJCHUH MPOMEKYTOYHOU 0.15 0.15
arrecTanui 00yJaroIuxcs, B 1.4. () ’ ’

3a4eT 0,15 0,15
CamocrosiTenpHast paboTa TpH  ITPOMEXKYTOUHOM 2.85 2.85
arTecTanuu, B T.4. (4) ’ ’

MOJIFOTOBKA K 3a4eTy 8,85 8,85
dopma MPOMEKYTOUHOH aTTeCTAUU 3a4eT 3a4yer




3. O0beM QMCUMIJIMHBI ¥ BUABI Y4e0HOI padoThI

3.2. 3aounas popma 00yueHHs

IMoka3arean K);pc Bcero

O6m1ast Tpy10EMKOCTb, 3.€./9 3/108 3/108
OO0111ast KOHTaKTHas padboTa, 4 12,15 12,15
O6m1ast camocTosiTenbHas paboTa, 4 95,85 95,85
KonTakTHas paboTta nmpu npoBeneHUH y4EOHBIX 3aHSATHIA, 12,00 12,00
B T.4. (9)

JIEKIIHH 6 6,00

MIPAKTUYECKUE-BCETO 6 6,00
CaMOCTvo;ITeJILHaﬂ pabota TpW MPOBEACHUH Y4eOHBIX 87.00 87.00
3aHSITHU, 4
KonTakTHas paboTa mpu MPOBEJCHUH MPOMEKYTOYHOU 0.15 0.15
arrecTanui 00yJaroIuxcs, B 1.4. () ’ ’

3a4eT 0,15 0,15
CamocrosiTenpHast paboTa TpH  ITPOMEXKYTOUHOM 2.85 2.85
arTecTanuu, B T.4. (4) ’ ’

MOJIFOTOBKA K 3a4eTy 8,85 8,85
dopma MPOMEKYTOUHOH aTTeCTAUU 3a4eT 3a4yer




4. Conep:kanue TUCUUIITUHBI
4.1. CopepxxaHue JTUCHMILUIMHBI B pa3pe3e pa3ae/ioB H NoApa3iesioB
Paznen 1.
Teopernueckue 1 METOTUYECKHE OCHOBBI JJOKYMEHTOBEIEHHMS
Ionpaznen 1.1.
ToHsATHE «TOKYMEHT», €ro GYHKIIMU U TPU3HAKH
IMonsiTre «uHMOPMALHS 1 JOKYMEHT» B JOKYMEHTOBeAeHHH. Bubl 1okyMeHTOB. [ToHsTHE «(DyHKIUS
JOKYMEHTa» U uX BHAbL IIpn3Haku qokymenTa. [IOHsTHE «KOMIUIEKC JOKYMEHTOBY. FOpuandeckas cuia
Tompaznen 1.2.
Vuudukauust coctaBa u popM YIPaBICHISCKHX JOKYMEHTOB
ToHsTHS «yHUDHUKAIUI» U «CTAaHIAPTU3AIMMN YIPABICHYSCKUX JTOKYMEHTOB. [[OHATHE «CUCTEMBI
JIOKyMEHTAIUW». YHUDUIHPOBAHHBIC CHCTEMbI JOKYMEHTAI[MH. 3aKOHOJIATEIbHAS U HOPMATHBHO-
Ionpaznen 1.3.
HopmatuBHBIE TpeOOBaHUS K COCTABY OCHOBHBIX PEKBH3UTOBU MX O(OPMIICHHIO
IMonsiTre «pekBU3UTY. TpeGoBaHus K cOCTaBy peKBU3UTOB. IIpaBmiia 0hOpPMIICHHS PEKBHU3HUTOB JOKYMEHTOB.
CxeMbl pacroiokeHus pekBu3nToB. Dopmymsap-obpasen u Onank nokymenTa. [Ipasmuna odopmieHus
0JIaHKOB JOKyMEHTOB
Paznen 2.
IpaBuna coctaBieHus 1 OQPMIICHHS YIIPABICHIECKONH IOKYMEHTAL[HN
Tompaznen 2.1.
TMopsimok cocTaBieHuUs ¥ 0OQOPMIICHUsI OPraHU3AIMOHHBIX JOKYMEHTOB
[MpaBuna opopmieHNs] OpraHU3allMOHHBIX JOKYMEHTOB: YCTaB, LITATHOE paclicaHue, MpaBHia
BHYTPEHHETO TPYAOBOTO PACIIOPSAKA, HOJIOKEHUE O CTPYKTYPHOM HOZAPA3ACIICHUH IPEAIPHUSTHS,
JIOJDKHOCTHASI HHCTPYKIHS PaOOTHHKA.
Ionpaznen 2.2.
Iopsinok cocTaBieHUst ¥ 0QOPMIICHUS PACHOPSTUTEIBHBIX JOKYMEHTOB
ITpaBuiia 0hOpMIICHHS PACIIOPSTUTENBHBIX JOKYMEHTOB: IOCTAaHOBJICHHE, PEIICHHE, AaCIIOPSDHKEHNIE,
yKa3aHue, MPUKa3bl 10 OCHOBHOMN [IESTEIbHOCTH.
Iompaznen 2.3.
IMopsimok cocTaBieHUst U OQOPMIICHHSI CIPABOYHO-MH(POPMAIIMOHHBIX JOKYMCHTOB
IMoncucrema HHGOPMALMOHHO-CIIPABOYHBIX JOKYMEHTOB ¥ OCHOBHBIE IIPaBUIIa X O(GOPMIICHHUS: IPOTOKOI,
aKT, CITy)KeOHBIE 3alIUCKU: JOKJIAHAsl U O0BSICHUTENIbHAS, CIIPABKH., JOKYMEHTHI 110 JITYHOMY COCTaBy,
ciry)xeOHbIe MUChMA.
Paznen 3.
TexHoorust opraHu3aIy JOKYMEHT0000poTa U paboThl ¢ JOKyMEHTaMU
Ionpaznen 3.1.
Topsiaok NBUXEHUS TOKYMEHTOB B OpPraHH3alUK, UX PETHCTPAIHS ¥ KOHTPOJIb UCTIOTHECHHUS
IMonsTHE TOKYMEHTOOOOPOTA M €0 OCHOBHBIE ITAllbl. PalroHa bHas OpraHu3anus JOKyMeHToo00poTa Ha
HpeNpUITHH. DKCHEAUIIMOHHAs! 00paboTKa JOKYMEHTOB, OCTYIAIONMX B opranu3ayio. [Ipensapurenstoe
paccMoTpeHHe JOKYMEHTOB. J[BIDKeHHE JOKYMEHTOB BHYTpH opranu3anuu. OOpaboTKa MCIIOIHEHHBIX U
OTIpAaBIsEMbIX JOKYMEeHTOB. [Topsiaok, mpaBuiia, (OpMbI PETUCTPALMH U HHACKCAUH JOKyMeHTOB. KOHTpOIIb
32 MCIIOJIHEHUEM JIOKYMEHTOB: JTaIlbl U CPOKU.
Ionpaznen 3.2.
CucremarH3anys JOKYMEHTOB M UX XpaHEHHE.
OO61pe TpeOOBaHUS K CUCTEMaTU3aLHH JOKYMEHTOB U (popMupoBanuio aei. [IpaBuia onpeneneHus HeHHOCTH
JIOKYMEHTOB M JIOKyMEHTHOH MH(OPMAIIMN M YCTAHOBJICHUS CPOKOB XPaHEHUs Jell. XpaHeHUe JJOKyMEHTOB B
OlepaTUBHOMN JesTenbHOCTH U hopmupoBanue nen. Homenkiarypa gen. ['pynnupoBka B aena OTASIbHBIX
KaTeropuii JoKyMeHTOB. [IpaBuiIa cOCTaBICHUS 3aTOJIOBKOB Jiel U 0pOpMIICHUS OOJIOKKH Aela.
IMonsTre apxuBa u BUAB! apxudos B Poccuiickoii deneparnmu. [IpaBuna odpopmiieHus e IIHTETEHBIX
CPOKOB XpaHCHHUSL.
Honpaznen 3.3.
Opranuzaiyst paboThl ¢ KOHPUICHIMATEHBIME JOKYMCHTAMH.
CocTaB 1 HaNpaBJICHUS 3aLIUTH TOKYMEHTHOH nHpopManuu. Cucrema 3aIuTel HHGOpMAaI 1
KOH(HICHINATBHBIX JOKYMEHTOB. TEXHOIOTHsI 3aIUTHI JOKYMEHTHONH HH(pOPMAIKH. SalHIIeHHBIH
JIOKyMeHT0000poT. [Topsnok paboTs mepcoHana ¢ KOH(GUASHIMATEHBIMHA JOKYMEHTAMHU.



4.2. Pacnipe/iesieHUe KOHTAKTHOI U CAMOCTOSITEJILHOM padoThI O MoApa3aeaam
Ounasi popma o0y4eHust

KonTakTHas pabora
Pasnensl, moapasnensl qUCHUIUIAHBL CP

JIEKIIUH 113

Teopeanecmle H METOANYECCKHE OCHOBBI JOKYMCHTOBCICHHUHA

[ToHATHE «IOKYMEHT», er0 QYHKITUH U IPU3HAKU 1,0 1,8 5,2
Yaudukaims coctaBa U GopM yrpaBIeHIESCKUX TOKYMEHTOB 1,0 1,8 7,2
HopmatuBHbIe TpeOOBaHMS K COCTaBY OCHOBHBIX PEKBU3UTOBH HX 0(OPMICHUIO 1,0 1,8 7,2

HpaBnﬂa COCTABJICHUA U Otl)pM.]'lel-[l/lﬂ ynpaB.nqueCRoﬁ AOKYMEHTAalUN

IMopsnok cocraBneHUs U OQOPMIICHNS OPTaHU3AIHOHHBIX JOKYMEHTOB 1,0 1,8 7,2
IMopsimok cocTaBieHuss 1 OQOPMIICHHS PACTIOPSTUTEIBHBIX JOKYMEHTOB 2,0 3,6 14,4
IMopsnok cocraBneHus 1 OPOPMIICHHS CIIPABOYHO-NH(POPMALMOHHEIX JOKYMEHTOB 1,0 1,8 7,2

TexHoJ10rust OpraHu3aluu HOKyMeHTOOﬁOpOTa u paﬁOTbI C IOKyMEHTaMHu

Iopsnok IBUKEHUS JOKYMEHTOB B OPraHU3ally, UX PETUCTPALUA U KOHTPOJIb UCIIOJIHEHUS 1,0 1,8 7,2

CucremaTHu3anus JOKyMEHTOB U X XpaHEHUE. 1,0 1,8 7,2

Opranmzarus paboTsl ¢ KOHOHICHIIHANEHBIMA JOKyMCHTaMH. 1,0 1,8 8.4




4.2. PacnipenesieHre KOHTAKTHON U CAMOCTOSITE/ILHOW padoThI 0 MoaApas3aeiamMm
3aounas ¢popma 006yueHus

KonTakrHas pabora
Pasnensl, moapasnensl JUCHUILUINHBL CP

JICKITUU 113

TeopeaneCKne H METOANYECCKHE OCHOBBI JOKYMCHTOBCICHHUHA

[ToHATHE «IOKYMEHT», er0 QYHKITUH U IPU3HAKU 0,6 0,6 6,4
Yaudukaims coctaBa U GopM yrpaBIeHIESCKUX TOKYMEHTOB 0,6 0,6 8,8
HopmatuBHbIe TpeOOBaHMS K COCTaBY OCHOBHBIX PEKBU3UTOBH HX 0(OPMICHUIO 0,6 0,6 8,8

IIpaBuia cocraBieHus u oppMIeHHS YIPaBIeHYeCKOli A0KyMEHTAIUU

IMopsnok cocraBneHUs U OQOPMIICHNS OPTaHU3AIHOHHBIX JOKYMEHTOB 0,6 0,6 8,8
IMopsimok cocTaBieHuss 1 OQOPMIICHHS PACTIOPSTUTEIBHBIX JOKYMEHTOB 1,2 1,2 17,7
IMopsnok cocraBneHUs 1 OPOPMIICHHS CIIPABOYHO-NH(POPMALMOHHEIX JOKYMEHTOB 0,6 0,6 8,8

TexHoJiorus OpraHu3aluu HOKyMeHTOOﬁOpOTa u paﬁOTLI C IOKyMEHTaMHu

Iopsnok 1BUKEHUS JOKYMEHTOB B OPraHU3alluM, UX PETUCTPALUA U KOHTPOJIb UCIIOJIHEHUS 0,6 0,6 8,8

CucreMaT3anus JOKYMEHTOB U UX XpaHEHHE. 0,6 0,6 8,8

Opranmzarus paboTsl ¢ KOHOHICHIIHATEHBIMA JOKyMCHTaMH. 0,6 0,6 10,3




5. ®oH OLIEHOYHBIX CPEACTB
5.1. dtanbl hopMuUpOBaAHUS KOMIIETEHINH

P as3J1CJibl, moApa3acibl JUCIHUILIMHBI

T1K-07 | TIK-12
Teopernyeckue H METOAUYECKHE OCHOBBI JOKYMEHTOBEICHHUS
[MousTHE «TOKYMEHT», €T0 (QYYHKIIUH U MIPU3HAKA 37
YHu¢uxamms cocraBa 1 GopM ynpaBIeHIECKUX JOKyMEHTOB v5 37, H9
HopmatuBHbIe TpeOOBaHMSA K COCTaBY OCHOBHBIX PEKBU3UTOBH HX 0(DOPMIICHUIO 37
IIpaBuia coctaBiaennst 1 oppMiIeHHs yIIPaABJIEeHYECKOH JOKYMEHTALIUH

[Mopsimok cocTaBiaeHus: 1 0OPMIICHHUS OPTaHU3AIMOHHBIX TOKYMEHTOB 37, Y7, H9
IMopsnok cocraBneHus U OPOPMIICHHS PACTIOPAAUTETBHBIX JOKYMEHTOB 37,¥7,H9
IMopsimok cocTaBieHuss 1 0QOPMIICHHS CIPABOYHO-UHPOPMAITUOHHBIX JOKYMEHTOB 37, Y7, H9

TexHOJIOTHS OPTaHU3aIHHA AOKYMEHT0000POTA H PAGOTHI ¢ JOKYMEHTAMHI

HOpHZ[OK JABHKCHUS JOKYMEHTOB B OpraHMU3allui, UX pETUCTpalusa U KOHTPOJIb

35,¥5, H6
HCIIOJTHEHHS
CucremaTH3anus JOKYMEHTOB U X XpaHEHUE. 35, V5, H6
Opranuzarus paboTsl ¢ KOHOHICHIIHANEHBIMA JJOKyMCHTaMH. 35,H6




5.2. lllkanbl 1 KPUTEPUU OLIEHUBAHUS TOCTHKEHUSI KOMIIETEHIUIA

5.2.1. lIIkaJjbl akaJjeMHYEeCKHX OLEHOK OCBOCHHS JUCIUILINHDI

Bug onienku OneHkn

HEYIOBJICT- YAOBJIETBO-

AkaneMudeckas olieHKa 1o 4-x OaJIbHOH 1IKaje XOPpOILIIO OTJINYHO

BOPUTEIIBHO PUTEIBHO

Bug onienku OneHkn

AxanemMuyeckast oIleHKa 110 2-X OaJUILHOM IIKaje HE 3aY€THO 3a4TEHO

5.2.2. Kputepuu 10CTHKEHHS KOMIIETEHIIN B X0/1€ OCBOEHHS JUCIATLIMHBI

Kpurepun onienku Ha 3auere

OreHka, ypoBeHb

Omnncanme KpuTeprueB

3a4TeHo, BRICOKUN

CTyZ[eHT BBITIJIOHWJI BCE 3aJlaHUsA, IIPEAYCMOTPECHHBIC HpOI‘paMMOI;’I, oTYHTAaNICA 00
HUX BBIIIOJIHCHUH, AEMOHCTPHUPYA OTIIMYHOC 3HAHHMC OCBOCHHOI'O MaT€pHajla Hu
YMEHHUE CAMOCTOATEIIbHO PEHIATH CIIOKHBIC 3aa9U JUCITUTIITUHBL

3auTeHo, IPOABUHYTHIN

CTyZ[eHT BBITIJIOHWJI BCE 3aZlaHusA, IIPEAYCMOTPECHHBIC HpOl"paMMOﬁ, oTYHUTAIICSA 00
HX BBIIIOJHCHUH, ACMOHCTPHPYSA XOpOIIEEC 3HAHHMC OCBOCHHOI'O MaT€pHaia U
YMEHHUE CAMOCTOSATEIIbHO pEHIATh CTAHAAPTHBIC 3aJa4U NUCITUTITTNHBI

3a4TeHO, TIOPOTOBBII

CTyzeHT BBIIUIOHHI BCE 3aIaHUs, IPEAYCMOTPEHHBIE IPOTPAMMOM, OTIUTANCS 00
UX BBINOJIHEHUH, IEMOHCTPUPYS 3HAaHHE OCHOB OCBOCHHOI'O MaTepuala U yMEHUE
pelaTh CTaHAAPTHBIC 331241 JUCLUUILIMHBI C IOMOILBIO IIPENOAaBaTEIIsA

He 3a4TCHO, KOMIICTCHIIUU HE
OCBOCHBbI

CrTyneHT BBIIUIOHWI HE BCE 3aJaHus, IIPEeJyCMOTPEHHbIE IIPOrpaMMOil MM HE
oT4nTajcsa 00 WX BBINOIHEHUH, HE TIOATBEP)KIAeT 3HAHWE OCBOCHHOTO MaTepHaa
1 HE YMEET pellaTh 3aJa4d JUCLUILUIMHBI JasKe ¢ IIOMOLIBIO ITPENoIaBaTes




5.3. MarepuaJbl AJis1 OLEHKH JOCTHKEHUSI KOMIIeTeHIM
5.3.1. Bonipochl K 3K3aMeHy
He npeaycmorpeno

5.3.2. 3agaHus K 3K3aMeHy
He npeaycmoTpeno

5.3.3. Bonipocsl k 3a4eTy ¢ OLICHKOI
He npeaycmoTpeno



5.3.4. Boripochl k 3aueTty

Ne ConepxaHue Kowme- un
TEHLUs
1 |Yro Takoe AENOMPOU3BOACTBO U KAK OHO MOXET ObITh OPTaHW30BAHO HA TPEANPHUATHH? OIlK-4 31
2 |Yro Takoe NJOKYMEHT M KaKOBa €r0 poJib B YIIPABIEHYECKOU JESTENBHOCTU? OIIK-4 31
3 |Yro Takoe yHH(UKAIWS U CTAaHIAPTH3AINS YIPABICHUYECCKUX JTOKYMEHTOB? OIlK-4 31
4 |Kaxue Buibl JOKYMEHTOB CYLIECTBYIOT? OIIK-4 31
5 |Yro Takoe OGIaHK TOKYMEHTA U B €M COCTOHT €r0 3HaYCHHE P 0()OPMIICHIH TOKYMEHTOB? OIIK-4 vl
6 |Yro Takoe Gpopmyinsip-oOpazen JokymeHTa? OI1K-4 V1
7 |Kak opopmisiercst YcTaB npeanpustus? ITK-12 38
8 |Kax oopmsercs [Tonoxxenne u MaCTpyKITHA? I1K-12 38
9 |KakoBbl 0c0OEHHOCTH 0(hOPMIICHHS IITATHOTO PACITUCAHUS? ITK-12 38
10 KaxoBsr obmrre mpaBuiia opopMIICHHS paCIOPSIIUTEIBHBIX JOKYMEHTOB: TOCTAHOBIICHHS, PEICHH, K-12 38
pacnopshKeHus U Ipukasa’?

11 |Yro Takoe IPOTOKOI U JUIS 4eTo OH oopmMiseTcs? I1K-12 y8
12 |Kakum 06pa3zoM oopMIISIFOTCS TOKJIATHBIC 3aITHCKU? I1K-12 Y8
13 [YTo coboii mpencTapisieT TPYAOBOK TOTOBOP U KAKHE CBEIECHHS OH COICPIKUT? [1K-12 38
14 |B yem ocoOeHHOCTH OGOPMIICHUS PUKA30B MO JIUIHOMY COCTaBy? ITK-12 38
15 |Kakue cBeeHMs 3aHOCSTCS B TPYAOBYIO KHIDKKY U KaK 0()OPMIISIFOTCSI 3aIHCH B Heif? I1K-12 38
16 |Yro coboli mpencTaBiseT Cay)keOHOe MUCHMO? ITK-12 Y8
17 |Bugs! u npasuia oopMIICHHUS JOTOBOPA. I1K-12 y8
18 |KakoBsl paBuiia 0oOpMIICHHS CIY)KEOHBIX MUceM? ITK-12 Y8
19 |Kak npoBoasT 00pabOTKy HOCTYHNHBIIHX JOKYMEHTOB? I1K-7 35
20 |Kakue 3Tarnsl BXOJST B IPOIIECC KOHTPOJISI CIIOJIHEHUS JIOKYMEHTOB? IT1K-07 35
21 |Yro Takoe perucrpaunys JOKyMEHTOB U KAKOBA €€ POJb B AEIONPOU3BOACTBE? I1K-07 35

5.3.5. TembI KypcoBOT0 NPOEKT (PA0OTHI) M BONMPOCHI K 3alUTE
He npeaycmorpeno




5.3. MarepuaJbl AJis1 OLEHKH JOCTHKEHUSI KOMIIeTeHIM
5.3.6. BonipochbI TecTOB

ConepxaHue

Kowmre-
TEHIIUS

g

Kakas cucrema aenonpon3BojcTBa Hanboee 3QGEeKTHBHA I METKUX NMPEATIPUATHIA? [IEHTPAIN30BaHHAS
JIETIeHTPaTN30BaHHAS

CMeIIaHHAs

(hyHKIIMOHATEHAS

IK-12

37

Kaxoe HoHsATHE COOTBETCTBYET CIEAYIOIIEMY ONPEACIICHUIO: KYCTAHOBICHUE €IMHO00pa3us cocTaBa u (hopMm
YIpaBIEHYECKUX JOKYMEHTOB, CO3/IaBaCMBbIX IIPU PEIICHUH OJAHOTUITHBIX YHPaBICHUECKUX (QYHKIMID?
YHUDUKAIAS

CTaHJAPTH3ALHSA

ABTOMATH3AIHS

LEHTpaIU3aLHs

IK-12

37

HecpouHbiME Ha3bIBAIOT JOKYMEHTBI, KOTOPBIE:

HE TPeOYIOT OBICTPOTO UCTIOHEHHUS

HE UMEIOT CPOKOB HCIIOTHEHUS

MOYHO MepeaTh UCIIOIHUTEISIM Oe3 PACCMOTPEHUS PYKOBOIUTEIEM
HE OrPaHUYEHHOIO0 CPOKA XPaHEeHHs

IK-12

37

Uto U3 mepeuncIeHHOT0 HIDKE He OTHOCHUTCS K BUIAM JOKYMEHTOB, KIIACCU(HIIUPYEMbIM 110 CPOKAM
XpaHeHus?

MOCTOSIHHOTO XpaHEHHs

JIOJITOCPOYHOIO XPaHEHUS

CPEJIHECPOUHOT0 XpaHEHHs

IK-12

37

O KaKoM NOHATUYU UJET PeUb B CIEAYIOLIEM ONIPENEIICHUHN: «IIOBTOPHBII SK3EMILIAP NOJIMHHUKA
ouIMaIEHOTO JOKYMEHTa, HMEIOIINH IOPUANIECKYIO CHITY»?

MOJJMHHMK TOKyMEHTa

JIyOnnKaT JOKyMeHTa

KOMUs JOKyMEHTa

BBINUCKA U3 JOKYMEHTa

IK-12

37

JlaiiTe onpeneneHne TOKyMEHTA!

MaTepuabHBII 00BEKT ¢ HH(pOPMAIHeH, 3aQUKCHPOBAHHOMN CO3IaHHBIM YEIOBEKOM CIIOCO0OM, 1S e€
repeayv BO BPEMEHHU U IIPOCTPAHCTBE

COBOKYITHOCTb PEKBU3HUTOB O(HINAIBHOTO IHChMA

CTaH/JapTHOE PacCIoI0KEHUE MaTepHaa

TEKCT

IK-12

37

JleaTenpHOCTS ammapara yrpasJIeHHs, OXBAaTHIBAIOIIAs BOIIPOCH! JOKYMEHTUPOBAHHS H OPTaHU3AIINU PAOOTHI C
JIOKYMEHTaMU — 3TO:

JOKyMEHTallMOHHOE 00eCTieYeHNEe YIpaBIeHUs

CTaHJAPTU3ALUSL

cucTeMa JOKYMEHTALUU

IK-12

37

YKaxxuTe OTVIMYUTEIHbHOE CBOMCTBO IOKyMEHTa:
KOIUHHOCTB;

OpUANYECKas CUIIa;

MHOXECTBEHHOCTB;

TOYHOCTb.

IK-12

37

IMox «COBOKYITHOCTBIO B3aMMOYBSI3aHHBIX JTIOKYMEHTOB, IIPIMEHSAEMBIX B OIpeaeIEHHON chepe
JeATeTbHOCTI» MOAPa3yMEBAIOT

CHCTEMY JIOKyMEHTUPOBAHUS

YHUPHUIPOBaHHYIO (hopmy

YHU(MHULIMPOBAHHBIN JOKYMEHT

CHCTEMY JIOKYMCHTAIIUH

IK-12

37

10

Kakne nucema B mporecce SKCHEeAUIIMOHHON 00pabOTKH He BCKPBIBAIOTCS, a EPEJAIOTCs afipecary B
3are4yaTaHHOM Buze?

aJlpeCOBaHHbIC PYKOBOIUTEIIO IPEIIPUATHS

IUCHbMA C IOMETKOM JIMYHO»

aJlpeCOBaHHbIC KOHKPETHOMY CTPYKTYPHOMY I10JIPa31€JICHHIO

IIMCHhMa 3aKOHO/IATE/IbHBIX M UCIIOJHUTENbHBIX OPIaHOB IOCYAaPCTBEHHOM BIACTH

I1K-07

35




11

Hcnonb3oBaHue Kakoi perucTpaoHHON GOpMBI HE PEKOMEHIYETCS U KPYITHBIX [0 Pa3Mepy
OpeaNpUsITUn?

PETUCTPallOHHO-KOHTPOJIbHBIE KAPTOUKH

NEPCOHANIBHBINA KOMIIBIOTED

PETUCTPALMOHHBIE KYpPHAJIb

ITK-07

35

12

B xo01e npeBapUTENFHOTO PACCMOTPEHHS IOCTYHBIINX JOKYMEHTOB B CITy’K0€ AEIONPON3BOACTBA IIPH
OLICHKE BKHOCTH MOCTYIHUBIIETO JOKYMEHTA HE yIUTHIBACTCS:

Ba)XHOCTb €r0 COJICPIKAHUS

aBTOPCTBO, T.€. OOIIECTBEHHOE MOJIOKEHHUE JIHI[A, aBTOPA JTOKYMEHTa, MECTO YUPEKICHHUS-OTIIPABUTENS B
CTPYKTYpE YIPaBICHUs, POJIb OOIECTBCHHON OpraHU3aliy B )KU3HH 00IIECTBA

BHUJI IOKYMEHTA: 3aKOH, PaCHOPSKEHHE, ITICEMO, OTYET U T. 1.

BUJI IOYTOBOT'O OTHPABJICHUS: MUChMO, OaHIepOJIb, OCHIIKA

I1K-07

35

13

Kakne u3 nepeuncieHHpIX HIKe MIPU3HAKOB HE HCTIONB3YIOT MPpH (POPMHUPOBAHUH AET?
HOMUHAJIbHBIA
MpeIMETHO-BOTIPOCHBII

CTPYKTYpPHBIi
XPOHOJIOTHYECKUI

I1K-07

35

14

Kakwe u3 epedyncieHHbIX HIDKe MOJICHCTEM JOKYMEHTALUH He SBIISIFOTCS COCTABHOM YaCThIO CUCTEMBI
OpTraHU3aIMOHHO-PACTIOPSAUTENBHBIX JoKyMenToB (OP/[]) ?

OpTaHM3aIMOHHBIC JOKYMEHTEHI

YUpeIUTENbHBIE TOKYMEHTHI

pacropsAuTeNbHBIC TOKYMCHTHI

CIPaBOYHO-MH(OPMAIMOHHBIE IOKYMEHTBI

IK-12

37

15

Kaxkoi#i 3 nepedncIIeHHBIX JOKYMEHTOB YCTaHABIHMBACT ITOPSI0K 00pa30BaHus, CTPYKTYPY, QYHKIUH,
00513aHHOCTH M OPTraHM3aIUI0 paboThl CTPYKTYPHBIX MMOAPA3ACICHHN TPEATTPUSITHS?

IK-12

37

16

Ha kakue 13 nepeduciIeHHbIX JOKYMEHTOB HE CTABUTCS TPUQ yTBEPIKACHHS?
IITaTHOE pacIiCcaHue

ycTaB

yKa3aHHe

paBmjIa

IK-12

37

17

Kaxk Ha3pIBaeTCs JOKYMEHT, B KOTOPOM 3aKPEIDIACTCS TOIDKHOCTHOM U YHCIICHHBIN COCTaB NPEANPHUSTHS C
ykazaHueM (oHaa 3apaboTHOI mIaTer?

ycTaB

HUHCTPYKIIHS

IITaTHOE PacIUCaHNe

IpaBHIa

IK-12

37

18

Kakoil u3 nepeuuciieHHbIX HUXKE JOKYMEHTOB U3JAI0T BBICIINE U LIEHTPAIbHbIE OPTraHbl KOJUIETHAILHOIO
YIIpaBJIEHHS B [EJIIX pa3pelIeHus Hanbosee BaXKHbIX 3a1a9, CTOAIINX Iepe JaHHBIMU OpTaHaMH?
IIOCTaHOBJICHHUE

pacnopsiKeHue

yKa3aHue

IIPUKa3

IK-12

37

19

Kakoe KIII04€BO€ CJI0BO MCIONIB3YETCS B TEKCTE PACIIOPSIKEHHS?
MTOCTaHOBJISAET

MPUKA3BIBAO

pacropspKarch

00s13BIBAIO

IK-12

37

20

CKObKO yacTell B TEKCTE PACHOPSIIUTEIbHBIX JOKYMEHTOB?
oziHa

JIBE

TpH

YEThIPEe

IK-12

37

21

CBoJI TpaBWII, PETYIUPYIOLINX AATSIBHOCTh OPraHU3aNuii, UX B3AUMOOTHOLICHHS C APYTUMHA
OpTaHM3aIMAME ¥ TpaXkIaHaMH, IIPaBa U 003aHHOCTH B chepe rocyaapCTBEHHOH MITH XO3SMHCTBEHHOM
JIESITETBHOCTH — 3TO

IITAaTHOE paciiCaHue

TIOJIOKEHUE

JIOJDKHOCTHAsI HHCTPYKIIHUSI

IK-12

37




22

B kakoil 4acTu TEKCTa PaCKpbIBAIOTCS IIPUUUHBI U3/1aHUS YKA3aHUs
BBOJIHOM 4acCTH TEKCTa

pacnopsAUTeTIbHON 4acTH TEKCTa

KOHCTaTHPYIOILEH YacTU TEKCTa

OCHOBHOH 4aCTH TEKCTa

IK-12

37

23

COBOKYITHOCTb B3aUMOYBSI3aHHBIX JOKYMEHTOB, (DYHKIMOHHPYIONIHNX B chepe yrmpaBiIeHHs — 3TO
KaJpoBast JOKYMEHTAITU

OyxranTepckas JOKyMCHTALU

TEXHUYECKas TOKYMEHTALUS

OpraHU3aLMOHHO-pacopsANTeNbHAs JoKyMeHTaus - OP /I

IK-12

37

24

Ecnu pacniopsimutensHas 4acTh TEKCTa HAUMHACTCS CIIOBAMHE “00S3bIBAl0”’, TO 3TO
IIpUKa3

3asBJICHNE

pacnopsiKeHue

CIpaBKa

IK-12

37

25

Kowmrurekc B3anMOyYBSI3aHHBIX JOKYMEHTOB, PETTIAMEHTHPYIOIINX CTPYKTYPY, 33124, (QYHKIUH IPEIIPUSITHUS,
OpTaHM3aIMIO eT0 paboTH; paBa, 00S3aHHOCTH M OTBETCTBEHHOCTH PYKOBOJCTBA U CIEIHAINCTOB
HIPEANPUATUS — 3TO

pacnopsaUTENIbHbIE TOKYMEHTBI

ycraB

CIIPaBOYHO-MH()OPMATHOHHEIE

OPIraHU3aLMOHHBIC JOKYMEHTBI

IK-12

37

26

Ha3zoBure 1OKyMEHT, HE BXOASAIIMN B IPYIILY PAaCIOPSAJUTENbHBIX JOKYMEHTOB
LITaTHOE PACIIUCAHUE

yKa3aHue

IIpUKa3

IIOCTaHOBJICHHUE

IK-12

37

27

HasoBure pexBu3uT, He BXOAAMNIL B GOPMYIISIp ycTaBa
Ha3BaHHUE OpraHU3aLUU

HaMMEHOBaHHE MUHUCTEPCTBA MM BEJOMCTBA
HalMEHOBaHUE BUJA JOKYMEHTa

azipecar

IK-12

37

28

Ha3zoBure yactu TekcTa pukasa
KOHCTaTHPYIOILasi, BBOJHAs
KOHCTaTHPYIOILasi, PACIOPSAAUTEIbHAS
OCHOBHas1, paclIOpAUTENIbHAS
BBOJIHAs,, OCHOBHAs

IK-12

37

29

Opraan3aioHHBIA JOKYMEHT JIUTENEHOTO UK MIOCTOSIHHOTO CPOKa IEHCTBUSI, B KOTOPOM OIpEaeNICHbI
Hay4YHO-TEeXHHYECKHE, (UHAHCOBBIE CTOPOHBI IEATEIHLHOCTH TOJHKHOCTHBIX JIAI] — 3TO

IITaTHOE pacIiCaHue

JIOJDKHOCTHAST HHCTPYKIIUSI

ycTaB

TIOJIOKECHUE

IK-12

37

30

Kaxoe nonsTHe XapakTepHu3yeT clieyloliee OIpe/ieieHne: «CTaHAapTHBIHN IUCT OyMaru ¢ peKBU3HUTaMHy,
UJICHTHOHUIHPYIOIMMH aBTOPa OQUINATBHOTO IINCBMEHHOTO JIOKyMEHTa»?

MOJIMHHNK JOKYMEHTa

KOIIHSI IOKyMEHTa

OraHK TOKyMeHTa

JyOJIKaT JJOKyMEHTa

IK-12

37

31

Kakoll peKBU3HUT UCIIOJIB3YIOT TOJIBKO B TUCbMaX?

ajgpecar

CCBIITKA Ha JaTy U PETHUCTPAIIMOHHBIA HOMEpP BXOJAIIETO JOKYMEHTa
OTMETKA O MOCTYIUIEHUH JOKYMEHTA B OPIaHU3aLHIO

OTMETKA O HAJIMYHMHU NIPUI0KEHUI

IK-12

v7

32

Ecnm xaxkmast cTpoka pekBH3HTa OIaHKa HAYMHACTCS OT TPAHHIIBI JICBOTO MOJIA, TO 3TO OITaHK:
C IIPOJOJbHBIM PACIOI0KEHUEM PEKBU3UTOB

C YIJIOBBIM PAacCIOJIOKEHHMEM PEKBU3UTOB

C YTJIOBBIM (pIIATOBBIM PACHOJIOKEHUEM PEKBH3HTOB

C YIJIOBBIM LICHTPOBAHHBIM PaCIIOJIOKEHUEM PEKBU3UTOB

IK-12

v7




33

YTo U3 MepeUrCICHHOTO HIKE HE BXOJIUT B COCTAB PEKBH3UTA CIIPABOYHBIC JaHHBIC 00 OpraHu3anumn?
MIOYTOBBIH ajipec

HOMep TenedoHa U (akca

NHH

HOMep cyera B OaHKe

IK-12

v7

34

Kakoll peKBU3UT HUKOI'[]a HE UCIOIb3YETCS B MUCbMAX?
sMOJIeMa OpraHU3aliy MM TOBaPHEIH 3HAK
PE30MOLH

HaVMEHOBaHUE BUJA JOKYMEHTa

PETHCTPALMOHHBIA HOMEp JOKYMEHTa

IK-12

v7

35

PexBusut «HanmeHOBaHNE OpraHU3alliy - aBTOPA JOKyMEHTa» YKa3bIBaeTCs Ha OJIaHKaX JTIOKYMEHTOB
MIOJIHOCTBIO B CJIEIYIOIIUX CIydasx:

B ITUCbMax

Ha BCEeX JOKYMEHTax

€CJIM OTCYTCTBYET COKpAIllECHHOE HAMMEHOBAHNUE OPTaHU3aALAN

Ha BHYTPEHHUX JOKYMEHTaxX

IK-12

v7

36

Hpouecc YCTAHOBJICHUSA U IPUMEHCHUS IMPAaBUJI C LEJIbIO YIIOPAAOUCHHUA ACATCIIBHOCTU B ACJIONIPOU3BOACTBE
— 3TO

cucrema )IOKyMeHTaHI/II/I

CTaHJapTHU3alus

EI'CJI

IK-12

37

37

PaccrosiHEe MeXTy OCHOBaHUSIMH CMEKHBIX CTPOK 3TO
ciy)eOHoe ToJie

HOJIOKEHHE TabymsaTopa

pabouee nose

HHTEpPBAI

IK-12

37

38

Matite onpenenenne hopmyspa-odpasua:

COBOKYITHOCTH PEKBU3HTOB JICIIOBOTO HChMa

COBOKYITHOCTH PACIIOJIOKEHHBIX B OTIPEIEIIEHHO MOCIEeI0BATEILHOCTH PEKBH3UTOB, TIPUCYIIINX BCEM
JIOKyMEHTaM ONpeIeNICHHON CUCTEMBI JOKYMEHTAIINN

COBOKYITHOCTh PEKBH3HUTOB ITPHUKa3a

COBOKYITHOCTH PEKBH3HTOB aKTa

IK-12

37

39

JlaToil JOKyMeHTa SBJIIETCSA AATa €10 ...............

I1K-12

37

40

IToHsiTHE CTaHAAPTU3ALNH, KaK IESTEIBHOCTH 110 YCTAaHOBJIEHUIO ITPABUI U XapaKTEePUCTHK B LETSIX UX
JOOPOBOJIBHOTO MHOTOKPATHOT'O MCIIOIb30BAHU, HANIPABICHHOH Ha JJOCTH)KEHHE YITOPSIOYCHHOCTH B cepax
MIPOU3BOJICTBA U OOpAIICHNUS, 3aKPEIUISETCS B!

®enepanbHoM 3aKoHEe PD «O cTaHmapTuzannmy

DenepanpaoM 3akoHe PD «O06 nHpopManuy, nHGOPMATH3AINH U 3aIIUTE HHPOPMAIIHID

®enepanbHOM 3aK0HE PO «TeXHUUECKOM peryaIupOBaHUI)

DenepanbHoM 3aKoHe PD «O koMMepueckoil TailHe»

IK-12

37

41

WHnexc 1okymMeHTa — 3To

MOPSAKOBBIH HOMEP perucTpanuu

MHJEKC CTPYKTYPHOTO IOIpa3IeIeHus

rdpoBoe, OyKBEeHHOE M KOMOMHHPOBaHHOE 0003HAUYCHHE TOKYMCHTA, YKa3bIBAIOIIEE MECTO €T
COCTaBJICHHS U XPAHCHUS

HOMeD JieJa 10 HOMEHKJIAType Jiell

IK-12

37

42

INepeuncnuTe OCHOBHBIE BUIBI OJTAHKOB

o0muii O:1aHK, OJTAHK JUIS HCeM, OJIaHK ¢ IPOJIONBHBIM U YTIIOBBIM PACHOJIOKEHHAEM PEKBH3HTOB
CYIIECTBYET TOJIBKO OJIAHK C TIPOIOIBGHBIM H YIJIOBBIM PACIIONOXKEHHEM PEKBU3UTOB

CYIIECTBYET TOJBKO OOMIHiA OJTaHK

CYIIECTBYET TOJIBKO OJIAHK JUISl ITHCEM

IK-12

37

43

Kaxkast HOMEHKIIaTypa Jei SBJISeTCS HOPMAaTHBHBIM JOKYMEHTOM H JOJKHA 0053aTeJIbHO HCIIOIB30BAaThCS MIPU
OIIPENIEJIEHUH IIEPEUHS JIeJ1, 3aBOAUMBIX Ha IPENIPUATHN?

TUIIOBAsi HOMEHKJIATYypa JIe

IIpUMEpPHasi HOMEHKIATypa A€

HOMEHKJIATypa JeJI NPEeAIpUATUS

HOMEHKJIATypa JieJI CTPYKTYPHOI'O NOAPa3JeICHUs

I1K-07

v5

44

Hpouecc YHOopAAOYCHHA UKW paCclpeaACIICHUA JOKYMCHTOB 110 KilacCaM C LICJIbIO OTPAKCHUA OTHOIICHUI
MCXY HUMH U COCTABJICHUSA KJ'IaCCPI(bPIKaI.IPIOHHOﬁ CXEMBI HA3BIBAIOT ........ccvvinnnnnnnn.. (B WM. na;:[exce).

I1K-07

V5




45

Uro U3 mepeuncIeHHOro He OTHOCHTCA K 3TaraM Iporecca opopMiIeHus aei A HepeJadl UX B apXuB?
HyMeEpanus JIMCTOB JIeJa

COCTaBJIeHHE BHYTPEHHEH OMUCH JOKYMEHTOB JIeNa

odopmIeHne 00JI0KKH Jera

o(opMIIeHHEe HOMEHKIIATYPBI JIelT

ITK-07

vs5

46

Kakoe nossTue cOOTBETCTBYET OLPEIEICHUIO: «CUCTEMATU3UPOBAaHHbIN IIEpEUEHb 3aBOAUMBIX B OPraHU3aLUU
JIeJ1 C yKa3aHUEM CPOKOB UX XPAHEHUS»?

OIKCH JIeJ1 AT Iepeayyl uX B apXuB

HOMEHKJIATypa Jel

AKT KCIEPTHU3bI LIEGHHOCTH JOKYMEHTOB

BHYTPEHHSISI OIIICh JOKYMEHTOB JieNia

I1K-07

v5

47

Kaxoit Buz rpuga orpaHrdeHnii 10cTyna He UCTIONb3yeTCsl AT JIOKyMEHTOB, COAEPIKAIIMX KOMMEPYECKYIO
Taiiny?

KOH(HUICHITHATEHO

KOMMepUecKas TaliHa

COBEPIICHHO CEKPETHO

I1K-07

V5

48

Kaxwue n3 nepeyncieHHbIX HIKE CBEAECHNI HE MOTYT COCTaBIISITh KOMMEPUYECKYIO TalHHY?
CBEJICHHMS O CYLIHOCTU N300peTeHHi

OTYeTHI 0 (PUHAHCOBOH JEATEIHHOCTH (DUPMEI

JOKYMEHTHI 00 yIuIaTe HaJoroB

JIOTOBOPBI KYIUTH-IIPOJAXKH

I1K-07

V5

49

JlomkHa 1 TIpeTyCMaTpHBaTh Pa3pelInTeIbHast CHCTEMa JOCTYI K KOHOUICHINATBHON HHpOpMauy
JIOJDKHOCTHBIX JIMI{ M3 BHEIIHIX OPTaHHU3alii, BBIOIHSIONIMX COBMECTHYIO pabOTy C OpraHH3alueii rae
BBEJICH PEXXHUM KOH(DUICHIIHATEHOCTH?

HET, HE JOJDKHA

Jia, TOJDKHA

3aBHUCHUT OT UHJUBUIYaJbHOIO PEIEHHUS PYKOBOAUTES, AaXKe €CJIU 3TO CTABUT MOJI YTPO3Yy CpbIBa
BBINOJIHEHHE COBMECTHBIX Pa0dOT

I1K-07

v5

50

B kakoM Bujie BbIaeTCs paspenieHue Ha paboTy ¢ KOH(PUACHIIHAIBHBIME TOKyMEHTaMHU?
B YCTHO# (opme

B BH/IC IMCHMA I10 [TOYTE

B BHJIE PE30JIIOLUN

B BHJIC PACIIOPSIUTEIHLHOTO JOKYMEHTA

I1K-07

V5

51

B citygae opraHu3zaiyy CUCTEMBI JOCTYIA K KOHOUASHIIMATEHOW HHQOPMAIIMU ¢ COTPYIHHUKAMU U3 PYTHX
OpraHu3ali KaKue JOKYMEHTHI OYIyT ¢ HUMHU TOANNCAHbI?

JIOTOBOP M 0053aTENLCTBO O HEpas3TIIalleHUH

TOJILKO JIOTOBOP

TOJBKO 00SI3aTEIBCTBO

BCE 3aBHCHUT OT MOXKEJIAHUH PYKOBOJHUTEISI OPraHU3auu

I1K-07

V5

52

CocraB 1 006eM CBEICHHI, COCTABIIAIOIINX KOMMEPYIECKYIO TaifHy NPeNpHUATHS, CPOKH
KOH(UICHIINATBHOCTH, MOPSOK 3aIUTHI M JOCTYIIA OIPEICIIIOTCS:

PYKOBOJUTENEM CTPYKTYPHOT'O ITOApa3AeIeHus,

JIETIONPON3BOIUTENIEM,

PYKOBOJUTENIEM NPEIPUSITHS.

I1K-07

v5

53

Kaxk Ha3pIBaeTCS JOKYMEHT, COASPIKAIINIT 3aIIHCh X01a 0OCYKIEHHS BOIPOCOB U MIPUHATHS PEIICHNI Ha
coOpaHusX, 3aCeJaHUSX, COBCIIAHMUIX, KOH(PEPEHIHAX, JETOBBIX BCTpedax?

aKT

IIPOTOKOIIL

IIPHKa3

JIOKJIa/IHAs 3alUCKa

IK-12

v7

54

YTo 13 mepeuncIICHHOTO HE YKa3bIBAETCS B MEPBOM YaCTH TEKCTA MPOTOKOJIa?
(bamuTHst, UM, OTYECTBO MPEACEAATENA U CEKpeTaps COOpaHus

Jata coOpaHus

CBEJICHUSI O MIPHUCYTCTBYIOIIUX

IOBECTKA JIHS

IK-12

v7




55

CkobKo gacTelt OyJeT B TEKCTe aKTa, COCTABICHHOM MO UTOTaM PEBU3HH, BHISIBUBILEH PsIIl HAPYIICHHN?
0/1Ha

JIBE

TpH

4eThIpe

IK-12

v7

56

Kto moamnuceiBaeT akt?
PYKOBOAMTENb MPEAPUATUS
npeJceaareab KOMUCCHHI
npenceaareab U CeKpeTapb KOMUCCUU
rpeJiceaaTesb U WICHbl KOMHCCUU

IK-12

v7

57

B kaxoii yactu 10KIa1HOM 3aMCKU IPUBOSATCS BBIBOJIBI U IPEUIOKEHUS O KOHKPETHBIX JEHCTBUSAX,
KOTOpEIE, TI0 MHEHHIO COCTAaBUTENS HEOOXOJMMO MPEANPUHSTH PYKOBOIUTENIO B CBSI3U C U3JI0KEHHBIMH
(axtamu?

B IIEPBOH 4acTH

BO BTOPOW 4acTH

B TPEThEH YacTu

IK-12

v7

58

Ha xakue mucbeMa cTaBUTCS ITe4YaTh?
COITPOBOAUTECIIbHBIC ITUCbMaA
JUPEKTUBHBIC TUCbMa
FapaHTI/IfIHBIC IrUcCbMa

PEKJIAMHBIC ITHChbMa

IK-12

v7

59

Kaxk HaspIBaeTcs JAOKYMCHT, 06€CH€‘II/IB3.IOH.[I/II71 HCIIOJHEHHE U3JI0KEHHBIX B HEM 00513aTe/ILCTB?
MMUCBbMO-TIOATBEPIKACHHUC

JUPEKTUBHOC MMUCbMO

FapaHTI/IfIHOC MUCbMO

PEKIaMalliOHHOC ITHCBMO

IK-12

v7

60

Ecnu nepea A0/DKHOCTBhIO B KOHIIE JOKYMEHTA py‘IKOﬁ CTaBUTCHA KOCas 4€pTa, IIPUITKCBIBACTCA «HU.0.» U
CTAaBUTCs IMMOANHNCH HE TOT'O JIMId, JTaHHBIC KOTOPOI'O paCH.II/I(prBaHBI, TO TaKOM JOKYMCHT TCPSACT CBOIO

IK-12

v7

61

CKOJIBKO JIET XPaHATCS MPUKA3bI 110 IMYHOMY COCTaBY?
10 nmet
25 ner
50 ner
75 et

IK-12

v7

62

B kakowm ciydae TpyoBoi AOroBOp XpaHuTcs 75 net?

€CJIU I0OTOBOP CPOYHBIN

€CJIM OTCYTCTBYIOT IIPUKA3bl [0 JUYHOMY COCTaBYy

€CITH TIOCJIe YBOJIbHEHHMS paOOTHHK HE 3a0pall TPYIOBYIO KHIKKY
€CJIi pabOTHUK MOTEPSUT CBOH SK3EMIUISP TPYAOBOTO IOTOBOPA

IK-12

v7

63

Kaxkue u3 mepeunciaeHHbIX HIDKE CBEICHUI HE 3aHOCAT B TPYAOBYIO KHIDKKY?
(hamMmITHIO, ML M OTYECTBO PaOOTHUKA

JlaTa poXKIeHUsT pabOTHHKA

CBEIICHUS O TIPUEME U YBOJILHEHHU pabOTHHKA

BBITOBOPBI, 0OBSIBICHHBIE pA0OTHUKY

IK-12

v7

64

B KakoM cirydae Ipu BHECEHWH M3MCHEHHUH B 3alIMCH B TPYJOBOI KHIKKE CTapast 3alliCh 3a4€PKUBACTCS
OJJHOH 4epTOH, T0CIIe Yero AeNaeTcs HOBast 3aluch?

€CITH 3aIIHCh CAENaHa HEeMPaBIILHO

€CIIM U3MEHHIINCH CBEJICHUS 00 00pa3oBaHuy, Npo(decCuy, CrIeHanbHOCTH

€CITH U3MEHIJINCH aHKETHO-Onorpaduaeckue JaHHbIe

€CIIM YBOJIbHEHHE WIIM epEeBOl PAOOTHUKA IIPU3HAHBI HE3aKOHHBIMH

IK-12

v7

65

Korna paboTHHKY BBIIAETCS HA PYKH TPYAOBask KHIDKKA?
3a JIB€ HEJIEJIU J10 YBOJIbHEHUS

3a JICHB JI0 YBOJIbHCHHUS

B ICHb YBOJIbHEHMUS

Ha CJIECAYIOIIUHI 1EHb 1I0C/IE YBOJbHEHUS

IK-12

v7

66

UTo HyXXHO JeTaTh, ECIH IIOCTE YBOIGHEHUS PAOOTHHUK HE 3a0pall TPyJOBYIO KHIDKKY?
OTIPABHUTh TPYAOBYIO KHIDKKY 110 IOYTE HA JOMAITHUH afipec paboTHHKA

OTIPABHUTH PAOOTHUKY YBEIOMIICHHE O HEOOXOIMMOCTH SIBUTHCS 32 TPYIOBON KHIKKOH
XPpaHUTH TPYAOBYIO KHIDKKY B OTZEJIE KagpoB 75 JieT

XPaHUTh TPYIOBYIO KHHXKKY 5 JIET, @ IOTOM YHUUTOXHTh

IK-12

v7




67

B xaxoMm 13 IepednCIICHHBIX HIKE JIMYHBIX JOKYMEHTOB YKA3bIBAIOTCS CBEICHHS 00 OTHOIICHUH K BOMHCKOH
o0s3aHHOCTH?

B 3asIBJICHUN

B aBTOOHOTpaduH

B PE3IOME O TPYIOBOH ASSATEIBHOCTH

B JIOBEPEHHOCTH

IK-12

v7

68

Kax Ha3bpIBaeTCs TOKyMEHT, COIEPIKAIMI KPATKOE OMHMCAHKIE B XPOHOIOTHIECKOH T0CIIEI0BATEIBHOCTH
OCHOBHBIX 3TAIOB XHU3HH U JIEITEIbHOCTH JIAHHOTO JIUna?

3asBIICHHE

aBToOHorpadus

aHKeTa

JIMYHAsl KAPTOYKa pabOTHHKA

IK-12

v7

69

I'apanTuiiHOE IMCBEMO — 3TO:

JIOKYMEHT, COOOIIAIONIHIA O TPUOIIKEHNH, YCKOPEHIH, HCTEUSHHN CPOKA UCTIOTHEHHST KaKOTO-JIN00 EHCTBUS
JIOKYMEHT, COJep KalUi PUIIalleHue Ha MEpONpuUsiTHe

JIOKYMEHT, B KOTOPOM TapaHTHPYeTCs OIlIaTa BBITOJIHEHHOW PadOThI MITH MPEJOCTABICHHIE YeTr0-TH00
(paboThl, MOMEIICHUS U T.1.)

JIOKYMEHT, [TOITBEP>KJAI0IINHA [TOJTydeHHEe IEHHOCTEH

IK-12

%

70

JIOKyMeHT, GUKCHPYIOIINI X0 00CYXICHHS BOTIPOCOB U MPHUHATHS PELUICHUI Ha COOpaHUsIX, 3aCeaHUAX,
COBECIIAHUAX U T.IL.:

0OBSICHUTENLHAS 3aIIHCKA

JTOKJIaIHas 3aIiCKa

aKkT

MPOTOKOJT

IK-12

v7

71

Ecnu Bam He00X04MMO IPHUTIIACUTh OPTaHU3AINIO HIIX JJODKHOCTHOE JIUI0 HA COBEIIAaHNE, BCTpedy, Brr
COCTaBHUTE

IUCBMO-TIPUTJIAIIEHHE

COIIPOBOAUTEIBHOE TUCHMO

IMCbMO-IIOATBEPKICHUE

IK-12

v7

72

Ecnn Bam HE00X0MMO COCTaBUTH MICEMO, HH(GOPMHPYIOIIEE agpecaTa O HAMPABICHUN K HEMY
IIPUCBLIAEMBIX JOKYMEHTOB, BbI cocTaBuTe

COIIPOBOJUTEIBHOE ITUCHMO

MUCBMO-YBEJOMIICHHE

IUCbMO-TIOATBEPKICHUE

JIOTOBOPHOE IHCBMO

IK-12

v7

73

HHbopMaroHHO-CIIPaBOYHBIN TOKYMEHT, COCTABIISIOIINICS TPYIIIOH JINIT ATt HOATBEPIKICHHS
YCTaHOBJIEHHBIX (DaKTOB — 3TO

JTOKJIA/THAs 3arncKa

aKT

MIPOTOKOIT

00BSCHHUTEIIbHAS 3aIIHCKa

IK-12

v7

74

Ha3zoBute BUIBI TOKJIQJAHBIX 3aIIUCOK
UH()OPMAIIIOHHBIE, OTICTHBIC

BHYTPEHHHE, BHEILIHUE

OTYETHBIE, BHYTPEHHUE

UH(POPMAIMOHHbIE, OTYCTHbIC, BHYTPECHHHE, BHEITHUE

IK-12

v7

75

HasoBure pexBH3uT, He BXOAAMNIT B GOpMYIIsIp aKTa
HOJINCH

TEKCT

azpecar

3aroJIOBOK

IK-12

v7




5.3. MarepuaJbl AJis1 OLEHKH JOCTHKEHUSI KOMIIeTeHIM
5.3.7. Bonipochl U151 YCTHOTO onpoca

Ne Copeprxanue Kowne- nau
TEHIIHS

1 [TTonaTHe AeTOIPOM3BOACTBA U TPU CHCTEMBI AETONPON3BOACTBA HA IPEIIPHITHH I1K-12 37
2 |IloHsATHE TOKYMEHT M €ro pOoJib B YIIPABICHIECKOMN NS TENbHOCTH [IK-12 37
3 |Yuudukanus u crangapTH3anis ynpaBJIeHIECKHX JOKYMEHTOB M IX HOpMaTHBHas 0a3a I1K-12 37
4 |Knaccugukaiys BHIOB JOKYMEHTOB IK-12 37
5 |Dopmymsap-oOpaszen JOKyMeHTa I1K-12 37
6 |brnaHk JOKyMEHTA M €r0 BHIbI [IK-12 37
7 |IIpaBuia oopmiieHns: Y craBa IpeIIpUsI TS I1K-12 37
8 [[TonoxxeHue n mopsao0K ero ohopMICHUS TIK-12 37
9 [Odopmnenne HHCTPyKIHMiA, B TOM YHCIE JODKHOCTHBIX I1K-12 37
10 |[TpaBuia u 0coOeHHOCTH 0)OPMITEHUSI ITATHOTO PACIIMCAHUS [IK-12 37
O6mue npaBuiaa 0hOPMIIEHHS PACTIOPSAUTENBHBIX JOKYMEHTOB: IIOCTAHOBIICHUSI, PEIICHUS, PACTIOPSDKCHUS U [IK-12 37

11 |mpukaza
12 |IIpoToKoI: BHABI U MOPSAOK OopMICHHUS I1K-12 v7
13 |Ocobennocti 0opMIICHNUS aKTa IK-12 Y7
14 |Bunsl u npaBuia 0opMIIEHUS TOKIATHBIX 3aMHCOK TIK-12 V7
15 |PexBU3UTHI M COZiepKaHHE TPYAOBOTO JOTOBOpA TIK-12 y7
16 |OcobeHHOCTH 0(OPMIIEHHS IPHKA30B MO JINTHOMY COCTABY I1K-12 v7
17 |[IpaBuiia BeeHHUs TPYMOBBIX KHIDKEK TIK-12 y7
18 |Iopsimok cpcraBieHnst aBTOOHOTpadun TIK-12 v7
19 |[[Topsimox popMupoBaHHs M BEJCHUS JHYHOTO JIeNa IK-12 y7
20 |Ciry>xebHOE MCHMO: BHJIBI M IPABHIIA O(OPMIICHHS IIK-12 y7
21 |IIpaBuia ohopmiIeHHs THCEM K HHOCTPAaHHBIM MapTHEpam [IK-12 y7
22 |OxcnepunnonHas 06pabOTKa MOCTYNHBIINX JOKYMEHTOB I1K-07 35
23 |Orambl nporiecca KOHTPOJISI UCTIOIHEHHS TOKYMEHTOB T1K-07 35
24 |Peructpanys JOKyMEHTOB U €€ POJIb B JEJIONPOU3BOJICTBE TIK-07 35
25 |IIpenBapuTesabHOE PACCMOTPEHUE JOKYMEHTOB T1K-07 35
26 |[leno u mpaBmna ero popMHpPOBAHUS I1K-07 Y5
27 |IloHsATHE W BUIBI HOMEHKJIATYpa JeT T1K-07 Y5
28 |Otams! 1 nmpaBmaa o0hOpMIIEHHS eI K CIaUe B apXUB I1K-07 Y5
29 |IIpaBuiia ¥ TEXHOJIOTHS 3AIMUTHI JOKYMEHTHOW HH(OpMaIu T1K-07 Y5
30 |Hopsimok paboTsl epcoHana ¢ KOHUICHIMAIBHBIMI JOKyMEHTaMHI I1K-07 Y5




5.3.8. 3aganus 1151 npoBepku (POPMUPOBAHUSI HABBIKOB

Kowmre-

No ConepxaHue nn
TEHIIHS
1 |Odopmienne 61aHKOB AT IHCEM C YTIOBBIM M IPOJONBHBIM PACIIOIOKEHHEM PEKBH3UTOB I1K-12 H9
2 |CocraBbTe hopMysip-00pasel] ¢ YIIOBbIM PACIOI0KEHUEM PEKBH3HTOB ITK-12 H9
3 |CocTaBieHue ITATHOIO paclMCaHUs allapara yIpaBIeHUs I1K-12 H9
4 |CocrapieHue npukasa 1o OCHOBHOH JIESTEIbHOCTH ITK-12 H9
5 |CocTtaBieHue NpoToKoJia 3aceaHus [1K-12 H9
6 |CocTaBieHue JOKJIaJHON 3alMCKU I1K-12 H9
7 |CocTaBieHue NUCbMO-TIPUIIIALICHUE I1K-12 H9
8 |CocraBieHue NucbMO-0TBET I1K-12 H9
9 |CoctaBbTe aBTOOHOTpahHIO [1K-12 H9
10 [CocrtaBbTe pe3toMe 0 TPYIOBOM NesTEIbHOCTH ITK-12 H9
11 |O¢popmute 0610XKKY Hena I1K-07 H6
12 |CocTaBbTe BHYTPEHHIOIO OMKCH JOKYMEHTOB JJMYHOTO JieNia paOOTHHKA IT1K-07 H6

5.3.9. Bonpocs! u1s1 KOHTPOJILHOM (pacueTHO-rpadguyeckoii) padoTsl

He npeaycmorpeno




5.4. CucremMa olleHUBaHUA JOCTHKEHUS KOMIIETCHIINI

5.4.1. OueHka J0CTHKEeHHsI KOMIIETEHIIMI B X0/1€e HpOMe)l(yTO‘lHOﬁ aTTeCcTalnum

MHauKkaTOps! AOTHXKEHUST KOMIIETEHIMI Howmepa
BOIIPOCHI K
Kon Coneprxanue p
3a4eTy

ITK-07 CriocoGHOCTD HaCTpanuBaTh, FIKCILTYaTHPOBATH U COIPOBOKAATH HH(GOPMAIIMOHHbBIE CUCTEMBI U

CEPBHCHI
35 METOIOJIOTHIO OpPraHn3aliy JJOKYMEHT0000poTa 19-21
V5  |[mpumensTe npaBuiia BeneHus] JOKyMEHTAINH 22-25
H6  [paGotsl ¢ TeXHUUECKOM TOKyMEHTANUEN

IK-12 Cnoco6eH 3¢ ¢GeKTHBHO B3aUMOCHCTBOBATD C CYObEeKTaMH NPO(ECCHOHATBHBIX KOMMYHHKAIMI

37 rpaBmIa 0(OPMIICHHS TOKYMEHTOB 7-10, 13-15
11,12, 16-

y7  |MOMEPKHMBATE KOMMYHHKALHOHHEIC B3aMMOJICHCTBHS ’ 18’

HY9  [Benenus moxymenranuu




5.4. Cucrema oleHUBaHUA JOCTHKEHUA KOMIIETEeHIM I
5.4.2. OneHka 10CTHKEHUS] KOMIIETEHIMI B X0/1¢ TEKYILEero KOHTPOJIs

WnaukaTopsl JOTHKEHUS KOMITETEHIIUM

Howmepa Bonpocos u 3anau

BONPOCHI | 3aa4u AJIst
BOIIPOCHI
Kon Conepxanne YCTHOTO | HpPOBEpPKU
TECTOB
ompoca HaBBIKOB
ITK-07 CriocoGHOCTE HACTPanUBaTh, IKCILTYaTHPOBATE U COPOBOXKIATH HH(POPMAIMOHHBIE CHCTEMBI U CEPBUCHI
35 [MeTom0NIOTHIO OpraHU3aIliK JOKYMEHTO000pOTa 10-13 22-25
Y5 |OpuMeHATh IpaBUiIa BEACHUS JOKYMEHTALUH 43-52 26-30
H6 |paboThl ¢ TeXHHUECKOW TOKYMEHTAIUEH 11,12
[IK-12 Cnocoben 3¢ heKTHBHO B3anMOAEHCTBOBATE C CYOBEKTaMU MPOQPECCHOHANBHBIX KOMMYHHKAITHN
npasuia 0QpOPMIICHUS TOKYMEHTOB 1-9, 14-30, 1-11
37 | P ™ 36-42
y7  |MOAIEPKHBATL KOMMYHHKALHOHHbIE B3aMMOICHCTBUS 31-35,53-75] 12-21
H9 BEJICHUSI TOKYMEHTALMN 1-10




6. YueOHO-MeTOANYECKOE 00ecIeueHre JUCIUIIIHHBI
6.1. Pexomenayemas aurepatrypa

Bubnuorpadmyeckoe omrcanue

Bun u3nanus

BrikoBa T. A. JlokyMeHTalMOHHOE 0OCCIICUCHUE YIIPABICHUS (IEIONIPOU3BOJICTBO) [IIEKTPOHHEIN pecypc]:
VYuebnoe mocodue / T. A. Beikosa, T. B. Ky3nenoa - Mocksa: OOO "Hay4Ho-U31aTeIbCKHIA IICHTD
NHOPA-M", 2019 - 304 c. [DU] [OBC 3nanmym] URL: http://znanium.com/catalog/document?id=338359

YuebHoe

Kupcanosa M. B. CoBpeMeHHOE IeTONPOU3BOICTBO [3IEKTPOHHBIN pecypc]: YuebHoe mocodue / M. B.
Kupcanosa - Mockpa: OOO "HayuHo-uznarensckuii nentp MHOPA-M", 2014 - 312 c. [ODU] [BBC
3uannym] URL: http://znanium.com/catalog/document?id=269000

VYuebHoe

PazmopoxHbrit A. A. JIokyMEHTHPOBaHKE YIPABICHYESCKOH IeATEILHOCTH [3JIEKTPOHHBIN pecypc]: YuebHoe
nocodue / A. A. PazmopoxHsiii - MockBa: OOO "Hayuno-uznarensckuii nearp MHOPA-M", 2018 - 304 c.
[OU] [3BC 3uanuym] URL: http://znanium.com/catalog/document?id=328873

VYuebHoe

VakoBa O. A. JIokyMeHTOBeIeHHE [3IEKTPOHHbIH pecypc]: YuebHoe nocobue / O. A. Ymakosa - MockBsa:
000 "HayuHo-u3narensckuii nentp MHOPA-M", 2017 - 64 c. [DU] [OBC 3nannym] URL:
http://znanium.com/catalog/document?id=216012

YuebHoe

JlokymeHTOBeieHHE [ DIIeKTPOHHBIN pecypc]: METOJUUECKHE YKa3aHUsl [0 OCBOCHUIO AUCLUIIIMHEL U JUIS
CaMOCTOSTEIbHOM paboThl 00y4aronMxcs Mo HanpasiaeHuto noaroroBku 09.03.03 "TpuknagHas
nHpopmaTuka" npoduis MoAroToBkH «MH(pOPMAIMOHHBIE CHCTEMBI B TEXHOJIOTUH B MeHekMeHTe ATTKY /
Boponexckuit rocynapcTBeHHbIH arpapHblii yHHBepeuTeT ; [cocT. C. H. KoHoBanosa] - Boponex:
Boponesxkckuil rocynapcTBeHHbIH arpaphslil yausepceuret, 2021 [IIT] URL:
http://catalog.vsau.ru/elib/metod/m164937.pdf

MeTtoauueckoe

Vne3pko A.B. ITopsnok oLleHHMBaHUS PE3yIbTaTOB JOCTHXKEHHSI KOMIIETEHLIMI: METOANYECKHE MaTepUalIbl
JUTS OCHOBHOM 00pa3oBaTeIbHOM mporpaMMsl 1o Hampasiaenuio: 09.03.03 TIpukiaanas uHbpopMaTHka,
npoduns: MapopMannoHHbIe CHCTEMBI U TexHonornu B MeHemkMeHTe AITK / A.B. Vnessko, C.A. Kynes,
A.A. Toncteix. — Boponex: BI'AY, 2019. — 24 c.

MeTtoauueckoe

VYne3pko A. B. [opsgok popMupoBaHHs KOMIIETSHIUA: METOANIECKAE MaTePUAITBI AJIsl OCHOBHOM
o0pa3oBaTeIbHON MPOorpaMMbl OakanaBpuara o Hampasiernto: 09.03.03 IIpuknangnas naGOpPMATHKA,
npo¢uis: MHbpOpMaIMOHHBIE CHCTEMBI U TeXHOJIOTHH B MeHekMenTe ATTK / A.B. Yiessko, C.A. Kynes,
A.A. Toncteix. — Boponex: B'AY, 2019. -39 ¢

MeTtoauueckoe

HHpopManioHHbIe TEXHOJIOTHH B YIIPABICHUH 1 SKOHOMHUKE: ypHAaJ IS IyOJIMKaluK HayqHO-
HCCIIe/IOBATENILCKUX PaboT / YdUpeaquTens : Y XTHHCKHI TOCy1apCTBEHHbBIH TEXHUUECKUH YHUBEPCHUTET - YXTa
Pecrry6nika Komu: YXTuHCKHI rocyJapcTBEHHBII TeXHUYecKui yHuBepcuTeT, 2020 [O1] URL:
https://www.elibrary.ru/contents.asp?titleid=56922

Iepuonuueckoe

6.2. Pecypcnl cetu UHTEpHET
6.2.1. DyiekTpoHHBIE OUOJINOTEYHBIE CUCTEMbI

HasBanue

Jlanp

ZNANIUM.COM

IOPAUT

IPRbooks

E-library

a|u|s|w|v]|~]|Z2

OnekrponHas oubmnoteka BIAY




6.2.2. IIpodeccuonanbubie 6a3bl JAHHBIX U HH(POPMAIMOHHBIE CHCTEMbI

No HasBanue Pasmemenue
1 [CnpaBounas npaBoBas cuctema I'apanat http://www.consultant.ru/

2 |CnpaBounas npaBoBas cucrema KoncynpranT [lmoc http://ivo.garant.ru

6.2.3. CaiiTbl 1 uHGOPMAIIMOHHBIE TOPTAJIbI
Ne Haspanue Pasmerenue
DenepanbHblil 00pa3oBaTeNIbHBIN OpTall « O9KOHOMUKA, CoLMoIorus,
http://ecsocman.hse.ru/

1| MeHeKMEHT

2|CnpaBounuk cexperaps 1 opuc-MeHeKepa https://www.sekretariat.ru/

3|Bce o nenonpou3BoaCTBeE http://delo-ved.ru/




7. MaTepuaJIbHO-TeXHUYECKOE ¥ IPOrPaMMHoe obecrnedyeHne I CUMIIMHbI

7.1. Ilomenenns AJs BeeHUsi 00Pa30BaTeILHOIO MMpouecca u 000pya0BaHue

HanMeHoBaHHe MOMEIIEHHH I TPOBEICHUS BCEX BHIOB

Y4eOHOM JESITENbHOCTH, MPEIYCMOTPEHHON YUeOHBIM TUIAHOM,
B TOM YHCJE MOMEIMICHUS JUIS CaMOCTOSTENBHON paboThI, ¢
yKa3aHWEM TIepeYHs OCHOBHOTO OOOpyHOBaHWA, Yy4eOHO-
HATJSIOHBIX  TMOCOOMH W WCIONB3yeMOro  MPOTPaMMHOTO

oOecreUeHHs

Anpec  (MeCTOMOJIOXKEHHE)  MOMEIIEHUH s
NPOBEICHUS BCEX BHIOB YYCOHOH JESATEIBFHOCTH,
MPEeIyCMOTPEHHOW Y4eOHbIM IUTaHOM (B Cily4ae
peanm3anyu 00pa3oBaTEIBHON MPOTPaMMBI B CETEBOI
(opMe HOTOTHUTENHHO YKa3hIBAETCS HAMMEHOBAHHE
OpTaHM3alMH, C KOTOPOH 3aKIIFOUCH JOTOBOP)

VYueGHas ayIuTOPUsL AJIs TPOBEACHUS 3aHATHH JIEKIIMOHHOTO
THUIA: KOMIDIEKT yueOHOH MeOenH, TeMOHCTPaHOHHOE
obopynoBaHue, y4eOHO-HATJISTHBIC TOCOOUS B BUJIE
Hpe3eHTanuii, mporpamMMmHoe obecrieuerne: MS Windows
/Linux /Pex OC

394087, Boponexckas obnacts, r. Boponex, yi.
MuuypuHa, 1.1

YueOHast ayJUTOPHS JUIs IPOBE/ICHUS J1Ja0OPATOPHBIX U
NPaKTHYECKHUX 3aHATUH, TEKYIIEro KOHTPOJIS 1 IPOMEXYTOUHOM
aTTeCTalny: KOMIUIEKT ydeOHOiT MebemnH, yueOHO-HarJIAHbIC
HOCOOHS B SJIEKTPOHHOM BHJIE, KOMBTIOTEPHI C BO3MOXHOCTBIO
noaxnouenus k Murepuer u gocrynom B OUOC; nporpamMmHoe
obecneuenne: MS Windows /Linux /Pex OC, MS Office /
OpenOffice/ LibreOffice, DrWeb ES, 7-Zip, MediaPlayer
Classic, SIuaexc opaysep / Mozilla Firefox / Internet Explorer,
AST Test

394087, BopoHesxkckas 00macTh, I. BopoHex, yi.
MuuypuHa, 1.1

VYueOHast ayTUTOPHS TS IIPOBEICHNUS Ta00PaTOPHBIX U
MPAaKTHICCKUX 3aHATUH, HHANBUIYaJbHBIX M TPYIIIIOBBIX
KOHCYJIBTAIMIA: KOMIUIEKT Y4eOHO#M MeOe, KOMBTIOTEPHI C
BO3MOXKHOCTBIO NOJKIF04YeHUs K "VIHTepHeT" 1 obecreueHreM
nocryna B OUOC; mporpammuoe obecrieuenue: MS Windows
/Linux /Pex OC, MS Office / OpenOffice/LibreOffice, DrWeb
ES, 7-Zip, MediaPlayer Classic, SIanexc 6paysep / Mozilla
Firefox / Internet Explorer, AST Test

394087, Boponexckas obnacts, T. Boponex, yi.
MpuuypuHa, 1.1

ITomereHue JUIst XpaHeHHs U MPO(UIAKTHIECKOTO
00CITy’)KUBaHUSI yIeOHOTO 000pYHOBAHUS: MEOETb AT XPAHCHUS
1 00CTy)KUBaHHS YIeOHOTO 000PYI0BaHUSI,
CIeNMaIn3UpOBaHHOE 000PYI0BaHHUE JUISl pEMOHTA
KOMITBIOTEPOB

394087, BopoHexckas 001acTh, I. BopoHex, yi.
MuuypuHa, 1.1, a.: 117, 118

IMomemieHue AT CAMOCTOSTENBHOI PabOTHI: KOMIUIEKT y4eOHOU
MeOeITH, KOMBTIOTEPHI C BO3MOXKHOCTBIO ITOKITIOYEHHS K
"NuTepHer" u obecnedenureM goctyna B QMIOC; nporpaMMHOe
obecnieuenne: MS Windows /Linux /Pex OC, MS Office /
OpenOffice/LibreOffice, DrWeb ES, 7-Zip, MediaPlayer
Classic, Snnexc Opaysep / Mozilla Firefox / Internet Explorer,
AST Test

394087, Boponexckas obnacts, T. Boponex, yi.
Muuypwuna, 1.1, a.: 113, 115, 116, 119, 120, 122, 122a,
126,219 (c 16.00 mo 20.00)




7. MaTepuaJIbHO-TeXHUYECKOE ¥ IPOrPaMMHoe obecrneyeHne I CUMIIMHbI

7.2. IlporpamMMHoOe obecnieueHue

Ne HazBanue Pasmemenue
1 |Onepammonnsie cucremsl MS Windows /Linux /Pex OC IIK B nokanpHo# cetn BIAY
2 |ITakets! oucHbIx mproxeruit MS Office / OpenOffice/LibreOffice I1K B slokanbHOl cet BIAY
3 |IIporpammsl aust npocMoTpa (aiinos Adobe Reader / DjVu Reader I1K B s1okanbHOH cet BIAY
4 |Bpayseps! Argexc bpaysep / Mozilla Firefox / Microsoft Edge 11K B slokanbHOl cet BIAY
5 |AutuBupycHas nporpamma Drweb ES IIK B nokansHoO# cetnt BTAY
6 |IIporpamma-apxuBatop 7-Zip I1K B okanbHOl cet BIAY
7 [MynsTumenuna npourpsiatenab MediaPlayer Classic T1K B mokanbHo# cetrt BITAY
8 |Ilnardopma onnaiiH-oOyuenus eLearning server IIK B nokanpHol cetn BTAY
9 [|Cucrema xommnerorepHoro tectupoanus AST Test IIK B nokansHoO# cetnt BTAY




8. MexnucuMnjinHapHbie CBA3H

Bzaumocssa3zannbie JUCHUILIAHBI

Kadenpa, Ha K0TOpOIi perogaeTcst

[Hoamnucek 3aBenyromniero

HMCIUILINHA kadenpoit
Kon Hassanue et benp
b1.0.07 Pycckuii s13bIk ¥ KynpTypa peun Pycckoro 1 HHOCTpaHHBIX SI3BIKOB

b1.0.22 MeHnemKMeHT Ynpasnenus u mapketunra B AITK /{5 oo -~
E1B.12 CHuCTeMBI 3JIEKTPOHHOTO Hudopmanmonnoro obecredeHus u /

JOKyMEHTO000poTa

MOJCINUPOBAHUA arpOIKOHOMUYECKUX CUCTEM




[puioxenne 1

JlueT mepuoaMYecKNX NPOBEPOK padoyeii mporpaMMbl U HHGOPMALHS 0 BHECEHHBIX H3MEHEHHUsIX

JloIDKHOCTHOE JTUTIO,
MIPOBOAMBILIEE IPOBEPKY

IoTtpebdHOCTH
B KOPPEKTUPOBKE yKa3aHHEM

ara COOTBETCTBYIOLINX pa3neioB padouelt | MHpOpMAnysa 0 BHECEHHBIX H3MEHEHUAX
®.1.0., 10IKHOCTS A Y10 p p dbop
MPOTPaMMEI
3aB. kadenpoit Her

IIpoTtokon Ne 10 ot

E.B. 3akimeBckas PaGouas mporpamMma akTyalIu3HpOBaHa Ha Her
31.05.2023 . 2023-2024 yuebubiii rog
3as. Kagepoii Iporokon Ne 10 ot Her
E.B. 3akimeBckas 20.05.2024 1 Pabouas mporpamMma akTyalIu3HpoBaHa Ha Her
e ) 2024-2025 y4eOublii ro
3as. Kagepoii Iporokon Nel0 ot Her
E.B. 3akimeBckas 28.05.2025 1 PaGouas mporpamMma akTyaIu3HpoOBaHa Ha Her
e ) 2025-2026 yueOublii rog
3aB. kadenpoit Het
11 NelO
E.B. 3akimeBckas POTOKOA AT OT 1 pagouas [porpaMma akTyaJu3upoBaHa Ha Her

20.05.2026 .

2026-2027 y4eOHbIHi Tox
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