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1. O0mas XapaKTepHCTHKA JHCIUIIJIMHBI

1.1. eab AUCHMNJIMHBI:

(hopMupOBaHKE 3HAHWI, YMEHHUI U HABBIKOB JISJIOMPOU3BO/ICTBA, B TOM YHCIIE O0YUCHHE TpHeMaM TOKyMEHTHPOBAHUS
YIpaBICHYECKON IEATENLHOCTH, CUCTEMHOMY IMOJIXOAY K paboTe ¢ TOKyMEHTaMHU, KOTOPbIe HEOOXOIMMBI
YIPaBIEHYSCKOMY TIEPCOHAITY JUIS BBITIOJHEHUS BO3JIOKCHHBIX (DYHKIIMIA U OCYIIECTBIICHUS TPOIlecca YIIpaBICHUS

1.2. 3agaun IMCHUIIIMHBI:

M3YYCHHE CYIHOCTA U OCHOB HOPMATHBHO-METOIUUYECKOUN 0a3bl IETOMPOU3BOJICTBA;

M3YYEHUE CUCTEMbl OPraHU3aI[MOHHO - PACTIOPSAUTEIBHBIX JOKYMEHTOB U OBJIAJICHUE IPUEMaM TIOKYMEHTUPOBAHUSA
YIIPaBIEHYECKON e TeNIbHOCTH;

OBJIaJICHUE COBPEMEHHBIMHU CIIOCOOAMHU U TEXHHOJIOTHSIMU CO3/IaHUS JIOKYMEHTOB;

(hopMupoBaHKE 3HAHWM, YMEHHUI U HABBIKOB BEJICHUS JISIIOBOU MEPEIICKH;

(hopMupoBaHKE 3HAHWI, YMEHHI U HABBIKOB BEJICHUS KaJIPOBOTO JEIOMPOU3BOJICTBA;

(hopMupOBaHKE 3HAHWI, YMEHHUI U HABBIKOB BEJICHUS JOKYMEHTOB, O(hOPMIISIONTUX MTPEANPUHUMATEIIECKYIO
M3yYCHUE MOPSIAKA JIBUKEHUS TIOKYMEHTOB B OPraHU3alliU, UX PETUCTPALlMU U KOHTPOJIU UCTIOTHEHUS;
(hopMupOBaHKE 3HAHWM, YMCHHI U HABBIKOB CHCTEMAaTH3AIMK JJOKYMEHTOB U X XpaHCHUS;

(hopMUpOBaHKE 3HAHWK, YMCHHUI 1 HABBIKOB OPTraHU3aIMK Pab0Thl C KOHPUACHIINATLHBIMU JOKYMEHTAMHU.

1.3. [IpeamMeT AMCHUMIHUHBI:
CTaHaPTHI, IPpaBUJIa, TPEOOBAHUS COCTABIICHUS JOKYMEHTOB, OTPAKAIOIINX YIIPABICHUSCKYIO ACITCILHOCTD, a TAKKE
TEXHOJIOTHS pa0OTHI C TOKYMEHTaMHU.

1.4. MecTo B 00pa3oBaTeJibHOM NMporpamMmme:
4acTh, OpMHUpyeMas yIaCTHUKaMH 00pa30BaTEIIbHBIX OTHOIICHUH
DJICKTUBHBIC JUCIHUITJIINHBI

1.5. B3auMocCBsI3b ¢ APYrUMH JUCHUIIJIMHAMM:
b1.0.07 Pycckuii sI3bIK M KyJIbTYpa pedu

b1.0.22 MenemxMeHT

Bb1.B.11 Cucremsl 3JIeKTPOHHOTO IOKYMEHTO000pOTa

1.6. Oco0eHHOCTH peanu3anuu JUCHUILUIUHBI 1JIs1 HHBAJM/IOB M JIHI ¢ OTPAHNYEHHBIMHM BO3MOKHOCTSIMU 3/10POBbS
Oco0eHHOCTH peaTu3aluy JUCIUILINHBI JIJIsl HHBAJIMIOB U JIMI] C OTPAHMYEHHBIMH BO3MOXXHOCTSIMU 3JI0POBBS
OTIPEETISIOTCA B MHAUBUYaTbHOM MOPSIKE UCXOS U3 crenuduKky 3a00eBaHus U TpeOOBaHMA, yKka3aHHBIX B OCHOBHOU
00pa30BaTeIbHON MporpaMme



2. H.Ha}mpyeMble peE3yJbTAThI U3YUECHUSA TUCIHUIIJIUHBI

Komnerennus WuankaTop JOCTIDKEHHST KOMITETEHITNH
Kon Coxepxanue Kon Conepxanue
CriocobHOCTh HaCTpauBath, 36 OCHOBBI JICJIONIPOU3BOJICTBA
TIK-07 [skcruryatupoBath U CONPOBOXIATh Y6 HCIIOJIb30BATh NIPABUJIA IEIONPOU3BOICTBA
UH()OPMAIIOHHBIC CUCTEMBI ¥ CEPBHCHI H7 paboThl ¢ JOKYMEHTaMU
38 OCHOBBI OpraHU3aI1K JeJIONPOU3BOICTBA
CrniocobeH 3¢ eKTHBHO P A P A -
N V8 OCYLIECTBIISTh KOMMYHHKALMOHHbBIE B3aUMOICHCTBU
IIK-12 |B3ammozeiicTBOBATh ¢ CyOBEKTaMHU -
N o0ecriedeHus B3aMMOIEHCTBUS ¢ CYOBEKTaMu NMPO(heCCHOHATBHBIX
npodeccnoHaIbHBIX KOMMYHUKAIIUI HI10
KOMMYHHKaLIH




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
Paszgen 1.
Teopernueckue 1 METOIUIECKHE OCHOBBI JIEIONPOU3BOACTBA
IMogpaznmen 1.1.

CyImHOCTh ¥ HOPMAaTHBHO-METOIMYeCKast 6a3a JIeJI0IPON3BOACTBA
ITonsrue "lenonpon3BoACcTBO" U CUCTEMBI AETIONPOU3BOACTBA. [IOHATHE JOKYMEHTA U €0 BUBL.
OCHOBHBIE CTaHAAPTHI U IPABUIIA CO3AAHUS JOKyMEHTOB. PopMyisp-obpaser fokyMeHTa. biank
JOKyMEHTA.

Crangaptusanus 1 yHHUKaIws qokyMeHTauy. O0mue TpeboBaHus K JOKYMEHTaM. PeKBU3UTHI
JOKYMEHTA.
IMoapaznen 1.2.

Cucrema OpraHU3aLMOHHO - PACTIOPSAUTEIBHBIX JOKYMCHTOB
IIpaBuna ohopmiIeHNs OpraHU3aIlMOHHBIX JOKYMEHTOB: yCTaB, INITaTHOE PaclUCaHue, IpaBHiIa
BHYTPEHHETO TPYJOBOTO PACIIOPSI/IKA, IOJIOKEHHE O CTPYKTYPHOM IOJpa3IelIeHIH IPETIPUATHS,
JOJDKHOCTHAS! MHCTPYKIHS paboTHHKA. [IpaBuia odopmiieHHs pacIOpSAUTEIBHBIX JOKYMEHTOB:
MIOCTAHOBJICHHUE, PELICHNE, AacIIOPSHKEHNE, YKa3aHUe, IIPUKA3bl 10 OCHOBHOM AESATEIbHOCTH.
Cucrema HHGOPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB M OCHOBHBIE NIPAaBUIIA UX O()OPMIICHUS:
IIDOTOKOJ. aKT. CIY>KEOHBIE 3aIlMCKU: TOKIanHast U 00bSICHUTENbHAS., CIIDABKH.

IMoapaznmen 1.3.

CoBpeMeHHBIE CIIOCOOBI M TEXHOJIOTHH CO3JJaHUS TOKYMEHTOB
Oco0eHHOCTH JIeI0BOTO OOIICHUS U TpeOOBaHU K yrpaBieHdeckoi nadopmannu. OdpunnansHo-
Je7IoBO# cTrib. TpeGoBaHus K TEKCTaM JOKYMEHTOB. [IpaBuia, mprueMbl 1 METO/IBI TIOATOTOBKH
TEKCTOB JIOKYMEHTOB.

Pazgen 2.

JIOKyMEHTHpPOBaHHE OCHOBHBIX ITPOLIECCOB B YIIPABJICHUH OpraHU3alueH

IMoapaznmen 2.1.

[TpaBuia BeneHUS ACIOBOH IIEPEIUCKH
JlokyMeHTHpOBaHHeE Ipoliecca BHEITHUX KOMMYHHUKALMH OpraHU3allii U COCTaBJICHHE
CITy’KeOHBIX (IeTOBBIX) IrceM. POopMyIIsIp MHChbMa: PEKBU3UTHI: CTPYKTYpa, IpaBHiIa MOCTPOCHUS
TEeKcTa, CTaHJapTHBIC (pa3bl U BeIpaxkeHHs. OCHOBHBIC BUABI CITy)KeOHBIX nuceM. IlpaBmiia
odopmITeHHs AETOBBIX MTUCEM K 3aPYOEKHBIM ITAPTHEPAM.

IToapaznen 2.2.

KanpoBoe nenonponsBoacTBo
JloKyMEeHTHpOBaHHE MTPOLIECCOB JABMKEHNUS KaAPpOB. BUIbl JOKYMEHTOB IO IMYHOMY COCTaBy U
TpaBWJIa UX cocTaBleHns. [IpuKa3bl 1o TMIHOMY cocTaBy. TpymoBoOif TOTOBOP: CTPYKTYDA,
coziepKaHKe U TOPSJIOK 3aKitoueHus. Benenne TpynoBoit kKKK padoTHHKa. CocTaBieHHe
JIMYHBIX TOKYMEHTOB: 3asBICHIS, aBTOONOrpadun, pe3roMe 0 TPYJOBOH AEATeIFHOCTH,
JIOBEPEHHOCTH, pactiucku. OdbopmileHHe, BeJIeHHE U XPAHEHHE JIMUHbIX JeI1.

ITogpaznen 2.3.
Benenue 1oKkyMeHTOB, 0(OPMIIIONINX MTPEAPHHUMATEIBECKYIO IS TETHHOCTb.
[IpaBuma opopmiIeHNs TOKYMEHTOB B TIPOIIECCE OCYIIECTBICHUS MPEAPHHNMATEIECKON
nesrenbHOCTU. [ToHsITHE TOTOBOPA M €r0 BHIBI.
OdopmiieHne JOKyMEHTOB, MOATBEPKAAIOMINX Ka4eCTBO MPOAYKIMH. [IoHATHE TPEeTEH3NOHHBIX
JIOKYMEHTOB U NIPaBUJIa UX COCTABJICHHMSI.
Paznen 3.
TexHosorust BeieHus AeI0NpPOU3BO/ICTBA
IMogpaznen 3.1.

IMopsimox ABIKEHHUS JOKYMEHTOB B OPTaHW3AIINH, UX PETUCTPALNSA M KOHTPOJIb HCIIOTHEHHS
[ToHsATHE TOKYMEHTOOOOPOTA U €TO OCHOBHEBIE 3TAlbl. PannoHansHas opraHu3arus 10-
KyMEHTO000pOTa Ha NpeANpUATHH. DKCIEAUIIMOHHAs 00paboTKa JOKYMEHTOB, IOCTYNAOIIUX B
opranm3anuio. [IpeaBapuTensHOE pacCMOTPEHNE TOKYMEHTOB B CIY)KO€ JOKyMEHTAI[IOHHOTO
oOecrieuenus. JIBimkeHne JOKYMEHTOB BHYTpU opraHu3anuu. O6paboTka HCIOTHEHHBIX U
OTIPaBIIAIEMBIX JOKyMeHTOB. [Topsiiok, mpaBmia, (OpMBI pEeTUCTPAIIH U HHACKCAITHN

JOKYMCHTOB. KOHTDOJ’II: 3a UCIIOJIHCHUEM JOKYMCHTOB: 3Tallbl U CPOKH.
IMoapaznen 3.2.
CI/ICTeMaTI/IBaLH/IS[ JOKYMCHTOB U UX XPpaHCHUEC.



OO0mue TpeGOBaHUS K CHCTEMATH3aIMN IOKyMEHTOB 1 ()OpMHUpOBaHUIO Aei. [IpaBuna
oIpeJieNIeHUs] IEHHOCTU TOKYMEHTOB U JOKYMEHTHOM MH(pOPMAIUU U yCTAHOBICHUS CPOKOB
XpaHeHus fen. XpaHeHHE JOKYMEHTOB B OIIEPATHBHOH NEATEIbHOCTH U ()OPMHUPOBAHUE JIEII.
Homenknatypa gen. I'pynnupoBka B Jeila OTAEIbHBIX KaTeropuii JoKkyMeHToB. IIpaBuna
COCTaBJICHUS 3aTOJIOBKOB J1e)1 1 0YOPMIIEHHST OOJI0XKKH JIena.
ITonsaTtune apxuBa u Buasl apxudos B Poccuiickoit @enepannu. [Ipasuna odopmiaeHus nen
IUITMTENBHBIX CDOKOB XDaHECHHMS.
IMoapaznen 3.3.

Opranuzanus paboTsl ¢ KOH(PUAESHINATBHBIMH JOKYMEHTaMU.
CocTaB ¥ HallpaBJICHUS 3aIUTHI JOKYMEHTHOH nH(popmanuu. Crucrema 3amuThl HHGopMayu u
KOH(HACHIIMATIBHBIX JOKYMEHTOB. TEXHOIOTUS 3alIUThl JOKyMEHTHON HH(OPMAIIUHL.
3amumeHHbI 10KyMeHT0000poT. [opsinok paboTs! nepcoHana ¢ KOHGUAECHINATBHBIMU



4.2. PacnipeniesieHrie KOHTAKTHOM M CAaMOCTOSITeILHOI PadoTHI MO MoApa3aeaiam
Ounas popma o0y4eHust

KonTakrHas pabora
Pasnensl, moapasnensl JUCHUIUIMHEL CP

JICKITUN 113

TeopeaneCKne U METOANYECCKHE OCHOBBI ACJIONMPOU3BOACTBA

CyIHOCTh 1 HOPMaTHUBHO-METOAMYECKas 6a3a JeIonpor3BOICTBA 1,0 1,8 5,2
CucreMa OpraHU3alMOHHO - PACTIOPSIUTEILHBIX IOKYMEHTOB 1,0 1,8 7,2
CoBpeMeHHBIE CTIOCOOBI U TEXHOJIOTHH CO3JaHUs JJOKYMEHTOB 1,0 1,8 7,2

JlokyMeHTHpOBaHHE OCHOBHBIX MTPOLIECCOB B YIPABJIEHHH OPraHu3amuei

[IpaBuiia BegeHus AETOBON TIEPENTUCKU 1,0 1,8 7,2
KanpoBoe nenonponsBoacTBo 2,0 3,6 14,4
Benenune 10KyMeHTOB, 0(OPMIISIOIINX TPEANPHUHAMATENBCKYIO AEITEILHOCTD. 1,0 1,8 7,2

TexH0J10Trus BeAeHUA AeJI0NMPOU3BOACTBA

Iopsnok IBUKEHUS JOKYMEHTOB B OpraHU3al|M, UX PETUCTPALIUSA U KOHTPOJIb UCIIOJHEHUS 1,0 1,8 7,2

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

Opranuzarys paboTsl ¢ KOHOUICHITHATEHBIMA TOKYMEHTaMH. 1,0 1,8 8,4




4.2. PacnipeniesieHrie KOHTAKTHOM M CAMOCTOSITEILHOI PadoTHI 1O MoApa3aeaiam
3aounas ¢gopma o0yueHust

KonTakrHas pabora
Paznensl, moapaznensl AUCHUIUINHBI CP

JICKIIUH 113

TeopeaneCKne U METOANYECCKHE OCHOBBI ACJIONMPOU3BOACTBA

CyIIHOCTh ¥ HOPMATHBHO-METOUUECKas 6a3a JeIOMPOU3BOICTBA 0,6 0,6 6,4
CucTeMa OpraHu3alMoOHHO - PACHIOPSIUTEIbHBIX TOKYMEHTOB 0,6 0,6 8,8
CoBpeMeHHBIE CIIOCOOBI M TEXHOJIOTHH CO3/IaHMs JOKYMEHTOB 0,6 0,6 8,8

JloKyMeHTHpPOBaHUEe OCHOBHBIX ITPOLIECCOB B YIPABJIEHHH OPraHu3anuei

IIpaBuna BeneHNS JETOBOH MEPETHCKH 0,6 0,6 8,8
Kanposoe nenonpousBoacTso 1,2 1,2 17,7
Benenue 10KyMEeHTOB, 0(OPMIIAIOIINX MPEANPHHAMATENBCKYIO IEITEIbHOCTD. 0,6 0,6 8,8

TexH0JIOTUA BeAeHUA AEJ0IPOU3BOACTBA

Iopsimok ABIKEHMS JOKYMEHTOB B OPTaHHU3AIMH, UX PETHCTPANI U KOHTPOJIb HCTIOJTHEHUS 0,6 0,6 8,8

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

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




4.3. IlepeyeHb TeM U y4eOHO-METOAMYECKOr0 00ecneyeHns Il CaMOCTOSITeIbHOIH padoThl 00yUaIOINXCs

Paznensl, moapasaensl AMCUUTUIMHBI

VuebHO-MeTOAnYECKOE 00eCIICueHHE

O6bem yacoB CP

OouHasg | 3ao4Has
Teopernueckue U MeTOAMYECKHEe OCHOBBI 1€JIONPOM3BOACTBA
brikoBa T. A. JlokyMeHTannoHHOE 00ecTiedeHHe yIpaBIeHHs (AeI0IPOH3BOACTBO)
CyIIHOCTh M HOPMAaTHBHO-METOINYECKAs |[a1eKkTpoHHBIi pecypc]: YueOHoe nocodue / T. A. Brikosa, T. B. Kysnenosa, JI. B. Cankuna - 59 6.4
0a3a Jenonpon3BOICTBA Mocksa: OOO "HayuHo-u3narensckuii nentp MHOPA-M", 2024 - 304 c. [OU] [OBC 3nannym] ’ !
URL: https://znanium.com/catalog/document?id=437674
BoikoBa T. A. JlokyMeHTallMOHHOE 00ecieyeHre ynpaBiIeHUs (1eI0NpPOU3BOICTBO)
Cucrema OpraHM3alHOHHO - [anextpounslit pecypc]: Yuebnoe nocodue / T. A. Brikosa, T. B. Ky3uenosa, JI. B. Cankuna - 72 88
pacnopsaUTENIbHBIX TOKYMEHTOB Mocksa: OOO "HayuHno-u3narenbckuii uentp MHOPA-M", 2024 - 304 c. [DU] [OBC 3Hanuym] ! !
URL: https://znanium.com/cataloa/document?id=437674
BoikoBa T. A. JlokyMeHTallMOHHOE 00ecieyeHre ynpaBIeHUs (1eI0POU3BOICTBO)
[anexTponHusIii pecypc]: Yuebnoe nocodue / T. A. beikoBa, T. B. Ky3nenosa, JI. B. Cankuna -
Mocksa: OOO "HayuHno-u3narenbckuii uentp MHOPA-M", 2024 - 304 c. [DU] [OBC 3Hanuym]
CoBpeMeHHBIE CIIOCOObI U TEXHOJIOTUU URL: https://znanium.com/catalog/document?id=437674 70 8.8
CO3/IaHUS JOKYMEHTOB VHpopMaloHHbIE TEXHOJIOTHH B YIPABICHUH 1 SKOHOMHKE: JKypHAJI JUlsl IyOJIMKALMK HAyqHO- ’ ’
HCCIIeIOBATENbCKUX PAa00T / YUpenuTens : YXTUHCKUN TOCyJapCTBEHHBI TeXHHIECKHI
yHUBepcuTeT - Yxta Peciy6nnka Komu: YXTHHCKUMIA TOCyJapCTBEHHBIN TEXHUYECKUI
yruBepcuret, 2020 [O11] URL: https://www.elibrary.ru/contents.asp?titleid=56922
JlokyMeHTHpOBaHMe OCHOBHBIX IPOLECCOB B YNIPaBJIEHUH OpraHu3anueii
beikoBa T. A. JIokyMeHTallMOHHOE 00ECIIeYCHHE YIIPABICHUS (IEIONPOU3BOICTBO)
[IpaBHIA BEICHIS IETOBOM TEDEIHCKL [amextponHslit pecypc]: Yueonoe nocodue / T. A. Brikosa, T. B. Ky3suenosa, JI. B. Cankuna - 79 8.8
PaBHiIa BeL Aet P Mocksa: OOO "Hayuno-n3natensckuii nenrp MIHOPA-M", 2024 - 304 c. [O1] [OBC 3nanuym] ! !
URL: https://znanium.com/catalog/document?id=437674
Kupcanosa M. B. CoBpemeHHOE eoIpOn3BOICTBO [3IIEKTPOHHBIH pecype]: YueOHoe mocobue
KanpoBoe nenonpou3BoacTBo / M. B. KupcanoBa - Mocksa: OOO "Hayuhno-u3narenbckuit uentp MHOPA-M", 2020 - 312 c. 14,4 17,7
[OU] [3BC 3nannym] URL: https://znanium.com/catalog/document?id=372474
Paznopoxubiid A. A. JIOKyMEHTUPOBaHHUE YIIPABICHUECKOH AEATEIBHOCTH [IEKTPOHHBIH
Benenne nokymeHTOB, ohopMIsIomnX  |pecypce]: Yue6Hoe mocobue / A. A. Paznoposxubiii - Mockpa: OO0 "HayuHo-u3/1aTeNbeKuit 79 8.8
MIPEANPUHIMATENBCKYIO AeITENFHOCTE.  (uenTp MH®PA-M", 2018 - 304 c. [OU] [OBC 3nanuym] URL: ! !
https://znanium.com/catalog/document?id=328873
TexHoJiorusi BeAeHU 1eJONPOU3BOACTBA
[Topsmok qBHKEHYS TOKYMEHTOB B Kupcanosa M. B. CoBpemeHHOE eoIpON3BOICTBO [3IIEKTPOHHEIH pecypce]: YaeOHoe mocobue
OpraHu3alty, UX perucTpanus u / M. B. KupcanoBa - MockBa: OOO "Hayuno-usnarensckuii nentp MHOPA-M", 2020 - 312 c. 7,2 8,8
KOHTPOJIb UCIIOJIHEHUS [OU] [3BC 3nannym] URL: https://znanium.com/catalog/document?id=372474
CHCTeMaTH3AIUS IOKYMEHTOB U HX Kupcanosa M. B. CoBpeMeHHOe AeI0npor3BOACTBO [JIEKTPOHHBIN pecypc]: YueOHoe nocodue
Y / M. B. Kupcanosa - Mocksa: 000 "Hayuno-nznarensckuii nearp MHOPA-M", 2020 - 312 c. 7,2 8,8
XpaHenme. [OU] [3BC 3nannym] URL: https://znanium.com/catalog/document?id=372474
Kupcanosa M. B. CoBpeMeHHOE eoIpON3BOICTBO [3IIEKTPOHHEIH pecype]: YaeOHoe mocobue
Opranuzanus paboTsl ¢
P 13 P / M. B. Kupcaunosa - Mocksa: OOO "Hayuno-n3narensckuit nenrp MHO®PA-M", 2020 - 312 c. 8,4 10,3
KOH(HICHIHATLHEIMU JOKYMEHTAMU [OU] [3BC 3nannym] URL: https://znanium.com/catalog/document?id=372474
Hroro 71,0 87,0




5. ®oH OLIEHOYHBIX CPEICTB
5.1. tanbl hopMUPOBAHUS KOMIIETEHIM i

Komnerenumu u U]

P a3ieJibl, moApa3acybl JUCITUIITIMHBI

NK-07 | TIK-12
Teopernyeckue 1 MeToqUYeCKHEe OCHOBBI eJ10NMPOU3BOACTBA
CyImHOCTh M HOPMAaTHBHO-METOIMUECKast 0a3a AEIONPOM3BOACTBA 36, V6, H7 38, V8, H10
CucreMa OpraHU3alMOHHO - PACTIOPATUTEILHBIX IOKYMEHTOB 36, V6, H7 38, V8, H10
CoBpeMeHHbIE CTIOCOOBI M TEXHOJIOTHUH CO3/IaHHS JOKYMEHTOB 36, Y6, H7 38, V8, H10

JIOKyMEHTHPOBaHUE OCHOBHBIX NPOLECCOB B YIIPaBJCHUH OPraHu3anuei

[IpaBuia BegeHus AEOBON NIEPENTUCKU 36, Y6, H7 38, V8, H10
KanpoBoe nenonponsBoacTBo 36, Y6, H7 38, V8, H10
Benenne oKyMeHTOB, 0(OPMIISIONINX PEANPHHAMATENHCKYIO JIEATELHOCTD. 36, Y6, H7 38, V8, H10

TexHo0JIOTUA BeAeHUA AEJ0IPOU3BOACTBA

[Topsimok ABMXKEHMSI JOKYMEHTOB B OPraHU3AlUN, UX PETHCTPALMS U KOHTPOJIb UCTIOJIHEHUS 36, Y6, H7 38, V8, H10

CucremaTH3amys JOKyMEHTOB U X XpaHEHHE. 36, Y6, H7 38, V8, H10

Opraauzanust paboThl ¢ KOHPHUIECHINATEHBIMHI JOKYMEHTAMHU. 36, Y6, H7 38, V8, H10




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 1J151 OlEHKH JOCTUKEHUS KOMIIeTeHIM I
5.3.1. Bonipochl K 3K3aMeHy
He npeaxycmotpeno

5.3.2. 3aganus K 3K3aMeHy
He npenycmoTpeno

5.3.3. Bonipocsl k 3a4eTy ¢ OLICHKOI
He npenycmoTpeno

5.3.4. Bonpochl K 3a4eTy

Komre-

No Conepxanue na
TEHIIUS
1 |Yrto Takoe AeJONpPOM3BOJICTBO U KAK OHO MOYKET ObITh OPTraHM30BAHO HA MIPEIIPUITHH? IIK-12 37
2 |Yro Takoe TOKYMEHT M KaKOBa €ro pojib B yIPABICHYECKOH AeITEIbHOCTH? ITK-12 37
3 |Yro Takoe yHHDUKAIMS ¥ CTAHIAPTH3ANNS YIPABICHUYECKHX TOKYMEHTOB? ITK-12 37
4 |Yro Takoe JOKyMEHT U KaKOBa €r0 pOJIb B YIIPABICHYECKON NESTEIBHOCTU? IK-12 37
5 |Kakue Buabl TOKyMEHTOB CYIIECTBYIOT? IK-12 37
6 [Yto Takoe GraHK JOKYMEHTa M B YeM COCTOHT €T0 3HaYEHHE P 0(hOPMIICHIH JTOKYMEHTOB? I1K-12 37
7 [Yro Takoe popmynsip-odpazen fokymeHTa? IK-12 37
8 |Kak odopmisiercst YcraB npeanpustusi? ITK-12 37
9 |Kak odopmisiercs [onoxenne u MHCTpyKImsa? IK-12 37
10 |KaxoBbl 0cOOEHHOCTH OOPMIICHUS IITATHOTO PACTIMCAHMUS? ITK-12 37
11 |Kakum o6pa3zom oopmiisieTcs MprKa3 0 OCHOBHOM NEsTEIbHOCTH? IK-12 37
12 KakoBsI 061ve mpaBrina o(opMIICHHS pacIiOPSIIUTEIBHBIX JOKYMEHTOB: TOCTAHOBJICHHS, PEIIICHHUS, K-12 37
pacnopspKeHus U npukasa?
13 |Yro Takoe mpoTOKOI M 11 4ero oH odopmisieTcs? I1K-12 v7
14 |Kakum 06pazom ohopMIISIOTCS TOKJIaIHBIC 3aITUCKU? IK-12 y7
15 |Yto coboii nmpeacTaBIsIeT TPYIOBOI JOTOBOP M KAKHE CBEICHUS OH COJIEPIKHUT? IK-12 37
16 |B gem ocobeHHOCTH 0GhOpPMIICHHS IPUKA30B 10 JUIHOMY COCTaBy? IK-12 37
17 |Kakue cBeeHUSI 3aHOCSTCS B TPYIOBYIO KHIDKKY M KaK 0(OPMIISTIOTCS 3aIIUCH B HEH? I1K-12 37
18 |Kakum 006pa3oM BHOCSTCS H3MEHEHHS B 3aIIMCH B TPYIOBOW KHIKKE? I1K-12 37
19 |Kaxkoii mopsiox (opMHUpOBaHHS M BEICHNS JIMIHOTO Jiena? I1K-12 37
20 |Yro coboii mpeacTaBisieT CiryKeOHOe MUChMO? ITK-12 y7
21 |Bugpl 1 mpaBuia oopMIIeHHS JOTOBOPA. I1K-12 v7
22 |KakoBbl paBiia 0hOPMIICHUSI CIY)KEOHBIX miucem? ITK-12 y7
23 |Kak npoBoiT 00pabOTKy HOCTYHNHBIIAX JOKYMEHTOB? I1K-07 35
24 |Kakue 3Tanbl BXOJAST B IPOLECC KOHTPOJIS] UCTIOTHEHHS TIOKYMEHTOB? T1K-07 35
25 |Yro Takoe peructpars JOKYMEHTOB M KaKOBa €€ POJb B JICIIONPONU3BOJICTRE? I1K-07 35
26 |Kakue CyIIECTBYIOT THIIBI PETHCTPALIMOHHBIX YIETHBIX hopm? I1K-07 35
27 |Kak moxymeHT OepeTcst Ha KOHTPOJIb M B KaKOW MOMEHT OH MOXET OBITh CHSAT C Hero? I1K-07 35
28 |Yro Takoe meno U KakuM 00pa3oM oHO (opmupyercs? ITK-07 VY5
29 |Kakas mocnemoBaTeIbHOCTh 0hopMIICHHS e K cjade B apXuB? I1K-07 v5
30 |TexHoJOTHS 3aIKUTHI JOKYMEHTHOM HHMDOpMAIHN T1K-07 V5

5.3.5. Tembl KypcoBOTro MpoeKT (PaGoThl) M BOMPOCHI K 3alIUTe
He npexycmorpeno




5.3. MaTepuaJibl 1J51 OlleHKH JOCTUKEHUS KOMIIeTeH M i
5.3.6. Bonpochbl TecTOB

Conepxanue

Kowmmne-
TEHIUA

1z

Kakas cucrema genonpon3BocTBa Hanboee dQGeKTHBHA U MEITKUX TPEATIPUATHIA? IIEHTPAITN30BaHHAS
JICICHTPaTN30BaHHASL

CMeIIaHHas

(hyHKLIMOHANTbHAS

IIK-07

36

O KaKoM TOHITUU HIET PEYb B CIEAYIONIEM ONIPEIEIICHHHN: «IIOBTOPHBIN AK3EMILISP MOITUHHNKA O(DUIIHATEHOTO
JIOKyMEHTA, IMEIOIHN FOPHIIMYECKYIO CHITY»?

MO/JTMHHKK JIOKYMEHTa

IyOJIMKAT JOKYMEHTA

KOTIHS JOKyMEHTa

BBIIHCKA U3 JOKYMEHTA

IK-07

36

Kaxue 13 nepeyncieHHbIX HIKE MOACUCTEM JOKYMEHTAINH HE SIBJISIOTCSI COCTaBHOM 4acThIO CHCTEMBI
OpTaHM3aI[MOHHO-PACIOPSIAUTENBHBIX JoKyMeHToB (OP) ?

OpraHU3alMOHHBIC JOKYMEHTHI

YUpeAUTENbHBIC JOKYMEHTHI

pacrnopsiiuTeIbHbIe JOKyMEHTHI

CIIPaBOYHO-HH(POPMAIMOHHEIE IOKYMEHTHI

IIK-07

36

Kaxkoif 3 nepednciIeHHBIX JOKYMEHTOB YCTaHABIMBAET ITOPSAIOK 00pa30BaHUs, CTPYKTYPY, GYHKINH, 00SI3aHHOCTH
U OPTaHU3aLHI0 PAOOThI CTPYKTYPHBIX HOAPA3ACICHUN IPeIIPHATHA?

ycraB

II0JIOXKEHUE

HUHCTPYKLUSA

IIPaBUJIa BHYTPEHHETO paclopsiaka

IK-07

36

Ha xaxue u3 nepeyrciaeHHbIX JOKYMEHTOB HE CTaBUTCA TpU] yTBepKIAeHHUA?
LITaTHOE PaclUCaHUE

ycTaB

yKa3aHue

IpaBuJia

[IK-07

36

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

yCTaB

HHCTPYKIHS

IITATHOE PAaCIHCaHKE

MpaBHIa

I1K-07

36

Kaxoii peKBU3UT HCTIONB3YIOT TOJIBKO B MUChMax?

aapecar

CCBUTKA Ha JIaTy M PETUCTPALMOHHBIM HOMEP BXOSIIETO JOKYMEHTA
OTMETKa O MOCTYIUIEHHH JOKYMEHTa B OpPraHU3aIHIO

OTMETKA 0 HAJIMYUHU TPUIIOKEHHUH

IK-07

36

Ecnm xakmas cTpoka peKBH3HTa OJaHKa HAYMHACTCS OT TPAHMIIBI JIEBOTO OIS, TO 3TO OJaHK:
C IIPOJOJIBbHBIM PACIOI0XKEHUEM PEKBU3UTOB

C YIJIOBBIM PAaCIOJIOKEHHEM PEKBU3UTOB

C YTJIOBBIM (DJIATOBBIM PACHOJIOKEHUEM PEKBH3UTOB

C YIJIOBBIM IIEHTPOBAHHBIM PACIIOJIOKEHHEM PEKBU3UTOB

IK-07

36

YT0 M3 NePEUCIICHHOTO HAKE HE BXOAUT B COCTaB PEKBU3UTA CIIPABOYHBIE TAHHBIC 00 OpraHu3aIyn?
IIOYTOBBIN asipec

HOMep TenedoHa U pakca

VHH

HOMEp cyera B OaHKe

IIK-07

36

10

Kakoil peKBU3UT HUKOTJ]a HE UCIIONbB3YETCs B MUCbMax?
sMOJIeMa OpraHU3aliy MM TOBapHbIH 3HAK
PpE30MIOLH

HaMMEHOBaHHUE BUJA JOKYMEHTA

PETUCTPALlMOHHBINA HOMEP TOKYMEHTa

IIK-07

36




PexBusut «HaumenoBanue Oprann3alnuu - aBTOpa JOKYMCHTa» YKa3bIBA€TCA Ha OraHKax JOKYMCHTOB ITOJTHOCTBIO B

CICAYIOIHUX ClTydasax:
B IIMCbMax

11 I1K-07 36
Ha BCEX JOKYMEHTax
€CITH OTCYTCTBYET COKpAIIeHHOE HANMEHOBAHHUE OPTaHI3AIIH
Ha BHYTPEHHHX JOKYMEHTax
[Haiite onpenenenue hopmysspa-odpasua:
COBOKYITHOCTH PEKBH3HUTOB JICJIOBOTO IIHCHMa
12 COBoxyHHOCTbU PACIIOJIOKEHHBIX B ONPEIEIEHHO M0CIe10BATEIbHOCTH PEKBU3UTOB, IPUCYLLIMX BCEM TOKYMEHTaM K07 36
OTIpeeTIeHHOH CHCTEMBI IOKyMCHTAIIUH
COBOKYITHOCTb PEKBU3UTOB ITPUKA3a
COBOKYITHOCTH PEKBHI3HTOB aKTa
13 | Maroit mOKyMeHTa SBIISETCS JATA €TI0 ............... I1K-07 36
JlesiTenbHOCTD anmnapaTa yIpaBieHus], 0XBaTbIBaIOLIasi BONPOCH! JOKYMEHTUPOBAHUS U OpraHu3aluu paboThl ¢
JIOKyMEHTaMH — 3TO:
14 [noxymeHTaIIMOHHOE OOECIICYCHUE YIIPABICHHUS TIK-07 36
CTaHMAPTH3AIHS
cUcTeMa JOKYMEHTaLUU
YKauTe OTIMYUTENBHOE CBOMCTBO JOKYMEHTA:
KOIMHHOCTB;
15 |ropuamueckas cuia, TIK-07 36
MHO>KECTBEHHOCTE;
TOYHOCTb.
Wnnekc nokymeHTa — 3T0
TIOPSIIKOBBIN HOMEP pEeTHCTPAIiN
16 |MHACKC CTPYKTYPHOTO NOApA3ETeHIA K07 36
mudposoe, OyKBeHHOE I KOMOMHHPOBaHHOE 0003HAaYeHNE TOKYMEHTA, YKa3bIBAIOIIEee MECTO €T0 COCTABICHUS U
XpaHEeHUs
HOMep JieJla 0 HOMEHKJIaType JIel
Komrurekc B3anMOyBsI3aHHBIX JOKyMEHTOB, PETTIAMEHTHPYIOIINX CTPYKTYPY, 3a1a9H, (DYHKIUH IPEIIPHATH,
OpraHu3alMIo ero paboThl; paBa, 00I3aHHOCTH U OTBETCTBEHHOCTh PYKOBOJICTBA M CHELIMAIMCTOB MPEIIPUATHS
17| 0" nK-07 | 36
pacnopsauTebHbIE TOKYMEHTHI
ycTaB
CIPaBOYHO-HH(GOPMALMOHHBIE
Ha3zoBute pekBU3UT, HE BXOAALIMK B popMyisp ycraBa
Ha3BaHUE OpPTaHMU3aINI
18 |HanmMeHOBaHHE MUHHCTEPCTBA UITH BEIOMCTBA I1K-07 36
HaMMEHOBAHHE BHIA JOKYMEHTA
agpecar
OpraHu3alMoHHbBIN JOKYMEHT JJIUTEIBHOTO WM TIOCTOSIHHOTO CPOKa JIEHCTBUS, B KOTOPOM OIpEAesICHbl HAyYHO-
TEeXHUYIECKHE, (UHAHCOBBIE CTOPOHBI IEATEINFHOCTH JODKHOCTHBIX JIMI] — 3TO
19 |WTATHO® pacmucanie [K-07 36
JIOJDKHOCTHAST HHCTPYKIIUS
ycTaB
TIOJIO’KEHHE
INonsTHe cTaHmApTH3AIMH, KaK JICSITEIFHOCTH M0 YCTAaHOBIICHHIO MIPABIJI U XapaKTEPUCTHK B IEIAX X
JI0OPOBOIBHOTO MHOTOKPATHOTO MCHOIb30BAHNUS, HAIIPABICHHOH Ha JOCTIKEHUE YIOPSJOYEHHOCTH B chepax
TIPOM3BOJICTBA M 0OpaICHNs, 3aKPEIUIICTCS B:
20 [®enpepansroM 3akoHe PO «O cranmapTu3amum» [1K-07 36
DenepanpHOM 3akoHe PD «O06 nHpopMaiy, nHGOpMATH3AINH 1 3aIIUTE HHOOPMAITHI
®DenepanbHoM 3akoHe PO «TexHU4eCKOM peryupoBaHum
DenepanbHoM 3akoHe PO «O xoMMepuecKkol TaiiHe»
CKOJTBKO YacTeH B TEKCTE PacHOPSIUTEIBHBIX JOKYMEHTOB?
oJHa
21 |nBe T1IK-07 36
TpH

YeThIpe




22

Uro 13 nepednciIeHHOro He YKa3bIBAaeTCs B IEPBOM YaCTU TEKCTA IIPOTOKOJIA?
(bamuns, UM, OTIECTBO NpEACeaTeNs U CEKpeTapst cCOOpaHus

JaTa coOpaHus

CBEJICHUS O MPUCYTCTBYIOIIUX

IIOBECTKA JHS

ITK-07

36

23

CKOIIBKO "acTel OyJeT B TEKCTE aKTa, COCTABICHHOM II0 HTOTaM PEBU3MUH, BEISBUBINCH PsI HAPYIICHUH?
oJHa

IiBE

TpH

4eThIpe

IK-07

36

24

Kto nmoanuceiBaeT akt?
PYKOBOAMTENb MPEATIPHUITHS
rpenceaareab KOMUCCUI
rpejceaaresb U CEKpeTapb KOMHCCUU
TpeiceaaTesb U WIeHbl KOMHUCCUU

IK-07

36

25

B kakoil yacTu JOKIaIHOU 3alIUCKU IPUBOASITCS BBIBOJBL U IIPEAJIOKEHUS O KOHKPETHBIX JEHCTBUAX, KOTOPBIE, 110
MHEHHUIO COCTaBUTEINSI HEOOXOUMO MPEIIPHHATh PYKOBOJUTEINIO B CBS3U C M3JI0KEHHBIMH (hakTamu?

B IIEPBOM 4acTH

BO BTOPO 4acTH

B TPETbEH 4acTH

9TO 3aBUCHT OT LIENHU 3aMUCKU

IIK-07

36

26

Kakoe moHsATHE XapaKTepHu3yeT CleaAyIoliee Onpee/icHHe: «CTaHAaPTHBIN JIUCT OyMaru ¢ peKBU3UTAMH,
HICHTUQUIMPYIOLIMME aBTOpPa OPUIHAIEHOTO MUCEMEHHOTO JIOKYMEHTa»?

MOUTHHHHUK JOKyMEHTa

KOTIUS IOKyMEHTa

OJIaHK JIOKyMEHTa

JTyOJIMKAT JTOKYMEHTa

[IK-07

36

27

JlaiiTe onpeneneHue 10KyMeHTa:

MaTepuaIbHbI 00BEKT ¢ MHPOpMaIueH, 3a)UKCUPOBAHHON CO3/IaHHBIM YEJIOBEKOM CITOCOOOM, JIJIsl €€ repeiauu BO
BpPEMEHU U TIPOCTPAHCTBE

COBOKYITHOCTb PEKBU3HUTOB O()HLIHAIBHOTO UChMA

CTaHIAPTHOE PACIIONIOKEHHE MaTepHana

TEKCT

IK-07

36

28

Ipouecc ynopsmoueHus WK pactpeeNieHus JOKYMEHTOB 110 KJaccaM C LIENIbI0 OTPaXKEHUs OTHOILCHUI MeX Ty
HIMH 1 COCTABIICHHUS KITACCH(HKAIMOHHON CXEMBI HA3BIBAIOT ....euvuenenenennnnnn... (B MM. TTaiexe).

I1K-07

36

29

JIOKyMEHT, (PMKCUPYIOIIHIA X0/ 00CYKACHHS BOIPOCOB M IPUHATHS PELICHUI Ha COOpaHHSX, 3aCEAaHUAX,
COBEIAHUAX H T.IL.

00BSCHUTEIIbHAS 3aIIUCKA

JTOKJIaTHast 3aITCKa

aKT

TTPOTOKOJT

I1K-07

36

30

Ecnm pacriopsimutensHast 4acTh TEKCTa HAYMHACTCS CIIOBAMH “00S3BIBAl0”, TO 3TO
HpHKa3

3asIBIICHHE

pacnopsbKkeHHe

CIIpaBKa

IK-07

36

31

HNHpOopManmoHHO-CITPaBOYHBIN TOKYMEHT, COCTABJITIONIMIACS TPYIIOHN JIUIL JJIS TOITBEPKICHHS YCTAHOBICHHBIX
(axToB — 3TO

JTOKJIaIHas 3aITCKa

aKT

MIPOTOKOJT

00BICHUTENIbHAS 3aIIUCKA

IIK-07

36

32

Ha3zoBure BUIBI NOKJIJAHBIX 3aIIUCOK
nH(OPMAIOHHBIE, OTICTHBIC

BHYTPEHHHUE, BHEIIIHUE

OTYETHBIE, BHyTPEHHUE

nH(OpMAaIIOHHBIE, OTYETHBIC, BHYTPEHHHE, BHEIIIHHUE

ITK-07

36




33

Ha3zoBure 1OKYMEHT, HE BXOASIIMN B IPYIILY PACIOPAJUTENbHBIX JOKYMEHTOB
LITaTHOE PACIUCAHUE

yKa3aHue

IIPHKa3

[IOCTaHOBJICHUE

ITK-07

36

34

HasoBure pexBU3nT, He BXOAAMHNI B GOPMYIISIp aKTa
MOJMHUCH

TEKCT

azpecar

3aroJ0BOK

IK-07

36

35

HazoBuTte wacTu TekcTa TpuKaza
KOHCTaTUpyromas, BBOAHas
KOHCTAaTUPYIOMIas, pacnopAauTeIbHasA
OCHOBHas, paCriopsaaAuTCIIbHas
BBOJAHAasA, OCHOBHAas

IK-07

36

36

[NepeuncnuTe OCHOBHBIE BUIBI OJIAHKOB

001wl OaHK, OIaHK I MHCeM, OJIAHK C TIPOIOJIBHBIM U YTIIOBBIM PACIOIOKEHHEM PEKBU3UTOB
CYIIECTBYET TOJBKO OJaHK C MPOAOIHEHBIM H YTIIOBBIM PACIIONI0KEHUEM PEKBH3HUTOB

CYIIECTBYET TOJILKO OOIIMK OJIaHK

CYHIECTBYET TOJBKO OJAHK JJIS TUCEM

IK-07

36

37

Kakwue nrcpMa B Tiporiecce dKCIeJUIIMOHHON 00paboTKH He BCKPBIBAIOTCS, a TIEPEAAl0TCs ajpecary B
3areyaTaHHOM Bue?

aJpeCcOBaHHbBIE PYKOBOIUTENIO IPEANPUATHS

MUCbMA C TIOMETKOH «IHYHOY

aJpecOBaHHBIE KOHKPETHOMY CTPYKTYPHOMY MOJPa3/IeICHUIO

IMChMa 3aKOHOJATEIbHBIX U UCIIOJHUTENIBHBIX OPIaHOB IOCYAAPCTBEHHOMN BJIACTH

IK-07

36

38

Hcnonbp30BaHue Kakoi perucTpalioHHO#N (pOpMBI HE PEKOMEHIYETCS ISl KPYITHBIX 110 pa3Mepy NpeapusTHii?
perucTpanMoOHHO-KOHTPOJIbHBIE KAPTOUKH

MepPCOHANBHBIN KOMITBIOTED

perucTpanoHHbIE KypHAIIbI

COUYETaHHUE KYPHAILHON (GOPMBI PETHCTPALIH U PETUCTPALIMOHHBIX KaPTOUEK

[IK-07

36

39

B xoze npeaBapUTENIbHOTO PACCMOTPEHHS OCTYHUBLIMX JOKYMEHTOB B CIIyXO0€ 1eJONpPOr3BOACTBA IIPU OLIEHKE
Ba)KHOCTHU IIOCTYIUBIIETO JJOKYMEHTA HE YUUTHIBACTCSI:

BAJKHOCTb €I0 COJepKaHHs

aBTOPCTBO, T.€. OOIIECTBCHHOE MOJOKEHHUE JINIA, aBTOPa TOKYMEHTa, MECTO YIPESKIACHHUA-OTIIPABUTEIIS B
CTPYKTYpE YIPaBJIECHUS, POJIb OOIIECTBEHHON OpraHU3aliy B )KU3HU 00IIecTBa

BUJ JOKYMEHTA: 3aKOH, PAaCIOPSKEHUE, TUCBMO, OTUET U T. 1.

BHJ TOYTOBOTO OTIPABJICHUS: MUCHMO, OaHIEePOIIb, HOCHIIKA

IK-07

36

40

Kakue u3 nepedyncieHHbIX HIKe MPU3HAKOB HE UCTIONB3YIOT P (POPMHUPOBAHUHU €7
HOMUHAILHBIA
IIpEeIMETHO-BOMPOCHBII

CTPYKTYPHBIH
XPOHOJIOTHYECKUN

I1K-07

36

41

Kaxkast HOMEHKIaTypa el SBJISeTCS HOPMAaTUBHBIM JOKYMEHTOM H JOJKHA 0053aTeNIbHO UCIIOIB30BaThCS MIPU
OTPENIEIEHUN IEPEYUHS J1eJ1, 3aBOJUMBIX Ha NPEeNIpUATHN?

TUIIOBAasl HOMEHKJIATypa Jell

IIpUMEpPHasi HOMEHKIATypa A€l

HOMEHKJIAaTypa AN IPEANPUATUS

HOMEHKJIAaTypa Jie] CTPYKTYPHOI'O MOAPa3aeIeHUs]

I1K-07

36

42

JlelicTBHE MITH COBOKYITHOCTD JICHCTBHH, MPUMEHIEMBIX IIPH 3aIMCH HH(POPMAIIMK Ha MaTepHaTbHOM HOCHTEIE —
3TO:

CPEACTBO TOKyMCHTHPOBAHUS

CIOCO0 TOKYMEHTHPOBaHHUS

METO]T TOKYMCHTHPOBAHHUS

IIK-07

36

43

Ecnu nepea A0HKHOCThIO B KOHIE JOKYMEHTA py‘{KOﬁ CTaBHUTCA KOCas 4€pTa, IPUITUCBIBACTCS «H.0.» U CTABUTCS

MOJNUCH HE TOTO JINIIA, JAHHBIE KOTOPOTO PACIIN(POBAHEL, TO TAKOH JOKYMEHT TEPSET CBOIO .....vuenenene... CUILy.

IIK-07

36




44

Kaxue 13 nepeuncieHHbIX HUKE CBEJIEHUI He MOTYT COCTaBJIATh KOMMEPYECKYIO TailHy?
CBEJICHHUS O CYITHOCTH M300peTeHHUH

OTYEeTHI 0 (PUHAHCOBOH JEATEIBHOCTH (DUPMEI

JIOKyMEHTHI 00 yIIIaTe HaJoroB

JIOTOBOPBI KYTUTH-IPOJAXKH

IK-12

38

45

JlomkHA I TIpefyCMaTpHBaTh Pa3pelInTeIbHast CHCTEMA JOCTYI K KOH(UICHITNAIBHOH HHpOpManun
JIOJDKHOCTHBIX JIMI U3 BHEIIHUX OPTraHU3alUi, BBINOIHIIOMINX COBMECTHYIO pabOTy C OpraHu3alyeii rae BBeicH
PEXIM KOH(OHUICHIINAIBHOCTH?

HET, He JIOJDKHA

J1a, TOJDKHA

3aBHCHUT OT HHIMBUJIYaJbHOTO PEIICHHs] PYKOBOAUTEIIS, JaXK€ €CJIM 3TO CTABUT I10J] yIPO3Y CPBIBA BBHINOJIHCHHUE
COBMECTHBIX paboT

IK-12

38

46

B kakom Buzie BeIIaeTcs pa3penieHue Ha paboTy ¢ KOHQHUICHINAILHBIMHI JOKYMEHTaMU?
B yCTHOM (hopme

B BUJIE TIUCHMa I10 TTOYTE

B BHJIC PE3OIIOIINU

B BUJIC PACTIOPSITUTEIHHOTO TOKYMEHTA

IK-12

38

47

B cimydae opraHmn3aImy CHCTEMBI JOCTYIA K KOH(GHUASHINATBHOW HHMOPMAINH C COTPYJHUKAMHA U3 APYTUX
OpraHu3alyil Kakue JOKYMEHTHI OyAyT ¢ HUMHU MOANUCAHbI?

JIOTOBOP M 00513aTENIBCTBO O HepasTIIallCHUH

TOJIBKO JJOTOBOP

TOJIBKO 0053aTENBCTBO

BCE€ 3aBHCHUT OT MOXKEJIAHUI PYKOBOAUTEIS OpraHu3aliu

IK-12

38

48

CocTtaB 1 00beM CBEICHHI, COCTABISIIOIINX KOMMEPYECKYIO TailHy IPeANpUATH, CPOKH KOHPUICHINATBHOCTH,
HOPSIOK 3aILUTHI U 1OCTYIA OIPEAEIAIOTCS:

PYKOBOAMTENEM CTPYKTYPHOTI'O IOJpPa3eiIeHus,

JIEJIONPOU3BOIUTEIIEM,

PYKOBOAMTEIEM IIPEIPUATHUS.

IIK-12

38

49

lapanTuitnoe muceMo — 3T10:

JIOKYMEHT, COOOIIAIONIHIA O IPUOIKEHUHN, YCKOPEHHIH, HCTEUSHHN CPOKA UCTIOTHEHUST KAaKOTO-JIH0O0 JEHCTBUS
JIOKYMEHT, COJep KA1 IPUITIallleHue Ha MEpONpusiTHe

JIOKYMEHT, B KOTOPOM TapaHTHPYETCS OIlIaTa BBITIOJIHEHHOW PadOThI HITH MTPEOCTaBICHHE YeT0-TH00 (paboThl,
ITOMEILIECHUS H T.JI.)

JIOKYMEHT, ITOITBEP>KIAIONIHH MTOJTydeHHE EHHOCTEH

IIK-12

38

50

Ecmu Bam HCO6XO]II/IMO MOPUTITTIACUTH OPTaHU3aluI0 UK JOJDKHOCTHOC JIMIIO Ha COBCIIAHNUE, BCTPCUY, B&I cocTaBuTe

MMCbMO-TIPUTJIALIIEHHE
COTIPOBOJIUTENILHOE ITUCHMO
MIUCHMO-TIOITBEPKICHHE
JIOTOBOPHOE MHUCHMO

IK-12

38

51

Ecmu Bam HE0OX0AMMO COCTaBUThH MHCHMO, HHYOPMHPYIOIISE aapecara O HalpaBIeHUH K HEMY MPHUCHITAEMBIX
JIOKyMEHTOB, BbI cocTaBute

COTIPOBOJIUTENILHOE ITUCHMO

MTUCbMO-YBEJIOMIICHHE

MTUCHMO-TIOITBEPKICHHE

JIOTOBOPHOE HCHEMO

IK-12

38

52

CKOJIBKO JIET XpaHSTCS MPUKA3bl 10 TNYHOMY COCTaBY?
10 set
25 ner
50 ner
75 net

ITK-12

38

53

B xakoMm cirygae TpyI0BOH JOTOBOP XpaHUTCS 75 neT?

€CJIM JOTOBOP CPOYHBIN

€CJIU OTCYTCTBYIOT IIPHUKA3bI I10 TUYHOMY COCTaBY

€CITH TIOCJIe YBOJIbHEHMS paOOTHHK HE 3a0pal TPYIOBYIO KHIKKY
€CITH PabOTHHUK MOTEPsUT CBOH SK3EMIUIIP TPYJOBOTO JIOTOBOPA

ITK-12

38




54

Kakue 13 nepeducieHHbIX HIKE CBEACHUI HE 3aHOCAT B TPYLOBYIO KHIKKY?
(bamMmInIo, UMsI M OTYECTBO PaOOTHHKA

JlaTa poXKIeHnsT pabOTHUKA

CBEJICHUS O IPUEME U YBOJIIbHEHHU pabOTHHKA

BBITOBOPEI, OOBSBICHHBIC PA0OOTHUKY

IK-12

38

55

B kakoMm ciyuae mpy BHECEHMH U3MEHEHHH B 3allUCH B TPYJOBOM KHIDKKE CTapas 3aliCh 3a4€PKUBACTCS OJHOU
4epTOH, MOCIIEe YETO AENAeTCsl HOBAsl 3aIHCh?

€CJIU 3aIUCh CeJIaHa HENIPABUIBHO

€CIIM M3MEHHIINCH CBEJICHUs 00 00pa3oBaHuH, podeccuu, CrielHanbHOCTH

€CITH U3MEHIINCH aHKETHO-OnorpaduIecKie JaHHbIe

€CITH YBOJIbHEHUE WIIM NEPEBO/I PAOOTHHUKA NPU3HAHBI HE3aKOHHBIMU

IK-12

38

56

Korzaa paOoTHHKY BBIIACTCS HA PYKH TPYIOBask KHIKKA?
3a JIBE HEJIIeNN 10 YBOJIILHEHNUS

3a JICHb JI0 YBOJIbHCHUS

B JICHb YBOJIbHEHHUSI

Ha CJICYIOIINI ACHb MOCJIC YBOJIbHCHHS

IK-12

38

57

UYTo HY)XHO JIeNaTh, €CIIHU MOCIIE YBOJILHEHUS pa0OTHUK HE 3a0pall TPYAOBYIO KHIDKKY?
OTIPABHUTh TPYAOBYIO KHIDKKY 110 IOYTE Ha JJOMAIIHUH ajipec pabOTHHKA

OTIPaBUTH PAOOTHHKY YBEIOMJICHHE O HEOOXOANMOCTH SIBUTHCS 3@ TPYIOBOM KHHKKOM
XPpaHUTh TPYAOBYIO KHIKKY B OT/€NIE KaZpoB 75 Jet

XPaHHUTh TPYJOBYIO KHIXKKY S JIET, @ IOTOM YHHYTOXXHUTh

IIK-12

38

58

B KakoM M3 epeyrCIICHHbBIX HIKE JIMYHBIX JOKYMCHTOB YKa3bIBAIOTCS CBEAEHUS 00 OTHOLIEHUH K BOMHCKOM
o0s3aHHOCTH?

B 3asIBJIICHUN

B aBTOOHOTpadun

B PE3IOME O TPYJOBOIi ACSATEIBHOCTH

B JIOBEPEHHOCTH

IIK-12

38

59

Kaxk Ha3pIBaeTCs JOKYMEHT, COIEPIKAIINI KPaTKOE ONMCAHUE B XPOHOJIOTHUECKOI OCIIeI0BATETEHOCTH OCHOBHBIX
9TAIOB JKU3HU U AESATEILHOCTU JAHHOTO Jnia?

3asBIICHHE

aBroduorpadus

aHKeTa

JIMYHAsi KAPTOUKa PaOOTHHKA

IK-12

38

60

Kaxoe NoHsTHE COOTBETCTBYET CIEIYIOIIEMY ONPEACICHUIO: «YyCTaHOBJICHUE eqMHO00pa3ust coctaBa U Gopm
YIIpaBJIEHYECKHX JTOKYMEHTOB, CO3/IaBAEMBIX IIPH PEIICHUH OJHOTHITHBIX YIPABICHICCKUX (QYHKIUI?
yHUpHUKALUS

CTaHIAPTH3AIHSA

ABTOMAaTH3aLMs

LICHTPANTN3AIHS

I1K-07

36

61

HecpounbsIME Ha3BIBAaIOT JOKYMEHTHI, KOTOPHIE:

He TpeOYIOT OBICTPOTO UCTIOIHEHHUS

HE UMEIOT CPOKOB HCTIOJTHEHHS

MO>KHO IIepeIaTh UCIOIHUTEIISIM 0€3 PACCMOTPEHHS PYKOBOAUTEIIEM
HE OTPAaHWYEHHOT'O CPOKA XpaHEHHS

IK-07

36

62

UYro U3 mepeurcIeHHOTo HIKE He OTHOCHTCS K BUIaM JOKYMEHTOB, KJIACCH(HITIPYEMBIM IT0 CPOKAaM XpaHEHHS?
MOCTOSTHHOTO XPaHEHHMs

JIOJITOCPOYHOTO XPAHCHUS

CPEeHECPOYHOI0 XpaHEeHHMs

KPaTKOCPOYHOTO XPaHCHHUS

IK-07

36

63

Kakoil u3 nepeuucieHHbIX HIKE JOKYMEHTOB U3/1al0T BBICIINE U IIEHTPaIbHbIE OpraHbl KOJJIETHAIBHOTO
YIIpaBJIEHHUS B HEISIX pa3pelieHus Hanbolee BaKHbIX 3a1ad, CTOAIMINX Tepe JaHHBIMU OpraHaMu?
[IOCTaHOBJIEHUE

pacnopsiKeHue

yKa3aHHe

IIPUKA3

IIK-07

36




64

Kaxk Ha3pIBaeTCS JOKYMEHT, COASPIKAIINIT 3aTIHCh X01a 0OCYKIEHHS BOIIPOCOB U MPUHATHS PEIICHUIT Ha
cOOpaHMsX, 3aCEIaHNSIX, COBEIAHNAX, KOH(EPEHIHUX, JIEJIOBBIX BCTpedax?

aKT

IIPOTOKOJI

IIPUKa3

JIOKJIA/IHAs 3alUCKa

ITK-07

36

65

OCHOBHBIE YaCTH TEKCTa IPOTOKOJIA
KOHCTaTHPYIOILasi, BBOJHAs
OCHOBHas, pacloOpsAUTENIbHAsL
KOHCTaTHPYIOILas, paclopsiAUTeNIbHAs
BBOJIHAs, OCHOBHAs

IIK-07

36

66

JIOKyMEHT, BOCTIPOM3BOAAIINIT HH()OPMAITHIO APYTOro TOKyMEHTA U BCE €r0 BHEITHHE IPU3HAKH Ha3bIBACTCS:
BTOPUYHBIN

BU3YyabHBIN

KOIIHS

BBINUCKA

IK-07

36

67

Kakoe noHsiTHe COOTBETCTBYET ONPEACICHHUIO: «CUCTEMAaTU3UPOBAHHBIN NEPEYEHb 3aBOJIMMBIX B OPTraHU3AI[UH JEJT
C YKa3aHHEM CPOKOB MX XPaHECHUS»?

OIUCH JeJ ISl Iepeauu UX B apXUB

HOMEHKJIaTypa JeJ

aKT 9KCHEPTU3bI LEHHOCTH T0KYMEHTOB

BHYTPEHHSISI ONMCh TJOKYMEHTOB JieJia

IIK-07

Vo6

68

Uro 13 mepevncIIeHHOTO He OTHOCHTCS K dTaraMm rporecca oGopMIIeHUs el IS TIepelavd UX B apXUB?
HyMepaLHs JINCTOB Jiesia

COCTaBJICHHUE BHYTPEHHEH OIICH JOKYMEHTOB JeJia

odopMIiIeHHE OOJIOKKH J1ena

oopMIIeHHEe HOMEHKIIATYPHI J1eJT

IK-07

Y6

69

Kak Ha3pIBaeTCs JOKYMEHT, 00€CTICUMBAOIINI UCTIOTHEHUE H3JIOKEHHBIX B HEM 00513aTeIbCTB?
MTUCbMO-TIOATBEPKICHUE

JIUPEKTUBHOE ITHCHbMO

rapaHTHIHOE MUCHEMO

pEKIaMallMOHHOE THUCHMO

IK-12

V8

70

Ha xaxue nucbMa ctaBUTCS 11€4ath?
COIPOBOAUTENBHBIE THChMA
JUPEKTUBHBIE HCbMa
rapaHTHiHbIe TIChMa
pEKIaMHbIE TUCbMa

IK-12

V8

71

JIns KaknX BHIOB IOPHIMYECKHUX JIMI B KAUECTBE YUPEANUTENBHBIX IOKYMEHTOB HEOOXOIUMBI YCTaB 1
YUpeAUTENBHBII JOrOBOp?

aKIIMOHEPHOE OOIIECTBO

00IIECTBO C OIPaHMYEHHON OTBETCTBEHHOCTHIO

KOOTIePaTHB

MIOJIHOE TOBAPHUILECTBO

IK-12

V8

72

UYro He OTHOCUTCS K criocobaMm obecTieueHus 0053aTeNbCTB, T. €. JOMOIHUTEIbHBIM MepaM UMYIIECTBEHHOTO
BO3/ICUCTBYS HA BUHOBHYIO CTOPOHY, KOTOPBIE YKa3bIBalOTCS B JIOrOBOpE?

HEyCTOWKa

3a710T

KOH(HUCKAITI NMYIECTBA

[IOPYYUTENILCTBO (FapaHTus)

IK-12

V8

73

Kaxwe 13 nepeyrcIeHHbIX HIDKE CBECHUM HE YKa3bIBAIOT B CEPTU(HHKATE COOTBETCTBHN?
HAMMCHOBaHKE TOBapa

HaMMEHOBaHHUE OpTaHa Mo CEPTUPHKALINH, €TO afpec U TernedoH

HAMMCHOBAHHE BHA CHIPHSI, M3 KOTOPOTO [IPOHU3BEACH TOBAp

HOPMATHBHBIEC JOKYMEHTBI, B COOTBETCTBHH C KOTOPHIMH ITPOM3BEICH TOBAP

IIK-12

ve8

74

Ecnu ofiHa 113 CTOPOH HapyIIMIIa YCIOBHUS I0TOBOPA, TO IOCTpaJiaBIiasi CTOPOHA!
oOpataercst B apOUTPaxHBIN Cyx

HAaIpaBJIsIeT BHHOBHOW CTOPOHE MHCHMO-TIPETECH3HIO

oOparaercst B apOUTPaxHBIN Cy U OXHOBPEMEHHO HANpPaBIsIeT MHChMO-IIPETEH3HUIO
HaIpasJIsieT MUCbMO-IIPETEH3UIO B OOIIECTBO MO 3aIIUTE paB MOTpeOuTeneh

IIK-12

ve8




75

Ecnu Bam He0O0X0aMMO TIpeIbIBUTE IPETCH3NU MapTHEPY, BEI cocTaBuTe
JIOTOBOPHOE MUCHMO

nH()OPMALOHHOE TTHCHMO

COITPOBOAUTENBHOE TUCEMO

UCbMO-IIPETEH3HIO

IK-12

V8




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

Ne Coneprxanue Koane- na
TCHIHS

1 |IIpaBuna opopmiienus Ycraa npeanpHsTHs I1K-07 36
2 |ITonoxeHue ¥ TOPAIOK €ro 0POPMIICHUS [IK-07 36
3 |IIpauBia u 0coGeHHOCTH O(OPMIICHHS LITATHOTO PACHHUCAHHS I1K-07 36
O0mue npaBmia 0hOPMIICHHS PACIIOPSIUTEIBHBIX JOKYMEHTOB: IOCTAHOBJICHHS, PELICHUS, PACTIOPSDKCHUS U K-07 36

4 |mpukasa
5 |I[IpoTokos: BUIBI ¥ OPSIOK 0GOPMIICHHS [IK-07 36
6 [Ocobennoctu odopmiieHns aKTa T1K-07 36
7 |Buapl v npaBuia oOpMICHHUS TOKJIAIHBIX 3aIHCOK [IK-07 36
8 |PexBU3MTHI U COMEPIKAHUE TPYIOBOTO JOTOBOPA I1K-07 36
9 [OcoGennocty 0hopMIIEHHSs IIPHKA30B 110 JIHYHOMY COCTaBY [IK-07 Y6
10 [IIpaBusa BegeHus] TPYIOBBIX KHIKEK I1K-07 Y6
11 [Tlopsinok cpcraBieHus aBToOHOrpaduu I1K-07 Y6
12 [TTopsinox hopmupoBaHus ¥ BEACHHUSI JIMYHOTO Jiesa I1K-07 Y6
13 |CayxeGHOe NMCHMO: BUJIbI M IPABHIA 0()OPMIICHHS [K-12 Y8
14 [Buzp! 1 npaBuina ohopmiIeHHs 10TOBOPA. I1K-12 v8
15 |TIpaBuna cocraBieHus MPETEH3MOHHBIX TOKYMEHTOB IK-12 V8
16 |DkcneauiponHast 06pab0TKa MOCTYITHBIINX JOKYMEHTOB I1K-12 38
17 |Dramel mporecca KOHTPOJIS HCIIOIHEHHSI IOKYMEHTOB IK-12 38
18 |Perucrtpaiiyisi JOKYMEHTOB U €€ POJIb B JICJIONTPOU3BOJICTBE [IK-12 38
19 |deno u npaBuiia ero GopMUPOBAHUS [K-12 38
20 |TlonsiTre 1 BHIBI HOMEHKIJIATYpA A [IK-12 38
21 |Drans 1 npasmwia oGOpPMIICHHS JIE] K C/1aue B apXUB [K-12 38
22 |IlpaBuia ¥ TEXHOJIOTHsI 3AIUThI JOKYMEHTHON HHbOpMALN I1K-12 38
23 |IIpeaBapuTenbHOE pacCMOTPEHUE JOKYMEHTOB TTK-12 38
24 |Tlopsiiok paboThl IEpCOHANA ¢ KOHDHICHINATLHBIMI JOKYMEHTAMU I1K-12 38




5.3.8. 3aganus a5 npoBepku GopMUPOBAHNS HABBIKOB

Kowmmne-

Ne Coneprxanue e na
1 [Odopmnenne 61aHKOB AT MHCEM C YIIIOBBIM H IPOJOJIBHBIM PACIIONOKEHIEM PEKBH3UTOB I1K-07 H7
2 |CocraBieHHe ITATHOTO PACIMCAHKS alapara ynpaBIeHUs TTIK-07 H7
3 |CocraBneHue IpHKa3a 10 OCHOBHOH JeSITEIHbHOCTH I1K-07 H7
4 |CocraBiieHHE IPOTOKOJIA 3aCEIaHUS T1IK-07 H7
5 |CocraBneHne TOKIJIQJIHON 3aIHCKH TIK-07 H7
6 |CocraBieHne MUCHMO-TIPUTIIAIIICHUE TIK-12 H10
7 |CocTaBieHne MMChbMO-OTBET TIK-12 H10
8 |CocrapneHue nuChbMO-H3BELICHHE TIK-12 HI10
9 |CocraBbTe aBTOOHOTpadHIO TIK-12 HI10
10 [CocraBbTe pe3rome 0 TPYJAOBOM AEATEILHOCTH TIK-12 H10
11 |Odopmute 0610XKy mena I1K-07 H7
12 [CocraBbTe BHYTPEHHIOK OMUCH JOKYMEHTOB JINYHOTO Jiejia pabOTHHKA TIK-07 H7

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 HHHOPMALIMOHHbBIE CUCTEMBI U
CEPBUCHI

36 OCHOBHI JICJIOTIPOM3BOJICTBA 1-11

V6  [ucnonp3oBaTh npaBuia 1e10npon3BOACTBA 12-15

H7  [pabotsl ¢ noxymenTamu

ITK-12 Cnioco6eH 3¢ ¢ekTHBHO B3aUMOACHCTBOBATh ¢ CyObeKTaMu MPO(eCCHOHANBHBIX KOMMYHHKAIMH
38 OCHOBBI OpPTaHU3AIMH JICTOTPON3BOJICTBA 19-25
V8 [ocymecTBnsTh KOMMYHUKAIIMOHHBIE B3aHMOICHCTBUS 16-18

H10 [oGecneuenns B3anmoneiicTBus ¢ cyObekTaMu MpoQhecCHOHATLHBIX KOMMYHHKAIUH




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, IKCILTYaTHPOBATE U COPOBOXKIATh HHPOPMAMOHHbBIE CHCTEMBI U CEPBUCHI

36 |ocHOBBI JETOMPON3BOCTBA 1-43, 60-66 1-8

Y6 |ucnosns30BaTh NpaBHUIIA ACIONPON3BOACTBA 67-69 9-15

H7 |paGotsl ¢ nokymeHTaMu 1-5,11, 12

TIK-12 Crioco6eH 3¢ pekTHBHO B3aMMOAEHCTBOBATh C CyObeKTaMH MPO(PECCHOHANTEHBIX KOMMYHUKAITHN

38 |OCHOBBI OpraHu3aluy J1eJI0MPOU3BOICTBA 44-59 17-24

Y8 |ocymecTBIsATE KOMMYHHKAIIMOHHBIE B3aNMOACHCTBYIS 69-75 13-15
H10 |oGecnieuenus B3anMozeicTBUs ¢ CyObeKTaMH MPo(ecCHOHATbHBIX KOMMYHUKALIUU 6-10




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

Pazgopoxubiii A. A. JJokyMEeHTHpOBaHHE YIIPABJICHYECKON AEATEIBHOCTH [JIEKTPOHHBIN pecypc]: YuebHoe
nocobue / A. A. Pazgoposxusnii - Mocksa: OOO "Hayuno-n3narensckuit neatp MTHOPA-M", 2018 - 304 c.
[OU] [3BC 3uanuym] URL: https://znanium.com/catalog/document?id=328873

VYuebHoe

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

YueOHoe

Jenonpou3BoACTBO [ DIEKTPOHHBIH pecypc]: METOANYECKHE YKa3aHus 110 OCBOCHHUIO JUCLIMILUTUHBL U AJISI
CaMOCTOSTENbHOM paboThl 00yJaronmxcs 1o Hanpasienuto noarorosku 09.03.03 "TpuknamgHas
uHpopMaTrka" nmpoduias noaroroBku «MHGOpMaLMOHHEIE CUCTEMBI M TEXHOJIOTHU B MeHekMeHTe ATTK) /
Boponesxckuii rocynapcTBeHHblH arpapHslil yausepeurer ; [cocT. C .H. Konosanosa] - Boponex:
Boponexckuii rocyaapcTBeHHbIH arpapHbiid yHuBepeuteT, 2021 [TIT] URL:
http://catalog.vsau.ru/elib/metod/m164938.pdf

MeTtoanueckoe

HHdopMmalioHHbIe TEXHOIOTHU B YIPABICHUH U SKOHOMHUKE: JKyPHAI JUIS MyOIUKaI[uy Hay4yHO-
HCCIIEIOBATENBCKUX PAb0T / YupeauTensb : YXTHHCKHN TOCYyAapCTBEHHBIN TEXHMYECKUI YHUBEPCHUTET - YXTa
Pecny6nuka Komu: YXTUHCKUIT rocyiapcTBeHHBIH TeXHUYecKkuid yHuBepcuret, 2020 [O1] URL:
https://www.elibrary.ru/contents.asp?titleid=56922

Ilepuonuueckoe

6.2. Pecypcnl cetu UnTEepHeT
6.2.1. DuiekTpoHHbBIE OUOJINOTEYHDbIE CUCTEMbI

Ha3Banue

Jlanp

ZNANIUM.COM

IOPAUT

IPRbooks

E-library

oo~ |lwIN|F-

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
obecnieyeHus OpTaHu3aIHH, ¢ KOTOPO 3aKIF0UEH OTOBOD)
YdueOHast ayIuTOpHs sl TPOBEACHUS YISOHBIX 3aHSITHIL:

Komrutekr y4yeOHOM MeOenu, IEMOHCTPALIMOHHOE
obopynoBaHue M y1eOHO-HATJSITHBIE TOCOOUS: CHCTEMa
BUEOCBSI3M, KOMIBIOTEPHAS TEXHUKA C BO3MOYKHOCTbIO N
" " Poccuiickas ®@eneparyst, Boponexxckas obnacts,
nojKiroueHus kK cetd "MHTepHET" M 00ecreueHneM J0CTyma B N
1 ropoJickoii okpyr ropox Boponex, ropoa Boponex,
ANEKTPOHHYIO HH(OPMAIIMOHHO-00Pa30BaTEIBHYIO CPENY,
. yinuua Mudypuna, tom 1, a.273
HCTIONBb3yeMoe 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 o0opy1oBaHue
VYyeOHas ayauTopus AJisl IPOBEACHUS YYCOHBIX 3aHITHIA: Poccuiickas ®enepanus, Boponexckas o0nacts,
2 |KOMIUIEKT y4eOHOH MebOenn, JeMOHCTPAIIMOHHOe 000pyIoBaHHEe [rOpoacKol okpyr ropox Boporex, ropox Boponex,
1 y4eOHO-HATJISTHBIC TOCOOUS: ynuna MuvypuHa, 1om 1, a.237
TTomereHue 17151 CaMOCTOSATENILHON pabOThI: KOMIUIEKT Y4eOHOM
Mebenu, IEMOHCTPAlMOHHOE 000PYIOBaHUE U YIeOHO- .
i P Py i Poccuiickas @enepanus, Boponexckas o0nacts,
HarJsgHbIe T0cOOuUs, KOMIBIOTEPHAS TEXHUKA C BO3MOKHOCTBIO N
3 TOpojCcKoi oKpyT ropos Boponex, ropon BopoHex,

TOAKITIOUeHNS K ceTH "MHTepHeT" 1 obecrieueHneM 10CcTyna B
3JICKTPOHHYIO MHPOPMAIIMOHHO-00Pa30BaTeNbHYIO Cpeayp /
Mozilla Firefox / Internet Explorer, AST Test

yinuia MuuypuHa, 1om 1, a.122a (c 16 no 18 4.)




7.2. lIporpamMHoOe obecnieyeHne

7.2.1. IllporpammHuoe obecriedeHue 001ero Ha3HaAYEHH I

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

7.2.2. Cnienuaju3upoBaHHOE IPOrpPaMMHOe obecrieyeHmne

He tpedyercs




8. MexnucuMnjJinHapHbie CBA3H

Bzaumocss3anabie JUCHHUILIAHBI

Kadenpa, Ha KOTOpO#t IpenogaeTcs

[Toanucek 3aBenyroniero

Kon HasBanue AHCLHUILITMHA kadenpoi
b1.0.07 Pycckuii s3Ik ¥ KyIbTYypa peun Pycckoro v HHOCTpaHHBIX SI3IKOB

b51.0.22 MeHeHKMEHT VYupasnenus u mapketunra B AIIK / j Cen -
B1.B.12 CucTeMbl 3JIEKTPOHHOTO HHdopMamoHHOro o0ecrieyeHus 1 -

JOKyMEHTOOOopoTa

MOJCIMPOBAHUA ArpOIKOHOMUYICCKNX CUCTEM




[puinoxenne 1

Jluer nepuoayecKnX NPoOBEpPOK padoyeii mporpaMmbl U HHGOPMALUS 0 BHECEHHBIX H3MEHEHHUSIX

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

Jlarta

IMotpebHOCTH
B KOPPEKTUPOBKE YKa3aHHEM
COOTBETCTBYIOIIUX Pa3enoB paboueii
HpOrpaMMBl

Wudopmarist 0 BHECEHHBIX H3MCHEHHSAX

3aB. Kadempoit
E.B. 3akmeBckas

IIpotokon NelO ot
20.05.2026 .

Her
Pabouyast mporpaMMa akTyanu3upoBaHa Ha
2026-2027 yueOHblii roJ

Hert
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