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1. O0masi xapakTepucTUKA AUCHUTLITHHBI

1.1. leab AMCHUILIUHBI:
M3Yy4YEHHUE IOKYMEHTA KaK CJI0)KHON MH(POPMAIIMOHHOM CUCTEMBI, CIIOCOO0B JOKYMEHTHPOBAHUS, CUCTEM JIOKYMEHTAITUH,
KOMIIJIEKCOB JIOKYMEHTOB, JOKYMEHTHON KOMMYHHKAITUN B OPTaHU3AI[UN

1.2. 3aga4u JUCHHUILINHBIL:
M3YYEHHUE MOHATHUS «TOKYMEHT», €r0 (yHKIIMI U MPU3HAKOB, KOMMYHHUKAaTUBHBIX BO3MOKHOCTEH JTOKYMEHTA;

W3y4eHUEe NMpaBuil yHU(UKALNU cocTaBa U (JOpM yNpaBICHYECKUX JOKYMEHTOB;

HN3Y4YCHUC CYIIHOCTHU U OCHOB HOpMaTHBHO-MeTOI[quCKOﬁ 0assl ACJIOIIPOU3BOJACTBA,
HU3YYCHUC MMOACUCTEMbBI OPraHU3allMOHHBIX AOKYMCHTOB U OBJIAACHHUC IIPUCMAM UX O(I)OpMHCHI/IH;

M3yUYCHHE TTOJCUCTEMBI PACHOPSIIUTEIBHBIX TOKYMEHTOB U OBJIa/ICHHE TIpUeMaM X 0(hOpMIICHHUS;

M3yYEHHUE MOACUCTEMBI CIPABOYHO-UH()OPMALIMOHHBIX JOKYMEHTOB M OBJIJICHHE ITpHEeMaM UX 0(pOPMIICHUS;
U3y4YEHUE MOPsIIKA IBMKEHUS JOKYMEHTOB B OPTaHU3alluu, UX PETUCTPALUU U KOHTPOJIU UCTIOIHEHUS;
(dbopMupoBaHue 3HAHUN, YMEHUI 1 HABBIKOB CUCTEMAaTU3aIIUN JOKYMEHTOB U MX XPaHECHUS;

(dbopMupoBaHuE 3HAaHUN, YMEHHUI U HABBIKOB OPraHMU3aLUU pabOThl ¢ KOHPHUIEHIIMATBLHBIMU T0KYMEHTAMHU.

1.3. IlpeaMeT AMCUUNJIMHBI:
COBOKYITHOCTh JIOKYMEHTOB H CHUCTEM JOKYMEHTAIINH, CBI3aHHBIX CO cpepoil yrpaBiIeHHUs OpraHU3aIiel, CTaHIapThI,
MpaBuiia U TPEOOBAHMS UX COCTABIICHUSI.

1.4. MecTo B 00pa3oBaTe/IbHO MporpamMmme:
4acTb, hopMUpyeMasi ydaCTHUKaMU 00pa30BaTeIbHBIX OTHOIICHUH
AJICKTUBHBIC JUCIUATUIAHBI

1.5. B3aumMocBs3b ¢ APYrUMHU JUCHUILIHHAMMU:
b1.0.07 Pycckuii s13bIK U KyJIbTypa peuu

b1.0.22 MenempxmMeHT

b1.B.11 Cuctemsl 31eKTpOHHOTO JOKYMEHTO000pOTa

1.6. OcoGeHHoCTH peaju3anuu JUCHMILUIUHBI VIS HHBAJIUI0B U JIUI[ ¢ OTPAHUYEHHBIMHU BO3MOKHOCTAMU
Oco0OeHHOCTH peanu3aiuy JUCIUILTAHBI JUTSl THBAJUOB | JIUI] C OTPAaHUYEHHBIMUA BO3MOKHOCTSIMU 3/I0POBbS
OTIPECTISIOTCS B MHIUBUAYAILHOM TOPSIKE UCXO0s 3 cnernuduku 3a00eBanus u TpeOoBaHMiA, yka3aHHbIX B OCHOBHOM
00pa3oBaTelIbHON MporpaMme



2. [lnanupyemMble pe3yJibTaThl H3YUeHHS AUCHUTLIMHBI

Komnerennus WHpuKaTop JOCTHKEHHUS KOMIETCHIINH
Kox Conepxanue Kox Conepxanne
CriocoOHOCTh HacTpauBarTh, 35 METO/IOJIOTHIO OPTaHU3aINH TOKYMEHT0000pOoTa
IIK-07 |3kcmmyaTHpoBaTh U CONPOBOXKIATH V5 NIPUMEHSITh NPaBHJIa BEACHHUS JOKYMEHTALUH
MH(OPMALMOHHBIE CHCTEMBI U CEPBUCHI H6 paboTHI C TEXHUYECKOH TOKyMEHTaIeil
Cniocob6eH 3¢ peKTUBHO 37 npaBuia 0QOPMIICHHUS JIOKYMEHTOB
[IK-12 [B3aumozeiicTBOBaTH ¢ CyOBEKTAMH y7 MO IEPKUBATh KOMMYHUKALIMOHHBIE B3aUMOAECHCTBUS
npoeccroHaIbHBIX KOMMYHHKAITUH H9 BE/ICHHS JJOKYMEHTALIUH




3. O0beM TUCHHMILVIMHBI M BUABI Y4eOHOH padoThl

3.1. Ounas ¢opma 00yueHus

CemecTtp
Iloka3aTenu 2 Bcero
OO1mast Tpy0€MKOCTb, 3.€./4 3/108 3/108
OO6m1as kKoHTaKkTHas paboTa, 4 28,15 28,15
OO6m1as camocTosATeNbHAs padoTa, 4 79,85 79,85
KonTaktHas pabota mpu npoBeieHUN Y4eOHbBIX 3aHATUH, 28,00 28,00
B T.4. (4)
JIEKITUH 10 10,00
IPAKTUYECKHE-BCETO 18 18,00
CaMOCl:’OSITeJ'IBHaSI pabota mpu MpOBENEHUU Y4eOHBIX 71,00 71,00
3aHITHIH, U
KonTtakTHasi paboTa mpu MPOBEACHUU ITPOMEKYTOUHON 0.15 0.15
aTTeCTallMi 00yJaroIIKXCsl, B T.4. (1) ’ ’
3a4eT 0,15 0,15
CamocTosTenbHass  paboTa TNpU  NPOMEKYTOUHOI
8,85 8,85
aTTeCTalluu, B T.4. (4)
MOATOTOBKA K 3a4eTy 8,85 8,85
DopmMa NPOMEKYTOUHON aTTECTALUH 3a4€T 3a4€T




3. O0beM TUCHHMILVIMHBI M BUABI Y4eOHOH padoThl

3.2. 3aounas popma o0yueHust

IHoka3aTenu K);pc Bcero
O6mas Tpya0EMKOCTb, 3.€./49 3/108 3/108
OO6m1as kKoHTaKkTHas paboTa, 4 12,15 12,15
OO6m1as camocTosATeNbHAs padoTa, 4 95,85 95,85
KonTaktHas pabota mpu npoBeieHUN Y4eOHbBIX 3aHATUH, 12,00 12,00
B T.4. (4)
JIEKITUH 6 6,00
IPAKTUYECKHE-BCETO 6 6,00
CaMOCTvOﬂTeJlLHa;I pabota mpu MpOBENEHUU Y4eOHBIX 87.00 87.00
3aHITHIH, U
KonTtakTHasi paboTa mpu MPOBEACHUU ITPOMEKYTOUHON 0.15 0.15
aTTeCTallMi 00yJaroIIKXCsl, B T.4. (1) ’ ’
3a4eT 0,15 0,15
CamocTosTenbHass  paboTa TNpU  NPOMEKYTOUHOI
8,85 8,85
aTTeCTalluu, B T.4. (4)
MOATOTOBKA K 3a4eTy 8,85 8,85
DopmMa NPOMEKYTOUHON aTTECTALUH 3a4€T 3a4€T




4. Copepikanue IUCHUNIMHBI
4.1. Copeprxanue JMCOMILIMHBI B pa3pese pa3faeoB U NOAPa3ae/ioB
Pasnen 1.
Teopernueckre 1 METOJMYECKUE OCHOBBI JTOKYMEHTOBEICHHS
Ionpasnmen 1.1.
[ToHsiTHE «IOKYMEHT», €ro (PYHKIUH U PU3HAKU
[Nonsarue «uHdopMaIus U TOKyMEHT» B JOKyMEHTOBEeAEHHH. Bunsl nokymenToB. [lonsaTue «pyHKInsg
JOKyMeHTa» u uX BUIbl. [IpusHaku nokymenra. [lonaTHe «koMIuleKe JOKyMeHTOBY. IOpuaudeckas cuna
Monpazmen 1.2.
YHudukamms cocraBa u GopM ynpapiIeHUECKUX JOKYMEHTOB
[MoHATHSA «YHU(DHUKALMI» U «CTaHIAPTH3ALHIN» YIPABICHIECCKAX TOKYMEHTOB. [IOHATHE «CHCTEMBI
JIOKyMEHTAIMy. Y HU(QUIIMPOBaHHBIE CUCTEMBI JIOKYMEHTAIINH. 3aKOHO/ATEIbHAs 1 HOPMAaTHBHO-
Ionpasnmen 1.3.
HopwmaruBHble TpeOOBaHMS K COCTaBY OCHOBHBIX PEKBH3HTOBU HX O(DOPMIICHUIO
[MonsiTre «pekBu3uT». TpeboBaHus K cOCTaBy pekBU3NTOB. [IpaBuiia opopmileHHsT PEKBU3UTOB JTOKYMEHTOB.
CXeMBbI pacroyIoKeHHs PEeKBU3UTOB. Dopmyisp-oOpaserl u 0yaHk JokyMeHTa. [IpaBuina opopmMiieHus OJaHKOB
Pasnen 2.
[TpaBuina coctaBneHus 1 OPMIICHHS YIPABICHYECKOW TOKYMEHTAIMH
Ionpasnmen 2.1.
[opsimok cocraBieHust 1 0HOPMIICHUS OPraHU3aLMOHHBIX TOKYMEHTOB
[TpaBmta opopmIIeHHs OpraHU3alMOHHBIX JOKYMEHTOB: YCTaB, IITATHOE paclHMCaHHe, IPaBUIIa BHYTPEHHETO
TPYJOBOTO PACIIOPSIKA, TOJOKEHHE O CTPYKTYPHOM ITOJPa3ACICHUH IPEANIPUITH, JODKHOCTHAS HHCTPYKIHS
paboTHHKA.
Ilonpasnen 2.2.
[Topsiok cocTaBiIeHuUst 1 OPOPMIIEHHST PACIIOPSTUTENBHBIX JOKYMEHTOB
[TpaBuita oopMIIeHHsT pacTIOPSIINTEIBHBIX JOKYMEHTOB: TIOCTaHOBJICHHE, PEIICHHE, aacTIOpsHKEHUE, YKa3aHue,
TIPUKa3bl IO OCHOBHOM JIESITENEHOCTH.
ITonpasnen 2.3.
[Mopsinok cocraieHus: 1 0QOpMIIEHHST CIPaBOYHO-MH(POPMAIIMOHHBIX JOKYMEHTOB
IMoacucrema nHGOPMALMOHHO-CIIPABOYHBIX JOKYMEHTOB M OCHOBHBIE IIPaBHIIA HX O(OPMIICHHS: IPOTOKOJ,
aKT, CIIy>KeOHbIe 3aIUCKU: JOKJIaHas U OOBSICHUTENbHAS, CIIPABKH., TOKYMEHTHI 110 THYHOMY COCTaBY,
CITy>kKeOHBIE TUChMA.
Pasznen 3.
TexHomOrMs Opranu3anuy JOKyMEHTO000pOTa 1 PAbOTHI C JOKYMEHTaMHU
MMonmpazmen 3.1.
[Mopsiiok ABMKEHUs! TOKyMEHTOB B OPraHW3aIMH, UX PErUCTPALUsI U KOHTPOJIb UCIIOTHEHUS
[MTonsiTre OKyMeHTOOOOPOTA M €r0 OCHOBHBIE ATAIIBl. PanmoHanbpHast opraHu3anyst JOKyMEeHTo000poTa Ha
NpeANpUsATHN. DKCIIeTUIIMOHHAs 00paboTKa JJOKYMEHTOB, OCTYIAIOMINX B opranu3anuto. [IpeasapurensHoe
paccMOTpeHne JOKyMEHTOB. J[BIKeHne JOKyMEHTOB BHYTpH opranuzanui. O0paboTKa UCIOIHEHHBIX U
OTIpaBIsIEMbIX TOKyMeHTOB. [Topsnok, npaBuia, popMbl perucTpaiiy U HHIEKCalul J0KyMeHToB. KoHTposb
3a MCIIOJIHEHNEM JOKYMEHTOB: 3Tallbl U CPOKH.
Ionpasnmen 3.2.
Cucremaru3anyst JOKYMEHTOB H X XpaHEHHE.
O0mmme TpeboBaHMs K CUCTEMaTH3alnK JOKYMEHTOB H (popMHpoBaHHIo nen. [1paBuna onpeneneHus HeHHOCTH
JOKYMEHTOB U JIOKYMEHTHOI HH(OPMALUK 1 YCTaHOBIICHHS CPOKOB XpaHEHUs AeN. XpaHEeHHe JOKYMEHTOB B
OIlepaTHBHOM AesTensHOCTH U hopmupoBanue nen. Homenknarypa nen. ['pynmnupoBka B 1ena OTaeIbHBIX
KaTeropuii TOKyMeHTOB. [IpaBuiia coCTaBIeHUs 3ar0JIOBKOB 1€l 1 0hOPMIICHHUS O0JIOKKH JIera.
[Monsitne apxuBa u Buabl apxudos B Poccuiickoit @enepanmu. [IpaBuna opopmiteHns 1€ ATUTENBHBIX CPOKOB
XpaHeHusl.
IMoapaznen 3.3.
Opranuzanus paboTsl ¢ KOH(PUACHIIMATEHBIMH JOKYMEHTaMH.
CocraB 1 HanpaBJIeHHs 3aIIUTHI JOKyMEHTHON nHpopManmu. Cuctema 3amuTbl HHPOPMAIHU 1
KOH(HICHINATIBHBIX JOKYMEHTOB. TeXHOJIOTHS 3aIIUThl JOKYMEHTHOH HH(pOpMaUy. 3alnIeHHbIH
JOKyMeHToo0opoT. [Topsmok paboThl epcoHana ¢ KOHGUACHINATEHBIMU JOKyMEHTAMH.



4.2. PacnipenesieHue KOHTAKTHOM M CAMOCTOSITEeJIbHOI padoThI 0 MoApa3aeiamM
Ounas ¢popma 00y4eHust

Konrtakthas pabora
Paznensl, moxpasnesns! AUCHUIIIMHBL CP

JICKIUM 113

TeopeaneCKne 1 METOAUYECKHUE OCHOBBI JTOKYMCHTOBCACHUSA

[ousATHE «JOKYMEHT», €r0 QYHKIUH U IPU3HAKA 1,0 1,8 5,2
YHaudukanus coctasa U GOpM yIIpaBICHIECCKUX JOKYMEHTOB 1,0 1,8 7,2
HopmatuBHBIe TpeOOBaHUS K COCTaBY OCHOBHBIX PEKBU3UTOBH MX 0(OPMIICHHIO 1,0 1,8 7,2

IIpaBuia cocraBiieHns ¥ 0(ppMJICHHS YIIPABJICHYECKOH NOKYMEHTALMH

[opsamok coctaBiaeHUs U OPOPMIICHHS OPTaHU3AIMOHHBIX JOKYMEHTOB 1,0 1,8 7,2
[Topsimok cocTaBieHus ¥ 0POPMIICHHUST PACTIOPSTUTETHLHBIX JOKYMEHTOB 2,0 3,6 14,4
[Mopsinok cocraBnennst 1 0QOPMIIEHUST CIPaBOYHO-MH(OPMAIIMOHHBIX JOKYMEHTOB 1,0 1,8 7,2

TexHoJorus OpraHusanuumn I[OKyMeHTOOﬁOpOTa Hu paﬁOTlﬂ C IOKYMEHTAMH

[lopsinok IBM)KEHUS! JOKYMEHTOB B OPraHU3aLMH, UX PETUCTPALMs U KOHTPOJIb UCIIOTHEHUS 1,0 1,8 7,2

CucremaTu3anusi JOKYMEHTOB U UX XpaHEHUE. 1,0 1,8 7,2

Opranuzanus paboThl ¢ KOH(GUIEHINAIBHBIMH JOKYMEHTAMHU. 1,0 1,8 8,4




4.2. PacnipenesieHue KOHTAKTHON M CAMOCTOSITEJIbHOM PadoThI M0 MoApa3aeamM
3aounasi popma 00yueHust

KonrakrtHas pabora
Paznensl, moxpasnesns! AUCHUIIIMHBI CP

JICKIIUH 113

TeopeaneCKne 1 METOAUYIECKHUE OCHOBBI JTOKYMCHTOBCIACHUSA

[ousATHE «JOKYMEHT», €r0 QYHKIUH U IPU3HAKA 0,6 0,6 6,4
YHudukanus coctasa U (OpM yIIPaBICHIECCKUX JOKYMEHTOB 0,6 0,6 8,8
HopmatuBHBIe TpeOOBaHUS K COCTaBY OCHOBHBIX PEKBU3UTOBHU MX 0(OPMIICHHIO 0,6 0,6 8,8

IIpaBuia cocraBiieHns ¥ 0(ppMJICHHS YIPABJICHYECKOH AOKYMEHTAMH

[opsamok coctaBiaeHUs U OPOPMIICHHS OPTaHU3AIMOHHBIX JOKYMEHTOB 0,6 0,6 8,8
[Topsimok cocTaBieHus 1 0POPMIICHHUST PACTIOPSTUTEIHLHBIX JOKYMEHTOB 1,2 1,2 17,7
[Mopsinok cocraBnennst 1 0OPMIIEHUST CIPaBOYHO-MH(OPMAIIMOHHBIX JOKYMEHTOB 0,6 0,6 8,8

TexHoJorus OpraHusanuumn I[OKyMeHTOOﬁOpOTa Hu paﬁOTlﬂ C IOKYMEHTAMH

[lopsinok IBMXKEHUSI JOKYMEHTOB B OPraHU3alMH, UX PETHCTPALMs U KOHTPOJIb UCIIOIHEHUS 0,6 0,6 8,8

CucremaTu3anusi JOKYMEHTOB U UX XpaHEHUE. 0,6 0,6 8,8

Opranuzanus paboThl ¢ KOH(GUIEHINAIBHBIMH JOKYMEHTaMHU. 0,6 0,6 10,3




4.3. IlepeyeHb TeM M y4eOHO-MeTOAHYECKOI0 oOecrnedeHus AJIsl CAMOCTOSATEIbHOI paboThl 00y4arouXxcst

Pasnensr, mogpasnensr AMCOUTUIAHBL

Y‘IC6HO-M6TOZ[I/I‘IGCKOG o0OecrieueHne

O0beMm gyacos CP

O4YHasd | 3a04uHas

Teop

CTHYECCKHEC U METOAUYIECCKUE OCHOBBLI JOKYMCHTOBCICHUSA

[MonsiTHE TOKYMEHT», €ro QYHKINH U

Virakora O. A. JlokyMeHTOBeIeHHE [3I€KTPOHHEIH pecype]: YdueGHoe mocobue /
0. A. YmakoBa - MockBa: OOO "Hayuno-uznarensckuii nearp MHOPA-M", 2017

NIPU3HAKH - 64 c. [OH] [OBC 3nanuym] URL: 5,2 6,4
https://znanium.com/catalog/document?id=216012
brikoBa T. A. JlokyMeHTallMOHHOE 0OecIIeueHre YIpaBIeHuUs (IeI0MPOU3BOJICTBO)
Yaudukanus cocrtaBa u Gopm [snexTponnbIi pecypc]: Yuebnoe nocodue / T. A. Brikosa, T. B. Kysnenosa, JI. B. 72 3.8
YIpPaBJICHYECKUX JOKYMEHTOB Cankuna - MockBa: OOO "Hayuno-uznarensckuit nenrp MHO®PA-M", 2024 - 304 ’ ’
c. [BU] [OBC 3nanuym] URL: https://znanium.com/catalog/document?id=437674
BreikoBa T. A. JIokyMeHTalMOHHOE 00eCTIeYCHUE YIIPABICHUS (JETONPOU3BOICTBO)
HopmartusHbie TpeOOBaHUS K COCTABY [anexTponHBIi pecype]: YuebHoe mocobue / T. A. Brixosa, T. B. Ky3nenosa, JI. B. 79 g8
OCHOBHBIX PEKBH3UTOBH UX oQopmieHuto |Cankuna - Mocksa: OO0 "Hayuno-usnatensckuit nentp MIHOPA-M", 2024 - 304 ’ ’
c. [OU] [OBC 3nannym] URL: https://znanium.com/catalog/document?id=437674
IIpaBuia cocTaByieHns ¥ oppMJIeHHS YIIPABJICHYECKOH NOKYMEHTAlUH
BrikoBa T. A. JIokyMeHTaIImOHHOE 00eCTIedeHNE YIIPaBICHUS
TTopAZ0K COCTABAEHH 1 OOPMTCHHA (menmonpon3BOACTBO) [3IEKTPOHHBIH pecypc]: YuebHnoe mocodue / T. A.
OpraHH3AIMOHHBIX JOKYMEHTOB brikosa, T. B. Ky3nernosa, JI. B. Canxuna - Mocksa: OOO "HayuHo- 7,2 8,8
uznarenbckuil nentp MHOPA-M", 2024 - 304 c. [DU] [OBC 3nanuym]
URL: https://znanium.com/catalog/document?id=437674
brikoBa T. A. JlokyMeHTalIMOHHOE O0ECTICUeHHE YIIPaBICHHS
TTopAIOK COCTABIEHHA H O(OPMISHHS (menompou3BoACTBO) [3ICKTPOHHBIH pecype]: YueOHoe mocodue / T. A.
PACTIOPATHTENBHEIX TOKYMCHTOB brikosa, T. B. Ky3neuona, JI. B. Cankuna - Mocksa: OOO "Hayuno- 14,4 17,7
nznarenbekuil nentp MHOPA-M", 2024 - 304 c. [DU] [OBC 3nannym]
URL: https://znanium.com/catalog/document?id=437674
BrikoBa T. A. JIokyMeHTallmOHHOE 00eCTIedeHNE YIIPaBICHUS
[Mopsimok cocTaBiieHus U opopmIICHUS (menmorpon3BOACTBO) [3EKTPOHHBIH pecypc]: YuebHnoe mocooue / T. A.
CIPaBOYHO-MH(POPMAITIOHHBIX brikosa, T. B. Ky3nerosa, JI. B. Canxuna - Mocksa: OOO "HayuHo- 7,2 8,8
JIOKYMEHTOB uznarenbckuil nentp MHOPA-M", 2024 - 304 c. [DU] [OBC 3nanuym]
URL: https://znanium.com/catalog/document?id=437674
TexHoJIOrUsl OPraHU3ALMH JOKYMEHT0000poTa U padoThl ¢ JOKYMEHTAMH
TTOPSIOK ABHAKEHUST IOKYMEHTOB B Kupcanosa M. B. CoBpemeHHOE e0IpOU3BOACTBO [3JIEKTPOHHBIN pecypc]: }
VYuebnoe nocobue / M. B. Kupcanosa - Mocksa: OOO "Hay4uHo-u3aaTenbckuit
OPTAHHSALIHH, X PErHCTPAII 1 nertp UHOPA-M", 2020 - 312 c. [9U] [9BC 3uammym] URL: 7.2 8,8
KOHTPOIL HCIHOMHCHHIA https://znanium.com/catalog/document?id=372474
Kupcanosa M. B. CoBpemMeHHOE IeTONpOU3BOCTBO [3JIEKTPOHHBINA pecypc]:
CucrteMaTu3zauus JOKYMEHTOB U UX VYuebHoe nocodue / M. B. Kupcanosa - Mocksa: OOO "Hay4Ho-u31aTenbckuit 79 3.8
XpaHEHUE. nentp MHOPA-M", 2020 - 312 c. [OU] [ObC 3nannym] URL: ’ ’
https://znanium.com/catalog/document?id=372474
Kupcanosa M. B. CoBpeMeHHOE eI0IpOU3BOACTBO [3IEKTPOHHBIN pecypc]:
Opranu3zanust paboThI ¢ VYuebnoe nocobue / M. B. Kupcanosa - Mocksa: OOO "HayuHo-u3aaTenbckuii 8.4 103
KOH(HICHIIMATbHBIMH JOKYMCHTaAMH ueatp UHOPA-M", 2020 - 312 c. [DU] [DBC 3nannym] URL: ’ ’
https://znanium.com/catalog/document?id=372474
Hroro 71,0 87,0




5. ®oHa OLEHOYHBIX CPEACTB
5.1. dtansl popMHUPOBaAHNS KOMIIETECHIIUH

p Komnerennuu u U]
a3J1CJibl, IoApa3acyibl AUCHUIIIIMHBL
’ MNK-07 | TIK-12
TeopeTnyeckue U MeTOAMYECKHE OCHOBBI TOKYMEHTOBEIEHHS
IToHsATHE «TOKYMEHT», €r0 (QYHKIIUH U IPU3HAKU 37
Yuuoduxamnus coctaBa 1 HopM yIpaBIEHIECKUX JOKYMEHTOB VA 37, H9
HopmatuBHbIe TpeOoBaHMS K COCTaBy OCHOBHBIX PEKBHU3HTOBH HX 0()OPMIICHUIO 37

IIpaBuaa coctaBjieHHsl M 0(ppMJICHHS YIIPABJIEHYECKOH XOKYMEHTAMH

IMopsimok cocraBneHnst 1 0GOPMIICHUS OPTaHU3AMOHHBIX JOKyMEHTOB 37,¥7,H9
[Mopsinok cocraBnenus: 1 0HOPMIICHUST PACTIOPSAAUTEIBHBIX JOKYMEHTOB 37, Y7, H9
[Mopsimok cocTtaBieHUs M OPOPMIICHUST CIIPABOYHO-UH(POPMALIMOHHBIX TOKYMCHTOB 37, Y7, H9

TexHoJIOrUsl OPraHU3aANMH JOKYMEHT0000poTa U padoThl ¢ JOKYMEHTAMH

[lopsinok IBUKEHUS! JOKYMEHTOB B OPTaHU3ALNH, UX PETUCTPALMS U KOHTPOJIb UCIIOTHEHUS 35, V5, H6

CucreMaTtu3aiys JOKYMEHTOB U X XpaHEHHE. 35,5, H6

Opraan3anus padoTs! ¢ KOHGUACHIINATHHBIMHI TOKYMEHTaMH. 35, H6




5.2. llIkaabl ¥ KPUTEPUH OLIEHMBAHUSA JOCTUKEHUSI KOMIIETEeHN i

5.2.1. HIkajgpl akaageMHYeCKHX OIEHOK OCBOCHNS AU CIUILIHHBI

Buj onenku OueHku
o HCYOOBJIET- YAOBJIETBO-
AxazeMuueckas oleHKa 1o 4-x 0aJUIbHOM IIKaje XOpOILO OTJINYHO
BOPUTEIBHO PHUTENBHO

Bun onenkn O1eHKH

AxkazeMuuecKkas oleHKa 1o 2-X 0aJUILHOM IIIKaIe HE 324€THO 3a4TEHO

5.2.2. Kputepun nocTu:keHust KOMNeTeHIHii B X0/1€ 0CBOEHMSI TUCIMILIMHBI

KpI/ITCpI/II/I OIICHKH Ha 3a4€TC

OreHka, ypoBeHb

OmnucaHue KpuTepues

3a4TeHO, BHICOKUH

CTyL[eHT BBITIJIOHWJT BCE 3a/laHUsA, IMTPEAYCMOTPEHHBIC nporpaMMoﬁ, oT4yuTajacs 0o
HX BBIIIOJIHCHUH, ACMOHCTPUPYA OTIMYHOC 3HAHUC OCBOCHHOI'O MaTcpuajia H
YMEHHUE CaMOCTOATEIIBHO PEIIATh CJIOXKHBIC 3aJa9l JUCHUTIITAHBI

3a4yTeHo, IPOIBUHYTHIN

CTyaeHT BBIIUTOHWII BCE 3a/IaHUs, IPEAYCMOTPEHHBIE IPOrPaMMOii, OTIUTAIICS 00
UX BBIMOJIHEHUH, JEMOHCTPUPYS XOpoIllee 3HAHHE OCBOCHHOIO MaTepuaiga M
YMEHUE CaMOCTOSATENBHO PEeIlaTh CTAHAAPTHBIE 3a0aUl JUCIIUITIHHBI

3agTeHo0, TOPOTOBEII

CTy,Z[CHT BBITIJIOHWJT BCC 3aJaHUs, MPEAYCMOTPCHHBIC nporpaMMoﬁ, OTYHTAJICSA 00
HMX BBIIIOJTHEHUH, JEMOHCTPUPYSA 3HAHWUE OCHOB OCBOCHHOT'O MaT€puaia 1 YMCHHE
pemaTth CTaHAAPTHBIC 3a1a4i JUCIHUIIJIMHBI C IIOMOIIBIO ITPETIOAaBaTEIIA

He 3auTeHo, KOMIETCHIINN HE
OCBOCHBI

CTy,I[eHT BBIIIJIOHWJI HE BCC 3aJaHus, NPCAYyCMOTPCHHBIC nporpaMMoﬁ nin HE
OTUHTAJICA 00 MX BBITIOJTHEHUH, HE ITOATBEPKAACT 3HAHUE OCBOCHHOI'0O MaT€puralia
1 HE YMECT pCIaTh 3aJja4u JUCHHUIIIMHBI AK€ C ITOMOMIBIO MMPETIoaaBaTeIA




5.3. MaTepuaJbl 1J151 OLIEHKH JOCTHKEHUS KOMIIeTeHIUil
5.3.1. Bonpochbl K 3K3aMeHy
He npeanycmotpeHo

5.3.2. 3aganus K d3K3aMeHy
He npeanycmotpeno

5.3.3. Bonipochl K 3a4eTy ¢ OlleHKOH
He npexycMmoTrpeno



5.3.4. Bonpocsl k 3a4eTy

Ne Coneprxanue Kowme- na
TEHLIUS
1 |Yro Takoe MeNonpon3BOJICTBO M KAK OHO MOYKET OBITh OPTaHM30BaHO Ha MPEIIPUSTHH? TIK-12 37
2 |Yro Takoe TOKYMEHT M KaKOBa €T0 POJIb B YIIPABICHYECKOH NesTeThbHOCTH? IIK-12 37
3 |Yro Takoe yHH(HKALKS U CTAHAAPTU3AIINS YIIPABICHYCCKUX TOKYMCHTOB? TIK-12 37
4 |Yro Takoe JOKYMEHT U KaKOBA €ro poiib B yIPABIECHUECKON AEATEIbHOCTH? TIK-12 37
5 [Kakue Bubl JOKYMEHTOB CYHIECTBYIOT? T1K-12 37
6 |Yro Takoe OJaHK JOKYMEHTA M B YeM COCTOHT €ro 3HaUeHHUE NMPH 0POPMIICHUHU JTOKYMEHTOB? TIK-12 37
7 |Yro Takoe popmymsip-oOpazer foKymeHTa’? IK-12 37
8 [Kak odopmisercs Ycras npeanpusitus? TIK-12 37
9 [Kax odopmisiercs [Tonoxxenue n Muctpykims? I1K-12 37
10 |KakoBbl ocobeHHOCTH 0)OPMIIEHUSI IITATHOI'O paciucaHus? T1K-12 37
11 |Kaknum o6pazom ohopmIsieTcss IprKa3 10 OCHOBHOH JeSTeIbHOCTH? TK-12 37
12 Kakosbl 00mue npasuiia opopMIICHHS pacTIOPSIIUTENbHBIX JOKYMEHTOB: TIOCTAaHOBIICHNUS, PEIICHHS, [K-12 37
pacnopspKeHus 1 prkasa’?
13 |Yrto Takoe NpOTOKOI U JUIs 4ero oH oopmiisiercs? I1K-12 v7
14 |Kakum 06pazom ohopMIISIFOTCS JOKJIAHbIE 3aIIHCKHU? T1K-12 y7
15 [Yto coboit mpencTapuseT TPy I0BOM JOTOBOP M KaKHE CBEIICHHSI OH COJICPIKUT? TIK-12 37
16 [B 1em ocobeHHOCTH 0O(OPMIICHHS IPUKA30B 110 JNYHOMY COCTaBY? TIK-12 37
17 [Kakune cBeneHns 3aHOCSATCS B TPYIOBYIO KHIDKKY M KaK 0(OPMILIIOTCS 3alIUCH B HEil? TIK-12 37
18 [Kaknum o6pa3oM BHOCSATCS] U3MEHEHHMS B 3aIIUCH B TPYIOBOI KHIDKKE? I1K-12 37
19 |Kakoii nopsiiok popMUpOBaHUs ¥ BEACHHS JINYHOTO fesa? TIK-12 37
20 |Yro cobo¥i npencTaBiser Ciy)XeOHOe MUChMO? T1K-12 y7
21 |Bugs! u mpaBmia oOpMIICHHS IOTOBOPA. TIK-12 y7
22 |KakoBsl npaBmira oopmieHHs CIy>KeOHBIX THCEM? IIK-12 y7
23 |Kak mpoBomsT 06pabOTKy HOCTYHMHBIIHX JOKYMEHTOB? TIK-07 35
24 |Kakue 3Tansl BXOAAT B IPOIECC KOHTPOINIS HCIONHEHHS! JOKYMEHTOB? T1IK-07 35
25 |Yto Taxoe perucrpanus JOKyMEHTOB M KaKOBa €€ POJIb B AEIONPOU3BOACTBE? T1K-07 35
26 |Kakwne CymecTBYIOT THIIBI PETUCTPAIIMOHHBIX YUETHHIX (opm? TIK-07 35
27 |Kak goxymeHT Gepercs Ha KOHTPOJIb M B KAKOH MOMEHT OH MOKET OBITh CHAT C HEro? IK-07 Y5
28 [Yto Taxoe gemo u kakuM obpa3oM oHO dhopmupyeTcs? T1IK-07 Y5
29 |Kakas mocnenoBarenbHOCTh 0(OpMIIEHHS A€l K c1aue B apxXuB? I1K-07 Y5
30 |TexHosorus 3amyThl JOKYMEHTHOW MH(OpMaLiu T1K-12 38

5.3.5. Tembl KypcoBoro npoexT (padboTbl) U BONPOCHI K 3al[UTe
He npexycMmoTrpeno




5.3. MaTepuaJbl 1Jisl OLEHKH J10CTHKEHUSI KOMIIeTeH Uil
5.3.6. Bonpocsl TecToB

Conepxanue

Komme-
TEHIHS

A

Kaxkas cuctema nenonpon3sBoactsa Haubosnee 3¢ (HeKTUBHA ISl METTKUX MPEANPUATHI? TIEHTpaTU30BaHHAS
JIelIeHTpaIN30BaHHAs

CMeIIaHHas

(yHKIIMOHATBHAS

IK-12

37

Kakoe NOHATHE COOTBETCTBYET CIICIYIOIIEMY ONPEACIICHUIO: «yCTAaHOBJIEHHE eAMHO00pasms coctaBa H popm
YIIPaBJIEHYECKUX JOKYMEHTOB, CO3/IaBaeMbIX IPH PEIICHUH OAHOTUIHBIX YIPaBICHUYSCKUX (QYHKIHNH»?
yHUUKALUS

CTaHapTU3anus

ABTOMATH3ALHSI

LEHTpaJIH3aIHs

IK-12

37

HecpouHbIMH Ha3bIBAIOT JJOKYMEHTBI, KOTOPBIE:

He TpeOYIOT OBICTPOrO UCIIONHEHUS

HE UMEIOT CPOKOB MCITOJTHCHUS

MOJKHO TIepeIaTh HCIIOTHHUTEISIM 0€3 PacCMOTPEHUS PYKOBOJUTEIEM
HE OrPAaHMYCHHOT0 CPOKA XPAHEHHUS

IK-12

37

UYTo U3 MepednCIeHHOTrO HIDKE HE OTHOCHUTCS K BUAAM JIOKYMEHTOB, KITaCCH(UIIMPYEMBIM TI0 CPOKaM
XpaHeHus?

MTOCTOSIHHOT'O XPaHEHUS

JOATOCPOYHOrO XPAHEHUS

CpPEeIHECPOUHOTO XPAHSHHUS

IIK-12

37

O KaKoM TOHSATHH UAET Pedb B CIICAYIOIIEM OINPEICICHUN: «IIOBTOPHBIH SK3EMIUTIP MTOTHHHIKA
opUIMATEHOTO TOKYMEHTA, UMEIOIUH I0PHINIECKYIO CHITY»?

MOMJIMHHUK JOKYMEHTA

JyOIIMKaT TOKYMEHTa

KOIHsSI TOKYMEHTA

BBINICKA U3 JOKYMEHTA

IK-12

37

[aiite onpenenenue 10KyMeHTa:

MaTepUalbHbIA 00beKT ¢ HH(pOpMaIHeil, 3aUKCUPOBAaHHON CO3/IaHHBIM YEIOBEKOM CIIOCO00M, s e
nepeAay BO BPEMEHU U MIPOCTPAHCTBE

COBOKYITHOCTH PEKBU3UTOB O(UIIHAIBHOIO MIChMa

CTaH/IapTHOE PACIIOJIOKEHUE MaTeprana

TEKCT

IK-12

37

JlesiTenpHOCTD anmapara yrpaBJeHHs, OXBaThIBAIOIIASI BOIIPOCHI JOKYMEHTHPOBAHUS M OpTraHU3alluy paboTh
C JOKYMEHTaMH — 3TO:

JIOKYMEHTAIIHOHHOE 00ECTICUCHUE YITPABICHUS

CTaHIApTH3AIHS

CHCTEMa JIOKYMEHTAIHH

[K-12

37

YKaxuTe OTIIMYUTENbHOE CBOMCTBO IOKYMEHTA!
KOMUITHOCTB;

IOpUIMYECKas CUIIa;

MHO>XECTBEHHOCTb;

TOYHOCTb.

IK-12

37

[oa «COBOKYITHOCTBIO B3aUMOYBSI3aHHBIX JOKYMEHTOB, IPUMEHSIEMBIX B ONpeeEHHOM chepe
JeTeIbHOCTI» MOAPa3yMEBaIOT

CHCTEMY JOKYMEHTHPOBaHUS

yHI(UIIIpOBaHHYIO opMy

YHU(UIMPOBAHHBIN JOKYMEHT

CHCTEMY JOKYMEHTAaLlUH

[K-12

37

10

Kakue muceMa B Iporiecce 3KCIeIUIMOHHOI 00padoTKK He BCKPHIBAIOTCS, a EPEeJaroTCs aapecaTy B
3are4aTaHHOM BHJE?

a/IpecOBaHHBIE PYKOBOAUTENIO IPEAIPUATHS

MTICHMA C IOMETKOH «JTHIHO

a/IpecOBaHHbIE KOHKPETHOMY CTPYKTYPHOMY ITOJPa3AEICHHUIO

MHChMAa 3aKOHOAATENIFHBIX U HCTIONHUTEIIFHBIX OPTaHOB F'OCYAAPCTBEHHON BIACTH

[1K-07

35




11

Hcnonp3oBaHue Kakoil perucTpannoHHoi (GOpMbI He peKOMEHTyeTCs AJIsl KPYIHBIX 110 pa3Mepy
NPEANPUATHI?

PETUCTPAIIHOHHO-KOHTPOIBHEBIE KAPTOUKH

TIEpCOHANBHBIM KOMIIBIOTED

PETUCTPAIMOHHBIC KYPHAJIbL

IK-07

35

12

B xone mpeaBapuTeIbHOTO paCCMOTPEHUS MTOCTYHUBIINX JOKYMEHTOB B CIIY>KO€ JIEJIONPONU3BOJICTBA TIPH
OLICHKE BaKHOCTHU IIOCTYIMBILErO JOKYMEHTA HE YYUTBIBACTCSL:

BAKHOCTB €0 COACPKAHM

aBTOPCTBO, T.€. OOIECTBEHHOE MOJI0)KEHHE JINIIA, aBTOPA JTOKYMEHTa, MECTO yUIPEKACHHUA-OTIIPABUTENS B
CTPYKTYyp€E YIPaBIEHUS, POJIb OOIIIECTBEHHON OPraHU3aIMH B XKHU3HH 00IIecTBa

BUJI JOKYMEHTA: 3aKOH, PaCIOpsLKEHUE, IIUCbMO, OTYET U T. [I.

BT [TOYTOBOTO OTIIPABJIEHH: MICbMO, OaH IepOIIb, IIOCHIIKA

I1K-07

35

13

Kakne n3 nepeunciieHHbIX HIKE IPU3HAKOB HE UCTIONB3YIOT MPH (OPMHUPOBAHMH J1ei?
HOMHUHAJIBHBIN

NIPEAMETHO-BOIIPOCHBIN

CTPYKTYPHBIH

XPOHOJIOTHUECKHIH

[1K-07

35

14

Kakwue 13 nepedrcIeHHbIX HIKE MOJCUCTEM JTOKYMEHTAIIMH HE SBISIOTCS COCTABHOM YacThIO CHCTEMBI
OpTaHU3AIOHHO-PACTIOPAINTENBHEIX ToKyMeHTOB (OPJT) ?

OpraHU3aMOHHbIE JJOKYMEHTEI

YYPEAUTENBHBIE TOKYMEHTBI

pacropsiiuTeNIbHbIE JOKYMEHTHI

CIIPaBOYHO-HH(OPMAIIMOHHBIE JOKYMEHTHI

IK-12

37

15

Kakoii 13 nepeuncieHHbIX JOKYMEHTOB YCTaHABIMBALCT HOPSIOK 00pPa30BaHUs, CTPYKTYPY, QYHKIIHH,
0053aHHOCTH W OPTaHU3AIHIO PAOOTHI CTPYKTYPHBIX MOPA3IEICHIH MPEAIPUSITHS?

IIK-12

37

16

Ha kakue U3 nepeyrcIeHHBIX TOKYMEHTOB HE CTABUTCS IpUQ) YTBEPKIACHHS?
IITATHOE pacIUCaHUue

yCTaB

yKa3aHue

TIpaBWIIA

[K-12

37

17

KaK Ha3bIBACTCA TOKYMCHT, B KOTOPOM 3aKPEIIACTCA )IOJ'I)KHOCTHOI\/’I M YHUCJICHHBIN COCTaB MpEeaANpUuATUA C
ykazaHueM (oH/a 3apabOTHON ILTATHI?

ycTaB

HHCTPYKITHS

[ITATHOE PacliCaHue

paBuIIa

[K-12

37

18

Kaxkoit u3 MEPCUNCIICHHBIX HUKC JOKYMEHTOB U3Aal0T BBICIINE U IECHTPAJIbHBIC OPraHbl KOJUICTUAJIBHOT'O
YIPABIICHUs B LIENISAX pa3pelieHns] Hanboliee BaXKHBIX 3a/1a4, CTOSIINX Mepe]] JaHHBIMH OpraHamu?
MIOCTAHOBJICHHE

pacropspKeHHe

yKa3aHHne

pHKa3

[IK-12

37

19

Kakoe kI1t04eBoe CIIOBO UCIONIB3YETCS B TEKCTE PACIIOPSIKEHUS?
ITOCTAHOBJISIET

[IPUKA3bIBAIO

pacropsKach

00513BIBAIO

IK-12

37

20

CKOJIBKO YacTell B TEKCTE pacopsIUTENbHBIX JOKYMEHTOB?
oJlHa

JIBE

TpHU

YETHIPE

MK-12

37

21

CBop mpaBuJI, PEryIUPYIOMINX ASSITENbHOCTh OpraHU3altii, UX B3aUMOOTHOIIEHUS C JPYTUMHU
OpraHu3alMsAMH U TPAXIaHAMU, IpaBa U 00s13aHHOCTH B c(epe rocy1apCTBEHHOM WIIN X03IHCTBEHHON
JESITENBHOCTH — 3TO

LITaTHOE PacIMCaHUe

HOJIOKEHUE

JIOJDKHOCTHASI HHCTPYKIIUS

IIK-12

37




22

B kakoii yacTi TekcTa pacKpbIBalOTCS MPUUMHBI U3AaHUSI YKa3aHUS
BBOJHOI 4aCTH TEKCTa

pacnopsAUTENbHON YacTH TEKCTa

KOHCTaTUPYIOIIEH 4acTh TEKCTa

OCHOBHOM YaCTH TEKCTa

IK-12

37

23

COBOKYIMHOCTh B3aUMOYBSI3aHHBIX JIOKYMEHTOB, (DYHKIIMOHUPYIONIHMX B chepe yrpaBlieHHs — 3TO
KaJpoBasi TOKyYMEHTaLUsI

OyxranTepckasi TOKYMEHTAITI

TEXHUYECKAsl JOKYMEHTALUS

OpraHU3aIOHHO-PACTIOPSIIUTENbHAs TokyMeHTarus - OPJ]

[K-12

37

24

Ecnu pacnopsiautenbHas 4acTh TEKCTa HAYMHAETCS CIIOBAMU “‘00513bIBaI0”, TO 3TO
TIpUKa3

3asBJICHUE

pacropspKeHHe

CIIpaBKa

[K-12

37

25

Komrutekc B3anMOyBsI3aHHBIX JIOKYMEHTOB, PErIIaMEHTHPYIOIINX CTPYKTYPY, 3a1aul, QYHKIHMH NpenpUsTHs,
OpraHu3aIyIo ero padboTel; paBa, 00SI3aHHOCTH M OTBETCTBEHHOCTh PYKOBOJICTBA M CHIELIUAIICTOB
MPEJIPUATHS — 3TO

pacropsAUTENbHbIE JOKYMEHTHI

ycTaB

CIPaBOYHO-HH(POPMAIIMOHHBIE

OpPraHU3aLMOHHBIE JOKYMEHTbI

IK-12

37

26

HazoBute 10KyMeHT, He BXOSIIHIA B TPYIITY PACTIOPSIUTENBHBIX TOKYMEHTOB
LITATHOE PaclUCaHuEe

yKa3aHue

npuKa3

IIOCTaHOBJICHHE

IK-12

37

27

HazoBure pexBu3uT, He BXOAAIMN B popMyIsip ycTaBa
Ha3BaHME OpraHU3aLNuI

HalMEHOBaHNE MHHHCTEPCTBA WIIN BEJOMCTBA
HalMEHOBaHHUE BHUJIA TOKYMEHTA

azpecar

IK-12

37

28

HazoBure uacTu TekcTa npukasa
KOHCTAaTUPYIOIIas, BBOIHAS
KOHCTAaTUPYIOIIAs, paCHOPAIUTEIbHAS
OCHOBHasI, pacIOpIUTEIbHAS
BBOJIHAs, OCHOBHAs

IK-12

37

29

OpraHu3anuOHHBIA JOKYMEHT JUINTEILHOTO UITH MIOCTOSIHHOTO CPOKa JEHCTBUS, B KOTOPOM ONpPEENIECHbI
Hay4HO-TEXHUUYECKHE, (PUHAHCOBBIC CTOPOHBI AEATEIBHOCTH JOJDKHOCTHBIX JIMIl — 3TO

IITATHOE pacIUCaHue

JIOJKHOCTHAsI MHCTPYKIIMS

ycTaB

IIOJIO’KEHUE

IK-12

37

30

Kakoe monsTHE XapakTepHu3yeT cieyollee OIpeesieHne: «CTaHAapTHBIN JICT OyMard ¢ peKBU3UTaAMH,
UAECHTH(OUIHUPYIONIMMHI aBTOPa OUIIMAIBEHOTO MICEMEHHOTO JOKyMEHTa»?

MIOJJTMHHUK JIOKYMEHTa

KOMHA JOKyMEHTa

OJ1aHK JJOKyMEHTa

JyOJIMKAT JIOKyMEHTa

IK-12

37

31

Kaxoii peKBU3UT UCIIONB3YIOT TOJIBKO B MUChMaX?

aapecar

CCBUTKA Ha JaTy W PETUCTPANMOHHBIA HOMEP BXOJISIIEro JOKyMEHTa
OTMETKa O MOCTYIUIEHUH JOKYMEHTa B OpTraHU3aIUI0

OTMETKAa 0 HAJIMYUH MPUIOKEHUN

[K-12

v7

32

Ecmm KaxxJaasi CTpOKa pCKBU3UTA OJlaHKa HaYMHAETCS OT TpaHULBI JICBOT'O ITOJIA, TO 9TO OlaHK:
C IPOAOJIBHBIM PACIIOJIOKEHNEM PEKBU3UTOB

C YTJIOBBIM PACIIOJIOKEHUEM PEKBU3UTOB

C YTJIOBBIM (bHaFOBblM PpacnoIOKCHUEM PCKBU3UTOB

C YIJIOBBIM LICHTPOBAHHBIM PACIIOJIOKCHUEM PECKBU3UTOB

[K-12

v7




33

YT0 13 NepeyrcIeHHOro HIXKE He BXOJUT B COCTaB PEKBU3UTA CIIPABOYHbIE JJaHHBIE 00 OpraHu3annu?
TIOYTOBBIN asipec

HOMep TenedoHa u (pakca

VHH

HOMEp cueTa B OaHKe

IK-12

v7

34

Kakoil pekBU3UT HUKOT]a HE HCTIOIb3YeTCs B MUChMax?
sMOJieMa OpraHM3alliK WK TOBAPHBIN 3HAK
pe3oionus

HaVMEHOBAHME BUJIA JJOKYMEHTA

PETUCTPALIMOHHBIA HOMEP TOKYMEHTa

[K-12

v7

35

PexBusur «HanMmeHOBaHUE OpraHU3aIUN - aBTOPA JOKYMEHTa» yKa3bIBaeTcs Ha OJaHKaxX JIOKYMEHTOB
MIOJIHOCTBIO B CIEAYIOLIUX CIIy4asX:

B IIMCBbMAaxX

Ha BCEX IOKyMEHTax

€CIIM OTCYTCTBYET COKPAllleHHOE HAMMEHOBAaHUE OPTaHU3aIH

Ha BHYTPEHHUX JOKYMEHTAX

[IK-12

v7

36

[poriecc ycTaHOBIICHUS ¥ IPUMEHEHUS TIPABUII C IIETBIO YIOPSIOYCHUS ICATSIBHOCTH B ICIOMPOU3BOICTBE
— 3TO

cUcTeMa TIOKYMEHTAIHH

CTaHAapTH3AIUS

EI'CJ]

IK-12

37

37

Paccrosinre Mexry OCHOBaHUSIMH CMEXHBIX CTPOK 3TO
ciryxeOHoe 1ose

MIOJIOXKEHHE TaOyIsATOpa

pabouee momne

UHTEpBaJI

IK-12

37

38

Haiite onpenenenue Gopmymnspa-odpasma:

COBOKYIHOCTb PEKBU3UTOB JIEJIOBOTO MHCHMa

COBOKYITHOCTB PAacIOIOKEHHBIX B ONPEIEICHHOM TTOCTIEN0BATENFHOCTH PEKBU3UTOB, TIPUCYIIHX BCEM
JIOKYMEHTaM OTIpEIeIICHHON CHCTEMBI IOKYMEHTAIINH

COBOKYITHOCTh PEKBU3UTOB ITPHUKa3a

COBOKYITHOCTh PEKBU3UTOB aKTa

IIK-12

37

39

JlaTolt JoKyMeHTa SIBIISIeTCs 1aTa €ro ...............

I1K-12

37

40

[NonsTne cTangapTHU3aMHU, KaK JeITeIbHOCTH 10 YCTAaHOBJICHHIO MPABHII M XapaKTEPHCTHUK B LEIX UX
J0OPOBOIBHOTO MHOTOKPATHOTO NCTIONIB30BAaHMS, HAIIPABICHHONW Ha JOCTI)KEHHE YIIOPSIIOUYEHHOCTH B chepax
MIPOM3BOJICTBA M O0pAIlEHH!s, 3aKpeTIsieTcs B!

DenepanbHoM 3ak0HE PO «O cTaHgapTH3anumn»

®enepansHoM 3akoHe PO «O06 nHbopmariy, nHGOPMaTH3ALUK U 3aIUTE HHPOPMALIHN

®enepanbHOM 3aKk0HE PD «TeXHUUECKOM PEryIMpOBaHUN»

DenepanpHoM 3akoHE PO «O KOMMepuecKkoi TaliHe»

[IK-12

37

41

Mupexc A0KyMeHTa — 3TO

HOPSKOBBIA HOMEP perucTpanuu

HHJEKC CTPYKTYPHOTO OIpa3AeTICHHS

nugpoBoe, OyKBEHHOE M KOMOMHHPOBaHHOE 0003HAUCHHE JOKYMEHTA, YKA3hIBAIOIICE MECTO €T0
COCTABIICHHSI X XpaHECHUS

HOMEp JieJia 10 HOMEHKJIaType Nell

IK-12

37

42

[NepeuncirTe OCHOBHBIE BHIIBI OJIAHKOB

o0muii 67aHK, OTaHK IS IHECEM, OJTaHK C TIPOIOIBHBIM U YTIIOBBIM PACIIOIOKEHHEM PEKBU3UTOB
CYILIECTBYET TOJILKO OJIAHK C MPOIOIbHBIM U YIJIOBBIM PACIIONIOKEHHEM PEKBH3HTOB

CYILIECTBYET TOIBKO 00LIMi Gi1aHK

CYIIECTBYET TOJILKO OJIaHK IS THCEM

[K-12

37

43

Kaxast HoMeHKIaTypa e SBIIeTCsl HOpPMaTHBHBIM JJOKYMEHTOM H JOJDKHA 00s13aTeNbHO HCIIONB30BaThCS MIPH
OIIpEICICHUH MIEePeyHs /€N, 3aBOIUMBIX Ha IPEATIPUITUN?

THUIIOBasi HOMEHKIIATypa J1ell

MIpUMepHasi HOMEHKJIATypa Jel

HOMEHKJIATypa AeN MPeANpUiTHS

HOMEHKJIATypa JIeJl CTPYKTYpPHOT'O TTO/Ipa3/IeIeHuUs

[1K-07

v5




44

Hpouecc YHOPpAAOUCHUA UIIU PACIIPCACIICHUSA TOKYMCHTOB IO KJIaCCaM C LCJIbIO OTPAaKCHU OTHOIIICHUI
MCKIAY HUMU U COCTABJICHUSA KHaCCH(bHKaHHOHHOﬁ CXCMBI HA3BbIBAIOT .............ccoiiunnnn.. (B M. naneme).

I1K-07

v5

45

YTo H3 TIEPEUNCIIEHHOTO He OTHOCHUTCS K 9TaraM Iporecca oGpOpMIIEHUS el s Iepeiaud UX B apXuB?
HyMepaIus JIMCTOB Jena

COCTaBJICHUE BHYTPEHHEW ONUCU JOKYMEHTOB JieJia

oopMiteHUE 0OJIOXKKH Jena

o(hopMIIeHHE HOMEHKIIATYPHI 1€

[1K-07

v5

46

Kakoe moHsATHE COOTBETCTBYET OIPEACICHHIO: «CHCTEMAaTH3NPOBAHHBII ITEpPEUCHBb 3aBOANMBIX B OpPraHU3alNN
JIeTI ¢ YKa3aHHEM CPOKOB MX XPaHEHHS»?

OIUCH JIeN JUIS TIepelavyl UX B apXHB

HOMEHKJIATypa A€

aKT 3KCIEPTU3bI LIEHHOCTH JOKYMEHTOB

BHYTPEHHSIS1 ONMCH JIOKYMEHTOB JIeJa

[K-07

v5

47

Kaxoit Bux rpuda orpaHi4eHnit JocTyIa He HCIOIb3yeTcs JUIsl JOKYMEHTOB, COIEPKAIINX KOMMEPUECKYIO
TaitHy?

KOH(UICHINAIEHO

KOMMepyecKast TaifHa

COBEPLICHHO CEKPETHO

[1K-07

V5

48

Kaxkue 13 epedrciIeHHBIX HIKE CBEICHUH He MOI'YT COCTaBIATh KOMMEPYECKYIO TaiHy?
CBEACHHMS O CYIIHOCTH U300peTeHUI

OTYeThI 0 (PUHAHCOBOH JEITENTLHOCTH (GUPMBI

JIOKyMEHTBI 00 yIuIaTe HaJoroB

JIOTOBOPHI KYTUIN-TIPOJIAXKH

[1K-07

V5

49

JlomkHa 1 IpexycMaTpuBaTh pa3pelInTeNbHas CHCTEMA JOCTYT K KOH(GHUICHINaIbHOW HH(pOopMaIiuu
JOJDKHOCTHBIX JIUI U3 BHEIIHUX OPraHU3alMi, BBINOIHSIIOMINX COBMECTHYIO pabOTy ¢ opraHu3amueii rue
BBEJICH PEXKUM KOH(QHICHIHAIBHOCTH?

HET, He JIOJKHA

Ja, TO0JDKHA

3aBUCHT OT WHIMBHUIYaIbHOTO PEIICHHUS PYKOBOAUTENS, aXKe €CIIM 3TO CTABUT IIOA yIpo3y CPhIBa
BBINOJIHEHHE COBMECTHBIX padoT

I1K-07

v5

50

B kxaxom BHe BBIIAETCS pa3pelieHne Ha paboTy ¢ KOH(PHICHIMAIbHBIMI JOKYMEHTaMH?
B YCTHOU (opme

B BHJC IIMChMA I10 T0YTE

B BHJIC PE30IIIOLIN

B BHJIC PACIIOPSIUTEILHOTO JOKyMCHTA

IK-07

V5

51

B cirydae opraHu3anuu cUCTEMBI 10CTyIA K KOHQUICHIIHAIBHOW HHPOPMAITUH ¢ COTPYIHUKAMHU U3 IPYTUX
OpraHu3aluii Kakue JOKYMEHTbI OyAyT C HUMH HOAIUCAHBI?

JIOTOBOP U 0053aTEITHCTBO O HEPA3TIIAIIICHUU

TOJIBKO JIOTOBOP

TOJIBKO 0053aTE€IbCTBO

BCE 3aBHCHT OT IO)KEITAHUN PYKOBOIUTESI OPraHU3aI[HH

[1K-07

v5

52

CocraB 1 00beM CBEACHUII, COCTABIAIONINX KOMMEPUYECKYIO TalfHy IPEANPHUITHS, CPOKH
KOH(UAEHIIMATBEHOCTH, IOPSIOK 3aIIUTHI M JOCTYIA ONPEAEISIOTCS:

PYKOBOIUTENEM CTPYKTYPHOTO MTOJpa3AeIeHHs,

JIeTIOTIPON3BOANTETIEM,

PYKOBOJHTENIEM MPEATPUSATHS.

IK-07

V5

53

Kak Ha3pIBaeTcsl JOKYMEHT, COAEpIKaIMi 3aMCh X0/1a 00CYKICHHUS BOIPOCOB U MPUHSTHA PELICHUI Ha
coOpaHusIX, 3acelaHusX, COBEIAHNX, KOHPEPEHIIHsIX, AEIOBbIX BCTpedax?

aKT

IIPOTOKOI

TIpUKa3

JOKJIaIHas 3aMucKa

[IK-12

v7

54

Yo 13 mepeuncIICHHOT0 HE YKa3hIBACTCs B MEPBOI YaCTH TEKCTa MPOTOKOJIA?
(bamuTus, UM, OTYECTBO MPEICENATENs U CEKpeTapss COOpaHus

JaTta coOpaHus

CBEJICHUSI O MIPUCYTCTBYIOIINX

MOBECTKA JTHS

IK-12

v7




55

CKoOJIBKO yacTelt OyleT B TEKCTE aKTa, COCTABICHHOM 10 UTOTaM PEBU3HH, BBISBUBIICH Psl HAPYIICHU?
oJlHa

JIBE

TpHU

YETHIPE

IK-12

v7

56

Kro noxmuceiBaer akt?
PYKOBOJUTEIb TPEIIPHUITHS
TIpezcenaTenb KOMUCCUT
TIPECeIaTeNb U CeKPeTapb KOMUCCUHT
npesiceaTellb H YWICHbI KOMUCCUU

[K-12

v7

57

B kaxoii yactu JOK1IaAHON 3alIMCKU IPUBOJIATCS BBIBOJIBI U IIPENJIOKEHHS O KOHKPETHBIX IEUCTBUSX,
KOTOPEIE, TI0 MHEHHUIO COCTABUTENS HEOOXOAUMO MPEAIPUHATH PYKOBOJUTEIIO B CBS3U C U3JI0KCHHBIMU
(daxramu?

B [IEPBOH 4acTH

BO BTOPOM 4acTH

B TPETbEH 4acTU

[IK-12

v7

58

Ha kakue nucbma craButTcs nevars?
COITPOBOJMUTENBHEIC TUCHMA
JTUPEKTHUBHBIC ACEMa
rapaHTHUHHbIE TUCbMa

PEKJIaMHBIC TMCbMa

IK-12

v7

59

Kak Ha3pIBaeTCst TOKYMEHT, 00CCIICUMBAIOIINI UCIIONHCHUE U3JI0KECHHBIX B HEM 0053aTeIbCTB?
MHCHMO-TIOATBEPKACHUE

TUPEKTUBHOE TACHEMO

rapaHTHUIHOE MHUCHMO

pexJIaMaliiOHHOE MTUCHMO

IK-12

v7

60

Ecnu nepea A10JLKHOCTBIO B KOHIIE TOKYMCHTA py‘lKOﬁ CTaBUTCA KOCas 4cpTa, NPpUIHNCBIBACTCA «H.0.» U
CTABUTCs NOANMCH HC TOI'O JINIA, JaHHBIC KOTOPOI'O pacmn(prBaHH, TO TaKOH JOKYMCHT TEPACT CBOIO

IK-12

v7

61

CKOJBKO JIET XPAHATCS TPUKA3bI 110 JTUIHOMY COCTaBY?
10 ner
25 ner
50 ner
75 ner

[K-12

v7

62

B kaxom ciygae TpyJ0BO# JOroBOp XpaHuTces 75 net?

€CIIU IOTOBOP CPOYHBIL

€CIIM OTCYTCTBYIOT IIPUKa3bl 110 TUYHOMY COCTaBy

€CIIM TI0CJIe YBOJIILHEHUS PA0OOTHUK HE 3a0paj TPyJOBYIO KHIKKY
ecIy PabOTHUK TTOTEPSIT CBOM 3K3EMILISIP TPYIOBOTO I0TOBOPA

IK-12

v7

63

Kakue U3 epedcIeHHBIX HHXKE CBEICHUH He 3aHOCST B TPYAOBYIO KHIKKY?
(haMIITHIO, IMS M OTIECTBO pabOTHHKA

JlaTa poXKJAeHMs paOOTHUKA

CBCICHU O MMPUEME U YBOJIbHCHUUN pa6OTHI/IKa

BBITOBOPBI, 00BSIBICHHBIE PAOOTHHUKY

IK-12

v7

64

B xakoM ciydae npH BHECCHHH M3MEHEHUI B 3aIHCH B TPYIOBOM KHMKKE CTapast 3alHCh 3a4epKHBACTCSI
OZIHO¥ YepTOiA, ITOCIIE YEro IeIaeTCsl HOBAs 3aKCh?

€CITH 3aITUCh CAeNaHa HEIPaBIIbHO

€CJIM U3MEHWINCH CBelleHns1 00 00pa3oBaHKH, MPodeccuu, CrennalbHOCTH

€CJIM M3MEHUITICh aHKETHO-OnOorpaduyecKie TaHHbIe

€CJIM YBOJIbHEHUE WITH NIePEBO paOOTHHKA MPU3HAHBI HE3aKOHHBIMHU

IK-12

v7

65

Korna paboTHHKY BBIIAaeTCsl HA pYKH TPYIOBasi KHIKKa?
3a IB€ HEAENH /10 yBOIbHEHHS

3a JIeHb 10 YBOJIBHEHUS

B JICHb YBOJIbHEHUS

HAa CJICAYIOMUII 1eHb NOCIIE YBOIbHEHUS

[K-12

v7

66

UYro Hy>XHO J1eN1aTh, €CIU TOCIIe YBOJIbHEHHS PAOOTHHUK HE 3a0pa TPYAOBYIO KHHXKKY?
OTIPaBUTH TPYIOBYIO KHIDKKY II0 ITOYTE HA JOMAIIHUH afipec paOOTHHUKA

OTIIPaBUTH pabOTHUKY YBEJIOMJICHHE O HEOOXOJUMOCTH SIBUTHCS 32 TPYAOBON KHIKKON
XPaHUTb TPYAOBYIO KHUXKKY B OTZENE KaapoB 75 JeT

XPaHUTb TPYIOBYIO KHIDKKY 5 JIET, @ IOTOM YHUUYTOXXUTh

[K-12

v7




67

B kakom u3 NEPCUUCICHHBIX HUXKE JIMYHBIX JOKYMCHTOB YKAa3bIBAOTCA CBCACHUA 00 OTHOILIEHHH K BOUHCKOM

o0s3aHHOCTH?

B 3asBIICHUU

B aBTOOHMOTpadun

B pe€3IOME O TPYJIOBOU ESITEbHOCTH
B JIOBEPEHHOCTH

IIK-12

v7

68

Kak Ha3pIBaeTCs JOKYMEHT, COAEPkKALIUN KPATKOE OITMCAHUE B XPOHOJIOTNUECKOH ITOCIIe10BATEIbHOCTH
OCHOBHBIX 3TaIlOB JKH3HU M JEATSIBHOCTU JaHHOTO JILa?

3asBJICHUE

aBTOOHOrpadus

aHKeTa

JUYHAsl KapTouka pabOTHHUKA

IK-12

v7

69

T'apanTuiinoe nuceMo — 3T0:

JOKYMEHT, COOOIIArOIIHiT O IPUOIIDKEHUH, YCKOPESHUH, MICTEYCHUH CPOKA MCIIOTHEHUS KaKOT0-TH00
JIeicTBUS

JIOKYMEHT, COZIEp KAl MPUTJIallIeHHe Ha MEPOIPUATHE

JIOKYMEHT, B KOTOPOM TapaHTHUPYETCs OIUIATa BHITIOTHEHHON paOOTHI HITH MPEIOCTABICHUE Yer0-TH00
(paboThI, MOMEIICHUS | T.JI.)

IK-12

v7

70

JokymeHT, huKCHpYIOmunii X0 00CYKICHUS BOIIPOCOB M MPUHSTHS PEIICHIH HAa COOpaHUSIX, 3aCeIaHUsX,
COBCIIAHUAX U T.II.:

00BSICHUTENIbHAS 3alIMCKa

JIOKJIaIHAs 3aIIHCKa

aKkT

TIPOTOKOT

IK-12

v7

71

Ecim Bam He00X01MMO IPUTIIACUTE OPTaHU3AIHIO WIIH JOIDKHOCTHOE JIMIIO HA COBEIIAaHHEe, BCTpedy, BaI
COCTaBHTE

MHUCHMO-TIPUTJIAIIICHHE

COINPOBOAUTEIHHOE TUCHMO

MMHCHMO-TIOATBEPKICHHE

IIK-12

v7

72

Ecnn Bam He0O0X0AMMO COCTaBUTH MMCHMO, HH(POPMHUPYIOIIEE apecara O HalpaBICHUH K HEMY
IPUCHIJIAEMBIX JTOKYMEHTOB, BBI cocTaBuTe

COIPOBOJUTENBHOE THCHMO

MUCHMO-YBEIOMIICHHE

MTUCHMO-TIOATBEPKACHHE

JIOTOBOPHOE MHCHEMO

IK-12

v7

73

HNHdopManmoHHO-CIPaBOYHBIN JOKYMEHT, COCTABIISIONINICS TPYIITION JIUII IJIS1 TIOATBEPKACHUS
YCTaHOBJICHHBIX (PAKTOB — 3TO

JIOKJIaHAs 3aIIHCKa

aKT

MIPOTOKOI

00BSICHUTEIIbHAS 3aIIMCKa

[K-12

v7

74

HazoBute BHIBI JOKJIAHBIX 3aITHCOK
MH(pOPMaLMOHHbBIE, OTYETHBIE

BHYTPEHHHE, BHEIIIHUE

OTYETHBIC, BHYTPEHHUE

WH(POPMANMOHHBIC, OTUYCTHBIE, BHYTPECHHHUE, BHEIIHUE

IK-12

v7

75

Ha3zoBuTe peKkBU3UT, HE BXOMAIIAN B (POPMYIISp aKTa
TIOANUCH

TEKCT

agpecat

3aroJI0BOK

[K-12

v7




5.3. MaTepuaJbl 1Jisl OLEHKH J10CTHKEHUSI KOMIIeTeH Uil
5.3.7. Bonpochl 11 YCTHOTO Onpoca

Ne Conepxanue Kosre- nn
TEHIUS

1 [TlonsTHe nenonpon3BOACTBA M TPU CUCTEMBI JIJIONPOU3BOJICTBA Ha PP TUH [1K-12 37
2 [TloHsATHE JOKYMEHT W €ro poJib B YIPABJICHYECKON NESITEILHOCTH [1K-12 37
3 |Yuudukanys u crangapTH3als yrpasieHuYeCKHX JOKYMEHTOB M UX HOpMaTHBHas 6a3a I1K-12 37
4 |Knaccudukanus BHIOB JOKYMEHTOB TIK-12 37
5 |Dopmymsp-obpaszen mokyMeHTa I1K-12 37
6 |BraHK MOKyMEHTA M €ro BUIBI TIK-12 37
7 |IIpaBuia odopmieHus YcraBa npenpusIThs [1K-12 37
8 |IonoxkeHue u NOpsI0K ero ohopMIICHUS I1K-12 37
9 |Odopmienne HHCTPYKINH, B TOM YHCIIE IOIDKHOCTHBIX I1K-12 37
10 |TIpaBuiia 1 0cCOGEHHOCTH OQOPMIICHHUS IITATHOTO PACTIUCAHUS I1K-12 37
OOmue mpaBuiia oOpMIICHHS PACTIOPSIANTENBHBIX JOKYMEHTOB: TIOCTAaHOBIICHNUS, PELICHHSI, PACTIOPSDKEHUS U [K-12 37

11 |mpukaza
12 |IIporokosn: BHABI ¥ NOPSIOK OOPMIICHHS I1K-12 v7
13 [Ocobennoctr oopmiteHus akra TIK-12 y7
14 |Bugp! v npaBuia oGopMIIeHUS TOKIATHBIX 3aIHCOK TIK-12 V7
15 |PekBU3UTHI U COoJlepKaHKE TPYIOBOTO JI0TOBOpa I1K-12 v7
16 [OcobennocT odopMIIEHHS IPUKA30B M0 TUYHOMY COCTABY TIK-12 y7
17 |IIpaBuiia BeZieHUs] TPYAOBBIX KHIKEK I1K-12 v7
18 |Ilopsinok cpcraBnenus aBrodouorpadun I1K-12 v7
19 [Tlopsimok hopmupoBaHuUs M BEJCHHS JTMYHOTO Jea I1K-12 v7
20 |Cny)xeOHOe MUChbMO: BUABI U IpaBuia 0hOpMIICHUsI I1K-12 v7
21 |TIpaBuiia oopmiieHHs THCEM K HHOCTPaHHBIM MapTHEPaM [1K-12 y7
22 |3xcnenuimonnas 00paboTKa MOCTYNMHMBIINX JOKYMEHTOB T1IK-07 35
23 |Dranbl nporecca KOHTPOJISE HCHOIHEHHUS! JIOKYMEHTOB I1K-07 35
24 |PerucTpanmst JOKYMEHTOB M €€ POJb B JEIOMPON3BOJICTBE T1IK-07 35
25 |TIpenBapuTenbHOE pACCMOTPEHHE TOKYMEHTOB I1K-07 35
26 |Memno u npaBuia ero GopMUPOBAHUS [1K-07 v5
27 |TloHsiTve ¥ BU/IbI HOMEHKJIATYpa eI [1K-07 Y5
28 |Dransl 1 npaBusa ohOpMIEHHS IeN K C1aue B apXHB I1K-07 Y5
29 |IIpaBmiia ¥ TEXHOJIOTUS 3alIUTHI JOKYMEHTHOH MH(OpPMAINH I1K-07 Y5
30 [TTopsimok pabGoTHI IepcoHaa ¢ KOH(PHICHINAIHHBIMI JOKYMECHTaAMH T1K-07 v5




5.3.8. 3apanus nuist npoBepku (pOPMUPOBaHNS HABBIKOB

Ne Coneprxanne Kowme- nx
TEHLIUS
1 |OdopmiteHre OIaHKOB JUIS MUCEM C YIIIOBBIM M MPOAONEHBIM PACIIONOKEHUEM PEKBH3UTOB IIK-12 H9
2 |CoctaBpTe opMyIIsIp-00pasel] ¢ YTIOBBIM PACTION0KEHHEM PEKBH3HTOB IK-12 H9
3 |CocraBneHne MTATHOTO pacIMCaHMs anmapaTa yIpaBJIeHUs T1K-12 H9
4 [CocraBnenue npukasa mo OCHOBHOM J€ATEIHHOCTH T1K-12 H9
5 |CocraBneHue NpoOTOKOJIA 3acelaHus IK-12 H9
6 |CocTaBneHue JOKJIaTHON 3aITUCKH TIK-12 H9
7 |CocrtaBieHne MHCEMO-TIPUTIIAIICHHE [IK-12 H9
8 [CocTaBneHne nucpMo-0TBET I1K-12 H9
9 |CocraBbTe aBTOOHOIrpadHI0 IK-12 H9
10 |CocTaBbTe pe3toMe 0 TPYJOBOH AEATENbHOCTH IK-12 H9
11 |Odopmute 06510KKY Jena I1K-07 H6
12 |CocTaBpTe BHYTPEHHIOIO OMMUCH TOKYMEHTOB JIMYHOTO JIeJIa paOOTHHKA [1K-07 H6

5.3.9. Bonipockl AJ151 KOHTPOJILHOM (pacdyeTHO-Tpaduyeckoii) padoTsl

He npeanycmoTpeHo




5.4. CucremMa onieHUBAHHUSA JOCTHKEHUS KOMITETEHIINI

5.4.1. OueHka 10CTHKEHHUS] KOMIIETEHIIUI B X0/1e IPOMEKYTOYHOM aTTecTalNu

MHaukaTopsl TOTHXKEHHSI KOMIIETEHIUN Howmepa
BOIPOCHI K
Kon Conepxanne P
3a4gery

[TK-07 CriocoOHOCTh HacTpauBaTh, IKCIUTyaTHPOBATh U CONPOBOXKIATH MH(POPMAIMOHHbIE CHCTEMBI U

CEpPBUCHI
35 METOJIOJIOTHIO OPTaHM3aIiy JIOKYMEHT0000poTa 19-21
Y5  |npumeHATH paBwiia BeACHHUS JOKYMEHTAIUN 22-25
H6 palbOTHI ¢ TEXHIUYECKOM TOKYMEHTAIUEH

[IK-12 Crioco6en 3¢ ¢peKTHBHO B3aUMOJEHCTBOBATE C CYOBEKTaMH MPO(GECCHOHANBHBIX KOMMYHHUKAIINH

37 npaBmiIa 0popMIICHNS TOKYMEHTOB 7-10, 13-15
N 11, 12, 16-

y7  |MOAAEPKUBATE KOMMYHHKALHOHHBIC B3AHMONCHCTBIS 18

H9  |BenmeHus HOKyMEHTalUH




5.4. CucreMa OlleHUBAHUSA JOCTHKEHUS KOMIIETEeHITHHA
5.4.2. OueHka J0CTHKEHHSI KOMIIETEHIMI B X0/Ie TEKyIero KOHTPOJIsI

WHankaTtopsl JOTHXCHUST KOMITCTCHITHI

HOMepa BOIIPOCOB U 3aJ1a4

BOMPOCH! | 3a1auu 1Jist
BOIIPOCEHI
Kon Coneprxanne YCTHOTO | TpPOBEPKH
TECTOB
orpoca HaBBIKOB
[IK-07 CiocobHOCTh HAaCTpauBaTh, SKCILTYaTHPOBATh U COMIPOBOXKIATH HH()OPMAIIMOHHEIE CUCTEMBI U CEPBHCHI
35 [meromonoruto opranuzanmu J0KyMEHTO000pOTA 10-13 22-25
V5 |mpuMeHsTh NIpaBUia BEJEHUs JOKYMEHTAluU 43-52 26-30
H6 [paboTsl ¢ TexHUYECKOW TOKyMEHTaInei 11,12
[IK-12 Criocoben 3pPpeKTHBHO B3aNMOCHCTBOBATE C CYOBEKTaMHU ITPO(eCCHOHATFHBIX KOMMYHHUKAITHA
1-9, 14-30,
37 |mpaBuna odopmIIeHHS JOKYMEHTOB 3642 I-11
. 31-35, 53-
V7 |nopnep:xuBaTh KOMMYHUKALMOHHBIE B3aUMOJICHCTBUS 75 12-21
H9 |Benmenus nokyMeHTAINH 1-10




6. YueOHO-MeTOAMYECKOE 00ecIeueHne JUCIUILIHHBI
6.1. Pexomenayemasi iureparypa

Bubmmorpagudeckoe omucanue

Bun uznanus

BrixoBa T. A. JIokyMEeHTalIHOHHOE 00OECIIEUCHUE YIIPABICHUS (IETOMPON3BOACTBO) [3IEKTPOHHBINA pecypc]:
VYuebnoe mocobue / T. A. BrikoBa, T. B. Ky3nenosa, JI. B. Cankxuna - Mocksa: OOO "Hay4xo-

U usrarenercuii esrp MHOPA-M", 2024 - 304 c. [3H] [9BC 3nanmym] URL: Yuebroe
https://znanium.com/catalog/document?id=437674
KupcanoBa M. B. CoBpeMeHHOE AET0NPOU3BOACTBO [AJIEKTPOHHEIN pecypc]: YueoHoe mocodue / M. B.

2 |Kupcanosa - Mocksa: OOO "Hayuno-usparensckuii nentp MHOPA-M", 2020 - 312 c. [OU] [OBC VYuebHoe
3uannym]| URL: https://znanium.com/catalog/document?id=372474
Paznopoxusbiii A. A. JIokyMEeHTHpOBaHHUE YIIPaBICHUECKOH AEATEIBHOCTH [3JIEKTPOHHBIN pecypc]: YueOHoe

3 |mocobue / A. A. Pazmopoxnsiii - MockBa: OOO "Hayuno-uznatensckwmii ieaTp MHOPA-M", 2018 - 304 c. YaebHOE
[OU] [DBC 3nannym] URL: https://znanium.com/catalog/document?id=328873
Ymakosa O. A. JlokyMeHTOBeIeHHE [3IeKTPOHHBIN pecypc]: YueoHoe mocodue / O. A. YmrakoBa - Mocksa:

4 1000 "Hayuno-uznarensckuii nentp MHO®PA-M", 2017 - 64 c. [QU] [OBC 3nannym] URL: YyeOHoe
https://znanium.com/catalog/document?id=216012
JlokymeHTOBeIeHne [ DNEeKTPOHHBII pecype]: METOANYECKHe YKa3aH!sI 110 OCBOSHHIO AUCIUITIIMHBL U JUIs
CaMOCTOSITETTbHOM paboThl oOydarommxcs mo HarpasieHuio moaroToBku 09.03.03 "[puknagaas

5 nHpopmatrka" npodmib moaroToBku «MHGOpMaMOHHBIE CHCTEMBI H TEXHOJIOTUH B MeHemkMeHTe ATTK) / Merommeckoe
Boponexckuii rocynapcTBeHHBIH arpapHbliil yauBepcurert ; [cocT. C. H. Konosanosa] - Boponex:

Boponexckuii rocynapcTBeHHbIH arpapHblil yausepcuret, 2021 [I1T] URL:
http://catalog.vsau.ru/elib/metod/m164937.pdf
WudopmanimoHHbIE TEXHOJIOTUH B YIIPABICHUH M SKOHOMHUKE: )KypHaJ JUIsl IyOIMKauy HayqyHO-

6 |rccaenoBarenbekux pabor / Vapenutens : YXTUHCKHIA FOCY 1apCTBCHHBIN TEXHUYCCKUN YHUBECPCUTET - Tepuomueckoe
VYxra Pecrryonuka Komu: YXTHHCKII rOCyIapCTBEHHBIN TeXHIYeckuii yHuBepeuTet, 2020 [OU] URL:
https://www.elibrary.ru/contents.asp?titleid=56922

6.2. Pecypcnl cetu UHTEepHeT
6.2.1. DiieKTpOHHBbIE OUOJIHOTEYHbIE CHCTEMbI

Ne Hazpanue

1 |Jlanp

2 |ZNANIUM.COM

3 [IOPAUT

4 |TPRbooks

5 |E-library

6 |DnekTponHas oubanoreka BI'AY




6.2.2. Ilpodeccnonanbubie 0a3bl JAHHBIX M HHPOPMAIMOHHBIE CHCTEMBI

Ne Hazsanue

Pasmenienne

1 |CnpaBounas npaBoBas cucrema ['apanar

http://www.consultant.ru/

2 |CnpaBounas npasoBas cucrema Koncynsrant Ilntoc

http://ivo.garant.ru

6.2.3. CaiiTbl 1 HH(POPMAIMOHHBIE TOPTAJIbI

Ne HasBanue

Pazmernienne

®enepanbHbIil 00pa3oBaTeNbHBIN MOpTal «9KOHOMHKA, Colnomorus,
MenemkMenT

—_

http://ecsocman.hse.ru/

%

CripaBOYHUK ceKpeTaps U ouc-MeHemKepa

https://www.sekretariat.ru/

w

Bce o nenonpousBoacTse

http://delo-ved.ru/




7. MaTepuajibHO-TeXHHYECKOE M IPOrPaMMHOe ofecneyeHne JUCIUITUHBI

7.1. Ilomeenus il BeleHUs 00Pa30BaTeIbLHOIO NMpouecca u 000pyA0BaHUe

HanmenoBaHne moMemeHMH [UIi TPOBENSHUS BCEX BUJIOB
yueOHOIl AeATEeNbHOCTH, MPEAYCMOTPEHHOW Y4YeOHBIM IUIAHOM,
B TOM 4YHUCJIE MOMEUICHHs IJIsi CaMOCTOSITENbHOH paboThI, C

Anpec (MeCTOTONIOKEHHE) TTOMETIEeHU I JUTSt
MMPOBEACHUSA BCEX BUIOB yqe6H0171 JACATCIIBHOCTH,
MPEIyCMOTPEHHON y4eOHBIM IUTaHOM (B Clydae

Ne . N
yKa3aHWeM IIepedHss OCHOBHOIO O0OpyZOBaHUS, y4eOHO-|peann3anuy 0Opa3oBaTENbHOW NPOrpaMMbl B CETEBOH
HATJSIIHBIX ~ MOCOOMH W HCHONB3YeMOro  IpOrpaMMHOrO|(opMme [OMOTHHUTENFHO YKa3bIBaeTCS HAWMCHOBAHHE
obecriedeHus OpraHU3aIlH, C KOTOPOH 3aKII0YeH JOTOBOP)

VYueOHast ayAnTOpUS ISl IPOBE/ICHNST YUEOHBIX 3aHATHH:
KomrutexT y4eOHON MebenH, 1eMOHCTPAllHOHHOE
o0opyznoBaHue U YIeOHO-HATIISIHBIE TIOCOOMS: CHCTEMa
BHJICOCBSI3M, KOMITBIOTEPHAS TEXHHUKA C BO3MOKHOCTHIO .
h " Poccwuiickas @enepanns, BopoHexckas obiacTs,
IIOAKIIFOYCHHUA K CETH HHTepHeT u o0ecIieueHneM J0CTyIIa B o
1 ropoACKoi okpyr ropox Boponex, ropon Boponex,
AIIEKTPOHHYIO NH(POPMALMOHHO-00pa30BaTEIbHYIO CpeNy,
. yinuna Mudypuna, oM 1, a.273
UCIIONIB3yeMoe Ipo-rpaMMHoe obecrieuenne MS Windows,
Office MS Windows, DrWeb ES, 7-Zip, MediaPlayer Classic,
SAunexc Bpaysep/ Mozilla Firefox / Internet Explorer, ALT
Linux, LibreOffice, mpe-3eHTaiimonHoe 000pyaoBaHue
YueOHast ayTuTOpHs 7Sl IPOBEACHUS YUSOHBIX 3aHATHI: Poccuiickas ®@enepanusi, Boponexckas 061acTh,
2 |xoMmrutekT yueOHOIM MebenH, IEeMOHCTPAlMOHHOE 000pYIOBaHUE [ropockol okpyr ropox Boponex, ropoa Boporex,
1 y4eOHO-HATTISAHBIC TOCOOUS: ynuua Mugypusa, jom 1, a.237
[TomereHue i1t caMOCTOSITENbHON pabOThI: KOMIUIEKT y4eOHON
Me0enn, JEMOHCTPAIIMOHHOE 000pYIOBAHNE M YUEOHO- .
’ P Py ya Poccwuiickas denepanns, BopoHexckast 0061acTh,
HaTJSIIHBIC TIOCOOWSI, KOMITBIOTEPHAS! TEXHUKA C BO3MOXKHOCTBIO .
3 TOpOJICKOM OKpYT ropox Boponex, ropox Boponex,

noA-KiIto4YeHns K cetu "MHTepHeT" 1 oOecieueHreM 10CTyTa B
3JIEKTPOHHYIO HH()OPMAIIMOHHO-00Pa30BaTEeIbHYIO Cpeayp /
Mozilla Firefox / Internet Explorer, AST Test

yrmmna MugypuHa, oM 1, a.122a (¢ 16 1o 18 4.)




7.2. IIporpammHoe obecrieyeHue

7.2.1. IlporpaMmMHoOe o0ecnieyeHue 001ero Ha3HAYEHUSA

No HasBanue Pasmenienue
1 |Onepanmonnsie cucrembl MS Windows /Linux /Peg OC TIK B noxansHol cetn B['AY
2 [[Taketsl opucHbIX npriokeHnii MS Office / OpenOffice/LibreOffice IIK B nokanbHoill cetu BIAY
3 [IIporpammel ais npocMoTpa daiioB Adobe Reader / DjVu Reader IIK B nokanbHoil cetu BIAY
4 |Bbpaysepsr SAunekc bpaysep / Mozilla Firefox / Microsoft Edge IIK B nokanbHoil cetu BIAY
5 |ArtuBupycHas nporpamma Drweb ES I1K B sokanpHOM cetn BITAY
6 |[Iporpamma-apxuBaTop 7-Zip I1K B moxanbHo# cetn BIAY
7 [Mynetumenua npourpeiatens MediaPlayer Classic IIK B nokanbHoil cetn BTAY
8 |ITnatdopma onnaiin-obyuenus eLearning server I1K B nokanbsHol cetu BIAY
9 [Cucrema xomnbrotepHoro tectupoBanusi AST Test IIK B sokanbHoOll cetn BITAY

7.2.2. Cienuajau3upoBaHHOE MPOrPaMMHOe obecneyeHue

He Tpebyercst




8. MexxaucunInHaApHbIe CBSI3H

BzauMocBsi3aHHbBIE IUCIIUTINHEL

Kadenpa, Ha KOTOpOII IpenonaeTcs

IToanuce 3aBenyromero

Kox Haspanue JUCHHTUIAHA xadenpoit

. - )
51.0.07 Pycckuit s3bIK U KynbTypa peuu Pycckoro u HHOCTpaHHBIX SI3bIKOB %V Y, /
b1.0.22 MeHenKMeHT Ympasnenus u mapkerunra B AITK / j ///’
B1.B.11 CHCTeMBI 3JIEKTPOHHOTO HNHudopManinoHHOTrO 00ecTIeYeHUs | /,/ A P

JIOKYMEHT0000poTa

MOIACIUPOBaHNA arPOIKOHOMUYCCKUX CUCTEM




IIpunaoxenne 1

JIMCT mepuoanvecKux MpPoBepoK padoyeil mporpaMMbl 1 HHGOPMALKSi 0 BHECEHHBIX U3MEeHEeHHUAX

JlomKHOCTHOE JIUIIO,
MIPOBO/IMBILIEE TIPOBEPKY
®.1.0., 10IDKHOCTH

Jlara

[TorpebHOCTH
B KOPPEKTUPOBKE YKa3aHHEM
COOTBETCTBYIOLIHMX pa3JesioB paboueit
HPOrPaMMEI

I/IH(I)OpMaHI/IH O BHCCCHHBIX U3MCHCHUAX
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