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Coaep:xanue (pabovasi nporpamMma)

Mecro aucuuruinasl B cTpykTrype OI1

HJIaHI/IpyeMBIe PE3YyJIbTaThbl O6y‘IeHI/I$I 110 JUCHUIIJIMHC, O6€CH€LII/IB3IOH_[I/IC JOCTHIKCHHC

IUTAHUPYEMBIX PE3YJIbTaTOB O0YUYESHHS O TPOrpamMme
O6weM u Bupl yueOHOH paboThI
Conep:kaHue AUCHUILTHHBI

MaTepHaJIBHO-TeXHquCKOG u y‘~IC6HO-MCTOI{I/I‘-IeCKO€ obecnieueHue JUCHUITIINHBI

q)OH[[ OLCHOYHBIX CPCACTB IO AUCHUIIIINHE

Crp.



[lenbro n3yueHust IUCUUIUIMHEI ABIsETCA (POPMUPOBAHUE PE3YIBTATOB O0YUCHHUS,
o0ecreYnBaOIUX JOCTIKEHHE TUIAHUPYEMBIX PE3YJIbTaTOB OCBOECHHS 00pa30BaTeIbHOM MPOrpaMMBbl.

1. MecTo nucuminHbl B cTpykrype OIl

Juctumumaa OCHOBBI I€T0NPOU3BOJICTBA BXOIUT B BAPHATUBHYIO YacTh O61oka b1.Jluciummmast
(Motynn)

[Tocnenyromue NUCHUIUIMHBL 1O CBA3SIM KommereHuui: OCHOBBI couuoJioruu, Jlenosbie
KOMMYHHKaIH, JleaoBoil MHOCTpaHHBINA s3bIK, MH()OpMaMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTUU B
poeCCUOHATILHOM AEATENbHOCTH, DJIEKTPOHHBINA TOKYMEHTO000pOT, byxranrepckuii yuer, Hanorosas
cucrema P®, Texnonmoruu ynpasieHus 3HaHUsAMH, CHCTeMHast apXUTEKTypa HHOOPMAIIHOHHBIX CUCTEM,
[Tporpammuas umxenepusi, [IpoexTupoBanue HHGOPMAIMOHHBIX cHcTeM, [IpoekTupoBaHHMe cHCTEM
AJIEKTPOHHOH KOMMEpPIHMH, BBICOKOYpOBHEBBIE METOAbl HMH(DOPMATHKH H IMPOrPaMMHPOBAHUS,
PazpaboTtka nporpaMMHsbIX npuioxkeHuit, OcHoBbl mporpamMmmupoBanus 1C, CoBpeMeHHbIE IPOrpaMMHbIE
pewenust Ha miardopme 1C, Pa3zpaboTka nporpaMMHBbIX npuiioxeHuil Ha miaardopme 1C, DiekTpoHHbIE
TOProBbl€ IUIOLIAJKH, OJEKTPOHHBIE BWUTPUHBI, TecTHMpOBaHHE, aJanTalus U CONPOBOXKICHHE
nporpaMMHOro otecnedyenus, OOGnaynble TexHOJOruu, OpraHuszalnys BBIYMCIMTEIbHBIX IPOLIECCOB B
00J1aYHbIX TeXHOJOTUsX, TexHuKo- s3xoHOMHUYeckoe obocHoBaHue U T-ipoekToB, busnec-ninanuposanue
NT-npoekros, [Ipennpunumarensckoe mnpaso, Kommepueckoe npaso, Teopus cCUCTEM M CHCTEMHBIN
aHaJIn3

2.  Ilnanupyemble pe3yJbTaTbl 00y4YeHUsI MO JAUCHUILINHE, o0ecnedyuBaloLIue
AOCTHKEeHH e IIJIAHMPYEeMbIX pe3y/JbTaTOB 00y4eHHs 110 porpaMmme

Nzydenue aucuuminHbl OCHOBBI ASTOMPOU3BOACTBA B 00pa30BaTENbHON IporpaMmme
HaIpaBJieHO Ha (OPMUPOBAHUE Yy 00YUAOIIUXCS CIASAYIOMNUX KOMITETSHIIHN:

Oo0wmexyabTypHble komnereHuuun (OK):
OK-5 - c1ocoOHOCTBIO K KOMMYHHUKAIIMK B YCTHOM U MMCbMEHHOHN (popMax Ha pyCCKOM U HHOCTPAHHOM
A3BIKaxX Ul PEIIEHUs 3a7ja4 MEXINYHOCTHOTO U MEXKYJIBTYPHOTO B3aMOIEHCTBHS

[Tnanupyemblie IInanupyemble pe3yabTaThl 00y4eHHs 110 AUCHHUILIMHE
pe3yabTaThl 00yUeHHs
10 IporpaMme

OK-5 Bmagets
3HaTh VYmMmern
(MMETh HABBIKH)
31: OCHOBHEBIE : Bl: OCHOBHBIMH
OKS531 OKS5yl: OK5B1
¢dmtocopckue MOHATHS [OpHEHTHPOBATHCS B HaBBIKAMH, CBSI3aHHBIMU C
U KaTerOpuH, CHUCTEME HaIlMCaHUEM,
3aKOHOMEPHOCTHU 3aKOHOJATEILCTBA U BOCIIpHUATUCM,
pasBUTHS HOPMATUBHBIX MPaBoBpix |[TOHAMAHHACM,
TPUPOIBI, OOIIECTBA M |akTOB, HHTCPNpETallNCH,
MBIIIJICHUS pel"J'IaMeHTI/Ipy}OHH/IX HpOI/I3HeCCHI/IeM TCKCTOBv
Pa3IMYHBIX 1O KaHPOBOM
chepy y
o U CTHIIUCTUYECKOH
npo¢eCCHOHATBHON

MPUHAJICIKHOCTH.

JACATCIIBHOCTH




OK3532: ocHOBHBIE OKS5y2: npumeHATh OKS5B2: HaBbIKamMu

MOHATHUA U HH(i)OpMaHI/IOHHI)Ie MMPOCKTUPOBAHUA PCUICHUA
COBpPEMCHHBIC TCXHOJIOTUHX JIA KOHerTHOﬁ 3aga4u,
IIPUHIUIIBI pemcHusA BBI6I/Ipa$I ONTHUMAIbHBIN
pa6OTI->I C ,I[CJIOBOI;'I YIOPaBJIICHYECKUX 3a/]ad; croco0 ee peIICHUA, UCXOOA
HH(l)OpMaHHeﬁ; us3 )IeﬁCTBy}O[IIPIX IIPpaBOBLIX

HOPM ¥ UMEIOIIUXCSA
PECYpPCOB M OTpPaHUYECHUN

Oo6menpodeccuonanbubie komnerenuuun (OIIK):
OIIK-1 - criocOOHOCTBIO UCIIOJIL30BAaTh HOPMATHUBHO-TIPABOBBIC JOKYMEHTBI, MEXK/TYHAPOIHbIC U
OTCUCCTBCHHBIC CTaH,IIapTBI B O6HaCTI/I I/IH(bOpMaI_[I/IOHHBIX CUCTCM U TCXHOHOFI/Iﬁ

[Inanupyemele Ilnanupyembie pe3yJbTaThbl 00y4eHHsl 10 AUCLHMILJIMHE
pe3yabTaThl 00Y4eHUs 110
porpamme
OIIK-1 Bnanetsb
3HaTh YmeTh
(MMETH HaBBIKH)
OIIK-131: ocHoBHbIe | OIIK-1yl: mpumenaTs OIIK-181:
HOPMATHBHBIC TPAaBOBbIC | HHPOPMALMOHHBIE HEOOXOIUMBIMH
JOKYMCHTHI, TEXHOJIOTMH IS TCOPECTUYCCKUMU
peuiCHUA CBEJICHUSIMH 110
YIPaBICHYECKHX 33124 JTOKyMEHTHUPOBaHHIO
(mpuHIIITaMA

COCTaBJICHUS JIOKYMEHTOB
¥ COBPEMEHHBIMHU
TpeOOBaHUSIMHU K
(bopMyIIsIpy TOKYMEHTOB)

OIIK-132: oCHOBHEIE

OIIK-1y2: nonp3oBaTecs

OIIK-1B2: HaBBIKAMH

TIOHSATHS U COBPEMEHHBIE | COBPEMEHHBIMU COCTaBJICHUS U
MIPUHLIMIIBI PaOOTHI C | KOMIBIOTEPHBIMU o(hopMIICHHUS TEKCTOB
JIEITOBOM TEXHOJIOTHSIMU B OUIMATILHO-ICIIOBOTO U
UHpOpMAaIIEH; o(opmIeHHH WHBIX (B YaCTHOCTH,
COCTaBJICHNN Hay4JHOTO) CTUIIEeH
yHOpaBJICHYCCKUX Pa3HbIX )KaHPOB
JTOKyMEHTOB C y4ETOM
WH(POPMAITMOHHOM
0e30ImacHOCTH;

IIpodeccnonanbubie komnerenunu (I1K):

[TK-9 - crtocoOHOCTHIO COCTABIATH TEXHUUECKYIO TOKYMEHTAITUIO TIPOCKTOB aBTOMATH3AIAN H
nH(pOpMAaTHU3aLUH PUKIAIHBIX TPOIIECCOB

[Tnaaupyemsbie Inanupyemble pe3yJbTaThl 00y4eHUsI MO THCIUTLINHE
pe3ysbTaThl 00yUEHHS 110
mporpamme
I1K-9 Brnanets
3HaTh YmMmetb
(MMeTh HaBBIKH)




[IK-931: ITIK-9y1: monb3oBaTecs I1K-9B1:
3aKOHOJATENbCTBO 00 MPUKIATHBIM WHPOPMATTOHHBIMH
UHTEJUICKTYaJIbHON MIPOrPaMMHBIM CHUCTeMaMH ISl PEIICHHS
COOCTBEHHOCTH. obecrieueHueM, - npo¢eCcCHOHANBHBIX 33124

pa3pabaTeIBaTh CPEACTBA

peanmzanuu

WH()OPMAITHOHHBIX

TEXHOJIOTHIA, -

MOJIE30BATHCSI OCHOBHBIMHU

CpelcTBaMu

6e3omacnoctu MC.
I1K-932: O ITIK-9y2: coctaBuiTh I1K-982: ciocOGHOCTBIO
JOKYMEHTUPOBaHUHU TEXHUYECKYIO MPOrpaMMHUPOBATh
MPOLIECCOB CO3JaHMUS JOKYMEHTAIIHIO MTPOCKTOB | IPUIIOKEHUSI U CO37aBaTh
WH(POPMAITMOHHBIX aBTOMATH3alNN U MpOrpaMMHBIC

CHUCTEM Ha CTaausAaX
KHU3HCHHOI'O ITMKJIa

nH(pOpMaTH3aHH
MPUKIATHBIX TPOIECCOB

MIPOTOTHUIIBI PEIICHIS
MIPUKJIATHBIX 32129

[1K-24 -

CIIOCOOHOCTBIO

I'OTOBHUTH

0030pbl

HAay4YHOU JIMTEPATYpBl U

3JICKTPOHHBIX

nH(OPMAaLIMOHHO- 00Pa30BaTEIbHBIX PECYpPCOB IS MPOdECCHOHATBHON AEITEIbHOCTH

[Tnanupyemsie Inanupyemblie pe3yJibTATbI 00y4eHHS 110 JUCHHUILINHE
pe3yJbTaThl 00yUSHUS 110
nporpaMme
[1K-24 Bnanets
3HaTh YmeTh
(MMETH HaBBIKH)
I1K-2431: 3nauenue, unsl | [1K-24y1: [1K-24B1: coBpemeHHOI1
WHPOPMAITMOHHBIX aHAM3UPOBATb, UH(POPMALUOHHOHN U
peECYpCOB. CHUHTE3UPOBATh, oubsimorpaguueckon
- 3aKOHBI M TIPaBUIIa CpaBHUBATh, KyJbTYpOI IIpn
(bopMHupOBaHUS COIIOCTABIIATH U PELICHUN CTaHAAPTHBIX
UH{].pecypcoB; 00001IaTh TaHHBIE U 3aja4 B
WH(POPMAITIOHHOM WHPOPMaIMOHHEIE o0pa3zoBaTenbHOM 1
KYJIBTYPbI pecypcesl npogeccHoHANEHON
JIeSITeTTbHOCTH, B TOM
qHCIIe ¢ MPUMEHEHUEM
UKT
I1K-2432: ocHoBHBIE | [1K-24y2: [1K-24B2: Kputnyeckum
3aKOHBl ¥  NPUHLMIIBI | aHAJU3UPOBATH, MBILICHUEM
aHanmu3a, CHHTE3a, | CHHTE3UPOBATH,
CpaBHEHHS, CpaBHUBATH,
COIIOCTaBJICHUS U | COMOCTABIATH U
00001IeH s AHHBIX | 0000IIaTh JaHHBIE U
Pa3INIHOM NpUPObl, | HHQOPMAIIMOHHBIE
UHPOPMAITUOHHBIX pecypcsl
pecypcos

3. O0beM u BHABI y4eOHO# padoThI
VY4eOHBIM MJIaHOM MPETyCMaTPUBAIOTCS CIIEAYIONINE BUABI YUeOHOH paboThl MO AUCIUIIIUHE:

Ounasn gopma o0yueHus

Buabl yueOHo# padoThI

Bceero gac/ 3.e.

Cem 1

KonTaktHas paborta, B TOM 4YHCIIE:

37.15/1.03




3aHATUA IEKLIUOHHOTO TUIIA 18/0.5

3aHATHS CEMUHAPCKOTO THTIA 18/0.5
NunuBunyanpHas konTakTHas padota (MKP) 0.15/0
I'pynmnoBas kontakTHas padora (I'KP) 1/0.03
CamocrosTenbHas paboTa, B TOM YHCIIE: 23.85/0.66
[IpomexxyTouHas arrectrarus 11/0.31
Bun npomeXyTo4HOU aTTeCTaluu:

3auer 3au
OO6m1ast Tpy10eMKOCTh (00bEM YacTh

oOpazoBarenbHON TporpamMmsl): Yacel 3adeTHbIe 72
€IUHULIB] 2

3a04Has (popMa

. Bcero gac/ 3.e.

Bupabl yueOHoii padoThI Com 2
KonrakTHas paboTa, B TOM YHUCIIE: 9.15/0.25
3aHATHS TEKIMOHHOTO THIA 4/0.11
3aHATHS CEMUHAPCKOTO THIIA 4/0.11
WupuBuayanbHas KoHTaktHas padota (MKP) 0.15/0
I'pynmnoBas kontakTHas padota (I'KP) 1/0.03
CamocrosTenpHas paboTa, B TOM YHUCIIE: 59.85/1.66
[IpomexyTouHas aTTecTalus 3/0.08
Bun npomeXyTo4HOU aTTeCTaluu:
3auet 3au
O6m1ast Tpy10eMKOCTh (00BhEM HacT 00pa3oBaTeIbHON
nporpaMmsl): Yacel 72
3adeTHbIC €AMHUIIBI 2

4. Conepsxkanue QU CHUNTIHHBI
4.1. Pazoenvl, membl OUCUUNTUHBL U 6UObL 3AHAMUIL:
Temaruueckuii TUTaH TUCTUTUTMHB OCHOBBI JISIIONPOU3BOJICTBA MPECTABIICH B TAOIHUIIE.

Pa3nesbl, TeMbI AMCHMILVINHBI U BUAbI 3aHATHIH O4yHast popma o0yueHust

KonTakTHas padora = Iliianupyembie
= | 3amarun ; é E pe3yabTaThl 00y4eHust
- E CeMHHAPCKO = =l g ®| B COOTHOIIECHHH C
No /i aMMEHOBAHHE TeMbI 2| roruma c 3 pe3ybTaTaMH
(pa3aena) THCHMILIHHBI = 7 = E g 0Gyuenns 1o
% E % oOpa3oBaTeIbHO
£ 3 O nporpamMmme




OIIK-131, OIIK-1yl,
OIIK-181, OIIK-132,
OIlK-1y2, OIIK-182,
ITK-931, TTIK-9y1,
1. [doxymentsl B cucteme EI'CJ] 9 9 10.5 [IIK-981, [1K-932,
[1K-9y2, TIK-982,
[TK-2431, T1K-24y1,
[1K-2481, T11K-2432,
[1K-24y2, I1K-2482
OIIK-131, OIIK-1yl,
OIIK-181, OIIK-132,
OIlK-1y2, OIIK-182,
Opranu3anus [1K-931, [1IK-9y1,
2. |moKyMeHTOoObOpOTa I 9 9 13.35 |I1IK-981, T1K-932,
TEXHOJIOTHS JICJIONPOU3BOJICTBA T1K-9y2, [IK-982,
[TK-2431, T1K-24y1,
[1K-2481, T11K-2432,
[TK-24y2, IIK-2482
KonTpomns 11
Hroro 18| 18 [015| 1 [2385
3a04yHas
dopma
KourakTHasi paGora g Iliianupyembie
= 3ansaTus A A E pe3yabTaThl
E CEMHHAPCKOI0 é E QE = o0y4eHus1 B
No /i HaumenoBanue Tembl (pa3aeJia) é T“.“a g % COOTHOIICHHUH C
AMCUUTJIMHBI o 5 g pesyabraramu
= S 00y4eHus Mo
é_ 3 S | o6pasoparennnoii
nporpamme
1. |Hoxymentsl B cucteme EI'CJ] 2 2 29.5
2. 2 2 30.35
Opranu3zaiys TOKyMEHTO000poTa U
TEXHOJIOTHS JIeJI0MPOU3BOICTBA
KonTpons 3
Hroro 4 4  |o015]| 1 [59.85
4.2 Cooepiicanue pazoenos u mem
4.2.1 KonTtakTHas padora
TemaTnka 3aHATHI JEeKIIHOHHOI0 THIIA
Nen/n HaumeHoBaHue TeMbI Bun 3ansatust TemaTuka 3aHATHSA JTEKUHMOHHOIO
(pa3aena) TMCHMILIMHBI | JIeKIIHOHHOIO THIA® THIIA
1. JTeKIus BBeneHune B 1e0MPOU3BOICTBO




JIOKyMEHTBI B cCUCTEME JICKIUS JoxymenTtsl B cucteme ET'CJ]
EI'CA Cocrasnenue 1 ohopMiIeHHE JOKYMEHTOB
TIEKIHS
o 'OCTy
OpraHu3aioHHO-PACTIOPSAUTELHBIE
JCKIUS
JOKYMEHTBI
2. Opranuzanus JE— CocraBiieHue 1 0(pOPMIICHUE CITYKESOHBIX
JIOKyMEHTO000pOoTa U HceM
PaboTa ¢ ToKyMeHTaMHU IO JTHYHOM
TEXHOJIOT U JeKIHS Y Y
JIeTIONPOU3BOJICTBA cocTaBy
Homenkmarypa nen u SKcrepTH3a eHHOCTH
TIEKIHS
JIOKyMEHTOB
JCKIUS Opranuzaiys JOKyMeHT0000poTa

*JIeKIMW ¥ WHBIe yueOHBIE 3aHATHS, TIPeAyCMaTPUBAIOIINE IPEUMYILIECTBEHHYIO Nepeaady yueOHoH nHpopMan
MEeAarorn4eckiMy paOOTHUKAMHU OpraHu3aluu U (WIM) JULIaMH, NPUBICKAEMbIMH OpraHM3alUel K pean3aluu
00pa3oBaTeIbHBIX IPOrPaMM Ha UHBIX YCIOBHUSX, 00YYaIOIIIMCS

TemaTuka 3aHSATHI CEMHHAPCKOT0 THIA

Buj 3anarus

HaunmenoBaHue TeMbI TemaTHnka 3aHATHSA CEMHUHApPCKOIo

Neni/mm CEMHUHAPCKOIo
(pa3aesia) AMCUUNJINHBI . THIIA
THIIA
1. NpaKTUYECKOE 3aHsTHe (BBemeHue B 1€7I0MPOU3BOICTBO
JIOKyMEHTBI B cUCTEME npakTuieckoe 3auatue |JlokymeHntsl B cucreme EI'CJ]
EI'CJ, Cocrapyienne 1 0()OpMIIEHHE TOKYMEHTOB
IMPaKTHUICCKOEC 3aHATHC
o ['OCTy
Oprasu3auOHHO-PACHOPSAUTEIbHbBIE
IMMPAKTHYCCKOC 3aHATHUC
JAOKYMCEHTBI
2. Opranu3zanus CocraBienue u opopMIIEHHE CITYKEOHBIX

JIOKyMEHTO000pOoTa U
TEXHOJIOTUA
JIeNTOTIPOU3BO/ICTBA

IMPaKTHICCKOEC 3aHATHC

IMceM

IMMPAKTHUYCCKOC 3aHATHUE

PaboTa ¢ toKyMeHTaMH 110 JTUIHOMY
COCTaBy

Homenknartypa nen v sKcepTusa

MMPAKTHYCCKOC 3aHATHUC
LIEHHOCTU JOKYMCHTOB

MpaKTHUecKoe 3ausTue |OpraHu3aius 10KyMEHT0000poTa

** ceMUHApBI, MPAKTHIECKUE 3aHATHUS, TPAKTUKYMBI, JIJA0OPAaTOPHBIE Pa0OTHI, KOJJIOKBHYMBI H UHBIC aHAJIOTHYHBIE
3aHATHA
HNnas konTakTHasA padora

[Tpu mpoBenenun yueOHbIX 3aHaTuil CI'DY obecrnieunBaeT pa3BUTHE y OOYUYaIOIIMXCSl HABBIKOB
KOMaHAHOU paboThl, MEKINYHOCTHOM KOMMYHHUKAIlMU, NPUHATUS PEIICHUH, JIUJIEPCKUX KauecTB
(BKIIIOYast IpU HEOOXOJUMOCTH MPOBE/IEHNE NHTEPAKTUBHBIX JIEKLUH, IPYHIOBBIX AUCKYCCUH, POJIEBBIX
Urp, TPEHUHI'OB, aHAJIW3 CUTYaI[Mil 1 UMUTAIMOHHBIX MOJIENIeH, MpernojaBaHie AUCUUILIINH (Moayeil) B
dbopMe KypcoB, COCTABJIEHHBIX Ha OCHOBE pE3yJbTaTOB HAyYHBIX MCCIEA0BAaHUN, MPOBOJUMBIX
OpraHu3aiyeil, B TOM YUCIIe C yYEeTOM PEerHOHAIBHBIX 0COOEHHOCTEH NMpodhecCHOHATBHON AesTeTbHOCTH
BBIITYCKHUKOB U NMOTpeOHOCTEeN paboToaareneil).

@opMBI U METO/IBI TPOBE/ICHUSI THOW KOHTAaKTHOW paOOThI pHBeIeHBl B MeToInYecKuX
yKa3aHMsX 110 OCHOBHOM MpogeccuoHanbHON 00pa3oBaTeIbHOM porpaMme.

4.2.2 CamocrosiTeJibHasi paboTa

Neni/m HaumenoBanue Tembl (pa3aesa) IMCHUILNINHBI | Bua camocTosTeIbHOM padoThl ***
- IIOArOoTOBKA AOKJIaaga
1. JoxymenTtsl B cucteme EI'CJ]
- TCCTUPOBAHUC
2. Opranu3anus 10KyMEHTO000pOTa U TEXHOJIOTH |- [TOIr0TOBKA JI0KIIa/1a
JCJIOTTPON3BOJICTBA "~ TCCTUPOBAHUEC




*** caMOCTOSATEIbHAS pa60Ta B CCMCCTPEC, HAIMMCAHUC KYPCOBLIX pa60T, AOKJIAa0B, BBIIIOJHCHUC KOHTPOJIbHBIX

pabot

5. MaTtepuaibHO-TEXHHYECKOE H Y4eOHO-MeToInYecKoe odecnevyeHue TUCIMIIHHbI

5.1 JIuteparypa:
OcHoBHasi iuTEpaTypa

1.IllyBanoBa, H. H. OcHOBBI aenonpou3BoACcTBa. SI3BIK CIy)KEOHOTO JOKYMEHTa : yU4eOHUK H
MPaKTUKYM JUIs akajgemudeckoro OakanaBpuata / H. H. IlyBanoBa, A. FHO. MBanoBa ; mox oOmei
penakuueit H. H. IllyBanoBoii. — 2-e u3a., mepepad. u gon. — Mocksa : M3narenscTBo Opaiit, 2019. —
428 c. — (bakanasp. Axkanemudeckuit kypc). — ISBN 978-5-534-10848-4. — TekcT : 37€KTPOHHBIH //
OBC IOpaiir [caiit]. — URL.: https://biblio-online.ru/bcode/439062

JlonoJIHUTe/IbHASA JIUTEPaTypa
1.1BanoBa, A. 0. Pycckuii s3bIK B ICIOBOM JOKYMEHTAIIUH : YICOHUK U MTPAKTUKYM ISl BYy30B /
A. 1O. UBanoBa. — Mocksa : M3natensctBo FOpaiit, 2019. — 157 ¢. — (Cneuunanuct). — ISBN
978-5-9916-5842-3. — Tekcr AJIEKTPOHHBIN // OBC [Opaiir [caitT].
— URL.: https://biblio-online.ru/bcode/433575

5.2. IlepeyeHb JUIIEH3MOHHOT0 POTPAMMHOI0 o0ecredeHnst

1. Microsoft Windows 10 Education / Microsoft Windows 7 / Windows Vista
Business

2. Office 365 ProPlus, Microsoft Office 2019, Microsoft Office 2016 Professional

Plus (Word, Excel, Access, PowerPoint, Outlook, OneNote, Publisher) / Microsoft Office 2007
(Word, Excel, Access, PowerPoint)

5.3 CoBpeMeHHbIe npogeccHoOHATbHBbIE 0a3bl JAHHBIX, K KOTOPBIM 00ecreynBaeTcst 10CTYI
o0yuarwumuxcst
1. IlpodeccuonanbHas 6a3a nanHbIX «MH(pOpMalnoHHbIE CUCTEMbl MUHHCTEPCTBA SKOHOMHUYECKOTO
pa3ButHs Poccuiickoit @enepaunu B cetu Murepuer» (ITopran «Odunnansuas Poccusy» -
http://www.gov.ru/)
2. IlpodeccuonanbHas 6a3a qaHHbIX «PHUHAHCOBO-?KOHOMUYECKHE MoKa3aTenn Poccuiickoit
denepanun» (OdpunuansHbiil caitt MunucrepeTa punancos PO - https://www.minfin.ru/ru/) 3.
[Ipodeccuonanvhas 6a3a nanubix «OdunmansHas cratuctukay (OdunnanbHbINA cailT
denepanbHOI CITy)KObI TOCYAaPCTBEHHOM CTaTUCTUKY - http://www.gks.ru/)

5.4. HuHpopManMOHHO-CIPABOYHbIE CHCTEMbI, K KOTOPbIM 00ecleYuBaeTcsi AOCTYN
00y4arouuxcs

1. CrnpaBouno-npaBoBas cucreMa «Koncynbrant [Tnrocy
2. CrnpaBouHno-npaBoBas cucreMa «I"’APAHT-Makcumym»

5.5. CnenuajbHbIe MOMEIIEHUS

Y4eOHble ayIUTOpUH IJis TpOBeAeHUS 3aHATHl  [KoMIIekThl yueHnueckoil meoenu
JICKITMOHHOTO THUTIa MynpMeIuHbBINA TPOEKTOP

Jocka

OKkpaH
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VY4eOHble ayIUTOPUN IJIs1 TPOBEICHUS
MPAKTUYECKUX 3aHATUH (3aHATUNA CEMUHAPCKOTO
THTIA)

KomrmiekTsl yueHnueckoit medenu
MynbMeaUIHBIN IPOEKTOP

Jocka

OKkpaH

Kommnsrorepsl ¢ BbIX010M B ceTh «HTEpHET» U
OUOC CI'9Y

VYyeOHble ayAUTOPUU AJIs TPYIIIOBBIX U
MHJIUBUYAJIbHBIX KOHCYJIbTALUN

KommuiekTsl yueHHueCKoi Mebenn
MynbMenuitHbIN TPOEKTOP

Hocka

DKpaH

KomneroTepsl ¢ BbIxo10M B ceTh «HTEpHET» M
DUOC CI DY

VY4eOHble ayAUTOPUH JUI TEKYILETO KOHTPOJIS U
IIPOMEXKYTOYHOM aTTecTaluu

KommiekTsl yueHnueckoi mebenu
MynpMeIUIHBINA TPOEKTOP

Jlocka

OKpaH

Komnbrorepsl ¢ BbIxos10M B ceth «MHTEpHET» M
OUOC CIDY

[TomenieHus A1 CaMOCTOSITENLHOM paObOThI

KomruiekTs! yueHnueckoi medenu
MynpMeIUIHBIN TPOEKTOP

Jlocka

OKpaH

KomnbroTepsl ¢ BbIxos10M B ceTh «MHTEpHET» N
OUOC CIDY

[TomenieHus st XpaHEHUS U TPOPUIAKTUIECKOTO

00CHVKUBaHUS 000DVIOBAHUSL

KoMmruiekTsl criennain3upoBaHHON MeOeH 1is
XpaHeHns 000PYIOBAHUS

Jnst mpoBeieHust 3aHATUN JIEKIIMOHHOTO TUTIA UCIIOJIB3YIOTCS JIEMOHCTPAIIMOHHOE 000PYI0BaHUE
1 y4eOHO-HArJIsIHbIE TOCOOUS B BUJIE TPE3EHTAIIMOHHBIX MaTepUAJIOB, 00ECIICUMBAIONINX TEMATHYECKUE

WJUTIOCTPAIHH.

6. @OH/ O1IEHOYHBIX CPeACTB Mo AucuuiimHe OCHOBBI /1€JI0NPOU3BO/ICTBA:

6.1. KoHTpoJibHbIe MEPONPHUATHS MO TUCHHUIIJIMHE
®dopmMa KOHTPOJIA OTmerurnh
HYKHOE
Bua xonrpoJs
3HAKOM
«+»

Texymuit KOHTPOJIb Ornenka J0KJIaJ0B +

Y CTHBIN/MTUCEMEHHBIN 0IPOC -

TecTtupoBanue +

[IpakTHueckue 3aga4n -

OreHKa KOHTPOJIBHBIX padoT (/17151 3204HOM
dbopMbI 00yUEeHHMST) i
[IpomexyTOUHBIH KOHTPOJIb 3auer +
Ilopsinok mnpoBexeHMsT MEPONPHUATHI TEKyUIero M IMPOMEXKYTOYHOI0 KOHTPOJIS

omnpenessiercss Meroau4ecKUMM YKa3aHUSIMHU 110 OCHOBHO# npodeccuoHAJIbHOM 00pa3oBaTeIbLHOM
NnporpamMMe BbICHIEr0 00pa3oBaHusA, YTBep:KIeHHbBIMH Y4eHbIM coBeToM PI'BOY BO CI'DY Nell

ot 29.04.2020r.




6.2. IlnaHupyemble pe3yJbTaThbl OOy4YeHHs] TO IUCHMIUINHE, 00ecneYyHBaIOIIHe

AOCTHKEHHE IVIAHUPYEMBbIX Pe3y/JIbTATOB 00y4YeHHs 110 Porpamme
Ob6menpodeccnonanbubie komnerenuun (OIIK):
OIIK-3 - ymeHHEM TIOJB30BATHCA HOPMATUBHBIMU JOKYMEHTaMH B CBOEH NpoQecCHOHATBHOM
NESATEeIbHOCTH, TOTOBHOCTBIO K COOJIONEHUIO JEHCTBYIOIIETO 3aKOHOJATENbCTBA W TPeOOBaHMIA
HOPMAaTUBHBIX JOKYMEHTOB

[Inanupyembie
pe3yNbTaThl 00y4YeHHUS
0 MporpamMme

[Inanupyemble pe3yabTaThbl 00y4eHHs 0 AUCHHUILIMHE

3HaTh Ywmerp Buazers
(MMETh HABBIKH)
[ToporoBssiii OIIK331: nopmarusHo- |OIIK3yl: OIIK3B1: HaBbikamMu
MPaBoOBYIO 0a3y U OpUEHTUPOBATHCS B MOKCKa, aHaJIn3a U
TpeOoBaHUs K CHUCTEME HOPMATUBHBIX |MOJTOTOBKA HOPMATHUBHO-
OpraHu3aIuu JIOKYMEHTOB, MIPABOBBIX TOKYMEHTOB B
npodeccuoHanbHOM perJaMeHTUPYIOIIUX npodeccuoHanbHOMI
JESITEIbHOCTH chepy JESITEIIbHOCTH
npodeccuoHanbHOM
JESITEIIbHOCTH
[ToBbI1IEHHBIN OI1K332: mexanu3mbl  |OIIK3y2: nons3oBaTthes |OIIK3B2: HaBbIKaMu

IMPUMCHCHUA OCHOBHBIX
HOPMAaTUBHO-IIPABOBBIX
aKTOB, TCHACHIINU
3aKOHOTBOPYECTBA U
CyneOHOM MPaKTUKA

HOPMAaTUBHBIMU
JIOKyMEHTaMu
peraaMeHTUPYIOIUMU
MIOPSIIOK CO3/IaHHs,
JMKBUJIALIUU U
peopranusanuu
KOMMEPUYECKOTO
IPEITPUITUS

IIPOEKTUPOBAHUSI PEIICHHUS
KOHKPETHOM 3aa4H,
BbIOMpas ONITUMAaIbHBIN
crocob ee peleHus,
HCXOJs U3 AEUCTBYIOIINX
IIPABOBBIX HOPM U
MMEIOIINXCS PECYPCOB U
OrpaHUYEHUI

OIIK-4 - cnocoOHOCTBIO OCYIIECTBIATH COOp, XpaHEeHUE, 00pabOTKyY U OLIEHKY UH(QOpMaIIHH,
HE00XO0AUMOM Il OpraHU3alMy U YIpaBJIeHUs IpoPecCHOHANbHON e TeTbHOCThIO (KOMMEPUECKOii,
MapKETUHTOBOH, pEKIIAMHOM, JIOTUCTUYECKOMN, TOBAPOBETHOM U (UITH) TOPTOBO- TEXHOJIOTHUECKOMN );
CIOCOOHOCTBIO PUMEHSATh OCHOBHBIE METO/Ibl M CPEJICTBA MTOJTYUSHHMSI, XpaHEHHUs, TepepaboTKH
nH(popMaluy U paboTaTh C KOMIIBIOTEPOM KaK CO CPEJICTBOM YIIpaBlieHHs HH(pOopManen

[Inanupyemslie
pe3yiabTaThl 00y4YeHUs
0 IporpamMme

HJ'laHl/IpyeMl)le pPe3yJbTaThbl oﬁyqenml nmo TMCHMIIJIMHE

3HaThb

YMmern

Bnanets
(MMETh HaBBIKH)




[ToporoBbiii

OIIK431: MmeToab! 1
cpenctaa cbopa,
XpaHeHus1, 00pabOTKH U
OLICHKU MH(OpMAIIHH,
HE0OXOaAUMOM IUIS
OpraHu3aluu U
yIpaBiIeHUS
npodeccuoHanbHOM
JESITEIIbHOCTBIO
(KOMMEPUYECKOH,
MapKETUHT OBOM,
PEKIIaMHOM,
JIOTUCTUYCCKOM,
TOBApOBEAHOM U (MJIN)
TOProOBO-
TEXHOJIOTHYECKOM )

OIIK4yl: paboTaTh C
COBPEMEHHBIMU
TEXHUYCCKHUMHU
CpeAICTBaMH TIOTy4CHUS,
XpaHeHus1, 00pabOTKH U
nepeaayr nHpopMaIu

OIIK4B1: HaBbIKaMu
MPUMEHEHUSI OCHOBHBIX
METOJIOB U CPEJICTB
MOJIyYeHUsl, XpaHEHHUS,
nepepaboTku HHPpOpMaLUU

TloBEBIIIEHHBIN

OI1K432: meToanueckue
OCHOBBI CO3J1aHUS
MH(}OPMaILMOHHBIX
CHCTEM UM TE€XHOJIOTHUil B
npodeccuoHaIbHON
JeSITebHOCTH

OIIK4y2: pewmath
CTaHJApTHBIC 33/1a4H B
poQeCCHOHAIBHON
JESITEIIbHOCTH C
UCIIOJIb30BaHUEM
nH(pOpMaIMOHHO-
KOMMYHHKAITHOHHBIX
TEXHOJIOTHi1, paboTaTth ¢
KOMITBIOTEPOM KaK CO
CPEICTBOM YIIPaBIICHUS
uHpopmanuei

OI1K4B2: HaBBbIKAMH
IPYNIUPOBKY IEPBUYHON U
BTOPUYHOW MH(OpMAIH C
UCIOJIb30BaHUEM
MH(POPMAaLMOHHBIX
TEXHOJIOTUH [yl peLIeHUs
3ajjay  OpraHu3aluu U
yIpaBJIeHUS
npodeccuoHaIbLHON
JeSITETbHOCTHIO

OIIK-5 - TOTOBHOCTBIO PabOTaTh C TEXHUYECKOW JOKYMEHTAIMel, He0OX0IMMOM J1st
po¢eCCHOHAIIBPHON NEATETHFHOCTH (KOMMEPUYECKONU, MAPKETUHTOBOH, PEKJIIAMHOM, JIOTUCTUYECKOMH,
TOBapOBEIHON U (MJIM) TOPTOBO-TEXHOJIOTHUECKOI ) U TPOBEPATH MPABUIBLHOCTH €€ 0(hOpMIICHUS

[Inanupyemslie
pe3yiabTaThl 00y4YeHUs
0 porpamMme

HJ'laHl/IpyeMl)le Pe3yJbTaThbl oﬁyqenml o TMCHMIIJIMHE

3HaTh

VYmMmern

Bnaners
(MMEeTh HaBbIKN)

[Toporossiii

OIIK531: ocHOBEI
I[OKYMGHTaHI/IOHHOFO
obecnieueHus
npodecCHOHATbHON
JIEATENNLHOCTH

OIIKS5yl: paborats ¢
TEXHUYECKON
JIOKYMEHTaIHE,
HEOOXOINMOM IS
po¢eCCHOHATBHON
NeATETLHOCTH
(KOMMepYEeCKOH,
MapKEeTHHTOBOH,
PEKJIIaMHOM,
JIOTUCTUYECKOM,
TOBAapOBEAHOM U (MJIN)
TOProBO-
TEXHOJIOTHYECKOW) U
MIPOBEPATH
MPaBUIBHOCTH €€
odopMIIeHHS

OIIK5B1: HaBBIKAMH
HCIOJIL30BaHUS
TEXHUYECKOMN
JIOKYMEHTAITUH,
HEOOXOINMOM IS
po¢eCCHOHATBHON
JIeATEIIbHOCTH




IToBbI11IEHHBIN OIIK532: ocHOBBI OIIKS5y2: opopMIsaTh OIIKS5B2: HaBbIKaMH
TEXHUYECKOT O JIOTOBOPHBIE OTHOLICHHS |pa3pabOTKU M COCTABICHUS
peryJMpoBaHus B IPOECCUOHATIBHON  |TEXHUYECKOM
npodeccuoHaIbLHON JIeATEIIbHOCTH JIOKYMEHTAllUU 1
JIeATEIIbHOCTH JIOTOBOPOB, HEOOXOIUMBIX

JUTSI IPOeCCHOHATBHOMN
JIEATEIbHOCTH
6.3. IlacnopT OLIEHOYHBIX MATEPUAJIOB
Ne n/m HaumenoBanue TemMbl Konrtposmpyembie Bua koHTpoOJsi/McoNBb3yeMble
(pa311e.11a) JTUCIHUIIIINHBI IVIAHUPYEMBbI€ OLIeHOYHbIE CpPeACTBa
pe3yJabTarThl
o0yueHus B
COOTHOLICHHH €
pesyJibTaTaMu Texymmii IIpomMe:xxyTOUHBII
o0yuyeHus1 Mo
nporpamme
1. OIIK331, OIIK332, OneHKa J0KIag0B

JokymenTsl B cucteme EI'CJ]

OIIK3yl, OIIK3y2,
OI1K3g1, OIIK3B2,
OI1K431, OIIK432,
OIlK4yl, OIlK4y2,
OI1K481, OIIK4B2,
OIIK531, OIIK532,
OIIK5yl, OIIK5y2,
OIIK581, OIIK5B2

TectupoBanue

3auer

2. Opranu3zanus

JIOKYMEHTO000pOTa 1
TEXHOJIOTHUS IeTIONPON3BOJICTBA,

OI1K331, OIIK332,
OIIK3yl, OIIK3y2,
OIIK381, OIIK3B2,
OIIK431, OITK432,
OIIK4y1, OIlK4y?2,
OIIK4g1, OIIK482,
OIIK531, OIIKS532,
OIIK5yl1, OIIK5y2,
OIIK5g1, OIIK5B2

OneHka J0KIag0B
TectupoBanue

3auer

6.4.0neHOYHBIC MATEPHAJIBI VIl TEKYILEr0 KOHTPOJIA

IIpuMepHast TeMaTHKAa 10KJIA/10B

Pasznen nucuunjanHbI

Tembl




Hoxymentsl B cucteme EI'CJ]

1. Henu wuzydeHus u 3a/1a4u Kypca
JIeJIONPOU3BO/ICTBA,

orpezeneHue
JEIONPOU3BOACTBA. POJb  JOKYMEHTAIMOHHOTO OOCCIICUeHUsI B
yIIpaBJICHHUH.
2. Kpatkas XapaKTepUCTHKA MIPUKA3HOTO,
KOJUIEKCKOTO M MCIIOJHUTEIBHOTO JIEIIONPOU3BOICTBA B
Poccun.
3.HopmatuBHO-ipaBoBOoe  oOecredeHue JesTeIbHOCTH
CIIy’k0 JIeTOmpON3BOACTBA,
CTPYKTYypa U COJCpKaHNE HHCTPYKIIMH I10 JICTIOMPOU3BOICTBY Ha
MIPEANPUSATHH.
4, [TonsTue «1okymMeHT», ero ¢pynkuus. Knaccudukanus
JIOKYMEHTOB 110 OCHOBHBIM ITPU3HAKAM
5. [Tonstue «pexkBu3uT». [locTOsHHBIE U IEPEMEHHBIE PEKBU3UTHI.
6. XapakTeprucTUKa PeKBU3UTOB 3ar0JIOBOYHON YacTH JJOKYMEHTA,
WX MepedeHb U TpeOoBaHUS K 0(hOPMIICHHIO.
7. XapakTeprucTUKa PeKBU3UTOB COJIEPKATEIbHON YacTH
JOKYMEHTA, UX TIepeyeHb U TPeOOBaHUSI K OPOPMIICHUIO.
8. XapakTeprucTUKa PEKBU3UTOB OQOPMIISIONIEH YacTH JOKYMEHTA,
WX MEepEUCHb U TPpeOOBaHUS K 0(hOPMIICHHIO.
9. brnank gokymeHTa, BHABI OJIAHKOB OpPraHU3aIMOHHO-
pacopsANTENHHBIX JOKYMEHTOB. TpeOoBanus K OJaHKaM, pa3Mephbl
noJiei 6JIaHKOB.
10.  OpranuzanuoHHBIC JOKYMEHTHI, UX Ha3HAYEHHUE U POJIb.
OcHoBHbIE BUIBI U 00IIIKE TIpaBHiia 0(pOpMIICHUSI.
11.  O6mas XapaKTEePUCTHKA JTIOJKHOCTHOM
uHcTpyKnuu. Onpenerenne, CTpyKTypa CoaepKaHus, MOPSII0K
o OpMIICHHUS U OCHOBHBIC PEKBU3HTHI JIOKYMEHTA.
12.  IlratHoe pacnucanue. OOIIas XapaKTEPUCTUKA TOKYMEHTA;
¢dopma
WCIIOJTHEHUS, CTPYKTYpa COACPIKaHUS, TOPSTOK ODOpPMIICHUS 1
PEKBHU3UTHI JOKYMEHTA.
13.  PacrmopsuTenbHbBIC TIOKYMEHTHI, HX Ha3HAYCHHUE U POJIb B
yIIPaBICHUH.
OcHOBHBIE BUIBI PACTIOPSTUTENBHBIX JOKYMEHTOB M O0IIME TpaBUiia
oopmienus.

14. [Tpuka3 no ocHOBHOM AesTenbHOCTH. CTPYKTypa TEKCTA
MIpHUKa3a, TOPSI0K ero pa3paboTKy U mpaBuia 0hOpMIICHHS
PEKBU3HTOB.

Brinucka u3 npukasa.
15.  Pacnopsixenune. CTpykTypa TeKcTa, mpaBuiia 0hopMICHUS

PEKBHU3UTOB.




16.  VYkazanwme. OOmas XapakTepuCcTUKa JOKYMEHTA, CTPYKTYpa €ro

TEKCTa, HOPSI0K M OCOOCHHOCTH O(hOPMIICHNUSI, PEKBU3UTHI YKa3aHMUS.

17.  MudopmanmoHHO-CIpaBOYHBIE TOKYMEHTHI, UX Ha3HAYCHUE U
poJIb
B YIIPaBJICHUHU. IIepeuenn OCHOBHBIX BHJIOB

WH(POPMAIIMOHHO-CIIPABOYHBIX JTOKyMeHTOB. OOmIre TpeOoBaHuUs K
0(OpMIICHHUIO.




18.  Axrt. OOmas XapakTepHCTUKa JOKYMEHTa, CTPYKTypa TEKCTa,
MOPSAAOK Pa3pabOTKU M OPOPMIICHHS PEKBU3UTOB aKTa.

19.  Ilporokon. OOmas XapakTepHCTUKa IPOTOKOJA, CTPYKTYpA
TEKCTa, MOPSIOK pa3paboTKH U 0POPMIICHHUS PEKBH3UTOB IIPOTOKOJA.
20. JloknaaHas, oObsicHUTENbHAS 3armucka. OOmmas XapakTepUCTHKA
JOKYMEHTOB, MOPSAOK 0(pOpMIICHHSI PEKBU3UTOB CIYKEOHBIX 3aIHCOK,
21. CmopaBka. Buger crnpaBok OOmasi xapakTepUCTHKAa JOKYMEHTA,

PEKBU3UTHI CIIPABOK, 0COOEHHOCTH 0(hOpMIICHUS.

Opranuzanus
JOKYMEHTO000pOoTa U
TEXHOJIOTHUS IeTIONPON3BOJICTBA

1. CnyxeOHOE€ THCHMO. Bunel nmcem. CrtpykTrypa,
opsAI0K oopmiieHus, TpeOOBaHUS K MUCbMY, PEKBU3HUTHI

nuchma.

2. Tenerpamma u trenedonorpamma. OO1as XapaKTepUCTUKA

JOKYMEHTOB, MOPSAI0K OQOPMIICHHS PEKBU3UTOB.

3. JIOKyMEHTBI 110 JIMYHOMY cocTaBy. Ilepeuenn

,Z[OKYMGHTOB.OCO6GHHOCTI/I 9TUX NOKYMCHTOB.

4. OdopmiteHrEe KapOBBIX MPUKA30B, BBIMKUCKA U3 TIPUKa3a.

5. Odopmrnenue 3asBieHus, aBToOMOrpaduu, XapakKTepUCTHKH,
pesoMe.

6. Tpynoas kamxka. [IpaBuia oopmIIeHUS TPYAOBBIX KHIKEK.
7. Howmenknarypa ien Ha npeAnpusTid, GOpMHUPOBaHUE U
odopmiieHue aed.

8. [TonroroBka JOKYMEHTOB Ha apXHUBHOE XpaHEHHE.

9. Opranu3zanus 1 0COOEHHOCTH MpUEMa MOCeTUTENEH
PYKOBOJIUTEIIEM.

10.  Ilopsaok paboThI ¢ TUCBMEHHBIMU OOpAIIEHUSIMH IPaXK/IaH.
11. [ToaroroBka u 00CTyKMBAaHUE COBEIIAHUIA.

12.  dokymeHT0o060poT. OCHOBHEIE 3TAIBl JOKYMEHTOO0O0POTA.
TexHonorus paboThl ¢ BXOASIMIUMU JOKYMEHTaMHU.

13. Texnonorus 06pabOTKN BHYTPEHHUX U UCXOSAIIUX
JOKYMEHTOB.
14.  Peructpanusi JOKYMEHTOB U KOHTPOJIb UCIIOTHEHUS
JOKYMEHTOB

3agaHus A TECTHUPOBAHMSA

N0 JMCUMILUIMHE JJISA OLEHKH C(POPMHMPOBAHHOCTH KOMIIETEHIMI

https://Ims2.sseu.ru/course/index.php?categoryid=514

Jlenonpon3BoOICTBO 3TO-...

-COBOKYITHOCTbH PabOT 10 JOKYMEHTHUPOBAHUIO YITPABIECHYECKON ACATEIHHOCTH

y‘lpG)KI[GHHfI " 110 OpraHu3allii B HUX JOKYMCHTOB
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-ohopMmiIeHHE IO YCTAaHOBJICHHBIM MPaBHJIaM WHPOPMAIIUU, HEOOXOAMMOM

AJI1 OCYIICCTBIICHUA YIIPABJICHYCCKUX HeﬁCTBHﬁ -IpOUECCChI, OTHOCAIUCCA K

3amucu HHGOpMAIH

-paboTa ¢ TOKYMEHTaMU B COOTBETCTBUU C TPEOOBAHUSIMHU JEHCTBYIOLINX 3aKOHOAATEIbHBIX aKTOB U

HOPMAaTUBHO-MCTOAUYCCKHUX MATCPUATIOB

XoJ1 00CyX1eHHsI BOIPOCOB U pEILIEHHs], IPUHUMAEMbIE Ha 3aCEJaHUSIX KOJUIErHaIbHBIX OPIaHOB,
COBETax, COOpaHMSIX, COBCIAHHIX (PUKCUPYIOTCS B!

-aKTax

-0T4eTax

-IPOTOKOJIAX

-A0KJIagax

Cobmronenue eIMHBIX TPaBMl 0(OPMIICHHS TOKYMEHTOB 00€CIIeUnBacT:
-Ka4eCTBEHHOE COCTABJICHHE JOKYMEHTOB, FOPUIUYCCKYIO CHITY JJOKYMEHTOB

“-IOPUANYCCKYIO CUITY JOKYMCHTOB, OIICPATUBHOCTD M KAYCCTBCHHOC COCTABJICHUC NOKYMCHTOB,
OpraHu3aluro 6LICTpOFO IIOHMCKa JOKYMCHTOB, daKTHUBHOC UCIIOJIb30BAHUC OBM IIpHu COCTABJICHUU
HAOKYMCHTOB

“IOpUANYCCKYHO CUITY JOKYMCHTOB, OIICPATUBHOC COCTABJICHUC NTOKYMCHTOB

-OpraHu3aluo ObICTPOro MOMCKA JOKYMEHTOB, UX IOPUIUYECKYIO CHUILY

brank 11 BHEMIHUX JOKYMEHTOB BKJIIOUAET PEKBU3UTHI:

-3M01eMa peanpusITHS, €ro aapec

-oMOIeMa peanpusaTHs, ero HAMMEHOBAaHKE, TOYTOBBIN a/Ipec, HOMEP KOHTAKTHOTO TenedoHa, 1aTta u
HOMED JIOKYMEHTa

-Ha3BaHUE MPENPUATHSA, €T0 TOYTOBBIN aapec, JaTa 1 HOMEp MUChMa

-Ha3BaHUC NPCAIIPUATHA, 3M6J'IeMa, HOMCEP KOHTAKTHOT'O TeJ'Ie(I)OHa

Z[J'IH HaWJIy4dmiero IOHNMaHHud CMbIC/Ia JOKYMCHTA HanOoJee SHAYUMYIO 9aCTb HYXXHO pa3MCIIATh: -
B Ha4aJIC TCKCTa

-B CCPCANHC TCKCTA

-B KOHIIC TCKCTa

-HC UMCCT 3HAUCHU

ITpaBoBoii cTaTyc paOOTHHUKA OpraHU3aIMH PETIIAMEHTHPYETCS:
-IIOJI0KEHUEM O CTPYKTYPHOM IOAPA3IEICHAN

-IIPUKA30M 10 OCHOBHOM JAESATEIBHOCTH

-IOJDKHOCTHOM MHCTPYKIMEN

-I[IPUKa30M I10 JINYHOMY COCTaBYy

K OpraHnu3allMOHHBIM JOKYMCHTAM OTHOCATCS:



-IIpUKa3bl 10 OCHOBHOM AEATEIbHOCTH, YCTaB, IITATHOE PACIUCAaHUE, TOJPKHOCTHBIE MHCTPYKIIMH -
yCTaB, CTPYKTYpa U IUTATHASI YACIECHHOCTb, IITATHOE PACIIMCAHNE, IPABUIIA BHYTPEHHETO PACIOPAIKA,
JOJKHOCTHBIE HHCTPYKLIUH

-yCTaB, IPUKAa3bl 10 JUYHOMY COCTaBY, IPUKAa3bl 10 OCHOBHOM AESITEIbHOCTH, AKThl, IPOTOKOJIBI -
aKTBl, IPOTOKOJIBI, YCTAB, YUPEAUTEIbHBIN TOTOBOP, IPUKA3HI 110 IUYHOMY COCTaBY, OyXTaliTepCcKHe

OTYCThI

JlaToli BCTYIIJICHUS [TPUKA3a B CUILY SIBJIACTCS:

-J1aTa ero o(hOpMIIEHUs CEKpeTapeM

-J1aTa ero MOANMCAHNAS PYKOBOAUTEIEM

-JlaTa JOKYMEHTa, Ha OCHOBAaHUU KOTOPOro 0(opMIIIETCs IPUKa3

-aara BBECACHUS €TI0 B HeﬁCTBHe, YKa3aHHasA B TCKCTC

B Tekcre mpoTokona KkpaTkoi GOpMbI YKa3bIBAIOTCS:
-MHULHATBI U GaMUIUK TIpesiceAaTeNs], CeKpeTaps U MPUCYTCTBYIOIINX, a TAK)KE MHUIHAIBI, (DaMUIHH U

AOJDKHOCTH JIMIL, ITPUTJIAIICHHBIX Ha COBCIIAHUC

-CIIMCOK ITPUCYTCTBYIOIUX, PACCMaTpUBaEMble BOIIPOCHI M IPUHATHIE PELICHUS

-CIIMUCOK MIPUCYTCTBYIOILINX, TOPSIKOBBII HOMEpP BOIIPOCA IO MOBECTKE JIHS, 3ar0JI0BOK K JI0KJIaay,
(bamMHIUK TOKJIQAUYUKOB U BBICTYNAOUINX B MOPSIJIKE UX BBICTYIUICHUS

-HOMep MPOTOKOJIa, MECTO COCTABJICHMS], 3aT0JIOBOK K TEKCTY, TEKCT (IIOBECTKA JIHS, CIyLIaly,

HOCTaHOBI/IHI/I), moanucu

Kaxum nokymenTom odopmiisercs cnucaHie MaTepuanoB?
-aKTOM

-IIPUKA30M 10 OCHOBHOM J€ATEIbHOCTU

-IIPOTOKOJIOM

-pacnopsKEHUEM PYKOBOAUTENS IPEATPUATHS

JIOKyMEHTOM, COJIepKallliM 00CTOSATEIHHOE U3JI0KEHHE BOIIPOCA, OTPAKAIOIIET0 IPOU3BOICTBEHHYIO
NeSTeTbHOCTh OPraHU3aIUU, SIBJISICTCS:

-CTIpaBKa

-00BICHUTENLHAS 3aIIUCKa

-IPOTOKOJI

-A0OKJIaJHasd 3allhuCKa

K nmoxymeHTaM Mo JMYHOMY COCTaBY OTHOCSITCS:
-TPYZOBbIe KOHTPAKTHI, TPYIOBbIE KHIKKH, IMYHBIC JeTIa, 3asBJICHHS O IpHeMe Ha padoTy

-3as1BJICHUS] paOOTHUKOB O MIPUEME U YBOJIbHEHUH, pe3toMe, aBToOnorpadus

-JTUYHBIC JIeTIa, TPYIOBBIE KOHTPAKTHI, PUKA3bI IO JI/C, TPYI0BBIE KHIDKKH, IMYHBIC KAPTOUKH, JTUIIEBBIC
cueTa 1o 3apaboTHOI mare

-3as1BJICHUS] paOOTHUKOB O MPUEME U YBOJbHEHUH, pe3toMe, aBTOOHOrpadusi; TpyA0Bble KOHTPAKTHI



[Tpu npueme coTpyaHHKa HA pabOTy HEOOX0IUMO OPOPMIICHHE CIIEAYIOMINX TOKYMEHTOB:
-3asBJICHUE COTPYAHHUKA O IPHEME, TPYJOBOH JOTOBOP (KOHTPAKT), IPHKA3 O 3aYUCICHUH
-3asBJICHUE COTPYAHUKA O ITpHEMe Ha paboTy, TPYAOBOH KOHTPAKT

-[IPUKa3 O 3aYMCIIEHUH COTPYIHHUKA Ha paboTy

-pe3toMe, 3asiBJICHUE COTPYAHHUKA O MIPUEME, TPYI0BOM T0roBOp (KOHTPAKT), MPUKA3 O 3aUHCICHUH

Yerkas OpraHu3anusa pa6OTBI C JOKYMCHTaMH H606XOI[I/IM3 JUIS

-YIOPSA0OYEHUS UX PETUCTPALIUU
-IPaBUIILHOTO XPAaHEHUs
-CO3/IaHUsI OTITUMAIIBHBIX YCIIOBHMA JJIsl BCEX BUJIOB paboT ¢ JOKYMEHTaMH

-JIs1 CBOEBPEMCHHOI'O X UCIIOJb30BaHUSA

BHyTpeHHUE JOKYMEHTHI:
-pEruCTpUPYIOTCS B AEHD NTOCTYIUICHHUS
-pErucTpUpPYIOTCS B I€HD MOANNACAHUS
-HE PETUCTPUPYIOTCS

-pETUCTPUPYIOTCS B ICHb YTBEPKACHUSA

Kakwne JAOKYMCHTBI OTHOCATCA K HEPET I/ICTppreMBIM?
'd)aKCBI, IMHCbMa- 3aIlIpoOChl

-IO3APAaBUTCIIBHBIC TMCbMA, IMTPUTTIAIICHUA
-IIMCbMa-OTBCTHI

-KOHTPAKTBI U JOroBOpa, HC COCTOABUIMECCA 10 KAKUM 00 npuirnHam

OcHoBHas LECJIb OpraHu3any KOHTPOJIA UCIIOJTHCHUSA - ...
-o0ecnieueHue CBOCBPEMCHHOI'O 1 KAYE€CTBCHHOT'O UCITIOJIHCHUSI TOKYMCHTOB
-o0ecnieueHue COXPAaHHOCTH JOKYMCHTOB, YCTPAHCHUC BO3MOKHOCTH ITOTEPb NOKYMCHTOB

-o0ecreueHue Norucka JOKYMEHTOB B MH(POPMaIIMOHHO-CIIPABOYHBIX LENSIX
-IIPOBEPKA CBOEBPEMEHHOTO JIOBEJICHUS JOKYMEHTA J0 UCIIOIHUTEIIS

Kor)]a HOKyMeHT CUUTACTCS UCIIOJTHEHHBIM U CHUMACTCA C KOHTpOJ'IfI?

-TI0CJIe UCITOJTHEHUS 3aJaHi

-110CJIe COOOIICHUS PE3yIbTaTOB 3aMHTEPECOBAHHBIM OPTaHU3aAIUSIM

-TI0CJIE MPENOCTABIEHUS JOKYMEHTUPOBAHHOTO TTOATBEPKIACHUS NCIIOJIHEHUS

-KOrJa pe3yJbTaTbl UCITIOJTHCHHUA OTMCUYCHLI Ha UCTTOJIHCHHOM JOKYMCHTC

[11aHOBO-OTYETHBIE TOKYMEHTHI TPYIIIUPYIOTCA B JI€Na I10:

-HOMHUHAJIbHOMY, aBTOPCKOMY, ITPEAMETHO-BOIIPOCHOMY U XpPOHOJIOTMYECKOMY ITPU3HAKAM
-IPEAMETHO-BOIIPOCHOMY U XPOHOJIOTHYECKOMY IPU3HAKaM

-aBTOPCKOMY IIPU3HAKY

-XPOHOJIOTHYECKOMY ITPU3HAKY



HpI/IJIO)KeHI/ISI K JOKYMCHTaM IMOMCIIA0TCA B ACIIO

-B 3aBUCUMOCTHU OT AAThbl UX YTBCPIKACHUA

-B 3aBUCHUMOCTHU OT AAThbl COCTAaBJICHUA

-IIPUCOCAUHAIOTCA K JOKYMCHTaM, K KOTOPBIM OHH OTHOCATCA

-pOopMUPYIOTCS B OTJENBHOE €TI0

B 3anaun sxcniepTHOM KOMUCCHN BXOAMT:
-0TOOp JOKYMEHTOB Ha XpaHEHHUE WIH YHUUTO)KECHUE
-IIPOBEJICHUE METOANYECKON M MPAKTUYECKON pabOTHI MO KCIIEPTHU3€E LIEHHOCTH JOKYMEHTOB

-I0JrOTOBKA JIOKYMEHTOB K IIepeiaye B rOCYAapCTBEHHBIN apXUB
-0TOOp ¥ MOATOTOBKA JOKYMEHTOB K Iiepe/iade B rOCyJapCTBEHHBIN apXuB

B 3agaun apxuBa BXOJAT:

-OpraHu3allMOHHO-METOINYECKasl IIOMOIIb 110 BEIECHUIO JIEI0IPOU3BOICTBA

-[IpyeM, y4eT, XpaHEHUe JOKYMEHTOB, 3aKOHYEHHBIX JEJI0IPOU3BOICTBOM -

IIPUEM, YUET, XpaHEeHHE JOKYMEHTOB, 3aKOHYEHHBIX JIEIOIPOU3BOICTBOM;
-nH()OPMAITOHHO-CTIpaBOYHAast paboTa M0 apXUBHBIM JOKYMEHTAM HPEAIPUSATHS

-[IpUeM, y4eT, XpaHEHUE JOKYMEHTOB, 3aKOHYEHHBIX JI€JI0IPOU3BOICTBOM JJIS X JajIbHEUIIEro

YHUUTOXKCHUA

ITocne ucTeuenus Cpoka UCIOIB30BaHUA JOKYMEHTA B IEIOIPOU3BOJICTBE OH IOIJICHKHAT:
-YHHUYTOKECHUIO

-fepeaye B apXuB, YHUYTOKEHUIO WK JaJIbHEHIIEMY UCIIOIb30BAHUIO

-cllaye B YTHIbCBIPBE -

nepeaaye B apxuB.

ZLOKyMCHTLI Mepeaar0oTCs B rOcapXI/IB
-TOJIbKO Ha IMOCTOSAHHOC XPAHCHUC
-TOJIbKO Ha BPEMCHHOC XpPaHCHHEC

-Ha MOCTOAHHOC U BPEMCHHOC XPaHCHHUC

-Ha ACMIO3UTAPHOC XPAHCHUEC

JIOKyMEHTBI, OTOOpaHHBIE B pe3yJIbTaTe HIKCIEPTU3bI B cOcTaB ApXUBHOTO (ponna PD, oOpabaTbiBatoTCs

1 OIIHCBIBAKOTCA MOCJIC OKOHYAHUHN DKCIICPTHU3BI HC MMO3KC

-TpEX MCCALICB
-OJJHOI'0O MECi1a

-0JHOTO TO/1a
-TpeX HeJelb



6.5. OueHo4YHbIe MaTepUAIbI IS IPOMEKYTOUHOI aTTecTaluu

DoHp BOIIPOCOB AJIsl MPOBEACHUS MMPOMEKYTOYHOI'O KOHTPOJISA B (l)opMe 3adgera

Pa3gen aucuunaInHbI Bomnpocsl

Hctopus pa3BuTUs nenonpoun3BojicTBa B Poccun

3HaueHWe CTaHAAPTU3AIUK | YHH(DHUKAIMH JOKYMCHTOB
3nanue pekBu3utoB mo [OCTy P 6.30-2003

Knaccudukamms 1oKyMeHTOB

[IpaBuna cocraBieHns TEKCTa TOKYMEHTOB

JaTp KpaTKyIo XapaKTepUCTUKY OpraHU3allMOHHBIM TIOKyMEHTaM
N3 kakux yacteil COCTOUT JOJKHOCTHASI HHCTPYKLUS

Hoxymentsl B cucteme EI'CJ]
BI/II[LI IIPOTOKOJIOB. CocrasiieHue u O(POpMHGHI/IC IMPOTOKOJIOB

©ooNOOR~wWDdE

JlaTh KpaTKyl0 XapaKTEepUCTUKY PACIIOPSAUTEIBHBIM JOKYMEHTaM

[N
©

Cocrapnenue u opopmiIeHUE ITPUKA30B II0 OCHOBHOM JIESTENBHOCTH
11. CocraBrenue u 0pOpMIICHHE PUKA30B TI0 TMYHOMY COCTaBy 12.
Kakue noxyMeHTbI OTHOCSTCS K HH(OPMALMUHHO-CIIPABOYHBIM TOKYMEHTAM.
JaTh KpaTKyro XapakTepUCTHKY

OpraHI/BauI/Is{ CocraBnenue u 0opMIIEHHE TOBEPEHHOCTH. BHUIBI TOBEPEHHOCTH.
JOKYMEHTO000pOoTa U

TEXHOJIOTHA ACTIOIIPOU3BOACTBA

Bunpl v TpeboBaHHS K COCTABICHUIO HOMEHKIIATYPHI Jedl.
OpraHu3amys SKCIepTH3bI HEHHOCTH JOKYMEHTOB.
Opranuzaiys J0KyMeHT0000poTa B OpraHU3aIiu.
[Ipuém u nepBuuHas 06paboTKa JOKYMEHTOB.

®opmbI perucTpanyy JOKyMEHTOB.

Pabota ¢ koHQUACHIIMATBHBIMU TOKYMEHTaMHU.
KoHTpob 32 HCIIONTHEHNEM JIOKYMEHTA.

© ooNO~ DR

[TuchbMeHHOE U yCTHOE OOpallieHre rpaxaaH. Buabl oOparieHus.
10 OdopmieHne u BeieHUe JTMYHBIX JIe] COTPYIHUKOB.

11. Odopmnenne u BeAeHUE TPYLOBBIX KHIKEK.

6.6. lllkanbl 1 KPUTEPUH OlLleHUBAHHS MO (GOpMAM TEKYIIEr0 KOHTPOJISI M MPOMEKYTOUHOI
arrecTaluu
Ikana u KpUTEpUU OLCHUBAHUS

Onenka Kpurtepun oneHuBanus 1JIs1 MEpONPHATHII KOHTPOJISA €
NpPUMEeHeHHeM 2-X 0a1IbHOM CHCTEeMbI

OIIK331, OIIK3yl, OIIK38l1, OIIK431, OlIK4yl, OIlIK48l,

«3a4YTEHO» OIIK 531, OTIK5yl, OTTK5B1

«He 32YTEeHO0» PesynbraThl 00yueHus: He chOPMHUPOBAHBI HA TOPOTOBOM YPOBHE




