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1. O0masi XapakTepucTUKA M CUUILINHBI

1.1. Heas AuCHMNJINHBI:

(dhopMHUpoBaHKE 3HAHUM, YMEHUI 1 HABBIKOB [IEJIONPOU3BOCTBA, B TOM YHUCIIE O0yUYeHUE TPHEMaM JOKYMEHTUPOBaHHUS
YIpaBICHYECKOHN e TENHOCTH, CUCTEMHOMY MOJIXOAY K paboTe ¢ TOKyMEHTaMHU, KOTOPbIE HEOOXOIMMBbI
YNPaBIEHYECKOMY MEPCOHAITY JUIS BBIITOJHEHUS BO3JIOKECHHBIX (DYHKINH U OCYIIECTBICHHS Ipoliecca YIpaBIeHHS

1.2. 3apaun AMCHUIIMHBI:

M3YYCHHE CYITHOCTU U OCHOB HOPMATHBHO-METOINYECKOM 0a3bl IETIOIPOU3BOJICTBA;

M3Y4YEHHE CUCTEMBI OPTaHU3AIMOHHO - PACIIOPSANTEIBHBIX TOKYMEHTOB U OBIIAJICHHE ITpHeMaM TOKyMEHTHUPOBAHU
YIpaBIE€HYECKON eI TeNIbHOCTH;

OBJIJICHUE COBPEMEHHBIMHU CITOCOOAMY U TEXHHOJIOTHSAMU CO3JIaHUS JJOKYMEHTOB;

(hopMUpOBaHKE 3HAHWIA, YMEHHI Y HABBIKOB BEJICHUS JISIIOBOU MEPEIICKH;

(hopMUpOBaHKE 3HAHWIA, YMEHHI U HABBIKOB BEJICHUS KaJIPOBOTO JEIOTPOU3BOJICTBA;

(hopMUpOBaHUE 3HAHWIA, YMEHUI U HABBIKOB BEJICHUS JOKYMEHTOB, O(OPMIISIONINX MPEANPHHUMATEILCKYFO
JIeSITeIbHOCT;

M3YyUYCHHUE MOPSIAKA IBUKEHUS TIOKYMEHTOB B OPraHU3alli1, UX PETUCTPALUU U KOHTPOJIU UCTIOTHEHUS,
(hopMUpOBaHKE 3HAHWI, YMEHHI U HABBIKOB CHCTEMAaTHU3AINH JJOKYMEHTOB U X XPaHEHUS;

(hopMUpOBaHKE 3HAHWIA, YMEHHI Y HABBIKOB OPTraHU3alnK PaboThl C KOHPUACHIINATLHBIMU JOKYMEHTAMHU.

1.3. IlpeameTr AUCHUILINHBI:
CTaHJIAPThI, TIPaBUIIa, TPEOOBAHHS COCTABJICHUS JJOKYyMEHTOB, OTPAXKAIOIIUX YIIPABICHYECKYIO IS TEILHOCTD, & TAKKE
TEXHOJIOTUS paOOTHI C TOKYMEHTAMHU.

1.4. Mecto B 00pa3oBaTeIbHOI IporpaMme:
qacTh, popMupyeMasi y4aCTHUKaMy 00pa30BaTeNIbHBIX OTHOIICHUI
3JIEKTUBHBIEC AUCHUIUINHBI

1.5. B3auMocBs3b ¢ APYTrUMH AU CUUILINHAMU:
b1.0.07 Pycckuii sS13bIK U KyJIBTYpa peun

b1.0.22 MeHemKxMeHT

b1.B.12 Cucremsl 351eKTPOHHOTO TOKYMEHTO000pOTa

1.6. OcobGenHocTHn peanqu3anui IMCHUIIJIMHBI 1JI1 HHBAJUIAO0B H JIMI € OrPAaHUYC€HHBIMHA BO3MOKHOCTAMMU 3/1I0POBbA

Oco0eHHOCTH pealn3aiuy AUCIUTUIMHBI JJ1 MHBATUIOB | JIWII C OTpaHUYEHHBIMU BO3MOXKHOCTSIMU 3/I0POBbS
OTIPENIENSIFOTCS B MHANBUIYATLHOM MOPSIKE UCXOAS U3 creninduky 3a0oeBanus U TpeOOBaHMiA, yka3aHHBIX B OCHOBHOH
00pa3oBaTeNbHON porpamMme



2. HnalmpyeMble PE3YJbTATHI U3YUCHUA TUCHUIIIUHBI

KommereHnust VHauKaTOp JOCTHKCHUS KOMITCTCHIIUH
Kon ConepxaHue Kon Conepxanue
CrocoOHOCTh HACTPAUBATh, 36 OCHOBBI JISJIONIPOH3BOJICTBA
[IK-07 |axcruryaTupoBaTh ¥ CONPOBOXKIATH Y6 HCII0JIb30BaTh MPaBUIIA JeJIONPOU3BOJICTBA
WHPOPMAITMOHHBIE CUCTEMBI M CEPBUCHI H7 paboTHI C JOKYMEHTAMH
. 38 OCHOBBI OpraHU3aI1K JeJIONPON3BOICTBA
Crnioco6eH 3¢ (pEeKTUBHO B3aUMOJICHCTBOBATh P aulip D A —
V8 OCYIIECTBIISATh KOMMYHHKAIIMOHHBIC B3aHMOICHCTBHUS
IMK-12 |c cyobexkTamu mpodecCHoHATBHBIX —
. obecrieueHUs B3aNMOJICHCTBHS ¢ CyObeKTaMH MpodeccroHaTbHBIX
KOMMYHUKAIUH H10
KOMMYHHKAIHH




3. O0beM JMCUMIJIMHBI ¥ BUAbI Y4e0HOI padoThI

3.1. Ounas dpopma o0yueHus

Cemectp
IToxka3zaresn ” Bcero
OO6mas Tpyao€MKOCTb, 3.€./9 3/108 3/108
OO0mias KoHTaKkTHas padboTa, 4 28,15 28,15
OO6mas camocTosTensHas paboTa, 4 79,85 79,85
KonraktHas paboTa mpu NpoBeNeHUN YU4EeOHBIX 3aHATHH, 28,00 28,00
B T.4. (4)
JIEKIIUU 10 10,00
MPaKTUYECKHE-BCETO 18 18,00
CaMOCTVOHTenLHa;I paboTta TpU TPOBENEHUU YIEOHBIX 71,00 71,00
3aHATUH, 4
KonTakTHass paboTa mpu MPOBEICHUH MPOMEXKYTOUHOM 0.15 0.15
aTTecTaluy 00yJIaroIMXCs, B T.49. (1) ’ ’
3a4yeT 0,15 0,15
CamocrosiTenpHass ~ paboTta  HpH  MPOMEKYTOYHOM
8,85 8,85
aTTeCcTaluy, B T.4. (1)
MOJIrOTOBKA K 3a4eTy 8,85 8,85
dopma MPOMEKYTOUHON aTTECTalUN 3a4eT 3a4er




3. O0beM IMCHUILVIMHBI M BU/IbI y4e0HOH PadoThl

3.2. 3aounan ¢popma o0yueHus

Kypc
IMoka3zarean ); Bceero
OO6mas Tpyao€MKOCTb, 3.€./9 3/108 3/108
OO0mias KoHTaKkTHas padboTa, 4 12,15 12,15
OO6mas camocTosTensHas paboTa, 4 95,85 95,85
KonraktHas paboTa mpu NpoBeNeHUN YU4EeOHBIX 3aHATHH, 12,00 12,00
B T.4. (4)
JIEKIIUU 6 6,00
MPaKTUYECKHE-BCETO 6 6,00
CaMOCTVOHTenLHa;I paboTta TpU TPOBENEHUU YIEOHBIX $7.00 87.00
3aHATUH, 4
KonTakTHass paboTa mpu MPOBEICHUH MPOMEXKYTOUHOM 0.15 0.15
aTTecTaluy 00yJIaroIMXCs, B T.49. (1) ’ ’
3a4yeT 0,15 0,15
CamocrosiTenpHass ~ paboTta  HpH  MPOMEKYTOYHOM
8,85 8,85
aTTeCcTaluy, B T.4. (1)
MOJIrOTOBKA K 3a4eTy 8,85 8,85
dopma MPOMEKYTOUHON aTTECTalUN 3a4eT 3a4er




4. Conep:xanue JMCUUIIIUHBI
4.1. Coaep:xxanue JUCUMILIMHBI B pa3pe3e pa3/iejioB U MOAPA3Ie/10B
Pazgen 1.
TeopeTnyeckue 1 METOJUUECKHE OCHOBBI JICIIONPOM3BOJICTBA
Ionpazmen 1.1.
CyIIHOCTh M HOPMAaTUBHO-MeTOANYecKas 0a3a JeI0npOU3BOACTBA
IonsTue "/lenonpou3BOACTBO" U CUCTEMBI AETONPOU3BOACTBA. I[0OHATHE JOKYMEHTA U €r0 BUBL.
OcHOBHBIE CTaHAAPTHI U IIPAaBUIIA CO3AAHUS JOKyMeHTOB. PopMyisap-obpasen fokyMeHTa. baank
JOKYMEHTA.
Cranpaprusaiys 1 yHuduKanus 1okymeHTanuu. Oommue Tpe6GoBaHus K JOKyMEHTaM. PeKBH3UTEHI
JOKYMEHTA.
Ionpazmen 1.2.
CucTema OpraHU3alMOHHO - PACHOPSTUTENBHBIX JOKYMEHTOB

[MpaBuia oopmileHNsT OpraHU3aIMOHHBIX JOKYMEHTOB: YCTaB, IITaTHOE paclucaHue, IpaBuiia
BHYTPEHHET0 TPYAOBOI0 PacIopsiKa, TOJI0KEHNE O CTPYKTYPHOM MOAPa3IeIeHUHU PeIpUsTHUS,
JOJDKHOCTHAS! HHCTPYKITNS paboTHHKA. [IpaBuia odopMireHHS paciOpsSIUTEFHBIX JOKYMEHTOB:
MIOCTaHOBIICHUE, PELIEHUE, aaCIOPIKEHUE, yKa3aHHe, IIPUKa3bl 10 OCHOBHOM JeATeIbHOCTH.
Cucrema nHGOPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB M OCHOBHBIE TIPaBHiIa UX O()OPMIICHHUS:
IIPOTOKOJI, aKT, CIy>KEOHBIE 3alMCKH: TOKJIaJHasi U OOBSICHUTENbHAS, CIIPABKH.

Ionpasnen 1.3.
CoBpeMeHHBIE CIOCOOBI M TEXHOJIIOTHH CO3aHMUs TOKYMEHTOB
OcobeHHOCTH [1e]I0BOT0 00IIeHNs ¥ TpeOOBaHU K ylpaBieHdeckoi nHpopmanuu. OpunuansHo-
Je710BO#t cTrib. TpeboBaHusl K TEKCTaM JOKyMeHTOB. [IpaBuiia, mpueMbl 1 METOABI HOATOTOBKH
TEKCTOB JIOKyMEHTOB.
Pazgen 2.
JIoKyMEeHTHpOBaHHE OCHOBHBIX POLIECCOB B YIPABJICHUH OpraHu3aieit
Ionpaznen 2.1.
IIpaBuna BeeHMs 1€I0BOU NEPENUCKU

JlokyMeHTHpOBaHUE NPOoIiecca BHEITHUX KOMMYHHKAIIUH OpraHU3allud U COCTAaBIEHHE CIYKeOHbBIX
(menoBbIx) muceM. GopMyIIsp MHCbMa: PEKBU3UTHL: CTPYKTYPA, IPaBUIa IOCTPOSHUS TEKCTa,
cTaHmapTHbIe (ppa3sl u BeIpaxkeHUs. OCHOBHBIE BUIBI CITy)KeOHBIX muceM. [IpaBmia odopmieHus
JIETIOBBIX MUCEM K 3apyOeKHBIM MapTHEPaM.

Ionpaznen 2.2.
KaznpoBoe 1emonpou3BoaAcTBO

JIOKyMEHTHPOBaHUE NIPOLECCOB ABMKEHUS KaaApoB. BUIbl JOKyMEHTOB 10 JINYHOMY COCTaBY U
IpaBuila UX cocTapiienus. [Ipukassl 10 IMYHOMY cocTaBy. Tpyn0BOM HOrOBOp: CTPYKTYpA,
coziepKaHKe 1 TTOPSIIOK 3aKiItoueHus. Benenne TpynoBoit KHIKKH paboTHHKA. CocTaBlIeHUE
JIMYHBIX JOKYMEHTOB: 3asIBJICHUS, aBTOOHOrpaduu, pe3toMe O TPYLOBOH JESITEILHOCTH,
JOBEpEHHOCTH, pactucku. OGopMIIcHHE, BEJCHHE U XPAHEHHUE JINIHBIX JEI.

Ionpaznen 2.3.
Benenue 1okyMeHTOB, 0(OPMIISIONINX NIPEANPHHUMATENBCKYIO AEATEIbHOCTb.
[paBuia oopmileHNs] JOKYMEHTOB B IIPOLIECCE OCYILECTBICHUS IPEANPUHUMATEIbCKON
JCATCIIBHOCTH. [lonsatue JA0roBopa 1 €ro BUJbI.
OdopmieHne T0OKyMEHTOB, TOATBEPXKJAIOIINX Ka4eCTBO NMPoLyKIuu. [IoHATHE TPETEH3NOHHBIX
JOKYMCHTOB U IIpaBUJia UX COCTABJICHUA.
Paznen 3.
TexHoMOTUsI BEICHNS IETOIPON3BOACTBA
Ionpasnen 3.1.
IMopsimox ABMKEHHS JOKYMEHTOB B OPIaHHM3AIMHU, X PETHUCTPANs U KOHTPOJb UCTIOTHEHNS



IMonsiTe 1OKyMEeHTOO0O0POTa M €TO OCHOBHBIE 3TaNbl. PaMoHanbHast OpraHu3amys 10-
KyMEHT0000pOTa Ha MPeANPHATHH. DKCIEIUIHOHHAs 00pab0TKa JOKYMEHTOB, IOCTYHAIOMNX B
opranusanuio. [IpeaBapurensHoe pacCMOTpEHHE JOKYMEHTOB B CIIyK0€ JOKYMEHTAlHOHHOTO
obecreuenns. [IBrkeHHe JOKYMEHTOB BHYTpH opran3anui. OOpaboTKa MCHONHEHHbIX U
OTIpaBIAEMbIX JOKyMeHTOB. Ilopsiiok, nmpaBuia, (OpMBI pETUCTPALIUM U UHAEKCAIIUU JOKYMEHTOB.
KonTpons 3a HCHoNHEHHEM TOKYMEHTOB: 3Talbl U CPOKH.

Ionpa3znen 3.2.
CI/ICTeMaTI/ISaHI/Iﬂ JOKYMCHTOB U UX XpaHCHUEC.

OoOmwe TpeOoBaHMS K CHCTEMATH3aNN JOKYMEHTOB 1 (hopMupoBaHHIo aei. [IpaBuia onpeneneHus
[IEHHOCTH TOKYMEHTOB M JOKYMEHTHOW MH(OpPMAIINU U YCTAHOBJIICHUS CPOKOB XPAaHEHUS JEIT.
XpaHeHue JOKyMEHTOB B OIIEpaTUBHOM JesTeNbHOCTH U (popmuposanue aen. Homenknarypa nen.
I'pynnupoBka B fena OTAEIbHBIX KaTeropuil 1oKyMeHToB. [IpaBuina cocraBieHus 3arojJoBKOB 1€l U
odopmiieHHs 00JI0KKHY AeTa.

[Tonsitre apxwuBa u BuABI apxudoB B Poccuiickoit @eneparuu. [IpaBmia ohopMieHus aemn
JUINTETBHBIX CPOKOB XPaHEHHUS.

[Moppaznen 3.3.
Opranusanus paboThl ¢ KOHPUIACHITHATLHBIMA JTOKYMEHTAMH.
CocTaB 1 HampaBJICHUs 3aIIUTHI JOKYMEHTHOH WHpopManuu. CrucTeMa 3aliuThl HHHOPMAIHA U
KOH(GUACHIIUATBHBIX TOKYMEHTOB. TEXHOIOTHSI 3aUTHl TOKYMEHTHONH MHPOPMAIIHH.
3anuiieHHbI JOKyMeHTO000poT. ITopsaok paboThl MepcoHana ¢ KOH(GUACHIIMATbHBIMU
JIOKYMEHTaMH.



4.2. Pacnpeneiienue KOHTAKTHON U CAMOCTOSITEILHOW padoThI M0 MoaApas3aeiamM
Ounas ¢popma o0yueHust

KonTakrHas pabora
Paznensl, noapazaensl AMCHUILUINHB CP

JIEKIIUH 113

TeOPETI/l‘leCKI/le U METOAMYECCKHE OCHOBBI ACJIONMPOU3BOACTBA

CyIIHOCTh ¥ HOPMATHBHO-METOIUUECKast 6a3a JeIOPOU3BOICTBA 1,0 1,8 5,2
CucteMa OpraHM3alMOHHO - PACHOPSIUTEIbHBIX JOKYMEHTOB 1,0 1,8 7,2
CoBpeMeHHBIE CITOCOOBI M TEXHOJIOTHH CO3/IaHUs JOKYMEHTOB 1,0 1,8 7,2

I[OKyMel-lTl/lpOBal-lHe OCHOBHBIX MPOLE€CCOB B YIIPaABJICHUU opraﬂmauueﬁ

[IpaBuina BegeHus AeM0BON NEPEUCKU 1,0 1,8 7,2
KanpoBoe nenonpousBoacTBo 2,0 3,6 14,4
Benenne 10kyMeHTOB, O(OPMIISIOIINX MTPEAIPUHIMATEILCKYIO AEATEIbHOCT. 1,0 1,8 7,2

TexHO0JI0TUA BedeHUsA A€JIOIMPOU3BO/ICTBA

Iopsinok ABMKEHUS] JOKYMEHTOB B OPTaHU3AIMH, UX PETHCTPALNS U KOHTPOJIb HCIIOTHCHUS 1,0 1,8 7,2

CucreMaTH3aiys JOKyMEHTOB U X XpaHEHHE. 1,0 1,8 7,2

Opraxm3arus paboTsl ¢ KOHUICHITHATEHBIMA JOKYMCHTaMU. 1,0 1,8 8,4




4.2. Pacnipe/iejieHHe KOHTAKTHOI U CAMOCTOSITEJILHOW padoThl MO MoApa3aeiam
3aounas ¢popma o0yueHusn

KonTakTHas pabora
Pa3nensl, noapazaensl AMCHUILUINHBL CP

JICKITUU 113

TeOPETI/l‘leCKI/le H METOAMYECCKHE OCHOBBI ACJIONMPOU3BOACTBA

CyIIHOCTh ¥ HOPMATHBHO-METOIUUECKast 6a3a JeIOPOU3BOICTBA 0,6 0,6 6,4
CucreMa OpraHM3allMOHHO - PACHOPSIUTEIbHBIX JOKYMEHTOB 0,6 0,6 8,8
CoBpeMeHHBIE CITOCOOBI M TEXHOJIOTHH CO3/IaHUs JOKYMEHTOB 0,6 0,6 8,8

IlOKyMeHTPIpOBaHl/le OCHOBHBIX MPOLIE€CCOB B YIIPaBJICHUN opramnauueifl

IIpaBuna BeneHus AEI0BOM NEPENUCKU 0,6 0,6 8,8
KanpoBoe nenonpousBoacTBo 1,2 1,2 17,7
Benenne 10kyMeHTOB, O(OPMIISIOIINX MIPEATIPUHIMATEIBCKYIO AEATEIbHOCTD. 0,6 0,6 8,8

TexHosorusi BegeHust ACJIOIPOU3BOACTBA

[Topsiox ABMXKEHUS TOKYMEHTOB B OPTaHU3AIMU, UX PETHUCTPAIHsI U KOHTPOJIb UCTIOTHEHUS 0,6 0,6 8,8

CucreMaTH3aiys JOKyMEHTOB U X XpaHEHHE. 0,6 0,6 8,8

Opraxmsarus paboTsl ¢ KOHOUICHITHATEHBIMA JOKYMCHTaMU. 0,6 0,6 10,3




5. ®oHx OLEHOYHBIX CPEACTB
5.1. Dranbl popMUpPOBaHUS KOMIIETEHIUH

Paspnensl, noapasaens! AUCHUIUINHBL

Komnerenuuu u U/

OITK-4 1K-07 | IIK-12
TeopeTnuecKkue 1 MeTOANYECKHE OCHOBBI 1€JI0NPOU3BOICTBA

38, V8,

CyIIHOCTh U HOPMAaTHBHO-METOIUYECKas 0a3a eONPON3BOICTBA 32, V2, H2 36, Y6, H7 H10
38, V8,

CucreMa OpraHu3alluOHHO - PACHIOPSAUTENbHBIX TOKYMEHTOB 32,¥2,H2 36, V6, H7 H10
38, V8,

CoBpeMeHHbIE CIIOCOOBI M TEXHOJIOTUH CO3IaHHS JOKYMEHTOB 32,VY2, H2 36, Y6, H7 H10

JlokyMeHTHpPOBaHHE OCHOBHBIX MPOLECCOB B YIPABJIEHUH OPraHu3anue

. 38, V8,

[IpaBuiia BeeHUs A€T0BON EPENUCKU 32,VY2, H2 36, Y6, H7 H10
38, V8,

KanpoBoe nenonponsBoacTBo 32, V2,H2 36, Y6, H7 H10
38, V8,

Benenne 1okyMeHTOB, O(OPMIISIONINX TPEATPUHIMATEIBCKYIO AEATEIEHOCTb. 32,¥2,H2 36, V6, H7 H10

TexHO0JI0THS BeIeHNs IeJONPON3BOACTBA

38, V8,

[Topsmox nBHKEHHS TOKYMEHTOB B OPraHU3AIlMHU, UX PETHCTPAIUA U KOHTPOJb ucroyHeHus | 32, V2, H2 36, Y6, H7 H10
38, V8,

CucremaTu3alys JOKYMEHTOB U X XpaHEHHE. 32, V2,H2 36, Y6, H7 H10
38, V8,

Opranmzarus paboTsl ¢ KOHOHICHIIHANEHBIMA JOKYyMCHTaMH. 32,V2,H2 36, V6, H7 H10




5.2. lllkaabl 1 KPUTEPUU OLIEHUBAHUS TOCTHKEHUS] KOMIIETeHIUIA

5.2.1. lIIkaJjpl aKkaJeMHYEeCKHX OLIEHOK OCBOCHHS JUCIUILINHDI

Bun onienkun OueHku
o HEYIOBJIET- YIAOBJIETBO-
Axkaniemuyeckast OlieHKa 1o 4-X 0aJUTbHO# 1IKae X0opouro OTJINYHO
BOPUTEIBHO PHUTEIIBHO
Bun onenkun OueHku
AxameMuyecKkas oIleHKa 10 2-X OaJIILHOMN IIKaje HE 3a4€THO 3a4TEHO

5.2.2. Kputepuu 10CTHKEHHSI KOMIIETEHIMI B X0/1€ OCBOECHHS U CIHATLITHHBI

Kputepun onieHku Ha 3auere
OHCHKa, YPOBECHb JOCTHIKCHU Onucanne KPUTCPUCB

CTyZ[eHT BBIIUIOHWJT BCC 3aJlaHus, NPECAYCMOTPCHHLIC HpOl"paMMOﬁ, OTYHUTAJICSA 00
3a‘ITeH0, BBICOKHIA HUX BBIIIOJHCHUH, ACMOHCTPUPYA OTIMYHOC 3HAHUEC OCBOCHHOT'O MaTepuajia H
YMEHHE CAaMOCTOATEIIbHO PEIIATH CIOXKHBIC 3a1a9U AUCTTUTIIINHBI

CTyneHT BBIIUIOHUI BCE 3aJaHUS, MPEAYCMOTPEHHBIC MPOrPaMMOH, OTYUTAICS 00
3a4TeHo, NpOBUHYTHIH UX BBINOJMHEHUH, IEMOHCTPUpPYS XOpoIlee 3HAHHE OCBOCHHOIO MaTepHaia u
YMEHHUE CAMOCTOSTENBHO PEIlaTh CTAHIAPTHBIE 3342491 JUCLUMIINHBI

CTyneHT BBIIUIOHWI BCE 3aJaHUS, MPEAYCMOTPEHHBIC MPOrPaMMOH, OTYUTAICS 00
3a4TeHo, HOPOroBbIi UX BBIIOJIHEHHH, JEMOHCTPUPYS 3HAHHE OCHOB OCBOCHHOI'O MaTepuala U yMEHUE
pelaTh CTaHAApPTHBIE 3a1a41 AUCLMIUIMHBI C IOMOILBIO IPENOAaBaTENs]

CryneHT BBIIJIOHWI HE BCE 3a/aHMs, NPEITyCMOTPEHHBIE INPOrPaMMON WM HE
oT4uTaNCsA 00 UX BBINONHEHUH, HE OATBEP)KIAET 3HAHHE OCBOCHHOTO MaTepHana u
HE YMEET peluaTh 3a1a4y JUCUUIIMHBI JaXKe ¢ IIOMOILBIO IPENOoJaBaTeIs

He 3aureno, komneTeHImm He
OCBOEHBI




5.3. MarepuaJibl JJis1 OLEHKHU JOCTHKEHUST KOMIeTeHIH
5.3.1. Bonpocs! k 3K3aMeHy
He npexycmoTtpeno

5.3.2. 3agaHus K 3K3aMeHy
He npeaycmorpeno

5.3.3. Bonpocs! k 3a4eTy ¢ OLEHKOI1
He npeaycmorpeno



5.3.4. Bonipochl K 3a4eTy

Kowmre-

No ConepxaHue nn
TCHI
1 |YTo Takoe Aenonpon3BOACTBO M KaK OHO MOXKET OBITh OPTaHU30BAHO HA MPEANPHUITHN? I1K-07 36
2 |Yro Takoe MOKYMEHT M KakoBa €ro poJib B YIPABIECHYECKON JICITEIHHOCTH? 11K-07 36
3 |Yto Takoe yHHU(HKAIMSA U CTAHAAPTU3AINS YIIPABICHUSCKUX JOKYMEHTOB? I1K-07 36
4 |Kakue BUJbI JOKYMEHTOB CYIIECTBYIOT? 11K-07 36
5 [Yro Takoe GraHK JOKYMEHTa U B Y€M COCTOHT €T0 3Ha4YEeHHUE P 0(hOPMIICHHH JOKYMEHTOB? I1K-07 36
6 |Kak odopmisiercss YcrtaB npeanpusitus? 11K-07 36
7 |KaxoBsl ocobeHHOCTH 0()OPMIICHUSI IITATHOTO PACIHCAHUS? I1K-07 36
3 KakoBbI o011uie mpaBriia 0(OpMIICHHS PacIIOPSIIUTENBHBIX JOKYMEHTOB: TOCTAHOBJICHHS, PEIICHHS, TK-07 36
pacnopsbkeHus: 1 npukasa’?

9 |Yrto Takoe mpOTOKOJ M JJIs 4ero oH odopmiisieTcsi? 11K-07 36
10 |Kaxum 06pa3oM 0(OpMISIFOTCS JOKJIAAHBIE 3aTIHCKHU? I1K-07 36
11 |YT0 coboii mpencTaBiseT TPyJOBON JOrOBOP M KAKHE CBEICHHUSI OH COJIEPIKUT? 11K-07 Y6
12 |B gem ocobeHHOCTH 0(hOPMIICHHS IPUKA30B MO JMYHOMY COCTaBYy? I1K-07 Y6
13 |Kakue cBeJieHHUs 3aHOCSITCS B TPYIOBYIO KHMIKKY M KaK 0()OPMIISIOTCSI 3aITUCH B HEl? 11K-07 Y6
14 |Kax odopmisiercst aBrobnorpagus? I1K-07 Y6
15 |Kakoit mopsok GopMUPOBaHHS M BEACHUS JMYHOTO Jena’? 11K-07 Y6
16 |Yto coboii mpencTaBisieT ciay>keOHOe THChMO? IK-12 V8
17 |Buap! u npaBuia opOpMIICHHUS TOTOBOPA. T1IK-12 Y8
18 |KakoBbl IpaBuiia COCTaBJICHHs IPETEH3HOHHBIX JOKYMEHTOB? I1K-12 v8
19 |Kak npoBosIT 06paboTKy MOCTYINHBIINX TOKYMEHTOB? T1IK-12 38
20 |Kakue 3Tansl BXOIAT B IPOLECC KOHTPOJIS UCIIOJIHEHUS JOKYMEHTOB? I1K-12 38
21 |Yro Takoe perucrtpauus JOKyMEHTOB U KAKOBA €€ POJIb B IEIONPOU3BOACTBE? I1K-12 38
22 |Kak goxyMeHT OepeTcsi Ha KOHTPOJIb M B KAKOW MOMEHT OH MOKET OBITh CHAT C HEro? TIK-12 38
23 |Yro Taxoe meno u KakuM 00pa3oM oHO (opmupyercs? I1K-12 38
24 |Kakas nocyieioBaTeIbHOCTh 0GOPMIICHHS JIeT K Cla4ue B apXuB? TIK-12 38
25 |TexHOMOrHs 3aIUTHI JOKYMEHTHOH HH(OpMAIn I1K-12 38

5.3.5. Tembl KypcoBOro npoekT (padoThl) U BONPOCHI K 3aL[UTe
He npeaycmorpeno




5.3. MarepuaJibl /151 OLEeHKH TOCTUKEHUS KOMIIeTeHIN i
5.3.6. Bonpochl TecTOB

ConepxaHue

Kowmre-
TEHIIUS

g

Kakas cucrema genonpou3sBoicTa Hanbosee 3(heKTHBHA TSt MENKHUX MPEANPUITHIA? [IEHTPATH30BaHHAS
JCEHTPATN30BaHHAsA

CMEIIaHHAS

(yHKIIHOHATBHAS

I1K-07

36

O KaKkOM IOHATHHU HIET Peyb B CICAYIONIEM ONPEACIICHUN: «IIOBTOPHBIN YK3EMIUIIP NOATHHHAKA
o(unHaNTbEHOrO JOKYMEHTa, UMEIOIINH I0PUANIECKYIO CHITY»?

MOJIMHHYK JIOKyMEHTa

IyOnmKat JOKyMeHTa

KOIHS JOKYMEHTa

BBIITICKA U3 JOKYMEHTA

I1K-07

36

Kakue u3 nepedncieHHbIX HIDKE MOJCUCTEM JOKYMEHTAIMU He SBISAIOTCS COCTABHOM YacThIO CHCTEMBI
OpraHu3alMOHHO-PACTIOPAIUTENBHBIX IoKyMeHTOB (OPJI) ?

OpraHU3aIMOHHBIE TOKYMEHTBI

yIpeUTENNBHBIC JOKYMEHTHI

pacTopsauTeNbHbBIE TOKYMEHTBI

CIIPaBOYHO-NH(POPMAOHHBIC IOKYMECHTBI

I1K-07

36

Kaxkoii u3 nepednciIeHHbIX JOKYMEHTOB YCTAHABIMBACT OPATOK 00pa30BaHUs, CTPYKTYPY, (DyHKINH,
00S3aHHOCTU M OPTaHU3AIUIO PAOOTHI CTPYKTYPHBIX HOApa3ACICHNN IpeAIpUsITHS?

ycTaB

MIOJIOKECHUE

UHCTPYKLHS

IIpaBUJIa BHYTPEHHEIO paclopsiaka

I1K-07

36

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

ycTaB

yKazaHHe

paBmIa

I1K-07

36

Kak Ha3pIBaeTCsl JOKyMEHT, B KOTOPOM 3aKpeIlIsIeTCs JOJDKHOCTHOM W YUCICHHBIA COCTaB MPEANPUATHS C
ykazaHueM (oH/a 3apabOTHOM TIaThl?

ycTaB

HHCTPYKIHS

ITaTHOE pacliCaHne

IIpaBIIa

I1K-07

36

Kaxoll peKBU3UT UCNOJIB3YIOT TOJIBKO B MUCbMaXx?

azpecar

CCBIIKA Ha JaTy U PETHCTPAIMOHHBIA HOMEP BXOJSIIETO JOKyMEHTa
OTMETKA O MOCTYIUIEHUH JOKYMEHTA B OPraHU3aIHIO

OTMETKA O HAJIMYMHU NIPUIIOKEHUI

I1K-07

36

Ecnm xaxkmast cTpoxa pekBU3HTa OJIaHKA HAUMHACTCS OT TPAHUIIBI JICBOTO MO, TO 3TO OIAHK:
C NIPOJOJIBbHBIM PACIION0KEHUEM PEKBU3UTOB

C YIVIOBBIM PAcCIIOJIOKEHUEM PEKBU3UTOB

C YITIOBBIM (DIarOBBIM PACTIOJIOKECHHAEM PEKBH3UTOB

C YIVIOBBIM LIECHTPOBAHHBIM PaCIIOJIOKEHHEM PEKBUZUTOB

I1K-07

36

YT0 13 NepeyncIeHHOro HIKE He BXOJIUT B COCTaB PEKBU3HTA CIIPABOYHbIC JaHHbIE 00 OpraHn3anin?
TIOYTOBBIH afgpec

HOMep TesredoHa U (axca

VHH

HOMeEp cueTa B OaHKe

I1K-07

36




10

Kaxoll peKBU3UT HUKOI'ZIa HE HCIOIb3YETCA B IUChMAX?
sMOJIeMa OpraHU3alUy WIH TOBapHbIH 3HAK
Ppe30TIOLHS

HAaUMEHOBAHUE BUJA JOKyMEHTA

pETUCTPAllMOHHBIA HOMEp JOKYMEHTa

I1K-07

36

11

PexBusut «HanMeHoBaHME OpraHU3auy - aBTOPA JOKYMEHTa» yKa3bIBAaeTCS Ha OJaHKaX JOKyMEHTOB
MIOJIHOCTBIO B CIEAYIOLIUX CIy4asx:

B IIMCbMax

Ha BCEX JOKYMEHTax

€CJIM OTCYTCTBYET COKPALICHHOEC HAMMEHOBAaHUE OPraHU3ALUI

HA BHYTPEHHUX JIOKYMEHTaxX

I1K-07

36

12

Maiite onpenenenue hopmyispa-odpasmua:

COBOKYITHOCTH PEKBH3HTOB JICJIOBOTO TIHChMa

COBOKYITHOCTH PACIIOJIOKEHHBIX B ONPEIENICHHON MOCIeJ0BATEIbHOCTH PEKBU3UTOB, IIPUCYIIIIX BCEM
JOKYMEHTaM OIPEeIICHHON CUCTEMBI JOKYMEHTAIINH

COBOKYITHOCTh PEKBH3HUTOB MPUKa3a

COBOKYITHOCTb PEKBH3HTOB aKTa

I1K-07

36

13

JlaToil JOKyMEHTa SIBJIIETCSA AATA €T0 ......c.n.....

I1K-07

36

14

JlesTenbHOCTD anmnapara ynpasiIeHHs, 0XBaThIBAIOIIAs BOIPOCHI JOKYMEHTUPOBAHUS ¥ OpraHU3aluy paboThl ¢
JOKYMEHTaMH — 3TO:

JOKyMEHTAI[IOHHOE 00eCIIeYeHIEe YIIPaBICHHUS

CTaHIAPTH3AINA

CHCTEMa JOKYMEHTAIIH

I1K-07

36

15

YKaKuTe OTIIMYUTEIHHOE CBOWCTBO JIOKYMEHTA:
KOITMHHOCTD;

OpUIyYecKas CUia;

MHOYKECTBEHHOCTb;

TOYHOCTb.

I1K-07

36

16

Hnpexc nokymMeHTa — 3T0

MOPSAAKOBBIA HOMEP perucTpaluu

HHJIEKC CTPYKTYPHOTO TOAPA3ICICHIS

mudpoBoe, OyKBEeHHOE MITH KOMOMHHPOBAaHHOE 0003HAYCHHE TOKYMEHTA, YKa3bIBAIOILIEE MECTO €To
COCTAaBJICHHS M XPAaHECHUS

HOMep JieJia [10 HOMEHKJIAType Jiel

I1K-07

36

17

Kowmrrekc B3anMOYBSI3aHHBIX JOKyMEHTOB, PETTIAMEHTHPYIOIINX CTPYKTYPY, 3a1a4H, (DYHKIIUH IPEIIPHATHS,
OPTaHM3AINIO €r0 paboTHI; MPaBa, 00S3aHHOCTU M OTBETCTBEHHOCTH PYKOBOACTBA M CIICI[HAINCTOB
MIPEPUATHS — ITO

pacnopsauTeNbHble JOKYMEHTBI

ycTaB

CIIPaBOYHO-HH()OPMAMOHHEIE

OpI'aHU3aLMOHHBIE JIOKYMEHTBI

I1K-07

36

18

HasoBure pexBU3UT, He BXOISAIINI B OPMYIISIp ycTaBa
Ha3BaHHUE OpraHU3aluU

HaVMEHOBaHHE MUHHCTEPCTBA UM BEIOMCTBA
HAaUMEHOBAHUE BUJA JOKYMEHTA

ajpecar

I1K-07

36

19

OpraHu3aIMOHHBIN JOKYMEHT JIMTEIFHOTO HIIM IIOCTOSTHHOTO CPOKa JISHCTBHS, B KOTOPOM OIpe/IeTIeHbI
Hay4YHO-TEXHUUYECKHUE, QHHAHCOBBIE CTOPOHBI JEATENFHOCTH JIOJDKHOCTHBIX JIUI] — 3TO

IITaTHOE pacHICaHue

JOJDKHOCTHAS! HHCTPYKIHS

ycTaB

TOJIOXKEHUE

I1K-07

36




20

[lonsTHE CTaHIAPTU3ALNH, KaK A€ATEIbHOCTH 10 YCTAHOBJICHUIO IPABUJI U XapaKTEPUCTUK B LEJIAX UX
JIOOPOBOJIBHOTO MHOTOKPATHOTO UCTIOJIb30BAHNS, HATIPABICHHOH Ha TOCTHKEHHE YIOPSIOUEHHOCTH B chepax
TIPOM3BOJICTBA M OOpAIICHUS, 3aKPEIIIeTCS B!

®enepanbHoM 3akoHe PP «O crangapTuzanum»

DenepansHoM 3akoHe PO «O6 nndopmaryu, nHGOpMaTH3aLUK U 3aIIUTE HHOOPMALIUID

OenepanbHoM 3ak0HE PO «TeXHUUECKOM peryupoBaHuN

DenepasibHOM 3aKoHe PD «O KxoMMepUecKol TaiiHey

I1K-07

36

21

CKONBKO uacTell B TEKCTE PACIOPSIUTENbHBIX JOKYMEHTOB?
oJHa

JBe

Tpu

4eThIpe

I1K-07

36

22

UYTo U3 NepevrcIIeHHOr0 He YKa3bIBaeTCs B IIEPBOM YaCTU TEKCTa IIPOTOKOIIA?
(aMmTHs, IMS1, OTIECTBO MPECeIaTelIs U CeKpeTapsi cCOOpaHus

Jata coopaHus

CBEJCHUS O IPUCYTCTBYIOIINX

MIOBECTKA JIH

I1K-07

36

23

Ckounbko yacTell OyJeT B TeKCTe aKTa, COCTABICHHOM IO UTOTaM PEBU3MH, BBIABUBLICH Psil HAPYIICHHN?
oJHa

JBE

Tpu

4eThIpe

I1K-07

36

24

Kto moanuceiBaeT akT?
PYKOBOJUTENb TIPEANPHITHS
peacenaTenb KOMACCUH
npeacenaTesb U CeKpeTapb KOMUCCUH
TpeiceaTe b U WICHBI KOMUCCHH

I1K-07

36

25

B kakoil yactu JokIaHON 3aIIMCKU IPUBOISATCS BHIBOJBI U IPEJIOKEHNSI O KOHKPETHBIX JEHCTBUSIX,
KOTOpBIC, IO MHCHHUIO COCTABUTENS HEOOXO MO IPEIIIPHHAT PYKOBOAUTENIO B CBSI3U C H3JI0KESHHBIMHU
¢axramm?

B IIEpBOU YacTH

BO BTOPOI1 4acTu

B TpEThEW 4acTH

9TO 3aBUCUT OT LIEJIU 3AIIUCKU

I1K-07

36

26

Kaxkoe nonstue xapakTepusyeT clieyioliee onpeeeHne: «CTaHIapTHBIN JIUCT OyMar ¢ peKBU3UTaMHU,
UICHTHOUIUPYIOIIMH aBTOPa O(QUINAIBHOTO NHCHBMEHHOTO IOKyMEHTa»?

MOJJTHHHYK JOKYMEHTa

KOIHS IOKyMEHTa

OIaHK TOKyMEHTa

JyOJIMKaT JIOKyMeHTa

I1K-07

36

27

[aiite onpeneneHue JOKyMEHTa:

MaTepuaIbHbINH 00BEKT ¢ MH(pOPMAaIHei, 3apUKCHPOBaHHOMN CO3IaHHBIM YETIOBEKOM CIIOCOO0M, ISt e
nepeaud BO BpEMEHHU U IPOCTPAHCTBE

COBOKYITHOCTBH PEKBH3HUTOB O(HIHATHHOTO MUChMa

CTaHJapTHOE PACIOJI0KEHHE MaTeprana

TEKCT

I1K-07

36

28

IIponece ynopsioueHus Wi pacupeeleHus JOKYMEHTOB 10 KJIaccaM C LIeIbl0 OTPaKE€HUsl OTHOLIEHUN
MEXKIy HUMH U COCTABJICHHS KJIACCU(PHUKAITMOHHON CXEMBI HA3BIBAOT ......'vvennenenenen.. (B uM. Magexe).

I1K-07

36

29

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

00BSICHUTEIbHAS 3aIiCKa

JTOKJIaHas 3amrcKa

aKT

TIPOTOKOJI

I1K-07

36




30

Ecnu pacniopsiautensHast 4acTh TEKCTa HAUMHAETCS CIIOBAMH “00s3BIBAI0”’, TO 3TO
TIpUKa3

3asBJICHUC

pacnopsikeHue

CIIpaBKa

I1K-07

36

31

HNHupopMamoHHO-CIIPaBOYHBIN JOKYMEHT, COCTABISTIOLIUNCS TPYIIION JIUI IS TIOATBEPIKICHHS
YCTaHOBJIEHHBIX (PAKTOB — 3TO

JIOKJIaHas 3armcKa

aKT

MPOTOKOJT

00BSICHUTEIbHAS 3aIiCKa

I1K-07

36

32

HasoBure BUIbI JOKJIaJHBIX 3aIIUCOK
nH(pOpPMaMOHHBIC, OTYCTHEIC

BHYTpPEHHHE, BHEIIIHUE

OTUYETHBIE, BHYTPECHHHE

nHGOPMALIMOHHbBIE, OTYETHBIE, BHYTPEHHNE, BHEIIHUE

I1K-07

36

33

HasoBute 1OKyMeHT, He BXOJIIHI B TPYIIITY PACIIOPSIIUTEIBHBIX JOKYMEHTOB
IITaTHOE paclHCaHue

yKa3aHue

TIpUKa3

IIOCTAHOBJICHUE

I1K-07

36

34

HasoBute pekBH3NT, HE BXOSIINI B (POPMYIISIp aKTa
IOJIITUCH

TEKCT

azpecar

3aroJ0BOK

I1K-07

36

35

Ha3zoBute yacTu TekcTa IpuKasa
KOHCTaTUpyromas, BBOAHasA
KOHCTATUPYIOLIas, pacCropaaAuTeIIbHAA
OCHOBHas, pacriopaaAuTCIbHasA
BBOOHAasA, OCHOBHAsA

I1K-07

36

36

[NepeuncnanuTe OCHOBHBIEC BHIBI OJIAHKOB

00wt OMaHK, OTaHK [UIS MHCeM, OJaHK C TIPOJOJIBHBIM B YTTIOBBIM PACIIOJIOKECHHAEM PEKBH3UTOB
CYIIECTBYET TOJIBKO OJIAHK C TIPO/IOIBHBIM M YIJIOBBIM PacloIOKEHHEM PEeKBU3UTOB

CYIIECTBYET TOJIBKO OOIIHiA OJTaHK

CYLIECTBYET TOJIBKO OJIAHK JUIS THCEM

I1K-07

36

37

Kakwne mucema B mporiecce SKCHETUIMOHHON 00paOOTKH HE BCKPBIBAIOTCS, a IIEPEIaloTCs aapecary B
3alreyaTaHHOM BUJIE?

aJIpeCOBaHHBIE PYKOBOAMUTEIIO MPEATIPUSTHS

MMUChbMa C TIOMETKOH «THIHOY

aJIpeCOBaHHbBIC KOHKPETHOMY CTPYKTYPHOMY MOPa3/IEICHUIO

MHICHhMa 3aKOHOAATENIbHBIX U NCIIOJTHUTEIHHBIX OPTaHOB TOCYIaPCTBEHHOMN BIACTH

I1K-07

36

38

Hcnonp3oBaHme Kakoi perucTpaioHHON (OpMBI HE PEKOMEHYETCs ISl KPYITHBIX 110 pa3Mepy MpeanpusTHiA?
PperucTpaliOHHO-KOHTPOJIbHBIE KAPTOUYKU

NIePCOHAIBbHBIA KOMITBIOTEP

perucTpaloHHbIe )KYpHaJIbI

COYETaHUE )KYPHAIBHOI (DOPMBI PErUCTPALIMH M PETUCTPALIHOHHBIX KapTOYeK

I1K-07

36

39

B xo/1e mpeABapUTENEHOTO PACCMOTPEHUS HOCTYIHBIINX JOKYMEHTOB B CIIyXO0€ IeTOIPOU3BOICTBA IPU
OLICHKE BaYKHOCTH IIOCTYIHBUIEIO JOKYMEHTA HE YUUTHIBACTCS:

Ba)KHOCTb €T0 COAEPKAHUS

aBTOPCTBO, T.¢. OOIIECTBEHHOE MOIOKEHHUE JINIA, aBTOPA JOKYMEHTA, MECTO YIPEIKACHHUA-OTIIPABUTEIIS B
CTPYKTYpE YIPAaBJICHUsI, POJIb OOIIECTBEHHOI OpraHu3alvy B XKM3HH 00IIecTBa

BUJ] JOKYMEHTA: 3aKOH, PaCIOPsDKEHHE, IUCbMO, OTYET U T. [.

BHJI [IOYTOBOTO OTIPABJICHUSI: IINCbMO, OaHEPOJIIb, TOCHUIKA

I1K-07

36




40

Kakwue u3 nepedyncieHHbIX HIDKE MPU3HAKOB HE HCIIONMB3YIOT NP (GOPMHUPOBAHUH JET?
HOMHUHAIbLHBIA
TIPEMETHO-BOTIPOCHBIN

CTPYKTYPHBIH
XPOHOJIOTUYECKUI

I1K-07

36

41

Kakass HoMeHKIaTypa Jieln sSBIseTcss HOPMaTHBHBIM JOKYMEHTOM U JIOJDKHA 00S3aTENbHO UCTIONIBE30BATHCS TIPH
OMnpeiesIeHNH MepeyHs /1€y, 3aBOJUMbIX Ha IpPeNpUiTHH?

TUIIOBAsi HOMEHKJIATypa Jell

NIpUMepHasi HOMEHKJIaTypa el

HOMEHKJIATypa JeJl IPEAIpUATHS

HOMEHKJIATypa JieJl CTPYKTYPHOTO MOJpa3/ieieHUs

I1K-07

36

42

JeiicTBrE MM COBOKYITHOCTD JICHCTBHUIH, MPUMEHAEMBIX IIPH 3aIIMCH HH(QOPMaLUK HA MaTEPHAIILHOM HOCHTEIE
— 3T0:

CPEACTBO JOKYMEHTHPOBaHUS

C110c00 JOKYMEHTUPOBAHUS

METOJ, JOKYMEHTHPOBaHUs

IIPOLIECC JIOKYMEHTUPOBAHHUS

I1K-07

36

43

Ecmu nepea T0JLKHOCTBIO B KOHIE TOKYMEHTA py‘IKOﬁ CTaBUTCA KOCAs 4C€PTa, IPUITHCBIBACTCA «HU.0.» U
CTaBUTCA NOANMUCH HE TOTO JINIA, TaHHBIE KOTOPOT'O paCHII/ICI)pOBaHBI, TO TaKoi JOKYMCHT TEPACT CBOIO

I1K-07

36

44

Kaxue U3 nepe4ucieHHbIX HIKE CBEJCHUI HE MOTYT COCTABIIATh KOMMEPYECKYIO TaiHy?
CBEICHUS O CYLIHOCTH U300peTeHU

OTYETHI O (PMHAHCOBOI AEATEIBHOCTH (HUPMBI

JOKYMEHTHI 00 yIiaTe HaJoToB

JIOTOBOPBI KYIUTH-TIPOIaXKH

IK-12

38

45

JlomkHa M IpeycMaTpUBaTh pa3pelunTenbHas CHCTeMa JOCTYH K KOH(HICHITHANEHOH nHpopManum
JOJDKHOCTHBIX JIMI] U3 BHEITHUX OPTaHMU3AIMi, BRIIOIHSIONINX COBMECTHYIO pab0Ty C OpraHM3amuel rie
BBEJICH PEXHUM KOHPUACHIUAIBLHOCTH?

HET, HE JOJKHA

Ja, N0JDKHA

3aBUCUT OT UHJUBUIYAJIbHOTO PEIICHUS PYKOBOAUTENS, AAXKE €CIIU 3TO CTABUT IO YTPO3Y CPhIBA BHIIIOJHEHUE
COBMECTHBIX padoT

IK-12

38

46

B xakoM Buze BBLIAETCS pa3pelieHne Ha paboTy ¢ KOH(PHUICHINATBHBIMI JOKYMEHTAMH?
B yCTHOH (hopme

B BUJIC TUCHMa 10 I0YTE

B BHJIE PE30JIIOLIUH

B BUJIC PACIIOPSAUTEIBHOIO JOKYMEHTa

IK-12

38

47

B ciydae opraHmM3aImy CHCTEMBI JOCTYIA K KOH(pUASHINATBHOW HHPOPMAIIUH C COTPYJHUKAMHU U3 APYTUX
OpraHM3aIMil Kakue JOKYMEHTHI OyayT C HUIMH MOIIHCAHBI?

JIOTOBOP M 00513aTENILCTBO O HEPA3TIIAIIEHUH

TOJILKO JJOIOBOP

TOJIBKO 0053aTENILCTBO

BCE 3aBUCUT OT HOKEJIAHUI PYKOBOJUTEINS OpraHU3aluu

IK-12

38

48

CoctaB 1 00beM CBEIEHUH, COCTABIIAIONINX KOMMEPUECKYIO TaliHy IPEANPUATHS, CPOKH
KOH(UICHINATIBHOCTH, MTOPSIOK 3AIIUTHI M JOCTYIIA ONPEICIITIOTCS:

PYKOBOIUTENIEM CTPYKTYPHOTO TOAPA3CTICHHS,

JIeNIOTIPOU3BOIUTETIEM,

PYKOBOIMTENIEM MIPEIIPHUSITHSI.

IK-12

38

49

I'apanTuiiHOE€ MUCBMO — 3TO:

JOKYMEHT, COOOMIaloNnii 0 MPUOIMKEHNH, YCKOPEHHN, HCTEUYSHUH CPOKA UCTIOTHEHHUST KAaKOT0-JTH0O0 JeHCTBHS
JIOKYMEHT, COJIep Kalluii IPUIIIAlIeHue Ha MEPOIpUsITHE

JOKYMEHT, B KOTOPOM TapaHTHPYETCs OILIATa BHIMOJHEHHOW Pa0OTHI WITH MPEJOCTABICHNE YET0-TH00
(paboThl, MOMEICHHS U T.11.)

JIOKYMEHT, TIOJITBEPKIAIOIINN TIOJy4eHHUE IICHHOCTEH

IK-12

38




50

Ecnu Bam He00X011MO IPUTIIACHT OPTAaHU3AIMIO MM JOJDKHOCTHOE JIMI[O HA COBEIIAHNe, BCTpedy, Ber
COCTaBUTE

IIMCbMO-TIPUTJIAILCHHAE

COIIPOBOJIUTEIBHOE IUCBMO

IMCBMO-IIOATBEPKICHUE

JIOTOBOPHOE ITUCEMO

IK-12

38

51

Ecimu Bam H€O6XOZ[I/IMO COCTaBUTH ITUCHMO, PIH(I)OpMI/IpyIOH.[ee aZjpecarta O HallpaBJICHUH K HEMY IIPUCHIJIaCMbIX
JOKYMCHTOB, B&I cocTaBute

CONPOBOIUTEIIBHOC MUCHEMO

MMUCBbMO-YBCIOMIICHHUC

TMMCHbMO-TIOATBEPIKIACHUEC

JOTOBOPHOC NMCbMO

IK-12

38

52

CKOJIBKO JIET XPAHATCS MPHUKA3HI 110 TMYHOMY COCTaBy?
10 met
25 et
50 et
75 ner

IK-12

38

53

B kakom ciyuae Tpy10BOI JOroBop Xpanutcs 75 net?

€CJIU JOTOBOP CPOUYHBII

€CIIM OTCYTCTBYIOT MIPUKA3BbI 110 IUYHOMY COCTABY

€CIIM TI0CJIe YBOJIBHEHUS PA0OTHUK HE 3a0pall TPYOBYIO KHIDKKY
€CIIM PabOTHHK NOTePsUI CBOH SK3EMILISIP TPYAO0BOTO I0roBOpa

IK-12

38

54

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

Jata poXKICHUs pabOTHUKA

CBEJCHUS O IpHEME U YBOJIBHEHUN pabOTHHKA

BEITOBOPBI, OOBSBICHHBIC PA0OOTHUKY

IK-12

38

55

B xakoM cirydae npu BHECCHHH H3MEHEHUH B 3aITHCH B TPYAOBOH KHIDKKE CTapasi 3aIlich 3a4epKUBACTCS
OJIHO 4epToii, Imoce Yero AenaeTcs HoBasl 3alKch?

€CIIM 3aIUCh C/IeNIaHa HEMPaBUIBHO

€CIIM M3MEHWINCH CBeJICHNS 00 00pa3oBaHUH, MPOQECCHH, CIEHATEHOCTH

ecin N3MEHWIINCh aHKETHO-Onorpaduyueckue 1aHHbIe

€CIIH YBOJIGHEHHE WITH IepeBO/I pabOTHHKA PU3HAHEI HE3aKOHHBIMU

IK-12

38

56

Korzaa paboTHHKY BBIIACTCS HA PYKH TPYIOBask KHIDKKA?
3a JIBE HEeJIeN 10 YBOJIbHECHHUS

3a JICHb JI0 YBOJILHEHUS

B JICHb YBOJBHCHUS

HAa CIIeTYIONIUH JIEHb MOCJIe YBOJbHEHUS

IK-12

38

57

YTo HY)KHO Ie1aTh, €CIIU ITOCIIE YBOIFHEHUS PAOOTHHUK HE 3a0pajl TPYHAOBYIO KHIDKKY?
OTIPaBHUTh TPYAOBYIO KHIDKKY ITO TIOYTE Ha JOMAIIHUH aJipec pabOTHUKA

OTIPaBUTH PAOOTHHUKY YBETOMIIEHHE O HEOOXOIUMOCTH SIBUTHCS 32 TPYIOBON KHIKKON
XPaHUTh TPYAOBYIO KHIKKY B OTZEJIE KaapoB 75 Jer

XPaHHUTh TPYAOBYIO KHIDKKY 5 JIET, 8 IOTOM YHUYTOXKHUTD

IK-12

38

58

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

B 3aSBJICHUH

B aBTOOHMOTpadun

B pE3IOME O TPYAOBOI IEATEIbHOCTH

B JIOBEPCHHOCTH

IK-12

38

59

Kaxk Ha3bpIBaeTCs JOKyMEHT, COAEPKAIMNIT KPATKOE OIHMCAHUE B XPOHOJIOTHIECKOH ITOCIEA0BATEIHHOCTH
OCHOBHBIX 3TAaIlOB )XKU3HU U AEATEIBHOCTH JaHHOTO JIHIA?

3asIBIICHHE

aBToOHOTpadust

aHKeTa

JIYHAS. KapTOUKa pabOTHHKA

IK-12

38




60

Kakoe NoHsTHE COOTBETCTBYET CIEIYIOIIEMY ONPEACIICHUIO: KYyCTaHOBJICHHE e€JMHO00pasus cocrasa u Gopm
YHPaBIEHYECKHX JOKYMEHTOB, CO3/1aBaEMbIX IIPH PEIICHUN OJHOTHUITHBIX yIPABICHYSCKUX (QYHKINID?
YHUDHUKAIAS

CTaHIapTH3aLNA

aBTOMATH3AIHS

LEHTpAIN3aLHs

I1K-07

36

61

HecpouHbiME Ha3bIBAIOT JOKYMEHTBI, KOTOPBIE:

He TpeOYIOT OBICTPOTO UCTIONHEHHUS

HE UMEIOT CPOKOB UCHIOITHEHHS

MOYKHO IePEaTh UCIIOIHUTEISIM 0€3 PACCMOTPEHHUS PYKOBOIUTEICM
HE OrPaHMYEHHOTO CPOKA XPaHCHHS

I1K-07

36

62

UTo U3 MepednCICHHOTO HIDKE HE OTHOCHTCA K BUAAM JOKYMEHTOB, KITaCCH(OHIUPYEMbIM 110 CPOKaM
XpaHeHus?

MOCTOSTHHOTO XpaHEeHHs

JOJATOCPOYHOI0 XPAaHEHUS

CpeIHECPOUHOTO XpaHEeHUs

KpPaTKOCPOYHOI'0 XPaHEHHUsI

I1K-07

36

63

Kaxoll 13 nepedncieHHbIX HUXKe JOKyMEHTOB U3al0T BBICIIME U HEHTPAIbHbBIE OPIaHbl KOJUIETHAIbHOIO
YIIPaBJICHHS B IETSIX pa3pelIeHus Hanooee BaXHBIX 3a1a4, CTOSAIINX Iepe/ JaHHBIMH OpraHaMu?
IIOCTaHOBJICHUE

pacnopsKeHue

yKa3aHue

IIPUKa3

I1K-07

36

64

Kax Ha3bIBaeTCs TOKyMEHT, COAEPIKAIIHI 3aIUCh X0a 0OCYKICHHS BOIIPOCOB M IIPHHSTHS pELICHUIT Ha
coOpaHusIX, 3acelaHusX, COBEIIAHMX, KOH(PEPEHLHAX, eTOBbIX BCTpeyax?

aKT

IIPOTOKOJ

HpHUKa3

JIOKJIaJHast 3aIIHCKa

I1K-07

36

65

OCHOBHBIE 4aCTU TEKCTA IPOTOKOJIA
KOHCTaTHPYIOIasi, BBOAHASL
OCHOBHas, paclopsAUTEIbHAS
KOHCTaTHPYIOIIasi, paclopsAUTeIbHAs
BBOJIHAs1, OCHOBHAs

I1K-07

36

66

JIOKyMEHT, BOCTIPOM3BOAAIINIT HH(OOPMAIHIO APYTOro TOKYMEHTA U BCE €r0 BHECITHUE IPU3HAKU Ha3bIBACTCS:
BTOPUYHBIN

BU3YyaJbHBIN

KOIUSA

BBINHKCKA

I1K-07

36

67

Kakoe monstue COOTBETCTBYCT ONIPCACIICHUIO!: «CI/ICTCMaTI/ISI/IpOBaHHHﬁ NEPEYCHb 3aBOJJUMBIX B OpTraHU3alluu
ACJ C YKa3aHUEM CPOKOB UX XpaHeHI/IH»?

ONUCH S JUTA IEPEIau UX B apXuB

HOMCHKIJIaTypa A€J1

AKT DKCIEPTU3BI HEHHOCTU TOKYMCHTOB

BHYTPCHHSA OIIMCh JOKYMCHTOB J€J1a

I1K-07

Y6

68

YT0 13 MepeyrcICHHOro He OTHOCUTCS K 3TaraM Ipoiecca ohopMIIeHHs e IS epeladn uX B apXuB?
HyMepalusi JINCTOB JieNia

COCTaBJICHHE BHYTPCHHEH OMKCH JOKYMEHTOB JIeja

odopmIIeHHE 00T0XKKH Jea

odopMIIeHHEe HOMEHKIIATYPhI eI

I1K-07

Vo6

69

Kaxk Ha3pIBaeTcst JOKYMCHT, 0660He‘1HBalOH.IPIﬁ HCITOJIHEHHE U3JI0KEHHBIX B HEM 00513aTeNIbCTB?
MMUCBMO-TIOATBEPIKACHUC

AUPEKTUBHOE IMTUCHMO

FapaHTHﬁHoe IIUCBbMO

PEKIAMAIIMOHHOC ITHCHMO

IK-12

v8




Ha kxakue nucbma cTaBUTCS NI€4YaTh?
COIMPOBOJIUTENbHBIE TUChbMA

70 | mMpeKTHBHBIC THChMa [IK-12 v8
rapaHTUHHbBIE TUCbMA
peKIaMHble TUChbMa
Jnst KaKuX BUAOB IOPUANIECKHUX JHI] B KAUECTBE YIPEIUTEIBHBIX JOKyMEHTOB HEOOXOAUMEI YCTaB
YUPEIUTENbHBIN OTOBOP?
71 [Axumoneproe 00IIEeCTBO ) TK-12 V8
00IIECTBO C OTPaHNYEHHONW OTBETCTBEHHOCTHIO
KOOIIEpaTHB
IIOJTHOE TOBAPHIIIECTBO
YTo HEe OTHOCHUTCS K crIocobaM obecrieyeHus 0053aTeNbCTB, T. €. JOIOIHUTEIBHBIM MepaM UMYIICCTBEHHOTO
BO3/ICUCTBHS HAa BUHOBHYIO CTOPOHY, KOTOPBIE YKa3bIBalOTCs B JOroBope?
7y [Heyeroiika IK-12 | 8
3aJ10r
KOH(HCKAIHI IMYIIECTBA
TIOPYYUTENILCTBO (TaApaHTHsI)
Kakue u3 nepedncieHHbIX HIDKE CBEICHUH HEe YKa3bIBAIOT B CEPTH(UKATE COOTBETCTBHSA?
HaMMEHOBAHHE TOBAPa
73 |HaMMeHOBaHHWE OpraHa Mo cepTU(HKAIINY, €T0 aapec U TeaeoH [IK-12 v8
HaMMEHOBAHHE BHJA CHIPBS, M3 KOTOPOTO MPOM3BECH TOBAP
HOpMAaTUBHbIE IOKYMEHTbI, B COOTBETCTBHHU C KOTOPbIMHU IPOU3BEJEH TOBAP
Ecnm oxHa U3 CTOPOH HapyIIUIIa yCIOBHS JOTOBOPA, TO IOCTPAJABIIas CTOPOHA!
oOparaercst B apOUTPaXKHBIH Cyx
74 |HampaBJseT BUHOBHOW CTOPOHE MHCEMO-TIPETCH3UIO [IK-12 v8
oOparaercst B apONTPaXXHBIH CyA ¥ OJHOBPEMEHHO HAIIPABISET MHCHMO-IIPETEH3UIO
HaInpaBJsgeT NHCHMO-IIPETSH3HIO B OOLIECTBO M0 3aIUTe IPaB MOoTpeOuTeIe
Ecnu Bam Heo0xoauMo NIpeIbIBUTH IPETEeH3UN MapTHEPY, BeI cocTaBuTe
JIOTOBOPHOE IMMHCEMO
75 |MHGOPMAITMOHHOE MUCHEMO [IK-12 v8

CONPOBOIUTEIIBHOC MUCBMO
ITUCHbMO-IIPETCH3UIO




5.3. MarepuaJibl /151 OLEeHKH TOCTUKEHUS KOMIIeTeHIN i
5.3.7. Bonpocsl lJIs1 yCTHOT'O ONpoca

Ne Copeprxanue Kowne- nau
TEHIIHS

1 [TIpaBuna opopmieHns YcraBa OpeAnpusITUSL I1K-07 36

2 |TlonoxeHue U NOPSIIOK €ro 0hopMIICHHS [IK-07 36

3 [IIpauBna u oco6eHHOCTH O(OPMIICHHS MITATHOTO PACHHCAHUS I1K-07 36

O0mue npasmia 0(hOpPMICHHS PaCTIOPSIUTEIBHBIX JOKYMEHTOB: TIOCTAHOBJICHHS, PEIICHHS, PACTIOPSDKCHUS U K-07 36

4 |mpukaza

5 |IIpoToko: BHIBI ¥ IOPSIOK 0(OPMIICHUS [IK-07 36

6 |OcobenHocTr 0popMIIeHUS aKkTa I1K-07 36

7 |Buap! v npaBuiia oOpMIICHHS JTOKJIAIHBIX 3aIACOK [IK-07 36

8 [PexBU3UTHI U copepkaHue TPYAOBOTO JIOTOBOPA I1K-07 36

9 |OcobenHoctr oopMIIEHHS IPUKA30B MO JMIYHOMY COCTABY [IK-07 Y6

10 |TIpaBuia BeieHHsI TPYHOBBIX KHIDKEK I1K-07 Y6
11 [[Topsimok cpcraBieHust aBToOnorpaduu [IK-07 Y6
12 |Tlopsiox (OpMUPOBAHHS M BEICHUS TMIHOTO Jiesia I1K-07 Y6
13 |CayxxeOHO€ mrcbMO: BUIBI U TIpaBHIIa 0(OPMIICHHUS [K-12 Y8
14 |Bugs! 1 mpaBuia oopMIeHHS JOTOBOPA. I1K-12 y8
15 |IIpaBuna cocraBieHHs NPETEH3UOHHBIX JJOKYMEHTOB [K-12 Y8
16 |OxcnenuuuoHHas 00pabOTKAa MOCTYNUBIINX JOKYMEHTOB I1K-12 38
17 |Ortamnbl nporecca KOHTPOJISI HCIIOJTHEHHS JOKYMEHTOB [K-12 38
18 [PerucTpanms JOKyMEHTOB U €€ pOJIb B JCIOMPONU3BOJICTBE IIK-12 38
19 |leno u npaBuiia ero hopMUpPOBaHUS [K-12 38
20 [[ToHsiTHe ¥ BUABI HOMEHKJIATYPA JAETT IIK-12 38
21 |Jramel n npaBuaa odopMITEHHs JIe K CIa4ue B apXHB [K-12 38
22 |IIpaBuiia 1 TEXHOJIOTHS 3aIUTHI JOKYMEHTHOH HH(OpMAIn I1K-12 38
23 |IIpenBapuTelibHOE PAaCCMOTPEHUE JIOKYMEHTOB [K-12 38
24 |Tlopsimox paboThI HepcoHana ¢ KOH(GHACHIHMAIFHBIMI JOKYMCHTAMHI I1K-12 38




5.3.8. 3aganus 1151 npoBepku (POPMHUPOBAHUS HABBIKOB

Ne ConepxaHue Kowme- un
TEHLUs

1 |OdopmireHre OJAHKOB ISl MHCEM C YIIIOBBIM U IIPOJIOIBHBIM PACIIOIOKCHUEM PEKBH3HTOB 11K-07 H7
2 |CocraBieHHe IITATHOIO PaCIMCaHKs allapara yIpaBJIeHHs I1K-07 H7
3 [CocraBiieHue npukasa o OCHOBHOM JIESITEIILHOCTH 11K-07 H7
4 |CocraBieHre IPOTOKOJIA 3aCEaHHs T1K-07 H7
5 |CocraBneHue JOKJIa HON 3alUCKU 11K-07 H7
6 |CocraBicHrE IUCHbMO-NIPUIIIAIICHHIE I1K-12 HI10
7 |CocTaBieHue NHCbMO-OTBET T1IK-12 HI10
8 |CocrtaBieHne NUCbMO-U3BEIICHHE TIK-12 HI10
9 |CocraBbTe aBTOOMOTpahUIo T1IK-12 H10
10 |CoctaBbTe pe3toMe 0 TPYIOBOH AESITeIbHOCTH TIK-12 HI10
11 |Odopmure 06510kKKY ena T1K-07 H7
12 [CocTaBpTe BHYTPEHHIOI ONHCH JOKYMEHTOB JIMYHOTO AeNa pabOTHHKA I1K-07 H7

5.3.9. Bonpocs! 11 KOHTPOJILHOM (pacdeTHO-rpaduyeckoii) padoTsl

He npenycmoTpeHno




5.4. CucreMa olleHUBAHUS TOCTH:KeHUA KOMIIeTEeHINIi

5.4.1. Onenka 10CTH:KeHHS] KOMIIETeHIMI B X0/1e POMEeKyTOYHOM aTTecTANMA

MHauKkaToOpsl JOTHXKEHUS KOMIIETEHIMI Howmepa
BOIIPOCHI K
Kon Coneprkanue p
3a4eTy

ITK-07 CriocoGHOCTB HACTpauBaTh, FIKCILTYaTHPOBATH U COIIPOBOXKAATH HH(GOPMAIIMOHHbBIE CUCTEMBI U

CEPBHCHI
36 OCHOBBI JICJIONPON3BOJICTBA 1-11
Y6  |ucnonb30BaTh NpaBmIIa JEJIONPOU3BOACTBA 12-15
H7  |pabothl ¢ nOKyMeHTaMu

ITK-12 Cnoco6eH 3¢ peKTHBHO B3aUMOAEHCTBOBATh ¢ CyObeKTaMK NPO(ECCHOHANBHBIX KOMMYHHKAIMI

38 |ocHOBEI OpraHm3anyy JeIONpPON3BOICTBA 19-25
VY8 |ocymiecTBIsTF KOMMYHHKAIIHOHHBIE B3aHMOICHCTBHUS 16-18
H10 |oGecnieuenus B3anmMoeiicTBIS ¢ CyObeKTaMH MPOQpeCcCHOHATBHBIX KOMMYHHKAIIUH




5.4. CucreMa OLleHUBAHMUS JOCTHKEHHUS KOMIIETEHIUMI
5.4.2. OneHka 10CTHKEHUs] KOMIIETEHI M B X0/1¢ TeKYIero KOHTPOJIs

I/IHZ[I/IKaTOI)LI JOTHKEHUS KOMIIETEHIIUI

HOMepa BOIIPOCOB M 3a1a4

BOIIPOCH! | 3aja4u JuIst
BOIIPOCHI
Kox Conep:xaHue YCTHOTO | TpOBEpKU
TECTOB
orpoca HaBBIKOB
ITK-07 CriocoGHOCTE HACTPanUBaTh, IKCILTYaTHPOBATh U COIPOBOXKIATH HH(POPMAIMOHHBIE CHCTEMBI U CEPBUCHI

36 |OCHOBBI JIETIONIPOU3BOJICTBA 1-43, 60-66 1-8

VY6 |ucmoss30BaTh NpaBHiIa AEJIONPOU3BOICTBA 67-69 9-15

H7 |paboThl ¢ TOKyMEHTaMHU 1-5,11,12

ITK-12 Cnocob6eH 3¢(heKTHBHO B3aNMOJIEHCTBOBATH C CyOBEKTaMH MPO(ECCHOHAIBHBIX KOMMYHHKALHIT

38 |0CHOBBI OpraHM3AIINY JICTOTIPOU3BOJICTBA 44-59 17-24

V8 |ocymiecTBIsATE KOMMYHUKAIIMOHHBIE B3aNMOACHCTBHS 69-75 13-15

H10 |obecneuenns B3anMOAEHCTBHA C CyOBEKTaMH MPO(HECCHOHATBHBIX KOMMYHHUKAIIIH 6-10




6. YueOHO-MeTOANYECKOE 00ecneuyeHre JUCIUIIINHBI

6.1. Pekomenayemas Jureparypa

Bubnmorpadmyeckoe omrcanue

By uznanus

brixoBa T. A. JlIokyMeHTaMOHHOE O0OECIIeYeHIEe YIIPaBICHUS (IeI0NPON3BOJICTBO) [IIEKTPOHHBIN pecypc]:

1 [Vueonoe nocobue / T. A. beikosa, T. B. Ky3nenosa - Mocksa: OOO "Hay4no-u3znarenbckuii nieatp MTHOPA YuebHoe
M", 2019 - 304 c. [DU] [OBC 3nanuym] URL: http://znanium.com/catalog/document?id=338359
KupcanoBa M. B. CoBpeMeHHOE JIeTIONPOU3BOJICTBO [3IEKTPOHHBIH pecypc]: YuebHnoe nmocobue / M. B.

2 |Kupcanosa - Mocksa: OOO "HayuHo-u3natenbckuii ientp MHOPA-M", 2014 - 312 ¢. [OU] [3BC VYuebOHOE
3uanuym] URL: http://znanium.com/catalog/document?id=269000
Pazmopoxmsrii A. A. JIOKyMEHTHPOBAHHE YIIPABICHUECKOI NeATeIbHOCTH [3IeKTPOHHBIN pecypc]: YuebHoe

3 |mocobme / A. A. Pa3nopoxnslii - Mocksa: OOO "Hayuno-u3narensckuii neatp MHOPA-M", 2018 - 304 c. VYuebHoe
[OH1] [OBC 3nanunym] URL: http://znanium.com/catalog/document?id=328873
VYmrakosa O. A. JIokyMeHTOBeIeHHE [3IeKTPOHHBIN pecypc]: Yuebnoe mocodue / O. A. Ymakosa - Mocksa:

4 |OOO "Hayuno-uznarensckuii uenrp MHOPA-M", 2017 - 64 c. [OU] [3BC 3nanuym] URL: YuebHoe
http://znanium.com/catalog/document?id=216012
Jenonpou3BoacTBo [DNEKTPOHHBIN pecype|: METOAMUYECKHEe YKa3aHUs IO OCBOCHUIO JUCHUIUIMHBI U JJIs
CaMOCTOATEeTbHON paboTh! 0OyJaromuxcs mo HanpasiaeHuro noarotoku 09.03.03 "IIpukaagaas

5 napopmarrka" npoduire moaroToBku «HMOPMAIIMOHHBIC CHCTEMBI H TEXHOJOTHH B MeHemkMeHTe AITKY / Meromeckoe
Boponexckuii rocynapcTBeHHbIH arpapHblil yausepcuret ; [cocT. C .H. Konosanosa] - Boponex:
BopoHnexckuii rocynapcTBeHHbIH arpapHbiii yausepcutet, 2021 [I1T] URL:
http://catalog.vsau.ru/elib/metod/m164938.pdf
Vie3pko A.B. Ilopsigok oLleHUBaHUs PE3YJILTATOB JOCTHXKEHHS KOMIIETEHIINI: METOANYECKHE MaTepHalbl

6 |11 OCHOBHOM 00pa3oBaTeNbHOM porpaMmel o Hampasiernto: 09.03.03 Tlpuknagnas nHGopMaTHKa, Meronunueckoe
npodus: MapopManmoHHbIe cucTeMs! 1 TexHostornn B MeHekMenTe AITK / A B. Viessko, C.A. Kynes,
A.A. Toncteix. — Boponex: B'AY, 2019. — 24 c.
Vrnespko A. B. [Topsinok hopMupoBaHHs KOMIETCHIHI: METONYECKHIE MATEPHAIIBI TSI OCHOBHOM

7 |oOpa3oBaTenbpHON IporpaMMel OakanaBpuara rmo HampasieHuto: 09.03.03 IIpukiagHas napopmaTika, Meronunueckoe
npodms: MapopManmoHHbIe cucTeMsl 1 TexHostornu B MeHekMenTe AIIK / A.B. Viessko, C.A. Kynes,
A.A. Toncteix. — Boponex: BI'AY, 2019. -39 ¢
WNudopmanmoHHble TEXHOJIOTHU B YIIPABICHUN W DKOHOMUKE: JKypHAJ IS IyONUKAIlK HayqIHO-

3 HCCIIEI0BATENLCKHUX PAbOT / Yupeaurens : YXTHHCKUH TOCYyIapCTBEHHBIN TEXHUUCCKUI yHIBEPCUTET - YXTa Tleproeckoe

Pecniy6nuka Komu: YXTHHCKHI rocyiapcTBeHHBINH TeXHU4eckuid yauBepcuret, 2020 [O1] URL:

https://www.elibrary.ru/contents.asp?titleid=56922

6.2. Pecypcnl cetu UnTEepHeT
6.2.1. DyiekTpOHHBIE OUOIUOTEYHbIE CUCTEMbI

Ha3Banue

Jlanp

ZNANIUM.COM

IOPAUT

IPRbooks

E-library

I EN I I

OnexrponHas oubnuorexka BIAY




6.2.2. IIpodeccuonanibHbIe 6a3bl JAHHBIX U MHGPOPMALIMOHHBbIE CHCTEMbI

No HasBanue Pasmemenue
1 [CnpaBounas npaBoBas cuctema I'apanat http://www.consultant.ru/
2 |CnpaBounas npaBoBas cucrema KoncyneranT [lmoc http://ivo.garant.ru
6.2.3. CaiiTpl M1 ”HGOPMALMOHHBIE OPTAJbI
Ne Haspanue Pasmerenue
DenepanbHblil 00pa3oBaTeNIbHBIN OpTall « O9KOHOMUKA, CoLMoIorus,
http://ecsocman.hse.ru/
1| MeHeHKMEHT
2|CnpaBounuk cexperaps 1 opuc-MeHeKepa https://www.sekretariat.ru/
3|Bce o nenonpou3BoaCTBE http://delo-ved.ru/




7. MaTepua/IbHO-TeXHUYECKOE M IPOrpaMMHOe o0ecrnedeHne JUCIHHIIIMHbI

7.1. IlomenieHus 1Jis1 BeieHUs1 00pPa30BaTeIbLHOI0 Npouecca u 000py10BaHHue

HanmeHoBaHHE IIOMENIEHUH JUIi MpPOBEICHHS BCEX BHIOB
y4eOHOH NeATeIbHOCTH, IPETyCMOTPEHHOH y4eOHBIM IIIIAHOM, B
TOM 4HCIE TOMELICHUS a1 CaMOCTOSTCNbHONH paboThl, C
yKa3aHWEM T[IepeYHs OCHOBHOrO o0OopymoBaHHsA, YydeOHO-
HArTAOHBIX  MOCOOMH M HCIIONB3YyeMOro  IPOTrpaMMHOTO
obecrieueHuUs

Anpec (MeCTOTIONIOKEHNE) TOMEIISHHUH IS TPOBEACHUS
BCEX BHJOB YueOHOH NeATeTbHOCTH, IPEIyCMOTPEHHON
y4eOHBIM 6 cllydae  pealu3aluu
oOpa3oBaTeIbHON MpPOrpaMMBI B CeTeBOH  (opme
JIOTIOJTHUTENBHO yKa3bIBaeTCs HaMMEHOBaHHE
OpTaHM3AINH, C KOTOPOH 3aKIIFOUCH JOTOBOP)

IJIaHOM

VYueOHas aymuTopHs U IPOBEICHHUS 3aHATUI JIEKIHOHHOTO
THIA: KOMIDIEKT y4eOHOH MeOeiH, IEMOHCTPAOHHOE
obopyznoBaHue, yaeOHO-HATIISAHBIE TIOCOOHS B BUIE
Mpe3eHTanui, nporpaMmHuoe odecneuerune: MS Windows
/Linux /Pex OC

394087, BopoHexckas 001acTh, T. BopoHex, yiI.
MuuypuHa, 1.1

VYueOHast ayquTOpHS JUIsl IPOBEICHUS JIAOOPATOPHBIX U
MPaKTUYECKUX 3aHATHI, TEKyILIEero KOHTPOIIS ¥ IPOMEXYTOUHOH
aTTeCTallH: KOMIUIEKT y4eOHOM MeOen, yaeOHO-HaTrIsIHbIC
10co0Hsl B BIIEKTPOHHOM BHUJIE, KOMBTIOTEPHI C BO3MOXKHOCTBIO
noaxrouenus kK Murepruer u gocrynom B OMOC; nporpamMmmHoe
ob6ecneuenne: MS Windows /Linux /Pex OC, MS Office /
OpenOffice/ LibreOffice, DrWeb ES, 7-Zip, MediaPlayer
Classic, SIugexc opaysep / Mozilla Firefox / Internet Explorer,
AST Test

394087, Boponexckas o01acth, T. Boporex, yir.
MnuuypuHa, 1.1

VYdeOHast aymuTOpHs JJIs1 TPOBEACHHS JTaO0OPaTOPHBIX U
MPAKTHYECKUX 3aHATUH, HHIUBUIYATbHBIX U TPYIIOBBIX
KOHCYIBTAIIMI: KOMIUIEKT y4eOHOH MeOel, KOMBTIOTEPHI C
BO3MOXHOCTBIO TIOJIKITIOYeHHS K "MHTEepHET" 1 00ecreueHrneM
noctyna B OMOC; mporpamMHoe obecriedenue: MS Windows
/Linux /Pen OC, MS Office / OpenOffice/LibreOffice, DrWeb
ES, 7-Zip, MediaPlayer Classic, SIanekc opaysep / Mozilla
Firefox / Internet Explorer, AST Test

394087, Boponexckas 001acth, T. BopoHex, yiI.
MnuuypuHa, 1.1

INomemenne At XpaHEHUS U IPOPHUITAKTHIECKOTO
o0CIyXUBaHHS yIeOHOTO 000pyIOBaHMA: MeOENb I XPAaHCHUS
u o0ciy’)KuBaHUs y4eOHOTro 000pyA0BaHus,
CTIeIMaNTN3UPOBAHHOE 000PYIOBaHUE IS PEMOHTA
KOMITBIOTEPOB

394087, Boponexckast oonacts, T. Boporex, yi.
MuuypuHa, 1.1, a.: 117, 118

INomemenne AT CAMOCTOSTENBHOM PabOTHI: KOMILIEKT y4eOHOH
MeOenH, KOMBTIOTEPHI C BO3MOXKHOCTBIO ITOKITIOYCHUS K
"UutepHetr" n obecneueHreM noctyna B IMOC; nporpaMMHOe
obecneuenne: MS Windows /Linux /Pex OC, MS Office /
OpenOffice/LibreOffice, DrWeb ES, 7-Zip, MediaPlayer
Classic, Sunexc 6pay3ep / Mozilla Firefox / Internet Explorer,
AST Test

394087, BopoHesxckas 00acTh, T. BopoHex, yiI.
MuuypuHa, 1.1, a.: 113, 115,116, 119, 120, 122, 122a,
126,219 (c 16.00 mo 20.00)




7. MaTepI/laJ'lBHO-TeXHI/I‘-leCKOC U IIporpaMmMHoO¢C obecrnevyeHHe TUCHUIINHBI

7.2. IlporpaMMHoOe o0ecrnieueHne

Ne HasBanue Pasmemenue
1 [Onepanmonnsie cucremsl MS Windows /Linux /Peg OC I1K B nokanpHOM cetn BITAY
2 [ITaxets! oucusx npunoxennit MS Office / OpenOffice/LibreOffice I1K B noxanbHoil cet BITAY
3 [[Iporpammsl mist mpocMoTpa daiinos Adobe Reader / DjVu Reader 1K B nokanbHo# cetnt BT AY
4 [Bpay3zepsr Aunexc bpaysep / Mozilla Firefox / Microsoft Edge I1K B noxansHoil cet BITAY
5 |AuTuBnpycHas nporpamma Drweb ES I1K B noxanbHoil cet BITAY
6 [[Iporpamma-apxuBarop 7-Zip I1K B nokanpHOM cetn BTAY
7 |Mynetumesma npourpsiBatens MediaPlayer Classic I1K B noxanbHoil cet BITAY
8 |IInardopma onnaitH-o0yueHus eLearning server I1K B nokanbHOl cetn BTAY
9 |Cucrema xkommnprotepHoro tectupoBanus AST Test I1K B nokanpHOM cetn BITAY




8. MexnucuMnjJinHaApHbie CBA3H

B3aumocBs3aHHbIE TUCITUTIIIMHBI

Kadenpa, Ha koTOpOIi mpenogaeTcs

[Noanucek 3aBenyromniero

Kon Hassanue AUCHHILIMHA Kadenpoit
51.0.07 Pycckuii A3bIK U KyJbTypa peuu Pycckoro u M”HOCTpaHHBIX SI3BIKOB z '( . é % %
b1.0.22 MeHeKMEeHT VYupasnernus u Mmapketuara B AIIK / j @.,/ —
B1B.12 CHuCTeMBI IIEKTPOHHOTO HNudopmamonHoro odecrieyeHus 1 %f‘

JIOKyMEHTO000pOTa

MOACIUPOBAHUA arPOOKOHOMHUYCCKUX CUCTEM




Hpuiaoxenne 1

JlueT mepuoaMYecKNX NPOBEPOK padoyeii mporpaMMbl U HHGOPMALHS 0 BHECEHHBIX H3MEHEHHUsIX

JloIDKHOCTHOE JTUTIO,
MIPOBOAMBILIEE IPOBEPKY

IToTpe6HOCTH
B KOPPEKTUPOBKE YKa3aHUEM

®.1.0., 10mKHOCTB, [Hara COOTBETCTBYIOIINX Pa3aenoB padoueit Hndopmarust 0 BHECEHHBIX U3MEHEHHSAX
HOJMUCH IIPOrpaMMBl
3aB. kadenpoit
(benp Her

ITpoTtokoin Ne 10 ot

E.B. 3akmeBckas
i — 31.05.2023 Pabouas nmporpamMMa akTyaJH3UpOBaHA Ha Her
VoY o ' 2023-2024 yueGHbiii ron
3aB. kadenpoit Her
E.B. 3akmeBckas ITpoTtokois Ne 10 ot
Pabouas mporpamMMa akTyaJIH3UpOBaHA Ha Her

g
LB e

20.05.2024 r.

2024-2025 yuebHblit roJ
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