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1. O0masi xapakTepucTUKA AUCHUTLITHHBI

1.1. leab AMCHUILIUHBI:

(dbopMupoBaHUE 3HAHMIA, YMEHUI 1 HABBIKOB JICJIOMPOU3BOJICTBA, B TOM YHCIIE O0yUCHHE IpUeMaM JTOKyMEHTHPOBaHUS
YIPaBICHUECKON JCATEIIBHOCTH, CUCTEMHOMY MOAXOAY K paboTe ¢ JOKYMEHTaMHU, KOTOPbIe HEOOXOMMBI
YIPaBICHUYECKOMY TIEPCOHATY JJIs1 BHITIOJHEHHUS BO3JIOKEHHBIX (DYHKIIUN M OCYIIECTBICHHUS MTpoIlecca yIpaBICHUS

1.2. 3a1a4yu AUCHUILIMHbI:

M3Y4YEHHUE CYIIHOCTH U OCHOB HOPMAaTUBHO-METOINYECKON 0a3bl IEIONPON3BOICTRA;

M3Y4YEHHE CHCTEMbl OPTraHU3alMOHHO - PACTIOPSAUTENBHBIX JOKYMEHTOB U OBIIaJICHUE PUEMaM JJOKyMEHTHPOBAHUS
YIIPaBICHYECKOU NESITEIHHOCTH;

OBJIQJICHUE COBPEMEHHBIMH CITOCOOAMH M TEXHHOJIOTHUSIMHU CO3aHMsI TOKYMEHTOB;

(dbopMupOBaHUE 3HAHMIA, YMEHUI U HABBIKOB BEJCHHUS JCIIOBON TICPEITUCKHY;

(hopMHUpOBaHUE 3HAHWN, YMCHHMI W HAaBBIKOB BEJICHUS KaJPOBOTO JICIONPOU3BOICTRA;

(dbopMupOBaHUE 3HAHHIA, YMEHUI U HABBIKOB BEJCHUS JOKYMEHTOB, 0(DOPMIISIONTNX TPEANPUHIMATEIHCKYTO
M3Y4YEHHUE MOPSIKA ABUKEHHS JIOKYMEHTOB B OPraHU3allu, UX PETUCTPALMU U KOHTPOJIU UCTIOTHEHUS;
(hopMHupoBaHUe 3HAHWI, YMEHHIA U HABBIKOB CUCTEMATH3aIMN JOKYMEHTOB U X XpaHEHUS;

(dbopMupoBaHuE 3HAHHI, YMEHUI U HABBIKOB OPTaHU3ANNHN PadOThI ¢ KOHPHUICHIIMATFHBIMU TOKYMEHTAMHU.

1.3. [IpeaMeT AUCUMIJIMHBI:
CTaHJapThl, MpaBujia, TPEOOBAHUS COCTABIIEHUS JOKYMEHTOB, OTPAXKAIOIIUX YIPABJICHYECKYIO JEATENHHOCTD, 4 TAKKE
TEXHOJIOTHS PabOTHI C TOKYMEHTaMH.

1.4. MecTo B 00pa3oBaTeibHOM porpamMmme:
4acTh, popMupyemas ydacCTHUKaMy 00pa30BaTebHBIX OTHOIICHUIA
DJICKTUBHBIC TUCITUITIINHBI

1.5. B3aumMocBA3b ¢ APYrUMHU JUCHUILUIUHAMU:
b1.0.07 Pycckuii 13bIK U KyJIbTYypa peuu

b1.0.22 MenemxmeHT
Bb1.B.11 CucremMsbl 3J€KTPOHHOTO JJOKYMEHTO000pOTa

1.6. OcobenHoCTH peanu3auuy AUCHUILIMHBI /I8 HHBAJIHUIOB U JIUI ¢ OTPAHMYEHHBIMU BO3MOKHOCTAMH
Ocobennoctu peaimu3anyu JUCHUIIIMHBI JJI UHBAJIUA0B U JIMI C OTPaHUYCHHBIMU BO3MOXHOCTSAMU 3/I0POBb
OIPEIETSIOTCS B MHAUBUIYaTbHOM MOPSIIKE UCXOIs U3 crielinuKy 3a00ieBaHus U TpeOOBaHM, yKka3aHHBIX B OCHOBHOI
00pa3oBaTeNbHON IpOrpamMmMe



2. [lnanupyemMble pe3yJibTaThl H3YUeHHS AUCHUTLIMHBI

Kommerennns WuaukaTop TOCTHKEHNUS KOMIECTSHIINA
Kox Conepxanue Kox Conepxanne
CriocoOHOCTh HACTPaNBaTh, 36 OCHOBBI JIETIONPOM3BO/ICTBA
[IK-07 [skcrumyaTupoBaTh ¥ COMPOBOKAATH Y6 HCIOJIb30BaTh MpaBuJiia JAEJIOMNPOU3BOJICTBA
WHGOPMAIMOHHBIC CHCTEMBI M CEPBUCHI H7 paboTHI ¢ JOKyMEHTAMHU
38 OCHOBBI OpPTaHH3aIIUH JICTOIPONU3BOICTBA
CriocobeH 3 hekTHBHO D D —
. v8 OCYIIECTBIISTh KOMMYHHKAIIHOHHBIE B3aNMOCHCTBHUS
[IK-12 [B3ammozelicTBOBaTH C CyOBEKTAMH —
o obecrieyeHus B3aMMOJACHCTBUS ¢ CyObeKTaMH NPodhecCHOHATBHBIX
po(heCcCHOHATEHBIX KOMMYHHUKAITHHA H10
KOMMYHUKaIlUN




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. Coaep:kaHue JUCIHUILIMHBI
4.1. Copeprxanue JMCOMILIMHBI B pa3pese pa3faeoB U NOAPa3ae/ioB
Pazpen 1.
Teoperndeckre 1 METOTUYECKAE OCHOBHI JIEIOTPOU3BOJICTBA
[onpasnmen 1.1.
CymHOoCTs M1 HOpMaTHBHO-METOINYeCKast 0a3a JAeJoMpON3BOICTBA
TTonsarue "Ienonpou3BoJCTBO" U CUCTEMBI JIEIONPOU3BOACTBA. [IOHATHE TOKYMEHTA U €r0 BUJBI.
OcHOBHBIE CTaHIAPTHI M IPaBUIIa CO3aHus T0KyMeHToB. Dopmyisip-o0pasen 1okymeHTa. biank
JIOKYMEHTA.
Cranmapruszanys u yHuukanus qokymentanuu. O0mme TpeOoBaHUS K TOKyMEeHTaM. PexkBH3UTHI
JOKYMEHTA.
[ompazmen 1.2.
Cucrema OpraHU3alMOHHO - PaCIIOPSAUTENBHBIX JOKYMEHTOB
[paBuna ohopmiieHHsT OpraHU3alMOHHBIX JOKYMEHTOB: yCTaB, LITATHOE paclHCaHKe, MpaBHiIa
BHYTPEHHETO TPYJOBOTO PACIIOPSAIKA, TIOI0KEHHE O CTPYKTYPHOM TTOPa3IEIeHUN TPEATPUSITHS,
JIOJDKHOCTHAsI MHCTPYKIMs paboTHUKa. [IpaBuna odopMIitleHUS pacHOpsSIIUTENEHBIX JOKYMEHTOB:
MIOCTaHOBJICHHE, PEIIeHUE, aaCTIOPsDKEHUE, YKa3aHUe, MTPUKA3bl [0 OCHOBHON JAEATEIIbHOCTH.
Cucrema nH()OPMAITMOHHO-CIPABOYHBIX JIOKYMEHTOB M OCHOBHEIE ITPaBHIIa UX OPOPMIICHHS:
IIPOTOKOJI, aKT, CAYKEOHBIE 3aITUCKHU: JOKJIaaHas U OObACHUTENbHAS, CIIPaBKU.
[onpasnmen 1.3.
CoBpeMeHHBIE CITOCOOBI ¥ TEXHOJIOTUU CO3JIaHMsI TOKYMEHTOB
Oco0eHHOCTH JIEIIOBOTO OOIIEHUS U TpeOOBaHMUS K yIpaBiieHdeckoi napopmaruu. OpurimaisHo-
JenoBoi cTuiIb. TpeOoBaHUS K TEKCTaM JTOKYMEHTOB. [IpaBuiia, mprueMbl 1 METOIBI OATOTOBKU
TCKCTOB JOKYMCHTOB.
Paznen 2.
JIOKyMEHTUPOBaHNE OCHOBHBIX IPOLIECCOB B YIIPABICHUHU OpraHu3aueit
ITonpaznen 2.1.
[IpaBuna BeaeHuUs 1€10BOM MEPENUCKA
JloKyMeHTHPOBaHHE MPOLIECCa BHEITHUX KOMMYHUKAIIMI OPraHU3AIMK U COCTABICHHUE CIYXEOHBIX
(menoBeix) mucem. Dopmymsip MUChMA: PEKBU3HUTHI: CTPYKTYypa, MPaBUIIa IOCTPOCHUS TEKCTA,
cTaHnapTHeie (hpa3sl U BeipakeHusi. OCHOBHBIE BUJIBI CITYKEOHBIX TiceM. [IpaBuina opopmieHus
JIEJIOBBIX MHCEM K 3apyOeKHBIM IIapTHEPAM.
[onpaznmen 2.2.
KampoBoe nerxonpon3BoicTBo
JlokyMeHTHpOBaHHE MTPOIECCOB ABIKEHUS KaJApOB. BUIBI JOKYMEHTOB 110 TMYHOMY COCTaBY U
IpaBuia UX cocrasiieHus. [Iprkassl 10 TMYHOMY cOCTaBy. TpyAOBOH HOrOBOp: CTPYKTYpA,
colepykaHue U TOPSIOK 3aKIIIOUeHUs. Benenue TpymoBoii KHIDKKH padoTamka. CocTaBiieHne
JUYHBIX JTOKYMEHTOB: 3asBIICHUS, aBTOOMOrpaduu, pe3roMe 0 TPYIOBOH JAEATEIBHOCTH,

JIOBEPEHHOCTH, pacnucku. OpopmiieHre, BeIeHHE U XpaHeHHe JTUYHBIX .
ITonpaznen 2.3.
Benenue n1okyMeHTOB, 0QOpMIIIOMINX MPEANPHHUMATEIBCKYIO IS TEIbHOCTD.
[paBuna oopmiieHHsT JOKYMEHTOB B IIPOLIECCE OCYIIECTBICHUS TIPEAIPHHUMATEIHCKON
nesTenbHOCTH. IIoHsTHE TOroBOpa U €ro BUIbL.
Odopmiienue JOKyMEHTOB, MOATBEPKAAIOLINX KauecTBO NPOAyKUUH. [1oHATHE TpeTeH3NOHHBIX
JIOKYMEHTOB M IIPaBUJIa UX COCTaBJICHHS.
Pazpnen 3.
TexHosorust BeACHUS NEIOMPOU3BOACTBA
[ompaznmen 3.1.

[Nopsinok ABMKEHMSI JOKYMEHTOB B OPTaHU3aLUH, UX PETHCTPALMSI U KOHTPOJIb HCIONMHEHHS
[onsTHE TOKYMEHTOOOOPOTA U €70 OCHOBHBIE ATaIlbl. PanimoHanbpHas opranu3anus 10-
KyMEHTO000pOTa Ha NPEANPUATHH. DKCIEIUIMOHHAs 00paboTKa JOKYMEHTOB, IIOCTYIAIOLINX B
opranusauuto. [IpenBaputenbHoe pacCCMOTPEHNE TOKYMEHTOB B CIY)X0€ JOKyMEHTAIIHOHHOTO
oOecrieueHus. JIBrkeHNe TOKYMEHTOB BHYTpH oprann3annu. OO0paboTKa NCIIOTHEHHBIX U
OTHpaBIAEMBbIX JOKyMeHTOB. Ilopsaok, npaBuiia, popMbl perucTpannu 1 HHAEKCAUMH JOKYMEHTOB.
KoHTpons 32 HCIIOTHEHHEM TOKYMEHTOB: ATAIbl U CPOKH.

[onpasnmen 3.2.
Cucremarunzanysi JOKYMEHTOB U UX XpaHEHHE.



O6mue TpeboBaHMA K CHCTEMATH3ALMU TOKYMEHTOB U (hopMupoBanuio fein. [lpaBuia onpenenenus
LIEHHOCTH JOKYMEHTOB M JJOKyMEHTHOH MH(OPMAIMK U YCTAHOBJICHUS] CPOKOB XpaHEHUS JIEll.
XpaHeHHEe TOKYMEHTOB B OIIEPaTUBHOM EATENBHOCTH U (opMupoBanue neil. HomeHknatypa aed.
I'pynnupoBka B aena OTACIBbHBIX KaTErOopyuidi JOKYMEHTOB. [IpaBuiia cocTaBiieHus 3arojlOBKOB A€ U
othopmIteHHS OOJIOKKH Jena.
[Moustue apxupa u Buasl apxudos B Poccuiickoit deneparuu. [Ipapuia ohopmiieHus aen
JUITMTENIBHBIX CPOKOB XPaHEHMSL.
Ionpasnen 3.3.

Opranuzanus paboTs! ¢ KOH(PUIEHIHATBHBIMI JOKYMEHTAMHU.
CoctaB 1 HampaBJIeHNA 3alIUTHl TOKyMEHTHON HHpopMannu. CucteMa 3amuThl HH(pOpMaIuu u
KOH(UICHINATBHBIX JOKYMEHTOB. TeXHOMOrHA 3alUThl JOKYMEHTHON HH(OpMAaLuy. 3alUIeHHbIH
JnokyMeHToo0opoT. [lopsnok paboTsl mepcoHana ¢ KOHOUACHIMATbHBIMHA JOKYMEHTAMH.



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

Konrtakthas pabora
Paznensl, moxpasnesns! AUCHUIIIMHBL CP

JICKIUM 113

TeOpeTH'—leCKﬂe H METOAUIECCKHE OCHOBBI 1€JIONIPOU3BOACTBA

CyIIHOCTh ¥ HOPMAaTHBHO-METOINYecKas 6a3a NeIonpon3BOICTBA 1,0 1,8 5,2
CucreMa OpraHu3aliOHHO - PACIOPAAUTENBHBIX JOKYMEHTOB 1,0 1,8 7,2
CoBpeMeHHBIEC CIIOCOOBI M TEXHOJIOTHU CO3JIaHMsI JOKYMEHTOB 1,0 1,8 7,2

JIoOKyMeHTHPOBaHHe OCHOBHBIX NPOLIECCOB B YNPABJIEHUH OpraHu3anuei

[IpaBuna BeneHus A€I0BOM NEPENUCKU 1,0 1,8 7,2
KanpoBoe nenonpon3BoacTso 2,0 3,6 14,4
Benenne nokyMeHTOB, 0(pOPMIISFONINX HPEAPHHAMATEIBCKYIO AEITEIEHOCTD. 1,0 1,8 7,2

TexHosorusi BeeHus! AeJIO0IMPOU3BO/ICTBA

[lopsinok IBUKEHUS JOKYMEHTOB B OPTaHU3ALMH, UX PETUCTPALMsI U KOHTPOJIb UCIIOIHEHUS 1,0 1,8 7,2

CucremaTn3zanus JOKYMEHTOB U UX XpaHEHUE. 1,0 1,8 7,2

Opranuzanus paboTsl ¢ KOH(QHUIEHINAIEHBIMH JOKYMEHTAMHU. 1,0 1,8 8,4




4.2. PacnpeaejieHHe KOHTAKTHON M CAMOCTOSITE/IbHOI padoThI MO
3aounasi popma 00yueHust

nojapasaenam

KonrakrtHas pabora
Paznensl, moxpasnesns! AUCHUIIIMHBI CP
JICKIUU 113
TeopeTnyeckne U MeToAHYECKHE OCHOBBI 1€JIONPOU3BOJICTBA
CyIIHOCTh ¥ HOPMAaTHBHO-METOINYecKas 6a3a NeIonpon3BOICTBA 0,6 0,6 6,4
CucreMa OpraHu3alOHHO - PACIOPAUTENBHBIX JOKYMEHTOB 0,6 0,6 8,8
CoBpeMEHHBIE CIIOCOOBI M TEXHOJIOTUHU CO3JaHUs JOKYMEHTOB 0,6 0,6 8,8
JIoKyMeHTHPOBaHHe OCHOBHBIX NPOLIECCOB B YNPABJIEHUH OpraHu3anuei
[IpaBuna BeneHus A€I0BOM NEpENUCKU 0,6 0,6 8,8
KanpoBoe nenonpon3Boactso 1,2 1,2 17,7
Benenne nokyMeHTOB, 0(pOPMIISFONINX HPEAPHHAMATEIBCKYIO ACATEIEHOCTD. 0,6 0,6 8,8
TexHoJI0oTUsl BeJeHUs /1eJI0NPOU3BOJACTBA
[lopsinok IBUKEHUS JOKYMEHTOB B OPTaHU3ALMH, UX PETUCTPALMsI U KOHTPOJIb UCIIOIHEHUS 0,6 0,6 8.8
CucremaTu3zanusi JOKYMEHTOB U UX XpaHEHUE. 0,6 0,6 8,8
Opranuzanus paboTsl ¢ KOH(QHUIEHINAIBHBIMH JOKYMEHTAMHU. 0,6 0,6 10,3




4.3. IlepeyeHb TeM U Y4eOHO-METOAUYECKOT0 00ecneYeHHs I CAMOCTOSATeIbHOM PadoThbl 00y4aromuxcs

O0bem yacos CP
Paznensl, moapasesnsl JUCHUTUTHHBL VY4eOHo-MeTonHUecKOe obecreueHne

OYHasA 3a049Has

TeopeTuyecKue U1 METOIHYECKHE OCHOBBI [I€JI0NPOU3BOICTBA

brikoBa T. A. JlokyMeHTannoHHOE 00ecredeH e YIpaBiIeHHs (JeI0npPOH3BOICTBO)

CyIIHOCTh ¥ HOPMATHBHO-METOANIECKAS |[311eKTpoHHbIH pecypc]: YueGnoe nmocobue / T. A. Brikosa, T. B. Kysuenosa, JI. B. Cankuna -
0a3a JIeonpoON3BOICTBA Mocksa: OOO "Hayuno-uznatensckuii neHtp MHOPA-M", 2024 - 304 c. [OU] [OBC 3nanuym]
URL: https://znanium.com/catalog/document?id=437674

52 6,4

beikoBa T. A. JIokyMEHTaIIMOHHOE 00ECTICUCHHE YIIPaBJICHHS (IEJIOMPOU3BOJICTBO)

Cucrema opraHU3aIOHHO - [pnexTponHsIii pecypc]: YueOHoe mocobue / T. A. Brikosa, T. B. Ky3uenosa, JI. B. Cankuna -
PaCIIOPSTUTENBHBIX JJOKYMEHTOB Mocksa: OOO "Hayuno-uznatensckuii neHtp MHOPA-M", 2024 - 304 c. [OU] [OBC 3Hanuym]
URL: https://znanium.com/catalog/document?id=437674

7,2 8,8

BrikoBa T. A. JlokyMeHTannoHHOE 00ECTICUEHIE YIPaBICHUS (IETOMPOU3BOICTBO)
[@nexTponnsIit pecypc]: Yuednoe mocobue / T. A. brikosa, T. B. Ky3uenosa, JI. B. Canxuna -
Mocksa: OOO "Hayuno-usnatensckuii nenrp MIHOPA-M", 2024 - 304 c. [OU] [OBC 3Hanuym]
CoBpemeHHbIE cIOCOOBI B TexHoJorud  |URL: https://znanium.com/catalog/document?id=437674 HHdopManuoHHbIe
CO3/IaHMs TOKYMEHTOB TEXHOJIOTHUH B YIIPABJICHUH ¥ SKOHOMHKE: XKYPHAI JUTS ITyOJIHKALUH HayYHO-HCCISOBATEILCKIX
pabot / Yupenurens : YXTHHCKHIA TOCYIapCTBEHHbIH TEXHUUECKUH YHUBEPCUTET - YXTa
Pecnyonuka Komu: YXTUHCKUMI rocynapCcTBEHHBIN TeXHHUECKHi yHIUBepcuTeT, 2020 [OU] URL:
https://www.elibrary.ru/contents.asp?titleid=56922

7,2 8,8

JlOKyMeHTHPOBaHHE OCHOBHBIX IIPOLIECCOB B YIIPABJICHUH OpPraHU3aluei

Brikopa T. A. JIokyMeHTannoHHOE 00ECTICUEHIE YIPABICHUS (IEIOMPOU3BOICTBO)
[anexTpoHHEI pecype]: YuebHoe mocodue / T. A. beikoBa, T. B. Ky3nerosa, JI. B. CankuHa -
Mocksa: OOO "Hayuno-usnatensckuii nentp MHOPA-M", 2024 - 304 c. [OU] [OBC 3nanuym]
URL: https://znanium.com/catalog/document?id=437674

[IpaBuna BeneHus 1€I0BOM NEPENUCKU 7,2 8,8

Kupcanosa M. B. CoBpeMeHHOE IeT0NpPOU3BOACTBO [3IEKTPOHHBIHN pecypc]: YuebHoe mocobue /
KanpoBoe nenonponsBoactso M. B. Kupcanosa - Mocksa: OO0 "Hayuno-usnarensckuii nearp MHOPA-M", 2020 - 312 c. 14,4 17,7
[BU] [OBC 3nanmym] URL: https://znanium.com/catalog/document?id=372474

Pasnopoxuslii A. A. JIokyMEeHTUpOBaHUE YIIPABICHYECKOH NESTENBHOCTH [IEKTPOHHBIN
Benenue nokyMeHTOB, 0QOPMIIIOIIMX  |pecypc]: YuebHoe nocobue / A. A. Paznopoxmbiii - Mocksa: 00O "Hayuno-u3narensckuii

7,2 8,8
MPEAIPUHIMATEIBCKYIO IEATSIBHOCTh.  |uenTp MHOPA-M", 2018 - 304 c. [DU] [OBC 3nannym] URL: ? ’
https://znanium.com/catalog/document?id=328873
TexHos10rUsI BeieHUs AeJI0NPOU3BOACTBA
IMops ok nBHKEHUs JOKYMEHTOB B Kupcanosa M. B. CoBpeMeHHOE 1e/I0NPOU3BOACTBO [3IEKTPOHHBIN pecypc]: YuedHoe mocobue /
Opra"u3aluy, UX perucrpanus u M. B. Kupcanosa - Mocksa: OOO "Hayuno-usnatensckuii nentp MHOPA-M", 2020 - 312 c. 7,2 8,8
KOHTPOJIb MCIIONTHEHHS [OU] [9BC 3nannym] URL: https://znanium.com/catalog/document?id=372474

Kupcanosa M. B. CoBpeMeHHOE IeT0NpOr3BOACTBO [3IEKTPOHHBIH pecypc]: YueOHoe mocobue /
M. B. Kupcanosa - Mocksa: OOO "Hayuno-u3narensckuii nentp MHOPA-M", 2020 - 312 c. 7,2 8,8
[BU] [OBC 3uanuym] URL: https://znanium.com/catalog/document?id=372474

CucrtemaTtu3anys JOKYMEHTOB U UX
XpaHeHue.

Kupcanosa M. B. CoBpemMeHHOE 1e/I0NpOn3BOJICTBO [IEKTPOHHBIHN pecypc]: YuedHoe mocobue /
M. B. Kupcanosa - Mocka: OOO "Hayuno-uzaarensckuii nenrp MTHOPA-M", 2020 - 312 c. 8,4 10,3
[BU] [OBC 3uanmym] URL: https://znanium.com/catalog/document?id=372474

Opranuzanus paboTsl ¢
KOH(HMICHINATBHBIMHI JOKYMEHTaMU

Hroro 71,0 87,0




S. ®oH/ OLIEHOYHBIX CPEeICTB
5.1. OTansl popMUPOBaHUS KOMIIETECHIIUIH

Komnerennuu u N1

Pazgensl, moxpaszaesnsl TUCHUTIIHHBL

MK-07 | TK-12
TeopeTnyeckue 1 MeToIUYECKHE OCHOBBI J1€JI0NPOU3BOICTBA
CyIIHOCTh H HOPMAaTHBHO-METOIMYECKas 0a3a AeTOnpOn3BOACTBA 36, Y6, H7 38, ¥8, H10
CucreMa OpraHU3aIoOHHO - PACIIOPATUTENLHBIX JOKYMEHTOB 36, V6, H7 38, V8, HI10
CoBpeMeHHBIE CTIOCOOBI M TEXHOJIOTHU CO3JaHHS JOKYMEHTOB 36, Y6, H7 38, V8, H10
JlokyMeHTHpOBaHHE OCHOBHBIX MPOIECCOB B YIIPABJIEHUH OpraHu3amueii
[IpaBuia BeZicHUS AETOBOM MEPETIACKA 36, Y6, H7 38, V8§, H10
KanpoBoe nenonpon3Boactso 36, V6, H7 38, Y8, HI10
Benenune mokyMeHTOB, 0OPMIISIOIINX MPEATPUHAMATENBCKYIO IeSTETbHOCTb. 36, Y6, H7 38, ¥8, H10
TexHOJI0TUsI BeIeHUsI 1eJ10TIPOU3BO/ICTBA
[Topsimok nBM>KEHUS JOKYMEHTOB B OPTaHU3AINH, UX PETHCTPAIS U KOHTPOJIb UCTIOJTHEHUS 36, Y6, H7 38, V8, H10
CucreMaTtuzanus JOKYMEHTOB U UX XpaHEHUE. 36, Y6, H7 38, V8, H10
Opranuzanys padoThl ¢ KOHGHUACHIIMATHLHBIMHU TOKYMCHTAMH. 36, Y6, H7 38, V8, H10




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 1J1sl OLIEHKH JOCTHKEHUSI KOMIIeTeH Uil
5.3.1. Bonpochbl k dK3aMeHy
He npenycMmotpeno

5.3.2. 3aganus Kk IK3aMeHy
He npenycmotpeno

5.3.3. Bonipochl K 3a4eTy ¢ OlleHKOM
He npeaxycmoTpeHo

5.3.4. Bonipochkl K 3a4eTy

Ne Copepxxanue Kowne- ua
TEHIUS
1 |Yro Takoe AeI0NpOM3BOACTBO M KAK OHO MOYKET OBbITh OPraHM30BAHO HA MPEIIPHUATHN? TIK-12 37
2 |Yro Takoe TOKYMEHT U KaKOBa €r0 PoJb B yIIPABICHUECKON AeSTeITbHOCTH? I1K-12 37
3 |Yro Takoe yHH(HUKANNS M CTAHAAPTHU3AINS YIPABICHICCKUX IOKYMEHTOB? MK-12 37
4 |YTo Takoe JOKYMEHT M KaKOBa €ro Pojib B YIPABICHYECKON AESITEILHOCTH? TIK-12 37
5 |Kakue BHIbI JOKYMEHTOB CYIIECTBYIOT? I1K-12 37
6 |Yro Takoe Gi1aHK JOKYMEHTA U B YEM COCTOUT €ro 3HaueHue Mpu o(OpMIIEHHH JOKYMEHTOB? I1K-12 37
7 |Yro Takoe Gpopmyisip-odpazen qoKymeHTa? [1K-12 37
8 [Kaxk odhopmisercs YcraB npeanpusitrs? TIK-12 37
9 |Kak odopmisercs [onoxenne u MHCTpyKIus? TK-12 37
10 |KakoBbl 0cO6€HHOCTH OGOPMIICHHS IITATHOTO PACTIHICAHMSI? T1K-12 37
11 |Kakum o6pazom ohopmIsieTcst IprKa3s o OCHOBHOH JeTeIbHOCTH? I1K-12 37
12 KakoBbl 001mue npasuiia opopMIICHHS pacTIOPSIIUTENbHBIX JOKYMEHTOB: TIOCTAHOBIICHUS, PEIICHHS, K-12 37
pacIopsDKeHUs M IpuKasza?

13 |Yrto Takoe mpOoTOKOJI 1 JJIs 4ero OH odopmirsieTcs? TTK-12 Y7
14 |Kakum o6pazom ohOpMIISIFOTCS JOKJIAIHbIE 3aIUCKU? [1K-12 v7
15 [YTo coboit mpencrapisier TPy 10BO JOTOBOP U KaKKUE CBEJICHHS OH COJICPIKUT? T1IK-12 37
16 |B 4yem ocoberHOCTH 0(hOpPMIIEHHS NPUKA30B 110 JHYHOMY COCTaBY? I1K-12 37
17 [Kakue cBeneHHs 3aHOCSATCS B TPYIOBYIO KHIDKKY M KaK O(OPMIISFOTCS 3aITUCH B HEi? TIK-12 37
18 [Kaknm 0O6pa3oM BHOCSATCS] H3MEHEHHS B 3aIIHCH B TPYIOBOI KHIDKKE? I1K-12 37
19 |Kakoii nopsiiox GpopMUpOBaHus ¥ BEICHHS JINYHOTO jesa? I1K-12 37
20 |YTo coboit mpeacTapisier ciyx)e0HOE MHUChMO? IK-12 Y7
21 [Buns! u nmpaBuiia oopMIIEHHS TOTOBOPA. I1K-12 v7
22 |KakoBsl npaBmia ohopMIICHHS CITY>KEOHBIX IHceM? TIK-12 y7
23 [Kak mpoBomsT 00pabOTKy MOCTYIHBIIUX JOKYMEHTOB? [1K-07 35
24 |Kaxkue 3Tamnbl BXOAST B MPOIIECC KOHTPOJISI HCTIOTHEHHSI TOKYMEHTOB? I1K-07 35
25 [YTo Takoe perucrpanus JOKyMEHTOB M KaKOBa €€ POJIb B JICIONPOU3BOJICTBE? [1K-07 35
26 |Kakue cyniecTBYIOT THIIBI PErMCTPAIOHHBIX YUETHBIX (hopM? I1K-07 35
27 |Kak nokymeHT Oepercsi Ha KOHTPOJIb M B KaKOH MOMEHT OH MOXET OBITh CHST C HEro? [1K-07 35
28 [YTo Takoe nemo u kakuM obpa3om oHO dhopmupyeTcs? [1K-07 Y5
29 |Kaxkas mocnenoBaTebHOCTh OOPMIICHUS A€l K caade B apXuB? T1K-07 Y5
30 |TexHoyiorus 3aIUThI JJOKYMEHTHOH HHpOpMaLuu I1K-07 Y5

5.3.5. Tembl KypcoBOro npoexT (padoTbl) U BONPOCHI K 3alllUTe
He npeaycMmotpeno




5.3. MaTepuaJbl 1J151 OLIEHKH JOCTHKEHUS KOMIIeTeHIUil
5.3.6. Bonpocsl TecToB

Coneprxanue

Kowmme-
TEHINS

na

Kaxkas cuctema nenmonpon3Boactsa Haubonee 3¢ GHeKTHBHA TSI METKUX MPEANPUATHI? IIEHTpaIn30BaHHAS
JICLIEHTPAIN30BaHHAsS

CMCIIIaHHAS

(yHKIMOHATBHAS

[IK-07

36

O KaKoM HOHSATHH UAET Pedb B CIEAYIOIIEM ONPEICICHUH: «IIOBTOPHBIA AK3EMIUIApP MOUTMHHUKA O(QUIIHATIEHOTO
JIOKYMEHTa, UMEIOIIUHN IOpPUANUECKYIO CHITY»?

MTOJJTMHHUK JIOKYMEHTa

IDyOnMKaT TOKyMeHTa

KOMus TOKyMEHTa

BBINNCKA U3 JJOKYMEHTA

[IK-07

36

Kakue u3 nepeuncieHHbIX HIDKE MTOACUCTEM JOKYMEHTALUU HE SBJIIIOTCS COCTABHOM YacThIO CHCTEMBI
OpraHN3alMOHHO-PACTIOPSIIUTENBHBIX JoKyMeHToB (OP/JT) ?

OpraHN3aIlMOHHBIE IOKYMEHTBHI

YUPEANUTETBHBIE TOKYMEHTEHI

pactopsauTeNbHbIE JOKYMEHTHI

CIIPaBOYHO-MH(GOPMAIIMOHHBIE JOKYMEHTBI

[1IK-07

36

Kakoii 13 nepeurcieHHbIX JOKYMEHTOB YCTaHABIMBAET HOPSAOK 00pa30BaHUs, CTPYKTYPY, QYHKIIMHU, 005S3aHHOCTH
1 OpraHu3anuio paboThl CTPYKTYPHBIX ITOAPA3AeTICHUH MPeATpUusiTHs?

ycraB

TIOJIO’KEHUE

HWHCTPYKIHUS

IIpaBUJIa BHYTPEHHETO pacnopsaka

IK-07

36

Ha xakne 13 nepednciIeHHbIX JOKYMEHTOB HEe CTaBUTCS TpU() YTBEpKAeHHSA?
IITaTHOE paclliCaHue

ycraB

yKa3aHue

IIpaBUIIa

I1K-07

36

Kak Ha3bIBaeTcst JOKYMEHT, B KOTOPOM 3aKpPEIUIAETCs JOKHOCTHOM U YMCIEHHBIA COCTAB MPENIPUATHS C
ykazaHueM (oHza 3apabOTHOH TIaThI?

ycraB

HHCTPYKINA

LITaTHOE paclucCaHue

IIpaBuIIa

[K-07

36

Kaxoii peKkBU3UT UCTIONB3YIOT TOJIBKO B MUChMax?

azpecar

CCBITKA Ha JaTy W PETUCTPANMOHHBIA HOMEP BXOJISIIEr0 JOKyMEHTa
OTMETKa O MOCTYIUIEHUU JOKYMEHTa B OpraHU3aI[UI0

OTMETKAa 0 HAJIMYUU MPHIOKEHUN

[IK-07

36

Ecmu xaxkmas cTpoka peKkBu3nTa OTaHKa HAYMHACTCS OT TPAaHUIIBI JIEBOTO TIOJIA, TO 3TO OJIaHK:
C TIPOJIOTBHEBIM PACTIONIOKEHUEM PEKBU3UTOB

C YTJIOBBIM PACIIOJIOKECHNUEM PEKBU3UTOB

C YIJIOBBIM (DJIaTOBBIM PACIIONIOKCHUEM PECKBU3UTOB

C YIJIOBBIM LIEHTPOBAaHHBIM PACMOJIOKEHHEM PEKBU3UTOB

I1K-07

36

Uro U3 MepevrcIeHHOro HIKE He BXOJIUT B COCTaB PEKBU3HTA CIIPAaBOYHBIE JaHHbIE 00 OpraHu3anin?
MIOYTOBBIH anpec

HOMep TenedoHa u pakca

VHH

HOMEp cuera B OaHKe

IIK-07

36

10

Kakoli peKBU3UT HUKOT/a HE HCIIOIB3YETCS B IIChMax?
sMOIeMa OpraHHU3aIK WK TOBAPHBIN 3HAK
PE30ITOIIHS

HalMEHOBAaHHUE BU/A JOKYMEHTA

PErHCTPAIMOHHBIH HOMEP JTOKYMEHTa

[IK-07

36




PexBusut «HaumeHnoBanue OpraHm3alnum - aBTopa JOKYMCHTa» YKa3bIBaCTCA Ha OnaHkax JAOKYMCHTOB ITOJIHOCTBIO
B CJICAYIOINX CIIy4dasax:
B MMCbMax

11 IIK-07 36
Ha BCEX TOKyMEHTaX
€CIT OTCYTCTBYET COKpAIlEHHOE HANMEHOBAaHHE OpTaHU3aIIH
Ha BHYTPEHHUX JJOKYMEHTax
Haiite onpenenenue Gopmymspa-odpasma:
COBOKYITHOCTh PEKBHU3UTOB JICTIOBOTO IIHCEMa
12 COBOKyHHOCTI\;' PACTIONIOKEHHBIX B ONPEAEICHHON OCIEeA0BATEIFHOCTH PEKBU3UTOB, IPHUCYIITHX BCEM JOKyMEHTaM K-07 36
OIIPEICNICHHON CHCTEMBI JOKYMEHTAIUN
COBOKYITHOCTh PEKBU3UTOB MPHUKa3a
COBOKYIHOCTh PEKBHU3UTOB aKTa
13 | [laTol gOKyMeHTa SIBJSI€TCS 1aTa €ro ............... T1K-07 36
JearensHOCTh anmapaTa yIpaBJIeHHUs, 0XBaTHIBAIOIIAsl BOIIPOCH JOKYMEHTHPOBAHIS W OPTaHU3aIH PaOOTHI C
JOKYMEHTaMH — 3TO:
14 |noxyMeHTallMOHHOE OOecleueHre yIpaBIeHUs [IK-07 36
CTaHAapTU3ALUS
CHCTEMa JIOKYMCHTAINH
VKaXuTe OTIINYUTENBHOE CBOMCTBO JOKYMEHTA:
KOIMHHOCTR;
15 |ropuamueckas cuia; I1K-07 36
MHO>XE€CTBEHHOCTb;
TOYHOCTb.
Wupekc nokymeHTa — 3TO
TTOPSIAKOBBIA HOMEP PETHCTPAIlUT
|6 |AHACKC CTPYKTYpHOrO noApas/enenus [K-07 36
nuQpoBoe, OYKBEHHOE M KOMOMHHUPOBaHHOE 0003HaYEHUE JJOKYMEHTA, YKa3bIBAIOIIEEe MECTO €r0 COCTABIICHUS U
XpaHCHUS
HOMEp JieJia 10 HOMEHKJIAType Jell
Kommiekc B3anMOYBS3aHHBIX JOKYMEHTOB, PETJIAMEHTHPYIONINX CTPYKTYPY, 3a1a4d, (YHKINH IPEIITPUITHS,
OpTaHU3aIMIo ero paboThl; MpaBa, 003aHHOCTH U OTBETCTBEHHOCTh PYKOBOJICTBA U CHEIMAIMCTOB MPEIIPUATHS
17 [0 K-07 | 36
pacnopsiauTeabHble JOKYMEHTBI
ycTaB
CIpaBOYHO-HH(POPMAIFIOHHBIE
Ha3zoBuTe peKBU3UT, HE BXOMAIUN B (POPMYIISIp ycTaBa
Ha3BaHUE OpraHU3aIIH
18 |HanMeHOBaHME MUHUCTEPCTBA WU BEIOMCTBA IK-07 36
HAaUMCHOBaHUE BUIa JOKYMEHTA
agpecar
OpraHn3auOHHBIA JOKYMEHT JUINTEIIFHOTO WM ITIOCTOSHHOTO CPOKA JEUCTBUS, B KOTOPOM OIPEe/ICHbl HaAy9IHO-
TEeXHUYCCKHUE, (PUHAHCOBBIC CTOPOHBI JACATCILHOCTH JODKHOCTHBIX JIMI] — 3TO
1o |HuTaTHOe pactucatue K-07 36
JOJDKHOCTHAS MHCTPYKIIUS
ycTaB
TTOJIOXKCHNE
[TonsiTHe cTaHAAPTU3AIINH, KaK JESTEILHOCTH M0 YCTAHOBJICHUIO MPABUII U XapaKTEPUCTHK B IIEIIAX UX
JIOOPOBOJIEHOTO MHOTOKPATHOT'O UCIIOJIh30BAHUS, HAIIPABICHHOW HA TIOCTH)KECHUE YIIOPSAIOYCHHOCTH B chepax
MIPOU3BOJICTBA U OOpAIICHUS, 3aKPEILIICTCS B:
20 |®enepanbHoM 3akoHE PO «O cranpapTuzauum» T1K-07 36
OenepansHoM 3aKoHe PD «O06 mHpOopMaIiy, HHPOPMATH3AMMH U 3aIIATE HHPOPMATIIID
OenepanbHoM 3akoHEe PO «TeXHUYECKOM peryIMpOBaHUN»
DenepanbHOoM 3akoHE PO «O koMMepueckoit TaliHey
CKOJIBKO YacTel B TEKCTE paclopsIUTENbHBIX JOKYMEHTOB?
onHa
21 |mBe [IK-07 36
Tpu

4eThIpe




22

YT0 13 NepeYrcIEHHOro He YKa3bIBAaeTCsl B IEPBOI YacTH TEKCTa MPOTOKoJIa?
(bamMmns, UMs1, OTYECTBO MPEACENATENs ¥ CeKpeTaps COOpaHus

JaTta coOpaHus

CBEACHHUS O PUCYTCTBYIOLIHUX

TIOBECTKA JIHS

[IK-07

36

23

CkonbKO yacTel OyneT B TEKCTE aKTa, COCTABICHHOM I10 UTOTaM PEBH3HH, BHIIBUBIICH psiji HAPYIICHUH?
oJHa

JIBE

TpHU

YeThIpe

[K-07

36

24

Kto noanuceiBaer akt?
PYKOBOJHTENb MPEIIPUITHS
mpejiceiaTenb KOMUCCUU
[pe/iceiaTeNb U CeKPeTapb KOMUCCHUU
MpeaceaTe b U WICHB KOMUCCHH

[K-07

36

25

B kaxoil yacTy JOKIaJHOM 3aIMCKH MIPUBOAATCS BBIBOJBI U IPEAJIOKEHUS O KOHKPETHBIX ACHCTBUAX, KOTOPBIE, IO
MHEHHIO COCTABUTEISI HEOOXOIAUMO NMPEATPHHATH PYKOBOAMUTEIIO B CBSI3U C M3JI0KECHHBIMH (hakTamMu?

B IIEPBOM 4acTH

BO BTOPOM 4acTH

B TpETbeH 4acTH

9TO 3aBUCHT OT LIETH 3aIUCKU

[K-07

36

26

Kakoe nonsiTHE XapaKTepHU3yeT CIeyollee ONpeesIeHnue: «CTaHAaPTHBIN JIMCT OyMaru ¢ peKBU3UTaAMH,
UAEHTH(HUIHPYIONIMMHU aBTOPa OQUIMAIEHOTO MUCEMEHHOTO JOKyMEHTa»?

MOJTMHHUK JIOKYMEHTa

KOMUsl TOKyMEHTa

OJaHK TOKyMEHTa

JyOJIMKaT TOKyMEHTa

[IK-07

36

27

[Haiite onpeneneHue JOKyMEHTa:

MaTepHaJbHBIN 00BEKT ¢ HHpOpPMAaNUeH, 3aQUKCHPOBAHHON CO3TaHHBIM YEIOBEKOM CIIOCOOOM, IS e€ mepenavn
BO BPEMCHU U MPOCTPAHCTBE

COBOKYITHOCTH PEKBHU3UTOB O(HUITHATFHOTO MHChMa

CTaHJapTHOE PacIoIoKEHNE MaTeprana

TEKCT

IK-07

36

28

Hpouecc YHOPSAAOUCHUSA UIIW PACIIPCACICHUSA JOKYMCHTOB IO KJIAaCCaM C LCJIbIO OTPAKCHUL OTHOIIICHUI MCKAY
HUMHU U COCTABJICHUS KHaCCHq)HKaLIHOHHOﬁ CXCMBbI Ha3bIBAKOT ................c.oun. (B M. Ha,ueme).

[IK-07

36

29

JokyMmeHT, huKcHpyromuii X0 00CyKICHUS BOIIPOCOB M MIPHHSTHS PEIICHIH HAa COOpaHUAX, 3aCETaHUsX,
COBEIIAHUAX U T.IL.:

00BsICHUTEIIbHAS 3aIlUCKa

JOKJIa/THAs 3aIHCcKa

aKT

IIPOTOKOT

I1K-07

36

30

Ecnu pacniopsauTensHas 9acTh TEKCTa HAYMHACTCS CIOBaMHU “0053bIBal0”, TO 3TO
IIpUKa3

3asiBIICHHE

pacropsiKeHue

CIIpaBKa

IK-07

36

3]

WHbopMannoHHO-CIIPaBOYHBIN TOKYMEHT, COCTABIISIOIINIACS TPYIIIION JIUIT Il IOATBEPKACHUS YCTAHOBIICHHBIX
(axToB — 3TO

JIOKJIaHas 3aIiuCcKa

aKkT

MIPOTOKOI

00BSICHUTEIIbHAS 3aIIHCKa

I1K-07

36

32

HazoBute BUbI JOKIAHBIX 3aIIUCOK
I/IH(l)OpMaHI/IOHHLIe, OTYCTHBIC

BHYTPCHHUC, BHCIITHUC

OTYETHBIC, BHYTPECHHUE

I/IH(I)OpMaHI/IOHHBIe, OTYETHBIC, BHYTPEHHHUE, BHCIIHNE

[K-07

36




33

HasoBute 10KyMeHT, He BXOSIIUN B TPYIIY PACIOPSIUTENbHBIX JOKYMEHTOB
[ITATHOE PACIUCAHUEC

yKa3aHue

MpUKa3

MTOCTAHOBJICHHE

[IK-07

36

34

Ha3zoBuTe peKBU3UT, HE BXOIAIIUN B (POPMYIISp aKTa
MTOJIITUCH

TEKCT

agpecar

3aroJI0BOK

[K-07

36

35

HazoBuTte yactu TekcTa npukasa
KOHCTAaTUPYIOLIas, BBOJHAs
KOHCTaTUPYIOILasi, pacopsIuTelbHas
OCHOBHasl, paclopsAUTEIbHas
BBOJIHAs1, OCHOBHaAas

[K-07

36

36

[Nepeuncnute OCHOBHBIE BU/IbI OJIAHKOB

o01muii OaHK, OJIaHK JJIs ITHCEM, OJIAHK C TIPOJIOIBHBIM M YTIIOBBIM PACIIOJIOKECHHEM PEKBU3UTOB
CYILECTBYET TOJILKO OJIAHK C MPOIOIbHBIM U YIJIOBBIM PACIIONIOKEHHEM PEKBH3HTOB

CYIIIECTBYET TOIBKO 00Nt OJaHK

CYIIIECTBYET TOJIBKO OJIAHK JJIS IIHCEM

[K-07

36

37

Kakue nmuceMa B Imporiecce 9KCIeIUIMOHHOI 00paboTKK He BCKPBIBAIOTCS, a IEPEJaroTCs aapecaTy B
3are4aTaHHOM BUJE?

a/[pecOBaHHBIE PYKOBOIUTENIO IPEAIPUSITHS

MIICHbMA C TIOMETKOH «JTHIHOY

a/lpecOBaHHbIE KOHKPETHOMY CTPYKTYPHOMY ITOJPa3ACICHHIO

MIMChMa 3aKOHOMATENbHBIX H HCIOJHUTENIBHBIX OPraHOB rOCYJapCTBEHHON BIACTH

[IK-07

36

38

Hcnonp3oBaHKe Kakoi perncTpannoHHON (GOpMBI He PEKOMEHTyeTCsl JUTsSl KPYITHBIX 10 pa3Mepy NpeanpHsTHI?
PEerucTpaliOHHO-KOHTPOJIbHBIE KAPTOUKH

MEPCOHANbHBINA KOMIBIOTED

PETUCTPALIMOHHBIE )KYPHAJIBI

COYETaHNE )KyPHAIBHON (OPMBbI PETHCTPAIIMH M PETHCTPAIIMOHHBIX KaPTOUEK

[K-07

36

39

B xozxe npeaBapUTEIbHOTO pacCMOTPEHUS MMOCTYNUBIINX TOKYMEHTOB B CIIy>KO€ JeJI0NpPOU3BOJCTBA IIPU OLIEHKE
BAYKHOCTHU IIOCTYNMBILErO JOKYMEHTA HE YUYUTBIBACTCS:

BaXXHOCTb €T0 COJAEPKAHUS

aBTOPCTBO, T.€. OOIECTBEHHOE MOJI0)KEHHNE JIMIIA, aBTOPA JTOKYMEHTa, MECTO YUIPEKACHUA-OTIIPABUTENS B
CTPYKTYypE YIpaBIEHUS, POJIb OOIIIECTBEHHON OPTaHU3AIMH B XKHU3HH 00IIecTBa

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

BT TOYTOBOTO OTIIPABJIEHHsI: MICbMO, OaH IepOIIb, ITOCHITIKA

IK-07

36

40

Kakwe u3 nepedncieHHBIX HIDKE MPU3HAKOB HE HCIOIB3YIOT IIPH (POPMUPOBAHHUH JCT?
HOMUHAJIbHBIN

TPEIMETHO-BOIIPOCHBIN

CTPYKTYPHBIN

XPOHOJIOTHUECKUN

I1K-07

36

41

Kakast HoMeHKIIaTypa 1en sBisieTcss HOpMaTUBHBIM JOKYMEHTOM M JOJDKHA 0053aTENbHO MCIIOIb30BaTHCS MPU
OIIPE/ICJICHNH TIEPEYHS JIeTl, 3aBOJMMBIX Ha MPEIIPHATHH?

TUIIOBasi HOMEHKJIATYypa Ael

IIpUMepHas HOMEHKJIATypa Jel

HOMEHKJIaTypa A€ NPeApUsTHs

HOMEHKJIATypa JIeJl CTPYKTYpPHOI'O OPa3AeIeHUs

[K-07

36

42

JleiicTBHE NI COBOKYIHOCTD JCHCTBHUIA, IPUMEHSIEMBIX IIPH 3aIIMCH HH(POPMALUK HAa MATEPUATEHOM HOCHTEIE —
9T0:

CpPENCTBO TOKYMEHTUPOBAHUS

croco0 TOKYMEHTHPOBaHUS

METOJI JOKYMEHTHPOBAHHS

[IK-07

36

43

Ecmm nepea 10JKHOCTBIO B KOHIIC TOKYMCEHTA py‘lKOfI CTAaBUTCA KOCas 4epTa, HPUIIHUCBIBACTCA «H.0.» U CTaBUTCA

MIOMXCH HE TOTO JIMIA, JAHHBIE KOTOPOTO Pacn(pOBaHbI, TO TAKOH JOKYMEHT TEPSIET CBOO ....ueuvnenennene... CHITY.

IIK-07

36




44

Kakue u3 nepeuncieHHbIX HIDKE CBEJCHUN HE MOTYT COCTaBIATh KOMMEPUECKYIO TalHy?
CBEJICHUS O CYIIHOCTH N300peTeHHI

OTYETHI 0 (PMHAHCOBOH NEATELHOCTH (PUPMBI

JOKYMEHTBI 00 yIlIaTe HaJloroB

JIOTOBOPBI KYTUTH-IIPOJIAXKH

[IK-12

38

45

JloymkHa JIi TpeiycMaTpHuBaTh pa3pelinTeNbHas CHCTeMa JOCTYI K KOH(pHUISHIINaIbHOW HH(opMauu
JOJDKHOCTHBIX JIMI N3 BHEIIHUX OpraHU3alli, BEIOJHIIONINX COBMECTHYIO Pa0OTy ¢ OpraHU3alnei rie BBeaeH
PEXUM KOH(PHUICHINATBHOCTH?

HET, HE I0JDKHA

Ja, NOJDKHA

3aBHCUT OT MHAMBUYaTbHOTO PELICHUS PyKOBOJUTENS, Jaske €CIIM 9TO CTABUT O] YIPO3y CPBIBA BHINOTHEHUE
COBMECTHBIX paboT

IK-12

38

46

B xakoM BHJE BblIAETCS paspenieHre Ha paboTy ¢ KOH(QHICHINATBHBIMH JOKYMEHTaMu?
B yCTHOH (opme

B BUJC ITUCbMaA 110 ITOYTEC

B BH/JIE PE30JIIOLUY

B BHUJIE PACIOPSIUTEILHOTO JOKYMEHTA

[K-12

38

47

B cirydae opranusanuy cucTeMbl JOCTYyTNA K KOH(GUIACHIMATbHONH HH(POPMAIIMN C COTPYIHUKAMH U3 APYTUX
OpraHn3alyi Kakue JOKYMEHTbHI OyAyT C HUMH HOAITUCAHBI?

JIOTOBOP M 00513aTENBCTBO O HEPAZIIIAILICHUN

TOJBKO JOTOBOP

TOJIBKO 00513aTENBECTBO

BCE 3aBUCHT OT MOXETAHNH PYKOBOAMTEIISI OPTaHU3ALNH

[K-12

38

48

CocTaB 1 00BEM CBEAECHHH, COCTABIISIOINX KOMMEPUYECKYIO TAHY MPENIPHATHS, CPOKH KOH(HICHINATLHOCTH,
TIOPSIIOK 3aIUTHI U IOCTYIA ONPEIeISIOTCS:

PYKOBOJHTENEM CTPYKTYPHOTO MOIpa3IeIeHHs,

JIeTIONIPON3BOTUTETIEM,

PYKOBOJMTENEM NPEANPUSTHUSI.

[IK-12

38

49

l'apanTuiinoe nuceMo — 3710:

JOKYMEHT, COOOIIArONIHiT 0 MIPUOIIKEHUH, YCKOPEHUH, MICTEYEHIH CPOKA MCTIOTHEHNS KaKOT0-TH00 AeHCTBHS
JIOKYMEHT, COJIep KaIlluil MPUTJIallIeHHe Ha MEPOTPUATHE

JIOKYMEHT, B KOTOPOM TapaHTHUPYETCs OIUIATa BBHITIOJTHEHHON paOOTHI WITH MPEIOCTABICHUE Yero-TH00 (paboThI,
TIOMENIEHUS U T.1.)

JIOKYMEHT, ITOJITBEP KTAIOIINH TOIyUSHHE IICHHOCTEH

[K-12

38

50

Ecnu Bam HE0OX0ANMO NPHUTIIACHTH OPTaHU3ALUIO WIIH JOJHKHOCTHOE JIMIIO Ha COBEIAHHE, BCTpedy, Bl
COCTaBUTE

MHICBMO-TIPUTTIAllICHUE

COIPOBOAUTENBHOE THCHMO

ITICHMO-TIOITBEPIKACHHE

[IK-12

38

51

Ecnu Bam He0OX0AMMO COCTaBUTH MHCHMO, HH(GOPMHPYIOIIEE aipecaTa O HalpaBJICHNH K HEMY MTPHACHLITAEMbIX
JOKYMEHTOB, BbI cocTaBute

COIPOBOJUTENBHOE THCHMO

MUCHMO-YBEIOMJICHHE

MTUCHMO-TIOITBEPIKACHHE

JIOTOBOPHOE MHCHEMO

IK-12

38

52

CKOITBKO JIET XpaHITCS MPUKA3kI 110 JTMYHOMY COCTaBy?
10 ner
25 ner
50 et
75 ner

IIK-12

38

53

B kaxom ciygae TpyqoBOii JOTOBOp XpaHHUTCS 75 met?

€CJIM JOTOBOP CPOYHBII

€CIIM OTCYTCTBYIOT IIPUKA3bI 110 IMUHOMY COCTaBY

€CJIM TI0CJIC YBOJILHEHUS paOOTHUK He 3a0pajl TPYIOBYIO KHIDKKY
€CIT paOOTHHK MOTEPsIT CBOH AK3EMIUISP TPYAOBOTO IOTOBOPA

IIK-12

38




Kakue u3 NMEPCUNUCICHHBIX HUXKC CBeHeHHﬁ HEC 3aHOCAT B TPYAOBYIO KHI/I)KKy?
(baMI/IJ'II/IIO, UM U OTYCCTBO pa60THI/IKa

54 |mara poxnenus paboTHHKa IIK-12 38
CBEJCHUS O IIPUEME U YBOJIbHEHUH PAaOOTHHKA
BBITOBOPBI, OOBSBICHHBIC PAOOTHHKY
B kakoM ciydae mpy BHECEHUM U3MEHEHHH B 3alMCH B TPYAOBOM KHM)KKE cTapasl 3alicCh 3a4epKUBACTCS OJTHOM
YepTOH, 110CIIE Yero JeNAeTCsl HOBasl 3aIiCh?
55 [ccmH 3amKCh Clenana HenpaBIbHO [K-12 33
€CJIM U3MEHUITUCH CBeIeHUs 00 oOpa3oBanuH, podeccru, CIeIHaTbHOCTH
€CJIM U3MEHWIINCh aHKeTHO-Onorpaduieckue 1aHHbIe
€CJIM YBOJIbHEHHE WJIH NepeBOJ paOOTHHKA NPU3HAHBI HE3AKOHHBIMU
Korna paboTHHKY BbIaeTCsl HAa PYKH TPYIOBasi KHIKKa?
3a IB€ HEEN! /10 yBOJIbHEHHS
56 [3a meHp mo yBONMBHEHUA TIK-12 38
B JICHb YBOJIbHCHUA
Ha CJIECAYIONHI JACHb MTOCJIE YBOJILHEHUS
UTo Hy)XHO JieNaTh, €CIIU 10CiIe YBOJIbHEHHS PAaOOTHUK HE 3a0pa TPYAOBYIO KHHXKKY?
OTIPaBHUTh TPYJIOBYIO KHIDKKY II0 ITOYTE Ha JOMAIIHHUHA afipec paObOTHHKA
57 |ornpaBuTh pabOTHUKY yBEJOMIIEHHE O HEOOXOIUMOCTH SBUTHCS 32 TPYIOBOH KHIDKKOM [IK-12 38
XpaHUTh TPYJOBYIO KHUXKKY B OT/ieJie KaJpoB 75 JeT
XPaHUTh TPYJOBYIO KHHUXKKY 5 JIET, 8 TOTOM YHUYTOXHUTh
B kakoM U3 repeurcIeHHbIX HIXKE JINYHBIX JJOKYMEHTOB YKa3bIBAIOTCSl CBEAEHHS 00 OTHOIIEHUU K BOMHCKOU
o0s:3aHHOCTH?
5g [P saBICHHM [K-12 33
B aBTOOHMOTpadun
B pe€3IOME O TPYJI0OBOM €ATENTbHOCTH
B JIOBEPEHHOCTH
Kak Ha3pIBaeTCs JOKYMEHT, COAEPKAIINN KpAaTKOE OITMCAHUE B XPOHOJIOTMYECKOH MOCIIe10BaTEIbHOCTH OCHOBHBIX
9TAIOB KU3HH U IESTEIFHOCTH JaHHOTO JINIa?
59 [3a7BneHMe [K-12 33
aBToOMorpadus
aHKeTa
JIMYHAsl KapTO4Ka pabOTHUKA
Kakoe 1moHsATHE COOTBETCTBYET CJICTYIOIIEMY ONpEIETICHUIO: «yCTaHOBICHNE eANHO00pa3ys cocTaBa U (hopM
YIPaBICHIECKUX JTOKYMEHTOB, CO3aBaEMbIX IPH PEIICHUN OJHOTHITHBIX YIIPABICHUYECKUX (DyHKIUI»?
6o [YrPuranns IK-07 | 36
CTaH/apTH3aLUs
aBTOMaTH3aLUs
LCHTPAIN3AIHS
HecpouHbiMu Ha3bIBAIOT TOKYMEHTHI, KOTOpBIE:
He TpeOyIoT OBICTPOTrO HCIIOTHEHUS
61 |HE UMEIOT CPOKOB MCIIOTHEHUS [1K-07 36
MOXHO IlepejaTh UCIOJIHUTENISIM 0€3 pacCCMOTPEHHUsI pYKOBOIUTEIEM
HE OrpaHMYCHHOT0 CPOKA XPAHEHHUS
UTo U3 MepedrcIeHHOr0 HIDKE HE OTHOCHTCS K BUAAaM JIOKYMEHTOB, KITacCH(DUIIMPYEMBIM TI0 CPOKaM XpaHeHHs?
MTOCTOSTHHOTO XPaHEHHS
62 | moNrOCpOYHOro XpaHeHHS [1K-07 36
CPEeHECPOUHOr0 XpaHEHHs
KPaTKOCPOYHOT'0 XpaHEHHMsI
Kakoii 13 mepeurcieHHbIX HIKE JOKYMEHTOB M3/1af0T BBICIIHE U [IEHTPAIbHBIC OPTaHbl KOJJIETHAIBHOTO
YIpaBIeHUS B LENAX pa3pelleHns: Hanbosee BayKHBIX 3a/1a4, CTOSIINX Hepel] JaHHBIMI OpraHaMu?
63 |mocTanOBICHHE TK-07 36

pacropsbKeHue
yKa3aHue
TIpUKa3




64

Kaxk Ha3bIBaeTCs JOKYMEHT, COACPXKAIIHIA 3aMUCh X0/a OOCYKACHUS BOMPOCOB M IIPHHATHS PEIICHUH Ha
coOpaHusiX, 3acelaHusIX, COBCIIAHUAX, KOHPEPEHIIHX, AETOBBIX BCTpeuax?

aKT

MIPOTOKOI

MpHUKa3

JIOKJTATHASI 3aITHCKa

IIK-07

36

65

OCHOBHBIE UaCTH TEKCTA IPOTOKOJIA
KOHCTaTUPYIOILasi, BBOAHAS
OCHOBHasl, pacIoOpsAAUTEIbHAs
KOHCTaTUPYIOILasl, PaCIOPsAUTENbHAS
BBOJ{HAs, OCHOBHAsI

I1K-07

36

66

JIoKyMeHT, BOCTIPOM3BOIAIINN HHPOPMAIUIO IPYTOro JOKyMEHTa U BCE €ro BHEIIHNE NMPU3HAKU HA3bIBACTCS:
BTOPHUHBIN

BHU3YyaJIbHBIN

Komust

BBINTHCKA

[K-07

36

67

Kakoe moHATHE COOTBETCTBYET OIPENEICHHIO: «CHCTEMATH3NPOBAHHBIN NIepeueHb 3aBOANMBIX B OPTaHU3AIINH JIET
C YKa3aHHEM CPOKOB UX XpaHEHUS»?

OIUCH JIeJT JJIS TIepe/laud UX B apXUB

HOMEHKJIaTypa Jiel

aKT 3KCIIEPTU3HI IEHHOCTH JOKYMEHTOB

BHYTPEHHSISI OMUCHh TOKYMEHTOB JeJIa

IK-07

Vo6

68

YTo H3 TIEPEYNCIICHHOTO He OTHOCHTCS K TaraM mporiecca 0QOpMIICHUS e st Iepeiau UX B apXuB?
HyMepaIus JIMCTOB JeNa

COCTaBJIEHHE BHYTPEHHEN OMKMCH JOKYMEHTOB JIeia

oopmiteHUE 00TOXKKH Jea

ohopMITeHIEe HOMEHKIIATYPHI JeT

IIK-07

)

69

Kak nassiBaercs JOKYMEHT, O6€CHC‘IHB3IOLHHﬁ HCIIOJIHCHUE U3JI0KCHHBIX B HEM 0013aTeIbCTB?
MMUCHMO-TIOATBEPKIACHUC

JAUPEKTUBHOEC MMUCHMO

FapaHTHﬁHOC MIUCbMO

PEKIIaMaliuOHHOC ITNCbMO

IIK-12

v8

70

Ha kakue nrchbMa CTaBUTCS 1IeYaTh?
COIMPOBOAUTEIBbHBIC TMCbMaA
JAUPEKTUBHBIC ITMCbMa
FapaHTHfIHLIe nucbMa
PEKIAMHBIC TMCbMa

[IK-12

v8

71

JIst KakUX BUIOB FOPHUIMUYECKUX JIMI] B KAYECTBE YUPEAUTEIbHBIX TOKYMEHTOB HEOOXOIUMBI YCTaB U
YApEenUTENbHBIN JOrOBOp?

AKIMOHEPHOE OOIIECTBO

OOIIIECTBO C OrPAaHUYECHHON OTBETCTBEHHOCTHIO

KOOTIEPATHB

[IOJIHOE TOBAPHUIIIECTBO

IK-12

V8

72

YTo HE OTHOCHUTCS K CIIOc00aM 00ecIIeueHHs 00513aTENbCTB, T. €. JOMOIHUTEIBHBIM MepaM HMYILECTBEHHOTO
BO3JICUCTBHSI HA BUHOBHYIO CTOPOHY, KOTOpBIE YKa3bIBAIOTCS B 1Or0BOpe?

HEYyCTOMKa

3aJ10r

KOH(HCKAIUS HMYILECTBA

MTOPYIHUTEIHCTBO (TapaHTHsI)

IK-12

v8

73

Kakue 13 nepednciieHHbIX HUKE CBEICHUN HE YKa3bIBaIOT B CEPTU(HKATE COOTBETCTBHSA?
HalMEHOBAaHME TOBapa

HaMMEHOBaHHUE OpraHa 1o cepTuduKalyy, ero aapec u tenedox

HaMMEHOBAHME BHUJIA CBIPBS, U3 KOTOPOI'O IIPOU3BEACH TOBAP

HOPMATUBHBIE JOKYMEHTBI, B COOTBETCTBHH C KOTOPBIMU IIPOM3BEIEH TOBAP

[K-12

v

74

Eciu omiHa U3 CTOPOH HAPYIIMIIA YCIOBHS IOTOBOPA, TO TIOCTPAIaBIIias CTOPOHa:
oOpariaercst B apOUTPasKHBIN CY/T

HAIMpaBIsieT BAHOBHON CTOPOHE MUCHMO-TIPETEH3UIO

obpartaercs B apOMTPaskHbIH Cy/l i OHOBPEMEHHO HAIPABJIAET MMUCHMO-TTPETEH3HIO
HAMPaBJIET MHCbMO-TTPETEH3UIO B OOIIECTRO T10 3aIUTE TIPaB MOTpeOUTEIeH

IK-12

v




75

Eciu Bam HeO6XOZ[I/IMO OpeaAbIABUTH MMPETCH3UN napTHépy, BEI cocTaBuTe
AOroOBOPHOC NUCbMO

I/IH(I)OpMaLII/IOHHOG IIMCbMO

COIIPOBOAUTEIBHOC ITUCHMO

MM CbMO-IIPETCH3UIO

[IK-12

V8




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

Komme-

Ne Conepxanue TeHIS nn
1 [TIpaBuia odopmienust YcraBa npeanpusTus [1K-07 36
2 [TlonoxeHue 1 MOPSIOK ero ohopMIICHHUS [1K-07 36
3 |IIpauBna 1 0cOOEHHOCTH O(OPMIIEHHS IITATHOIO PACHHCAHHS I1K-07 36

OOmmue mpaBuiia 0ohOPMIICHHS PACTIOPSANTENBHBIX JOKYMEHTOB: TIOCTAaHOBIICHNS, PELICHHSI, PACTIOPSDKEHHUS U K-07 36
4 |npuxkasza
5 |TIporokom: BUABI U IOPSAOK OOPMIICHUS [1K-07 36
6 |OcobenHocTn oopMIIeHHS aKTa I1K-07 36
7 |Bunsl u npaBuiia oopMIICHHUS TOKIIaTHBIX 3aIHCOK I1K-07 36
8 |PexBM3HUTEI U coniepkaHie TPYIOBOTO JIOTOBOPA I1K-07 36
9 |Ocobennoctu odopmiieHuUs TPUKA30B M0 JINYHOMY COCTaBY I1K-07 Y6

10 |TIpaBuiia BeJieHUs] TPYAOBBIX KHIKEK [1K-07 Y6
11 |Tlopsinok cpcraBnenus aBroduorpaduu [1K-07 Y6
12 |Tlopsinok (hopMUpOBaHUs U BEICHUS IMYHOTO JIesIa I1K-07 Y6
13 |Ciy>xeOHO€ MMChbMO: BUABI U IIpaBuiIa 0hOpMIICHUS I1K-12 v8
14 |Buzs! 1 npaBmia oopMIICHHUS TOTOBOPA. I1K-12 v8
15 |IIpaBuiia cocTaBiieHus MPETEH3UOHHBIX JIOKYMEHTOB I1K-12 v8
16 |DkcnenuionHas 00paboTKa MOCTYNHBIIMX JOKYMEHTOB [1K-12 38
17 |Dranbl nporecca KOHTPOJISt HCHOIHEHHUs! JIOKYMEHTOB I1K-12 38
18 |PerncTpanus TOKyMEHTOB U €€ POJIb B JEJIONPOU3BOJICTBE I1K-12 38
19 [[demo n npaBuna ero popmupoBaHus I1K-12 38
20 |TlousiTve 1 BUJIbI HOMEHKIIATYpA JIel TIK-12 38
21 |Dransl v npaBusga ohopMIIEHHS [e) K C/1aue B apXHB [1K-12 38
22 |TlpaBuiia ¥ TEXHOJIOT WS 3ALIUTHI JOKYMEHTHOW MH(OpMAaIIH I1K-12 38
23 |IIpenBapuTeabHOE PACCMOTPEHHE JOKYMEHTOB I1K-12 38
24 [Tlopsmok paboTsl mepcoHaNa ¢ KOHQUACHIIHAIFHBIMU TOKYMCHTAMHU IK-12 38




5.3.8. 3apanus nuist npoBepku (pOPMUPOBaHNS HABBIKOB

Ne Coneprxanne Kowme- nx
TEHLIUS
1 |OdopmiteHre OIaHKOB JUIS MUCEM C YIIIOBBIM M MPOAONEHBIM PACIIONOKEHUEM PEKBH3UTOB [IK-07 H7
2 |CocTaBneHHe ITAaTHOTO PACIUCAHMS alllapaTa yIpaBIeHHS [1K-07 H7
3 |CocraBnenue mprKasa 1o OCHOBHOU JIEATEIHHOCTH I1K-07 H7
4 [CocraBnenue npoTokosa 3aceaHus I1K-07 H7
5 |CoctaBieHue JOKJIAAHOM 3auCKU I1K-07 H7
6 |CocTaBieHue NUCHMO-IPUTTAICHHE IK-12 H10
7 [CocTaBnenune nucbMo-0TBET I1K-12 H10
8 |CocraBnenne MMCEMO-HU3BEIEHNE TIK-12 H10
9 |CocraBbTe aBTOOHOIrpadHI0 IK-12 H10
10 |CocTaBbTe pe3toMe 0 TPYJOBOH AEATENbHOCTH IK-12 H10
11 |Odopmute 06510KKY Jena I1K-07 H7
12 |CocTaBpTe BHYTPEHHIOIO OMMUCH TOKYMEHTOB JIMYHOTO JIeJIa paOOTHHKA [1K-07 H7

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

[IK-07 CriocoOHOCTh HacTpauBaTh, IKCILUTyaTHPOBATh U COMPOBOXIATh HH(POPMAIMOHHbBIE CUCTEMBI 1
CEPBHCHI

36 OCHOBBI JICJIONIPOU3BOJICTBA 1-11

V6 WCIOJIb30BaTh NpaBuia 1€I0NPOH3BOICTBA 12-15

H7  |pabotsl ¢ qoKkyMeHTaMu

ITK-12 Cnocoben 3¢ peKTHBHO B3aUMOJIEHCTBOBATh C CYOBEKTaMH PO(ECCHOHATBHBIX KOMMYHHKAIMH
38 OCHOBBI OpraHU3alUH JIETONPOU3BOICTBA 19-25
Y8  |ocyuiecTBisTh KOMMYHUKAIIMOHHBIC B3aUMOCHCTBUS 16-18

H10 |oGecneuyenus B3anMoaeHCTBHS ¢ CyObeKTaMH IPO(ECCHOHAIBHBIX KOMMYHUKAIMN




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

WHankaTtopsl JOTHXCHUST KOMITCTCHITHI

HOMepa BOIIPOCOB U 3aJ1a4

BOIMPOCHI | 3amauu JJis
BOTIPOCHI
Kon Conepxanne YCTHOTO | TPOBEPKH
TECTOB
orpoca HABBIKOB
ITK-07 CriocoOHOCTh HAaCTPauBaTh, IKCILIYaTHPOBATh U COMTPOBOXKAATH HH(DOPMAIIMOHHBIC CUCTEMBI U CEPBHUCHI

36 |OCHOBBHI JIEJIONPOU3BOJICTBA 1-43, 60-66 1-8

Y6 |ucnonb3oBarh npaBuia 1€100POU3BOACTBA 67-69 9-15

H7 |[paGoTsl ¢ mokymeHTaMuI 1-5,11, 12

ITK-12 CniocobeH 3pPpeKTUBHO B3aUMOICHCTBOBATh C CYyOBEKTaMH MPO(ECCHOHATBHBIX KOMMYHHUKAIIHIA

38 |OCHOBBI OpraHu3aluy JeJIONPOU3BOJICTBA 44-59 17-24

V8 |ocymecTBisTh KOMMYHHUKAIIMOHHBIE B3aUMOIEHCTBUS 69-75 13-15
H10 |obecnieuennst B3anMONEHCTBUS € CYOBEKTaMHU PO(ecCHOHATEHBIX KOMMYHHUKAITHH 6-10




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
Pasmopoxusbril A. A. JlIokyMeHTHpOBaHHE YIIPABICHISCKON NESTETHHOCTH [3IIEKTPOHHBIN pecypc]: YueOHoe

3 |mocobue / A. A. Pazmopoxusiii - Mocksa: OOO "Hayuno-nzparensckuii ieatp MHOPA-M", 2018 - 304 c. YuebHOE
[OU] [9BC 3nanuym] URL: https://znanium.com/catalog/document?id=328873
VYiakoBa O. A. JlokyMeHTOBeIeHHE [3IEKTPOHHBIN pecype]: YueOHoe mocodue / O. A. YuiakoBa - Mocksa:

4 1000 "Hayuno-uznarensckuii nentp MHO®PA-M", 2017 - 64 c. [QU] [OBC 3nannym] URL: VY4ebHoe
https://znanium.com/catalog/document?id=216012
Jlenonpon3BoACTBO [ DNEKTPOHHBIN pecypc]: METOAMYECKUE YKa3aHHsI IO OCBOCHUIO TUCIUIUTUHBI U JIJIS
caMOoCTOsITENbHON paboThl 0Oydaronuxcs no HanpasineHuto noarorosku 09.03.03 "Tlpuknagnas

5 nHpopmaTrka" MpoIs TOATOTOBKH «H(OPMAMOHHEIE CUCTEMBI 1 TEXHOJOTHH B MeHekMeHTe ATTK / Meromieckoe
Boporexxcknii rocymapcTBeHHBIH arpapHbii yauBepcurtert ; [cocT. C .H. Konosanosa] - Boporex:
Boponexckuii rocynapcTBeHHBIHN arpapHbliil yausepcuret, 2021 [I1T] URL:
http://catalog.vsau.ru/elib/metod/m164938.pdf
WudopmanimoHHbIE TEXHOJIOTHUH B YIIPABICHHN M YKOHOMHKE: )KypHaJ JUisl IyOIuKaiy HayqHO-
UCCIIEIOBATENbCKUX padoT / Yupeaurenb : YXTUHCKHHA TOCYyJapCTBEHHBIH TEXHUYECKHH YHUBEPCUTET -

6 Vxta Pecrryonuka Komun: YXTUHCKHH rocyaapcTBeHHBIN TexHMYeckuil yanBepeuret, 2020 [OU] URL: Hepuommieckoe
https://www.elibrary.ru/contents.asp?titleid=56922

6.2. Pecypcol cetu UHTEpHET
6.2.1. D1eKTpPOHHBIEC OMOJIMOTEYHbIE CHCTEMBI

Ne Hazpanue

1 |Jlanb

2 |ZNANIUM.COM

3 [FOPAUT

4 |IPRbooks

5 |E-library

6 |DnexTponnas Oubmmorexka BIAY




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

HanMmeHoBaHME TIOMEINEHMH [UIA MPOBENEHHS BCEX BHUOB
y4eOHOH AeATeNbHOCTH, IMPEIyCMOTPEHHON Y4eOHBIM 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
HaIJAHBIX ~ MOCOOMH W HCIONB3YyeMOro  MPOrpaMMHOrO|(opMe IOMOJTHUTENBHO YKa3bIBaeTCs HANMEHOBaHWE
obecriedeHus OpraHU3aIlH, C KOTOPOH 3aKII0YeH JOTOBOP)

Y4eOHast ayJUTOpHs s TPOBEACHHS yICOHBIX 3aHATHH:
Kommexkr y4ueOHOI Mebenu, TeMOHCTPAIHOHHOE
obopynoBaHue U y4eOHO-HATJISIHBIE TIOCOOUS: CUCTEMA
BUJICOCBSI3M, KOMIBIOTEPHASI TEXHUKA C BO3MOXKHOCTHIO .
" " Poccuiickas ®enepannsi, BopoHexckas 061acTs,
noakioueHus kK cetn "MHTepHeT" M obecrieueHneM 10cTyma B .
1 ropozckou okpyr ropon Boponex, ropon Boponex,
3JIEKTPOHHYIO HH(POPMAIMOHHO-00pa30BaATEIBHYIO CPENy,
. yauna Mudaypuna, aom 1, a.273
HCTIONB3yeMoe Ipo-rpaMMHoe obecnieaerne MS Windows,
Office MS Windows, DrWeb ES, 7-Zip, MediaPlayer Classic,
SIunexc bpaysep/ Mozilla Firefox / Internet Explorer, ALT
Linux, LibreOffice, mpe-3eHTanimonHoe 000py1oBaHue
YueOHast ayuTOpHs s IPOBEAEHHS yIEOHBIX 3aHATHH: Poccntiickas ®enepanns, BopoHexckas 061acTp,
2 |KOMIUTEKT y4eOHOM MebemnH, JeMOHCTPalnOHHOE 000pyIOBaHHE [TOPOICKOI OKpYT ropon Boponex, ropon Boporex,
1 y4eOHO-HATJISITHBIE TIOCOOUSI: ynuia Mudypusa, qom 1, a.237
[Tomermmenwe a1 CAMOCTOSTENEHONW PaOOTHI: KOMITIEKT yaeOHOH
Mebenu, AEMOHCTPAIIIOHHOEe 000pyIOBaHHE U YIeOHO- .
’ P Py Y Poccntiickas ®enepanns, BopoHexckas 061acTp,
HarjisAaHbIC HOCO6I/IH, KOMIIBIOTEPHAsA TEXHUKA C BOBMOKHOCTBIO o
3 ropoACKoi okpyr ropon Boponex, ropon Boponex,

noAkIoueHus K cet "MHTepHeT" U obecrieueHneM 10cTyma B
3JEKTPOHHYIO HH(POPMAIMOHHO-00pa30BaTENBHYIO Cpenyp /
Mozilla Firefox / Internet Explorer, AST Test

ynuia Mudypusa, oM 1, a.122a (¢ 16 go 18 4.)




7.2. [IporpammHoOe obecnieyeHue

7.2.1. IlporpaMmMHoOe o0ecnievyeHue 001ero Ha3HAYeHU s

Ne Hazpanue Pasmemenne
1 |Onepanmonnsre cucremsl MS Windows /Linux /Peg OC TIK B noxansHol cetn B['AY
2 |ITakers! opucHbx npunokennii MS Office / OpenOffice/LibreOffice IIK B nokansHoOM cetu BI'AY
3 |IIporpammsl 1uist mpocMotpa daiinoB Adobe Reader / DjVu Reader IIK B nokansHoM cetu BI'AY
4 |Bpayseps! Sunexc bpaysep / Mozilla Firefox / Microsoft Edge IIK B nokansHoOM cetu BI'AY
5 |ArTuBupycHas nporpamma Drweb ES I1K B nokansHOI cetn BITAY
6 |[Iporpamma-apxuBaTop 7-Zip I1K B nmokanbHoO# cetn BIAY
7 [Mynstumenua npourpeisatens MediaPlayer Classic IIK B nokanbHoil cetn BIAY
8 |ITnatdopma onnaiin-odyuenus eLearning server I1K B nokansHol cetu BIAY
9 [Cucrema xomnbrotepHoro tectupoBanusi AST Test IIK B nokanbHoO#l cetu BITAY

7.2.2. Cienmaju3upoBaHHOE MPOrpaMMHOe obecriedyeHue

He Tpebyercst




8. MexxaucunInHaApHbIe CBSI3H

BzauMocBsi3aHHbBIE IUCIIUTINHEL

Kadenpa, Ha KOTOpOII IpenonaeTcs

Iloanuce 3aBenyromero

Kon Haspanue AUCLHUIUIMHA xadepoit
b1.0.07 Pycckuii s13bIK U KyJIbTypa peuu Pycckoro u HHOCTpaHHBIX SI3bIKOB

b1.0.22 MenemKkMenT Vupasnenus u mapketunra B AIIK / j e’ -
B1.B.12 CrcTeMbI 5IIEKTPOHHOTO NHpopMaInoHHOro 06ecieyeHns: 1 e =

IIOKYMCHTOO60p0Ta

MOJCIUPOBAHNA ArPOIKOHOMUYCCKUX CUCTEM




IIpunoxenne 1

JIMCT nmepuoanvecKux NpPoBepoK padoyeil mporpaMMbl 1 HHGOPMALKsi 0 BHECEHHBIX U3MEHEeHUAX

JIOJDKHOCTHOE JIMIIO,
MIPOBOJIUBILIEE IPOBEPKY
®.1.0., 10/KHOCTH

Jlara

ITorpebHOCTH
B KOPPEKTUPOBKE yKa3aHHEM
COOTBETCTBYIOILIMX Pa3JIelioB paboyei
IPOrPaMMBEI

I/IH(i)OpMaIII/ISI O BHCCCHHBIX U3MCHCHUAX
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