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1. O0masi XapakTepucTUKA M CUUILINHBI

1.1. Heas AuCHMNJINHBI:
M3yYCeHHE JOKYMEHTa KaK CJIOXKHOW MH()OPMAIIMOHHOM CUCTEMBI, CIOCOO0B JJOKYMEHTHUPOBAHUS, CUCTEM JIOKYMEHTAIIUH,
KOMITJICKCOB JIOKyMEHTOB, JIOKYMEHTHONH KOMMYHHUKAITUHY B OPraHU3aIHH

1.2. 3agaun TUCHUIIJIMHDBI:
W3yUYEHUE MOHITHS «JJIOKYMEHT», €ro (DYHKIIMA U TPU3HAKOB, KOMMYHUKATHBHBIX BO3MOKHOCTEH JIOKYMEHTA;

U3y4YeHne NMpaBuil yHUPHUKALUHU cocTaBa U (pOpM yrnpaBIeHYECKUX JOKYMEHTOB;

W3yYeHHUE CYIIHOCTH U OCHOB HOPMATHBHO-METOJIUYECKOM 0a3bl AETIOMPONU3BOJICTBA;
M3YYCHHE MTOJICHCTEMbI OpTaHU3alMOHHBIX JIOKYMEHTOB M OBJIQJICHHUE ITPHEeMaM UX 0()OpMIICHUS;

HU3YUCHUC NMMOACUCTCMbBI PACTIOPAAUTCIIBHBIX JOKYMCHTOB U OBJIAZICHUC ITPUCMAaM UX O(i)OpMJ'IeHI/IH;

HU3YUCHUC MMOACUCTCMbI CHpaBO‘lHO—I/IH(i)OpMaL[I/IOHHBIX JAOKYMCHTOB U OBJIAACHHUC IIPUCMAM UX O(i)OpMJ'IeHI/ISI;
HU3YUCHUC MOPAJKa IBUKCHUA NOKYMCHTOB B OpraHU3alvun, UX PECruCcTpau U KOHTPOJIU UCITIOJIHCHU S,
(bOpMI/IpOBaHI/Ie 3HaHPII71, YMeHI/Iﬁ 1 HAaBBIKOB CUCTCMATU3AIIUU JOKYMCHTOB U UX XPAHCHUA,

(bOpMI/IpOBaHI/Ie 3HaHPII71, YMeHI/Iﬁ " HAaBbBIKOB OpraHu3anuun pa6OTLI C KOH(I)I/I,I[CHLII/IaJ'IBHBIMI/I JAOKYMCHTaMU.

1.3. IlpeameT AUCHUILINHBI:
COBOKYITHOCTH JJOKYMEHTOB W CHCTEM JIOKYMEHTAIIUH, CBI3aHHBIX CO Cepoil YITPaBICHHS OpraHn3allueil, CTaHIapThl,
MpaBuia U TpeOOBAHUSI UX COCTABIICHUS.

1.4. Mecto B 00pa3oBaTeIbHOI IporpaMme:
qacTh, popMupyemMasi y4aCTHUKaMU 00pa30BaTeNIbHBIX OTHOIICHUI
3JIEKTUBHBIEC AUCHUIUINHBI

1.5. B3auMocBs3b ¢ APYIrUMH AU CUUILINHAMUA:
b1.0.07 Pycckuii sS13bIK U KyJIbTYpa peun

b1.0.22 MeHemKxMeHT

b1.B.11 Cucremsl 351eKTPOHHOTO TOKYMEHTO000pOTa

1.6. OcobGennocTn peanqu3anui IMCHUIIJIMHBI 1JI1 HHBAJUIAO0B H JIMI € OrPAaHUYC€HHBIMHA BO3MOKHOCTSAMMU 3/1I0POBbA

OCco0eHHOCTH pealn3aiuy JUCIUTUIMHBI JJ1 MHBAJTUIOB | JIWII C OTpaHUYEHHBIMU BO3MOXKHOCTSIMU 3/I0POBbS
OTIPENIENSIFOTCS B MHANBUIYATLHOM MOPSIKE UCXOAS U3 crenuduky 3a0oneBanus U TpeOOBaHMiA, yka3aHHBIX B OCHOBHOH
00pa3oBaTeNBHON poTrpamMme



2. Hna}mpyeMble PE3YJbTATHI U3YUCHUA TUCHUIIIUHBI

Komnerennus MHaukaTop JOCTHKEHUS] KOMIIETEHIIUH
Kon ConepxaHue Kon Conepxanue
Crnoco6HOCTh HACTPaNBaTh, 35 METOJIOJIOTHIO OPraHHU3aINU TIOKYMEHTO000pOTa
IIK-07 |[skcmyaTupoBaTh U CONPOBOXKAATE v5 IIPUMEHSTh IIpaBUiIa BEJEHUS JOKYMEHTALUU
MH()OPMAIIIOHHBIE CHCTEMBI U CEPBUCHI H6 pabOTHI ¢ TEXHUYECKOH JOKYMEHTAIHCH
Croco6eH 3¢ peKTHBHO 37 IpaBmiIa 0hOPMIICHUS] JOKYMEHTOB
I1IK-12 [B3amMoneHCTBOBATH C CyOBEKTAMH v7 IOJIJIeP)KUBATh KOMMYHHUKAIIOHHBIC B3aUMOICHCTBHS
po(heCCHOHATBHBIX KOMMYHUKAITHI H9 BEJICHUSI TOKYMEHTALMH




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
KonrakthHas paboTa npu nmpoBeeHUN YIeOHBIX 3aHATHH, 28,00 28,00
B T.4. (4)
JIEKIIUU 10 10,00
MPaKTUYECKHE-BCETO 18 18,00
CaMOCTVOHTenLHa;I pabota TIpu TPOBEICHUH YUYEOHBIX 71,00 71,00
3aHATUH, 4
KonTakTHast paboTa mpu MpOBENECHUH MPOMEKYTOUHOM 0.15 0.15
aTTecTaluy 00yJIaroIMXCs, B T.9. (1) ’ ’
3a4yeT 0,15 0,15
CamocrosiTenpHas paboTa TpH  ITPOMEXKYTOUHOM
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
KonrakthHas paboTa npu nmpoBeeHUN YIeOHBIX 3aHATHH, 12,00 12,00
B T.4. (4)
JIEKIIUU 6 6,00
MPaKTUYECKHE-BCETO 6 6,00
CaMOCTVOHTenLHa;I pabota TIpu TPOBEICHUH YUYEOHBIX $7.00 87.00
3aHATUH, 4
KonTakTHast paboTa mpu MpOBENECHUH MPOMEKYTOUHOM 0.15 0.15
aTTecTaluy 00yJIaroIMXCs, B T.9. (1) ’ ’
3a4yeT 0,15 0,15
CamocrosiTenpHas paboTa TpH  ITPOMEXKYTOUHOM
8,85 8,85
aTTeCcTaluy, B T.4. (1)
MOJIrOTOBKA K 3a4eTy 8,85 8,85
dopma MPOMEKYTOUHON aTTECTalUN 3a4eT 3a4er




4. Coaep:xxaHue TUCUUILINHBI

4.1. ConeprxaHue JTUCHHMILUIMHBI B pa3pe3e pa3/iesioB U MOApa3/iesioB
Paznen 1.
TeopeTnueckne 1 METOANYECKHE OCHOBBI JTOKYMEHTOBEACHHS
TToppaznen 1.1.
[onsATHE «TOKYMEHT», €ro GYHKINU U NPU3HAKA
[ousitue «uH(GOpPMAIHS U TOKYMEHT» B TIOKYMEHTOBEICHUU. Bubl 1okyMeHTOB. [loHsTre «yHKIMs
JIOKyMeHTa» U ux Bujbl. [IpusHaku gokymenta. [ToHsATHE «KOMIUIEKC JOKyMEHTOBY. HOpuanveckas cuia
JIOKYMEHTA.
Ionpaznen 1.2.
Yuudukauus coctapa U GopM yrmpaBieHUECKUX JOKYMEHTOB
[NoHsTHS «YHUDUKAIUI» U «CTaHAAPTU3ALNI YIPABICHYECKUX TOKYMEHTOB. [IOHATHE «CHCTEMBI
JIOKyMEHTaluu». YHAUIHPOBAHHBIE CHCTEMBI JOKYMEHTAIIMH. 3aKOHOJATeIbHass 1 HOPMaTHBHO-
Meroauyeckas 6asa.
Iompaznen 1.3.
HopmaTuBHBIE TpeOOBaHHS K COCTaBY OCHOBHBIX PEKBU3UTOBH MX OQOPMIICHUIO
[onsitue «pexBusut». TpeOoBaHust K cOCTaBy pekBH3UTOB. [IpaBuia oGopMICHUS PEKBU3UTOB JOKYMEHTOB.
CxeMbl pacmoiokeHus: pekBu3uToB. dopmynsip-odpasen u Onank nokymenra. [Ipasuna ohopmieHust
0JIAaHKOB JJOKyMEHTOB
Paznen 2.
IpaBuna cocTaBieHus U OPPMIICHUS YIIPABICHUECKOW JTOKYMEHTAIIMU
Ionpaznen 2.1.
Topsnok coctaBneHus: 1 0GOPMIICHHS OPraHU3AIUOHHBIX JTOKYMEHTOB
[MpaBuna odopMiIeHNs OPraHU3aIMOHHBIX JOKYMEHTOB: YCTaB, LITaTHOE pacHiCaHue, MpaBHia
BHYTPEHHETO TPYIOBOTO PaclopsaKa, HOJIOKEHHE O CTPYKTYPHOM IOpa3eIeHIH NpeIIpUsTHS,
JIOJDKHOCTHAsI HHCTPYKIHMSA PaOOTHHKA.
Ionpaznen 2.2.
[opsanok coctaBneHus 1 OGOPMIICHHST PACHIOPSIUTEIBHBIX JOKYMEHTOB
[MpaBuna opopmiIeHNUs PaCHOPSAAUTENBHBIX JJOKYMEHTOB: MOCTAHOBJICHHE, PELICHHE, aaCTIOPSDKEHUE,
yKa3aHue, IPHKAa3bl 10 OCHOBHOM JEATEIbHOCTH.
Ionpaznen 2.3.
Iopsinok coctaBneHus: 1 0GOPMIICHHST CIIPABOYHO-HH()OPMAIIMOHHBIX JOKYMEHTOB
[Noxcucrema nHGHOPMAIIOHHO-CIIPABOYHBIX JOKYMEHTOB M OCHOBHBIE IIPaBHiIa UX OOPMIICHHS: TIPOTOKO,
aKT, CITy)KEeOHBIE 3aIUCKH: JJOKIAAHAS U OOBSICHUTENbHAS, CIIPABKHU., TOKYMEHTHI 110 TJUYHOMY COCTaBY,
cITy)KeOHbIe THChMa.
Paznen 3.
TexHoNMoOrns OpraHU3aLuy JOKYMEHTO000POTa M PabOTHI C TOKYMEHTAMH
Ionpaznen 3.1.
Iopanok ABMXEHUS TOKYMEHTOB B OpraHM3aLUH, UX PETHUCTPALMSI M KOHTPOIb UCTIOTHEHHS

INonsATHE TOKYMEHTOOOOPOTA M €T0 OCHOBHBIE ATAIlbl. PalroHa bHas OpraHu3anys JOKyMEeHToo00poTa Ha
HpeNPUATHH. DKCHEIUIIMOHHAs 00paboTKa JOKYMEHTOB, OCTYIAIONIMX B opranu3anyio. [Ipensapurensuoe
paccMoTpeHHe JOKYMEHTOB. J[BIDKeHHe JOKYMEHTOB BHYTpH opranu3anuy. OOpaboTKa HCIIOTHEHHBIX U
OTIIPaBIIsIEMBIX TOKyMeHTOB. [Topsiok, mpaBuita, (JOpMBI perucTpaniy ¥ HHIEKCAI[X JOKyMeHToB. KoHTpoib
3a HCIOJIHEHUEM JIOKYMEHTOB: STaIlbl U CPOKU.

Ionpaznen 3.2.
CI/ICTeMaTI/BaIIHS[ JOKYMCHTOB U UX XPAaHCHHUE.

OO61ue TpeOOBaHUS K CHCTEMaTH3aIMH JOKYMEHTOB U (popMupoBanuio aein. [IpaBnia onpeneneHus HeHHOCTH
JIOKYMEHTOB M JIOKyMEHTHOH MH(OPMAIN M YCTAHOBJICHUS CPOKOB XPAHCHUS Aell. XpaHeHUE JJOKyMEHTOB B
OlepaTHBHON IesTenbHOCTH U opmupoBanne nen. Homenkiarypa gen. I'pynnupoBka B fena OTASIBHBIX
KaTeropui JoOKyMeHTOB. [IpaBHiIa cocTaBICHUS 3aT0JIOBKOB JIeT U 0pOpPMIICHHUS OOJIOXKKH Aela.

TlonsTue apxuBa u Buasl apxudos B Poccuiickoit @eneparmu. [IpaBuia opopmiteHns e IIATETBHBIX
CPOKOB XpaHCHHUSL.

Ionpaznen 3.3.
Opranuzanus padoThl ¢ KOHQUACHIIMATLHBIMHU JIOKYMEHTaMH.

CocTaB ¥ HalpaBJICHUS 3aLIUTHl JOKyMEHTHOH HHpopMmanuu. CucremMa 3aIuThl HHGOpMaIy U
KOH(HICHIIATBHBIX JOKYMEHTOB. TEXHOJIOTHS 3aIUThl JOKYMEHTHOW HH(POPMAIUH. 3alHIIECHHBIH
JIOKyMeHT0000poT. [Topsiiok paboThl nepcoHasna ¢ KOHGUICHINAIBHBIMU JOKYMEHTAMHU.



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

KonTakrHas pabora
Paznensl, noapazaensl AMCHUILUINHB CP

JIEKIIUH 113

Teopernqecmle U METOANYECCKHE OCHOBBI TOKYMCHTOBCICHUHA

TToHATHE «TOKYMEHT», €ro (QYHKIUH U MPU3HAKH 1,0 1,8 5,2
VYanduxarms cocraBa u GopM yIpaBIeHIECKIX JOKyMEHTOB 1,0 1,8 7,2
HopmatuBHbIe TpeOOBaHUS K COCTABY OCHOBHBIX PEKBH3HTOBH UX 0()OPMIICHHIO 1,0 1,8 7,2

IIpaBuia cocraBjieHUus H oppMIeHHS YIPaBJIeHYeCKOH AOKyMEHTAIUU

Iopsinok cocraBneHus U 0POPMIICHHS OPTaHH3AIOHHBIX JOKYMEHTOB 1,0 1,8 7,2
Topsmok cocTaBiaeHUs U OQOPMIICHHSI PACTIOPSITUTEIBHBIX TOKYMEHTOB 2,0 3,6 14,4
Topsmok cocTaBneHus 1 0OPMIICHHUS CIPABOYHO-HUHPOPMAMOHHBIX JOKYMEHTOB 1,0 1,8 7,2

TexHO0JIOTHS OPraHN3aHHA JOKYMEHTO000POTA H PaOTHI C JOKYMEHTAMH

Iopsinok ABMKEHUS] JOKYMEHTOB B OPTaHHU3AIMH, UX PETHCTPALNS U KOHTPOJIb HCIIOJTHCHUS 1,0 1,8 7,2

CucreMaTH3anys JOKyMEHTOB U X XpaHEHUE. 1,0 1,8 7,2

Opraxmsarus paboTsl ¢ KOHOUICHIIHATEHBIMA JOKYMEHTaMU. 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

TeopeTnllecmle " METOAUYECCKHE OCHOBBI JTOKYMCHTOBECICHUSA

TToHATHE «TOKYMEHT», €ro (QYHKIUH U MPU3HAKH 0,6 0,6 6,4
VYHnduxarms cocraBa u GopM yIpaBIeHIECKIX JOKyMEHTOB 0,6 0,6 8,8
HopmatuBHbIe TpeOOBaHUS K COCTABY OCHOBHBIX PEKBH3HTOBH UX 0()OPMIICHHIO 0,6 0,6 8.8

IIpaBuia cocraBjeHus H oppMIeHHS YIPaBJIeHYeCKOH AOKyMEHTAIUU

Iopsinok cocraBneHus U 0POPMIICHHS OPTaHH3AHOHHBIX JOKYMEHTOB 0,6 0,6 8,8
TMopsmok cocTaBiaeHUS U OQOPMIICHHSI PACTIOPSITUTEIBHBIX JOKYMEHTOB 1,2 1,2 17,7
Topsmok cocTaBiaeHus: u 0OPMIICHHUS CIPABOYHO-UH(POPMAMOHHBIX JOKYMEHTOB 0,6 0,6 8,8

TexHOJ0THA OPraHN3alNi JOKYMEHT0000pPOTA H PA0OTHI ¢ JOKYMEHTAMH

[Topsiox ABMXKEHMS TOKYMEHTOB B OPraHU3AIMU, KX PETHUCTPAIHsI U KOHTPOJIb UCIIOJTHEHUS 0,6 0,6 8,8

CucreMaTHu3alys JOKyMEHTOB U X XpaHEHUE. 0,6 0,6 8,8

Opraxu3arus paboTsl ¢ KOHOUICHIIHATEHBIMA JOKYMCHTaMU. 0,6 0,6 10,3




4.3. IlepedyeHb TeM U y4eOHO-METOAUYECKOr0 O0ecneyeHus: I CAMOCTOATEIbHOI padoThl 00y4aroIUXCsl

Pasnensbl, noapasaens! AUCIUILUINHBL

YuebHo-MeTOIMUECKOE 00ECTIEUEHIE

O0nem gacos CP

oYHas | 3a04Has

TeopeaneCKne H METOANYECCKHE OCHOBBI JOKYMCHTOBECICHHUHA

INonsATHE «TOKYMEHT», €TO (QYHKIHH U

VYurakosa O. A. JlokymMeHTOBeIeHHE [IEKTPOHHBIH pecypc]: Yuebnoe nmocodue / O.

A. Ymakosa - Mocksa: OOO "Hayuno-n3natensckuii nearp MHOPA-M", 2017 -

MpU3HAKU 64 c. [OU] [OBbC 3nannym] URL: 3.2 6.4
https://znanium.com/catalog/document?id=216012
brikoa T. A. JlokyMeHTalMOHHOE o0ecriedeHue YIpaBIeHus (Ienonponu3BOICTBO)
Yuudukaius coctaBa u Gopm [anexTponnbIil pecype]: Yueonoe mocodue / T. A. beikosa, T. B. Ky3snerosa, JI. B. 79 8.8
YIPaBJICHYECKUX JOKYMEHTOB Canxkuna - Mocksa: OOO "Hayuno-usnarensckuit nentp MHOPA-M", 2023 - 304 ? ’
c. [OU] [OBC 3nanmnym] URL: https://znanium.com/catalog/document?id=419112
Brikoa T. A. JlokyMeHTalMOHHOE 00ecnedeHre YIpaBIeHUs (IeI0NpPOU3BOICTBO)
HopmartuHble TpeOOBaHUS K COCTaBY [anextponHsIii pecypc]: Yuebnoe mocobue / T. A. beikosa, T. B. Ky3nerosa, JI. B. 72 8.8
OCHOBHBIX PEKBH3UTOBH UX oopmiieHuto |Cankuna - Mocksa: OOO "Hayuno-usnarensckuii nenrp MHOPA-M", 2023 - 304 > >
c. [OU] [OBC 3nanuym] URL: https://znanium.com/catalog/document?id=419112
IIpaBuia coctaBieHus U oppMiIeHHS yIIPABJIEeHYECKOH JOKyYMEHTALIUH
BbrixoBa T. A. JlokyMeHTaIIMOHHOE 00ECIIeYEeHIE YIPABICHHS
TTopA0K COCTABIEHMA 1 OhOPMICHHS (menonpou3BOACTBO) [IIAEKTPOHHBIH pecypc]: Yuebnoe nmocobue / T. A.
o rr;ﬂma O eHTI;B brikosa, T. B. Ky3nenona, JI. B. Cankuna - Mocksa: OOO "Hay4Ho- 7,2 8,8
P H AOIM wsnaTenbekuit mertp MHOPA-M", 2023 - 304 c. [U] [IBC 3Hanmym]
URL: https://znanium.com/catalog/document?id=419112
brikoBa T. A. JlIokyMeHTaMOHHOE 00ECIIeYCHIE YIIPaBICHHUS
(1enonpoM3BOCTBO) [IISKTPOHHBIH pecypc]: YueOHnoe mocobue / T. A.
ITopsinok cocraBnenus 1 opopMiIeHUS
acp oﬂ . o (2 P o brikosa, T. B. Ky3nenona, JI. B. Cankuna - Mocksa: OOO "HayuHno- 14,4 17,7
MOPSAUTENBHBIX JOKYMEHTOB
p AR AOXIM nznatensckuid eHTp MHOPA-M", 2023 - 304 c. [DU] [OBC 3nanuym]|
URL: https://znanium.com/catalog/document?id=419112
BbrixoBa T. A. JlIokyMeHTaIIMOHHOE 00ECIIeYeHIE YIPABICHHUS
Iopsimok coctaBnenus u opopMireHust (menonpou3BOACTBO) [IIAEKTPOHHBIH pecypc]: Yuebnoe nmocobue / T. A.
CIPaBOYHO-HH(OPMAIIMOHHBIX brixoBa, T. B. Ky3nernosa, JI. B. Cankuna - Mocksa: OOO "Hay4Ho- 7,2 8,8
JIOKyMEHTOB nznatensckuit neHTp MHO®PA-M", 2023 - 304 c. [DU] [OBC 3nanuym]|
URL.: https://znanium.com/catalog/document?id=419112
TexHoJI0rus1 OPraHu3aluu A0KYMeHT0000poTa U padoThl C AOKYMEHTAMHU
TTOPSIOK JBUIKEHHS JOKYMEHTOB B Kupcanosa M. B. CoBpemeHHOE 1eIOpOn3BOCTBO [3IEKTPOHHBIN pecypc]: }
VYuebHoe nocobue / M. B. Kupcanosa - Mocksa: OOO "Hay4Ho-u3naTenbckuit 72 8.8
OPTaHH3AINH, HX perHCTpaLHs 1 nentp UIHOPA-M", 2020 - 312 ¢. [3U] [3BC 3uanmym] URL: ’ ’
KOHTPOJIb MCIIOHCHNS https://znanium.com/catalog/document?id=372474
Kupcanosa M. B. CoBpemeHHOE 1eIOpOn3BOICTBO [3IEKTPOHHBIN pecypc]:
CucremaTtusanus JOKyMEHTOB U UX VYuebHoe nocobue / M. B. Kupcanosa - Mocksa: OOO "Hay4no-u3naTenbckuit 72 8.8
XpaHeHHe. ueatp UHOPA-M", 2020 - 312 c. [DU] [OBC 3narmym] URL: ? ’
https://znanium.com/catalog/document?id=372474
Kupcanosa M. B. CoBpemeHHOE 1eIOpOn3BOCTBO [3IEKTPOHHBIN pecypc]:
Opranu3zanus padoTsI C VYuebHoe nocobue / M. B. Kupcanosa - Mocksa: OOO "Hay4no-u3naTenbckuit 8.4 103
KOH(PHICHINATEHBIMHI JJOKYMEHTAMHU uentp UHOPA-M", 2020 - 312 c. [DU] [DBC 3narmym] URL: ’ ?
https://znanium.com/catalog/document?id=372474
Hroro 71,0 87,0




5. ®oHx OLEHOYHBIX CPEACTB
5.1. Dranbl popMUpPOBaHUS KOMIIETEHIUH

Komnerenuuu u U/

Pa3nensl, moapasnens! IUCHUIITUHBL

MK-07 | T1K-12
Teopernyeckue 1 METOANYECKHUE OCHOBBI JOKYMEHTOBEICHUS
IMonsTHE «TOKYMEHT», €T0 (BYHKIMU U IIPU3HAKH 37
Yaudukaims coctaBa U GopM yrpaBIeHIESCKUX TOKYMEHTOB NA) 37, H9
HopmatuBHbIe TpeOOBaHMS K COCTaBY OCHOBHBIX PEKBU3UTOBH HX 0(POPMIICHUIO 37

IIpaBuia cocraBiaeHus U oppMiIeHHs yIIPABJIeHYECKOH JOKyMEHTALIUH

[Mopsimok cocTaBiaeHus: 1 0QOPMIICHHUS OPTaHU3AIIMOHHBIX TOKYMEHTOB 37, V7, H9
IMopsimok coctaBieHus: 1 OQOPMIICHHS PACTIOPSTUTEIBHBIX JOKYMEHTOB 37, V7, H9
IMopsimok cocTaBieHus: 1 0QOPMIICHHS CIPABOYHO-UH(POPMAUOHHBIX JOKYMEHTOB 37, Y7, H9

TexHO0JI0THS OPraHN3aNi TOKYMEHT0000pOTa H PadoThI € JOKYMEHTAMHI

IMopsnok IBIKEHUS JOKYMEHTOB B OPTaHU3AIMH, MX PETHCTPALUS U KOHTPOJIb HCIIOTHEHUS 35, V5, H6
CucremaTu3alysi JOKYMEHTOB U X XpaHEHHE. 35, V5, H6
Opranauzanust paboThl ¢ KOHPHUICHINAIEHBIME JOKYMEHTaMU. 35, H6




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 A0CTHKeHUsI KOMIIeTEHIMI B X0/1e OCBOECHMSI AN CLHUIINHBI
Kputepun onieHku Ha 3auere

OreHKa, ypOBEHb OnyrcaHue KpUTCPHEB

CTyZ[eHT BBITUIOHWJT BCC 3adaHusA, NIPEAYCMOTPCHHBIC HpOl"paMMOfI, oTYuTaNCA 00
3a‘ITeH0, BBICOKHIA HUX BBIIIOJIHCHUH, AEMOHCTPUPYA OTIMYHOC 3HAHHWE OCBOCHHOI'O Marcpuaja Hu
YMEHHUE CaMOCTOATEIIbHO PEHIATH CIOXKHBIC 3a1a49U AUCITUTIIIAHBI

CTyzeHT BBIIIOHWI BCE 33JaHMS, IPETyCMOTPEHHBIC IPOTPaMMOM, OTYHTANCT 00
3a4TeHo, NpOABUHYTHIH UX BBINOTHEHHH, IEMOHCTPHpPYS XOpOIlee 3HAHHE OCBOEGHHOTO MaTepHana H
YMEHHUE CaMOCTOSATENBHO PEIaTh CTAHAAPTHBIE 330a49H JUCLUMINHBI

CTyneHT BBIIIOHMI BCE 33JaHMs, IPETyCMOTPEHHBIE MIPOTPaMMOM, OTYHTANICT 00
3a4TeHo, HOPOroBbIi UX BBINOJIHEHUY, JEMOHCTPUPYs 3HAaHHE OCHOB OCBOEHHOI'O MaTepHuala U yMEHUE
peluaTh CTaHAApPTHBIE 3a1a4M AUCLMIUIMHBI C IOMOILBIO IPENOAaBaTENs]

CryneHT BBILIOHWI HE BCE 3aJaHMs, NPENyCMOTPEHHBIC NPOrpaMMON WM HE
OTYHTAICA 00 WX BBINOIHEHUH, HE MOATBEPXKIAET 3HAHHE OCBOCHHOTO MaTephaia
U HE YMEET pellaTh 3a7a4i JUCUUILIMHEI JaKE ¢ TIOMOUIBIO MIPENOoIaBaTes

He 3aureno, xomneTeHImm 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
TEHIIHS
1 |YTo Takoe Aenonpon3BOACTBO M KaK OHO MOXKET OBITh OPTaHU30BAHO HA MPEANPHUITHN? I1K-12 37
2 |Yro Takoe MOKYMEHT M KakoBa €ro poJib B YIPABIECHYECKON JICITEIHHOCTH? T1IK-12 37
3 |Yto Takoe yHHU(HKAIMSA U CTAHAAPTU3AINS YIIPABICHUSCKUX JOKYMEHTOB? I1K-12 37
4 |Kakue BUJbI JOKYMEHTOB CYIIECTBYIOT? T1IK-12 37
5 [Yro Takoe GraHK JOKYMEHTa U B Y€M COCTOHT €T0 3Ha4YEeHHUE P 0(hOPMIICHHH JOKYMEHTOB? I1K-12 37
6 |Yro Takoe dopmynsap-obpaser] TokymeHTa? T1IK-12 37
7 |Kax odopmisercst Yeras npexnpusitust? I1K-12 37
8 |Kak odopmisiercs [Monoxenne u MHCTpYKINA? T1IK-12 37
9 |KakoBbI 0COOEHHOCTH O()OPMIICHHUS IITATHOTO PACIHCAHHUS? I1K-12 37
10 KakoBbI 0011¥ie mpaBmiia 0(OpMIICHHS PacIIOPSITUTENBHBIX JOKYMEHTOB: TOCTAHOBJICHHS, PEIICHUS, [IK-12 37
pacrnopsbkeHus: 1 npukasa?
11 |YTo Takoe MpOTOKOJ U JUIs Yero oH ohopmisiercs? T1IK-12 Y7
12 |Kaxum 06pa3oM 0(OpMISIFOTCS JOKJIAAHBIE 3aTIHCKHU? I1K-12 v7
13 |YT0 coboii mpencTaBiseT TPYI0BOH JTOTOBOP U KAKHE CBEICHHUSI OH COJIEPIKUT? T1IK-12 37
14 |B gem ocobeHHOCTH 0(OPMICHHS IPUKA30B MO JMYHOMY COCTaBYy? I1K-12 37
15 |Kakue cBeJieHHUs 3aHOCSITCS B TPYIOBYIO KHH)KKY M KaK 0()OPMIISIOTCSI 3aITUCH B HEH? T1IK-12 37
16 |Yto coboii mpencTaBisieT ciay>keOHOe THChMO? IK-12 y7
17 |Buap! u npaBuia opOpMIICHHUS TOTOBOPA. T1IK-12 Y7
18 |KaxoBs! mpaBuia opopMIIeHUS CITY>KEOHBIX MUceM? I1K-12 y7
19 |Kak npoBosIT 06paboTKy MOCTYINHBIINX TOKYMEHTOB? 11K-07 35
20 |Kakue 3Tansl BXOIAT B IPOLECC KOHTPOJIS UCIIOJIHEHUS JOKYMEHTOB? I1K-07 35
21 |YTo0 Takoe peructpaius JOKyMEHTOB U KaKOBa €€ POJIb B JICJIOMPOU3BOJICTBE? 11K-07 35
22 |Kax gokyMeHT O6epeTcs Ha KOHTPOJIb M B KAKOW MOMEHT OH MOXKET OBITh CHAT C HET0? I1K-07 v5
23 |Yto Takoe JIeNio U KakuM 00pa3oM OHO GopMupyeTcs? 11K-07 Y5
24 |Kakas mocienoBaTeIbHOCTh O(OPMIICHHS JIe K Caue B apXuB? I1K-07 v5
25 |TexHOJOrHs 3aIIUThl JOKYMEHTHOH HHPOpMAITHH TIK-07 v5

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

IK-12

37

Kakoe NoHsATHE COOTBETCTBYET CIEIYIOIIEMY ONPEAEICHUIO: «YCTaHOBJICHUE €JMHO00pasus cocrasa u Gopm
YHPaBIEHYECKUX JOKYMEHTOB, CO3/1aBaEMbIX IIPH PEIICHUN OJHOTUITHBIX yIPaBICHYSCKUX (QYHKIUID?
YHUDHUKAIAS

CTaHIApTH3aINA

aBTOMAaTH3AIHS

LEHTpAIN3aLHs

IK-12

37

HecpouHbiME Ha3bIBAIOT JOKYMEHTBI, KOTOPBIE:

He TpeOYIOT OBICTPOTO UCTIONHEHHUS

HE UMEIOT CPOKOB UCHIOITHEHHS

MOYKHO IePeaTh UCIIOIHUTEISIM 0€3 PACCMOTPEHHUS PYKOBOIUTEIICM
HE OrPaHMYEHHOTO CPOKA XPaHCHHS

IK-12

37

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

MOCTOSTHHOTO XpaHEeHHs

JOJATOCPOYHOI0 XPAaHEHUS

CpeIHECPOUHOT0 XpaHEeHHUs

KpPaTKOCPOUHOI'0 XPaHEHUSI

IK-12

37

O KakOM ITOHATHHU HIET PeUb B CICIYIONIEM ONPEICIICHAN: «[TOBTOPHBIN SK3eMIUIIP NOATHHHAKA
o(UIHaATEHOTO JOKYMEHTA, UMEIOIINH I0PUANICCKYIO CHITY»?

TO/TAHHKK JOKYMEHTA

IyOnuKat TOKyMeHTa

KOTHS JOKyMEHTa

BBIITICKA M3 JJOKYMEHTA

IK-12

37

[aiite onpeneneHue JOKyMEHTa:

MaTepuaIbHbINH 00BEKT ¢ MH(pOpPMAaIHei, 3aGUKCHPOBaHHOMN CO3IaHHBIM YETIOBEKOM CIIOCOO0M, IS &
nepeaud BO BpEMEHHU U IPOCTPAHCTBE

COBOKYITHOCTB PEKBH3HTOB O(HIIHATHHOTO MUCHMa

CTaHJapTHOE PACIOJI0KEHHE MaTeprana

TEKCT

IK-12

37

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

JOKyMEHTAI[IOHHOE 00eCIIeYeHIe YIIPaBICHHS

CTaHIApTH3aINA

CHCTEeMa JOKYMCHTAIIH

IK-12

37

VYKaXuTe OTIIMYUTEIHHOE CBOWCTBO JIOKYMEHTA:
KOITMHHOCTD;

OpUyYecKas CUia;

MHOYKECTBEHHOCTb;

TOYHOCTb.

IK-12

37

Mo «COBOKYITHOCTBIO B3aUMOYBSI3aHHBIX IOKYMEHTOB, IIPUMEHSIEMBIX B ONpeIeNiéHHOM chepe
JESATENLHOCTI MOPa3yMeBaIOT

CHCTEMY IOKYMCHTHPOBAHHUS

YHUGDHUIIHPOBAHHYIO (HOpMY

YHU(DUIMPOBAHHBIA JOKYMEHT

CHCTEMY JIOKYMEHTAIIUH

IK-12

37




10

Kakwne mrucema B mporiecce SKCIETUIMOHHON 00paOOTKH HE BCKPBIBAIOTCS, a IEPEIaloTCs aapecary B
3alreyaTaHHOM BUJIE?

aJIpeCOBaHHBIE PYKOBOAMUTENIO MPEATIPUSTHS

MMUCbMa C TIOMETKOH «THIHOY

aJIpeCOBaHHbBIE KOHKPETHOMY CTPYKTYPHOMY MOPa3/IEICHUIO

MHICHhMa 3aKOHOAATENILHBIX U NCIIOJTHUTEIHHBIX OPTaHOB TOCYIaPCTBEHHOMN BIACTH

I1K-07

35

11

Hcnonp3oBaHue Kakoi perucTpaioHHON (QOpMBI HE PEKOMEHYETCs ISl KPYITHBIX 110 pa3Mepy MpearnpusTHiA?
PperucTpaliOHHO-KOHTPOJIbHBIE KAPTOUYKU

NIePCOHAIBHBIA KOMITBIOTEP

perucTpaloHHbIe )KYpHaJIbI

COYETaHUE )KYPHAITBLHOI (DOPMBI PErUCTPALMK M PETUCTPALIHOHHBIX KapTOYCK

I1K-07

35

12

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

Ba)KHOCTb €T0 COAEPKAHUS

aBTOPCTBO, T.€. OOIIECTBEHHOE MOJIOKEHHUE JINIA, aBTOPA JOKYMEHTA, MECTO YIPEIKACHHUA-OTIIPABUTEIIS B
CTPYKTYpE YIPaBJICHUsI, POJIb OOIIECTBEHHOI OpraHu3aluy B XXM3HH 00IIecTBa

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

BUJI [TOYTOBOTO OTIPABJICHUSI: INCbMO, OaHEPOJIIb, TOCHUIKA

I1K-07

35

13

Kakwne u3 nepedyrcieHHbIX HIDKE MPU3HAKOB HE HCIIONB3YIOT NP (HOPMUPOBAHUH JET?
HOMHUHAIbLHBIA
TIPEMETHO-BOTIPOCHBIN

CTPYKTYPHBIH
XPOHOJIOTUUYECKUI

I1K-07

35

14

Kakue u3 nepedncieHHbIX HIDKE MOJCUCTEM JOKYMEHTAINN He SBIAIOTCS COCTaBHOM 9aCThIO CHCTEMBI
OPTaHM3aIMOHHO-PACHOPIAUTENBHBIX JoOKyMeHTOB (OP) ?

OpraHU3alMOHHBIC TOKYMCHTHI

yIpeIUTEeNbHBIC JOKYMEHTHI

pacropsiuTeIbHbIe JOKyMEHTBI

CIIPaBOYHO-NH(POPMALMOHHEIE JOKYMCHTHI

IK-12

37

15

Kakoii 3 nepeyrciIeHHBIX JOKYMEHTOB YCTaHABIMBACT IOPSIOK 00pa30BaHUsL, CTPYKTYPY, QYHKIHH,
00513aHHOCTH M OPTaHU3ALHUI0 PA0OTHI CTPYKTYPHBIX MOpa3IeIICHAIN NpeAnpUsITUs?

IK-12

37

16

Ha kakue U3 nepednciaeHHbIX JOKYyMEHTOB HE CTABUTCS TPUQ YTBEPIKIACHHS?
HITaTHOE pacliCcaHue

ycTaB

yKazaHHe

paBmIa

IK-12

37

17

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

ycTaB

HHCTPYKIHS

ITaTHOE pacliCaHne

IIpaBIIa

IK-12

37

18

Kakoii 13 mepeyrCcIIeHHBIX HIDKE JOKYMEHTOB U3AaI0T BBICIIHE M [ICHTPAbHBIC OPraHbl KOJLIETHAIBHOTO
YIIPaBJICHUS B IETSAX pa3pelIeHus HanOoJee BaXKHBIX 33/1a4, CTOSIIUX ITepe/T JaHHBIMH OpraHaMu?
[TOCTaHOBJICHUE

pacropspDKeHUe

yKa3aHue

TIpuKa3s

IK-12

37

19

Kakoe KI1tF04eBO€ CIOBO HCIOIB3YETCS B TEKCTE PACHOPSKECHHS?
IIOCTAHOBJISIET

MIPUKA3BIBAO

pacmopsnKarch

00S513BIBAIO

IK-12

37




20

CKONBKO uacTell B TEKCTE PACIOPSIUTENbHBIX JOKYMEHTOB?
oJHa

nBe

Tpu

4eThIpe

IK-12

37

21

CBop npaBull, perylnupyrOIIUX AEATEIbHOCTh OPraHU3alui, UX B3aUMOOTHOILIECHUS C APYTUMU
OpTaHM3AIMAMH U TPAXIaHAMH, IIPaBa U 00A3aHHOCTH B c(hepe roCyIapCTBEHHON MM XO3STHCTBEHHOM
JEATENILHOCTH — 3TO

IITaTHOE paclUCaHUe

MI0JIO’KEHUE

JOJDKHOCTHAS UHCTPYKLIUS

ycTaB

IK-12

37

22

B kakoil yacTu TEKCTa PaCKPbIBAIOTCS IPUYKHBI U31aHHS yKa3aHUs
BBOJIHOM 4aCTH TEKCTa

pacmopsIUTENbHOM 4acTH TeKCTa

KOHCTaTHPYIOIIEH 4aCTU TeKCTa

OCHOBHOH 4aCTH TEKCTa

IK-12

37

23

CoOBOKYIHOCTB B3aUMOYBSI3aHHBIX JOKYMEHTOB, (PyHKIIMOHUPYIONIMX B chepe yrnpaBiIeHns — 3TO
KaJpoBas JOKyMEHTaIHs

OyxranTepckasi JOKyMEHTAIHS

TEXHUYECKasl JOKYMEHTaIMs

OpraHU3allMOHHO-PACHOPsAUTENbHAs foKyMeHTanus - OP [

IK-12

37

24

Ecnu pacniopsiiutensHast 4acTh TEKCTAa HAUMHACTCS CIIOBAMH “00sI3BIBA0”’, TO 3TO
TIpUKa3

3asiBJICHHE

pacropsbKeHUe

CrpaBKa

IK-12

37

25

Komrurekc B3anMOyYBsI3aHHBIX JOKYMEHTOB, PETJIAMEHTHPYIOIINX CTPYKTYPY, 331a4H, (DYHKIUH TPEIIPHATHS,
OpTaHM3AIHIO ero paboTHI; paBa, 00SI3aHHOCTH M OTBETCTBEHHOCTh PYKOBOJACTBA ¥ CIICI[HAINCTOB
MPEIIPUATHS — ITO

pacmopsTUTeNIbHbIE TOKYMEHTBI

ycTaB

CIPaBOYHO-HH(POPMALIMOHHEIC

OpraHU3aIMOHHBIC TOKYMEHTBI

IK-12

37

26

HasoBute 1OKyMeHT, He BXOJAIIMI B TPYIIITY PACIIOPSIIUTEIBHBIX JOKYMEHTOB
IITaTHOE pacliCaHue

yKa3aHue

TIpUKa3

IIOCTAHOBJICHUE

IK-12

37

27

HasoBure pekBH3NT, HEe BXOSIINI B (POPMYIISIp yCTaBa
Ha3BaHUE OPTraHU3AINU

HaNMEHOBaHUE MUHHUCTEPCTBA WIIM BEOMCTBA
HaMMCHOBAHHE BHa JOKYMEHTa

aapecar

IK-12

37

28

HazoBute yacTu TekcTa IpuKasa
KOHCTaTUpyrouas, BBOAHas
KOHCTATUPYIOLIas, pacCrnopaaAuTEIIbHAA
OCHOBHas, paCriopaaAuTCIIbHasA
BBOAHAasA, OCHOBHAsA

IK-12

37

29

OpraHu3aioOHHbI JOKyMEHT JJIUTEILHOTO HITH MMOCTOSTHHOTO CPOKA JEHCTBHSL, B KOTOPOM OIpPEeIeTIeHbI
HAYYHO-TEXHHYECKHE, (UHAHCOBBIE CTOPOHBI ACATETBHOCTH JOJKHOCTHBIX JIHI — 3TO

HITaTHOE paclCaHue

JIOJDKHOCTHAST HHCTP yKITHSI

yCTaB

TIOJIOKEHHE

IK-12

37




30

Kakoe monsaTue xapakTepusyeT CleAyoIIee OnpeielieHHe: «CTaHIAPTHBIN JINCT OyMaru ¢ peKBU3UTaMHU,
AACHTH(PUIUPYIOIIMMHI aBTOpa O(UIHATEHOTO THCEMEHHOTO JJOKYMEHTa»?

MTOJUTHHHUK JOKYMEHTA

KOMHS JOKyMEHTa

OJIaHK JJOKYMEHTa

JTyONHMKAT TOKYMEHTa

IK-12

37

31

Kakoii peKBH3HT UCTIONIB3YIOT TOJIBKO B MUCbMAaX?

azpecar

CCBUIKA Ha JaTy ¥ PErMCTPALMOHHBII HOMEP BXOASIIETO JOKYMEHTa
OTMETKA O MOCTYIUIEHUH JIOKYMEHTA B OPIaHU3aLMIO

OTMETKA O HAJIMYMU NIPHIIOKCHUN

IK-12

y7

32

Ecnu kaxnas CTpOKa pE€KBHU3HUTa OJIaHKa HAYMHAETCS OT rpaHUlBbI JIEBOT'O I10JIA, TO 9TO OJIaHK:
C IPOAJOJIBHBIM PAaCIIOJIOKCHUEM PEKBU3UTOB

C YIJIOBBIM PACHIOJIOKCHUEM PEKBU3UTOB

C YIJIOBBIM q)HaFOBLIM PAaCIIOJIOKEHUEM PCKBU3BUTOB

C YIJIOBBIM HECHTPOBAHHBIM PACHOJIOXCHUEM PEKBU3HUTOB

IK-12

y7

33

UTo U3 MePEUUCICHHOTO HIKE HE BXO/IHUT B COCTAB PEKBH3HTA CIIPABOYHBIC JaHHBIC 00 Opranu3anuu?
TIOYTOBBIN ajipec

HOMep TenedoHa U pakca

WHH

HOMep cyera B GaHKe

IK-12

y7

34

Kaxoll peKBU3UT HUKOI'ZIa HE HCIOIb3YETCA B IUChMAX?
sMOJIeMa OpraHU3alUy WIH TOBapHbIH 3HAK
PE30TIOLHS

HAaUMEHOBAHUE BUJA JOKYMEHTa

pErUCTPallMOHHBIA HOMEp JOKYMEHTa

IK-12

v7

35

PexBusut «HanMeHoBaHME OpraHU3auy - ABTOPA JOKYMEHTa» yKa3bIBAaeTCS Ha OJaHKaX JOKyMEHTOB
MIOJHOCTBIO B CIEAYIOLIUX CIy4asx:

B IIMCbMax

Ha BCEX JOKYMEHTax

€CJIM OTCYTCTBYET COKPALICHHOEC HAMMEHOBAaHUE OPraHU3aLUI

HA BHYTPEHHUX JIOKYMEHTaxX

IK-12

v7

36

Hpouecc YCTAHOBJICHUA U IPUMCHCHHS ITPABUJT C LHEJIBIO YIIOPAAOYCHHUA ACATCIBHOCTHU B ACJIONIPONU3BOJACTBC
— 3TO

CHUCTEMA ,[[OKyMeHTaI_lI/II/I

CTaHdapTHU3alA

EI'C/I

JOKYMCHTAIIMOHHOC O6€CHC‘{€HH€ YIIpaBJICHUA

IK-12

37

37

Paccrosane MEXAY OCHOBaAHUAMU CMEKHBIX CTPOK O3TO
cIry>ke0HOe 1mose

HOJIOKEHHE TabymsTopa

pabodee mone

HHTEpBa

IK-12

37

38

[Haiite onpenenenue hopmymsapa-odpasua:

COBOKYIIHOCTb PEKBU3UTOB JEJIOBOI0 MUChMa

COBOKYITHOCTb PACIIOJIOAKEHHBIX B ONPEACNICHHOM 0CIeJ0BaTeIbHOCTH PEKBU3UTOB, IPUCYIIMX BCEM
JOKYMCHTaM onpeneneHHoﬁ CHUCTEMBI JOKYMEHTAlN

COBOKYITHOCTb PEKBU3MTOB IIPHUKa3a

COBOKYIHOCTh PEKBH3UTOB aKTa

IK-12

37

39

HaTOfI JOKYMCHTA SABJISICTCA JaTa €ro ...............

I1K-12

37

40

[lonsTHE cTaHIApPTU3ALNH, KaK AE€ATEIbHOCTH 10 YCTAHOBJICHUIO IPABUJI U XapaKTEPUCTUK B LEJIAX UX
JOOPOBOJIBHOTO MHOTOKPATHOTO UCIIOJIb30BAHNS, HATIPABICHHOH Ha TOCTH)KEHHE YIOPSIOUYEHHOCTH B chepax
TIPOM3BOJICTBA M OOpAICHUS, 3aKPEIIICTCS B!

®enepanbHoM 3akoHe PP «O crangapTuzanum»

DenepansHoM 3akoHe PO «O6 nndopmaryn, nHGOpMaTH3ALUK U 3aIIUTE HHOOPMALIUID

OenepanbHoM 3ak0HE PO «TeXHUUECKOM peryIupoBaHuN»

DenepasibHOM 3aKoHe PD «O KxoMMepUecKkol TaiiHey

IK-12

37




41

Wunexc nokymeHTa — 3T0

MOPSIIKOBBIN HOMEP PerUCTpaIiu

HHJIEKC CTPYKTYPHOTO MOApa3eIeH s

mudposoe, OyKBeHHOE I KOMOMHIPOBAaHHOE 0003HAYEHHE TOKYMEHTA, YKa3bIBAIOIIEE MECTO €T0
COCTaBJICHUS U XpPaHEHHs

HOMeEp Jiefla 10 HOMEHKJIAType el

IK-12

37

42

[NepeuncanuTe OCHOBHBIEC BHIBI OJIAHKOB

00wt OMaHK, OTaHK [UIS MHCEM, OJaHK C TIPOIOJIBHBIM B YITIOBBIM PACIIOJIOKECHHAEM PEKBH3UTOB
CYILIECTBYET TOJIBKO OJIAHK C TIPOJIOJIBHBIM M YIJIOBBIM PacloIOKEHHEM PEKBU3UTOB

CYIIECTBYET TOJIBKO OOIIHiA OJTaHK

CYLIECTBYET TOJIBKO OJIAHK JUIS [THCEM

IK-12

37

43

Kakast HOMeHKIaTypa [l ABIseTCs HOPMAaTUBHBIM JOKYMEHTOM U JIOJIXKHA 005A3aTENbHO HCIONIB30BaThCS NIPH
OIIPEeICIEHUH NIEPEYHs [N, 3aBOAUMBIX Ha MPeANpUITU?

TUIIOBasl HOMEHKJIATYpa Aei

IIpPUMEpPHasi HOMEHKJIATypa A€

HOMEHKJIATypa A€ NPEANpHUITUsL

HOMEHKJIATYypa JIeJl CTPYKTYPHOIO I10IPa3/1eJICHHs

I1K-07

v5

44

Hpouecc YHOPAA0YCHUA WK PACIIPECACIICHHUA TOKYMCHTOB I10 KiIaCCaM C LEJIbIO OTPaKCHU OTHOIIIEHUM
MCKIY HUMH U COCTABJICHUA KJ'IaCCPI(I)PIKaL[PIOHHOI?I CXEMBI HA3bIBAIOT .........covvinnnnnnnn.. (B HUM. nazxeme).

I1K-07

v5

45

YT0 13 MepeYrCICHHOr0 He OTHOCUTCS K 9TaraM Mpoiecca ohopMIIeHHs e AJIs epeiadn UX B apXuB?
HyMepanusi JINCTOB Jena

COCTaBJICHHE BHYTPCHHEH OMKCH JOKYMEHTOB JIeja

othopmiteHHE 0OI0KKH Jiena

odopMIIeHHEe HOMEHKIIATYPhI eI

I1K-07

V5

46

Kakoe monstue COOTBETCTBYCT ONIPCACIICHUIO!: «CI/ICTCMaTI/ISI/IpOBaHHHﬁ NEPEYCHb 3aBOJAUMBIX B OpraHU3allun
ACJ C YKa3aHUEM CPOKOB UX XpaHeHI/IH»?

OMNUCH S JUTA IEPEau UX B apXuB

HOMCHKIJIaTypa A€J1

AKT DKCIEPTU3BI HEHHOCTU TOKYMCHTOB

BHYTPCHHSAS OIMCh JOKYMCHTOB J€J1a

I1K-07

v5

47

Kaxkoii Buz rpuda orpaHimueHni JoCTyIIa He HCHONb3yeTCs JUIs JOKYMEHTOB, COACPIKAIIINX KOMMEPIECKYIO
Taiiny?

KOH(HICHINAIBHO

KOMMepuecKas TaliHa

COBEPIIEHHO CEKPETHO

CTPOT0 KOH(PHJICHIIMATHLHO

I1K-07

v5

48

Kaxkwue 13 nepeynciieHHbIX HIKE CBEJCHHI HE MOTYT COCTABIISITh KOMMEPUECKYIO TalHy?
CBEZICHHUS O CYLIHOCTH U300peTeHHi

OTYeTHI 0 (PUHAHCOBOH AEATETBHOCTH (UPMEI

JOKYMEHTBI 00 yIIaTe HAJIOTOB

JIOTOBOPBI KYIUTH-TIPOIAKH

I1K-07

v5

49

JloibkHA M IpeyCMaTpUBaTh pa3pelnTenbHas CHCTeMa JOCTYN K KOHQHICHIIHANEHO!H nH(opMarim
JOJDKHOCTHBIX JII] U3 BHEITHUX OPTaHMU3aIHi, BRIIONHIIONIMX COBMECTHYIO pabOTy C OpraHu3aluei rie
BBEJICH PEXHUM KOH(DUACHIMATBHOCTH?

HET, He JJOJDKHA

Ia, TOJDKHA

3aBUCHT OT HHAUBHUIYaJIBHOTO PEIICHUS PYKOBOIMUTEI, 1AKE €CIIU 9TO CTABUT HOJ YIPO3y CPhIBa
BBINIOJIHEHAE COBMECTHBIX PadOT

I1K-07

v5

50

B xakoM Bujie BbIIaeTCs paspelieHne Ha paboTy ¢ KOH(PUACHIMAIBHBIMH JOKyMEHTaMU?
B YCTHO# hopme

B BH/IC [THCHMA TI0 ITOYTE

B BHJIE PE30JTIOLIUH

B BHJIC PACIIOPSAUTEILHOTO JOKYMCHTA

I1K-07

v5




51

B ciydae opraHmM3aImy CHCTEMBI JOCTYIA K KOH(pUASHINATBHON HHPOPMAIIUH C COTPYJHUKAMHU U3 APYTUX
OpraHM3aInil Kakue JOKYMEHTHI OyayT C HUIMH MOIIHCAHBI?

JIOTOBOP H 00513aTENILCTBO O HEPA3TIIAIIEHUH

TOJILKO JOIOBOP

TOJIBKO 00513aTeIIbCTBO

BCE 3aBHCUT OT HOXKEJIAHUI PYKOBOIUTENS OpraHU3aLuu

I1K-07

v5

52

CocraB 1 00beM CBEJICHHUI, COCTABIISIOIIIX KOMMEPYECKYIO TaifHy MPEANPUATHS, CPOKH
KOH(UICHINATIBHOCTH, MTOPSIOK 3AIIUTHI M JOCTYIIA ONPEICIITIOTCS:

PYKOBOIUTENIEM CTPYKTYPHOTO TOAPA3ICTICHHS,

JIeNIOTIPOU3BOIUTETIEM,

PYKOBOIMTENIEM MIPEIIPHUSITHSI.

I1K-07

v5

53

Kax Ha3bIBaeTCs TOKyMEHT, COAEP KA 3aIHUCh X0a 0OCYKICHHS BOIIPOCOB M IIPHHSTHS PEeLICHUIT Ha
coOpaHusIX, 3acelaHusIX, COBEIIAHUX, KOH(PEPEHLHAX, eTOBbIX BCTpeyax?

axT

IIPOTOKOJ

MpHUKa3

JIOKJIaJHast 3aIICKa

IK-12

y7

54

Yo U3 NepevncIIEHHOT0O He YKa3bIBa€TCs B IIEPBOM YaCTU TEKCTa IIPOTOKOIIA?
(baMmTHs, IMS1, OTIECTBO MPECceaTelIs U CeKpeTapsi COOpaHus

Jata coopaHus

CBEJCHUS O IPUCYTCTBYIOIINX

MIOBECTKA JIHS

IK-12

v7

55

Ckounbko yacTell OyJeT B TEKCTE aKTa, COCTABICHHOM II0 UTOTaM PEBU3MH, BBIABUBLICH Psil HAPYIICHHN?
oJHa

JBE

Tpu

4YeThIpe

IK-12

v7

56

Kto moanuceiBaeT akT?
PYKOBOJUTENb TIPEANPHITHS
peacenaTe’nb KOMACCUH
npeacenaTesb U CeKpeTapb KOMUCCUH
TpeiceaTesb U WICHBI KOMUCCHU

IK-12

y7

57

B kakoil yactu 1oKIaHON 3aIMCKU IPUBOISATCS BHIBOJBI M IPEJIOKEHNSI O KOHKPETHBIX JEHCTBUSIX,
KOTOpBIC, IO MHCHHUIO COCTABUTENS HEOOXOJMMO IPEIIIPHHAT PYKOBOAUTEIIO B CBS3U C H3JI0KESHHBIMHU
¢axramm?

B IIEpBOM YacTH

BO BTOPOI1 4acTu

B TpEThEW 4acTH

9TO 3aBUCUT OT LIEJIU 3AIIUCKU

IK-12

v7

58

Ha kxakve mucbMa cTaBHTCS IeYaTh?
COIMPOBOAMUTCIIBHBIC ITUCbMa
AUPEKTUBHBIC TUCbMa
I‘apaHTPIﬁHLIC nucbmMa

PCKIIAMHBIC ITMChbMa

IK-12

y7

59

Kaxk Ha3pIBaeTcst JOKYMCHT, O6€CHC‘1PIBEHOH.[PII>1 HCITOJIHEHHE U3JI0KEHHBIX B HEM 00513aTeNIbCTB?
MMUCBMO-TIOATBEPIKACHUC

AUPEKTUBHOEC IMTUCHMO

FapaHTHﬁHoe IIUCBbMO

PECKIAMAIIMOHHOC ITHCHMO

IK-12

y7

60

Ecnu nepea 10JKHOCTBIO B KOHIIC JOKYMCHTa py‘{KOﬁ CTaBUTCs KOCas 4ye€pTa, IPUITUCBIBACTCA «U.0.» U
CTaBUTCH IOAINMUCH HE TOT'O JIMIA, JaHHBIC KOTOPOI'O paCI.HPI(I)pOBaHLI, TO TaKoi JAOKYMCHT TCPACT CBOIO

IK-12

v7

61

CKOJIBKO JIET XpaHATCS MPUKa3bl 110 JINYHOMY COCTaBy?
10 met
25 ner
50 met
75 ner

IK-12

y7




B kakom ciayuae Tpy10BOI JOroBop XpaHutcs 75 net?
€CJIU JOTOBOP CPOUHBII

62 |ecnu OTCYTCTBYIOT MPHUKA3bI IO THYHOMY COCTABY [IK-12 y7
€CIIM TI0CIIe YBOJIBHEHNUS PA0OTHUK HE 3a0pall TPYOBYIO KHIDKKY
ecJii pabOTHUK MOTEPsUI CBOM SK3EMILIIP TPYJIOBOI'O JI0OTOBOPA
Kaxue 13 nepeurcieHHbIX HUKE CBEICHUI HE 3aHOCST B TPYIOBYIO KHUKKY?
(haMmITHIO, IMSL M OTYECTBO PaOOTHHKA
63 |nmara poxxaeHus: pabOTHUKA [IK-12 y7
CBEJCHUS O IpHEME U YBOJIbHEHUN pabOTHHKA
BEITOBOPBI, OOBSBICHHBIC PA0OOTHUKY
B xakoM cirydae npu BHECCHHH M3MEHEHUH B 3aITHCH B TPYAOBOH KHIDKKE CTapasi 3aIlich 3a4epKUBACTCS
OJIHO YepToii, Imociie Yero AenaeTcs HoBasl 3aluch?
G4 |CCTH 3aIHCE CrieNaHa HEnpaBHIbHO [K-12 V7
€CIIM M3MEHWINCH CBeJICHNS 00 00pa3oBaHUH, MPOQECCHH, CIEIHATEHOCTH
€CIIM M3MEHHWINCh aHKETHO-OHOrpadyecKue JaHHbIC
€CIIH YBOJIbHEHHE WITH epeBO/I pabOTHHKA IPU3HAHEI HE3aKOHHBIMU
Korna paGoTHUKY BblIaeTCs Ha PYKH TPY10Basi KHIKKA?
3a JIBE HEJleNU 10 YBOJILHEHHUS
65 |3a meHb 10 yBOJILHEHUS TIK-12 ¥
B JICHb YBOJIbHEHUS
Ha CJICAYIOMNI JeHb MOCJIC YBOIbHEHHS
YTo HYXKHO Ie1aTh, €CIU ITOCIIE YBOILHEHUS PAOOTHHUK HE 3a0pajl TPYHAOBYIO KHIDKKY?
OTIPaBHUTh TPYAOBYIO KHIDKKY ITO TIOYTE Ha JOMAIIHUH aJipec pabOTHUKA
66 |oTmpaBuTh PAaGOTHHUKY yBEIOMIIEHHE O HEOOXOANMOCTH SIBUTHCS 33 TPYAOBOH KHIDKKOM IK-12 V7
XPaHUTh TPYAOBYIO KHIKKY B OTZeJIe KaapoB 75 Jer
XPaHHUTh TPYAOBYIO KHIDKKY 5 JIET, 8 IOTOM YHUYTOXKHUTD
B xakoM K3 IepeYHCIICHHBIX HIKE JINYHBIX JOKYMEHTOB YKa3bIBAIOTCS CBEICHHUS 00 OTHOIICHUU K BOWHCKOM
o0s13aHHOCTH?
67 |B 3aABieHIH [K-12 V7
B aBTOOHMOTpadun
B pE3IOME O TPYAOBOI IEATENIbHOCTH
B JIOBEPEHHOCTH
Kaxk Ha3bpIBaeTCS JOKyMEHT, COAEPKAMNIT KPATKOE OIHMCAHUE B XPOHOJIOTHIECKOH [TOCIEA0BATEIHHOCTH
OCHOBHBIX 3TAaIlOB )XKU3HU U AEATEIBHOCTH JaHHOTO JIHLA?
6g [BacHHe [K-12 V7
aBToOHOTpadust
aHKeTa
JIMYHAs KAPTOUKA PAOOTHHKA
I'apanTuiiHOE€ MUCBMO — 3TO:
JOKYMEHT, COOOMIAomuii 0 MpUOIMKEHHH, YCKOPEHHHN, UCTCUCHUH CPOKA UCIIOTHEHHUS KaKOTo-JIN00 AeiicTBHA
69 |ROKYMEHT, coJep KalIUi NMpUIIalleHue Ha MEPONpUsITHE TK-12 V7
JOKyMEHT, B KOTOPOM TrapaHTHPYETCsI OIIaTa BRIIOJIHEHHOI paOOThI MIIH MPEIOCTaBICHIE YeT0-TH00
(paboTbl, MOMEIIEHHS U T.]1.)
JIOKYMEHT, TIOITBEPKIAI0IINN TOJy4eHUE [ICHHOCTEeH
JloKyMeHT, GUKCHPYIONIHI X0 00CYK/ICHHS BOIIPOCOB M IIPHHATHS PEICHUI Ha COOpaHUsIX, 3aCeIaHusX,
COBELIAHUSX U T.II.:
70 00BSICHUTETbHAS 3aTTHCKa K-12 v7
JIOKJIa/iHasl 3a1ucKa
aKkT
IIPOTOKOJI
Ecnu Bam He00X011MO IPUTIIACHT OPTAaHU3AIMIO HIIH JOJDKHOCTHOE JIMI[0 HA COBEIIAHNe, BCTpedy, Ber
COCTaBUTE
71 [MHcEMO-TpHIamIeHHe [K-12 V7

CONPOBOIUTEIIBHOC MUCHEMO
IMACbMO-TIOATBCPIKACHUC
JOTOBOPHOC MMCHbMO




72

Ecnu Bam He00X0MMO COCTaBUTH MUCEMO, HHPOPMHUPYIOIIEE agpecara 0 HallPaBICHUH K HEMY
IIPUCBIIAEMBIX JOKYMEHTOB, BBl cocTaBuTe

COIIPOBOJIUTEIBHOE TUCBMO

MIUCbMO-YBEJOMIICHUE

IMCBMO-IIOATBEPKICHUE

JIOTOBOPHOE ITUCEMO

IK-12

v7

73

WHdopMamoHHO-CIIPaBOYHBIH JOKYMEHT, COCTABIAIONINICS TPYIIOH JIAI IJIs OATBEPIKICHUS
YCTaHOBJICHHBIX ()aKTOB — 3TO

JOKJTajIHAsI 3aIIiCKa

aKT

TIPOTOKOJT

00BsICHUTEIbHAS 3aIIHCKA

IK-12

y7

74

HazoBute BUIbI NOKJIAIHBIX 3AIIUCOK
nH(pOpPMALOHHEIE, OTYECTHBIC

BHYTPEHHME, BHEIIIHUE

OTYETHBIE, BHYTPEHHUE

NH(OpPMaLMOHHbIE, OTYETHbIC, BHYTPEHHHE, BHEITHNE

IK-12

v7

75

HasoBure pexBU3NT, HE BXOISIINI B OPMYIISIp aKTa
HOJIINCh

TEKCT

azpecar

3aroJIOBOK

IK-12

v7




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

Ne Copeprxanue Kowne- nau
TEHIIHS

1 [Tlonarme nenompon3BOACTBA M TPU CUCTEMbI AETONPOU3BOACTBA HA PEIPHITHA I1K-12 37
2 |IloHsiTHE TOKYMEHT U €T0 POJIb B YIIPABIECHYECKON ICITEIbHOCTH [K-12 37
3 |[Yuudukanus u crapgapTH3anus ynpaBIeHIECKHX JOKYMCHTOB M MX HOPMaTHBHas 6a3a I1K-12 37
4 |Knaccubukanms BHIOB JOKYMEHTOB [K-12 37
5 | Dopmynsip-oOpazen JOKyMEeHTa I1K-12 37
6 |biaHk MOKyMEHTa U €ro BHJIbI [K-12 37
7 |IIpaBuna opopmieHns: YcTaBa OpeAnpUsTUSL I1K-12 37
8 [ITonoxkenue u mopsa0K ero 0hOpMICHHUS [K-12 37
9 |[Odopmienne HHCTPYKIHii, B TOM YHCIIE JODKHOCTHBIX I1K-12 37
10 |ITpaBuya u 0coOeHHOCTH 0OPMIICHHS IITATHOTO PACITUCAHUS [K-12 37
O6mue npasmina oOpPMICHHS PaCTIOPSIIUTEIBHBIX JOKYMEHTOB: IOCTAHOBICHHS, PEIICHUS, PACIOPSKCHUS U [K-12 37

11 |[nmpukaza
12 |TIpoToKOX: BUIBI M TOPSAOK OPOPMIICHUS I1K-12 y7
13 [OcobennocT oopMiIeHuUs akTa IK-12 y7
14 |Buabl u npaBuia 0OpMIICHHUS TOKJIAJIHBIX 3aITUCOK IIK-12 V7
15 |PexBU3UTHI U cofiepKaHHe TPYIOBOrO JOrOBOpa [K-12 Y7
16 |OcoberHocTH 0(hOPMIIEHHS IPHKA30B 10 JINTHOMY COCTAaBY I1K-12 y7
17 |IIpaBuia BefieHHs TPYJOBBIX KHIKEK [K-12 Y7
18 |Tlopsimok cpcTaBieHust aBToOHOrpaduu I1K-12 v7
19 [[Topsimox popMupoBaHUs ¥ BEACHUS JUYHOTO JIeNa [K-12 Y7
20 |Cmy>xebHOE MICEMO: BHBI U IIPABIIIa O(POPMIICHUS I1K-12 y7
21 [[IpaBuia ohopmileHHS THCEM K HHOCTPAHHBIM MapTHEpaM [K-12 Y7
22 |OxcnenunuoHHas 00pabOTKa MOCTYNUBIINX JOKyMEHTOB I1K-07 35
23 |Oramnbl nporecca KOHTPOIISI HCTIOJTHEHHS JOKYMEHTOB [IK-07 35
24 |PerucTpanms JOKyMEHTOB U €€ POJIb B JCIIOMPONU3BOJICTBE T1K-07 35
25 |IIpenBapuTelibHOE PACCMOTPEHUE JIOKYMEHTOB [IK-07 35
26 |[leno u mpaBuna ero popMupOBaHNUS I1K-07 Y5
27 |IloHsiTHe W BUIBI HOMEHKIIATYpa JIe [IK-07 Y5
28 |Orams! u mpaBmIa ohoOpMIIEHHS IS K CAaYe B aPXHB I1K-07 Y35
29 [IIpaBwiia v TEXHOJIOTHS 3aIUTHI JOKYMEHTHOW HH(OpMAIHU [IK-07 Y5
30 [TTopsimox paboTsl HepcoHana ¢ KOH(GHACHIHMAIFHBIMI JOKYMCHTAMHI I1K-07 Y5




5.3.8. 3aganus 1151 npoBepku (POPMHUPOBAHUS HABBIKOB

Ne ConepxaHue Kowme- un
TEHLUs
1 |OdopmiieHre 6JaHKOB JJIsl TUCEM C YIIIOBBIM M ITPOJIOJILHBIM PACIOJIOKEHHEM PEKBU3UTOB T1IK-12 H9
2 |CocraBbTe (hopMyIsIp-00pa3zerr C yrIoBEIM PACHIOIIOKEHHEM PEKBH3HTOB I1K-12 H9
3 [CocraBiieHue MTATHOTO pacUCAHKs anmapara ynpaBJIeHUs T1IK-12 H9
4 [CocraBneHue npukasa 10 OCHOBHOU I€ATEIbHOCTU I1K-12 H9
5 |CocraBneHue MpoOTOKOJIa 3aceIaHus T1IK-12 H9
6 [CocTaBieHue n1oxinagHON 3aIUCKU TIK-12 H9
7 |CocraBiieHue nucEMO-TIpHUIIIALICHHE T1IK-12 H9
8 |CocTtaBieHue MUCbMO-OTBET TIK-12 H9
9 |CocraBbTe aBTOOMOTpahUIo T1IK-12 H9
10 |CoctaBbTe pe3toMe 0 TPYIOBOH AESITeIbHOCTH TIK-12 H9
11 |Odopmure 06510kKKY ena T1K-07 H6
12 [CocTaBpTe BHYTPEHHIOI ONHCH JOKYMEHTOB JIMYHOTO AeNa pabOTHHKA I1K-07 H6

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 Copepxanue P
3a4ery

[TK-07 CriocoGHOCTh HacTpauBaTh, IKCIUTYaTHPOBATh U CONIPOBOXKAATH HHYOPMAIIMOHHBIE CUCTEMBI U

CEePBUCEHI
35 METOIOJIOTHIO OpPraHn3aliy JJOKYMEHT0000poTa 19-21
V5  [mpumensTe npaBuia BeneHUs] JOKyMEHTAINH 22-25
H6  [paboTs! ¢ TexHmdeckoil qokymeHTanuen

ITK-12 Cnioco6eH 3¢ peKTHBHO B3aUMOAEHCTBOBATh ¢ CyObeKTaMu NPO(ECCHOHANBHBIX KOMMYHHKAIMI

37 rpaBuIa 0(OPMIICHHS TOKYMEHTOB 7-10, 13-15
11,12, 16-

y7  |MOMICPKUBATH KOMMYHHKAUHOHHbIC B3aMMOJICHCTBHS ’ 18,

H9  |BeneHus noxymeHTanuu




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! | 3324 JUIst
BOIIPOCHI
Kon Conep:xaHue YCTHOTO | IIPOBEPKH
TECTOB
ornpoca HaBBIKOB
ITK-07 CriocoGHOCTE HACTPanUBaTh, IKCILTYaTHPOBATh U COPOBOXKIATH HH(POPMAIMOHHBIE CHCTEMBI U CEPBUCHI

35 [meTomosOrHI0 OpraHu3aIiy JOKyMEHTO000pOoTa 10-13 22-25

VY35 |npuMeHATh IpaBUiIa BEACHUS JOKYMEHTALUH 43-52 26-30

H6 |paboThl ¢ TEXHUYECKOH JOKyMEHTAIHeH 11,12

ITK-12 CnocobeH 3¢h(heKTUBHO B3aUMOAEHCTBOBATE C CyOBEKTaMHU MPO(ECCHOHATFHBIX KOMMYHHUKAITHI
1-9, 14-30,

37 |mpaBuia oopmileHNS JOKyMEHTOB 3642 1-11

Y7 |noanepxuBaTh KOMMYHUKAIIMOHHBIE B3aUMOAEUCTBUS 31-35, 53-75 12-21

H9 [Benenus noxkymenramumn 1-10




6. YueOHO-MeTOANYECKOE 00ecneuyeHre JUCIUIIINHBI

6.1. Pekomenayemas Jureparypa

Bubnmorpadmyeckoe omrcanue

By uznanus

BrixoBa T. A. JlokymeHTaIlIMOHHOE 00eCTIedeHNE YIIPaBIeHHUS (JeTOPOU3BOJICTBO) [NIEKTPOHHBIN pecypc]:
VYuebnoe nmocobue / T. A. brikosa, T. B. Ky3nenona, JI. B. Canxuna - Mocksa: OOO "Hay4aHo-
nznatensckuid neHtp MHOPA-M", 2023 - 304 c. [OU] [9BC 3nannym] URL:
https://znanium.com/catalog/document?id=419112

Yuebuoe

KupcanoBa M. B. CoBpeMeHHOE JIeTIONPOU3BOJICTBO [3IEKTPOHHBIH pecypc]: YuebHnoe nmocobue / M. B.
Kupcanosa - Mocksa: OOO "Hayuno-uznarensckuii neatp MHOPA-M", 2020 - 312 c. [OU] [ObC
3uanuym] URL: https://znanium.com/catalog/document?id=372474

VuyebHoe

Pazmopoxmsrii A. A. JIOKyMEHTHPOBAHHE YIIPABIEHUECKOI NeATeIbHOCTH [3IeKTPOHHEIN pecypc]: YuebHoe
nocobue / A. A. Paznopoxustif - Mocksa: OOO "Hayuno-u3narensckuii neatp MHOPA-M", 2018 - 304 c.
[DH1] [OBC 3nanuym] URL: https://znanium.com/catalog/document?id=328873

VuyebHoe

VYmrakosa O. A. JIokyMeHTOBeieHHE [3IeKTPOHHBIN pecypc]: Yuebnoe mocodue / O. A. Ymakosa - Mocksa:
00O "Hayuno-uznarensckuit uentp MHOPA-M", 2017 - 64 c. [OU] [OBC 3uannym]| URL:
https://znanium.com/catalog/document?id=216012

Yuebuoe

JoxymeHnTOBeIeHHE [ DNEKTPOHHBIN pecypc]: MeToIu4YecKre yKa3aHHsl 10 OCBOCHHIO TUCIUILIUHBI U JIs
CaMOCTOATEeTbHON paboTh! 0OyJaromuxcs o HanpasiaeHuro noarotoku 09.03.03 "IIpukaagaas
nrpopmarrka" npoduire moaroToBku «HMOPMAIIMOHHBIC CHCTEMBI H TEXHOJOTHH B MeHemkMeHTe AITKY /
Boponexckuii rocynapcTBeHHbIH arpapHbliil yausepcuret ; [cocT. C. H. Konopanosa] - Boponex:
BopoHnexckuii rocynapcTBeHHbIH arpapHbiil yausepcutet, 2021 [I1T] URL:
http://catalog.vsau.ru/elib/metod/m164937.pdf

Meroauueckoe

HMudopmarrionHbIe TEXHOJIOTHH B YIPABICHAH U SKOHOMHUKE: JKyPHAJ [UIS TyOJIUKAI[MK HayqHO-
HCCIIEIO0BATENLCKHUX PAb0T / Yupeaurens : YXTHHCKUH TOCYyIapCTBEHHBIN TEXHUUCCKUI yHIBEPCUTET - YXTa
Pecniy6nuka Komu: YXTHHCKHI rocyiapcTBeHHBINH TexHUUeckuid yausepcuret, 2020 [O1] URL:
https://www.elibrary.ru/contents.asp?titleid=56922

Iepuonuueckoe

6.2. Pecypcnl cetu UnTEepHeT
6.2.1. DyiekTpOHHBIE OUOJIUOTEYHbIE CUCTEMbI

Ha3Banue

Jlanp

ZNANIUM.COM

IOPAUT

IPRbooks

E-library

I EN I I

OnexrponHas 6ubnmorexka 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

HanmeHnoBaHHe NOMEIIEHHMI I IMPOBEACHUS BCEX BHUJOB

y4eOHOH NeATeIbHOCTH, IPEIyCMOTPEHHOH Y4eOHBIM IIIaHOM,
B TOM 4YHCJIE NOMELICHUS IUISI CaAMOCTOSATENBHOW pPaboThI, C
yKa3aHWEM TIIepeYHs OCHOBHOTO 00OpymoBaHHA, YydeOHO-
HarTAIHBIX [IOCOOMH M HCIONB3YyeMOro  IPOrPaMMHOTO

obecreueHus

Anpec  (MECTOTMOJNIOKEHHE)  TOMEIIESHWH st
TIPOBCACHUA BCEX BHIOB y‘lG6H017I JCATCIIBHOCTH,
HpelyCMOTPEHHOH y4eOHbBIM ITaHOM (B Cilydae
peanm3armu 00pa3o0BaTEILHON MPOTPaMMBI B CETEBOH
(opMe OTIONHUTENBHO YKa3bIBACTCSI HaMMEHOBAaHHE
OpTaHM3AIMH, C KOTOPOH 3aKIIFOUCH JOTOBOP)

VYueOHas ayTUTOPHS U TIPOBEICHAS YISOHBIX 3aHATHIH:
KommrexT yueOHOI MeOenH, JeMOHCTPAIIMOHHOE
obopynoBaHue U y4eOHO-HATIIITHBIC TIOCOOUS: CUcTeMa
BHJICOCBSI3U, KOMITBIOTEpHAS TEXHHKA C BOZMOYKHOCTBIO
noAktoueHus kK cetn "MHTepHeT" M 00ecrieueHueM OCTyma B
ANIEKTPOHHYIO HH(POPMAIIMOHHO-00Pa30BaTENIFHYIO CPENy,
HCHOJb3yeMoe Mpo-rpaMmmMHoe obecnieuenne MS Windows,
Office MS Windows, DrWeb ES, 7-Zip, MediaPlayer Classic,
Sunexc bpaysep/ Mozilla Firefox / Internet Explorer, ALT
Linux, LibreOffice, mpe-3eHTanimonHOe 000pynoBaHue

394087, BopoHexckas o0iacth, T. BopoHex, yiI.
MuuypuHa,l, a.273

VYueOHast ayTUTOPUS JUTS TPOBEACHNUS YUCOHBIX 3aHATHIL:
KOMIUIEKT yuyeOHOH MeOenH, AeMOHCTPAIMOHHOEe 000pyI0BaHE
1 yaeOHO-HarIAHBIC TTOCOOHS:

394087, BopoHexckas o0aacth, T. BopoHex, yiI.
Muuypuna,l, a.237

ITomenieHwe U CAaMOCTOSTEIIEHOM PabOThI: KOMIUICKT y4eOHOH
MeOelH, TIEMOHCTPAIIMOHHOE 000PYI0BaHHE U YIeOHO-
HarJsITHbIC OCOOUS, KOMIBIOTEPHAst TEXHUKA C BO3MOXKHOCTBIO
moA-KiIro4YeHUs Kk cetr "VHTepHeT" 1 oOecrieueHneM J0CTyma B
9JIEKTPOHHYIO HHPOPMALMOHHO-00pa30BaTENbHYIO cpenyp /
Mozilla Firefox / Internet Explorer, AST Test

394087, BopoHexckas o0aacth, T. BopoHex, yiI.
MuuypuHa,.1, a.122a (¢ 16 mo 18 4.)




7.2. IlporpamMMHoOe obecnieueHue
7.2.1. IlporpaMmmHoe o0ecriedyeHue 001ero Ha3HAYEeHH sl

Ne HazBanue Pasmemenue
1 [Onepannonnsie cuctemel MS Windows /Linux /Peq OC IIK B nokanpHol cetn BIAY
2 |ITakets! oucHbIx mprnoxeruit MS Office / OpenOffice/LibreOffice I1K B sokanbHOl cet BIAY
3 [[Iporpammsl asst mpocmoTpa daiinoB Adobe Reader / DjVu Reader I1K B mokanbHo# cetrt BITAY
4 [Bbpayzepsr Aunexc bpaysep / Mozilla Firefox / Microsoft Edge I1K B okanbHOH cet BIAY
5 |AntuBupycHas nporpamMa DrWeb ES I1K B sokanbHOl cett BIAY
6 |[Iporpamma-apxusarop 7-Zip IIK B nokansHoO# cetnt BTAY
7 |MynstrMmenna npourpeBatens MediaPlayer Classic I1K B okanbHOl ceti BIAY
8 [Tlnardopma onnaitH-00yueHus elearning server TIK B nokanbHoi# cetnt BTAY
9 |Cucrema xomnbroTepHoro tectupoBanust AST Test IIK B nokanpHoli cetn BTAY

7.2.2. CnienuaJau3upoBaHHOE MPOrpaMMHOe obecreyeHmne

He Tpedyetcs




8. MexnucuMnjJinHaApHbie CBA3H

B3aumocBs3aHHbIE TUCITUTIIIMHBI

Kadenpa, Ha xoTOpOIi penogaeTcs

[loanucek 3aBenyromiero

HCIIUILIMHA Kadenpou
Kox Ha3sanue et benp
b1.0.07 Pycckuii A3bIk U KyIbTypa peun Pycckoro u HHOCTpaHHBIX SI3BIKOB
e e
b1.0.22 MeHepKMEHT VYmpasnenus u Mmapketusra B AIIK /{5 /
CucTeMsl 3JIEKTPOHHOTO HNudopMannoHHOro odecrneyeHus u S =
BL.B.11 P (opaan A5

JIOKyMEHTO000pOTa

MOJCIUPOBAHNA ArPOIKOHOMUYIECCKNUX CUCTEM




Hpuiaoxenne 1

Jluer nepuoanvyecKux NPoBEpPoOK padoyeii mporpaMmMbl H HHPOPMALHS 0 BHECEHHBIX H3MEHEHHIX

JloIDKHOCTHOE JTUIIO,
IIPOBOAMBILIEE IPOBEPKY

ITotpe6HOCTD
B KOPPEKTUPOBKE yKa3aHHEM

®.N.0., 10KHOCTD, Jlara COOTBETCTBYIOIINX Pa3esioB paboueit HHdopmalisi 0 BHSCEHHBIX H3MEHEHHUSX
MOJIIHCH MPOrPaMMBI
3aB. kadenapoii
benp Her

E.B. 3akmeBckas

Bt

ITpoTtokoin Ne 10 ot
20.05.2024 1.

Paboyas nmporpaMma akTyalIu3upoBaHa Ha
2024-2025 y4ebHslit rox

Her
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