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OenepanbHBli  TOCYAApCTBEHHBIH  00pa3oBaTeNbHBIM  CTaHAAPT CpPEeOHEr0 NPOQECcCHOHAIBLHOTO
obpazoBanus mo crenuanbHocTd 38.02.06 duHanchl (Mpuka3 MuHucTepcTBa 00pa3oBaHUs W HAYKH
Poccwuiickoit @enepanuu ot 05.02.2018 1. Ne 65)

Pabouas mporpamma coctaBieHa 1mo oopazoBatesibHOM nporpamme 38.02.06 dunance s Habopa 2024
roja

[Iporpamma cpeHero npoheCCHOHAIEHOTO 00pa30BaHMS

Y4eOHBIi I1aH yTBEPKIEH YIEHBIM cOBETOM By3a oT 25.03.2025r. mpotokon Ne 10
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IIpencenarens IMK: bongsipesa 1.B.

Paccmotpeno Ha 3acenanun LIMK ot 25.03.2025r. mpotokos Ne 4



1. HEJIX OCBOEHUA JTUCHUTIINHBI

1.1{Ilenbio u3yueHUs: TUCHUILIUHBI "JIOKyMEHTallMOHHOE o0eclieueHUe yIpaBiIeHus" BiseTcs (OPMUPOBAHUE Y
OyIyIIMX CTIENHATNCTOB TEOPETHUECKIX 3HAHUH M IPaKTHIECKUX YMEHHIT M HABBIKOB B 00J1aCTH
JIOKyMEHTALMOHHOTO 00€eCIeueH s YIPaBICHUs, HEOOXOJUMBIX B IPOGHECCHOHANBHOM NeATEIbHOCTH.

2. MECTO JUCIHUILJIMHBI B CTPYKTYPE OBPA3OBATEJILHOW TPOTPAMMBbI

[uk (paszen) OOIT: [on

2.1|Tpe6oBanns K mpeIBapUTEILHOI MOATOTOBKE 00YYAIOIETOCS:

2.1.1{TIcuxonorus o0IEeHNns

2.2 Ill/lCIII/ll'lJ'II/ll-lLl H MMPAKTUKH, VI KOTOPbIX OCBOCHUE JAHHOM JUCHUTIITHHBI (MO)]y.]'lfl) HEeo0X0IUMO KaK
npeamecTByriiee:

2.2.1|TIpaBoBoe obecriedeHre TPOHeCCHOHATEHOMH ASSATSIBHOCTH

2.2.2|OCHOBBI IPOEKTHOM AEATEILHOCTH

3. TPEBOBAHUA K PE3YJbTATAM OCBOEHUA JTUCITUIIJIMHBI

3.1 3uarp

OK 04. D¢ dexTnBHO B3auMO/I€elicTBOBATH U PadoTATh B KOJJIEKTHBE H KOMaH/1e

- ICUXOJIOTHYECKUE OCHOBBI JIESITEIbHOCTU KOJUIEKTHBA, ICUXOJIOTMIECKIE 0COOCHHOCTH JTMYHOCTH;

-OCHOBBI IPOEKTHOM JEATEIBHOCTH.

OK 05. OcymecTBAsAITh YCTHYIO M MUCbMEHHYI0 KOMMYHUKALMIO HA TOCy1apcTBeHHOM si3bIKe Poccuiickoii

Deepaluu ¢ y4eTOM 0CO0eHHOCTeH COIMATBHOIO M KYJIbTYPHOI0O KOHTEKCTA

- 0COOCHHOCTH CONMANBEHOTO U KYJIBTYPHOTO KOHTEKCTA;

- MpaBwiIa 0(POPMIICHHS JOKYMEHTOB U TIOCTPOCHHUS YCTHBIX COOOIICHUH.

OK 09. IToan3oBaThbest MpogecCHOHATBHOM TOKyMeHTanell Ha rocyJapcTBEHHOM H MHOCTPAHHOM SI3bIKAX

- MpaBWJIa TIOCTPOCHUS TPOCTHIX M CIOKHBIX MPENIOKEHHH Ha TPO(HECCHOHATBHBIE TEMBI,

- OCHOBHBIC 00LIEYNOTpeOUTeNbHbIE M1aroibsl (ObIToBas ¥ NpodecCHOHaNbHAs JICKCUKA);

- JIKCUYECKUH MHHUMYM, OTHOCSIIIHICS K ONMCAHHIO TMPEIMETOB, CPENICTB H MPOLECCOB MPOPeCCHOHATEHON
JeATEeNbHOCTH;

- 0COOCHHOCTH TPOU3HOILICHUS,

- IpaBUJIa YTEHUs] TEKCTOB NMPOQECCUOHANBHOM HalpaBIeHHOCTH.

3.2 Ymerhb

OK 04. D¢ dexTnBHO B3anMO€iiCTBOBATH H Pa00TaTh B KOJUIEKTHBE H KOMaH/Ie

-OpTaHH30BBIBATH PAOOTY KOJUIEKTHBA W KOMAH/IbI;

'BSaHMO,ZlCﬁCTBOBaTb C KOJIJICTraMH, pyKOBOJICTBOM, KJIMEHTAMU B XO€ npo@eccnonaanoﬁ JCATCIIBHOCTH.

OK 05. OcymecTBJISITh YCTHYIO H NHCbMEHHYI0 KOMMYHUKAIIMIO HA FOCyAapCTBeHHOM si3bike Poccuiickoi

Denepanuu ¢ y4eToM 0c00eHHOCTEli CONMAIBHOTO H KYJIbTYPHOT0 KOHTEKCTA

-TPaMOTHO U3J1araTh CBOU MBICIH U OOPMIIATH JOKYMEHTHI 110 PO eccuoHaIbHON TeMaTHKE Ha TOCYIapCTBEHHOM SI3BIKE,

HPOSBIATH TOJIEPAHTHOCTH B paboUYeM KOJJIEKTHBE.

OK 09. IToab3oBaTbest NPodecCHOHANBHOM J0KYMEHTALMEH Ha TOCyAapCTBEHHOM M MHOCTPAHHOM fI3bIKAX

- MOHUMATh OOIIMH CMBICI YETKO NMPOU3HECEHHBIX BHICKA3bIBAHMI Ha M3BECTHBIC TEMBI (IPO(eCCHOHANBHEIE H
OBITOBBIC);

- TOHMUMAaTh TEKCTHI Ha 0a30BBIC U HpO(i)CCCI/IOHaJ]])Hble TEMBI,

- y9acTBOBaTh B AMAJTOTax HA 3HAKOMBIE 00IIHMe U MpodecCHOHATBHBIE TEMBI;

- CTPOHTH MPOCTHIC BHICKA3BIBAHMA O cebe U 0 cBOei MpohecCHOHATEHOM NS TeNBHOCTH;

- KpaTKko 00OCHOBBIBATH U OOBSICHATH CBOU ACHCTBUS (TEKYIUE U IUITAHUPYEMBIE);

- IHCaTh MPOCTHIE CBSI3HBIC COOOLICHHS Ha 3HAKOMBIC WM HHTEpeCyIolre npodeccuoHalbHbIe TEMBL

3.3 Baaaern

OK 04. D¢ pexTnBHO B3auMO/IeiicTBOBATh U Pad0TATh B KOJLIEKTHBE M KOMaH/1e

- IpUEMaMU OPraHU3aluM PaboThl B KOIIEKTHBE U KOMaHJE.

OK 05. Ocy1ecTBJISITh YCTHYIO U MHCbMEHHYI0 KOMMYHHUKAIMIO HA TOCYIapCTBEHHOM si3bIKe Poccuiickoit
denepanuu ¢ y4eToM 0c00eHHOCTEH CONMAIBHOIO M KYJbTYPHOT0 KOHTEKCTa

- 0COOCHHOCTSMH COLMATIBHOTO U KYIbTYPHOT'O KOHTEKCTA.

OK 09. IToab3oBaTbCst NpodecCHOHANBHOM T0KYMEHTALMel Ha rocyAapcTBEHHOM M MHOCTPAHHOM fI3bIKAX
- HaBbIKAMHU YCTHOM U MMCBbMEHHOH pe4M Ha aHIIMHCKOM f3bIKE.




4. CTPYKTYPA U COJIEP’KAHME JUCIAIIMHBI (MOLY.JIsT)

Kon HaumenoBaHue pa3/iesioB U TeM /BH]L Cemect|YacoB | Komneren | JIlutepaty | [Ipumeuanu
3aHATHS 3aHATH/ p/ - pa e
Kync row
Pa3nen 1. OcHOBBI JOKYMEHTHPOBAHUS
yIpaBJIeHY€eCKOii 1eATeJIbHOCTH

11 JIOKYMEHTHPOBaHHUE YIIPABICHUYCCKON 4 4 |OK 04.; OK| JI1.1J11.2
nesTenbHoCTH. /Jlex/ 05.; OK 09 J12.1

€)!

1.2 CucreMa OpraHu3alluOHHO— PacIOPSIUTEIbLHON 4 4 |OK 04.; OK| JI1.1JI1.2
nokymenrarmu (OP) /JTex/ 05.; OK 09 J12.1

€]

13 Cocrasienue u ohopMIIeHHE OpraHH3alMOHHO— 4 4 |OK04.; OK| JI1.1J11.2
pacHoOpsANTENBHOM TOKyMEHTAIUH. 05.; OK 09 J12.1
Cocrasienue o0miero 6JaHKa OpraHu3alyy C o1
YIJIOBBIM ¥ IPOJOBHBIM BapHaHTaMHU
pacrionoxenus /I1p/

1.4 Cocrasienue U 0(hopMIICHHE YUETHOM 4 4 |OK04.; OK| JI1.1J11.2
nonutuke opranuzauuu* /Ilp/ 05.; OK 09 J2.1

€)!

15 CocrasieHnue pabo4ero miaHa CYeToB 4 2 |OK04.; OK| JI1.1J11.2
OyxranTepckoro yuera opranuzanuu™ /IIp/ 05.; OK 09 J12.1

31
1.6 JlorosopHo—TipaBoBas jokymeHranus /I1p/ 4 4 |OK 04.; OK| JI1.1JI1.2
05.; OK 09 J2.1
31

1.7 IIpoBepka nNpaBUIIBHOCTH COCTaBJIEHUS U 4 2 |OK04.; OK| JI1.1JI1.2
oopMIIeHHUS TOTOBOpa cTpaxoBaHus. [IpoBepka 05.; OK 09 JI2.1
MPaBUIILHOCTH COCTaBJICHUS U O(hOPMIICHHS €]
KpeIauTHOro aorosopa. CocraBieHne u
odopmienue nosepenHoctu /Tp/

1.8 JlokyMeHTHpOBaHUE PabOTHI C IEPCOHAIOM 4 4 |OK 04.; OK| JI1.1JI1.2
/Jex/ 05.; OK 09 J12.1

€]

1.9 Cocrasienue u 0o(hopMIICHHE 3asSBICHUS O 4 2 |OK04.; OK| JI1.1J11.2
npueme Ha pabory. CocraBieHnue 05.; OK 09 J12.1
ABrobuorpaduu, pesrome. Hcnonb3oBanue 21
maba0HoB pestome. CocTaBieHue U
odopMIICHHE TPYAOBBIX A0roBOpoB. /TIp/

Pa3nen 2. Opranu3anus cCucTeMBbI OK 04.; OK
JOKYMEHTALIHOHHOTO 00ecreYyeHusl. 05.; OK 09
21 TIpereH3nOHHO—KCKOBaAs OKyMeHTaus /JIex/ 4 4 |OK04.; OK| JI1.1J11.2
05;0K09 | JI2.1
31
Pa3nea 3. Opranuszanus 10KyMeHT0000poOTA. OK 04.; OK
05.; OK 09
3.1 Opranuzaiys paboTsl ¢ JokyMeHTamu /JIex/ 4 4 |OK 04.; OK| JI1.1JI1.2
05.; OK 09 J2.1
€]
3.2 Juddepenuuponannsiii 3auet /I1p/3auérCOLY/ 4 2 |OK04.; OK| J1.1J11.2
05.; OK 09 J2.1

€]




5 GOHT OMMEHOYHEKIX CPEICTR

5.1. ®oH OLEHOYHBIX CPEJCTB /ISl HPOBeIeHHs] IPOMEKYTOYHOI aTTecTaluu

[IpomexyTouHas aTTectanys IpoBoIuTcs B hopme anddepeHpoBaHHOrO 3a4eTa. IlepedeHb BOIPOCOB:
1. OcHoBnbie nousATus JJOY.

2. [IpuHIMIBI A€TONIPOU3BOACTBA.

3. HopmartuBHo-tipaBoBast 6a3a JJOVY.

4. ITonstue nokymenTa. Knaccudukanum 10KyMEHTOB 110 pa3IHYHBIM MPU3HAKAM.

5. O6nacts npumenerus 'OCT P. 6.30-2003 r «YaudumpoBanHas CHCTEMa OpraHU3allMOHHO-
pacnopsAUTENBHBIX JOKYMEHTOB. TpeOoBaHus K 0OPMIICHHIO TOKYMEHTOB.

6. Poib TOKYMEHTaIMOHHOTO 00CCIICUCHHMS YIIPaBICHHSI B COBPEMEHHOW OpraHn3aliyy.

7. Cranpapruzauus 1 yHUQUKAHU JOKYMEHTOB.

8. DYHKIMK TOKYMEHTOB.

9. IlonsATHe «PEKBH3UT JOKYMEHTa», BUJIbI PEKBU3UTOB: 00s3aTENbHbIE, JOOJHUTEIbHEIE.

10. bnank nokymeHTa. Bujsl OlaHKOB, X XapaKTepUCTHKA.

11. TpeGoBaHMs K U3TOTOBJICHUIO, YUETY ¥ XPAaHEHHIO IT'epOOBBIX OJIAHKOB.

12. Ocobennoctu oopmierus nokymeHTa «llomoxxenuney. [lorarne, peKBU3UTHL.

13. Pa3menieHne peKBU3UTOB Ha OaHKaX JOKYMEHTOB.

14. Tlonstue moroBopa (KOHTpakTa). Bumsl moroBopoB, ocoOeHHOCTH 0(GOPMIICHUS.

15. Haznauenue, coctaB 1 0cOOEHHOCTH OPOPMIICHHS OPTaHU3AIMOHHBIX JOKYMEHTOB.

16. Ha3naueHue, coctaB 1 0COOEHHOCTH O(OPMIICHHS PACTIOPAAUTEIBHBIX JOKYMEHTOB.

17. Ha3HaueHue, cocTaB 1 0COOEHHOCTH 0(pOpMIICHHS HH)OPMATMOHHO-CIIPABOYHBIX JOKYMEHTOB.
18. Ocobennoctu oopmiienns nokymenta «lIpukasy. [lonsTie, peKBU3UTHI, KIaCCU(PHUKALS IPUKA30B.
19. Ha3naueHue, 0cCOOEHHOCTH OOPMIICHHS TOKYMEHTa «Y CTaBy.

20. Ocobennocty oopmiteHHst TOKyMEeHTa «AKT». [IoHsATHE, pEKBU3UTHI, BUIBI AKTOB.

21. Ocobennoctu odopmienns nokymenTa «IIpotokony. [loHsTHE, PEKBU3UTHI, BUIBI IPOTOKOJIA.

22. Benenue Ae10BO# MEPEMUCKU ¢ 3apyOEKHBIMHU KoppecnoHaeHTaMu. OcoOeHHOCTH 0OPMIICHUS.
23. Ha3HaueHue 1 CIIOCOObI COCTABJICHUS JOBEPEHHOCTH. BUIIBI T0BEpeHHOCTEH.

24. loxnanHble ¥ OOBSICHUTEIbHBIC 3alIMCKHU: Ha3HAYCHHUE, CO/IEPKAHUE, COCTAB PEKBH3HUTOB.

25. TpeboBaHus, IPEOBABIIEMBIC K COCTABICHHUIO TEKCTa JOKYMEHTA, YHU(UKAINS TEKCTa, (opMa H3I0KEHH,
MpaBHJIa COCTABIICHUS.

26. CpaBku: BUIBL, opopMIICHHE.

27. Cocrasnenne u opopmiieHIe JokymeHTa «TenegoHorpamma.

28. CocraBneHne U 0(OpMIICHHUE MTPETEH3MH.

29. OneHka 3HAYUMOCTH JOKYMEHTa U CPOKU XPaHEHHUS.

30. OcobeHHOCTH TIepeiauu el B BEJIOMCTBEHHBII apXUB.

31. Ocobennocty cocTaBieHus u opopMIIeHUs JoKyMeHTa « Tenerpammay.

32. IIpuHIUIBI, KPUTEPUH LIEHHOCTH JOKYMEHTOB OPTaHM3aIMH. DKCIEPTH3a IIEHHOCTH OyMar.

33. Komnsrotepusanusa JJOY. DneKTpOHHBIH JOKYMEHT.

34. VicnonHeHue JOKYMEHTOB.

35. KoHTpoJ1b UCTIOJTHEHUS] TOKYMEHTOB.

36. Oopmirenue nokymenTa «3asBieHue». [loHIATHE, PEKBU3UTHI.

37. XpaHeHue JOKYMEHTOB B OTIEPATHBHON JEATEIBHOCTH U MX MOATOTOBKA K JUIMTEIHHOMY XPaHEHHIO.
38. Cucremaruzanusi JOKyMeHTOB. OCHOBHBIE TIPHHIUITBI YIIOPSIOYCHUS U XPAHEHUS JOKyMEHTOB.
39. JIBmkeHHe BHYTPEHHUX JIOKYMEHTOB MPEIIIPHATHSL.

40. Dranbl JBMKESHUS BXOAALIMX JOKYMEHTOB.

41. DTansl ABIKEHHUS HCXOAALINX TOKYMEHTOB.

42. Homenkiatypa aei. Haznadenue, HOpsiIOK COCTaBICHUS U 0(OpMIICHHE: TPEOOBAHUS K CONCPIKAHHUIO.
43. I'pynnupoBKa J0KyMEHTOB B jiena. OdopmiieHue aena.

44. IlepoHavanbHast 00pabOTKa JOKYMEHTOB B YUPEXKICHHUH.

45. Opranu3zanus paboThl ¢ JOKyMEHTaMH, 00paboTKa, perucTpanus H KOHTPOJIb UCIIOTHEHUS TOKYMEHTOB.
46. Opranu3zanus JOKyMEHTO000pOTa Ha NPEIIPHUATHH, YI€T JOKYMEHTOB.

47. PaccMoTpeHHE TOKYMEHTOB PyKOBOAMTENEM. MIHANBUIyabHbIE M THIIOBBIE CPOKH PACCMOTPEHHUSL.
48. lomxHOCTHBIE MHCTPYKIMH. Ha3HaueHue, MopsIoK yTBEpkKIeHUS, 0cOOCHHOCTH 0hOopMIICHHSI.
49. Tlops 10K yHUUTOXKEHHS JOKYMEHTOB C HCTEKIINM CPOKOM XPaHEHHUSL.

50. CocTtaB TOKYMEHTOB, 00ECIIEUNBAIOIINX JTOKYMEHTHPOBAaHNE paboTHI C KaJpaMu.

51. Pabota ¢ kxoH(HICHIINAIEHBIMU TOKyMEHTaMH. [IprMepHbIil mepedeHb CBEICHUI COCTaBISIONINX
KOMMEPUECKYIO TaiiHy.

52. CocraBneHue u 0pOPMIICHHE UCKOBBIX 3asBICHUH.

53. CnyxeGHoe u nenoBoe nuckMo. [lonstre, TpeboBanns k oopmieHuto. PasnoBuaHOCTH.

54. Pabota ¢ oOpalieHnsIMU TpaxaaH, e 0COOEHHOCTH.

55. Tlopsiaok odopMieHHs 0OpalIeHni TpaXkIaH B apXUB OpTaHU3AIIHH.

56. J1oroBop KyIUIH-TIPOJIAXKH.

57. SI3bIK ¥ CTUIIL 1€TI0BOM TEPENUCKH.




Kpumepuu oyenusanus:
5 GaiIoB BBICTABIISIETCS CTYJICHTaM 3a ITOJHBIM ¥ MPAaBWILHBIA OTBET HAa BCE BOIIPOCHI OMJIETA C JIOTHYECKUM
000CHOBaHHEM apryMEHTOB, B OTBETE HET OIIHOOK.
4 Gasuta BBICTaBIISIETCS CTYICHTAM, €CJIM BOIPOCH! OMIIETa PACKPBITHI MTOJHOCTBIO, HO 000CHOBAaHUS JOKa3aTeIbCTBA
HEJIOCTATOYHBI, TIPH ATOM JOIYIIECHBI BE-TPH HECYIIECTBEHHBIE OIIMOKH, HCTIPABIICHHBIE 110 TPEOOBAHUIO
IpernoaBaTens.
3 Gayuta CTaBUTCS CTYICHTaM 3a IIPaBUIILHBIN OTBET Ha BOIIPOCHI OMIIeTa, IIPH 3TOM JOIYLIeHO Ooee 0HON
OIMOKH 10 U3JT0KEHUIO (PaKTOB MK OoJiee IBYX-TPEX HEOUYETOB B OTBETE.
2 Gajuta CTaBUTCS CTYIEHTAM, €CJIH JIOIYIIeHBI CYIeCTBEHHBIC OIMOKH, IOKa3aBIINe, YTO 00yJaronuiics He
obnanaeT 00s3aTeIbHBIMHA YMEHHSMH 110 JaHHOW TeMe B IIOJIHOH Mepe.

5.2. ®oH/ OLEHOYHBIX CPeJCTB AJIsSl IPOBeJeHHs TeKyLero KOHTPOJIs

[pencrasnen B [Ipunoxxennu 1 k pabodelt mporpaMme JUCIUIUINHBL

6. YYHEBHO-METOJNYECKOE 1 TH®OPMAIIMOHHOE OBECHHEYEHUE JUCIIUIIJIMHBI (MOAY JIsI)

6.1. PexoMeHayeMasi JluTepaTypa

6.1.1. OcHOoBHas1 JIUTEpPaTypa

ABTOPBI, COCTaBUTENIN 3arnaBue H3paTenbcTBO, TOJ Konuu-Bo
JI1.1  |Kysueros, 1. H. JIOKyMeHTaIMOHHOE 00ecIIeYeH e Mockga : https://urait.ru
ynpasieHus. JJokyMeHTO000pOT W3narensctBo HOpaiit, | /bcode/49016
JICTIOTIPOU3BOJICTBO: YUCOHUK U MpakTUKyM [2022 8 -
IUISL CPEIHETO MPO(ECCHOHAIBHOTO HEorpaHuyeH
JI1.2  |doponuwna, JI. A. JIoKyMEHTaIMOHHOE OOecreueH e Mockaa : https://urait.ru
yIIpaBIeHus: YI€OHUK ¥ TPAKTHKYM JUTSI Wsznarensctio FOpaiir, | /bcode/49261
cpeanero npogeccuonaabHoro odpasosanus (2022 8 -
6.1.2. lonotHUTeTbHAN JTUTEPATYypa
ABTOPEBI, COCTaBUTENHN 3arnaBue H3patenscTBO, IO Konuu-Bo
JI2.1 |Ilysanosa H. H. JlokyMeHTalnoOHHOE 00eCcIIeueHUE Mocksa: [Opaiir, 2022 | https://urait.r
yIpaBICHUS: YYCOHUK U IPAKTUKYM JIJIsI u/bcode/4899
CIIO 85 -
HEOTpaHUYEH

HBII JOCTYII

6.2. ITepeuennb pecypcoB HHGOPMAMOHHO-TeJIEKOMMYHHKANMOHHOI ceTn ""HTepHeT"

D1  |Hayumo-o6pazoarensusiii mopran TYCYP https://edu.study.tusur.ru/publications/4875

6.3. Ilepeuensb MporpaMMHOro odecreveHust

6.3.1 [Onepaunonnas cucrema. RedOS 7.3

6.3.2 |Od¢wucHsrit maker LibreOffice

6.4 Ilepevyenb MHGOPMAIMOHHBIX CIIPABOYHBIX CHCTEM

6.4.1 |UCC «Kouncynsrantllmocy

6.4.2 |UCC «apant»

7. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE JUCIUIIJIMHBI (MOY JIST)

7.1|TTomeruenus 11 IPOBEIEHUS BCeX BUJOB paboT, MPEIyCMOTPEHHBIX YUEOHBIM IJIAHOM, YKOMIIJIEKTOBAHBI
HEOoOXOANUMOH CTeHA3UPOBAHHOI y4eOHOIT MeOeNbI0 U TEXHHIECKIMH CPECTBAMH 00yIeHHS.

8. METOANYECKHUE YKA3AHUS 1JIS1 OBYYAIOIIUXCS ITIO OCBOEHUIO JUCHIATIIMHBI

MeTOZ[H‘IeCI(I/IG YKa3aHug 10 OCBOCHUIO JUCHUIIIIMHBI HPEACTABJICHBI B HpI/IJ'IO)KeHI/II/I 2K pa60qel71 nporpamMmme
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IMpuioxenue 1

®OH/JI OEHOYHBIX CPEJICTB

OI1.04 lokymeHTanoHHOE 0O0ecnevYeHne ynpaBJieHus

1. Onucanue noka3arejeid 1 KpuTepHeB OLEHUBAHNS KOMIIETEHIIHIT HA PA3JIMYHBIX dTanax
uX (popMHUPOBaHUSI, ONUCAHHNE IKAJ OLIEHUBAHUS
1.1 Tloka3zarenu U KpUTEpUU OLICHUBAHUS KOMIICTEHITUI:

YV ]I, cocTapisaroniue [Tokazarenu Kpurepuu onienuBanus Cpenctsa
KOMIIETEHIIHUIO OILICHUBaHUSA OlLICHUBAHUS

OK-04: O¢dpexkTHBHO B3aUMOAEiCTBOBATDH U PA60TATh B KOJUIEKTHBE U KOMaH/Ie
3HaTh: C¢opmupoBaBmmecs YpoBens 3HAHMIA -| T @-30)
-[ICUXOJIOTHYECKNE  OCHOBBI | CHCTEeMATHYeCKHUe 3HAHMSA | IICUXOJIOTMYECKUX ocuo | [ (1-30)
JIEATENIbHOCTH  KOJIJIEKTHBA, | ~-TICUXOJIOTHYECKUX  OCHOB | I€ATENBHOCTH KOJIJIEKTHBA,
TICUXOJIOTMYECKUE JESTENBHOCTH KOJUIEKTHBA, | ICUXOJOTUYECKUX
O0COOCHHOCTH JIMYHOCTH; TICUXOJIOTHYECKUX 0COOCHHOCTEW JIMYHOCTH;
- OCHOBBI ITPOEKTHOU 0COOCHHOCTE! JIMYHOCTH; -OCHOB IIPOEKTHOM
JIeSITeIbHOCTH. -OCHOB MPOCKTHOM JIeSITENTbHOCTH.

JESTeIbHOCTH.
Ymern: CdopmupoBaBmuecs YpoBennb yMeHHs -| M3 (1-8)
-OpraHN30BBIBATH paboty | cucTeMaTHYecKHe yMEeHUsl | OPraHU30BBIBATD padory
KOJUIEKTUBA ¥ KOMaH/IbI; -OpPraHu30BBIBaTh  Pa0OTy | KOJJIEKTHBA W KOMAHIBL, -
-B33HMO}I€I710TBOB3TB C | KOJUDICKTUBa M KOMAaHIBI; - B3aHMOI[eI>'ICTBOBaTI) C
KOJUIETraMH, PYKOBOJICTBOM, | B3aUMO/ICHCTBOBATH ¢ | KomeramMu, pPyKOBOZICTBOM,
KITHEHTAMH B XOJI€ | KOJUIETaM¥, PYKOBOJICTBOM, | KITMEHTAMU B x0J1e
npodeccCHoHANEHON KJIMEHTaMH B xoze | npodeccroHanTbHON
JIeSITeIbHOCTH. npodeccuoHaANEHON JeSTeTbHOCTH.

JIESITENTLHOCTH.
Baapers: CdopmuporaBmuecst YpoBeHb BlajgeHHs I3 (1-8)
-IpreMaMH OpraHM3aliy | CHCTEMATHYECKHe -pUeMamMil  OpTaHU3aALUU
paboOTBl B KOJUICKTHUBE W | BJageHust paboThl B KOJUICKTHBE U
KOMaH/ie. -IpUeMaMyl  OpTaHU3alluH | KOMaH/IE.

paboTel B KOIUIEKTHBE U

KOMaH/IE.

OK-5: OcymecTBIATHh YCTHYIO M MUCbMEHHYI0 KOMMYHHMKAIIHIO HA TOCYIapCTBEHHOM fI3bIKe
Poccuiickoii Megepanuu ¢ y4eToM 0CO0EHHOCTE COLUAIBHOIO U KYJbTYPHOI0 KOHTEKCTA

3HaTh: CdopmuporaBmuecs YpoBennb 3HAHUA -| T @1-30)
-0COOCHHOCTH ~ COIIMAIBHOTO | cHcTeMaTH4YecKHe 3HaHus1 | ocobeHHocTel conmansroro | JI (1-30)
U KYJIBTYPHOTO KOHTEKCTA; -0CcOOCHHOCTEH U KYJIBbTYPHOTO KOHTEKCTA;
-IpaBuja oopmitenus | counanbHOrO U | -IpaBUI odopmieHuns
JOKYMEHTOB U TOCTPOEHHUS | KyJIbTYPHOTO KOHTEKCTa; JOKYMEHTOB U IIOCTPOCHHS
YCTHBIX COOOIICHHIA. -IIpaBUJl odopMIIEHHUS | YCTHBIX COOOTIICHUN.

JOKYMEHTOB W TIOCTPOCHHSI

YCTHBIX COOOLICHUH.
Ymern: CdopmuporaBmmuecs YpoBenb yYMeHHs -| M3 (1-8)
- IpaMOTHO u3JaraTb CBOM | cHCTeMATH4YeCKHe YMEHHsl | IPaMOTHO M3JaraTb CBOU
MBICITH u 0oOpMIISITH | -TPAMOTHO H3JIaraTh CBOM | MBICIM W OQOPMIIATH
JOKYMEHTBI no | MpIcii U OQOPMIIATH | JOKYMEHTHI o
npodeccuoHanbHON JOKYMEHTBI 1o | npogeccuoHaNbHON
TEeMaTHKe Ha | mpodeccroHaIbHOM TEMaTHKe Ha




TOCY/IapCTBCHHOM SI3bIKE;
-IIPOSIBJIATH TOJIEPAHTHOCTh B
pabodueM KOJUIEKTHBE.

TEMaTHKE
TOCY/IapCTBEHHOM SI3BIKE;
-TIPOSIBJIATH TOJIEPAHTHOCTH
B pab0o4eM KOJIJICKTHBE.

Ha

rOCY/IapCTBCHHOM SI3BIKC;
-TIPOSIBJISITh  TOJIEPAHTHOCTh
B paboYeM KOJUICKTHBE.

Baanernb:

- 0COOEHHOCTIMH
COIMANTLHOTO ¥ KYJIETYPHOTO
KOHTEKCTA.

CdopmupoBaBuuecs
CHCTEeMATHYEeCKHe
BJajIeHNs

-0COOCHHOCTSMH
COIMATIHLHOTO "

YpoBeHsb BiaajgeHus
-0COOEHHOCTAMU
COIMAJIHLHOTO "
KYJIbTYPHOTO KOHTEKCTA.

KYJBTYPHOI'O KOHTEKCTA.

113 (1-8)

OK-9: Iosb30BaThCA NpoeccHOHATBLHOI JOKYMEHTAI[MEeH HA rOCYIapCTBEHHOM W HHOCTPAHHOM

I3BIKAX
3HaThb: CdopmupoBaBiuecs YpoBeHb 3HaAHMIT T (1-30)
- IpaBUJIa IOCTPOCHUS cucTeMaTH4YecKue 3HaHus |- MpaBUII noctpoenusi| I (1-30)
MPOCTBIX H CIIOKHBIX - IPaBUJI TOCTPOCHUS [POCTHIX u CIIO’KHBIX
NPE/NIOKCHUN Ha [TPOCTHIX M CIIOKHBIX MPeI0KCHUN HA
npodecCHOHANBHBIC TEMBI;  [IPEJIOKSHUN Ha podeccnoHanbHbIC TEMBL;

-OCHOBHEIE podeccHOHANBHBIC TEMBL;  |-OCHOBHBIX

o0meynoTpeOnuTeNbHbIE -OCHOBHBIX 001IeymoTpeOnTeNbHEIE

riaroisl (ObITOBas U 00IIeynoTpeOnTENbHEIC [JIar OBl (ObrTOBas u
npoecCuoHaIbHAS r1arossl (ObITOBas U pohecCHOHAIbHAS JICKCHKA);

JIEKCHKA); podeccnonaIbHast TIEKCUKA); |-IEKCHIECKOTO0  MHUHHMYMa,
-TICKCUYECKHI MUHUMYM, -ICKCHUECKOT0 MUHUMYMa,  |OTHOCSIIIUACS K  OIMUCAHUIO]
OTHOCSIIIIUMCS K OITMCAaHHIO OTHOCSILIMUCS K OMCAHUIO  [[IPEIMETOB, CpEeICTB 7|
MPEJMETOB, CPE/ICTB H [IpeMETOB, CPEACTB pOoIIeCCOB

MPOIIECCOB [TPOIIECCOB MpodecCHOHANTEHON

npoheCCUOHATBHOMN podeccuoHambHON e TEIIbHOCTH;

JeSITeTbHOCTH; NesITebHOCTY; -0COOCHHOCTH

-0COOCHHOCTH -0COOCHHOCTH MTPOM3HOIIICHHS,

MIPOU3HOIICHHUSI; TPOU3HOIICHUS; -IPaBHJ ~ YTCHUS  TEKCTOB

-IIpaBUJjia YTCHUA TCKCTOB -[IpaBUJI YTCHUA TCEKCTOB| HpOd)eCCHOHaHBHOﬁ

npohecCHOHATBHOMN rpodeccnoHambHON HATIPaBICHHOCTH.

HAMpPaBJICHHOCTH. HATPABICHHOCTH.

Ymern: CdopmuporaBmmecs YpoBeHb ymeHus - 3 (1-8)

- IOHUMATDL OOIIMH CMBICIT
YETKO MPOU3HECEHHBIX
BBICKA3bIBAaHHI HA U3BECTHBIC
TeMBI (IPOoeCCHOHATTLHBIC H
OBITOBBIE), TOHUMAThH TEKCTHI
Ha 0a30BbIC
npo¢eCCHOHANBHBIC TEMBI;
-y4acTBOBATh B JJUAJIOTAX HA
3HaKOMbIe 0O0IIHe U
npodeCcCUOHATBLHBIE TEMBI; -
CTPOUTH MPOCTHIC
BBICKa3bIBaHHs O ceOe U 0
cBoeil rpodeccnoHaIbHON
JIeSTEIIbHOCTH;

-KpaTKo 00OCHOBBIBATh H
OOBSCHUTH CBOM JICHCTBUS
(Tekylue u IIaHUpyEMBbIE);
-IIACATh TPOCTHIC CBSI3HBIC
COOOIICHUS Ha 3HAKOMBIE
WA UHTEPECYIOIINe
nmpodecCruoHaTbHBIE TEMEI.

CHCTeMAaTHYeCKHe YMEHUs
- IOHUMAaTb OOIIMI CMBICII
4ETKO MPOU3HECCHHBIX
BBICKAa3bIBAHHI HA U3BECTHBIC
TeMbl (TPO(GECCHOHAIBHBIE U
OBITOBBIC), TOHUMATh TEKCTHI
Ha 0a30BbIC
podeccruoHaIbHBIC TEMBI,
-y4acTBOBaTh B TUAJIOrax Ha
3HAKOMBIC O0IIIHE 1
podeccruoHaIbHBIC TEMBI; -
CTPOUTH MPOCTHIC
BBICKa3bIBAaHUS O ce0Oe 1 0
CBOCi MpohecCHOHANTBHOMN
e TeIbHOCTH;

-KpaTKO OOOCHOBBIBATH U
O00BSICHUTH CBOU JICHCTBHS
(TeKyIme U TIaHNuPYEeMBIE);

-IIICaTh TPOCTBIC  CBS3HBIC
COOOIIEHNS HA 3HAKOMBIE WU
MHTEPECYIONIHE

podeccruoHaIbHBIC TEMBI.

[TOHMMATh OOLIMIT CMBICIT
YETKO MTPOU3HECCHHBIX
BBICKa3bIBAHHUI HA U3BECTHBIC
TeMbI (TIpoheCCHOHATBHEIC H
OBITOBBIC), TOHUMATh TEKCTHI
Ha 0a30BbIC
podecCHOHANBHBIC TEMBIL;
-y4acTBOBaTh B TUAJIOTAX Ha
3HaKOMBbIE O0IIHE U
MpodeCcCHOHATBHBIC TEMBI; -
CTPOUTH MPOCTHIC
BBICKA3bIBAHHS O ceOe 1 0
cBOCH MpodeccrnoHaIbHON
e TEIIEHOCTH;

-KpaTKo 00OOCHOBBIBATH U
OOBSCHUTH CBOM JICHCTBUS
(TeKyIue U IIaHUpyeMBbIe);
-IIUCATh TPOCTHIC CBSI3HBIC
COOOTIIEHNS Ha 3HAKOMBIE FITH
MHTEPECYOIIre
po(heCCHOHAIbHBIC TEMBI.




Baanern: CdopmupoBaBmmecs YpoBeHb BiIafieHUs! 3 (1-8)
- HaBBIKAMH YCTHOH W |[cMCTeMaTH4yecKHe BJIa/IeHHs |- HABBIKAMH YCTHOU U
MUCHbMEHHOU peun Ha [~ HaBbIKaMM YCTHOM  M|IMCBMEHHOM peud Ha
AHTTIUHCKOM f3BIKE. MCEMEHHON peun HAJaHTJINIICKOM SI3BIKE.
QHTJIUIICKOM SI3BIKE.

113 — npaxmuueckue 3a0anus, T — mecmossie 3a0anus, /] - 00Kk1a0bl

2 TunoBble KOHTPOJBbHbIE 3aJaHUSI WJIH MHbIe MaTepPHAJbI, HeOOX0AUMBbIE /ISl OLEHKH 3HAHMIA,
yMeHHUii, HABBIKOB H (WJIH) ONbITA [ESITEJbHOCTH, XapaKTepPU3YIOLIUX 3Tanbl (OPMHUPOBAHUS
KOMIETEHINI B Mpolecce 0CBOEeHUsI 00Pa30BaTeIbHOI POrpaMMbl

IIpakTuyeckune 3aganus
3aganue Ne 1

1. Odopmuts 3asBieHHE Kaccupa 3aBoaa «CBeT» ¢ Mpoch0OW MPEeAOCTaBUTh YUEHHUUECKHH OTIYCK C
06.03.20  mo 18.03.20  OpoAomKUTENbHOCTHIO 13 KalleHOapHBIX JHEW Ha OCHOBAaHUM CIPABKU —
BbI30Ba Ne 5655 ot 01.03.20 . ®.1.0. xaccupa MBanosa Mpuna [lerpoBHa.

2. OdopMuTs TmpUKa3 MO JTUYHOMY COCTaBy Ha OCHOBe daHHBIX 3amanms Ne 1. Ilpukaz Ne 65k or
05.03.20__ «O nmpenocTaBIeHUU YYEHUYECKOTO OTIyCKa» Kaccupy 3aBoaa M.I1. UsanoBHoii ¢ 06.03.20
mo 18.03.20  mponomKuTeNnbHOCTHIO 13 KajdeHJapHbIX JHEW Ha OCHOBaHMH CIpaBKHU-BbI30Ba Ne 5655 ot
01.03.20  wu 3asBmenus kaccupa W.II. MBanosHOi#l. IIpocTaBuTh BH3Yy cOTJacOBaHWS HadYabHUKA
otnena kaapoB O.A. CepreeBoil 1 OTMETKY 00 03HAKOMJICHUH ¢ TTpuKa3oM VIBaHOBOM.

3. Odopmuts I[lpukaz o pexume paOOTBl KOHKPETHON OpraHu3alvu. YKa3aThb pPEKUM pPabOThI
OpraHu3ally, IEPEPhIBA, BEIXOAHbBIE THU U JPYTUe PEKBU3UTHI JOKYMEHTA.

3aganue Ne2

1. Odopmuts OQUIHMANTBHBIA YITIOBOM OJIaHK KOHKPETHOW OpraHW3alid. YKa3aTb PEKBH3HTHI:
OMOneMy KOMIIaHWHM, HauMEHOBaHME opranmsanuu «Bosx», aapec: 346506 PocroBckoii obnacty, T.
Maxtser, yn. Camoass oduc Ne 6, ten. 8(863)-35-777-66-66, daxc: 35-777-66-66, e-mail: voyage@.ru,
OKIIO 55110077, OI'PH 8631270472136, UHH/KIIII 5890992745/782544016.

2. Odopmuts opuIHMaTIbHBIA MPOAOIBHBIN OaHK KOHKPETHOH OpraHM3aliy. YKa3aTb PEKBU3HUTHI:
OMOneMy KOMIIaHWH, HAMMEHOBaHUe opranu3anuu «ConHbImkoy», aapec: 344006 PocroBckoii obnactuy,
r. PocroB-na-Jlony, yi. l-as Jlunus, a1.5 xkopryc 3, ten. 8(863)-223-34-05-12, e-mail: solnechko@.ru,

OKIIO , O'PH , MHH/KIIITT /
3aganmne Ne3
1. Hcnonb3ys mabinoHbl, 00pasiibl KPEIUTHOTO JOTOBOPA COCTABUTh KPEUTHBIN JIOTOBOD.

3aemiuk OO0 «Beptukanb», Kpeaurop AO «CoOepbank», cymma kpeaura 1200000 pyO., nporeHTHas
craBka 23,5%, cpok npeaocTaBleHUs KpeauTa 3 roja.

2. COCTaBI/ITB JIOBepeHHOCTI) Ha BBI)IaT-Iy ,ZIOKyMeHTOB, yKa)KI/ITe HaCHOpTHBIe JaHHBIC, I‘pa)l(llaHCTBO,
MECTO KHUTEIHCTBA CTOPOH, JIaTy COCTABIIEHUS U CPOK JOBEPECHHOCTH.

3aganune Ned

1. CocTaBbTe CTPYKTYpYy KOHTpakKTa (JIOrOBOpa). YKaXUTe, KaKHe yCIOBHsS KOHTPAKTa MOTYT OBITh

N3MCHCHBI B XOJA€  HCIIOJIHCHHA  KOHTpPAKTa, n  HU3MCHCHHC KaKux yCJIOBI/Iﬁ 3arpeuiCHoO
3aKOHOAATCIILCTBOM O3aKYyIIKaXx.



mailto:voyage@.ru

2. Kakue pricku MOTYT BO3HHMKATh IPH 3aKyNKe W MPH UCTIOIHEHWW KOHTPAKTa y 3aKa3uuka U Y
y9acTHUKA 3aKynmkd (TIOCTaBIIWKA, WCIONHUTENA, noapsmunka). [IpogymaiiTe Mepbl, KOTOpHIe
HEOO0XO0MMO TPSAIPUHATH IS IPEIOTBPAIICHHS STHX PUCKOB.

3. Hanuiure anroputM KUCIONHEHUS] KOHTPAKTA, UCIOJIb3YS HOPMBI JECHCTBYIOIIETO POCCUHCKOTO
3aKOHOAATETHCTBA.
4, HazoBuTe, kakoif opraH ynoJHOMOYEH Ha BeJeHHE KOHTPAkTOB. COCTaBhTE KPATKUN aITOPUTM

BEJICHUSI peecTpa KOHTPAKTOB C YKa3aHHEM CPOKOB M CTOPOH, OTBETCTBEHHBIX 3a T€ WJIU HHBIC IEHCTBUSL.
3apanne Ne5

1. CocTaBuTh 3asiBJIICHUE O IpueMe Ha padoTy.

HcnomHuTh HEOOXOAMMEIE BU3HI Ha 3asBIICHUH. HallOXKUTE PE30IIONNI0 PyKOBOJAUTENS MPEITPHUATHS Ha
3asiBJICHUE.

2. CocraButh npodeccuoHaIbHOE pe3loMe MEeHeKepa Mo MpoJakaM.

3. CocTaBUTh MpHKa3 O 3a4YMCICHUH Ha pabOTy B COOTBETCTBYIOIIEE OJIpa3/ieiIeHre, C ONPEAEICHHOTO
YHUCIIa, C OTPEIETICHHBIM HCTBITATEIFHBIM CPOKOM, C YCTAaHOBIIEHHEM YPOBHS OIUIATHI TPYJa COTJIACHO
JIUYHOMY 3asBJICHHIO, BU3aM U PE30JIIOIUN Ha HEM U TPYJIOBOMY JIOTOBODY.

4. CocTaBUTh XapaKTEPUCTUKY paOOTHHUKA.

3aganmne Ne6

1. CocraBbTe WH(MDOPMAIMOHHOE MHCHMO O TPOAAXe YaCTHBIM M TOCYAAPCTBEHHBIM MPEIIPUATHIM
NEPCOHAJIBHBIX KOMIIBIOTEPOB I10 ILOFOBOpHOfI CTOMMOCTH U O BO3MOXHOCTU NPHHHUMATL 3aKa3bl Ha
COCTaBJICHHE MTPOrPaMM.

2. CocTaBpTe MHCHMO-TIPUTJIANICHIE OPraHU3AMOHHOTO KOMHUTEeTa «BepTomnmeHTp» ¢ mpemiokeHneM
MOCETUTh MEXITYHAPOIHYIO CIEIUAIM3UPOBAHHYIO BBICTaBKY «DKOHOMHS MaTepHUANBHBIX M TOILIMBHO-
OQHEPTCTUYCCKUX PECYPCOB B CTPOUTCILCTBE U HNPOMBIINIJICHHOCTH. BricTaBka IMPOXOOUT B ITaBUJILOHC
BBICTABOYHOI'0 KOMILIEKca B T. PocToBe - Ha - [loHy.

3. CocraButh OJaromapcTBEHHOE MHUCHMO 32 IUIOJOTBOPHOE COTPYJHHUYECTBO W BKJIAJ B Pa3BUTHE
OpraHu3alyy.

3aganne Ne7

1. CocTtaBbTe MPETEH3HMIO O HEBBITOIHEHUH 0053aTENILCTB B BUJIC IOPUIMUECKHIX YCIIYT.
HoroBop Ne 66-16 (manee — [loroBop) Ha OKa3aHHE HOPUAWYECKUX YCIOyr (IIPeIMETOM JOoroBopa -
noiyueHue JIMIeH3un Ha JesITeNbHOCTh B 00J1aCTH MOXKapHOH 0e301acHOCTH, JIMIEH3UpYeMoi | TaBHbIM
VYnpasnenuem MUYC Poccun 1o BBIOpaHHBIM BHJIAM JICATENFHOCTH COTJIACHO KJIACCH(DUKATOPY M
npmwioxeHus: Nel x Jlorosopy). Ot ceHTsa0pst 202 1. YKaxXuTE CTOMMOCTH ycIyT 1o JJorosopy
cocTaBuiIa ( ThICSY) pyOneit. Ha ocHoBanuu 1. 5.2.1.10r0BOpa OBIIIA TIPOM3BECHA
omiara B BHJAE aBaHca (YKaXUTE CyMMY aBaHCa ( TBICSIY) pyOJeit, 4To
MOJTBEpKAaeTCA TAaTeXKHBIM TopydeHnueM Ne 54 ot . .20 r. CormacHo 1. 5.2.2. JloroBopa
OBIJIO HCIIOJIHEHO MOpydYeHHe 00 yIuiaTe TOCHOIUIMHBI B pa3Mepe ( ) pyOueii B
I'maBHoe ympasnenne MUC Poccun, 4TO NOATBEp)KIAeTCS IUIATEXKHBIM mopydeHnem Ne 71 ot
.20 r.
Ykaxure, 4TO BCe 3alpaliuBaeMble JOKYMEHTBI ObIIIM IPECTABICHBI B TIOJIHOM 00bEME U BOBPEMS.
2. CocrtaBbTe MPETEH3UIO MPU OOHAPYKEHUWH B TOBape HEIOCTAaTKOB, YUMTHIBAs, YTO MPOLUIO HE
Oomnee 15 mueit co aHa mokynku. Toap mpuoOpereH B OO0 «DyHTHK» HA cymMMy 25 ThICc. pyOieit.
Vxkaxure kakumu crathsiMu O3 «O 3ammre TpaB mnotpeOHTENel» BbI PYKOBOJCTBYETECh, MpPHU
COCTaBJICHUH MTPETEH3HU.

3aganne Ne§

1.0¢opMUTB XypHaI yueTa BXOAIIINX JOKYMEHTOB /i1l Bameid opranuzauuu:

HOMep jokymeHTa 171/-3; cpok ucmomnenus 27.12 202 ; ucnomnutens Ceprees; aara JOKYMEHTa
18.12.202  ; wucxomsmmii Ne 1-2/82; amtop-ornpaButens OOO «Opay»; KpaTKoe CcoJepKaHue
(3aronoBok) narta moctyruieHust Jokymenta 21.12.202 o cokpamenun nocrasok THT 22.12.202__;
noAnuch ucronHuTens Ceprees.



2.0opMuTh KypHaT ydera UcXxoasmux AokyMeHToB: Ne m/m 152 153; ucnonnutens PasuH; kpaTkoe
cojiepkanue nata jgokymenrta 21.12.202 o npenormnare mo kouTpakty Ne 88/117 22.12.202 _; anpecar
(xomy) OOO «ITunmot»; Ne nena 4-7.

Kputepun ouennBanus:

- 5 GaJTOB BBICTABIIAETCS, €CIIH MPABMIIbHBIE OTBETHI NaHBI Ha 85-100% mpakTHyeckux 3agaHnuid

- 4 Gayu1a BBICTABJISICTCS CTYACHTY, €CJIM MTPABWILHBIC OTBETHI JJaHbI Ha 65-84% NMpakTHYSCKUX 33 aHUi

- 3 Gaju1a BBICTABJISICTCS CTYACHTY, €CJIM MIPABIILHBIC OTBETHI JaHbl Ha 50-64% nmpakTHYECKUX 3aJaHMi

- 2 Oama BBICTaBISIETCS CTYACHTY, €CH TPaBHIbHBIE OTBETH JaHbl Ha MeHee 50% MpakTHUECKHUX

3aJaHuH.

TecToBBIC 3a7aHUA:

1. JlokyMeHTHpOBaHHE — 3TO:

a) MpUJaHNe IOPUANICCKON CHITBI IPUHATOMY YIPABICHYECKOMY PEIICHHIO C TIOMOIIBIO JOKYMEHTOB;

0) 3amKch B COOTBETCTBUU C 3aKOHOAATEIILCTBOM;

B) CO3JaHHE JOKYMCHTOB, T.C. 3alUCh 1O YCTaHOBJICHHBIM (OpMaM HEOOXOAMMOW IJisi YIpaBICHUS
WHPOPMAIUH.

2. JoxyMeHTarnmoHHOe o0ecTieueHre YIpaBIeHHs — 3TO:

a) OTpacib JeATEIbHOCTH, OO0ecleunBaIoias JOKYMEHTHPOBAHHWE U OpraHu3aluio paboThl C
oduLMaNBEHBIME JOKYMEHTAMU;

0) mpueM u 00pabOTKa JOKYMEHTOB, HEOOXOAMMBIX IJsl TPHHATHS YIPABICHYCCKUX DPEIICHUH U
peanu3anyy ynpaBieHYeCKuX GyHKIU;

B) 3aIHCh IO YCTaHOBJICHHBIM (hopMaM HH(pOpMannu, HEOOXOIMMON MO peann3anuy YIpaBIeHIECKIX
peLieHui.

3. OmnpexesneHne TEpMUHA «TOKYMEHT»:

a) 3aUKCHUpOBaHHAs Ha MaTEPHAJIbHOM HOCHUTENEC MH(OpManMs C PEKBH3UTaMHM, MO3BOJISIOIIMMH €€
UACHTH(PUIUPOBATS;

0) cpeAcTBO 3aKpeIUICHHs] pa3lWYHbIM CIOCOOOM Ha CIEUUAJbHOM MAaTepUalbHOM HOCHTENe
uHpOpMaIuK 00 YIpaBIeHYECKHX PEIICHHUSX;

B) MaTepUaJIbHBIN OOBEKT ¢ 3ameyarieHHon nH(opMarmei.

4. CornacHo TpeboBanusM, ycraHoBiaeHHBIM B 'OCT P 6.30-2003, kaxnoe npeanpustue ods3aHo
NPUMEHSTS!

a) oOmuit OaHK, OJIaHK MpHUKa3a, OJTAHKW KOHKPETHBIX BUAOB JOKYMEHTOB;

0) OnaHK npeanpusATHs, OTaHK MHCbMA, OJIAHKY KOHKPETHBIX JOJKHOCTHBIX JIHUII,

B) OaHK mricbMa, oOminii OaHK, O1aHKW KOHKPETHBIX BUJIOB JIOKYMEHTOB.

5. ®opmysip-obpasen; OpraHu3aOHHO-PACIOPSIINTEILHOIO JOKYMEHTA MPEICTABIISIET COOOH:

a) MakeT OJIaHKa JIOKYMEHTA, MTOJITOTOBIEHHOTO K M3JIaHUIO THIIOTPA(CKUM CIIOCOO0M;

0) obpaszery O1aHKa TOKYMEHTA,

B) CXEMY PAcIIONI0KEHUS PEKBU3UTOB OPraHU3aIlMOHHO-PACTIOPSAUTEIHHOTO JOKYMEHTA;

r) oOpa3er] KOHKPETHOTO BH/Ia OpTraHU3allMOHHO-PAaCIOPSAUTEIHHOTO JOKYMEHTA.

6. B xakoM BapuaHTe OTBETa MPABHIBHO Ha3BaHBI PEKBU3UTHI OOIIEro OlaHKa:

a) HaMMEHOBaHHME OpraHM3alluy, SMOJieMa OpraHHW3allii WM TOBapHBIM 3HAK, HAMMEHOBaHWE BHJA
nmokymenta, OI'PH, MHH/KIIII, 3aroioBox K TEKCTY, aJipecar;

0) HaMMEHOBaHME OpraHM3allMd, MECTO JJs BUAAa JAOKYMEHTa, JaTa, PETUCTPALMOHHBIA HOMEp
JIOKyMEHTa, MECTO COCTaBJICHHUS;

B) HaMMEHOBaHWE opraHuszanuu, konx opranusanuu, OI'PH, WMHH/KIIII, cnpaBounsie maHHBIE 00
OpraHM3aIlly, 1aTa, PETUCTPALMOHHBIN HOMEp, CChUIKA Ha PErUCTPAIIMOHHBIA HOMED U AaTy TOKYMEHTa.
7. Hymepanus cTpaHHL JOKyMEHTa IPOU3BOAMUTCS:



a) 10 IEHTPY HIDKHETo MOJIs;

0) B MpaBOM HIKHEM YTUIY TOKYMCHTA;

B) TI0 IICHTPY BEPXHETO TOJIs;

T) B IPAaBOM BEPXHEM YTy JTOKYMEHTA.

8. PexBU3UT TOKyMEHTA — 3TO:

a) pupMeHHBIN ONaHK;

0) OCHOBHAs 9aCTh TIOKyMEHTA;

B) €r0 OTAETbHAS YaCTh.

9. Kakwue crmoco6sr ohopMIIeHHs JaThl B JOKyMEHTaX SBISIOTCS PaBUIHLHBIMU?

a) 05.02.07. 1) 5 deBpanst 2007 1.
0) 05.02.2007 r. e) 07.02.05
B) 05 deBpamnsa 2007 1. x) 05 despans 2007

r) 2007.02.05

10. O0s3aTeTbHOMY YTBEPKACHUIO TOJJICIKAT:
a) TIPHUKa3HI;

0) ciryxeOHbIE 3aIMCKH;

B) KOHTPAKTHI;

T) MITaTHOE PacIHCaHuE;

) TapaHTUIHBIE TTHCHMA.

11. ABTOpOM CiTy’k€0HOT0 THChbMa SBIISAETCS:

a) JOJDKHOCTHOE JIMLO, HOANKCABILEE JOKYMEHT;

0) UCTIOTHUTENb, COCTABUBIINN TOKYMEHT;

B) OpraHu3aiys, 0T UMEHU KOTOPOH OTIPABISETCS TUCHMO.

12. Ha xakoM ciry>ke0HOM MTUChME MPOCTABIISIETCS CChIIKA HA HOMEP U JaTy JTOKyMEHTa!
a) TapaHTHITHOM;

0) COPOBOIUTENHLHOM;

B) OTBETHOM,;

I') HUUPKYJISIPHOM;

Il) Ha BCEX MUChMaXx.

13. Uto siBiIsieTCs 1aTOM MpOTOKOJIA:
a) Jara MOAMUCAHYS;

0) maTta 3acemaHus;

B) JIaTa peruCTPaIlnY.

14. OTMeTKa 0 KOHTPOJIE IPOCTABIISIETCS HA JOKYMEHTE:
a) Ha BEpXHEM I10JI€ B [IPaBOM YTIIy;

0) Ha HIDKHEM I10JI€ B IPABOM YTIIY;

B) Ha JIEBOM IIOJIE;

T') POU3BOJIBHO.

15. PexkBusut «l[loamuce» Ha JOKYMEHTAX, MOJIMUCHIBAEMBIX JIBYMs JOJDKHOCTHBIMH JIMIIAMH OJIHOTO
YPOBHS, 0(OPMIISETCS:

a) B JIBa psiJia Ha OJTHOM YPOBHE;

0) o1HA MOAIUCH TIOJT APYTOH;

B) 110 OJTHOM MOJITKUCH B JJBOMHOM KOJIMUECTBE IK3EMIUIIPOB JOKYMEHTA.

16. B pe3ynbTare pacCMOTPEHUs PYKOBOUTEIIEM BXOJISIIETO JOKYMEHTA Ha HEM MOSIBIISICTCSL:
a) TIOJIITUCE;

0) pe3omtornus;

B) BH3a.

17. Pe3omtonius mpoCTaBIsieTCst:



a) B IPaBOM BEPXHEM YTIIY;

0) Ha MOJISIX TOKYMEHTA,

B) Ha JTFOOOM CBOOOJTHOM MECTE JIOKYMEHTa, KpOME ITOJICH;
T) o pekBu3nuToM «Iloamucey.

18. Kaxkoii pekBH3HUT HE BXOAUT B GOPMYJIISIp MPHUKa3a 0 OCHOBHOMN JEATEITHHOCTH:
a) Ha3BaHHE OpPraHU3aluy;

0) BU TOKyMEHTA;

B) MECTO M3IaHWS,

T) azgpecar;

[T) 3arOJIOBOK K TEKCTY.

19. JlokyMEHTOOOOPOT YUPEKJACHUS PECaTH3yETCs B BUJIC JOKYMEHTOTIOTOKOB:
a) BHCIITHUE, BHYTPCHHHUC;

0) odunmansHbIC, TUIHEIC;

B) HH()OPMAITMOHHEIE, PACTIOPSIUTEIHHBIC,

T') 110 OCHOBHOM JIEATEIILHOCTH, 110 JITYHOMY COCTAaBY;

J) BXOJISIIHE, UCXOISIIUE, BHYTPEHHHUE.

20. Kakye 1OKyMEHTHI SBISIOTCS PaCOPAAUTEIbHBIMU:

a) JOJDKHOCTHASI MHCTPYKIMSA, IPUKA3, pellieHNe, YKa3aHue, YIpeIUTeIbHbINH JOrOBOp (KOHTPAKT);
0) mpuKas, pelnieHne, ykazanue, IOCTAaHOBJICHHE, PACTIOPsKEHNE;

B) pelleHue, ToroBop (KOHTPAKT), yKazaHue, IpUKa3, MPOTOKOJI, pacIiOpsKEHHE.

21. Kakue 1OKyMEHTHI SIBISIFOTCSI OpraHU3alMOHHBIMHU:

a) ycTaB, MTOJIOKEHUE, HHCTPYKIUS, CTPYKTYpa U IITaTHas YUCIEHHOCTh, ITATHOE paclucaHue, MpaBuia;
0) ycraB, OJOKEHHE, IPOTOKOJI, IOCTAHOBJIEHHE, [IPaBHJIa, INTATHOE PACIHCAHUE, 10TOBOP (KOHTPAKT);
B) yCTaB, IIOJIOKEHHE, MHCTPYKLMS, IITATHOE pacliCaHKe, IpaBuia, IpUKa3, 10roBop (KOHTPAKT).

22. Bxoasmuii JOKYMEHT POXOAUT CIIeIYOIIE ATaIbl 00padOTKH:

a) COCTaBJICHHE IIPOEKTa — COIIacoBaHue — 0(OpMIICHHE — MTOJIMCAHNE — PETUCTPALUS — UCTIOJIHEHHUE —
HaInpasJICHHE B JIEI0;

0) npuem — nepBrYHas 00padoTKa — MpeIBAPUTENILHOE PACCMOTPEHNE — PACCMOTPEHHE PYKOBOAUTENEM —
UCIIOJIHEHHE — HAlIPaBJICHUE B JI€JI0;

B) COCTaBJIEHHE MPOEKTa — COTJacoBaHue — ohOpMIIEHHE — ITOMICAaHUE — PETUCTPALs — UCIIOJIHEHHE —
OTIIPABIICHUE;

T) pHeM — MepBUYHAas 00padoTKa — MpeBapUTENbHOE PACCMOTPEHHE — PETUCTPAIUS — PACCMOTPEHUE
PYKOBOJMTENIEM — UCIIOJTHEHUE — HAIIPABJICHUE B JIEJIO;

1) opopmMIIeHHE JOKYMEHTOB — MOJIHCAaHUE — PETUCTPALIUS — COTIIaCOBAHUE — YTBEP)KACHHE — OTIPABKA.

23. Ucxoasamumii JOKYMEHT MTPOXOUT CIETYIOIINE 3Talbl 00paboTKu:

a) COCTaBIICHUE MTPOCKTA — COrIacoBaHUe — 0(hOPMIICHHE — MOJIMHCAHNE — PETUCTPALIUSA — UCTIOJIHEHHUE —
HaIpaBJICHUE B JICIIO;

0) mpueM — mepBoHayalibHas 00pabOTKa — MPEABAPUTEIILHOE PACCMOTPEHHUE — PaCCMOTPECHHE
PYKOBOJUTENIEM — UCTIOTHEHUE — HAITPABJICHUE B JIEIIO;

B) COCTaBJICHUE MIPOCKTa — COrIacOBaHHE — O(DOPMIICHHE — TONMCAHNUE — PETUCTPAIUS — UCIIOJTHCHHUE —
OTIIPaBKa;

r) oopMIICHHE TOKYMEHTa — MOMMCAaHNE — PETUCTPAIUS — COTIIACOBAHHUE — YTBEPKACHHUE — OTIIPABKA.

24. BHyTpeHHUI JOKYMEHT MPOXOMT CIIEIYIOIIUE TAIBl 00pPaOOTKH:

a) COCTaBJICHUE IIPOEKTa — COIVIacOBaHUE — O(hOPMIICHHE — MOJIIMCAHNE — PETUCTPALIUS — UCIIOJIHEHUE —
HaIpaBJIEHUE B JIEIIO;

0) mpuem — mepBOHadaibHas o0OpaboTKa — TPEIBAPUTENILHOE PACCMOTPEHHE — PAacCMOTPEHHE
PYKOBOJUTENIEM — UCIIOJHEHUE — HAIIPABJIEHUE B JIEJIO;

B) COCTaBJIEHUE MIPOEKTa — COTJIACOBaHUE — OPOPMIICHHE — MOAMUCAHUE — PETUCTPALIUS — OTIPABKA,;

r) mpueM — TMepBOHa4YalbHasg o00pabOTKa — MpeIBapUTEIbHOE PACCMOTPEHHE — PErucTpanmus —
paccMOTpeHUe PYKOBOJUTENIEM — UCIIOJIHEHNE — HAIIPABJIECHUE B JIEJI0;



1) oopMIIeHHE IOKYMEHTA — ITO/IITUCAHNE — PETUCTPAIINS — COTIIACOBAHHE — YTBEPXKJICHUE — OTITPaBKa.

25. OcHOBaHME U3AAaHUS MPHUKA3a 0 OCHOBHOM JAEATEIbHOCTH CONCPKHUTCS:
a) B 3arOJIOBKE;

0) B KOHCTaTHUPYIOMIEH YacTH TEKCTa,

B) B IPHJIAracMbIX IOKYMEHTAX;

T') B PaCOPSIUTEIbHON YaCTH TEKCTa MPUKa3a.

26. OcHOBaHME W3/IaHuUs TpUKa3a 00 YBOJbHEHUH COTPYAHHUKA (PUPMBI COIEPIKUTCS:
a) B 3arOJIOBKE;

0) B KOHCTaTUPYIOILEH YacTH MPHKa3a,

B) B ITO3UIINHU TekcTa «OCHOBaHHUEY;

T) B IPHJIAraeMbIX JOKYMCHTAX;

1) B pacTOPsIIMTEIILHON YacTH TEKCTA MPUKa3a.

27. Cpoku XpaHEHUs JOKYMEHTOB MOTYT YCTaHABJINUBATH:

a) PYKOBOJHTENb OPTaHU3alINY;

0) 3aBeyrOINi BEAOMCTBEHHBIM apXHBOM;

B) HauaNbHUK cIyx0b1 JJOVY;

T') SKCTIEPTHO-TIPOBEPOYHBIE KOMHCCHH APXHUBHBIX YUPESKIACHUH.

28. HomeHnknaTypa aen — 3To:

a) CIIUCOK CTPYKTYPHBIX TOApa3AeieHnil pupmsr;

0) criucok Jient (PUPMBI ¢ YKa3aHUEM CPOKOB XpaHEHUS;
B) CIIHCOK JIeJ, TIEPEIaBacMbIX B apXUB.

29. HomenkmnaTypa Jies OpraHu3alidy MOIJICKHUT MePEyTBEPKICHHUIO:

a) KaXJbIH TO;

0) pa3 B 1Ba rofa;

B) pa3 B TPH rojia;

r) pa3 B mATh JeT (B ciydae, €Clid CTPYKTypa W (DYHKIHMH OpraHU3allMd KOPEHHBIM 00pa3oM He
M3MCHSIIHCH ).

30. KakuM u3 nepeyrciIeHHBIX HOPMAaTUBHBIX aKTOB PYKOBOJICTBYeTCS ciyxo0a JJOY?
a) IOTOBOPOM

0)IoCTaHOBJICHHEM

B)3aKJIIOYCHUEM

T')IIOJIOKEHHUEM

HNHCcTpyKIUS M0 BHITIOJTHEHHIO.

[Ipu BRIIOMHEHWH TECTOBBIX 3aJ[aHUI OOYYArOIIUIACS MOJDKEH BBIOPATh OJMH WM HECKOIBKO BEPHBIX
OTBETOB M3 MPE/JIOKCHHBIX BAPUAHTOB.

Kputepuu orieHnBaHus:

- OIIEHKA 5 («OTJIMYHO») BBICTABIISIETCS, €CIIH MTPaBUIIbHBIC OTBETHI JaHbl Ha 85-100% Bormpocor

- O1IeHKa 4 («XOPOIII0») BBICTABIISIETCS CTYACHTY, €CJIH MTPaBUILHBIC OTBETHI JaHKI Ha 65-84% BOMpPOCOB

- OlIcHKA 3 («y/IOBJICTBOPUTEIILHOY») BBICTABIISICTCS CTYICHTY, €CJIH MPaBUIIbHBIC OTBETHI JaHbl HA 50-64%
BOITPOCOB

- oreHKka 2 («HEYIOBIICTBOPUTEIIBHO») BHICTABISETCS CTYACHTY, €CIH TPaBIJIbHBIE OTBETH JTaHBI Ha
Menee 50% BOmpocCoB.



Tembl noKkJI210B

1.3HadeHue AeTOMPOU3BOICTBA B TPO(HECCHOHATILHOM IeATETBHOCTH
2. DBOMIONUSA PA3IUYHBIX BUJIOB JOKYMEHTOB.
3.  Bunsl u ohopmiieHne OpraHu3aMOHHBIX JOKYMEHTOB.

Bupl 1 opopmiteHHE paciopsANTEIBHBIX JOKYMEHTOB

Bunst u opopmiienne nHGOPMaAIIOHHO-CIIPABOYHBIX JOKYMEHTOB.

4
5
6. Buasl u oopmiieHHE TUUHBIX TOKYMEHTOB.
7. 3HayeHHeE CIIy’KEOHBIX IIMCEM B YIPABICHYECKON AEATEIbHOCTH.
8. OCoOEHHOCTH COCTaBJICHUS TEKCTOB CIIYKEOHBIX TTHCEM.
9. DkcmepTH3a HEHHOCTH JOKYMEHTOB.

10. 3HaveHHe KOMIBIOTEPH3AINH JTOKYMEHTO000pOTa sl paboThI ci1yx)061 JJOY

11. Ilenm  wu3ydyeHus M 3aJauyd  Kypca  JAEJIONPOU3BOJCTBA,  OINpeE/eeHue
JIeJIOTIPOU3BOICTBA.

12. Poib TOKyMEHTaIlMOHHOT'O 00ECIICYCHUS B YIIPABICHUU.

13. HopmatuBHO-IIpaBoBO€ 00eCTieUeHHE ACATEIBHOCTH CIIY>KO JIEIIOTPOU3BOICTBA.

14. CrpykTypa U cofepkaHue HHCTPYKLUH I10 JIeJIONPOU3BOJICTBY Ha IPEANPUATHH

15. OcobeHHOCTH JOKYMEHTOB 10 JMYHOMY COCTaBY

16. Texunonorust 00pabOTKH BHYTPEHHUX U UCXOISAIINX JOKYMEHTOB.

17. Peructpamusi TOKyMEHTOB M KOHTPOJIb UCTIOIHEHHSI JOKYMEHTOB.

18. Homenknartypa zien Ha NpeAnpusaTid, GopMHUpoBaHUE U 0popMIIEHHE JIe.

19. IloaroToBka JOKYMEHTOB Ha apXMBHOE XpaHEHHE.

20. Opraam3amus 1 0COOEHHOCTH PHEMA TTOCETUTENICH PYKOBOIUTEIIEM.

21. Tlopsimok paboOThI ¢ MUCEMEHHBIMH OOpaIIEHUSIMH TPaXKIaH.

22. Vctopus pa3BUTHs JOKYMEHTA: OT IPEBHOCTH JI0 HAIIUX JHEH.

23. IIpaBoBoe 3HaUYeHHE KauecTBa OOPMIICHHS TOKYMEHTOB.

24. Ommbku B paboTe CiIyXObI IeTONPON3BOICTBA M X 3HAUCHHE B HAIICH KU3HHU.

25. NndpopmanmoHHO-CIIpaBOYHBIE TOKYMEHTHI, UX Ha3HAYEHUE U POJIb B YIIPABICHUH

26. TlepeyeHb OCHOBHBIX BHUI0B HH(POPMAIIMOHHO-CIIPABOYHBIX JTOKYMEHTOB.

27. O6mue TpeboBaHus K 0POpMIICHHUIO HHPOPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB

28. OOmas XapakTepUCTHKA JIOKYMEHTa, CTPYKTypa TEKCTa, MHOPsA0K pa3paboTKu U
odopMIIEHUS PEKBU3UTOB aKTa.

29. OOmras XapakTepHUCTHKA MTPOTOKOJIA, CTPYKTYpa TEKCTa, TOPSAA0K pa3paboTKH

30. OcoGeHHOCTH OPOPMIICHHS PEKBU3UTOB IIPOTOKOJIA



Kpurepun ouenku:

OIICHKA 5 («OTJIIMYHO»):

- HUINYHE YE€TKOTO IJIaHa JOKJIa/1a;

- PacKpBITHE B JOKJIA/I€ CYTH MPOOIIEMBL;

- CAMOCTOSITEJILHOCTh B TI0A00pe (aKTHUECKOTO MaTepralia U aHATUTHYECKOTO OTHOIICHHSI
K HEMY;

- cB00OTHOE U3JI0KCHUE MaTepHaa U YeTKUE OTBETHI Ha TIOCTABJICHHBIE BOIIPOCHI.

OIIeHKA 4 («XOPOIIIO0»):

- YMEHHE U3JIOKHUTDH CKATO OCHOBHBIC MTOJIOKECHUS JJOKJIANA;

- PacKpBITHE B JOKJIA/IE€ CYTH MPOOIIEMBL;

- CaMOCTOSITEIFHOCTh B IOJ00pe (PaKTHUECKOro MaTepraia U aHAIUTUIECKOTO OTHOIIICHUS
K HEMY;,

- cB00OOTHOE U3JI0KCHUE MaTepUaa U OTBETHI Ha MTOCTABJICHHBIC BOIIPOCHI C
HECYIIECTBCHHBIMH, HO OBICTPO UCTIPABICHHBIMH JIOKJIATYUKOM OIIMOKAMH.

olleHKa 3 («yIOBIECTBOPUTEIBHO):

- coJiepXKaTeIbHOE BHICTYIUICHUE, HO TOKJIQIYUK 3aTPYTHSUICS CKATO U3JI0KHUTh OCHOBHBIE
MOJIOKEHHS JOKIIA/1a;

- JIeMOHCTpanusi OOydYaroIMMHUCS HEJOCTATOYHO TMOJHBIX 3HAHUM MO TeMe JOoKIaja,
OTCYTCTBUE apr'yMEHTAIUH;

- HE CTPYKTYpPUPOBAaHHOE H3JIOXKEHHE MaTepuaja JOKIaJa, MPU OTBETE Ha BOIPOCHI
JIOTTYCKAET OLITUOKH.

3. MeToanueckne MaTepHaJibl, ONpeesiloIue Npoue ypbl OLleHUBAHUA 3HAHMIA,
yYMeHMii, HABBIKOB U (MJIM) ONIbITA AeSITeIbHOCTH, XapaKTEePU3YIOLIUX 3TANbI
(hopMupoBaHUsI KOMIETEHIUI

[Tpouenypa oleHuUBaHUS 3HAHWM, YMEHHI, HaBBIKOB U (WJIM) OMbBITA JESTEIBbHOCTH,
XapaKTepU3YIOIHUX 3Tanbl (OPMUPOBAHUS KOMIIETEHIUI COCTOUT U3 TEKYIETO KOHTPOJIS.
Tekymmii KOHTPOJIb YCIIEBAEMOCTH IPOBOJUTCA C MCIOJIb30BAHUEM OLEHOYHBIX
CPEICTB, IPEJICTABICHHBIX B II. 2 TAHHOTO NMPWIOKEHUS. Pe3ynpTaTel TEKYIIEro KOHTPOJIS
JIOBOJATCSL 1O CBEJICHUs CTYJIEHTOB J0 MPOMEXYTOYHOM aTTECTallMd M YYHUTBIBAIOTCS IpU
OLICHMBAHWM 3HAHWW, YMEHUH, HABBIKOB U (WJIN) ONBITA AESITEIBHOCTH.



IIpuaoxenne 2

METOIMYECKHE YKA3ZAHWS 1151 OBYYATOIUXCS 10 OCBOEHUIO
TACIHATLITAHBI

OI1.04 JoxymeHTallMOHHOE o0ecneyeHne YIPaBJIeHUus

Metonuyeckue — ykazaHuss Ui CTYIGHTOB IO  OCBOCHHIO  JUCIHILIAHBI
JIOKyMeHTaIlMOHHOE O00€CIeYeHUe YIpPaBICHUS SBISIOTCS 4YacThlo pabodell mporpammbl
JTUCIUTIIMHBI (MTPUJIOKEHHUEM K pabodeli mporpamme).

Pabouass mporpamMmma AUCHHMIUIMHBI «JlOKYMEHTAIIMOHHOE OOECTICUCHUE YIPABICHHSI
yTBEpKAAeTCA TUPEKTOpoM (uiinana s U3ydeHus: JUCHMIUTUHBL. Omnpenenser Leau U 3a1adu
TUCIUIUIMHBI, (QOpMHUpYEMbIe B XOA€ €€ H3yYeHUS KOMIIETEHIIMM U WX KOMIIOHEHTHI,
coJlep’KaHue M3Y4aeMOro MaTepuana, BUAbl 3aHATUNH U 00bEM BBIAENIIEMOr0 y4eOHOr0 BpEMEHH,
a TaKXKe TOPSAIOK HM3YyYeHHUs U MpernojaBaHus yd4yeOHOW TUCIUIUIMHBI J[OKyMEHTallMOHHOE
obecrieueHue yrpaBaeHUs.

Jlis caMOCTOSTeIbHON yueOHOW paboThl CTyJeHTa BAXKHOE 3HAYCHHE HMCIOT Pa3JIeiibl
«CTpyKTypa ¥ COJepKaHHW€ JUCHUIUIMHBI (MOIyNsA)» U «Y4eOHO-METOAMYECKOe U
nH(pOpMaLlMOHHOE OOecreueHne AUCIUILINHBI (MOys)». B mepBoM yka3bIBarOTCS pa3ienbl U
TEMBbl HW3y4aeMOH JUCIHUIUIMHBI, a TaKXe BHUIbl 3aHATUH U TUIAHUPYEMBI 00BeM (B
aKaJeMHYECKHX 4Yacax), BO BTOPOM — PEKOMEHJyemas JuTepaTypa U IEepeYeHb pECypCcOB
nH(}OPMaLMOHHO-TEIEKOMMYHHUKAIIMOHHOM cetn "MHTepHer". Paboras ¢ paboueil mporpammoit
JUCLUILIMHBIL, HE00X0IMMO 00paTUTh BHUMAaHKE Ha CIIEAYIOLIEe:

— HEKOTOpHbIe pa3aesnbl win TeMbl quciumminiabel OI1.04 JlokyMeHTalmoHHOEe o0ecrieueHue
yIpaBieHUsI HE pa3OUparOTCs Ha JIEKLUSAX, @ BBIHOCITCS HA CaMOCTOSATEIbHOE H3YyUEHHUE I10
pEKOMEHIyeMOl yueOHOU TuTepaType U yueOHO-METOJUIECKIM pa3paboTKaM;

— COJIep)KaHUWE€ TEM, BBIHECEHHBIX HA CAMOCTOSTEIbHOE H3Y4YEHHE, B 0053aTelbHOM
MOPSIKE BXOJUT COCTABHOM YacThIO B TEMbI TEKYIIETO M MPOMEKYTOYHOT'O KOHTPOJIS,;

Jist  TMOATOTOBKM K  TEKYIIEMY KOHTPOJIIO CTYACHTHI MOTYT BOCIIOJIb30BAThHCS
OLICHOYHBIMHU CpEJCTBaMH, NpeiacTaBieHHbIMH B [lpmnoxkenun 1 k paboueil mporpamme
nucturmuabel OI1.04 JlokyMeHTanmoHHOe o0ecrieueHre ypaBJIeHUs.

1. Onucanue nocJjie0BATEJLHOCTH IeiCTBUI CTyIeHTA

[Tpuctynas K M3y4eHUIO AMCLUUIUIMHBI HEOOXOIUMO B TNEPBYIO OuYepeab O3HAKOMUTHCS
comepxanueM paboueit mporpammbl guctuiiuHabl OI1.04 JlokymeHTalmoHHOE oOecreueHue
ynpaBieHus, rae B pasaene «CTpykTypa M COAEp)KaHUE JUCHUILIUHBI (MOAYJIS)» MPUBEICHO
oOmiee pacrnpe]esieHne 4acoB ayJIUTOPHBIX 3aHATUH U CAMOCTOATEIbHOW padOThl MO TeMam
mucuuruinael OI1.04 JlokymeHTanmoHHOE o0ecriedeHre YIpaBieHUs U BUaM 3aHSATHH.

3a0roM  yCHELIHOT0 OCBOEHHUS JUCHUUIUIMHBI JIOKyMEHTalMOHHOEe oOecnedyeHne
YIPAaBIECHUS SBISETCS IOCEIIEHNWE JIEKIUOHHBIX 3aHATHHA W BBINOJIHEHHE IPAKTUYECKUX
3a/laHui, TaKk KaK MPOIYCK OJHOro, a TeM Oo0jee HECKOJIbKHUX 3aHATUH MOXKET OCIOKHUTH
OCBOEHUE Pa3/IeoB Kypca.

Jlekuuu HMEIOT MLENbI0 J1aTh CHCTEMaTHU3MPOBAHHBIE OCHOBBI HAy4YHBIX 3HAHUN IO
cogepxanuto auctumnebel  OI1.06  JlokymeHTanmoHHOoe oOecriedeHue ympasieHus. [lpu
M3YYEHUHU U TPOpabOTKe TEOPETUUECKOr0 MaTepraia He0OX0AUMO:

— MOBTOPUTH 3aKOHCIEKTUPOBAHHBIN Ha JEKIMOHHOM 3aHITHH MaTepuasl U JOINOJIHUTH
€ro ¢ y4eTOM PEKOMEHJOBAHHOM MO JaHHOM TEME JIMTepaTyphl;

— IPU CaMOCTOSITEIbBHOM H3Y4YEHMHM TEOPETHUYECKONM TEMBbI IOATOTOBUTH KOHCIIEKT,
UCIIOJIb3YS] PEKOMEHIOBaHHbIE B pabouell mporpaMMe JTUCHUIUIMHBI JINTEPATyPHbIE HCTOYHUKH U
3IIEKTPOHHBIE 00pa30BaTeIbHbIE PECYPCHI;

— OTBETHUTH Ha KOHTPOJIbHBIE BOIIPOCHI 110 TEME.



[IpakTuyeckue 3afaHus TPOBOIATCA C LENbIO YIIIyOJeHHS W 3aKpeIUIeHUs 3HAHUH,
MOJTYYCHHBIX Ha JICKIIUAX, B IIPOIIECCE CAMOCTOSTEIFHOM pabOThI ¢ y4eOHOM TUTEpaTypOi.

B xone npakTrueckoro 3ajgaHus 00y4aroirecs BHIITOJHAIOT OAHO IPAKTUYECKOE 3a1aHNE
MOJI PYKOBOJACTBOM IIpernojaBaTelii B COOTBETCTBHM C M3y4aeMbIM COJEpKaHHEM Y4eOHOTrO
Marepuana.

Boinmonnenue o6yyaronumcest NpakTUYECKUX 3a/laHui POBOIUTCS C LIEIBIO:

- CUCTEMAaTHU3alUU U 3aKPETUICHUS MTOJIyYEHHBIX TEOPETUUECKUX 3HAHUM U IPAKTUUECKUX
YMEHUI;

- yryOJIeHHs TEOPETUICCKUX 3HAHUN B COOTBETCTBUU C 3a/IaHHOHN TeMO;

- (GopmupoBaHuS yYMEHUN NPUMEHSATh TEOPETUYECKHE 3HAHUS TMPU  PELICHUH
IIOCTaBJICHHBIX BOIIPOCOB;

- pa3BUTHA OOIIUX KOMIIETEHIINH Y 00yJaronuxcs;

- pPa3BUTUS TBOPUYECKONM WHUIMATHBBL, CAMOCTOSATEIBHOCTH, OTBETCTBEHHOCTH U
OpraHU30BaHHOCTH.

Brimonnenue 00ydaronmmuMucs MpakTHYEeCKUX 3aJaHUi HalpaBJIeHO Ha!

- 000011IeHNe, CUCTEeMAaTH3AIIHIO, YIIIyOJIeHUE, 3aKPEIIEHNE MOTyYEHHBIX TEOPETHUECKUX
3HaHUM 10 KOHKpeTHbIM TemaMm jaucuuiuimebel OI1.04 JloxkymeHTanmoHHoe oOecnedeHue
YIPaBJICHHUS;

- (opmMupoBaHHME YMEHUN NPUMEHATH IOJIyYEHHBIE 3HAHMSI Ha MPAKTHKE, pealu3aliio
€IMHCTBA MHTEJUICKTYAJIbHON U IPAKTUYECKON JESATEIbHOCTH;

- BBIpAaOOTKY TIpY pEIICHUH IOCTABJICHHBIX 33/1a4 TaKUX NMPOPECcCCHOHATHHO 3HAUYMMBIX
KaueCTB, KaK CAMOCTOSITEJIBHOCTh, OTBETCTBEHHOCTh, TOUHOCTh, TBOPYECKAsI HHUIIMATHBA.

[Ipy MOATOTOBKE K MPAKTUYECKOMY 3aJaHHI0 HEOOXOIMMO H3YYUTh WM TMOBTOPUTH
JIEKIIMOHHBINA MaTepHall 10 COOTBETCTBYIOIIEH TEME.

2. CamocrosiTesibHasi paboTa CTyeHTa

CamocrosiTenbHasi paboTa - 3TO BUJ Y4eOHOUW IEATCIBHOCTH, MPEIHA3HAYCHHBIA IS
npuoOpeTeHusl 3HaHUM, HaBBIKOB M yMEHMM B o0beMe H3ydyaeMOW JUCHUIIUHBI
JlokyMeHTanMoHHOE obecreueHue ynpasieHuss cornacHo TtpeboBanusM @DPI'OC cpenHero
npo¢eCcCHOHATIBLHOI0 00pa30BaHMsl, KOTOPBIN BBIMOIHAETCS 00YYalOUMMKCS UHIUBUYaIbHO U
IpeJoiaraeT akTUBHYIO POJIb CTY/IEHTA B €€ OCYILIECTBICHUH U KOHTPOJIE.

Ienu camocTosTENbHON PaOOTHI:

- CHCTeMaTu3alMsi U 3aKpeIUICHHE TOJNyYEHHBIX TEOPETUYECKUX 3HAHUW U
NPAaKTUYECKUX YMEHUH CTYAEHTOB;

- yruyOJieHue U paclIupeHre TEOPETUIECKUX 3HAHUM;

- (GopMHpOBaHME YMEHHH HCIONb30BaTh HOPMATUBHYIO, IIPABOBYIO, CIPABOYHYIO
JOKYMEHTAIUIO U CHIEIMATIbHYIO IUTepaTypy;

- pa3BUTHE I0O3HABATEIbHBIX CIIOCOOHOCTEW M AaKTUBHOCTU CTYJIEHTOB: TBOPUYECKOMN
WHUIMATUBBI, CAMOCTOSTEIbHOCTH, OTBETCTBEHHOCTH U OPTaHU30BAHHOCTH;

- (opMHpOBaHHE CAMOCTOATEIBHOCTH MBIIIICHHUS, CIIOCOOHOCTEH K CaMOpa3BUTHIO,
CaMOCOBEPILIEHCTBOBAHHUIO U CaMOpPEaTU3alllu;

- BOCHHUTAHHE  CAMOCTOSTENIBHOCTH, Kak JIMYHOCTHOIO  KauyecTBa  OyIylIero
CIEIUAJINCTA;

- Ppa3BUTHE UCCIEAOBATEIbCKUX YMEHHUM.

CamocrosarenbHass ~ pabota  crygeHta 1no  y4yeOHo — aucuuminuHe — OI1.04
JlokyMeHTalmoHHOE o0ecrieueHue YIpaBiIeHUs BHITIOTHAETCS:

- CaMOCTOSITEJIbHO BHE paclyCaHMsl yueOHbIX 3aHATHIA;

- C HCIOJIb30BaHHEM COBPEMEHHBIX 00pa30BaTENIbHBIX TEXHOJIOTHIA;

- TapaJuleJIbHO U BO B3aUMOJICHCTBUU C ayAUTOPHBIMH 3aHATHSIMHU.

Bomnpockl, He paccMOTpEeHHBIE Ha JIGKIUSAX U MPAKTUYECKUX 3aJaHUM, TOJKHBI OBITh
M3YYEHbI CTYJEHTaMH B XOJI€ CaMOCTOSITENIbHON paboThl. KOHTpOIb caMocTOsATENbHON paboThI



CTYACHTOB HaJ| y4eOHOI MPOorpaMMOi Kypca OCYIIECTBISIETCS B X0J1€ 3aHATHI METOJIOM OIpoca.
B xome camocrosTenpHOM pabOThl KaXIblii CTyA€HT o00s3aH MPOYUTATh OCHOBHYIO U
JIOTIOJIHUTEIbHYIO JINTEpaTypy 1[0 H3y4aeMOW TeMe, [OMNOJHUTh KOHCIEKThl JIEKLIUN
HEJOCTAIIIMM MaTepuaioM. BeinmrckaMu U3 peKOMEHIOBAaHHBIX NEPBOMCTOYHUKOB. BpiienuTs
HEIOHSTHBIE TEPMHUHBI, HANTH UX 3HAUYEHUE B SHLUKIIONEANYECKUX CIOBAPSX.

3. Pekomenganuu mo padore ¢ JUTEPATYPOil U HCTOUYHUKAMU

PaGoty ¢ nuTteparypoil cienyer HaUMHATH C aHANIKU3a pabodel MpOorpaMMbl JUCIUILIAHBI
JloKyMeHTalMoOHHOE ~ O0eclieYeHue  YIpaBJICHUS, COJAEp)KAIlel  CIUCOK OCHOBHOH U
JIOTIOTHUTEIILHON JTUTEPaTYPBHI.

B cnyyae BO3HMKHOBEHHUS 3aTpyAHEHUI B NMOHMMaHUU y4eOHOro Marepuaia CledyeT
00paTUTHCS K IPYTUM UCTOUYHUKAM, /1€ U3JI0KEHUE MOXKET OKa3aThCs 00siee JOCTYIHbBIM.

Pabora ¢ nureparypoii HE TOJBKO IMOJE3HA KaK CPelICTBO Oosiee TIIyOOKOrO W3ydeHUs
moboit mucturummabl OI1.04 JlokymMeHTanmoHHOEe OOECIeYeHUE YIPaBICHUS, HO W SIBJISETCS
HEOTHEMJIEMOH YacThIO MPO(ECCHOHATBHON AEATEIbHOCTH OYIyIIETro BHIITYCKHUKA.



