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1 OBIIASI XAPAKTEPUCTHKA PABOYEN IPOTIPAMMBI YUEBHOM JTUCIUILIMHBI
«TOKYMEHTAIOMOHHOE OBECIIEYEHUE YIIPABJIEHUS »

1.1 Obs1acTh NPpUMEHEHHUS TPOrPAMMBI

PabGouast mporpamMma y4eOHOW MUCHUILTHHBEI «/l0KyMeHTALMOHHOe ofecnedyeHne YIMpaBJIeHUS»
SBJIIETCS YacThIO NPOrPaMMBbl MOATOTOBKU CHELMATMCTOB CPEIHETO 3BE€Ha Mo cnenuanbHocTu 38.02.01
DKOHOMHKA M OyXTanTepcKuil yder (1o otpacisim). Pabouast mporpamMma cocraBiieHa JUIsi OYHOH (OPMBI
o0OydeHusl.

1.2 MecTO0 AUMCHMIUIMHBI B CTPYKType NPOrpamMMbl NMOATOTOBKHM CHENUAJTHCTOB CpeIHero
3BeHa

VYyeOHas jucuuiuiiHa ««/JlokyMeHTanMOHHOe o0ecneyeHHe YNPaBJIEHHMA» OTHOCUTCS K
oOmenpodecCHOHAIBHOMY  Y4eOHOMY ITUKITY.

OcBoeHMIO Y4eOHOH JAMCUMIUIMHBI MpeaulecTBYeT u3ydyeHue yuyeOHblx aucuuimd bJ[.11
HNudopmaruka.

JucuumnnuHa «/JloKkyMeHTalnoHHOe o0ecrieyeHre YIPaBJIeHHs SIBJISETCS MPEALIECTBYIOMEN IS
M3YYECHUS CIEAYIOUIMX Y4eOHBIX IUCHMIUIUH, mpodeccuoHanbHbix Mmoxaynei: OIIL.07. Hanoru wu
Hanorooo6oxenue; [IM.01. JlokyMeHTUpOBaHUE XO34WCTBEHHBIX ONEpalyil U BeleHUue OyXraJlTepcKoro
ydera akTuBOB opranuzanuu; 1IM.02. Benenue Oyxranarepckoro ydyera MCTOYHHKOB (POPMHUPOBAHUS
aKTHBOB, BBIITOJIHEHHE PA0OT MO0 MHBEHTAPU3ALUHN aKTUBOB M (DHHAHCOBBIX 00sI3aTEIHCTB OPraHNU3aALUN
I[IM.04. CocraBneHue | HCHOJIb30BaHHE Oyxrantepckoil (punHaHcoBoi) otyetHocTtu. [IM.06
Brimonnenue pabot no gomxHocty Kaccup.

1.3 Heap n niianupyemblie pe3yJibTaThl 0CBOCHUS AN CHMIIJIMHbBI:

ConepxaHue JAUCUUIUIMHBI OPHUEHTHPOBAHO HAa MOJrOTOBKY OOYYalOLIMXCS K OCBOCHMIO
npoeCCUOHATBHBIX ~ MOJYJeH MpPOrpaMMbl MOJIrOTOBKM  CIHELMAIUCTOB CPEAHEr0 3BEHA 110
CHELMATIbHOCTH U OBJIAJICHUIO CIEAYIOUMMH OOIMMHU U TPO(HECCUOHATBHBIMUA KOMIIETEHIUSIMHU:

I1K 1.1. O6pabatsiBaTh NEPBUUHBIE OYXTAITEPCKUE JOKYMEHTHI.

IIK 1.2. Pa3pabaThiBaTh U COIJIaCOBBIBaTh C PYKOBOACTBOM OpraHM3alMM paOouuii IUIaH CYETOB
OyXraJTepcKOro yuyera OpraHu3aluu.

[IK 2.1. ®opmupoBath OyXxraiaTepckue MpOBOAKHU MO yYETY UCTOYHMKOB aKTHMBOB OpraHU3alMy Ha
OCHOBE paboyero MnijiaHa cCueToB OYXrajTepcKoro yJera.

[IK 2.2. BpInOaHAT NOPYYEHHsI PYKOBOJICTBA B COCTaBE KOMUCCHH 10 MHBEHTAPU3ALMM aKTUBOB B
MECTaX UX XpaHECHHUS.

[IK 2.6. OcyuiecTBasTh cO0p UHPOpPMALMK O ACSITEIBHOCTH O0BEKTa BHYTPEHHEr0 KOHTPOJIS MO
BBINOJIHEHUIO TpeOOBaHU IPAaBOBOM M HOPMATUBHOI 0a3bl U BHYTPEHHUX PETJIAMEHTOB.

[1IK 2.7. BbINOTHATH KOHTPOJIbHBIE MPOLEAYPHl U UX JOKYMEHTHPOBaHHE, TOTOBUTH U O(OPMIISATH
3aBepUIAlOIINE MAaTEPUAIbI 10 PE3YJIbTaTaM BHYTPEHHETO KOHTPOJIS.

IIK 3.2. OdopMiasaTh MmiuaTeXHbIE TOKYMEHTBHI JJIs NEPEYUCIIEHUs HAJIOroB U cOOpPOB B OIOJDKET,
KOHTPOJMPOBATh UX MPOXOXKJICHHUE MO PACUETHO-KACCOBBIM OAHKOBCKUM OTEPAIHSIM.

I[IK 3.4. OdopmisaTh TIUIATEKHBIE JOKYMEHTHI Ha TMEPEYHMCICHHUE CTPAXOBBIX B3HOCOB BO
BHEOIOJKETHbIE (DOHIBI M HAJOTOBBIE OPraHbl, KOHTPOJIMPOBATH HX MPOXOXKICHHE IO PACUETHO-
KaCCOBBIM 0aHKOBCKHM OIEpaLUsIM.

IIK 4.2. CocraBnsath ¢opMbl Oyxrantepckoil ((pMHAHCOBOW) OTYETHOCTH B YCTAHOBJIEHHBIE
3aKOHOJATEIHCTBOM CPOKH.

IIK 4.3. CocraBnsaTh (OTYETHI) W HAJOTOBBIC NEKIApallMd IO Hajgoram u cbopam B OIOIKET,
YYHUTHIBasi OTMEHEHHBIM enuHbIi comuaibHbli Hajor (ECH), otuerhl mo cTpaxoBsIM B3HOCaM B
rOCyJapCTBEHHbIE BHEOIO/KETHbIE (OHABI, a Takke (QOPMBI CTATUCTUYECKOH OTYETHOCTH B
YCTaHOBJICHHBIE 3aKOHOAATEIBCTBOM CPOKH.

I[IK 4.6. Anamu3upoBaThb (PUHAHCOBO-XO3SIMCTBEHHYIO JEATEIBHOCTh, OCYIIECTBIATH aHAIU3
uHOpMalNH, TOJy4EHHOH B X0J1€ MPOBEJCHUS KOHTPOJIBHBIX IPOLIEYpP, BBISIBICHUE U OLIEHKY PUCKOB.
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IIK 4.7. IlpoBoguTh MOHMTOPHUHI YCTPAaHEHHUS MEHEP)KMEHTOM BBISBICHHBIX HapylICHU,
HEZ0CTAaTKOB U PUCKOB.
1K 6.2. BecTr kaccoByI0 KHUTY C COOCTBEHHOH KaCCOBOW OTYETHOCTHIO.

OK 01 Bribuparb crocoObl pemieHus 3afad NpoQecCHOHATBHON NeSTETbHOCTH MPUMEHUTEIBHO K
Pa3IMYHBIM KOHTEKCTaM.

OK 02 HMcronp30BaTh COBPEMEHHBIE CPEJICTBA MOMCKA, aHAIM3a M MHTEPIPETalud UHOOPMAIMH H
nH(OPMAaLIMOHHBIE TEXHOJIOTUH I BHIOTHEHUS 33/1a4 MpodeCcCHOHATbHON ASSITENbHOCTH.

OK 03 IInanupoBaTh ¥ peaqn30BBIBAaTh COOCTBEHHOE MPO(ECCHOHATBFHOE U JTUYHOCTHOE pPa3BUTHE,
MPEeNNPUHUMATEIbCKYIO  JESTeNIbHOCTh B MpodeccuoHaNbHON cdepe, HCIOoNb30BaTh 3HAHUS IO
(UHAHCOBOW TPAMOTHOCTH B PA3JIUYHBIX )KU3HEHHBIX CUTYAIIHSX.

OK 05 OcymectBisiTh YCTHYIO U NHUCBMEHHYI0 KOMMYHHMKAIIMIO Ha TOCYJAapCTBEHHOM SI3bIKE
Poccwuiickoit deaeparuu ¢ yaeToM 0COOEHHOCTEH COIMATBLHOTO U KYJIBTYPHOTO KOHTEKCTA.

OK 09. Tlons3oBathcst poecCHOHATEHON JOKYMEHTAIIMEH Ha TOCYIapCTBEHHOM W MHOCTPAHHOM

SI3BbIKaXx.

Koo IIK/ OK

Ymenua

3nanusn

[IK 1.1. ObpabareiBaTh
NEepBUYHbBIE OyXTaITePCKUE
JIOKYMEHTBI

OK 1

OK 2

OK 3

OK 5

OK9

V1. ohopMISATh TOKYMEHTAILIUIO B
COOTBETCTBUH C HOPMATUBHOMN
0a3oii, B T. 4. C UCIIOJIb30BAaHHEM
MH(OPMALIMOHHBIX TEXHOJIOTHI;
V2. ucnonp3oBath
YHUPUITUPOBAHHBIE (DOPMBI
JOKYMEHTOB

Y0 01.01 pacno3HaBaTh 3a7auy
u/nunm npoOiemy B
npodeccuoHaTbHOM H/UITU
COLIMAIBHOM KOHTEKCTE;

Y0 01.02 aHaJIU3UpOBAThH
3a/1auy W/Win MpooJIeMy U BBIIETSATh
e€ COCTaBHBIC YaCTH;

Y0 01.03 OTIPENIETISITH ATAIBI
pelleHus 3a1a4H;
Yo 01.04 BBISIBJISTD U

3P PEKTUBHO UCKaTh HHPOPMALIUIO,
HEOOXOIMMYIO /ISl PELICHUS 3a/1a9u
u/Wim npoOJIeMsl;

Yo 01.05 COCTaBJISITh TIJIaH
JCUCTBUIA;

Yo 01.06 OIpEACIATh
HEOOXOTUMBIC PECYPCHI;

Y0 01.08 peanu30BbIBATH
COCTaBJICHHBIN IIJIaH;

Y0 01.09 OLICHUBATh PE3yJIbTAT

Y MOCJTEACTBUS CBOUX JEHCTBUI
(caMOCTOATENBHO MM C TOMOIIBIO
HAaCTaBHUKA);

Y0 02.03 MJIAHUPOBATH MIPOLIECC
MOUCKA; CTPYKTYPUPOBAThH
oJTy4aeMyro HH(OPMAITHIO

Y0 02.06 opopMIATH
pe3ynbTaThl IOUCKA, IPUMEHSTH

31. TpeboBanus K
COCTaBJICHUIO ¥ O(hOPMIICHUIO
JIOKYMEHTOB;

32. cucreMbl
JOKYMEHTAI[HOHHOTO
oOecrieueHus yrpaBIcHUS;
KJIaCCU(PUKALIMIO JOKYMEHTOB
30 01.02 OCHOBHBIE
WCTOYHUKH WH()OPMALIUN U
pecypcehl IS peLIeHus 3a1a4
1 pobiieM B
npohecCuoHaTFHOM U/UITU
COIIMAIbHOM KOHTEKCTE;
3001.03 aJITOPUTMBI
BBITIOJTHEHUS pabOT B
npohecCuOHANBHON U
CMEXHBIX 00/1aCTsIX;

30 01.04 METOJIbI
paboThl B IpOoeCCHOHATBHON
U CMEXHBIX chepax

30 01.07 TPYJIHOCTH U
PUCKH, CBSI3aHHEBIE C
COITYTCTBYIOIIMMU BUAAMHU
JESTEIbHOCTH, a TAKXKE UX
MIPUYMHBI U CIIOCOOBI UX
MPEeIOTBPAILICHUS

30 02.01 HOMEHKJIaTypa
MH(POPMAIIMOHHBIX
HMCTOYHUKOB, IPUMEHSEMBIX B
npodeccroHanbHOM
JeSITeTbHOCTH

30 02.04 COBPEMEHHBIE
CpEACTBA U YCTPOMCTBA
nH(pOpMaTU3ALUH, TOPSATIOK
WX IPUMEHEHHS U
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cpencTBa MHPOPMAIIMOHHBIX
TEXHOJIOTHH JIJIsl peIICHUS
npodecCuoHaNBHBIX 3a71a4;

Yo 02.07 UCII0JIb30BaTh
COBpPEMEHHOE MTPOTrPaMMHOE
o0OecrieueHue;

Y0 02.08 HCII0JIb30BaTh
pa3iu4aHbie U(POBBIC CPEACTBA IS
penieHus mpohecCuOHaTbHBIX 3a7ay;
Y0 02.09 IPOSBIIATE KYJIBTYPY
nH(pOpMaIMOHHOM 0€30MMacHOCTH
MIPH UCTIOJIb30BAHUN

Y0 03.02 MIPUMEHSTh
COBPEMEHHYIO HAYYHYIO
npodeccuoHaIbHYIO
TEPMHHOJIOTHIO;

Y0 05.01 IrPaMOTHO U3JIararhb
CBOM MBICIIH U O)OPMIISITH
JIOKYMEHTHI 110 PO ECCHOHATBHON
TeMaTHKe Ha rOCYAapCTBEHHOM
SI3BIKE

Vo0 09.01 [IOHUMATh OOLIMHA
CMBICTT YETKO TIPOU3HECECHHBIX
BBICKA3bIBAaHUI Ha U3BECTHBIC TEMBbI
(mpodeccroHabHBIEC U OBITOBBIE),
MOHUMAThH TEKCTHI Ha Oa30BbIE
poeCCUOHAIbHBIEC TEMBI;

Y0 09.05 IIMCaTh MPOCTHIE
CBSI3HBIE COOOIIICHHS Ha 3HAKOMBIC
WM UHTEPECYIOIINE
poeCCUOHAIBHBIC TEMBI

porpaMMHOE 00eCIIeueHUE B
npodeccroHabHOM
JESITeIbHOCTH B TOM YHUCIIE C
MCIIOJIb30BaHNEM U (PPOBBIX
CPEICTB;

30 02.05 HOPMBI
uHbOpMaITMOHHON
0€30MaCHOCTH TIpU
UCIIOJIb30BaHUU
UH(POPMALIMOHHO-
KOMMYHHKAITMOHHBIX
TEXHOJIOTHI

30 03.01 coliep)KaHue
aKTyaJIbHOW HOPMAaTUBHO-
PaBOBOM JTOKYMEHTAIIHH;
30 03.02 COBpEMEHHas
Hay4yHas U
npodeccuoHatbHast
TEPMUHOJIOTHS

30 03.04 OCHOBBI
MPEINPUHUMATETbCKON
JEeSITEIbHOCTH; OCHOBBI
(UHAHCOBOW TPAaMOTHOCTH
30 05.02 npaBuia

o opMIICHUS TOKYMEHTOB H
MOCTPOCHUS YCTHBIX
coo01eHn i

30 09.03 JIEKCUYECKUI
MHUHHMYM, OTHOCSIITHICS K
OTHCaHMIO MTPEIMETOB,
CPEZCTB U MPOIIECCOB

npodeccuoHambHOM
NeSITeNIbHOCTH;
30 09.05 npaBuiia
YTEHUSI TEKCTOB
npodeccroHanbHOI
HaIpaBJIEHHOCTH
[IK 1.2. Pa3zpabatbiBaTh 1 V4. ocBauBaTh TEXHOJIOTHUHU 33. nmoHaATHE, LICIH, 3a0a41 1
COTJIaCOBBIBATH C aBTOMATHU3UPOBAHHOW 00paboOTKH MIPUHLIATIBI
PYKOBOJCTBOM JOKyMEHTaluu JIEJIONPOU3BOICTBA
opranuzanuu padouwnii man | Yo 01.05 COCTaBJISITh IIJIaH 30 01.02 OCHOBHbBIE
CUETOB OYXTaJITEpPCKOTO JENCTBUN; HMCTOYHUKH WH(OPMALIUU U
ydeTa OpraHu3alun Y0 01.06 ONpEeNEeATh pecypcehl I penieHus 3a1a4
OK 1 HE00XO0/IUMBIE PECYPCHI; u po0yieM B
OK 2 Y0 01.07 BIIAJICTh npo¢eCCUOHATBPHOM W/HITH
OK3 aKTyaJIbHBIMH METOZaMHU PaOOTHI B COLIMAJIBHOM KOHTEKCTE;
OK 5 PO ECCHOHATBHON U CMEKHBIX 30 01.03 AJITOPUTMBI
OK9 chepax; BBITIOJTHEHUS padoT B
Y0 01.08 peanu30BbIBATH npo¢eCCHOHAIBHON 1
COCTaBJICHHBIN IUIAH; CMEXXHBIX 00J1acTsIX;
Yo 01.09 oneHuBath pesyaprar | 30 01.04 METOJIBI

U IOCJIEJICTBUA CBOUX JIEUCTBUN

paboTsl B podeccnoHanbHOM
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(caMOCTOATEIBHO WM C TOMOLIBIO
HAaCTaBHUKA);

Yo 01.10 YUYUTHIBATh
BpPEMEHHbBIC OTPAaHHYCHHS U CPOKHU
MIPU pelIeHrur TpodhecCuoHaTbHBIX
3a/1ay;

VYo 02.05 OLI€HUBATH
PAaKTUYECKYIO 3HAUNMOCTh
pE3yJIbTaTOB MOUCKA;

Y0 02.06 opopMIATH
pe3yNbTaThl TOUCKA, TPUMEHSTh
cpencTBa HHPOPMAITMOHHBIX
TEXHOJIOTHIl JIJIsl peleHUs
po(heCcCHOHANBHBIX 3a71a4;

Y0 02.07 HCII0JIb30BaTh
COBPEMEHHOE MTPOTPaMMHOE
obecreyeHue;

Y0 02.08 HCII0JIb30BaTh
pasnuuHble TH(POBBIE CPEACTBA IS
penieHus mpodecCuoHaNbHBIX 3a7a4;
Y0 02.09 IPOSBIIATE KYJIBTYPY
nH(pOPMaIMOHHON 06€30MacHOCTH
TIPY UCTIOJIb30BAaHUH

Y0 03.02 MPUMEHSITh
COBPEMEHHYIO HayYHYIO
npodeccuoHaNbHYIO
TEPMUHOJIOTHIO;

Y0 05.01 IPaMOTHO U3JIaraTh
CBOM MBICIIH U 0()OPMIIATH
JIOKYMEHTBI 110 TPO(heCcCHOHANBHOM
TEMaTHUKE Ha TOCYIapCTBEHHOM
A3BIKE;

Y0 09.01 MMOHUMATh 00U
CMBICJI YETKO IPOU3HECEHHBIX
BBICKA3bIBAaHUI HA N3BECTHHIC TEMBI
(mpoteccroHalibHBIE U OBITOBBIE),
MMOHUMATh TEKCTHI Ha 0A30BBIC
npodeccuoHaIbHbIC TEMBI;

Y0 09.02 y4acTBOBATh B
Majiorax Ha 3HaKOMBbIE OOIIE U
poeCCHOHAIBHBIC TEMBI;

Y0 09.03 CTPOUTH MPOCTHIE
BBICKa3bIBaHUs O cebe U 0 cBoei
npodecCHOHAIBHOM 1S TeTbHOCTH;
Y0 09.05 MHUCaTh IPOCTHIE
CBSI3HBIE COOOIICHUS Ha 3HAKOMBIE
WIA THTEPECYIOIINE
npo¢ecCHOHATIbHBIE TEMBI

1 CMEXHBIX cepax

30 01.07 TPYAHOCTU U
PUCKH, CBSI3aHHBIC C
COIYTCTBYIOIIUMU BUIAMH
NeSITeTbHOCTH, @ TAKXKE UX
IPUYUHBI U CTIOCOOBI X
IPEOTBPAICHUS;

30 01.08 3HAUYUMOCTb
TUTAHUPOBAHHUS BCETO
pabouero mporecca, Kak
BBICTpanBaTh 3Q(HEKTUBHYIO
paboTy U pacrpenensiTh
pabouee BpeMs

30 02.01 HOMEHKJIaTypa
UH(POPMAIMOHHBIX
UCTOYHUKOB, IPUMEHSIEMBIX B
npodecCuOHATBHOMN
JeSITeTbHOCTH

30 02.04 COBPEMEHHBIE
Cpe/CTBa M YCTPOWCTBA
nH(OpMATH3AIHH, TIOPSATOK
UX IPUMEHCHUS U
MporpaMMHOE 00€CIIeueHUE B
npoQeCcCUuOHATBHOM
JEeSITEIbHOCTH B TOM YHCIIE C
UCIIOJIb30BaHUEM ITU(POBBIX

CpenacTB
30 03.02 COBpEMEHHas
Hay4Has U
npodeccuoHambHas
TEPMUHOJIOTHS

30 03.04 OCHOBBI

MPENPUHUMATETbCKON
JEATEIIBHOCTH; OCHOBBI
(rHaHCOBOW I'PaMOTHOCTH
30 05.02 npaBuiia
odopMIIeHUS TOKYMEHTOB U
IIOCTPOEHHUSI YCTHBIX
COOOIIIEHNI

[IK 2.1. ®opmupoBarb
Oyxraiatepckue MpOBOAKU
0 Y4eTy HCTOYHHUKOB
AKTUBOB OpraHyU3alv Ha

V1. obopMIIsITh JOKYMEHTAIIHMIO B
COOTBETCTBUH C HOPMATUBHOM
0a30ii, B T. 4. C KCIIOJIL30BAHUEM
WH(OPMAIIMOHHBIX TEXHOJIOTHI;

34. OCHOBHBIE MOHATHUSA
JOKYMEHTAI[MOHHOTO
obecrieueHus yrpaBicHU;
35. opranuzaiuio
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OCHOBE pabouero riaHa
CUETOB OYXTaJITEPCKOTO
yueTa
OK'1
OK 2
OK 3
OK'5
OK 9

V2. ucnonap30BaTh
yHU(ULIIPOBAaHHBIE (POPMEI
JIOKYMEHTOB;

V3. ucrnonp3oBarhb
TEJIEKOMMYHUKAI[MOHHBIE
TEXHOJIOTUH B 3JIEKTPOHHOM
JIOKYMEHTO000pOTE;

V5. ocyliecTBIATh XpaHEHUE U
HIOUCK JJOKYMEHTOB

Yo 01.05 COCTaBJIATH IIaH
JIeHCTBHI;

Y0 01.06 ONPEEINATh
HEO0OXOMMBIC PECYPCHI;

Yo 01.07 BIIAACTh

aKTyaJbHBIMH METOJaMU PA0OTHI B
PO ECCUOHAITBHON U CMEKHBIX

chepax;

Y0 01.08 pean30BbIBATH
COCTaBJICHHEIN IIJIaH;

Vo0 01.09 OLICHUBATh PE3yJIbTAT

7 TIOCE/ICTBHS CBOMX JICUCTBHH
(caMOCTOATENBHO WM C TOMOIIBIO
HACTaBHUKA);

Yo 01.10 YYHUTHIBATH
BPEMCHHBIC OTPAHUYCHUS ¥ CPOKHU
MIPU pelIeHruu IpodhecCHOHATBHBIX
3ajady;

Y0 02.05 OIICHUBATh
NPaKTUIECKYIO 3HAUNMOCTh
pE3yNbTaTOB MOUCKA;

Y0 02.06 0pOpMIISITD
pe3ynbTaThl OUCKA, TPUMEHSTh
cpelcTBa MHPOPMAIIMOHHBIX
TEXHOJIOTHH JIJIsl peIeHUs
poQeCCHOHANIBHBIX 33714,

Y0 02.07 HCII0JIb30BaTh
COBPEMEHHOE ITPOrpaMMHOE
obecreyeHue;

Y0 02.08 HCIIOJIB30BAaTh
paziuuHbie nu(pOBBIE CPEeACTBA IS
penieHus npohecCuOHaIbHBIX 3a7ay;
Y0 02.09 IIPOSIBIIATE KYJIBTYPY
nH(pOpPMaLMOHHON 6€30MacHOCTH
MIPH UCTIOJIb30BAHUU

Y0 03.02 MPUMEHSTh
COBPEMEHHYIO HayYHYIO
poeCCHOHATBHYIO
TEPMUHOJIOTHIO;

Yo 05.01 rpaMOTHO U3JIaraTh
CBOM MBICIIH U OOPMIISITH
JIOKYMEHTBI 110 PO eCCHOHATbHON
TEMaTHKE Ha TOCYAapCTBEHHOM

JIOKYMEHTOO000pOTA: TIPUEM,
00paboTKy, perucTpanuio,
KOHTPOJIb, XpaHEHHE
JOKYMEHTOB, HOMEHKJIATYpy
nen

3001.01 aKTyaJIbHBIN
npogeccuoHaIbHbIN 1
COILIMANIbHBIN KOHTEKCT, B
KOTOPOM MPUXOIUTCS
paboTaTh U KHUTH;

30 01.02 OCHOBHBIE
UCTOYHUKU UHPOPMALIUH U
pecypcehl Ui peLIeHns 3a1a4
1 npo0iieM B
poeCCHOHAIIBHOM W/HJTH
COLIMAIbHOM KOHTEKCTE;
3001.03 aJTOPUTMBI
BBITIOJIHEHUSI padoT B
npodeccrnoHaAIBHOM 1
CMEXKHBIX 00J1aCTAX;

30 01.04 METO/IbI
paboThl B pohecCHOHATBHOM
Y CMEXHBIX chepax

30 01.07 TPYJIHOCTH U
PUCKH, CBS3aHHBIC C
COITyTCTBYIOIIUMH BUJIAMH
NeSITeTbHOCTH, & TAaKXKe UX
MPUYUHBI U CIOCOOBI UX
MPEIOTBPAIICHHS

30 02.01 HOMEHKJIaTypa
MH(OPMALIMOHHBIX
UCTOYHUKOB, IPUMEHSEMBIX B
npodecCuoHaATBHON
NesITeNbHOCTH;

30 02.02 IPUEMBbI
CTPYKTYPUPOBaHUS
nH(popmManuu;

30 02.03 ¢dopmar
oopMIIeHUs PEe3yIbTAaTOB
MOMCKa UHPOPMALIUY;

30 02.04 COBpPEMEHHBIE
CpEInCTBa U YCTPOUCTBA
nH(popMaTHU3auU, TOPSAIOK
UX MPUMEHEHHS U
MporpaMMHOE 00eCIIeueHUE B
npodeccroHanbHOM
JEeSITETHHOCTH B TOM YHCIIE C
UCIOJIb30BaHNEM U (PPOBBIX

CpPEACTB;
30 02.05 HOPMBI
WH(POPMaITMOHHOMN

0€30MaCHOCTH IIPU
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SI3BIKE;

Y0 09.01 MMOHUMATh OOIIUI
CMBICJI YETKO TIPOU3HECEHHBIX
BBICKA3bIBAHUI HA U3BECTHHIC TEMBI
(mpodeccroHambHBIC B OBITOBBIC),
MOHUMATh TEKCTHI Ha Oa30BBIC
poeCCUOHATILHBIC TEMBI;

Y0 09.02 y4acTBOBAaTh B
Jaiorax Ha 3HaKOMBIE OOIIHE
po(hecCHOHAITLHBIC TEMBI,
¥009.03 CTPOUTH MPOCTHIE
BBICKa3bIBaHUS O ce0e U 0 CBOEH
npoeCCUOHATILHOM I TEITLHOCTH;
Y0 09.05 IIUCaTh MPOCTHIE
CBSI3HBIC COOOIICHUS HA 3HAKOMBIC
WJIH UHTEPECYIOIIHE

PO eCCUOHATILHBIC TEMBI

HCIOJIb30BaHUHU
nH(pOpPMAIMOHHO-
KOMMYHHKaIIMOHHbBIX
TEXHOJIOTHIA;

30 03.01 colepKaHue
aKTyaJIbHOW HOPMAaTUBHO-
IPaBOBOM JTOKYMEHTALUH;
30 03.02 COBpEMEHHas
Hay4Has U
npodeccuoHatbHas
TEPMUHOJIOTHSI

30 03.04 OCHOBBI
IpeANpUHUMATENIBCKOM
JESATEIbHOCTH; OCHOBBI
(uHaHCOBOW I'PaMOTHOCTH
30 05.02 paBuiia
oopmieHus JOKYMEHTOB U
IOCTPOEHUS YCTHBIX

coo01eHn
30 09.05 MpaBuIIa
YTEHUSI TEKCTOB
npodeccuoHaIbHOM
HaIpaBJIEHHOCTH
[1K 2.2. BeInogHATH V2. ucnonb3oBaTh 32. cucreMsl
MOpYYEHUsI PYKOBOJCTBA B | yHU(HUIIMPOBaHHBIE ()OPMBI JOKYMEHTAIlMOHHOTO
cOCTaBe KOMHUCCHH T10 JIOKYMEHTOB; oOecrnieueHus yrnpaBaeHUS;
MHBEHTapH3aluy aKTUBOB B | ¥Y3. UCIIOJIB30BaTh KJ1accu(uKanuio
MeCTaX UX XpaHEeHUs TEJIEeKOMMYHUKAlMOHHbIE JIOKYMEHTOB;
OK1 TEXHOJIOTUH B AJIEKTPOHHOM 34. OCHOBHBIE MTOHATHUS
OK 2 JIOKYMEHTO000pOTE JIOKYMEHTAIMOHHOTO
OK3 Yo 01.05 COCTAaBJIATH IUIAH o0ecrieyeHus yrpaBlieHUs
OK 5 JIEeHCTBUI; 3001.02 OCHOBHBIE
OK9 Y0 01.06 ONPEEIATh UCTOYHUKU UH(POPMALIUH U
HEO0OXOIUMBIE PECYPCHI; pecypchl Ui pelieHus 3a1a4d
Yo 01.07 BIIAJICTh U 1po0sieM B

aKTyaJIbHBIMH METO/IaMU paboTHI B
PO ECCUOHATBHON U CMEKHBIX

chepax;

Yo 01.08 peann30BbIBATH
COCTaBJICHHBIN IJIaH;

Y0 01.09 OLICHUBATh PE3yJIbTAT

Y IIOCIIEACTBHUS CBOUX JEHCTBUI
(caMOCTOSTETFHO WIIH C TIOMOIIIBIO
HAaCTaBHUKA);

Yo 01.10 YYHUTHIBATH
BPEMEHHBIE OTPAHUYECHUS U CPOKU
TP peIIeHUU POPECCUOHATHHBIX

npodeccnoHanTbHOM U/ MU
COIMAJIbHOM KOHTEKCTE;
3001.03 AJITOPUTMBI
BBITIOJTHEHUS pabOT B
npodeccroHaNbHOMN 1
CMEKHBIX 00/1aCTsIX;
3001.04 METO/IbI
paboThl B PO eCCHOHATBHON
U CMEXHBIX chepax

30 01.07 TPYJIHOCTH U
PUCKH, CBSI3aHHEBIE C
COITYTCTBYIOIIUMH BUIAMH

3a/1ay; NEeSATEIbHOCTH, a TAKXKE UX
Y0 02.05 OLICHUBATh MIPUYUHBI U CITOCOOBI UX
MPaKTUYECKYIO0 3HAUMMOCTb MPEeAOTBPALLECHUS
pe3yJbTaTOB MOUCKA; 30 02.01 HOMEHKJIaTypa
Yo 02.06 0popMIIATH MH(POPMAIIMOHHBIX
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pe3yNbTaThl MOUCKA, TPUMEHSTh
cpeacTBa HHPOPMALIMOHHBIX
TEXHOJIOTHIl JIJIsl pelIeHus
po(heCcCHOHANBLHBIX 3a71a4;

Y0 02.07 HCII0JIb30BaTh
COBPEMEHHOE MPOTPaMMHOE
obecIeyeHue;

Y0 02.08 UCII0JIb30BaTh
paszinuHble HU(pOBBIE CPEACTBA IS
peneHnus mpoeCCUOHATBHBIX 3a/1a4;
Y0 02.09 MPOSIBIISITH KYJIBTYPY
nH(OPMAIIMOHHON 0€30MacHOCTH
IIPU UCTIOJIb30BaHUU

Y0 03.02 IPUMEHSITh
COBPEMEHHYIO HAYYHYIO

PO EeCCHOHAIBHYIO
TEPMHHOJIOTHIO;

Y0 05.01 IPaMOTHO U3JIaraTh
CBOM MBICITH U O)OPMIISITH
JIOKYMEHTHI 110 PO eCCHOHATBHON
TEMaTHUKE Ha TOCYIapCTBEHHOM
A3BIKE;

Y0 09.01 MMOHUMATh 00U
CMBICT YETKO TPOU3HECEHHBIX
BBICKA3bIBAHUI HA M3BECTHBIC TEMBI
(mpodeccuoHanbHbIE U OBITOBBIE),
MMOHUMATh TEKCTHI Ha 0A30BBIC
npoecCuOHANbHBIE TEMBI;

Y0 09.02 y4acTBOBAaTh B
JUaNorax Ha 3HaKOMbIE O0IIHe U
poeCCHOHAIbHBIC TEMBI;

Y0 09.03 CTPOUTH IPOCTHIE
BBICKa3bIBaHUS O ceOe U 0 CBOEH
npoecCHOHANBEHOM e TeNbHOCTH;
Y0 09.05 NUCcaTh MPOCTHIE
CBSI3HBIE COOOIIIEHUS HA 3HAKOMbIE
WA THTEPECYIOIINE
npohecCHOHANLHBIE TEMBI

HMCTOYHUKOB, IPUMEHSIEMBIX B
npodeccroHabHOM
JeSITeNIbHOCTH

30 02.04 COBPEMEHHBIE
CpEICTBa U YCTPOICTBA
uH(pOpMaTU3AIINH, TIOPSIOK
UX IPUMEHEHHUS U
MpOrpaMMHOE 0OecTieueHUE B
npodeccuoHaTbHON
NESTEIIbHOCTH B TOM YHCIIE C
UCIIOJIb30BaHUEM IIHU(PPOBBIX
CpPEACTB;

30 02.05 HOPMBI
UH(POPMAITMOHHOH
0€30MacHOCTH MPU
UCIIOJIb30BaHUH
nH(}OpMaIMOHHO-
KOMMYHHKAITHOHHBIX
TEXHOJIOTHI

30 03.01 coiep)KaHue
aKTyaJIbHOW HOPMAaTUBHO-
MPaBOBOM JTOKYMEHTAIIHH;
30 03.02 COBpEMEHHas
Hay4yHas U
npodeccuoHambHas
TEPMHUHOJIOTHS

30 03.04 OCHOBBI
MpeANPUHUMATETBCKOM
NESATSIIbHOCTH,; OCHOBBI
(HaHCOBOW TPaMOTHOCTH
30 05.02 npaBuia
o(opmIIeHHS TOKYMEHTOB U
MTOCTPOCHHSI YCTHBIX
cooOmIeHni

30 09.03 JIEKCUYECKHI
MUHUMYM, OTHOCSIIIIUICS K
OIMCAHUIO MTPEIMETOB,
CPEZCTB U MPOLIECCOB
npodecCuoHaATBHON
NeSTeNbHOCTH,

30 09.05 MpaBHIIa
YTEHHsSI TEKCTOB
npodecCuoHaATBHON
HaIPaBJICHHOCTH

[IK 2.6. OcyiiecTBisiTh
cOop uHpOpMaLUH O
NesITeIbHOCTH 00BbEKTa
BHYTPEHHET0 KOHTPOJIA 110
BBITIOJTHCHUIO TPEOOBaHMIA
[IPaBOBOM U HOPMATUBHOU
0a3bl M1 BHYTPEHHUX
pErIaMeHToB

V3. ucnonp30Barh
TEJICeKOMMYHUKAIIMOHHBIE
TEXHOJIOTHH B 3JICKTPOHHOM
JIOKyMEHTO000pOTE;

V4. ocBanBaTh TEXHOJIOTUU
ABTOMAaTH3UPOBAHHOM 00pabOTKH
JOKYMEHTAIIUU

Y0 01.04 BBISIBIIATH U

34. OCHOBHBIE MOHATHUSA
JOKYMEHTAI[HOHHOTO
oOecrnieueHus yrnpaBIeHUS;
35. opranuzaiuio
JTIOKYMEHTOO0O0pOTA: TIPUEM,
00paboTKy, perucTpanuio,
KOHTPOJITb, XpaHEHHE
JIOKYMEHTOB, HOMEHKJIATYpy
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OK 1
OK 2
OK3
OK'5
OK9

3¢ (PeKTUBHO UCKATh HHPOPMAIIHIO,
HEOOXOUMYIO JUTSI PEIICHHUS 3a/1a41
W/AITY TTPOOIIEMBI

Y0 01.06 ONpEeETATh
HEO0OXOUMBIE PECYPCHI;

Y0 01.07 BJIAJIETh
aKTyaJIbHBIMH METO/IaMU paboTHI B
po(heCCHOHATTLHOM U CMEKHBIX
chepax;

Yo 01.10 YUUTHIBATh
BPEMEHHbBIE OTPAHUYECHUS U CPOKHU
MIPH pEIIeHUH PO ECCUOHATHHBIX
3ajady;

Yo 01.11 BIIAJICTh
aKTyaJIbHBIMH METO/IaMU pabOTHI B
PO ECCUOHAITBHON U CMEKHBIX
chepax

Y0 02.01 OMpPENETATh 3a/1a4u
JUTS IOUCKa UHPOPMALINH;

Vo0 02.02 OIpeaesaTh
HEO00XO0INMbIE UCTOUYHUKH
uH(pOpMaLnK;

Y0 02.03 IUTAHUPOBATh MPOLIECC
MOKCKA; CTPYKTYPUPOBATh
MOJTy4aeMyr0 HHPOPMAITHIO;

Vo0 02.04 BBIIEIAThL HanOoIee
3HAYUMOE B MIepeuHe MHPOPMAITUH;
Y0 02.05 OIICHUBATh
MIPAKTUIECKYIO 3HAYUMOCTD
pE3yNbTaTOB MOUCKA;

Y0 02.06 0pOpMIISITH
pe3ynbTaThl OUCKA, TPUMEHSTh
cpelcTBa MHPOPMAIIMOHHBIX
TEXHOJIOTHH JIJIsl peIeHUs
poQeCCHOHANIBHBIX 33714,

Y0 02.07 HCII0JIb30BaTh
COBPEMEHHOE MTPOTPaMMHOE
obecreyeHue;

Y0 02.08 HCIIOJIB30BAaTh
pa3iudHble HU(pPOBBIC CPEACTBA IS
penieHus npohecCuOHaIbHBIX 3a7ay;
Y0 02.09 IIPOSIBIIATE KYJIBTYPY
nH(pOpMaIMOHHOM 0€30MacHOCTH
MIPH UCTIOJIb30BAHUU
nH(pOpMaIMOHHO-
KOMMYHHKAITUOHHBIX TEXHOJIOTHIA
Y0 03.01 ONpeaesaTh
aKTyaJIbHOCTh HOPMATHUBHO-
IIPaBOBOM JTOKYMEHTAILIVU B
npodecCHOHANBEHOM e TENbHOCTH;
Y0 03.02 MPUMEHSTh
COBPEMEHHYIO HAYYHYIO

nen

3001.01 aKTyaJIbHBIN
npohecCUOHANBHBIN U
COILIMAITbHBIN KOHTEKCT, B
KOTOPOM MPUXOAUTCS
paboTaTh U KUTH;

30 01.02 OCHOBHBIE
UCTOYHUKH WHPOPMALIUU U
pecypcChl Ui pelieHus 3aaau
U podJieM B
poeCCHOHATBHOM H/HJTH
COLIMAJIbHOM KOHTEKCTE;

30 01.03 AJTOPUTMBI
BBITIOJIHEHUS padOT B
npohecCuOHATBHON U
CMEKHBIX 00/1aCTsIX;

30 01.04 METOIbI
paboThl B IpOoeCCHOHATBHON
Y CMEXHBIX chepax
3001.07 TPYJIHOCTH U
PUCKH, CBSI3aHHBIC C
COIMYTCTBYIOIIMMU BUAAMHU
JESTENIbHOCTH, a TAKXKeE UX
MPUYUHBI U CIIOCOOBI X
IPEIOTBPALCHUS

30 02.01 HOMEHKJIaTypa
MH(}OPMALIMOHHBIX
HCTOYHHUKOB, IPUMEHSIEMBIX B
npodecCuoHaAIbHOM
NesITeNbHOCTH;

30 02.02 IPUEMBbI
CTPYKTYpHUPOBaHUS
nHpopmanuu;

30 02.03 ¢dopmar
oopMIIeHHs PE3yIbTATOB
MOMCKa UH(POPMALIUY;

30 02.04 COBPEMEHHBIE
CpEICTBa U YCTPOUCTBA
nH(popMaTHU3aluU, TOPSAIOK
UX MPUMEHEHHS U
MporpaMMHOE 00eCIieueHUE B
npodeccroHanbHOI
JESITEIbBHOCTH B TOM YHUCIIE C
UCIOJIb30BaHNEM U (PPOBBIX
CPEICTB;

30 02.05 HOPMBI
nH(}OpMaLIMOHHON
0€30MaCHOCTH MIpU
HCIIOJIb30BaHUU
nH(pOpPMAIMOHHO-
KOMMYHHKAIIMOHHBIX
TEXHOJIOTHIA;
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po¢eCCHOHATBHYIO
TEPMHHOJIOTHIO;

Y0 03.10 MIPUMEHSTh
HCCIICIOBATEIILCKUE TTPUEMBI 1
HaBBIKH, YTOOBI OBITH B Kypce
MOCIICHUX OTPACIIEBBIX PEIICHUIN
Y0 05.01 rPaMOTHO U3JIaraTh

CBOU MBICIIH U 0()OPMIIATH
JOKYMEHTHI 110 TPo(hecCHOHANBHOM
TEMaTHUKE Ha TOCy1apCTBEHHOM
S3BIKE;

Vo0 09.01 [IOHUMATh OO
CMBICJI YETKO TIPOU3HECEHHBIX
BBICKA3bIBAaHUI HA U3BECTHBIE TEMbI
(mpodeccroHaNbHBIE B OBITOBBIC),
MOHUMATh TEKCTHI Ha 6a30BbIE
poeCCHOHAIbHBIC TEMBI;

Y0 09.02 y4acTBOBATh B
JMAJIorax Ha 3HaKOMble O0IIMe U
npodeccuoHaNbHBIE TEMBI;

Y0 09.03 CTPOUTH MPOCTHIE
BBICKa3bIBaHUS O cebe U 0 cBOeH
MpoeCCHOHAIBHON e TEIHHOCTH;
VYo 09.04 KpaTko 00O0CHOBBIBATh
U OOBSCHSTH CBOM JICHCTBUS
(TexyIue U IIaHupyeMble);

Y0 09.05 NUCcaTh MPOCTHIE
CBSI3HBIE COOOLICHUS Ha 3HAKOMBIE
WA MTHTEPECYIOIINE
npodecCHOHATIbHBIE TEMBI

30 03.01 colepKaHue
aKTyaJIbHOM HOPMAaTUBHO-
IPaBOBOM JTOKYMEHTAIINH;
30 03.02 COBpEMEHHas
Hay4yHas U
npodeccuoHaIbHas
TEPMHUHOJIOTHS

30 03.04 OCHOBBI
IpeapPUHUMATEIbCKOM
JeSITeTbHOCTH; OCHOBBI
(rHaHCOBOW I'PaMOTHOCTH
30 05.02 paBuiIa
oopMIIeHHS TOKYMEHTOB U
MOCTPOEHHSI YCTHBIX
COOOIIEHU

30 09.05 npaBuia
YTEHHSI TEKCTOB
po(heCcCUOHATLHOM
HaNpPaBICHHOCTH

IIK 2.7. BeITOTHATE
KOHTPOJIbHBIE IPOLEYPHI U
UX JOKYMEHTHUPOBAHUE,
TOTOBUTH U 0OPMIIATH
3aBEpLIAIOIINE MATEPUAIIBI
10 Pe3yJabTaTam
BHYTPEHHETO KOHTPOJIA
OK'1

OK 2

OK 3

OK 5

OK 9

V4. ocBauBaTh TEXHOJIOTUU
aBTOMAaTH3UPOBAHHOM 00pabOTKH
JOKYMEHTAITIH;

V5. ocyleCTBIATh XpaHEHUE U
MIOWCK JJOKYMEHTOB

Yo 01.04 BBISBJIATH U

3¢ (HeKTUBHO UCKATh HHPOPMAIIHIO,
HEO0XO0IUMYIO JIsl PELICHHUS 3a7aui
W/AITU TTPOOIIEMBI

Y0 01.06 ONPENEINATh
HEO0OXOITUMBIE PECYPCHI;
Yo 01.07 BJIAJIETh

aKTyaJIbHBIMH METOJIaMH PaOOTHI B
npo¢eCcCHOHATBHON U CMEKHBIX
chepax;

Yo 01.10 YUUTHIBATh
BPEMEHHBIEC OTPAHUYEHUS U CPOKH
IpU PEUICHUU NPO(PEeCcCHOHATBHBIX
3amad;
Yo 01.11

BJIaJETh

35. opraHu3zaruio
JIOKYMEHTO000pOTa: MPHUEM,
00paboTKy, pEruCTpaIuio,
KOHTPOJIb, XpaHEHHE
JOKYMEHTOB, HOMEHKJIATYPy
pi(Sh)

3001.03 AITOPUTMBI
BBINOJIHEHUS paboT B
npo¢eCCUOHAIBHON 1
CMEXHBIX 00J1acTAX;

30 01.04 METOJIBI
paboTsl B podeccnoHanbHOM
1 CMEXHBIX cepax

30 02.01 HOMEHKJIaTypa
MH(OPMALIMOHHBIX
HUCTOYHUKOB, IPUMEHSIEMBIX B
npodeccuoHaIbHON
NeSITebHOCTH;

30 02.02 MIPUEMBI
CTPYKTYPUPOBAHUS
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aKTyaJIbHBIMH METOJIaMH PabOTHI B
po(heCcCHOHATEHOM U CMEKHBIX

chepax

Y0 02.01 ONpEeNIeNATh 3a/1a4u
JUTS TIOUCKA UHPOPMALINH;

Y0 02.02 ONPEEINATh
HEOOXOIMMBIC HCTOUHUKHU
uHpOpMaInu;

Y0 02.03 TIJIAHUPOBATH MPOIECC

MIOWCKA; CTPYKTYPUPOBATh
MoJIy4aeMyro HH(POPMAIHIO;

Yo 02.04 BBI/IETIATH HanOouiee
3HaYUMOE B MlepeyHe HHPOpMaIUY;
Yo 02.05 OIICHUBATH
MPAKTUYECKYIO0 3HAYUMOCTD
pE3yJIbTaTOB IOUCKA;

Yo 02.06 0hOpMIIATH
pe3ysbTaThl MOUCKA, IPUMEHSATH
cpencTBa HHPOPMAIMOHHBIX
TEXHOJIOTHH JIJIsl pelIeHUs
poQeCCHOHANIBHBIX 337124,

Y0 02.07 UCII0JIb30BaTh
COBPEMEHHOE ITPOrpaMMHOE
obecIeyeHue;

Y0 02.08 HCII0JIb30BaTh
pa3iuuHble Hu(poBBIE CPEeACTBA IS
pemeHus MpoeCCHOHATBHBIX 3a/1a4;
Y0 02.09 IIPOSIBIIATE KYJIBTYPY
nH(pOpMaIMOHHOM 0€30MacHOCTH
MIPH UCTIONIb30BaHUU
MH(}OPMaLOHHO-
KOMMYHHKAITUOHHBIX TEXHOJIOTHIA
VY0 03.01 ONpEAENATh
AKTyaJIbHOCTh HOPMATHUBHO-
IIPaBOBOM JTOKYMEHTALVU B
npodecCHOHAIBHOMN 1S TeTbHOCTH;
Y0 03.02 PUMEHSITh
COBPEMEHHYIO HayYHYIO
poeCCHOHATBHYIO
TEPMUHOJIOTHIO;

Y0 03.10 MPUMEHSTh
UCCIIEI0BATEIbCKUE TPUEMBI U
HaBBIKH, YTOOBI OBITH B Kypce
MOCJIETHUX OTPACIEBBIX PELICHUN
Y0 05.01 rpaMOTHO U3JIaraTh
CBOM MBICIIH U OOPMIISITH
JIOKYMEHTBI 110 PO eCCHOHATbHON
TEMaTHKEe Ha roCy1apCTBEHHOM
SI3BIKE;

Y0 09.01 MOHUMATh 001U
CMBICT YE€TKO POU3HECEHHBIX
BBICKA3bIBAHUI HA MU3BECTHBIC TEMBI

nHpOopMaInu;

30 02.03 ¢dopmar
oopMIIeHUS PEe3yIbTATOB
MOMCKa UHPOPMALINY;

30 02.04 COBpPEMEHHbBIE
CpPEACTBA U YCTPOMCTBA
uH(bOopMaTU3alnH, MOPSI0K
WX IPUMEHEHHSI U
nporpaMMHoOe oOecriedeHue B
pohecCuOHATLHOM
JESITEIbHOCTH B TOM YHUCJIE C
UCTIOJIb30BaHUEM LU(POBBIX
CpPEICTB;

30 02.05 HOPMBI
uHbOpMaITMOHHON
0€30MacCHOCTH NPU
UCIIOJIb30BaHUU
UH(POPMALIMOHHO-
KOMMYHHKAITHOHHBIX
TEXHOJIOTHI;

30 09.03 JIEKCUYECKUI
MUHUMYM, OTHOCSIIIUNCS K
OTIMCaHMIO MTPEIMETOB,
CPEICTB U MPOIIECCOB
pohecCUOHATLHOM
NeSITeNIbHOCTH,

30 09.05 npaBuia
YTEHHsSI TEKCTOB
npodecCuoHaIbHON
HaNpPaBIEHHOCTU
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(mpodeccuoHanbHbIC U OBITOBBIC),
MOHUMATh TEKCTHI Ha Oa30BBIC
npodeccuoHanbHbIe TEMBI;

Y0 09.02 y4acTBOBAaTh B
JUaorax Ha 3HaKOMbIe OOIIHe U
po(hecCHOHAITLHBIC TEMBI,
¥009.03 CTPOUTH MPOCTHIE
BBICKA3bIBAaHUS O ceOe U O CBOCH
npodeccuoHaNbHOM e TeIbHOCTH;
Y0 09.04 KpaTKO 00OCHOBBIBATH
U OOBSICHATH CBOU JACHCTBUSA
(TekylIue U MIaHUPYEMBIE);

Y0 09.05 MUCaTh IPOCTHIC
CBSI3HBIC COOOIIEHUS HA 3HAKOMBIC
WM UHTEPECYIOIINE

PO eCCHOHAITBHBIC TEMBI

1K 3.2. OpopmnaTts
TUTaTE)KHbBIE JOKYMEHTBI JIs
NIePEYNCIICHNS HAJIOTOB U
cOOpOB B OIOIKET,
KOHTPOJIUPOBATH HX
MPOXOKJICHHE TIO PACYETHO-
KacCOBBIM OaHKOBCKUM
oTepanusmM

OK'1

OK 2

OK 3

OK 5

OK 9

V1. ohopMiATh JOKYMEHTALHIO B
COOTBETCTBUU C HOPMAaTUBHOU
0a30M, B T. 4. C UCIIOJIb30BAaHHEM
WH(POPMAIIMOHHBIX TEXHOJIOTHIA;
V¥2. ucnonwp30Barth
yHA(DUTIIIPOBAaHHBIE (POPMEI
JIOKYMEHTOB

Yo 01.01 pacrno3HaBaTh 33a4y
u/unm npooiemy B
npoecCHOHATEHOM H/HIT!
COLIMAJIbHOM KOHTEKCTE;

Y0 01.02 aHAJIU3UPOBATH
3ajjauy W/Win npoOaeMy U BbIIEIATh
€€ COCTaBHBIC YaCTH;

Y0 01.03 OIPEAEIIATD ATAIb
pEILICHHS 3a/1a9H;

Y0 01.05 COCTaBJIATH IIJIaH
JICHCTBHIA,

Y0 01.06 OIIPEIEIATh
HEOOXOTUMBIE PECYPCHI;

Y0 01.07 BIIAJIETh

aKTyaJIbHBIMH METO/IaMU paboTHI B
PO ECCHOHATBHONU U CMEKHBIX

chepax;

Y0 01.08 peanu30BbIBATH
COCTaBJICHHBI! IUIAH;

Y0 01.09 OLICHUBAThH PE3YNIbTAT

U TIOCJIEICTBUS CBOUX JNEUCTBUI
(caMOCTOSATENHFHO WIIH C TIOMOIIIBIO
HAaCTaBHUKA);

Yo 01.10 YYHUTHIBATH
BPEMEHHBIE OTPAHUYECHUS U CPOKHU
P pelIeHuU MPOoPECCUOHATHHBIX
3a/1a4;

Vo 01.11 BJIAJIETh
AKTyaJIbHBIMH METO/IaMU paboTHI B

31. TpeboBanus K
COCTaBJICHUIO ¥ O(OPMIICHUIO
JIOKYMCHTOB;

32. cucreMsl
JOKYMEHTAI[HOHHOT'O
oOecrnieueHus yrnpaBIcHUS;
KJIaccU(UKAIUIO JIOKYMEHTOB
30 01.02 OCHOBHBIE
UCTOYHUKU UHPOPMAIIUH U
pecypCHI ISl pelIeHuUs 3a1a4
u po0sieM B
npo¢eCCuOHAIIBHOM U/WITH
COLIMAJIbHOM KOHTEKCTE;
3001.03 AJIITOPUTMBI
BBINOJIHEHUS paboT B
npo¢eCCHOHAIBHON U
CMEXKHBIX 00J1acTAX;

30 01.04 METO/IbI
paboThl B IpohecCHOHATBLHOM
U CMEXHBIX chepax

30 01.07 TPYAHOCTU U
PHCKH, CBSI3aHHBIE C
COITYTCTBYIOIIUMH BHIAMH
NeSITebHOCTH, a TaKXkKe UX
MPUYUHBI H CIOCOOBI UX
MIPEIOTBPAILLICHHS

30 02.01 HOMEHKJIaTypa
MH(POPMAaIMOHHBIX
HMCTOYHHUKOB, IPUMEHSIEMBIX B
npodeccroHanbHOI
JeSITeTbHOCTH

30 02.04 COBPEMEHHBIE
CpEeACTBA U YCTPOMCTBA
nH(pOpMATHU3ALIUH, TOPSAIOK
WX MPUMEHEHHS U
IporpaMMHOE 00ecrieueHue B
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poeCCHOHATBHON U CMEKHBIX
chepax;

Y0 02.07 HCII0JIb30BaTh
COBPEMEHHOE ITPOrPaMMHOE
obecleyeHue;

Y0 02.08 HCII0JIb30BaTh
paszinuHble Hu(poBbIE CPEeACTBA IS
peneHus mpoecCUOHATBHBIX 3a/1a4;
Y0 02.09 MPOSIBIISITH KYJIBTYPY
uH(OPMAIMOHHON 0€30MacHOCTH
MIPU UCTIOJIb30BaHUU
UH(POPMAIMOHHO-
KOMMYHHKAI[MOHHBIX TEXHOJIOTHA
Y0 03.01 ONpEeETATh
aKTyaJIbHOCTh HOPMATHUBHO-
IIPaBOBOM JJOKYMEHTALIU B
npodecCuOHANBHOM NesTeNIbHOCTH
Y0 05.01 IPaMOTHO U3JIaraTh
CBOM MBICITH U O)OPMIISITH
JIOKYMEHTHI 110 PO eCCHOHATBHON
TEMaTHKE Ha rOCYAapCTBEHHOM
A3BIKE

Y0 09.01 MMOHUMATh 00U
CMBICT YETKO TPOU3HECEHHBIX
BBICKA3bIBAHUI HA M3BECTHBIC TEMBI
(mpodeccuoHanbHbIE U OBITOBBIE),
MMOHUMATh TEKCTHI Ha 0A30BBIC
npohecCHOHANEHBIE TEMBI

Y0 09.04 KpaTKo 000CHOBHIBATH
U OOBSICHATH CBOU JACHCTBUSA
(Tekyliue U MIaHUPyEMBbIE);

Y0 09.05 IIHACATh MIPOCTHIE
CBSI3HBIE COOOIIEHUS HAa 3HAKOMbIE
WJIM NHTEPECYIOIINE
poeCCUOHAIBHBIEC TEMBI

npodecCuoHaTbHON
JESTEIbHOCTH B TOM YHUCIIE C
UCIIOJIb30BaHUEM IIU(PPOBBIX
CPEJCTB;

30 02.05 HOPMBI
UH(POPMALIMOHHOM
0€30MacHOCTH NPU
HCIIO0Ib30BaHUU
nHpOpMaIMoOHHO-
KOMMYHHKAITHOHHBIX
TEXHOJIOTHUI

30 03.01 coJiep)KaHue
aKTyaJlbHOM HOPMATHUBHO-
MPaBOBOM JOKYMEHTALINY;
30 03.02 COBpEMEHHas
Hay4YHas U
npodeccuoHambHas
TEPMHHOJIOTHS

30 03.04 OCHOBBI
IpeIPUHUMATEIHCKOM
JESTCIIEHOCTH,; OCHOBBI
(rHaHCOBOW I'PaMOTHOCTH
30 05.02 paBuiia
o(opMIIeHHS TOKYMEHTOB U
MIOCTPOCHUS YCTHBIX
COOOIIIEHU I

30 09.03 JICKCUYECKHI
MUHUMYM, OTHOCSIIIIUICS K
OTIMCAHUIO MPEIMETOB,
CPENCTB U MPOLECCOB
npodecCuoHaATBHON
NeSITeNIbHOCTH;

30 09.05 npaBuia
YTEHHsSI TEKCTOB
npodecCuoHaTbHON
HaIpPaBJICHHOCTH

[1K 3.4. OdopmasaTh
IJIATEeKHBIE JOKYMEHTHI Ha
MIEPEYNCIICHUE CTPAXOBBIX
B3HOCOB BO BHEOIOIKETHBIC
(hOH/IBI ¥ HAJIOTOBBIC
OpraHbl, KOHTPOIUPOBATH
UX MPOXOXKJICHHUE 110
pacueTHO-KacCOBBIM
OaHKOBCKHUM OIlepalusam
OK 1

OK 2

OK 3

OK 5

OK9

V1. opopMisiTe JOKyMEHTAIUIO B
COOTBETCTBUH C HOPMATUBHOM
0a30ii, B T. 4. C HCIIOJIL30BAHUEM
WH(OPMAIIMOHHBIX TEXHOJIOTHI;
¥2. ucnonp30Barth
yHUDUIIIPOBAHHBIE (POPMBI
JIOKyMEHTOB

VYo 01.01 pacro3HaBaTh 3a7a4y
u/nuim npoOiemy B
pohecCHOHATLHOM U/HUITH
COIMAJTLHOM KOHTEKCTE;

Y0 01.02 AHAIU3UPOBATH
3a/1auy W/Wiim npooJieMy U BBIICTSATh
€€ COCTaBHBIC YaCTH;

Vo 01.03 ONPEAEIIATh ATaIlbl
pelIeHus 3aa4H;

31. TpeboBanms K
COCTaBJICHUIO U 0(OPMIICHUIO
JIOKYMEHTOB;

32. cucteMsbl
JTOKYMEHTAI[HOHHOTO
o0ecrieyeHus yrpaBieHUs;
KJIacCU(UKALINIO TOKYMEHTOB
3001.02 OCHOBHBIE
HMCTOYHUKH WH(OPMAITAN U
pecypcehl Ui peLIeHus 3a1a4
1 npobiieM B
npodeccnoHaTbHOM H/UITU
COIMAIbHOM KOHTEKCTE;

30 01.03 AJITOPUTMBI
BBITIOJTHECHUS pabOT B
npodeccrnoHabHON 1
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Vo0 01.05 COCTaBJIATH IJIaH
JIEeUCTBUIA;

Yo 01.06 OIpeaesaTh
HEO0OXOMMBIE PECYPCHI;

Yo 01.07 BJIAJIETh

AKTyaJIbHBIMH METO/IaMU PabOTHI B
po(hecCuOHANBEHOM U CMEXKHBIX

chepax;

Y0 01.08 peann30BbIBATH
COCTaBJICHHBIN IIJIaH;

Y0 01.09 OIICHUBATh PE3yJIbTAT

Y TIOCTIECTBUS CBOUX JEHCTBUUI
(caMOCTOATENBHO WM C TOMOIIBIO
HAaCTaBHUKA);

Yo 01.10 YYHUTHIBATH
BPEMCHHBIC OTPAHUYCHUS ¥ CPOKHU
IPU pelIeHruu IpodhecCHOHATBHBIX
3a/1ay;

Yo 01.11 BIIAJICTh
aKTyaJIbHBIMH METO/IaMU paboTHI B
POoPECCUOHATBHON U CMEKHBIX
chepax;

Y0 02.07 HCII0JIb30BaTh
COBPEMEHHOE MTPOTrPaMMHOE
o0OecrieueHue;

Y0 02.08 UCII0JIb30BaTh
pa3ianuHble HU(pOBBIE CPEACTBA [T
penieHus mpohecCHOHANBHBIX 3a7a4;
Y0 02.09 IIPOSIBIIATH KYJIBTYPY
nH(OPMaIMOHHON 06€30MacHOCTH
MIPU UCTIOJIb30BAaHUH
UH(POPMAaIMOHHO-
KOMMYHHKAITUOHHBIX TEXHOJIOTHMA
Y0 03.01 OINpPENEIATh
aKTyaJIbHOCTh HOPMATHBHO-
MPABOBOM JOKYMEHTAIINH B
MpoeCCHOHAIBHON e TENHHOCTH
Y0 05.01 IPaMOTHO U3JIaraTh
CBOM MBICITH U OOPMIISITH
JIOKYMEHTHI 110 PO eCCHOHATHHON
TeMaTHKe Ha rOCyAapCTBEHHOM
S3BIKE

Vo0 09.01 MOHUMATEL 00U
CMBICT Y€TKO TPOU3HECEHHBIX
BBICKA3bIBAaHUI HAa U3BECTHBIE TEMbI
(mpodeccroHaNbHbBIE U OBITOBBIE),
MMOHUMATh TEKCTHI Ha OA30BBIC
npodecCuOHATbHBIE TEMBI

Vo0 09.04 KpaTKo 000OCHOBHIBATH
U OOBSICHATH CBOU JACHCTBUSA
(TeKyImue U TIaHupyeMbIe);

Y0 09.05 IIMCaTh POCTHIE

CMEXHBIX 00/1aCTsIX;

30 01.04 METO/IbI
paboThl B PO eCCHOHATBHON
Y CMEXHBIX chepax

30 01.07 TPYAHOCTH U
PHCKH, CBS3aHHBIEC C
COIYTCTBYIOIIMMU BUAAMHU
JeSITeBHOCTH, a TAaKXKe UX
IPUYUHBI U CLIOCOOBI X
IpeIOTBPALICHHUS

30 02.01 HOMEHKJIaTypa
MH(POPMALIMOHHBIX
UCTOYHHUKOB, IPUMEHSIEMBIX B
npodeccrnoHaIbHOM
JeSITeIbHOCTH

30 02.04 COBPEMEHHbBIE
CpEeICTBa U YCTPOICTBA
UH(POPMATU3AINH, TTOPSIIOK
WX MPUMEHEHHS U
nporpaMMHoOe oOecriedeHue B
npodeccrnoHaIbHOM
JESITEIbHOCTH B TOM YHUCIIE C
WCIIOJIh30BaHNEM U (PPOBHIX
CPEICTB;

30 02.05 HOPMBI
uH(GOPMaIMOHHON
0€30MacHOCTH NPU
UCIOJIb30BAHUU
nH(}OPMALIMOHHO-
KOMMYHHMKaIIMOHHBIX
TEXHOJIOTUH

30 03.01 colepKaHue
aKTyaJIbHOM HOPMAaTUBHO-
MIPaBOBOM JOKYMEHTAINH;
30 03.02 COBpEMEHHas
Hay4yHas U
npodeccroHanbHas
TEPMHUHOJIOTHS

30 03.04 OCHOBBI
MPEINPUHUMATEIbCKON
NeSITeNIbHOCTH; OCHOBBI
(uHAHCOBOW TPAaMOTHOCTH
30 05.02 MpaBUJIa
oopmieHHs JOKYMEHTOB U
MIOCTPOEHHUSI YCTHBIX
cooOuIeHni

30 09.03 JIEKCHYECKUI
MUHHUMYM, OTHOCSIIMICS K
OTIMCaHMIO TIPEIMETOB,
CPEZCTB U MPOLIECCOB
npodecCuoHaTbHON
JesITeIbHOCTH;
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CBSI3HBIE COOOIIEHUSI HAa 3HAKOMbIE
WJIM NHTEPECYIOIINE
npodeccuoHaNbHbIE TEMBI

30 09.05 MpaBHIIa
YTEHHSI TEKCTOB
npodeccuoHaTbHON
HaIPaBJICHHOCTH

IIK 4.2. CocTaBisath hopMbl
OyXranTepcKoi
(bmHaHCOBOI) OTYETHOCTH
B YCTAaHOBJICHHBIC
3aKOHOAATEIHCTBOM CPOKH
OK 1

OK 2

OK 3

OK 5

OK 9

V1. obopMIsITh JOKYMEHTAIIHIO B
COOTBETCTBUU C HOPMAaTUBHOU
0a30ii, B T. 4. C UCIIOJIb30BAHUEM
UH(POPMALIMOHHBIX TEXHOJIOTHUIA;
¥2. ucnonp30Bath
yHU(UIIIPOBaHHBIE (POPMBI
JIOKYMEHTOB;

Yo 01.01 pacrno3HaBath 3a/1a4y
u/uny mpo0semMy B
npodecCHOHATLHOM H/HIT!
COLIMATTbHOM KOHTEKCTE;

Y0 01.02 AHAIU3UPOBATH
3aavy u/Wid mpoosieMy U BBIICIATh
€€ COCTaBHBIC YaCTH;

Vo 01.03 OIPEIEIISITh ATAMBI
pelieHus 3a1a4uu;

Vo0 01.05 COCTaBJIATH IJIaH
JIEHCTBHIA

Vo0 01.06 OIpeaesaTh
HE0OXOIUMBIE PECYPCHI;

Vo 01.07 BJIAZIETH

aKTyaJbHBIMH METOJIaMU PaOOTHI B
po(hecCHOHANBHOM U CMEXKHBIX

chepax;

Yo 01.08 pean30BbIBATh
COCTaBJICHHEIN IIJIaH;

Y0 01.09 OLICHMBATh PE3YJIbTAT

7 TIOCEICTBHS CBOUX JICUCTBHH
(caMOCTOSATENBHO UITH ¢ TIOMOIIBIO
HACTaBHUKA);

Yo 01.10 YUHUTHIBATH
BPEMEHHbBIC OTPAHUYCHUS ¥ CPOKHU
IIPU pelIeHur TpodhecCuOHATbHBIX
3ajauy;

VYo 01.11 BIAJIETHh
AKTyaJIbHBIMH METO/IaMU paboTHI B
po(eCCUOHATBHON U CMEKHBIX
chepax;

Y0 02.07 HCITOJIB30BAaTh
COBPEMEHHOE ITPOTrPAMMHOE
o0ecrieueHue;

Y0 02.08 UCII0JIb30BaTh
pa3inuHble HU(poBbIE CPEACTBA IS
pemieHus mpohecCUOHATBHBIX 3a71a4;
Y0 02.09 MPOSIBIISITH KYJIBTYPY
UH(POPMALIMOHHOM 6€30MaCHOCTH
IIPU UCTIOJIb30BaHUU
UH(POPMAIMOHHO-

31. TpeboBanHms K
COCTaBJICHUIO ¥ 0(OPMIICHUIO
JIOKYMEHTOB;

32. cucreMsbl
JIOKYMEHTAIlMOHHOTO
o0ecrieyeHus yrpaBieHHUs;
KJ1accu(pUKaIuio
JOKYMEHTOB,

33. nmoHATHE, LIEIH, 3a0a91 U
TIPUHIIUITBI
JIEIONPOU3BOICTBA

30 01.02 OCHOBHBIE
UCTOYHUKU UHPOPMAIUU U
pecypcehI ISl pelIeHus 3a1a4
U Ipo0JsIeM B
npodeccnoHATEHOM H/HIT!
COLIMAJIbHOM KOHTEKCTE;
3001.03 AJITOPUTMBI
BBITMIOJTHEHHSI paboT B
npodeccrnoHaATBHOM 1
CMEXXHBIX 0071acTsIX;

30 01.04 METO/IbI
paboTsl B pohecCHOHATBLHOM
U CMEXHBIX cepax

30 01.07 TPYAHOCTU U
PUICKH, CBSI3aHHBIE C
COIYTCTBYIOIIUMU BUIAAMH
JeSITETbHOCTH, & TAKXKe UX
MPUYUHBI U CIIOCOOBI X
MPEIOTBPAIICHHSI

30 02.01 HOMEHKJIaTypa
MH()OPMALIMOHHBIX
HMCTOYHUKOB, IIPUMCHSIECMBIX B
npodeccroHanbHOI
JeSITeTbHOCTH

30 02.04 COBPEMEHHBIE
CpEeACTBA U YCTPOMCTBA
nH(pOpMATHU3ANH, TTOPSATOK
WX IPUMEHECHHSI 1
porpaMMHOe 0OecrieueHue B
npodecCuoHaATBHON
JeSITeIbHOCTH B TOM YHCIIE C
WCIOJIb30BaHNEM IU(POBBIX
CpPEACTB;

30 02.05 HOPMBI
nH(pOPMAIMOHHOM
0€30MacHOCTH MPHU
WCTIOJIb30BAHUHT

17




KOMMYHHKAI[MOHHBIX TEXHOJIOTH
Y0 03.01 ONPENEIATh
aKTyaJIbHOCTh HOPMATHUBHO-
IIPaBOBOM JOKYMEHTALU B
npodecCuoHaNBHOM NesTeNIbHOCTH
Y0 05.01 IPaMOTHO U3JlaraTh
CBOM MBICJIH U OPOPMIISITD
JOKYMEHTHI 110 MPO(heCcCHOHANBHOM
TEeMaTHKe Ha rOCYAapCTBEHHOM
SI3BIKE

Vo0 09.01 [IOHUMATH OO
CMBICJI YETKO TIPOU3HECEHHBIX
BBICKA3bIBAaHUI HAa U3BECTHBIC TEMbI
(mpodeccroHabHBIEC U OBITOBBIE),
MOHUMATh TEKCTHI Ha 6a30BbIE
poQeCCHOHAIbHBIE TEMBI

VYo 09.04 KpaTKO 0O0OOCHOBBIBATH
U OOBSACHSTH CBOM EHCTBUS
(TekylIue U MIaHUPyEMBIE);

Y0 09.05 MUcaTh MPOCTHIC
CBSI3HBIE COOOIICHUS HA 3HAKOMBIE
WM UHTEPECYIOIINE

WH(POPMaIMOHHO-

KOMMYHHKAITHOHHBIX
TEXHOJIOTUH
30 03.01 coJiepyKaHue

aKTyaJlbHOM HOPMAaTHUBHO-
MIPAaBOBOM IOKYMEHTALIUH;
30 03.02 COBpPEMEHHas
Hay4Has U
npodeccuoHaabHas
TEPMUHOJIOTUS

30 03.04 OCHOBBI
MPEAIPUHUMATEIBCKOM
JEeSITeIbHOCTH; OCHOBBI
(uHAHCOBOW TPAMOTHOCTH
30 05.02 MpaBUIIa

o opMIICHUS TOKYMEHTOB H
MOCTPOEHUS YCTHBIX
coo01eHn

30 09.03 JICKCUYECKHI
MUHUMYM, OTHOCSIIIUNCS K
OTIMCAHUIO MPEIMETOB,
CPEICTB U MPOIIECCOB

po¢eCCHOHATILHBIC TEMBI npodeccHOHATEHON
V4. ocBauBaTh TEXHOJIOTHH JeATENbHOCTH;
aBTOMATU3UPOBAHHONW 00pabOTKU 30 09.05 paBuiia
JOKYMEHTAIUH YTEHHS TEKCTOB
npodecCuoHaNTbHON
HaNpaBICHHOCTH

IIK 4.3. CocTaBasith
(OT4eThI) U HAJIOTOBbHIE
JeKJIapaliy 1o HajoraM u
cObopam B OIOTKET,
YUUTHIBAasE OTMEHEHHBIN
€IMHBINA COLMAIIBHBIN HAJIOT
(ECH), oTtueTs! 1o
CTPaXxOBbIM B3HOCaM B
rocyIapCTBEHHBIC
BHEOIO/KETHBIE (POHIBI, &
Takxe (OpMbI
CTaTUCTUYECKOM
OTYETHOCTH B
YCTaHOBJICHHbIE
3aKOHO/IaTEIICTBOM CPOKHU
OK'1

OK 2

OK 3

OK 5

OK9

V1. opopMasATh JOKYMEHTALUIO B
COOTBETCTBUYU C HOPMAaTHBHOU
0a30M, B T. 4. C UCIIOJIb30BAaHHEM
WH(POPMAIIMOHHBIX TEXHOJIOTHIA;
V¥2. ncronp3oBark
YHUPUIUPOBAHHBIE (DOPMBI
JTIOKYMEHTOB

Y0 01.01 pacro3HaBarh 3a1a4y
u/nunu npoOiemy B
npodeccuoHaTbHOM H/UITU
COIMATEHOM KOHTEKCTE;

Y0 01.02 AHAJIN3UPOBATH
3a/1auy W/Wim npooeMy U BBIICTSATh
€€ COCTaBHBIC YaCTH;

Yo 01.03 ONPEAEIIAThH ATaIlbl
peLIeHUs 3a1a4H;

Yo 01.05 COCTAaBJISAITH IUIAH
JEeHCTBHIL,

Y0 01.06 ONpEeNEATh
HE00XO0/IUMBIE PECYPCHI;

Yo 01.07 BJIAJIETh

aKTyaJIbHBIMH METO/IaMU paboTHI B
poeCCUOHATBHON U CMEKHBIX

cdepax;

31. TpeboBanus K
COCTaBJICHUIO ¥ O()OPMIIEHUIO
JIOKYMEHTOB;

32. cucteMbl
JOKYMEHTAIMOHHOTO
oOecrieueHus ynpaBiIeHUs;
KIJIaCCHU(PUKAIINIO0 TOKYMEHTOB
30 01.02 OCHOBHBIE
HMCTOYHUKH WH()OPMALIUN U
pecypchl AJisl pelieHus 3aaa4
U npo0iieM B
npodeccnoHaTbHOM H/UITU
COLIMAJIbHOM KOHTEKCTE;
3001.03 AJIITOPUTMBI
BBITIOJTHEHUS pabOT B
npodeccroHaNbHOM 1
CMEXHBIX 00JIaCTSX;

3001.04 METO/IbI
paboThl B PO eCCHOHATBHOM
U CMEXHBIX chepax

30 01.07 TPYAHOCTH U
PHUCKH, CBSI3aHHEBIE C
COIYTCTBYIOIIMMU BUAAMHU
JESTENIbHOCTH, a TAKXKE UX
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Y0 01.08 peanu30BbIBATh
COCTaBJICHHBIN IIJIaH;
Y0 01.09 OIICHUBATh PE3yJIbTAT

Y MOCJTIEACTBUS CBOUX JEHCTBUI
(caMOCTOATENBHO WM C TOMOIIBIO
HAaCTaBHUKA);

Yo 01.10 YYUTHIBATh
BPEMCHHBIC OTPAHUYCHUS ¥ CPOKHU
IPU pelIeHrur TpodhecCuOHaIbHBIX
3a/1ay;

Vo 01.11 BJIAJIETH
AKTyaJIbHBIMH METO/IaMU PabOTHI B
pohecCuOHANBHOM U CMEXKHBIX
chepax;

Y0 02.07 HCII0JIb30BaTh
COBPEMEHHOE MPOrPaMMHOE
obecreyeHue;

Y0 02.08 HCII0JIb30BaTh
pa3TuYHbBIE IUPPOBBIC CPEICTBA IS
pemieHus mpodecCuoHaNbHBIX 334,
Y0 02.09 IPOSBIIATE KYJIBTYPY
nH(pOPMaIMOHHON 06€30MacHOCTH
MIPH UCTIOJIb30BAHUHT
uH(OPMaILIMOHHO-
KOMMYHHKAITIOHHBIX TEXHOJIOTHIA
Vo0 03.01 ONpEeENATh
aKTyaJIbHOCTh HOPMAaTHUBHO-
MPABOBOM JOKYMEHTAIINH B

PO eCCHOHATBHON e TETHHOCTH
Y0 05.01 IPaMOTHO U3J1araTh
CBOM MBICITH U O)OPMIISITH
JIOKYMEHTHI 110 PO eCCHOHATBHON
TEMaTHKE Ha rOCYAapCTBEHHOM
A3BIKE

Y0 09.01 MMOHUMATh 00U
CMBICT YETKO TPOU3HECECHHBIX
BBICKA3bIBAHUI HA M3BECTHBIC TEMBI
(mpodeccroHanbHbBIE U OBITOBBIE),
MMOHUMATh TEKCTHI Ha OA30BBIC
pohecCHOHANLHBIE TEMBI

Yo 09.04 KpaTKo 000OCHOBHIBATH
U OOBSICHATH CBOU JACHCTBUS

MPUYUHBI U CIOCOOBI UX
MPEIOTBPALLICHHS

30 02.01 HOMEHKJIaTypa
MH(POPMAIMOHHBIX
UCTOYHUKOB, IPUMEHSEMBIX B
pohecCUOHATLHOM
JeSITeNbHOCTH

30 02.04 COBpPEMEHHBIE
CpeACTBa M YCTPOWCTBA
UH(POPMATU3AIUH, TTOPSIIOK
UX IPUMEHEHUs U
IporpaMMHOE 00eCIieYeHIE B
npodeccuoHaTbHON
JeSITeIbHOCTH B TOM YHCIIE C
UCIIOJIb30BaHUEM LIU(POBBIX
CPEICTB;

30 02.05 HOPMBI
MH(POPMALIMOHHOM
0€30MacHOCTH NPU
UCIIOJIb30BaHUH
nH(POPMAIMOHHO-
KOMMYHHMKaIIMOHHBIX
TEXHOJIOTHI

30 03.01 coJiepXKaHue
aKTyaJIbHOW HOPMAaTUBHO-
IPaBOBOM JTOKYMEHTAIIUH;
30 03.02 COBpEMEHHas
Hay4Has U
npodeccuoHanbHas
TEPMUHOJIOTHS

30 03.04 OCHOBBI
peANpUHUMATENICKOM
JeSITeTbHOCTH; OCHOBBI
(uHAHCOBOW T'PAaMOTHOCTH
30 05.02 paBuiia
oopmieHHss JOKYMEHTOB U
MTOCTPOEHHSI YCTHBIX
cooOLIeHni

30 09.03 JIEKCHUYECKUI
MHUHHUMYM, OTHOCSIIHNCS K
OIHCAHMIO MIPEIMETOB,
CPE/CTB U MPOLIECCOB

(Tekyliue U MIaHUpyeMBbIE); npodeccroHanbHOI
Y0 09.05 MKCaTh MPOCThIE JeSATEeIbHOCTH;
CBSI3HBIE COOOIIEHNS HA 3HAKOMBIE 30 09.05 MpaBHIIa
WJIM UHTEPECYIOIINE YTEHUSI TEKCTOB
npodeccuoHaNbHbIE TEMBI npodeccroHanbHOI
HaIpPaBJICHHOCTH
[IK 4.6. Ananu3upoBarb V3. ucronbp30BaTh 33. nmoHATHE, IISIH, 3a0a91 1
(bMHAHCOBO-XO3SIICTBEHHYIO | TEIEKOMMYHHUKAI[NOHHBIE TIPUHITUITBI
NeSITeNIbHOCTb, TEXHOJIOTHH B 3JIEKTPOHHOM JIeJIONPOU3BO/ICTBA;

OCYIICCTBJIATL aHAJIN3

JIOKYyMEHTO000pOTE;

34. 0OCHOBHBIE TOHATUA
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nH(pOpMaIuU, MOJTYICHHOU
B XOJ€ IPOBEACHUA
KOHTPOJILHBIX MIPOIIECITYD,
BBIABJICHUC U OLICHKY
PHCKOB

OK 1

OK 2

OK 3

OK'5

OK 9

V5. ocyliecTBisTh XpaHEHHUE U
MOWCK JIOKYMECHTOB

Yo 01.04 BBISIBJIATH U

3¢ PEKTUBHO UCKATh HHPOPMALIUIO,
HEOOXOUMYIO [Tl pEIICHUS 3a1a4l
W/Wu IpoOIeMbl

Yo 01.06 OnpeaesaTh
HEO0OXOMMBIEC PECYPCHI;
Yo 01.07 BJIAJIETH

AKTyaJIbHBIMH METO/IaMU PabOTHI B
pohecCuOHANBEHOM U CMEXKHBIX
cepax

Yo 01.10 YUYUTHIBATh
BPEMCHHBIC OTPAHUYCHUS I CPOKHU
IPU pelIeHruu IpodhecCHOHATBHBIX
3a/1ay;

Vo 01.11 BJIAJIETH
AKTyaJIbHBIMH METO/IaMU PabOTHI B
PO ECCUOHATBHON U CMEKHBIX

chepax;

Y0 02.01 OTIPENIETISATh 3a/1auu
JUI IOUCKa UHPOPMALINY;

Y0 02.02 OTIPEEINATh
HE00X0/IMMbIe UCTOUHUKU
uH(popMaLuu;

VY0 02.03 MJIAHUPOBATh MPOLECC

MOWCKA; CTPYKTYPUPOBATH
MOJy4aeMyro HHPOPMAIHIO;

VYo 02.04 BBLIEJIATE HanOoJIee
3HaYUMOE B MlepeuHe HHPOpMAIUY;
Y0 02.05 OLICHUBATh
MPAKTUYECKYIO0 3HAYUMOCTD
Pe3yJIbTaTOB ITOUCKA;

Y0 02.06 opopMIIATH
Pe3yJIbTaThI TOWCKA, PUMEHSITh
cpencTBa HHGOPMAIMOHHBIX
TEXHOJIOTHH JIJISl pEIICHHUS
npohecCHOHANBHBIX 3a71a4;

Y0 02.07 WCIIOJIb30BaTh
COBPEMEHHOE MTPOTrPAMMHOE
o0ecrieueHue;

Y0 02.08 UCIIOJIb30BaTh
pa3iuaHbIe TH(POBBIE CPECTBA JIIS
perieHus mpohecCHOHANbHBIX 3a7a4;
Y0 02.09 MPOSIBIISITH KYJIBTYPY
UH(POPMALIMOHHOM 0€30MaCHOCTH
MIPH UCTIOJIb30BAHUN
UH(POPMAIMOHHO-
KOMMYHHKAITUOHHBIX TEXHOJIOTHIA
Y0 03.01 ONpeeNsATh
aKTyaJIbHOCTh HOPMATHBHO-
MPAaBOBOM JTOKYMEHTALIH B

JOKYMEHTAIlMOHHOTO
o0ecreyeHus yrpaBieHHUs;
35. opraHuzanuio
JIOKYMEHTO000pOTa: IPHEM,
00paboTKy, pErHCTPAIHIO,
KOHTPOJIb, XpaHEHHE
JIOKYMEHTOB, HOMEHKJIATYpy
nen

30 01.01 aKTyaJIbHBII
po(heCCUOHATBHBIN U
COLIMAJIbHBIA KOHTEKCT, B
KOTOPOM MPUXOAUTCS
paboTaTh U KHUTh;

30 01.02 OCHOBHBIE
UCTOYHUKU UHPOPMAIIUU U
pecypceHI ISl pelIeHus 3a1a4
U Ipo0JsIeM B
po(hecCHOHATTLHOM H/HITN
COIMAIbHOM KOHTEKCTE;
3001.03 aJTOPUTMBI
BBITIOJTHEHUS pabOT B
npohecCuOHANBHON U
CMEKHBIX 00/1aCTsIX;

30 01.04 METOIBI
paboThl B IpOoPeCCHOHATBHON
U CMEXHBIX chepax

30 01.07 TPYAHOCTU U
PHICKH, CBSI3aHHBIE C
COITYTCTBYIOIIUMH BUIAMH
JeSITeNIbHOCTH, a TAKXKe UX
MIPUYUHBI B CITOCOOBI UX
PEeIOTBPAICHHUS

30 02.01 HOMEHKJIaTypa
MH(OPMALIMOHHBIX
HMCTOYHUKOB, IPUMEHSEMBIX B
npodeccroHanbHOI
NeSITeTbHOCTH;

30 02.02 IIPUEMBI
CTPYKTYpPHUPOBAHHS
uH(pOpMaIHH;

30 02.03 dhopmar
oopmieHHs pe3ynbTaToB
MoMCKa MHPOpMAIUH;

30 02.04 COBPEMEHHBIE
CpEeACTBA U YCTPOMCTBA
nH(pOpMaTU3ALUH, TOPATOK
WX IPUMEHECHHSI 1
porpaMMHOE 00ecrieueHue B
npodecCuoHaATBHON
JeSITeIbHOCTH B TOM YHCIIE C
HCIOJIb30BaHUEM IU(POBBIX
CPEACTB;
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npodeccuoHanbHOM NesSTeNIbHOCTH;
Y0 03.02 IPUMEHSITD
COBPEMEHHYIO HAYUHYIO
npoeCCHOHATIBHYIO TEPMUHOIOTHUIO
Y0 03.10 MPUMEHSTh
HCCJICIOBATEIILCKHAE TTPHEMBI
HaBBIKH, YTOOBI OBITH B Kypce
MOCIICHUX OTPACIIEBBIX PEIICHUI
Vo0 02.01 ONpeAeIsaTh 3aAa4u
JUTS IOUCKa UHPOPMALINY;

Vo0 02.02 OnpeaesaTh
HEO0OXOAUMBbIE UCTOYHUKHU
nHpopMmanuu;

Y0 02.03 MJIAaHUPOBATh MPOIECC
MOKCKA; CTPYKTYPUPOBATh
NoJTy4aeMyro HH(opMaIuio;

Vo0 02.04 BBIAEIIAThL HanOoIee
3HAYMMOE B IepeuHe NHPOPMAIUH;
Y0 02.05 OIICHHUBATh
MPAKTUYECKYIO0 3HAYUMOCTD
Pe3yJIbTaTOB TIONCKA,

Y0 02.06 0pOpMIISTH
pe3yJIbTAThI IOUCKA, IPUMEHSTH
cpencTBa HHGOPMAITMOHHBIX
TEXHOJIOTHH JIJIsl pEIICHUS
npodecCHOHANBHBIX 3a]1a4;

Y0 02.07 UCIIOJIH30BaTh
COBPEMEHHOE MTPOTrPaMMHOE
o0OecrieueHue;

Y0 02.08 HCIIOJIb30BAaTh
pa3iuaHbIe TU(POBBIC CPEACTBA JIIS
penieHus mpohecCHOHaTBHBIX 3a7a4;
Y0 02.09 IIPOSIBIIATH KYJIBTYPY
UH(POPMALIMOHHON 0€30MaCHOCTH
MIPH UCTIOJIE30BAHUHN
UH(POPMALIMOHHO-
KOMMYHHKAITIOHHBIX TEXHOJIOTHIA,
Y0 03.02 IIPUMEHSATH
COBPEMEHHYIO HAYIHYIO
po¢eCCHOHATBHYIO
TEPMHUHOJIOTHIO;

Y0 03.10 IPUMEHSITh
HCCIIeIOBATEIILCKHUE TTPHEMBI U
HABBIKH, YTOOBI OBITH B Kypce
MOCJICIHUX OTPACIEBbIX PeleHUN

30 02.05 HOPMBI
UH(POPMAIIMOHHOMN
0€30MacHOCTH NPU
WCIIO0Ib30BaHUU
nH(pOpMaIMOHHO-
KOMMYHHKAITHOHHBIX
TEXHOJIOTHIA;

30 03.01 coJiepKaHue
aKTyaJlbHOM HOPMATHUBHO-
MIPABOBOM IOKYMEHTALIUH;
30 03.02 COBpEMEHHas
Hay4YHas 1
npodeccuoHaabHas
TEPMHHOJIOTHS

30 03.04 OCHOBBI
MPEAITPUHUMATEIBCKOMN
JeSITeIbHOCTH; OCHOBBI
(UHAHCOBOW TPAMOTHOCTH
30 05.02 paBuiia
o(opMIIeHUS TOKYMEHTOB U
MMOCTPOCHHUSI YCTHBIX
COOOIIIEHUI

30 09.05 npaBuia
YTEHHSI TEKCTOB
pohecCUOHATLHOM
HaNpPaBIEHHOCTU

IIK 4.7. IIpoBonuTh
MOHHUTOPHHT YCTPaHEHUS
MEHEI)KMEHTOM
BBISIBIICHHBIX HapyILEHU,
HEJ0CTaTKOB Y PUCKOB
OK'1

OK 2

V4. ocBanBaTh TEXHOJIOTUU
aBTOMATHU3UPOBAHHOW 00pabOTKH
JIOKYMEHTAIUH;

V5. ocyliecTBisTh XpaHEHHUE U
MOUCK JJOKYMEHTOB

Yo 01.01 pacro3HaBaTh 3a1a4y
u/wim npoOieMy B

33. noHATHE, LIENH, 330294 U
TIPUHITUITHI
JIEJIONPOU3BOJICTBA;

34. OCHOBHBIE TTOHSTHS
JOKYMEHTAI[MOHHOTO
obecrieueHus yrpaBicHU;
35. opranuzaiuio
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OK3
OK 5
OK9

poeCCHOHATHPHOM H/HITH
COIIMATILHOM KOHTEKCTE;

Y0 01.02 aHAJIU3UPOBATH
3a/1a4y W/uin npoOIeMy U BBIICISTh
e€ cocTaBHBIC YaCTH;

Y0 01.03 OTPEIETSATH ATAIBI
pCIIICHUS 33/1a4H;
Yo 01.04 BBISIBIISITE U

3¢ PEeKTUBHO UCKATh HHPOPMAIIHIO,
HEOOXOIUMYIO JUIsl pEIICHUS 3a1a4l
W/ TTPOOJIEMBI,

Yo 01.05 COCTaBJIATh IUIaH
JIEHCTBUI;

Y0 01.06 ONpEeETATh
HEOOXOIMMBIC PECYPCHI;

Y0 01.07 BJIQJIETh
aKTyaJbHBIMH METOJaMU PA0OTHI B
PO ECCUOHATBHON U CMEKHBIX

chepax;

Y0 01.08 peanu30BbIBAThH
COCTaBJICHHEIN IIJIaH;

Y0 01.09 OLICHUBATBH PE3YJIbTAT

7 TIOCE/ICTBHS CBOMX JICUCTBHH
(caMOCTOATEIHHO U C TTIOMOIIBIO
HACTaBHUKA);

Yo 01.10 YUHUTHIBATH
BPEMCHHBIC OTPAHUYCHUS ¥ CPOKHU
MIPH pelIeHruH TpodeCcCHOHATBHBIX
3ajady;

V3. ucnosnb3oBaTh
TEIICKOMMYHUKAITHOHHBIC
TEXHOJIOTHH B DJIEKTPOHHOM
JIOKYMEHTOO000pOTE;

V5. ocylieCcTBIATh XpaHEHUE U
MOUCK JOKYMEHTOB

Yo 01.04 BBISIBIIATH U

3¢ (HEeKTUBHO UCKATh HHPOPMAIIHIO,
HEOOXOUMYIO JUIs PEIICHHUS 3a1a41
W/AITU TTPOOIIEMBI

Y0 01.06 ONpEeETsATh
HEO0OXOMMBIEC PECYPCHI;

Yo 01.07 BIIAJIETh
aKTyaJIbHBIMH METO/IaMU PabOTHI B
po(hecCHOHATEHOM U CMEKHBIX
chepax

Yo 01.10 YUUTHIBATh
BPEMCHHBIC OTPAHUYCHUS ¥ CPOKHU
MIPH pEelIeHUH PO ECCUOHATHLHBIX
3ajady;

Yo 01.11 BIIAJIETh
aKTyaJIbHBIMH METO/IaMU paboTHI B
po(heCCHOHATLHOM U CMEKHBIX

JIOKYMEHTOO00pOTA: TIPUEM,
00paboTKy, perucTpanuio,
KOHTPOJIb, XpaHEHHE
JOKYMEHTOB, HOMEHKJIATYpy
nen

3001.01 aKTyaJIbHBIN
npogeccuoHaIbHbIN 1
COILIMANIbHBIN KOHTEKCT, B
KOTOPOM MPUXOIUTCS
paboTaTh U KUTh,

30 01.02 OCHOBHBIE
UCTOYHUKU UHPOPMALIUH U
pecypcehl Ui peLIeHns 3a1a4
1 npo0iieM B
poeCCHOHAIIBHOM W/HJTH
COLIMAIbHOM KOHTEKCTE;
3001.03 aJTOPUTMBI
BBITIOJIHEHUSI padoT B
npodeccrnoHaAIBHOM 1
CMEXKHBIX 00J1aCTAX;

30 01.04 METO/IbI
paboThl B pohecCHOHATBHOM
Y CMEXHBIX chepax

30 01.07 TPYJIHOCTH U
PUCKH, CBS3aHHBIC C
COITyTCTBYIOIIUMH BUJIAMH
NeSITeTbHOCTH, & TAaKXKe UX
MPUYUHBI U CIOCOOBI UX
MPEIOTBPAIICHHS

30 02.01 HOMEHKJIaTypa
MH(OPMALIMOHHBIX
UCTOYHUKOB, IPUMEHSEMBIX B
npodecCuoHaATBHON
NesITeNbHOCTH;

30 02.02 IPUEMBbI
CTPYKTYPUPOBaHUS
nHpopmanuy;

30 02.03 ¢dopmar
oopMIIeHUs PEe3yIbTAaTOB
MOMCKa UHPOPMALIUY;

30 02.04 COBpPEMEHHBIE
CpEInCTBa U YCTPOUCTBA
nH(popMaTHU3auU, TOPSAIOK
UX MPUMEHEHHS U
MporpaMMHOE 00eCIIeueHUE B
npodeccroHanbHOM
JEeSITETHHOCTH B TOM YHCIIE C
UCIOJIb30BaHNEM U (PPOBBIX
CPEICTB;

30 02.05 HOPMBI
WH(POPMaITMOHHOMN
0€30MaCHOCTH IIPU
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chepax;

Y0 02.01 ONpEAEIATh 3aJa4n
JUTsI TIOUcKa uHGOopMaIuy;

Y0 02.02 OIpEEIATh
HEO0OXOIUMBIE UCTOYHUKHU
uHpOpMaINu;

¥002.03 MJIAHUPOBATH MPOLIECC
MIOUCKA; CTPYKTYPUPOBATh
MoJIy4aeMyro HHPOPMAIHIO;

Yo 02.04 BBI/IETIATH Hanbolee
3HaYUMOE B MepeyHe HHPOpMAIUY;
Yo 02.05 OIICHUBATH
MPAKTUYECKYIO0 3HAYUMOCTD
pE3yJIbTAaTOB IOUCKA;

Y0 02.06 0hOpMIIATH
pe3yIbTaThl MOUCKA, IPUMEHSATH
cpencTBa HHGOPMAITMOHHBIX
TEXHOJIOTUH JUIS PeILICHHS
poQeCCHOHANIBHBIX 3a]1a4;

Y0 02.07 UCII0JIb30BaTh
COBPEMEHHOE ITPOrpaMMHOE
obecIeyeHue;

Y0 02.08 HCII0JIb30BaTh
pa3iuuHble Hu(poBBIE CPEACTBA IS
penieHus: npoecCUOHANIBHBIX 3ajay;
Y0 02.09 MPOSIBIISITh KYJIbTYPY
MH(pOpPMaLlMOHHON 06€30M1acCHOCTH
MIPH UCTIOJIb30BAHUU
MH(}OPMaLIMOHHO-
KOMMYHHKAITUOHHBIX TEXHOJIOTHIA;
Y0 03.02 IIPUMEHSATH
COBPEMEHHYIO HayYHYIO
npodeccuoHaIbHYI0
TEPMUHOJIOTHIO;

Y0 03.10 PUMEHSITh
UCCIIEI0BATEIbCKUE TPUEMBI U
HaBBIKH, YTOOBI OBITH B Kypce
HOCJIETHUX OTPACIIEBBIX PELICHUN

WCIOJIb30BaHUU
nH(pOpPMAIMOHHO-
KOMMYHHKAIIMOHHBIX
TEXHOJIOTHIA;

30 03.01 colepKaHue
aKTyaJIbHOW HOPMAaTUBHO-
IPaBOBOM JTOKYMEHTAIINH;
30 03.02 COBpEMEHHas
Hay4yHas U
npodeccuoHatbHas
TEPMHUHOJIOTHS

30 03.04 OCHOBBI
IpeIpPUHUMATEIbCKOM
JESATEIbHOCTH; OCHOBBI
(HaHCOBOM I'PaMOTHOCTH
30 05.02 paBuiia
oopMIIeHHS TOKYMEHTOB U
IOCTPOEHUS YCTHBIX
coo01eHn

30 09.05 MpaBuIIa
YTEHUSI TEKCTOB
npodeccuoHaIbHOM
HaIlpaBJIEHHOCTH

[IK 6.2. Bectu kaccoByro
KHHUTY C COOCTBEHHOM
KaCcCOBO# OTYETHOCTHIO
OK1

OK 2

OK 3

OK 5

OK 9

V1. opopMisiTe JOKyMEHTAITUIO B
COOTBETCTBUH C HOPMATHUBHOM
0a30ii, B T. 4. C KCIIOJIL30BAHUEM
UH(POPMALIMOHHBIX TEXHOJIOTUH

Yo 01.01 pacro3HaBaTh 3a7auy
u/wim npoOieMy B
poeCCHOHAIBHOM W/HUITH
COLMAIbHOM KOHTEKCTE;

Y0 01.02 aHaJIN3UPOBAThH
3aJa4y W/WiIK poOseMy U BBIACTATD
€€ COCTaBHBIC YaCTH;

Y0 01.03 OIIPEAEIATh ATAIbI
peLIeHUS 3a/1a4u;
Yo 01.04 BEISIBJISITH U

31. TpeboBanms K
COCTaBICHUIO ¥ O(hOPMIICHUIO
JOKYMEHTOB

30 01.02 OCHOBHBIE
HUCTOYHHUKH HHPOPMALIUN
PECYPCHI JJIs pelieHus 3a1a9
U npo0iieM B
npodeccnoHaTbHOM H/UITN
COIMATTLHOM KOHTEKCTE;
3001.03 AJIITOPUTMBI
BBITIOJTHEHUS paboT B
npodeccroHaNbHON 1
CMEXHBIX 00/1aCTsIX;

30 01.04 METO/IbI
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3¢ (PeKTUBHO UCKATh HHPOPMAIIHIO,
HEOOXOUMYIO JUTSI PEIICHHUS 3a/1a41
W/AIY TPOOJIEMBI;

Yo 01.05 COCTaBJIATH IIaH
JIEHCTBHI;

Y0 01.06 OIpeAeIsATh
HEO0OXOMMBIEC PECYPCHI;

Yo 01.07 BJIAACTh

aKTyaJIbHBIMH METOJIaMH PaOOTHI B
po(heCCHOHATTLHOM U CMEKHBIX

chepax;

Y0 01.08 pean30BbIBATh
COCTaBJICHHBIH TIIaH;

Y0 01.09 OLICHUBATh PE3yJIbTaT

U TIOCTIE/ICTBUS CBOUX JEHCTBUI
(caMOCTOATENBHO HITH C TIOMOIIBIO
HAaCTaBHHKA);

Y0 01.10 YUUTHIBATh
BpPEMEHHBIC OTPAaHUYEHHS U CPOKH
IPU pelIeHrnu IpodhecCHOHATBHBIX
3ajay;

Vo 01.11 BJIAZIETH
aKTyaJbHBIMH METOZAMHU PaOOTHI B
po(ecCHOHATBEHOM U CMEXKHBIX
chepax

Y0 02.06 0pOpMIISTH
pe3ysbTaThl MOUCKA, IPUMEHSTH
cpeacTBa HHPOPMALIMOHHBIX
TEXHOJIOTUH JUIS PeIICHHS
npodeCCHOHATBHBIX 3a]1a4;

Y0 02.07 HCITOJIB30BaTh
COBPEMEHHOE MTPOrpaMMHOE
o0ecrieueHue;

V0 02.08 UCII0JIb30BaTh
paznn4Hble TU(POBBIE CPEACTBA IS
peleHus npoecCUOHAIbHBIX 3aa4;
Y0 02.09 HPOSBIISATH KYJIBTYPY
nH(}OPMaLIMOHHON 06€30MacHOCTH
TIPY UCTIOJTb30BaHUH

Y0 03.01 ONpEeNEATh
aKTyaJIbHOCTh HOPMATHUBHO-
IIPaBOBOW JOKYMEHTAIIMH B
poeCCHOHAIBHON JEATENHHOCTH,
Y0 03.02 IIPUMEHSITD
COBPEMEHHYIO HAYUHYIO
npoeCCHOHATIBHYIO TEPMUHOIOTHUIO
Yo 05.01 rpaMOTHO U3JIaraTh
CBOU MBICIIH U 0()OPMIIATH
JIOKYMEHTBI 110 PO eCCHOHATBHON
TEMaTHKe Ha rOCy1apCTBEHHOM
A3BIKE
Y0 09.01

[MOHUMATE OOIIHIA

paboThl B PO eCCHOHATBHON
U CMEXHBIX chepax

30 01.07 TPYAHOCTH U
PUCKH, CBS3aHHBIE C
COITYTCTBYIOIIUMH BUIAMH
JeSITeTbHOCTH, a TAKXKe UX
IPUYHMHBI U CIIOCOOBI UX
MPEIOTBPAILICHHS

30 02.01 HOMEHKJIaTypa
MH(POPMALIMOHHBIX
UCTOYHUKOB, IPUMEHSAEMBIX B
pohecCUOHATBLHOM
JeSITeNbHOCTH

30 02.04 COBPEMEHHBIE
CpeZACTBa M YCTpOWCTBa
UH(POPMATU3AIUH, TTOPSIIOK
UX OPUMEHEHUs U
nporpaMmmMHoe o0ecriedeHue B
npodeccrnoHabHOM
NeSITeIbHOCTH B TOM YHCIIE C
WCTIOJIh30BaHNEM U (PPOBBIX
CPEACTB;

30 02.05 HOPMBI
uH(GOPMaMOHHON
0€30MacCHOCTH NPU
UCIIOJIb30BaHUU
nH(}OPMALIMOHHO-
KOMMYHHUKAI[TOHHBIX
TEXHOJIOTUH

30 03.01 colepKaHue
aKTyaJIbHOW HOPMAaTUBHO-
IPaBOBOM JTOKYMEHTAIIUH;
30 03.02 COBpEMEHHas
Hay4Has U
npodeccroHanbHas
TEPMUHOJIOTHS

30 03.04 OCHOBBI
peaIPUHIMATENbCKOM
JEeSITeTbHOCTH; OCHOBBI
(uHAHCOBOW ITPAaMOTHOCTH
30 05.02 MpaBHIIa
oopmieHHs JOKYMEHTOB U
MTOCTPOEHHSI YCTHBIX
cooOmIeHni

30 09.03 JICKCUYECKUHI
MHUHHUMYM, OTHOCSIIHNCS K
OTIMCaHHIO TIPEIMETOB,
CPEICTB U NPOLIECCOB
npodecCuoHaATBHON
NesITebHOCTH;

30 09.05 MpaBHIIa
YTEHUS TEKCTOB
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CMBICT YETKO TPOU3HECEHHBIX
BBICKA3bIBAHUI HA U3BECTHBIC TEMBI
(mpodeccroHambHbIC B OBITOBBIC),
MMOHUMATh TEKCTHI Ha 0A30BBIC
npodeccuoHanbHbIE TEMBI;

Y0 09.02 y4acTBOBAaTh B
JUaorax Ha 3HaKOMbIe OOIIHe U
po(heCcCHOHATLHBIC TEMBI;
¥009.03 CTPOUTH MPOCTHIE
BBICKa3bIBaHUS O ce0e U 0 CBOEH
npodeccuoHaNbHOM NesTeNbHOCTH;
Y0 09.04 KpaTKO 00OOCHOBBIBATH
U OOBSICHATH CBOU JCHCTBUSA
(TekylIue U IIaHUPYEMBIE);

Y0 09.05 MUcaTh MPOCTHIC
CBSI3HBIC COOOIIEHUS Ha 3HAKOMBIC
WM UHTEPECYIOIINE

PO eCCHOHATBHBIC TEMBI

npodecCuoHaTbHON
HaIpaBJICHHOCTU

25




2 CTPYKTYPA U COJAEP)KAHUE YYEFHOM JUCHUTIJINHBI
2.1 O6beM yueOHOI THCHUIIMHBI U BUBI YUeOHOH padoThl (04HO)

Bup yueoHoii padoThl

O0beM yacoB

O0bem 00pa3oBaTeIbHON NPOrpaMMbl YU4eOHOM M CIHHUIIJIHHbI 50
B T.4. B opMe NPaAaKTHYECKOH MOJAT0TOBKH 16
O0s13aTes1bHAs AyIMTOPHAs yueOHas Harpy3Ka (Bcero) 50
B TOM YHUCJIE!

JIEKITNH, YPOKH 32
MPaKTUYECKUE 3aHATUSL 16

na6opaT0pHLIe 3aHATHA

He npeodycmompeno

KypcoBas paboTa (IIpoeKT)

He npedycmompeno

KOHCYJIbTaITU! He npedycmompeno

CamocrosiTenpHas padbora 2
upgepernyuposannvlii

IIpomexyTouHast aTTeCTANMSA Aucpipep 3a:;e51
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2.2 TeMaTH4eCKUi IJIaH U cofep:KaHue Y4eOHO# THCHUIIMHBI «[[0KyMeHTaMOHHOe o0ecneyeHne YIpaBiaeHus » (04HO)

HauMmenoBanue Conep:xkanue y4e0HOIro MaTepuasa u Oo0bem, akaa.u/ B Konanl
pa3/1esioB U TeM (opMBbI OpraHu3anum JeaTeJbHOCTH 00YYAI0INXCsl TOM 4mucjie B popme Kox OK/TIK 0CBaHBaeMbIX
NMPaKTHYECKOi 3JIEMEHTOB
MOJATOTOBKH, aKax. 4. KOMITeTEeHIIM I
1 2 3 4 5
BBenenue Bxognoit Tect. OOBEKT, TpeAMET TOKYMEHTAIIMOHHOTO 2

obecrieuenus ynpasieHus. Llenas nuzydenus gucrumuiuabl. O0mas

XapaKTepUCTHKA Kypca, CBSI3b C APYTUMU AUCHUTIIMHAMH.

3nauenne [IOY B A€ATENBHOCTH CHENUATUCTA MO 3€MEIbHO-

UMYIIECTBEHHBIM OTHOIICHHUSIM.
Pa3nen 1. OOmniast XxapakTeprUCTUKA JOKYMEHTAIIMOHHOTO O0SCIICUCHUS YITPaBJICHHUS 10
Tema 1.1. CopaepixaHue y4eOHOro MaTepuaJia: 2 OK. 02; OK.03; 32; 33; 34;
OcHoBHbIE OHATHUSA Copep:KaHue W OCHOBHBIE MOHATHSA, LIENH, 3aJa4l U IPHUHIUIIBI OK.05; OK.09; 30 02.01, 30 02.04,
JIOKyMEHTAIIMOHHOTO | coBpemennoro JIO  (memompoussonctsa). Mecto u  poiib K. 1.1; 30 02.05 30 03.01,
obecreueHus JOKYMCHTOB B YIIPaBJICHUH HAa COBPEMCHHOM 3Tarlie. HK.1.2;HK.2.1; 30 03.02, 30 03.04,
yIIpaBIICHUSL. [ToHsATHE IOKYMEHTa, HOCHTENs NOKyMeHTa. OQuUUHUanbHBIE U I1K.3.2; [1K.6.2 30 05.02, 30 09.03,
HopmarusHo - JIMYHBIE  JOKyMEHTHL  IOpmauueckas cmia  JOKYMEHTA. 30 09.05
MCETOANYICCKOC KﬂaccmpHKauHﬂ JOKYMCHTOB.
peryjimpoBaHue. HopMaTI/IBHo-HpaBOBasl Oaza OpraHm3anuu JOKYMCHTAIIMOHHOTO

oOecrieueHUs ympaBleHUs. YHUPHUKAIUS M CTaHIapTU3ALUS

YIIPaBIEHYECKOTO JOKYMEHTA
Tema 1.2. Conep:xanue yueOHOro MaTepuaJia 6 OK. 02; OK.03; 31; 32;
Odopmnenue OcHOBHBIE TTOHATHS PEKBU3HT, ONaHK, Gopmyisp, Gopmymsip — OK.05; OK.09; 30 02.01, 30 02.04,
JOKyMEHTAllH B o6Gpasel. 30 02.05 30 03.01,
COOTBCICTBHU C | Hopmel u npaBuna oQOpMIEHHS JOKYMEHTOB B COOTBETCTBHH C TK. 1.1 30 03.02, 30 03.04,
HOPMATHBHOM 6a30ft | QCT P 7.0.97-2016. «HauuonansHbii crangapr Poccuiickoii HK.1.2;TTIK.2.1; 30 05.02, 30 09.03,

denepanuu. Cucrema  craHmapToB 10  HMH(POpPMAIIHH, IIK.3.2; IIK.6.2 30 09.05

O6uOnMMoTeYHOMY U M3JAaTeNbcKoMy jeny. OpraHu3aluoHHO-
pacriopsauTenbHas JoKyMeHTanus. TpeboBaHus K opopMiIeHHIO
nokyMeHTOB" CocTaB peKBU3UTOB JOKyMEHTOB. HOpuanueckuii
CTaTyc JOKyMEHTA.

[Tonstue o OnaHke JOKyMeHTa, Buabl OnaHkoB. IlpaBuia
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obopmiieHHusT pekBU3UTOB OnaHka B cooTBerctBuM ¢ ['OCT P
7.0.97-2016. «HanmonanpHbIi CTaHAapT Poccuiickoii
Oeneparun. Cucrema  cTaHZapTOB 1O HMH(MOpMAIIHH,
OuOnMMoTeYHOMY U H3AaTeNbcKoMy jaeny. OpraHum3alnuoHHO-
pacriopsiiuTeNbHas JOKyMeHTalwus. TpeboBanus kK opopMIICHHIO
JIOKYMEHTOB'".

B ToM 4nciie npakTHYecKuX pador : 212

Ilpaxmuueckas paboma Ne 1. OK. 02; OK.03; V1;V2;

OdopmieHne pEeKBU3UTOB O00ECIECUHBAIOIINX HOPUIUICCKYIO 212 OK.05; OK.09; Y0 02.03, Yo 02.06

cuity gokymeHtaM. OdopmiieHHe pa3nyHbIX BHJIOB OJIAHKOB U IIK. 1.1; -¥002.09, Yo

dbopmyisipa - obpasia IMK.1.2;11K.2.1; 03.02, Y0 05.01 Yo

I1K.3.2; [1K.6.2 09.01, Y0 09.05

Pa3nes 2. CucreMbl JIOKYMEHTALMOHHOIO o0ecneYeHus1 YIpaBJeHus 24
Tema 2.1. Coaep:xanue yueOHOro MaTepHaJia OK. 01; OK.02; 31; 32; 33; 34;
YuupuuupoBaHHas 1.YaudunupoBaHHas cucremMa OpraHU3aI[HOHHO - 6 OK.05; OK.09; 30 01.02 - 30 01.04,
cucreMa pacnopsaurensHoit gokymentauun YCOP/l: cocra YCOP/, IIK.1.1; IIK.2.2; 30 01.07 30 02.01,
OpraHU3aIMOHHO - obOmactn mnpuMeHeHus. lMcmonp3oBaHue YHUDUITMPOBAHHBIX I1K.3.4; [1K.4.2; 30 02.04, 30 02.05,
pacropsauTeIbHON bopm. I1K.4.3 30 05.02, 30 09.03,
JIOKYMEHTaIu1 OpranuzalvoHHble JOKYMEHTHI, UX Ha3HauyeHue, (GopMyJsphl - 30 09.05

oopasubl.  Ilpomenypa  cocraBneHuss U ohOpMIIEHUS

OpPraHW3alMOHHBIX  JOKyMeHTOB.  OOnacTb  IpUMEHEHHUs

OpraHU3aLMOHHBIX JOKYMEHTOB.

2.PacniopsinutenbHble JOKYMEHTHL. X HazHaueHue, GpopMyspbl

00pa3IIbl. [Iponienypa  coctaBieHuss u  OQpopMIIECHUS

pacropsauTeNbHbIX JIOKYMEHTOB. Hcnonb3oBanue

YHUGUIUPOBAHHBIX (hopM

3.MapopManiMOHHO - CIIpaBOYHBIE JOKYMEHTHI. VX Ha3zHadyeHHE,

dopmyspsl - o6pasusl. [Iporeaypa coctaBieHust 1 0hopMIIEHUS

WH()OPMaAIMOHHO-CIPABOYHBIX JIOKYMEHTOB. O6nacTh

OpUMEHeHHs  HMH(OPMAIMOHHO-CIPABOYHBIX  JIOKYMEHTOB.

Vcnonp3oBanne yHU(UIMPOBAHHBIX (hopM

B ToM 4nciie npakTHYeCcKuX pador 4/4
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Ilpakmuueckas paboma Ne 2. 2/2 OK. 01; OK.02; Vi1;V2;
PazpaboTtka u opopmieHne pacopsiIUTENTbHBIX JOKYMEHTOB OK.05; OK.09; Y0 01.05, Yo 01.06
Ipaxmuueckas paboma Ne3. 2/2 IK.1.1; T1K.2.2; -¥001.10, Yo
Pazpabotka u odopmieHne cnpaBoYHO — HH(OPMAIIMOHHBIX I1K.3.4; [IK.4.2; | 02.05 - Yo 02.09,
JTOKYMEHTOB( CIy)KeOHOE MHUChMO, TPOTOKOJ, aKT, JOKJIagHas [1IK.4.3 Y0 05.01 Y0 09.01 -
3aIuncKa, ciayeOHas 3aImicKa) Y0 09.03, Yo 09.05
CamocTrosiTesibHAsi padoTa 00yYaAO M XCS: OK. 01; OK.02; V1;V¥2; 31, 32; 33;
MNOJATOTOBUTH JJIEMEHT TMOPT(ONINO — TPUIOKEHHUs 00pas3IoB OK.05; OK.09; 34;
JIOKYMEHTOB — (IIPOAHAJIM3UPOBAB peajbHbIC YIPaBICHYCCKUE IIK.1.1; 11IK.2.2; Y0 01.05, Yo 01.06
JIOKYMEHTBHI H TpaBuiia 0(hpoOpMIIeHNUs, HOArOTOBBTE MM CO3JaiTe 1 I1K.3.4; [1K.4.2; - Y0 01.10, Yo
00pasIpl MITATHOTO PACHUCAaHUS OPTaHHW3allUU; JIOJDKHOCTHOM I[1IK.4.3 02.05 - Yo 02.09,
MHCTPYKLUY;) Y0 05.01 Yo 09.01 -
Y0 09.03, Yo 09.05
3001.02 - 30 01.04,
30 01.07 30 02.01,
30 02.04, 30 02.05,
30 05.02, 30 09.03,
30 09.05
Conep:xxanue yueOHOro MaTepuaJia OK. 01; OK.02; 31; 32; 33; 34;
Tema 2.2. [lakeT JOKYMEHTOB MO JUYHOMY cOCTaBYy. OCOGEHHOCTH pabOThI OK.05; OK.09; 30 01.02 - 30 01.04,
JloKyMeHTalus 1o C KaJpOBBIMH JIOKYMEHTaMH. J[OKYMEHTHUPOBAHHE TPYIOBBIX 4 HK.1.1; TIK.2.2; | 30 01.07, 30 02.01,
TPYIOBBIM IIPaBOOTHOIIEHUH. Mcnonp30Banue yHHUIHMPOBAHHBIX (HOPM 1IK.3.4; TIK.4.2; | 30 02.04, 30 02.05,
OTHOLLICHUSIM JIOKyMEHTOB 110 JIMYHOMY COCTaBy. M31aHue NPHKA30B T10 11K.4.3 30 05.02, 30 09.03,
JINYHOMY COCTABY. 30 09.05
B Tom unciie npakTH4eckux pador OK. 01; OK.02; Vi1;V2;
Ipaxmuuyeckas paboma Ne4. OK.05; OK.09; Y0 01.01 - VYo
PazpaboTtka n opopmieHre TOKyMEHTAIUU 10 JIMYHOMY COCTaBY 2/2 MK.1.1; TIK.2.2; 01.11, Yo 02.07 -
C MCIIOJIb30BaHUEM YHU(DHUIIMPOBAHHBIX POPM i i Y0 02.09, Yo 05.01,
HK.3.4; 1K 4.2; Y0 09.01 Yo 09.04,
TK.4.3 V0 09.05
Tema 2.3. Conep:xanue yueOHOIro MaTepuasa 4 OK. 01; OK.02; 31; 32; 33; 34;
JlokymeHTanus OK.05; OK.09; 30 01.02 - 30 01.04,
npodeccuoHaIbHON IK.1.1; TIK.2.2; 3001.07, 30 02.01,
EeSITENLHOCTH IIK.3.4; 1IK.4.2; 30 02.04, 30 02.05,
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I1K.4.3 30 05.02, 30 09.03,
30 09.05
Cucrema [OroBOPHO-NPaBOBOH JOKyMEHTAI[MM: Ha3HaueHHeE,
COCTaB, COCTaBJICHUE U 0(OpPMIICHHE.
[Tonsatne poroBopa (KOHTpakTa), COIVIALIEHUSA, IPOTOKOJIA.
Kommepueckue akTbl 1 JOBEPEHHOCTH
«TpeboBanus K OQOPMIEHHIO W BbIIAYM JOBEPEHHOCTEH»
JloBEepeHHOCTH: pa3oOBbIE, CIICIUAEHBIC, TeHEPAIbHEIE.
CocTtaB IpeTeH3NOHHO-UCKOBOM JIOKyMEHTALIMU: peKIaMalliy,
NPETECH3UOHHBIE TMChMA, HCKOBBIE 3asIBICHUS
B Tom unciie npakTHYeCKHX/1a00PATOPHBIX padoT OK. 01; OK.02; V1; V2,
Ipaxmuueckas paboma Ne 5. 2/2 OK.05; OK.09; Y0 01.01 - Vo
Cocrapnenue u odopmiieHne JIOKYMEHTOB 1o nK.1.1; 1K.2.2; | 0111, Y0 02.07 -
npodeCCHOHATIBLHON IeSATEIbHOCTH (IOBEPEHHOCTH, MTPETEH3UU U K .3.4: [IK.4.2: ¥002.09, Yo 05.01,
UCKOBbIe 3asgBieHus). OdopmiieHHe HOBEepeHHOCTEH 2 - TIK 4 3, | Y009.01, Y0 09.04,
Odopmiienue JMYHOU JIOBEPEHHOCTH; 3aIl0JTHEHHE o Y0 09.05
yaudunupoBanHon  gopmer  Ne  M-2 Odopmaenue
PETEeH3UOHHO-UCKOBOH JIOKYMEHTaI1H; 3arnosHeHue
TpadapeTHbIX OJaHKOB MPETSH3MH U MCKOBBIX 3asBICHUI
CamocrosiTesibHas padoTa 00yYaOIIUXCSH: OK. 01; OK.02; V1;V2;31; 32; 33;
MOJTOTOBUTH 3JIEMEHT NMOPT(OINO — MPUIIOKEHHUS 00pa3LIoB OK.05; OK.09; 34;
(mpoaHaJIM3UPOBaB pPeabHbIe YIIPaBIEHYECKUE JOKYMEHTHI U IK.1.1; ITIK.2.2; ¥001.01 -VYo
npaBuiia OpOPMIIEHHUS, IOATOTOBHTE UM CO3/1aliTe 00pa3Iibl 1 [1K.3.4; [1K.4.2; 01.11, Y0 02.07 -
JIOTOBOPOB U MPETEH3MOHHBIX MTHCEM. ) [1K.4.3 ¥002.09, Yo 05.01,
VY0 09.01, Yo 09.04,
Y0 09.05
3001.02 - 30 01.04,
3001.07, 30 02.01,
30 02.04, 30 02.05,
30 05.02, 30 09.03,
30 09.05
Paszgea 3. Opranusanusi 10KyMeHTO000pOTA 12
Tema 3.1. Coaep:xanue yueOHOro MaTepuaJa: 4 OK.01; OK.02; 33; 34;35;
Texnonorus n OpraHuszanus  JOKyMEHTOOOOpoTa:  mpuéMm,  0OpaboTka, OK.03; OK.09; 30 01.01 - 30 01.04,
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MPUHIIUIIBI perucrpanus, KOHTPOJIb UCIIOJIHEHUSA, XPAHEHHUE IOKYMEHTOB. [K.1.2; 11IK.2.1; 30 01.07, 30 02.01 -
OpraHu3aIu 3HaueHWe © BHUABI HOMEHKIATyp Jnen. TpeOoBaHus K [K.2.2; TIK.2.6; 30 02.05, 30 03.01 -
JIOKYMEHTOO000pOTa HOMEHKJIAType JIeJI. [1K.2.7; 11K .4.6; 30 03.04, 30 09.05
dopmupoBaHue e U MOPSI0K 00BEAMHEHUS TOKYMEHTOB B K 4.7
nena. XpaHeHue J0KyMeHTOB U jell. [lopsaok Beigaun U U3bATHS Y
JIOKYMEHTOB | JIeJI B CITy4ae HEOOXOMMOCTH.
B ToM 4nciie npakTHYeCcKUX pador 6/6
Mpakmuyeckaa paboma Ne 6 212 OK.01; OK.02; V4,
CocraBiieHHE ITanoB U ONepaluu 00padbOTKH JOKYMEHTOB. OK.03; OK.09; Yo 01.04, Yo 01.06,
[Topsimok 3amoTHEHUST PErHCTPAIIMOHHBIX ()OPM U BEICHUC IK.1.2; 11IK.2.1; Y0 01.07, Yo 01.10,
KOHTPOJISI 32 UCTIOJIHEHUEM CITYKEOHBIX TOKYMEHTOB C I1K.2.2; T1IK.2.6; Yo 01.11, Yo 02.01
WCIIOJb30BAHHUEM aBTOMATHU3UPOBAHHBIX TEXHOJIOTHI IIK.2.7; IIK.4.6; -¥002.09, Yo
I1K.4.7. 03.01, Vo 03.02
Mpakmuyeckaa paboma Ne 7 OK.01; OK.02; V5
[ToaroroBka JOKYMEHTOB /i1l (JOPMUPOBAHUS U XPAHEHHUSI JIE]T 212 OK.03; OK.09; ¥001.01 - VYo
IIK.1.2; TIK.2.1; 01.10, Yo 02.01 -
[1K.2.2; TIK.2.6; Y0 02.09, Yo 03.02,
[1K.2.7; [IK.4.6; Yo 03.10
I1K.4.7.
Tema 3.2. ABTOMATU3UPOBaHHBIE CUCTEMBI JAEIONPOU3BOACTBA. CucTema OK.01; OK.02; 33; 34;35;
TexHonmorus AJNIEKTPOHHOTO  JIoKyMeHToobopotra (C3J[), ee cTpykTypa, OK.03; OK.09; 30 01.01 - 30 01.04,
aBTOMAaTU3MPOBAHHON | HACTPOUMKA CUCTEMBI. IIK.1.2; I[IK.2.1; 3001.07,30 02.01 -
00paboTKH 0O0630p COBpEMEHHBIX CPEJCTB OPTTEXHHUKH JAJIS Iepeaaun U 2 I1K.2.2; TIK.2.6; 30 02.05, 30 03.01,
AOKYMCHTalluH nepepadoTku nnpopmanuu. Ludposast moanuce. DneKTpoHHAsS 1IK.2.7; T1IK.4.6; 30 03.02, 30 03.04,
nouta. 3ammura nHpopmanuu. Mcrnoap3oBaHue MPaBOBBIX [IK.4.7. 30 09.05
WH(OPMAITMOHHBIX CUCTEM
Ilpakmuuecxas paboma Ne 8 V3, V4,
Ilepenaua nndopMaiuu U cpeacTBa TEICKOMMYHUKAIIMOHHBIX 2/2 ¥001.05-VYo
TEXHOJIOTHH B AJIEKTPOHHOM JIOKyMEHTO000pOoTE 01.10, Yo 02.05 -
¥0 02.09, Yo 03.02,
Y0 09.01 - Y0 09.03
IIpome:xyrounas arrecranus (IAuddepeHunpoBaHHblii 3a4eT) 2
NUTOIO 50
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3 YCJOBUS PEAJIN3AIINY YUYEBHOM JUCIUILIUHBI

3.1 MaTepuajibHO-TEXHUYECKOE o0ecneyeHne

Jlnst peanu3anuyl porpaMMbl y4eOHOH AUCHMIUIMHBI TPEAYCMOTPEHBI CIEAYIOIINE CIeIHaTbHbIe
MTOMEIIEHUS U OCHAIICHHUE:

Tun v HauMeHOBaHHE CNeNHATbHOI0
OcHalneHue CrenuaJabHOro MoMemnieHus

TOMeIeHnst
kabuHeT JlOKyMEHTallMOHHOTO VYueOHass aymuTopusi Ui TMPOBEACHUS YYEOHBIX, MPAKTUYECKUX
obecriedeHus! ypaBJIeHUs 3aHATUH, [UIA TPYNIOBBIX W MHIWBUIYAIbHBIX KOHCYJIbTALUH, VIS

CaMOCTOSITEIBHOM  paboThl, Ul  TEKYLIEro KOHTpOJIL U
IIPOMEKYTOUHOM aTTeCTalu.

PabGouee wMecTo mpemomaBarens: TEPCOHANBHBIA KOMITBIOTED,
CKaHep, paboune MecTa OOydJarloIUXCs, OCKa ydeOHas, ydeOHas
MeOenb;

ITepcoHasbHBIE KOMIIBIOTEDSIL;

Ammapar konmposansHbeId TASKalfa 180

kabuner VHGOpMaNMOHHBIX TeXHONOTUI | YdeOHas ayauTOpHs IJisi MPOBEACHUS Y4eOHBIX, MPAKTHYECKUX
B PO eCCHOHATLHON NI TeTbHOCTH 3aHATUH, JUIsl TPYIIIOBBIX W WUHIAMBUAYAIbHBIX KOHCYJIbTAL[UH, IS
CaMOCTOSITENIbHONW ~ pa®oThl, JUIS  TEKYIIEro  KOHTPOJS |
POMEXYTOYHOU aTTECTALIUH.

PaGouee MecTo mpemonaBaTens: IMEPCOHAIBHBIA  KOMIIBIOTED,
MPOEKTOP, paboune MecTa 00yJarlouxcs, Jocka yueOHas, ydeOHast

Me0eb;

[lepcoHaTbHBIE KOMIIBIOTEPHI
TloMemeHue u1g caMOCTOSITEIbHON [TepconanbHbie KOMIBIOTEPHI ¢ TakeToM MS Office, Beixomom B
paboThI 00YYAIOIITMXCS WHTepHET ¥ ¢ AOCTYIIOM B BJICKTPOHHYIO HH()OPMAIIMOHHO-

00pa3oBaTeIbHYI0 Cpely YHUBEPCUTETA

3.2 YyeOHO-MeTOAMYECKOE H HH(POPMALIMOHHOE 00ecledeHne peaJu3anuu NPorpaMmbl

OcHOBHBIC HCTOYHHMKH:

1. beikoBa, T. A. JlokymeHTallmoHHOE OOECTIEUCHHE YIpaBJIeHUS (JIETOMPOU3BOJICTBO)
[DnexTpoHHbIH pecypce] : yaeOHoe mocodue / T. A. beikosa, T. B. Ky3nenona, JI. B. Cankuna ; noa o61.
pen. T. B. Ky3HenoBoii. — 2-e¢ usj., nepepad. u gom. — Mocksa : UHOPA-M, 2020. — 304 c. - Pexum
noctyna: https://znanium.com/catalog/product/1070624

2. Kynses, H. H. UndopmanroHHbIe TEXHOIOTUU B JOKYMEHTAIIMOHHOM O00ECTIEUEHUH YIPABICHHS
Y apXUBHOM Jiesie [DIeKTpoHHbIN pecypc] : yueoHuk /s By3oB / H. H. Kynses, T. B. Konapamosa, E. B.
Tepentbena, A. I'. ®abpuyHoB ; mox obul. pen.a.ro.H., npod. H.H. Kynsesa. — Mocksa: Jloroc, 2020. —
408 c. — (Homas crymenueckas OuoOmmoteka) — ISBN 978-5-98704-786-6. — Pexum pocryma:
https://znanium.com/catalog/product/1211641

JlonoJiHuTeIbHbIEe HCTOYHUKH:

1. beixoBa, T. A. JlokymMeHTanMOHHOEe oOOecreYeHue YIpaBiIeHUs HErocyAapCTBEHHBIX
opranuzanuii [I1aeKTpoHHbIN pecypc] : yuebnoe nocobue / T. A. breixosa, JI. B. Cankuna. — 2-e usz.,
nepepad. u jom. — Mockea: HULL UH®PA-M, 2020. — 302 c.: 60x90 1/16. — ISBN 978-5-16-010379-2. —
Pexxum nocryma: https://znanium.com/catalog/product/1072260

2. Kysnenos, W.H. [lokymeHTanmoHHoe oOecrieueHne yrpaBieHUs. J{oKkymMeHTOOOOpOT u
JeTIONPOU3BOJICTBO . Y4EOHHUK W MPAKTUKYM [UIs CpeaHero mnpoecCHOHAILHOTO oOpa3oBaHus /
. H. Ky3nenoB. — 3-e¢ u3a., nepepad. u gomn. — Mocksa : UsnarensctBo FOpaiit, 2021. — 462 c. —
(ITpodeccronanprOE oOpa3oBaHHE). — ISBN 978-5-534-04604-5. — Pexum
nocryma:: https://urait.ru/bcode/470020

3. Kopnee, . K. JlokyMeHTaIlMOHHOE OOeCICUeHUE YIpaBJICHUS [DIEKTPOHHBIA pecypc] ::
y4eOHUK U MPAaKTUKYM Ui cpeqHero npodeccruonansHoro odpasosanus / M. K. Kopnees, A. B. [1menko,
B. A. MamypreB. — 2-e u3f., nepepad. u mpon. — Mocksa : M3natensctBo IOpaiit, 2022. — 384 ¢. —
(ITpoeccronansnoe  obpazoBanme). — ISBN  978-5-534-05022-6. — Pexum gocryna:
https://urait.ru/bcode/492541
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https://znanium.com/catalog/product/1070624
https://znanium.com/catalog/product/1211641
https://znanium.com/catalog/product/1072260
https://urait.ru/bcode/470020
https://urait.ru/bcode/492541

Ilepuonnueckne n3ganus:

1. Bomnpock s3xoHOMuKH: Hay4uHO-TIpakTHUeckuii pernen3upyemMbii xypHai — ISSN 0042-8736

MeTtoanyeckue yKa3zaHHA:

Meroauueckie  yKa3aHMs K  BBIIOJIHEHUIO  IPAaKTHYECKMX  pabOoT 1O  JUCLMIUIMHE
«JloKyMeHTaIMOHHOE O0OecrieueHre yIpaBieHus» g oOydarommxcs Uit crnenuanbHocted  38.02.01
DKOHOMHMKa W Oyxraiarepckuii yder (mo otpacisMm) (6a3oBoii moarotoku), 21.02.05 3emenbHO-
umyniectseHHble oTHomeHus / H. B. Kapnienko. Marauroropck: 3a-Bo MarHUTOropek. roc. TeXH. yH-Ta
nm. I'.1. Hocoa, 2020.

IIporpammHoe obecnieyeHue:

MS Windows

Calculate Linux Desktop
MS Office

7 Zip

HNuTepHeT-pecypcnbl

1. Bcepoccuiickuii Hay4HO-UCCIIEA0BATEIbCKUN MUHCTUTYT TOKYMEHTOBEICHHUS U apXUBHOIO Jeja
(BHUNAA) [Dnexkrponnslit pecypc]. Dnektpon. nad. — M.: BHUMJA/, 2010. — Pexxum gocrymna:
http://www.vniidad.ru .

2. UHTYyUT — HallMOHAJIbHBIN OTKPBITHIN YHUBEPCUTET. [ DIEKTPOHHBIN pecypc]. — Pexxum nocrymna:
https://www.intuit.ru/studies/courses, cBOOOIHBII. — 3ari. ¢ sKpaHa. S3. pyc.

3. Enunoe okHO gocTyna k oOpa3zoBaTenbHbIM pecypcaM Poccuiickoit @enepanuu [DneKTpoHHbIH
pecypce]. — Pexxum noctymna: http://window.edu.ru/,cB000IHBIN. — 3ari. ¢ skpana. S3. pyc.

4. Koncynprantllmoc. Odunmansuerii caiit komnaann «Koncynerant-Ilmocy. — Pexxum mocryma:
http://www.consultant.ru

5. Ilopran «Apxussl Poccun» [DnekTpoHHBIM pecypc]. DnekTpoH. naH. — M.: Pocapxus, 2001. —
Pexxnm noctyma: http://www.rusarchives.ru.

3.3 YyeOHo-MeTOAMYECKOE ODecredeHre CAMOCTOATEIbHOI padoThl 00y4aKOLIUXCH

CamocTtosTenbpHas paboTa sSBIseTCs 00s3aTeNbHON I KaxKI0ro o0y4darorierocs. CaMocTosITenbHas
paboTa MOMKET OCYMIECTBISITHCS WHIAMBHIYAILHO WJIH TPYIIIAMHA B 3aBHCHMOCTH OT MU, o0bema,
KOHKPETHOU TEMATHKHU CAMOCTOATEIHHOU PabOThI, YPOBHS CIOKHOCTH, YPOBHS YMEHUI 00y4YarONINXCs.

KoHTponb pe3ynbTaToB BHEAYAMTOPHOW CaMOCTOSITEIBHON PabOTHI OCYIIECTBIISIETCS B Ipeaenax
BPEMEHH, OTBEICHHOIO Ha O0O0s3aTelbHbIC Y4YeOHbIE 3aHSATHUS W BHEAYIUTOPHYIO CaMOCTOSITEIBHYIO
paboTy oOOydarmuxcsi Mo y4eOHOM MUCHHUIUIMHE, MPOXOIUT KaK B NMHUCHbMEHHOM, TaK M YCTHOW WU
CMeIaHHoH Gopme, ¢ IpeaCTaBICHUEM U3EIUS WU MPOIYKTa CAMOCTOSITENILHOM 1eATEeTbHOCTH.

B xadectBe opM M METOJOB KOHTPOJISI BHEAYTUTOPHOM CAMOCTOSITEIILHOW pabOTHI UCIIOIB3YIOTC:
MIPOBEPKa BHITIOJHEHHOW paboThI MpernojaBaTesieM, CEMUHAPCKUE 3aHITHsI, TECTUPOBAHUE, CAMOOTYETHI,
KOHTPOJIbHBIE pa0OTHI, 3allUTa TBOPUYCCKUX PabOT U Jp.

Ne | HammeHOBanue OneHounble cpefcTBa (3amaHus) JJIT CaMOCTOSITEIbHOW BHEAYJTUTOPHOMU
paszena/TeMsl paboThI

1 Pa3nea 2. TekcT 3aaHus: MOATOTOBUTH DJIEMEHT MOPTHOIHO — MPHUIIOKEHUS 00pa3IoB
Cucrembl JIOKYMEHTOB (TMpOaHAIN3UPOBAB PEATbHBIC YIPaBICHUYECKHUE TOKYMEHTHI U
JAOKYMEHTAIIMOHH | MpaBuia O(OpMIIEHHUS, IOATOTOBbTE WM co3JaiiTe 00pa3ibl IITaTHOTO
oro odoecnmevyeHUs1 | pPacIUCaHUs OpraHU3AINH; JOHDKHOCTHON MHCTPYKIIUH;)
ylnpaBJeHus Lenp: coBeplIEeHCTBOBATh 3HAHUSI U TEOPETUUYECKUE OCHOBBI COCTABIICHUS U
Tema 2.1. oopMIIeHHS ~ OpraHU3alMOHHO-PACIIOPATUTEIBHON JIOKyMEHTAIUH,
YHupuuupoBaHH | ITOATBEPKIATH KOHKPETHBIMU ITPUMEpPaMHU
as cucTeMa PexoMeHnmanuy 1o BBEITOJHCHUIO 3aJaHHS:
OpPraHU3amMoHHo - | JIid co3laHus NPUIIOKEHUH MOXKHO HCIOJB30BaTh HHTEPHET - PECYPCHI,
pPACHOPSIANTENBHO | CPECTBA MAaccoBOW HMH(OpPMALUMU, a Tak XKe PEKOMEH1alluu o
i JOKyMeHTaluu | IPEJICTABICHUIO MPUJIOKEHNUS U CIHCOK HAaWMEHOBAHWM BHJA JOKYMEHTOB

pa3MeNICHHBIX Ha 00pa30BaTEeIbHOM TMOPTAJie B JJICKTPOHHOM Kypce
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«/lokymeHTanmonHoe  oOecnedyeHue  ympasieHus». I[IpoananusmpoBan
peasibHbIE  yIpaBJICHYECKHE JOKYMEHTHI M TpaBuia  OoQOpMIICHUS,
MOATOTOBBTE WK CO37aiiTe 00pa3ibl JOKYMEHTOB.

Kpurepuu onenku:

OneHka «OTIMYHO» BBICTABISETCS 3a CaMOCTOATEIbHYIO, 0e30mHrO04YHO
BBITIOJIHEHHYIO paboTy, B cooTBeTcTBUU ¢ TpeboBanmsmu ['OCT P 7.0.97-
2016. «HaumonansHbiit cTanaapt Poccuiickoit denepanuu. u GopMyisipoMm
o0pa3iom , hopMy mpeCTaBICHUS.

OrneHka «XOpOIIO» BBICTABIAETCS 3a palOTy, COMEPKAlIYI0 HEIOYEThl, B
opopmiennu nokymentoB I'OCT P 7.0.97-2016. «HanmoHansHbIi cTaHAapT
Poccutickoit ®eneparnuu. u 6e3 yeTkor (OpMBI MpeCTaBICHUS.

OueHka  «yJIOBJIETBOPUTENBHO»  BBICTABISIETCS 32  HEIOCTATOYHO
BBIMIOJTHEHHYI0O M O(QOpPMIIEHHYIO paboTy, coAepXkallyld HeJo4YeThl B
oopMIIeHNN JOKYMEHTAIHIO U (POPMBI TIPEACTABICHUSI.

OneHka «HEYJTOBIETBOPUTEIBHO» BBICTABISETCS, €CIU CaMOCTOATEIbHAs
paboTa He BHITIOJIHEHA.

Tema 2.3.
JoxkymeHTanus
npo¢ecCHOHAITBHO
H 1eATeJIbHOCTH

TekcT 3aaHus: MOATOTOBUTH 3JEMEHT MOPT(HOINO — MPUIOKEHUS 00pa3IOB
JOKYMEHTOB (IIPOAHAJIN3UPOBAB PEAJIbHbIE YIPABJIECHUYECKUE JTOKYMEHTHI U
npaBmwia oopmiieHus, MOATOTOBbTE WU CO3JaiiTe o0pas3ibl JOrOBOPOB H
MIPETEH3UOHHBIX ITHUCEM.)

Llenb: coBeplIeHCTBOBATh 3HAHUS U TEOPETUUYECKHE OCHOBBI COCTaBJICHHS U
oopmieHnss  OpraHMW3aIMOHHO-PACTIOPSAUTEIBHOM JOKYMEHTAIIH,
MOATBEPKIaTh KOHKPETHHIMU IPUMEpPaMHU

PexoMeHanuy 1o BbIMOJIHEHUIO 33 JaHUS:

Jis co3maHus TPUIOKEHUH MOXKHO HCIONB30BaTh HWHTEPHET - PECYPCHI,
cpeactBa MaccoBodM wuH(pOpManmuu, a Tak JK€  PEKOMEHJalud 10
NPEJCTABICHUIO TPUIOKEHUS U CHUCOK HAaUMEHOBAaHUI BUAA JIOKYMEHTOB
pa3MelIeHHbIX Ha 0O0pa30BaTEIbHOM IOpTaje B 3JIEKTPOHHOM Kypce
«JlokyMeHTalMoHHOe  o0ecriedeHue  ympasieHus». I[IpoaHamusupoBan
peasibHble  yIpaBJIEHYECKHE JOKYMEHThl M MpaBuia  odopmileHus,
MOJIrOTOBBTE WJIU CO3/aiiTe 00pa3iibl JOKYMEHTOB.

Kpurepun onenku:

OneHka «OTJIMYHO» BBICTABISETCA 3a CaMOCTOSTEIbHYIO, 0€30InO0YHO
BBINIOJIHEHHYIO paboTy, B coorBercTBUM ¢ TpeboBanusimu ['OCT P 7.0.97-
2016. «Haumnonanbubiit cTannapt Poccuiickoit @enepauuu. u Gopmynsipom
o0pasuoMm , GopMy NpeACTaBICHHUS.

OrneHKa «XOpOII0» BBICTABISIETCS 32 paldOTy, COJAEPIKAIIYI0 HEIOYETHI, B
odpopmienun gokymentoB 'OCT P 7.0.97-2016. «HamuoHansHbIN cTaHAAPT
Poccuiickoit @enepanuu. u 6€3 4eTKON (GOPMBI MTPeICTaBICHHUS.

OneHka  «yJOBJIETBOPUTENBHO»  BBICTABISAETCS 32  HEIOCTATOYHO
BBITIOJIHCHHYIO W O(QOpMIICHHYIO paboTy, COJEp)KAIyI0 HEI0YEThl B
oopMIIeHNN TOKYMEHTAIMIO U (POPMBI IIPEACTABICHUS.

OneHka «HEYIOBJIETBOPUTEIHHO» BBICTABISETCS, €CIM CaMOCTOSITeNIbHAS
paboTa He BHITIOJIHEHA.
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4 KOHTPOJIb M OIIEHKA PE3YJIbTATOB OCBOEHMS YUEFHOM JUCIIUTLJIMHBI
KoHTposib ¥ OLEHKa pe3yJabTaTOB OCBOCHUS IUCLUILIMHBI OCYILECTBIISIETCS IIPEIONABATEIEM B

IIPOLIECCE TEKYUIETO KOHTPOJIS U IPOMEXKYTOUYHON aTTECTALIUU.

4.1 Texymmii KOHTPOJIb:

I1K.2.6; Y3; V4; 34; 35;
I[IK.2.7; Y4; V5; 35;
IIK.4.6; Y3, V5; 33; 34; 35;
I1IK.4.7. Y4; V5; 33; 34; 35;

Kountponupyemsle pa3aeinbl HaumenoBanue Kputepun
. Kontponmupyemsbie pe3yabTaTsl
No (Tembl) yueOHOMH OIICHOYHOTO OIICHKH
(ymenwus1, 3HaHUSA)
TIACITATUTIHBI CpelcTBa
1 OK. 02; 3.02.1; ¥.02.3; Cmotpu
Pazgen 1. O0Omas ’ Sf 05.2; ¥.05. ,’ [IpaxTuueckas OLICHKHU TECTA
OK.09; 3.09.5. ¥09.1;
XapaKTepUCTHKA ot pabora Ne 1 Cmotpu
OKVMEHTALIOHHOrO IK. 1.1; ¥1; ¥2; 31; Ta cCKOE
IL6KYM HTaITHOHHOT TIK.1.2: V4 33: paKTHYECK KPUTEPUU
OO0CCIICUCHUS YIIPABJICHUA HK21, YI, yz, 34’ 3aJaHncC OLICHKH §
IIK.3.2; V1; V2; 31; 32; NPaKTUICCKOU
IK.6.2; V1; 31; paboThI
2 Cmotpu
KPUTEPHUH
OK. 01; 3.01.7; ¥.01.5; V.01.6; OIIEHKH TecTa
0OK.02; 3.02.1; ¥.02.5; Cmotpu
0K.05;3.05.2; ¥.05.1; Tecr KpUTEpHH
Paznen 2. CucreMsl 0OK.09; 3.09.3 ¥.09.3; [IpakTrueckue OLCHKY
JOKYMEHTAI[MOHHOT'O IK.1.1;¥1; V2; 32; pabotsr Ne 2-5 1 .
oOecrieueHus yrpaBieHuUs IIK.2.2; V1; ¥2; 32; 34; [Moprdonno TIpaKTIICCKon
MIK.3.4; V1; V2; 31; 32; paboTer
I[IK.4.2; V1; V2; 31; 32; 33; Cmotpu
K.4.3; V!; V2; 31; 32; KpUTCpHUHA
OLICHKH
noptosno
3 OK.01; 3.01.3;3.01.7; V.01.4; CmoTtpu
V.01.11; KPUTEPUH OLEHKU
0OK.02; 3.02.1; ¥.02.5; Tecr TecTa
0K.03; 3.03.2; ¥.03.2; Ak TIecKie CmMoTtpu
OK.09; 3.09.5 ¥.09.3. P KpUTEpUH OLIEHKH
padotsl Ne 6-8 o
Pazpen 3. Opranuzanus IIK.1.2; V4; 33; Keiic-sanada / MPaKTUYECKOU
JIOKyMEHTO000pOoTa IIK.2.1; ¥3; ¥V5; 34; 35; cHTVa I/II(I)HHaH paboThI
TK.2.2; Y2; V3: 32; 34; 3a;[un CMoTpH

KPUTEPUH OIIEHKU
Kelic-3a1a4u

Kpurtepun onenku recra

3a KaKJIpIi MPaBUIIbHBIN OTBET — 1 OasI.
3a HenpaBWIbHBIN 0TBET — 0 6AIUIOB.

KauecTBeHHas olleHKa WHANBUAYAIBHBIX 00pa30BaTEIbHBIX
[IporieHT pe3yabTaTUBHOCTH .
JOCTHDKEHUH
(TpaBWIIBHBIX OTBETOB) =
6amn (oTMeTKa) BepOANBHBIN aHATIOT
90 + 100 5 OTIUYHO
80 +~ 89 4 XOPOIIIO
70 +79 3 YIOBJIETBOPUTEIILHO
menee 70 2 HEYJOBJIETBOPUTEIIHHO




Kpurepun oueHKH NPaKTH4eCKOH padoThI:

OneHka «5» BbIcTaBisieTcs 00yyaroIemMycs, eciu:

— coJiepKaHue pabOThI COOTBETCTBYET 3aJaHHON TEeMaTHKE, 00yJalOUIHIiCs MOKa3bIBAET CHCTEMHbBIE
Y TIOJIHBIC 3HAHUS U YMEHUS 110 TaHHOMY BOIIPOCY;

— pabota odopmileHa B COOTBETCTBUU C PEKOMEHAALUAMU MPENoAaBaTes;

— 00BeM paboThl COOTBETCTBYET 33aHHOMY;

— paboTa BBINOJIHEHA TOYHO B CPOK, YKa3aHHBIH [IPENoaBaTeIeM.

OneHka «4» BbICTaBisieTCs 00y4aroIeMycs, eciu:

— coziepxKaHue paboThl COOTBETCTBYET 3aJJaHHON TEMATHUKE;

— o0yyaromuiicst JormyckaeT HeOOobIIe HETOYHOCTH HITM HEKOTOPBIE OMMOKHU B JAHHOM BOIIPOCE;

— B 0(hopMIIEeHUH pabOThI TOMYIIEHbl HETOYHOCTH;

— 00beM paboThl COOTBETCTBYET 33JaHHOMY MJIM HE3HAUUTEIbHO MEHBIIIE.

Onenka «3» BbICTaBIIsIETCA 00y4ar0IIEMYycCsl, €CIIH:

— cojep)kaHue pPabOThl COOTBETCTBYET 3a/JlaHHOW TeMaTHKe, HO B padoTe OTCYTCTBYIOT
3HAYUTENbHBIEC 3JIEMEHTHI 10 COJEPKAHUIO Pa0OThI MIIM MaTepUal 10 TeME U3JI0)KEH HeJIOTUYHO, HEUYETKO
IPEACTaBICHO OCHOBHOE COJIEp)KaHHE BOIIPOCA;

— pabota odopmieHa ¢ ommOKaMu B 0pOpMIICHUY;

— 00BeM paboTHl 3HAYUTEIEHO MEHBIIIE 33IaHHOTO.

OneHka «2» BbICTaBIIsIETCA 00y4arOIEMYyCsl, €CIIH:

— HE pacKpbITa OCHOBHAs TeMa PabOThI;

— oopmiieHne paboThI HE COOTBETCTBYET TPEOOBAHUS ITPENOIABATENS;

— 00BeM pabOTHI HE COOTBETCTBYET 3aJaHHOMY.

Kpurepun onenku keic-3agaum (Keic-CUTyannu)

Onenka

Kputepun onenku

5 (oTIIMYHO)

Keiic pemeH npaBuibHO, 1aHO Pa3BEPHYTOE MOSICHEHHE U 0OOCHOBAHUE CIIEIAHHOTO
3aknrodeHus. CTylEeHT JEeMOHCTPHPYET METOAOJOTHYECKHE U TEOPETHYECKHE
3HaHWS, CBOOOHO BlIajieeT HaydHOU TepMuHONoruei. [Ipu pazdope npennokeHHoH
CUTyallud TPOSBISIET TBOPYECKUE CIOCOOHOCTH. JleMOHCTpUpyeT XOpollue
AQHAJTUTUYECKHUE CIIOCOOHOCTH, CIMOCOOEH IpH OOOCHOBAaHMM CBOETO MHEHHS
CBOOOJTHO MPOBOJINTH aHAJIOTHH MEXKITY TeMaMHU Kypca.

4 (xoporo)

Keiic pemien npaBuibHO, JaHO MOSICHEHHE U 00OCHOBAHKE CIEIAHHOTO 3aKIIOYCHHUS.
CTyIoeHT IEeMOHCTPUPYET METOAOJOTMYECKHE U TEOPETUYECKUE 3HAHUs, CBOOOAHO
BJIAQJICET HAYYHOW TEPMHUHOJIOTHEH. J[EeMOHCTpHpPYET XOpOIIHME aHAIUTUYECKHE
CIIOCOOHOCTH, OJHAKO JOIyCKaeT HEKOTOpbleé HETOYHOCTH IIPH BBIIOJIHEHUU
3a1aHHUS.

3
(YIOBIETBOPUTEIHHO)

KeliC pelleH MpaBIIbHO, MOSICHEHNE U 000CHOBAaHNE CACTAHHOTO 3aKII0UYeHHs OBLIO
JITaHO MIPH aKTUBHOM MMOMOIIM Mpenoaasarens. ViMeeT orpaHMueHHBIE TEOPETUYECKHE
3HaHUs, JONMYCKAaeT CYLIECTBEHHbIE OIIMOKM TNPU YCTAHOBJICHUM JIOTHUECKUX
B3aMMOCBSI3EH, TOMYCKaeT OMIMOKH MPH UCTIOIB30BAHUN HAYYHON TEPMUHOIOTHH.

2
(HEYTOBIICTBOPUTEITHHO)

KeHC pelleH HempaBWIBLHO, OOCY)KICHHE U MOMOILL MpPENoJaBaresisi He MPUBEIN K
NpaBUIBHOMY 3aKiroueHuio. OOHapyXHMBaeT HECHOCOOHOCTh K IOCTPOCHUIO
CaMOCTOSITEIbHBIX 3aKmodeHuil. lmeer cnaOble TeopeTHUYECKHE 3HAHUS, HE
UCIIOJIb3YET Hay4HYIO TEPMHUHOJIOTHUIO.
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Kpurepun ouenku noprdosiuo:

OneHka «OTJIMYHO» - CTaBUTCA B TOM Cllydae, €cld MOPTHOJINO XapaKTEpU3yeTcs MOITHOTON
COZIep KaHUsI BCETO KOMIUIEKTa JJOKYMEHTOB, 00€CIeunBaONINX 00pa30oBaTeNbHbIN Iporecc. Pasznuynbie
BUJIbl JIOKyMEHTALMU 3allOJIHEHBI ¢ cOOMIoieHneM TpeboBaHUi Kk ee opopmieHuto. KoHTponupyromas
JOKYMEHTAIHs MIPEJICTaBlIeHa B TIOJHOM oObeme. Hanmmune moinoKUTeNbHBIX OT3bIBOB C 0a3 MPaKTHKHU O
BBINOJIHEHHBIX BUAAX paloT, Iie MpEeACTaBIEH MeJarorn4eckd OOOCHOBAHHBIM BBIOOpP M peanu3aius
dopm, MeTom0B, MpUEMOB OOYUYEHHMS M BOCIHTAHUS C YYETOM BO3PACTHBIX, WHIMBHIYaJIbHBIX H
JMYHOCTHBIX OcoOeHHocTell oOyuatomuxcs. CoxepkaHue HOPT(OIHO CBUAETENBCTBYET O OOJBIIMX
IIPWIOKEHHBIX YCWIMSAX, HAJIUYMsI BBICOKOTO YPOBHS CaMOOTAAa4d M TBOPYECKOTO OTHOILIEHUS K
cogepkanuto  noptdomuo. IlpencraBneHo  pazHooOpazue  BHUAOB  CaMOCTOSITENbHOH — paboThI.
[IpocnexuBaercs, uepe3 IPEACTABICHHUE pPE3YIbTATOB CaMOCTOSTEIBHOM pabOTHI, CTpEeMIICHHE K
caM0o00pa30BaHUIO M MOBbIIEHUIO KBanMpukauuu. [IposBisiercs UCNONb30BaHUE pa3IUUYHBIX
UCTOYHMKOB wuH(popMamuu. B odopmienun mnopTdoiaro spKO MPOSBISIOTCS OPUTHHAIBHOCTS,
M300peTaTesIbHOCTh M BBICOKMH  ypOBEHb  BIAJCHUS  MH(POPMALMOHHO-KOMMYHUKATUBHBIMHU
TEXHOJIOTUSIMHU.

OneHka «Xopoumo» - CTaBUTCS B TOM Clly4yae, €ciid HOPT(OIHO AEMOHCTPUPYET OOJBIIYIO YacTb
OT COJEP’KaHUS BCEro KOMIUIEKTa JIOKyMEHTOB, 00ecnednBarolmMX oOpa3oBarenbHbIM mpouecc. He B
COOTBETCTBUM C TpeOOBAHUSAMH 3alOJHEHA YacTh JOKyMeHTaluu. KoHTponupyromas JOKyMEHTaIus
MpEeJCTaBIeHa B TIOJTHOM oObeMme. Hannure mojoXUTeIbHBIX OT3BIBOB € 0a3 MPAKTHKH O BBITIOJTHEHHBIX
BUJax paboT, TJe MpeJICTaBIeH MeAarornyeckl 00OCHOBaHHbIN BbIOOp M peanu3anus GopMm, METOMIOB,
IpUeMOB OOyYeHHS U BOCIMTAHMS C YYETOM BO3PACTHBIX, HHIUBUAYAIbHBIX M JMYHOCTHBIX
ocoOeHHocTe oOyudaromuxcs. IlpeacraBieHo ogHooOpa3ue BHJIOB CAMOCTOSITENIbHOW — paOOThI.
Hcnonp3yrorcss OCHOBHBIE UCTOYHUKU HH(popManuu. OTCYTCTBYET TBOPUECKHM JIEMEHT B OOPMIIEHUH.
[TposiBisieTcst cpeiHUi ypOBEHb BIIaICHUS MHPOPMAITMOHHO-KOMMYHUKATUBHBIMHU T€XHOJIOTUSMH.

OneHka «yAOBJIETBOPUTEJIbHO» - CTaBUTCS B TOM Cllydae, €cClid MOPTHOIHNO AEMOHCTPUPYET
MOJIOBUHY  MaTepHalloB  OT COJAEP)KAaHUS BCEro KOMIUJIEKTa JOKYMEHTOB, 00eCHeuMBaIOIINX
oOpa3zoBaTenbHbI mporecc. He B cooTBeTcTBUM C TpeOOBaHUSAMM 3arojHEHa OosblIas YacTb
nokyMeHTanuu. KonTponupyromas 10KyMeHTalus NpecTaBieHa HaroloBUHYy. OT3bIBBI ¢ 0a3 MPaKTUKU
coZiepKaT 3aMEYaHUsT M PEKOMEHJAIMM [0 COBEPLICHCTBOBAHMIO NPO(ECCHOHANBHBIX YMEHUH WU
HaBbIKOB. [IpeacTraBieHO Majno BHJIOB CaMOCTOSTENbHON paboTbl. Mcrounuku uHPOpManuu
npeacTaBieHbl pparMeHTapHo. OTCyTCTBYET TBOpUECKUi seMeHT B opopmiienuu. IposBisercs HU3Kuit
YpOBEHb Bia/ieHNs1 UHPOPMAIIMOHHO-KOMMYHUKATUBHBIMU TEXHOJIOTUSMHU.

OneHka «HeyI0BJIeTBOPUTEIbHO» - CTABUTCS B TOM CJIydae, €ClId MO COAEPKaHUIO MOPTQOIHO
TpyaHO cdopMUpOoBaTh OOIIEe MPEACTAaBICHHE O KauyeCTBE MPOXOXKACHUS NPAaKTUKU CTyleHTOM. B
nopTOIMO TPEACTABIEHO OTPBHIBOUHOE BBINOJIHEHHE 3aJaHUN  MPOU3BOJCTBEHHOW MPAKTUKU.
JlokyMeHTaIMs 3alojHeHa He B COOTBETCTBMM ¢ TpeOoBaHUsMU. KoHTponupymomas AoKyMeHTalus He
npeacrapiaeHa. OTCYTCTBYIOT OT3BIBBI C 0a3 MPAKTUKU O BHIMOJIHEHHBIX BUAax paboT. HeT BO3MOXHOCTH
OTIpEeICTUTh Mporpecc B 00ydeHus U ypoBeHb copmupoBanHocty [1K.

4.2 IIpomMe:xyTOYHAS ATTECTALUA

[IpomexyTouHas arrectanusi OOYYaAIOLIUXCS OCYLIECTBISIETCS 110 3aBEPUICHUM H3Yy4EHHUS
JUCHUIUIMHBI U ITO3BOJISIET OMPEIETUTh KaYe€CTBO U YPOBEHb €€ OCBOCHHSI.
dopma TPOMEXKYTOUHON aTTecTallud MO JUCHUIUIMHE ««J{OKyMeHTallMoOHHOEe o0ecreueHne

yIipaBiieHUs » - MU PepeHIUPOBaHHbIN 3a4eT

Pe3yabTanbl OueHouyHbIe CpecTBa
o0yueHust JJIs1 IPOMEKYTOYHOM ATTeCTAIUN

TecToBBIC 3aaHUA

Pazjnen 1. O0mas xapakTepuCTHKa JOKYMEHTAITMOHHOTO 00ECTIEYCHUS yIIPaBICHUS

32; 33;34; [. Hononuure: OTpacis AEATENLHOCTH, KOTOPas 00€CHEYNBAET JOKYMEHTUPOBAHHE M OPraHU3ALMIO PabOThI
3.02.1: c oHIHATBLHBIMU TIOKYMEHTAMHU, HA3bIBACTCSI -
’ a) TOKYMCHTUPOBAHUEM;
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3.03.2;
3.03.4;
3.05.2;
3.09.3.

0) 1eTOIPOU3BOJICTBO;
B) opraHm3aIys padoThl ¢ JOKYMEHTaMHU.

2. Bepno m yrBepxnenue, uro TepMud JJOY BO3HHK ¢ BHEIPEHHEM CPEICTB BEITUCIUTEIHHON TEXHUKH,
COBpEMEHHBIX HH()OPMAITHOHHBIX TEXHOJIOTHIA?

A) na b) Her

3. JlokyMeHT BO3HHK, YTOOBI 3aIKCHPOBATh HHOOPMAIIHIO U IIPUAAThH € 3aKOHHOCTb, IIPAaBOMEPHOCTb, T.€. -

@)co3/aHue, IPOU3BOJACTBO, XPAHEHUE, PACIIPOCTPAHEHHE U UCIIOIb30BaHHE JOKYMEHTOB;
0)ripaBuiIa 0hOPMIICHUS AIMUHUCTPATUBHBIX JTOKYMEHTOB.

B) IOPUIUYECKYIO CHITY

') mpoliecca JOKyMEHTUPOBAaHUS

4. CooTHecHuTe NOHATHS C IPOLIECCaMU JOKYMEHTOBEICHUS:

1)moKyMeHTHpOBaHHE; a) MPOIIECC MITH COBOKYITHOCTH IPOIECCOB 10
MOATOTOBKE, COCTABJICHHUIO, COTJIACOBAHUIO, O(hOPMIICHIIO
Y U3TOTOBJICHHIO JOKYMEHTOB
2)opraauzanus paboTHI ¢ 0) KoMITIeKC paboT C TOTOBBIMHU TOKYMECHTaMH,
JOKyMEHTaMH. CO3JJaHHBIMH NPEATIPUSATHEM WU TTOTYyICHHBIMH U3 BHE.
5. Omnpenenure:
YUrto HazpIBaeTCs JOKYMEHTOM?
IA) MaTepuasibHbIH HOCUTEIb IJAHHBIX O 3aIIMCAaHHOW Ha HeM MH(pOpMaluH, IpeAHA3HaAYCHHON JUIs TIepeJady BO
BPEMEHU M POCTPAHCTBE.
IB) mpencraBisieT co0oi poriece co3aanus U 0hOPMIICHHSI JOKYMCHTOB.
B) 3adukcupoBaHHas Ha MaTepHAITEHOM HOCHTENE HH(POpMALs ¢ PeKBU3UTAMH, TIO3BOJIIIONINMHE €€
MACHTH(UINPOBATE.
) 3adukcupoBaHHas nHGOPMAIHS U IPUIAHNSA 3aKOHHOCTH, IPAaBOMEPHOCTH.
6. Kakne nokyMeHTHI CO3Jaf0TCs B POLIECcCe ISSITENbHOCTH NPEIIPHUATHI U OpraHu3anuii.
Q) JINYHBIC, IPAaBOBBIC;
0) IpaBOBBIC, TOKYMCHTAIBHBIE;
B) oHLHATbHbIE, IMTYHBIC;
') y4eTHbIe, O(UITHATIEHBIE
7. . Wubopmarms — 3TO CBEACHHUS
a) 0 COOBITHSAX , ABJICHUAX MPOLECCAX;
0) o mpeamerax, (hakTax, COOBITUSIX, HE3AaBUCUMO OT (hOPMBI ITPEACTABICHUS;
B) O JIMIAX, COOBITHSAX, SIBICHUAX (haKTax, HE3ABUCHMO OT (POPMBI IPECTABICHHUSI.
) 0 JIMLax, COOBITHSIX, (haKTax, SIBICHUSAX B YCTAHOBJICHHOI (hopMe npeicTaBIeH s

8. UYro sABIISETCS MIEPBOH CTYNEHBIO KIacCH(PUKAILIMN TOKYMEHTOB.
a) KOMIUIEKC JOKYMEHTOB ,[IOMEIIICHHBIE B TBEPILYIO OOJIOKKY.

0) rpyNIIMPOBKa MCIIOIHEHHBIX JOKYMEHTOB B JIeTIa.

B) TPYIIIMPOBKA KOMIUIEKCA TOKYMEHTOB B JIENa.

) AeeHHue JOKYMEHTOB Ha KJIacChl.

0. YcTaHOBHUTE COOTBETCTBHE:
1)mo cdepe ncnoab30BaHuUs; 2)10 MECTY COCTaBJICHHSI,
3)1mo ropuINIeCcKOi CuIIe; 4) o ¢opMe U3IT0KESHIS,

|A) OpUTHHAJIBI, BBITUCKH, TyOJIUKATHI;

IB) opraHU3aIIMOHHO-PACTIOPSANTEIbHAS, HAYYHO-TEXHUICCKAS,

B) urmuBuIyansHele, TpadapeTHble, YHH(PHUIUPOBAHHEIC,

") BHyTpeHHME, BXOASIINE, UCXOISIINE.

10. JlonomHuTe:

HazoBute, 3aKOHOAATEIBHBIN TOKYMEHT, KOTOPBIH COJIEP)KUT MPAaBOBBIE OCHOBBI CO31aHMs, cOOpa, 00padOTKH,
HAKOTUICHHMSI, XpaHEHHsI, TIOMCKa, PACCMOTPEHHUS U TIPEIOCTaBICHUE JOKyMEHTUPOBaHHON HHpOpMauu? —
bTO...

IA) 3akoH P® « O6 ctanmapTH3aium

Ib) 3akon P® «06 ApxuBHOM (HOH/IE U apXUBAX»

B) @3 P® « O6 nHpopMaIuu 1 3amuTe HHPOPMAITI»

") @3 PD « O nmpaBoBoi 0XpaHe MporpamMM JUIs AIEKTPOHHBIX BBIYHCIUTEIBHBIX MAIIHH 1 0a3 JaHHBIX)
11. VYkaxure TOKYMEHT, KOTOPBI yCTaHABIUBACT TPEOOBAHUS K COJICPIKAHUIO JOKYMEHTOB B
OpraHU3aIHH.

1) TTOCT P 7.0.97-2016
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D) FCJIOY

3) MHCTpYKIMNS TIO ACTOIPON3BOACTBY
4) npaBuia ohOpMIICHUS] JOKYMEHTOB

12. Onpenenure peKBU3UTHL, KOTOPEIC SBISAIOTCA 005S3aTEIFHBIMU B 00ECTICUNBAIOT IOPHINICCKYIO
cuty:

1) HauMeHOBaHHE OPraHU3AIUU.

2) rpud coriacoBaHus JOKYMEHTA.

3) mara TOKyMEHTa U HOMEp.

4) angpecar.

5) HaUMEHOBaHKE BHJa JOKYMEHTA.

6) pe30ITIOIHSL.

7) Tpud yTBEpIKICHUS.

8) BH3BI COTIIACOBAHMSI TOKYMEHTA.

9) Tekcr.

10) moanwch U mevaTh.

11) orMeTKa 00 MCIOJIHHTEIIE.

12) ormerka 00 HCTIOJIHEHHH JJOKYMEHTA U HAMPABICHHUH €T0 B JIEII0

13. CooTtHecute BUABI OJaHKOB?

1) oOmuii Oniank. 2) 6JaHK NHCHMA. 3) GnaHK KOHKPETHOTO BHJIa JJIOKyMEHTA.

IA) UCTIONB3YeTCs ISl U3TOTOBIICHNUS OOJIBIIMHCTBA BHYTPEHHUX JIOKYMEHTOB.

0) co3maercsi, eCii U3AAETCS MHOTO JOKYMEHTOB OJJHOTO ¥ TOTO K€ BUA.

B) ynoTpebusieTcst TOJIbKO pU 0OPMIIEHHH OJHOTO BHJIA JOKYMEHTOB.

14. BoccranoBute npomnynieHHoe c10BO: «PeKBU3UT - 3TO 0053aTEIbHBIN 2JIEMEHT O(OPMIICHHUS ...
MOKYMEHTa.

1. OdpunmansHOTO

2. CyxeOHOTO

3. JIroGoro

4. npyroi BapuaHt

15. Brinenure npaBuibHbIi BapuaHT oopMieHUs pekBu3nTa «HanMeHoBaHKe opraHu3alum» Ha
OJIaHKe MUChMa!

a) MUHICTEPCTBO OBPA30BAHNMS U HAYKU POCCUMCKOM ®EJIEPALIMA UHCTUTYT
TOCYJAPCTBA U ITIPABA TIOMEHCKOI'O T'OCYAAPCTBEHHOI'O YHUBEPCUTTA

6) MUHUCTEPCTBO OBPA3OBAHUS 1 HAYKH POCCUMCKOM ®EJEPALIMU TIOMEHCKUI
OCYJIAPCTBEHHbBI YHUBEPCUTET MUHCTUTYT FOCYJIAPCTBA U IIPABA

B) MUHUCTEPCTBO OBPA3OBAHU S U HAYKH POCCHUMCKOM ®EJEPALIMU TIOMEHCKUIA
FTOCYHUBEPCUTET MHCTUTYT 'OCYJJAPCTBA 1N ITPABA

r) MUHHCTEPCTBO OBPA3OBAHHMS 1 HAYKU POCCUMICKOM ®EJEPALIMN TIOMEHCKHIA
FOCYHUBEPCUTET MHCTUTYT

16. BriOepuTe MpaBHIBHBIN BapraHT 0(OPMIICHIS HANMCHOBAHHE BUIa JOKYMCHTA . ...
1.ITucemo-ipockOa

2.ITPUKA3

3.CrpaBka

4.Ipyroif BapuaHT

17. BriOepure npaBUILHBIA BapHaHT 0GOPMIICHHSI IIOYTOBOTO ajipeca B «CIIpaBOYHBIX JTaHHBIX 00
OpraHN3aI[MH-aBTOPEY.

1. AO «Tumot» yn. 3omorapeBckas, 3, opuc 112, r. YupsaoBck, 212109

2. AO «ITumot» 212109, r. YapsHOBCK, yi. 30I0TapeBckas, 3, opuc 112

3. Mocksa, I[BetHo# OynmbeBap, a. 3, 105123, Ten./daxc 432-90-78, OKIIO 12345678, OI'PH 1234567890123
4. Ten./paxc 432-90-78, OKIIO 12345678, OI'PH 1234567890123

18. Haiinure npaBuisHOe odopmileHHE naThl?

1) 4. 12. 2005;

2) 20. 12. 2005;

3) 20 nexabps 2005 r.;

4) 09. 12. 2005.

19. Ha kakux JOKYMEHTaX MPOCTABISIIOTCS CIACAYIOIINE PErHCTPAIlMOHHBIE HOMepa!

1)Ne 10 — g ... a) MCXOJIIee U BXOAIIHNE JOKYMEHTBI
2)Ne 10 K — mnst ... 0) BHYTpEeHHHE JOKYMEHTHI
3) 05-115/75 — must B) IOKyMEHTBHI JINYHOTO COCTaBa

20. BriOepuTe npaBUiIbHBIN BapuaHT oopmileHNs peKBU3HTA «I prud yTBEpKAEHH», KOT/Ia YTBEPKICHHE
[TPOUCXOJUT JOKHOCTHBIM JIUIIOM.
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1. YTBEPXKXIAK Hupextop AO «ITunot» Iloanuce A.B. Ilerpos 23.09.2009

2. Yreepxknato Jupexkrop AO «ITunor» Ioamuce A.B. ITerpos 23.09.2009

3. «Y1Bepxmaio» AO «[Imnor» dupexrop [logmucs A.B. Ilerpos 23.09.2009

4. YTBEPXKIOAIO upexrop AO «ITunot» A.B.IlerpoB 23.09.2009

21. B kakoM ciy4ae MpaBHiIbHO 0)OPMIIEH PEKBH3HUT «Aapecary.

1)  dupekropy mkoist Ne 269 MatseeBoit Tamape AnekcaHapoBHE

2) 195172, Caukr-IletepOypr, yi. Jimutposa, a. 17 k8. 7. Hukudoposoit H. I1.

3) 00O «Tepem» Otnen pexinambl Hauanpuuky otaena H. A. ViBanoy 117134, Mockga, yi. Ctpoureneii 8,
'enepansHOMYy aupekropy AO «BUCT» A. 1. CmupHOBO#

22. B kakom ciry4ae npaBmwibHO oopMiieH pekBu3uT «Iloanuce» Ha O1aHKe JOKYMEHTa M MOKAKHUTE €ro
opopmicHue?

1) HAupextop mxomnsl Ne 25 B.A. IlerpoBa
2) JUpEeKTOp IMIKOJIbI ITerpoBa B.A.
3) dupektop B.A. IlerpoBa
4) dupexTop ITetpoBa B.A

HpaKaneCRne 3aJJaHusA

Vi1;V2;
Vv.02.6
Vv.03.2.
Vv.05.1,;
v09.5;

|.Ha ocHoBanum 3ananuii oopMuTe PEeKBU3HTHI, 0OECHEUUBAIONINE IOPHAMYECKYIO CHJIY JTOKyMEHTaM.
Yrobsl opopmuTh pekBusuThl ucrnons3oBath ['OCT u penakrop Microsoft Word ¢ cobnromeHunemM Beex
OTCTYIIOB M HHTEPBAJIOB.

3aganme 1:0dopMuTe HAMMCHOBAHHWE OpIaHU3AIMM B COOTBETCTBHM YyCTaBa U IPAaBHIBHOTO
PACIIOJIOKEHHSI YacTell pEKBU3UTA

Bapuanm 1

3AO0, opranuzaiioHHO-TIpaBoBas Gpopma npeanpusitus «EOpuc-koH».

Bapuanm 2

Opranuzanus TOCylapCTBEHHOro TuMa Bcepoccuiickuii HaydyHO HCCIENOBATENbCTKUM  HWHCTUTYT
JOKYMEHTOBEJICHHSI U apXUBHOTIO fefa, noguunserca PenepansHomy areHcTBy POCAPXNB MoxeT uMeTh
cokpaieHHoe HaumeHoBanne BHUMJIA .

Bapuanm 3

MocBomoKkaHal OTHOCUTCS K THITy TOCYyIapCTBEHHOIO YHUTAPHOTO MPEANPHUATHUS 10 I.MocCKBa.

Bapuanm 4

MUHHCTEPCTBO ~ CTPOUTENBCTBA,  APXUTEKTYpbl M KUIMIIHO-KOMYHAIbHOIO  XO3siicTBa, NpHU
Anmunuctpanun PoctoBckoi o6aacTH.

3ananue 20¢opMuTe Ha3BaHWE BUAA JOKYMEHTa M 3aroJIOBOK K TEKCTY 3TOTO IOKyMEHTa, YHOTpeOuB
HY>KHBIH NaJIeXK:

s 1 sapuanma

[Tpuka3 o BBEJCHUM HHCTPYKIIMH 110 IPOTUBONOKAPHOH 0€30MacHOCTH;

s 2 sapuanma

[Tporoxomn 3acenanust coBeTa No NPoGHIAKTHKE IPABOHAPYILICHUII;

Mna 3 eapuanma

CrpaBka O COCTOSHUHM pabOTHl OTAENa JENIONPOU3BOJICTBA II0 PACCMOTPEHHUIO 3asBICHHH, Xaimod W
MIPeUTOKEHIH TPaskIaH;

Mns 4 eapuanma

JloJDKHOCTHAS. HHCTPYKLUSI O CHEUATINCTE 3eMEJIbHO-UMYIIECTBEHHBIX OTHOIICHNUH;

3apanne 30dopmuTe 1aTy U perUCTPALMOHHBIA HOMEP JOKYMEHTa

Bapuanm 1

Ecmu ohopMIsroT prkas mo OCHOBHO#H JEsITEIbHOCTH — MPOJIOIBHBIM PACIIONIOXKECHAEM PEKBU3HUTOB.
Bapuanm 2.

Ecnmu 0opMIISIFOT OTHETHBIN TOKYMEHT KOTOPBI OTHOCUTHLCS K OYXTaJdTepCKON TOKYMEHTAIIHH.
Bapuaum 3

Ecnu oopMISIOT TOTOBOPHOH TOKYMEHT. ( KYTITH-TIPOIaXKH)

Bapuanm 4

Ecnu moaroToBwiM IS OTIIPaBKH OTBETHOE MICEMO HA BXOJISIIICE.

3aganne SOpopMHUTE PEKBU3UT MOITUCH

Bapuanm 1.

Ecau noocomosunu npuxasz no 0CHOBHOU OessmebHOCmu
Bapuanm 2

2Ecnu noocomosunu axkm

Bapuanm 3

Ecnu noocomosunu npomokon coopanus
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Bapuanm 4
Ecnu nooecomosunu capanmuiinoe nucomo

I1.Copoektupyiite :

o0mmmii 6J1aHK ¢ TPOIOTBFHBIM PACTION0KEHUEM,

OJaHKM [T TIFICEM C YTIIOBBIM U IPOIOIBHBIM PACIIONIOKEHHEM U

ONaHK IpHUKa3a ¢ MPOJOIEHBIM PACIOI0KEHUEM ITOCTOSTHHBIX PEKBU3HUTOB

JUTSL IEPEYHCIICHHBIX HIDKE OPTaHU3aIMi C OTpaHHIUTEIbHBIMI OTMETKAMHU JUISl PEKBH3HUTOB.

Bcepoccuiickuil HaydHO-HCCIEN0BATENbCKUN MHCTUTYT JOKYMEHTOBEACHHS U ApXUBHOTO JIENa,
nogunsstomuiics POCAPXHBy OKIIO 02842708, OI'PH 1027700380795, MTHH/KIIII
7008032140/702001001;

yi1. IIpodcorosnas, 1.82 ropoag Mocksa, 117393 Ten./dakc (095) 7187874 E-mail: mail@vniidad.ru

I'ocynapctsennslit npoexTHel uHCTUTYT CAHTEXIIPOEKT, nogunsstomuiics I'ocerporo Poccuu
OKIIO 02842708 OI'PH 1027700380795 MHH/KIIIT 7708033140/771001001;

V. Huxuss [lepBomaiickas, 1.46 ropoa Mocksa, 105203

Ten. (495) 275 23 23 daxkc (495) 275 12 12 E-mail: santeh@gs.ru

OTKpbITOE aKIMOHepHoe 06mecTBo «BOJITOJJOHCKHUM XJIEBOKOMBHUHAT)
OKIIO 23132807, OI'PH 1821800370797, MHH/KIIII 3408032140/342001002

Oxkts6psckoe mocce, 1.9, ropon Bonromouck, PocroBckas 0611, 347340
ten./dakc: (86392) 6-61-13 E-mail: bublik@com.ru

Pa3nmeu 2.

Cucremsl AOKYMEHTAIIMOHHOTI' 0 o0ecnmeuyeHH s yYupaBJjeHus

TecToBBIE 3adaHUA

31;

32;
33;

34;
3.01.7;
3.02.1;

3.05.2;
3.09.3

1.Cucrema OPJ] — 370 ... .
a) COBOKYITHOCTb B3aMMOCBSI3aHHBIX JOKYMEHTOB, IPUMEHSEMBIX B ONIPEACICHHON cepe NesTeIbHOCTH;
0) cuctema OPJI, B KOTOpOI perIaMeHTHPYIOTCS TIpaBa M 00S3aHHOCTH NMPEAIPHUITHI U YIPEKICHUH,
B3aMMOOTHOIIEHUS C BBIIIECTOSIIMMHU OPTaHU3AIMUSIMH, C TIOJYNHEHHBIMU U CTOPOHHUMH
OpraHu3alusIMHy;
B) CUCTEMa JOKYMEHTAIIMH, CO3JaHHas 10 eIMHBIM IPAaBUIaM M TPeOOBaHUIM, coJepKalas
MH(pOpMAIHI0, HEOOXOIUMYIO JUUIsl YIPABIICHUS B ONpEACIeHHON cdepe NesiTeIbHOCTH.
2. Pacrpeznenure JOKyMEHTBI IO TPYIIaM:

1) opraHu3aOHHEIE;

2) pacnopsAuTeNbHbIC,

3) uHpOPMAIMOHHO-CIIPABOYHEIE.
A)nonokeHue B) IPUKA3bl T') COPaBKU; JI) HHCTPYKIMH; €) PacIOPsDKEHHE; JK) TPYAOBas KHIDKKA;
3) TIOCTaHOBIICHUS;, K) YCTaB; JI) MUCEMO.
3. Tlponomxkure npeIoxKeHHe- yCTaB- 3TO. ..
1.paBOBOI aKT, OIPENEIISIOIUI CTPYKTYPY, YUCICHHOCTh U JI0JKHOCTHOH COCTaB pPabOTHUKOB
OpTaHM3aINHY C YKa3aHHUEM JIOJDKHOCTHBIX OKJIA/IOB.
2.1paBOBOM aKT, ONPENEIISIOIIUI CTPYKTYPY, QYHKIMH U IPpaBa NPEAPUATHS, OpPraHU3aLuH.
3.1paBOBOI aKT, U3/1aBaEMblil FOCYAapPCTBEHHBIM OPIaHOM B LIEJISIX YCTAHOBJICHUSI PABUII, PETYJIUPYIOLIHNA
OpraHHM3allOHHbIC, TEXHOJIOTHUeCKHe, PUHAHCOBBIE CTOPOHBI JICATEILHOCTH OpPTraHU3all|1, JODKHBIX JIHII.
4.1paBOBOIf aKT, ONPEEIISIOINI MOPSIIOK 00pa30BaHMsl, PABOBOE MOJI0KEHHE, ITPpaBa. 00sS3aHHOCTH,
OpraHU3aIHIo0 PabOThI MPEIIPUATH
4. BcraBbTe MpOIMYILEHHBIE CJIOBA B ONPE/CICHUE:
HopmaTtuBHBIN TOKYMEHT, B KOTOPOM OIIPEZIEIEHHI. . ., ..., ... K OTBETCTBEHHOCTH COTPYJHUKA MPEIIPHATHS -
9TO... HHCTPYKIIHS.
1.pernaMeHTHpyeTCs MOPSIIOK BBIMOJIHEHHS IPOLECCa, OTBETCTBEHHOCTb.
2.10PSIIOK PabOThI, OCHOBHBIE MOJOXKEHHSI.
3.¢yHKIMH, TpaBa, 00s3aHHOCTH.
4.CTpyKTypa, YUCICHHOCTb ,JJOKHOCTHON COCTaB.
5. Onpenenmvre BHI JOKyMeHTa?
IIpaBoBoIi aKT OPEIEISFOILIII HOPSIOK 00Pa30BaHILs, IPABOE MOJIOKEHIE, TIPaBa, O0SA3aHHOCTH, OPraHU3ALMIO PAOOTHI
TPEANPUSATHS WM CTPYKTYPHOTO TTOZIPa3AeNIeHHs. — 310 . ...
6. HazoBure HOKYMEHTHI, KOTOPbIE H3NAIOTCS:
A) B yCIIOBHAX €IUHOINIHOTO NPHHATHS PEIICHUM-. . ... .
B) B ycnoBusiX KOINErHaabHOCTH- ......
7. JlomoyHHTE IPYyNIbl HA KOTOPHIE AEIATCS MPUKa3bI:
1) TIpoGueMsl co3naHusl, TUKBUAALIMHA KOMUCCHIA, COBELIATEIBHBIX OPraHOB; YTBEPXKACHUE Yero Jubo;
NpeIoCTaBIICHNE MIPaBa MOJIHCH; - 3TO IPUKA3HI T10. . ...
2) TIpoGnemsl hrHAHCHPOBAHHS; OOECIIeUeHUsI 000PYAOBaHHS, MATCPHAIAMY; odopmireHne
PEe3yJIbTaTOB, UTOTOB PabOTHI; - ITO MPUKA3BI 11O ....
3) Tlpuem, yBoJbHEHHE, IEPEBO, KOMAHANPOBKH, PEIICHHE COILl. BONPOCOB; _ 3TO IPUKA3bI
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8) Ormpesienute BUJIBI PACTIOPAAUTENBHBIX JOKYMEHTOR.

1) paciopsANTENBHBIN TOKYMEHT, U3/IaBa€MbIii OPTaHOM YIPABIEHUS 110 BOIPOCAM OpPTraHU3aIlMOHHO-

METOAMYECKOTO XapaKTepa Il OpraHU3aliy BEIIOTHEHUS MHCTPYKIUH, IPUKa3a - 3TO...

2) pacnopsANTEIBHBIN TOKYMEHT KOJUIETHAIFHOTO OpraHa yIIPaBIICHH, YYeHBIX COBETOB. - 3TO..

3) mpaBOBO#i aKT, M3/1aBaEMBIil €TMHOIMIHO PYKOBOJNUTEIIEM OPTaHU3AINH ISl TOBEICHHUS 10 HCIIOTHHUTEICH

OTIEPATUBHBIX BOIIPOCOB - 3TO. ..

9) Ormpenenute, YTO HA3BIBACTCS THCHMOM.

1. IOKYMEHT IO BOIPOCaM, TPEOYIONIUI ONIEPATHBHOTO PEHICHHUS, TIEPEIABACMbII ONPEACICHHBIM CIIOCOO0M
CBSI3H.

2.000I1IeHHOE Ha3BaHUE PA3IMYHBIX MO COJICPKAHUIO JOKYMEHTOB MEPECHIIIAEMBIX 10 TTOYTE.

3. IOKYMEHT JICJIOBOM MEPEIUCKH U UX HA3BaHUS OMPEICISIOTCS CrIoco0aMu Iepeadu IeoBOr
UH(POPMALIUH 10 SIEKTPOHHOMN CBSI3H.

4.TOKyMEHT, KOTOPBI HE CONIEPIKUT MOPYUCHUH, HE 00s3BIBAET IEHCTBOBATH CTPOTO MPEIIICaHHBIM 00pa3oM

10)CootHecHTe BUABI IHCEM. H X Ha3HAUYEHHE.

1 .uapOpPMALINOHHEIE, 2. KOMMEpYECKHe. 3.compoBOAUTENHFHOE
A) cocTtapisieTcs IPH 3aKIFOYCHHH H BBITIOTHEHUH KOHTPAKTOB.

b) mucema, comeprxalye cooOIIeHUs, TPOChObI, HATOMUHAHHUS, TPEIIOKCHHS.

B) mpunararoTcs K OCHOBHOMY JOKYMEHTY , KOra TpeOyeTcs JOMOIHUTENbHOE OSICHEHHE

11) laiite onpeneneHre NPOTOKOIY.

1. TOKYMEHT, COCTaBJICHHBIH JJIs TOJTBEPKACHHS YCTAHOBJICHHBIX ()aKTOB, COOBITHIA, 1eiiCTBUIA

2. IOKYMEHT, KOTOPBIil HE COJEPKUT MOPYUEHHH, He 00s3bIBAET JCUCTBOBATH CTPOTO MPEANHCAHHBIM

obpazom

3. TOKYMEHT, GUKCHPYIOIINH X0 00CYXKICHHSI BOIPOCOB U NMPHUHSATHS PEIICHNI Ha COOpaHHUH, COBEIAHHH.

4. MOKYMEHT KOJUIETHAJILHOTO OpTraHa yIpaBICHUs

12) laiite onpeneneHue akTy.

1. TOKYMEHT, HOATBEP K JAIONINH KaKHe-ITn00 COOBITHS CIIyKEOHOTo XapakTepa.

2. TOKYMEHT, COCTaBJICHHbIH JJIS TOATBEPKACHHS YCTAHOBJICHHBIX (JAKTOB, COOBITHH, 1EHCTBHA.

3.70KyMEHT, OOBSICHSIOIIMI PUHIUIT KAaKOT0-JIN00 AeUCTBHUs, (PaKTa, IPOUCIIECTBHS.

4.10KyMEHT, KOTOPbI HHYOPMHUPYET PYKOBOJCTBO 00 N3MEHEHHH MECTa COOBITHS, (pakTa, SBICHHMS.

13) Onpenenurte, 9TO ABIACTCS AaTOH akra?

1. mata cocTaBlIeHHUS aKTa.

2. naTa MOANHCAHMS aKTa

3.1arta coOBITHS, TPOBEPKH,

4. nata paboOTHl KOMHCCHHU.

14) Ompepenure, KeM MOIIMUCHIBACTCS AKT?

1. mpencenareneM ¥ NPUCYTCTBYIOMINMH.

2. 41IeHaM1 KOMHUCCHH ¥ IPUCYTCTBYIOLINMH.

3. mpencenarenem, WieHaMH KOMUCCHH, TIPUCYTCTBYIOIIMMH.

4. mpencenaTeneM U CeKpeTapeM

15) [aiite onpeseeHUe CIPaBKu

1). IOKyMEHT, COCTaBJICHHBIHN JUIsl TIOATBEP)KACHUS YCTAHOBICHHBIX (DAKTOB, COOBITHH, AeHCTBUIT

2). HOKYMEHT, OOBSICHSIOIIMIA IPUHITUIT KAKOTO-JTH00 NeiCTBUSA, (paKkTa, IPOUCIICCTBUS

3). IOKYMEHT, TIOATBEPK AN KaKHe-THO0 COOBITHS CIIyKeOHOr0 Xapakrepa

4). TOKyMEHT, KOTOPBIH HHPOPMUPYET PYKOBOJCTBO 00 U3MEHEHHH MECTa COOBITHS, (aKTa, SIBICHUSI.

16) Ompenpenute BUABI CIPABOK-

A).IJOKyMEHT COCTaBJICHHBIN 10 YKa3aHUIO PYKOBOIMTEIIS], U MPECTABIISIOTCS B YCTAHOBJICHHBIE CPOKU. . . .

B). noxyMeHT cocTaBleHHBIH 10 3aIPOCY 3aMHTEPECOBAHHBIX JIHIL. -. ...

17) [aiite onpenencHue 3amiucKkam.

1) TOKyMeHT 1o BOIpocaM, TpeOyIOIIMX ONEPaTHBHOTO PEIICHNUS NTEpeAaBacMblii ONpe/IeIEHHBIM CII0cO00M
CBSI3H.

2) IOKYMEHT, KOTOPBII HE COJEP)KUT MOPYUCHUH, HE 00SA3BIBACT ACHCTBOBATH CTPOTO MPEANUCAHHBIM
obpazom.

3) ZOKyMEHT, aApECOBAaHHBIN PYKOBOIUTEIIO JAHHOHN FUTH BBIIECTOAIICH OpraHM3auy, COACPKUT
00CTOSITEIbHOE N3TI0KEHHE KaKOT0-II00 BOMPOCa C BBIBOJAMH U IPEIIOKEHUSIMH COCTABUTEIISL.

4) MOKyMEHT, COCTaBJIECHHBIN JUIs TOJTBEPIKICHHS YCTAHOBJIECHHBIX (haKTOB, COOBITHIA, EHCTBHIA

IIpakTHyeckue 3agaHus

Vi;
Y2;
Y.01.1;

3aganmue 1
B ¢hopMme nmpukaza HCOOXOJUMO BBECTU WHICKCHI MPEANPHUITUN U OpraHU3aluil 00beJUHCHUS, B
[eJISIX YIOPSIAOYSHHSI OpTaHUu3alui yIpaBleH!Us B 00bEIUHEHHN U B COOTBETCTBHUH C YKa3aHUEM

Munauctpost P® ot 00.00.00. Ne 423, [TIPUKA3BIBAK): OO6beanHeHnIo mpucBOUTh HHACKC — S1. Ilpn
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Y.01.4;
Y.02.5;
¥.05.1;
¥.09.5;

nepenucke B coorBercTBuu ¢ CTII 39.00.25 «Opranuzanus Ae0NpOU3BOACTBA B 00bEJUHEHUN
«CTpoHTEXHHKaY, a TAKXKE [UIsl yueTa U PErucTpanuu pa3padaTblBaEMbIX CTAHAAPTOB MPEIIPUATUS
MPUCBOUTH MPEANPHUATHIM cienyromue nHaekce: 50 — 01 — SIpocmaBckoMy peMOHTHO-
MexaHmdeckomy 3aBonay; 51 — 02 — Bnmagumepckomy CKbB; 51 — 03 — HoBouebakcapckoMy 3aBoay
«PemcTpoitmopmam». KoHTpoib 32 HCIIOTHEHHEM MIpHKa3a Bo3jaraercs Ha Kanmeasipumo (T. Koponey
B. A.). 'enepansusrii gupextop A.Il. UBanos. B neno 1 — 3 — 6. C. C. [letpos
3aganmue 2.
Otkpoiite cmpaBodHo-nIpaBoBy0 cucteMy Koncymbrant Ilmroc, ucnons3ys Kaprouky mnoucka, Haigure
pewenue (cMm. pazaen YensOunckas obOsacte). CKONMpOBaTh HANICHHYIO WH(OPMALUIO B TEKCTOBBIH
nporeccop. OdopmuTte pemerne. Coxpanure padboTy B Qaiine mon uMeHeM «Perienuey.
3ananmue 3.
Hupexuns OO0 «Actpest» (Cankt-ITerepoypr) 12.08.2012 nposerna cBoe oyepenHoe 3aceiaHue, Ha KOTOPOM
npucyrctBoBann BoctpsikoB C.T., Crymue I1.Jl., Jlebenes M.M., Anrtono II.JI., HlentyHoBa B.T.,
Tumogeer A.A., Ctynosa M.1.
Ha 3acenanmm o0cy»maiock 1Ba Bompoca: 0 Xojae pekiamuoi kammanun B 111 kBaprane 2012 r. u o mepexoze
Ha HOBYIO CHCTEMY BBIIIIATHI IIPEMHUAIIBHBIX.
IIo mepBomy Bompocy ciymand cooOIleHHe HadalbHUKa oTAena peknamsl BocrpukoBa C.T., Tekcr
coo0IIeHNs1 KOTOporo ObLT mepenan cekperapio 3acenanus benosoit H. 1. 1o aTomy e Bonpocy BBICTYNHII
¢uraHCOBBII mupexTop TuModeer A.A., KOTOPBIA 0100pHIT yBEINYEHHUE PACX0J0B Ha HAPYKHYIO PEKJIaMy B
IIT kBapTane 200 r. Ha 5%. Takxke nepenan cekperapro. [lo gaHHOMY ke BOTpocy BBICTYNHIN AHTOHOB [I.
J1., HayanpHUK OT/ena Kanpos, u Jlebexes V.M., nupekrop no npoxaaxam. [lepBeiit 0100pHiI HOBYIO cCUCTEMY
BBHITUIATHI IPEMHUANIBHBIX U PEKOMEH0BAJ MOATOTOBUTH HeoOxoaumbie TokyMeHTH k 01.09.200 r. Bropoit
NPEIOKWIT A0padoTaTh HOBYIO CHCTEMY BBIIUIATHI MPEMHUANbHBIX U PEKOMEHI0BAJ IPOBECTH TOJOCOBAHHE
0 IAaHHOMY BOIIPOCY Ha 00LIeM COOpaHUM TPYAOBOTO KOJIJICKTHBA.
B wutore 3acemanus ObUTH HPUHATH cienyromme pemeHus: 1. Omobputh paboty otmena pekiaamsl B 111
kBaprane 20 1. 2. [IpoBectn obmee codpaHue TPyIOBOTO KOJUIEKTHBA II0 BOIPOCY O MEPEX0AE HA HOBYIO
CUCTEeMY BHIIIIATH peMUanbHBIX 15.08.20 1. OTBETCTBEHHBIM 3a IMOATOTOBKY COOpaHMs ObLIAa Ha3HAYCHA
3aB. kannemsipuei [llenrynosa B.I'. Cobpanne Ben npencenarens Pymsnames O.A.
3ananue 4.
Komuccens mon npeacenaTen-CTBOM HadalbHUKAa TEXHUYECKON IpyIbl BomoBoro A.A. U 4J€HOB KOMHCCHH
bopucosa M.1O., HayanpHUKa aMUHUCTPATHBHO-X03s1iicTBeHHOTO oTAena, CmupHoBa JL.II., Oyxranrtepa, u
Pomanosoii UK., opucmenemxepa 3A0 «JIeoHTHs» HA OCHOBaHUM JIOKJIAJHOI 3amucku opuc-MeHemKepa
PomanoBoit M.K. 11.07.20  r. mpoBena HpoBepKYy TEXHUYECKOTO OCHALICHHUSA IMPHUEMHON T'€HEpaJIbHOTO
JUpEeKTopa M IMpU3HAJIA HETOJHBIMHU IS SKCIUTyaTallii KOMUPOBAIBHBIN ammapat Xerox 345(1 mrt.), mpenep
(m=B. HOMEp 367, 1 mt.), daxc 47823 (1 mrt.). [Ipr3HaHHAA HEMIPUTOJHOM IS SKCIUTyaTallii TEXHUKA OblIa
nepenana Ha ckyiaja npexnpustus. [lo yctaHoBieHHOMY (aKTy KOMHCCHSI COCTaBHJIa akT MpUeMa-Tiepeaadn
OpPTTEeXHUKH B 3 3K3. (1-# 9K3. — HAYaNBHHUKY aJIMUHUCTPATUBHO-XO3IUCTBCHHOTO OT/AENa, 2-i — 31 rmaBHOMY
Oyxranrepy, 3-if — B neno 23-02), KOTOPEI OBUT YyTBEPKACH TeHEpaIbHEIM qupekTopoM CremanosbM I1.1.
3aganmnes.
OTkpoiiTe cipaBodHO-TIpaBoByIo cucteMy Koncynbrant [limoc, HaliiuTe akT O IPOBEACHUN HHBEHTAPU3ALMN
(dpopma MHB-00), oTkpo#iTe €€ ¢ MOMOIIBI0 TaOIHMIHOTO MpOoIleccopa U 3alOTHUTE I CBOCH OpraHU3aIlHH.
Coxpanure paboTy B (aitsie moj umenem «IIpumep 006 MHBEHTApHU3ALIY.
VHBeHTapU3anoHHAs KOMUCCHS, CO3JJaHHAs Ha OCHOBAaHUU IIpHKa3a qupekTopa Bamero mpemmpusitus Ne
24 ot 15 cenTs0ps TeKyIiero rojaa, B cocTaBe mpezacenatenss OctpoBckoro D.A.(3aM.TJIaBHOTO OyXxrajirepa
3aBojia) M wieHoB komuccuu lletposoit O.H. (Oyxrantepa), HockoBoit H.M. (cT. 5KOHOMHCTa TIIAHOBOTO
OTIiela) TpPOW3BEIa PEBHU3UIO0 KACChl 3aBOJIa MO COCTOSHHUIO HAa 16 CeHTAOps Tekymiero roja. PeBuswust
MPOBOAMIIACH B MPHUCYTCTBUM Kaccupa 3aBoja Kapramosa H.W. B pesynbraTe mpoBeeHHON peBU3UH OBLIO
YCTaHOBIICHO, YTO OCTAaTOK HAIMYHBIX JIeHeT B Kacce cocrasisieT 1030 py6neit 00 kom., OCTaTOK JAEHET 1o
kaccoBoit kaure — 1030 py6. 00 korm. JIpyrux meHHOCTEH B Kacce 3aBojia He 0OHAPYKEHO, YTO COOTBETCTBYET
JaHHbIM ydyeTa. Komuccusi Taxke yCTaHOBMIA, UYTO MOPSIOK BEACHUS KACCOBOW KHMTM U XPaHEHHs JIEHET
COOTBETCTBYeT TpeOoBaHMsIM IloJIOXKEHUsI O BENEHWH KacCOBBIX ONEpaluii TocylapCTBEHHBIMH,
KOOIEPATUBHEIMU M OOIIIECTBEHHBIMH MPEATIPUATHAMH, YIPSKACHUSIMHU U OPraHU3aHsIMHU.
AKT BCTYNUII B IEHICTBHE C MOMEHTA YTBEPXKIEHHS JUPEKTOPOM.
3ananue 6.
NTupextopy AO «Monomut» OcTpoBckoMy D.A. OT HadaIbHHUKA nMuoHepaareps Kopmrynosa JI.IT.
JloxmanHas 3anucka. COTJIacHO BalleMy IMPEeANHUCAHUI0 MHOIO COBMECTHO C TEXHUKOM -CMOTPHTEIIEM
UleButoBbiM P.A. 7-8 mas 2004 roma mpoBeeH OCMOTP >KUJIBIX TOMEIIEHUI 0a3bl OTabIXa Halmei
(bupmbl. Bee xumbie kopryca B yA0BIETBOPUTEIbHOM cocTosHUU. OnaHako B kopmyce Ne 1
HeoOX0MMMO BCTaBUTh CTEKJa, Kopmyc Ne 2 cieayeT moOenuTs, a B kopmyce Ne 3 Hao mMog0THATH
mBepu. [Tocne ycTpaneHus 3THX 1e(DEKTOB U COOTBETCTBYIOIIEH YOOPKH XKHMIIbIE TOMEIIEHUS Oy Iy T
MPUrOAHBL st IpueMa oTabixaromux. Hauaneauk nuonepnareps JI.m.Kopmynos. 10.05.2004

3apanne 7
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Mupexropy I1JI Ne 24 Mycaeoii E.A. ot Mmactepa npoussoacreeHHoro ooyuenus Coxonosoit T.I1.
CIIVXEBHAS 3AIIMCKA B anpene B kaburete Nel3 mpoBOAMINCH Clenyronue padoThl: -
MpUOOPETEHBI MapKEPHl M )KUIKOCTD Il MAPKEPHON TOCKH; - OTPEMOHTHPOBAHO 4 yUEHHUECKUX
CTONa; - OTPEMOHTHPOBAHO 5 MUINYIINX MAaIINH; - OTPEMOHTHPOBAHO 2 CBETUIBHUKA; - COINIACHO
[pacIIMCaHus MPOBOIATCA 3aHATHS MPONU3BOACTBEHHOTO 00YUYEHHS; - COTIacHO rpad)uKa MpoBOAITCS
KOHCYJIBbTAILlMU 10 JUIUIOMHBIM paboTaM; - COTJIacHO rpaduka IpoBOATCA (paKyIbTaTUBHBIC 3aHATHUS
rmo npenmeTty: «1C: IIpeqnpusrue u Kagpsr»; - paboraet kpyxok «APT-doto» - kaxxayio maTHALY
MPOBOAMUTCS TeHepanbHas yoopka. Mactep npousBoactBeHHoro ooyuenus Coxkonona T.I1. 23.04.2010
3ananme 8.
DTrpoiiTe cnpaBounyto cucteMy Koncynprant Ilmoc, ucnonb3yst BeicTpblii nouck, Haliante popmy mprkasza o
TpueMe COTpyAHHUKa Ha padoty ¢.T-1
PrxonomucT BacunweBa Exatepuna HukosiaeBHa 1 ceHTsIOps Tekymiero roja moaana 3assicaue 8 000
JIyu» ¢ mpocbh00ii MPUHATH ee Ha paboTy cnenuanucToM (GUHAHCOBOTO OT/EJIa Ha HEMOJIHBIH pabounii
meHp. UHcnekTop mo xanpam CmupuoBa U.C. 00bsicHIIIA, 9TO hUpMa HMEET BO3MOXKHOCTh IIPUHATH Ha
habOTy SKOHOMHUCTA, HO HA OCHOBE CPOYHOT'O TPYAOBOTO AOTroBOpa. Tpyn0BOH JOTOBOP OBII 3aKIIOUCH
b CEHTSAOPS W MOAMICAH OT HIMEHH GUPMEI TeHepalbHBIM AupekTopoM MuporoBeiM JI.C. B ToT *%e
NeHb OBLJI M3JaH MPHUKA3 0 JINYHOMY COCTaBy, 3aBU3npoBaHHBIH CMupHOBOI 1.C. M IOpHCKOHCYJIBTOM
XmeneBeiM 1.0. [Ipuka3 0v1 00BsBIeH Bacunsesoit E. H. mox pacniucky 6 ceHTI0ps

Paznen 3. Opranu3anusi 10KyMeHT0000poTa

TecToBBbIE 3aaHUA

33; 34;35;
3.01.3;
3.01.7;
3.02.1;
3.03.2;
3.09.5

JlonoyHuTE NpenaoxeHue.

1) JOKYMEHTOOBOPOT - OTO

1A) JJOKYMEHTOOBOPOT IOJIKEH OCYIIECTBJIATLCSA TAKUM OBPA30OM, UTOBBI JIBMDKEHUA KAXJIOT'O
JOKYMEHTA BbUJIO..., MAPUIPYT..., BPEMS [TIPOXOX/JEHUA . ...

2) JlomoaHUTE BUIIBI JOKYMEHTOIIOTOKOB!

a) Bxomsmuii TOKyMEHTOIIOTOK-3TO. ... .

6) Mcxonsamuii JOKyMEHTOIIOTOK-3TO. .. .

B) BHyTpeHHMI JOKyMEHTOMIOTOK-3TO. ... .

3) YcTaHoBUTE MOCIIEI0BATENLHOCT 00PabOTKH BXOASAIINX JOKYMEHTOB
l)ucrnionHeHne JOKyMEHTOB;

2)mpueM u nepBUYHas 00paboTKa;

3)moamyBKa JOKYMEHTOB;

4)peructpanus 10KyMEHTOB;

5)HanpaBiieHHE HA HCIIOIHEHHE;

6)npeBapuTEIbHOE PACCMOTPEHHE;

7)KOHTPOJIb UCTIOTHEHUS;

8)paccMOTpeHrEe JOKYMEHTOB.

4) domnoaHnTe OIOK-CXEMY.

1) cocTaBneHne NPOEKTa UCXOIAIIETO TOKYMEHTA;

2)mpoBepka MpaBUIBHOCTH O(YOPMIIEHUS TOKYMEHTA;

3).;

4.

5)ec

6) mpocTaHOBKA UCXOIAIIET0 HOMEPa Ha JOKYMEHTE;

7) npoBepKa NMpaBWILHOCTH aJpEeCOBaHUS;

8)....... ;

9) noamuBKa BTOPOTO 3K3EMILIAPA.

5) JononHure.

PerucTpamnus JOKyMEHTOB - 3TO 3alIUCh , YUYETHBIX, JaHHBIX O JOKYMEHTE IO ...
6)CooTHecuTe.

1.Ha3zHnauenmne JOKyMEHTOB 2.. llens perucTpanuu JOKyMEHTOB
a) o0ecTieunTh yUer;

0) co3maHue perucTPAIMOHHO-CITPABOYHOTO aIlapara;

B) OBICTPBIH MMOUCK;

T) IpelaHNe IOPUIMIECKOH CHIIBI;

) HOATBEpKIeHUE (DaKTa CO3JaHuUsl JJOKyMEHTOB;

€) KOHTPOJIb;

K) TIOATBEPKJCHUE (DaKTa MOCTYIICHUS U OTIIPABKH JIOKYMEHTA.

7) JononHute TpeOOBaHMS PETHCTPALMU JOKYMEHTOB.

1) Kaxaplii JOKYMEHT PErUCTPUPYETCS TOJIBKO ... |

2) BXOJIMIIHE JOKYMEHTBI PETHCTPUPYIOTCS ...;
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3) ucxopsune U BHyTPEHHHE B ...;
4) BXozsIINe, NCXOIAIINE 1 BHYTPEHHNE TOKYMEHTHI PETHCTPUPYIOTCS
8) BribepuTe nNpaBHIbLHBIA OTBET.
Kakoii cpok 0TBOANTCS XpaHEHHIO JOKYMEHTOB IT0 MECTY HX (POPMHPOBAHUS?
a)l rox; 6) 6 MecseB; B) 2 rona; r) 2 roja u 6oiee.
9) BriOepuTe NpaBUIBHbIM OTBET.
OCHOBHBIE TOKyMEHTHI YU€Ta ....
a) OTMNCH;
0) HOMEHKaTypa;
B) perucTpaironHas ¢opma;
T) JIUCT-3aBEPUTEIIb;
1) 00JI0XKKa Jena;
€) BHYTPEHHSS OMUChH.
10) JomoaHuTe.
Homenknarypa nen - 3710 .....
11) ®ynKmoHaNTEHOE Ha3HAYEHHE HOMEHKIIATYPHI IeT.
a)...;
0) cucreMaTH3anus M y4eT JeT;
B) MPaBIUIBHBIN U OBICTPHII TTOUCK JIEIT;
r)..;
A)...;
€)y4eT Jie] BpEMEHHOTO XPaHCHHUS;
k) pazpaboTka HHHOPMALMOHHO-TIOUCKOBOM CHCTEMBI.
12) Topsimok 3aBeneHus aei (roxm).
a)..;0)...; .B)....; TD.... H).co; ©)en; K)o
1.0dopmrnenue nen- 3TO..
2.HyMepanus JINCTOB Aejia MPOU3BOJMT ... .
3.1t ydeTta JOKyMEHTOB B COCTaBe IMOCTOSHHOTO U BHYTPEHHETO XPaHCHHUS COCTABJISIOT ... .
4.ToqIIMBKA U MEeperuieT MPOU3BOIUTCS B IEIAX 00CCICUCHHUS . . . .
5. JIOKYMEHTBI BHYTPH JIEJI PACIIOJIAT AFOT OBbIYHO B ... [IOCJIEJIOBATEJILHOCTU

HpaKaneCKne 3aJaHUus

y3

Y4;

v5
Y.01.4;
Y.01.11;
v.02.5;
¥.03.2;
¥.09.3.

3angauva 1.
yCTaHOBI/ITe 9TaIllbl pa60TI)I C UCXOOaAIIIUM Z[OKyMeHTOM. Pacnpe;[enHTe OTAIIbI I10 CXEMEC U COCAUHUTEC UX
CTpEJKaMHU.
Brl momy4amim BXOASIINA JOKYMEHT TIOCIIE PACCMOTPEHHS PYKOBOUTEIIEM OPTaHU3AINH, TIC B PE3OIFOIIH
OBLTO YKa3aHO 3aJ]aHUE IMOJITOTOBUTH OTBETHBIA JOKYMEHT ( IIUCHMO)
1. coritacoBaHue;
2. ICTIOJTHEHUE U TIOATOTOBKA JIOKYMEHTA;
3. 3aJjaHuUE 1O MMOATOTOBKE JOKYMCHTA;
4. moamnucanue;
5. OTIpaBKa U pEerucTpalus UCXOAIIETO JOKYMEHTA;
6. perucTpanus BXOIAIIEr0 MOCIe PACCMOTPEHUS PYKOBOIUTEIICM;

Cxema padoThl ¢ HCXOAS MM JIOKYMEHTOM
Buj nokyMeHTanun Cnenmaauct oTaeaa PykoBoauTesn HcnoaHuTenb
JeJI0NPOU3BOACTBA OpraHu3anmuu

Hcxopsmuii 1oKyMeHT
YXOJIUT B JPYTYIO
OpTraHU3AIHIO

3agaua 2.
[Ipoanamu3upyiite U MOSICHUTE CIACTYIONIYIO CUTYAIHIO.

B mpornecce ucnonnenust jokymenrta Ceprees [1A. (0OTBeTCTBEHHBIH UCIIOHUTEI) HECKOIBKO Pa3 ImepeaBa
ero paboTHUKaAM APYTUX mojapasaeieHuil. Korna moTpeboBaniochk BBISICHUTD, I/I€ HAXOAUTCS JOKYMEHT H KTO
B 9TO BpeMs ¢ HUM pabotaet, cekperapb KomoBa C.T. He cMoriia OTBETHTh Ha 3TOT BONPOC, T.K. HE ObLIa
MOCTaBJICHA B U3BECTHOCTD O IMOPSAIKE MCIOTHEHUS JOKYMEHTA.

Kaxkue HapymieHus B Xojie BeIeHUsT KOHTPOJIS 32 UCITOJIHEHUEM JIOKYMEHTa OBLITH TOMYIIeHBI Ciryx00i JJOY?

3agaua 3.
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OdopMuTh 00JI0XKKY JieJIa TOCTOSHHOTO, TOJITOBPEMEHHOTO XPaHEHHUSI. - UCTIONb3Ysl YCTaHOBJIEHHYIO (hopMy.
Jemno Ne 759.chopmupoBanro B MHoronpoduiibHOM Kosutemke npu MI'TY B oTaene AeonpoU3BOACTBA 3a
09.01.2016 — 26.12.2016. Oto okymeHnTs! 0 padote apxuBa MK 3a 2016 r. Ha 127 mucrax.

3amaya 4.

CocraBbTe IHCT-3aBEPUTETD ACTA.

Ecnu neno Ne 05-04, B 1eno moAwmMTo U NpOHyMEpoBaHO 127 JMCTOB, €CTh NPOMYLIEHHBIE HOMEPA JIUCTOB
42, 101, Tax ke AUCTHI BHYTpEeHHEW omucH 3, mMuTepHble HOMepa JucToB 26A. Ilpu dopmupoBannn nema
ObUTO0 OOHAPYKEHO, YTO JIHCT 97 pa3opBaH U CKIEEH, JIUCT 54 MMeeT Hepa30OpPUUBEINA TEKCT, JTUCT 84 CKIIeeH
u3 6 IHUCTOB.

3agaua 5.

Ipoananusupyiime u nosacnume CIeIyIONIyI0 CUTYaIHIO.

Jnst ynoObcrBa paboThl Kaxabli crienuainuct, padotatomuii B OO0 «Cdepay, 3aBoauT cebe marnku, Kyaa B
TCUYCHUEC ONPCACIICHHOTIO NE€proJa BKIaAbIBACT COOTBETCTBYIOIINE NJOKYMCHTEI. Ha 06.]10)1(1(3)( 3aIlIUChIBAIOTCA
(amMnnus ¥ MHUOHAIBl MCIOTHUTENS, a TAKXKE TE WIIM WHBIC HANpPABICHUS €r0 AEATEIHHOCTH, HAIpUMEp:
WBanos I1.P. 3roToBieHue 1 yCTaHOBKa PEKJIAMHBIX ILUTOB.

TakuM 00pa3oM, B MAIKe HAKAIIMBAIOTCS PA3IIMYHbIE JOKYMEHTHI, KaCAIOIINECs PELICHHUS TAaHHOTO BOIIPOCa:
MIIChMa-TIPEIIIOKEHNS, MTIChMa PEKJIaMalliy, OTBETHBIC NMUChbMA PA3IMYHBIX OpPTaHM3aALMH W MPEATIPUATHH,
JIOTOBOPBI, akThl W Ap. Korma DOKYMEHTOB CTaHOBHTCSI CIMIIKOM MHOTO, 3aBOAWTCS BTOpas IIamka C
aHAJOTMYHOH 3aIMChI0 Ha 00JIOXKKE ¢ 100aBIICHHEM ee HoMepa, Harpumep: MBanos I1.P

W3roroBneHre M YCTaHOBKA peKJIaMHBIX IIUTOB. Ne2 . B KoHIle roja mamku ¢ JOKyYMEHTaMHU MepeAaroT
CEKpeTapro, KOTOPBIH MOMEeNIaeT X B OOIIUiA miKad, B OTAENCHUS, II¢ XPAHATCS JOKYMEHTBI ONpe/IeIeHHbIX
cnenuanucToB. CocTaB M KOIMYECTBO JOKYMEHTOB B KXKAOH Manke HUKEM HE YYUTBIBAIOTCS.

Kak MOXXHO oXapakTepu30BaTh CHCTEMY (OPMHUPOBAHMs A€ M ONEPAaTHMBHOIO XPaHEHHs JOKYMEHTOB B
obmiectse? Kakum 00pa3oM oHa JA0JDKHA OBITH OPraHU30BaHA, YTOOBI MOXKHO OBLIO JISTKO HAXOIUTh HY)KHBIC
JOKYMEHTHI ¥ HCKJIIOYUTH BO3MOXKHOCTD UX TIOTEpH?

3agaua 6.

00O «Monoau» BO3MNIABIAETCS T'€HEPAIbHBIM JAHPEKTOPOM, KOTOPBIH HMEET JBYX 3aMECTUTENEH: IO
9KOHOMHYECKHM M HPOU3BOJICTBEHHBIM BONpocaM. B CTpyKkTypy ammaparta ymnpaBieHHs OOIIecTBa BXOIST
Tpu (pyHKIMOHANBHBIX moApasaeneHus: ciayxb6a JIOY, Oyxrantepus u otaen kaapoB. OcTanbHas 4acTb
KOJUICKTHBA — 3TO HWHXXCHEPHO-TEXHWYECKHE pabOTHHMKM © pabouyne pasHbIX CHEHHATBHOCTEH,
3aHUMAIOIINXCSl HETOCPENCTBEHHO IPOM3BOJACTBEHHON nesTenbHOCThIO. Ciyxx6a JIOY mpencrasiena
CeKpeTapruaToM, MMEIOIINM B CBOEM COCTaBe YEThIpEX COTPYJHHMKOB: PYKOBOIMTENS CEKpeTapHara, ABYX
ceKpeTrapeil 1 OTBETCTBEHHOTO 32 apXHB OOIIEeCTRa.

Omnpenenure, KTO U3 JODKHOCTHBIX JIMI MOXKET BOWTH B cOCTaB 3kcrepTHOH komuccun OO0 «Moiogu»?
Kto MOxeT ObITh Ha3HAUEH MpeJiceiaTeNieM U CEKpeTapeM KOMUCCHU?

IToxroToBbTe MpHKa3 O CO3MAaHUM JKCIEPTHON KOMHCCHH. B mpukase IOKeH OBITh ONpeneNeH COCTaB
KOMICCHH, €€ 3a/1a4i, CPOK paboTel. MOXHO pykoBoaAcTBOBaThHCS [IpaBmmamu 2015.

Co3/1aTh CBOIO 3JIEKTPOHHYIO MOUTY WM UCTIOJIB3YHTE yKe NEHCTBYIOINIYI0, BRIOSPUTE TIOATOTOBICHHBIC
paHee TOKyMEHTHI (TTMChMa, ITpHKa3bl.) OTIIpaBbTe 4 AIEKTPOHHBIX JTOKYMEHTa CBOUM JPYy3bsM Ha
JICKTPOHHBIE a/ipeca. 3adUKCHPYITE OTIIPaBIeHHbBIE JOKYMEHTHI CKPUHIIOTOM.

Kputepun onenkn 3k3aMeHa

- «OTIUYHO» - TEOPETUUYECKOE COACpP)KaHHUE Kypca OCBOEHO IOJHOCTBHIO, 0€3 MpoOesioB, yMEHUs
c(OpMHpOBaHBI, BCE MPEIyCMOTPEHHbIE MPOrpaMMON YdeOHbIE 3a/laHUs BBIIOJIHEHBI, KAayeCTBO HX
BBITIOJTHEHUS OLIEHEHO BBICOKO.

- «XO0poI110» - TEOPETHUECKOE COJIepKAHNE Kypca OCBOCHO MOJHOCTBIO, O3 MpoOeoB, HEKOTOPhIE
yMeHusi CcGhOPMHPOBAHBI HEIOCTAaTOYHO, BCE MPEAYCMOTPEHHBIE MpOrpaMMoil y4yeOHbIe 3alaHus
BBITTOJTHEHBI, HEKOTOPBIE BHUJIBI 3aJaHHI BHIITOJIHEHBI C OITHOKAMH.

- «Y IOBIIETBOPHUTEIBHO» - TEOPETHUECKOE COACPIKaHUE Kypca OCBOCHO YAaCTHYHO, HO MPOOEIbl He
HOCSIT CYIIECTBEHHOI'O XapakTepa, HEOOXOAMMble yMEHMsI pabOThl C OCBOEHHBIM MAaTepHalioM B
OCHOBHOM C(OPMHUPOBAHbI, OOJIBIIMHCTBO MPEIYCMOTPEHHBIX MPOrpaMMON 00ydeHUs! yueOHbIX 3a1aHuil
BBITNIOJTHEHO, HEKOTOPbIE U3 BBIMOJIHEHHBIX 3a/IaHUI coZepxKaT OIIMOKH.

- «HeynoBiaeTBOPUTEIBHO» - TEOPETHUECKOE COJAEp)KaHHEe Kypca HE OCBOEHO, HEoOXOIuMbIe
yMeHUs He c(hOpMUPOBaHBI, BHITTOJIHEHHBIC YU€OHBIE 3aJJaHUs COACPIKAT IPyObIe OMUOKH.
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[Tpunoxenue 1

OBPA3OBATEJIBHBIE TEXHOJIOI'MH, BKJIIOYASA AKTUBHBIE I HTHTEPAKTUBHBIE METO/Ibl ObYUYEHUS

Hasganue Ienp ncnonb3oBaHus [Inanupyemslii pe3ynbTaT Onucanue nopsiika NCIoJb30BaHUs (AITOPUTM
o0pa3oBaTenbHON o0Opa3oBaTenbHON MCIIOJIb30BaHUs MPUMEHEHHMSI) TEXHOJIOTMU B PAKTUYECKOM
n/m TEXHOJIOTHH (C TEXHOJIOTUH 00pa30BaTeNbHON TEXHOJIOTUU npodeCCHOHATIBHOMN e TETLHOCTH
yKa3aHuEeM aBTopa) /
aKTUBHBIE U
WHTEPAKTUBHBIEC METOBI
o0y4deHus

TexHOoOorHsI MPOEKTHOTO | CO37aTh YCIOBUS, IpH [PaboTa 10 JaHHOW METOAMKE Paznen 1. O0miast xapakTepucTHKa JOKYMEHTALMOHHOTO

1 oOyuenus . [Iptoun, B.J[. | KOTOpBIX JTa€T BO3MOXHOCTb Pa3BUBaTh | 0OecrieyeHUs yIpaBiIeHuUs

Cumonenko, E.C. ITonar,
H.B. MaTsam

/ T'pymimoBast AUCKyCCHs

oOyuaroruecs:
npuoOpeTaroT
KOMMYHHUKATHBHbBIC
yMeHusl, paboTasi B
pa3IMYHBIX TPyIIax;
pa3BHUBaIOT y ce0s
HCCIICIOBATEIIbCKHE
yMeHusl (YyMEHUS
BBISIBJICHUS TTPOOJIEM,
cbopa nunpopmanuu,
HaOJIIOIeHNA,
MIPOBEICHUS
HKCIIEPUMEHTA,
aHaJIN3a, TOCTPOCHHUS
TUIIO0TE3, 0000IIeHHS ),
Pa3BHUBAIOT CHCTEMHOE
MBIIIICHUE

WH/IMBUyaJIbHBIC TBOPYECKUE
CIOCOOHOCTH yyanuxcs, ooyee
OCO3HAHHO MOAXOIUTh K
poeCCHOHAIBHOMY U
COLIMAIBHOMY
CaMOOIIPEICIICHUIO. .

1).KonnektuBHOE 0OCYXKICHHE:

1. undpopmanmu o JOKyMEHTaX U TpeOOBaHMIA K
odopmitennro. Mzydas mpumepbl 0OPMIICHHSI PEKBU3UTOB
nokymeHtoB B coorBerctBUM ¢ ['OCTom 7.0.97.2016
CTYJICHTHI aHAJM3UPYIOT HE TOJIBKO MOCJIEI0OBATEILHOCTD U
MPaBWIBHOCTh O(DOPMIICHUS , HO M FOPUIUYECKYIO CHITY
JIOKYMEHTA.

2,0hopMIeHIE U BBISBIIEHUS 0COOEHHOCTEN B 0(OPMIICHUH
PEKBU3HUTOB YIPABICHUYECKUX IOKYMEHTOB.

Pazgen 2. Cucrembl JOKYMEHTAIMOHHOTO OO€CTeUeHUs
yIpaBIeHUS
Ha ocHoBanuu BuaoB u  (opMyssspoB-00pas3IoB

OpPTaHMU3AIMOHHBIX, PACTIOPSAUTENBHBIX, UH()OPMAIIMOHHO
- CIIPAaBOYHBIX JJOKYMEHTOB, a TaK K€ JOKYMEHTOB JINYHOT'O
COCTaBa CTYICHTHI XapakTEpU3YIOT MPUHAMICKHOCTh K
rpynne cucrembl OPJl, aHanu3upyroT mnpaBUWIbHOCTh
O(I)OpMHeHI/IH U PacCIlOJIOKCHUSA OCHOBHBIX PCKBU3UTOB
JIOKYMEHTOB.

Paznen 3. Opranusamus 10KyMeHTO000poTa

1. KonnexktuBHOE 00OCYKIEHUE:
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nH(popManuu O JTOKYMEHTOOOOPOTE W €ro MpaBUIBLHOM
OpraHu3alii B YIpPaBJICHYECKOW  JIEATEIBHOCTH.
OOcyxaeHne cxeM IOKyMEHTOO0OpoTa MpPEANpHUsITUs M
B3aMMOJICHCTBHE C YIPABICHYECKIMHU MPOIIECCAMH.

2.Ha ocHoBaHmM cxeMm, TaONWIl, MapHIPyTOB JBHKCHUS
CTYACHTBHl ONPEACTSAIOT W BBICTPAUBAIOT JIOTMYECKYIO
CTPYKTYpY  TpPHHIHIIOB, OICHOYHBIX  IIOKa3aTejeH,
KBATM(HUKALNIO  JOKYMEHTOOOOpOTa  OpraHu3aludl U
JBYMKCHHUS JIOKYMEHTOITOTOKOB.

W3yunB OCHOBHBIE TIPUEMBI M METOJBl PErHCTPALUU
JOKYMEHTOB CTYJICHTBHI MCHOIB3YsI POPMBI PETHCTPALlH U
MPEUIOKEHHBIE MM JOKYMEHTHI, 3alOoJHAIOT (OpPMBI H
nenaloT BbIBOABL. [IpoaHanmn3upoBaB OCOOCHHOCTH U
(OpMBI COCTaBIIEHUSI HOMEHKJIATYPHI J€T., (POPMUPOBAHHS

JOKYMEHTOB JUIi XPaHEHHS CTYICHTHl COCTaBJISIOT
JIOTHYECKYIO CTPYKTYPY ¥ HaXOIAT PEIICHUS B 3aII0THCHUH
hopm.

HpOBO,Z[HT aHaJIn3 ACJI, JOKYMCHTOB TCKYLICTO XpPAaHCHMU,
Q)OpMHPYIOT AOKYMCHTBI JIs1 OpraHU3ali XpaHCHHUA, a
TaK K€ COCTAaBJIAOT HOMCHKIIATYPY €I CTPYKTYPHOI'O
noapa3acCiICHU.

3. Obyuarommecss MEKpOTPYIITIAMH TTOITOTABINBAIOT
MaTepuai ( Buje Mpe3eHTaluii) Beaercss o0cykaeHue
MPOOJIEMHBIX BOIIPOCOB BHEJPEHUS M UCTIOIH30BAHUS
3JIEKTPOHHOTO JOKYMEHTO000pOTa U CPE/ICTB
TEJIEKOMMYHHUKAIUU Kak oHa U3 TexHozioruit JJ0Y. B
pe3yibTare 00CyXaAeHHUs c(HOPMHUPOBAIN OOIIKE TOHATHS
MMOCTaBJICHHOM TPOOJIEMBI.

[TpoGiemHoe oOyueHue.
. dwron, 1U.JIepuep

/ AHanu3 KOHKPETHOMN
curyaiuu ( opopmieHue
PEKBU3UTOB

TBOPYECKOE
OBJIaJICHUE 3HAHMIMM,
YMEHUSIMH,

HaBBIKAMU,
pa3BUBAIOTCS
MBICIIUTEIIbHBIE

Co3nanue B yueOHOU
JIEeSATEIbHOCTH POOJIEMHBIX
CUTyallui ¥  OpraHu3anus
aKTUBHOM  CaMOCTOSTEIbLHOM

JESTENIbHOCTH yJaluXcsl 0 UX
pa3pellleHUuI0 B pE3yJIbTaTe

Pazgen 1. OG6mas xapakTepucTuka JOKYMEHTAITMOHHOTO
obecrieueHus yrpaBIeHUsS

IIo mnpennoXeHHONM CUTYalUHU-YIPAKHEHUIO CTYIEHTBI
VMHJIMBUIYaJIBHO BBICTPauBaKoT, oopmIIIOT "
pacrioyiaraloT peKBM3HMTHI, Kak Ha OJlaHKe, TaKk M TpHU
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o0ecreunBarouX CIOCOOHOCTH Yero MPOUCXOJHUT TBOpUYECKoe | HOPMUPOBAHUH JOKYMEHTA

IOPUINYECKYIO CUITY OBIIAJICHUE 3HaHusAMH, | 1.CTyaeHTsl, u3ydas pa3Jd4yHble BUAbI  OJAHKOB,

JIOKYMEHTY); YMEHUSIMH, HaBbIKaMU, | GOPMYJISpEl JOKYMEHTOB B X0JI€ OOCYXJAEHUS COCTABISIOT

Pa3sBUBAIOTCS  MBICIIUTENBHBIC | IEPEUCHb PEKBU3UTOB, ONPEACISIOMNN KOHKPETHBIA BH
CIIOCOOHOCTH. JIOKyMEHTa, O1aHKa. Ml mMpoeKTUpYIOT TUTIOBBIE 00pa3IbI.

2. ITo mpe10’keHHON CUTYalluu-YIPaXXHEHUIO CTYACHT
CaMOCTOSITENILHO PUHUMAET peIlleHre, KaK IPaBUIbHO
IPOEKTUPOBAThH U PACIIOIIOKUTH PEKBU3UTHI OJIaHKa
Pazgen 2. CucteMbl 1OKyMEHTAIMOHHOTO 00eCTIeueHus
yIpaBJICHUS
[To mpeanokeHHbIM CUTYAIUSAM-YIPAKHEHUSM CTYACHTHI
MOJrOTaBIUBAIOT OPraHU3alMOHHBIE, PACTIOPSIUTENBHBIE,
UH(GOPMAIIMOHHO - CIIPABOYHBIE JJOKYMEHTHI U 00CYKIAI0T
MPaBUIILHOCTH UX cocTaBiieHus. Odopmisis
OpraHHU3aIOHHBIE, U JOKYMEHTHI JINYHOTO COCTaBa
CTYACHTHI PadOTAIOT ¢ YHU(DUITUPOBAHHBIMH (hOpMaMH U
00CYX1al0T MPAaBMIIBHOCTh UX O(POpMIICHUS
Paznen 3. Opranunzanus 10KyMeHTo000poTa
[To mpemIoKeHHBIM CHTYaIUSIM CTYACHTBI IPOBOJIST
00paboTKy TOKYyMEHTOMOTOKOB, MMPOBOIST aHATU3
MOKa3aTeJeH , COCTABISIOT MAPIIPYTHI ABHKEHHS
JIOKYMEHTOIIOTOKOB B OPraHU3aIlH, PETUCTPUPYIOT
JOKYMEHTBI, OTIPENIENIAI0T KOHTPOJIUPYEMbIE JOKYMEHTHI U

NH]OpMaIHOHHO TexHonoruszanus H3meHenue u Pabota ¢ moprasnom, TecTsl.

KOMMYHUKAIHOHHbIE PYTHHHBIX TIPOIIECCOB | HEOTPAaHWMYCHHOE 00OTaIIeHNE

TEXHOJIOTHH, C LIEeTIbIO coJiepKaHusl 00pa30BaHUs,

MCTAHIHOHHBIE BBICBO60>K{[CHI/I$I HCIIOJIb30BaHUE

TBOPYECKOH SHEPruM | HHTETPUPOBAHHBIX KYpCOB,
obpasoBaTebHbIE JINYHOCTH noctyn B MHTEPHET.

texHosioruu (A.U.
SxoBeB)

COBPEMEHHOTO
oOrrecTBa.
obecrieueHus eIUHOMN

IIpumeHeHue cpencrs
nH(popMaTHU3AIHT 1
TEJIEKOMMYHUKALUU, [IPH
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0a30B0#1 HIOATOTOBKH
yUanmxcst
HE3aBHCHUMO OT
TEPPUTOPHUATHHOTO
PacIOI0KCHUS
y4eOHOr0 3aBeJICHUS,

OTIOCPEIOBAaHHOM HJIH HE
MOJTHOCTBIO OMOCPEIOBAHHOM
B3aUMO/ICHCTBUA
oOyyaroierocs u
MEeIarOrMYecKoro paboTHUKA

310poBbrecOEperaromme

Texuonorum (B. /1.
COHBKHH)

obecneyuThb
BBIIIYCKHUKY BBICOKHI
YPOBEHB PEaIbHOTO
3JI0POBbSI, BOOPYKUB
€ro He0OXOIUMBIM
0ara)xoM 3HaHHM,
YMEHH, HaBBIKOB,
HEOOXOOUMBIX IS
BEJICHUS 37I0POBOTO
o0pa3za xu3Hu, U
BOCIIMTAB Y HETO
KYJIBTYPY 370POBBSI.

Hcnonn30BaHue JaHHBIX
TEXHOJIOTHI MTO3BOJISIOT
PaBHOMEPHO BO BpeMsI 3aHATHUS
pacipenensiTh pa3IuyHbIe
BH/IbI 33JJaHUH, YepeI0BaTh
MBICJIUTENIBHYIO JESTEIbHOCTh
¢ GU3MHUHYTKaMH, OIIPEIENATh
BpeMs MTOJauu CJI0KHOTO
yueOHOro MaTepuana,
BBIJICJISITH BpEMs Ha
MIPOBEJICHUE CAMOCTOATEIbHBIX
paboT, HOPMAaTHBHO
npumensaTh TCO, yTo maet
MOJIOKUTEIBHBIC PE3YIHTaThI B
00y4eHuHN.

PaBHOMEpHOE pacnpeienenne pa3inuHbIX BUIOB 3a/laHUH,
YepeI0BAaHUE MBICIIUTEIIbHON JESATEIbHOCTH C
(bu3MuUHYTKaMH, BO BpeMs 3aHsaTHs, npuMmererue TCO.
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NEPEYEHb IPAKTUYECKHX 3AHATHI

[Ipunoxenue 2

Pasnesnl/TemMbl Temsbl npakTHyecknx/aadoparopusix | Konnuecrso B (popme TpedoBanus
3aHATHH YyacoB NMPaKTHYeCKOH oroc
TOATOTOBKH CI1o
(ymeTn)
Paszen 1. Paznen 1. OGiuas xapakTeprCTHKA 2 2 Vi1;V2;
JOKYMEHTAlIMOHHOTO 00ECIICYEHHUS yITPaBIICHUS] Vo0 02.03,
Tema 1.2. ITpakTryeckas pabota Ne 1. 2 2 Vo 02.06 -
Odopmienue Odopmienne PEKBU3UTOB Y0 02.09,
JTOKYMEHTAIluH B 00ecneynBaroInX OPHIMIECKYIO CHITY Y0 03.02,
COOTBETCTBHH C JTOKyMEHTaM V0 05.01
HopMaTuUBHOH 0azoii | OdopmiteHue pa3IuuHBIX BUIOB )
OmaHkoB 1 hopmyIsapa - oOpasia zg 838;’
Pasznmen 2. CucreMbl JOKYMEHTAIIMOHHOTO 00SCTICUSHHUSI 8 8 Y1;¥2
YIIpaBICHUS
Tema 2.1. IMpaktuueckas pabora Ne 2. PaspaboTka 2 2 V1;V¥2;
YHubunuporaHHas u  ohOpMJICHHE  PaCHOPSAUTEIBHBIX Vo0 01.05,
cucremMa JTOKYMEHTOB Vo 01.06 -
OpraHN3aIMOHHO - Yo 01.10,
PacHopsIIUTEIbHON Y0 02.05 -
JOKYMEHTAIU! V0 02.09,
Y0 05.01
Y0 09.01 -
VY0 09.03,
VYo 09.05
Ipaktuueckas pabora Ne3. PaspaboTka 2 2 V1;V¥2;
H odopmiieHrE CIIPaBOYHO - Vo 01.05,
NH(POPMALMOHHBIX JOKYMEHTOB( Vo 01.06 -
ciyke0HO€ IHMCBMO, NPOTOKOJ, aKT, Y0 01.10,
JOKJIaTHAasI 3aITnCKa, cIry>keOHas V0 02.05 -
3aIucKa) Vo 02'09
Y0 05.01
Y0 09.01 -
Y0 09.03,
VYo 09.05
Tema 2.2. [MpakTryeckas padora Ned. Paspabotka 2 2 V1;¥2;
JlokyMeHTanus 1o u  odopmiIeHHE IOKyMEHTAllMd IO Vo 01.01 -
TPYJIOBBIM JUYHOMY COCTaBy C HCIIOJIb30BaHUEM Vo 01.11,
OTHOILICHUSIM YHUPHIIPOBAHHBIX (HOPM V0 02.07 -
Y0 02.09,
VY0 05.01,
Y0 09.01
VY0 09.04,
Y0 09.05
Tema 2.3. IMpakTHyeckas pabora Ne 5. 2 2 V1;V¥2;
HOKyMeHTauI/m CocTaBienue u O(bopMneHHe VYo 01.01 -
npodeccuoHanbHON JOKYMEHTOB MO0 THpodeccHoHaIbHOI Vo 01.11,
JEATCIIBHOCTHA HEATECIBbHOCTH (ILOBepeHHOCTI/I, Yo 02.07 -
MPETEH3UH U HCKOBBIE 3asBIICHUS). Vo 02.09,
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Odopmnenne moBepeHHOCTEH 2 - Y0 05.01,
Odopmnenue JUYHON Y0 09.01,
JIOBEPEHHOCTH; 3aroJIHEHUE Vo0 09.04,
yHupumpoBaHHoi popmer Ne M-2 . Y0 09.05
Odopmrenue IIPETEH3UOHHO-
HCKOBOHU JOKYMEHTALIUY;
3anonHenue TpadapeTHbIX OIaHKOB
MPETEH3UI 1 NCKOBBIX 3asBJICHUI
Pasnen 3. Opranusanus JOKyMEHTO000pOTa 6 6
Tema 3.1. IMpakTryeckas pabota Ne 6 2 2 V4,
Texnonorus u CocTaBieHue 3TaroB U ONeparin Yo 01.04,
HPUHIMIIBL 00pabOTKH JOKYMEHTOB. Vo 01.06
OpraHu3aluu [Topsaok 3anonHeHus Yo 01.07 ’
JIOKyMEHT0000pOTa pEeTUCTpaAIIMOHHBIX (HOPM U BEJICHHE Vo 01.10’
KOHTPOJIA 32 UCIIOJIHEHUEM Vo 01.1 1’
CIIy’KEOHBIX JOKYMEHTOB C Yo 02.01’_
HCIIOJIb30BAHUEM Y0 02.09,
ABTOMATU3UPOBAHHBIX TEXHOJOTHI V0 03.01,
Y0 03.02
Ipaktnueckas padora Ne 7 2 2 v5
[ToaroroBka JOKYMEHTOB AJif Vo0 01.01 -
(dhopMHpOBaHUSI U XpaHEHHS JICT Vo 01.10,
¥002.01 -
Yo 02.09,
Y0 03.02,
Yo 03.10
Tema 3.2. [MpakTudeckas pabora Ne 8 2 2 V3; V4,
Texuomnorns _ | lepenaya nadopmanuu u cpeacrsa Y0 01.05 -
ABTOMATU3MPOBAHHOU | TeIEKOMMYHUKALIMOHHBIX TEXHOJIOTUH B Vo 01.10,
00paboTKH AIIEKTPOHHOM JIOKyMEHT0000pOTE Vo 02.05 -
JIOKyMEHTAluH Yo 02.09,
VYo 03.02,
¥009.01 -
Y0 09.03
HUTOI'O 16 16
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OBPA3OBATEJIbHBI MAPIIPYT

[punoxenne 3

Konrpoabna
1 TOYKa

KonTposaupyembie
pa3aenl (TeMbl)
Y4eOHOMH IMCIHUTIMHBI

KonTpoaupyembie
pe3yabTaThl

OneHo4YHBIE CpPeACTBA

Nel

Pazpgen 1. Pa3zmen 1.
OO1mas xapakTepucTHKa
D,OKyMeHTaLlI/IOHHOFO
obecrnieueHus
yIpaBiICHUS

OK. 02; 3.02.1;
vY.02.6;

OK.03; 3.03.2;
¥.03.2;

OK.05; 3.05.2;
v.05.1;

0OK.09; 3.09.3.
V09.5;

K. 1.1; V1, ¥2; 31;
TIK.1.2; V4, 33;
[IK.2.1; V1; V2; 34;
IIK.3.2; V1; V2; 31;
32;

I1K.6.2; V1; 31;

PyGe:xxnasa KoHTpoJbHag
padora Nel

Tect
[MpakTnyeckas pabora
IIpakTuueckoe 3ajaHue

Ne2

Pasznen 2. CucreMbl
JOKYMEHTAIHOHHOT 0
od0ecreyeHns
ynpasJieHusi

OK. 01; 3.01.7;
V.01.1; ¥.01.4;
0OK.02; 3.02.1;
v.02.5;

OK.05; 3.05.2;
Vv.05.1;

OK.09; 3.09.3
v.09.4;

I[IK.1.1;V1; ¥2; 32;
T1IK.2.2; ¥1;V¥2; 32;
34;

T1IK.3.4; ¥V1;V2;31;
32;

[IK.4.2; V1, V2; 31;
32; 33;

[IK.4.3; V!; V2; 31;
32;

PyGe:xxnas
KonTpoabnas pabora
Ne2

Tect
[MpakTHyeckue paboTHI
[Moprdonmo

Ne3

Paznen 3.
Opranuszanust
JIOKyMEHT000opoTa

OK.01; 3.01.3;
V.014;VY.01.11;
0OK.02; 3.02.1;
Vv.02.5;

OK.03; 3.03.2;
v.03.2;

OK.09; 3.09.5
IIK.1.2; V4; 33;
IIK.2.1; V3, V5; 34;
35;

IK.2.2; ¥2; V3; 32;
34;

IIK.2.6; Y3; V4; 34,
35;

IIK.2.7; Y4, ¥5; 35;
1K .4.6; Y3; V5; 33;
34; 35;

I[IK.4.7. Y4, VY5, 33;
34; 35;

Py0exnas KorrponbHas
pabota Ne 3

Tect

[IpakTudeckas pabota
Keiic-3anaua /
CUTYaIlMOHHAs 33124

Ned

Honyck k
3a4eTy

IHoprdouno

1. Tlpaktuyeckas pabora
2. [IpakTudeckoe 3aaHue
3. [Moprdhonmo
4.CuTyanMoHHBIC 3aa9a
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IIpome:xxyTou
Hasl
aTTecTanus

KomiekcHeIi
g depeHIMPOBAHBIH
3a4eT

OK. 02; OK.03;
OK.05;0K.09;
IK. 1.1;
IK.1.2;IIK.2.1;
I1K.3.2; [IK.6.2;
OK. 01; OK.02;
OK.05; OK.09;
IK.1.1; [IK.2.2;
I1K.3.4; [IK.4.2;
1K 4.3;

OK.01; OK.02;
OK.03; OK.09;
IK.1.2; [IK.2.1;
I1K.2.2; TIK.2.6;
I1K.2.7; TIK.4.6;
I1K.4.7.

HUrorosas
KounrpoabHas
padora

1. Tect
2. IlpakTuueckoe 3agaHue
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JIUCT PETUCTPAIIUU UBSMEHEHU U JONTOJITHEHUAM

Ne | Pasgen paboueii Kpatkoe comepxanve U3MEHEHU/ TOTOTHEHUS [Hara, [Monmnuce
/T MIPOTrPaMMBbI Ne mporokona npesicenaTens
3aceaHus MK
K
Pabouas nmporpaMmma yueOHOU JIUCIUTUTHHBI
«/lokymeHTalMOHHOE obecrnieyeHne YIIPABJICHHUS »
aKTyaJn3upoBaHa. B pabouyio nmporpaMmy BHECEHBI CIIEIYIOIINE
HM3MCHCHUS:
1 | 3 VCJIOBUA . YueOHO-MeTonuueckoe W uWH(popMmanuoHHoe obecredenue | 13.09.2023 r.
PEAJ'II/I31§’LII/H/I peanu3anuy NporpaMMbl YUTATh B HOBOM peAaKINu: IIporoxon Ne 1 W Ty
YYEBHOU |
JUCHUTUINHBI OcHoBHas IuTepaTypa
1. 3.2 YueOHo- 1. beikoBa, T. A. JlokymeHTalmoHHOe oOecrieueHHe
METOJIUYECKOE U yIpaBJieHUsT  (IETOMPOU3BOICTBO) [DJIEKTPOHHBIA pecypc|
unpopmaionHo | yueOnoe nocodoue / T. A. breikoBa, T. B. Kysneunona, JI. B.
e obecrieucHue Cankuna ; iox obmr. pen. T. B. Ky3nenosoit. — 2-¢ u3j., mepepad.
peanuzanumn u nomn. — Mocksa : UHOPA-M, 2020. — 304 c. - Pexum goctyna:
MPOrpaMMBbI https://znanium.com/catalog/product/1070624

2. KynseB, H. H. HudopmaimoHHble TEXHOIOTUH B
JOKYMCHTAIIUOHHOM O6CCHC'-ICHI/II/I praBHeHHS{ 1 apXUBHOM JICJIC
[OnexrponHsblit pecypc] : yueOnuk ans By3oB / H. H. Kynses, T.
B. Konnpamosa, E. B. TepentseBa, A. I'. ®aOpu4HOB ; 1oz o011,
pen.n.ro.H., nmpod. H.H. Kynsesa. — Mocksa: Jloroc, 2020. — 408
c. — (HoBas crynenueckass Oubmmorexa) — ISBN 978-5-98704-
786-6. - Pexum JIOCTYTIA!
https://znanium.com/catalog/product/1211641

JlononHuTenpHas aureparypa

1. brikoBa, T. A. JlokymeHTammoHHOe oOecneueHne
yIpaBJieHUsS HEroCyAapCTBEHHBIX OpraHu3anuii [DIeKTPOHHBINA
pecypce] : yueOnoe nocodue / T. A. Beikoa, JI. B. Cankuna. — 2-
e u3fl., nepepad. u non. — Mocksa: HUL[ UHOPA-M, 2020. — 302
c.: 60x90 1/16. — ISBN 978-5-16-010379-2. — Pexxum gocryna:
https://znanium.com/catalog/product/1072260

2. Kysuenos, U. H. JIokyMeHTalMOHHOE OO€ECIIEUEHHE
yrpasieHus. JJokyMeHTO000pOT U JeJIONPOU3BOJCTBO © YUeOHUK
M TIPaKTUKYM JUISL CPEIAHEr0 MpOoheCcCHOHAIBHOrO 00pa3oBaHms /

U. H. Ky3nenos. — 3-¢ wusx., mepepab. u gom. — Mocksa :
WsnarenscrBo IOpaiir, 2021. — 462 ¢c. — (IIpodheccruonansuoe
obpazoBanme). —  ISBN 978-5-534-04604-5. —  Pexum

nocryma:: https://urait.ru/bcode/470020

3. Kopnees, . K. JlokymeHTammonHoe obecredeHne
yhpaBieHus [DJIeKTPOHHBIA pecypc] :: YI€OHHK WM IPAKTUKyM
s cpenHero TnpodeccmonampHOoro obpaszoBanms / U, K
Kopnees, A. B. [Tenko, B. A. Manrypues. — 2-¢ u3j., nepepa0.
u nmort. — Mocksa : UzmarensctBo FOpaiit, 2022. — 384 ¢. —
(TTpodeccuonanproe obpaszoanue). — ISBN 978-5-534-05022-
6. — Pexxum gocryna: https://urait.ru/bcode/492541
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