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11 ®EJEPAJIBHOE TOCYJAPCTBEHHOE BIOIKETHOE OBPA30OBATE/ILHOE CMK PTYTUC
a _ VYPEXXIEHVE BBICIIETO OBPASOBAHII
«POCCNMNCKUN TOCYOJAPCTBEHHbBIVI YHUBEPCUTET
PrYTHC TYPU3MA V1 CEPBUCA» Aucm 2

1. AHHOTauUs pado4eil MPOrpaMMbl JUCUMILIMHBI (MOTYJISA)

JucuuiuinHa «/lokyMeHTannoHHoe oOecrnieuyeHue Npo(ecCUOHANBHON JesTeIbHOCTH
BXOJHUT B 4YacTh, (OPMHPYEMYIO YYaCTHUKAMH OOpa30BATEIbHBIX OTHOLICHHH MPOTrPaMMBbI
OakanaBpuata 1o HampasieHuo noarotoBku 38.03.02 «MeHemxMeHT», Tpoduiabs MeHeHKMEHT
OpraHu3aly U OTHOCUTCS K TUCHMIUIMHAM HAINPABICHHOCTH (TIPOQHIIs).

JlucuuiuinHa HapasiieHa Ha (pOpMUpOBaHHUE CIIETYIOIMX KOMIIETEHIIMH BbIITyCKHHKA:

[IK-1 — CnocobeH oCyHIeCTBISATh pPErjaMeHTalllI0, MPOCKTUPOBAHUE W BHEIPEHHUE
Kpocc-(pyHKIIMOHAIBHBIX MPOLIECCOB WM aJMUHHUCTPATUBHBIX PErjJaMEeHTOB I0Jpa3/ieieHnui
OpraHu3aluu

I1K-1.1. JlemMOHCTpupyeT NOHUMaHWE€ U YMEHHME [POBOAUTH aHAJIU3 COCTaBa M
MOCJIEZI0BATENbHOCTH OIEpalMid, COCTABISIOUIUX MTPOLECC WM aJMUHUCTPATUBHBIN pErjIamMeHT,
opranusyer cOop mH(poOpMalMU O MpoLEcce MOApa3AeICHHs C LeNbl0 pa3paboTKU perjiaMeHTa
JTAaHHOTO IpoLecca

ConepxaHue  AMCUMIUIMHBL ~ OXBaThIBa€T  KPYr  BOIIPOCOB,  CBSI3aHHBIX  C
JOKYMEHTOBE/IEHUEM, B TOM YHCJIE OCHOBHBIE TIOHSATHS B 00JaCTH JOKYMEHTUPOBAHUS U 00IIHE
HOpMBI  OOpMJIEHHS ~ JOKYMEHTOB,  CTPYKTypa  OpPIraHHU3aLMOHHO-PACIOPSIUTENbHBIX
JOKYMEHTOB HpPENNpPUATHI M OpraHu3aliii, BUABI U CTPYKTYypa CIYKEOHBIX IUCEM, a TaKkKe
0COOEHHOCTH COCTaBJICHHUS YIIPABICHUECKON JOKYMEHTAIIH.

OO6miast TpyAOEMKOCTh OCBOCHHMSI JUCIMIUIMHBI COCTaBJIsSET 3 3a4eTHBIX eauHul], 108
yacoB. [IpenoxaBaHue AMCUUMIUIMHBI BeJeTcs Ha 2 Kypce B 3 cemecTpe: Jekuuid — 34 4.,
IPAKTUYECKUX 3aHATUN — 36 4., KOHCYIbTAMA — 2 4., IPOMEXKYTOUHAs aTTeCcTalus: 3a4eT C
OLIEHKOH — 2 4., caMocTosTeNbHasA paboTa cTyieHTa — 34 u.

Jliig ouHO-3a04HOM (opMBI OOyUEHUS: MpenoiaBaHue BeleTcs Ha 2 Kypce B 3 ceMecTpe,
KOHTaKTHasi paboTa MpernojaBareis co CTYAEHTOM - 22 4. (8 4. - 3aHATHS JIEKLMOHHOTO Tuna, 10
Y. — 3aHATHS CEMUHAPCKOrO THUIIA, KOHCYIbTAUNA — 2 Y., IPOMEXKYTOUYHAs aTTECTallMs: 3a4eT C
OLIEHKOH — 2 4.), camocTosTeNIbHas paboTa — 86 u.

[IpenycmoTpeHo mpoBeaeHUE Y4eOHBIX 3aHSATHM CIENYIOUIMX BHJIOB 3aHATHUN: JIEKIUH,
NpakTUYeCKHe 3aHATHS B (opMe pa3BepHyToM Oecelbl, OOCYKAECHHS JOKJIAZOB CTYJEHTOB,
KOMMEHTHUPOBAHHOTO YTEHHUS, padOThl B MallbIX TpyIImax, B (opMe JeJ0BONH WIPbl, YCTHOTIO
oIrpoca IO MaTrepuajlaM JIEKIIMH, U3y4EHHs] IPUMEPOB Pa3IMYHBIX BUIOB JOKYMEHTOB, aHAJIU3
pazgena 'OCT P 7.0.97-2016, camocrositenpbHast paboTa OOYYaIOUIMXCS, TPYIIIOBBIE H
WH/IMBUYyalIbHbIE KOHCYJIbTAIHH.

[IporpamMmMon npeyCMOTPEHBI CIEAYIOIUE BUAbI KOHTPOJIA: TEKYIINI KOHTPOJIb B BUJE
TecTa (mepBasi, BTOpast U TPEThsl KOHTPOJIbHBIE TOUKH), 3aIIUTHI IPYNIIOBOTO MpoeKTa (rpymnmna 2-
3 denoBeka, TPeTbs KOHTPOJIbHAs TOYKa), MPOMEXKYTOUHas arrecTalus B (GopMe 3adera C
oreHKoi (3 cemecTp).

OcHOBHbBIE TOJOXKEHUS JUCHUIUIMHBL JAOKHBI OBITh MCHOJIB30BaHbl MPU MPOXOXKICHUU
roCy/1apCTBEHHON UTOTOBOM aTTeCTallUU
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2. IlepeyeHb MIIAHUPYEMBIX Pe3yJIbTATOB 00y4YeHHsI 10 AU CHUILINHE (MOIYJII0),
COOTHECEHHbIE ¢ MVIAHUPYEMbIMHU Pe3yJ1bTATAMM OCBOCHHSI 00Pa30BaTe/IbLHOI NPOrPaMMbI

Ne HNHnekce [Inanupyemble pe3ynbTaThl 00yUCHUS
III1 KOMIICTCHIIMH (I/IH)II/IKaTOp JOCTUXKCHUA KOMHeTeHHI/II/I)
, MTHIUKATOP
JOCTHXKCHUSA
KOMIICTCHIIUU
1 T1K-1 CriocoOeH OCYIIECTBIATh PErIaMEHTAIUIO, MPOSKTUPOBAHNE U BHEIPCHHE

Kpocc-(yHKIMOHAIBHBIX MPOIECCOB WM aJIMUHUCTPATHBHBIX PETIAMEHTOB
MOJIPa3IeIICHUI OpraHu3auu

IIK-1.1. JleMoHCTpUpYET NOHUMAHUE U YMEHHE MTPOBOJAUTH AHAJIU3 COCTaBa
U TIOCJIEOBAaTEIIbHOCTH  OIEPAalliii, COCTABJSIFOIIMX  MPOIECC WU
aJIMHHHUCTPATHBHBIA PETJIAMEHT, OPTaHU3YyeT cOOp MH(OPMAIIMU O MPOIIecce
MIOJIPA3JICIICHUS C LIEJIBI0 Pa3pabO0TKH perjiaMeHTa IaHHOTO Tpoliecca

3. Mecto qucuumimebl (MoayJs) B crpykrype OINOIL:

JuctuiumHa «/lokymeHTannonHoe oOecrniedyeHre MPOQPECCHOHATBHON e TeTbHOCTH
BXOJHUT B 4YacTb, (OPMHUPYEMYIO YYACTHUKAMH OOpa30BaTEIbHBIX OTHOLICHHH NpPOrpaMMbl
OaxanaBpuaTa 1o HampasyieHUt0 oArotoBku 38.03.02 «MeHemxMeHT», npoduis MeHeKMEHT
OpraHu3alMK U OTHOCUTCS K TUCLMILIMHAM HAIPAaBICHHOCTH (IpoduIs).

N3ydyeHue naHHOW NUMCUUIUIMHBI Oa3UpyeTcs Ha 3HAHMSX, MOJIYYEHHBIX CTyJEHTaMH B
pe3yibTaTe NPOXOoXkKAECHUS KypcoB «TexXHomoruu 1esoBoro odmeHus», «Ilpasoy.

OCHOBHBIE MOJIOKEHUS JUCLUUIUIMHBI JOJKHBI OBITh MCIIOJIB30BaHbI B JajbHEUIIEM MpPU
W3YYEHUH CIIEIYIOINX AUCLIUIIINH:

- ConmanbHO-?5KOHOMHUYECKAast CTATUCTHKA NMPEANPUATUH (OpraHu3aIuil)
- Uadpopmanronnoe obecrieueHne mpoPpecCHOHATBHON JeTETbHOCTH

- YpaBiieHne IpoeKTaMu

- OCHOBBI ITPUKJIAIHBIX UCCIIEJOBAaHUM B MEHEPKMEHTE

4. O0beM IUCHUIIHHBI (MOAYJsl) B 3a4YeTHBIX €IMHHIIAX C YKAa3aHHEM KOJIMYeCcTBA
aKajeMMYeCKHX YacCOB, BblIJeJEHHBIX HAa KOHTAKTHYI0O padoTy oOydamomuxcss C
npenojaBartejsieM (M0 BHAAM Y4YeOHBIX 3aHATHI) M Ha CaMOCTOSITEIbHYW padoTy
00y4Yar I XCs

OO0r111ast TPYA0EMKOCTD AMCIUILIMHBI cOCTaBisieT 3/108 3aueTHBIX eMUHUIY aKajl.gacoB.

(1 3auemnas eounuya coomsemcmeyem 36 akademuyeckum 4acam)

Ne | Bunbl yueOHOI 1eSTeTbHOCTH CemecTpbl
n/m Bceero 3
1 KonrakTHasi pa6oTa 00y4arommuxcs ¢ 74 74
npenogaBarTe/iemM
B TOM YHCJIE: - - - (-] -
1.1 | 3aHsaTHS JIEKIIMOHHOIO THIIA 34 34
1.2 | 3aHsATHS CEMHHAPCKOTO THUIIA, B TOM YHCIIE: 36 36
CeMuHapbl

JlaGopatopHsbie paboThI

HpaKTI/IHCCKI/Ie 3aHATHA

1.3 | KoncyabTanum 2 2
1.4 | dopma npoMeKYTOUHOI aTTeCTAIMH (324eT ¢ OLEHKON) 2 2
2 CamocTosiTeJIbHasi pa60oTa 00yJaIOIIHXCSH 34 34
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3 OO01mas TPy10eMKOCTh yac 108 108

3.e.

3 3

J1st 04HO0-3204HOI (hopMBbI 00yUEHHS:
Ne | Buner yaeOHOM A€ATEIHHOCTH CemecTpbl
/i Bcero 3
1 KonTakTHasi paGoTa 00y4yarommxcs ¢ mpenogaBarejieM 22 22

B TOM YHCIIE! - - --]-
1.1 | 3aHATHS JEKIIMOHHOTO THIIA 8 8
1.2 | 3aHsATHSI CEMUHAPCKOTO THIA, B TOM YHCIIE: 10 10

CeMuHHapbl

JlaboparopHbie pabOTHI

IIpakTrueckue 3aHsaTUs
1.3 | KoncyabTauumn 2 2
1.4 | dopma mpoMeKYyTOUHOI aTTeCTAIMH (324eT ¢ OLEHKON) 2 2
2 CamocTosiTeIbHAasi padoTa 00y4aIOINXCSA 86 86
3 OO01mast TPy10eMKOCTh yac 108 108

3.e.

3 3
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PTYTHC

YYPEXIOEHWME BbICIHIETO OBPA30OBAHIA

TYPU3SMA 1 CEPBVICA»

OEJTEPAJIBHOE TOCYJAPCTBEHHOE BIO/IXETHOE ObPA3OBATEJIbHOE

«POCCUVICKUW TOCYJAPCTBEHHBIVI YHVBEPCUTET

CMK PTYTUC

Aucm 5

5. Conepxxanne TUCUUIIMHBI (MOIYJIsl), CTPYKTYPHMPOBAHHOE 10 TeMaM (pa3jesiaM) ¢ YKa3aHueM OTBeJIeHHOI0 Ha HUX KOJIM4eCcTBa
aKaJleMH4YeCKNX YaCOB M BU/0B y4eOHbIX 3aHATHUMH

HaunmenoBanue Tem
JIEKIWW, TPAKTHYECKUX
paboT, 1abopaTOpHBIX

Bunel yueOHbIX 3aHATHIA U (OPMBI UX MPOBEICHUS

KonTtakTHast paboTta 00y4aromuxcst ¢ IpenoaaBaTesieM

pabort, cemunapos, CPO 5
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1. OcHOBHEIE 1.1. ®yHKIMY, IETU U 2 TpamunuonHas | 2 YCTHBIN onpoc 1o 2 |Ilogroroska
MOJIXO/IbI K 3aJ1a4M CITyXKObI MaTepuaiam JeKIUU JIOKJIaJIOB 110 TEMaM.
OpraHu3aluu JIOKYMEHTAI[MOHHOTO
JIEJIONPON3BO/ICTBA | OOECTICUCHHS
B YUpEKIACHUN yIpaBiIeHUs
Texymmii KOHTPOJIb 1 2 | AyauropHoe 1 |[ToxroroBka K
TECTUPOBAHUE TECTHUPOBAHUIO
1.2. TeopeTuueckue 2 Tpaguumonnas | 2 | Pa3Bepuyras Gecena 2 |U3yyenue
OCHOBBI HOPMAaTHUBHBIX
JIEJONPOU3BOACTBA JTOKYMEHTOB
OpraHu3alHH
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OEOEPAJIBHOE TOCYOAPCTBEHHOE BIOJIPKETHOE OBPA3OBATEJIbHOE CMK PIYTUC
(7] YUYPEXIEHWE BBICIIIEI'O OBPA30OBAHVIA
«POCCUMCKMM TOCYJAPCTBEHHBIVI YHUBEPCUTET
PIYTHC TYPU3MA V1 CEPBUCA» Aucm 6
1.3. JloxymeHT. TpaaunuoHHas KommenTupoBanHoe Nzyuenue
dopmyisp-oOpasen YTEHUE HOPMAaTUBHBIX
JOKYMEHTA. HOPMAaTUBHBIX JIOKYMEHTOB
JIOKYMEHTOB
1.4. ®yHkun TpaauuuroHHas Pa3Bepnyras Gecena Nzyuenue
JIOKYMEHTA. HOPMAaTUBHBIX
IOpuanueckas cuna JIOKYMEHTOB
JIOKYMEHTA.
JIoKyMeHTO00O0pOT.
1.5. CranpapTuzauus u TpaaunroHHas Nzyuenue 3akperuieHue
YHUDUKAIUST MIPUMEPOB JIEKIMOHHOTO
JIOKYMEHTOB. pa3IMYHBIX BUIOB MaTepuaia
JIOKYMEHTOB
1.6.TpeboBanus k TpaaunronHas Amnanus pazznena 3akperuieHue
COCTABIICHUIO U I'OCT P 7.0.97-2016 JIEKIIMOHHOTO
odopmIteHHIO MaTepuaia
JTIOKYMEHTOB.
Texyumii AynutopHoe IToaroroska K
KOHTPOJIb 2 TECTUPOBAHUE TECTUPOBAHUIO
2. Ocobennoctu 2.1. OcHOBHBIE TPYMIIBI TpaguuyoHHas Pa3BepHyras Gecena 3aKkpeneHue
COCTaBJICHUS U JIOKYMEHTOB. JIEKLMOHHOTO
oopmienus OpraHu3alMoHHbIE MaTepuaia
OCHOBHBIX JTIOKYMEHTBI
JIOKYMEHTOB MIPEAMTPHUSITHS.
yIpaBIeHUS
2.2. OpraHu3aloOHHO- TpanuuuonHas JenoBas cutyanus [Tonroroska
pacropsIUTENIbHbIE «CoBemianue. JOKYMEHTAIlM1 110
JIOKYMEHTBI N3ydeHne THIOBBIX MEPOIPUITHIO
JIOKYMEHTOB.
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Aucm 7

2.3. I[Iporokou: mopsgoK | 2

Tpagunuonnas | 2 | M3yyeHre TUIIOBBIX

[ToBTOpEHUE

COCTAaBJICHMUS, JIOKYMEHTOB. MaTepHualoB JIEKLHH
MIPUMEHEHUS, Henoas cutyauus
YTBEPKICHMUS. «3acenaHuer.
2.4 . PacriopsiiuTeNnbLHbBIE TpaguuuoHHas Pazsepnyras Oecena 3akperieHue
JIOKYMEHTBI JIEKIITUIOHHOT'O
MIPE TP THS. Marepuana
2.5. UadopmanmoHHo- TpaguunoHHast YcTHBIN onpoc 3akperieHue
CIIpaBOYHbIE JOKYMEHTHI. CTYZIEHTOB. JIEKIITUIOHHOT'O
PasBepHytas 6ecena Marepuana

2.6. HopMmsl YcTHbI onpoc IToaroroBska
o(umansHo-1e7I0BOT0 CTYJICHTOB. JIEJIOBBIX ITUCEM.
CTHJIS CITY)K€OHBIX PasBepuyras O6ecena
JIOKYMEHTOB.
2.7. IlpaBuna TpaguuyoHHas KommenTrupoBanHoe 3akperneHue
oopmienus YTEHUE Pa3/IeIoB JIEKLMOHHOTO
JIOKYMEHTOB I10 JINYHOMY HOpPMaTUBHBIX MaTtepuaia
COCTaBYy. JIOKYMEHTOB

3. OcobenHocTu 3.1. OcHoBHBIE paBHIIa TpaguuyoHHas PaboTta B manbIx [ToaroroBka

JOKYMEHTOBEJICHUS | OpraHU3aluu padoThl ¢ rpymnmax 1no TPYIIIOBOTO

u BXOJIIIUMHU U MOJIFOTOBKE npoeKTa

JOKYMEHTO000pOTa | UCXOIAIMMHU IPYIMIIOBOrO MPOEKTa

B JIOKYMEHTaMH.

rocyJapCTBEHHBIX

YUPEKICHUSAX U

OpraHM3aLIsAX Texkyuiuii KOHTPOJIb 3 TectupoBanue [ToaroroBka

TECTUPOBAHUIO
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«POCCUUNCKUN TOCYOJAPCTBEHHbBIVI YHUBEPCUTET
PrYTHC TYPU3MA V1 CEPBUCA» Aucm. 8
3.2. OcobeHHOCTH 2 TpagunvionHas | 2 | YCTHBIHM onpoc Nzyuenue
JIEJIONPOU3BOACTBA B CTYZIEHTOB. HOPMAaTUBHBIX
opraHusanusax u PaSBepHYTa}I 6ecena JOKYMCHTOB.
MPEATPUATHAX
Texymuii KOHTPOJIb 4 I'pynmosoit [ToaroroBka
MPOEKT IPYIIOBOTO
MPOEKTA

Koncynprarmm 2

IIpomexyrouHas arrectanus — 3adeT ¢ OLEHKOM - 2 yaca

© PI'YTUC




orete DEJJEPAJIBHOE TOCYIOAPCTBEHHOE BHOJI>)KETHOE OBPA3OBATEJIbHOE CMK PI'YTUC
(1 _ YLIP]EX():IEHV[E BBICIIIETO OBPA30]§AHV[H
«POCCUUNCKUN TOCYOJAPCTBEHHbBIVI YHUBEPCUTET
PFYTHC TYPVISMA M CEPBVUCA» Aucm 9

11 0uHO0-3204HO opmMBbI 00yUeHHUS:

HaunmenoBanue tem Bunel yueOHbIX 3aHATHIA U HOPMBI UX TPOBEIECHUS

JICKIIUH,

MPAKTHUECKUX PABOT, KoHnTakTHasi paboTa 00y4yaronmxcs ¢ mpernoiaBareyieM

1abopaTOPHBIX PadoT, 3
Q
cemunapos, CPO s
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1. OcHOBHBIE 1.1. ®ysxnuu, nemn | 1 Tpaguumonnas | 2 | Pa3sepnyras Oecena 14 |IloxroroBka
NOAXOIbI K Y 3371a41 CITYKObI JOKJIaJIOB II0 TEMaM.
OpraHu3anuun JOKYMCHTAIIMOHHOT' O
ACJIONPONU3BOJICTBA oOecreueHus
B yIpCKICHUH YIIpaBJICHUSA
1.2. TeopeTuueckue.
OCHOBBI
JIEJIOTIPOU3BOJICTBA
OpraHu3aIu
Texymmuii KOHTPOJIbL AynutopHoe
1 TCCTUPOBAHME
1.3. JIokymeHT. Pa3Bepnyras 6ecena N3yuenue

© PI'YTUC




- @OEIEPAJTBHOE TOCYIAPCTBEHHOE BIOIKETHOE OBPA30OBATEJIPHOE CMK PI'YTVIC
i YUPEXIEHVE BBICILIETO OBPA3OBAHMS
«POCCUVICKUW TOCYJAPCTBEHHBIVI YHVBEPCUTET
PrYTHC TYPVISMA " CEPBUCA» Aucm 10
HaunmenoBanue tem Bunel yueOHbIX 3aHATHIA U HOPMBI UX TPOBEIECHUS
JICKITUH,

NPaKTHIECKIX padoT, KonTakTHas paboTa obydaromuxcs ¢ mpenogaBaTesieM

1abopaTOPHBIX PadoT, 3
Q
cemunapos, CPO S
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JIOKYMEHTA.
JIoKyMeHTO0O0POT.
1.5. Crannaptuzanus
1 yHUGDUKAIISA
JIOKYMEHTOB.
1.6. TpeGoBanust K
COCTABJICHUIO U
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2. OcobeHHocTH 2.1. OcHOBHBIE 2 TpanuuuonHas 18 |U3yuenue
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TECTUPOBAHUIO
3. OcobennocTu 3.1. OcHOBHBIE 2 TpanutmonHast OO6cyxnenue 16 |U3yuenue
JTOKYMEHTOBE/ICHHUS | TIpaBHJIa JTOKJIAJIOB JIEKIIMOHHOTO
u OpraHM3aIy padoThI Marepuana.
I[OKYMCHTOO6OPOT3 C BXOIAIIMMHU U
B HUCXOISIIITUMHU
TOCYAAPCTBEHHBIX | oKyMEHTAMH.
YUPOHACHIAX 1 3.2. OcobeHHOCTH
OpTraHH3aliIX JIeNIONPOU3BOJICTBA B
OpraHu3alusaX u
NPEINPUSITUIX
JIOKYMEHTaMHU.
Texymmii KOHTPOJIbL TectupoBanue
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Koncynprarmm 2
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Aucm 15

6. Ilepeyenb y4eOHO-METOAMYECKOT0 00eCeYeHus 1JIsi CAMOCTOSITEIbHOH PadoThl
00y4YaIIUXCs M0 JUCHUILIMHE (MOIYJII0)

Jlj1s caMOoCTOSTENIbHOM pabOThI 10 AUCHHUIIIMHE 00Yy4aroIIuecs UCIOIB3YIOT ClIeayolee
y4eOHO-MEeTOIMUecKoe obecneueHne

Ne | Tema, Tpyn0oeMKOCTh B | Y4eOHO-MeTOANYeCKOe o0ecredyeHue

n/m | akaja.d., 04Has/3a04Hasi

1 @yHkuuy, Henu 1 3a1aud | OcHoBHAasI JJUTEepaTypa
CITYKObI 1. beikoBa, T. A. JlokyMeHTallMoHHOE oOecreuYeHue
JOKYMEHTallUOHHOT'O yIpaBieHUs (IEI0MPOU3BOJICTBO) : ydaeOHoe mocooue / T. A.
obecrnieueHus brixosa, T. B. Ky3uenona, JI. B. Cankuna ; mox o6m. pea. T.
ynpasnenus: 8/20 B. Ky3nenoBoii. — 2-¢ u3a., nepepad. u mon. — MockBa :

2 | Teopernueckue ocHoBbl | THOPA-M, 2024. — 304 c. + Jlom. Marepuaisl
ACIONPOU3BOACTBA [OnexTpoHHbIii  pecypc]. —  (Beicuiee  oOpa3zoBaHue:
opranusauuy 8/18 Bakanaspuar). - ISBN 978-5-16-004805-5. - Tekcr :

3 | Hokyment. PekBusur 3JIEKTPOHHBIIA. URL:
noxkymenta. Cocran https://znanium. ru/cataloq/product/2110037
PCKBU3HUTOB, HX 2. Ienomnpoussoactso : yuebuuk / T. A. Beikosa, JI. M.
MCCTOPACTIONIOKCHHC HA | Banopa, }0. M. Kykapuna, JI. B. CankuHa ; mox oOmI. pej.
AOKYMCHTC. CDopMyn_;{p— notl. T. A. beikoBoi. — 5-¢ u37., nepepad. u qomn. — Mockaa :
oGpasen nokymetira.:6/18 NH®PA-M, 2025. — 403 c¢. + Jlom. wMarepuaibl

4 T L [DnexTpoHHbIil pecypc]. — (Briciee obpazoBanue). — DOI
obecrieuenme ynpasens | 11 1737/1907620. - ISBN 978-5-16-018052-6. - Texer :
6/16 AIEKTPOHHBIN. URL.:

5 | Crannapmusanus n https://znanium. ru/cataloq/product/2145045
yHH(bHKaum_ 3. OCHOBBI JIEIONPOU3BOJICTBA : ydeOHOe mocodbue / A.M.
Aoxymenros.: 6/20 Acanues, .M. Muponosa, E.A. Koca I'l'.B —

5 VrnumposanHas , 1.1 p , E.A. pesa, [.I'. BykoBuu.
cHCTeMA JIOKYMEHTALIHH 2-¢ u31., uctp. u gpon. — Mocksa : UHOPA-M, 2025. — 146
(YCIT). Crctembl c. — (Beicmiee ob6paszosanmne). — DOI 10.12737/24426. -
noKyMeHTaIHn.(6/18) ISBN 978—_5—16—019135—5. - Tekcr : smektponnsid. - URL:

7 HopMaTHBHO- https://znanium.ru/catalog/product/2197265 . — Pexum
MeToxrYecKas Gasa noctyna: no noanucke. 4. Kynses, H. H. JlokymenToBenenue
JOKYMEHTHPOBAHHS : yuebnuk / H. H. Kynses, /. H. Ypanos, A. I'. ®abpuyHoii ;
YIIPaBIICHIECKOM nop pex. npod. H. H. Kynaesa. - 2-e u3n., crep. - Mocksa :
NeSTeabHOCTH U Jloroc, 2023. - 352 c¢. - (HoBas yHuBepcHTETCKas
opraHu3anuu paboTHI C oubmuoreka). - ISBN 978-5-98704-329-5. - Teker
JokymeHTami (6/20) AIEKTPOHHBIN. - URL:

https://znanium.com/catalog/product/1211628

OCHOBHBIE TPYIIITBI JlonoJIHUTEILHAN JIUTEPAaTypa

8 JIOKYMEHTOB. 1.bynat, P. E. JlIokyMeHTaIlMOHHOE OOCCIICUCHHUE YIIPaBICHHUS
HopmaTuBHBIE nepcoHasoM : yuebHoe nocodbue / P. E. bymar. — Mocksa :
JOKYMEHTBI NH®PA-M, 2022. — 234 c¢. + Jlon. wMarepuaibl
rOCyIapCTBCHHBIX [OnexkTponnbiit  pecypc]. —  (Beicimee  oOpa3oBaHue:
OpraHos bakanaspuar). - ISBN 978-5-16-010318- - Tekctr :
OpraHusanioHHbIC AIEKTPOHHBIN. URL:
JIOKYMEHTBI (00mIas https://znanium. com/catal0q/product/1007087
xapakrepucrika). (6/20) 2.apopMallMOHHBIE TEXHOJOTMH B  JOKyMEHTAI[MOHHOM

oOecrie4eHUH YIpPaBIICHUS W apXUBHOM JeJie : Y4eOHUK s
9 [TpoTokoJ Kak

OpraHu3aliuoOHHO-

By30B / H. H. Kynaes, T. B. Konnpamosa, E. B. Tepentnena,
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(6/18).

cucremsl. (6/20)

OcHOBHBIE IIpaBHJIa

12
OpraHu3anyu padoThl ¢
noxkymenramu. (6/18)
13 CoBpemeHHoe
rOCY/IapCTBEHHOE
peryimpoBaHue

nenmonpou3BocTea B PO

14 | OcobennocTu
JICIIOTIPOU3BO/ICTBA B
OpraHM3aIHsIX U
npeanpusitusix (6/20)

esos | OEJIEPAJIBHOE TOCYIAPCTBEHHOE BIOIXKETHOE OBPA30OBATEJIBHOE CMK
). YUPEXIEHVE BbICIIIETO OBPA3OBAHVS PTYTUC
«POCCUMCKUM FOCY)IAPCTBEHHBIVI YHUBEPCUTET
- TYPU3SMA 1 CEPBVCA»

Aucm 16
pactopsAuTEIbHBIN A. T'. ®abpuunos / mox oom. pen. H. H. Kynsera. - Mocksa :
nokyMeHT (6/18) Jloroc, 2020. - 408 c. - ISBN 978-5-98704-786-6. - TekcT :

10 | . lpaBuna opopMIeHHS | 5IEKTPOHHBII. URL:
JOKYMEHTOB I10 JINYHOMY | https://znanium. com/cataloq/product/1211641 3.Kupcanosga,
cocraBy. [lonsitre n M. B. Kypc [nenonpousBOACTBA:  JOKYMEHTAIIMOHHOE
CTPYKTYpa IEPCOHATILHBIX | oGecrieycHHE —YIPABICHHS yueOHoe mocobue / M.B.
nanubix. (6/18) Kupcanosa, FO.M. AkceHoB. — 6-¢ u3j., ¥cop. U JIOIM. —

. Mocksa : UHOPA-M, 2020. — 257 c. + Jlon. mMarepuaibl

11 | CTPyKTYypa KanpoBoii [DnekTponHbiii  pecypc]. —  (Beiciiee  oOpa3oBaHue:
HH(OPMAIMOHHO- Bakanaspuar). - ISBN 978-5-16-006789-6
,HOKYMCHTaHI/IOHHOI/I

https://znanium.ru/catalog/document?id=358180
4.YupapiieHHue JOKyMEHTaMH B HHUGPOBOM IKOHOMHKE.
Opranuzanus, pernameHTanus, peaausanus / M. B. Jlapun, H.
I'. Cyposuesa, E. B. Tepentnena; [log pen. Jlapuna M.B., - 2-¢
m3a. - Mocksa : PITY, 2022. - 247 c. - ISBN 978-5-7281-
3084-0. - Tekct AJIEKTPOHHBIH. - URL:
https://znanium.ru/catalog/product/2037274

7. ®oHA OLEHOYHBIX CPEICTB sl POBeIeHUs TEKYIIero KOHTPOJIsl U MPOMEKYTOYHOM
arTecTalMy O0YYAOIMXCH M0 AMCHUIIMHE (MOAYJII0)

7.1. IlepeyeHb KOMIIETEHIMI C YKA3aHUEM 3TAanoB uX ()OpMHPOBAHUSA B IpoLecce
0CBOEHUS 00pa30BaTEJIbHON MPOrPpaMMbI

Ne | Unne
I | KC
KOMII
e-
TEHII
HH,
150891051
KaTop
JIOCTH
JKEHHU
a
KOMII
€TEHII
15071

Conepxanue
KOMITETEHIIUU
(namuKaTop
JOCTHKEHUSI
KOMITETECHIIHH)

Pasznen B pesynbraTte nzydeHus pasnena JUCLUILIAHEL,
JUCLUIUINHBL | 00ecnednBaroIero GopMUpOBaHUE KOMIIETEHIIUN
: (MHIMKATOP TOCTHMIKEHUSI KOMITCTCHIIMHN)
obecrieunBa | 0Oy4arOIIMICS TOJDKEH:

IOLUH dTambl | 3HATh yMEThb BJIAJIETh
¢dbopMupoBaH

ue

KOMIICTCHIIHN

n

(nauKaTop

JOCTHKEHHS

KOMIIETCHLIU

u)
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rE0VB0 GENEPAJIBHOE TOCYOAPCTBEHHOE BIOIIPKETHOE OBPA3OBATEJIbBHOE CMK
» _ VYPEXIEHVE BBICIIIETO OBPA3OBAHVAS PTYTUC
«POCCNUNCKUN TOCYOJAPCTBEHHbBIVI YHUBEPCUTET
PrYTHG TYPU3MA V1 CEPBUCA»
Aucm 17
I1K-1 | CmocoGeH OoCyIIeCTBISITh PErjaMeHTAIMI0, TPOCKTUPOBAHUE M BHEIPEHHE KPOCC-
(YHKIIMOHATBHBIX MIPOLIECCOB WA aIMUHHUCTPATUBHBIX periIaMEHTOB
MOJIpa3/IeJICHUIl OpraHu3alumu
K- JemoHcTpupyeT OcCHOBHEIE TIPUHITATIBI BECTH 0a3y | HaBBIKAaMH
1.1 MOHUMAaHUE U MOJIXO/IBI K (YHKUMOHUD | JaHHBIX 1o | aHanm3a
yMEHHUE MIPOBOJUTH | OpPTraHU3allid | OBAHHS Pa3InIHBIM UHPOPMALUH O
aHaJIN3 COCTaBa U JIEJIONIPOU3BO | CHCTEMBI MoKazaTessiM ¥ | (pyHKIIMOHHUPOB
MOCIIEZIOBAaTENBHOC | JICTBA B BHYTpPEHHETO | (hOPMUPOBAHUS AQHUH CHCTEMBI
TH ONepalni, VUPEXKACHUH | JOKYMEHTOO | MH()OPMAIMOHHOT | BHYTPEHHETO
COCTaBJISIOIIAX 6oporta 0  obecreueHus | JOKYMEHTO000
MIPOIIECC WITH OpTraHm3alfi | y9aCTHUKOB pora
AIMHAHUCTPATHBHBL OpraHn3alilMOHHbI OopraHn3anuu
U persiaMeHT, X IIPOEKTOB.

OpraHm3yeT cOop
WHPOPMALUH O
nporecce
MOZpa3/IeNICHNUS C
LEThI0 pa3paboTKu
periiaMeHTa
JaHHOTO Iporecca

7.2. Onucanue nokasareJieil U KpuTepueB OLCHUBAHUS KOMIIETEHIMI Ha Pa3HbIX 3Tanax
X (popMHUPOBAHUSA, ONIMCAHME LKA OLIEHUBAHUA

PesynabraT 00yuenns | Ilokasarenan Kpurepnii JTan 0cBOCHUs

o JMCHUIIJIMHE OLICHUBAHUA OLlCHUBAaHUA KOMIICTCHIIMU

3HaHue NIPUHIUIIOB 3HaHue MIPUHIIUIIOB

(GYHKIIMOHUPOBAHUS (yHKIIMOHUPOBAHUS

CUCTCMbI BHYTPCHHCTO CUCTECMbI BHYTPCHHCI'O

JIOKyMEHT0000pOTa JIOKyMEHTO000pOTa

OpraHu3anuu OpraHu3anuu

YmMmenue  Bectn  Gasy VMeHHe  Becrm  Gasy | SOKPCIVICHHC

JAHHBIX 1O  PAsTMMHBIM | PehenypoBaHHe, JaHHBIX 10  Pa3MYHBIM criocobHoCTH
MOKa3aTeNsIM u Tectuposante TOKa3aTessIM u | OCYUECTBIATH IIOHCK
(I)OpMI/IpOBaHI/IH 2 q)OpMPIpOBaHI/IH JIOKQJIbHBIX HOPMAaTUBHBIX
nH(pOpPMaMOHHOTO percHne . nH(pOPMaMOHHOTO aKTOB, OTHYCTHBIX
obecrieyernst  ydactHukop | CUTYallHOHHOU obecrieueHusi  y4acTHHKOB | AOKYMEHTOB, CBA3aHHBIX C
OpraHu3aIl[MOHHbBIX 3aga4 OpraHu3aliMOHHbIX peanu3aLuei

MPOEKTOB. IPOEKTOB. HpO(i)eCCUI/IOHaJ'ILHLIX
Bnanenune HaBBIKAMU Biranenne nappikamy | QYHKIHH OpraHu3aiim
aHanu3a HMHpOpMAIMU O aHanM3a uMHpoOpMamuu 0

(hyHKIIMOHUPOBAHUH (YHKIMOHUPOBAHUH

CHCTEMBI BHYTPEHHETO CHCTEMBI BHYTPEHHETO

JIOKYMEHT0000poTa JOKYMEHT0000poTa

OpraHu3alyu OpraHu3aiiu

Kpurtepun u mkaja onieHNBaHUS 0CBOCHHUS ITANOB KOMIIETEHIINH HA
NMPOMEKYTOYHOM aTTeCTAIUMU

[lopsimok, KpuTepuuM M IIKajJa OLECHUBAHHMS OCBOCHUS JTAllOB KOMIIETEHLMN Ha
MIPOMEKYTOUHOM aTTeCTallMi oOmpezenseTcs B cooTBeTcTBUHM ¢ [lonoxkeHneM O NpoBeneHUn
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TEKYIIEro KOHTPOJIS YCHEBAEMOCTH M IPOMEXYTOUYHOW aTTecTalMyd OOydYaroImuxcsi 10
o0Opa3oBaTeNbHBIM IpPOTpaMMaM BBICHIETO O0pa3oBaHHsl — MporpamMmaM OakajaBpuaTta,
nporpaMMmaM — MarucTparypbl, peaqu3yeMbiM 10  (eaepaidbHbBIM  TOCYIapCTBEHHBIM
oOpa3zoBarenbHbIM cTangapraM B ®I'6OY BO «PI'YTUCH.

Buabl cpeicTB onleHUBAHMSA, IPUMEHsIEMbIX IIPH IPOBECHUHU TeKYyIIero KOHTPOJIA
U IIKAJIbI OLleHKH YPOBHS 3HAHWH, YMEHHUI U HABBIKOB IIPU BBIIIOJHEHUH OT/eJbHbIX
(hopM TekyLIero KOHTPOJIst

Cpeocmeo oyenusanuss — mecmupogarue
IIkaya oueHKH YPOBHS 3HAHUI, YMEHUIl U HABBIKOB IPH PELICHNH TeCTOBBIX
3aJaHNH

Kpurepum ouenkn OLIEHKA

«5», ecnn (90 —100)% npaBUIBLHBIX OTBETOB

«4», ecu (70 — 89)% npaBUIIbHBIX OTBETOB

BBIIIOJIHEHO BEPHO 3aJaHui «3», ecaut (50 — 69)% npaBUIBHBIX OTBETOB

«2», eciu MmeHee 50% MpaBHIIBHBIX OTBETOB

Cpeocmeo oyenusanusi - 8bINOJIHEHUE 2PYNNOBO20 NPOEKMA
Illkana omeHKH YPOBHS 3HAHWN, YMEHMil M HABBIKOB NpPH BbINOJHEHHMH TPYNIIOBOTO
NMpoeKTa

IIpenen AIUTENBHOCTH KOHTPOJIA 30 MuH.

Kputepuu onenku — ObUIO CHOPMYTUPOBAHO W TPOAHATUZUPOBAHO OOIBITHHCTBO
npo0JieM, 3aJI0)KEHHBIX B IPOEKTE;

— OBUIM TPOAEMOHCTPHUPOBAHBI AJICKBAaTHBIE AHATUTHYECKUE
METO/IBI IIpH paboTe ¢ nHpopMaIueii;

— OBUIM  WCIOJIB30BaHBl  JIONOJIHUTENBHBIE  MCTOYHUKHU
uH(pOopMaLUH s pealTu3auy TPYIIIOBOTO MIPOEKTa;

— OBLTH BBITIOJIHEHBI BCE HEOOXOJIMMbIEC PACUETHI;

— TIOJTOTOBJICHHBIE B XOJI€ BBHIMOJHEHHE MPOEKTa JOKYMEHTHI
COOTBETCTBYIOT TPEOOBAaHMAM K HUM IO CMBICITY ¥ COJICPKaHHIO;
— BBIBO/IBI 00OCHOBAHBI, apI'YMEHTHI BECOMBI;

— cAenaHbl COOCTBEHHBIE BBIBOJIbI, BBISBJICHBI HEJOCTATKA U
NPEJIOKEHBI MPAKTUYESCKUE PEKOMEH AN

IToxa3zaTenu oneHKH Max 15 6aiioB
0 6annos IIPOCKT HE MOATOTOBJICH,
1-2 6amna IOJArOTOBJIEH, HO TEMa PACKPBITa HE MOTHOCTBIO
3-4 6ayuia IPOEKT MOATOTOBIIEH, HO COJAEPKHUT OMIUOKH U HETOUHOCTH
(bopMyITHPOBOK
5-7 6anmor MIPOEKT MOJATOTOBJICH, HO HE IOCTATOUYEH M0 00BhEMY
8-10 Gao IIPOEKT IOJArOTOBJIEH, HO OTCYTCTBYET NIPE3EHTALIMS
11-12 6annos IIPOEKT ITOArOTOBJIEH, TEKCTOBAS YaCTh COOTBETCTBYET BCEM
TpeOOoBaHUsIM, HO IPE3EHTAlHsl YCIOBHA
13-15 6amnos Bce TpeOOBaHUs COOJIIOJICHBI, TPE3EHTALUS TTOJIHOCTBIO

PAaCKPBIBACT TCMY IIPOCKTA

Buabl cpecTB olleHUBaHMs, MIPUMeHsIEMbIX IPH TPOBeeHUH MPOMEKYTOUYH O
aTTecTallii U MIKAJIbI OLEHKH YPOBHS 3HAHMI, yMeHHii U HABHIKOB MPU UX BBITIOJHEHUH
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VYeTHbII onpoc
IIkaja oneHKH YPOBHS 3HAHUI, YMEHMH U HABBIKOB NIPH YCTHOM OTBeTe

OIICHKA

Kpurepumn oueHuBanusi

IToxa3zaTeu oneHUBAHUSA

«5»

— IOJIHO PacKphITO coJiepKaHue
Marepuana;

— MaTepuaJl  HW3J0KEH TIpaMOTHO, B
OIpeICIICHHOMN JIOTHYECKOU
IIOCJIEJOBATEIILHOCTH;

— IPOJIEMOHCTPUPOBAHO  CHUCTEMHOE H
rirybokoe 3HaHUE MIPOrpaMMHOTO
Marepuana,

— TOYHO UCHOJIB3YETCSI TEPMUHOJIOTHUS;

— MOKa3aHO  YMEHHUE  WJUIIOCTPUPOBATH

TEOPETHUECKUE TOJIOKEHUS KOHKPETHBIMU
npuMepamMu, TMPUMEHITh UX B HOBOU
CUTYaIHH;

— MPOJEMOHCTPUPOBAHO YCBOCHHUE paHee
W3YYEHHBIX COIYTCTBYIOIIUX BOIIPOCOB,
chOPMUPOBAHHOCTP U YCTOWYUBOCTH
KOMIIETECHIIMHM, YMEHUN U HABBIKOB;

— OTBET MPO3BYYaJl CAMOCTOATEIbHO, O€3
HaBO/ISITUX BOIPOCOB;

— IPOJEMOHCTPUPOBAHA CIIOCOOHOCTH
TBOPYECKU TPUMEHSTh 3HAHHE TEOPUU K
pernieHuto npopecCuOHAIBHBIX 3a]1a4;

— IPOJAEMOHCTPUPOBAHO 3HaHUE
COBPEMEHHOM  y4eOHOW W  Hay4yHOH
JTUTEPaTypHI;

— JOMYIIEHbl OJIHa — JBE HETOYHOCTHU MpPHU
OCBEIICHUH BTOPOCTENEHHBIX BOIPOCOB,
KOTOPBIC UCITPABIISIOTCS 10 3aMEYAHHIO

— OOyywarommiics MOKA3bIBACT
BCECTOPOHHHE M TIyOOKHE 3HAHUS
IIPOrPaMMHOI0 MaTepHuaia,

— 3HaHue OCHOBHOM u
JOTIOJIHUTEIBbHOM JINTEPaTypHl;

— IIOCIENOBaTENbHO M YETKO
OTBEYAaEeT Ha BONPOCHl OuieTa u
JIOTIOJIHUTEIbHBIE BOIIPOCHI;

— YBEPEHHO  OpHUEHTUPYETCS B
IpOOJIEMHBIX CUTYalUsX;

— JIEMOHCTpUPYET  CHOCOOHOCTH
IPUMEHATh TEOPETUYECKUE 3HAHUS
U1 aHaJn3a PAKTUYECKUX
CUTyalu#, JejlaTb  IpaBUJIbHbBIE
BBIBOJIbI, MPOSIBISIET TBOPYECKUE
CIIOCOOHOCTH B [IOHUMAHHUH,
U3JI0)KEHUH U HCIOJIb30BaHUU
IIPOrPaMMHOTI0 MaTe€pHaa;

— TOJTBEPXKJAET MOJHOE OCBOEHUE
KOMITETEHINH, MpPeayCMOTPEHHBIX
IIPOrpamMMoi

«4»

— BOIIPOCHI M3J1araloTCs
CHUCTEMATU3UPOBAHO U MOCIIEN0BATENBHO;

— IIPOJAEMOHCTPUPOBAHO yMeHue
aHAJIM3UpOBaTh MaTepuall, OJHAKO HE BCE
BBIBOJI HOCSAT apryMEHTHUPOBAHHBIM H
JIOKa3aTeJIbHBIN XapaKTep;

— IPOJAEMOHCTPUPOBAHO YCBOCHHE
OCHOBHOM JIUTEPATYPBI.
— OTBET  YJOBJETBOPSIET B  OCHOBHOM

TpeOOBAaHUAM Ha OLEHKY «5», HO TIPU 3TOM
MMeEET OJIH U3 HEJJOCTATKOB:

— a) B UBJIOKCHUHU JIOMYIIEHBI HeOOoJbIINe
npoOenbl, HE WCKa3WMBIIME COJEp)KAHHE
OTBETA;

— oO0y4arommiics MOKa3bIBACT
MIOJTHOE 3HAHUE

— MPOrpaMMHOTO
OCHOBHOMU U

— JIONOJIHUTEIIbHOM JINTEPaTyphI;

— JaeT  TOJHBIE  OTBEThl  Ha
TEOPETUYECKHE BOIPOCHI OuiieTa U
JIOTIOJTHUTETIbHBIE BOIIPOCHI,
JIOTyCKasi HEKOTOPbIE HETOYHOCTH;

— MPaBUIBHO MIPUMEHSET
TEOPETUYECKHE  TIOJOXKEHUs K
OILICHKE MMPAKTUYECKUX CUTYyalUH;

— JEMOHCTPUPYET XOPOLLINN
YPOBEHb OCBOEHHMs MaTepuajlia U B

MaTrcpurajia,

© PI'YTHUC




®rE0yBO DENEPAJIBHOE TOCYOAPCTBEHHOE BIOI’)KETHOE OBPA30OBATEJIbHOE CMK
i _ YLIP]:DKHEHVIE BBICILETO OBPA3O]?1AHV[51 PIyTUC
\ «POCCNUNCKUN TOCYOJAPCTBEHHbBIVI YHUBEPCUTET
pry v TYPU3MA V1 CEPBUCA»
Aucm 20
— 0) momyiieHbl OJUH — JIBa HEJOoYeTa NpH | [CJIOM  IOATBEPKIACT  OCBOCHHC
OCBEILICHUU OCHOBHOTO COZIepKaHMsl | KOMIIETEHIMI, — IPEIyCMOTPEHHBIX
OTBETa, HCIPABICHHbIE [0 3aMEYaHHIO | IPOrPaMMOii
MpernoaBaTens;
— B) JOMYIIEHB! omunOKa uian Ooyee ABYX
HEJ0YETOB npu OCBCIICHUU
BTOPOCTENIEHHBIX  BOIPOCOB,  KOTOpBIE
JETKO  WUCHPABISAIOTCA TIO0  3aMEYaHHIO
npenojaBaTens
— HENOJHO WU  HEMOCJIEIOBATEeIBHO | — OOyJaroIIHiAcs MTOKA3bIBACT
PacKphITO COJCpXKAaHUE MaTepuana, HO | 3HAHWE OCHOBHOTO
NOKa3aHO oOIlee IOHMMAaHUE BOIPOCA M | — MarepHana B o0BeMe,

IIPOJIEMOHCTPUPOBAHBI YMEHU,
JOCTATOYHBIE JUIsl JAJIBHEHIIEr0 YCBOCHMS
MaTepuana,

HEOOXOOUMOM JUISl  IPEACTOALIEH
npodeccuoHaNbHON AEATEIBHOCTH;
— TIpU OTBETE Ha BOMPOCHI OMIIeTa U

— YCBOEHBI OCHOBHbIE KAaTe€rOpUH IO | JOIOJHUTENBHBIE  BOIPOCH  HE
paccMaTpUBaEMOMY U JOMOJNHMUTENBHBIM | IOMYCKAeT TIPYOBbIX OMMOOK, HO
BOIIPOCaM; UCIIBITBHIBAET 3aTpyAHEHUS B
—  HUMEJHUCh 3aTPYJAHCHHUS WU JIOMYIIEHBI | IOCIEIOBATEIILHOCTH Hux
OMHKOKK B  ONPEACICHUU  TOHATHM, | H3JI0KCHUS;

HCIIOJIb30BaHNH TEPMHHOJIOTHH, | — He B MTOJTHOI Mepe
UCTIPaBJICHHBIC 1ocJie HECKOJIBKHX | IEMOHCTPUPYET CIIOCOOHOCTD
HABOJISIIIUX BOIIPOCOB; MIPUMEHATh TEOPETHUCCKUE 3HAHUS

Q| MIPH HETIOJTHOM 3HAHHH TEOPETUUICCKOTO | JITIS aHajau3a MPAKTUYECKHUX
MaTepuajia  BBIIBJICHA  HEJOCTATOYHAs | CUTYyallui;
c(hOopMHUPOBAaHHOCTh KOMIIETEHIINH, YMEHUH | — moaTBepXkKIaaeT OCBOCHHE
¥ HaBBIKOB, CTYJCHT HE MOXET IMPUMEHUTh | KOMIICTCHIIUM,  IIPELYyCMOTPEHHBIX
TEOPHUIO B HOBOM CUTYallUU; IpOrpaMMOM  Ha  MHHUMAaJIbHO
—  TPOJEMOHCTPHUPOBAHO YCBOCHHE | JOMYCTUMOM YPOBHE
OCHOBHOM JINTEPATypHI
— HE pacKpbhITO OCHOBHOE COJIEp)KaHHE | — OOYyJaroIuiics UMeeT

y4eOHOro MaTepuana;

— 0OHapyXeHO HE3HaHUE W
HETIOHWMaHue OoJpliel WM Haubosee
BaKHOM YacTH y4eOHOTO MaTepHana;

CYIIECTBEHHBIE MPOOEBI B 3HAHUAX
OCHOBHOTO y4eOHOTO Marepuaina 1o
JMCLUTUIMHE;

— He CIocoOeH apryMEeHTHPOBAHO U

— JIOMYIICHBI OIMMOKM B OMNpEACNICHUH | MOCICAOBATCIbHO  €T0  H3jararhb,
TOHSITHH, npu UCIIOJIB30BAHUM | IOIyCKaeT —TrpyOble  OmMOKH B
«2» TEPMHUHOJIOTUH, KOTOPBIE HE HCIPABJICHBI | OTBETAX, HEMPABWIBHO OTBEYACT Ha
IOCJIC HECKOJIbKMX HaBOJSAIINX BOIIPOCOB. 3a1aBACMBbIC BOIIPOCBHI nim
— HE chopMUpPOBaHBI KOMIIETEHIMH, | 3ATPYAHACTCA C OTBETOM;
YMEHUS U HABBIKH. — HE IIOATBEPXKIAET  OCBOEHHE
KOMIIETCHIIMH, TPEAyCMOTPEHHBIX
IIpOrpaMMon

7.3. TunoBble KOHTPOJIbLHBIC 3aaHUSI WM HHbIE MATEPHAJIbI, He00X0AUMBbIe JIs1 OLEHKH
3HAHUI, YMEHH I, HABBIKOB U (MJIM) ONbITA AeATEJIbHOCTH, XaPAKTEPU3YIOIIHUX ITANBI
(popMHpoOBaHHUsI KOMIIETEHIIHI B polecce 0OCBOCHNsI 00pa30BaTeIbHOI NMPOrpaMMBbl.
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=
E Pasgen JQUCIHUIIINHEI,
o | obecnieunBaromuit Bun u conepxanue
T TpebGoBaHus K BBIOJIHEHUIO KOHTPOJIBHOTO
gl popmupoBaHue KOHTPOJIBHOTO
o B 3aJaHMsI U CPOKaM CIauu
Q' G| KOMIIETeHIUH (unu ee | 3agaHus
é 2| sactm)
o
OCHOBHBIE MTOAXOBI K
4 | Opranusaunu AynutopHoe Kpurepun onenku: 0,5 OGamia 3a Kaxablid
JIEJIONPOU3BOJICTBA B | TECTUPOBAHUE NIPABWIBLHBIA OTBET
YUPEXKICHUU
OcHoBHbIE TOAXO0/BI K | AyAUTOpHOE Kpurepun ouenxu: 0,5 Gamna 3a KaxIablid
g | opramuzaimy TECTUPOBAHUE NPAaBUIbHBIA OTBET
JIEJIONPOU3BOJICTBA B
YUPEXKICHUU
OcoOenHoctu [IpencraBnenue [laker NOArOTOBJIEHHBIX JAOKYMEHTOB OT
JOKYMEHTOBEICHUS U | TPYIIIOBOTO MPOEKTA | TPYIIIIHI:
JOKYMEHTOO0OpOTa B Kpurepun OIICHKH: SEN N "
17 | rocymapcTBEHHBIX pacnosioxkeHue pekBusutoB — 30%
YUPEXKJIECHUAX U IPaMOTHOCTh 30%, akKypaTHOCTb
OpraHu3alusx oopmienus — 20%, CMBICJIOBOE
conepxkanue — 20%
OcobenHOCTH Hrorosoe 90% wu 6onee — 9-10 6amtos, 70-89% - 8-7
JOKYMEHTOBEACHUSI U | TECTUPOBAHUE mo | 6amnoB, 51-60% - 6-5 oOamioB, 51%
18 JIOKyMEHTO000poTa B | KypCy MIPaBWIBHBIX OTBETOB — 0A30BBIi MTOPOT
rOCyIapCTBEHHBIX
YUPESKICHUAX "
OpTraHU3aIusIX

Texkymmii KOHTPOIb 1 — AyANTOPHOE TECTHPOBaHHUE

Pa3nes 1. OcHOBHBIE OAXO0bI K OPraHU3ALMH 1eJIONPOU3BOICTBA B YUPEKICHUH

1. B IpeBHepycCcKOM rocyiapcrse HeHTPAMU BeleHUs JOKYMEHTAIUM U ee XPaHEeHUs
ObLIN:

a) MOHACTBIPH;
0) apXUBBHI;

B) KHSDKECKHUE TaJIaThl;

T') LIAPCKUi1 ABOpELL.

2. Kak Ha3bIBAJIMCH NEPBbIE TOCYIAPCTBEHHbIE YUpeKAeHUs?
a) IeTapTaMEeHThI;

0) KHSDKECTBA;

B) IPUKAa3bl,

T') MOHACTBIPH.

3. Kakue peKBU3UTBI OTHOCATCS K IOPUINYECKH 3HAYMMBbIM ?
a) 1aTa, perucTPAMOHHbIA HOMepP JOKYMEHTA;

0) 3aroJI0BOK K TEKCTY, OTMETKA 00 MCIIOIHUTEIIE;

B) pE30JIIOIHS, OTMETKA O HATMYUU MPUIIOKEHUH.
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4. Jle10npoU3BOACTBO — 3TO:

a) IBM)KCHHE JIOKYMEHTOB B OPraHHU3allMy ¢ MOMEHTA X CO3/IaHUs WM TOJIYYCHHUS 10
3aBEPILECHUS UCTIOJHEHNUS;

0) oTpacib 1eiTeJbHOCTH, 00eCceYnBAIIAN JOKYMEHTHPOBAHUE H OPTaHU3AIUI0 PA0OTHI
¢ 0pMUHMATBbHBIMU JOKYMEHTAMHU,;

B) 3aMIUCh MH(POPMAIIUHU HA PA3TMYHBIX HOCUTEIISIX IO YCTAHOBJICHHBIM TIPAaBHUIIAM.

5. ITo cnoco0y JOKYMEHTHPOBAHUS PA3JIUYAKOT JOKYMEHTbI:

a) TpadaperHsie;

0) pyKONUCHbIE MUCbMEHHbIE;

B) (popmanmn3oBaHHBIE.

6. [luis1 yero npoBoauTCs YHUPUKAIMA JOKYMEHTOB?

a) 1715l JOKYMEHTHPOBAHUS YIIPABJIEHYECKOI 1esiTeJIbHOCTH,

0) 11 opraHu3ayy padoThl C JOKYMEHTAMH;

B) JUISI CHHDKEHHS KOJIMUECTBA MMPUMEHSEMBIX JJOKYMEHTOB, CHHXKEHHUS TPYIOEMKOCTH UX
00paboTKH.

7. PacnoJioxkeHne peKBU3UTOB HA OJIaHKe JOKYMEHTa onpeae/sieTcs:

a) COCTaBUTENIEM JTOKYMEHTA;

0) mpaBwiIaMu yHU(DUKAIINHN TOKYMEHTOB;

B) FOCY/1apCTBEHHBIM CTAHIAPTOM.

8. PekBH3HUT 10KyMEeHTa — 3TO:

a) CTaHJAPTHBINA JTUCT OyMaru, Ha KOTOPOM OTOOpaKeHa MMOCTOSTHHAS WH()OPMAIIHS U OTBEIICHO
ONpENIETIEHHOE MECTO ISl IEPEMEHHOM;

0) COBOKYITHOCTb PacIoJI0’KEHHBIX B ONPEAEICHHON OCIEA0BaTENbHOCTH 3aUCeH, MPUCYLTUX
ONpeIeTIEHHBIM BUJaM JIOKYMEHTOB;

B) 00513aTe/IbHBII 3J1eMeHT 0UIIHATBHOTO JOKYMEHTA.

9. PexBu3ut «HaumeHoBaHMe BUIA TOKYMEHTa):

a) Mo3BOJIseT CYAUTh 0 HA3HAYeHHe JOKYMEHTa, onpe/ieJisieT COCTaB PEKBU3UTOB U
CTPYKTYPY TEKCTA;

0) MO3BOJIIET CYANTH O Ha3BAaHWU OPTraHU3aIMTH — aBTOPA TOKYMEHTA;

B) MPUJAET COACPIKAHUIO IOKYMEHTa HOPMATUBHBINM UITH MPABOBOM XapakTep.

10. PerncTpaumoHHbIii HOMeP T0KYyMEHTa — JITO:

a) laTa ero MOJANUCAHUS WIH YTBEPKICHHUS,

0) ycj10BHOE 0003HAYEHHE JOKYMEHTA, N0 KOTOPbHIM OH BBe/leH B HH(POPMAIIUOHHO-
NMOMCKOBYI CHCTEMY OPraHU3alHu;

B) OTMETKA JJISI aBTOMATHYECKOTO MOUCKA JOKYMEHTA (MOXKET BKJIIOUATh UMS JTUCKA,
TUPEKTOpHUH U (haiiia, CoOIepKalero TaHHbI JOKYMEHT).

11. B xakoMm ciiyuae npaBu/ibHO 0(popmMiIeH PEeKBU3UT «Apecar»?

a) lupextopy mxossl Ne 269

NBanosoii Tamape IleTpoBHe

6) dupexropy mrkosnsl Ne 269

Nanosoii T. I1.

B) 129128, Mockaa, yn. Poctokunckas, 7

Hupexropy mxoisl Ne 269 r-xe MBanosoit T. I1.

r) lupexkropy MockoBckoii mkosab1 Ne 269

T. Il. UBanoBoii

12. Iliian pa6oThl KosTemka Ha 2024/2025 yueGHblii 1o yTBEep:KIeH peleHneM
neaarormn4eckoro copera. B kakom ciyyae npaBuibHO opopmiieH pekBu3ut «I'pud
YTBepPKIAeHHUS TOKYMEHTa»?
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a) YTBEPXJIAIO

Pewenne nerarornyeckoro coBera

ot 12.08.2024 1. Ne 14

0) YTBEPKJIEH

Pemennem negaroru4eckoro coBera

ot 12.08.2024 Ne 14

B) YTBEPX/IEH

Pemennem nenarornyeckoro coBera

ot 12.08.2024 1. Ne 14

13. PekBH3HUT «3aroJI0BOK K TEKCTY»:

a) 0TpakaeT KpaTKoe Coiep KaHne JOKYMEHTA;

0) MO3BOJISIET CYIUTh O HA3HAYEHUH JJOKYMEHTA, OIIPENIEISET COCTaB PEKBU3UTOB U CTPYKTYPY
TEKCTa;

B) HEOOXOIMM JIsI OTIEPATUBHOMU CBSI3U C T€M, KTO COCTaBHJI JIOKYMEHT.

14. B xakoMm MecTe JOKYMEHTAa MPOCTaBJsieTcsl peKBU3UT «OTMeTKa 0 KOHTPOJIe»?

a) Ha JIEBOM I10JI€ IOKYMEHTAa, HallpOTUB pekBU3UTa «CIpaBOYHbIE TaHHbIE 00 OpraHUu3aLun»;
0) B BepXHeM NIPaBOM YIJIy IEPBOI0 JHCTA IOKYMEHTA;

B) B HWKHEM IIPAaBOM YTy IIEPBOTO JHMCTA JOKYMEHTA.

15. PexBusurt «I'pud corsiacopanus» opopmiIsoT cjaeaylonum odopa3om:

a) COTVIACOBAHO

IIporoxkosiom 3acenanus

npasJjeHud cTrpaxoBoil komnannu «Ilianera»

ot 21.06.2025 Ne 10

0) H. U. Opnos

(moamuce)

B) HayanbHuK ropuauueckoro otaena

IMToamuce

I'. . Cunopos

21.12.2024

16. PexBu3ut «Bu3bl coriacoBanus»:

a) CIYXKUT 17151 0(pOPMIIEHHUSI BHEIITHETO COTJIACOBAHUS C KOHKPETHBIM JI0JKHOCTHBIM JIMLIOM UJTU
KOJUIETMAJIbHBIM OpPraHOM;

0) mpuaaeT coaepKaHUI0 OPUIIMATIBHOTO TOKYMEHTa HOPMaTUBHBIN UIIN PAaBOBOW XapakTep;
B) HCIIOJIb3YeTCsl VISl BHYTPEHHEr0 COrIaCOBAHUS NPOEKTOB JOKYMEHTOB M IIPH
03HAKOMJIEHHUM € KAKUM-JIN00 IOKYMEHTOM KaK NMUCbMEHHOe MoATBep:KIeHne (paKTa
03HAKOMJICHHSI.

17. I noKyMeHTa, NOJJIMHHUK KOTOPOI0 OCTAeTCsl B OPraHU3aluM, BU3bI
NPOCTABJISIIOTCH:

a) HIKE TOJIUCH PYKOBOJIUTEIS, TOIMTUCABIIETO JOKYMEHT;

0) B HUZKHeH 4acTH 000POTHOM CTOPOHBI MOCJIEAHEr0 JMCTA MOAJMHHUKA JOKYMEHTA,;
') Ha 00OPOTHON CTOPOHE NEPBOIO JIMCTA JOKYMEHTA.

18. B kakom ciry4ae npaBHIBHO 0(popMiIeH peKBU3UT «OTMeTKA 0 HATHYNH
NPUJI0KEHUS», €CJIM B TeKCTe CONPOBOAMTEIbLHOI0 MUCbMa He YIOMHHAJIOCH 0
NpHJIoKeHun?

a) llpunoxenne:

1. CnpaBka o coryiacoBaHuu NpoeKTa Ha 4 J1. B 1 3k3.;

2. OT3bIB 10 NPOEKTY HA 2 JI. B 1 3K3.

0) Ilpunoxenue: Ha 6 1. B 1 9K3.
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19. PexBu3ut «OT™METKA 00 MCIIOJTHUTEJIE):

a) Heo0XO0UM /1JIsl ONIEPATUBHOI CBSI3U € T€M, KTO COCTABHJI JOKYMEHT;

0) SBNISIETCS OJJHUM M3 OCHOBHBIX CIIOCOOOB yIOCTOBEPEHHUSI IOKYMEHTA;

B) (uKCcHpyeT yKazaHusl pyKOBOAUTEIS MO MOBOAY MCIIOJHEHHS JJOKYMEHTA.

20. B kakoM cayuyae npaBuJibHO opopmiieH pekBU3UT «Iloanuch» Ha OJIaHKe TOKyMeHTa?

a) PexTop akanemuu B. A. IlerpoBa

0) Pexrop akagemuu [Terpora B. A.
B) Pextop Cubupckoii akagemun

TrOCYJapCTBEHHOM CITY>KOBI B. A. IletpoBa

Texkymmii KOHTPOJIb 2 — AyAUTOPHOE TeCTUPOBAHUE

Pa3nes 2. OcoGeHHOCTH cocTaB/IeHUs] H 0(pOPMJIeHHS OCHOBHBIX JOKYMEHTOB YIIPaBJICHUS
1. B orcyrcTrBue pykoBoautesas A. U. IlerpoBa 10KyMeHT moanucas ero 3aMecTUTE/Ib
CuopoB, HCNOJHAINI 00513aHHOCTH PYKOBOAUTEISA. YKAaKNTe NPAaBUJIbHbINH BAPUAHT:

a) 3a/lupexrop A. U. TlerpoB
(moamuce Cuaoposa)

6) dupexrop A. U. Ilerpos
(moamuchy Cumoposa)

B) U. 0. nupekTopa I'. B. Cunopos

(mognmucy Cugopona)

2. JlaToif NIpOTOKO.1a SIBJISIETCH:

a) JlaTa MOAMMCAHUS TPOTOKOJIA;

0) 1aTa npoBe/ieHUsI 3acelaHNs;

B) JlaTa perucTpalnuy IpoToKoa.

3. IIpuka3s co3naercs AJs:

a) MOJITBEPXK/ICHUS YCTAHOBJIEHHBIX (PAKTOB, COOBITUM, 1EHCTBHIA;

0) pelIeHHs] OCHOBHBIX OIlePaTHBHBIX 32124, CTOSAILIUX Nepe/ JAHHBIM OPIraHOM;

B) OTpaXE€HUs YCIOBUH TPYAOBBIX B3aMMOOTHOIIEHUI COTPYIHUKA C aAMUHUCTPALHEH.
4. B kakoMm ciyyae npaBWIbHO 0(popMIiIeH PeKBU3HT «OTMeTKA 0 3aBepeHUN KOIHN»?
a) Bepno:

WNHcniekTop oTaena Kaapos I[Togmuce  U. U. IlerpoBa

0) Bepno

WNHcniekTop oTaena Kaapos I[Togmuce  U. U. IlerpoBa

B) Bepno

HNHcnexkTop oTaena kaapos Hommues U. U. IleTpoBa

16.03.2025

5. Bu3a 1opucra Ha npukase:

a) 03Ha4YaeT BHYTPEeHHee COIJIacOBaHMe, MOATBEpP:KIaloLIee, YTO NPHUKA3 He IPOTUBOPEYHT
3aKOHY;

0) 7TO 00s13aTENbHBIN PEKBU3UT MPUKA3a, IPUAAIOLINNA eMy IOPUIUYECKYIO CUITY.

6. Koraa ynpasiieH4yeckoe JeiicTBHe MPeAN0JaraeT KOHKPETHOr0 MCIOJHUTEJIA, TO
MYHKTHI PACHOPSAUTEIBHON YaCTH NPUKA3a J0JIKHbI HAYUHATHCH:

a) ¢ yka3zaHus (paMUINKM U MHUIUAJIOB UCTIOJTHUTEIIS;

0) ¢ yKazaHus IOpy4EHUs;

B) € YKa3aHUs J0/LKHOCTH U GaMWINU ¢ UHUIMAJIAMYI UCIIOJIHUTEIS.

7. IIpoTokoa — 310:

a) MUCbMEHHOE COTJIAIIEHUE CTOPOH, ONPEIeISAIoNIee YCIOBUS KaKUX-TMOO OTHOIICHUH;
0) TOKYMEHT, MOATBEPKAAFOIINN (HAKTHI, COOBITHUS, TEHCTBUS;
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B) JIOKYMEHT, COJIEpP>Kaliil ONMCaHUE MPOU3BOICTBEHHOM IEATEIBHOCTH OpraHUu3allnu;
I') I0KYMEHT, (PMKCHPYIOLIUH X0 00Cy:KIeHNs] BOIIPOCOB U NPUHATHS PelIeHUil Ha
coOpaHunu, 3aceJaHNH.

8. IIpoToko/bI HyMepyIOTCSl NOPSIAKOBBIMH HOMEpPaMHu:

a) B IIpejiesiaX BCEro BpEMEHU CYIIECTBOBAHUS OpraHU3aIUy;

0) B mpeesax KaJeHIapHOIO roja;

B) B Mpeieiax IsTH JIeT.

9. Bonpochbl MOBECTKH JHS PACHOIATAKOTCS:

a) 10 BPEMEHHU, KOTOPOE MPEINoiaraeTcs 3aTpaTuTh Ha 00CYKICHHE KaKI0r0 BOIIPOCa;
0) B JIFOOOM TIOPSIZIKE;

B) 10 CTeNIEHN BAKHOCTH 00CYK/1aeMbIX BOIIPOCOB.

10. lokyMeHTBI, cOCTaBJIieMble KOMUCCHEH, MOANNCHIBAIOTCH:

a) pyKOBOJUTENIEM OpraHHU3aIiH;

0) nmpencenareneM KOMUCCHH;

B) IpeaceaaTesieM U YJIeHAMH KOMHCCHH;

I) IpejaceaaTesneM KOMUCCUH U CEKPETapeM.

11. Akt — 3T0:

a) TOKyMEHT WH(OPMALIMOHHOTO XapaKTepa, CoAep KAl ONrcaHue MPON3BOACTBEHHON
JeSITEIbHOCTH OpraHu3aluy;

0) TOKYMEHT, aJIpeCOBaHHBII PyKOBOJUTEIO0 OpraHU3alluu 1 HHPOPMUPYIOIIHA €ro 0
CJIOKUBIIEHCS CUTYallH, UMEBIIEM MECTO (paKTe;

B) IOKYMEHT, NOATBePKIA0IMNNA GaKTbI, COOBITHS, TeHCTBHS.

12. TekcT aKTa 7€JUTCHA HA BE YACTHU:

a) BBOJHYIO U OCHOBHYIO

0) BBOJHYI0O M KOHCTATHPYIOLYIO, COAEPKAILYI0 BHIBO/bI;

B) HAUAIBbHYIO U 3aKJIFOUUTENbHYIO, COJEPIKAIIYIO BHIBOJIBI.

13. UndopmanuonHas cipaBka — 3T0:

a) JOKYMEHT HH()OPMAIMOHHOI0 XapaKTepa, CoAep:KALMI ONUCAHNE TPON3BOACTBECHHOM
NAeATeJIbHOCTH OPraHN3alMHU U NOATBEP KAeHUe KaKNuX-1100 pakToB, cOObLITHIA;

0) JOKYMEHT, aJJpeCOBAHHBIM PYKOBOJUTENIO YUPEXKIACHUS U MHPOPMHUPYIOIIHHA €ro o
CIIOKUBIIEHCS CUTYallH, UMEBIIIEM MECTO SIBJIEHUU WK (aKTe, COAEPKAIINMA BHIBOIBI U
MPEJIOKEHUST COCTABUTES;

B) IOKYMEHT, MOSICHSIOLINM COIepKaHUE OT/IENbHBIX MOJI0XKEHUH OCHOBHOTO IOKYMEHTA UITH
OOBSCHAIONIUI MPUYUHBI KAKOTO-T100 COOBITHS, (PaKTa, MOCTYIKA.

14. Kakoii pekBH3UT He BXOJUT B cOocTaB opmMyJisipa-odpa3ina cnpaBku?

a) HaMMEHOBaHUE OpraHU3allNH;

0) HaMMEeHOBaHUE BU/A JOKYMEHTA,

B) JaTa JIOKYMEHTa;

') PETUCTPALIMOHHBIA HOMEP TOKYMEHTA;

a) rpud yTBep:KIeHHUs JOKYMEHTAa;

€) azmpecar.

15. CnipaBkH, NOATBePKAAIONLINE CBeleHUsI OMorpadgpuuecKoro uim ciay:;ke0HOro xapakrepa
NOANUCHIBAIOTCH:

a) pyKoBoauTeseM (M 3aBepsSIOTCS MeYaThIo);

0) pyKOBOAUTEIIEM;

B) HAYAJIbLHUKOM OT/IeJia KaJIpOB.

16. lokaannas (ciay:keOHas) 3alIUCKAa — ITO:
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a) JOKYMEHT, aJIpeCOBAHHbIN PYKOBOJAUTEJIIO YUPeKIeHUsA U MH(POPMUPYIONIHIA ero 0
CJIOKMBIIEHCS CUTYyallUM, UMeBIIIEM MeCTO sIBJIeHUN WiH GaKTe, BHINOJIHEHHOH padoTe,
coepxaluii BbIBOAbI U NPEIJIOKEHUSI COCTABUTEJIS;

0) TOKYMEHT, MOATBEPKAAFOIINN (HAKTHI, COOBITHUS, IEHCTBUS;

B) MpeuiokeHne GupmMe UiM KOHKPETHOMY JIMILY 3aKJIFOUUTh JI€JI0OBOE COTJIAIICHHE.
17. JlaToi 1OKJIQTHOM 3alIUCKHN CUMTAETCS:

a) J1aTa U3JIaraéMoro coObITHS,

0) 1aTa NOANMCAHUSA JOKJIATHOMN 3aNMCKH;

B) J1aTa IPUHATUS PE3OJIIOLINU.

18. I'apanTHiinoe nucbMO:

a) MoATBepxkaaeT (HakT OTIPABKH aapecaTy KaKuxX-Tu00 JOKYMEHTOB UITH JIPYTHX
MaTepUAIbHBIX LIEHHOCTEN;

0) moATBepP:KAAET oNpeaeeHHbIe 00513aTeJILCTBA, 00CIAHUS OPTraHN3AIMHU;

B) COJEPKUT OTBET Ha MUCbMO-TIPOCHOY.

19. KagpoBasi 1oKyMeHTALMS BeAeTCH B COOTBETCTBUH:

a) ¢ TpyaoBbim koaexcom Poccuiickoit @enepaunu;

0) ¢ Konmekcom 3akoHOB 0 Tpyne PD.

20. TekeT nmpukasa 1o JUYHOMY COCTABY 00513aTEJIbHO 3aKAHYMBAIOT:

a) Ha3HAYE€HUEM OTBETCTBEHHOIO 3a HCIIOJHEHUE MTPUKA3a;

0) ykazaHueM CpOKOB JACHCTBUS MPHKA3a;

B) CCHUIKOM HA JOKYMEHT, MOCJTYKUBIIUII OCHOBAHHMEM /IJIsl M3aHUS PUKA3a.

Texkyummii KOHTPoOIb 3 — AyIMTOPHOE TeCTHPOBAHME

Pa3nes 3. Oco0eHHOCTH TOKYMEHTOBEICHUSI H JOKYMEHT0000p0Ta B rOCYyAapCTBEHHBIX
yUpesKAeHUsIX U OPraHu3auusax

1. Ilpuka3ssl 0 npueMe Ha padoTy M YBOJbHEHUH XPAHATCH:

a) 5 net; 6) 10 net; B) 50 net; r) 75 aer; x) 100 ner.

2. B TeyeHne KaKoro cpoxka 3aBOJMTCS TPYAOBasi KHM/KKA HA JIMI, BIIEPBbIe MOCTYMHBIIMX
Ha padoTty?

a) B IIEPBBIi JIeHb paboTHI;

0) He MO3/1Hee HEAeJIBHOI0 CPOKA Mocje Hayala padoThl;

B) HE M03/IHEE MecsIla ¢ Hayasa paboThl.

3. les1aeTcs 1M COOTBETCTBYIOIIAs 3alMCh B TPY/A0BOIl KHMKKe IIPH CMeHe Ha3BaHusl
npeanpusaTus’?

a) na; 0) HeT.

4. B xakoil CpOK 10JI’KHA IPOM3BOANTCS 00pa0d0TKa JOKYMEHTOB H Iepeaadya ux
HCIOJIHUTEIsIM ?

a) B IeHb NOCTYIVICHUSI JOKYMEHTOB B OPraHU3aIHIO;

0) B TpeXJHEBHBIN CPOK MOCIIE IOCTYIIEHUS! JOKYMEHTOB B OpraHU3alluIo;

B) B HEZIEJIbHBIN CPOK I10OCJIE IOCTYIUIEHUS JOKYMEHTOB B OPraHU3aLIUIO.

5. Kakue 3Tanbl NPOXOAAT UCXOASALIME JOKYMEHThI?

a) cocTaBJICHHE NIPOEKTA JOKYMEHTA;

0) perucrpanmus;

B) NIpHEM U MepBUYHAs 00paboTKa;

') KOHTPOJIb 3@ UCTIOJTHEHUEM.

6. PerncTpaninoHHO-KOHTPOJIbHbIE KAPTOYKH HCIOJIb3YIOTCH:

a) JUIs KOHTPOJIS IBUKEHUSI BHYTPEHHUX JOKYMEHTOB;

0) ans 3anucu HHPOpMAIUY,
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B) VISl PerUCTPalliH BXOASIIMX, HCXOAAIIHNX, BHYTPEHHHX JOKYMEHTOB.

7. B kakux ciay4yasix y1o0Hee HCIOIb30BaTh )KYPHAJIBHYI0 (POPMY perucTpanumn
JOKYMEHTOB?

a) Mpu OOJIBIIIOM IOKYMEHTOO0O0POTE;

0) mpu MaJIoM IOKYMEHT0000poTe.

8. B kakux JOKyMeHTax pPs/ioM C PerHCTPALMOHHBIM HOMEPOM YKa3bIBalOTCHA OyKBBI «JI»
i «K»?

a) B aKTax;

0) B IOKJIQJTHBIX 3aIMCKaX;

B) B IIpHKa3ax [0 OCHOBHOM AESITEIbHOCTH;

) B IPHKAa3ax 0 JJUYHOMY COCTaBY;

1) B CIIpaBKax.

9. lokyMeHT0000pOT - 3T0:

1. nBM:KeHHe JOKYMEHTOB B OPraHM3alMH C MOMEHTA MX CO3/1aHMs WM MOJy4YeHus 10
3aBepILICHUs] HCIIOJIHEHHUS WJIH OTIIPABJICHHUS.

2. 4acTb JeJI0NPOU3BOJICTBA, HEITOCPEICTBEHHO CBA3aHHASI C CO3aHUEM JJOKYMEHTOB.

3. oTpacib AesTeIbHOCTH MO pa3paboTKe U 0POPMICHUIO OUIMATIBHBIX JOKYMEHTOB,
OpraHM3al1y UX JBWKEHUS, YUETa U XPAHEHUS.

4. TOKyMEHTallMOHHOE O0ECIIeUeHUE YIIPaBJICHNUS.

5. AEATEIBHOCTD 110 OPraHU3alluy XPaHEHUsI JOKyMEHTOB.

10. TunoBas cxema JBM:KeHUS] BXOASIIEr0 JOKYMEHTA COCTOUT M3 CJIeAYIOIIUX IPOLecCoB:
1. IToryuenue -> PaccmoTrpenue -> Mcnonnenue -> Perucrpanus -> B neno.

2. [lonyuenue -> B neno -> Perucrpanus -> Paccmorpenue -> McnonHenue.

3. ITomyuenue -> B neno -> Paccmorpenue -> Mcnonnenue -> Peructpanus.

4. lMonyuenue -> Perucrpanus -> Paccmorpenue -> Ucnosnenue -> B geJto.

5. Ilony4yenue -> PaccMoTrpenue -> Peructpanus -> Mcnonnenue -> B neno.

11. TunoBas cxema JBM:KeHUs] BHYTPEHHEr0 TOKYMeHTA:

1. ITonroroBka -> Peructpauus -> CoryiacoBanue -> YTBepxkaeHue -> Vcnonnenue ->B neno.
2. Hoaroroska -> CorsacoBanue -> YTBep:xkaenue -> Perucrpauus -> Ucnonnenue -> B
aeJ1o.

3. [loaroroBka -> Peructpanus -> YTBepxkaenue -> Mcnonuenue -> B nemno.

4. IlonroroBka -> Mcnonuenue -> YTBepxkaeHue -> Peructpanusi.

12. TunoBas cxema JBM:KeHUS] HCXOSIIIET0 JOKYMeHTA:

1. ITonroroBka -> Peructpanus - >B feno -> CornacoBanue -> YTBepxkaeHue > OTnpaBka.
2. MoaroroBka -> CorsiacoBanue -> YTBep:kaeHue -> Perucrpauus - >B jaeJio ->
Ortnpagka.

3. IloaroroBka -> CornacoBanue -> Perucrpanus, B 1emo0 ->YTBepxkaeHue > Ornpaska.

4. IloaroroBka -> CoryacoBaHue -> YTBepxkaeHue -> OtnpaBka -> Perucrpauus - > B A€J0.
13. EI'CJ1 — 3To:.

1. COBOKYMHOCTH PEKBHU3UTOB, YCTAHOBJIEHHBIX B COOTBETCTBUU C (DOPMYIIIPOM JTIOKYMEHTA.
2. KOMITJIEKC OCHOBHBIX ITOJIOKEHHH, OTIPEIENSIONNX M PETIaMEHTHPYIOINX OPTaHU3aIUI0
JIOKYMEHTAIlMOHHBIX [TPOLIECCOB HA MIPEITPHUATHH.

3. COBOKYITHOCTB JJOKYMEHTOB, IPUMEHSIEMBIX B ONPEIEIIEHHON cepe NesITeNbHOCTH

4. neATeNbHOCTD amrmapara yInpaBieHHs, OXBaThIBAIOIIAsl BOIPOCH! JOKYMEHTUPOBAHUS U
OpraHu3aiuy padoThl ¢ JOKYMEHTaMH

14 ToxkymenT, cofepxamuii ”HGOPMALHIO, He MPEeAHAZHAYCHHYIO VIS HIHPOKOIo
PaCIpoOCTPAHECHHS:

1. HeomyOIMKOBAaHHBIN
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2.

TalHBIN

3. HemyO0JIMKYeMBbIi

4

HETepUOIUYECKUI

15. Kakoii BUJA PACOPAAUTEIIBHOIO JOKYMEHTA U3A€TCH €AUHOJIUYHO PYKOBOAUTEJIEM

1.
2.
3.

MIOCTaHOBJICHHE
peuieHue
pacnopsizkeHue

16. Iocaeannii 3Tan padoTsl ¢ JOKYMEHTAMH Ha3bIBAETCS

1.
2.
3.

clayei B My3en
caayeil B apxus
OIMyOJIMKOBAaHKE BO BCEX POCCUICKUX razerax

17. Yo npencrapJisieT HMPKYJIAPHOE MHCHMO

1.

2.
3.

HH(pOPMALUS OHOTO COJIePKAHNUS NMPeIHA3HAYEHA 1JIs1 00/1bIIOr0 KOJIMYecTBa
ajgpecaTroB

uH(pOpMaLKs OJHOIO COEpP KaHUs MpeIHa3HaueHa JIs OAHOTO aapecara

uH(pOopMaLUs pa3HOro COEP KaHU MTpeIHa3HaueHa JUIsl O0JIBILIOr0 KOJUYECTBA a1pecaToB

18. KoMiuiekc 10KyMEHTOB, PeryJTUPYIOIIUX AeSITeJIbHOCTH OPraHUu3annii

1.
2.
3.

pacnopsaauTe/JIbHbIC TOKYMEHTDI
OpraHHu3allMOHHBIC JOKYMCHTBI
I/IH(1)OpMaI_II/IOHHO-CHpaBO‘lHBIe AOKYMCHTBIL

19. HopmaTuBHBI# 10KYMEHT, onpeaeasomui ¢GoHx 3apadoTHOM MJIATHI COTPYAHNMKOB
OpraHM3auuu

1.
2.
3.

JOJDKHOCTHASI HHCTPYKIIAA
HITATHOE PacUuCAHUe
Ycras

20. Kakoif JOKyMEHT cOCTaBJIsieTCs IPH HAPYIICHNH TPYA0BOH MM 00IEeCTBEeHHOH
AUCHHUILINHBI

1.
2.
3.

3.

4.

O0OBSCHHUTENIbHAS 3aIIMCKa
AOKJIaJIHaAdA 3allUCKaA
CJ'IY)KG6H8.$[ 3alluCKa

Texkyumii KOHTPOIb 4 — 'pynnoBoi mpoexT
IIpumepHasi TeMaTHKA rPYNIOBBIX IPOEKTOB:

. JlokyMeHTanMoHHOEe oOecIieyeHue YINpaBlIeHUs B OpraHax TOCYAapCTBEHHOW BIIaCTH U

ynpaBjeHHs (Ha IpUMepe KOHKPETHOW OpraHu3aIum).

. OpraHmauHs{ JOKYMCHTAIITUOHHOI'O oOecIieueHus JACATCIBbHOCTHU CJ'Iy>K6I)I KaJgpoB U

HaIpaBJIEHUS €ro COBEPIICHCTBOBaHMS (HA IPUMEpe KOHKPETHON OpraHU3alliH).

AHanu3 JOKyMEHTAl[MOHHOTO OO0EeCHedeHMs] YIpaBJieHHs OpraHu3alud U pa3paboTka
MPEMJIOKEHHH 110 €r0 COBEPIICHCTBOBAHUIO B KOHKPETHONW OpraHu3alyy.
JlokyMEeHTHUpOBaHHE  AESTENbHOCTH  KaapoBOM  CIyXObI M HampaBl€HUS  €ro

COBCPIICHCTBOBAHUA (Ha npumMepe KOHKpCTHOﬁ OpFaHI/I3aI_[I/IH).

5.

Hp06neMm aBTOMaTu3alvu  JOKYMCHTAOMOHHBIX IIPOLHECCOB B OTCUYCCTBCHHON U

3apyOexXHOHU IuTeparype.

6.

BHeapenue aBTOMATHM3MPOBAHHBIX TEXHOJOTHMH B JOKYMEHTAIMOHHOE oOOecredeHune

yIpaBJIeHUs (Ha IpUMEpPE KOHKPETHON OpraHU3alun).

7.

3apo>1<z[eHI/Ie, CTAaHOBJICHHUC W  pa3BUTUC OKCICPTU3BI INLMEHHOCTH OJOKYMCHTOB B

ACJIOIMPOU3BOJACTBE.
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8. 3akoHoJaTeNIbHOE U HOPMAaTUBHOE PEryJIMPOBaHHE JOKYMEHTOBEACHUS

9. BHyTpeHHsIs perjiaMeHTaI s OpraHUu3aliy IeJIONPOU3BOICTBA B KOHKPETHON OpraHu3auy.
10.0co6eHHOCTH KOHTPOJII MCIIOJIHEHUS IOKYMEHTOB B OpPraHM3allUM M HAIpPaBJICHUS €ro
COBEpIICHCTBOBAHUSI.

11.MexxnyHapoaHasi cTaHIapTU3alUs B cepe ynpaBiIeHHUs JOKYMEHTaMU (MCTOPHs BONpOCa,
COBPEMEHHOE MOJIOKEHHUE /1€, IBOJIOIMS [IPOIIecca).

12.AHanu3 MeXJIyHapOoJHBIX CTaHAApTOB B cdepe ympaBiIeHUS JOKYMEHTaMHu (Ha Ipumepe
KOHKPETHOTO MEXJIYHAPOJHOTO CTaHJAApTa WM TPYMIBl MEXIyHapoIHbIX cTannaproB MCO
nmu MOK).

13.Oprans! ynpaBieHust apxuBHO# cdepoii B Poccun.

14.Ananu3 pa3pabOTKM MHCTPYKLUHU IO JEJIONPOU3BOJACTBY HAa NPEANPUATHH (HAa MpuUMeEpe
KOHKPETHOM OpraHU3alun).

15.Ananu3 opraHu3anuu JOKYMEHTOOOOpoTa M pa3paboTKa MpemAsIoKEHUH 10  €ero
COBEpIICHCTBOBAHUIO HA KOHKPETHOM TIPEANPUATHN

16. AHanu3 opraHuzanuu paOoThl C NUCBMaMU M OOpallleHUs MU TpakJaH (Ha MpuMepe
KOHKPETHOM OpraHu3alluu).

17.Ananu3 pabotsl ciyx0bl JIOY B opranuzanuu (Ha npuMepe KOHKPETHON OpraHu3alun).

18. OcobeHHOCTH cOCTaBICHNUS HOMEHKJIATYPHI Ael (Ha MpuMepe KOHKPETHOH OpraHu3ainm).

19. Anamuz cTpykTypsl M GyHKIUN ciyx0bl aenonpousBoictBa (AOY) (ma mpumepe
KOHKPETHOW OpraHM3aIuu).
20. Opranuzanus paboThl ¢ 00palIeHUSIMH TPaXKJaH B TOCYapCTBEHHBIX YUPEKICHUSIX.

IlepeyeHb THNIOBBIX BONPOCOB /151 IPOMEKYTOUHON aTTecTanuuM (3a4eT ¢ OLEeHKOi/ 3
cemectp IMK-1/IIK-1.1)

Bonpochl K 3a4eTy ¢ OLEHKOIi:

1. CoBpemeHHbIE 3aKOHOIATENbHBIE aKTHI 110 JI€TONPOU3BOJICTBY U apXUBHOMY JIEITY
(3aKOHBI, AEKPETHI, YKa3bl U JIp.)

2. TloHATHE «IOKYMEHT» B €r0 HCTOPHUUECKOM pa3BUTHU. COBPEMEHHOE COJIEpKaHHe

MOHSTUS «TOKYMEHT» U «QJIEKTPOHHBINA JOKYMEHT.

[Tousitne «uHdopmarusy. CBs3b nHPOpMALMU U JOKYMEHTa. Buabl nHdopmanuu.

Knaccudukanus 10KkyMeHTOB

@YHKIMY TOKyMEHTA.

OcHoBHbIE CIOCOOBI TOKYMEHTUPOBaHUS U UX pa3BuTHe. OCHOBHBIE CpEACTBA

JOKYMEHTHUPOBAHHUA U UX Pa3BUTHE

MatepuanbHble HOCUTEIH JOKYMEHTUPOBAHHON HH(DOpMAaIIHH.

OpuUrnHanbHOCTD U MOAJMHHOCTD JOKYMEHTOB.

9. KommitHOoCTh ToKyMeHTa. COOTHOIIICHUE TIOHATHH «ITOITUHHUK» H KOITHSDY
IPUMEHUTEIBHO K AIEKTPOHHBIM JOKYMEHTAM.

10. IoHsTHE CUCTEMBI TOKYMEHTauu. MlcToprueckoe pa3BUTHE CHCTEM JOKYMEHTAIIHH.

11. YauduuupoBanHas cucrema JokyMmeHTanuu. Kiaccudukaropbl JTOKyMEHTHOM
uH(pOpMaLUH.

12. ®opmynsip opUIHMATBLHOTO TOKYMEHTa U ero HH(OPMAIIMOHHBIE JIEMEHTHI.

13. CocTaB peKBH3UTOB COBPEMEHHOTO yIIPABIEHYECKOTO TOKYMEHTA.

14. O6ume mpaBuaa 0pOpPMIICHHS COBPEMEHHOTO YIPABICHYECKOTO TIOKYMEHTA.

15. bnank noxymenTa. Buasr 6:1ankoB. TpeGoBanust K 0opOpMIICHUIO, U3TOTOBJICHHUIO U yUETY
OJIaHKOB TOKYMEHTOB ¢ n300paxkenuem ['ocynapcrenHoro repoa PO.

16. CocTaB peKkBU3UTOB OJIaHKA.

ook w
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17.
18.
19.
20.
21.
22.
23.
24.
25.
26.
217.
28.
29.
30.
31.
32.
33.
34.
35.
36.
37.

38.
39.
40.
41.
42.
43.
44,

45.
46.

TpeboBanus k opopmiienuto pexsusura «llognucey». [IpaBuna noanucanus pasindyHbIX
BUJIOB JIOKYMEHTOB.

BHyTpenHee cornacoBaHue JOKYMEHTOB. BHelHee corylacoBaHue JOKyMEHTOB.
TpeboBanus k opopmiieHuto pexkusuta «I'pud cormacoBanus» u «Bu3a cormacoBaHus».
IleuaTs u ee HazHaueHue. Buapl nevareid. [lopsnok npocraBineHus neyaTei Ha
JIOKYMEHTaX.

TpeboBanus k 0OopMIIEHUIO PeKBU3UTOB «OTMETKA O HAIMYMU NIPUIIOKEHUs», «I pud
npusoxenus». OdopmiieHue npuinoxeHuid. [IOHATHS MOUTMHHUK M KOMUS TOKYMEHTA.
3aBepenue konuii. OcodbeHHocTH oopmiteHUs pekBU3UTa «OTMETKA O 3aBEPECHUH
KOIIMU» IIPU 3aBEPEHUHN PA3IUYHBIX BUJOB KOIUH.

TekcT COBpEMEHHOT0 yIpaBIeHYECKOro JoKyMeHTa. Komno3uunonsas crpykrypa
TekcTa. O0ue TpeOOBaHUS K A3bIKY M CTHITIO CITY’)KEOHBIX JOKYMEHTOB.
YHupHUuUpoBaHHas CUCTEMa OPraHU3AL[MOHHO-PACIIOPSAAUTEIBHON JOKYMEHTAIUH.
OpranuzalvoHHbIE JOKYMEHTBHI.

PacniopsinutenbHble TOKYMEHTHI.

CripaBo4HO-HH()OPMAITIOHHBIE TOKYMEHTHI.

Odopmitenne nesTeabHOCTH KOJJIETHAIbHBIX OPTraHoB.

[Tpukassl. [Topsnok cocraBiaeHus 1 0(OpMIIEHUS IPUKA30B 10 OCHOBHOM JIESITEIbHOCTH.
AxTthl1. [Topsiok cocTaBieHust 1 0pOPMIICHHUS aKTOB.

[TpoTokoubl. [Topsinok cocTaBieHust U 0pOpMIICHHUS.

CrnpaBku. Bujel cripaBok, opsiIoK UX COCTaBJIEHUS U 0)OpMIICHUS.

Joknannele 3anucku. [Topsaok ux cocrtaBieHust 1 0pOpMICHHS.

[Mucema. Buasl muceM, OpsIIOK UX COCTABJICHUS M O(POPMIICHUSI.

[Topsimok 1 ocobeHHOCTH 0(hOPMIIEHHUS JOKYMEHTOB I10 JTUYHOMY cocTaBy. OCHOBHBIE
HOpPMAaTUBHBIE JOKYMEHTHI perjJaMeHTHpYIoIIne paboTy ¢ TOKYMEHTaMH 110 JINYHOMY
COCTaBy.

Bunbl HOpMaTUBHBIX TPaBOBBIX aKTOB. COOTHOIIEHHE MOHITHH «3aKOHOIaTEIbHbIE
aKThI», «aKThl 3aKOHOJIaTENIbCTBAY, «3aKOHOAATEILCTBOY.

WNHucTpyknuun. Bunel u conepxanue.

OnpeneneHus NOHATUS «IOKYMEHTO000poT». O0IIKe NPUHIIUITBI OpraHU3aLUuU
JOKyMeHT0000poTa. OCHOBHBIE XapaKTEPUCTUKH JOKYMEHTO000poTa (00BEM, CKOPOCTH,
STarbl).

[TonsiTue «perucrpamnus fokyMmeHToB». Llens peructpanuu. [puHnune! peructpauuu
JIOKyMeHTOB. COCTaB peErnucTpUpPyEMbIX JOKYMEHTOB, CPOKH perucrpanuu. [lepeunn
JIOKYMEHTOB, HE MOJIEKAIIUX PETUCTPALIUH.

Perucrpannonnsie GopMbl, NX 00s3aTebHbIE PEKBU3HUTHL. PerucTpamoHHbIi HHIEKC
JIOKYMEHTA.

OcHOBHBIE 3TaIbl PA0OTHI C UCXOIAIIUMHU TOKYMEHTAMHU.

[TpaBuiia opranu3aniy JBUKEHUS] BHYTPEHHUX JTOKYMEHTOB.

KoHnTponb ncnosnHenus 10KyMeHTOB. @OpMBI KOHTPOJIS.

[TonsTue «HOMeHKIaTypa aeia». Buasl Homenknatyp aein. Ilopsaok cocraBienus,
COIJIaCOBaHUs, YTBEP)KIEHUSI HOMEHKIIATypBI JIEI.

CxeMbl OCTpOeHHsI HOMEHKIATYphbI 1e1. OdopmiieHne 3arojaoBKOB JIel U UX
CUCTEMAaTH3alMsl, TOPSAIOK MHAEKCALUU JE]l B HOMEHKJIAType.

JlokyMeHTBI ¢ oBTOpsitonieiics nHpopmanuein. Buasl moBTopsiemoctu: 1y0ieTHOCTD,
IUTUPOBAaHUE, CyMMUpPOBaHKE, 00001IeHe, pedeprpoBanne, U3I0KEHUE, BAPUAHTHOCTD.
®dopmupoBanue u opopmiienue aein. OCHOBHBIC ITpaBUJIa.

ITonsiTre onmcu nei. Buabl onucen.
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47. IlonsiTHe ONepaTUBHOTO XPAHEHHUS JTOKYMEHTOB.

48. Ilepenaya e Ha XpaHEHUE B ApXUB OPTaHU3AIIH.

49. [lonsTHe «epedeHb JOKyMEHTOBY. [IOHATHE «KOMILIEKC JOKYMEHTOBY,
«TOKYMEHTaJIbHBIN (POHI», «apXUBHBIA (HOHI»

50. [TonsTue «apxuBy». 'ocynapcTBEeHHBIC apXUBBI, APXHBBI OpraHU3aAINH.

®OC 1151 NPOMEKYTOUYHOM aTTeCTAIUMN

Kpurtepun ouennBanus cpopMupoBaHHOCTH KOMIIETEHIM
IIK-1. Cnoco0eH oCylIecTBJISTh PerjJaMeHTAIMI0, POeKTUPOBAHUE U BHeJAPEeHUe
Kpocc-(pyHKIHOHAJBHBIX NpoLeccoB W aIMMHHUCTPATHBHBIX  perjiaMeHTOB
nmoJpasaesieHuid OpraHu3anuu
[IK-1.1. /lemoHcTpupyeT IOHMMAaHME€ M YMEHHE MPOBOAUTH AaHAJINW3 COCTaBa U
MOCIIEA0BATEIHLHOCTH OIEPAlMid, COCTABISIONINX MPOLECC WM aIMUHUCTPATUBHBIA PETJIAMEHT,
opranusyer cOop MH(pOpPMAIMK O MPOIECCe MOAPA3ICICHHS C LENbI0 pa3pabOTKH peryiaMeHTa

JaHHOT'O IIponecca

3aganus 3aKPbITOI'0 THUIIA

33[[31—[1/16 3aKPLITOI'0 TUIIA HA YCTAHOBJICHHE COOTBECTCTBUS

33}131—[1/16 1. HpoanaﬁTe TEKCT H YCTAHOBUTE COOTBETCTBHE.
CootHecHuTe TCPMHUHBI C UX OIPCACIICHUAMUA

1) enonpou3BoACTBO

A) CBOCTBO TOKyMEHTa OBITh MTOJTMHHBIM JI0KA3aTEIIbCTBOM (PAKTOB,
COOBITHH, TEUCTBUIA

2) BayTpennmii b)AestensHOCTh, 0OecneunBaromas JOKYMEHTHPOBAaHUE, JOKYMEHTOOOOPOT,
JIOKyMEHT OTIEPAaTUBHOE XPAHECHHE U UCTIOJIH30BAHNE TOKYMEHTOB

3) Opuanueckas cuna | B) CoBOKYNMHOCTB TIOKyMEHTOB, C(HOPMHUPOBAHHBIX MO0 KAKOMY-TTHOO MPU3HAKY
JIOKYMEHTOB

4) Heno I')[lokyMeHT, CO3AaHHBIN MPENIPUITAEM U TPETHASHAYCHHBIH TSI

BHYTPU(UPMEHHOTO UCTIOIBb30BaHHS

3az(alme 2. Hpoanaif[Te TEKCT H YCTAHOBUTE COOTBETCTBHUE.
CooTHecure TCPMUHBI C UX OIIPCACIICHUAMU

1) Perucrpanus
JOKYMEHTa

A) 3aduxcupoBaHHas Ha MaTepUaIbHOM HOCUTEJIE MHPOPMAIHS B BUIE
TEKCTa, 3ByKO3aIUCH WIIH H300paKeHHS C PEKBU3UTAMH, MTO3BOJISIFOIUMH €€
HJACHTH(QHUIIUPOBATh

2) PexBusur

B) CI/ICTCMaTI/IBI/IpOBaHHBIf/i CIIMCOK ACJI, ) XYPHAJIOB, KapTOYUCK, 3aBOJUMBIX Ha
OpeaAnpuiATHU C YKa3aHUEM CPOKOB UX XpaHCHUS

3) Homenkmatypa aein

B) IIpucBoeHmne OKyMEHTY PETUCTPAIIIOHHOTO HOMEpa U BHECEHHUE JaHHBIX B
PETHCTPALMOHHO-YIETHYIO opMy

4) oxkymeHT

I') OTnenpHBIN 27IEMEHT JOKYMEHTa

3aganue 3. [IpouynTaiiTe TEKCT U YCTAHOBHTE COOTBETCTBHE.
CooTHecHuTe TCPMHUHBI C UX ONPEACTICHUAMNU

1) Tpynosoii A) JlokyMeHT, cojiepkaniuidi HHGOpMAaIIHIo 0 HaBBIKAX, OIbITE paboTHI,

KOHTPaKT 00pa3oBaHMH, U JIPYTYIO OTHOCSIIYIOCS K Jieny HH(GOPMAIUIO, 0OBIYHO
TpeOyeMyto Il paCCMOTPEHHS KaHIUAATYPhI YSIIOBEKA JIJIs HaiiMa Ha paboTy.

2) AHkeTa b) CoBOKYIMHOCTH JOKYMEHTOB O TPYIOBOW  JIeATEIHHOCTH pabOTHHKA

paboTHHKA

3) Pestome B) Ceenenus o paboTHHKE, BHOCUMBIC UM CAMUM B CIICIIMABHBIN OaHK,
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coaepmamnﬁ pach/IpeHHmﬁ NEpCUCHb NaHHBIX O KAHAWAATC, MOXKCT COACPIKATDH

YTOYHEHHYIO HHPOPMAIIHIO.

4) JImanoe neno

I') Cormamenne Mexmy paboromareneM W paOOTHHKOM, B COOTBETCTBHH C
KOTOPBIM  pabOTHHK  00s3yeTcs
CHELUATBHOCTH, KBaTHU(PUKAUK WM JODKHOCTH C MOJYMHEHHEM BHYTPEHHEMY
TPYAOBOMY pacHopsaKy, a padoTromarenb O0sS3yeTcsl BHIILIAYMBATH PAOOTHUKY
3apaboTHYI0 MJary ¥ oO0ecledYnBaTh MPEAYCMOTPEHHbIE 3aKOHOAATEIHCTBOM
yCIIOBUS TPYAA.

BBIMIOJHATh PabOTy MO  ONpenesEHHON

33}131—[1/16 4. HpoanaﬁTe TEKCT H YCTAHOBUTE COOTBETCTBHE.
CooTHecHuTe TCPMHUHBI C UX OIPCACIICHUAMU

1) Perucrpanus
JIOKyMEHTa

A) 3adukcupoBaHHas Ha MaTepHaILHOM HOCHUTEIe HHPOPMAITUS B BUIIE
TCKCTA, 3BYKO3aITMCHU WJIN I/I306pa)KCHI/I$I C PCKBU3UTAMU, MTO3BOJIAIOIINMHU eé
HWACHTU(QHUIIUPOBATH

2) PexBu3uT

b) Cucrematn3upoBaHHBIN CIUCOK A€, )KypHAIIOB, KAPTOUYEK, 3aBOJUMBIX Ha
NPEINPHUITHH C YKa3aHUEM CPOKOB MX XpaHEHHUs

3) Homenknarypa e

B) IIpucBoeHmne 1OKyMEHTY PETUCTPAI[IOHHOTO HOMEpa U BHECEHHE JaHHbBIX B
pETUCTPAIMOHHO-YYETHYIO hopMy

4) HokymeHT

I') OTnenpHBIN 2IEMEHT JOKYMEHTa

3aganue S. [IpouynTaiiTe TEKCT M YCTAHOBHTE COOTBETCTBHE.
CootHecure TCPMUHBI C UX ONIPCACICHUAMU

1) Akt

A) odunmanpHOE H3BeIIeHNE 00 UCITOTHEHUH OTIepaIliy

2) Axuent

b) cnpaBka 00 wuMerommxcs B JAOKYMEHTAIbHBIX MaTepHajax apXuBa
CBEJICHUAX [0 OIPEINEICHHOMY BOIIPOCY, TeMe, MpeaMeTy HId O
Ouorpaduyeckux CBEICHUIX, 3aBEPEHHAs B YCTAHOBJICHHOM MOPSIKE

3) ApxuBHas ciipaBKa

B) moxymeHT, cocTaBiIeHHBIA HECKOJIBKUMHU JTUIIAMHU U TIOITBEP>K TAIOIIAN
YCTaHOBJICHHBIE (haKThl HITH COOBITHSI

4) ABuzo

F) COrJIaCuC Ha NPCAJIOKCHUE BCTYIIUTh B CACIIKY, 3aKJIFOYUTHL JOTOBOP HA
YCJIOBHAX, YKAa3aHHBIX B IPCJIOKCHUHN

3aganue 6. [IpouynTaiiTe TEKCT U YCTAHOBUTE COOTBETCTBHE.
CooTHecHuTe TCPMHUHBI C UX ONPEACTICHUAMNU

1) I'apanTHiiHoe THCHMO

A) peKkBH3UT OPUIHATHFHOTO JOKYMEHTA, BRIPAXKAIOIIUIl CoTIacue
YUpEXKIEHHS WU €0 OpraHa, He ABJSIONIET0Cs aBTOPOM JIOKYMEHTa, C €T0
COJIEp)KaHUEM

2) I'pud cormacoBanus

B) pexBu3uT oQUIMATBFHOIO AOKYMEHTa, MPUAAIONIUN HOPMATUBHBIA WIIN
MIPaBOBOM XapakTep ero colep:KaHuio

3) T'epbOoBBIii OIaHK

B) 6mank goxkymenra ¢ BoctiponsseneHuem ['ocynapctsenHoro repba P®,
repba cyobekra PO nnn repba MyHHIMIATBEHOTO 00pa3oBaHUsl

4) I'pud yrBepkaeHUS

F) IMUCHbMO, COACPIKAIICC TaPAHTUIO OIJIAThI, CPOKOB, KAYCCTBA U T. I

3ananue 7. [IpoynTaiiTe TEKCT M YCTAHOBUTE COOTBETCTBHE.
CootHecuTe TCPMUHBI C UX ONPCACICHUAMU

1) Jocwe

A) 0COOBIH BU CJ'Iy>KC6HO-I[eJ'IOBOFO nrCbMa, HAIMMPABJIIAEMOTO B aIpCC
npeanpudaTrd NpCACTaBUTCIIAIMA OPraHOB T Ocy,HapCTBCHHOﬁ BJIaCTHU WJIX
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JOpYTUX TPEANPUSTHHA

2) 3amnpoc

B) YUPSKACHUC NJIW OTACJIBbHOC JIMIIO, C KOTOPBIM BEACTCA INCPCIIMCKA

3) KoppecnonmeHt

B) nokymeHTsI, OTHOCSTIIHECS K KAKOMY-JTHOO JIEIy

4) HaknagHas

I') nokymeHT, KOTOpBIM O(hopMIISETCSI TIPEM U OTIIpaBKa Tpy3a, IepeMelIeHne
WJTU OTITYCK MaTEPHAIbHBIX LICHHOCTEH.

3aganue 8. IIpouuraiire

TEKCT H YCTAHOBUTE COOTBETCTBHUEC.

CootHecHure TEPMUHBI C UX ONPEACTICHUAMNU

1) Onuce A) mepedeHb BUAOB padoT, YCIyT, IPOAYKIIUHU, TOBAPOB U T. JI. C YKa3aHHEM
LIEH U PaCLICHOK

2) Odepra b) mpaBoBo# akT, W3maBaeMBIN EIWHOJMYHO PYKOBOIUTEIEM, TJIABHBIM
00pa3oM KOJUIETMaNbHOIO OpPraHa IOCYIJapCTBEHHOIO YNpPAaBICHMSA, B LEJIX
pPaspCUICHU ONICPATUBHLIX BOIIPOCOB

3) IpeiickypaHt B) nmucemMeHHOE TIpeAIOKEHHE O 3aKITFOUEHUH KOHTPAKTA Ha OIIPEIEIIeHHBIX
YCIIOBHAX

4) PacnopsbkeHue I') ropuanyeckn oopMIIeHHBIH epedeHb TOKYMEHTOB

Banaﬂne 3aKpPbITOT0 THIIA HA YCTAHOBJICHHME MMOCJICT0BATECJIbHOCTH

3aganue 9. Ilpouunraiite

TEKCT U YCTAHOBHUTC IMOCJCA0BATC/IBHOCTD

[Tpouecc paboThI ¢ BXOALIEH KOPPECTIOHACHIIMEN TPOXOJUT CIAEAYIOUINE ITANbI:
1) nanpasiieHue JOKYMEHTOB Ha MCTIOJHEHUE

2) npHeEM ¥ COPTUPOBKA

3) opranuzamys KOHTPOJIS UCTIOIHEHHUS IOKYMEHTOB

4) wcronHenue JOKyMeHTa

3anuiuTe COOTBETCTBYIOLIYIO MTOCIIE0BATEILHOCTD HU(P ClIeBa HAPaBO

3aganue 10. [IpounTaiiTe TeKCT M YCTAHOBUTE MOCJI€10BATEIbLHOCTH
MapupyT 1BUKEHUS UCXOASIEN KOPPECTIOHAEHIIMM COCTOUT U3 CIEIYIOIIUX 3TAIOB!

1) mpencrapieHue MPOEKTa
2) perucrparus J0KyMeHTa

AOKYMCHTA Ha COI'JIaCOBAHUC

3) moaroToBka mpoeKTa JOKyMEeHTa
4) oTmpaBKa JIOKYMEHTa aJipecary
3anuiuTe COOTBETCTBYIONIYIO MOCIEI0BATEILHOCTD (P CIeBa HAMIPABO

3ananme 11. [IpounTaiiTe TEKCT M YCTAHOBUTE MOCJIEA0BATEIBLHOCTH
B kakoii mociie1oBaTeIbHOCTH B IPOTOKOJIAX COOpaHU pacrojiararoT CIoBa:

1) IOCTAHOBWIH;
2) BBICTYIIWJIY;

3) PEIIWJIM;

4) CJIYILIAJIN?

3anummure COOTBCTCTBYIOIIYIO MOCICAOBATCIIbBHOCTD I_II/I(I)p CJICBA HAIIpaBO

3ananme 12. [IpounTaiiTe TEKCT M YCTAHOBUTE MOCJIEA0BATEIBLHOCTD
KoHTpoib 3a ucnofTHeHHeM JOKYMEHTOB BKIIIOYAET B ¢€0s1 HECKOJIBKO ATaIlOB:

1) mpoBepka CBOEBPEMEHHOCTH JTOBEAEHHS JOKYMEHTOB 0 KOHKPETHBIX UCIIOHUTENIEH;
2) mpeaBapuTeNbHAs IPOBEPKA M PETYIMPOBAHUE X014 UCIIOTHEHHS;
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3) mocraHOBKa JOKYMEHTOB Ha KOHTPOJIb;

4) yuét u 0000IIeHHE X012 U PE3yIbTATOB UCIIOIHEHHUS JOKYMEHTOB;

5) CHsATHE TOKYMEHTOB C KOHTPOJIS;

3anuinuTe COOTBETCTBYIOLIYIO MTOCIIE0BATEILHOCTD (P CclieBa HAPaBO

3ananue 13. [IpounraiiTe TEKCT M YCTAHOBHUTE MOCJI€10BATEIbHOCTD
B kaxoii nocnenoBaTeIbHOCTH pacrojaraeTcs apec Ha IOYTOBOM OTIPABIECHUU?

1) VYuna

2) Homep moma u KBapTHpa
3) Oob6mnacts

4) Topon

5) ®UO (Ha3sanue opraHu3aiiii) MOIydaTesis
3anummTe COOTBETCTBYIOIIYIO MTOCIIEIOBATEILHOCTH (P ClIeBa HAPABO

3aganue 14. [IpounTaiiTe TeKCT M YCTAHOBUTE M0CJI€10BaTEIbHOCTH

PaboTa 1o moAroToBKH 3aceaHus KOJUIETMM MUHUCTEPCTBA BKIIOUAET CIIEIYIOIUE ITallbl:
1) TToaroroBka JOKYMEHTOB II0 IIOBECTKE JHS

2) IlpencraBieHne MaTepUAOB CEKPETAPIO KOJUICTHH

3) Vr1BepkacHHE TOBECTKHU JIHS

4) TpuriamieHue UL JUTs y9acTUsl B 3aCeAaHUU KOJJICTHU

5) TupaxupoBaHue U pa3jaya MOBECTKH JAHS U IPOCKTOB MOCTAHOBJICHHIA

3anumuTe COOTBETCTBYIOLIYIO MOCJIE0BATEILHOCTD LIU(P ClieBa HAIIPABO

3aganue 15. IIpounTaiiTe TEKCT M YCTAHOBUTE MOCJIE10BaTEIbHOCTD

YcTaHoBHTE MTOCIEA0BATENBHOCTD JOKYMEHTOO00POTAa BHYTPEHHUX OpraHU3aIllMOHHBIX

JIOKYMEHTOB

1) BusupoBaHue TOKyMEHTa PyKOBOAUTENIEM, KyPHPYIOIINM JTaHHBINA BOIIPOC B YACTH
COTJIAaCOBAHUS.

2) YTBepKICHUE TOKYMEHTA PYKOBOJIUTEIEM OpraHU3aIlHH.

3) Perucrparus JOKyMEHTA.

4) OdopmiteHHE TOKYMEHTA MEYATHBIM CIIOCOOOM.

5) INoanucanue TOKYMEHTa COCTABUTEIIEM.

3anuIuTe COOTBETCTBYIOLIYIO MOCJIE0BATEILHOCTD LIU(P ClIeBa HAIIPABO

3aaHus OTKPBITOIO THIIA € PA3BEPHYTHIM OTBETOM

3ananue 1. IIpounTaiite Teker 3amxaHusi. OTBeT 3anUIIKTE Pa3BepPHYTO U 00OCHOBAaHO,

HCIO0JIB3YSl YeTKHe KOMIIAKTHbIE (POPMYJIHPOBKH.

OObsicHUTE TEpMUHBl «yYHHUPHUKALUA» U «CTaHAApTH3aLus» AoKyMeHTa. Kak cooTHocsTCS

JaHHBIC MMOHSATHS?

3ananme 2. IlpounTaiiTe Tekcr 3amanusi. OTBeT 3anumINTEe Pa3BepPHYTO U 00OCHOBAHO,

HCIOJIb3YSl YeTKHEe KOMIIAKTHbIe GOpMYTHPOBKH.
I[To kakomy cTaHIapTy OPOPMIISIOTCS TOKYMEHTHI Ha Tepputopun Poccuiickoit denepannn?

3aganue 3. IIpounraiite Tekcr 3agaHus. OTBeT 3anuIIMTEe Pa3BePHYTO U 000CHOBAaHO,

HCIOJIb3Ysl YeTKHEe KOMIIAKTHbIe (GOpPMYTHPOBKH.
Yro Takoe JOKYMEHTOOOOPOT B OpraHU3ally M KaKhe 3aa4d OH BBIITOJHSACT?.
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3ananue 4. IlpoumraiiTte Teker 3aganus. OTBeT 3anUIIMTE Pa3BEPHYTO M 000CHOBAHO,
HCIOJIb3YSl YeTKHE KOMIAKTHbIE ()OPMYJIHPOBKH.
Jaiite onpenenenre J0BEPEHHOCTH B JI€JIOMPOU3BOJICTBE.

3ananue 5. IlpoumraiiTte Teker 3aganus. OTBeT 3aNUIIUTE PA3BEPHYTO U O0DOCHOBAHO,
HCIMOJIb3Ysl YeTKHE KOMIAKTHbIE ()OPMYTUPOBKH.

[lepeuucnure OCHOBHBIE TpeOOBaHUS, MpeAbIBIAeMble K O(DOPMIEHUIO JOKYMEHTOB B
OpraHH3aIiHu.

33212“[1/[7[ KOM6HHI/Ip0BaHHOFO THIIA

3ananue 1. [IpouyuTraiite TekcT, BbIOEpPUTE MPABUJIbHbIE OTBETHI M 3ANIUIIUATE APTYMEHThI,
000CHOBBIBAKOIINIE BHIOOP OTBETOB

JIoKyMeHT0000poT - 3TO:

a). IBMKEHHE JOKYMEHTOB B OPTaHU3AIMK C MOMEHTA UX CO3JaHUSI UJTU MOTYYCHHUS 10
3aBepIH€HI/I$I HUCIIOJIHCHUA NIIN OTHpaBJ'IeHI/ISI.

0) 4acTb IEIONPOU3BOJICTBA, HEMTOCPEACTBEHHO CBSA3aHHAS C CO3/IaHUEM JOKYMEHTOB.

B). OTpACib AEATEIHLHOCTH MO pa3paboTke v 0(hOpMIICHHUIO O(PUIIUATBHBIX IOKYMEHTOB,
OpFaHI/I3aIII/II/I UX ABUKCHMUA, yqua nu XpaHeHI/Iﬁ.

T). AESITeNbHOCTD 110 OPTaHU3AlUU XPaHEHUS TOKYMEHTOB.

3ananue 2. [Ipoyuraiite TekcT, BhIOEpPUTE NPABUIbHbIC OTBETHI M 3alIUIIATE APTYMEHTHI,
000CHOBBIBaIOII[HE BHIOOP OTBETOB

B kakoii cpok 10/15KHA TPOU3BOIMTHCHA 00pad0TKA TOKYMEHTOB U Mepexava ux
HCIOJIHUTEIAM?

a) B JIHb TIOCTYIIJICHUS IOKYMEHTOB B OpraHU3aIUIO;

0) B TpEXJHEBHBIN CPOK IMOCJIE MOCTYIUICHHS JOKYMEHTOB B OpPTraHHU3aIlHUIo;

B) B HeJIeJIbHBIN CPOK MOCIIE MOCTYIICHUSI JOKYMEHTOB B OPraHU3AIIUIO.

r)B TeueHuu 10 qHei

3ananue 3. [Ipouuraiite TeKkcT, BbIOEPUTE NPABUJIbHbIE OTBETHI M 3ANIUIIUTE APTYMEHTHI,
000CHOBBIBAKOIIINIE BHIOOP OTBETOB

Enunasi rocynapcrBennasi cucrema aenonpouspojacrsa (EI'C/) — sro:

a). COBOKYITHOCTb PEKBU3HUTOB, YCTAHOBIEHHBIX B COOTBETCTBUH C (DOPMYIISIPOM TOKYMEHTA.

0). KOMIUJIEKC OCHOBHBIX MOJIOXKEHUH, ONPEIENSIONINX U PETJIaMEHTUPYIOIUX OPTaHUu3alHIo
JIOKYMEHTAIlMOHHBIX MTPOLIECCOB HA MPEANPUITHH.

B). COBOKYITHOCTh JJOKYMEHTOB, IPUMEHSIEMBIX B ONIPEICTICHHOMN cepe NeaTeTbHOCTH

T). IeITEeJIbHOCTD allfapaTa yIpaBJjeHus, 0XBaTbIBAatOIIasi BOIPOCHI TOKYMEHTUPOBAHUS U
opraHu3aIu padoThl ¢ JOKYMEHTaMHU

3ananmue 4. [IpounTaiite TeKcT, BbiOepUTe NPABUJIbHbIE OTBETHI M 3aNMIIMTE APTYMEHTHI,
000CHOBBIBaOLINE BHIOOP OTBETOB

HopMaTuBHBI JOKYMEHT, onpeaeJsionui (o 3apadoTHO MJ1aThl COTPYIHUKOB
OpraHu3anuu

a)J10JKHOCTHAS HHCTPYKIIUS

0)mTaTHOE pacIrcaHue

B)YcTaB

r)YupeauTenbHbIid JOTOBOP
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3ananue S. [IpouyuTaiite TekcT, BbIOEpPUTE NPABUJIbHbIE OTBETHI M 3ANIUIIATE APTYMEHTHI,
000CHOBBIBAKOIIINIE BHIOOP OTBETOB

Ha xakoMm 10KyMeHTe He CTABUTCSl PEKBU3UT HAMMEHOBAHUE BH/Ia JOKYMEHTAa

a) MIChbMO

0) 00BsICHUTENIbHAS 3aIHCKa

B) YcTaB

r) YupeauTelbHbI JOTOBOP

3aganue 6. [IpouyuTaiiTe TeKCT, BbIOEPUTE NPABUJIbHBIE OTBETHI U 3aNIMIIUTE APTYMEHTHI,
000CHOBBIBAIOIIINE BHIOOP OTBETOB

O06s3aTenbHbIN 371IeMEHT 0(OPMIICHUS IOKYMEHTA HAa3bIBACTCSI:

a) oOpasom

0) pEeKBU3UTOM

B) (hopMyJIsIpOM

r) 1abJoHOM

3apanmue 7. [IpounTaiite TeKCT, BbIOEpUTE NPABWIbHbIE OTBETHI M 3aNMIINTE APTYMEHThI,
000CHOBBIBaIOIIIHE BHIOOP OTBETOB

JleBoe moiie JOKyMEHTA JI0OJKHO OBITH HE MEHEe:

a) 30 mm

0) 10 mm

B) 20 MM

r) 40MMm

3aganue 8. [IpouuraiiTe TeKcT, BbIOepUTe NPABUJIbHbIC OTBEThI U 3aNMIINTE APTYMEHTHI,
000CHOBBIBaIOIIIHE BHIOOP OTBETOB

I'apaHTHifHOE TUCBMO — OTO:

a) TOKyMEHT, COOOIIAONINI O TPUOIMKEHUH, YCKOPEHNUH, UICTEYEHNH CPOKa MCTIOHEHUS
KaKoro-moo eicTBUs

0) TOKYMEHT, CoiepKallluii MpUrjallieHue Ha MEpOTIpUsTHE

B) IOKYMEHT, B KOTOPOM TrapaHTHPYETCsl OIUIaTa BHIIIOJHEHHOM paboThl MM MPEJOCTaBICHUE
4yero-nuoo (paboTkl, MOMENIEHUS U T.11.)

I') JOKYMEHT, TOATBEPKIAIONINI MOTyYeHHE IEHHOCTE!

3aganue 9. [IpouuraiiTe TeKCT, BbIOepUTE NPABUJIbHBIE OTBETHI U 3aNMIIUTE APTYMEHThI,
000CHOBBIBaIOIIIHE BHIOOP OTBETOB

JlesarenbHOCTD anmapaTa yrnpaBieHHUs, 0XBAaThIBAOIasi BOPOCH! IOKYMEHTHPOBAHUS U
opraHu3zaiu paboThl ¢ JOKYMEHTaMH — 3TO:

a) TOKYMEHTAIlMOHHOE 00eCTIeYeHNe yIPaBICHHS

0) craHmapTH3aIus

B) EI'C/]

) cucTeMa JOKyMEeHTalluu

3apnanue 10. IIpoumraiiTe TeKcT, BbIOepUTe MNpPaBUJIbHbIe OTBeTbl M 3aNHIINTE
aprymMeHTbl, 000CHOBBIBAKOIIIHE BLIOOP OTBETOB

Ecau pacnopsiguTe/ibHasi 4aCTh TEKCTA HAYMHAETCHA CJI0BAMU “mpeJiarain”, To 3To

a) MpuKas
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0) pactopspKeHHE

B) MHCTPYKIIUS
') YKa3aHue

IlepeyeHb TUNOBBIX 3aJaHMI VISl IPOMEKYTOYHOI aTTecTauMu (3a4eT ¢ OUeHKOoW/ 4
cemectp IK-1/IK-1.1)
3aganue 1
['paxxnanka HecrepoBa ycrpousachk Ha paboty B MUHHCTEPCTBO 001IET0 U MpodeccrnoHaIbHOTO
obpazoBanusi CBepIJIOBCKOM 00JacTH W TOJyYWJIa T€pBOE  3aJlaHUE€ OT  CBOETO
HETNIOCPE/ICTBEHHOTO HadaJdbHUKA: pa3paboTarh HOMEHKJIATYpY JAen i (hopMupoBaHUS
JOKYMEHTaIbHOTO (pOHJA TOCYIapCTBEHHOrOo opraHa. Kakum JOKYMEHTOM JIOJDKHA
PYKOBOJICTBOBaThCs Tpakaanka HecrepoBa? Kakue mosioKeHHs 3TOTO JIOKYMEHTa OHA JOJDKHA
y4eCcTh IIPU BHITIOTHEHUH 33/1aHUs?
3aganue 2.
CocraebTe MTUCHMO-TIPOCHOY:
Hamnucatb muchbmMo ¢ Mpoch00ii 0Ka3aTh MOMOIIL B PEMOHTE 37aHUSI.
3aganue 3.
CocraBbTe IUCHEMO-OTBET:
Hanucath nucbMO-0TBET OTJOXHYBILIETO TYPUCTa O KadecTBe 00CITyKUBAaHUS B TOCTUHHUIIE.
3anganue 4.
CocraBbTe IUCHEMO-OTBET:
Hauansuuk OAO JlanesHepro MUIIET JTUPEKTOPY Npeanpusitus «PagoH» 0 HEBO3MOXHOCTH
BBIJIaY¥ OECIUTATHOTO Pa3pelICHHsI Ha MICKTPOCHAOKEHHE KUITBIX IOMOB, CTPOSIIHXCS IS
pabOTHUKOB MPEAIPUSITHUS.
3anganue 5.
CocraBbTe TAPAHTUHHOE MIUCHMO
000 «MHCAT» numer aiust BJIAIJABUA:

[Tpocum cpouHo 3a0pOHUPOBATH /1B OMIEeTa U3 T. BT. Ha

« » I. 1 OOpaTHBIN U3 T. BT. HA «_ » r.
Omutaty rapasTupyere Jo ........ (uepes JBe HEAETHU OT PETUCTPAIIIOHHON /IaThl BAIIEro
JIOKYMEHTA).

3aganue 6.

CocTaBbpTe NUCHMO-TIPEIUIOKEHHE:

O npenoctaBaeHUH TYPUCTUYECKUX MTAKETOB COTPYAHUKAM KOMIaHUH OT TYP(PUPMBbI
«enbhun»

3aganue 7

CocTaBuTh rapaHTUHHOE MUCHMO. BBl — TYypUCTCKOE areHTCTBO, COCTABIISIETE TUCHMO
TypOnepaTopy.

3ananme 8.

Hanummre nucsMo ¢ u3BenieHeM 0 Hayasie paboThl BHICTABKH (OJJHA OpraHU3alys MUIIET
JpyToi)

3aganue 9. [IucbMeHHBIN 0GUIUANBHBIN TOKYMEHT, TPUHSTHIN (M31aHHBIN) TIPaBOTBOPUYECKUM
OpraHoOM B IIPEJIENNax €ro KOMIIETEHLIMU U HAIIPaBJICHHbII Ha yCTaHOBJIEHUE, N3MEHEHUE WU
OTMEHY MPaBOBBIX HOPM — 3TO...

3aganue 10. [To3aK0OHHBIN HOPMATHUBHBIN aKT, U3/1aBAEMbIII MUHUCTEPCTBAMH, APYTUMU
LEHTPAJIbHBIMUA U MECTHBIMHM OPTaHaMU T'OCYJapCTBEHHOTO YIIPABJICHUS B IIpeeax Ux
KOMIIETEHIIM Ha OCHOBAaHUU U BO UCIIOJHEHUH 3aKOHOB, YKa30B, IOCTAHOBJIEHUH U
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pacniopspkeHuid [IpaBuTenscTBa M aKTOB BBIIIECTOSIIIMX OPraHOB TOCYJAPCTBEHHOTO YIIPaBICHUS
—3T0...
3aganue 11.

Ykaotcume eepnoe ymeeporcoenue unu nem:

1. BHemHeskoHOMHYECKas JESATEIbHOCTh MPEJCTABIsAECT COOOM COBOKYIHOCTh BHJIOB
JESITeIbHOCTH OPUIMUECKUX M (PU3UYECKUX JIMI[, CBSI3AHHBIX C BBIXOJOM Ha HaIlMOHAJbHBIC
TaMOKeHHbIe I'paHulbl. 2. [1og BHENTHEIKOHOMUYECKHM JIOTOBOPOM MOHUMAIOT MaTepUaibHO
oOpMIICHHOE COTJIAIIICHUE ABYX MJIM 0oJiee CyOBEKTOB BHEIIHEAIKOHOMHYCCKOM JESITCIbHOCTH
U HMX MHOCTPAHHBIX KOHTPAreHTOB, HAIpPaBJICHHOE HA YCTAHOBJICHUE, HW3MEHEHUE WU
IpeKpalleHre UX B3aWMHBIX TPaB U 00S3aHHOCTEH BO BHEIIHEAKOHOMHYECKOW NESTEITBHOCTH.
3. Kommepueckne mnuchbMa COCTABISIOTCS NPHU 3aKIIOYEHUHM W BBIMOJIHEHUH KOMMEpPUECKOM
C/ICJTIKH OT MMEHU (PH3MUECKUX JIUI M YACTO UMEIOT IIPABOBYIO CHITY.

4. KommMepueckuii 3ampoc — 3TO JOKYMEHT, MPEJICTaBISIONMI coOoi oOpallieHue Juia,
KEJAIOIIETO 3aKII0YHUTh CAEIKY ¢ TPOChOO0 TaTh MOApOOHYI0 HHPOPMAIIKIO O ToBape (YCIyrax)
WM HaIllpaBUTh MPEATIOKEHUE Ha MTOCTaBKY TOBapa.

5. Pexnamarnust — 3T0 KOMMEpPYECKUM JAOKYMEHT, MPEICTaBIIAIONINN COOO0N MPETeH3UU K
CTOpPOHE, HapyLICHUH NpHUHATBHIE Ha ce0s MO KOHTPAKTy oO0s3aTensCcTBA, UM TpeOoBaHUE
BO3MeNIeHHs] YOBITKOB. 6. BHemHeroproBas cieika - IOTOBOp KOMMEPUECKOTO XapakTepa ¢
MHOCTPaHHBIMU NapTHEPAMHU (KOHTPAreHTOM).

3amanmne 13.
CocraBpTe JOKIAIHYIO 3alIMCKY HAYAJIBHUKA OTAENAa PYKOBOJUTEIIO IPEATPHUATHS
o (baKTe HapylmeHnu prI[OBOﬁ JUCHUIIINHBI.

CobpaTh MHEHHE 3aMHTEPECOBAHHBIX
NOJpa3JIeIeHUI U COTPYIHUKOB

ITognuce y pyKoBOUTENS

3aperucTpupoBaTh

Pa3MHOXHTB U 3aBEPUTH KONIUIHBIE
AK3EMIUISIPBI

TumnoBbie NPaKTUYCCKHUE 3aJaHU s

HenoBasi urpa «CoBemanue»

3aa4yn: OnpeneauTb BUIbl COBEIIAHUN, PACCMOTPETH COITPOBOUTENBHYIO
JOKYMEHTAIUIO 10 JTaHHOMY BU1Y MEPONPUATHS,

Ha »rtane mnDoAroTroBKHM TMpeAnonaraeTcsi COCTaBJICHHE TaKUX JIOKYMEHTOB Kak
IpUryaneHue, UHHOpMaIMOHHOE MHCbMO (C JIMCTOM pacChUIKM), MOBeCTKa JIHSA, M T.1. Ha
(¢buHaNBHOM 3Tare NPOBOAUTCS MOATOTOBKA MIPOTOKOJIA COBELIAHUS ¢ 0OPMIICHUEM.

Cuenapuii npoBejieHHs COBEIIaHUsA (110 3a1aHUIO0 TPEToIaBaTes):

1. Bri6op BonpocoB coBelaHusi. AAMHUHUCTPATOP MPOEKTa TOTOBUT MEPEeYeHb BOIPOCOB,
KOTOpble OyayT oOcyxnaaTbcsi Ha coBemianuu. Jlng ¢opmupoBaHus mepedHs BOIPOCOB
HCIIOJIb3YETCS PEECTP 3alPOCOB HA U3MEHEHUS U OT/IETIbHBINA IEpeYeHb BOIPOCOB MTPOEKTA.

2. OGecrnieueHue (HOpMUpPOBaHMS TEpPEUHs YYAaCTHMKOB coBemanus. Ha ocHoBaHuu
aHaju3a MepeyHsl BONPOCOB aJAMUHUCTPATOP MPOEKTa COBMECTHO C KJIIOYEBBIMHM yYaCTHHUKAMHU
npoekTa (opMupyeT nepedeHb yYaCTHUKOB COBEIIAHUSI.
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3. OOecrieueHne Ha3HAYCHHS OTBETCTBCHHBIX. Ha3HaueHHWe OTBETCTBEHHBIX 32
o0CyX/ieHue BOIPOCOB coBemaHus. OTBETCTBEHHBIH 3a BOMPOC, TOTOBUT MaTepUaibl s
00CY)XIIeHUS, @ TaK )K€ BAPHAHTHI BO3MOKHBIX PEIICHHI BOITPOCOB.

4. TloaroroBka mOAOOPKHM JOKYMEHTOB K COBEHIAHWIO. AJIMHHHUCTPATOp IPOEKTa
COBMECTHO C OTBETCTBEHHBIMH 32 BOIPOCHI MTOJIOUPAET TOKYMEHTHI, OTHOCSIIHECS K PEIICHHIO
JaHHOTO Bompoca. llocie MOArOTOBKM MOAOOPKM JIOKYMEHTOB aJIMUHHCTPATOp IPOEKTa
pacchuIaeT e€ BCeM YyJ4aCTHHUKAM COBEIIaHUS

5. OOecrieyeHus NpPOBENEHUE COBEUIAHUSA. AIMHHHUCTPATOp IPOEKTa OOecreuynuBaeT
JOTUCTHYECKYIO MOJ/ICPIKKY POBECHUS COBELIAHNS.

6. ®opmanuzanys pe3yNbTaTOB IPOBEICHHUS COBEIIAHUH. AIMHUHHCTPATOpP MPOEKTa
(duKcHpyeT pe3yibTaThl MPOBEACHUS COBEIIAHMS M PACChUIACT IMPOTOKOJ COBEIIAHHS BCEM
Y4yaCTHHKaM COBCIAHMA.

JesoBas curyanus «3aceqanus»

Heo0xo1uMo BBISIBUTH OTIMYHS TAKMX OPTaHU3AIMOHHBIX BUJOB paOOTHI Ka COBEIIAHKE
" 3accaaHusd, paCCMOTPECTh BUbI 33,C€I[21HI/II>1, MMOATrOTOBUTH COIPOBOAUTCIIbHYIO TOKYMCHTAIIUIO
JUTSL JTAaHHOTO BHJIa MEPONPUATUH.

IIpakTHueckue 3a1aHus:

Pa3zpaboraTths (hupMeHHBII OJ1aHK OpraHU3aIUH.

[ToaroToBka COMpOBOAUTENFHON JOKYMEHTAIIMH [0 MEPOTIPHUSITHIO

PazpaboTare NpoeKT MprKa3a Mo OCHOBHOM JIEATEILHOCTH.

CocTaBUTh MUCEMO-OTBET HA KaJI00y rpaXk1aHiHA (110 33 JaHUI0 TIPENOIaBATEIs).

[ToaroroBuTh HOKIaA O paboTe C JAOKYMEHTaMH, COJEPKalIMMH KOH(UIEHIIUAIbHBIE

CBEJICHMUSL.

Pazpaborars 00pasel )xypHaIbHON (GOPMBI pETUCTPaLU UCXOASIIEH KOPPECTIOHCHIIUHY.

CocTaBUTh CXEMY TOJHOTO MPETAPXUBHOTO OMUCAHUS U O(OPMIICHUS Jiea.

8. PazpaboraTh WHAMBUAYAIbHYIO HOMEHKJIATYpPY J€Jl1 KOHKPETHOTO CTPYKTYPHOTO
MIOIpa3IeIICHUSI.

agrwbdE

N o

7.4. Conep:kanue 3aHSITHH CEMHHAPCKOI0 THIA.

Mertoauueckre — ykazaHus Ui OOy4yaroIIMXCsl IO  OCBOGHHUIO  JAUCHUIUIMHBI
MOAPa3yMEBAET HAIMYUE METOJIWYECKON JIMTEPAaTypbl C YYETOM PEKOMEHIYEMOIO pexuMa U
xapakTepa yueOHOH paboThl, a TAaKXKe ¢ y4eTOM HE0OX0IUMOro ¢popmara MpakTHYeCKue 3aHATHS,
npoekTt, CPO.

Mertoauueckre — ykazaHUs  JUIs  OOy4aroOIIMXCSl 10  OCBOCHHUIO  JAMCHUIUIMHBI
MOAPa3yMEBAeT HAJIMYUE METOJIWYECKON JIMTEPAaTypbl C YYETOM PEKOMEHIYEMOIO pexuMa U
xapakTepa yueOHOH paboThl, a TAaKXKe ¢ y4eTOM HE0OX0IUMOro ¢popmara NpakTHYeCKue 3aHATHS,
npoekTt, CPO.

IIpakTH4eckne 3aHATHA
Heab 1 32124 NPAKTHYECKUX 3AHATHIL:
— IIpoBepka ycBoeHUs MaTepuaa JEKIIUU U CaMOCTOATENbHOIN paboThI 10 TeMe.
— IIpuobpereHne HaBBIKOB CUCTEMATU3AIMH [TOJTyYSHHBIX 3HAHUH
— IIpuoOpereHne HaBBIKOB OPUEHTUPOBAHUS U UCIIOIb30BAHUS HEOOXOJUMOMN
nHpOpMaLUU B 3aKOHOAATENIBHBIX 1 HOPMAaTUBHO-METOIUYECKUX aKTax I10
JIEJIONIPOU3BOJICTBY B PA3JIMYHBIX YUPEKIACHUAX U OpraHU3aLUsX.
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— 3akperuleHHe 3HaHUM IOJYyYEHHBIX HA JCKIMOHHBIX 3aHATHAX U IIPU BBIIIOJIHEHUU
CaMOCTOSITENIbHON pabOThI IO TEME.

— 3akperuieHrne 3HaHUM NOJIYYEHHBIX O JOKYMEHTUPOBAHUH J1€ATEIbHOCTH
YUPEKIACHUN U OpraHU3aLHMN.

— IIpuobOpereHne npakTHUECKUX HaBBIKOB JOKYMEHTAL[MIOHHOIO 00eCTIeYeHus
JESATEIIbHOCTH OPraHOB YIIPaBICHUS.

— IIpuobperenne npakTHUECKUX HABBIKOB COCTABIICHUS JICIIOBBIX ITHUCEM.

— IlpoBepka caMOCTOSITEIbHON pabOTHI CTYAEHTOB U 3aKPEIIJICHUE 3HAHUH 110 TEME.

Bubl NpaKTHYECKHX 3aHATHIA

[TpakTryeckas paboTa 3aKIFOYAcTCS B BBIMOJHCHHM CTYACHTAMH, IMOJ PYKOBOICTBOM
npernoaaBaTess, KOMIUICKCa YYeOHBIX 3aJaHWii HAmpaBICHHBIX Ha YCBOCHHE HAy4YHO-
TEOPETUYECKMX OCHOB y4eOHOW JAMCUMIUIMHBI, TNPUOOPETCHHE TMPAKTUYCCKUX HABBIKOB
OBIIAJICHUSI METOAAMH MIPAKTHUECKON pabOTHI ¢ IPUMEHEHHEM COBPEMEHHBIX HH(POPMAIIMOHHBIX
U KOMMYHHUKAIIMOHHBIX TEXHOJOTMH. BBIMOMHCHHE MPAaKTUYECKOH pabOThl  CTYACHTHI
NPOM3BOMAT B YCTHOM HJIM HUCbMEHHOM Bue. OTYeT NpeNoCTaBiseTCs IPENoIaBaTelto,
BE/yIIEMY JaHHBIA TPEIMET, B 3JCKTPOHHOM HJIH [IEYaTHOM BHUJIC.

[TpakTHyYecKre 3aHATHS CIHOCOOCTBYIOT OoJiee TIIyOOKOMY MOHUMAHUIO TEOPETHUYECKOTO
Marepraia y4eOHOro Kypca, a TaKKe pa3BUTHIO, (JOPMHUPOBAHUIO M CTAHOBJICHHIO PAa3IUYHBIX
YPOBHEW  COCTaBJISIOIIMX  MPOPECCHOHATBHON  KOMIIETCHTHOCTH  CTyACHTOB. (OCHOBOM
NPaKTUKyMa BBICTYIIAIOT THIIOBBIC 3a[aHHUs, KOTOPBIC JOJDKCH YMETh BBIOJIHATH CICIHAINCT B
001aCTH DKOHOMUKH.

TemaTnKa NPaKTHYECKUX 3aHATHH

IIpakTH4eckoe 3ansaTue 1.

Bun mpaktuueckoro 3aHsATHA: YCTHBIM ONpoOC MO maTepuanaM Jjekuuu. OOcyxkaeHue
JOKJIaJIOB.

Tema u conepxkanue 3ansaTus: OyHKIMM, [EIU U 33a4l CITYKObI TOKYMEHTAIIMOHHOTO
obecrnieueHus yrpaBIeHUs

ens 3anstus: [IpoBepka ycBoeHHsI MaTepualia JEKIIUA U CAMOCTOSITEIbHOW pabOTHI 10
TEME.

[TpakTHyeCcKrE HABBIKU: HABBIK CUCTEMATHU3ALlUH MOJYYEHHBIX 3HAHUI

[TponomkuTensHOCTD 3aHATHSA — 4 Yaca

IIpakTH4eckoe 3ansaTHe 2.

Bun npaktuueckoro 3anstusi: Pazsepuyras 6ecena

Tema u conepkanue 3aHATHS: TeopeTHYecKre OCHOBBI IEJI0NPOU3BOICTBA OPraHU3auU

[ensb 3ansTus: IIpoBepka ycBoeHMs] MaTepHalia JIEKIIMH U CaMOCTOSITENIbHOM paboThI 10
TEME.

[IpakTHueckrie HABBIKK: HABBIK CUCTEMATU3aLlUH [TOJTYYEHHBIX 3HAHUI

[Tonoxenue o 'ocynapcreennom ['epbe Poccuiickoii @eneparun

[ensb 3ansTus: [IpoBepka ycBOeHHs] MaTepHasia JIEKIIMH U CaMOCTOSITENIbHOM paboThI 10
TEME.

[IpakTHueckyie HABBIKK: HABBIK CHCTEMATH3ALNN ITOJTYYEHHBIX 3HAHUI

ITponomxuTenbHOCTD 3aHATHA — 4 Yaca

IIpakTHyeckoe 3aHsTHE 3.
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Bun npaktuueckoro 3ausatusi: KoMMeHTHpOBaHHOE YT€HHE HOPMATHUBHBIX JOKYMEHTOB:

1. TOCT P 7.0.97-2016. HaumonanwHubiii ctangapT Poccuiickoit deneparuu. Cucrema
CTaHAapTOB 1o HuHpOpManuu, OHUOIMOTEYHOMY M H3JATENbCKOMY aeny. OpraHusanroHHO-
pacnopsiiuTenbHas ToKyMeHTanus. TpeboBanus K 0(hOpMIICHUIO JOKYMEHTOB.

2. TunoBoe MONOXKEHHE O MOPAIKE ydyeTa, UCIOJIb30BaHUSA, XPAHCHUS U YHUUTOXKCHUS
neyaTeil v IITaMIIOB B YUPEKICHUU

3. [Tonoxenue o 'ocynapcteennoMm I'ep6e Poccuiickoii Deneparu

Tema u conepxkanue 3anstusi: JlokymeHnt. PekBusut nokymenta. CoctaB peKBU3UTOB, UX
MeCTOpacnojoXkeHue Ha qokymente. @opmysip-oOpaszer J0KyMeHTa.

Lens 3anstus:IIpoBepka ycBoeHMs] MaTepHaia JICKIIMA U CaMOCTOATEIbHON pabOTHI MO
TeMe.

[IpakTUueckre HABBIKK: HABBIK CUCTEMATH3aLUU MTOTYYECHHBIX 3HAHUI

[TponomKUTETbHOCTD 3aHATHSA — 2 Yaca

IIpakTnyeckoe 3ansitue 4.

Bun npaktuyeckoro 3aHATHA: YCTHBIA ONPOC MO MaTepuanaM JieKuud. Pa3zBepHyTtas
Oecena

Tema u copepxanue 3ansatus: Oynkuun nokymenrta. Opuanueckas cuia TOKyMEHTA.
Jlenonpou3BoACTBO, JOKYMEHTHpOBaHHE. JlOKyMEHTAIMOHHOE OOECIeUYeHUEe YIPABIICHUS.
Joxymentoobopot. Knaccudukanus JOKyMEHTOB.

Lens 3anstus: [IpoBepka ycBoeHHs] MaTepuala JEKIUU U CAMOCTOSITEIbHOW paboOTHI 1O
TEME.

[TpakTHyeCcKrE HABBIKU: HABBIK CUCTEMATHU3ALlUH MOJYYEHHBIX 3HAHUI

[TponomKUTENTbHOCTD 3aHATUSA — 2Yaca

IIpakTH4yeckoe 3ansTHe S.

Bun mpaktrueckoro 3aHsTus: M3ydeHHe NPUMEPOB PA3IMYHBIX BHJIOB JIOKYMEHTOB.
YCTHBIN ONPOC 10 TEME.

Tema u coxepxanue 3aHsatus: CranaapTuzanuss W yHUQUKALKUS JOKYMEHTOB.
YuuduuupoBanHas cucrtema jgokymeHTauuun (YCJl). Cucrembl nokymeHTauuu. [IpuHIMITEL
nenonpounsBoacTea. HopmartuBHO-MeToauueckas 0a3a JOKYMEHTHPOBAaHUS YIPAaBICHUECKOU
JeSITeIbHOCTH U OPraHU3aluy pabOThI C TOKyMEHTaMU

[ens 3ansTus: [IpoBepka ycBOeHMsI MaTepHala JIEKIIMK U CaMOCTOSITENIbHOM paboThI 10
TEME.

[TpakTHyeckre HaBBIKM: HABBIK CHUCTEMATHU3allMM MOJYYEHHBIX 3HAHUM, NMpUOOpeTeHHe
IIPAKTUYECKUX HABBIKOB COCTABIICHUSI HEKOTOPBIX JOKYMEHTOB

[Ipo10IKUTENBHOCTD 3aHATHS — 2 Jaca

IIpakTHyeckoe 3ansitue 6.

Bua npaktudeckoro 3ansaTtus: Anamus paszjaena ['OCT P 7.0.97-2016. HanmoHanbHBII
crannapt Poccuiickoit @enepanuu. Cucrema craHAapTOB MO0 MHPOpPMAUU, OUOIHMOTEUHOMY U
u3garenabckoMy Jeny. OpraHu3allMOHHO-paclopsauTeNnbHas JOKyMeHTanus. TpeGoBaHus K
0(hOPMIICHUIO TOKYMEHTOB.

ITpoBeneHne TEKYIIETO KOHTPOJIS.

Tema u conepxkanue 3aHaTus: TpeOoBaHUS K COCTABICHUIO U O()OPMIIEHUIO TOKYMEHTOB.

Llens 3ansaTus: [IpoBepka ycBOeHHsI MaTepualia JIGKIIMU M CaMOCTOSATEIbHOW PaboThI MO
TEME.
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IIpakTHyeckre HaBBIKM: HaBBIKM I[OMCKA, aHAIM3a M MCIIOJIb30BAaHUSI HOPMAaTUBHBIX U
NPaBOBBIX JOKYMEHTOB B CBOEH MPO(}heCCHOHATEHON AEATEIbHOCTH.
[TpomoIKUTENBHOCTD 3aHATUS — 2 Yaca

IIpakTnyeckoe 3ansiTue 7.

Bun mpaktudeckoro 3ansatus: Pa3seprytas Oecena

Tema u coaepxxanue 3aHsATusi: OCHOBHBIE TpYIIBI JOKyMeHTOB. HopmaruBHbIE
JOKYMCHTBI I'OCYJapCTBCHHBIX OPraHOB. OpI‘ AHU3AalIUOHHBIC JOKYMCHTBI HNPCAIIPUATHA.

Lensb 3ansTus: [IpoBepka ycBoeHHs] MaTepHala JICKIIMH U CaMOCTOSTENIbHOM paboThI 110
TEME.

[TpakTH4eckre HaBbIKW: HABBIK CHCTEMAaTU3allUU MOTyUYEHHBIX 3HAHUHT

[Ipo10KUTENBHOCTD 3aHATHS — 2 Yaca

IIpakTHyeckoe 3ansaTHe 8.

Bun npaktuueckoro 3austusi: Jlenosas curyanus «CoBelaHue.

N3ydeHne THIOBBIX TOKYMEHTOB.(/{0MKHOCTHBIE HHCTPYKLIUHU, TPOTOKOJIbI)

Tema u conepkanue 3auaTus: OpraHu3alMOHHO — PACHOPSATUTENbHbIE JOKYMEHTHI

[lenbs  3aHATHS: NPAKTHYECKOEC NPUMEHCHHWE 3HAHWM, YMEHHH W HaBBIKOB
PO ECCUOHAIIBHOTO B3aUMOJICHCTBUS.

[lpakTHyeckne HABBIKM: HaBBIK JEIIOBOIO OOMICHHWS W IYOJMYHBIX BBICTYIUICHUH,
BEJICHUS TIEPETOBOPOB, COBEIIAHUSI.

[TpoomKUTENBHOCTD 3aHATHUS — 2 Yaca.

IIpakTH4eckoe 3ansaTHe 9.

Bun mnpaktuueckoro 3aHsTus: M3ydeHue THMOBBIX JOKYMEHTOB. JlenmoBas cuTyarus
«3acenanue.

Tema u coneprkanue 3ausaTus: OpraHu3almoOHHO — PACTIOPSTUTEIBHBIE TOKYMEHTHI

Lenr 3aHATHA: TOPaKTUYECKOE IPUMEHEHHE 3HAHMM, YMEHM W  HaBBIKOB
PO ECCHOHAIBHOTO B3aUMOJICHCTBUS.

[TpakTHyeckre HaBBIKH: HABBIK JEJIOBOTO OOIIEHUS W MYOJWMYHBIX BBICTYIUICHUH,
BEJICHUS TTEPETrOBOPOB, COBEIIIAHMS.
Pewenue cumyamugnvix 3a0anuil.
3ananmue 1.
Curyanus:
Hupextop 3A0 «CeneHa» TPUHSI pelIeHHWE O MpHUeMe Ha paboTy OMBITHOTO MEHEIKepa ¢
CONUAHBIM CTaXXeM pabOThl MO CHENHUaTBbHOCTH Ha JIOJDKHOCTh «MEHEDKepa IO peKIamey.
3amanue: B ponmu cnenuanucra KaapoBoul ciaykObl. [1oATOTOBBTE MPOEKT COOTBETCTBYIOIIETO
JIOKYMEHTA.
3ananue 2.
Curyanus:
[IpowsBoacTBeHHAass HEOOXOAUMOCTh TpeOyeT mpomomkenue padbotel 3A0 «Cenmena» B
BBIXOJHBIE JIHA C YYETOM JICHE)KHOU NepepaboTKU WM MPEeNOCTaBICHUs OPYTUX AHEH OTHAbIXa.

3amanue: B pomum  cekperapss — pedepenta aupekropa 3AO MNOArOTOBHTE  MPOEKT
COOTBETCTBYIOIIETO JOKYMEHTA.

3aganme 3.

Curyanmns:

B 3A0 «Cenena» cocTosuioch 3acefaHue IpaBieHus. [loBecTka JHsS Oblla ITOCBSIIEHA
pacuIMpeHnIO oraea MapKEeTHHTa (bupMBI. B CBSI3U C STUM BO3HHKJIA

HEOO0XO/MMOCTh BHECTH W3MEHEHHs B INTATHOE paclUCaHHE COTPYAHUKOB (HUPMBI, a TaKxke
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pa306paTL HOBBIC OOJIDKHOCTHBIC MHCTPYKIHWMHW Ha BBCACHHEC B OTACII MApKCTUHIA JOJXKHOCTHU

MEHEeKepa 1o peKiiame u PEKIIaMHOTO arcHra.
3amanwue: B ponu cexperaps 3aceaHus COCTaBbTE MPOCKT MPOTOKOJIA.

3ananue 4.

Curyanus:

B 3A0 «Cenena» mpoBejicHa MpoBepKa pabOThI OTAEIA MapKETHUHIa 110 OKA3aHMIO ILIATHBIX
yeiyr. KoMuccuss B coctaBe 3aMeCTUTENS JUPEKTOpa, TJl. OyXrajarepa W HavyajdbHUKA OTAela
MapKETHHTa B XOJIe TIPOBEPKH OOHAPYKWIa HAPYIICHHUS] B OPOPMIICHUN JTaHHOW JOKYMEHTAIUU
oyayr IIPEJICTaBIICHBI CaHKITUH.
3amanue: [loaroToBeTe MPOEKT COOTBETCTBYIOIIETO JIAHHOW CHTyallMM JIOKyMEHTa. Buj
JIOKYMEHTa OIPEICIIUTE CAMOCTOSATEIBHO.

3ananmue 5.
Curyanus:
B 3A0 «Cenena» cocrosiioch 3acenanue IMpapieHus. IloBecTka mHS ObLIa IOCBSIIEHA
pacIMpeHHI0  OTHejda  MapkeTuHra  ¢upmbl. B cBI3m ¢ 3TUM  BO3HHKIA

HEOOXOUMOCTh BHECTH HM3MCHCHHSI B IITATHOE PACHHCAHHE COTPYTHUKOB (UPMBI, a TaKKe
pa3o0paTh HOBBIE JOHDKHOCTHBIE MHCTPYKIIMM Ha BBEICHHE B OTAEN MapKETHUHTa JIOJDKHOCTU

MEHeKepa o pekiame u PEKIIAMHOTO areHra.
3amanue: B ponu cexperaps 3aceiaHus COCTaBbTE MPOEKT MPOTOKOJIA.

3amanue 6.

Curyanusn:

[Tpon3BoaCTBEHHAass HEOOXOAUMOCTh TpeOyeT mnpoaomkeHue padotel 3A0 «Cenmena» B
BBIXOJIHBIE JTHH C YYETOM JICHEXKHOUN NepepaOOTKU WU MPEAOCTABICHUS IPYTUX JHEH OTIbIXa.

3amanue: B pomu  cekperaps — pedepenta aumpekropa 3AO MOArOTOBBTE  MPOEKT
COOTBETCTBYIOIIETO JOKYMEHTA.

3ananue 7.

Cumyauyusn:

B 3A0 «Cenena» coctossioch 3acemanue TmpaBicHHs. I[loBecTka gHsA ObUTa TOCBSIICHA
pacmimpeHuro  oTAeNa  MapketuHra  ¢GupMbl. B CcBI3M ¢ 3TUM  BO3HHKIA

HCO6XO,I[I/IMOCTI> BHCCTH H3MCHCHHA B HITATHOC pPACIIMCAHHUC COTPYIHHUKOB (I)I/IpMLI, a TakKXeE
pa306paTb HOBBIC OOJDKHOCTHBIC MHCTPYKIMWHW Ha BBCACHHUEC B OTACII MAPKCTUHIA JOJIPKHOCTHU

MEHEKepa o pekname u PEKIaMHOTO areHra.
3amanue: B ponu cexperaps 3aceaHus COCTaBbTE MPOEKT MPOTOKOJIA.
3aganue 8.

Curyanus:

B 3A0 «Cenena» mpoBeleHa TpoBepKa pabOThl OT/Ela MApKEeTHHTra MO OKa3aHHWI0 TUIATHBIX
yenyr. Komuccusi B coctaBe 3aMecTUTeNs NUPEKTOpa, IJl. OyXraiarepa M HadyajJbHUKA OTAENa
MapKEeTHHTa B X0JIe TIPOBEPKH OOHAPYKUJIa HAPYIIEHHUsS] B OOPMIICHUU JTaHHON JOKYMEHTAIu!

Ooynyt MIPEICTABJICHBI CAHKI[NH.
3aganue: [loaroToBbTe MPOEKT COOTBETCTBYIOIIETO JIAaHHOM CHUTyalluM JOKyMeHTa. Bun
JIOKyMEHTa oTIpeIeTNTe CaMOCTOSITENLHO.

[TpomoKUTETHHOCTD 3aHATHS — 2 Yaca.

IIpakTnyeckoe 3ansitue 10.
Bun mpaktudeckoro 3ansatus: Pa3sepryras Oecena
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Tema u conepkanue 3aHatus: PacnopsauTenbHble TOKYMEHThI npeanpudarus. [Iprkassl
10 OCHOBHOH JedaTenbHOCTH. Pacmopsiokenus, pemeHus. AKTel. Ciy)keOHbIE M OOBSICHUTEIHHBIC
3anucku. CripaBku. Ciy>keOHbIE JOBEPEHHOCTH.

Henp 3anstus: [IpoBepka ycBoeHMs] MaTepuala JEKIUU U CAMOCTOSITEIbHOW paboThI MO
TEME.

[IpakTHyeCcKre HABBIKU: HABBIK CUCTEMATU3ALUH ITOJYYEHHbBIX 3HAHUI

[Ipo10KUTENBHOCTD 3aHATHS — 2 Yaca

IIpakTnyeckoe 3ansitue 11.

Bua npaktudeckoro 3aHatusi: Y CTHBIM ONpoc CTyAeHTOB. Pa3BepuyTas Oecena

Tema u conepkanue 3anatus: UHpopMalmoHHO-CIIpaBOYHbIE JOKYMEHTHI.

Lenw 3anstus: [IpoBepka ycBoeHHsI MaTepualia JEKIUA U CAMOCTOSITEIbHOW paboOTHI 1O
TEME.

HpaKTI/IquKI/IG HAaBBbIKW: HABBIK CUCTEMATU3AlINU IMOJTYYCHHBIX 3HAaHUU

[Ipoao/KUTENHHOCTD 3aHATHS — 2 Yaca

IpakTnyeckoe 3ansitue 12.

Bun npaktrueckoro 3aHsATUs: Y CTHBIN ONpoc CTyAeHTOB. Pa3BepHyTtas OGecena

Tema u coxepxanue 3aHsaTus: [lucbMa, MX KiIacCU(pUKALUS, CTPYKTypa, CTaHIAPTHHIC
¢dpa3sl U BeIpakeHusi. HopMbl odulinanbHO-AETOBOTO CTUMIS CIIY)KeOHBIX JOKyMeHTOB. (dakchl,
tenedoHorpammel. JloroBopa, KOHTpakThl. COBpEMEHHBIE CIOCOOBI M TEXHUKA CO3/IaHUsA
JIOKYMEHTOB.

Lens 3anstus: [IpoBepka ycBoeHHsI MaTepualia JEKIUA U CAMOCTOSITEIbHOW pabOTHI TI0
TEME.

[IpakTUueckre HaBBIKK: HABBIK OCYIIECTBIICHUS IETTOBOM MEPETHUCKH.

[TponomkUTEeTbHOCTD 3aHATHSA — 2 Yaca

IIpakTyeckoe 3ansaTue 13.

Bun npaktudeckoro 3aHATHS: KOMMEHTHMpOBaHHOE YTEHME YacT€d HOPMATHUBHBIX
JIOKYMEHTOB.

Tema u conepsxanue 3ansatus: [IpaBuna odhopmieHUss JOKYMEHTOB IO JINYHOMY COCTaBYy.
IlonsATHe M CTPYKTypa NEPCOHANBHBIX NaHHBIX. [IpUHAIIEKHOCTH NEPCOHAIBHBIX JAHHBIX:
COOCTBEHHUK, JepXkaTelb U TMO0Jb30BaTelb IEPCOHANBHBIX MAaHHbIX. CTpyKTypa KaapoBOH
UHGOPMALIMOHHO-TOKYMEHTAMOHHOM cucTeMbl. OdopMmileHHe JOKYMEHTOB IIpH IIpUEMe,
YBOJILHEHUU U TepeBojie pabOTHHKA Ha JIPYI'yI0 JOJDKHOCTh. AHKeTa. TpynoBble KOHTPAKTHI.
[Tpukassl o TMYHOMY cocTaBy. OCHOBHBIE PEKBU3UTHI JJOKYMEHTOB M IpaBHUiIa UX 0(hopMIIeHHUS.
KpaTtkue cBepeHust o mpaBuiax opOpMIIEHHS TPYAOBBIX KHI)KEK, JTUYHBIX KapTOUeK, JIMYHBIX
nen paboOTHUKOB.

[ensb 3ansTus: [IpoBepka ycBOeHHs] MaTepHasa JIEKIIMH U CaMOCTOSITENIbHOM paboThI 10
TEME.

[IpakTHueckre HaBBIKHA: HABBIK IIOMCKA, AHAJINW3a W HCIIOJIb30BAHHUS HOPMATHBHBIX W
IPaBOBBIX IOKYMEHTOB B CBOEi MpohecCHOHAIbHON eI TeTbHOCTH.

[Ipo10IKUTENBHOCTD 3aHATHS — 2 Jaca

IIpakTHyeckoe 3ansitue 14.

Bun npaktudeckoro 3ansTusi: PaboTa B ManbIx Tpymmax 1o HOATOTOBKE T'PYIIIOBOTO
IIPOEKTA: COCTABJIIEHUE COMPOBOAUTEIBHON JOKYMEHTALIMH MO MPOBEACHUIO MEPOIIPUSATHS.
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Tema wu conmepxanue 3aHsaTvs: OCHOBHBIC IpaBWJIa OpTraHU3alMH  PadOTHI  C
nokymeHTaMu. O0paboTKa IMOCTYMArOIMX JOKYMEHTOB. IlepBuuHasi oOpabOTKa JOKYMEHTOB.
OO0muye mpaBuWia pErucTpanuu JOKYMEHTOB, (Gopmbl perucrparuu. I[lepemada JOKYMEHTOB,
paccMOTpeHue HuX pykoBoauTesieMm. llopsiiok HampaBiaeHUsT JOKYMEHTa Ha MCIIOJHEHUE U
pabOThl MCIOJHHUTENSA ¢ JOKyMeHTamu. McrnonHeHue naokymeHTa. Buiabl U GopMbl KOHTpOIIS
UCTIOTHEHUSI, CPOKOBAsi KApTOTEKA.

Llenpb 3ansTus: [IpoBepka yCBOCHHS MarepHalia JICKIIMHM U CAMOCTOSTECIILHON pabOThI 110
TEeME.

[TpencraBieHre rPyHIIOBOIO MIPOSKTA.

Tema u conmepkanme 3aHsaTus: OpraHusamnus TEeKymero xpanenus aen. Homenkiarypa
nen, oOme TpeOoBaHMs, BHIbI HOMeHKIaTyp. CocTaBiCHHME HOMEHKIATYpbl  JCIL.
dopmupoBanne u ohopmiacHue aen. CucreMaTH3anus AOKYMEHTOB B Jiejie. XpaHEHHE Jell.
[ToaroToBka JOKYMEHTOB K Tepeadye Ha apXUBHOE XpaHeHHe. KpuTepuu OlEeHKH JTOKYMEHTOB.
CocraBieHue onucen aen.

Llens 3ansTust: [IpoBepka ycBOEHHsI MaTepualia JIGKIIUU U CAMOCTOSTEIIHOM PadOTHI 1O
TEME.

[IpakTHYyeckre HAaBBIKU: HABBIK IPAKTUYCCKOTO IIPUMEHEHUS TIOTYUYCHHBIX 3HAHUN

[TpoaOIKUTEILHOCTD 3aHATHS — 2 Yaca

IIpakTHyeckoe 3ansiTue 15

Bua nmpaktuueckoro 3aHsTHS: YCTHBIA ONpOC CTyNeHTOB. Pa3zBepuyras Oecena Tema u
conepxanue 3aHATUs: COBpEMEHHOE TOCYIapCTBEHHOE PEryJupOBaHUE AEJIONPOU3BOJICTBA B
P®. 3akonomarenbHOE peryIupoBaHUe AEIONPON3BO/ICcTBA B PD.

[ens 3ansTus:[IpoBepka ycBoeHHsI MaTepuaia JIEKIIMH U CAMOCTOSITETbHOM paboThI O
TEeMeE.

[IpakTHueckre HaBbIKU: HABBIK MPAKTUYECKOT0 MPUMEHEHUS OJIYYEHHBIX 3HAHUM

[TponomKUTENTbHOCTD 3aHATHSA — 2 Yaca

IIpakTnyeckoe 3ansaTue 16

Bun npaktrueckoro 3aHsATus: Y CTHBIN ONpoc CTyAeHTOB. PasBepHyras Gecena

Tema wu conepxkanue 3aHATHA: (OCOOEHHOCTH JIEJONPOM3BOJACTBA B  OpraHax
rOCyIapCTBEHHOW BJIACTH

[lens 3ansTus:[IpoBepka ycBoeHMs] MaTepuana JEKIMH U CaMOCTOSITEIbHOW paboThl O
TEME.

[IpakTHyecKne HaBBIKK: HABBIK CUCTEMATHU3aLMH MOJYYEHHbBIX 3HAHUN

Bun npaktuueckoro 3anarus: KommeHTupoBanHoe ureHue. Tekyias aTTecTarus:
UTOTOBOE TECTUPOBAHHUE.

Tema wu cogepxanue 3aHsATHA: OCOOEHHOCTH JENONPOU3BOACTBA B  OpraHax
rOCyIapCTBEHHOW BJIACTH

Lenp 3ansTus: [IpoBepka yCBOSHHs MaTepHalia JIEKIIUU U CaMOCTOSTEIBHON pabOoThI 10
TEME.

IIpakTHyecKre HAaBBIKU: HABBIK CUCTEMATU3ALUH ITOJYYEHHBIX 3HAHUI

[Ipo10IKUTENBHOCTD 3aHATHS — 2 Jaca

Jli1s1 04HO0-3204HOM GOPMBI:

IIpakTnyeckoe 3ansitue 1.
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Buj npaktryeckoro 3aHsATHA: YCTHBIH ONMPOC IO MaTepuajgaM JIeKIHud. Pa3BepHyTas
Oecena

Tema u comepxanue 3aHsaTHsS: OyHKIMKM TOKyMeHTa. FOpuanyeckas cuiia JOKyMEHTA.
Jlenonpou3BoACTBO, JOKYMEHTHpOBaHHE. JlOKyMEHTalMOHHOE OOECIedYeHHuEe YIPaBIICHUS.
JlokymenToo6opot. Kinaccudukanus 10KyMEHTOB.

Lenp 3ansTus: [IpoBepka ycBOCHHsI MaTepHalia JICKIIMU U CAMOCTOSITEIbHON pabOoThI 10
TEME.

HpaKTquCKHe HaBBIKHW:. HABBIK CUCTEMATHU3allUN HOHy‘IGHHBIX 3HaHPII>i

[TpoaOKUTEILHOCTD 3aHATHS — 24Yaca

IIpakTnyeckoe 3ansiTue 2.

Buj npakTrueckoro 3aHsaTus: PazsepHyras Oecena

1. TOCT P 7.0.97-2016. HamuonanpHslii ctangapt Poccutickoit @enepanuu. Cucrema
CTaHAapTOB Mo uH(pOpManuu, OHOIMOTEYHOMY M H3JaTeNbCKOMy neny. OpraHu3zalnuoHHO-
pacnopsiauTeNnsHas JoKyMeHTanus. TpeOoBaHus K 0hOPMIICHHIO TOKYMEHTOB.

2. TumoBoe MOJIOKEHUE O TIOPSJIKE y4eTa, UCIOJIb30BaHMs, XPAHCHUS U YHUYTOKCHHUSI
NIeYaTeH U IITAMIIOB B YUPEKICHUH

3. [Tonoxenue o 'ocynapctBennom I['ep6e Poccuiickoit @enepannn

Tema u conepkanue 3ansatus: JlokymenT. PekBusut gqokymenta. CoctaB peKBU3UTOB, UX
MECTOPACIOJIOXKEHUE Ha JoKyMeHTe. DopmMyrsip-oOpaser] JoKyMeHTa.

[ens 3ansTus:[IpoBepka ycBoeHHs] MaTepuaia JIEKIIMH U CAaMOCTOSITENTbHOM paboThI O
TeMe.

[TpakTH4eckre HaBBIKW: HABBIK CHCTEMAaTU3allUU MOyUYEHHBIX 3HAHUH

[TponomKUTENTPHOCTD 3aHATHSA — 2 Yaca

IIpakTHyeckoe 3ansaTHE 3.

Bun npaktuueckoro 3ansatus: KoMMeHTHpOBaHHOE UTEHUE

Tema u coneprkanue 3aHATUA: PacnopsaurenbHble JOKYMEHTH npeanpusatus. [Ipukasbr
10 OCHOBHOM JedTenbHoCTH. Pacniopspkenus, pemeHus. AKTel. CiyxeOHble 1 00bSICHUTEIbHbBIE
3anucku. CrnpaBku. Ciry>xeOHbIE TOBEPEHHOCTH.

[ens 3ansaTus:[IpoBepka ycBoeHHsI MaTepuaia JIEKIIMH U CaMOCTOSITENIbHON paboThl 1O
TEME.

[TpakTHyeckure HaBbIKM: HABBIK CHCTEMAaTU3alli1 TOTyYEeHHBIX 3HAHUI

ITponomKUTENPHOCTD 3aHATHA — 2 Yaca

IIpakT4eckoe 3ansaTHe 4.

Bun npaktudeckoro 3aHaTus: KOMMEHTUpOBAaHHOE UTEHUE

Tema u conepkanue 3anatus: MHpopMamoHHO-CIpaBOYHbIE JOKYMEHTHI.

Llens 3anarus:IIpoBepka ycBoeHUs] MaTepuaia JEKUUU U CaMOCTOSTENbHON paboThl 1O
TEME.

IIpakTHuecKye HABBIKU: HABBIK CUCTEMATHU3aLlUU IIOJIy4YCHHBIX 3HAHUN

[Ipo10IKUTENBHOCTD 3aHATHS — 2 Jaca

IIpakTnyeckoe 3ansiTue 5.
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Bun npaktrueckoro 3ansatus: [IpencraBieHne rpynnoBOro mpoeKTa.

Tema u conmepkanue 3ansaTus: OpraHusamus TeKymero xpanenus aen. Homenkiarypa
nen, oOme TpeOoBaHMs, BHIbI HOMeHKIaryp. CocTaBieHHME HOMEHKIATYphl  JCII.
®opmupoBanne u odopmiieHue aeia. CucreMarusaius JOKYMEHTOB B Jielie. XpaHCHHUE JICIL.
[TonroroBka JOKYMEHTOB K Iepe/iaye Ha apXHMBHOE XpaHeHHE. KpuTepru OIIEHKH JIOKYMEHTOB.
CocraBiieHH€e OIMCEN Jell.

Llenpb 3ansTus: [IpoBepka yCBOCHHs MaTepHalia JICKIIMK U CaMOCTOSTECIILHON pabOThI 110
TEeME.

[TpakTHYeCcKHre HaBBIKW: HABBIK MPAKTHYECKOTO MPUMEHEHUS MOTYICHHBIX 3HAHHM

[Ipo10KUTENTBHOCTD 3aHATHS — 2 Yaca

8. IlepeyeHb OCHOBHOW M JOMOJHUTEIbHON Yy4eOHOW JHUTEpaTyphbl; NMepevyeHb PecypcoB
HH(OPMAIMOHHO-TEJIEKOMMYHHKALMOHH O ceTH «HTepHETY, nepeveHb
HH(POPMANMOHHBIX TEXHOJIOTHIi, UCMOJIb3yeMbIX MPH OCYIIECTBJIEHHH 00Pa30BATEIHLHOIO
npouecca 1no JMCHUILINHE (MOYJ/II0), BKJIKYas MepevyeHb NPOrpaMMHOro odecrnedeHus: U
HH(OPMANMOHHBIX CIPABOYHBIX CHCTeM ( MPU HEOOXOTUMOCTH)

8.1. OcHoBHas JuTepaTypa

4. boikoBa, T. A. JlokyMmMeHTalMOHHOE oOecreyeHue yrpaBieHHs (AeTONpPOU3BOACTBO) :
yueOHoe nocobue / T. A. beikoBa, T. B. Ky3nenona, JI. B. Cankuna ; mox oom. pex. T. B.
KysnenoBoit. — 2-¢ usn., nepepad. u gorn. — Mocksa : UHOPA-M, 2024. — 304 c. + [om.
MaTepuaibl [DIeKTpoHHbI pecypc]. — (Bricmee obpa3oBanue: bakanaspuar). - ISBN 978-5-
16-004805-5. - Tekcr : anekrponubiit. - URL: https://znanium.ru/catalog/product/2110037

5. HenonpousBoacteo : yueOHuk / T. A. boikoBa, JI. M. Bsuosa, FO. M. Kykapuna, JI. B.
CankuHa ; mog obmi. pen. mom. T. A. BeikoBoit. — 5-e¢ m3a., mepepabd. u gom. — Mocksa :
NH®PA-M, 2025. — 403 c. + Jlon. marepuansl [DneKTpoHHBIN pecypc]. — (Bsicuiee
obpazosanue). — DOI 10.12737/1907620. - ISBN 978-5-16-018052-6. - TekcT : 351eKTPOHHBIH.
- URL: https://znanium.ru/catalog/product/2145045

6. OcHOBBI AeNONPOM3BOACTBA : yuyeOHoe mocobue / A.M. Acamme, U.U. Muponona, E.A.
Kocapesa, I'.I'. BykoBuu. — 2-¢ uzf., ucnp. u gorn. — Mocksa : UHOPA-M, 2025. — 146 ¢. —
(Beicmiee oOpazoBanue). — DOI 10.12737/24426. - ISBN 978-5-16-019135-5. - Tekcr :
anekTponHbii. - URL: https://znanium.ru/catalog/product/2197265 . — Pexum mgocTymna: 1o
noanucke. 4. Kynses, H. H. JlokymentoBenenue : yueobnuk / H. H. Kynses, /I. H. Ypanos, A.
I'. ®abpuunoii ; o pex. nmpod. H. H. Kynaesa. - 2-e u3x., crep. - Mocksa : Jloroc, 2023. - 352
c. - (HoBas ynuBepcurerckas 6uonuoreka). - ISBN 978-5-98704-329-5. - TekcT : 2MeKTPOHHBIH.
- URL: https://znanium.com/catalog/product/1211628

8.2. JlonoaHuTeILHAS JIATEPATYpa

1.bynart, P. E. JlokymeHTarimoHHoe o0ecrieueHre ypaBieHHs IMepCOHANIOM : yueOHOoe rmocooue /
P. E. bynat. — Mocksa : UHOPA-M, 2022. — 234 c. + Jlon. matepuanbl [DJIEKTPOHHBINA
pecypc]. — (Boicmiee obOpaszoBanue: bakamaBpuar). - ISBN 978-5-16-010318- - Tekcr :
anexkTpouHbIi. - URL: https://znanium.com/catalog/product/1007087

2.MluopManmoHHBIC TEXHOJIOTHH B JIOKYMEHTAIIMOHHOM OOCCIICYCHHUH YIIPABIICHUS U apPXUBHOM
nene : yueOnuk s By3oB / H. H. Kynaes, T. B. Konapamosa, E. B. TepentseBa, A. T.
®abpuunoB / mox obm. pea. H. H. Kynsesa. - Mockga : Jloroc, 2020. - 408 c¢. - ISBN 978-5-
98704-786-6. - Tekcr : anektponnsiidt. - URL: https://znanium.com/catalog/product/1211641
3.Kupcanora, M. B. Kypc nenonpon3BoacTBa: JOKyMEHTAIIMOHHOE OOCCIICYCHHUE YIPABICHUS :
yueOHoe mocodue / M.B. Kupcanoa, FO.M. AkceHoB. — 6-¢ mu3., ucnp. u gomn. — Mocksa :
NH®PA-M, 2020. — 257 c. + [don. marepuanbl [DneKkTpoHHBIH pecypc]. — (Bricuiee
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obOpasoBaHue: bakamnaBpwuar). - ISBN 978-5-16-006789-6

https://znanium.ru/catalog/document?id=358180

4.YupaBieHne JOKYMCHTaMH B HH(PPOBOH sKkoHOMHKe. OpraHuszaius, perjaMeHTaIus,
peanuzanus / M. B. Jlapun, H. I'. CypoBuesa, E. B. Tepentnesa; ITox pea. Jlapuna M.B., - 2-¢
u3a. - Mocksa : PITY, 2022. - 247 c. - ISBN 978-5-7281-3084-0. - TekcT : 3J€KTPOHHBIN. -
URL.: https://znanium.ru/catalog/product/2037274

8.3. [lepeuenn pecypcoB HHPOPMANHOHHO-TEJIEKOMMYHUKAIIMOHHOH ceTn «AHTepHET»
1. Hayunas snexkrponnas oubnuoreka https://cyberleninka.ru/

2. Hayunasi 3siekTponnas oubauoreka http://www.e-library.ru/

3. DnekTpoHHas bubnuoreuHas cucrema http://znanium.com/

4. DnexTpoHHas oubnmoreuHas cucrema http://book.ru/

8.4. Ilepeuenr mnporpaMMHOro oo0ecme4yeHHsl, COBPEeMEHHbIX IpodeccHOHAIBHBIX 0a3
JAAHHBIX M1 MH(POPMALMOHHBIX CIPABOYHBIX CHCTEMaM

1. Microsoft Windows

2.Microsoft Office

3. DnekTpoHHBI (GOHA MPaBOBOW HOPMATUBHO-IIPABOBOW JOKYMEHTAlMU [mpodeccruoHanbHas
6asza mannbix]: http://docs.cntd.ru/

4. ConpaBoyHas mpodeccuoHadbHas 0a3a JaHHBIX [0 KaJpOBOMY JI€IOIPOM3BOJCTBY
https://www.kadrovik-praktik.ru/MatKadr/

5. CnpaBouHo-nipaBoBasi cuctema «KoHCynbTaHT+» [MHGOPMALMOHHO-CIIPABOYHAsI CUCTEMA]
http://www.consultant.ru

6. VuTepHeT-Bepcus cCIpaBOYHO-NIpaBoBOil cucteMbl "I'apant" (MH(pOpPMAMOHHO-IIPABOBOM
nopran "["apanT.py") [MHPOpMaIMOHHO-CIIpaBOYHas cucTeMa]: http://www.garant.ru

9. MeToauyeckne yKazaHus AJsl 00y4aIOLIUXCS M0 OCBOEHHUIO JUCIUIJIMHBI (MOIYJIs1)

[Ipouiecc  m3ydeHus AUCHMILIUHBI  TpEeAycMaTpUBaeT KOHTAKTHYO  paboTy ¢
npenojaBareneM (paboTa Ha JIGKIUAX M TMPAKTHUUECKUX 3aHIATHSX) M CaMOCTOSITEIHHYIO
(caMOMOATOTOBKA K JEKIUSAM U MPAKTUYECKUM 3aHATUSAM) paboTy 00ydaroerocs.

[IpenogaBaHue TUCIUILUIMHBI BEIETCS Ha 2 Kypce B 3 ceMecTpe MPOJOIKUTEIbHOCThIO 18
HeleNb W TpeaycMaTpuBaeT MpOBeAeHHE YYEOHBIX 3aHATUH B KaueCTBE OCHOBHBIX (opM:
JIEKINH, TIPAKTUYECKHE 3aHATUS B (QopMe pa3BepHYTOM Oecenpl, OOCYXKIEHHs JOKJIaJIOB
CTYJEHTOB, KOMMEHTHPOBAHHOTO YTEHHUS, pabOThl B MaJbIX Ipymnmnax, B ¢opMme AETOBOW HTPHI,
YCTHOTO OIpoca MO MaTepuaiaM JICKIIUU, U3YYCHHs MPUMEPOB Pa3IUYHBIX BUIOB JTOKYMEHTOB,
a"amu3 pazgena ['OCT P 7.0.97-2016. HauumonanbHbiii ctangapt Poccuiickoit ®denepanum.
Cuctema craHgapToB 10 wuHpoOpManuu, OUOTMOTEUHOMY U  HM3JATEIBCKOMY  JEIy.
Opranu3aluoOHHO-PACTIOPSIUTENbHAS ~ JOKyMEHTanus.  IpeboBaHuss K  O(OPMICHUIO
JIOKYMEHTOB, CaMOCTOATENIbHAsE paboTa OO0ydYaroIMXCcs, TPYIIOBBIE W WHIWBUIyAIbHBIC
KOHCYJIbTALINH.

[IpenomaBanue AUCIUTUIMHBI TPETYCMAaTPUBACT MTPOBEACHUE JICKITUH:

- TpaaAULUOHHBIX (coaepkamue (QakThl, WX aHaIU3, BBIBOJBI, JOKa3aTelbCTBA
KOHKPETHBIX HAYYHBIX MOJIOKEHUH)

Teopernueckue 3aHITHUSI(JICKIIMN) OPTaHU3YIOTCA MO MOTOKaM. Ha JeKIusax u3mararorcs
TEMbI JTUCHIUIUIMHBI, TPEAYCMOTPEHHBIE pabodeil mporpaMMoil, aKIEHTUPYeTCs BHUMAHHE Ha
HanboJsee MPUHIMITAATIBHBIX U CIOXHBIX BONMPOCAX AWCIMILIMHBI, YCTAHABIMBAIOTCS BOIPOCHI
JUISL CaMOCTOSITENIbHOM TIpopaboTku. KoHCHmeKkT nexkumii sBisieTcss 6a30i MpU TOATOTOBKE K
MPaKTUYECKUM 3aHATUSIM, K 3a4ETY, a TAKKE CAMOCTOSITEIIbHOW HayYHOU JeATEIbHOCTH.
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IIpakTuyeckue 3aHsATHA 1O  AMcHUIUIMHE  «JlOKyMEHTalmoHHOe  obecredeHue
npodeCCHOHATIBHON AEATENbHOCTHY» MPOBOAITCSA B KaOWHETE, MYJIbTUMEIUNHBIM TEXHHUUYECKUM
000pyTIOBaHUEM.

Lenp mnpakTUYECKUX 3aHATHN MO JUCHUIUIMHE «J[OKyMEHTallMOHHOE oOecreyeHue
npopEeCCUOHATIBHON  IESATEIbHOCTH»: IPHOOpETeHHE MNPaKTHUYECKUX HaBBIKOB B 00JacTu
JOKYMEHTO000pOTa, 3HAKOMCTBO C OCHOBHBIMHU TPEOOBaHUAMH K JOKYMEHTAM.

IIpakTHuyeckue 3aHATUSA NPOBOAATCH B Gopme: pa3BepHYTOH Oecenbl, 00CYXICHUS
JIOKJIQJIOB CTYJIEHTOB, KOMMEHTHPOBAHHOTO YTEHHWs, pabOThl B MajbIX Irpynmax, B (opme
JICJIOBOM UIPBl, YCTHOIO OIpOca IO MaTepuajlaM JICKLIUU, W3YYEHUs INPUMEPOB Pa3IMYHBIX
BUJIOB JIOKYMEHTOB, aHanu3 paznena 'OCTa P 6.30-2003

BeinonHenue mnpakTHueckoi pabOThl CTYAEHTHI NMPOU3BOIAT B IHCBMEHHOM BHJIE.
['oToBble pabOTHI NPENOCTABISAIOTCA IMPENOAaBaTeNlo, BEAyLIEMY JAHHBIM  IMpeaMeET.
[IpakTnyeckue 3aHATHS CHOCOOCTBYIOT Oojiee TINIyOOKOMY MOHHMAaHHMIO TEOPETUYECKOIO
Marepuaia y4eOHOro Kypca, a TakKe pa3BUTHIO, (DOPMUPOBAHHMIO M CTAHOBJICHUIO Pa3IMYHBIX
YPOBHEH COCTaBJIAIOLIMX IPOPECCHOHATBHON KOMIETEHTHOCTH CTY/ICHTOB.

Lenpto  camocrosiTeTbHONH — paboTBl  oOy4aromuxcs  siBiseTcss  (OpMHUpPOBAHHE
CIOCOOHOCTEH K caMOCTOATEIbHOMY ITO3HAHUIO U 00yUEHHIO, TIOUCKY JIUTEpaTypbl, 0000IIEHNUIO,
0(pOPMIICHHIO U NIPECTABICHUIO MOJIYYEHHBIX PE3YIbTATOB, UX KPUTUUECKOMY aHAIU3Y, IOUCKY
HOBBIX M HEOPJAMHAPHBIX PELICHUH, apryMEHTUPOBAaHHOMY OTCTaUBaHUIO CBOMX IPEIJIOKEHUM,
YMEHMH NOATOTOBKH BBICTYIIJIEHUHN U BEIEHUS JUCKYCCUM.

®opMBbI CAMOCTOATEJIBHOH PadoThI

CamocrosarenbHas paboTa 3aKiIOYaeTcs B H3YYEHUHM OTIENBHBIX TeM [0 3aJaHHIO
npernoaaBaress 10 PpeKOMEHIyeMOi UM y4eOHOIl TuTeparype, B HOJArOTOBKE:

- TEPMUHOJIOTUYECKOTO CI0Baps;

- K TECTUPOBAHMIO.

CamocrodrenbHas paboTa CTyI€HTOB 10 JUCHUIUIMHE JIOKyMEeHTallMoHHOe obecneueHue
npoheccuoHaNbHOM e TeIbHOCTH:

— 3aKpeIUICHHE 3HAHUM, IIOJYyYEHHBIX CTYI€HTaMU B IIPOLIECCE JIEKLIIMOHHBIX U

MIPaKTUYECKHUX 3AHATHUH;

— (opmupoBaHuE HaBBIKOB PabOThI ¢ IEPUOJUUECKOM, HAYUHO-TEXHUUYECKON JINTEpaTypoi

U TEXHUYECKOU JTOKYMEHTALIHUM;

—  pa3paboTKy MpeIOKEHHUH 10 UCKITIOUEHNIO UM YMEHBIIICHUIO BO3AEHCTBUS BPEAHBIX U

OIIACHBIX MTPOU3BOJICTBEHHBIX (PAKTOPOB.

CamocrodrenbHas paboTa sBIseTcs 003aTeNbHOM I KaXX10T0 00yJaroerocs.

OcHoBHBIMU (hOpMaMU CaMOCTOSITENILHOM paObOThI ABIISIOTCS:

— KOHCIIEKTUPOBAHUE UCTOYHUKOB I10 JOKYMEHTOBEACHUIO U JACIIONPOU3BOACTBY

— TOJArOTOBKA JAOKJAJ0B U BBICTYIUICHUI;

— HamucaHue peeparos;

—  BBINOJHEHHUE JIOMAITHUX 33/1aHu (cocTaBieHue U opopMIIeHHE Pa3TUUHBIX (opM

JIOKYMEHTOB)
— U3y4YEHUE HOPMATHBHBIX TIOKYMEHTOB
— IOATOTOBKA K JIEJIOBOM UIpe

10. MartepuaJbHO-TEXHHYECKAsA 0a3a, Heo0XoAuMas NI OCYLIECTBJICHUS
00pa30BaTeILHOIO MPoUecca MO0 JUCHUILINHE (MOIYJII0):
YyeOHble 3aHATHUSA o JTUCLUTUIAHE «JlokyMeHTaImoHHOE obecrieyeHne

npoeCCUOHATIBHON JESTEIbHOCTH»  MPOBOJATCS B CIEAYIOIIMX OOOPYIOBAHHBIX YUEOHBIX
KaOuHeTax:
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®re0YBO

PTYTHC

DEIEPAJIBHOE TOCYIAPCTBEHHOE BIOJI’)KETHOE OBPA30OBATEJIbBHOE CMK
R YEIP]:DKHEHVIE BBICIILIETO OBPA3O].’1AHV[51 PIyTHUC
«POCCNUNCKUN TOCYOJAPCTBEHHbBIVI YHUBEPCUTET
TYPU3MA V1 CEPBUCA»
Aucm 50

By yaeOHBIX 3aHATHHN 110
MUCLAILINHE

HaunmenoBanue 0o00py0BaHHBIX Y4€OHBIX KAOMHETOB, 00BEKTOB
ISl TIPOBE/ICHHSI TPAKTHUECKHUX 3aHATHI C IEPEYHEM OCHOBHOTO

KOHTpOJIb,
IIPOMEKYTOUHAs
aTrecTanus

000pynOBaHUs
3aHATHUS JIEKIIUOHHOTO | yueOHasi ayJIuTOpHs, CIICIUATU3NPOBaHHAs yueOHast MeOeIb
THUTIA, TPYITIOBBIC U TCO: BH/JICOTIPOCKITMOHHOE 00opymoBaHNE/TIEPEHOCHOE
WH/IMBUIyalIbHbIC BUJICONPOCKIIMOHHOE 000PYIOBaHHE
KOHCYJIbTAlIUM, TEKYIUN | 10CKA

3aHATUSI CEMUHAPCKOTO
TUTIA

yueOHas ayJUTOpHsl, Clielualu3upoBaHHas yueOHas MeOelb

TCO: BHJICOITPOCKITMOHHOE 000pynoBaHuE/IEPEHOCHOE
BHJICOITPOCKIIMOHHOE 000PYyI0BAHHE
JocKa

CamocrositenpHas pabora
o0y4aromuxcs

MIOMEILEHUE /ISl CAMOCTOSITENIbHON paboThl,

crienManu3npoBaHHas yueOHas medens, TCO: BUACONPOECKIIMOHHOE,
0o0opysoBaHuE, aBTOMATU3UPOBaHHbIE paboune MecTa CTYIEHTOB C
BO3MO>XHOCTBIO BBIX0/1a B MH(}OPMALIMOHHOA
TEJIEKOMMYHUKaMOHHYIO ceTh "MHTepHer", nocka;

[Tomemenue A7ie CaMOCTOATEIbHOW pabOThl B YHUTAIbLHOM 3aJie
HayuHo-Texnnueckoit OnoOIMOoTEKH YHUBEPCHUTETA,
crenMalu3upoBaHHas ydyeOHas MeOenb aBTOMATHU3MPOBAHHbIE
paboune MecTta CTYIEHTOB C BO3MOXXHOCTBIO  BBIXOJQ|
MH(POPMALMOHHO-TEIEKOMMYHHUKAIIHOHHYIO cetb «HTEpHETY,
MHTEPAaKTUBHAs IOCKa
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