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1. O0mast xapakTepuCcTHKA M CHUIINHBI

1.1. Heab AucCHMNJIMHBI:

(hopMUpOBaHKE 3HAHWI, YMEHHI U HABBIKOB JISIIONIPOU3BOJICTBA, B TOM YHCIIE O0YUYCHHE ITpHeMaM JTOKyMEHTHPOBAHUS
YIPaBIEHYECKON JEATEIILHOCTH, CUCTEMHOMY MOAXO0MY K padoTe C IOKyMEHTaMH, KOTOPBIE HEOOXOAMMBI
YIPaBICHYCCKOMY IIEPCOHAIY IS BBIIIOJHEHUS BO3JIOKCHHBIX (DYHKIIMH U OCYILIECTBIICHHUS poIlecca YIIPaBICHUS

1.2. 3apaun AMCHUIIMHBI:

M3Yy4YCHHE CYITHOCTU U OCHOB HOPMATHBHO-METOIUYECKOMN 0a3bl IETIOIPOU3BOJICTBA;

HU3yYCHHUE CUCTEMbI OPTraHU3aMOHHO - PACTIOPAIUTEIbHBIX IOKYMEHTOB U OBJaICHUE pUEeMaM JOKYMEHTUPOBAHUS
YIPaBICHUYECKOHN AESITEIbHOCTH;

OBJIaJICHUE COBPEMEHHBIMHU CITIOCOOAMY U TEXHHOJIOTHSAMU CO3/IaHUS JJOKYMEHTOB;

(hopMUpOBaHKE 3HAHWI, YMEHHI U HABBIKOB BEJICHUS JISIIOBOU MEPEIICKH;

(hopMUpOBaHKE 3HAHWIA, YMEHHI U HABBIKOB BEJICHUS KaJIPOBOTO JEIONPOU3BOJICTBA;

(hopMUpOBaHKE 3HAHWI, YMEHHI U HABBIKOB BEJICHUS JOKYMEHTOB, O(hOPMIISIONTUX MTPEANPUHUMATEIECKYIO
M3yYCHUE MOPSIAKA IBUKEHUS TOKYMEHTOB B OPraHU3alll1, UX PETUCTPALUU U KOHTPOJIU UCTIOJTHEHUS,
(hopMUpOBaHKE 3HAHWI, YMEHHI U HABBIKOB CHCTEMAaTHU3AINH JJOKYMEHTOB U X XPaHEHUS;

(hopMUpOBaHKE 3HAHWIA, YMEHHI U HABBIKOB OPTraHU3aIUK Pab0Thl C KOHPUICHIINATFHBIMA JOKYMEHTAMHU.

1.3. IlpeameTr AUCHUIINHBI:
CTaHJAPTHI, IPaBWIIa, TPEOOBAHUS COCTABIICHUS JOKYMEHTOB, OTPaXAIOIINX YIPABICHUISCKYIO ACSITEILHOCTD, a TAKKE
TEXHOJIOTHUS PabOTHI C JOKYMEHTaMHU.

1.4. Mecto B 00pa3oBaTe/IbHOI porpamMmme:
4acTh, (hopMHUpyeMas yaacTHUKaMH 00pa30BaTEIIBHBIX OTHOIICHUI
ANIEKTUBHBIC JUCIUTLIAHEL

1.5. B3auMocB3b ¢ APYrUMH JUCHUNJIMHAMHU:
b1.0.07 Pycckuii sS13bIK U KyJIBTYpa peun

b1.0.22 MeHemxMeHT

b1.B.12 Cucremsl 351eKTPOHHOTO TOKYMEHTO000pOTa

1.6. OcoGenHOCTH peaju3aluu TUCHHIJIMHBI JJIsI MHBAJIWIOB U JIUIl ¢ OTPAHHYEeHHBIMH BO3MOKHOCTSIMH 3/I0POBbSI
OCOOCHHOCTH peau3aluy AUCIUTUIAHBI JJ11 MHBATUIOB U JIUI C OTPaHUYECHHBIMU BO3MOXKHOCTSIMU 3/I0POBbS
OMPENICNSIOTCS B MHANBUYATLHOM MOPSIKE UCXOs U3 crielinrku 3a00eBaHus U TpeOOBaHHM, YKa3aHHBIX B OCHOBHOM
00pa3oBaTebHON TPOTrpaMMe



2. [Inanupyemblie pe3y/abTaThbl H3y4YeHUs AUCHUIIIAHBI

Komnerenuus WuankaTop JOCTIDKEHHST KOMITETEHITNH
Kon Conepxanue Kon Conepxanue
CrocoOHOCTh HACTPAUBATh, 36 OCHOBBI JISJIONIPOH3BOJICTBA
[IK-07 |axcruryaTupoBaTh ¥ CONPOBOXKIATH Y6 HCII0JIb30BaTh MPaBUIIA JeJIONPOU3BOJICTBA
WHPOPMAITMOHHBIE CUCTEMBI M CEPBUCHI H7 paboTHI ¢ JOKYMEHTAMH
38 OCHOBBI OpraHU3aI1K JeJIONPON3BOICTBA
Crnioco6eH 3(h(heKTHBHO P Ul P A —
. v8 OCYIIECTBIISATh KOMMYHHUKAIIMOHHBIC B3aHMOICHCTBHUS
[IK-12 |B3aumMoneiicTBOBATh C CyObEKTaMHU —
. obecriedeHuns B3aMMOICHCTBUS ¢ CYOBEKTaMu MPO(heCCHOHATBHBIX
npodeccnoHaTbHEIX KOMMYHHKAIIHI H10
KOMMYHHKAITUH




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. Copep:kanne THCIUILINHBI
4.1. CopepxxaHue JTUCHMILUIMHBI B pa3pe3e pa3ae/ioB H NoApa3iesioB
Pazgen 1.
TeopeTndyeckne ¥ METOINIECKHE OCHOBHI JICTIOMPOU3BOJICTBA
[Moppaznen 1.1.
CymHOCTh U HOPMAaTUBHO-METOAMYECKas 0a3a JeI0MpPOrU3BOJICTBA
ITonsTue "Jlenonpon3BoACTBO" ¥ CHCTEMBI I€TONPOU3BOACTBA. [[OHATHE JOKYMEHTA U €Tr0 BUIBI.
OCHOBHBIC CTAaHJAPTHI U TIPABUIIA CO3IaHUS TOKyMEHTOB. DopMyIsap-oOpaser TokyMeHTa. biank
JIOKYMEHTA.
CranmapTu3anys 1 yHUGHUKAIKs JokyMeHTannd. O0mme TpeOoBaHus K JOKyMEHTaM. PeKBH3HUTHI
JIOKYMEHTA.
[onpaznmen 1.2.
CucremMa OpraHM3alioOHHO - PACTIOPSAUTENBHBIX TOKYMEHTOB
IpaBuia ohopMIICHUS OPraHU3aI[MOHHBIX TOKYMEHTOB: YCTaB, IITATHOE PACIKCaHUE, MpaBHIIa
BHYTPEHHET'0 TPYAOBOI'0 PACTIOPSIKA, TIOJOKEHHUE O CTPYKTYPHOM TOAPa3Ie/ICHUH IPEIIPHUSITHUS,
JIOJDKHOCTHASI MHCTPYKIUA paboTHUKA. [IpaBmiia opopMiIeHHS paciopsAUTeIbHBIX JOKYMEHTOB:
[IOCTaHOBIIEHHE, PELIeHUE, aaCOPsHKEHUE, YKa3aHue, PUKa3bl IO OCHOBHOM JESTEIbHOCTH.
Cucrema nH(POPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB M OCHOBHBIC MTPaBHIIa HX 0(OPMIICHUS:

MIPOTOKOJ. aKT. CIV)KEOHBIC 3aIUCKH: JIOKJIATHAS ¥ OOBSICHUTEIbHAS, CIIDABKH.
[onpaznen 1.3.

CoBpeMeHHbIE CIIOCOOBI U TEXHOJIOTHU CO3JIaHUsI JOKYMEHTOB
OcobeHHOCTH [1eJI0BOT0 00IIeH!s ¥ TpeOOBaHU K ylpaBieHdeckol nHpopmanuu. OpunuansHo-
Je710BO# cTrib. TpeboBaHusl K TEKCTaM JOKyMeHTOB. [IpaBuiia, mpueMbl 1 METOABI HOATOTOBKH
TEKCTOB JIOKYMEHTOB.
Pazgen 2.
JIoKyMEHTHpOBaHIE OCHOBHBIX IPOIIECCOB B YIPABIECHUH OpraHH3aIiei
[Moppaznen 2.1.
[paBuna BeeHNS AEIOBOH TIEPEIUCKH
JloKyMeHTHpOBaHHE IpoIiecca BHEITHUX KOMMYHHUKAIMHA OPraHU3aI[N 1 COCTaBJICHUE
CIykeOHBIX (1es10BBIX) HceM. DopMyIsIp MUCbMa: PEKBU3HUTHI: CTPYKTYpa, IPaBUIIa TOCTPOCHUS
TeKcTa, CTaHAapTHbIE (pa3bl U BipaxkeHs. OCHOBHBIE BUIBI CITy)KeOHBIX nHceM. [IpaBuia
o(hopMIIeHH S IENTOBBIX HCEM K 3apYOESKHBIM ITapTHEPaM.
[Moppaznen 2.2.
Kanposoe menonpon3BoacTBo
JlOKyMEHTHPOBaHHE ITPOLIECCOB ABMKEHNUS KaIpOB. BUIBI JOKYMEHTOB MO INYHOMY COCTaBY M
IIpaBHJIa X cocTaBieHus. [Ipukassl mo TMaHOMY cocTaBy. TpynoBOH IOTOBOp: CTPYKTYpa,
coziepKaHKe U TOPSIJIOK 3aKiitoueHus. Benenne TpynoBoit KHKKH padoTHuKa. CocTaBieHUE
JIMYHBIX JOKYMEHTOB: 3asBJICHNUS, aBTOOHOTpaduu, pe3ioMe O TPYLOBOH AESTEILHOCTH,

JOBEPECHHOCTH, PACIIUCKH. Od)OI)MJ'IeHI/Ieq BEICHUC U XPAHCHUC JIMYHBIX OCJI.
[onpaznen 2.3.

Benenue 10KkyMeHTOB, 0(OPMIISIONIUX MIPEANPHHUMATENIBCKYIO A TEIHOCTS.
[MpaBuia oopmiteHNs] JOKYMEHTOB B IIPOLIECCE OCYIIECTBICHUS MIPEANPUHUMATEIbCKON
JesTenbHOCTH. [IoHATHE TOroBOpa U €r0 BUJBL
OdopmieHne T0KyMEHTOB, ITOATBEPXKJAIOIINX Ka4eCTBO NMPOLyKInU. [IoHITHE TPEeTeH3NOHHBIX
JOKYMEHTOB U IIPaBMJIa UX COCTABIECHUS.
Pazgen 3.
TexHoIOTUs BeJICHUS IENOMPOU3BOACTBA
[onpaznen 3.1.

Iopsimox ABIKEHUS JOKYMEHTOB B OPTaHU3ALUH, UX PETUCTpaLUs U KOHTPOJIb HCIOTHEHHS
IonsTHE TOKYMEHTOOOOPOTA U €TO OCHOBHBIE 3Tambl. PannoHansHas opraHu3anus J10-
KyMEHTOO0O0pOTa Ha MPEANPUATHH. DKCIEeIULIUOHHAs 00paboTKa JOKyMEHTOB, MOCTYIAIONIUX B
opranuszanuio. [IpeaBapuTensHoe paccCMOTPEHUE JOKYMEHTOB B CIY)KO€ TOKyMEHTallHOHHOTO
obecrieueHus. JIBikeHne JOKYMEHTOB BHYTpHU opraHu3anuu. O6paboTka HCIOTHEHHbIX U
OTIPAaBIAEMbIX TOKyMeHTOB. [opanok, mpaBuia, GopMbI perucTpauy 1 HHACKCAIHH

NOKVMEeHTOB. KOHTDOIIb 32 HCIIOTHEHHEM TOKYMEHTOB: 3Tallbl U CDOKH.
[onpaznen 3.2.

CI/ICTCMaTI/I?)aHI/I}I JOKYMCHTOB U UX XpaHCHUE.



OoOmwe TpeOoBaHMS K CHCTEMATH3aNN JOKYMEHTOB 1 (hopMupoBaHuio aei. [Ipasmma
OIIpeIIeTICHNs IEHHOCTH TOKYMEHTOB M TOKYMEHTHOH WH(MOPMAIINK U yCTAHOBIICHNS CPOKOB
XpaHeHHs Jen. XpaHeHUue JOKYMEHTOB B OIEPaTUBHOI AesITeNbHOCTH U (POpMHUpPOBAHHE AE.
Howmenxuatypa nen. I'pynmupoBka B 1ena OT/AENBHBIX KaTeropuii ToKyMeHToB. [IpaBmia
COCTaBJICHUS 3aI0JIOBKOB JieT U 0(hopMIICHHST OOJIOKKH JeNa.

[Tonsitre apxwuBa u BB apxudoB B Poccuiickoit @eneparuu. [IpaBmia ohopMieHus aemn

JUTATENBHBIX CDOKOB XDaHEHMS.
[Moppaznen 3.3.

Opraau3anus padoTsl ¢ KOHOUACHIIHATEHBIMI JOKYMEHTaMH.
CocraB ¥ HarpaBJICHUS 3alIUTH JOKyMeHTHOH mH(popMarun. Crucrema 3amuThl HHQOPMAITUH U
KOH(HUICHITNATBHBIX TOKYMEHTOB. TeXHOJIOTHS 3aIUTHl JOKyMEHTHON MH(OpMAaIi.
3anuiieHHbI JOKyMeHTO000pOoT. ITopsaok paboTh MepcoHana ¢ KOHMDUACHIIMATbHBIMU



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

KonTakTHas pabora
Pasnensl, moapasnensl qUCHUIUIAHBL CP

JIEKIIUH 113

Teopeanecmle H METOANYECKHE OCHOBBI ICJIONMPOU3BOACTBA

CyIIHOCTh U HOPMATUBHO-METOIUYECKas 6a3a JeIoNpPOru3BOICTBA 1,0 1,8 5,2
CucreMa OpraHu3allMOHHO - PACTIOPSIUTEILHBIX JIOKYMEHTOB 1,0 1,8 7,2
CoBpeMeHHbIE CIIOCOOBI i TEXHOJIOTHH CO3/IaHHs JOKyMEHTOB 1,0 1,8 7,2

JlokyMeHTHpOBaHHE OCHOBHBIX NTPOIIECCOB B YIPABJIEHUH OpraHUA3anuei

[IpaBuiia BeieHUs A€T0BON TIEPENUCKU 1,0 1,8 7,2
KanpoBoe nenonpousBoacTso 2,0 3,6 14,4
Benenune mokyMeHTOB, 0(OPMIISIOIINX TPEANPHHAMATENBCKYIO AEATSILHOCTD. 1,0 1,8 7,2

TexHO0JIOTHA BedeHUA A€JIONMPOU3BO/ICTBA

Iopsnok IBUKEHUS JOKYMEHTOB B OPraHU3all|, UX PETUCTPALUA U KOHTPOJIb UCIIOJIHEHUS 1,0 1,8 7,2

CucremaTu3anus JOKYMEHTOB U UX XpaHEHUE. 1,0 1,8 7,2

Opranmzarus paboTsl ¢ KOHOHICHIIHATEHBIMA JOKYyMCHTaMH. 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 U METOAUYECKHE OCHOBBI ACJIONMPOU3BOACTBA

CyIIHOCTh U HOPMATUBHO-METOIUYECKas 6a3a JeIoNpPOru3BOICTBA 0,6 0,6 6,4
CucreMa OpraHu3allMOHHO - PACTIOPSIUTEILHBIX JIOKYMEHTOB 0,6 0,6 8,8
CoBpeMeHHbIE CIIOCOOBI i TEXHOJIOTHH CO3/IaHHs JOKyMEHTOB 0,6 0,6 8,8

JlokyMeHTHpOBaHHE OCHOBHBIX NTPOIECCOB B YIPABJIEHHH OpraHA3anuei

IIpaBuna BeneHus A€I0BON NEPENUCKU 0,6 0,6 8,8
KanpoBoe nenonpousBoacTso 1,2 1,2 17,7
Benenue moKkyMeHTOB, 0(OPMIISIOIINX TPEANPHHAMATENBCKYIO AEITEILHOCTD. 0,6 0,6 8.8

TexHO0JIOTHA BedeHUNA A€JIOIMPOU3BO/ICTBA

Iopsnok nBUKEHUS JOKYMEHTOB B OPraHU3aliy, UX PETUCTPALUA U KOHTPOJIb UCIIOJIHEHUS 0,6 0,6 8,8

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

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




5. ®oHx OLIEHOYHBIX CPEACTB
5.1. dtanbl hopMuUpOBaAHUS KOMIIETEHINH

P a31eJibl, IoApa3acybl JUCIUIIIIMHBI

Komnerenuuu u U/J

OIK-4 | [IK-07 | TOK-12
TeopeTnuecKkue 1 MeTOANYECKHE OCHOBBI 1€JI0NPOU3BOICTBA

38, V8,

CymIHOCTh M HOPMATUBHO-METOUeCKast 6a3a JeopOnu3BOICTBA 32, V2, H2 36, Y6, H7 H10
38, V8,

Cucrema OpraHu3alioOHHO - PaCIOPATUTEIBHBIX JOKYMEHTOB 32, V2, H2 36, Y6, H7 H10
38, V8,

CoBpeMeHHbIE CTIOCOOBI ¥ TEXHOJIOTUH CO3/IaHHS JOKYMEHTOB 32,V2,H2 36, Y6, H7 H10

JoKyMeHTHPOBaHHE OCHOBHBIX NMPOLECCOB B YIIPABJEHUH Opranu3anuei

N 38, V8,

IIpaBuna BeneHus 1e10BON NEPENUCKU 32,V2,H2 36, Y6, H7 H10
38, V8,

Kanposoe nenonpous3BoacTBoO 32,V2,H2 36, Y6, H7 H10
38, V8,

Benenne 10kyMeHTOB, 0(OPMIISIOIINX IPEATPUHIMATEIBCKYIO IEATETBHOCTD. 32,¥2,H2 36, V6, H7 H10

TexHoJ10rus BeleHUs AeJI0NPOU3BOICTBA

38, V8,

TTopsiiox ABMKEHUS IOKYMEHTOB B OPTaHU3AIMY, UX PErHCTpalys U KOHTPOJIb HcronHeHus | 32, V2, H2 36, Y6, H7 H10
38, V8,

CucremaTu3anus JOKYMEHTOB U UX XpaHEHUE. 32,V2,H2 36, Y6, H7 H10
38, V8,

Opraumzanus padoTs! ¢ KOHMHICHIIHATEHBIMA JOKYMEHTaMU. 32,¥2,H2 36, V6, H7 H10




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 3aZlaHusA, IIPEAYCMOTPEHHBIC HpOl"paMMOfI, oTYHUTAaIICA 00
HUX BBIIIOJIHCHUH, AEMOHCTPHUPYA OTIIMYHOC 3HAHHMEC OCBOCHHOI'O MaT€pHala Hu
YMEHHUE CAMOCTOATEIIbHO PEHIATH CIIOXKHBIC 3a1a49U JUCITUTIITUHBL

3auTeHo, IPOABUHYTHIN

CTyZ[eHT BBITIJIOHUWJT BCE 3aZlaHUsA, IIPEAYCMOTPECHHBIC HpOl"paMMOﬁ, oTYUTAaINCA 00
HX BBIIIOJHCHUH, ACMOHCTPHUPYSA XOpOIIEE 3HAHHMC OCBOCHHOI'O MaT€pHaia U
YMEHHUE CAMOCTOSATEIIbHO pEHIATh CTAHAAPTHBIC 3aJa4U NUCITUTITINHBI

3a4TeHO, TIOPOTOBBII

CTyzeHT BBIIUIOHHI BCE 3aIaHHUs, IPEAYCMOTPEHHBIE IPOTPAMMOM, OTIUTANCS 00
UX BBIIOJIHEHUH, IEMOHCTPUPYS 3HaHHE OCHOB OCBOCHHOI'O MaTepualla U yMEHUE
pelaTh CTaHAAPTHBIC 331241 JUCLUUILIMHBL C IIOMOILBIO IPEOAaBaTeIIs

He 3a4TCHO, KOMIICTCHIIUU HE
OCBOCHBbI

CryIeHT BBIIUIOHWI HE BCE 3aJaHus, NPEeJyCMOTPEHHbIE IIPOrpaMMOil MM HE
oT4nTazcsa 00 MX BBIIOIHEHUH, HE TIOATBEP)KIAeT 3HAaHNE OCBOCHHOTO MaTepHaia
1 HE YMEET pellaTh 3aJa4d JUCLUIUIMHBI JasKe C IIOMOLIBIO ITPEIOoIaBaTes




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? IT1K-07 36
2 |Yro Takoe NJOKYMEHT M KaKOBa €r0 poJib B YIIPABIEHYECKOU JESTENBHOCTU? I1K-07 36
3 |Yro Takoe yHH(UKAIWS U CTAaHIAPTH3AINS YIPABICHUYECCKUX JTOKYMEHTOB? I1K-07 36
4 |Kaxue Buibl JOKYMEHTOB CYLIECTBYIOT? I1K-07 36
5 |Yro Takoe OGIaHK TOKYMEHTA U B €M COCTOHT €r0 3HaYCHHE P 0()OPMIICHIH TOKYMEHTOB? I1K-07 36
6 [Kax odopmisercst Ycras npeanpustust? I1K-07 36
7 |KakoBbl 0cOO€HHOCTH 0(hOPMIICHHS IITATHOTO PACITUCAHUS? I1K-07 36
3 KaxoBsr obmrre mpaBuiia oopMIICHHS paCIOPSIIUTEIBHBIX JOKYMEHTOB: TOCTAHOBIICHHS, PEIICHHS, K-07 36
pacnopshKeHus U pukasa’?
9 [YTo Takoe mpoToKoI U A7t 4ero oH odopmisieTcs? I1K-07 36
10 |Kakum 06pa3zom oopMIISFOTCS TOKJIATHBIC 3aTHCKU? I1K-07 36
11 |Yro coboii mpencTaBisieT TPYIOBOH JOTOBOP U KAKHE CBEICHUS OH CONCPKUT? I1K-07 Y6
12 |B yem ocoOeHHOCTH OGOPMIICHUS PUKA30B MO JIMIHOMY COCTaBy? I1K-07 Y6
13 |Kakue cBeeHUs 3aHOCSITCS B TPYAOBYIO KHIDKKY U KaK 0()OPMIISIFOTCSI 3aIIHCH B Heif? I1K-07 Y6
14 |Kak odopmisiercst apTobrorpadus? I1K-07 Y6
15 |Kakoii mopspox GopMHUpOBaHUS U BEACHHS JINYHOTO Aema’? I1K-07 Y6
16 |Yro coboli mpencTaBiseT Cay)keOHOe MUCHMO? ITK-12 Y8
17 |Bugs! u npasuia oopMIICHHUS JOTOBOPA. I1K-12 y8
18 |KakoBbI ITpaBmiia COCTaBJICHUS NPETEH3MOHHBIX JTOKYMEHTOB? ITK-12 Y8
19 |Kak npoBoasT 00pabOTKy HOCTYHNHBIIHX JOKYMEHTOB? I1K-12 38
20 |Kakue 3Tarnsl BXOJST B IPOIIECC KOHTPOJISI CIIOJIHEHUS JIOKYMEHTOB? ITK-12 38
21 |YTo Takoe perucrpaius JOKYMEHTOB M KaKOBa €€ POJIb B JICJIONPOU3BOJICTBE? ITK-12 38
22 |Kax goxymeHT GepeTcs Ha KOHTPOJIb B B KAKOH MOMEHT OH MOJKET OBITh CHAT C HEr0? I1K-12 38
23 |Yro Takoe Jieno U KakuM 00pa3oM OHO (hopMHpYeTCs? ITK-12 38
24 |Kaxas mocnenoBaTenbHOCTh 0(OpPMIICHHS JIeJ K CAade B apXHB? I1K-12 38
25 | TeXHOJOTHS 3aIlUThl TOKYMEHTHON HHPOPMAITUH I1K-12 38

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

I1K-07

36

O KaKkOM TIOHATHH HIET PeUb B CICIYIOIIEM ONPEICIICHUH: «[TOBTOPHBIH AK3EMIUIP HOIIHHHAKA
o(UIHAITEHOTO TOKYMEHTa, HMEIOIINH IOPUANICCKYIO CHITY»?

MOJJTMHHKK JIOKYMEHTa

JyONuKaT JOKyMeHTa

KOTIHS IOKyMEHTa

BBINICKA U3 JIOKYMEHTA

I1K-07

36

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

OpTaHM3aIMOHHBIC JOKYMEHTEHI

YUpeIUTENbHBIE TOKYMEHTBI

pacropsiAuTeNbHBIC TOKYMCHTHI

CIPaBOYHO-MH(OPMAMOHHBIE TOKYMEHTBI

ITK-07

36

Kaxkoii 3 nepe4yncIIeHHBIX JOKYMEHTOB YCTaHABIHMBACT ITOPSIO0K 00pa30BaHus, CTPYKTYPY, QYHKIUH,
00513aHHOCTH M OpPTraHM3alUI0 paboThl CTPYKTYPHBIX MOPa3ACICHHN IPEATIPUITUS?

ycTaB

TIOJIOJKEHHE

HHCTPYKIIHS

NpaBHIa BHYTPEHHETO PACIOpsAKa

I1K-07

36

Ha xakue u3 nepednciIeHHbIX JOKYMEHTOB HE CTABUTCS TPUQ yTBEP:KACHHSA?
HITaTHOE PACIIUCAHUE

ycraB

yKa3aHue

IIPaBUIIa

I1K-07

36

Kaxk Ha3pIBaeTCS JOKYMEHT, B KOTOPOM 3aKpEINIIeTCs JODKHOCTHOM U YHCIEHHBIN COCTaB MPEANPHUITHUS C
ykaszaHueM (poHAa 3apabOTHOH MIaThr?

ycTaB

UHCTPYKITHS

IITATHOE PACIHUCAHUE

npaBuiia

I1K-07

36

Kakoli peKBU3UT UCTIONIB3YIOT TOJIBKO B MUCbMAX?

azpecar

CCBUIKA Ha JaTy U PETUCTPALIUOHHBII HOMEP BXOSALIETO JOKYMEHTa
OTMETKA O MOCTYIUIEHUH JTOKYMEHTa B OPIaHU3aLMIO

OTMETKA O HAIMYMU IPUIOKECHUN

I1K-07

36

Ecnu kaxnas CTpOKa pEKBU3UTa 0JIaHKa HAUMHAETCS OT T'paHUIbI JIEBOT'O IIOJIsA, TO 3TO OJaHK:
C IPOAOJIBHBIM PAaCIOJIOKCHHUEM PEKBU3UTOB

C YIJIOBBIM PACMOJIOKECHUEM PEKBU3UTOB

C YTIJIOBBIM (I)J'Ial"OBBIM PacCIIOJIOKEHUEM PEKBU3UTOB

C YIJIOBBIM HCHTPOBAHHBIM PACIIOJIOKCHUEM PCKBU3UTOB

I1K-07

36

YT0 M3 NepeynCIICHHOTO HUKE HE BXOIUT B COCTaB PEKBU3HUTA CIIPABOYHbBIE IaHHbIC 00 OpraHu3anuu’?
HOYTOBBIH azpec

HOMep TenedoHa u daxca

WHH

HOMEp cuera B OaHKe

I1K-07

36

10

Kakoil pekBU3UT HUKOI'1a HE UCHOJIb3YeTCs B MUChbMaX?
sMOJIeMa OpraHU3aliH MM TOBaPHBINA 3HAK
pe3oronys

HauMEHOBAaHUE BU/Ia JOKYMEHTA

perucTpalMoOHHbIN HOMEP JOKYMEHTa

I1K-07

36




PexBusut «HaumeHnoBanue Oprann3alnuu - aBTOpa JOKYMCHTa» YKa3bIBA€TCA Ha OJraHKax JOKYMCHTOB
TMOJIHOCTBHIO B CJIICAYIOMINX CIIyYasax:
B IIMCbMax

11 I1IK-07 36
Ha BCEX JOKYMEHTax
€CJIM OTCYTCTBYET COKpAIlleHHOE HAaMEHOBAaHHE OpraHU3aluu
Ha BHYTPEHHHX JTOKYMEHTax
Matite onpenenenne hopmyspa-odpasua:
COBOKYITHOCTb PEKBU3UTOB JIEJIOBOTO UChMa
1o |coBoxymHOCTE pacnonomefiﬁmx B ONPENICJICHHON MTOCIEeA0BATEIFHOCTH PEKBU3UTOB, IIPHUCYIIUX BCEM TK-07 36
JIOKYMEHTaM OIpeJeSICHHOM CUCTEMBI IOKYMEHTAalUU
COBOKYITHOCTH PEKBU3HUTOB TIPHKa3a
COBOKYITHOCTb PEKBU3UTOB aKTa
13 |JlaTol JOKyMEHTa SIBJISIETCS 1aTa €T0 ............... [IK-07 36
JlesTenpHOCTD ammapara yrpasJieHHs, OXBaTHIBAIOIIAS BOIIPOCH JOKYMEHTUPOBAHHS M OPTaHU3AIMH PaOOTHI C
JIOKYMEHTaMU — 3TO:
14 |roxyMeHTannoHHOE 00ECIEUCHUE YIIPABICHUS I1K-07 36
CTaHJapTU3aALU
CcUCTEeMa JOKYMEHTAIIU’
VYKaXuTe OTIMYUTENbHOE CBOUCTBO TOKYMEHTA:
KOITMITHOCTD;
15 |topumuueckas cuna; I1K-07 36
MHOXECTBEHHOCTb;
TOYHOCTb.
WHnexc 1okymMeHTa — 3To
MOPSAKOBBIH HOMEP perucTpanuu
16 |BAEKC CTPYKTYPHOTO NOpas/ieNeHus TK-07 36
udpoBoe, OyKBEeHHOE M KOMOMHHPOBaHHOE 0003HAUYCHHE TOKYMCHTA, YKa3bIBAIOIIEE MECTO €T0
COCTaBJICHUS U XPaHEHHUS
HOMeD JieJla 10 HOMEHKJIAType Jiell
Kommekc B3anMOYBSI3aHHBIX JOKYMEHTOB, PETJIAMEHTUPYIOIINX CTPYKTYPY, 3a1auH, QyHKIIUHA TPEATPHUITHUS,
OpTaHM3aIMIO eT0 paboTH; paBa, 00S3aHHOCTH M OTBETCTBEHHOCTh PYKOBOJCTBA U CIEIHAINCTOB
NPENNPUATUS — ITO
17 |pacmiopsimuTeNbHBIE JOKYMEHTHI I1K-07 36
ycTaB
CIpaBOYHO-MH(OPMAIIMOHHBIE
OpIraHU3aIMOHHbIE JOKYMEHTHI
HazoBure pexBu3uT, He BXOAAMHIL B OPMYIISIp ycTaBa
Ha3BaHHWE OPTaHU3AIUU
18 |HauMeHOBaHUE MUHHCTEPCTBA WITH BEJOMCTBA I1IK-07 36
HanMEHOBaHHUE BUIa JIOKYMEHTA
aapecar
OpraHu3aoHHBII JOKYMEHT JIHTEIHHOTO MM IOCTOSIHHOTO CPOKa ACHCTBHSA, B KOTOPOM OIIPEAETICHBI
HAayYHO-TEXHUYECKHE, (PMHAHCOBBIE CTOPOHBI JESITEIBHOCTH JOJKHOCTHBIX JIUI] — 3TO
1o |mraTHOE pacnucanue K-07 36
JTOJDKHOCTHASI MHCTPYKIIHS
ycTaB
HOJIOXKCHHE
IToHsiTHE CTaHAAPTU3ALNY, KaK ESTEIBHOCTH 110 YCTAaHOBJIEHUIO ITPABUI U XapaKTEPUCTUK B LIEJSIX UX
J0OPOBOJIBHOTO MHOTOKPATHOT'O MCIIOIb30BAHU, HANIPABICHHOMN Ha JJOCTH)KEHHE YITOPSIOYCHHOCTH B cepax
MPOU3BOJICTBA U OOPAIICHNS, 3aKPEILIIeTCS B:
20 |DenepanpHoM 3akoHe PO «O cTaHaapTH3aIum» IIK-07 36
DenepanpHoM 3akoHe PD «O06 nHpopManiy, nHGOPMATH3ALNH U 3aITUTE HHPOPMAIIID
®enepanbHOM 3aK0HE PO «TeXHUUECKOM peryaIupOBaHUI)
DenepanbHoM 3akoHe PD «O koMMepueckoi TailHe»
CKOBbKO yacTell B TEKCTE PACHOPSIIUTEIbHBIX JOKYMEHTOB?
oziHa
21 |mBe I1K-07 36
TpH

YEThIPEe




22

Uro 13 nepeunciIeHHOIo He YKa3bIBaeTCs B IEPBOM YaCTU TEKCTA IIPOTOKOJIA?
(bammnust, IMs1, OTIECTBO MPEACENATENs U CeKpeTaps cOOpaHus

Jata coopaHus

CBEJICHUS O NIPUCYTCTBYIOLIUX

MOBECTKA JHS

ITK-07

36

23

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

JIBE

TpH

4eThIpe

I1K-07

36

24

Kto moamnuceiBaeT akt?
PYKOBOAMTENb MPEAPUATHS
npeceaareab KOMUCCHHI
npenceaareb U CeKpeTapb KOMUCCUU
rpeJiceaaTesb U WICHbl KOMHCCUU

ITK-07

36

25

B kaxoii yacTu 10KIa1HOM 3aNMCKU IPUBOATCS 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 TPEThbEH YacTu

I1K-07

36

26

Kaxoe nonsTre xapakTepHusyeT cle/yloliee OIpe/ieieHne: «CTaHAapTHBIHN JIUCT OyMaru ¢ peKBU3UTaMH,
UJICHTHOHUIHPYIOIMMH aBTOPa O(QUINATBHOTO TUCBMEHHOTO JIOKyMEHTa»?

MOJIMHHNK JOKYMEHTa

KOIIHSI IOKyMEHTa

OraHK TOKyMeHTa

JyOJIKaT JJOKyMEHTa

I1K-07

36

27

Jaiite onpeneneHue 10KyMeHTa:

MaTepuabHbI 00BEKT ¢ HH(pOpMaIHeH, 3aQUKCUPOBAHHOMN CO3TaHHBIM YEIOBEKOM CII0CO00M, IS €&
neperayd BO BpEMEHHU U IPOCTPAHCTBE

COBOKYITHOCTH PEKBU3HUTOB O(UIHAIBHOTO THCHMA

CTaHJapTHOE PAcMoIOKEHHE MaTepHana

TEKCT

I1K-07

36

28

HpOI.lCCC YHopAAOYCHHA UKW paclpeaACIICHUA JOKYMCHTOB 110 KjIacCaM C ICJIbIO OTPAKCHUA OTHOIICHUI
MCXIY HUMH U COCTABJICHUSA KJ'IaCCPI(pPIKaI.IPIOHHOﬁ CXEMBI HA3BIBAIOT .........cvvinnnnnnnn.. (B WM. na;:[eme).

I1K-07

36

29

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

0OBSICHUTENbHAS 3aIIHCKA

JTOKJIaIHas 3aIMCKa

aKkT

MPOTOKOJT

I1K-07

36

30

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

3asBJICHHE

pacnopsiKeHue

CIpaBKa

I1K-07

36

31

HNHdopManmoHHO-CITPaBOYHBIN TOKYMEHT, COCTaBIISIOIIMKACS TPYIION JIUII IJIS TIOATBEPKICHHS
YCTaHOBJIEHHBIX (PAKTOB — 3TO

JTOKJIaHAas 3aIrrcKa

aKT

MIPOTOKOJT

00BSICHUTENILHAS 3aIIUCKA

I1K-07

36

32

HazoBuTe BUIIBI JOKJIAIHBIX 3aIIHCOK
nH()OPMAIOHHBIE, OTYCTHBIC

BHYTpPEHHUE, BHEILIHUE

OTYETHBIE, BHYTPEHHHE

WH(OPMAIMOHHBIE, OTYETHBIE, BHYTPEHHUE, BHEITHIE

I1K-07

36




33

Ha3zoBure 1OKyMEHT, HE BXOASIIUN B IPYIILY PAaCIOPIJUTENIbHBIX JOKYMEHTOB
HITaTHOE PACIIUCAHUE

yKa3aHue

IIPUKa3

IIOCTaHOBJICHHUE

ITK-07

36

34

HasoBure pexBH3UT, HEe BXOAAMNIT B GOpMYIIsIp aKTa
HOJINCH

TEKCT

agpecar

3aroJIOBOK

ITK-07

36

35

Ha3zoBure yactu TekcTa mpukasa
KOHCTaTHPYIOILasi, BBOJHAs
KOHCTaTHPYIOILAsi, PaCIIOPSAAUTEIbHAS
OCHOBHAs1, paclIOpAIUTENIbHAS
BBOJIHAs,, OCHOBHAs

ITK-07

36

36

INepeuncnuTe OCHOBHBIE BUIBI OJTAHKOB

o0muii O:1aHK, 6IaHK JUIS MHCeM, OJIaHK ¢ IPOJIONBHBIM U YTIIOBBIM PACHOIOKEHAEM PEKBH3HTOB
CYIIECTBYET TOJIBKO OJIAHK C TIPOIOIBLHBIM M YIJIOBBIM PACIIONOKEHUEM PEKBU3UTOB

CYIIECTBYET TOJNBKO OOMIHiA OJTaHK

CYIIIECTBYET TOJIBKO OJIAHK JUISl ITHCEM

I1K-07

36

37

Kakwne nmucpma B mporiecce dKCeJUIMOHHON 00paboTKH He BCKPBIBAIOTCS, a MIEPEAAIOTCs aapecary B
3aIreyaTaHHOM Buje?

aJpecOBaHHbBIE PYKOBOIUTEIIO TPEANPUATHS

MMIChbMA C IIOMETKOH «JTHIHOY

aJpecOBaHHBIE KOHKPETHOMY CTPYKTYPHOMY TMOpa3/ICICHUIO

MHACHhMa 3aKOHOATEILHBIX W UCIIOJIHUTEIHHBIX OPTaHOB TOCYIAPCTBEHHOM BIACTH

I1K-07

36

38

Vcrionp30BaHne KaKoW peruCTPAlMOHHOM (hOPMBI HE PEKOMEHIYETCSI ISl KPYITHBIX 110 Pa3Mepy
MIpEeNPUITANR?

PETUCTPAIMOHHO-KOHTPOJIBHBIE KAPTOYKH

MEPCOHATBHBII KOMIIBIOTEP

PETUCTPALIMOHHBIE KYPHAJIBI

I1K-07

36

39

B xo/1e npeBapuTEEHOTO PACCMOTPEHHS ITOCTYHBIINX JOKYMEHTOB B CITY)KO€ ACIONPON3BOACTBA TIPH
OILICHKE BaKHOCTHU IOCTYIUBIIETO JOKYMEHTA HE YYUTBIBAETCH:

BaYKHOCTB €T0 COJIepKaHH

ABTOPCTBO, T.€. OOIICCTBCHHOE MOJIOKEHHUE JIHIA, aBTOPA JIOKYMEHTA, MECTO YUPEIKICHHUA-OTIIPABUTEINS B
CTPYKTYpE yIpaBJICHUs, POJIb OOIIECTBEHHON OpTraHU3alliy B )KU3HU 00IIecTBa

BH/JI IOKyMEHTA: 3aKOH, PACIIOPSKEHUE, TUCbMO, OTYET U T. 1.

B TOYTOBOTO OTIPABJICHUS: MUCHMO, OaHIEPOITh, MOCHIIKA

I1K-07

36

40

Kakue 13 nepevyrcieHHbIX HIKe MTPU3HAKOB HE HCTIOIb3YIOT NP (OPMHUPOBAHUH AET?
HOMUHaJIbHBINA

IIPEIMETHO-BOIIPOCHBIH

CTPYKTYpPHBIN

XPOHOJIOTUIECKUM

I1K-07

36

41

Kaxast HoMeHKIIaTypa e SIBIIeTCsl HOPMATHBHBIM JOKYMEHTOM H JI0JDKHA 0053aTeNIbHO HCIIOIb30BAThCS PH
OIpe/ieIeHUH MEPEdHs e, 3aBOAUMBIX Ha MPEANpUsSTUn?

TUIOBasl HOMEHKIATypa Jell

IIPUMEPHasi HOMEHKIATypa e

HOMEHKJIATypa e IPEATIPUATUS

HOMEHKJIATYpa JIeJI CTPYKTYPHOI'O OJAPa3CICHUS

I1K-07

36

42

JlelicTBre M COBOKYITHOCTB ACHCTBHI, MPUMEHSIEMBIX IIPH 3aIMCH HH(POPMAIMU Ha MaTepHaTbHOM
HOCHTEJIE — 3TO:

CPEACTBO JOKYMEHTHPOBAHUS

CTI0CO0 TOKYMEHTHPOBAHHS

METOJ] JOKyMEHTHPOBaHUS

IpOLECC JOKYMEHTUPOBAHUS

I1K-07

36

43

Ecnu nepea A0/DKHOCThIO B KOHIE JOKYMEHTA py‘IKOﬁ CTaBUTCA KOCas 4ye€pTa, IIPUITKCBIBACTCA «HU.0.» U
CTAaBUTCS IMMOAIHNCH HE TOT'O JIMId, JTaHHBIC KOTOPOI'O paCH.II/I(prBaHBI, TO TaKOM JOKYMCHT TCPSCT CBOIO

I1K-07

36




44

Kakue 13 nepeuncieHHbpIX HUXKE CBEJIEHUI HEe MOTYT COCTaBJIATh KOMMEPYECKYIO TailHy?
CBEJICHUS O CYIIHOCTH H300peTeHIH

OTYETHI O (PUHAHCOBOH JEATCIBHOCTH (DPHUPMEI

JIOKYMEHTHI 00 yIlTaTe HaJIoTOB

JIOTOBOPBI KYIUIU-IPOJIAKU

IK-12

38

45

JlomkHa 1 TIpefyCMaTpHBaTh Pa3pelInTedbHas CHCTEMA JOCTYI K KOH(UICHIINATBHON HHPOpMALUH
JIOJDKHOCTHBIX JIUI] M3 BHEIIHIX OPTaHU3aIHi, BRIMOIHSIONIIX COBMECTHYIO PaboTy C opraHm3anmeii rae
BBEJICH PEXXUM KOH(UICHIMATBHOCTH?

HET, He JOJDKHA

J1a, JOJDKHA

3aBUCHUT OT UHJUBUIYAIbHOIO PEIIEHHS PYKOBOAUTES, AAaXKeE €CIIU 3TO CTABUT NOJL YTPO3Yy CPbIBA
BBIIIOJTHEHUE COBMECTHBIX paboT

IK-12

38

46

B xaxom Buze BbITaeTCS pa3pelieHne Ha paboTy ¢ KOHPHUIACHIIMAIBHBIMU JOKyMEHTAMU?
B YCTHOI1 (hopme

B BUJE MMHCbMa I10 T10YTe

B BHJIE PE30JIIOLUN

B BUJIC PACIIOPSANTEILHOIO TOKYMEHTA

IK-12

38

47

B cimydae oprann3anmu CHCTEMBI IOCTYIA K KOH(DUASHINATBHOW HH(OPMAIIUH C COTPYIHUKAMHU U3 APYTUX
OpTaHM3aI|il KaKue JOKYMEHTHI OyIyT C HIMH MOJIHACAHBI?

JIOTOBOP U 00513aTEIBCTBO O HepasrIlalleHUH

TOJIBKO JJOTOBOP

TOJIBKO 00513aTENIbCTBO

BCE 3aBHCUT OT IOXKEJIAHUN PYKOBOJUTEIS OPraHU3aLuU

IK-12

38

48

CocraB 1 00bEM CBE/ICHHI, COCTABIITIOIINX KOMMEPYECKYIO TaifHy MPEIIPHATHS, CPOKH
KOH(UICHINATBHOCTH, MOPSIOK 3aIUTHI H JTOCTYIIa OIPEISISIOTCS:

PYKOBOJHTENIEM CTPYKTYPHOTO IOIpa3aeiIeHus,

JIeJIOTIPOU3BOIUTEIIEM,

PYKOBOJHTENEM MPEIIPHUSITHSL.

IK-12

38

49

l"apanTnitHOE MUCBEMO — 3TO:

JIOKYMEHT, COOOIIAIONIHI O IPUOIKEHUH, YCKOPEHHH, HCTCUSHUN CPOKA UCTIOTHEHUST KaKOTO-JIN0O eHCTBUS
JIOKYMEHT, COJIep Kalliii IPUTITAllIeHue Ha MEPOIIPUSITHE

JIOKYMEHT, B KOTOPOM TapaHTHPYETCs OIIaTa BBIMOJIHEHHOW pabOoThI HITH MPEJOCTABICHHUE YeTr0-TH00
(paboTsl, MOMEIEHNS U T.1.)

JIOKYMEHT, MTOITBEP>KIAIONIHIA MTOJTydeHHE IEHHOCTEH

IK-12

38

50

Ecnn Bam He00X04MMO IPHUTIIACUTH OPTaHU3AINIO HIIX JIODKHOCTHOE JIUI0 HA COBEIIAaHNE, BCTpedy, Ber
COCTaBHUTE

IUCBMO-TIPUTJIAIIEHHE

COIIPOBOAUTEIBHOE TUCHMO

IIMCbMO-TIOATBEPKICHUE

IK-12

38

51

Ecnu Bam HE00X0MMO COCTAaBHUTH MICEMO, HH(GOPMHPYIOIIEE agpecaTa O HAPABICHUN K HEMY
IIPUCBLIAEMBIX JOKYMEHTOB, BbI cocTaBute

COIIPOBOJUTEIBHOE ITUCHMO

MUCbMO-YBEIOMIICHHE

IUCbMO-TIOATBEPKICHUE

JIOTOBOPHOE IHCBMO

IK-12

38

52

CKOJIBKO JIET XPaHATCS MPUKA3bl 110 JMYHOMY COCTaBY?
10 nmet
25 ner
50 ner
75 et

IK-12

38

53

B kaxowm ciydae TpyoBoi AOrOBOp XpaHUTcs 75 net?

€CJIU IOTOBOP CPOYHBIN

€CJIM OTCYTCTBYIOT IIPUKA3bl [0 JUUHOMY COCTaBY

€CITH TIOCJIe YBOJIbHEHHMS pabOTHHK HE 3a0pall TPYIOBYIO KHIKKY
€CJIi paOOTHUK MOTEPSUI CBOH SK3EMIUISP TPYAOBOTO IOTOBOPA

IK-12

38




54

Kaxue 13 nepeuncieHHbIX HUXKE CBEJIEHUI He 3aHOCST B TPY/IOBYIO KHUKKY?
(hamMmMIO, UM M OTYECTBO PAOOTHUKA

JlaTa poXKIEeHUs pabOTHUKA

CBEJICHUS O IPHEME U YBOJIbHEHHH pabOTHHKA

BBITOBOPBI, OOBSIBIICHHBIC PA0OOTHUKY

IK-12

38

55

B kxaxom cirydqae npyu BHECEHHH M3MEHEHHUH B 3aIIICH B TPYIOBOM KHIDKKE CTapast 3aIicCh 3aU4epKUBACTCS
OJIHOM Y4epTOM, IOCIIE YETO JEIAeTCsl HOBAsl 3alUCh?

€CITH 3aIMCh CAENaHa HEMPaBUIbHO

€CITH U3MEHIINCH CBeIeHNs 00 00pa30BaHmH, MPOGECCHH, CIEHATBHOCTH

€CIIM M3MEHHWINCh aHKETHO-OHOTpaduuecKkue JaHHbIe

€CITH YBOJIBbHCHUE WIIM IepeBOI PAOOTHHUKA IPH3HAHBI HE3aKOHHBIMH

IK-12

38

56

Korna paboTHHKY BBIIACTCS HA PYKH TPYIOBask KHIKKA?
3a JIBE HEJICNH 10 YBOJIBHCHHS

3a JIeHb 10 YBOJIbHEHHUS

B JICHb YBOJIGHCHUS

Ha CJIEIYIOMIUH eHb NOCe YBOJIbHEHUS

IK-12

38

57

YTo HY)KHO JeIaTh, €CIH ITOCTIE YBOJIGHEHHUS PA0OTHHUK He 3a0pall TpYIOBYIO KHIKKY?
OTIPABHUTH TPYJOBYIO KHIDKKY I10 IIOYTE HA JOMAITHUH afpec paboTHHKA

OTIIPABUTH PAOOTHUKY YBEIOMJICHHE O HEOOXOAUMOCTH SIBUTHCS 32 TPYILOBOH KHIKKOU
XPaHUTh TPYLOBYIO KHWXKKY B OTJIENIE KaJipoB 75 JeT

XPaHUTh TPYAOBYIO KHIDKKY 5 JIET, 8 IOTOM YHUYTOXKHUTh

IK-12

38

58

B kaKkoM W3 IepevnCIICHHBIX HIKE JIMYHBIX JOKYMEHTOB YKa3bIBAIOTCS CBEACHHS 00 OTHOIICHUHM K BOMHCKOM
00s13aHHOCTH?

B 3asIBIICHUN

B aBTOOMOTpaduu

B PE3IOME O TPYAOBOU NEATEIBHOCTH

B JIOBEPEHHOCTH

IK-12

38

59

Kaxk Ha3pIBaeTCS JOKYMEHT, COEPIKAIINI KPATKOE OMMCAHUE B XPOHOJIOTUYECKOI MOCIIEA0BATEIFHOCTH
OCHOBHBIX 3TaIoOB )XHU3HH U JAEATCIbHOCTH JAHHOTO JINna?

3asiBIICHHE

aBTOOMOTpadus

aHKeTa

JIMYHAS KAPTOUKa PaOOTHHKA

IK-12

38

60

Kaxoe oHsATHE COOTBETCTBYET CIEAYIOIIEMY ONPEACIICHUIO: KYCTAaHOBIICHUE eIMHO00pa3us cocTaBa u hopM
YIpaBIEHYECKUX JOKYMEHTOB, CO3/IaBaCMBbIX IIPU PEIICHUH OJAHOTUITHBIX yHPaBICHUECKUX (QYHKIMI?
YHUDUKAIAS

CTaHJAPTH3ALHSA

ABTOMATH3AIHS

LEHTpaIU3aLHs

I1K-07

36

61

HecpouHbiME Ha3bIBAIOT JOKYMEHTBI, KOTOPBIE:

HE TPeOYIOT OBICTPOTO UCTIOHEHHUS

HE UMEIOT CPOKOB HCIIOITHEHUS

MOYHO IepeIaTh UCIIOIHUTEISIM Oe3 PACCMOTPECHUS PYKOBOIUTEIEM
HE OrPaHUYEHHOI0 CPOKA XPaHEeHHs

I1K-07

36

62

UYto U3 mepeuncIeHHOT0 HIKE He OTHOCHUTCS K BUIAM JOKYMEHTOB, KIIAaCCH(HIIUPYEMBIM 110 CPOKAM
XpaHeHus?

MOCTOSIHHOTO XpaHEHHs

JIOJITOCPOYHOI'O XPaHEHUS

CPEJIHECPOUHOT0 XpaHEHHs

I1K-07

36

63

Kakoil u3 nepeuuciieHHbIX HUXKE JOKYMEHTOB U3JAI0T BBICIINE U LIEHTPAIbHbIE OPTraHbl KOJUIETHAILHOIO
YIIpaBJIEHHS B [EJIX pa3pelIeHus Hanbolee BaXKHbIX 3a1ad, CTOAIINX IIepe JaHHBIMU OpTaHaMH?
IIOCTaHOBJICHHUE

pacnopsiKeHue

yKa3aHue

IIPUKa3

I1K-07

36




64

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

aKT

IIPOTOKOIIL

IIPHKa3

JIOKJIa/IHAs 3aIUCKa

I1K-07

36

65

OCHOBHBIE YaCTH TEKCTA IIPOTOKOJIa
KOHCTaTUupyromas, BBOAHasA
OCHOBHas, pacropssauTeIbHas
KOHCTaTupyromas, paCriopsaauTCIIbHas
BBOJHAsA, OCHOBHAs

I1K-07

36

66

JIoKyMEHT, BOCIPOM3BOAAIINI HH(DOPMAIIHIO APYTOro TOKYMEHTA U BCE €r0 BHEITHUE MPU3HAKU HA3BIBACTCSL:
BTOPUYHBIN

BU3YyaJbHBIN

KOIMS

BBINUCKA

I1K-07

36

67

Kaxkoe nonsitue COOTBETCTBYCT OIIPCACIICHUIO! «CI/ICTCMaTI/ISI/IpOBaHHBIﬁ MEPEUYCHb 3aBOJAUMBIX B OpTaHU3allun
JCJI C YKa3aHUCM CPOKOB UX XpaHeHI/Iﬂ»?

OIMCH OCJI I IEpEIaun UX B apXuB

HOMCHKJIaTypa ACJI

AKT DKCIICPTU3BI HEHHOCTU TOKYMCHTOB

BHYTPCHHsAA OIIMCHh JOKYMCHTOB JI€J1a

I1K-07

Vo6

68

Uro U3 mepeuncIeHHOTro He OTHOCHTCA K STaraM Iporecca opopMiIeHUs aed A HepeJadl UX B apXuB?
HyMepauus JIMCTOB JIela

COCTaBJIeHHE BHYTPEHHEN OMUCH JOKYMEHTOB JIeNa

odopmieHne 00JI0KKH Jena

o(opMIIeHHEe HOMEHKJIATYPBI JIeJT

I1K-07

Y6

69

Kaxk Ha3pIBaeTCst JOKYMEHT, 00ECIICUNBAIONHI HCIIOIHEHIE H3JI0KEHHBIX B HEM 0053aTeIbCTB?
MUCBMO-IIOTBEPKICHUE

JUPEKTUBHOE MHCHMO

rapaHTUHHOE UCbMO

pEKIIaMaIlMOHHOE THChMO

IK-12

v8

70

Ha xakue nicpma cTaBUTCS II€YaTh?
CONPOBOJIUTEIIbHBIE TUChMA
JIUPEKTUBHBIE MHCHMa
rapaHTUHHBIE TUCbMA
pEeKJIaMHBIE NMHChMa

IK-12

v8

71

JIns KakuxX BUAOB IOPHAWIECKUX JIUI] B KAUECTBE YUPEAUTENBHBIX JOKyMCHTOB HEOOXOJUMBI YCTaB U
YUpEOUTENbHBIN 10r0BOp?

aKIIMOHEPHOE OOIIEeCTBO

00IIeCTBO C OTPAaHWIEHHOH OTBETCTBEHHOCTHIO

KOOIICpaTHB

MIOJTHOE TOBAPHIIIECTBO

IK-12

v8

72

YTo He OTHOCHTCS K cIOC00aM o0ecTieueHns 0053aTeNBCTB, T. €. JOIOIHUTEIBHBIM MEepaM UMYIIECTBEHHOTO
BO3EHUCTBUS Ha BUHOBHYIO CTOPOHY, KOTOPBIE YKa3bIBalOTCS B JIOrOBOpeE?

HeyCTOWKa

3aj10r

KOH()HCKAITHIS MMYIIECTBA

MTOPYYUTENILCTBO (TapaHTHs)

IK-12

V8

73

Kaxkue u3 nepednciIeHHbIX HIDKE CBECHUH He YKa3bIBAIOT B CEPTU(HIKATE COOTBETCTBHSA?
HaMMEHOBaHUE TOBapa

HanMEHOBaHHE OpraHa 0 CepTU(UKALNH, ET0 afApec U TeaedoH

HaMMEHOBAaHUE BUJA ChIPbS, U3 KOTOPOI'O IPOU3BEICH TOBAp

HOPMATUBHBIC JOKYMEHTBI, B COOTBETCTBUHU C KOTOPHIMHU IIPOU3BEEH TOBAP

IK-12

v8

74

Ecnu oiHa 13 CTOpOH HapylInia yCJIOBHs JOrOBOPa, TO TOCTPa/IaBIiasi CTOPOHa:
oOpataercst B apOUTPaXHBIN CyI

HAIpPAaBIIsIeT BUHOBHOM CTOPOHE MHCEMO-TIPETEH3HIO

obparaercst B apOUTPaXKHbIHA Cy/l M OJJHOBPEMEHHO HAIPABIISET MUCHMO-TIPETEH3HIO
HAIPAaBIIsIeT MUCHMO-TIPETEH3HIO B OOLIECTBO MO 3aLMTE IpaB MOTpeduTeeit

IK-12

v8




75

Eciu Bam He0OX0auMO TIpeIbIBUTE IPETCH3NU MapTHEPY, BEI cocTaBuTe
JIOTOBOPHOE NHUCBMO

UH(POPMALOHHOE TTCEMO

COIIPOBOAUTEIBHOE TUCHMO

MHChMO-IIPETEH3HIO

IK-12

v8




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

Ne Copeprxanue Kowne- nau
TEHIIHS

1 [TIpaBuna opopmierns YcraBa NpeInpusITUS 11K-07 36
2 |IlonoxeHue U TOPSIOK ero 0hopMIICHHS T1K-07 36
3 [TIpanBna u 0cOGEHHOCTH O()OPMIICHHS IIITATHOTO PACITHCAHHS I1K-07 36
Oomue npaBmia ohOpMIICHHS PACTIOPSTUTENBHBIX JOKYMEHTOB: IIOCTAHOBJICHUSI, PEIICHUS, PACTIOPSDKCHUS U K07 36

4 |mpukaza
5 [TIpoTokomn: BHIBI M TOPSIOK OOPMIICHHUS T1K-07 36
6 |OcobeHHOCTH 0OPMIICHHS aKTa T1K-07 36
7 |Buzpl v ipaBuiia 0opMIICHHS JOKJIATHbIX 3aIHCOK T1K-07 36
8 |[PexBU3MTHI U copepikaHNe TPYAOBOTO AOTOBOPA 11K-07 36
9 |OcobenHocTH 0(opMIIEHUsI TPUKA30B 10 JHYHOMY COCTABY T1K-07 Y6
10 |ITpaBua BeieHNST TPYAOBBIX KHIDKCK 11K-07 Y6
11 [[Topsimok cpcraBienus: aBToOMorpaduu I1K-07 Y6
12 |Iopsimok hopMUpOBaHMS U BEJCHHUS TUNIHOTO JIena I1K-07 Y6
13 |CayxebHO€ HCEMO: BUIBI U TIPaBHIIa 0(OPMIICHHUS IK-12 V8
14 |Bugs! u mpasmia 0QOpMIICHHUS JOTOBOpA. I1K-12 v8
15 |[IpaBuia cocTaBIeHUS MPETEH3UOHHBIX JOKYMEHTOB TIK-12 Y8
16 |OxcneauoHHas 00paboTKa MOCTYNHBIINX JOKYMEHTOB I1K-12 38
17 |3rambel nporecca KOHTPOJISI HCTIOJIHEHHS JIOKYMEHTOB TIK-12 38
18 |[Peructpamusi TOKyMEHTOB U €€ POJIb B AETONPON3BOJCTBE TIK-12 38
19 |leno u npaBuia ero hopMHUPOBAHUS IK-12 38
20 |IToHsTHE M BUIBI HOMEHKIIATYpa AET TIK-12 38
21 |Oranbl v npaBuiaa oopMIICHUS eI K cjaue B apXHUB IK-12 38
22 |IIpaBuia ¥ TEXHOJOTHS 3AIUTHI JOKYMEHTHOH nH(popMaIm IIK-12 38
23 |IIpenBapuTesabHOE PACCMOTPEHUE JOKYMEHTOB [IK-12 38
24 |TTopsimox paboThI HepcoHana ¢ KOH(GHICHIMAIFHBIMU JOKyMEHTaMHI IIK-12 38




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-07 H7
2 |CocrapiieHue TAaTHOTO paCIUCaHMs anmnapara yrnpaBJIeHHS IT1K-07 H7
3 |CocraBieHue NpHKas3a 0 OCHOBHOM JESITENbHOCTH I1K-07 H7
4 |CocrasiieHue NPOTOKOJIA 3aCETaHUS IT1K-07 H7
5 |CocTaBieHue 10K HON 3alIUCKU [IK-07 H7
6 |CoctaBiieHHe NUCHEMO-TIPUTITAIIICHHE ITK-12 HI10
7 |CocTaBieHne NucbMO-0TBET [1K-12 HI10
8 |CocraBieHue NUCbMO-U3BEIIECHNE I1K-12 H10
9 |CoctaBbTe aBTOOHOTpahHIO [1K-12 HI10
10 [CocrtaBbTe pe3toMe 0 TPYIOBOM NesTEIbHOCTH ITK-12 HI10
11 |O¢popmute 0610XKKY Hena I1K-07 H7
12 |CocTaBbTe BHYTPEHHIOIO OMKCH JOKYMEHTOB JJMYHOTO JieNia paOOTHHKA IT1K-07 H7

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

He npeaycmorpeno




5.4. CucremMa olleHUBaHUA JOCTHKEHUS KOMIIETCHIINI
5.4.1. OneHKa 10CTHKEHHs KOMIIETEHIMI B X0/1e IPOMEKYTOYHOM aTTecTaluu

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

ITK-07 CriocoOHOCTb HaCTpanBaTh, FIKCILTYaTHPOBATH U COMPOBOXKAATh HH(POPMAIIMOHHBIE CUCTEMBI U

CEpPBUCHI
36 OCHOBBI JICJIONPON3BOJICTBA 1-11
Vo6 HCIOJIb30BATh MTPABHJIIA JIETONPOU3BOICTBA 12-15
H7  [pabotsl ¢ jokymeHTamu

IK-12 Cnoco6eH 3¢ ¢deKkTHBHO B3aUMOCHCTBOBATD C CYObEKTaMH NPO()ECCHOHATBHBIX KOMMYHHKAIMI
38 |oCcHOBBI OpraHu3aly JIEIONPOU3BOICTBA 19-25
Y8 |ocymiecTBiATh KOMMYHHUKAIIMOHHBIEC B3aUMOICHCTBHS 16-18

H10 |oGecneyenus B3anMoaeiicTBHs ¢ CyObeKTaMu NPodhecCHOHANBHBIX KOMMYHHKAIIT




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

BOIIPOCHI | 3a/1a9H IS
BOIIPOCHI
Kon Conepxanne YCTHOTO | TPOBEPKH
TECTOB
ompoca HaBBIKOB
ITK-07 CriocoOHOCTE HACTPaUBaTh, IKCILTYaTHPOBATH U COTIPOBOXKIATH HH(POPMAIIMOHHBIE CHCTEMBI U CEPBUCHI

36 |oCHOBBI AETONPOM3BOACTBA 1-43, 60-66 1-8

Y6 |ucnonp30BaTh NpaBuia JEJIONPOU3BOACTBA 67-69 9-15

H7 |paGoTsl ¢ JOKyMeHTaMH 1-5,11, 12

ITK-12 Cnocoben 3¢hexTrBHO B3aNMOAEHCTBOBATE C CYOBEKTaMU MPOQECCHOHANBHBIX KOMMYHHKAITHH

38 |ocHOBBI OpraHu3ayy AEITONPOU3BOACTBA 44-59 17-24

Y8 |ocymiecTBisTh KOMMYHHKAIIMOHHBIE B3aUMOJICHCTBHS 69-75 13-15
H10 |oGecneuenns B3aUMOACHCTBHS ¢ CyObEKTaMH ITPO(ECCHOHATFHBIX KOMMYHHKAITHN 6-10




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

YuebHoe

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

YuebHoe

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

Jlenonpou3BoJCTBO [DIEKTPOHHBIN pecypc]: METOANYECKHE YKa3aHHs 10 OCBOCHUIO TUCLUIUINHBI U AJIS
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/m164938.pdf

MeTtoauueckoe

Vines3pko A.B. [Topsinok oneHUBaHUS Pe3yIbTaTOB JOCTHKEHHS KOMIIETEHIIMNA: METOUUECKHUE MaTepUalIbl
JUISL OCHOBHOH 00pa3oBaTenbHOM mporpaMmsl o HampasieHuto: 09.03.03 IIpukaagaas nadopmarika,
npo¢us: MHbpOpMaIMOHHBIE CHCTEMBI U TeXHOJIOTHH B MeHekMenTe ATTK / A.B. Yiessko, C.A. Kynes,
A.A. Toncteix. — Boponex: B'AY, 2019. — 24 c.

MeTtoauueckoe

Vinessko A. B. [Topsiok hopMupoBaHUst KOMICTSHIIMA: METOANYECKHE MaTePHAIBI JUTI OCHOBHOM
o0pa3zoBaTenbHO# MporpamMMel OakanaBpuara 1o Hanpasienuto: 09.03.03 Tpuknaanas nHpOpMAaTHKA,
npoduns: MapopMannoHHbIe CHCTEMBI U TexHonornu B MeHemkMeHTe AITK / A.B. Vnessko, C.A. Kynes,
A.A. Toncteix. — Boponex: BI'AY, 2019. -39 ¢

MeTtoauueckoe

WudopmalmoHHbIe TEXHOJIOTHN B YIPABICHUHN U YKOHOMHEKE: JKypHAII JUISl IyOINKAI[NY HayqIHO-
HCCIE0BATEIECKUX PAOOT / YupeauTens : Y XTHHCKUHA TOCyJapCTBEHHBIH TEXHUUECKHUI YHUBEPCUTET - YXTa
Pecnyonuka Komu: YXTHHCKHIT TOCYAapCTBEHHBIN TeXHIMUeckuid yHuBepcuteT, 2020 [O1] URL:
https://www.elibrary.ru/contents.asp?titleid=56922

[Iepuoanueckoe

6.2. Pecypcnbl cetu UHTEpHeT
6.2.1. DyiekTpoHHBIE OUOJINOTEYHbIE CHCTEMbI

Hassanue

Jlanp

ZNANIUM.COM

IOPAUT

IPRbooks

E-library

(o)} RO, 1 NNy RUSH I SN

OnekrpoHHas 6ubmmoteka 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)

VYueOHast ayqUTOPHs TS IPOBEICHNUS 3aHATHH JIEKIIMOHHOTO
THIA: KOMIDICKT Yy4eOHOH MeOeH, TEeMOHCTPalMOHHOE
obopynoBaHue, yueOHO-HATISIIHBIE TOCOOUS B BUJIE
Mpe3eHTanui, nporpaMmuoe odecneuenne: MS Windows
/Linux /Pex OC

394087, BopoHesxkckas 001acTh, I. BopoHex, yi.
MuuypuHa, 1.1

YueOHast ayIUTOPHS AT IPOBEACHUS Ta00PATOPHBIX U
NPaKTHYECKHUX 3aHATUH, TEKYIIEro KOHTPOJIS K IPOMEXYTOUHOM
aTTECTAINK: KOMIUIEKT y4eOHOIt MeOeny, yueOHO-HarIsi IHbIe
HOCOOMS B AJIEKTPOHHOM BHJI€, KOMBTIOTEPHI C BO3MOXKHOCTBIO
noakmoueHus kK Marepuer u nocrynom B 9UMOC; nporpammHoe
ob6ecneuenne: 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. Boporex, yi.
MuuypuHna, 1.1

YuebOHast ayIUTOPHS I IPOBEACHUS Ta00PATOPHBIX U
NPAKTHYECKHUX 3aHATUI, MHIUBUYaJIbHBIX U IPYIIIOBBIX
KOHCYJIBTAIIMNA: KOMIUIEKT Y4eOHOM MeOeIH, KOMBTIOTEPHI C
BO3MOKHOCTBIO MOAKIIOYeHHA K "MHTepHeT" 1 00ecnedeHeM
noctyrna B OUOC; mporpammHuoe obecrieuenue: MS Windows
/Linux /Peg OC, MS Office / OpenOffice/LibreOffice, DrWeb
ES, 7-Zip, MediaPlayer Classic, SInaekc opaysep / Mozilla
Firefox / Internet Explorer, AST Test

394087, Boponexckas obnacts, r. BopoHex, yi1.
MuuypuHa, 1.1

IMomenienue 1t XpaHSHUS. ¥ MPOPUIAKTHISCKOTO
o0cmyxuBaHUs y4eOHOTO 000pYIOBaHUs: MEOEIb ISl XpaHEHUS
1 o0cITyknuBaHUS yIeOHOTO 000PyIOBaHNS,
CHEIHATN3UPOBaHHOE 000PYJOBaHUE ISl PEMOHTA
KOMITBIOTEPOB

394087, Boponexckast o6nacts, T. Boponex, yi.
Mnuuypuna, 1.1, a.: 117, 118

ITomenieHue s CaMOCTOSTENBEHOM PadOTHI: KOMIUIEKT y4eOHOU
MeOeITi, KOMBTIOTEPHI C BO3MOKHOCTBIO ITOIKITIOYCHHS K
"NuTepHer" u obecnedenneM gocryna B QUOC; mporpamMmmaoe
obecneuenne: MS Windows /Linux /Pex OC, MS Office /
OpenOffice/LibreOffice, DrWeb ES, 7-Zip, MediaPlayer
Classic, SIuaekc opaysep / Mozilla Firefox / Internet Explorer,
AST Test

394087, BopoHexckas 001acTh, I. BopoHex, yi.
MuuypuHa, 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

Kox HasBanue AUCIAIUTHA kadenpoi
— ’-?
51.0.07 Pyccxuii s3bIK M KY/IbTYpa pedu PycCKOro M HHOCTPAHHBIX A3BIKOB C27)- , %
_ SR e b4/
S
b1.0.22 MeneKkMeHT VYnpasnenus u mapketunra 8 AIIK / j W/
c u G A
B1.B.12 HCTEMBI JIEKTPOHHOTO H(OPMAIMOHHOTO 00eCIeYEeHHS U %

JOKyMEHTO00OpOoTa

MOACIUPOBAHUA arpOOKOHOMUYECKUX CUCTEM




[puioxenne 1

Jluer nepuoanyecKux NPoBEpPoOK padoyeii mporpaMmMbl H HHPOPMALHS 0 BHECEHHBIX H3MEHEHHIX

JloIDKHOCTHOE JTUTIO,
MIPOBOAMBILIEE IPOBEPKY

IMotpebHOCTH
B KOPPEKTHPOBKE yKa3aHHEM

arta COOTBETCTBYIOLIUX Pa3IeiIoB paboueit Wudopmanus 0 BHECEHHBIX U3MEHEHUAX
®.1.0., 10IKHOCTE A Y10 p p dbop
pOrpaMMbI
3aB. kadenpoit Her

IIpoTtokon Ne 10 ot

E.B. 3akimeBckas Pabouas mporpamMma akTyaIHu3HpOBaHa Ha Her
31.05.2023 . 2023-2024 yuebubiii rogt
3as. Kagepoii Iporokon Ne 10 ot Her
E.B. 3akimeBckas 20.05.2024 1 Pabouas mporpamMma akTyaIu3HpOBaHa Ha Her
e ) 2024-2025 y4eOHbli roj
3as. Kagepoii Iporokon Nel0 ot Her
E.B. 3akimeBckas 28.05.2025 1 Pabouas mporpamMma akTyaIu3HpOBaHa Ha Her
e ) 2025-2026 y4eOHbIi roj
3aB. kadenpoit Her
11 NelO
E.B. 3akimeBckas POTOKOA ATV OT | pagouas NporpaMMa aKTyaJn3upOBaHa Ha Her

20.05.2026 .

2026-2027 y4eOHbIH roj
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