MunucTepeTBo ceibekoro xo3siicrsa Poccniickoii @eaepaunu

q’(‘jl(‘pﬂ.’lbll()c Focy/lapcreeHuoce O10/KRCTHOC oﬁpa'zona'rc.u.uoc YUapexjacnuce
BbICIHCIO oﬁpamuamm

«BOPOHEKCKHWH NOCYJAPCTBEHHBIA ATPAPHBIN YHUBEPCUTET
MMEHH UMIIEPATOPA TIETPA I»

YTBEPXIALIO

Jlgkay 3KoHOMHHECKOTO (akyibTeTa

(%/,ZZ): CACH. Yepupix

«18» mous 2025¢-

PABOYASA ITPOT'PAMMA 11O JUCHUIIJIMHE
b1.B./13.02.01 lokyMeHTOBeAeHHE

Hanpasnenue: 09.03.03 [Ipuknannas napopmaTika
[Tpodunb: MabopManmoHHbIE CHCTEMBI U TEXHOJIOTHH B MeHekMeHTe AITK

KBanudukarys BeITyCKHUKA: OaKaaaBp
®dakynbTeT IKOHOMUYECKUHT

Kadenpa Ynpasnenns u mapkerunra B AITK

Pa3zpabotunk paboueit mporpaMmbl: KonoBanosa Ceetiiana HukonaeBna Efi\/
JIOIDKHOCTB: JOLCHT
Y4eHast CTETeHb: KaHIUJAT SKOHOMUYECKUX HAYK
YueHoe 3BaHueE: JIOLEHT
)

P LAOKYMEHT MOZAMUCAH
% DJIEKTPOHHOW MOZAMUCHIO

S €

Ceprugukar: 43B4DE0CAT2CC6C206C103A125B0BBPOHEK-2025
Bnapeney: BopoHuHa AHHa AnekcaHfpoBHa

Dlencreutenen: ¢ 01.10.2025 po 25.12.2026

J




Pabouast mporpamma paspabotaHa B coOTBeTCTBHUM ¢ DenepalbHbIM TOCYAAPCTBEHHBIM
o0pa3oBaTelIbHBIM CTAHAAPTOM BBICHIETO OOpa30BaHHUS IO HANPABICHUIO MOATOTOBKU
09.03.03 IIpuknagnas wuHpopmaTuka (YpoBeHb OakanaBpuaTa) (YTBEPKICH IPHKA30M
MunucrepctBa oOpazoBanus u Hayku PO ot 19 centsadps 2017 Ne 922).

Pabouast nporpamma yTBepikJeHa Ha 3acefaHuu kadeapsl YopasiaeHus u Mapketunra B AITK
(mpoTokoi Nel0 ot 28.05.2025 1..)

3aBenyromuil kadeapoii: £ 7 / /E.B.3aKIHeBCKa$I
(d/z,{-

Pabouas mporpaMMa peKOMEH/IOBaHa K HMCIIOJIb30BaHUIO B YUEOHOM IPOIECCe HA 3aceIaHuu
METOIMYECKON KOMUCCUU IKOHOMHUYECKOTO (hakyibTeTa (mpotokosn Nel0 ot 17.06.2025 1.)

[Ipencenarens METOAMYECKON KOMUCCHH: JL.B. bpsanuea

Penien3enT: HauanbHUK OT/IENa HHGOPMAITMOHHO-KOMMYHHUKAIIMOHHBIX TexHonoruir OO0
"Oou-IIpoa-Xommuur" A.I1. Cyxoenos



Coaepixanue padoyeil MporpaMmmbl

1. OOmias XxapakTEepPUCTUKA JUCITUTUTHHBI
1.1. Llenp MUCIUILUTMHBI
1.2. 3agaun TUCHUILTUHBI
1.3. IIpeaMeT AUCIUTUIMHBI
1.4. MecTo B 00pa3oBaTenbHOM MporpaMMe
1.5. CBA3b ¢ IpyrUMU AUCLUIIIMHAMU
1.6. OcobeHHOCTH peanu3aly JUCUUTUTHHBI TSl HHBAJIHUIOB U JIUI] C OTPAaHUYECHHBIMH
BO3MOXHOCTSIMH 3/I0POBBS
2. [Inanupyemblie pe3ynbTaThl U3YYCHHS] TACIUTITUHBI
3. O0beM TUCTHMILTNHBI ¥ BUIIBI Y9eOHOM paboThI
3.1. Ounas popma oOyueHUs
3.2. 3aounast popma oOydeHHS
4. ConepxaHue AUCIUILIAHBI
4.1. Coneprxanre JUCITUIUIMHEI B pa3pe3e pa3AesioB U MOIpa3/IeioB
4.2. PactipeienieHrie KOHTAKTHON ¥ CaMOCTOSITETILHON pabOThI 110 MoaApaszeiiamMm
4.3.TlepeyeHb TeM U y4eOHO-METOJHUECKOTO 00CCIICUSHHUS ISl CAMOCTOSATEIBHON PaboThI
oOyJaronmxcs
5. @OHJ OLIEHOYHBIX CPECTB
5.1. Dransl GopMUPOBaHUS KOMIIETEHITHA
5.2. llIkansl ¥ KPUTEPHUH OLICHUBAHUS JOCTHXKCHUS KOMITCTCHITHIHA
5.2.1. HIxaisr akaIEeMIIECKUX OICHOK OCBOCHUS TUCIUTLTHHEI
5.2.2. Kputepuu OIEHKH TOCT)KEHUS] KOMIICTCHIINHN B X071 OCBOCHHUS TUCIIUIUIAHBI
5.3. Marepuansl A7 OIIEHKU JOCTYIKEHUST KOMITETEHITUH
5.3.1. Bompocs! k sK3ameHy
5.3.2. 3agaHus K 9K3aMeHy
5.3.3. Bompock! Kk 3a4eTy ¢ OIIEHKOH
5.3.4. Bompocsl K 3aueTy
5.3.5. TembI KypcoBoro mpoekTa (padboThl) U BOIPOCHI K 3aIlATE
5.3.4.1. TembI KypcoBoOro mmpoekra (padboTsi)
5.3.4.2. Bonpockl K 3aIIuTe KypcoBOTO MPoeKTa (paboTh)
5.3.6. Bompocki TecToB
5.3.7. Bompocs! asist yCTHOTO orpoca
5.3.8. 3aganus 1u1g IpoBepKH (POPMUPOBAHNS YMEHUIT U HABBIKOB
5.4. CucteMa OLIEHUBAHUS JOCTHKEHUSI KOMIIETEHIIUI
5.4.1. OneHka TOCTHKEHNSI KOMITETEHIIUN B X0J1€ TOMEXXYTOYHOM aTTeCTaIluN
5.4.2. OueHka TOCTIKEHHS KOMIIETEHIINH B X0/1€ TEKYILETO KOHTPOJIS
6. Y4eOHO-MeTOInYeCKOe U MHPOPMAIIMOHHOE 00eCIICYCHHUE UCITUITITHBI
6.1. PekoMmenryemas mureparypa
6.2. Pecypcel cetu UnTEpHET
6.2.1. DaeKxTpoHHBIE OMOIHOTEYHBIE CHCTEMBI
6.2.2. IlpoeccronanpHbie 6a3bl JaHHBIX U HH(MOPMAIIMOHHBIE CHCTEMBI
6.2.3. CaiiTel 1 HH(pOPMAIIMOHHEIE TIOPTAJIEI
7. MatepuanbHO-TEXHUYECKOE U MPOTPAMMHOE 00ECTICUCHUE TUCITUTUTAHBI
7.1. IlomemeHus A5 BeACHHUS 00pa30BaTENbLHOTO IpoLiecca U 000pyJ0BaHIe
7.2. IIporpamMmHOe obecrieueHne
7.2.1. IlporpammHOe oOecriedeHre 00IIeTo Ha3HAYCHHUS
7.2.2. Cnenuanu3npoBaHHOE IPOrpaMMHOE 0OeCTICUeHHIE
8. MexauciuIuiMHapHble CBSI3H



1. O0mas XapaKTepHCTHKA JHCIUIIJIMHBI

1.1. eab AUCHMNJIMHBI:
M3y4YCHHE JJOKyMEHTa KaK CJI0KHOW MH(DOPMAIIMOHHOM CUCTEMBI, CIOCOO0B JJOKYMEHTUPOBAHUSI, CUCTEM JIOKYMEHTAITUH,
KOMIIJIEKCOB IOKYyMEHTOB, JOKYMEHTHOH KOMMYHHUKAIINH B OPraHU3alUN

1.2. 3agaun IMCHUIJIMHBI:
M3YYCHHE MTOHATHUS «JOKYMEHT», €r0 (DYHKIIMA U TPU3HAKOB, KOMMYHHUKATUBHBIX BO3MOXKHOCTEH JOKYMEHTA;
M3yYCHHE MPaBUJI YHU(PUKAIIMK COCTaBa U ()OpM YIIPaBICHUECKHUX JOKYMEHTOB;

M3y4eHHUe CYNIHOCTH U OCHOB HOPMATHBHO-METOJIUYECKOM 0a3bl AETIOMPOU3BOJICTRA;
M3YYCHHE MTOJCUCTEMbI OPTaHU3aMOHHBIX JIOKYMEHTOB U OBJIQJICHHUE MTpHeMaM UX O(pOpMITCHUS;

HU3YUCHUC MTOACUCTEMBI PACTIOPAAUTCIIBHBIX JOKYMCHTOB U OBJIAICHUC ITPUCMaM UX O(bOpMHeHHH;

HU3YUCHUC MTOACUCTEMbI CHpaBO‘-IHO—PIH(bOpMaL[HOHHBIX JAOKYMCHTOB U OBJIAACHHUC IIPUCMaAM UX O(i)OpMJ'IGHI/ISI;
HU3YUCHUC MTOPpAJKAa IBUKCHUA TOKYMCHTOB B OpraHu3aliun, UX PEruCcTpaiii U KOHTPOJIHU UCIIOJTHCHUS
(bOpMI/IpOBaHI/Ie 3HaHPIﬁ, YMeHI/Iﬁ 1 HAaBBIKOB CUCTEMATU3allUU JOKYMCHTOB U UX XPAaHCHU,

(bOpMI/IpOBaHI/Ie 3HaHHI>i, YMeHI/Iﬁ 1 HAaBBIKOB OpraHu3alnn pa6OTI>I C KOH(I)I/II[eHHI/IaJ'ILHLIMI/I JOKYMCHTaMU.

1.3. [IpeamMeT AMCHUMIHUHBI:
COBOKYITHOCTH JOKYMEHTOB M CHCTEM JIOKYMCHTAIIMH, CBSI3aHHBIX CO Cepoil yIpaBJIeHUs OpraHu3aIueii, CTaHapThI,
MpaBHIIa U TPEOOBAHWSI UX COCTABIICHUS.

1.4. MecTo B 00pa3oBaTeJibHOM NMporpamMmme:
4acTh, HOpMHUpyeMas yIaCTHUKaMK 00pa30BaTEIIbHBIX OTHOIICHUH
DJICKTUBHBIC JUCIUITJIINHBI

1.5. B3auMocCBsI3b ¢ APYrUMH JUCHUINIIMHAMM:
b1.0.07 Pycckwii sI3bIK M KyJIbTYpa pedu

b1.0.22 MenemxMeHT

Bb1.B.11 Cucremsl 3JIeKTPOHHOTO IOKYMEHTO000pOTa

1.6. Oco0eHHOCTH peanu3anuu JUCIHHUILUIUHBI 1JIs1 HHBAJM/IOB M JHI ¢ OTPAHNYEHHBIMHM BO3MOKHOCTSMU 3/10POBbS
Oco0eHHOCTH peaTu3aluy JUCIUILINHEI JIJIsl HHBAJIMIOB U JIMI] C OTPAHMYECHHBIMH BO3MOXXHOCTSIMU 3JI0POBBS
OTIPEETISAIOTCA B MHAUBUYaThHOM MOPSIKE UCXOS U3 cenuduKy 3a00eBaHus U TpeOOBaHMA, yKa3aHHBIX B OCHOBHOU
00pa30BaTeIbHON MporpaMme



2. H.Ha}mpyeMble peE3yJbTAThI U3YUECHUSA TUCIHUIIJIUHBI

Komnerenuus WHauKaTop JOCTIDKEHUS] KOMICTEHIIUH
Kon Coxepxanue Kon Conepxanue
Crnoco6HOCTh HAaCTPaNBaTh, 35 METOJI0JIOTUI0 OpraHU3alMU JOKyMEHT0000poTa
IIK-07 |3kcmmyaTupoBaTh U COIPOBOXKIATH v5 NIPUMEHATH IPABHJIA BEACHUS TOKYMEHTALUH
MH(POPMALOHHbIE CUCTEMBI U CEPBHCHI H6 paboThI C TEXHUUECKOH JOKYMEHTalHeH
CnocobeH 3¢ {exkTHBHO 37 IpaBIa 0QOPMIICHNUS JOKYMEHTOB
IIK-12 |B3auMojeiicTBOBATh C CyObEeKTaMU y7 0JJIep>KUBATh KOMMYHHKAIOHHBIE B3aUMOIEHCTBHS
npodeccnoHaTbHBIX KOMMYHHKAIUI H9 BEJICHUS TOKyMEHTALH




3. O0beM IMCHUIJIMHBI M BUABI Y4eOHOH padoThl

3.1. Ounas ¢popma o0yueHust

Cemectp
Iloxka3zaresn 2 Bcero
OO0m1ast TpyaI0EMKOCTb, 3.€./9 3/108 3/108
OO01ast KOHTaKTHAs paboTa, 4 28,15 28,15
O6mras caMmocTosTenbHas paboTa, 4 79,85 79,85
KonTakTHas paboTta mpu nMpoBeeHUH y4EOHBIX 3aHSATHIA, 28,00 28,00
B T.4. (4)
JIEKIINHU 10 10,00
IPAKTHYECKUE-BCETO 18 18,00
CaMOCTvOHTenLHaﬂ paboTa TIpu TPOBEICHUU YUEOHBIX 71,00 71,00
3aHATHUH, 4
KonTakTHass paboTa mpu MPOBEJCHUU MPOMEKYTOUYHOU
0,15 0,15
aTTecTalluy 00yJarIuxcs, B T.4. (4)
3a4eT 0,15 0,15
CamocTosiTenbHasgs  paboTa MpH  IPOMEKYTOUHOU 8.85 8.85
aTTeCcTalluH, B T.4. (1)
MMOITOTOBKA K 3a4ETy 8,85 8,85
DopMa IPOMEKYTOUHON aTTECTALUU 3a4eT 3a4er




3. O0beM IMCHUIJIMHBI M BUABI Y4eOHOH padoThl

3.2. 3aounas popma 00yueHUs

Kype
Iloxka3zaresn );p Bcero
OO0m1ast TpyaI0EMKOCTb, 3.€./9 3/108 3/108
OO01ast KOHTaKTHAs paboTa, 4 12,15 12,15
O6mras caMmocTosTenbHas paboTa, 4 95,85 95,85
KonTakTHas paboTta mpu nMpoBeeHUH y4EOHBIX 3aHSATHIA, 12.00 12.00
B T.4. (4)
JIEKIINHU 6 6,00
IPAKTHYECKUE-BCETO 6 6,00
CaMOCTvOHTenLHaﬂ paboTa TIpu TPOBEICHUU YUEOHBIX 87,00 87,00
3aHATHUH, 4
KonTakTHass paboTa mpu MPOBEJCHUU MPOMEKYTOUYHOU
0,15 0,15
aTTecTalluy 00yJarIuxcs, B T.4. (4)
3a4eT 0,15 0,15
CamocTosiTenbHasgs  paboTa MpH  IPOMEKYTOUHOU 8.85 8.85
aTTeCcTalluH, B T.4. (1)
MMOITOTOBKA K 3a4ETy 8,85 8,85
DopMa IPOMEKYTOUHON aTTECTALUU 3a4eT 3a4er




4. Copep:xanne TUCIUAILINHBI
4.1. CoaeprxaHue JTUCHHMILUIMHBI B pa3pe3e pa3ie/ioB H NOApa3aesioB
Pasnen 1.
TeOpeTI/I‘{eCKI/Ie 1 METOAUYCCKUE OCHOBBI JTOKYMCHTOBEACHUSA
Tlonpaznen 1.1.
TonsaTHe «IOKyMEeHT», ero GYHKLUH U IPH3HAKH
[onsTne «nHGOPMALUL U TOKYMEHT» B TOKyMEHTOBEIeHUH. Bunsl nokymeHToB. [lonsTre «pyHKINSA
IIOKyMeHTa» 1 UX BHUIBI. HpI/I3HaKI/I HOKyMeHTa. TToHsiTHE «KOMILJIEKC ,Z[OKyMCHTOB)). IOpI/IZ[I/I‘iecKa}I CHJIa
JOKYMEHTA.
Tlonpaznen 1.2.
VHudukanus coctaBa 1 GopM yIpaBIeHIECKHX JOKYMEHTOB

TMousTHs «yHUPUKALUEY U «CTAHAAPTH3AIUI YIPABIEHYECKUX JOKYMEHTOB. [IOHSTHE «CHCTEMBI
JIOKYMEHTAUW». Y HUPUIMPOBAHHBIE CUCTEMBI JJOKYMEHTAIIMK. 3aKOHOJATENIbHAs i HOPMATHBHO-
MeToauYeCKas 0asa.

Tlonpasnen 1.3.
HopmatuBHBIe TpeOOBaHUS K COCTaBY OCHOBHBIX PEKBH3UTOBU HX 0(OPMIICHUIO
IMonsTre «pexBH3UTY». TpeboBaHMs K cOCTaBy PeKBH3UTOB. IIpaBmia oopMiIeHHsS PEKBH3HTOB JOKYMEHTOB.
CxeMsI pactionoxeHust pekBu3nToB. opmysip-obpaser n 6mank gokymenTa. [IpaBuna ohopmieHus
OJIAHKOB TOKyMEHTOB
Paznen 2.
IpaBuna cocraBineHus 1 OPMIICHHS YIIPABICHIECKOH TOKYMEHTAINN
Ilonpaznen 2.1.
Topsmok cocTaBneHust ¥ 0GOPMIICHHUSI OPTaHU3AIMOHHBIX JOKYMEHTOB
[IpaBuia oopmieHs OpraHU3allMOHHBIX JOKYMEHTOB: YCTaB, IITATHOE PAcIHCaHME, IpaBHUIa
BHYTPEHHETO TPYIOBOrO paclopsaKa, IOoJI0KEHHE O CTPYKTYpPHOM MOJpa3AeieHUU IPeaIpHATHs,
JIOJDKHOCTHAsL MHCTPYKIMA PaOOTHHKA.
IMoppaznen 2.2.
INopsnox cocTaBiaeHUs U OQOPMICHUS PACIOPSAUTENBHBIX JOKYMEHTOB
INpaBuna oopMIICHHS PaCTIOPAANUTEIBHBIX JOKYMEHTOB: TIOCTAHOBIICHHE, PEIICHIE, aaCIIOpPsDKEHHE,
yKa3aHHe, TIPUKa3bI IT0 OCHOBHOH JIEATEILHOCTH.
Ilonpaznen 2.3.
Topsmok cocTaBnenust 1 0HOPMIICHHS CHPaBOYHO-HH()OPMAIMOHHBIX JOKYMEHTOB
IMoncucrema HHGOPMALMOHHO-CIIPABOYHBIX JOKYMEHTOB ¥ OCHOBHBIE IIPaBUJIa MX O(QOPMIICHUS: IPOTOKOI,
aKT, CJTyXKeOHbIE 3alUCKH: JOKJIAJAHAs U OOBSICHUTENbHAS, CIIPABKU., JOKYMEHTHI 10 JITUHOMY COCTaBY,
CIIy>KeOHbIE TUChMA.
Pasnen 3.
TexHOI0rUs OpraHu3aIiy JOKYMEHT0000pOTa U pabOThI C JOKYMEHTaMHU
IMonppaznen 3.1.
INopsAnox ABMKEHUS JOKYMEHTOB B OPraHM3aIlMK, UX PETUCTPALUs U KOHTPOJIb UCIIOIHEHUS
[onsTHE TOKYMEHTOOOOPOTA M €r0 OCHOBHBIE 3Tamnbl. PannoHanbHas opraHusaius JOKyMeHTO000pOTa Ha
MPEINIPUATHHA. DKCIEAUIUOHHAsE 00padOTKa JTOKYMEHTOB, MOCTYNAIOIIMX B opranu3anuio. [IpeasapurensHoe
paccMOTpeHHe JOKYMEHTOB. J[BI>KeHHEe TOKyMEHTOB BHYTpHU opranusanuu. OO0paboTka UCTIOMTHEHHBIX U
OTHPAaBIIAEMBIX TOKyMEeHTOB. [Topsanok, mpaBuia, (OpMBI PETUCTPALIMK U HHIEKCALUH JOKYMEHTOB. KoHTposb
3a HCIIOJTHEHUEM JOKYMEHTOB: JTaIlbl H CPOKH.
IMonppaznen 3.2.
CucremaTtu3anus JOKyMEHTOB U UX XpaHEHUE.
OO6mue TpeboBaHMS K CHCTEMAaTU3allMU JOKyMEHTOB 1 (hopMupoBaHHIo Aen. [IpaBuna onpeneneHus IeHHOCTH
JIOKyMEHTOB M JOKYMEHTHOH HH(OPMAINK U YCTAHOBJICHHUS CPOKOB XpaHEHHMS JAe)l. XpaHEHUE JOKYMEHTOB B
OIEpaTUBHOI! edaTeIbHOCTH U popMupoBanue aen. Homenknarypa aen. I'pynnupoBka B fena OTAEIbHBIX
KaTeropuii 1okyMeHToB. [IpaBuia cocTaBneHus 3aroi0BKOB Jiel U 0hOpMIEHHS OOJIOXKKH Jiera.
[Nonstue apxuBa u Buas! apxnudos B Poccuiickoit denepannu. [Ipasuna odhopMiIeHHs A€l ATUTETBHBIX
CPOKOB XpaHEHHUSL.
Tlonpasnen 3.3.
Oprasuzanyst padoThl ¢ KOH(PUISHIMATEHBIMHA JOKYMEHTAMH.
CocTaB 1 HalpaBJICHUS 3aIUTHl JOKYMEHTHOH HH(popMannu. CucreMa 3aiuTel HHOPMAIMU 1
KOH(HIEHINATEHBIX JOKYMEHTOB. TeXHOIOTHS 3alUThl JOKYMEHTHON HH(pOpManuy. 3alnIeHHbIH
JI0KyMeHT0000poT. [Topsiiok paboTh! mepcoHala ¢ KOH(GHIEHINAILHBIMA JOKYMEHTaMU.



4.2. PacnipeniesieHrie KOHTAKTHOM M CAaMOCTOSITeILHOI PadoTHI MO MoApa3aeaiam
Ounas popma 00yueHus

KonTakrHas pabora
Pasnensl, moapasnensl JUCHUIUIMHEL CP

JICKITUN 113

TeopeaneCKne U METOANYECCKHE OCHOBBI JTOKYMCHTOBECICHUSA

[ToHsATHE «TOKYMEHT», er0 QGYHKIIUH U IPU3HAKH 1,0 1,8 5,2
Yuudukanus coctaBa 1 GopM yIpaBIeHIESCKUX TOKYMEHTOB 1,0 1,8 7,2
HopmatnBHBIE TpeOOBaHMSA K COCTaBY OCHOBHBIX PEKBU3UTOBH HX 0()OPMIICHHUIO 1,0 1,8 7.2

IIpaBuia cocrapieHus U 0(ppMIICHHS YIIPABJICHYECKOH JOKYMEHTalluu

Iopstnok cocraBneHns 1 0OPMIICHHS OPTaHI3AMOHHBIX JOKYMEHTOB 1,0 1,8 7.2
Topsmok cocTaBiaeHus: 1 OQOPMIICHHUST PACTIOPSITUTEIBHBIX JOKYMEHTOB 2,0 3,6 14,4
INopsinok cocraBineHUs 1 OPOPMIICHAS CIIPABOYHO-NH(DOPMAIIIOHHBIX JOKYMEHTOB 1,0 1,8 7,2

TexHoJI0rus OPraHu3aluu J0KYMEHT0000poTa U PadoThl C JOKYyMEHTAMHU

Iopsnok IBUXKEHUS JOKYMEHTOB B OpraHU3al|1, UX PETUCTPALUA U KOHTPOJIb UCIIOJHEHUS 1,0 1,8 7,2

CucremaTH3amys JOKyMEHTOB U X XpaHEHHE. 1,0 1,8 7,2

Opranuzarys paboTsl ¢ KOHOUICHIIHATEHBIMA JOKYMCHTaMH. 1,0 1,8 8,4




4.2. PacnipeniesieHrie KOHTAKTHOM M CAMOCTOSITEILHOI PadoTHI 1O MoApa3aeaiam

3aounas ¢gopma o0yueHust

KonTakrHas pabora

Paznensl, moapaznensl AUCHUIUINHBI CP
JIEKIUH 13
Teopernyeckne u MeToqHYeCKHE OCHOBbI JOKYMEHTOBEIECHUS

TToHsATHE «TOKYMEHT», €ro (QYHKIUH U MPHU3HAKH 0,6 0,6 6,4

Yuudukariws coctaBa 1 GopM yIpaBIeHISCKHX JOKYMEHTOB 0,6 0,6 8,8

HopmaTuBHBIE TpeOOBaHHS K COCTABY OCHOBHBIX PEKBU3UTOBH MX O0(POPMIICHHIO 0,6 0,6 8,8
IIpaBuia cocrapieHus U 0(ppMIICHHS YIIPABJICHYECKOH JOKYMEHTalluu

INopsimok coctaBieHNs U 0(OPMIICHHS OPTaHH3AIOHHBIX JOKYMEHTOB 0,6 0,6 8,8

TTopsinok cocraBieHus U 0GOPMIICHHUS PACIIOPATUTEIBHBIX IOKYMEHTOB 1,2 1,2 17,7

[Mopsimok coctaBieHNs 1 O(OPMIICHHS CIPABOYHO-HH(POPMAMOHHEIX JOKYMEHTOB 0,6 0,6 8,8
TexHoJi0rus1 OpraHu3aliu J0KyMEHT0000poTa H PadoThl ¢ JOKYMEHTaMH

[Nopsimok ABIKEHMS JTOKYMEHTOB B OPTaHHU3AIMH, UX PETHCTPANs U KOHTPOJIb HCTIOJTHEHNS 0,6 0,6 8,8

CucremMaTH3aIys JOKYMEHTOB M UX XpaHEHHE. 0,6 0,6 8,8

Opranmzanus padoTsl ¢ KOHQHUICHITHATEHBIMA TOKYMEHTaMH. 0,6 0,6 10,3




4.3. [lepevyeHb TeM U Y4eOHO-MeTOAMYECKOr0 o0ecneuyeHus Il CAMOCTOATEIbHOH PadoThl 00yYarOIMXCcs

Pa3znensl, noapasaens AUCHUIUIMHBL

Y4eOHO-METOIMUECKOE 00ECIIEUEHHE

O06Bem gacos CP

O4dHas | 3a04YHas

TeopeTnllecmle H METOAUYECCKHNE OCHOBBI JTOKYMCHTOBECICHUSA

VmakoBa O. A. JlokymeHTOBeIeH e [JIeKTpOHHBIH pecype]: YuebHoe nmocobue / O.
[NonsATHE TOKYMEHT», €TO (DYHKINH U A. Ymakosa - Mocksa: OOO "Hayuno-n3narensckuii nentp MHO®PA-M", 2017 - 52 6.4
MpU3HAKU 64 c. [OU] [OBC 3nannym]| URL: ! !
https://znanium.com/catalog/document?id=216012
BrikoBa T. A. JlokyMeHTaMOHHOE 00eCIeYeHHEe YIIpaBJIeHUs (AEIONPOU3BOACTBO)
YHudukanus cocrasa u Gopm [anexTponHbIit pecype]: Yuednoe mocobue / T. A. beikora, T. B. Ky3uerona, JI. B. 792 88
YIIPaBIECHYECKUX JOKYMEHTOB Cankuna - Mocksa: OOO "HayuHo-uznarensckuii uenrp MHOPA-M", 2024 - 304 ' !
c. [BU] [DBC 3nannym] URL: https://znanium.com/catalog/document?id=437674
brikoBa T. A. JlokyMeHTaMOHHOE 0OeCIieYeH e YIIpaBJIeHUs (IeTONPOU3BOIACTRO)
HopmartuBHble TpeOOBaHUS K COCTaBY [snexTponHsIii pecypc]: Yuebnoe nocodue / T. A. brikosa, T. B. Ky3nenosa, JI. B. 70 88
OCHOBHBIX PEKBU3UTOBHU UX odopmieHuto [Cankuna - Mocksa: OOO "Hayuno-uznarensckuii nentp MHOPA-M", 2024 - 304 ' '
c. [OU] [OBC 3nannym] URL: https://znanium.com/catalog/document?id=437674
IIpaBuia cocraBieHus M 0ppMIICHUS yIIPABJICHYECKOH JOKyMEHTAUMH
brikoBa T. A. JIokyMeHTalIMOHHOE OOECTICUCHUE YIIPABICHUS
TTopAIOK COCTABIEHIA 1 OhOPMICHHS (menmompon3BOACTBO) [NMEKTPOHHEIH pecype]: YuebHoe mocobue / T. A.
OpFAHM3AIHOHHEIX JIOKYMEHTOB BbrikoBa, T. B. Ky3nerosa, JI. B. Cankuna - Mocksa: OOO "Hayuro- 7,2 8,8
nznarenbekuid neHtp MHOPA-M", 2024 - 304 c. [DU] [OBC 3nanuym]
URL.: https://znanium.com/catalog/document?id=437674
BbrikoBa T. A. JIokyMeHTalIMOHHOE OOECTICUCHUE YIIPABICHHUS
TTopsOK COCTABCHIA 1 0GOPMICHNA (menmompon3BoACTBO) [ANMEKTPOHHEIH pecype]: YuebHoe mocobue / T. A.
PACHOPSHTENBHEIX JOKYMEHTOB brikosa, T. B. Ky3nenoga, JI. B. Cankuna - Mocksa: OOO "Hay4Ho- 14,4 17,7
nznarenbekuid neHtp MH®PA-M", 2024 - 304 c. [OU] [OBC 3nanuym]
URL.: https://znanium.com/catalog/document?id=437674
BrixoBa T. A. JIokyMeHTaMOHHOE O0OECTIedeHIEe YIIPaBICHHS
TTopsiiok cocraBieHus: 1 0OPMIICHUS (menonpou3BoOACTBO) [3MEKTPOHHBIN pecypc]: YueOHoe mocodue / T. A.
CTIPaBOYHO-HH(POPMATHOHHBIX Brixona, T. B. Ky3nernosa, JI. B. Cankuna - Mocksa: OOO "Hayuno- 7,2 8,8
JIOKYMEHTOB nzparenbekuit ueHTp MHOPA-M", 2024 - 304 c. [DU] [OBC 3nanuym]
URL.: https://znanium.com/catalog/document?id=437674
TexHoJi0rus1 OpraHu3alu J0KyMeHT0000pOTa H PadoThl ¢ JOKYMEHTaMH
TTOPSIOK JBIKEHHS JOKYMEHTOB B Kupcanosa M. B. CoBpemeHHOE /1eJI0ITPOU3BOICTBO [JIEKTPOHHBIH pecypc]: §
YuebHoe mocobue / M. B. Kupcanosa - Mocksa: OOO "Hay4yno-u3naTenbekuit
OPTaHH3AIIH, HX pErUCTPALHA 1 nertp UHOPA-M", 2020 - 312 c. [31] [IBC 3uannym] URL: 7.2 8.8
KOHTPOJIb HCTIOHEHHA https://znanium.com/catalog/document?id=372474
KupcaHOBa M. B. COBpeMeHHOG AEJI0NPOU3BOACTBO [BHQKTPOHHBIP’I pecypc]:
CucremaTHu3anus JOKyMEHTOB U HX YuebHoe mocobue / M. B. Kupcanosa - Mocksa: OOO "Hay4yno-u3naTenbekuit 70 88
XpaHeHue. ueurp MHOPA-M", 2020 - 312 c. [DU] [DBC 3uannym] URL: ! !
https://znanium.com/catalog/document?id=372474
Kupcanosa M. B. CoBpemMeHHOE 1€/I0ITPOU3BOACTBO [IEKTPOHHBIH pecypc]:
Opranun3zanus paboTsI C VYuebnoe mocodue / M. B. Kupcanoa - Mocksa: OOO "Hay4Ho-u3naTensckuit 84 103
KOH(PHICHITUATLHBIME JTOKYMEHTAMH uearp MH®PA-M", 2020 - 312 c. [OU] [ObC 3nannym] URL: ! !
https://znanium.com/catalog/document?id=372474
Hroro 71,0 87,0




5. ®oH1 OLIEHOYHBIX CPEACTB
5.1. dTtansl hopMupoBaHUS KOMIIETEHINH

Komnerenuuu u U/

P as31CJibl, IMoApa3acyibl JUCIHTUILIMHBI

ITK-07 TIK-12
Teopernueckue 1 MeToqUYECKHE OCHOBBI JOKYMEHTOBeIeHHS
IonsATHE «TOKYMEHT», €r0 (QYHKIUH U MPU3HAKH 37
YHn¢uxarws cocraBa ¥ GopM yIpaBICHIECKIX JOKyMEHTOB V5 37, H9
HopmaTuBHBIE TpeOOBaHHS K COCTABY OCHOBHBIX PEKBU3UTOBH MX O(POPMIICHUIO 37
IIpaBuiia cocTaBeHns U oppMIICHHS YIPABJIEHIECKOH TOKYMEHTAIIMHA

TTopsiok cocraBieHus U 0(hOpMIICHHS OpraHU3aMOHHBIX IOKYMEHTOB 37, Y7, H9
Iopsimok cocTaBieHNs 1 OOPMIICHHST PACTIOPSAUTETBHBIX JTOKYMEHTOB 37, Y7, H9
TTopsimok cocraieHus U 0HGOpMIICHHS CIPABOYHO-MH(DOPMALIMOHHBIX JOKYMEHTOB 37, Y7, H9

TexHoJsorusa OpraHu3anuu ZlOKyMeHTOOGOpOTa Hu paﬁOTbl C JOKYMEHTaAaMH

Tlopsimok ABM>XEHHS TOKYMEHTOB B OpraHU3ally, UX PETUCTPaALUs U KOHTPOIb UCTIOJHEHUS 35, Y5, Ho
CucreMaTu3anus JOKYMEHTOB U UX XpaHEHUE. 35, V5, H6
Opranmzarys padoTsl ¢ KOHQHUICHITHATEHBIMA TOKYMEHTaMH. 35, H6




5.2. lIkanbl 1 KpUTEPUN OLIEHUBAHUSA JOCTHKEHUs] KOMIIETeH M i

5.2.1. lllkajapl akageMH4€CKHX OLEHOK OCBOCHHS JUCIHUIIIHHBI

Bup onienku OneHkn

HEYIOBJICT- YAOBJIETBO-

AkaneMuueckast OIleHKa 10 4-X OaJUTbHOM 1IKae XOPpOILIIO OTJINYHO

BOPUTEIIBHO PUTEIIBHO

Bup onenku OueHkHn

AxanemMuyeckast oIleHKa 110 2-X OaJILHOM IIKaje HE 3a4€THO 3a4TEHO

5.2.2. KpnTepml JOCTHKEHUSA KOMIIETEHIMIA B X0€e 0CBOEHUS JUCHMILIMHBI

Kpurepun onieHku Ha 3auere

OrneHka, ypoBeHb

Omnucanne KpuTepruen

3a4TeHo, BRICOKUHN

CTyZ[eHT BBITIJIOHWJT BCC 3alaHusA, IPECAYCMOTPCHHBIC nporpaMMoﬁ, oT4HTaICA 00
UX BBIIIOJHCHNHU, NEMOHCTPUPYSA OTIUYHOC 3HAHHMEC OCBOCHHOTO Mare€puaia u
YMEHHUE CaMOCTOATEIIbHO peIIaTh CJIOKHBIC 3a1a4i AUCIUIIIMHBI

3auTeHO, IPOIBUHYThIH

CTyIeHT BBIIUIOHWI BCE 3aJaHMs, IPELyCMOTPEHHbIE IPOTPaMMOM, OTUUTAIICS 00
WX BBIMOJHEHUH, IEMOHCTPUPYS XOpollee 3HAaHHE OCBOCHHOTO MaTepuaia Hu
YMEHHE CaMOCTOSITEIbHO PEIaTh CTAHAAPTHBIE 331a4 TUCLIUIIMHbI

3a4TeHo, MOPOTOBBIH

CTy,I[eHT BBITNIOHWJT BCC 3alaHusd, IPEAYCMOTPCHHBIC HpOI‘paMMOI\/‘I, oTyuTaics oo
HX BBIIIOJIHEHHUHU, ACMOHCTPUPYS 3HAHUE OCHOB OCBOCHHOI'O MaTcpuraia 1 YMCHHC
peuiaTth CTaHAAPTHBIC 3aa9r AUCHUINIMHBI C IIOMOIIBIO IPETIOAaBaTECIIA

He 3auTeHo, KOMIETEHIIUH HE
OCBOCHBI

CTy,HeHT BBIIUIOHWJI HEC BCC 3aJlaHus, NPECAYCMOTPCHHBIC HpOFpaMMOﬁ WK HE
OTYMTAJICSA 00 UX BBIINIOJIHCHHHU, HE IMOATBCPKAACT 3HAHUE OCBOCHHOT'O MaT€puaja
1 HC YMCCT pCIIaTh 3ala4y AUCHHUIIMHBI JAXXKC C TOMOIIBIO MTPCIIOAaBaTCIIA




5.3. MarepuaJibl 1Ji51 OlEeHKH TOCTUKEHUS KOMIIeTeHIM I
5.3.1. Bonipochl K 3K3aMeHy
He npexycmotpeno

5.3.2. 3aganus K 3K3aMeHy
He npenycmoTpeno

5.3.3. Bonipocsl k 3a4eTy ¢ OLICHKOI
He npenycmoTpeno



5.3.4. Bonipochl k 3a4eTy

Kowmrme-

No ConepxaHue na
TEHIIUS
1 [Yto Takoe nenonpon3BOACTBO M KAK OHO MOXKET OBITh OPTraHU30BAHO HA MPEINPUATHN? ITK-12 37
2 [Yrto Takoe JOKYMEHT M KaKOBa €r0 POJb B YIIPABICHUECKOH ACATEIEHOCTH? I1K-12 37
3 |Yro Takoe yHH(DUKAIMS ¥ CTAaHIAPTH3ANNS YIIPABICHUYECKUX TOKYMEHTOB? ITK-12 37
4 |Yro Takoe JOKyMEHT U KaKOBa €r0 POJIb B YIIPABICHYECKON NESTEIBHOCTU? IK-12 37
5 |Kakue Buapl TOKyMEHTOB CYIIECTBYIOT? ITK-12 37
6 [Yrto Takoe OaHK JOKyMEHTa M B Y€M COCTOHT €T0 3HAYEHHE P 0(hOPMIICHIH JOKYMEHTOB? I1K-12 37
7 |Yro Takoe popmyisip-obpaser] JokymeHTa? ITK-12 37
8 [Kax odopmisercst Veras npexnpusitust? I1K-12 37
9 |Kak odopmisiercs [Tonoxenne u MHCTpYKINA? ITK-12 37
10 |KakoBEI 0COOEHHOCTH O(OPMIICHHS IITATHOTO PACIHCAHHUS? I1K-12 37
11 |Kakum o6pazom odopmisieTcst MprKa3 N0 OCHOBHOM eI TETbHOCTH? ITK-12 37
12 Kakoss! 061mue mpaBmina o(opMIICHHS pacIiOPSIIUTEIBHBIX JOKYMEHTOB: TOCTAHOBJICHHS, PEIIICHHUS, K-12 37
pacropsbKeHus! U puKasza?
13 |Yto Takoe mpOTOKOII U IJIs 4eT0 OH odopmisieTcs? I1K-12 v7
14 |Kakum 06pazom ohopMIISIOTCS TOKJIaIHbIC 3aITUCKU? ITK-12 Y7
15 |Yto coboii nmpeacTaBIseT TPYIOBOI JOTOBOP M KaKWE CBEICHUS OH COJEPIKHUT? IK-12 37
16 |B gem ocobeHHOCTH 0GhOpPMIICHHS IPUKA30B 10 JHIHOMY COCTaBy? IK-12 37
17 |Kakue cBeeHUSI 3aHOCSTCS B TPYIOBYIO KHIDKKY M KaK 0(OPMIISTIOTCS 3aIIUCH B HEH? I1K-12 37
18 |Kakum 06pa3oM BHOCSTCS H3MEHECHHUS B 3aIIMCH B TPYAOBOM KHIDKKE? IK-12 37
19 |Kaxkoii mopsiox (opMHUPOBAHHS M BEICHUS JIMIHOTO jiena? I1K-12 37
20 [YTo coboii mpeacrapisieT CiaykeOHOE THChMO? I1K-12 y7
21 |Bugpl 1 mpaBuia oopMIIeHHUS JOTOBOPA. I1K-12 v7
22 |KakoBbl mpaBuiaa 0QOPMIICHHUS CITY)KEOHBIX THCEM? I1K-12 y7
23 |Kak npoBojiT 06pabOTKy HOCTYNHBIINX JOKYMEHTOB? I1K-07 35
24 |Kakue sTanbl BXOAAT B MPOIECC KOHTPOJIS UCITOJHEHUS TOKYMEHTOB? ITK-07 35
25 |Yro Takoe perucTparys JOKYMEHTOB M KAKOBa €€ pOJb B JIEIONPONU3BOJICTBE? I1K-07 35
26 |Kakue cyIiecTBYIOT THIIBI PETHCTPAIIMOHHBIX YIETHBIX (hopm? ITK-07 35
27 |Kak moxymeHT OepeTcst Ha KOHTPOJIb M B KAKOH MOMEHT OH MOXET OBITh CHAT C HeTro? I1K-07 Y5
28 |YTo Takoe nemo u KakuM 006pazom oHO opMupyetcs? I1K-07 Y5
29 |Kakas mociemoBaTeIbHOCTh 0hOpMIICHHS e K cjade B apXuB? I1K-07 Y5
30 |TexHOJOTHS 3aIKUTHI JOKYMEHTHOM HHMOpMAIU TIK-12 38

5.3.5. Tembl KypcoBOro npoexT (padoTbl) U BONPOCHI K 3alI[UTE
He npexycmorpeno




5.3. MarepuaJbl AJis1 OLEeHKH JOCTHKEHUSI KOMIIeTeHIU
5.3.6. Bonpochbl TecTOB

Conepxanue

Kowmne-
TEHIUA

na

Kakas cucrema aenonpon3BocTBa Hanboee 3QGEKTHBHA U MEITKUX TPEATIPUATHIA? IIEHTPAITN30BaHHAS
JICICHTPaTN30BaHHASL

CMeIIaHHas

(hyHKIMOHAJIbHAS

IK-12

37

Kakoe noHsTHE COOTBETCTBYET CICAYIOIEMY OIPEIENICHUIO: «YCTAHOBJICHHE SIMHO00Pa3us COCcTaBa U popm
YIIPaBIEHYECKUX IOKYMEHTOB, CO3aBaeMbIX IIPH PEIICHUH OJHOTHITHBIX YIPABICHICCKUX (PYHKIIHN»?
yHU(DUKaLUs

CTaHJIApTH3ALHUS

aBTOMATH3aLHS

LEHTPATN3AHS

IK-12

37

HecpouHbIME Ha3bIBAIOT TOKYMEHTHI, KOTOPEIE:

He TpeOYIOT ObICTPOro UCIIOTHEHHS

HE UMEIOT CPOKOB UCTIOTHEHHS

MOYXKHO NepeaTh UCIIOMHUTEISIM Oe3 pacCMOTPEHUS PYKOBOIHUTEIEM
HE OIPAHUICHHOTO CPOKA XPAHEHUSI

IK-12

37

Uro 13 mepeuncIIeHHOTO HI)KE He OTHOCUTCS K BHJIaM JJOKYMEHTOB, KJIaCCH(HUIUPYEMbIM TI0 CPOKaM
XpaHeHus1?

MTOCTOSTHHOT'O XPaHEHHUSI

JIOJTOCPOYHOTO XPAHCHUS

CPEIHECPOYHOTO XpaHECHHS

IK-12

37

O KaKoM TOHSITHH HIET PEYb B CIEAYIONIEM ONPEIEIICHHHN: «IIOBTOPHBIN SK3EMILISAP TOITUHHIKA
O0(QUIMATLHOTO JOKYMEHTA, UMCIOIIUN IOPHINYECKYIO CHITY»?

OJUTMHHHK JOKyMEHTa

yONMKaT JOKYMEHTa

KOTIHS JIOKyMEHTa

BBIIHCKA U3 TOKYMEHTA

IK-12

37

JlaiiTe onpesieIeHUE TOKYMEHTA!

MaTepHabHBINH 00BEKT ¢ MH(pOPMAIHei, 3apUKCHPOBaHHOMN CO3IaHHBIM YEJIOBEKOM CIIOCOO0M, IS &
nepeaud BO BPEMEHH U IPOCTPAHCTBE

COBOKYITHOCTH PEKBU3HUTOB O(HINAIBFHOTO IIHChMa

CTaHJapTHOE PacIooKEHHEe MaTepHana

TEKCT

IK-12

37

JlesITenbHOCT amnmapaTa yrnpaBJeHHUs, OXBaThIBAIOIIAs BOTPOCHI JOKYMEHTUPOBAHUS M OpTaHU3AIMN pabOTHI ¢
JIOKyMEHTaMH — 3TO:

JIOKYMEHTAIMOHHOE 00eCIIeUeHUE YIPaBICHUS

CTaHAapTU3aLMsL

CHCTeMa JJOKYMEHTALIUU

IK-12

37

YKaXuTe OTIMUUTEIHPHOE CBOUCTBO JOKYMEHTA:
KOIMIHOCTD;

OpUIYEcKas CHIIa;

MHOXECTBEHHOCTD;

TOYHOCTb.

MK-12

37

o «COBOKYITHOCTEIO B3aMMOYBSA3aHHBIX JJOKYMEHTOB, IIPHMEHAEMBIX B ONpeeNi€HHOH chepe
JIeSITEIPHOCTI» MOAPa3yMeBatoT

CHCTEMY JIOKYMEHTHPOBaHHUS

YHUUITIPOBAHHYIO (hopmy

YHUQHITIPOBaHHBIN JOKYMEHT

CHCTeMY JIOKYMECHTALUH

IIK-12

37

10

Kakue nmucema B mporiecce SKCeJUINOHHON 00paboTKH He BCKPBIBAIOTCS, a EPEAaloTCs apecary B
3aIre4yaTaHHOM BUje?

aJpecoBaHHbIE PYKOBOIUTEIIO IPEAIPUATHS

MUCHbMa C TIOMETKOM «JTUYHOY

aJpecOBaHHbIE KOHKPETHOMY CTPYKTYPHOMY MOJpPa3/IeICHUIO

MMChMa 3aKOHOJATEIbHBIX U UCTIOJHUTENIBHBIX OPTaHOB IOCYAAPCTBEHHON BJIACTH

ITK-07

35




11

Hcnonb3oBaHne Kakoi perucTpalioHHON (HOpMBI He PEKOMEHAYETCS U KPYITHBIX [0 Pa3Mepy
TIPEeANPUSITAN?

PETUCTPAIIMOHHO-KOHTPOJIbHBIE KAPTOYKH

MePCOHATBHBII KOMITBIOTED

PETUCTPAIIMOHHBIE KYPHAJIBI

ITK-07

35

12

B xo/1e mpeBapuTENEHOTO PACCMOTPEHHS IIOCTYNHUBIINX JOKYMEHTOB B CITy)KO€ ACIONPON3BOACTBA IPH
OLICHKE Ba’KHOCTH IIOCTYIMBLIETO JOKYMEHTA HE YUUTBIBACTC:

BaXKHOCTb €T'0 COJEPKAHUSL

aBTOPCTBO, T.€. OOIECTBEHHOE MONOKEHUE JIUIIA, aBTOPA JTOKYMEHTa, MECTO YUPEKACHUA-OTIIPABUTENS B
CTPYKTYpE yIPaBICHHUS, POJIb OOIECTBEHHOI OpTaHU3aIiy B )KU3HH O0IIECTBA

BUJl JOKyMEHTA: 3aKOH, PAaCIOPKCHUE, TUCbMO, OTYET M T. 1.

BIJT TIOYTOBOTO OTIIPABIEHHMS: MMCbMO, OaHIEPOIIb, MOCHUIKA

I1K-07

35

13

Kakwne u3 nepedncieHHbIX HIKe MPU3HAKOB HE HCIIOB3YIOT TP (POPMHUPOBAHUH €7
HOMUHAaJIbHBIN
IIPEIMETHO-BOIIPOCHBIH

CTPYKTYPHBIN
XPOHOJIOTHYECKUN

I1K-07

35

14

Kakwe u3 nmepedncieHHbIX HIDKE MOJICUCTEM JOKYMEHTALUH HE SBISIFOTCS COCTABHOM YaCThIO CUCTEMBI
OpraHU3aIMOHHO-PACTIOPSIUTENLHBIX ToKyMeHTOB (OP/T) ?

OpTraHU3aIMOHHBIC JOKYMEHTBI

y4IpEeIUTEIIbHBIC JOKYMEHTBI

pacropsauTeIbHbIE TOKYMEHTHI

CIPABOYHO-HH(POPMALMOHHBIC TOKYMCHTHI

IK-12

37

15

Kaxkoif 13 nepeyncieHHbIX JOKYMEHTOB YCTaHABIMBAET MOPAA0K 00pa30BaHUs, CTPYKTYPY, GYHKLUH,
00513aHHOCTH ¥ OPTaHN3annIo pabOoTHI CTPYKTYPHBIX MOpa3ACICHAN NPeATPUITHS?

IIK-12

37

16

Ha xaxue u3 nepeyrciaeHHbIX JOKYMEHTOB HE CTaBUTCA TpU] yTBepkKaeHHUA?
LITaTHOE PaclUCAHUE

ycTaB

yKa3aHue

IpaBuJia

IIK-12

37

17

Kax Ha3bIBaeTCs TOKYMEHT, B KOTOPOM 3aKpEIUISETCs JOMDKHOCTHOM M YHUCIIEHHBI COCTAB MPEANPHSTHS C
ykazanueM (poHa 3apaboTHOM TUIATHI?

ycTaB

HHCTPYKIHS

IITATHOE PACIHCAHKE

TpaBHIa

IK-12

37

18

Kakoil n3 nepednciieHHbIX HUXKe JOKYMEHTOB U3Jal0T BBICIINE U IIEHTPaIbHbIE OPTraHbl KOJJIETHAILHOTO
yIpaBJICHUS B IEAX pa3pelleHns Hanboaee BaXKHBIX 3a/1a4, CTOSIIUX Mepel JaHHBIMU OpraHaMu?
MOCTaHOBJIEHHE

pacropspKeHHe

yKa3aHHe

IpUKa3

MK-12

37

19

Kakoe KIIF04€BOE CJIOBO HCIONB3YETCs B TEKCTE PACTIOPSIKEHHS?
MTOCTAHOBJISIET

MPUKa3bIBAO

pacropsHKarCh

00513BIBAI0

IK-12

37

20

CKOIIBKO HacTeH B TEKCTE PaCHOPSIUTEIBHBIX JOKYMEHTOB?
oJHa

J1BE

TpH

4eThIpe

IIK-12

37

21

CBoJI IpaBuMII, PETYIUPYIOLIUX AEATEIbHOCTh OPTaHMU3aNNii, X B3aUMOOTHOIICHHS C APYTUMU
OpTaHM3aIMsIMH U TpakJIaHaMH, TIpaBa M 00s3aHHOCTH B chepe rocyaapCTBEHHOH MITH XO3SHCTBEHHOM
JIeSITETIBHOCTU — 3TO

LITaTHOE paclucaHue

HOJIOKEHUE

JIOJDKHOCTHAsI MHCTPYKIIUS

IIK-12

37




22

B kaxoii yacTu TeKCTa pacKpbIBAIOTCS MPUUYMHBI U3/1aHUS YKa3aHUs
BBOJIHOHM YaCTH TEKCTa

pacnopsauTeIbHON YacTH TeKCTa

KOHCTaTHPYIOIIEH YaCTH TEKCTa

OCHOBHO 9aCTH TEKCTa

IK-12

37

23

COBOKYITHOCT B3aNMOYBSI3aHHBIX JOKYMEHTOB, (DYHKIMOHHUPYIONHUX B chepe yrpaBIeHHs — 3TO
KaJpoBast JOKyMEHTaIUs

OyxranTepckast JOKyMEHTAIHS

TeXHUYECKas JOKYMEHTaIHs

OpraHU3aLMOHHO-PACIOPSIAUTENbHAS JoKyMeHTaus - OP 1

IK-12

37

24

Ecnm pactiopsimutensHas 4acTh TEKCTa HAYMHACTCS CIIOBAMH “00S3BIBAl0”’, TO 3TO
IpuKa3

3asBICHUE

pacropspKeHHe

CIpaBKa

IK-12

37

25

Kowmrurekc B3anMOYBsI3aHHBIX JOKYMEHTOB, PETTIAMEHTHPYIOIINX CTPYKTYPY, 3a8a9H, (DYHKIUH IPEIIPHUATH,
OpraHM3alMIo €T0 pabOoTHI; paBa, 00S3aHHOCTU M OTBETCTBEHHOCTh PYKOBOACTBA U CIELHATNUCTOB
IPENpUATUL — 3TO

paclopsAUTENIbHBIE TOKYMEHTBI

ycraB

CIPaBOYHO-UH(POPMALUOHHbIE

OpTraHU3alMOHHbIE JOKYMEHTBI

IIK-12

37

26

HazoBure 10KyMeHT, He BXOSMIHI B TPYIILY PacHOPSIIUTEIBHBIX JOKYMEHTOB
IITATHOE PaclHCaHue

yKa3aHHe

HpHKa3

IIOCTAaHOBJICHHE

IK-12

37

27

Ha3zoBute peKkBU3UT, HE BXOAANIHN B GopMyIsp ycraBa
Ha3BaHME OpraHU3aLUU

HauMEHOBaHHE MUHUCTEPCTBA WIIM BEOMCTBA
HaMMEHOBAaHUE BU/IAa JOKYMEHTa

ajpecar

IK-12

37

28

HazoBute yacTu Tekcra npukasa
KOHCTaTHUpYOLIasi, BBOJAHAS
KOHCTaTHUPYIOIasi, paclopsAUTebHAS
OCHOBHas1, paclopsguTeIbHast
BBOJHAsI, OCHOBHAS

MK-12

37

29

OpraHu3alMOHHBIN JOKYMEHT JUIMTEIEHOTO UJTH IMOCTOSIHHOTO CPOKA JEHCTBHA, B KOTOPOM OTIPE/IEIICHBI
Hay4YHO-TEXHHYECKHE, (UHAHCOBBIE CTOPOHBI IESTEIBHOCTH TOHKHOCTHBIX JIUI] — 3TO

IITaTHOE pacluCcaHue

JIOJKHOCTHAsI MHCTPYKLUS

ycTaB

TOJIOKEHUE

IK-12

37

30

Kaxoe NoHsTHE XapaKTepu3yeT cleyloliee Olpe/eeHne: «CTaHAapTHBII JIMCT OyMaru ¢ peKBU3UTaMH,
HACHTUQUIMPYIONTMMH aBTOpa O(PUIIMAIEHOTO MICEMEHHOTO JTOKYMEHTa?

MO/UTMHHUK JIOKyMEHTa

KOTINS IOKyMEHTA

ONaHK JOKyMEeHTa

JTyOJTUKAT JTOKYMEHTA

IK-12

37

31

Kakoif peKBH3HT HCIIONIB3YIOT TOIBKO B TTHChMax?

azapecar

CCBUIKA Ha JIATy ¥ PETUCTPAMOHHBIA HOMEP BXOJISIIETO JOKYMEHTA
OTMETKA O MMOCTYIUICHHH JOKYMECHTA B OPTaHH3aIHIO

OTMETKA O HAJIMIHMHY TPUIIOKSHHUI

IIK-12

\¥

32

Ecin kaxkaast cTpoka pekBHU3UTa OJlaHKa HAUWHACTCS OT TPAHUIIBI JIEBOTO IOJISL, TO TO OJIaHK:
€ IPOJOJBbHBIM PACHOI0KEHUEM PEKBU3UTOB

C YIJIOBBIM PAaCIOJIOKEHHEM PEKBU3UTOB

C YTJIOBBIM (DIIATOBBIM PACHOJIOKEHUEM PEKBH3UTOB

C YIJIOBBIM IIEHTPOBAHHBIM PACIIOJIOKEHHEM PEKBU3UTOB

IIK-12

\¥




33

Uro U3 mepeuncIeHHOTo HIKE He BXOJUT B COCTAaB PEKBU3UTA CIIPABOYHbIE JaHHBIC 00 OpraHu3anun?
HOYTOBBIH anpec

HOMep TenedoHa u daxca

WHH

HOME)p cueTa B OaHKe

IK-12

4

34

Kakoll peKBU3UT HUKOI'[Ia HE UCIOIb3YETCs B MUChbMAX?
sMOsIeMa OpraHU3aluy UM TOBapHbIHA 3HAK
Ppe30MIonHs

HaMMEHOBaHHE BHJA JOKYMEHTa

PETUCTPALIMOHHBIN HOMEP TOKYMEHTA

IK-12

v7

35

Pexsusur «HanMeHoBaHHE OpraHN3ayy - aBTOpa JOKyMEHTa» yKa3bIBacTCs Ha OJIaHKaX JOKyMEHTOB
IIOJHOCTBIO B CJIEAYIOLIUX CIy4asx:

B IICbMax

Ha BCEX JOKyMEHTax

€CJIU OTCYTCTBYET COKpAILlCHHOE HAMEHOBAaHHE OPraHU3aluu

Ha BHYTPEHHMX JIOKYMEHTaxX

IK-12

v7

36

[Iponecc ycTaHOBIEHHS U IPUMEHEHUS MTPaBUJI C LIETBIO YIOPSA0UECHHUS IEATEIbHOCTH B IEJIOTPOU3BOICTBE
—93TO

cHUcTeMa JOKYMEHTAallUU

CTaHAapTH3ALHSL

EI'CJ,

IIK-12

37

37

PaccrosiHre MeXy OCHOBAaHUSIMU CMEXHBIX CTPOK 3TO
ciry)xe0Hoe ToJIe

10JIOKEHHUE TalyssITOpa

pabouee mosne

HHTEpPBAI

IIK-12

37

38

Jaiite onpenenenue Gopmyisapa-odpasna:

COBOKYITHOCTh PEKBU3UTOB JIEJIOBOTO IHCHMa

COBOKYITHOCTB PACIIOJIOKEHHBIX B OMPEICIICHHON MMOCICA0BATEIHOCTH PEKBU3UTOB, MIPHUCYIIUX BCEM
JIOKYMEHTaM OIPEICICHHON CUCTEMBI IOKYMEHTAIINU

COBOKYITHOCTb PEKBU3HUTOB IIPHKa3a

COBOKYITHOCTh PEKBU3UTOB aKTa

IIK-12

37

39

JlaToil JoKyMeHTa SIBJISIETCS AATa €10 ...............

T1K-12

37

40

INonsTHe cTaHIapTH3AIMH, KaK JESITEIBHOCTH M0 YCTAHOBIICHHUIO MPABHII U XapaKTEPUCTHUK B IIEIAX UX
JI0OPOBOJIFHOTO MHOTOKPATHOTO MCIIOIBb30BAHNS, HATIPABIICHHOH Ha JOCTIKEHHE YIOPSIIOYEHHOCTH B chepax
MIPOU3BOJICTBA U OOpAIeHNs, 3aKpeTIieTcs B:

®enepanbHoM 3akoHe PO «O cTanmapTuzanum»

®DenepanbHoM 3akoHe PO «O6 nnpopmanum, HHGOpMaTH3aLUH U 3aIUTe HHHOPMALIUN

®DenepanbHoM 3akoHe PO «TexHU4eCKOM perylupoBaHumy

DenepanbHoM 3akoHEe PO «O KoMMepUyecKkoi TaiiHey

MK-12

37

41

WHnpexc nokymeHTa — 3TO

MTOPAIKOBBI HOMEP perucTparyuu

WHJIEKC CTPYKTYPHOT'O TIOApa3AeIeHuUs

mudpoBoe, OYKBEHHOE MIM KOMOMHUPOBAHHOE 0003HAUCHUE TOKYMEHTA, YKa3bIBAIOIIEee MECTO €To
COCTaBJICHHS U XpaHEHUS

HOMeEp JeJia 10 HOMEHKJIaType Ael

IK-12

37

42

[epeuncnnTe OCHOBHBIEC BUIBI OJIAHKOB

o0muii 61aHK, OJIaHK JUIS MHUCeM, OJIaHK C IPOJIOIBHBIM U YTTIOBBIM PACIOJIOKEHHEM PEKBH3UTOB
CYIIECTBYET TOJIBKO OJAHK C ITPOIOIBHBIM M YTIIOBBIM PacIIo0KEHHEM PEKBU3UTOB

CYIIECTBYET TOJBKO OOIIMiA OJTaHK

CYIIECTBYET TOJBKO OJAHK JUIS ITHCEM

IIK-12

37

43

Kaxkast HoMeHKIaTypa Ae sSBISeTCs] HOPMaTHBHBIM JTOKYMEHTOM H JOJDKHA 00513aTENIFHO UCITIOB30BATHCS IIPU
oIpeeIeHHHN IePedHs e, 3aBOAUMBIX Ha MPEANPUITUN?

TUIIOBasi HOMEHKJIaTypa Jeil

IIpUMEpPHas HOMEHKIATypa A€

HOMEHKJIaTypa el NPeATpUITUL

HOMEHKJIATypa Jie)l CTPYKTYPHOI'O NOApa3JelICHUs

I1IK-07

vs

44

[potece ymopsa0ueHUS WITK PACHIPEICIICHUS JOKYMEHTOB 0 KJTACCaM C LIENIbI0 OTPAKCHHUS OTHOIICHUI
ME)KJTy HUMH U COCTABJICHUS KJIACCU(DUKAIIMOHHOM CXEMBI HA3BIBAIOT .....v'veverenennen... (B MM. majiexe).

ITK-07

v5




45

Yro U3 MepeyrcIeHHOT0 He OTHOCHUTCS K dTaram mporecca 0GpopMICHUs e s epejadn UX B apXuB?
HyMepaiys JINCTOB JieNia

COCTaBJICHHE BHYTPEHHEH OMICH JJOKYMEHTOB JeJia

o(opMIIeHHE 00JIOKKH Jeia

odopmIteHHE HOMEHKIIATYPBI JIEIT

ITK-07

v5

46

Kakoe nonsitue COOTBETCTBYET OIIPEACIICHUIO: ((CI/ICTeMaTI/BI/IpOBaHHLII\/‘I IMEPEIYCHDb 3aBOAUMBIX B OpraHu3annu
JCJI C YKa3aHUEM CPOKOB UX XpaHCHI/Iﬂ»?

OIMMCH ACJI IJI1 IEPEIavn UX B apXnB

HOMCHKJIaTypa A€J1

AKT OKCIICPTU3BI HEHHOCTU TOKYMCHTOB

BHYTPCHHs OIIMCHh JOKYMCHTOB JI€JIa

IK-07

v5

47

Kaxkoit Bug rpuda orpaHMYeHUH 10CTyIa He UCIONIB3YETCs JUIsl JOKYMEHTOB, COAEPKALIUX KOMMEPUECKYIO
TalHy?

KOH(HACHIHAIBHO

KOMMepuecKas TailHa

COBEPILIEHHO CEKPETHO

I1K-07

V5

48

Kakue u3 nepeuncaeHHbIX HIDKE CBEICHUI HE MOTYT COCTABIIATh KOMMEPYECKYIO TaiHy?
CBEJICHUS O CYIIHOCTH N300peTeHUit

OTYEThI 0 (PUHAHCOBOM EATEIBHOCTH (PUPMBI

JIOKyMEHTHI 00 yIIIaTe HaJloroB

JIOTOBOPBI KYIUTH-IPOJaXKH

I1K-07

V5

49

Jlo/mKHA M TIPpeAyCMaTpUBATh Pa3pelinuTeIbHas CHCTEMA TOCTYI K KOH(PHISHINATLHON HHBOPMAITHT
JTOJDKHOCTHBIX JIMI] M3 BHEITHUX OPTaHU3aIHid, BRITIOHIIONINX COBMECTHYIO Pa0OTy ¢ OpraHu3aluei rie
BBEJICH PEXKUM KOH(DUICHIIUATBHOCTH?

HET, HE JO0JDKHA

I1a, TOJDKHA

3aBHCHUT OT MHMBHIYAIFHOTO PEIICHHUS PYKOBOIUTEIIS, JaXKe €CII 3TO CTABUT O] YTPO3Y CPhIBa
BBINOJIHEHHE COBMECTHBIX PaboOT

IK-07

v5

50

B kakom Buje BbIAAaeTCs pa3pelicHUe Ha paboTy ¢ KOH(DUICHIIUATBHBIMHU TIOKyMEHTaMu?
B YCTHO# hopme

B BH/JIC [IMChMA 10 [T0YTE

B BHJIC PE3OITIOIINI

B BHJIC PACIIOPSAUTEILHOTIO JOKYMEHTA

I1K-07

V5

51

B cnydae opraHu3aiiii CHCTEMBI I0CTYIA K KOH(UACHINATBHON HH(POPMAIIUH C COTPYJHUKAMHU U3 APYTUX
OpraHu3aIyii KaKue JOKYMEHTHI OYIyT ¢ HUMU TTOMUCAHBI?

JIOTOBOP U 00513aTENBCTBO O Hepa3IIIAIICHUH

TOJILKO JIOTOBOP

TOJIbKO 00S3aTCIBCTBO

BCE 3aBHCHUT OT MOXKEJIAHUH PYKOBOJHUTEIST OPraHH3aIuI

I1K-07

V5

52

CocraB 11 00B6EM CBEICHHI, COCTABIITIOIINX KOMMEPYIECKYIO TaifHy MPEINPHATHS, CPOKH
KOH(UICHIINATBHOCTH, MOPSOK 3alIUTHI U JOCTYIA ONPEIeNII0TCS:

PYKOBOJUTENEM CTPYKTYPHOI'O IOAPa3AEIEHYs,

JIETIONPOU3BOJUTEIIEM,

PYKOBOJUTENIEM NIPEIPUSITHS.

IK-07

V5

53

Kak Ha3pIBaeTCs JOKYMEHT, COJICPIKAIIUHA 3aIiCh X0/1a 00CYKICHUS BOTIPOCOB W TIPUHSATHS PEIICHUN Ha
coOpaHusIX, 3aceAaHUsX, COBEIAHUAX, KOH(EPEHIIHAX, AETOBBIX BCTpedax?

aKT

MIPOTOKOJI

TIpHKa3

JOKJIagHAas 3alrcKa

MK-12

v7

54

Uro 13 mepeuncIIeHHOTO He YKa3bIBAeTCsl B MEPBOM YacTH TEKCTa MPOTOKoa?
(bamMuHs, ¥Ms1, OTYECTBO MPENICeNaTeNs U ceKpeTapsi cCOOpaHust

JaTa coOpaHus

CBEJICHUSI O TIPUCYTCTBYIOIIUX

MOBECTKA JTHS

ITK-12

4




55

CKOIBKO "acTel OyJeT B TEKCTE aKTa, COCTABICHHOM II0 HTOTaM PEBU3UH, BEISBUBIICH Ps HAPYIICHUHA?
oJHa

JiBE

TpH

4eThIpe

IK-12

4

56

Kto nmoanuceiBaeT akt?
PYKOBOAMTENb MPEATIPHUITUS
rpeceaareab KOMUCCUI
rpejceaareb U CEKpeTapb KOMHCCUU
TpeiceaaTesb U WIEHbl KOMHUCCUU

IK-12

v7

57

B kaxoii yacTu JOKIaAHOM 3aMMCKH MTPUBOSATCS BHIBOIBI U IIPEUIOKEHUS O KOHKPETHBIX ACHCTBUSX,
KOTOpBIE, TI0 MHEHHIO COCTaBUTEIS HEOOXOIMMO MPEANIPUHATH PYKOBOIUTEIIO B CBSI3U C M3JI0)KEHHBIMH
¢axramn?

B IIEpBOM YacTH

BO BTOPOH 4acTH

B TPEThEN YacTU

IK-12

v7

58

Ha xakue nmucbMa cTaBHTCS Ie4YaTh?
COIPOBOAUTEIILHBIC ITNCHMa
JUPCKTUBHBIC [TMCbMa
I‘apaHTHﬁHBIe nrucbMa

PEKJIAMHBIC ITHCbMa

IIK-12

v7

59

Kak Ha3bIBaeTCs TIOKyMEHT, 00€CIIEYHBAIOIINN UCIIOJTHEHUE H3JI0)KEHHBIX B HEM 0053aTeIbCTB?
ITMCHMO-TIOITBEPKICHHE

JUPEKTUBHOE MUCHMO

rapaHTHIHOE MHChMO

peKJIaMaliiOHHOE TUCHEMO

IIK-12

v7

60

Ecnu nepe OJHDKHOCTBIO B KOHIIC JOKYMEHTA PYYKOI CTABUTCS KOCAsl YepPTa, MIPUIHCHIBACTCS «U.0.» U
CTAaBHTCS ITOJIIKCH HE TOTO JIUIA, IAHHBIE KOTOPOTO paciii(poBaHbl, TO TAKOH TOKYMEHT TEPSET CBOIO

IIK-12

v7

61

CKOJIBKO JIET XPAHATCS PUKA3bI 110 IMYHOMY COCTaBY?
10 et
25 et
50 ner
75 ner

IIK-12

v7

62

B kakoMm ciyuae TpyaoBoil JoroBop xpaHurcs 75 net?

€CJIM JOTOBOP CPOYHBIN

€CITH OTCYTCTBYIOT NTPHUKA3HI 110 TUYHOMY COCTaBY

€CJIU TOCIIe YBOJIbHEHUSI pa0OTHUK He 3a0pall TPYIOBYIO KHIDKKY
eciy paOOTHHK ITOTEPSIT CBOH 3K3EMIUIAP TPYIOBOTO I0TOBOPa

IK-12

v7

63

Kaxkue u3 mepeuncieHHbIX HIDKE CBEICHNI HEe 3aHOCST B TPYAOBYIO KHIDKKY?
(bamMuIHIo, UMS ¥ OTYECTBO PabOTHUKA

JlaTa poXIeHUS pabOTHHKA

CBEJIEHMS O IPHEME M YBOJIbLHEHUN PaOOTHHKA

BEITOBOPBI, OOBSBICHHBIC PA0OOTHUKY

MK-12

v7

64

B xaxom cirygae nmpyu BHECCHHH M3MEHECHUH B 3aITFICH B TPYIOBOM KHIDKKE CTapast 3aIich 3a4epKUBACTCS
OJIHOM YepTOid, MOCIIe YEeTo JeNaeTcsl HOBasl 3aIuch?

€CITH 3aIHCh CeTaHa HeMPaBIIHHO

€CJIN U3MEHWITUCH CBeIeHNsI 00 00pazoBaHny, MPOPECCHH, CIEIHaTbHOCTH

€CITH U3MEHIJINCH aHKETHO-OMorpadIecKue JaHHEIC

€CITH YBOJIbHEHUE MM IepeBOI pAOOTHHKA IIPU3HAHEI HE3aKOHHBIMHU

IK-12

v7

65

Korna paboTHHKY BBIIAETCS HA PYKH TPYAOBask KHIDKKA?
3a JIBE HEJIeIH JI0 YBOJILHCHUS

3a JIeHb 10 yBOJIBHEHUS

B JICHb YBOJIEHCHUS

Ha CJICAYIOIIUH JeHb MOCIIC YBOJIbHEHHUS

IIK-12

4

66

Uro HyXHO JeTIaTh, €CIH IOCTE YBOILHEHUS PAOOTHHUK He 3a0pall TPyIOBYIO KHIDKKY?
OTIPABHUTH TPYJAOBYIO KHIDKKY ITO TTOYTE Ha JOMAIIHUH apec padOTHHKA

OTIPaBHUTh PaOOTHUKY YBEIOMIICHHE O HEOOXOUMOCTH SIBUThCA 3 TPYIOBOH KHIKKON
XPaHUTh TPYAOBYIO KHIKKY B OTZAEJE KaIpoB 75 JeT

XPaHUTb TPYIOBYIO KHMXKKY 5 JIET, 2 IOTOM YHUYTOXHTh

ITK-12

4




67

B KaKoM 13 IEPEUHCIICHHBIX HAXKE JIMYHBIX JOKYMEHTOB YKa3bIBAIOTCS CBEACHHS 00 OTHOIICHUH K BOMHCKOU
00s13aHHOCTH?

B 3asBIICHUH

B aBTOOHMOTpadun

B pE3IOME O TPYAOBOH NEATENBHOCTH

B JIOBEPEHHOCTH

IK-12

4

68

Kax Ha3bIBaeTcs IOKyMEHT, COAEP KAl KPaTKOE OIMCAHUE B XPOHOJIOTHYECKOH I10CIIeI0BaTeIbHOCTH
OCHOBHBIX 3TaIlOB )XU3HH U JAEATCIBHOCTH JaHHOTO JINNa?

3asiBIICHHE

aBTOOMOTpadust

aHKeTa

JIMYHAS KAPTOUKa PA0OTHHKA

IK-12

v7

69

I'apanTuiiHOE MMCBMO — 3TO:

JIOKYMEHT, COOOIIAIOMIHIA O TPUOIMIKSHUH, YCKOPEHUH, HCTCUCHUN CPOKA UCTIOHEHUS KAaKOT0-JIH0O MeHCTBHS
JIOKYMEHT, COJIep KalIiii TIPUTITAlICHHEe HAa MEPOTIPUSTHE

JTOKYMEHT, B KOTOPOM T'apaHTHPYETCs OILIaTa BBIMOJHEHHOW Pa0OTHI HITH MPEJOCTaBICHUE YeTr0-TH00
(paboTbl, MOMEIIEHHS U T.]I.)

JIOKYMEHT, OTBEPIKIAIONIHIA NOTydYeHHE IICHHOCTEH

IK-12

v7

70

JIOKyMeHT, (GDHUKCHPYIOIINI X0/ 00CYXICHHs BOIPOCOB U MPHHATHS PEIICHUI Ha COOpaHUsX, 3aCeIaHuUsX,
COBEIIAHUAX H T.IL.

0OBSCHUTEIIbHAS 3aIIUCKA

JTOKJIaTHAs 3aITCKa

aKT

TTPOTOKOJI

IIK-12

v7

71

Ecmu Bam H€O6XOI[I/IMO MOPUTITIACUTH OPTaHU3alUuI0 WK JOJDKHOCTHOC JIMIIO Ha COBCUIAHNUE, BCTPCUY, Bur
COCTaBUTC

MUCBbMO-IIPHUTIAIIICHUC

COIMPOBOAUTEIIBHOC ITUCBMO

IINCbMO-IIOATBCPIKACHHUC

IK-12

v7

72

Ecnm Bam He00X01MMO COCTAaBUTH MUCEMO, HHGOPMHUpYIOLIEEe aapecaTa 0 HAPABICHUHN K HEMY
IIPUCBIIAEMBIX JJOKYMEHTOB, BEI cocTaBute

COITPOBOAUTENBHOE MUCEMO

IIMCbMO-YBEJIOMIIEHHUE

MUCbMO-TIOATBEP)KIEHUE

JIOTOBOPHOE IIMCHMO

IK-12

v7

73

WHpopMamoHHO-CIIPaBOYHBIN TOKYMEHT, COCTABIISIOIIMACS TPYIION JIUIL AJIS TOATBEPKICHUS
YCTaHOBJIEHHBIX (PaKTOB — 3TO

JIOKJTaTHAs 3aMHCcKa

aKT

MPOTOKOJ

00BSICHHUTEIIbHAS 3aIHCKa

IK-12

v7

74

Ha3zoBure BUIBI TOKJIQAHBIX 3aIIUCOK
nH(pOpPMAIOHHBIE, OTYETHBIE

BHYTPEHHHUE, BHEIIIHUE

OTYETHBIE, BHYTPEHHHE

nH(OpPMAINOHHBIE, OTYCTHBIC, BHYTPEHHHE, BHEIITHHUE

MK-12

v7

75

Ha3zoBute pexkBU3UT, HE BXOAANINN B GOpMyIsp akTa
MIOATNUCH

TEKCT

ajpecar

3aroJ0BOK

IIK-12

\¥




5.3. MarepuaJbl AJis1 OLEeHKH JOCTHKEHUSI KOMIIeTeHIU
5.3.7. Bonipochl /1Jisl yCTHOTO Onpoca

Ne Coneprxanue Koane- na
TCHIHS

1 |IlonsTHe nea0npou3BOJCTBA M TPU CHCTEMbI ACIONPOU3BOICTBA HA IIPEANIPUITHI I1K-12 37
2 |IloHsATHE TOKYMEHT U €r0 POJjib B YIIPABJICHYECKOM AEATEILHOCTH [IK-12 37
3 |YHudukauus u cranaapTH3alms YIPABICHIECKHUX JJOKYMEHTOB 1 HX HOpMaTHBHas 6a3a I1K-12 37
4 |Knaccubukanus BHIOB JOKYMEHTOB IK-12 37
5 | Dopmystsip-oOpasert JOKyMeHTa I1K-12 37
6 |BiaHK JOKYMEHTa M €r0 BHIbI T1IK-12 37
7 |IpaBuiia ohopmienust YcTaBa IpeanpusITHs I1K-12 37
8 |[ITonoxeHue v OPAIOK €ro 0POPMIICHUS [K-12 37
9 |OdopmiieHre HHCTPYKLMH, B TOM YHCJIE TOJDKHOCTHBIX I1K-12 37
10 |TIpaBmia u 0co6eHHOCTH O(OPMIIEHHS IITATHOTO PACIIMCAHHS [K-12 37
Oo6mme npasuiia 0hOPMIICHHS PACTIOPSTUTENBHBIX JOKYMEHTOB: TIOCTAHOBIICHUS, PEILICHHUS, PACTIOPSHKEHUS U [K-12 37

11 |mpukasa
12 [IIporokos: BubI U OPsAOK 0OpMIICHHS I1K-12 v7
13 |Ocobennoctr 0hOPMIIEHHS aKTa [K-12 Y7
14 |Bust u npaBuia 0hOPMIICHHS JTOKJIATHBIX 3aITHCOK I1K-12 V7
15 |PexBU3UTHI U coiep)KaHUe TPYIOBOTO TOTOBOPa IK-12 y7
16 |OcobennocTH OGOPMIICHHS IPUKA30B TI0 JTMYHOMY COCTABY I1K-12 v7
17 |TIpaBuna BeJieHHsT TPYAOBBIX KHIKEK IK-12 y7
18 [ITopsinok cpcraBnenus aBrobuorpadun I1K-12 y7
19 |Topsigox GpopMUPOBAHUS U BEAECHHS JIMYHOIO € [K-12 Y7
20 |CiyxebHOE MUCHMO: BHIBI U TpaBuiia 0OpMIICHHUS I1K-12 y7
21 |IIpaBuna opopMIICHUS IHCEM K HHOCTPAHHBIM [IAPTHEPAM [K-12 Y7
22 |DkcnenunuoHHas 00paboTKa MOCTYINUBIINX JTOKYMEHTOB I1K-07 35
23 |Dransl mporecca KOHTPOJIS HCIOJIHEHUS JOKYMEHTOB ITK-07 35
24 |Peructpanyst JOKYMEHTOB U €€ POJIb B JICJIONPOU3BOJICTBE [1IK-07 35
25 |IIpeaBapuTenabHOE pacCMOTPEHUE JOKYMEHTOB ITK-07 35
26 | deno v npaBuiia ero GopMUpOBaHHs I1K-07 Y5
27 |TloHsTre U BHABI HOMEHKIJIATYpA A€ T1IK-07 V5
28 |Drams! u npaBmaa 0hOpPMIICHHS JICI K C/1aUe B apXUB I1K-07 Y5
29 |IlpaBua ¥ TEXHOJIOTHSI 3AIMTHI JOKYMEHTHON HHMOPMAIHH I1K-07 v5
30 [Tlopsimok paboTHI IepcoHana ¢ KOHQHUICHINAIEHBIMI JOKyMEHTaMHI I1K-07 V5




5.3.8. 3aganus a5 npoBepku GopMUPOBAHNS HABBIKOB

Kowmmne-

Ne Coneprxanue e na
1 [Odopmnenne 61aHKOB AT MHCEM C YIIIOBBIM H IPOJOJIBHBIM PACIIONOKEHIEM PEKBH3UTOB T1K-12 H9
2 |CoctaBbTe GopMysIp-00pasell ¢ YIIOBBIM PACIOIOKEHHEM PEKBU3UTOB TIK-12 H9
3 |CocraBneHue ITATHOTO PACTIMCAHUS alllapaTa yIpaBIeHUs T1K-12 H9
4 |CocraBiieHue PUKa3a [0 OCHOBHOM JIESATEIILHOCTH TIK-12 H9
5 |CocraBneHne npoTOKOIIa 3aCETaHHUs TIK-12 H9
6 [CocraBieHue TOKIJIaIHON 3aIIUCKU T1IK-12 H9
7 |CocraBieHne THCHMO-TIPHUTIIAIICHUE T1K-12 H9
8 |CocrapneHue NMCHMO-OTBET TIK-12 H9
9 |CocraBbTe aBTOOHOTpadHIO TIK-12 H9
10 [CocraBbTe pe3rome 0 TPYJAOBOM AEATEILHOCTH TIK-12 H9
11 |Odopmute 0610XKy mena I1K-07 H6
12 [CocraBbTe BHYTPEHHIOK OMUCH JOKYMEHTOB JINYHOTO Jiejia pabOTHHKA TIK-07 H6

5.3.9. Bonipocsl Jist KOHTPOJIbHOI (pacdeTHO-rpaduueckoii) padoTnl

He npexycmorpeno




5.4. Cucrema oleHUBAaHUSA JOCTHKEHUS KOMIIETEeHIIN I
5.4.1. OueHka TOCTHKEHHUsI KOMIIETEHIIHIi B X0/1€ MPOMEKYTOYHOH aTTecTAlNU

MHauKkaToOps!l AOTHXKEHUS KOMITETEHIUI Howmepa
BOITPOCHI K
Kon Copneprxanue p
3a4eTy

TIK-07 CriocoGHOCTh HacTpauBaTh, SKCINTYaTHPOBATH U COIIPOBOXKAATH HH(YOPMALIMOHHbBIE CUCTEMBI U

CEepBUCHI
35 METOOJIOTHIO OpraHu3aliy JTOKYMEHT0000poTa 19-21
V5  [mpumensite npaBuia BeneHus: JOKyMeHTAINH 22-25
H6  [pabGotsl ¢ Texanueckoii nokymenrarmeit

ITK-12 Crioco6eH 3¢ ekTHBHO B3aUMOACHCTBOBATh ¢ CyObeKTaMu MPO(ECCHOHANBHBIX KOMMYHHKAIMH

37 npaBwia 0(OPMIICHHUS TOKYMEHTOB 7-10, 13-15

11, 12, 16-

NnoaACp>KMBaTb KOMMYHUKAIIMUOHHBIC B3aUMOJCHCTBUS 18

y7

H9 BEACHHSI JOKyMEHTAINN




5.4. Cucrema olleHUBAHUA JOCTHKEHUA KOMIIETEeHIN I
5.4.2. OueHka 10CTHKEHHS KOMIIETEHIHII B X0/1e TeKYLIero KOHTPOJIst

WHaukaTopsl JOTHKEHUS KOMITETEHIMI

Howmepa BonpocoB u 3agau

BOIIPOCHI | 3214 JUIst
BOIIPOCHI
Kog Conepxanue YCTHOIO | IIPOBEPKH
TECTOB
ompoca HaBBIKOB
ITK-07 CtocoOHOCTE HaCTpanuBaTh, YKCILTYaTHPOBATE U COTIPOBOXKIATh HHPOPMAIMOHHbBIE CHCTEMBI U CEPBUCHI
35 |[meromosoruo opraHu3alyu J0KYMEHT0000poTa 10-13 22-25
Y5 |npumeHATH NpaBHiIa BEACHUS JOKYMEHTAIIUN 43-52 26-30
H6 |pabotsl ¢ TeXHMYECKOH TOKyMEHTaIMen 11,12
ITK-12 CriocobeH 3(h(eKTHBHO B3aMMOICHCTBOBATh ¢ CYObEKTaMU MPO(ECCHOHATBHBIX KOMMYHHUKAIIH I
1-9, 14-30,
37 |npaBuia opopmIIeHUS TOKYMEHTOB 36-42 1-11
Y7 |nmoamep:kuBaTh KOMMYHHUKAIIMOHHBIE B3AUMOICHCTBHS 31-35,53-75| 12-21
HY |Benenus moxyMmeHTamu 1-10




6. YueOHO-MeTOAMYECKOE 00ecIeueHre JUCIUIIIHHBI
6.1. Pexomenagyemas qureparypa

Bbubnnorpadudeckoe onucanne

Bupg uznanus

BrikoBa T. A. JlokyMeHTallMOHHOE OOeCTieueHUE yIpaBiieHuUs (eJI0MPOU3BOICTBO) [3JIEKTPOHHBIN pecypc]:
VYuebnoe nmocobue / T. A. brikosa, T. B. Ky3nenona, JI. B. Cankuna - Mocksa: OOO "Hay4uHo-
uznatensckuid eHtp MHOPA-M", 2024 - 304 c. [DU] [OBC 3nanuym] URL:
https://znanium.com/catalog/document?id=437674

YuebOHoe

Kupcanosa M. B. CoBpemeHHOE 1eTT0NpON3BOACTBO [3IEKTPOHHEIN pecypc]: Yaebnoe mocodue / M. B.
Kupcanosa - Mocksa: OOO "HayuHo-uzgarenbckuit nentp MHOPA-M", 2020 - 312 c. [OU] [OBC
3rarnym] URL: https://znanium.com/catalog/document?id=372474

VYuebHoe

Paznopoxubiii A. A. JIokyMeHTHpOBaHKE YIIPABJICHYECKON ACATEIBHOCTH [JIEKTPOHHBIN pecypc]: YuebHoe
nocobue / A. A. Paznoposxssnii - Mocksa: OOO "Hayuno-n3narensckuit neatp MHOPA-M", 2018 - 304 c.
[OU] [3BC 3uanuym] URL: https://znanium.com/catalog/document?id=328873

VYuebHoe

VYmaxkoa O. A. JlokyMeHTOBEIeHUE [37eKTpOHHBIN pecypc]: YueOHoe nmocooue / O. A. YmakoBa - Mocksa:
000 "Hayuno-u3narensckuii uentp MHOPA-M", 2017 - 64 c. [OU] [OBC 3nanuym] URL:
https://znanium.com/catalog/document?id=216012

YueOHoe

JoxymeHTOBeeHHE [ DIEKTPOHHBIN pecypc]: METOAUUECKHUE YKa3aHHUS 110 OCBOCHUIO JUCIMILIMHBI U 115
CaMOCTOSTENILHOM pabOoThI 00y4aroIIuXcs 1Mo HanpasieHuto noarotoBku 09.03.03 "TlpuknaaHas
uHpopmaTrka" mpodmis moarotoBku «MHGOpPMannOHHEIE CHCTEMBI X TEXHOIOTHH B MeHekMeHTe ATTK /
Boponexckuii rocyaapcTBeHHbIH arpapHblid yHuBepeuTeT ; [cocT. C. H. KonoBanosa] - Boponex:
Boponesxckuii rocynapcTBeHHbIH arpaphslil yausepeuret, 2021 [I1T] URL:
http://catalog.vsau.ru/elib/metod/m164937.pdf

MeTtoanyeckoe

WHadopmanioHHbIe TEXHOJIOTHHI B YIPABICHUH ¥ SKOHOMHEKE: JKypHAJ [UIS ITyOJIMKAI[MK HayqIHO-
UCCIIeIOBATEIbCKUX Pa0OT / YupeauTenb : YXTUHCKUI roCy1apCTBEHHBIH TEXHUYECKU YHUBEPCHTET - YXTa
Pecrryonmika Komu: YXTHHCKHIT rocy1apCTBEHHBIH TeXHUYECKHH yHuBepcnTeT, 2020 [O1] URL:
https://www.elibrary.ru/contents.asp?titleid=56922

Ilepuognueckoe

6.2. Pecypcnl cetu UnTEepHeT
6.2.1. DuiekTpoHHbBIE OUOJINOTEYHDbIE CUCTEMbI

Ha3Banue

Jlanp

ZNANIUM.COM

IOPAUT

IPRbooks

E-library

o|loa|s|lw|d—|Z

OnekrponHas 6ubmmoteka BIAY




6.2.2. [Ipodeccuonanbubie 6a3bl JAHHBIX U HH(POPMALMOHHBbIE CHCTEMbI

No HasBanue Pasmemenue
1 |CopaBognas npaBoBas cucrema ['apaHar http://www.consultant.ru/

2 |CnpaBounas npaBoBas cucteMa Koncynbrant [Tmoc http://ivo.garant.ru

6.2.3. Caiitbl 1 MvHGOPMALIMOHHBIE TOPTAJIbI
Ne Haspanue Pasmemienue
®DenepanbHblii 00pazoBaTenbHbIi MopTal « IKOHOMHKA, CoLMoIorus
Aep p p > Ol > |http://ecsocman.hse.ru/

1|MenemxmMeHT»

2|CripaBoYHHK cekpeTapst U opuc-MEeHeKepa https://www.sekretariat.ru/

3|Bce 0 nenonpon3BoacTBE http://delo-ved.ru/




7. MaTepuaJIbHO-TeXHUYECKOE M IPOrpaMMHOe o0ecriedeHne JUCIUIIMHbI

7.1. llomenenusi AJis1 BeJleHUs1 00pa30BaTeJBLHOI0 MMpoIecca U 000pya0BaHHue

HanMenoBanue mnoMelieHuid Uil IPOBEICHUS BCEX BHIIOB
y4eOHOH NeqTeIbHOCTH, IPEIyCMOTPEHHOH Y4eOHBIM IIIaHOM,
B TOM 4YHCJI€ TIOMEIIEHHs AT CaMOCTOSATENbHON paboTshl, ¢

Anpec  (MECTOIOJIO)KEHHE)  TOMELICHWH  JIJIs
MPOBEIEHNST BCEX BHUIOB Y4eOHOW MEATETHHOCTH,
NpeIyCMOTPCHHOM y4eOHBIM TulaHoM (B ciy4ae

Ne o .
yKa3aHWEM TIepeuHs] OCHOBHOTO OOOpYHOBaHMs, y4eOHO-|peanm3anuun o0pa3oBaTEeIbHON MPOTPAMMBI B CETEBOM
HANIIHBIX  TIOCOOMIT M WMCHOJB3yeMOro IMPOrpaMMHOrO  [(opMe IOMOJHUTENBHO YKa3bIBAaCTCS HAMMCHOBAHUC
obecrieueHns OpTaHu3aIHH, ¢ KOTOPO 3aKIF0UEH OTOBOD)
YdueOHast ayIuTOpHs s TPOBEACHUS YISOHBIX 3aHSITHIL:

Komrutekr y4yeOHOM MeOenu, IEMOHCTPALIMOHHOE
obopynoBaHue M y1eOHO-HATJSITHBIE TOCOOUS: CHCTeMa
BUEOCBSI3M, KOMIBIOTEPHAsI TEXHUKA C BO3MOYKHOCTbIO .
" " Poccniickas ®eneparms, Boponexckas o6nacts,
nojKiroueHus K cetd "MHTepHET" M 00ecreueHneM J0CTyma B N
1 ropojackoii okpyr ropox Boponex, ropon BopoHex,
JNEKTPOHHYIO HH(OPMAIIMOHHO-00Pa30BaTEIBHYIO CPENY,
. ynuna Muuypuna, nom 1, a.273
HCTIOIb3yeMoe Mpo-rpaMMHoOe obecniedenne MS Windows,
Office MS Windows, DrWeb ES, 7-Zip, MediaPlayer Classic,
SAnnexc Bpaysep/ Mozilla Firefox / Internet Explorer, ALT
Linux, LibreOffice, npe-3eHTaninoHHoe o0opyaoBaHue
VYyeOHas ayauTopus AJisl IPOBEACHUS YYCOHBIX 3aHITHIA: Poccuiickas ®enepanus, Boponexckas o0nacts,
2 |KOMIUIEKT y4eOHOH MebOenn, ZeMOHCTPAIIMOHHOe 000pyIOBaHHE [TOpoACKOH OKpyr ropox Boporex, ropox Boponex,
1 y4eOHO-HATJISTHBIC TOCOOUS: ynuna MuvypuHa, 1om 1, a.237
ITomenieHwe T CAMOCTOSTEIIFHOM PaOOTHL: KOMIUIEKT YIeOHOMH
Me0ein, IEMOHCTPALIMOHHOE 000PYI0BaHUE U YYeOHO- .
’ p py i Poccuiickas ®eneparst, BopoHnexxckast o0mactsb,
HarJISTHBIE TOCOOUS, KOMITBIOTEPHAS TEXHUKA C BO3MOKHOCTBIO .
3 ropoAckoii okpyr ropoa Boponesx, ropon BopoHex,

noJ-Kiro4eHus k cetn "MHTepHeT" u obecriedyeHneM A0CTyna B
AJIEKTPOHHYI0 HHPOPMAITIOHHO-00pa30BaTebHYIO cpenyp /
Mozilla Firefox / Internet Explorer, AST Test

ynuia MudypuHa, oM 1, a.122a (¢ 16 mo 18 4.)




7.2. IlIporpamMHoOe obecnieyeHne

7.2.1. IllporpammHuoe obecriedeHue 001ero Ha3HaAYEHH I

Ne Hazpanue Pa3memenue
1 |Onepanmonnsie cucremsl MS Windows /Linux /Pex OC IIK B nokanpHoO# cetn BTAY
2 |Iakets! opucHbIx npmwiokernii MS Office / OpenOffice/LibreOffice I1K B slokanbHOl cetu BTAY
3 [IIporpammsl 1t npocMoTpa (aiinoB Adobe Reader / DjVu Reader I1K B slokanbHOl cetu BTAY
4 |Bpayseps! Augexc bpaysep / Mozilla Firefox / Microsoft Edge I1K B slokanbHOl cetu BTAY
5 |AnTuBHpyCcHas nporpamma Drweb ES TIK B nokanbHoI cetnt BTAY
6 |IIporpamma-apxuBaTop 7-Zip I1K B sokanbHOl cet BTAY
7 [MynbsTumenna npourpeiBarenb MediaPlayer Classic TIK B nokanbsHoii cetnt BTAY
8 [IInardopma onnaitH-o6yueHus eLearning server IIK B nokanpHo# cetn BTAY
9 |Cucrema kommbrotepHoro Tectupoanus AST Test TIK B nokanbHoI cetnt BTAY

7.2.2. Cnienuaju3upoBaHHOE IPOrpPaMMHOe obecrieyeHmne

He tpedyercs




8. MexnucuMnjJinHapHbie CBA3H

Bzaumocss3anabie JUCHHUILIAHBI

Kadenpa, Ha KOTOpO#t IpenogaeTcs

[Toanucek 3aBenyroniero

Kox Hassarue JUCLUIUTIHA Kagenpoit

b1.0.07 Pycckuii s3Ik ¥ KyIbTypa peun Pycckoro u HHOCTpaHHBIX SI3BIKOB _ % oy, /
\

b1.0.22 MeHemKMEHT Ynupasnenus u mapketunra B AITK / j @:////

ELB.11 CucteMsl 3JEKTPOHHOIO WudopmarmorHOro obecrnedeHus u e

JOKYMEHTO000pOoTa

MOACJIMPOBAHUS aIrPOOKOHOMHUYCCKUX CUCTEM




[puinoxenne 1

Jlucr nepuoanvyeckux NpoBepoK padoyeii mporpaMmMbl U HHGOPMALHS 0 BHECEHHBIX H3MEHEHHUsIX

JIOJKHOCTHOE JIHIIO,
MIPOBOJTUBIIIEE ITPOBEPKY
®.1.0., 101KHOCTE

Jlarta

INoTtpebHOCTH
B KOPPEKTUPOBKE YKA3aHHEM
COOTBETCTBYIOIIUX Pa3esioB paboueii
MPOrpaMMBI

Wubopmarys 0 BHECEHHBIX H3MCHEHHAX

3aB. Kadempoit
E.B. 3akmeBckas

IIpotokon NelO ot
20.05.2026 .

Hert
Paboyas mporpaMma akTyanu3upoBaHa Ha
2026-2027 yueOHBI rof

Her
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