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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.11 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
Crnoco6eH 3¢ (GEeKTUBHO B3aUMOJICHCTBOBATH P aulipy D A —
V8 OCYIIECTBIISATh KOMMYHHUKAIIMOHHBIC B3aHMOICHCTBHUS
IMK-12 |c cyobexkTamu mpodeccHoHATBHBIX —
. obecrieueHUs B3aUMOJICHCTBHS ¢ CyObeKTaMH MpodeccHoHaTbHBIX
KOMMYHUKAIUH H10
KOMMYHHKAIHH




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 paboTa mpu MpOBENECHUH YYeOHBIX 3aHSATHUH, 28,00 28,00
B T.4. (9)

JIEKIIHH 10 10,00

MIPAKTUYECKUE-BCETO 18 18,00
CaMOCTvo;ITeJILHaﬂ paboTta TpH TIPOBENCHUU YUYEOHBIX 71,00 71,00
3aHSITHU, 4
KonTakTHass pabora mpu MPOBEACHHH MPOMEKYTOUHOM 0.15 0.15
arrecTanuu 00yJaroImuxcs, B 1.4. (1) ’ ’

3a4eT 0,15 0,15
CamocrosiTennpHast ~ pabora  MpH  MPOMEKYTOYHOM 2.85 2.85
arTecTanuu, B T.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 paboTa mpu MpOBENECHUH YYeOHBIX 3aHSATHUH, 12,00 12,00
B T.4. (9)

JIEKIIHH 6 6,00

MIPAKTUYECKUE-BCETO 6 6,00
CaMOCTvo;ITeJILHaﬂ paboTta TpH TIPOBENCHUU YUYEOHBIX 87.00 87.00
3aHSITHU, 4
KonTakTHass pabora mpu MPOBEACHHH MPOMEKYTOUHOM 0.15 0.15
arrecTanuu 00yJaroImuxcs, B 1.4. (1) ’ ’

3a4eT 0,15 0,15
CamocrosiTennpHast ~ pabora  MpH  MPOMEKYTOYHOM 2.85 2.85
arTecTanuu, B T.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
JloKyMEHTHpPOBaHHE ITpoLiecca BHEITHUX KOMMYHHUKAIMH OPTaHU3aI[iN U COCTaBJICHUE CITy>KEOHBIX
(menoBbIX) muceM. POpMyYIIAp MEChMa: PEKBU3UTHL: CTPYKTYpa, MIPaBUIIa MOCTPOCHHS TEKCTA,
crangapTHeie (passl M BeipakeHUs. OCHOBHbBIE BUBI CITyKeOHBIX nceM. [IpaBuia odopmiieHns
JIETOBBIX TTMCEM K 3apyOEKHBIM 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. [Iopanok, mpaBuia, GopMbl pernCTpaliiy ¥ HHAESKCALMH JOKYMEHTOB.

KoHTDOJIb 32 HCTIOTHEHNEM NOKYMEHTOB: 3Talbl U CDOKH.
[onpaznen 3.2.

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



OoOmwe TpeOoBaHMS K CHCTEMaTH3aNN JOKYMEHTOB 1 (hopMupoBaHHIo aei. [IpaBuia onpeneneHus
[IEHHOCTH TOKYMEHTOB M JOKYMEHTHOW HH(OPMAIINU U YCTAHOBJICHUS CPOKOB XPAaHEHUS JElT.
XpaHeHue JOKyMEHTOB B OIIEpaTUBHOM JesITeNbHOCTH U (popmuposanue aen. Homenknarypa nen.
I'pynnupoBka B fena OTAEIbHBIX KaTeropuil 1oKyMeHToB. [IpaBuia cocraBieHus 3arojJoBKOB 1€l U
odopmiieHHs 00JI0KKHY AeTa.

[Tonsitre apxwuBa n BuABI apxudoB B Poccuiickoit @eneparuu. [Ipasmia ohopMiteHus aem

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




4.3. IlepeyeHb TeM U y4eOHO-METOAMYECKOT0 00ecTieYeHUsl IS CAMOCTOATEIbLHOI PadoThl 00y4arOUIUXCS

Pasnensl, moapasaensl AMCHUTUINHBI

VuebHo-MeTOANYECKOE 00eceueHne

O6bem yacoB CP

ouHasg | 3ao4Has
Teopeanecmle U METOAUYECKHE OCHOBBI /ICJIONPOU3BOACTBA
brikoa T. A. JlokyMeHTallMOHHOE 00ECIICUeHHE YITPABICHHS (IEIOIPOH3BOICTBO)
CyILIHOCTb U HOPMATHUBHO-METOANYECKAs |[sneKkTpoHHBIi pecype]: YueOnoe nocobue / T. A. Beikosa, T. B. Kysuenosa, JI. B. Cankuna - 50 6.4
0a3a J1e10npoOn3BOICTBA Mocksa: OOO "Hayuno-uznatensckuii nentp MHOPA-M", 2023 - 304 c. [OU] [OBC 3nanuym] ’ ’
URL: https://znanium.com/catalog/document?id=419112
beikoBa T. A. JIokyMeHTaIMOHHOE 00ECIICICHHUE yIPABICHHS (IETONPON3BOICTBO)
Cucrema OpraHU3alMOHHO - [amexTponuslii pecypce]: Yuebnoe mocobue / T. A. brikona, T. B. Ky3uernosa, JI. B. Cankuna - 72 3.8
pacnopsaUTENbHBIX 10KYMEHTOB Mocksa: OOO "Hayuno-n3narensckuii nentp MIHOPA-M", 2023 - 304 c. [O1] [OBC 3nanuym] ? ’
URL: https://znanium.com/catalog/document?id=419112
brikoBa T. A. JlokyMeHTalIMOHHOE 00ECIICUeHHE YITPABICHHS (IEIOIPOH3BOCTBO)
[3nexTponHsIit pecypc]: YuebHoe nocodue / T. A. Beikosa, T. B. Ky3nenoga, JI. B. CankuHa -
Mocksa: OO0 "Hayuno-uznatensckuii nentp MHOPA-M", 2023 - 304 c. [OU] [OBC 3nanuym]
CoBpeMeHHbIe CrIoco0bI M TeXHONOruKH  |URL: https:/znanium.com/catalog/document?id=419112 79 3.8
CO3/IaHUS JOKYMEHTOB VHbopMaIoHHbIe TEXHOIOTUH B YIIPABICHHH M SKOHOMHUKE: )XYPHAJ TSl TyOIMKalui HayqIHO- ’ ’
HCCIIEI0BATENBCKUX PaboT / YapeauTens ;| YXTHHCKHIT TOCYJapCTBEHHBIA TEXHUIECKHI
yHHBepcuTeT - YxTa Pecy6nuka KoMu: YXTHHCKHIT rOCY1apCTBEHHbINH TEXHUYECKHUMA
yruBepcuret, 2020 [O1] URL: https://www.elibrary.ru/contents.asp?titleid=56922
JlokyMeHTHpOBaHHE OCHOBHBIX NPOLECCOB B YIIPABJIEHHU OpraHusanueit
beikoBa T. A. JIokyMeHTaIIMOHHOE 00ECIICYCHHUE yIPABICHHS (IEIONPON3BOICTBO)
paBuia BelCHIS 1CIOBON TIeDEIHCKI [amexTponuslii pecypce]: Yuebnoe mocobue / T. A. brikona, T. B. Ky3uernosa, JI. B. Cankuna - 72 3.8
P ene JICTIOBOM TEperHe Mocksa: OOO "Hayuno-n3narensckuii nentp MIHOPA-M", 2023 - 304 c. [O1] [OBC 3nanuym] ’ ’
URL: https://znanium.com/catalog/document?id=419112
Kupcanosa M. B. CoBpemeHHOE IeIOIPOU3BOICTBO [3IEKTPOHHBIH pecype]: YdaeOHoe mocodue /
Kanposoe nenorpon3BoacTso M. B. Kupcanosa - Mocksa: OO0 "Hayuso-usnarensckuit nenrp MHOPA-M", 2020 - 312 c. 14,4 17,7
[OU] [OBC 3nanmym] URL: https://znanium.com/catalog/document?id=372474
PaznopoxHblil A. A. JIOKyMEHTHPOBAHHUE YIIPABICHYECKOH AEATEIBHOCTHU [3IEKTPOHHBIH
Benenne noxymMeHTOB, 0(OPMIISIOMINX pecypc]: Yuebnoe mocodue / A. A. Pazgopoxusiii - Mocksa: OOO "Hayuno-u3naTensckuit 72 3.8
MPEANPUHAMATENBCKYIO IeSTeNbHOCTs.  |ueHTp UHOPA-M", 2018 - 304 c. [OU] [9BC 3nanuym] URL: ’ ’
https://znanium.com/catalog/document?id=328873
TexHoJiorusi BeeHus 1eJJ0NPOU3BOACTBA
ITopsnok IBUKEHNUS JOKyMEHTOB B Kupcanosa M. B. CoBpemeHHOE IeIOIpPOU3BOICTBO [3IEKTPOHHBIH pecype]: YdaeOHoe mocodue /
OpraHu3alyy, UX PETUCTpaLUs U M. B. Kupcanosa - Mocksa: OOO "Hayuno-uznatensckuii nenrp MHO®PA-M", 2020 - 312 c. 7,2 8,8
KOHTPOJIb UCITIOJIHEHUS [OU] [OBC 3nanmym] URL: https://znanium.com/catalog/document?id=372474
CHCTeMaTH3AIMS IOKYMEHTOB H X Kupcanosa M. B. CoBpeMeHHOE eTONpOU3BOICTBO [3IEKTPOHHBI pecype]: YdaeOHoe nocodue /
Y M. B. Kupcanosa - Mocksa: OOO "Hayuno-uznatensckuii nenrp MHOPA-M", 2020 - 312 c. 7,2 8,8
XpaHcHue. [OU] [OBC 3nannym] URL: https://znanium.com/catalog/document?id=372474
Kupcanosa M. B. CoBpemeHHOE IeIOIpPOU3BOICTBO [3IEKTPOHHBIH pecype]: YdaeOHoe mocodue /
Opranusanus paboTsl ¢
P 1A b M. B. Kupcanosa - Mocksa: OOO "Hayuno-uznarensckuii neatp MHOPA-M", 2020 - 312 c. 8,4 10,3
KOHGUACHUHANLHEIMHU JOKYMEHTaMI [OU] [OBC 3nanmym] URL: https://znanium.com/catalog/document?id=372474
Hroro 71,0 87,0




5. ®oH OLIEHOYHBIX CPEACTB
5.1. dtanbl hopMuUpOBaAHUS KOMIIETEH N

Komnerenuuu u U]

P a3J1CJibl, moApa3acibl JUCHUILIMHBI

MNK-07 | TK-12
TeopeTnyeckne u MeToAHYeCKHEe OCHOBBI 1€JONPOU3BOACTBA
CymHOCTS 1 HOPMaTUBHO-METOAMYECKas 0a3a AeIONPON3BOACTBA 36, V6, H7 38, V8§, H10
Cucrema OpraHu3alMoOHHO - PaCOPSIUTEIBHBIX JOKYMEHTOB 36, V6, H7 38, V8, H10
CoBpeMeHHBIE CTIOCOOBI ¥ TEXHOJIOTUH CO3JIaHHs JOKYMEHTOB 36, Y6, H7 38, V8, H10

I[OKyMel—lTPlpOBa]—lI/le OCHOBHBIX NPOLE€CCOB B YIIPpaBJI€HUN opraﬂm.auueﬁ

IIpaBuia BeneHus 1e10BON NEPEUCKU 36, Y6, H7 38, V8, H10
Kanposoe nenonpousBoacTBoO 36, Y6, H7 38, V8, H10
Benenne 1oxkyMeHTOB, 0(OPMIIIOMINX MPEANPHHAMATENBCKYIO IeITEIbHOCTb. 36, Y6, H7 38, V8, H10

TexHO0JIOTHA BedeHUNA A€JOIMPOU3BO/ICTBA

Tlopsinok ABM>KEHMS TOKYMEHTOB B OpraHU3ally, UX PETUCTPALUS U KOHTPOJb UCIIOJHEHUS 36, Y6, H7 38, V8, H10

CucreMaTu3anus JOKYMEHTOB U UX XpaHEHUE. 36, V6, H7 38, V8, H10

Opranu3zanus padoThl ¢ KOHPHIEHIUATEHBIMHA JOKYMEHTAMH. 36, Y6, H7 38, V8, 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, BRICOKUU

CTy,Z[eHT BBITUIOHWJI BCC 3alaHusA, MPEAYCMOTPCHHBIC HpOl"paMMOfI, oTyuTascs 0o
HUX BBIIIOJIHCHUHU, AEMOHCTPHUPYA OTIMYHOC 3HAHHUEC OCBOCHHOI'O MaTcpuajla H
YMEHHUE CAMOCTOATEIbHO PEHIATh CIIOXKHBIC 3a1a9U JUCITUTIITUHBI

3auTeHo, NPOABUHYTHIN

CTy,Z[eHT BBITUIOHWJI BCC 3alaHusA, MTPEAYCMOTPCHHBIC HpOl"paMMOfI, oTyuTaNcs 00
HX BBIIIOJHCHHUH, ACEMOHCTPUPYSA XOpOUIECC 3HAHUEC OCBOCHHOI'O MaT€pHajla H
YMEHHUE CAMOCTOATEIbHO PEHIaTh CTAHAAPTHBIC 3aJa4U JUCITUTITTNHBI

3a4TeHO, TIOPOTOBBII

CTyzmeHT BBIIUIOHMII BCE 3aaHMs, IPEIyCMOTPEHHBIE IIPOrPAMMOIi, OTUHTAIICS 00
UX BBIIOJIHEHHUHM, JEMOHCTPUPYS 3HAaHHE OCHOB OCBOCHHOI'O MaTepuala U yMEHHE
pelaTh CTaHAAPTHBIC 331241 JUCLUUILIMHBI C IOMOILBIO IIPENOAaBaTEIIsA

He 3a4TCHO, KOMIICTCHIIUU HE
OCBOCHBbI

CTyneHT BBILIOHWI HE BCE 3aJaHMs, NPEIyCMOTPEHHBIE MPOrpaMMOH WU He
oTynTanca 00 UX BBIIOJHEHUH, HE TOATBEPKAaeT 3HAHWE OCBOGHHOTO MaTepuaa
1 HE YMEET pellaTh 3aa4d JUCLUIUIMHBI JasKe ¢ IIOMOLIBIO ITPEIoIaBaTes




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. Bonpochl K 3a4eTy

Ne ConepxaHue Kowme- un
TEHLUs
1 |YT0 Takoe AeIONPOM3BOJICTBO M KAK OHO MOXKET OBITh OPTaHU30BAHO HA MPEANPHITHN? [1K-07 36
2 |YTo Takoe TOKYMEHT M KaKOBa €ro poJib B YIPABIECHUYECKOHN JIeATEIbHOCTH? IT1K-07 36
3 |Yro Takoe yHH(UKAIWS U CTAaHIAPTH3AINS YIPABICHUYECCKUX JTOKYMEHTOB? I1K-07 36
4 |Kaxue Buibl JOKYMEHTOB CYLHIECTBYIOT? I1K-07 36
5 |Yro Takoe OGIaHK TOKYMEHTA U B €M COCTOHT €ro 3Ha4CHHE IPH 0()OPMIICHIH TOKYMEHTOB? I1K-07 36
6 [Kax odopmisercst Yeras npeanpustust? I1K-07 36
7 |KakoBbl 0cOO€HHOCTH 0(hOPMIICHHS IITATHOTO PACITUCAHUS? I1K-07 36
3 KaxkoBsr obmrre mpaBuiia opopMIICHHS pacIOPSIIUTEIBHBIX JOKYMEHTOB: TOCTAHOBIICHHS, PEIICHH, K-07 36
pacnopsKeHus U Ipukasa’?
9 [YTo Takoe mpoToKoI U A7t 4ero oH odopmisieTcs? I1K-07 36
10 |Kakum 06pa3zoM oopMIISIFOTCS TOKJIATHBIC 3aTHCKA? 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 3aHOCSTCS 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 npaBuia opopMICHHUS JOTOBOpA. I1K-12 y8
18 |KakoBbI ITpaBuiia COCTaBJICHUS NPETEH3MOHHBIX JOKYMEHTOB? ITK-12 Y8
19 |Kak npoBoasT 06pabOTKy HOCTYHHBIIHX JOKYMEHTOB? I1K-12 38
20 |Kakue 3Tarsl BXOJST B IPOIIECC KOHTPOJISI CIIOJTHEHUS JIOKYMEHTOB? ITK-12 38
21 |Yro Takoe perucrpanys JOKyMEHTOB U KaKOBA €€ POJb B AEIONPOU3BOACTBE? I1K-12 38
22 |Kak qokyMeHT 6epeTcsi Ha KOHTPOJIb M B KAKOW MOMEHT OH MOXET OBITh CHAT C HEro? ITK-12 38
23 [Yro Takoe neno u kKakuM 00pa3oM OHO GopMupyeTcs? I1K-12 38
24 |Kakas nocyieioBaTeabHOCTh 0hOpMIICHHS 1€ K CAa4e B apXHB? ITK-12 38
25 |TexHomOTHs 3aIUTHI JOKYMEHTHOH HH(pOpMAIIH I1K-12 38

5.3.5. Tembl KypcoBOro nNpoexT (padoThbl) U BONPOCHI K 3a1UTE
He nmpexycmoTpeHno




5.3. MarepuaJbl AJis1 OLEHKH JOCTHKEHUSI KOMIIeTeHIM
5.3.6. Bonipocnbl TecToB

Conepxanue

Kowmne-
TEHIUA

g

Kaxkas cucrema nenonpon3Bo/cTBa HanOosee Y GekTHBHA IS METIKHX MPEAIPUSATHII? IeHTPaTU30BaHHAS
JICLICHTPAIN30BaHHASL

CMeIIaHHAas

(yHKIMOHATBHASL

I1K-07

36

O KakOM IOHATHHU HIET PeUb B CICAYIOMIEM OIPEICICHUN: «[IOBTOPHBII IK3eMIUIpP HOAIMHANKA O(QHIIHAIEHOTO
JOKYMEHTA, UMEIOIINI IOPUAUYECKYIO CHILY»?

MOJJTMHHUK JOKYMEHTa

IyOnmKat JOKyMeHTa

KOTIUSI JOKYMEHTa

BBINKCKA U3 JOKYMEHTa

I1K-07

36

Kakue u3 nepedncieHHbIX HIDKE MOJCUCTEM JOKYMEHTAIMN He SBISIOTCS COCTaBHOM YacThIO CHCTEMBI
OpraHU3aIlMOHHO-PACTIOPAIUTENBHBIX IoKyMeHTOB (OPJI) ?

OpraHU3aIMOHHBIC TOKYMEHTBI

yIpeUTEINBHBIC JOKYMEHTEHI

pacTopsauTeNbHbBIE TOKYMEHTBI

CIIPaBOYHO-NH(POPMAHOHHBIC IOKYMECHTBI

I1K-07

36

Kaxkoii 13 nepeunciIeHHbIX JOKYMEHTOB YCTAHABIMBACT IOPATOK 00pa30BaHus, CTPYKTYPY, QYHKINH, 00S3aHHOCTH
1 OPTaHU3aIHI0 PA0OTHI CTPYKTYPHBIX MOAPAa3IeICHNI MpeAIpUITHS?

ycTaB

MIOJIOKECHUE

UHCTPYKLHS

IIpaBUJIa BHYTPEHHEIO pacnopsiaka

I1K-07

36

Ha kakue U3 nepeunciaeHHbIX JOKYyMEHTOB HE CTABUTCS TPUQ YTBEPIKIACHHS?
HITaTHOE paclHCaHue

ycTaB

yKazaHHe

paBmiIa

I1K-07

36

Kak Ha3bIBaeTCsl JOKyMEHT, B KOTOPOM 3aKpeIlIsIeTCs TOJDKHOCTHOM M YUCICHHBIA COCTaB MPEANPUSITHS C
ykazaHueM (oH/a 3apabOTHOM IaThl?

ycTaB

HHCTPYKIHS

ITaTHOE pacliCaHne

IIpaBIIa

I1K-07

36

Kaxoll peKBU3UT UCNOJIB3YIOT TOJNBKO B MUCbMax?

azpecar

CCBIIKA Ha JaTy U PETHCTPALMOHHBIA HOMEP BXOJSIIETO JOKyMEHTa
OTMETKA O MOCTYIUIEHUH JOKYMEHTA B OPraHU3aIIIO

OTMETKA O HAJIMYMHU NIPUII0KEHUI

I1K-07

36

Ecnm xaxkmast cTpoxa pekBU3HTa OJIaHKAa HAUMHACTCS OT TPAHUIIBI JICBOTO MO, TO TO OJIAHK:
C NIPOJOJIBHBIM PACION0KEHUEM PEKBU3UTOB

C YIVIOBBIM PacCIIOJIOKEHUEM PEKBU3UTOB

C YITIOBBIM (DIarOBBIM PACIIOJIOKECHUEM PEKBH3UTOB

C YIVIOBBIM LIECHTPOBAHHBIM PaCIIOJIOKEHHEM PEKBUZUTOB

I1K-07

36

UYTo U3 MePEeUUCICHHOTO HIKE HE BXO/IUT B COCTAB PEKBH3HTA CIIPABOYHbIC JaHHBIC 00 Opranu3anuu?
TIOYTOBBIN ajipec

HOMep TenedoHa U pakca

VHH

HOMep cyera B GaHKe

I1K-07

36

10

Kaxoll pekBU3UT HUKOI'ZIa HE HCIOIb3YETCA B IUChMAX?
sMOJIeMa OpraHU3alUy WIH TOBapHbIA 3HAK
Ppe30TIOLHs

HAaUMEHOBAHUE BUJA JOKyMEHTa

pETUCTPAllMOHHBIA HOMEp JOKYMEHTa

I1K-07

36




Pexsusut «HanmenoBaHnne Opranu3anuu - aBTopa JOKyMEHTa» YKa3bIBA€TCA Ha OaHKax JOKYMEHTOB IIOJIHOCTBIO B

CICAYIOMINX CIyYasax:
B IIMCbMax

11 [1IK-07 36
Ha BCEX JOKyMEHTax
€CJIM OTCYTCTBYET COKPAILEHHOE HAMMEHOBAaHUE OPraHU3aLuu
Ha BHYTPEHHUX JIOKYMEHTaxX
Maiite onpenenenue hopmyispa-odpasiua:
COBOKYITHOCTb PEKBU3HUTOB JIEJI0OBOI0O MUChMa
12 COBOKyr[HOCTIi PAacCIIOI0XKEHHBIX B OTIPEJIENICHHOH MOCIEe0BATEIFHOCTH PEKBU3UTOB, IPUCYIIIX BCEM JOKYMEHTaM TK-07 36
OIIpeIeJIEHHON CUCTEMBI TOKYMEHTALUN
COBOKYITHOCTH PEKBH3HTOB IIPHUKa3a
COBOKYITHOCTb PEKBU3HTOB aKTa
13 |daToii JOKyMEHTA SIBJISETCS 1ATA €10 ............... I1K-07 36
JlesATeIpHOCTD arnmapara yrpaBJIieH s, 0XBAaTHIBAIONIast BOMPOCH JOKYMEHTUPOBaHHS H OPTraHU3aluy paboThI ¢
JOKYMEHTaMH — 3TO:
14 [moxymeHTannoHHOE 0OecIeUCHNE YIPaBICHUS I1K-07 36
CTaHIAPTHU3ALUS
CHCTEeMa JOKYMEHTAIIH
VYKaXuTe OTIMYUTEIBHOE CBOWCTBO JOKYMEHTA!
KOITMHHOCTD;
15 |ropunudeckas cuna; T1IK-07 36
MHOECTBEHHOCTb;
TOYHOCTb.
Hnpexc nokymMeHTa — 3T0
MOPSAAKOBBIA HOMEP perucTpaluu
16 [MHAEKC CTPYKTYpHOTO NOApasaeNeH s K07 36
mudpoBoe, OyKBEeHHOE MITH KOMOMHIPOBAHHOE 0003HAYCHHE TOKYMCHTA, YKa3bIBAIOIIEE MECTO €r0 COCTABICHHUS H
XpaHEeHUs
HOMep JieJia 10 HOMEHKJIAType Jiel
Komriekc B3anMOyBsI3aHHBIX JOKYMEHTOB, PETIAMEHTUPYIOIINX CTPYKTYPY, 332U, GYHKIIUH TPEATIPHUSTHS,
OpTaHM3AIHMIO ero pabOoTHI; MPaBa, 00S3aHHOCTU M OTBETCTBEHHOCTH PYKOBOACTBA U CIEIHAINCTOB MPEAIPUSITUSI —
T nK-07 | 36
pacIopsITUTENIbHbIE JOKYMEHTHI
ycTaB
CIIPaBOYHO-HH(OPMALMOHHEIE
HasoBute pekBH3NT, HEe BXOSIINI B (POPMYIISIp yCTaBa
Ha3BaHHE OpraHU3aluu
18 |HanMeHOBaHNE MUHUCTEPCTBA MIIH BEIOMCTBA T1IK-07 36
HaMEHOBaHUE BUA JOKYMEHTa
ajzpecar
OpraHu3alOHHbIN JOKYMEHT AJUTEIBHOTO WM TOCTOSIHHOTO CPpOKa JeHCTBUs, B KOTOPOM OIIpeeNICHbl HAy4HO-
TEeXHUYECKHE, (UHAHCOBBIC CTOPOHBI ISSITEIFHOCTH JOJKHOCTHBIX JIUI] — 3TO
19 [MTatHOE pacnncanue K07 36
JOJDKHOCTHASI MHCTPYKLIUS
ycTaB
10JIO’KEHHE
[NonsATHE CTaHAAPTH3ALUH, KaK IESTEIHHOCTU 110 YCTAHOBJICHHUIO MPABHI U XapaKTEPUCTHK B IETAX UX
J0OPOBOIBHOTO MHOTOKPATHOTO MCIOIB30BAHNS, HAIPABICHHOH Ha JOCTIKCHUE YHOPSJOYEHHOCTH B chepax
MIPOM3BOJICTBA M OOpAICHUS, 3aKPEIIICTCS B!
20 |®enepanpHoM 3akoHe PO «O cranmapTH3aim» T1IK-07 36
DenepansHoM 3akoHe PO «O6 nndopmaryu, nHGOpMaTH3ALUK U 3aIIUTE HHOOPMALIUID
OenepanbHoM 3ak0HE PO «TeXHUUECKOM peryupoBaHuN»
DenepasibHOM 3aKoHe PD «O KxoMMepUecKol TaiiHey
CKONBKO uacTell B TEKCTE PACIOPSIUTENbHBIX JOKYMEHTOB?
oJHa
21 |aBe TIK-07 36
TpH

YCThIpC




22

Yo U3 NepevncIIEHHOT0 He YKa3bIBa€TCs B IIEPBOM YaCTU TEKCTa IIPOTOKOIIA?
(aMmTHs, IMS1, OTIECTBO MPECeaTelIs U CeKpeTapsi COOpaHus

Jata coopaHus

CBEJICHUS O IPUCYTCTBYIOIINX

MIOBECTKA JIH

I1K-07

36

23

CkoIbKO gacTel OyaeT B TEKCTE aKTa, COCTABICHHOM 10 HTOTAaM PEBU3NUH, BEISBUBIICH s HAPYIICHIH?
oJHa

JBe

Tpu

4eThIpe

I1K-07

36

24

Kto mognuceiBaeT akt?
PYKOBOIMTENb MPEATIPUATHS
npejceaaTeb KOMUCCUU
TpejaceaaTesb U CeKpeTapb KOMUCCUN
TIpeiceaTelb U YWICHbl KOMUCCHU

I1K-07

36

25

B kaxoif yactu AOKJIaAHOM 3aIMCKH IPUBOJIATCS BBIBOJBI U IIPEJIOKEHHUS O KOHKPETHBIX JEHCTBUAX, KOTOPBIE, IO
MHEHHIO COCTABHUTEIISI HEOOXOAMMO MPEANPHHATE PYKOBOJHUTEINIO B CBSI3H C M3JI0KEHHBIMU (PakTaMu?

B IIEpBOM 4acTH

BO BTOPOI1 4acTu

B TPETHEHN YACTH

9TO 3aBHCHUT OT IIeJIM 3aIIUCKU

I1K-07

36

26

Kaxkoe nonsitue xapakrepusyeT clieyioliee onpeeeHne: «CTaHIapTHBIN JIMCT OyMart ¢ peKBU3UTaMHU,
UICHTHOUIUPYIOIIMH aBTOPa O(QUINAIBHOTO NHCBMEHHOTO IOKyMEHTa»?

MOJJTHHHNK JOKYMEHTa

KOIHS IOKyMEHTa

OIaHK TOKyMEHTa

JyOJIMKaT JIOKyMeHTa

I1K-07

36

27

[aiite onpeneneHue JOKyMeHTa:

MaTepuaabHbINH 00BEKT ¢ HH(pOopMarmeil, 3apUKCHPOBAHHON CO3IaHHBIM YEJIOBEKOM CIOCOO0M, Ul €€ Imepeaadn Bo
BPEMEHU U MPOCTPAHCTBE

COBOKYITHOCTB PEKBH3HUTOB O(HIIHATHHOTO MUChMa

CTaHJapTHOE PACIOJI0KEHHE MaTeprana

TEKCT

I1K-07

36

28

Hpouecc YIOPAA0YCHUA WK PACIIPECACIICHUA TOKYMCHTOB IO KiIaCCaM C LEJIbIO OTPaKCHU OTHOIIEHUM MCXIY
HHUMU U COCTABJICHUS KJ'IaCCPI(I)PIKaL[PIOHHOI?I CXEMBI HA3bIBAKOT .........ccvvvnvnnnn... (B M. Haﬂeme).

I1K-07

36

29

JlokyMeHT, GUKCUPYIOIINI X0 00CYKICHHS BOIIPOCOB U MPHUHATHS PEIICHUH Ha COOpPaHUsX, 3aCEAaHUIX,
COBCINAHUAX U T.IL.:

O00BSICHUTEIbHAS 3aIKCKa

JTOKJIaHAas 3amrcKa

aKT

TIPOTOKOJI

I1K-07

36

30

Ecnu pacniopsiautensHast 4acTh TEKCTa HAUMHAETCS CIIOBAMH “‘00sI3BIBAI0”’, TO 3TO
TIpUKa3

3asBJICHUC

pacnopsikeHue

CIpaBKa

I1K-07

36

31

WudopmanmoHHO-CIIPaBOYHBIA JOKYMEHT, COCTABIIIOMINIICS TPYIIIOH JINI A HOATBEP)KICHHS YCTaHOBICHHBIX
(axToB — 3TO

JOKJIaaHas 3alHucKa

aKT

HPOTOKOI

00BSCHUTEIbHAS 3aIIHCKa

I1K-07

36

32

HasoBure BUIbI JOKIaJHBIX 3aIIUCOK
nH(pOpPMaMOHHEIC, OTYCTHEIC

BHYTpPEHHHE, BHEIIIHUE

OTYETHBIE, BHYTPECHHHE

rHGOPMALMOHHbBIE, OTYETHBIE, BHYTPEHHHE, BHEIIHUE

I1K-07

36




33

HazoBute 1OKYMEHT, HE BXOSIIUN B IPYIITY PACIOPSIUTENbHBIX JOKYMEHTOB
IITaTHOE PaclUCaHUe

yKa3aHue

IIPUKa3

II0CTAHOBJICHUE

I1K-07

36

34

HasoBure pexBU3NT, HEe BXOISIINI B HOPMYIISIp aKTa
HOJIIHCh

TEKCT

azpecar

3aroJIOBOK

I1K-07

36

35

HazoBure uacTu TekcTa mpukasa
KOHCTaTHPYIOIIasi, BBOAHASL
KOHCTaTHPYIOIIasi, paclopsAuTeIbHAs
OCHOBHas, paclopsAUTENIbHAS
BBOJIHAs, OCHOBHAs

I1K-07

36

36

[NepeuncianTe OCHOBHBIEC BHIBI OJIAHKOB

o0muii OMaHK, OTaHK [UIS MHCeM, OJaHK C IPOJOJIBHBIM B YTIIOBBIM PACIIOJIOKECHHAEM PEKBH3UTOB
CYIIECTBYET TOJIBKO OJIAHK C TIPOJIOIBHBIM M YIJIOBBIM PacloIOKEHHEM PEeKBU3UTOB

CYIIECTBYET TOJIBKO OOIIHiA OJTaHK

CYIIECTBYET TOJIBKO OJIAHK JUIS THCEM

I1K-07

36

37

Kakwne nrcema B miporiecce SKCHETUIIMOHHON 00padOTK! HE BCKPBIBAIOTCS, a MIEPEJArOTCs afpecaTy B 3arieyaTaHHOM
Buge?

aJIpeCOBaHHBIE PYKOBOAMUTEIIO MPEATIPUSTHS

MMUChMa C TIOMETKOM «JTHIHOY

aJipeCOBaHHbBIE KOHKPETHOMY CTPYKTYPHOMY MOPa3/IECICHUIO

MHICHhMa 3aKOHOAATENIBHBIX U NCIIOJTHUTEIHHBIX OPTaHOB TOCYIapCTBEHHOMN BIACTH

I1K-07

36

38

Hcrnons3oBaHue Kakoi perucTpaiioHHONH GOpMBI HE pEKOMEH/TYeTCs JUTsl KPYITHBIX MO pa3Mepy NpeIIpUusITHA?
PETUCTPallMOHHO-KOHTPOIIbHbIE KAPTOUKU

NIEPCOHAIBHBIA KOMIIBIOTED

peTUCTPalOHHbIE KyPHAIIBI

COYETaHHUE )XYPHAILHOH ()OPMBI pETUCTPAIMN U PETUCTPAIIMOHHBIX KAPTOUCK

I1K-07

36

39

B xoJe mpeBapUTENBHOTO PACCMOTPEHUSI HOCTYMHUBIINX JOKYMEHTOB B CIIyXO0€ JeJI0NpOU3BOCTBA IPU OLIEHKE
BaKHOCTH IIOCTYIIUBILIETO IOKYMEHTA HE YYUTHIBACTC:

BaXKHOCTb €T'0 COJEPKAHUS

aBTOPCTBO, T.€. OOIIECTBEHHOE MOJIOKEHHE JINIIA, aBTOPA JJOKYMEHTa, MECTO YUPEHKICHUA-OTIPABUTEIIS B CTPYKTYpe
YIIPaBJICHHUS, POJIb OOIIECTBEHHON OPraHU3alUH B XKHU3HHU 00IIecTBa

BHJ| JOKYMEHTA: 3aKOH, PaCIOPsKEHHE, IMCbMO, OTYET U T. 1.

BIJI TIOYTOBOTO OTNPABJIEHHS: IINCHbMO, OaHAEpPOIIb, TOCHUIKA

I1K-07

36

40

Kakue 13 nmepeyrciaeHHbIX HIDKE MPU3HAKOB HE MCIIOIB3YIOT MPH (HOPMHUPOBAHUH JeI?
HOMUWHAJIbHBIN
IIPEIMETHO-BOIIPOCHBIH

CTPYKTYPHBIN
XPOHOJIOTHIECKUN

I1K-07

36

41

Kakast HoMeHKIaTypa JeJ ABJIseTCS HOPMAaTUBHBIM JOKYMEHTOM U JIOJIXKHA 0053aTENbHO MCIONIB30BaThCS MIPH
OIIPEe/ICIEHUH NIEPEYHs [eN, 3aBOAUMBIX Ha MPeANpUsITU?

TUIIOBasl HOMEHKJIATYypa Aei

IIPUMEpPHasi HOMEHKJIATypa A€

HOMEHKJIATypa A€M NPEANpHUITUsL

HOMEHKJIATYypa JIeJl CTPYKTYPHOIO I10IPa3/1eJICHHs

I1K-07

36

4

JleficTBHE MM COBOKYITHOCTD JICHCTBHIA, IPIMEHSIEMBIX IIPH 3aIUCH HH(POPMAIIUU Ha MaTepHATIBHOM HOCUTEIE —
9TO:

CPE/CTBO JJOKYMEHTHPOBAHUS

CTI0c0o0 TOKYMEHTHPOBAHUS

METO]1 TOKYMEHTHPOBAHUS

I1K-07

36

43

Ecnm mepen OJKHOCTBIO B KOHIIE JOKYMEHTA PYUIKOH CTaBUTCS KOCas YepTa, IPHUITICHIBACTCS «U.0.» U CTABUTCA
IIOJNUCH HE TOTO JINIA, JAHHBIE KOTOPOTO PACIIH(POBAHBI, TO TAKOH JOKYMEHT TEPSIET CBOO ..euvvvreenenen.e. CHILy.

I1K-07

36




44

Kaxue 13 nepeuncieHHbIX HUKE CBEIEHUI HE MOTYT COCTaBIJIATh KOMMEPUYECKYIO TaitHy?
CBEJICHUS O CYIHOCTH N300peTeHHH

OTYEeTHI 0 (PUHAHCOBOI ACATEILHOCTH (PUPMBI

JOKYMEHTHI 00 yIuIaTe HaJIOTOB

JIOTOBOPBI KYIUIU-TIPOJAsKU

IK-12

38

45

JlomkHa M IpeycMaTpUBaTh pa3pelnTenbHas CHCTeMa JOCTYH K KOH(HICHITHANbHOH nHpopManum
JIOJDKHOCTHBIX JIMI] U3 BHEITHUX OPTaHM3aINH, BRIIOIHSIIONIMX COBMECTHYIO pabOTy ¢ OpraHu3anueil rae BBeJCH
PEXKUM KOHPUACHIUATLHOCTA?

HET, HE JOJKHA

Ja, T0IKHA

3aBUCUT OT UHJUBUIYAJIbHOTO PEIICHUS PYKOBOAUTENS, AAaXKE €CIIU 3TO CTABUT IO YTPO3Y CPHIBA BBIIIOJHEHUE
COBMECTHBIX padoT

IK-12

38

46

B xakoM Buze BBIIAETCS pa3pelieHne Ha paboTy ¢ KOH(PHUICHINATBHEIMI JOKYMEHTAMH?
B YCTHOH (hopme

B BUJIC TUCHMa 10 I0YTE

B BH/IC PE30JIIOLIUH

B BUJIC PACIIOPSAUTEIBHOIO JOKYMEHTa

IK-12

38

47

B ciydae opraHmM3aIy CHCTEMBI JOCTYIA K KOH(pUASHINATBHOW HHPOPMAIIUH C COTPYJHUKAMHU U3 APYTUX
OpraHM3aInil Kakue JOKYMEHTHI OyayT C HUIMH MOIIHCAHBI?

JIOTOBOP M 00513aTENILCTBO O HEPA3TIIAIIEHUH

TOJILKO JJOTOBOP

TOJIBKO 0053aTENILCTBO

BCE 3aBHCUT OT HOXKEJIAaHUI PYKOBOIUTENS OPraHU3aLuu

IK-12

38

48

CoctaB 1 00beM CBE/ICHUH, COCTaBILIIOIINX KOMMEPUYECKYIO TaliHy MPeAIpHUATHS, CPOKH KOH(UICHIMAIBHOCTH,
MOPAZOK 3aILUTHI U IOCTYIIA OIPEACTAIOTCA:

PYKOBOJUTENEM CTPYKTYPHOIO IIOApa3AcIcHus,

JCIIOTIPOU3BOIUTETIEM,

PYKOBOIUTENIEM IIPEIIPUSITHUS.

IK-12

38

49

T"apanTuitHOo€ MUCBEMO — 3TO:

JIOKYMEHT, COOOIIAIONIHNI O PUOIMKSHNUH, YCKOPEHHUU, HCTECUCHUN CPOKA UCTIONTHEHHUS KAaKOTO-JTIH0O0 NeHCTBHS
JIOKYMEHT, COJIeprKallluii MpUIJIallieHne Ha MEpOTIpUsTHE

JIOKYMEHT, B KOTOPOM TapaHTHPYETCS OILIaTa BBIMOJHESHHOW PabOThI HITH MPEIOCTaBICHHUE Yer0o-T1100 (paboThl,
TTOMEIIICHUS | T.JI.)

JIOKYMEHT, TIOJITBEP>KIAOIIMY TTOJTYYCHHUE [ICHHOCTEH

IK-12

38

50

Ecmm Bam HCO6XO,[[I/IMO TMPUTITIACUTH OPTaHU3ANUIO UITA JOJLDKHOCTHOC JIMIO HA COBEIIAHUE, BCTPETY, B&I cocTaBute

TMACbMO-TIPUTJIAIICHUC
COIMPOBOAUTEIIBHOC ITUCBMO
TMMCbMO-TIOATBEPIKIACHUE
JOTOBOPHOC NMCbMO

IK-12

38

51

Ecmu Bam HE00X0auMO cOCTaBUTh THChMO, HHYOPMHPYIOIIEE apecaTa O HApaBIeHHH K HEMY PUCHUTAeMbIX
JIOKYMEHTOB, BbI coctaBuTe

COIIPOBOJIUTEIBHOE TUCHMO

MIMCHbMO-yBEIOMJICHHE

MUCbMO-TIOTBEPKICHUE

JOTOBOPHOE IIHUChMO

IK-12

38

52

CKOJIBKO JIET XpaHATCS MPUKA3bI 110 JINYHOMY COCTaBy?
10 met
25 ner
50 met
75 ner

IK-12

38

53

B kakom ciydae TpynoBoii JOroBop XpaHutcs 75 net?

€CJI JOTOBOP CPOUYHBIH

€CJIM OTCYTCTBYIOT IIPUKA3bl MO JUYHOMY COCTABY

€CIIM TIOCIIC YBOJIBHEHHUS PaOOTHUK HE 3a0pall TPYOBYIO KHUKKY
eclii pabOTHUK MOTEPSUT CBOM SK3EMILISIP TPYIOBOTO JIOTOBOPA

IK-12

38




54

Kaxue 13 nepeuncieHHbIX HUKE CBEICHUI HE 3aHOCST B TPYIOBYIO KHUKKY?
(haMmITHIO, IMSL M OTYECTBO PaOOTHHKA

Jata poXKICHUs pabOTHUKA

CBEJCHUS O IpHEME U YBOJILHEHUN pabOTHHKA

BEITOBOPBI, OOBSBICHHBIC PAOOTHUKY

IK-12

38

55

B kakoMm ciyuae Impy BHECEHUM U3MEHEHUH B 3aIIMCU B TPYJOBOM KHIDKKE CTapasl 3allUCh 3a4€PKUBACTCS OQHOM
YEpTOH, IOCIIE YEro AENaeTCsl HOBas 3aIlUCh?

€CIIM 3aIUCh C/IeNIaHa HEMPaBUIBHO

€CIIM M3MEHWINCH CBeJIeHNS 00 00pa3oBaHUH, MPOQECCHH, CIEIHATEHOCTH

ecin N3MEHWIINCh aHKeTHO-Onorpaduueckue 1aHHbIe

€CIIH YBOJIGHEHHE WITH IepeBO/I pabOTHHKA IPU3HAHBI HE3aKOHHBIMU

IK-12

38

56

Korzaa paboTHHKY BBIIACTCS HA PYKH TPYIOBasi KHIDKKA?
3a JIBE HEeJIeN JI0 YBOJIbHECHHUS

3a JICHb JI0 YBOJILHEHUS

B JICHb YBOJIBHCHUS

HAa CIIeTYIONIUH JIEHb MOCJIe YBOJbHEHUS

IK-12

38

57

YTo HY)KHO Ie1aTh, €CIIU ITOCIIE YBOILHEHUS PAOOTHHUK HE 3a0pajl TPYHAOBYIO KHIDKKY?
OTIPAaBHUTh TPYAOBYIO KHIDKKY ITO TIOYTE Ha JOMAIIHUI aJipec pabOTHUKA

OTIPaBUTH PAOOTHHUKY YBEIOMIIEHHE O HEOOXOIUMOCTH SIBUTHCS 32 TPYIOBON KHIKKON
XPaHUTh TPYAOBYIO KHIKKY B OTZeJIe KagpoB 75 Jer

XPaHHUTh TPYAOBYIO KHIDKKY 5 JIET, 8 IOTOM YHUYTOXKHUTD

IK-12

38

58

B KakoM K3 MepeyrCIIeHHBIX HIKE JIMYHBIX JOKYMEHTOB YKa3bIBAIOTCS CBEJCHHSI 00 OTHOIICHHN K BOUHCKOM
00s3aHHOCTH?

B 3aSBJICHUH

B aBTOOHMOTpadun

B pE3IOME O TPYAOBOI IEATENIbHOCTH

B JIOBEPCHHOCTH

IK-12

38

59

Kaxk Ha3bpIBaeTCS JOKYMEHT, COAEPKAIINIT KPATKOE OIMCAHUE B XPOHOJIOTHYECKOH MOCIEA0BATEIFHOCTH OCHOBHBIX
9TAMOB JXU3HU U ASSATEIFHOCTH JAHHOTO JHIa?

3asIBIICHHE

aBToOHOTpadust

aHKeTa

JIYHAS. KapTOUKa pabOTHHKA

IK-12

38

60

Kakoe NoHsTHE COOTBETCTBYET CIEYIOIIEMY ONPEAEIICHUIO: KYCTaHOBJICHUE eJMHO00pasus cocrasa u Gopm
YHPaBIEHYECKHX JOKYMEHTOB, CO3/1aBaEMbIX IIPH PEIICHUN OJHOTUITHBIX yIPABICHYSCKUX (QYHKINID?
YHUDHUKAIAS

CTaHIAPTH3aINA

aBTOMATH3AIHS

LICHTPAIN3aLHS

I1K-07

36

61

HecpouHbiME Ha3bIBAIOT JOKYMEHTBI, KOTOPBIE:

He TpeOYIOT OBICTPOTO UCTIONHEHHUS

HE UMEIOT CPOKOB UCHIOITHEHHS

MOYKHO IePeaTh UCIIOIHUTEISIM 0€3 PACCMOTPEHUS PYKOBOIUTEICM
HE OrPaHMYEHHOTO CPOKA XPaHCHHS

I1K-07

36

62

Uro U3 NepedncIeHHOTO HIDKE He OTHOCHUTCA K BUAAM JJOKYMEHTOB, KITaCCH(HIUPYEMbIM IT0 CPOKAM XpaHEHHS?
MIOCTOSIHHOI'O XPAHEHUS

JIOJITOCPOYHOI'0 XPaHECHHUS

CPEIHECPOUHOIO XPaHEHUs

KpPaTKOCPOYHOI'O XpaHEHUs

I1K-07

36

63

Kaxoll U3 nepedncieHHbIX HUXKE JOKyMEHTOB U3al0T BBICIIME U HEHTPAIbHbBIE OPIaHbl KOJUIETHAIbHOIO
YIIPaBJICHUS B IETIX pa3pelIeHis Hanooee BaXHBIX 3314, CTOSAIINX Iepe/l JaHHBIMH OpraHaMu?
IIOCTAHOBJICHUE

pacnopsKeHue

yKa3aHue

IIPUKa3

I1K-07

36




64

Kaxk Ha3pIBaeTCs JOKyMEHT, COAEPKAIINIL 3aNICh X0a 00CYKCHUS BOIIPOCOB U MIPHUHSITHUS PEIICHHI Ha COOpaHNUIX,
3acefaHnsX, COBCIAHUAX, KOH(PEPEHITHAX, IEIOBBIX BCTpedax?

aKT

IIPOTOKOJI

IPUKa3

JIOKJIa/IHAsl 3aIIUCKa

I1K-07

36

65

OCHOBHBIC YaCTH TEKCTa IMPOTOKOJIa
KOHCTaTUpyrouas, BBOAHAsA
OCHOBHas, pacriopaanuTeiibHas
KOHCTaTUpyromas, paCiopsanuTe/ibHas
BBOAHAaA, OCHOBHAA

I1K-07

36

66

JloKyMeHT, BOCIPOM3BOAAIINIT HH(DOPMAIHIO APYTOro JOKyMEHTA U BCE €r0 BHEITHHE IIPU3HAKH Ha3BIBACTCS:
BTOPUYHBIN

BU3YaJIbHBII

KOIMSA

BBIIHCKA

I1K-07

36

67

Kaxoe moHsiTue COOTBETCTBYET ONpPEACIICHHIO: «CUCTEMAaTU3UPOBAHHBIN MEPEUEHb 3aBOIMMBIX B OPTaHU3aIUH JIEN C
YKa3aHUEM CPOKOB UX XPaHEHUs»?

OMMCH JIeJT AJIS Iepeiav UX B apXUB

HOMEHKJIaTypa Je

aKT 3KCHEPTU3bI LIEHHOCTH T0KyMEHTOB

BHYTPEHHSISI ONIKMCh IOKYMEHTOB JIeJia

I1K-07

Y6

68

Uro U3 MepedncIeHHOT0 He OTHOCHUTCS K 3TanaMm Iporecca opopMIICHHS Ael IS Iepeladl UX B apXuB?
HyMepauus JUCTOB Aella

COCTaBJIeHHE BHYTPEHHEH OMUCH JOKYMEHTOB JIena

odopmieHne 00JI0XKKH Aema

ohopMIIeHHEe HOMEHKJIATYPBI JIelT

I1K-07

Vo6

69

Kaxk Ha3pIBaeTCs JOKyMEHT, 00€CIIEINBAIOIIIH HCIIOTHEHHE U3JI0KEHHBIX B HEM 0053aTeIbCTB?
MUCbMO-IIOITBEPKICHUE

JUPEKTUBHOE TTHCHMO

rapaHTUHHOE TUCbMO

peKJIaMallHOHHOE MTICbMO

IK-12

V8

70

Ha xakue nrcpMa cTaBUTCS IeYaTh?
COINPOBOJIUTENbHBIE TUChbMA
JUPEKTUBHBIC NMHCHMA
rapaHTUHHbIE TUCbMA
peKJIaMHbIE THChMa

IK-12

V8

71

Jnst KaKuX BUAOB IOPUANIECKHUX JHI] B KAUECTBE YIPEIUTEIBHBIX JOKyMEHTOB HEOOXOAUMEI YCTaB
YUPEIUTENbHBIN OTOBOP?

aKIHOHEPHOE O0IIECTBO

00IIECTBO C OTPaHUYEHHONW OTBETCTBEHHOCTHIO

KOOIIepaTHB

IIOJTHOE TOBAPHIIIECTBO

IK-12

V8

72

YTo HEe OTHOCHUTCS K criocobaM obecrieueHus 0053aTeNbCTB, T. €. JOTOIHUTEIBHBIM MepaM UMYIIECTBEHHOTO
BO3/ICUCTBHS Ha BUHOBHYIO CTOPOHY, KOTOPBIE YKa3bIBalOTCs B JOroBope?

HeyCcToMKa

3aj10r

KOH(HCKAIII IMYIIECTBA

TIOPYYHUTENILCTBO (TaApaHTHsI)

IK-12

v8

73

Kakue u3 nepedncieHHbIX HIDKE CBEICHUI HEe YKa3bIBAIOT B CEPTH(UKATE COOTBETCTBHSA?
HaUMEHOBAHUE TOBAPA

HanMEHOBaHME OpraHa M0 CepTU(UKALIH, ero afpec U TenedoH

HAaUMEHOBAHUE BUJA CBIPbS, U3 KOTOPOI'O IPOU3BEACH TOBAP

HOPMATHUBHBIE JIOKYMEHTBI, B COOTBETCTBUHU C KOTOPBIMHU IIPOU3BEJCH TOBAP

IK-12

V8

74

Ecnu osiHa 13 cTOPOH HapyIIMIa yCIOBHS IOTOBOPA, TO TIOCTPaiaBIliasi CTOPOHA!
oOparaercst B apOUTPaXKHBIH Cyx

HaNpaBIsieT BUHOBHOM CTOPOHE MHCHMO-TIIPETECH3UIO

oOparaercs B apOUTPaXKHbIH Cy1 1 OJHOBPEMEHHO HAIMPABIISIET TUCHMO-TIPETEH3HIO
HanpaBJsieT IMCbMO-TIPETEH3HIO B OOIIECTBO 110 3allUTe [IpaB noTpeduTeneit

IK-12

V8




75

Ecnu Bam HeoOx0auM0 TIpeIbIBUTH IPETECH3UN MapTHEPY, BeI cocTaBuTe
JIOTOBOPHOE MUCEMO

NH(OPMALOHHOE HCHMO

COIIPOBOJUTEIBHOE IUCEMO

MTHICHhMO-IIPETEH3HUIO

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 Homepa
BOIIPOCHI K
Kon Coneprxanue p
3a4eTy

[TK-07 CriocoGHOCTh HacTpauBaTh, IKCIUTyaTHPOBATH U CONIPOBOXKAATH HHYOPMAIIMOHHBIE CUCTEMBI U
CEPBUCHI

36 OCHOBBI JICJIONPON3BOJICTBA 1-11

Vo6 HCIOJIb30BATh MTPABHJIIA JIETONPOU3BOICTBA 12-15

H7  [pabotsl ¢ jokymeHTamu

IK-12 Cnoco6eH 3¢ ¢GeKTHBHO B3aUMOIEHCTBOBATD C CYyObEeKTaMu NPO(ECCHOHATBHBIX KOMMYHHKAIMH
38 OCHOBBI OpTaHN3aIHH JIIIOTPON3BOJICTBA 19-25
Y8  |ocylecTBIsATh KOMMYHHKAIIMOHHBIC B3aHMO/ICHCTBHSI 16-18

H10 JobGecrieyenus B3auMOACHCTBYS ¢ CyOBEKTaMH NPO(eCcCHOHATBHBIX KOMMYHHKALIH




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 | 3amauu AJs
BOIIPOCHI
Kon Conepxanne YCTHOTO | HPOBEpPKU
TECTOB
ompoca HaBBIKOB
ITK-07 CriocoGHOCTE HaCTPanUBaTh, IKCILTYaTHPOBATh U COIPOBOXKIATH HH(POPMAIMOHHBIE CHCTEMBI U CEPBUCHI

36 |OCHOBBI IETIONIPOU3BOJICTBA 1-43, 60-66 1-8

Y6 |ucmoss30BaTh NpaBHiIa AEJIOIPOU3BOICTBA 67-69 9-15

H7 |paboTsl ¢ TOKyMEHTaMHU 1-5,11, 12

IIK-12 Cnoco6eH 3¢ hekTHBHO B3aMOEHCTBOBATD C CyObeKTaMH MPO(PECCHOHATFHBIX KOMMYHUKAITHN

38 |OCHOBBI OpraHM3aIINH JICTONIPOU3BOJICTBA 44-59 17-24

Y8 |ocymiecTBIsATE KOMMYHUKAIIMOHHBIE B3aNMOACHCTBHS 69-75 13-15
H10 |oGecriedenust B3anMOJCHCTBHSI ¢ CYOhEKTaMH MPOPECCHOHANBHBIX KOMMYHHKAIH 6-10




6. YueOHO-MeTOANYECKOE 00ecIeueHre JUCIUIIIHHBI
6.1. Pexomenagyemas iureparypa

Bubnuorpadmyeckoe omrcanue

Bun u3nanus

BrikoBa T. A. JlokyMeHTalMOHHOE 0OCCIICUCHUE YIIPABICHUS (IEIONIPOU3BOJICTBO) [IIEKTPOHHEIN pecypc]:
VYuebnoe mocodue / T. A. beikosa, T. B. Ky3nernosa, JI. B. Cankuna - Mocksa: OOO "HayuHo-u3naTeabCKuit
nentp MHOPA-M", 2023 - 304 c. [DU] [DBC 3nanuym| URL:
https://znanium.com/catalog/document?id=419112

YuebHoe

Kupcanosa M. B. CoBpemMeHHOE IeTOPON3BOICTBO [3IEKTPOHHBIN pecypc]: Yuebnoe mocodue / M. B.
Kupcanosa - Mocksa: OOO "Hayuno-usnarensckuil nearp MHOPA-M", 2020 - 312 c. [DU] [9BC
3uannym] URL: https://znanium.com/catalog/document?id=372474

YuebHoe

PaznmopoxHblit A. A. JIokyMEHTHPOBaHKE YIPABICHYESCKON IEATEILHOCTH [3JIEKTPOHHBIN pecypc]: YuebHoe
nocobue / A. A. Pazmopoxusiii - Mocksa: OOO "Hayuno-uznarensckuii nearp MHOPA-M", 2018 - 304 c.
[OU] [OBC 3uanuym] URL: https://znanium.com/catalog/document?id=328873

YuebHoe

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

YuebHoe

Jlenonpou3BoJICTBO [DIEKTPOHHBIN pecypc]: METOANYECKHE YKa3aHHs 10 OCBOCHUIO TUCLUIUINHBI U AJIS
CaMOCTOSTEIbHOM paboThl 00y4aroNMXcs Mo HanpasiaeHuto noaroroBku 09.03.03 "TpuknagHas
napopmaTuka" npoduis MoAroToBkH «MH(pOPMAIIMOHHBIE 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

WudopmalmoHHbIe TEXHOJIOTHN B YIPABICHUH U YKOHOMHEKE: JKypHAII JUISl IyOIUKAI[NX HayqIHO-
HCCIE0BATEILCKUX PA0OT / YupeauTens | Y XTHHCKUH TOCyJapCTBEHHBIH TEXHUUECKHI YHUBEPCUTET - YXTa
Pecnyonuka Komu: YXTHHCKHIT TOCYAapCTBEHHBIH TeXHIUecKkuid yHuBepcuteT, 2020 [O1] URL:
https://www.elibrary.ru/contents.asp?titleid=56922

[Iepuoanueckoe

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

OnexTpoHHas 6ubnmorexka 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

HanMeHoBaHWE TIOMEIEHUH JUIS TPOBEICHUS BCEX BHIOB
y4eOHOM NEesITeNbHOCTH, MPEIYCMOTPEHHON y4eOHBIM IIAHOM, B
TOM 4HCJ€ TOMEIIEHUS [yl CaMOCTOSITENbHOW padoThI, C
yKa3aHWEM TIepeYHs OCHOBHOTO OOOpyHOBaHWA, Yy4eOHO-
HAIJSITHBIX ~ MOCOOMIT M WCIONB3yeMOro  MpOrpaMMHOTO
obecreYeHHs

Anpec (MecTomnosnoKeHue) TOMEIIeHU I JUTSE
NPOBEICHUS BCEX BHIOB YYeOHOH JIEATCIHHOCTH,
MPEeoyCMOTPEHHOW  y4eOHBIM IUTaHOM (B Cilydae
peanmzaiu 00pa3oBaTEIBHOW NPOrPaMMBI B CETCBOM
(dbopMe OTIONHUTENBHO YKa3bIBAC€TCSI HAWMEHOBAHHE
OpTaHM3alMH, C KOTOPOH 3aKIIFOUCH JOTOBOP)

VYueOHast ayqUTOPHs LIS IPOBEICHUS YICOHBIX 3aHTHIA:
KomrutekT yueOHOIT MeOenH, IeMOHCTPalMOHHOE 000PyI0BaHUE
1 y4eOHO-HATIISAHBIe TIOCOOHS: CUCTEMA BUICOCBSI3H,
KOMITBIOTEPHAsI TEXHUKA C BO3MO)KHOCTBIO TIOKITIOUCHUS K CETH
"NuTepHer" 1 oOecneueHneM I0CTyIa B JJIEKTPOHHYIO
HH()OPMAITOHHO-00Pa30BaTENIFHYIO CPEely, HCIONB3yeMOe MPo-
rpamMHoe obecnieuerne MS Windows, Office MS Windows,
DrWeb ES, 7-Zip, MediaPlayer Classic, Aunexc bpaysep/
Mozilla Firefox / Internet Explorer, ALT Linux, LibreOffice,
npe-3eHTAIlMOHHOE 000pyIOBaHHE

394087, Boponexckas obsacts, r. Boponex, yi1.
MuuypuHa,l, a.273

YueOHast ayIUTOPHS AT IPOBEACHUS YIeOHBIX 3aHATHIL:

394087, Boponexckast o6nacts, T. Boporex, yi.

2 |xomIniekT ydeOHOM MebenH, JEeMOHCTPAIOHHOE 000pyIOBaHUE
¥ ’ P Py Muuypuna,l, a.237
U y4eOHO-HATIISTHBIE TOCOOHS:
IMomemieHue A1 CAMOCTOSTENBHOI PabOTHI: KOMIUIEKT y4eOHOU
Mebent, TEeMOHCTPAIMOHHOE 000PYIOBaHUE U YIeOHO-
3 |HarmAmHbe MocoOus1, KOMIBIOTEPHAS TEXHUKA C BO3MOXHOCTBIO (394087, BopoHexckast 00macTsb, T. BopoHex, yiI.

HOAKITIOUeHHUS K ceTu "MHTepHeT" 1 obecrnedeHneM JoCTyma B
3JIEKTPOHHYIO HH()OPMaMOHHO-00pa30BaTeIbHYIO Cpeayp /

Mozilla Firefox / Internet Explorer, AST Test

MuuypuHa,.1, a.122a (¢ 16 mo 18 4.)




7.2. IlporpaMMHOe o0ecrnieueHne

7.2.1. IlporpaMmmHoe odecrnieuyeHue 00IEro HA3HAYEHUS

Ne HazBanue Pasmemenue
1 |Onepammonnsie cucremsl MS Windows /Linux /Pex OC IIK B nokanpHol cetn BIAY
2 |ITakets! oucHbIx mprioxkeruit 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 slokanbHOH cet BIAY
5 |AutuBupycuas 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 |IInardopma onmnaiiH-oO0yuenus eLearning server IIK B nokanpHol cetn BTAY
9 [|Cucrema xommnerorepHoro tectupoanus AST Test TIK B nokanbHo# cetn BTAY

7.2.2. CnenuaJu3upoBaHHOE MPOrpaMMHOe odecrevyeHne

He tpedyercst




8. MexnucuMnjinHapHbie CBA3H

Bzaumocssa3annbie JUCHUILIAHBI

Kadenpa, Ha K0TOpOIi perogaeTcst

[Noanucek 3aBenyromniero

HMCIUILINHA kadenpoit
Kon HasBanue et benp
b1.0.07 Pycckuii s13bIk ¥ KynbTypa peun Pycckoro 1 HHOCTpaHHBIX SI36IKOB e 44 £ f /
/
b1.0.22 MeneKMeHT VYnpasnenus u mapketunra 8 AIIK /{5 Cer ]
E1B.12 CHucTeMBI 3JIEKTPOHHOTO HudopmanmoHHOro 06ecredeHus ’ Ve %4
o JOKyMEHTO00OopoTa MOJIEJIUPOBaHUS arPOAKOHOMUYECKUX CUCTEM 77




[puioxenne 1

Jluer nepuoanyecKux NPoBEpPoOK padoyeii mporpaMmMbl H HHPOPMALHS 0 BHECEHHBIX H3MEHEHHIX

JIOJKHOCTHOE JIHIIO,
MIPOBOJIUBIIIEE TPOBEPKY
®.1.0., 101KHOCTH

Jlata

[MotpebHOCTD
B KOPPEKTUPOBKE YKa3aHUCM
COOTBETCTBYIOIINX Pa3/eNnoB paboueit
IIPOrPaMMBbI

Wudopmaryst 0 BHECCHHBIX H3MCHEHHAX

3aB. kadenpoit

IIpoTtokon Ne 10 ot

Her

E.B. 3akimeBckas Pabouas mporpamMma akTyaIu3HpOBaHa Ha Her
20.05.2024 . 2024-2025 yae6HbIi rox
3a. Kagenpoii Iporokon Nel0 ot Her
E.B. 3akimeBckas 28.05.2025 ¢ Pabouas mporpamMma akTyaIu3HpOBaHa Ha Her
e ) 2025-2026 y4eOHbIi roj
3aB. kadenpoit Her
11 NelO
E.B. 3akimeBckas POTOROA ASTVOT 1 pagouas NporpaMMa aKTyaJn3upOBaHa Ha Her

20.05.2026 .

2026-2027 y4eOHbIH rof
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