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Pacnpenenenne YacoB TUCHUIIIMHBI IO CeMecCTpaM

Cemectp 4(2.2)
(<Kypc>.<Cemectp Ha Kypce>) Hroro
Henenb 20
Bunzansuii VIl | PIT | VIT | PIT
Jlexiun 20 |20 120 |20
TIpakTuyeckue 20 120 |20 |20
Hroroayn. 40 |40 40 |40
KonrakrHaspaboTa 40 [40 (40 |40
Hroro 40 |40 |40 |40
OCHOBAHHUE

@enepanbHblil TOCYyIapCTBEHHBIH 00pa30BaTeNbHBI CTAHAAPT CPEAHEro NPOQECCHOHANBHOIO O00pa3oBaHUS IO
cnenuanbHocTH 38.02.06 ®dunancel (mpukaz MwuHucTepcTBa oOpa3oBanHus W Hayku Poccuiickoit ®enmepanun ot
05.02.2018 r. Ne 65)

Pabouas nporpamma coctasiieHa mo oopasoparenbHoi nporpamme 38.02.06 @unanch mis Habopa 2023 rona
IIporpamma cpeanero mpohecCHOHATBHOTO 00pa30BaHUs

Y4eOHbIi IUTaH yTBepKJIeH yU4EHBIM cOBETOM By3a oT 25.03.2025r. npoTtokon Ne 10

Pabouas mporpamma coctaBiicHa Ha OCHOBE pa0ouyeil MporpaMMbl YKa3aHHOW TUCIMILIMHBI, YTBepKAcHHOH B DOK
®I'BOY BO PIDY (PUMHX) ¢ yueToMm yciaoBHiA peaii3alyuy MPorpaMMbl CPEIHETo IPOoPecCHOHATILHOTO 00pa3oBaHus,

neiictByrommx B @unuane ¢enepasbHOro rocy1apCTBEHHOTO OIOIKETHOTO 00pa30BaTENIbHOIO YUPEXKIEHHS BBICILIETO
oOpa3oBanus "PocTOBCKHMiIl TOCcynapcTBeHHBIN skoHOMu4Yeckuii yHuBepcuter (PMHX)" B 1. MumiepoBo PocroBckoi

obnactu
[Iporpammy cocrasui(n): IIpenonaBatens Katomosa E.B.; Ilpenogasarens bo6posa K.1O.
IIpencenarens LIMK: BonasipeBa 1.B.

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



1. TEJIX OCBOEHUA JTUCHHUTIINHBI

1.1|enbro u3yveHus qucuuIuinHbl " JIoKyMEHTalMOHHOE O0ecieueHue yrpaBieHus" sBisieTcs GOpMHUPOBaHKHE Y OYyAyIIUX
CIEIHATNCTOB TEOPETHICCKIX 3HAHUHN U MPAKTUUSCKUX YMEHUHN U HABHIKOB B 00J1aCTH JJOKYMETalMOHHOTO 00eCIIeUeHHs
yIIpaBICHHs, HCOOXOAUMBIX B MPO(ECCHOHANBHO ACATEIBHOCTH.

2. MECTO JJUCIHUILJIMHBI B CTPYKTYPE OBPA3OBATEJIbLHOMW TPOTPAMMBbI

Iuka (pasgen) OOIT: lor

2.1|Tpe6oBaHus K NMpeIBAPUTEILHON MOATOTOBKE 00yYaIOIIEerocs:

2.1.1|VndopMaIMOHHbIC TEXHOJIOTHH B IPO(ECCHOHATBHON IESITEIbHOCTH (ATaNTHBHBIE HHPOPMAIMOHHBIC TEXHOJIOTUH B
po¢eCCHOHAIBLHON IEATSITLHOCTH)

2.1.2|T1cuxomorusoOmeHus

2.2|IMcuunJIMHbI H MPAKTHKH, IS KOTOPHIX 0CBOEHNE TAHHOH JHCHUILUIHMHBI (MOIYJIsI) HE0OXO0AMMO KaK MpeAIIecTBYIowIee:

2.2.1|Byxrantepckuii yuet

2.2.2|®uHaHCHI, IeHeXHOE 00palieHie U KPESIUT

3. TPEBOBAHUSA K PE3YJbTATAM OCBOEHUS JTUCITUIIJINHBI

3.1 3uarp

OK 01. Bei0upaTth crioco0bl penieHusi 3a1a4 npogeccHoHaIbLHOI NeATeJbHOCTH MPUMEHUTENbHO K PA3JIUYHBIM KOHTEKCTAaM
- aKTyaJbHBIN TPOPECCHOHANBHBIA U COMAIBHBIN KOHTEKCT, B KOTOPOM MPUXOJHUTCS paboTaTh U KHTh;

- OCHOBHBIE UCTOYHUKHU MH(OPMALIUU U PECYPCHI JUIS PELICHUS 3a/1a4 U 1Tpo0JieM B PpodeCcCHOHATBHOM

W/MIH COIMATEHOM KOHTEKCTE;

- QJITOPUTMBI BBITIOJIHEHUS paboT B IPO(ECcCHOHATIBHOM U CMEXHBIX 00JIacTAX;

- METO/IbI pabOTHI B POPECCHOHATIBHON M CMEXKHBIX cdepax;

- CTPYKTYpY IUIaHa JUIS PEeUICHUs 3a/1a4;

- IOPSZOK OIIEHKH Pe3yJabTaTOB PENICHUs 33/1a4 MPO(HeCCHOHATBHON IeSITeIbHOCTH.

OK 04. D¢ dexTBHO B3auMOAeiiCTBOBAThL H Pad0TaTh B KOJJIEKTHBE U KOMAaH/Ie

- IICUXOJIOTMYECKHE OCHOBBI JIESITEIbHOCTH KOJIJIEKTHBA, IICUXOJIOTHYECKHE 0COOEHHOCTH JINYHOCTH;

-OCHOBBI IIPOCKTHOMW JEATEILHOCTH.

OK 5. OcymiecTBIATh YCTHYIO H IMCHMEHHYI0 KOMMYHHKAIUIO HA TOCYyAapCcTBeHHOM si3bIke Poccuiickoii ®enepannu ¢ yuetom
0cO0EHHOCTEN COIHATBLHOTO U KYJbTYPHOI0 KOHTEKCTA

- 0COOEHHOCTH COIMATBHOTO U KyJIbTYPHOTO KOHTEKCTA;

-npaBuiia 0(OPMIICHHS JOKYMCHTOB U IOCTPOCHUS YCTHBIX COOOIICHUH.

3.2 Ymerhb

OK 01.Bsi0upaTh cioco0sb! peleHus 3a1a4 npogecCHOHATBLHOM JeTeJbHOCTH MPUMEHHTETbHO K PAa3TUYHbIM KOHTEKCTAM

- pacro3HaBaTh 3a/1a9y W/WiIK MpodieMy B MpopecCHOHAIBHOM W/HJIH COIMATBHOM KOHTEKCTE;

- QaHAIU3UPOBATh 33/1a4y W/UIK NPoOIeMy U BBIAEIATH €€ COCTaBHBIE YacTH;

- OMpEeeJIATh 3TAlbl PeIICHUs 3a1a4H;

- BBIBJIATH U 9((EKTUBHO UCKATh HHGOPMANUIO, HEOOXOIUMYIO AJISI PEIIEHUS 3aJauyl U/UiIH IPOOIEeMBI;

- COCTaBUTD IUIAH JEHCTBUS;

- ONIPEAENUTH HEOOXOIUMBIE PECYPCHI;

- BIIJIETh aKTyaJbHBIMU METOJaMU paboTHl B podecCHOHaIbHON B CMEXHBIX cepax;

- peayin30BaTh COCTAaBJICHHBIN IJIaH;

- OLIGHUBATb PE3YJIbTAT U MOCIEICTBHUS CBOUX JEHCTBHUM (CAaMOCTOSTENBHO WM C TOMOIIbI0 HACTABHUKA).

OK 04. D¢ dexTBHO B3anMOeliCTBOBATH H Pa00TaTh B KOJUIEKTHBE U KOMaH/Ie.

-OpraHU30BBIBATH PA0OTY KOJIEKTHBA H KOMaHIIBI;

-B3aMMO/IEHICTBOBATh C KOJUIETaMH, PYKOBOJICTBOM, KITHEHTaMH B X0Ji¢ IPO(HECCHOHATBHON eSITENbHOCTH.

OK 5. OcyuiecTBASTH YCTHYIO U MUCHMEHHYI0 KOMMYHHKAIIMIO HA TOCYIapCcTBeHHOM si3bike Poccuiickoii @enepannu ¢ yuerom
0COOCHHOCTeH COMATBHOIO H KyJIbTYPHOI'0 KOHTEKCTA

-TPaMOTHO M3J1araTh CBOM MBICIIM U OOPMIIATH JOKYMEHTHI 10 MpodeccHoHanbHON TeMaTHKE Ha TOCYIapCTBEHHOM SI3BIKE,IPOSIBIIATH
TOJIEPAaHTHOCTh B paboueM KOJJIEKTHBE.

3.3 Baagern

OK 01.Bbi0upaTh cnoco4s! pelieHus 3a1a4 npogeccHOHATBHOM eI TeJJbHOCTH NPUMEHHTEIbHO K PAa3JINYHBIM KOHTEKCTAM

- BJIaJICTh HAaBBIKAMH PEIICHHUS 33124 TPOPECCUOHANBHON ACATEILHOCTH NPUMEHUTENILHO K Pa3IMYHBIM KOHTEKCTaM.

OK 04. D¢ dexTBHO B3aUMOAeliCTBOBATH M padoTaTh B KOJJIEKTHBE U KOMAaH/e

- IpUeMaMHy OpraHu3aluy paboThl B KOJUIGKTUBE U KOMAaH/IE.

OK 5. OcymiecTBAAATh YCTHYIO U MMCbMEHHYI0 KOMMYHHMKAIMIO HA FOCY/IapCcTBEeHHOM si3bike Poccuiickoii denepannu ¢ yuerom
0CO0EHHOCTEH COIHATBHOTO U KYJbTYPHOT0 KOHTEKCTA

- 0COOEHHOCTSIMHU COIMANBHOTO M KYJIBTYPHOTO KOHTEKCTA.

4. CTPYKTYPA H COAEP KAHUE TUCITUIIJIMHBI (MOAY JIST)




Komzanatu | HaumenoBanue pa3nesios u tem /Buj 3anatus/ |Cemect|Yacos| Komneren | JIutepatypa IIpumeuanue
| D/ -
Pa3nen 1. OcHOBBI JOKYMEHTHPOBAHUS
yHpaBJIeHYeCcKOii 1eATeTLHOCTH
1.1 JIOKyMEHTHPOBaHUEYIIPABICHYECKOMICATEIBHOCTH. 4 4 |OKO01.; OK| JI1.1 JI1.2J12.1
/JTex/ 04.; OK 05. 2.2
313233
1.2 CucreMa opraHu3alMOHHO— PACTIOPSAAUTEIILHON 4 4 |OKO01.; OK| JI1.1 JI1.2J12.1
noxkymenrauu (OP) /Jlex/ 04.; OK 05. J2.2
313233
13 Cocrasnenue u opopmieHue 4 4 |OKO01.; OK| JI1.1 JI1.2J12.1
OpraHU3aIOHHO—PACTIOPATUTETEHON 04.; OK 05. J12.2
nokymenraimu. CoctaBieHue oouero 6aHka D152 33
OPTaHU3ALNH C YTIOBBIM U MIPOIOIBHBIM
BapuaHTaMu pacnonoxenus /I1p/
1.4 Cocrapnenue 1 0popMICHUE yUETHOH MOIUTHKE 4 4 |OKO01.; OK| JI1.1 JI1.2J12.1
opranuzanun*® /TIp/ 04.; OK 05. J12.2
213233
15 Cocrasienue pabo4ero miaHa C4eTOB 4 2 |OKO01.; OK| JI1.1 JI1.2J12.1
OyxranTepckoro yuera opranusauun’™ /IIp/ 04.; OK 05. J2.2
213233
1.6 JlorosopHo—IipaBoBasiokyMeHTarus /IIp/ 4 4 |OKO01.; OK| JI1.1 JI1.2J12.1
04.; OK 05. J2.2
313233
1.7 IIpoBepka NpaBUIIBHOCTH COCTaBIEHUS U 4 2 |OKO0l.; OK| JI1.1 JI1.2J12.1
oopMIICHHUS TOTOBOpa cTpaxoBaHus. [IpoBepka 04.; OK 05. 2.2
IPaBUIBHOCTH COCTaBIICHUS U 0(OPMIECHUS 313233
KpeIuTHOTro 1oroBopa. CocraBieHue H 0(popMIICHHE
nosepenHocTH /IIp/
1.8 JlokymMeHTHpOBaHUe paboThI ¢ epcoHanoM /JIex/ 4 4 |OKO01.; OK| JI1.1 JI1.2J12.1
04.; OK 05. 2.2
313233
1.9 Cocrasienue U 0(hopMIICHHE 3asBJICHUS O MPHEMe 4 2 |OKO01.; OK| JI1.1 JI1.2J12.1
Ha paboty. CocraBienue ABTroonorpaduu, pesrome. 04.; OK 05. J12.2
Hcnonp3oBanue madnoHoB pestome. CocTaBieHue u 3192 33
odopMIIeHHE TPYAOBBIX A0roBopoB. /TIp/
Pa3nes 2. Opranuszanmsi cucTeMsbl
AOKYMEHTAIMOHHOT0 00ecreyeHusl.
2.1 IIperen3zuoHHO-MCKOBasHOKyMeHTanus /JIex/ 4 4 |OKO01.; OK| JI1.1 JI1.2J12.1
04.; OK 05. 2.2
313233
Pazaen 3. OpranuzanusiiokyMeHT0000poOTA.
3.1 Opranuzanus padoThl ¢ JokyMeHTamu /JIex/ 4 4 |OKO01.; OK|JI1.1 JI1.2J12.1
04.; OK 05. J12.2
512233
3.2 JuddepenuupoBannsiiizader /3au€rCOn/ 4 2 |OKO0l.; OK| JI1.1 JI1.2J12.1
04.; OK 05. J12.2

013233




5. ®OHJ1 OHEHOYHbBIX CPEJICTB

5.1. ®oH OLIEHOYHBIX CpeacTB AJisl IPOBEACHUSA l'lpOMe)RyTO‘IHOﬁ aTrecrauuu

ITpomexxyTouHast aTTectanus npoBoauTcs B popme auddepeHunpoBaHHoro 3auera. [lepedeHp BOIPOCOB:
1. OcuoBubie nonsTus JJOY.
2. I[IpuHIMIBL 1ENONPOU3BOICTBA.
3. HopmatuBHO-1IpaBoBast 6aza JI0VY.
4. IlonsiTre mokyMeHTa. Kimaccuukaym TOKyMEHTOB 110 Pa3IHYHBIM IPH3HAKAM.
5. O6macts npumenenus I'OCT P. 6.30-2003 r «YHupuIupoBaHHAs CUCTEMa OPraHU3aIMOHHO-PACTIOPSANTEIbHBIX JOKYMEHTOB. TpeboBaHus K
0(OpMIIEHHIO TOKYMEHTOBY.
6. Ponb TOKyMEHTAIIMOHHOTO 00ECTIeUeH s YIIPABICHNS B COBPEMEHHOM OpraHU3aIHH.
7. CrangapTuzanys U yHU(HUKAINI JOKYMEHTOB.
8. OYHKIUU TOKyMEHTOB.
9. IloHsATHE «PEKBU3UT JOKYMEHTA, BUIBI PEKBH3UTOB: 00s3aTENILHEIE, TOTIOTHATEIEHBIE.
10. bauk moxymeHTa. Bunsl G1aHKOB, X XapaKTepPHCTHKA.
11. TpeGoBaHHS K H3TOTOBIICHHUIO, YUETY ¥ XpaHEHUIO repOOBBIX OJaHKOB.
12. Ocobennoctu odopmienus nokymenra «Ilonosxenuey. [loHsTHe, pEeKBU3HTHL.
13. Pa3menieHre peKBU3UTOB Ha OlaHKaX JOKYMEHTOB.
14. TlonsaTHEe KOrOBOpa (KOHTpAKTa). BHIBI JOr0OBOPOB, 0COOEHHOCTH O0(GOPMIICHUSL.
15. Haznauenue, coctaB U 0COOEHHOCTH O(hOpMIICHHST OPraHU3ALUOHHBIX TOKYMEHTOB.
16. Haznauenue, coctaB U 0COOEHHOCTH 0(hOpMIICHHS PACTIOPAIUTENBHBIX JOKYMEHTOB.
17. HaznaueHue, cocTaB 1 0COOEHHOCTH 0(OpMIICHNS HH(OPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB.
18. Ocobennoctr opopmiieHnst nokymenTta «lIpukasy. [lonsTHE, PEKBU3NTHI, KIacCU(pUKAIs IPUKA30B.
19. Haznauenue, ocoGeHHOCTH 0pOpMIICHHS JOKYMEHTa «Y CTaBy.
20. OcobenHoctH oopMiIeHHS ToOKyMeHTa «AKT». [IoHsTHE, pEKBU3NTHI, BUIBI AKTOB.
21. Ocobennoctr odopmieHns gokymeHTa «IIpotokomny». [ToHATHE, pEKBU3UTHI, BUIBI IPOTOKOJIA.
22. Benenue nenoBoi IEpEeNuCcKy ¢ 3apyOeKHBIME KoppecnoHaeHTaMu. OcobeHHOCTH 0()hOpMIICHHSI.
23. HazHaueHne u criocOOBI COCTABICHHUS TOBEPEHHOCTH. BUIBI JOBEpEHHOCTEH.
24. JloknagHbple ¥ 0OBSICHUTEIBHBIC 3aIICKA: Ha3HAYCHUE, COACPIKaHNE, COCTAB PEKBH3HUTOB.
25. TpeboBaHus, IPEeABIBISIEMbIE K COCTABICHHIO TEKCTa TOKyMEHTa, YHH(HKALHS TEKCTa, (HhopMa U3JI0KSHUs, TIpaBuila COCTABIICHUSL.
26. CripaBkH: BUJIbI, 0(OPMIICHHE.
27. CocraBnenue u opopmiienue gokymenra «Tenedonorpammar.
28. CocraBnenne u opopMIICHHE TIPETCH3UI.
29. OueHka 3HAYUMOCTH JTOKYMEHTA U CPOKH XPaHEHHS.
30. OcobeHHOCTH TIepeauu ae B BEIOMCTBEHHBIH apXHB.
31. OcobeHHoCTH COCTaBiIeHHUS U 0(opMIIeHHUS ToKyMeHTa «Temerpammay.
32. [IpuHIMITBL, KPUTEPHUU IIEHHOCTH JOKYMEHTOB OpTaHH3aluH. DKCIIEPTH3a ICHHOCTH OyMar.
33. Komnerotepuszanus JJOY. DneKTpoHHBII JOKYMEHT.
34. UcnosnHeHue JOKyMEHTOB.
35. KoHTpouib HCHIOTHEHUS JOKYMEHTOB.
36. OdopmieHue ToKyMeHTa «3asBiacHUEY. [IOHATHE, pEKBHU3HUTHL.
37. XpaHeHue JOKyMEHTOB B OIIEPAaTUBHON AESATEIFHOCTH U UX TOJTOTOBKA K JUINTEIIBHOMY XPaHEHHIO.
38. Cucremarnzamyst JOKyMeHTOB. OCHOBHBIC IPUHIUIIBI YIOPSIIOYSHUS i XPAaHEHHUS JOKyMEHTOB.
39. JIBIKeHne BHYTPEHHUX JOKYMEHTOB IIPEATIPUSITHSL.
40. Dtanbl IBIKEHHS BXOIAIINX JOKYMEHTOB.
41. Dransl ABWKEHUS UCXOASIINX JOKYMEHTOB.
42. Homenknarypa nen. HasnaueHue, mopsiiok coctaBieHus U opopmiieHre: TpeOOBaHHs K COCPIKAHUIO.
43. T'pynmupoBKa TOKyMeHTOB B jena. OdopmiieHue nena.
44. TlepBoHauanbHast 06pabOTKa JOKYMEHTOB B YUPEKICHHH.
45. Opranun3zauus paboThl ¢ JOKyMEHTaMH, 00paboTKa, PErncTpamys 1 KOHTPOJIb HCIIOITHEHHS IOKYMEHTOB.
46. Opranuzanus JOKyMEHTO000pOTa Ha IPEANIPUITHH, YUET JOKYMEHTOB.
47. PaccMoTpeHHe JOKyMEHTOB pyKoBoauTeneM. MHIuBUIyansHbIE H THIIOBBIE CPOKH PACCMOTPEHHS.
48. JIo;oKHOCTHBIE HHCTPYKIUH. Ha3HaueHue, MOpsSaoK yTBEp KACHHUS, 0COOEHHOCTH 0()OpMIICHHS.
49. IopsAKOK YHHITOKEHHUSI JOKYMEHTOB C HCTEKIITNM CPOKOM XPaHECHHSL.
50. CocTaB JOKYMEHTOB, 00ECIIEUHBAIOIINX JOKYMEHTUPOBAHNE PAOOTHI C KaAPaMH.
51. Pabota ¢ KoH(pHIEHINATBHBIMH TOKyMeHTaMu. [IpuMepHbIi epedeHb CBeACHHUH COCTABISIOMNX KOMMEPUECKYIO TalHY.
52. CocraByeHue 1 0OPMIICHHE UCKOBBIX 3asBICHUIA.
53. Ciyxe0Hoe u nenoBoe miuceMo. [TonsTre, TpedoBaHus K opopmiieHHI0. Pa3HOBUIIHOCTH.
54. Pabota c oOparieHHsIMHU rpaxkIaH, €€ OCOOCHHOCTH.
55. Hopsimox odopmieHus oOpamieHnid TpaXkaaH B apXHUB OPTaHU3aLUH.
56. 1oTOBOp KyIUTH-TIPOJAXKH.
57. SI3bIK ¥ CTHIIB 1€TI0BOI TEPETUCKHU.
58. JlenoBas nepenycka B OpraHu3aluy. Pa3HOBUIHOCTH mHCEM.
Kpumepuu oyenusanusa:
5 OamioB BBICTABISETCS CTYJCHTaM 3a IOJNHBIH M TPaBWIBHBIA OTBET HA BCE BOIPOCH OMIeTa CIOTMYeCKHMOOOCHOBAaHHEMAapr'yMEHTOB,
BOTBETEHETOIIHOOK.
4 Oana BBICTABIISICTCS CTyJCHTaM, eciu BOIPOCHI ounera PacKpBITHI THOJTHOCTBIO,
H006OCHOBaHPISUIOKa3aTeJ'lbCTBaHeﬂOCTaTOqHbI,HpI/ISTOM)lOl'[yI_L[eHbI)IBe-T“pI/IHeCyU_IQCTBeHHbIeOUJPI6KPI,I/ICHpaBHCHHbICHO
TpeOOBaHHUIONPETIOJaBATEs.
3 Gana CTaBUTCS CTyJICHTaM 3a IPaBUIIBHbIN OTBET Ha BOIPOCHI Ournera, pH
3TOMIOIYIIEHO00JIe€0 JTHOHOMNOKUTION3I0KEHAIO(aK TOBIITHO0Iee IBY X -TPEXHE IOUETOBBOTBETE.
2 ©Oasuta CTaBUTCS CTYICHTaM, €CIIH JOIYIIEHBI CyIIeCTBEHHBIE OIIHOKHY, II0OKa3aBIINe, YTO 00yJaronuiics He 00JIa1aeT 00s13aTeIbHBIMA YMEHHAMHI
10 JaHHOM TeMe BIIOJHOWMEpE.

5.2. ®oH/1 OLIEHOYHBIX CPEACTB A5 NPOBeIeHUs TeKYIIero KOHTPOJIA




[Mpencraenen B [Ipunoxenun 1 x paboveit nmporpaMme JUCHUIUINHBI

6. YHEBHO-METO/JMYECKOE U HTHOOPMAIIMOHHOE OBECIIEYEHWE JTUCHUIIJIMHBI (MOAY JIS)

6.1. PexoMeHayeMasiuTepaTypa

6.1.1. OcHoBHasLIMTEPATYpa

ABTODBI, COCTABHTEITH 3arnaBue W31aTenbeTBO, roj Konuu-Bo
JI1.1  |Kysuenos, U. H. JIOKyMEHTAIHOHHOE 00€eCIIeYeHNE Mocksa : https://urait.ru/bcode/490168 -
yrpasieHus. JJokyMeHT0000pOT U MznarensctBolOpaiiT, | HeorpaHnueHHBIH KOCTYI AU1s
JIeTIONPOU3BOACTBO: YUeOHHK U MpakTukyMm |2022 3apernCTPUPOBAHHBIX
JUISL CPEeITHETO MPO(eCcCHOHATBHOTO MOJIb30BATENCH
JI1.2  |Hdoponumna, JI. A. JIOKyMEHTaITMOHHOE 00ecTIeueH e Mocksa : https://urait.ru/bcode/492618 -
YIIpaBJICHHUS : | YIeOHUK U IpakTHKyM Ui |M3natenbcTBolOpaiit, | HeorpaHHYCHHBIH JOCTYI LIS
cpennero npodeccroHanbHOro obpasopanus (2022 3aperucTPUPOBAHHBIX
6.1.2. lonoTHUTEIbHASIIMTEPATYPA
ABTODBI, COCTaBUTENHN 3arnaBue W3narenscTBO, TO Konnu-Bo
JI2.1 |Muxeesa E. B. ITporpamma passurus JIOY: Teopernueckue |Mocksa, bepnun: http://biblioclub.ru / -
Y TIpaKTHYECKHEe TIOAXO0bI K ee paspadotke: |Jupexr- Menua, 2022 | HeorpaHUYEHHBIH TOCTYII IS
HPaKTHYECKOE PYKOBOJICTBO 3aperuCTPUPOBAHHBIX
JI2.2 |IllyBanosa H. H. JIoKyMeHTallnOHHOE 00eCIIcUeHUE Mocksa: ¥Opaiir, 2022 | https://urait.ru/bcode/489985 -
YHPABIICHHS: Y4COHHK U PAKTHKYM JUIst HEOTpaHWYECHHBIA JOCTYI JUIs
CI1o 3aperuCTPUPOBAHHBIX
TI0JIb30BaTENICH
6.2. ITepeuennb pecypcoB HHGOPMAMOHHO-TEJIEKOMMYHHKAUMOHHOI ceTn ""MHTepHeT"
31 |MudopmannonHas cucreMa «EAHOE OKHO TOCTYyNa KOOPa30BaTEIEHBIM pecypcamy
32  |Dnexrponnas 6ubmmoreka BOOK.ru [Dnexrponnsii pecypc]/ IBC BOOK.ru. Pexxum mocryma: http://www.book.ru/.
23  |Haumownanmeusiii mudposoii pecype «PYKOHT» [Dnekrponnsiit pecypc]. Pexxumaocrtyma: http://rucont.ru

6.3. IlepeuyenbnporpaMMHOroodecneyeHust

6.3.1|1.Onepanunonnas cucrema. RedOS 7.3

6.3.2|2.0¢ucHsrit makerLibreOffice

6.3.3|3.bpayzep Chromium

6.4 Hepe‘lEHBI/IH(I)OpMaIII/IOHHLIXCl'lpaBO‘lHBIXCI/lCTeM

6.4.1|{11CC «Koncynbrantllmroc»

6.4.2|UICC «I"apant»

7. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE JUCIUIIJIMHBI (MOY JIST)

7.1|TTomenienus st IPOBEACHHS BCEX BUIIOB paboT, MPEAYCMOTPEHHBIX yIeOHBIM ITAHOM, YKOMIUIEKTOBaHBI HEOOXO0IMMON

CIEHUANIN3UPOBAHHON y4eOHON MeOEeNbIo U TEXHUUECKUMU CPEACTBAMH 00y4EHHUS.

8. METOAUYECKHUE YKA3ZAHUWSA JJIS1 OBYYAIOIIUXCSA 11O OCBOEHHUIO JUCHUTIIVIMHBI (MOZAY JIST)

MeTonuueckue yka3aHusl 0 OCBOSHHUIO JUCIUIIIMHBI TIPe/ICTaBlIeHbI B [Ipunoxennn 2 k paboueit mporpamme
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IMpuioxenue 1

®OH/J OINEHOYHbIX CPEJACTB

OI1.04 /loxkymMeHTalIMOHHOE 00ecreyeHue yIPaBJIeHus

1. Onmcanme mnoka3aTejeili W KpUTEepHEeB ONEHUBAHMS KOMIICTEHIHMH Ha Pa3MYHbIX 3JTamax HX
(opMupoBaHus, ONMCAHUE IKAJ OLICHUBAHMS
1.1 IlokazaTeny U KpUTEPHUN OTICHUBAHUS KOMITCTEHITHH:

YV, ITokazarenu Kputepuu onieHuBanus CpencrBa
COCTaBJIAIOINIMCKOMIICTCHIIUIO OLICHHUBAHU OLICHUBaHUA
OK-04: D¢ dexkTHBHO B3aUMO/1eilicTBOBATh U Pa00TaTh B KOJUIEKTHBE H KOMAaH/Ie.
3HaTh: CdopmupoBaBimmecst YpoBeHb suanmii | T (1-30)
- IICUXOJIOTMYECKHE OCHOBBI | CHCTEMATHYECKHE  3HAHMSA | [ICUXOJIOTHYECKUX ocnos | A (1-30)
NesITeNIbHOCTH KOJUJIEKTHBA, | ICUXOJIOTUYECKUX OCHOB | IEITEIBHOCTH  KOJUIEKTHBA,
MICUXOJIOTHYECKHE OCOOCHHOCTH | ACSITENTPHOCTH  KOJUJICKTUBA, | ICUXOJIOTHYECKUX
JUYHOCTH TICUXOJOTHYECKHUX O0COOCHHOCTEH TNYHOCTH
0COOEHHOCTEH JIMYHOCTH
Ymern: CdopmupoBaBmmecs YpoBenn ymenus | 113 (1-9)
- OpraHM3oBbIBaTb  paloOTy | cmcTeMaTHYecKWe  yMeHHsl | OpPraHU30BbIBATh paboTty
KOJUUICKTUBA U KOMaH bl OpraHU30BBIBATH paboTy | KOJIJIEKTUBA M KOMaH/Ibl
KOJUIEKTHBA U KOMaH/Ibl
Biaagern: CdopmupoBaBmmecs YpoBeHnb paagenus | II3 (1-9)
- METOJAaMHM HEMATEpUAIBLHOIO | CHCTeMAaTHYecKHe BJIAJEeHHsl | METOJaMU  HEMaTepUalbHOTO
CTUMYJIUPOBAHUS M MOTHBAIIMU | METOJIaMU  HEMATEPUATIBLHOTO | CTUMYJIUPOBAHUS u

Tpyda

CTUMYJIMPOBAHUA nu

MOTHBAILUK TPyAa

MOTHUBAIUU Tpyada

OK-5: OcymiecTBJIAATh YCTHYI0 M IMCbMEHHYI0 KOMMYHHKALMIO HA TOCYJIapCTBEHHOM si3bike Poccuiickoii
®enepanuu ¢ y4¢TOM 0CO0CHHOCTEH CONMATBHOIO U KYJIbTYPHOI0O KOHTEKCTa

3HaTh: CoopmupoBaBimmecs YpoBensb snanms | T (1-30)
- 0COOEGHHOCTH COIMAIBHOTO H | CHCTeMATH4YecKHe  3HaHus | ocobenHocred cormambaoro u| A (1-30)
KYJIbTYPHOI'O KOHTEKCTA O0COOCHHOCTEH COLMATBHOTO M | KYIbTYPHOTO KOHTEKCTa

KYJbTYPHOTO KOHTEKCTA
Ymersn: CdopmupoBasummecs YpoBenb ymenusi rpamotHo | I3 (1-9)
- TpPaMOTHO WU3JlaraTb CBOM | CHCTeMATH4YeCKHe  YMeHMs | U3jaraTb CBOM  MBICIH U
MBICITH " opOpMIIATH | TPAMOTHO  HW3JIAaratb  CBOU | OPOPMIIATE  JOKYMEHTHI IO
JIOKYMEHTBI 10 | MBICTTH u opopMIIATH | TPO(PEeCCHOHATIEHON TeMaTHKe
npodeccHoHanbHOM  TeMaTHKe | JOKYMEHTBI 1O [ HA TOCYIapCTBEHHOM  SI3BIKE,
Ha TOCYJapCTBEHHOM S3bIKE, [ MPOPECCHOHATILHON TEeMaTHKE | IPOSBIIATh TOJEPAHTHOCTH B
MPOSBISATH  TOJIEPAHTHOCTh B [ HA TOCYAapCTBEHHOM SI3bIKE, [ paboueM KOJIJIEKTHBE
paboueM KOJUIEKTHBE MPOSIBJISITE TOJIEPAHTHOCTH B

paboyeM KOJUIEKTHBE
Baapers: CdopmupoBaBmmecs YpoBenn Buanenus | 113 (1-9)
- TPaMOTHO  TMIOCTABJIEHHOM | CHCTeMAaTHYeCKHe BJIaJeHUs | [PaMOTHO MMOCTaBJICHHOM
YCTHOM Y MMUCBMEHHOU PEYBIO TpaMOTHO IOCTABJIEHHOM | YCTHOW M MUCbMEHHOM PEUbIO

YCTHOM ¥ MMCbMEHHOMN PEYBIO

OK-9: ITosib30BaThCsi NPpodecCHOHATBHOI JOKYMEHTAIM el HA TOCy1apCTBEHHOM M HHOCTPAHHOM SI3bIKAX

3HaTh:

- MpaBUJIA MMOCTPOCHHMSI MMPOCTHIX
U CJIOKHBIX MPEATIOKEHUN Ha
po¢eCCuOHAITBHBIC TEMBI

CdopmupoBaBmmecs
cHCTeMaTHYeCKHe

CIIOKHBIX  MPEIIOKEHUN
podeccuoHaIbHbIE TEMBI

SHAHHUA
[IpaBUJI IIOCTPOCHUSA IIPOCTLIX U
Ha

YpoBeHb 3HAHUM

[IpaBUJI ITOCTPOCHUSA IPOCTHIX H
CIIOXKHBIX  TMPEATIOKEHUN  Ha
MpoQeCCUOHAIBHBIC TEMBI

T (1-30)
M (1-30)




Ymersn: CdopmupoBaBuuecs YpoBeHb yMEHUsI IOHUMATh 3 (1-9)
- IOHUMATh OOIIHI CMBICT CUCTEeMATH4YeCKHe YMeHHA|0OUUI CMBICIT YETKO
YEeTKO MPOU3HECEHHBIX [MOHMMAaTh OOIIMI CMBICI YETKO[IPOU3HECEHHBIX BbICKA3bIBAaHUI
BBICKA3bIBAHUY HA U3BECTHBIE  [POM3HECEHHBIX BBICKA3bIBAHMIHA U3BECTHHIC TEMBI
TeMblI (podhecCuoHaNbHBIE U Ha W3BECTHBIE TeMbl|(podeccuoHaIbHbBIE U
OBITOBBIC), MIOHUMATh TEKCTHI Ha |(TIpO(eCCHOHATbHBIC OBITOBBIC), TIOHUMATh TEKCTHI HA
0a30BbIec MpoecCHOHATIbHBIE  [OBITOBBIE), TOHUMATh TEKCThI H];|6330BI>IC po¢eCCHOHAIbHBIC
TEMBI 0a3oBble  MpodeccHoHANTbHBIETEMBI
TEMBI
Biaagern: CdopmupoBaBmmecs YpoBeHB BiIageHNsA 113 (1-9)
- MUCHPMOM Ha 3HAKOMBIC WU [CHCTEMATHYeCKHe BJIAJEHHUSI|[IMCEMOM HA 3HAKOMBIE WU
WHTEPECYIOIIHE [MMCbMOM Ha 3HAKOMBIC WJIAMHTEPECYIOIIHE
npodeccuoHanbHbIE TEMBI MHTEpECYIOIIHe npodeccuoHanbHbIE TEMBI
podeccnoHATbHBIC TEMBI

113 — npaxmuueckue 3a0anus, T — mecmosvie 3a0anusi, [ - 0oxnaov

2 TunoBbie KOHTPOJIbHBIC 3a/IaHU WJIH UHBIC MaTe€pHUaJIbl, HeOﬁXO}IHMLIe IJIsi OHCHKH 3HaHHﬁ, YMeHPIﬁ, HAaBbIKOB
u (HJII/I) onbITa I€ATCIBHOCTH, XaPAKTCPUIYIOIIUX I3TAIIbI (l)OpMI/II.)OBaHHH KOMl'[eTEHIII/Iﬁ B Ipouecce 0CBOCHUSI

o0pa3oBaTe/IbHOM NPOrpPaMMbl

3ananue Ne 1.

HpaKanecmle 3aJaHUA:

1. Odopmurs 3asiBeHue kaccupa 3aBoga «CBeT» ¢ MpOchOOH MPEAOCTABUTh YYSHWYECKHH OTITYCK C

06.03.20 mo 18.03.20  mpoAomKHUTENbHOCTRIO 13 KameHAapHBIX JHEH HA OCHOBAaHUH CIIPaBKH — BBI30Ba Ne
5655 01 01.03.20 . ®.1.0O. xaccupa Banosa Upuna [lerpoBHa.

2. OdopMuUTH IPHUKA3 MO JIMIHOMY COCTaBY Ha OCHOBE MaHHbBIX 3aaanus Ne 1. [Tpuka3 Ne 65k ot 05.03.20
«O mpenocTaBICHUH YYEHHUECKOro OTIycka» kaccupy 3aBoma M.II. MBamomnoit ¢ 06.03.20 mo 18.03.20

MPOJIOJKUTENBHOCTRIO 13 KaneHAapHBIX THEH HAa OCHOBAaHMM CHpaBKU-BbI3oBa Ne 5655 or 01.03.20

3agBneHust kaccupa I.II. VMBanoBHOil. [IpocTaBuTh BH3Yy cCoOTIacoBaHHUs HayalbHUKa otaena kajapoB O.A.

CepreeBoii 1 OTMETKY 00 03HAKOMJICHUH C MMPUKa30M VIBaHOBOM.

3. Odopmure Ilpuka3 o pexume pabOTbl KOHKPETHOM OpraHM3aluH. YKa3zaThb pPEXHUM paOoThI

OpraHU3alMHY, IEPEPHIBA, BBIXOAHBIE JHU U JPYTIHE PEKBU3UTHI JJOKYMEHTA.

3amanue Ne2.

1. Odopmuts opuumanbHbBI YriaoBoi ONaHK KOHKPETHOM OpraHM3alM. YKa3aTb PEKBH3HUTHL OMOieMy
KOMIIaHUM, HAaMMEHOBaHHE opranusanuu «Bosbk», aapec: 346506 Pocrosckoit obnactu, r.lllaxrtel, yi. CanoBas
opuc Ne 6, ten. 8(863)-35-777-66-66, dakc: 35-777-66-66, e-mail: voyage@.ru, OKIIO 55110077, OI'PH
8631270472136, MTHH/KIIII 5890992745/782544016.

2. Odopmuth ouIaTBHBIN TPOJIOTLHBIN OJJAHK KOHKPETHOM OpraHu3anru. YKa3aTh peKBU3UTH: DMOIIEMy
KOMITaHUM, HaUMEeHOBaHue opranu3aiuu «CoyHbImKko», aapec: 344006 Pocrorckoii obnactu, r.PocTos-Ha-/lony,

ya. l-as Jlunwms, 0.5 kopmyc 3, ten. 8(863)-223-34-05-12, e-mail: solnechko@.ru, OKIIO , OI'PH
, MTHH/KTIIT /
3aganme Ne3
1. Hcnonb3yst mabaoHbl, 06pasiibl KPEeJAUTHOTO JOTOBOPA COCTABUTH KPEAUTHBIN JOTOBOD.

3aemmuk OOO «Beprukanb», Kpenurop AO «Co6epbank», cymma kpeauta 1200000 py6., mpoLeHTHas cTaBKa
23,5%, cpok IpeocTaBIeHus KpeauTa 3 roja.

2. CocTaBUTh AOBCPCHHOCTDb Ha BblJa1y JOKYMCHTOB, YKAXKUTC MACIIOPTHLIC NAHHBIC, TPAKAAHCTBO,
MECTO KXUTECJIBCTBA CTOPOH, JaTy COCTABJICHUA U CPOK JOBEPEHHOCTH.


mailto:voyage@.ru

3ananue Ned

1. CocTaBBTECTPYKTYPYKOHTPAKTA(IOTOBOPA). Y KAXKUTE,KAKHECYCIOBHS KOHTPAKTa MOTYT OBITh N3MCHCHBI B
XO0JI¢ UCTIOJTHEHHSI KOHTPAKTa, U N3MCHEHHE KaKUX YCIIOBUIl 3alIpenieHO 3aKOHOIaTEIbCTBOM 03aKYITKaXx.
2. Kakwue pUCKHU MOTYT BO3HUKATh npu 3aKYIIKe u npu
WCIIOJTHEHUMKOHTPAKTAy3aKa3uNKanyy4acTHUKA3aKyKH(TOCTABITHKA, UCTIOTHUTENS, oaApsinurka). [Ipoagymatiteme
PBL,KOTOPBICHEOOXOJUMOTIPEIIPUHSATD JIISTIPETOTBPAICHUSIITHXPUCKOB.

3. Hamummre anropuT™ HCIIONHEHUS KOHTPAKTa, HICTIONB3YS HOPMBIAEHCTBYIOMIETOPOCCHICKOTO
3aKOHO/IaTENbCTRA.
4, HazoBuTe, xakoii opraH ynoaHOMOYEH Ha BeJieHHe KOHTPAKTOB.COCTaBbTE KPATKH alTOPUTM

BEJICHHUS peecTpa KOHTPAKTOB C YKa3aHUEMCPOKOBHUCTOPOH,0TBETCTBEHHBIX3aTCHITHUHBICACHCTBHSI.
3aganue Nes.

1. CocTaBuTh 3asiBIICHUE O TIpUeMe Ha padoTy.
HcnonanTs He0OX0aMMBbIe BU3HI Ha 3as1BJICHUHU. Hal0KUTh PE30ITIONNI0 PYKOBOUTEINS IPEANIPUATHS Ha 3asiBICHHE.

2. CoctaBuTh npodhecCHOHAIEHOE pe3ioMe MEHEDKEepa 0 IMPOTayKaM.

3. CocTaBuTh MPHUKa3 O 3aYUCIIEHUU Ha pabOTy B COOTBETCTBYIOIIEE IMOAPA3/EIICHUE, C OMPEACICHHOTO
YHCIIa, C ONPEJEIEHHBIM HCIBITATENFHBIM CPOKOM, C YCTAHOBJIEHUEM YPOBHSI OIUIAThI TPYyJa COTJIACHO JIUYHOMY
3asIBIIEHUIO, BU3aM U PE3OIIIOINU Ha HEM U TPYAOBOMY JOTOBODY.

4. CocTaBUTh XapaKTePUCTUKY paOOTHUKA.

3aganue Ne6.

1. CocraBpTe HWHQOPMANHMOHHOE MHUCHMO O TPOJAKE UYACTHHIM M TOCYIAPCTBEHHBIM MPEIIPUATHIM
HCpCOHaHBHHX KOMHLIOTepOB 110 I[OFOBOpHOﬁ CTOUMOCTU U O BO3MOXKHOCTU HpI/IHI/IMaTb 3aKa3bl HA COCTABJICHHUC
Mporpamm.

2. CocTaBbT€ NHCHMO-TIPUTIIAIICHNE OPTaHU3AIMOHHOTO KoMHuTeTa «BepTommeHtp» ¢ mpemioKeHneM
IIOCETUTH MEXIYHAPOIHYTO CIEINATN3UPOBAHHYIO BBICTaBKY «OKOHOMHS MaTepHaIbHBIX "
TOHHHBHO-C—)HepFCTI/I‘ICCKI/IX pCCprOB B CTpOI/ITCHBCTBe 158 HpOMI)IIHJ'ICHHOCTI/I». BBICTaBKa HpOXO)Z[I/IT B IIaBHUJIBOHC
BBICTABOYHOI'O KOMILIEKCca B TI. PocToBe - Ha - JIoHY.

3. CocraBuTh OIarofgapCTBEHHOE MMUCHMO 3a IUIOAOTBOPHOE COTPYIHWYECTBO W BKIA[ B pa3BUTHE
OpraHU3aINH.

3aganme Ne7

1. CocraBbTe MPETEH3MIO O HE BHITIONHEHUH 0053aTEIHCTB B BHJIE FOPUANIECKUX YCIYT.
Horosop Ne 66-16 (nanee — JloroBop) Ha OKa3aHUE OPUAWYECKUX YCIYyr (IIPEeIMETOM JOroBOpa - IMOJYUYCHUE
JlnueH3un Ha AEATENBHOCTh B 00J1aCTH MOXKapHOW 0€3011aCHOCTH, JHLeH3upyeMoid [ naBHeiM Ynpasiennem MUC
Poccun 1o BRIOpaHHBIM BUAM JAEATEIBHOCTH COMNIAcHO Kiaccupukaropy u npunoxenus Nel k Jlorosopy). Ot

ceHts10ps 202 r. YKaxkuTe CTOMMOCTh yCiyr mo JloroBopy cocraBuia ( TBHICSY)
pyOrneii. Ha ocHoBanmu 1. 5.2.1.10roBOpa ObLTa NMpOM3BECHA OIUIaTa B BHJAE aBaHca (YKaXHTE CyMMY aBaHcCa
( TBICSY) pYyOJIeH, 4TO OATBEPIKIAETCS TUIATEKHBIM MopydeHrneM Ne 54 ot . .20 T.

Cormacao m. 5.2.2. JloroBopa OBUTIO HCIOJHEHO MOpydYeHHWE 00 yIIaTe TOCHONIUIMHBI B pa3Mepe
( ) pybneii B 'maBaoe ynpasienne MYUC Poccun, uro moaTBep:kaaeTcs miIaTexHbIM nopydenuem Ne 71
oT . .20 T.
VYkaxuTe, 4TO BCe 3ampamiBaeMble JOKyMEHTHI ObLIH IPEACTaBICHBI B IIOJIHOM 00bEME U BOBPEMHI.

2. CocraBbTe MpeTEH3UIO NMPH OOHAPYKEHWU B TOBape HEJOCTATKOB, YUHUTHIBAS YTO MPOLLIO HE
Oounee 15 gueii co ausa nokynku. Tosap npuodbpereH B OO0 «DyHTHK» Ha CyMMY 25 ThIC. pyOiiel. YKaKUTe KaKUMH
cratbsiMu @3 «O 3amure npaB MOTpeOUTENE» BB PYKOBOJCTBYETECH, ITPH COCTABIICHUH MPETEH3UH.

3aganue Ne 8

1.0dopMuTh )XypHaI y4eTa BXOJSIIUX JOKYMEHTOB Jijisl Bareii opranu3zanuu:
HoMep nokyMmeHTa 171/-3; cpok ucnonnenus 27.12 202 ; ucnonautens Ceprees; nata gokymenrta 18.12.202
ucxonsmmid Ne 1-2/82; aBrop-ormpaButens OO0 «3Jpay; KpaTkoe coluepaHue (3aroloBOK) JaTa MOCTYIUICHHS
noxkymenTa 21.12.202 o cokpamenuu noctaBok THT 22.12.202  ; moanucs ncnonuutens Ceprees.
2.0opMuTh KypHaAN ydeTa HCXOIAImMX AoKymMeHToB: Ne m/m 152 153;ucnonmaurens Pa3un; kpatkoe
cojepkanue nara gokymeHta 21.12.202 o mpenoruiate mo koHTpakTy Ne 88/117 22.12.202 ; anmpecat (komy)
00O «IIunot»; Ne nena 4-7.



Kpurtepun oueHuBanus:

- 5 0asIoB BBICTABIISIETCS, €CIIM NPaBUIIbHBIE OTBETHI AaHbI Ha §85-100% mpakTHyecKkux 3a1aHui

- 4 Oansa BBICTaBJISIETCA CTYACHTY, €CIIH MTPAaBIIIbHBIE OTBETHI JaHBI Ha 65-84% MpakTHYECKUX 3aJaHHA

- 3 Oayia BBICTaBJISIETCS CTYACHTY, €CIIH ITPaBHIIbHBIE OTBETHI TaHBI Ha 50-64% mpakTHYECKUX 3aJaHHi

- 2 Gasnia BBICTaBISIETCS CTYICHTY, €CIIM MPaBUIIbHBIE OTBETHI AaHbl Ha MeHee 50% MpakTU4ecKuX 3adaHuil.

TecToBbIC 3a7aHUA:

1. JlokyMeHTHpOBaHHE — 3TO:

a) IpUAaHue IOPUINIECKON CHITBI IPUHITOMY YIPaBICHYECKOMY PEIICHHIO C TIOMOIIBIO JOKYMEHTOB;

0) 3amKCh B COOTBETCTBUU C 3aKOHOIATEILCTBOM;

B) CO3laHHE JOKYMEHTOB, T.€. 3allUCh IO YCTaHOBIECHHBIM (QOpMaM HEOOXOAMMOH MIsi yHpaBICHUS
nHpOpPMALIUH.

2. JlokymeHTanoHHOE 0OecTieueHHe YIpaBIeHUs — 3TO:

a) OTpacib JIeTeTHLHOCTH, 00eCIeUnBaIoIas JOKYMEHTHPOBAHHE U OPTaHU3aLUI0 pabOTHI ¢ OQHUIHATEHBIMU
JOKYMEHTaMH;

0) npuem 1 00paboTKa TOKYMEHTOB, HEOOXOMMBIX JJIsl IPUHATHS YIPAaBICHUECKUX PEHICHUH U peann3aiuu
ynpaBieHUECKUX PYHKIIHUIA;

B) 3aMCh IO yCTaHOBIEHHBIM (popmaM wH(DOpPMALMK, HEOOXOAMMON MO pealn3anud YIPaBICHUECKUX
peuieHui.

3. OmnpeneneHue TEPMUHA «JOKYMEHT:

a) 3aduKcHpoBaHHAs Ha MaTEpUAIBHOM HOCUTeJEe HHGpOpPMauus C PEKBU3UTAMH, IO3BOJISIOLIMMHU €€
WACHTHU(QULIUPOBATS;

0) CpeICTBO 3aKpeTUIeHHUS Pa3IMIHBIM CTIOCOOOM Ha CIEIHabHOM MaTepHallbHOM HOCHTENe HHpOpMAIiH 00
YTPaBICHUECKUX PEIICHUSIX;

B) MaTepUAbHBIN O0BEKT C 3armedaTieHHOW HHPOPMAIIHEH.

4. CormacHo TpebOoBanmsamM, ycraHoBleHHbIM B ['OCT P 6.30-2003, kaxmoe mpenmpusrre o0sS3aHO
MPUMEHSIT:

a) oOmuii OaHK, OJIaHK TTpHUKa3a, OJIaHKH KOHKPETHBIX BUIOB JOKYMEHTOB;

0) OnaHK MpeAnpusIThs, OJaHK MTHChMa, OJTAHKH KOHKPETHBIX JOJIKHOCTHBIX JIHII,

B) OaHK mrcbMa, oOmMid O1aHK, OJJaHKH KOHKPETHBIX BUJIOB JIOKYMEHTOB.

5. ®opmymsip-o6paser] OpraHU3alMOHHO-PACIOPSIANTENFHOTO IOKYMEHTA PEJICTABIISIET COOOH:

a) MakeT OJlaHKa JJOKYMEHTA, IOJrOTOBIIEHHOTO K M3/JAaHUI0 THITOTPadCKUM CITOCOOOM;

0) oOpa3zer] OraHKa JOKYMEHTA;

B) CXEMY pacIOJIOKEHHsI PEKBU3UTOB OPTaHU3AIMOHHO-PACTIOPSIUTEILHOTO IOKYMEHTA;

') 00pazel] KOHKPETHOT'O BUJIA OPTraHU3allHOHHO-PACTIOPSAUTEIBHOTO JOKYMEHTA.

6. B xakoM BapuaHTe OTBeTa PaBUJILHO Ha3BaHbl PEKBU3UTHI 001Iero OaHKa:

a) HAaUMEHOBAaHWE OpraHW3aliy, 3MOJieMa OpraHW3alliil WIM TOBAapHBIM 3HAaK, HAMMEHOBaHWE BHJA
noxymenTa, OI'PH, MHH/KIIII, 3aromoBok k TeKCTy, agpecar;

0) HaMEHOBaHWE OpraHW3aIlMH, MECTO Ul BUJA JOKYMEHTA, JaTa, PeruCTPallMOHHbI HOMEP JOKYMEHTa,
MECTO COCTaBJICHUS,

B) HaWMEHOBaHWE opraHusanuu, kon opranmmzamuu, OI'PH, WHH/KIIII, cnpaBouHbie naHHBIE OO0
OpTaHM3allly, J]aTa, perUCTPAIIMOHHBIA HOMED, CChUIKA HA PETUCTPAIIMOHHBIA HOMEpP | JaTy JJOKYMEHTA.

7. Hymepaums cTpaHul JOKYMEHTa IPOU3BOANUTCS:

a) M0 HEHTPY HWKHETO TOJIS;

0) B IpaBOM HIDKHEM YTITy TOKYMEHTA;

B) 110 LIEHTPY BEPXHETO OIS,

T') B TIPaBOM BEPXHEM YTJIy JIOKYMEHTA.

8. PEekBHU3UT AOKyMEHTA — 3TO:

a) hupMeHHbIH ONaHK;

0) OCHOBHAs 4acTh JIOKYMEHTA;



B) €r0 OT/AEIbHAS YacTh.
9. Kakue criocoOb1 ohopMIICHHS JaThl B IOKyMEHTAaX SBISIOTCS MPABUIBHBIMU?

a) 05.02.07. ) 5 gespans 2007 r.
0) 05.02.2007 r. e) 07.02.05
B) 05 derpans 2007 r. x) 05 despains 2007

r) 2007.02.05

10. OGs13aTeTPHOMY YTBEPKACHUIO TIOJIIEKAT:
a) TMPUKa3bl;

0) cimyxeOHBIC 3aITUCKU;

B) KOHTPAKTHI,

T') IITaTHOE pacIUCaHUE;

1) TapaHTUIHbIEC THCHMA.

11. ABTOpOM ciry’ke0HOTO TChMa SBIISIETCS:

a) JOJDKHOCTHOE JIMLIO, TIOANHUCABIIEE JOKYMEHT;

0) UCTIOTHUTENb, COCTABUBIINH TOKYMEHT;

B) OpraHHU3aLMs, OT UMEHU KOTOPOH OTIIPABIISETCS IIHCHMO.

12. Ha xaxoM ciy»eOHOM MHChME MPOCTABIISIETCS] CChUIKA Ha HOMEP M JaTy JOKYMEHTa:
a) TapaHTUIHOM;

0) COPOBOAUTETHHOM;

B) OTBETHOM;

T') OUPKYJISIPHOM;

1) Ha BCEX MMHCHMax.

13. Yro siBsIeTCS 1aTOM IIPOTOKOJIA:
a) mara IOAINHICaHHS,

0) nara 3acefaHus;

B) JaTa perucTpaiuy.

14. OTrMeTKa 0 KOHTPOJIE MPOCTABISAETCS HA IOKYMEHTE:!
a) Ha BEPXHEM I10JI€ B IPaBOM YIJIy;

0) Ha HIKHEM M0JIC B IPABOM YTITY;

B) Ha JICBOM IIOJIC;

T') IPOM3BOJIBHO.

15. PexBusut «IloAnucey Ha JOKYMEHTAX, MOMUCHIBAEMBIX JBYMS TOJHKHOCTHBIMH JIMIIAMH OJTHOTO YPOBHS,
odopmitsieTcs:

a) B JIBa psAZia HA OJHOM YPOBHE;

0) oJ1Ha TIOATMHCH MO IPYTOM;

B) MO OJIHO¥ MOJIMIUCH B TBOWHOM KOJHUYECTBE 3K3EMILISIPOB JOKYMEHTA.

16. B pe3ynbraTe pacCMOTPEHHS PYKOBOJAMUTENIEM BXOJISIIETO JOKYMEHTA HA HEM MOSIBIISCTCS:
a) TOJINCK;

0) pe3oJrorus;

B) BH3a.

17. Pe3omrorust mpOCTaBISETCS:

a) B IPAaBOM BEPXHEM YTIIY;

0) Ha MOJISIX TOKYMEHTa;

B) Ha JIFOOOM CBOOOIHOM MeCTe JIOKYMEHTa, KpoMe TIOJIeH;
r) mox pexBusnToM «lloamuce.

18. Kakoii peKBU3UT HEe BXOJUT B POPMYJIISIp MIPUKa3a IO OCHOBHOM JICATEILHOCTH:
a) Ha3BaHWE OPTaHM3ALINY;

0) BUJ] IOKyMEHTAa;

B) MECTO M3IaHUS,;

T) azpecar;

1) 3ar0JIOBOK K TEKCTY.



19.  JIoKyMeHTOOOOpOT yUpeKJCHHUS peaTn3yeTcs B BUAE JOKYMEHTOIIOTOKOB!
a) BHEIITHHUE, BHYTPCHHHC;

0) odunranbHbIE, TUYHBIE;

B) HH(QOpPMANNOHHbIE, PACTIOPSIUTEIIBHEIC;

T') TI0 OCHOBHOH JIESITEIBHOCTH, TI0 INYHOMY COCTaBY;

1) BXOASLINE, HCXOASIIIE, BHYTPECHHHUE.

20. Kakuie 10KyMEHTHI SIBISTFOTCS PACTIOPSIIUTSITLHBIMH:

a) JOJDKHOCTHASI HHCTPYKIIWS, PHUKA3, PEIICHNE, YKa3aHUe, YIPESIUTEIbHBINA JOTOBOP (KOHTPAKT);
0) npuKas, peleHne, ykazaHue, IoCTaHOBJICHUE, PACTIOPSDKEHHE;

B) pelIeHne, JoroBop (KOHTPAKT), yKa3aHue, IPUKas3, IPOTOKOJ, PACTIOpsKEHHE.

21. Kakue JOKyMEHTHI SIBIITFOTCSI OPTaHU3alMOHHBIMU:

a) ycTaB, MOJIOKCHUE, HHCTPYKITHUS, CTPYKTYpa U IITATHAS YUCIICHHOCTb, IITATHOE PACTIHCAHKE, PABHJIA;
0) ycraB, IOJIOXEHHE, IPOTOKOJI, TOCTAHOBIIEHNE, TIPaBUJIa, IITATHOE PacliCaHue, JOroBOp (KOHTPAKT);
B) YCTaB, MOJIOXKCHHUE, HHCTPYKIIUS, IITATHOE paCITUCaHUE, PABUIIA, TIPUKA3, TOTOBOP (KOHTPAKT).

22. Bxogsamuii JOKyMEHT MPOXOANT CIIEAYIOIINE dTabl 00paOOTKH:

a) COCTaBJICHHE MPOEKTa — COIJIacOBaHHE — O(OpMIIEHHE — TOANUCAHWE — PETUCTpalus — HCIOJHEHUE —
HarpaBJIeHHUE B AEJO;

0) mpueM — mepBHYHAs 00pabOTKa — TMPEIBAPHUTEIBHOE PACCMOTPEHHE — PAacCCMOTPEHHE PYKOBOAWUTEIEM —
UCIIOJIHEHHE — HaIllpaBJICHUE B JIETI0;

B) COCTaBJIEHHE IIPOEKTa — COIJacoBaHMe — O(OPMIICHHE — IOJINHMCAHUE — PETUCTpAIUs — UCIOIHEHHE —
OTIpAaBIICHHUE;

r) TpHeM — IepBUYHAas 0O0paboTKa — TpeJBAPHTENBLHOE PACCMOTPEHHE — PETUCTpalHs — PacCMOTPEHHE
PYKOBOJUTENIEM — UCIIOJTHEHHUE — HAIIPaBJIEHHE B JIETI0;

1) oopMIIEHHE TOKYMEHTOB — ITOIHCAaHNE — PETHCTPALUS — COTJIACOBAHUE — YTBEPIKACHHE — OTIIPABKA.

23. Ucxoaammii JOKyMEHT MPOXOIUT CIEAYIONINE 3Tarbl 00paboTKHU:

a) COCTaBJICHHE MPOEKTa — cCOINIacoBaHWE — OGOpPMIIEHHE — MOJNUCAHUE — PETHCTpalUs — HUCIOJHEHHE —
HaIpaBJeHUE B JIEIIO;

0) mpueM — TmepBOHAYaJIbHAs 00pabOTKa — MpEeABAPUTENEHOE PACCMOTPEHHE — PACCMOTPEHHE PYKOBOAMTEIEM —
UCIIOJIHEHHE — HaIlPaBJICHUE B JIETI0;

B) COCTaBJICHUE IPOEKTa — COTJIaCOBaHHUE — O(OPMIICHHE — ITOIIMHCAHNE — PETHCTPALUS — UCTIOTHEHUE — OTIPABKa;

T) oOopMIIEHHE TOKYMEHTa — TIOAIIMCAaHIEe — PETUCTPALHs — COTIIACOBAHNE — YTBEPKJICHNE — OTIIPaBKa.

24, BHYTpeHHHUI JOKYMEHT MPOXOIUT CIICIYIOIINE 3Tabl 00paboTKu:

a) COCTaBIIiEeHHE IPOEKTa — COIJIACOBaHHWE — OQOpPMIIEHHE — TIOANHMCAHUE — PETHCTpalusi — HWCIONHEHHE —
HaIpaBJieHUE B JIEJNIO;

0) mpreM — NiepBOHAYaIbHAs 00padOTKa — MPEJABAPUTEILHOE PACCMOTPEHUE — PACCMOTPEHUE PYKOBOJUTEIEM —
WCTIONTHEHHE — HAIIPaBIIEHUE B JIEJIO;

B) COCTaBJICHHE TIPOEKTa — COTJIACOBaHHE — O(OPMIICHUE — TIOIITHUCAHNE — PETUCTPAIIHS — OTIIPABKA;

r) mpueM — IMepBOHAYalbHAas 00paboTka — TMpeABapUTEIHLHOE PACCMOTPEHHUE — PETHCTPAIlUsS — PACCMOTPEHHUE
PYKOBOAMTEIIEM — HCIIOJIHEHUE — HAIpaBJICHHE B JIETIO;

1) opopMIIEHHE TOKYMEHTa — MOITMCAHIE — PETUCTPAITUS — COTIIACOBAHHE — YTBEPKACHHUE — OTIIPABKA.

25. OcHOBaHME U3/IaHUS TIPHKAa3a [0 OCHOBHOM JIESITEIbHOCTH COIEPKHUTCS:
a) B 3aT'OJIOBKE;

0) B KOHCTaTUPYIOIICH YacTH TEKCTa,

B) B IPUJIaraeMbIX JOKYMEHTAaX;

T') B pacropsIuTeNIbHOM YacTH TEKCTa MPHUKa3a.

26. OcHOBaHUE U3/IaHUS TIPHKa3a 00 YBOJILHEHHN COTPYIHUKA (DUPMBI COJICPIKUTCS:
a) B 3aroJIOBKE;

0) B KOHCTaTUPYIOLIEH YacTH MpHUKa3a;

B) B mo3unuu TekcTa «OCHOBaHUEY;

T') B IpUJIaraeMbIX JOKYMEHTaX;

1) B pacOPAJUTEIbHOM YacTH TEKCTa MPUKa3a.

27. Cpoku XpaHEHHsI TOKYMEHTOB MOTYT yCTaHABJIMBATh:
a) pyKOBOAMTEIIb OPraHU3aLUH;



0) 3aBEIYIONIHIA BETOMCTBEHHBIM apXUBOM;
B) HaYaJIBHUK CIIyk0b1 JIOY;
T') SKCIIEPTHO-TTPOBEPOYHBIC KOMUCCHUHU apXUBHBIX YUPEIKICHHIA.

28. HomenkmaTypa aen — 3To:

a) CIIMCOK CTPYKTYPHBIX TOJpa3IeICHUN (PUPMBI;

0) crTuCcoK JieT GPUPMBI ¢ YKa3aHUEM CPOKOB XPaHCHHS,
B) CITUCOK JIeTI, TIepe/IaBacMbIX B apXUB.

29. HomeHkmaTypa Jesl OpraHu3aluy MoUICKHUT IePEyTBEPIKICHHUIO!

a) Ka)XIpIi TOJT;

0) pa3 B 1Ba TOfa;

B) pa3 B TpH roja;

T') pa3 B IATH JIET (B Clly4ae, €clii CTPYKTypa ¥ (PYHKIMK OpraHu3alui KOPEHHBIM 00pa3oM He U3MEHSIIHCH).

30. Kakum u3 nepedyncieHHbIX HOPMAaTUBHBIX aKTOB PYKOBOJACTBYeTcs ciyxxoa 10Y?
a) IOrOBOPOM

0)IIOCTaHOBJICHHEM

B)3aKJTIOUCHUEM

T)IIOJIOKECHUEM

I/IHCprKIIHH 110 BBINMOJIHCHHUIO.

[Ipy BBIOTHEHUH TECTOBBIX 3aJaHUN OOYYAOLIMKCS NOJDKEH BBHIOPATh OJMH WIIM HECKOJIBKO BEPHBIX OTBETOB U3
MPEJIOKCHHBIX BAPHAHTOB.

Kputepuu onenuBanus:

- OLICHKA 5 («OTJINYHO») BBICTABIIACTCS, €CIIM IIPaBUIIbHBIE OTBETHI 1aHbl Ha 85-100% Bompocos

- OLIEHKA 4 («XOpOLI0») BBICTABIISIETCS CTYACHTY, €CJIU MPaBHIIbHBIE OTBETHI AaHbl Ha 65-84% Bompocos
- OlIeHKa 3 («yIOBJIETBOPUTEIHHOY) BHICTABIAETCS CTYICHTY, €CIIU MTpaBUWIbHbBIE OTBETHI AaHbI Ha 50-64% BompocoB

- OlleHKa 2 («HEYJOBIETBOPUTEIIEHO)») BBICTABISAETCS CTYACHTY, €CIH TpPaBUIbHBIE OTBETHI NaHbl Ha MeHee 50%
BOITPOCOB.

Tembl 1oKIa10B

1.3HaveHue nenonpon3BoJICTBa B IPo(ecCHOHABHOM NesITeTbHOCTH
2. DBOIOIHS PA3IMYHBIX BUOB JOKYMEHTOB.
3. Bwuasl u ohopmiieHHE OPraHU3aLUOHHBIX JOKYMEHTOB.
Bunsl 1 oopmMiIeHHE paciopsIUTENbHBIX JOKYMEHTOB
5. Bwuasl u opopmiienre HHPOPMATOHHO-CITPABOYHBIX JOKYMEHTOB.
6. Bwuabl u opopmiieHHE TUYHBIX TOKYMEHTOB.
7. 3HaueHHue cIy>KEOHBIX MTUCEM B yIPABICHYECKOM NeSTETLHOCTH.
8.  OcobeHHOCTH COCTaBIICHHUS TEKCTOB CIIY>KEOHBIX ITHCEM.
9. DkcrnepTH3a HEHHOCTH TOKYMEHTOB.
10. 3naueHHe KOMIBIOTEPU3ALMH JOKyMEHTO000pOTa I paboTh! ciyx0b1 JOY
11. Ilenu u3yuyeHus U 3aJa4u Kypca AEJIONPOU3BOICTBA, ONPEIEIEHUE JeIOPON3BOICTBA.
12. Ponb JOKyMEHTAIMOHHOTO O0ECIIeUeHUsI B YIIPABIICHUH.
13. HopmaTtuBHO-IpaBOBOE 0OECIieUeHUE IEATEILHOCTH CITYKO JIeTOIPOU3BOICTBA.
14. Crpykrypa u cofepaHue WHCTPYKIIHH IO JISTONPOU3BOICTBY Ha MPEAPUITHI
15. Oco0eHHOCTH JOKYMEHTOB 10 JTUYHOMY COCTaBY
16. Texnomorust 0OpabOTKN BHYTPEHHUX U UCXOASIINX JTOKYMEHTOB.
17. Perucrtpanus TOKyMEHTOB M KOHTPOJIb UCTIOHEHHSI JIOKYMEHTOB.
18. Homenknatypa znen Ha npeanpusTuu, GopMupoBanue u ohopmMiIeHHE Ae.
19. TloaroroBka JOKyMEHTOB Ha apXMBHOE XpaHEHUE.
20. Opranuzanys 1 0COOCHHOCTH NMPUEMA MTOCETUTEIICH PYKOBOIUTEIIEM.
21. Tlopsinok paOOTHI C MUCBMEHHBIMHU OOPAILICHUSMH TPaXKIaH.



22. Hcropus pa3BUTHS JOKYMEHTA: OT JAPSBHOCTH JIO HAIIUX JHEH.

23. IlpaBoBoe 3Ha4YeHUE KauecTBa OHOPMIICHHS JOKYMEHTOB.

24. Owmubku B paboTe CIIy>KOBI IEIONPOU3BOACTBA U X 3HAYCHNE B HAIICH JKU3HHU.

25. HudopManroHHO-CIIPaBOYHbIE IOKYMEHTBI, X Ha3HAYEHUE U POIIb B YIIPABICHUN

26. IlepeueHb OCHOBHBIX BUI0B HH(POPMALMOHHO-CIIPABOYHBIX IOKYMEHTOB.

27. Oomwme TpedboBanus K 0GOPMIICHHIO HHPOPMAITMOHHO-CIIPABOYHBIX JOKYMEHTOB

28. OOmias xapakTepUCTHKa IOKYMEHTA, CTPYKTypa TEKCTa, TOPSIIOK pa3paboTKy u 0pOPMIICHUS PEKBU3UTOB aKTa.
29. OOmias xapaKTepHCTHKA IIPOTOKOJIA, CTPYKTypa TeKCTa, HOPSIIOK pa3padoTKu

30. Ocobennoctr 0POPMICHHUS PEKBU3UTOB IIPOTOKOJIA

Kpurepum oneHkmu:
OLIEHKA 5 (KOTJIMYHO»):
- HaJIM4Ke YE€TKOTO IJIaHa JOKIAa;
- PacKpbITHE B JOKJIAJIE CYTH MTPOOIIEMBIL,
- CaMOCTOSITENNFHOCTD B TIOJ00pe (haKTHIECKOT0 MaTepralia M aHAJTUTHIECKOTO OTHOIIIEHUS K HEMY;
- CBOOOIHOE M3JI0KCHHUE MaTepralla M YSTKUE OTBETHI Ha MMOCTABJICHHBIC BOITPOCHIL.
oneHKa 4 («Xopomio»):
- YMEHHE U3JI0KUTH CKATO OCHOBHBIE TIOJIOKESHHS JOKIIAAa;
- pacKpbITHE B JJOKJIJIEe CYyTH MPOOIJIEMBIL;
- CaMOCTOSITEIILHOCTh B I0JI00pe (haKTUYECKOI0 MaTepralia U aHAJTUTHYCCKOTO OTHOIICHUS K HEMY;
- cBOOOTHOE M3II0’KEHUE MaTepraia U OTBETHI Ha TIOCTABICHHBIE BOPOCH C HECYIIECTBEHHBIMHU, HO OBICTPO
I/ICHpaBHCHHbIMI/I JOKJIaJYUKOM OHII/I6K3MI/I.
oleHKA 3 (KYI0BJIETBOPUTEIBLHO»):
- cofiepaTelbHOe BBICTYIUICHHE, HO JOKJIAAYWK 3aTPYTHSUICS CXKATO H3IIOKUTH OCHOBHBIC ITOJIOKEHUS
JIOKJIaa;
- I[CMOHCTpaHI/ISI O6y‘-IaIOIlII/IMI/ICSI HEOAOCTATOYHO IIOJIHBIX 3HaHPII71 Imo TEME€ JAOKiIazaa, OTCyTCTBI/IC
apryMeHTAIlNH;
- HE CTPYKTYPHPOBAHHOE M3I0KEHHUE MaTepualia J0KJaia, Py OTBETE Ha BOTIPOCHI IOYCKAET OIIHOKH.

3. MeToauuecKkue MaTepHuaJibl, ONpEeAC/IAIIMEC MPOUHECAYPbI OCHUBAHUSA 3HaHI/II7[, yMeHHﬁ, HAaBBbIKOB "
(I/IJ'II/I) ONbITA N€ATCJIBbHOCTH, XaPAKTCPU3YIOIINX ITAllbI (l)OpMHpOBaHI/Iﬂ KOMIIeTeHIIMii

[Iponenypa oneHMBaHUs 3HAHUH, YMEHHU, HABBIKOB U (MJIM) ONbITA JESTEIBHOCTH, XapaKTEPU3YIOIUX STaIlbl
(hopMHpOBaHUS KOMIIETEHIIMH COCTOUT U3 TEKYIEr0 KOHTPOJISL.
Texymmii KOHTPOJIb YCIIEBAEMOCTH IPOBOAMUTCS C HCIOJIB30BAHUEM OLIEHOYHBIX CPEJICTB, IPENCTaBICHHBIX
B M. 2 J[aHHOIO NPHIIOXKEHHs. Pe3ympTaThl TEKyIIEro KOHTPOIS MJOBOAATCA [0 CBEIACHMS CTYACHTOB JO
MPOMEXKYTOYHOW aTTeCTallMd M YYUTHIBAIOTCS MpPH OLEHUBAHUM 3HAHWW, yMEHHUH, HaBBIKOB M (WJIM) OIbBITA
JESATEIbHOCTH.



IMpuioxenue 2
METOJUYECKHUE YKA3AHUS JJIS1 OBYYAIOHIUXCSA MO OCBOEHUIO IMCHUIIJINHBI
OI1.04 /loxkyMeHTanMOHHOE OOecneyeHne ynpaBjaeHus

MeToandeckne yKa3aHUSl ISl CTYJSHTOB II0 OCBOCHHIO JUCHMIUIMHBI JlOKyMEHTalHMOHHOe oOecreueHue
YIpaBIeHHs ABIISIOTCS 9acThI0 pabouelt mMporpaMMbl TUCITUILTHHBI (TIPHIIOKEHNEM K pabodei mporpaMme).

Pabouas mporpamma AuCHUIUIMHEL J[OKyMEHTanMOHHOE 00ecTrieYeHne yIpaBIeHUsI YTBEPKAACTCS AUPEKTOPOM
KOJUIEPKA I U3YYCHUsS MUCHHMILIMHBIL, OnpenenseT mMeau U 3aJadd JUCHUIUIMHBL, (JOPMUPYEMBIC B XOJIE €€ U3yUCHUS
KOMIIETeHIINY W X KOMITOHEHTBI, COJIEPIKaHNe N3ydaeMOro MaTepualia, BUJbI 3aHITHH U 00bEeM BBIIEIIEMOTO y4eOHOTO
BpEMEHH, a TakKXKe MOPANOK HW3yUYeHHUS W TPEnoJaBaHus y4eOHOW IHCIUIUIMHBI JlOKyMeHTalnoHHOe oOecredeHne
YIPaBICHHUS.

st camocTosiTenbHOM y4eOHOH paboThl CTYACHTa BAXKHOE 3HAYCHUE HMEIOT pasnenbl «CTpYKTypa U coJepiKaHue
TUCTIMILTNHBI (MOITYIIS)» U « Y 9e0HO-MeToAnIecKoe U HHPOPMAIIOHHOE 00ecTIedeHre TUCITUILTHHBI (MOTy sl )». B mepBom
YKa3bIBAIOTCS pas3fielibl U TEMbl W3ydaeMOW JHMCIMIUIMHBI, a TaKKe BHUJbI 3aHATUH W IUIAHUPYEMBIH 00BeM (B
aKkaJeMHUYecKUX  dacax), BO  BTOPOM  —  pEKOMeHIyeMas  JUTeparypa W  IepeueHb  PecypcoB
nH(GOPMAITMOHHO-TEIEKOMMYHUKaIMOHHON cetn  "HMuTepHetr". Paboras c¢ paboueit mporpamMmol IUCIHILIHHEI,
HE00X0 MO OOpaTHUTh BHIMAHKE Ha CIIeIyolIee:

— HeKoTopble pasfensl win Tembl aucuuminHel OI1.04 [lokymeHTannoHHOE obOecrieueHHe YIpaBICHUs He
pa3bmparoTcs Ha JIGKIHAX, a BBIHOCATCS HA CAMOCTOATENhHOE W3yUEHHE 10 PEKOMEHAyeMOW y4eOHOW JHuTeparype u
y4e0HO-METOJMIECKUM Pa3padoTKaM;

— COACPKAHUC TEM, BBIHECCHHBIX Ha CAMOCTOATCIIbBHOC U3Yy4YCHUC, B O6H33TCJII)HOM IMOPAAKE BXOAUT COCTaBHOM
YaCTbIO B TEMbBI TCKYIICTO U MPOMCEKYTOYHOT'O KOHTPOJIA,

Jns TOATOTOBKM K TEKyHIeMy KOHTPOJIIO CTYACHTHI MOTYT BOCIIONB30BAThCS OIICHOYHBIMH CPEIICTBAMH,
npencraBieHHbIME B [lpunokennn 1 x pabouedd mporpamme aucummuimiael OI1.04 JlokymeHTanmoHHOE oOecrieueHre
YIIPaBJICHHUSL.

1. Onucanne nocjieq0BaTEILHOCTH AefiCTBHIi CTyAeHTa

[Mpuctynas K M3y4eHHUIO AMCUUILIMHBI HEOOXOJIMMO B IMEPBYIO Ouepelb O3HAKOMHUTHCS COZEp:KaHHeM paboueit
nporpammel auctimiuimabl OI1.04  JlokymeHTannoHHOE obecriedeHrne ympaBlieHUs, Tae B pazaene «CTpykTypa u
coJiep>KaHue AUCLUIIIMHBI (MOIYJIs)» IPUBEAEHO O0IIee pacipeeseHue YacoB ay JUTOPHBIX 3aHATHH U CAMOCTOSITEIIbHOM
pabotsl mo Temam puctuiuabl OI1.04 JlokyMeHTanoHHOEe 00ecTieYeHne YIPaBICHUS U BUIAM 3aHSATHI.

3a70roM YCMEHIHOTO OCBOCHHUS JUCHUIUIMHBI JIOKyMEHTAllMOHHOE OOECIeYeHUE YMpaBICHHUS SBIISICTCS
MOCEIICHUE JICKIMOHHBIX 3aHSATUH M BBIIOJIHEHHE NPAKTUYECKUX 3aJaHUil, TaK KakK IPOIyCK OIHOIro, a TeM Oojee
HECKOJIBKHMX 3aHATHI MOXKET OCIOXKHHUTH OCBOCHHUE Pa3JeNIoB Kypca.

Jlexiuu MMEIOT HENbI0 JaTh CHCTEMATH3UPOBAHHBIE OCHOBBI HAyUYHBIX 3HAHHUM MO COAEP)KAHUIO JUCHUIUINHBI
OIL.06 [lokymeHTanmMoHHOE oOecrieueHue ympasieHus. [Ipy u3yueHMHM U MpOpabOTKE TEOPETUYECKOro Mareprana
HEeO00XOIUMO:

— TOBTOPUTH 3aKOHCTIIEKTHPOBAHHBIM Ha JEKIMOHHOM 3aHSATHM MaTepual M JONOJHUTh €ro C Y4eTOM
PEKOMEHIOBAaHHOM 110 JAHHOM TEME JINTEPaTyphl;

— IIPY CaMOCTOSITEIEHOM M3Y4YEHHN TEOPETUIECKON TEMBI TIOATOTOBUTH KOHCIIEKT, HCIIOJIB3YsI PEKOMEHIOBAHHBIE B
paboueii mporpaMMe TUCIUIUIMHBI JINTEpaTypHbIE HICTOYHUKH U AJIEKTPOHHBIE 00pa3oBaTeIbHbBIC PECypCHI;

— OTBETHUTbH Ha KOHTPOJIbHBIE BOIIPOCHI IO TEME.

IIpakTuueckue 3agaHus TPOBOAITCS C LEJNbIO YIIIyONEeHUs] U 3aKpeNyIeHUs] 3HAHWH, MOJyYeHHBIX Ha JIEKLUSX, B
MPOIIECCe CaMOCTOATENBEHOM paboThl ¢ y4eOHOH TUTEepaTypoi.

B xone mpakTHyeckoro 3ajaHusi 00y4arolIHecs! BBIMONHSIOT OJHO MPAaKTHYECKOE 3ajaHue T0J] PYKOBOICTBOM
MpenogaBarens B COOTBETCTBUH C U3y4aeMbIM COJep)KaHUEeM y4eOHOro MaTepuaa.

Brimonnenne o0y4aonmmMes TpaKTHYECKUX 3alaHUi TPOBOAUTCS € LETIbIO:

- CUCTeMAaTH3allM1 ¥ 3aKPETJICHHS MTOJTyYeHHBIX TEOPETHUECKUX 3HAHUH 1 MPAaKTUYECKUX YMEHUH;

- YyIIIyOJIeHUsT TEOPETUIECKUX 3HAHUN B COOTBETCTBHH C 3aIaHHON TEMOM;

- (hopMHPOBaHUS YMEHHUI IPUMEHSATH TEOPETUUECKUE 3HAHUS IPU PEIICHNH OCTaBICHHBIX BOIIPOCOB;

- pa3BUTHS OOIINX KOMITETEHIIUN y 00y4JaroIIXCs;

- pa3BUTHS TBOPUYECKON MHUITUATHBBI, CAMOCTOSATEIbHOCTH, OTBETCTBEHHOCTH U OPTaHN30BAaHHOCTH.

BrimonneHne 00y4aommMucs IPaKTHYECKUX 3aJaHUi HaIllPaBJIeHO Ha!

- 000011IeHIEe, CUCTEMATH3aLuIO, YTIIyOlIeHne, 3aKperyIeHUE MOYyYSHHBIX TEOPETUUECKUX 3HAHUH 110 KOHKPETHBIM
temam nuctuiniuabl OI1.04 JlokyMeHTanrmoHHOEe 00ECTICUeHHE YIIPABICHHUS,

- (QopMupoBaHHE YMEHMIl TPUMEHATh MOJIYYEHHBIE 3HAHWA Ha [PAKTUKE, pPEINU3alUIi0 eIWHCTBA
VHTEIIEKTYaIbHON U MPAKTHUECKOH IEATENBHOCTH;

- BBIpa0OTKY TIpU pEIICHHH TMOCTABIECHHBIX 3a7a4 TakKuX MPOPECCHOHANBHO 3HAYMMBIX KauecTB, Kak
CaMOCTOSITEITFHOCTh, OTBETCTBEHHOCTh, TOYHOCTh, TBOPUYECKAsi MHUIINATHBA.

[Ipu moaroToBke K NPaKTHUECKOMY 3aJaHHI0 HEOOXOAMMO M3YYUTh MJIM MMOBTOPUTH JIEKIMOHHBIM MaTepHai 110



COOTBETCTBYIOIIEH TEME.

2. CamocrosnTeabHasi padoTa CTy/leHTa

CamocrosrensHas paboTa - 3TO BHJ y4eOHOH AEATENbHOCTH, MPEJHA3HAUYCHHBIN JUId NMPUOOPETCHMS 3HAHUM,
HaBBIKOB U YMEHHMH B 00beMe M3ydaeMON IUCLUIUIMHBI JIOKyMEHTallMOHHOE OOEClEeUYEeHHUE YIPABICHUS COIJIACHO
tpeboBanusiMm  OI'OC cpemnero mnpodeccrHoHambHOTO 00pa3oBaHMs, KOTOPBIM  BBIIOJHACTCS OOYYaIOLIMMUCS
WHIWBUAYAIBHO U MIPENoNaraeT akTUBHYIO POJIb CTYJIEHTa B €€ OCYILIECTBICHUU U KOHTPOJIE.

IlenmncaMocTOSATETEHONPAOOTHI:

= CHUCTCMATH3alMs U 3aKPCIJICHUC MOJYYCHHBIX TCOPETUICCKUX 3HAHUH U IMPAKTUYICCKUX yMCHI/Iﬁ CTYACHTOB;,
= yI‘J'IY6J'ICHI/Ie " paClIMPCHUC TCOPETUICCKUX 3HaHPII>i;

- (dopMmupoBaHWE YMEHHI WCIONB30BaTh HOPMATHBHYIO, IIPaBOBYIO, CIIPABOYHYIO JOKYMEHTAHIO U
CHETMaTBHYIO JTUTEPATypy;

= Pas3BUTHC IIO3HABATCJIBHBIX CIIOCOOHOCTEHl W aKTUBHOCTH CTYACHTOB: TBOp‘ICCKOﬁ NHUIIUATHUBEI,
CaMOCTOATEIIbPHOCTH, OTBETCTBCHHOCTH 1 OPIraHU30BAHHOCTH,

- (dopMHpOBaHHE CAMOCTOATEILHOCTH MBIIIICHHUS, CIOCOOHOCTEH K CaMOPa3BUTHIO, CAMOCOBEPIIICHCTBOBAHUIO
W caMopeai3aliy;

= BOCIIMTAaHHC CaMOCTOATCIBHOCTH, KaK IHYHOCTHOT'O Ka4CCTBA 6yz[y1uero CrICouaiucra,

- Pa3BUTHCHCCICIOBATCILCKUXYMEHUH.
CamocTosiTennbHass paboTta crynmeHTa 1o ydeOHoM aumcuuruimae OI1.04 JlokyMeHTallMOHHOE OOeCIeUCHHE
YIpaBJICHUSI BBIMTOTHICTCS:

- CaMOCTOSITEIBHO BHE PaCIHUCaHUs YICOHBIX 3aHSATHIA;
- C HCHOJb30BAaHHEM COBPEMEHHBIX 00pa30BaTEIbHBIX TEXHOJIOTHH;

- TapajuleJbHO U BO B3aUMOJCHUCTBHUHM C ayAUTOPHBIMHU 3aHATUSAMH.

Bomnpocsl, He paccMOTpeHHbIE Ha JIEKIUSAX U MPAKTUYECKUX 3aJaHNH, JOIKHBI OBITh U3Y4EHBI CTYIEHTaMH B XOJ€
CaMOCTOSITeNbHOM pPaboThl. KOHTpomb caMocTosiTenbHONW paboTBl CTYIACHTOB HaJ Y4eOHOH mporpamMMol Kypca
OCYIIECTBIISIETCS B XOJI€ 3aHATHI METOZOM orpoca. B xojie caMocTosITenbHOM paboThl KaXK bl CTYACHT 00513aH MPOYUTATh
OCHOBHYIO M JOMIOJHUTENBHYIO JIUTEPaTypy IO H3y4aeMOH TeMe, IOIOJHHUTh KOHCIEKTHI JIEKUUH HEIOCTAIOLUINM
MaTepuajoM. BpImMcKaMu W3 PEKOMEHIOBAHHBIX IEPBOUCTOYHUKOB. BBIIENUTh HEMOHATHBIE TEPMHHBI, HAWTH HX
3HaYeHHE B SHIMKIIONEINYECKUX CIIOBApIX.

3. Pexomenaanuu no padore ¢ JUTEPATYPOH U HCTOYHUKAMH

Paboty ¢ nuTeparypoii cienyeT HayMHATh C aHanW3a pabovell MporpamMMbl AUCHHUILIMHBI JJOKyMEHTaI[MOHHOE
obecrieyeHUe yrpaBiieH s, COJCPIKAILCH CITUCOK OCHOBHOM M JIOTIOJIHUTENILHO JIUTEPaTyPBhI.

B crnyyae BO3HWKHOBEHUS 3aTPyJHCHHN B MOHMMAaHWK y4eOHOrO Marepualia CIEAyeT OOpaTUThCS K JPYTHM
HCTOYHHUKAM, TJIe U3JI0KEHUE MOXKET OKa3aThCs 00JIee TOCTYMHBIM.

Pabora ¢ muTepaTypoii He TOJBKO MOJIe3Ha KaK CPeACTBO OoJiee Tiy0oKoro uzydeHus ioboi quctuminie OI1.04
JIOKyMEHTAIMOHHOE 00eCieueHIe YIPABICHUS, HO U SIBJISCTCS HEOTHEMIIEMOM YacThi0 MPO(HECCHOHATBHOM AEATEILHOCTH
Oy/ayIero BBIMTYCKHUKA.



