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1 ObIIAA  XAPAKTEPUCTHUKA PABOYEM TPOITPAMMBI YYEBHOM
JUCIUIIVIMHBI «( IOKYMEHTAIIMOHHOE OBECIIEYEHUE YIIPABJIEHUS

1.1 O6s1acTh NpUMeHEeHHs] IPOrPAMMBI

Pabouas mporpamma yueOHOM aUCHMIUIMHBI «JlOKyMEHTAllMOHHOE OOEeCIeYeHHe YIPaBICHUS
SIBJIIETCS YacThIO MPOrPaMMbl IOJrOTOBKM CHEIUAIUCTOB CPEJHEro 3BeHa Mo crneuunanbHocTu 38.02.01
DKOHOMHKA M OyXrantepckuil yder (mo orpacisim). PaGouas mporpamma cocraBiieHa JJisi OYHOU (OPMBI
oOy4eHusI.

1.2 MecTo OMCHUILUIMHBI B CTPYKType NPOrpaMMbl NOATOTOBKHM CHENUAJTHCTOB CpeIHero
3BeHa

VYueOHas gucuumuinHa — «JloOKyMeHTallMOHHOE OOecnedyeHHue yIpaBICHHUs» OTHOCUTCS K
obmenpodeccCuoHATbHOMY y4eOHOMY TTUKITY.

OcBoeHMIO yuyeOHOW AMCUMIIMHBI NpEaIIecTBYeT u3ydyeHue yuyeOHblx aucuumiauH OVYIL.0S
HNudopmaruxka.

HucuunnuHa «JlokyMeHTalmoHHOe oOecrieueHre yIpaBiIeHUs» SBISETCA MPeallecTBYOUEeH A
M3Y4YEHUsl CIEAYIIMNX YYeOHBIX AUCHUIUINH, Tpodeccronanbubix momynei: OIIL.07. Hamorm u
Hanoroo6noxenue, [IM.01. JlokymeHTHpOBaHUE XO3SMCTBEHHBIX ONEpallUii U BeJEHHE OyXTalTepCcKOro
yuera akTuBOB opranusauuu; [IM.02. Benenuwe Oyxrairepckoro ydera HUCTOYHUKOB (POpMHUPOBAHUS
aKTUBOB, BBINOJHEHHE padOT 10 MHBEHTApU3allUM aKTHBOB U (DUHAHCOBBIX 0053aTENBCTB OpPraHU3alUH,
[IM.04. CocraBnenue u ucrosib3oBaHue Oyxrantepckoil (puHancoBoil) otuetHoctH, I[IM 06 OcBoeHue
npodeccuit pabodnx, JOHKHOCTEH CITy)KaIlUX.

1.3 eab 1 ni1aHupyemblie pe3yJibTaThl 0CBOCHUS TUCHMIIJIMHBI

CopepxaHue IUCHMIUIMHBI OPUEHTHPOBAHO HA TMOJrOTOBKY OOydarolmuxcs K OCBOCHHIO
npodeccHoHANbHBIX ~ MOJAYJEH MpOorpaMMbl TMOJATOTOBKM — CHEIMAIUCTOB  CPEIHEro 3BeHa [0
CHEIHAIbHOCTH U OBJIAJICHUIO CIEAYIOUMMHU OOIIMMHU U MPO(HeCcCHOHATEHBIMU KOMIIETECHIUSIMU:

IIK 1.1. O6pabaTsiBaTh IEPBUYHBIC OYXTAITEPCKUE TOKYMEHTHI.

IIK 1.2. Pa3zpabarpiBaTh M COTJIACOBBIBATH C PYKOBOJICTBOM OpPraHMU3AIMU PaObOUYWil TUTaH CUETOB
OyXrajTepckoro yyeTa OpraHu3aluu.

[IK 2.1. ®opmupoBaTh OyXrajJTepcKkue MPOBOAKHU MO y4ETy HCTOYHHUKOB aKTMBOB OpraHU3allMH Ha
OCHOBE padoyero IMiaHa CYeTOB OYXraJTepcKOro yyeTa.

[1K 2.2. BpInoaHsaTh HOpYYEHHUs] PYKOBOJICTBA B COCTaBE KOMUCCHH IO MHBEHTapU3allMHi aKTUBOB B
MeCTax UX XpaHEHHUSI.

IIK 2.6. OcymectBisath cO0p uHpOpMAIIUK O ACATEIBPHOCTH OOBEKTa BHYTPEHHETO KOHTPOJIS TIO
BBITIOJIHEHUIO TPeOOBaHMI TPABOBOM M HOPMATUBHOM 0a3bl U BHYTPEHHUX PETJIAMEHTOB.

IIK 2.7. BBITIOJHATE KOHTPOJIBHBIC MPOIEAYPHl U UX JOKYMEHTHUPOBAHUE, TOTOBUTHh M O(DOPMIIITH
3aBepuIaloIIfe MaTepPHUalIbl [0 Pe3ybTaTaM BHYTPEHHETO KOHTPOJIS.

IIK 3.2. OdopmisaTe miiaTexHbe JOKYMEHTHI JJIsi MIEPEYUCIICHUs HAJIOTOB U COOpPOB B OIOKET,
KOHTPOJHUPOBATH UX MPOXOKIECHUE TI0 PACUETHO-KACCOBBIM OAHKOBCKUM OTIEPAIUSIM.

I[IK 3.4. OdopmusaTh miaTexHble AOKYMEHTHl Ha IIEPEUMCICHHE CTPaXxOBBIX B3HOCOB BO
BHEOIO/DKETHbIE (DOHABI M HAJIOTOBBIE OPraHbl, KOHTPOJHUPOBATh HX MPOXOXKICHHE IO PaCUETHO-
KacCOBBIM OAaHKOBCKUM OTIEPALIUSIM.

IIK 4.2. CocraBnate ¢opmbl OyxranTepckoil ((pMHAHCOBOW) OTYETHOCTH B YCTAHOBJIEHHBIE
3aKOHO/IATEILCTBOM CPOKH.

IIK 4.3. CoctaBnate (0TY4ETHI) U HAJOTOBBIC JEKIApAllMd MO HalIoraM M cbopaMm B OIOIKET,
YUUTHIBas OTMEHEHHBIH eAuHblil conuanbHblii Hajmor (ECH), oTueTsl mo cTpaxoBbIM B3HOCaM B
rocy/lapcTBeHHbIE BHEOIO/KEeTHhIE (OHIBI, a Takke (OpPMBI CTAaTUCTHUYECKOH OTUETHOCTH B
YCTaHOBJICHHBIE 3aKOHOIaTE€ILCTBOM CPOKH.

I[IK 4.6. Anamu3upoBaTh (UHAHCOBO-XO3SMCTBEHHYIO JI€ATENBHOCTh, OCYIIECTBIISATH AaHAIU3
nH(pOpMaILIUY, TOTYYCHHON B XOJI€ MPOBEIEHUSI KOHTPOJILHBIX IPOIEAYD, BBISIBICHUE U OIIEHKY PUCKOB.
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IIK 4.7. IIpoBOOUTb MOHMTOPHUHI YCTPAaHEHUS MEHEPKMEHTOM BBISBICHHBIX HapYIICHU,
HEJIOCTaTKOB U PUCKOB.
1K 6.2. BecTr kaccoByI0 KHUTY C COOCTBEHHON KaCCOBOI OTUETHOCTBIO.

OK 01 Bsibuparb cnocoObl pemeHus 3agad NpoQecCHOHATBHON NEATENFHOCTH MPUMEHUTEIBFHO K
Pa3IMYHBIM KOHTEKCTaM.

OK 02 Hcmosb30BaTh COBPEMEHHBIE CPEACTBA MOMCKA, aHAJIM3a M WHTEpPHpeTanud WHPOPMAIUUA U
MH(GOPMAIMOHHBIE TEXHOJIOTUH IS BBITIOJIHEHHS 331249 PO(PECCHOHATBHOMN I TETLHOCTH.

OK 03 IlnanupoBaTh U peagr30BBIBATH COOCTBEHHOE MPO()ECCHOHANFHOE W JTUYHOCTHOE Pa3BUTHE,
MPEINPUHIMATEIBCKYIO ACATEIBHOCTh B TPOECCHOHATBHOM cepe, HCII0Ib30BaTh 3HAHUS 110 ITPABOBOW U
(MHAHCOBOW TPAMOTHOCTH B PA3JIMYHBIX )KU3HEHHBIX CHUTYaLIUsX.

OK 05 OcymecTBisiTh YCTHYIO U IHCHBMEHHYI0 KOMMYHHKAIIMIO Ha TOCYIAPCTBEHHOM  SI3BIKE
Poccuiickoit @enepanuu ¢ yueTroM 0COOEHHOCTEN COLIMATIBHOTO U KyJIbTYPHOI'O KOHTEKCTA.

OK 09. ITonb3oBatbes mpodhecCHOHATBHOM JOKYMEHTAIMe Ha rocy/lapcTBEHHOM U MHOCTPAHHOM

SI3bIKaXx.

Koo IIK/ OK

Ymenusn

3nanus

IIK 1.1. O6pabarbiBaTh
MepBUYHbIE OyXrajJTepcKue
JTIOKYMEHTBI

OK 1

OK 2

OK 3

OK 5

OK 9

V1. opopmiasiTe JOKYMEHTAILIUIO B
COOTBETCTBUHU C HOPMaTUBHOMN
0a30ii, B T. 4. C UCIIOJH30BaHUEM
MH()OPMAIMOHHBIX TEXHOJIOTHH;
V2. ucnonp30Bath
YHUQUIPOBAaHHBIE (POPMBI
JIOKYMEHTOB

Yo 01.01 pacmo3HaBaTh 3a/1a4y
W/unv mpo0iemMy B
npohecCHoHATBHOM HU/HITH
COILIMANIbHOM KOHTEKCTE;

VYo 01.02 aQHAIIM3UPOBATH
3a/1auy W/ WM po0JIeMy U BBIACIATH
€€ cocTaBHBIC YaCTH;

VYo 01.03 OIPEIEIIATh TaIlbl
pelieHus 3a/1a4u;
Vo 01.04 BBISBJIATE U

3¢ exTuBHO HCKaTh HHGOPMAIIHIO,
HEOOXOIUMYIO ISl PEIICHUS 3a1a49u
U/WY IPOOIIEMBI;

Vo 01.05 COCTaBJIATH IIaH
JICCTBHI;

VYo 01.06 OIpeaesaTh
HEOOXOIUMBIE PECYPCHI;

Y0 01.08 peanu30BbIBATh
COCTaBJIEHHBIH IUIaH;

VYo 01.09 OLICHUBAThH PE3yJIbTaT

Y TIOCIIEJCTBUS CBOUX AEHCTBUM
(caMOCTOSITENTHHO HJTU C TOMOILBIO
HACTaBHUKA);

Yo 02.03 IIJIaHUPOBATh IPOLECC
MIOUCKA; CTPYKTYpUPOBATh
MoJIy4yaeMyro HH(pOpMaIIIo

Yo 02.06 opopMIIATH
pe3ynbTaThl IOUCKA, TPUMEHSITh

31. TpeboBaHUs K
COCTAaBIIEHUIO U 0(POPMIIEHUIO
JOKYMEHTOB;

32. cucTeMbl
JOKYMEHTAIMOHHOTO
obecrieyeHust yrnpaBIeHUS;
KJIaCCU(PHUKAUIO JOKYMEHTOB
30 01.02 OCHOBHBIE
HCTOYHUKU HH(POPMALIUU U
pecypchl AJis pelieHus 3aaau
1 TIpo0JieM B
poeCCHOHAIIBHOM U/UITH
COIIMAJIbHOM KOHTEKCTE;

30 01.03 AT OPUTMBI
BBITIOJTHEHUS paboT B
npodeccuoHalbHON U
CMEXHBIX 00JIaCTsX;

30 01.04 METOEI
paboThl B IpodeccCHoHAIbHON
U CMEXHBIX chepax

30 01.07 TPYIHOCTHU U
PHUCKH, CBSI3aHHBIE C
COMYTCTBYIOIIMMHU BUJAMU
NESITENIbHOCTH, a TaKXkKe HX
MPUYMHBI U CIOCOOBI UX
MpeoTBPALLCHUS

30 02.01 HOMEHKJIaTypa
WH(OPMALMOHHBIX
UCTOYHUKOB, IPUMEHSEMBIX B
npodeccrnoHanbHO M
JeSITebHOCTH

30 02.04 COBpPEMEHHBIE
CpEnCcTBa U YCTPOUCTBA
uH(pOpMATU3ALUH, TOPSAOK
WX IPUMEHEHUS U
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cpeacTBa HHPOPMAIMOHHBIX
TEXHOJIOTMH IS PEILICHUS
npodeccroHABHBIX 33]1a4;

Yo 02.07 UCII0JIb30BATh
COBPEMEHHOE MTPOTPAaMMHOE
oOecrieueHue;

VYo 02.08 UCII0JIb30BATh
paznuyHble (POBBIE CPENCTBA IS
pereHus mpodecCHoHAIBHBIX 3a/1a4;
Yo 02.09 IPOSBIATE KYJIBTYPY
MH(POPMALMOHHON 0€30MaCHOCTH
IIPY UCTIOTb30BaHUH

Yo 03.02 IPUMEHSITh
COBPEMEHHYIO HayYHYIO
pohecCHoHANTBHYIO
TEPMUHOJIOTHIO;

VYo 05.01 rPaMOTHO U3JIaraTh
CBOM MBICITH U 0(hOPMITATH
JOKYMEHTHI 10 Mpo¢deCcCHOHATbHON
TEMaTHUKE Ha TOCYapCTBEHHOM
SI3BIKE

Y0 09.01 MOHUMATb OOIIUIA
CMBICII YETKO TIPOU3HECEHHBIX
BBICKa3bIBAHUH HA N3BECTHBIC TEMBI
(mpodeccronanbHbIE U OBITOBBIC),
MMOHUMATh TEKCThI Ha Oa30BbIE
npohecCHOHATbHBIC TEMBI;

VYo 09.05 MUCaTh MPOCTHIE
CBSI3HBIE COOOILIEHUSI HA 3HAKOMbIE
WM UHTEPECYIOIIHe
npoecCHoHATBHBIC TEMbI

IPOrpaMMHOE 0OECIICUCHIE B
npodeccrnoHaIbHO I
JIESITEIBHOCTH B TOM YHUCJIE C
UCTIOJIb30BaHUEM IU(POBBIX
CPEJCTB;

30 02.05 HOPMBI
MH(OPMaLMOHHON
0€30MacHOCTH IIPU
HCII0JIb30BAHUU
MH(OPMALMOHHO-
KOMMYHHUKAIIHOHHBIX
TEXHOJIOTUI

30 03.01 coJiep>KaHue
aKTyaJIbHON HOPMATHUBHO-
IIPaBOBOM JIOKYMEHTALNH;
30 03.02 COBpEMEHHas
Hay4Has U
npodeccuoHaibHas
TEPMUHOJIOTHSI

30 03.04 OCHOBBI
MpEINTPUHUMATETCKOMN
JESITeIbHOCTH; OCHOBBI
(¢buHaHCOBON TPaMOTHOCTH
30 05.02 npaBuia
o(hopMIICHHS TOKYMEHTOB U
HOCTPOEHUS YCTHBIX
COO0OIIEHNH

30 09.03 JIEKCUYECKUU
MUHHMYM, OTHOCSILIUICS K
ONMCAHUIO NPEIMETOB,
CPEZCTB U IPOIIECCOB

npohecCuoOHAIBHOM
JESITeNIbHOCTH;
30 09.05 npaBuia
YTEHUS TEKCTOB
npoheCcCUOHATBHOM
HAIPaBJICHHOCTH
IIK 1.2. Pa3pabaTsiBaTh 1 V4. ocBanBaTh TEXHOJIOTHH 33. nougrue, ey, 3a0a41 1
COTJIACOBBIBATH C aBTOMAaTU3UPOBAHHOM 00pabOTKU MIPUHIIMIIBI
PYKOBOJICTBOM JTOKYMEHTaIluu JIEJIONTPOU3BOICTBA
opranu3zanuu padbouwnii minan | Yo 01.05 COCTaBJIATH ILJIaH 30 01.02 OCHOBHBIE
CYETOB OYXTaJTepPCKOTO NeNCTBUIA; HUCTOYHUKU WHPOPMALIUU U
ydera OpraHu3anuu VYo 01.06 OIPENICIIATh pecypcsl I peleHus 3a1a4
OK 1 HEOOXO0IUMBIE PECYPCHI; U ipo0JsIeM B
OK 2 Yo 01.07 BIIAJICTh npo¢eccuOHaTLHOM U/UITH
OK 3 aKTyallbHBIMH METO/1aMU paboTHI B COLMAJIbHOM KOHTEKCTE;
OK 5 npoecCHOHATBHON U CMEKHBIX 30 01.03 AJITOPUTMBI
OK9 chepax; BBITIOJTHEHHS paboT B
Yo 01.08 pean30BbIBATh npo¢ecCHOHATILHON U
COCTaBJICHHBIN IJ1aH; CMEXHBIX 00NIacTsX;
Yo 01.09 oneHuBarth pesynbrar | 3o 01.04 METO/IbI

U IIOCJIEACTBUSI CBOUX NEUCTBUI

paboThl B podhecCHoHaNBLHOM
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(caMOCTOSITENHHO MITH C TOMOILBIO
HaCTaBHUKA);

Yo 01.10 YUUTBIBaTh
BPEMEHHBIE OTPAHUYEHUS H CPOKU
MIPU PELIeHUU MPO(PEeCCHOHATBHBIX
3aza4;

Yo 02.05 OIICHUBATH
NPaKTUIECKYIO 3HAUUMOCTh
pe3yIbTaTOB MOMCKA;

Yo 02.06 opopMIIATH
pe3yabTATHI MOWCKA, TPUMEHSTH
cpeacTBa MHPOPMAITMOHHBIX
TEXHOJIOTUH JUIS PeIICHHS
npoecCHoHANBHBIX 3a]1a4;

Yo 02.07 UCII0JIb30BATh
COBPEMEHHOE MTPOTPAMMHOE
oOecrieueHue;

VYo 02.08 UCII0JIb30BATh
paznuuHble (POBEIE CpeNCTBa IS
petreHus mpodecCHoHATBHBIX 3a/1a4;
Yo 02.09 MPOSIBIATE KYJIBTYPY
nH(pOpMaMOHHON 6€30MaCHOCTH
MIPH UCTIOJIb30BAHUHT

Yo 03.02 IIPUMEHSATH
COBPEMEHHYIO HAyYHYIO
pohecCHOHANTBHYIO
TEPMHUHOJIOTHIO;

Yo 05.01 rpaMOTHO U3JIarath
CBOM MBICIIH U OPOPMIISTD
JOKYMEHTHI 110 Mpo¢deCcCHOHATBHON
TeMaTHKe Ha rOCYAapCTBEHHOM
SI3BIKE;

Yo 09.01 MOHUMATb OOt
CMBICIT YETKO TPOU3HECEHHBIX
BBICKA3bIBaHUI Ha U3BECTHHIC TEMBbI
(mpodeccroHanbHbIE U OBITOBBIC),
MOHUMATh TEKCThI Ha Oa30BbIC
npodeccuoHanbHbIe TEMBI;

Y0 09.02 y4acTBOBATh B
JMaiorax Ha 3HaKOMbIe OOIIHe U
npodeccuoHanbHbIe TEMBI;

Y0 09.03 CTPOUTH IPOCTHIE
BBICKa3bIBaHUs O cebe U 0 cBoei
npodeccuoHanbHOM e TEIbHOCTH;
Yo 09.05 IIUCaTh MPOCTHIE
CBSI3HBIE COOOIICHUS HA 3HAKOMBIE
WIN UHTEpECYIoLne
po¢ecCHOHATIBHBIE TEMBI

U CMEXHBIX chepax

30 01.07 TPYAHOCTHU U
PHICKH, CBSI3aHHBIE C
COIYTCTBYIOIIUMH BHIAMH
JEeSITeBHOCTH, a TAKXKE MX
NPUYHHBI B CTIOCOOBI UX
NPEIOTBPAICHHUS;

30 01.08 3HAYUMOCTb
TUTAHUPOBAHUSI BCETO
pabouero npoiiecca, Kak
BBICTpanBatTh 3P PeKTUBHYIO
paboTy U pacrpeaensiTh
pabouee Bpems

30 02.01 HOMEHKJIAaTypa
MH(OPMALMOHHBIX
HUCTOYHUKOB, IIPUMEHSIEMBIX B
npodecCuoHaAIbHOU
JeSITeITbHOCTH

30 02.04 COBpPEMEHHBIE
CpEICTBA M YCTPOUCTBA
nH(pOpMaTU3aALNU, TOPSAOK
WX PUMEHEHUS U
porpaMMHO€e oOecIieueHue B
npodecCuoOHATBHOU
JEeSITETPHOCTH B TOM YHCIIE C
MCIO0JIb30BaHUEM U POBBIX
CpEICTB

30 03.02 COBpEMEHHas
Hay4yHas U
npodeccuoHabHas
TEPMHUHOJIOTHS

30 03.04 OCHOBBI
MpeaPUHUMATEIbCKOM
JESITeIbHOCTH; OCHOBBI
(¢buHaHCOBON T'PaMOTHOCTH
30 05.02 npaBuia
odopMIIeHHS TOKYyMEHTOB U
MOCTPOCHHUS YCTHBIX
COO0OIIEHUN

IIK 2.1. ®opmupoBaTh
OyXranTepckue MpOBOAKH
10 Y4€TY UCTOYHHUKOB
aKTMBOB OpraHMU3alMK Ha

V1. obopMISITh TOKyMEHTAIUIO B
COOTBETCTBUU C HOPMATUBHOM
0a30if, B T. 4. C HUCIIOJIb30BaHUEM
MH(OPMAIIMOHHBIX TEXHOJIOTUH;

34. 0CHOBHBIE HOHITHS
JOKYMEHTAIMOHHOTO
obecrieyeHust ypaBIeHUS;
35. opranuzanuio
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OCHOBE pabodero riaHa
CUETOB OYXTaJITEpPCKOTO
ydera
OK 1
OK 2
OK 3
OK'5
OK9

V2. ncrnosip30Bath
YHUDUITUPOBAHHBIE (POPMBI
JOKYMEHTOB;

V¥3. ncrnoisip3oBathb
TEJIEKOMMYHHUKAIIMOHHBIE
TEXHOJIOTUH B AJIEKTPOHHOM
JIOKyMEHTO000pOTE;

V5. oCylecTBIATh XpaHEHUE U
MIOHCK JOKYMEHTOB

VYo 01.05 COCTaBJIATH IUIaH
JICUCTBHI,

Yo 01.06 OTIPEEIATh
HE0OX0IMMBbIE PECYPCHI;

Yo 01.07 BIAJIETH

AKTYaJIbHBIMH MCTOAaMHU pa6OTI)I B
1poheCcCUOHANTBHOM U CMEKHBIX

chepax;

Yo 01.08 peaTn30BHIBAThH
COCTaBJICHHBIH IIJIaH;

Yo 01.09 OLICHUBATH PE3YNIBTAT

M TIOCJIEACTBUS CBOUX NECHCTBUH
(caMOCTOSITENIEHO UJTH C TOMOUIBIO
HaCTaBHUKA);

Yo 01.10 YYHUTHIBATH
BpEMEHHBIE OTPAaHUYEHUS U CPOKHU
MIPH perieHny npodhecCHOHATbHBIX
3azay;

VYo 02.05 OILICHUBATHL
MPaKTUYECKYIO0 3HAYUMOCTD
pe3yNbTaTOB MOUCKA;

Yo 02.06 ohopMIIITh
pe3yNbTaThl IOUCKA, TPUMEHSTh
cpeacTBa MHGOPMAIMOHHBIX
TEXHOJIOT Ul IS pelIeHUs
npodeccuoHanbHbIX 331a4;

Yo 02.07 UCII0JIb30BaTh
COBPEMEHHOE MPOrPaAMMHOE
o0OecIeyeHue;

Y0 02.08 UCII0JIb30BaTh
paznuuHble nUdpPOBBIE CPECTBA IS
petieHus mpodeccuoHanbHbIX 33a4;
Yo 02.09 HPOSIBIATH KYJIBTYPY
nHpOopMaIMoOHHOM 0€30MMacHOCTH
IPU UCTIOJIb30BAHUU

Yo 03.02 IIPUMEHSATH
COBPEMEHHYIO HAYYHYIO
npoeCcCHOHATBHYIO
TEPMHHOJIOTHIO;

Yo 05.01 rPaMOTHO U3JIaraTh
CBOU MBICITH U OPOPMIISTH
JOKYMEHTBI 10 NPO(HeCcCHOHATBHOM
TEMATHKE Ha FOCYapCTBEHHOM

JOKYMEHTO000pOTa: MPHEM,
00paboTKy, pEerucTpalmio,
KOHTPOJIb, XpaHEHUE
JTIOKYMEHTOB, HOMEHKJIATYPY
bi(Sh)

30 01.01 aKTyaJIbHBIN
npo¢eCCUOHANBHBIN U
COIIMAIBHBINA KOHTEKCT, B
KOTOPOM MPUXOIUTCS
paboTaTh U KUTh;

30 01.02 OCHOBHBIC
HUCTOYHUKU WHPOPMALIUU U
pecypchl AJis peleHus 3aaau
U ipo6iieM B
npoeCCUOHAIBHOM U/UITH
COIMATEHOM KOHTEKCTE;

30 01.03 AJITOPUTMBI
BBITIOJTHEHHSI paloT B
npo¢eCCHOHAIBHON 1
CMEXKHBIX 00JIACTSIX;

30 01.04 METOJIBI
paboThl B IpoecCHOHATBHON
U CMEXHBIX chepax

30 01.07 TPYIHOCTH U
PHUCKH, CBS3aHHBIC C
COMYTCTBYIOIIMMHU BUJAMU
JESITEIbHOCTH, a TaKXkKe HX
MPUYMHBI U CIOCOOBI UX
MpeI0TBPALLEHUS

30 02.01 HOMEHKJIaTypa
WH(pOPMaITMOHHBIX
HCTOYHUKOB, IPUMEHSIEMBIX B
npoheCcCuOHAIBHOM
NESITeNIbHOCTH;

30 02.02 MIPUEMBI
CTPYKTYpPUPOBAHHUS
nHpopManuu;

30 02.03 dbopmar
odopMIIeHHS PE3yabTATOB
MOMCKa HH(POpMAIUH;

30 02.04 COBpPEMEHHbIEC
CpeICTBa U YCTPONCTBA
uH(pOpMaTU3ALNU, TTOPSAOK
UX IPUMEHEHUS U
pOrpaMMHOE 0OeCTIeYeHHE B
npodeccrnoHanbHO M
JESTEIbHOCTH B TOM YHCIIE C
UCIOJIb30BaHNEM U POBHIX

CPEJCTB;
30 02.05 HOPMBI
UH(POPMALMOHHOM

0€3011aCHOCTH IIpU
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SI3BIKE;

Y0 09.01 MMOHUMATh OOIINIA
CMBICIT Y€TKO TPOU3HECEHHBIX
BBICKa3bIBAHMI HA H3BECTHBIC TEMBI
(mpodeccroHanbHBIC U OBITOBEIC),
MMOHUMAaTh TEKCThI Ha 0a30BbIC
npodeccHoHaTbLHBIC TEMBI,

Yo 09.02 y4acTBOBATh B
JUaorax Ha 3HaKOMbIe o0IIue U
npodeccHoHaATbHBIC TEMBI,

Y0 09.03 CTPOUTH MPOCTHIE
BBICKa3bIBaHUs O ceOe U 0 CBOCH
pohecCHoHATBHOM JIeATeTFHOCTH;
VYo 09.05 NUCaTh MPOCTHIE
CBSI3HBIE COOOIICHHS HA 3HAKOMBIE
WM HHTEPECYIOIIHE
npodeccuoHaNbHBIE TEMbI

MCII0JIb30BAHUU
UH(POPMALMOHHO-
KOMMYHHKaIIMOHHBIX
TEXHOJIOTHIi;

30 03.01 coJiep>KaHue
aKTyaJIbHON HOPMATHUBHO-
IIPaBOBOM JTOKYMEHTALNH;
30 03.02 COBpPEMEHHas
Hay4yHas U
npodeccuoHaibHas
TEPMHUHOJIOT U

30 03.04 OCHOBBI
MpEATPUHUMATETBCKOMN
JIESITEIbHOCTH; OCHOBBI
(uHAHCOBOW T'PaMOTHOCTH
30 05.02 npaBuiia
o(hopMIICHHS TOKYMEHTOB U
MIOCTPOEHHUS YCTHBIX

COOOIIEHNH
30 09.05 npaBuia
YTEHUS TEKCTOB
npoecCuoHATBHOM
HaIpaBJIEHHOCTH
[1IK 2.2. BeinoiHsATh V2. ucnonp30Bath 32. cucTteMbl
MOPYYeHUSI PYKOBOJICTBA B | YHU(DHUIIMPOBaHHBIE (POPMBI JIOKYMEHTAITMOHHOTO
COCTaB€ KOMUCCHH T10 JIOKYMEHTOB; obecriedeHust yrpaBIeHUS;
MHBEHTapHU3allMy aKTUBOB B | Y 3. UCIIOJIB30BATh KJIaCCU(PHUKAIUIO
MECTax UX XpaHEHUs TEJIEKOMMYHUKAIIMOHHBIE JIOKYMEHTOB;
OK 1 TEXHOJIOTHH B DJIEKTPOHHOM 34. OCHOBHBIE IOHATHUS
OK 2 JTIOKYMEHTO000pOTE JIOKYMEHTAllHOHHOTO
OK 3 Yo 01.05 COCTaBJIATH IJIaH obOecrieueHusl yIpaBIeHUs
OK 5 JICHCTBHI, 30 01.02 OCHOBHEIE
OK 9 VYo 01.06 OIpENEATh HMCTOYHHUKHU MH(OpMaIuu 1
HE0OXO0IUMBIE PECYPCHI; pecypcehl i pelIeHus 3a1au
VYo 01.07 BJIAJIETH U Ipo0JsIeM B

aKTyaJlbHBIMH METO/1aMU paboThHI B
npodeccuoHanbHOM U CMEXHBIX

chepax;

Y0 01.08 peanu30BbIBATh
COCTaBIICHHBI TUIaH;

VYo 01.09 OLICHUBATh PE3yJIbTaT

U TIOCTIEICTBUS CBOUX JCHCTBHIA
(caMOCTOSITENNFHO UJTH C TOMOIIBIO
HACTaBHHKA);

Yo 01.10 YYHUTBIBATH
BpPEMEHHbBIE OIPaHUYEHHS U CPOKU
IpHU peLIeHnH Mpo(ecCHOHaTbHBIX

poeCCHOHAIIBHOM W/HUITH
COIIMAJIbHOM KOHTEKCTE;

30 01.03 aITOPUTMBbI
BBITIOJTHEHHS paboT B
npodeccroHanbHOM U
CMEXHBIX 005IacTsX;

30 01.04 METObI
paboThl B IpodeccHoHAIbHON
U CMEXHBIX chepax

30 01.07 TPYIHOCTHU U
PHUCKH, CBSI3aHHBIE C
COMYTCTBYIOIIMMHU BUJAMU

3az1ad4; JEATENBHOCTH, a TAKXKe UX
Yo 02.05 OLICHUBATH OPUYUHBI U CIOCOOBI UX
IPAKTHYECKYIO 3HAYUMOCTb IIPEIOTBPALLEHUS
pe3yJIbTaTOB MTOMCKA; 30 02.01 HOMEHKJIaTypa
Yo 02.06 0popMIISTh MH(POPMALMOHHBIX
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pe3yabTAThI MOUCKA, TPUMEHSTh
cpeacTBa HHPOPMAIMOHHBIX
TEXHOJIOTMH IS PEILICHUS
npodecCHOHANBHBIX 33]1a4;

Yo 02.07 UCII0JIb30BATh
COBPEMEHHOE MTPOTPAMMHOE
oOecrieueHue;

Yo 02.08 HCII0JIb30BATh
paznuyHble (POBBIE CPENCTBA IS
pereHus mpodecCHoHAIBHBIX 3a/1a4;
Yo 02.09 IPOSBIIATE KYJIBTYPY
MH(POPMALMOHHON 0€30MaCHOCTH
MIPH UCTIOIBb30BaHUH

Yo 03.02 IPUMEHSITh
COBPEMEHHYIO HayYHYIO
pohecCHoHANTBHYIO
TEPMUHOJIOTHIO;

VYo 05.01 rPaMOTHO U3JIaraTh
CBOM MBICITH U 0(hOPMITATH
JOKYMEHTHI 110 Mpo¢eCcCHOHATbHON
TEMaTHKE Ha TOCYIapCTBEHHOM
SI3BIKE;

Y0 09.01 MOHUMATb OOIINIA
CMBICII YETKO TIPOM3HECEHHBIX
BBICKA3bIBAHNI HA H3BECTHBIC TEMBI
(mpodeccronanbHbIE U OBITOBBIC),
MMOHUMATh TEKCThI Ha Oa30BbIE
npoecCHOHATBHBIC TEMBI;

Vo0 09.02 y4aCTBOBATh B
Jyaniorax Ha 3HaKoMble OOIIHe U
npoecCHOHATBHBIC TEMBI;

VYo 09.03 CTPOUTH MPOCTHIE
BBICKa3bIBaHUs O cebe U 0 cBoei
npodeccuoHanbHOM NesTeNbHOCTH;
VYo 09.05 MUCaTh MPOCTHIC
CBSI3HBIE COOOILIEHUSI HA 3HAKOMbIE
WIM UHTEPECYIOIIHE
npodeccuoHanbHbIe TEMBI

MCTOYHUKOB, IPUMEHSEMBIX B
npodeccrnoHaIbHO I
JIESITEIbHOCTU

30 02.04 COBPEMEHHBIE
CpEACTBA U YCTPOUCTBA
uH(pOpMaTU3aALNU, TOPSAOK
UX IPUMEHEHHS U
porpaMMHoOe o0OecrieyeHue B
npodecCuoHaIbHOM
JIESITEIbBHOCTH B TOM YHCJIE C
MCTIOJIb30BaHNEM U (POBBIX
CPEJCTB;

30 02.05 HOPMBI
MH(OPMaLOHHON
0€30MacHOCTH MPU
HCII0JIb30BAHUU
MH(OPMALMOHHO-
KOMMYHHUKAIIHOHHBIX
TEXHOJIOTHI1

30 03.01 COJIepKaHue
aKTyaJIbHON HOPMATHUBHO-
IIPaBOBOM JIOKYMEHTAllNH;
30 03.02 COBpEMEHHas
Hay4yHas U
npodeccuoHanbHas
TEPMHUHOJIOTHS

30 03.04 OCHOBBI
MpEaNTPUHUMATETCKON
JeSITeIbHOCTH; OCHOBBI
(hMHAHCOBOW TPAMOTHOCTH
30 05.02 npaBuia
odopMIIeHHS TOKYyMEHTOB U
MOCTPOCHHUS YCTHBIX
COO00IIEHNI

30 09.03 JIEKCUYECKUU
MUHUMYM, OTHOCSIIHICS K
OTHMCAHUIO MPEAMETOB,
CPEICTB U MPOIIECCOB
npodeccrnoHanbHO N
NESITENIbHOCTH;

30 09.05 npaBuia
YTEHUS TEKCTOB
npodeccrnoHanbHOI
HAIPaBJICHHOCTH

IIK 2.6. OcymecTBisATh
cOop uHpopMaLuu 0
JeATeNbHOCTH O0bEKTa
BHYTPEHHETO KOHTPOJIS 1O
BBITNIOJTHEHUIO TpeOOBaHUM
[IPpaBOBOM U HOPMATUBHOU
0a3bl ¥ BHYTPEHHUX
pErIaMeHTOB

¥3. ncrnosp3oBarth
TEJIEKOMMYHHUKAIIHOHHBIE
TEXHOJIOTUH B AJIEKTPOHHOM
JOKYMEHTO000pOTE;

V4. ocBauBaTh TEXHOJIOTUU
aBTOMAaTH3UPOBaHHOM 006pabOTKH
JOKYMEHTAIU!

Yo 01.04 BBISIBIISITH U

34. 0CHOBHBIE HOHITHS
JTOKYMEHTAIMOHHOTO
obecrieyeHust yrpaBIeHUS;
35. opranusanuto
JOKYMEHTO000pOTa: MpHEM,
00paboTKy, perucTpanmio,
KOHTPOJIb, XpaHCHHE
JIOKYMEHTOB, HOMEHKIIATypy
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OK'1
OK 2
OK 3
OK 5
OK 9

3P PEeKTUBHO UCKATh HHPOPMALIUIO,
HEOOXOAUMYIO JUIS PEIICHHS 3a/1a41
W/ IpoOIeMBbI

Yo 01.06 OIpeesaTh
HEO0OXO0IUMBIEC PECYPCHI;

Yo 01.07 BJIQ/IETh
aKTyaJIbHBIMH METOJaMH PabOTHI B
po(ecCHOHATLHOM U CMEKHBIX
chepax;

Yo 01.10 YUUTHIBaTh
BPEMEHHBIEC OTPAaHUYCHUS U CPOKU
IpY peUIeHnH Mpo(ecCHOHATBHBIX
3ajaq;

Yo 01.11 BIAJIETH
aKTyaJIbHBIMH METOJaMH PaOOTHI B
1poheCcCUOHANTBHOM U CMEKHBIX
chepax

Y0 02.01 OTIPENIETISATh 3a/1a4l
JUIs TTIOMCKa MHGOpMaIuu;

Y0 02.02 OIIpeNenATh
HEO0O0XOUMBIE HCTOYHUKH
nHpopmanuy;

Vo 02.03 MJIAHUPOBATH MTPOLIECC
MOWCKA; CTPYKTYPHUPOBATh
MoJIy4aeMyro HHGOpMaIHIO;

Yo 02.04 BBLIEIATh Hanbolee
3HaYMMOE B IepeuHe HHPopMaIuy;
VYo 02.05 OILICHUBATHL
MPaKTUYECKYIO0 3HAYUMOCTD
pe3yNbTaTOB MOUCKA;

Yo 02.06 ohopMIIITh
pe3yNbTaThl IOUCKA, TPUMEHSTh
cpeacTBa MHGOPMAIMOHHBIX
TEXHOJIOT Ul IS pelIeHUs
npodeccuoHanbHbIX 331a4;

Yo 02.07 UCII0JIb30BaTh
COBPEMEHHOE MPOrPaMMHOE
o0OecIeyeHue;

Y0 02.08 UCII0JIb30BaTh
paznuuHbie HU(POBBIE CPEACTBA AT
petieHus mpodeccuoHanbHbIX 33a4;
Yo 02.09 HPOSIBIATH KYJIBTYPY
nHpOopMaIMoOHHOM 0€30MMacHOCTH
IPU UCTIOJIb30BAHUU
UH(POPMALMOHHO-
KOMMYHUKAIIMOHHBIX TEXHOJIOTUH
Yo 03.01 OTIPENEIIATh
aKTyaJIbHOCTh HOPMATHBHO-
PABOBOM JTOKYMEHTAIIUU B
npodecCHOHATBHOM I TETbHOCTH;
Yo 03.02 IPUMEHSTD
COBPEMEHHYIO HayYHYIO

bi(Sh)
30 01.01 aKTyaJIbHBIN
npodeccuoHaNbHBIN U
COIIMAJIbHBINA KOHTEKCT, B
KOTOPOM MPUXOIUTCS
paboTaTh U KUTh;

30 01.02 OCHOBHBIE
HUCTOYHUKU WHPOPMAITUU U
pecypchl AJis pelleHus 3a1a4
U 1po6iieM B
npodeccnoHaTEHOM H/UITH
COIIMAJIbBHOM KOHTEKCTE;

30 01.03 aJITOPUTMBI
BBITIOJTHEHHS paloT B
npo¢eCCHOHAIBHON 1
CMEIKHBIX 001aCTIX;

30 01.04 METOIbI
paboThl B TpodeccCHOoHAIBHON
U CMEXHBIX chepax

30 01.07 TPYIHOCTH U
PHUCKH, CBS3aHHBIC C
COTYTCTBYIOIIMMHU BHIAMHU
JEeSITeTbHOCTH, a TAKXKE UX
MIPUYXHBI B CTIOCOOBI UX
MPEI0 TBPAILICHHSI

30 02.01 HOMEHKJIaTypa
WH(pOPMaITMOHHBIX
HCTOYHUKOB, IPUMEHSIEMBIX B
npodeCcCHoOHATBHOM
JeSITeNIbHOCTH;

30 02.02 MIPUEMBI
CTPYKTYpPUPOBAHHUS
nHpopManuu;

30 02.03 dbopmar
odopMIIeHHs PE3yIbTATOB
MOoMCKa HHPOpMAIUY;

30 02.04 COBpPEMEHHBIEC
CpEeICTBa U YCTPONCTBA
uH(pOpMAaTU3ALNU, TTOPSAOK
UX IPUMEHEHUS U
porpaMMHOE 0OecIieYeHHE B
npodeccrnoHanbHO I
JESITEIbHOCTH B TOM YHUCIIE C
UCI0JIb30BaHNEM U POBBIX
CPEICTB;

30 02.05 HOPMBI
UH(POPMALMOHHOM
0e301acHOCTH IIpU
UCIOJIb30BaHUU
UH(POPMALMOHHO-
KOMMYHHKAITHOHHBIX
TEXHOJIOTHI;
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podecCHOHATBHYIO
TEPMUHOJIOTHIO;

Yo 03.10 IPUMEHSITD
HCCIIEI0BATENILCKUE TIPUEMBI U
HaBBIKH, YTOOBI OBITH B Kypce
MOCTICTHUX OTPACIEBBIX PEIICHUN
Yo 05.01 rPaMOTHO U3JIaraTh

CBOM MBICIIH U 0(hOPMIIATH
JOKYMEHTHI 110 po¢eCCUOHATBHON
TEMaTHKE Ha rOCYapCTBEHHOM
SI3BIKE;

Y0 09.01 MOHUMATb OOIINIA
CMBICIT Y€TKO TTPON3HECEHHBIX
BBICKa3bIBAHWI HA H3BECTHBIC TEMBI
(mpodeccroHaIbHbIE U OBITOBBIE),
MMOHUMATh TEKCTHI Ha OA30BbIE
npo¢hecCuoHaIbHBIE TEMBI;

Y0 09.02 y4acTBOBATh B
IHMaIorax Ha 3HaKOMEBIE OOIIie U
npoecCuoHaTbHBIE TEMBI;

Y0 09.03 CTPOUTH MPOCTHIE
BBICKAa3bIBaHUA O ceO€ U O CBOEH
pohecCHOHATBHOM JIeATETLHOCTH;
Yo 09.04 KpaTKO 000CHOBHIBATH
1 OOBSICHATH CBOU JCHCTBUS
(Texymue U MIaHupyeMbIe);

VYo 09.05 MMCaTh MPOCTHIC
CBSI3HBIE COOOILIEHUSI HA 3HAKOMbIE
WM UHTEPECYIOIIHe
npoecCHoHaTbHBIC TEMbI

30 03.01 coJiep>KaHue
aKTyaJIbHON HOPMATUBHO-
IIPaBOBOM JJOKYMEHTALlUH;
30 03.02 COBpEMEHHAas
Hay4Has U
npodeccuoHaibHas
TEPMUHOJIOTHSI

30 03.04 OCHOBBI
MPEATPUHUMATETCKON
JIESITEIbHOCTH; OCHOBBI
(¢uHaHCOBOI I'PaMOTHOCTH
30 05.02 IpaBuiia
o(hopMIIeHHS TOKYMEHTOB U
MOCTPOEHHS YCTHBIX
coo01eHni

30 09.05 npaBuiia
YTEHUS TEKCTOB
npodecCuoHaAIbHOM
HAIpPaBJIEHHOCTH

IIK 2.7. BeImtoyiHATE
KOHTPOJIbHBIC TTPOLICTYPHI
WX JIOKYMEHTHUPOBAHHUE,
TOTOBHUTH ¥ 0(DOPMIISITH
3aBEPIIAIOIINE MaTEPHAIIBI
10 pe3yabTaTaM
BHYTPEHHETO KOHTPOJIS
OK 1

OK 2

OK 3

OK 5

OK 9

V4. ocBauBaTh TEXHOJOTUH
ABTOMAaTHU3UPOBAHHON 00pabOTKH
JOKYMEHTAI1H;

V5. ocylecTBiIsATh XpaHEHHUE U
MOMCK JIOKYMEHTOB

Yo 01.04 BBISIBJIATD U

3¢ exTUBHO HCKaTh HHPOPMAIIHIO,
HEOOXOUMYIO JUIS PEIICHUS 3a/1a4H
U/WTU TIPOOIIEMBI

Vo 01.06 OIpeaesaTh
HE0OXO0IUMBIE PECYPCHI;
VYo 01.07 BJIAJIETH

aKTyaJlbHBIMH METOJJaMH pabOThI B
npoecCHOHATBLHON U CMEKHBIX
chepax;

Yo 01.10 YYHUTBIBATH
BPEMEHHBIE OIPAaHUYEHUS U CPOKU
IpHU peLIeHnH Mpo(ecCHOHaTbHBIX
3ajauy;

Vo 01.11 BJIAJIETH

35. opranuzanuio
JIOKYMEHTO000pOTa: MPUEM,
00paboTKy, pErUCTPAIIHIO,
KOHTPOJIb, XpaHEHUE
JIOKYyMEHTOB, HOMEHKJIATypy
Jen

30 01.03 AITOPUTMBbI
BBITIOJTHEHHS paboT B
npodeccuoHalbHOM U
CMEXHBIX 005IacTsX;

30 01.04 METObI
paboThl B IpodeccHoHAIbHON
U CMEXHBIX chepax

30 02.01 HOMEHKJIaTypa
UH(OPMALTMOHHBIX
HMCTOYHUKOB, MPUMEHSIEMBIX B
npodeccrnoHanbHO M
NESITENIbHOCTH;

30 02.02 IIPUEMBI
CTPYKTYpPUPOBAHHUS
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AKTYaJIbHBIMH MCTOJaMU pa60TbI B
podecCHOHABHON B CMEXHBIX

chepax

Y0 02.01 OIIPeNIETATh 3a/1a4l
JUTsl TIOMCKa MH(OpPMAIUY;

Yo 02.02 OTIpEeNIeNATh
HEO0OXOAMMbIE UCTOYHUKHU
UH(pOpMaINH;

Yo 02.03 MJIAaHUPOBATH MPOIECC

MIOWICKA; CTPYKTYPHPOBATH
HOJTy9aeMyro HH(OPMAIHIO;

Yo 02.04 BBIJICTISITH HanboJiee
3HAYUMOC B IepeuHe HHPOPMAITUH;
Yo 02.05 OIICHUBATH
MPAKTUIECKYIO0 3HAYUMOCTh
pE3yJIbTaTOB TIONCKA;

Yo 02.06 0pOpMIATH
pe3yNIbTaThI IOUCKA, TPUMEHSTh
cpenctBa HHGOPMAITMOHHBIX
TEXHOJIOT U JUTSl pEIICHHUS
npodecCHoHANBHBIX 3a]1a4;

Yo 02.07 WCII0JIb30BATh
COBPEMEHHOE IMPOTrPAMMHOE
oOecrieueHue;

Y0 02.08 WCII0JIb30BATh
pasnuyHble IM(PPOBBIE CPEeCTBA IS
pelieHus npoQeccuoHalbHbIX 3a1a4;
VYo 02.09 MPOSIBIIATE KYJIBTYPY
WH(POPMAITMOHHOHN 6€30TIaCHOCTH
P UCTIOJIb30BaHUU
WH(POPMAITMOHHO-
KOMMYHUKAIIMOHHBIX TEXHOJIOTUN
VYo 03.01 OIpEaEsATh
aKTyaJIbHOCTh HOPMATHBHO-
IPaBOBOM JOKYMEHTAIIUU B
npodeccuoHanbHOM NesTeNbHOCTH;
Vo0 03.02 MIPUMEHSITh
COBPEMEHHYIO HAY4YHYIO
npodeccuoHanbHy0
TEPMHUHOJIOTHIO;

Yo 03.10 MIPUMEHSITh
UCCIIEJIOBATENLCKUE TPUEMBI U
HaBBIKH, YTOOBI OBITH B Kypce
MOCIIEHUX OTPACIEBbIX PEIICHUN
Yo 05.01 rPaMOTHO U3JIaraTh
CBOU MBICIIH U OPOPMIISTH
JOKYMEHTHI 10 MpoheCCHOHATBHON
TEeMaTHKe Ha TOCYAapCTBEHHOM
SI3BIKE;

Vo 09.01 IMOHUMATEL OOIIHIA
CMBICIT Y€TKO TPOU3HECEHHBIX
BBICKa3bIBAHNI HA U3BECTHBIC TEMBI

uHpOpMAIINH;

30 02.03 ¢dopmar
oopMIICHHS Pe3yIIbTaTOB
MOMCKa MHPOPMALIUY;

30 02.04 COBPEMEHHBIE
CpPEACTBA U YCTPOUCTBA
uH(popMaTu3aImu, Nopsa0K
UX IPUMEHEHHS U
nporpaMMHoe o0OecIieueHue B
npodecCuoOHAIbHOM
JEeSITETbHOCTH B TOM YHCJIE C
UCTIOJIb30BaHNEM U (POBBIX
CpPE/CTB;

30 02.05 HOPMBI
MH(OPMaLOHHON
0€30MacHOCTH MPU
MCTIOJIb30BaHNHT
MH(OPMALMOHHO-
KOMMYHHUKAITHOHHBIX
TEXHOJIOTHIi;

30 09.03 JIEKCHYECKHUU
MUHHMYM, OTHOCSIIITUICS K
OTIMCaHMIO MPEIMETOB,
CpPEZICTB U TIPOIIECCOB
npoecCuoHATBHOM
JeSITeNIbHOCTH;

30 09.05 npaBuia
YTEHHSI TEKCTOB
npodeCcCHoOHATBHOM
HAIPaBJIEHHOCTH
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(mpodeccroHanbHBIC U OBITOBEIC),
MMOHUMATh TEKCThI Ha Oa30BBIC
podecCUOHAIBHBIC TEMBI;

VYo 09.02 y4acTBOBATh B
JMaNIoTax Ha 3HAKOMBIE OOIIHe U
npodeccHoHaATBEHBIC TEMBI,

Y0 09.03 CTPOUTH MPOCTHIE
BBICKA3bIBAaHUA O ceO€ U O CBOEH
npodeccHoHaATEHOM I TEIILHOCTH,
VYo 09.04 KpaTKO 000CHOBHIBATH
U OOBSICHATH CBOU JICHCTBHSI
(Texkyliue U MiIaHupyeMble);

VYo 09.05 NUcaTh MPOCTHIE
CBSI3HBIE COOOIICHHS HA 3HAKOMBIE
WM HHTEPECYIOIIHE
1pohecCHoHATbHBIE TEMBI

I1K 3.2. Odopmnsate
TJIATEKHBIE TOKYMEHTBI TS
TIePEYHCIICHUS] HAJIOTOB H
cOOpOB B OIOIKET,
KOHTPOJIMPOBATH UX
MIPOXOKICHHE TI0 PACUETHO-
KacCOBBIM OaHKOBCKUM
oTepanusam

OK1

OK 2

OK 3

OK 5

OK 9

V1. opopmiasiTe JOKYMEHTAILIUIO B
COOTBETCTBUHU C HOPMaTUBHOM
0a30ii, B T. 4. C UCIIOJH30BaHUEM
MH()OPMAIMOHHBIX TEXHOJIOTHH;
V2. ucnonp30Bath
YHUQUIIMPOBAaHHBIE (POPMBI
JOKYMEHTOB

Y0 01.01 pacrio3HaBaTh 3aJ1a4y
u/unm npoOiaemMy B
npohecCHoHATBHOM HU/HITH
COLIMAJTbHOM KOHTEKCTE;

Yo 01.02 aQHAIIM3UPOBATH
3a/1auy W/ WK MPoOJIeMy U BBIACIATH
€€ cocTaBHBIC YaCTH;

VYo 01.03 OMPENENATh dTaIlbl
pelieHus 3a/1a4u;

Vo 01.05 COCTaBJIATH IJIaH
JICNCTBHI,

VYo 01.06 OIpENEATh
HEO0OXOAMMBIC PECYPCHI;

VYo 01.07 BJIAJIETH

aKTyaJlbHBIMH METO/1aMU paboTHI B
npodeccuoHanbHOM U CMEXKHBIX

chepax;

Y0 01.08 peanu30BbIBATh
COCTaBIICHHBI TUIaH;

VYo 01.09 OLICHUBAThH PE3yJIbTaT

U TIOCTIE/ICTBUS CBOUX JCHCTBHIA
(caMOCTOSITENTHHO HJTU C TOMOILBIO
HACTaBHUKA);

Yo 01.10 YYHUTBIBATH
BpPEMEHHbBIE OTPAHUYEHHS i CPOKH
IpU pelIeHrnd MpodhecCHOHATBHBIX
3a/1ay;

Yo 01.11 BIIAJIETh
AKTyaJlbHBIMH METOJaMU pabOTHI B

31. TpeboBaHUs K
COCTAaBJICHUIO U 0(POPMIIEHUIO
JOKYMEHTOB;

32. cucTteMbl
JOKYMEHTAIHOHHOTO
obecrieyeHust ynpaBJaeHUS;
KJIaCCU(PHUKAIUIO JOKYMEHTOB
30 01.02 OCHOBHBIE
UCTOYHUKH WHPOPMALIUU
pecypchl AJis pelieHus 3aaau
U TIpo0JieM B
poeCCHOHAIIBHOM WU/UITH
COIIMAJIbHOM KOHTEKCTE;

30 01.03 AT OPUTMBI
BBITIOJTHEHHSI paloT B
npodeccuoHalbHOM U
CMEXKHBIX 00JIaCTsX;

30 01.04 METOEI
paboThl B IpodeccHoHAIbHON
U CMEXHBIX chepax

30 01.07 TPYAHOCTH U
PHUCKH, CBSI3aHHBIE C
COMYTCTBYIOIIMMHU BUJAMU
NESITEIbHOCTH, a TaKXkKe HX
MPUYMHBI U CIOCOOBI UX
MpeoTBPALLCHUS

30 02.01 HOMEHKJIaTypa
UH(OPMALMOHHBIX
UCTOYHUKOB, IPUMEHSEMBIX B
npodeccrnoHanbHO M
JeSITebHOCTH

30 02.04 COBpPEMEHHBIE
CpECcTBa U YCTPOWCTBA
uHpOpMaTU3aLUH, TOPSAOK
UX IPUMEHEHUS U
IporpaMMHOe 00ecrieueHNe B
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podecCHOHATBHON B CMEXHBIX
chepax;

Yo 02.07 UCII0JIb30BATh
COBPEMEHHOE MTPOTPAaMMHOE
o0ecIIeyeHue;

VYo 02.08 UCII0JIb30BATh
paznuyHble (POBBIE CPENCTBA IS
pemieHus mpodeccHoHAIBHBIX 3a/1a4;
Yo 02.09 IPOSBIIATE KYJIBTYPY
MH(POPMALMOHHON 0€30MIaCHOCTH
IIPY UCTIOJTb30BaHUH
UH(POPMALMOHHO-
KOMMYHHKAITUOHHBIX TEXHOJIOTHIA
Yo 03.01 OTIpeIeTsATh
aKTyaJIbHOCTh HOPMATHBHO-
MIPaBOBOM JOKYMEHTALlUH B
pohecCHOHATBHOM IeATeThHOCTH
VYo 05.01 rPaMOTHO U3JIaraTh
CBOU MBICITH U O(OPMITSTH
JOKYMEHTHI 110 Mpo¢eCcCHOHATbHON
TEMaTHKE Ha TOCYIapCTBEHHOM
SI3BIKE

Yo 09.01 MOHUMATb OOIINIA
CMBICII YETKO TIPOM3HECEHHBIX
BBICKA3bIBAHNI HA H3BECTHBIC TEMBI
(mpodeccronanbHbIE U OBITOBBIC),
MMOHUMATh TEKCThI Ha Oa30BbIE
npoecCHoHATBHBIC TEMbI

Yo 09.04 KpaTKO 000CHOBHIBATH
1 OOBSICHATH CBOU JCHCTBUS
(Texymue u MmIaHupyeMbIe);

VYo 09.05 MUCaTh MPOCTHIC
CBSI3HBIE COOOILIEHUSI HA 3HAKOMbIE
WIM UHTEPECYIOIIHE
npodeccuoHanbHbIe TEMBI

npodeccrnoHanbHO I
JIESITEIBHOCTH B TOM YHCJIE C
UCTIOJIb30BaHUEM U(POBBIX
CPEJCTB;

30 02.05 HOPMBI
MH(OPMaLOHHON
0€30MacHOCTH IIPU
HCII0JIb30BAHUU
MH(}OpPMALMOHHO-
KOMMYHHUKAITHOHHBIX
TEXHOJIOTHI

30 03.01 coJiep>KaHue
aKTyaJIbHON HOPMATHUBHO-
IIPaBOBOM JIOKYMEHTALINH;
30 03.02 COBpEMEHHas
Hay4yHas 1
npodeccuoHaibHas
TEPMHUHOJIOTHS

30 03.04 OCHOBBI
MpEITPUHUMATETCKOMN
JESITeIbHOCTH; OCHOBBI
(¢buHaHCOBON TPaMOTHOCTH
30 05.02 npaBuia
o(hopMIICHHS TOKYMEHTOB U
MOCTPOEHHUS YCTHBIX
COO00IIEHNH

30 09.03 JIEKCUYECKUU
MUHUMYM, OTHOCSIIHICS K
OTNHMCAaHUIO MPEAMETOB,
CPEJIICTB U MPOIIECCOB
npodecCUoOHATBHOM
NESITeNIbHOCTH;

30 09.05 npaBuia
YTEHUS TEKCTOB
npohecCuoOHAIBHOM
HAIPaBJICHHOCTH

I1K 3.4. OdbopmiATh
TUTaTE)KHBIC JOKYMEHTBI Ha
MEPEYHCIICHUE CTPAXOBBIX
B3HOCOB BO BHEOIO/DKETHBIC
(OHIIBI U HAJIOTOBBIC
OpraHbl, KOHTPOJIMPOBATH
UX TIPOXO0XKICHHUE TI0
pacyeTHO-KaCCOBBIM
0aHKOBCKHUM OTepaIsam
OK 1

OK 2

OK 3

OK 5

OK 9

V1. opopmisTh JOKYMEHTALIUIO B
COOTBETCTBUU C HOPMATUBHOMN
0a30ii, B T. 4. C UCIIOJIb30BaHUEM
UH(GOPMAIMOHHBIX TEXHOJIOTUH;
V2. ucnospb30BaTh
YHUPHUIHPOBAHHBIE (POPMBI
JOKYMEHTOB

Vo 01.01 pacno3HaBaTh 3a7a4y
u/uim npoGiemy B
npodeccuoHanTbHOM H/UITU
COIIMAITbHOM KOHTEKCTE;

Yo 01.02 aHaJIU3UpOBATH
3a/1avuy u/Wiu npo0aeMy U BBIIEISTh
€€ CoCTaBHbIC YacCTH;

Yo 01.03 OTIPENEIATD ITAIbI
pelIeHus 3a/1a4u;

31. TpeboBaHUs K
COCTaBJICHUIO U 0(OPMIICHUIO
JIOKYMEHTOB;

32. cucTeMbl
JOKYMEHTAIMOHHOTO
oOecrieueHHs yIpaBIICHHSI,
KJIacCU(UKAIMIO IOKYyMEHTOB
30 01.02 OCHOBHBIE
HCTOYHUKU WHPOPMAIIUU U
pecypchl AJis pelieHus 3aaa4
u npo0sieM B
npodeccuoHanTbHOM U/UITN
COIMAIbHOM KOHTEKCTE;

30 01.03 AJITOPUTMBI
BBITIOJTHEHHS padoT B
npodeccrnoHabHON U
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VYo 01.05 COCTaBJIATH IUIaH
JICNCTBUI;

Yo 01.06 OTIPENEIATh
HE00XOIUMBIE PECYPCHI;

VYo 01.07 BJIa/IETh

AKTYaJIbHBIMH MCTOAaMHU pa6OTI)I B
po(ecCHOHATLHOM U CMEKHBIX

chepax;

Y0 01.08 peaan30BhIBATDH
COCTaBJICHHEIN IIJIaH;

Yo 01.09 OIICHUBATh PE3yNbTaT

Y MOCTIEJCTBUS CBOUX JEHCTBUI
(caMOCTOSITENILHO WIJTH C TIOMOIIIBIO
HaCTaBHUKA);

Yo 01.10 YUUTHIBaTh
BpEMEHHBIC OTPAHUYCHUS U CPOKHU
TIPH pEIICHUH TTPO(HECCUOHATBHBIX
3azay;

Vo 01.11 BJIAJIETh
aKTyaJIbHBIMH METO1aMH PabOTHI B
poheCcCHOHATBHOM U CMEKHBIX
chepax;

Yo 02.07 UCIIOJIb30BAaTh
COBPEMEHHOE TIPOTPAMMHOE
oOecrieueHue;

Y0 02.08 UCII0JIb30BAaTh
pasnuyHble IM(PPOBBIE CPEeCTBA IS
pelieHus npoQeccuoHalbHbIX 3a1a4;
VYo 02.09 MPOSIBIISATH KYJIbTYPY
WH(POPMAITMOHHOHN 6€30TIaCHOCTH
P UCTIOJIb30BaHUU
nH(pOpMaIMOHHO-
KOMMYHUKAIIHOHHBIX TEXHOJIOT Ui
VYo 03.01 OIpENEATh
aKTyaJIbHOCTh HOPMATHBHO-
IPaBOBOM JOKYMEHTAIIUU B
npodeccuoHanbHOM NesTeNIbHOCTH
Yo 05.01 rpaMOTHO U3JIaraTh
CBOU MBICIIH U OPOPMIISTH
JOKYMEHTHI 110 MpodeCCHOHATBHON
TeMaTHKe Ha FOCYAapCTBEHHOM
SI3BIKE

Vo 09.01 [IOHUMATh OOLIMiA
CMBICIT YETKO MTPOU3HECEHHBIX
BBICKA3bIBaHUI Ha U3BECTHHIE TEMBI
(mpodeccroHanbHbIe U OBITOBBIE),
MOHUMATh TEKCTHI Ha Oa30BbIC
npodeccuoHanbHbIe TEMBI

VYo 09.04 KpaTKO 00OCHOBBIBATH
U OOBSICHATH CBOU JICHCTBHUS
(TexyIue u MIaHupyeMbIe);

Y0 09.05 IMCaTh MPOCTHIE

CMEXKHBIX 00JIaCTSIX;

30 01.04 METO/IbI
paboThI B TpodecCuoHaABLHOM
U CMEXHBIX chepax

30 01.07 TPYAHOCTH U
PHUCKH, CBSI3aHHBIC C
COTYTCTBYIOIIMMHU BUJAMU
JESTEIILHOCTH, a TAKXKE UX
MIPUYXHBI B CTIOCOOBI UX
IPEIOTBPAICHUS

30 02.01 HOMEHKJIaTypa
MH(OPMALMOHHBIX
HUCTOYHUKOB, IIPUMEHSIEMBIX B
npodecCuoHaIbHOM
JIESTEIIbHOCTH

30 02.04 COBPEMEHHBIE
CpPEACTBA U YCTPOUCTBA
nH(pOpMaTU3aLNU, TOPSAOK
WX IPUMEHEHUS U
porpaMMHO€e oOecIieueHue B
npodecCuoHATBHON
JIESATEITEHOCTH B TOM YHCIIE C
MCII0JIb30BaHNEM LU POBBIX
CPEJCTB;

30 02.05 HOPMBI
nH(pOpMaITMOHHON
0€30TaCHOCTH TPHU
MCI0JIb30BAHUU
nH(pOpMaIMOHHO-
KOMMYHUKAIIMOHHBIX
TEXHOJIOT U1

30 03.01 coJiepKaHue
aKTyaJIbHOM HOPMaTHUBHO-
MPaBOBOM JOKYMEHTAIIHH;
30 03.02 COBpEMEHHast
Hay4yHas U
npodeccuoHanbHas
TEPMHUHOJIOTHS

30 03.04 OCHOBBI
IpeapPUHIMATETHCKOM
JESITeIbHOCTH; OCHOBBI
(buHaHCOBOW TPAMOTHOCTH
30 05.02 npaBuia
odopMIIeHHS TOKYyMEHTOB U
MOCTPOEHHUS YCTHBIX
COOOLIeHNH

30 09.03 JIEKCUYECKUM
MUHUMYM, OTHOCSIIIHICS K
OTIMCAHUIO TPEAMETOB,
CPEJICTB U IPOLIECCOB
npodeccrnoHanbHO I
JIESITENIbHOCTH;
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CBS3HBIE COOOIIEHUS HA 3HAKOMBIE
WM UHTEPECYIOLINE
poQecCHOHATBHBIC TEMBI

30 09.05 IpaBuiIa
YTEHHS TEKCTOB
npodeccrnoHaIbHO I
HAINpPaBJICHHOCTH

[1K 4.2. CocTaBnsaTs GopMBI
OyXranTepcKoit
(¢puHaHCOBOI) OTYETHOCTH
B YCTaHOBJICHHBIE
3aKOHO/ATEIbCTBOM CPOKH
OK'1

OK 2

OK3

OK'5

OK9

V1. 0obopMIATH TOKYMEHTAIUIO B
COOTBETCTBUHU C HOPMaTUBHOM
0a3o0i, B T. 4. C UCIIOJIb30BAaHUEM
WH(GOPMAITMOHHBIX TEXHOJIOTUH;
V2. ucnonb3oBaTh
YHHPHUITPOBAHHBIC (POPMBI
JIOKYMEHTOB;

Yo 01.01 pacrno3HaBaTh 3a/1a4y
u/vunm npoOiaemMy B
npohecCuoHaANBHOM U/WITN
COIIMAIIBHOM KOHTEKCTE;

VYo 01.02 aHATTM3UPOBATh
3a/1auy W/WIM MpooJieMy U BBIACIATD
€€ COCTaBHBIC YaCTH;

Yo 01.03 OTPENENATh ATaIlbl
peleHus 3a/1a4u;

Yo 01.05 COCTaBJIATH IJIaH
JICHCTBHI,

VYo 01.06 OIPENEATh
HE0OX0TMMBbIE PECYPCHI;

VYo 01.07 BJIAJIETh

aKTyaJTbHBIMH METOJJaMH PaOOTHI B
npohecCHOHATBHOM U CMEKHBIX

chepax;

Yo 01.08 peanru30BbIBaTh
COCTaBJICHHBIH IJIaH;

Yo 01.09 OLICHUBAThH PE3YJIbTAT

U MIOCJIEICTBUS CBOUX NECUCTBUU
(caMOCTOSITENILHO UJTH C TOMOIIBIO
HACTAaBHHKA);

Yo 01.10 YUYUTHIBATH
BpPEMEHHbBIEC OTPAHUYCHHS U CPOKH
IpU pelIeHn NpodecCHOHATbHBIX
3a/ay;

Vo 01.11 BJIAJIETH
aKTyaJlbHBIMH METO/1aMU paboTHI B
npodeccuoHaNbHON U CMEXKHBIX
chepax;

Yo 02.07 HCII0JIb30BaTh
COBPEMEHHOE MPOrPaMMHOE
o0OecIeyeHue;

Y0 02.08 HCII0JIb30BATh
pa3nuuHbie HU(POBBIE CPEACTBA AT
perieHus mpodeccuoHanbHBIX 3aa4;
Yo 02.09 IPOSBIATE KYJIBTYPY
UH(POPMALIMOHHOM 0€301MacHOCTH
MIPH MCTIOJIb30BAHUU
1H(pOpPMaAIIMOHHO-

31. TpeboBaHus K
COCTaBJICHUIO U 0(hOPMIICHUIO
JOKYMEHTOB;

32. cucTeMbl
JOKYMEHTAI[HOHHOTO
obecrieueHysl yrpaBaeHUS;
KJ1accu(pUKaIuio
JOKYMEHTOB;

33. nousdrue, 1ein, 3a1a41 U
090)20500020003§
JIeTTOTIPOU3BO/ICTBA

30 01.02 OCHOBHBIE
HUCTOYHUKA WHPOPMAITUU U
pecypcehI ISl petieHns 3a1a4d
U po6iieM B
poeCCHOHAIBHOM U/UITH
COIMATFHOM KOHTEKCTE;

30 01.03 ITOPUTMBI
BBITIOJTHEHHS paloT B
npo¢eCCHOHAIBHON 1
CMEXKHBIX 00JIACTSIX;

30 01.04 METOEI
paboThl B IpodeccCHoHAbHON
U CMEXHBIX chepax

30 01.07 TPYAHOCTH U
PHUCKH, CBSI3aHHBIE C
COMYTCTBYIOIIMMHU BUJIAMU
JESITENIbHOCTH, a TaKXkKe HX
MPUYMHBI U CIOCOOBI UX
MpeI0TBPALLEHUS

30 02.01 HOMEHKJIaTypa
MH(OPMALMOHHBIX
HCTOYHUKOB, IPUMEHSIEMBIX B
npodeccrnoHanbHO I
JESITEIbHOCTH

30 02.04 COBpPEMEHHbIEC
CpEeICTBa U YCTPONCTBA
uH(pOpMaTU3ALNU, TTOPSAOK
UX IPUMEHEHUS U
porpaMMHOE 0OecIIeYeHHE B
npodeccrnoHanbHO M
JeSITeTbHOCTH B TOM YHCIIE C
UCIOJIb30BaHNEM TP POBHIX
CPEICTB;

30 02.05 HOPMBI
UH(POPMALMOHHOM
0e30macHOCTH pU
MCIO0JIb30BAHUU
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KOMMYHHKAITUOHHBIX TEXHOJIOTHIA
Yo 03.01 OIpeesaTh
aKTyaJIbHOCTh HOPMATHBHO-
[IPpaBOBOM JOKYMEHTALlUU B
podecCHOHATBHOM IeSATETbHOCTH
Yo 05.01 rPaMOTHO U3JIaraTh
CBOM MBICIIH U 0(hOPMIIATH
JOKYMEHTHI 110 PO eCCUOHATBHON
TEMaTHUKE Ha FOCYIapCTBEHHOM
SI3BIKE

Y0 09.01 MOHUMATh OOIIUIA
CMBICJI YETKO TIPOU3HECEHHBIX
BBICKa3bIBAHNI HA H3BECTHBIC TEMBI
(mpodeccronanbHbIe U OBITOBBIC),
MMOHUMATh TEKCTHI Ha OA30BbIE
npodeccuoHaNbHbIE TEMbI

VYo 09.04 KpaTKo 000CHOBHIBATH
1 OOBSICHATH CBOH JICHCTBHS
(Texyuiue u miaHupyemble);

Yo 09.05 IIMCATh MPOCTHIE
CBSI3HBIE COOOIIEHUSI HA 3HAKOMbIE
WJTH UHTEPECYIOIINE
npodeccuoHaTbHBIC TEMBI

V4. ocBanBaTh TEXHOJOTHHU
aBTOMaTU3UPOBAHHOM 00pabOTKH
JOKYMEHTAII1

UH(POPMALMOHHO-

KOMMYHHUKAITHOHHBIX
TEXHOJIOTUI
30 03.01 coJiep>KaHue

aKTyaJIbHON HOPMATUBHO-
IIPaBOBOM JIOKYMEHTAllNH;
30 03.02 COBpPEMEHHAas
Hay4Has U
npodeccuoHaibHas
TEPMUHOJIOTHSI

30 03.04 OCHOBBI
MPEAITPUHUMATETBCKON
JIESITEIbHOCTH; OCHOBBI
(¢uHAHCOBON T'PaMOTHOCTH
30 05.02 npaBuiia
o(hopMIICHHS TOKYMEHTOB U
MOCTPOEHHS YCTHBIX
coo01eHui

30 09.03 JIEKCHYECKHUU
MUHHMYM, OTHOCSIIITUICS K
OTMCAaHUIO NMPEAMETOB,
CPEJICTB U TPOIIECCOB
npodecCuoOHATBHOM
JeSITeNIbHOCTH;

30 09.05 IIpaBHIIa
YTEHHSI TEKCTOB
npoecCuoOHATBHOM
HAIPaBJIEHHOCTH

IIK 4.3. CocTtaBisarh
(OTUYeTHI) ¥ HAJIOTOBBIC
JEKJIapaIyy 1Mo HaJIoTaM |
cOopaM B OFOJIKET,
YYHUTHIBasi OTMEHEHHBIN
€IMHBIN COIMAJIbHBIM HAJIOT
(ECH), otuetsI o
CTPaxOBBIM B3HOCAM B
roCyJapCTBEHHBIC
BHEOIOKETHBIE (DOH/IBI, a
TaKke GOpPMbI
CTaTHCTHYECKOM
OTYETHOCTH B
yCTaHOBJICHHbBIE
3aKOHO/IaTEeIILCTBOM CPOKH
OK 1

OK 2

OK 3

OK 5

OK 9

V1. opopmiasTe JOKYMEHTAILIUIO B
COOTBETCTBUU C HOPMATHBHOMN
0a30ii, B T. 4. C UCIIOJL30BaHUEM
UH(GOPMALMOHHBIX TEXHOJIOTUH;
V2. ucnosp30BaTh
YHUGUIIUPOBAHHBIE (HOPMBI
JOKYMEHTOB

Yo 01.01 pacro3HaBaTh 3a/1a4y
W/uny mpooiemMy B
poeCCUOHAITBPHOM H/HJTH
COIIMAILHOM KOHTEKCTE;

Y0 01.02 aHaJIM3UPOBATH
3a/1auy u/miu npo0aeMy U BBIIEISTh
e€ coCTaBHBIC YaCTH;

Vo0 01.03 OIPENICIISITh 3TAIbI
pEIICHUS 33]1a4H;

Vo 01.05 COCTaBJIATH IJIaH
JIeNiCTBUI;

VYo 01.06 OIpeeNsaTh
HEO0OXO0IUMBIE PECYPCHI;

Vo 01.07 BJAJICTh

aKTyallbHBIMH METO/1aMU paboTHI B
podecCuOHAIBHON 1 CMEXHBIX

chepax;

31. TpeboBaHUs K
COCTaBJICHUIO U 0(OPMIICHHIO
JIOKYMEHTOB;

32. cucTeMbl
JOKYMEHTaIlMOHHOTO
obecrieueHust yrpaBIeHUS;
KJIaCCU(PUKAIUIO JOKYMEHTOB
30 01.02 OCHOBHBIE
UCTOYHUKU HHPOPMALIUU U
pecypchl AJis pelieHus 3aaa4
U ipo0JsIeM B
poeCCUOHAIBHOM W/HUITH
COIMAIbHOM KOHTEKCTE;

30 01.03 AITOPUTMBbI
BBHITIOJTHEHUS paboT B
npodeccuoHalbHOM U
CMEXHBIX 00NIacTsX;

30 01.04 METObI
paboThI B podeccuoHanbHOMI
U CMEXHBIX chepax

30 01.07 TPYIHOCTHU U
PHUCKH, CBSI3aHHBIE C
COMYTCTBYIOIIMMHU BUJIAMU
JESITEILHOCTH, a TaKXKe UX
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Y0 01.08 peaan30BbIBATDH
COCTaBJICHHBIN IIJIaH;
Yo 01.09 OLICHUBATh PE3yJbTaT

U MOCJIEJICTBUSL CBOUX JEHCTBUI
(camMOCTOSITENILHO WJIH C IOMOIIBIO
HACTaBHUKA);

Yo 01.10 YUUTBIBaTh
BPEMCHHBIC OTPAHUYCHHS i CPOKH
IIPH PEIICHUH TIPO(ECCHOHATBHBIX
3aza4;

Yo 01.11 BIIAJICTh
aKTyaJIbHBIMH METO1aMU PabOTHI B
1poheCcCHOHANTBHOM U CMEKHBIX
chepax;

Yo 02.07 UCII0JIb30BATh
COBPEMEHHOE TTPOTPaAMMHOE
oOecrieueHue;

VYo 02.08 UCII0JIb30BAaTh
pasznuuHbie UGPOBBIC CPEACTBA IS
perneHus Mpo¢eCCUOHABHBIX 3aa4;
Yo 02.09 MPOSIBIATE KYJIBTYPY
nH(pOpMaLIMOHHON OE30MMaCHOCTH
TIPH KCIIOJTb30BaHUH
nH(}OpPMaLMOHHO-
KOMMYHHKAITUOHHBIX TEXHOJIOT M
VYo 03.01 OIpENEsATh
aKTyaJIbHOCTh HOPMAaTHBHO-
MPaBOBOM JOKYMEHTAIINU B
poQeccuoHaIbHOMN e TEIbHOCTH
Yo 05.01 rpaMOTHO U3JIarath
CBOU MBICIIH U OPOPMIISTD
JOKYMEHTHI 110 MpodeCcCHOHATBHON
TeMaTHKE Ha rOCYAapCTBEHHOM
SI3BIKE

Yo 09.01 MOHUMATb OOt
CMBICIT YETKO TPOM3HECEHHBIX
BBICKA3bIBaHUI Ha U3BECTHHIC TEMbI
(mpodeccronanbHbIE U OBITOBBIC),
MOHMMATh TEKCTHI HA OAa30BbIE
npodeccuoHanbHbIe TEMBI

VYo 09.04 KpaTKO 00OCHOBBIBATH
U OOBSICHATH CBOU JICHCTBHUS

HNPUYHHBI U CIIOCOOBI UX
IIPEOTBPALLEHUS

30 02.01 HOMEHKJIaTypa
UH(POPMALMOHHBIX
MCTOYHUKOB, IPUMEHSEMBIX B
npo¢eCcCuOHAIBHOM
JIESITEIbBHOCTH

30 02.04 COBPEMEHHbBIE
CpPEACTBA U YCTPOUCTBA
uH(pOpMAaTU3ALNU, TOPSAOK
UX IPUMEHEHHS U
porpaMMHoOe o0OecrieyeHue B
npodecCuoHAIbHOU
JIESITEIbHOCTH B TOM YHUCIIE C
MCII0JIb30BaHUEM LU(PPOBBIX
CPEJCTB;

30 02.05 HOPMBI
UH(OPMaLOHHON
0€301acCHOCTH MPU
HCI0JIb30BAHUU
MH(OPMALMOHHO-
KOMMYHHUKAITHOHHBIX
TEXHOJIOTHI1

30 03.01 COJIepKaHue
aKTyaJIbHON HOPMATHUBHO-
MPaBOBOM JOKYMEHTAIIUH;
30 03.02 COBpEMEHHas
Hay4yHas U
npodeccuoHabHas
TEPMHUHOJIOTHS

30 03.04 OCHOBBI
peaPUHUMATENbCKOM
JESITeIbHOCTH; OCHOBBI
(buHaHCOBON T'PaMOTHOCTH
30 05.02 npaBuia
odopMIIeHHS TOKYyMEHTOB U
MOCTPOCHHUS YCTHBIX
CO00IIEeHNH

30 09.03 JIEKCUYECKUM
MUHUMYM, OTHOCSIIHICS K
OTIMCAHUIO MPEAMETOB,
CPEJIICTB U TPOIIECCOB

(Texy1iyue u MiIaHupyeMbIe); poheCCUOHATBHOM
VYo 09.05 MHUCATh POCTHIE JIeSITENLHOCTH;
CBSI3HBIE COOOIICHUS HA 3HAKOMBIE 30 09.05 IIpaBUIIa
WJIM UHTEPECYIOLINE YTCHUS TEKCTOB
npodeccuoHanbHbIe TEMBI npodeccrnoHanbHO M
HaIpaBJIE€HHOCTH
[IK 4.6. Ananu3zupoBaTh V3. ucnoab30BaTh 33. nousrue, 1elx, 3a1a41 1
(bMHAHCOBO-XO3SIIICTBEHHYIO | TEIEKOMMYHHUKAIIHOHHBIE 800206 00020003§
JESITEIbHOCTD, TEXHOJIOTHH B 3JIEKTPOHHOM JIeTIONPOU3BO/JICTBA;

OCYIICCTBJISIThL aHAJIN3

JTIOKYMEHT0000pOTE;

34. 0CHOBHBIE TOHATUSI
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nH(pOpMaINH, TTOTY4YCHHON
B XOJI€ TPOBEACHUS
KOHTPOJIBHBIX MIPOIIEIYD,
BBISIBJICHUE U OLIEHKY
PHUCKOB

OK 1

OK 2

OK3

OK'5

OK9

V5. ocylecTBIATh XpaHEHUE U
MOUCK JIOKYMEHTOB

Yo 01.04 BBISIBJIATD U

3G PEeKTUBHO UCKATh HHPOPMALIUIO,
HEOOXOAUMYIO JUIsl PEUICHUS 3aJa9u
W/WIH TIPOOIIeMBI

Yo 01.06 OTIPEEIATh
HE0OXO0IUMBIE PECYPCHI;
VYo 01.07 BJIQ/IETh

aKTyaJIbHBIMH METOJJaMH PabOThI B
po(ecCHOHATLHOM U CMEKHBIX
chepax

Yo 01.10 YUUTHIBaTh
BPEMEHHBIE OTPAHUYCHUS M CPOKHU
MIPH pPeleHUH MPodeCcCHOHATBHBIX
3ajaq;

Yo 01.11 BIAJIETh
aKTyaJbHBIMH METOIaMH PabOThI B
poheCcCHOHATBHOM U CMEKHBIX

chepax;

Vo 02.01 OTPENENATh 3aJa4u
JUIs TTIOMCKa MHGOpMaIuu;

Y0 02.02 OIIpenenATh
HEO00XO0UMBbIE HCTOYHUKH
nHpopmanuy;

VYo 02.03 MJIAHUPOBATH MPOLIECC

MOUCKA; CTPYKTYPUPOBATH
MoJIy4aeMyro HH(OpMaIuIo;

Yo 02.04 BBLIEIATh Hanboliee
3HaYMMOE B IepeuHe HHPopMaIuy;
VYo 02.05 OILICHUBATHL
MPAKTHYECKYI0 3HAYUMOCTb
pe3yNbTaTOB MOUCKA;

Yo 02.06 ohopMIIITh
pe3yNbTaThl IOUCKA, TPUMEHSTh
cpeacTBa MHGOPMAIMOHHBIX
TEXHOJIOT Ul IS pelIeHUs
npodeccuoHanbHBIX 33/1a4;

Yo 02.07 UCII0JIb30BaTh
COBPEMEHHOE MPOrPaAMMHOE
o0OecIeyeHue;

Y0 02.08 UCII0JIb30BaTh
paznuuHble nUdpOoBBIE CPEICTBA IS
petieHus mpodeccuoHanbHbIX 33a4;
Yo 02.09 IPOSBIATE KYJIBTYPY
UH(POPMALIMOHHON 0€3011acHOCTH
MIPU UCTIOJIb30BAHUU
UH(POPMALMOHHO-
KOMMYHUKAIIMOHHBIX TEXHOJIOTUH
Y0 03.01 OTIPENEIATh
aKTyaJlbHOCTh HOPMATHBHO-
MIPaBOBOM JOKYMEHTAIIUH B

JIOKYMEHTAIMOHHOTO
obecrieyeHysl ypaBIcHUS;
35. opranuzanuto
JIOKYyMEHTO000pOTa: PHEM,
00paboTKy, pEerucTpalmio,
KOHTPOJIb, XpaHECHUE
JIOKyMEHTOB, HOMEHKJIATYPY
Jen

30 01.01 aKTyaJIbHBIN
po¢eCcCUOHANBHBIN U
COIIMAIBHBINA KOHTEKCT, B
KOTOPOM MPUXOIUTCS
paboTaTh U KUTh;

30 01.02 OCHOBHBIC
HUCTOYHUKA WHPOPMAITUU U
pecypchl AJis pelieHus 3aaau
U pobiieM B
npoeCCUOHAIBHOM U/UITH
COIMATEHOM KOHTEKCTE;

30 01.03 QITOPUTMBI
BBITIOJTHEHHSI paloT B
poeCCHOHAIBHON 1
CMEXKHBIX 00JIACTSIX;

30 01.04 METOIBI
paboThl B IpoecCHOHATBHON
U CMEXHBIX chepax

30 01.07 TPYAHOCTH U
PHUCKH, CBSI3aHHBIE C
COMYTCTBYIOIIMMHU BUJAMU
JESITeIbHOCTH, a TaKXkKe HX
MPUYMHBI U CIOCOOBI UX
MpeI0TBPALLEHUS

30 02.01 HOMEHKJIaTypa
MH(OPMALMOHHBIX
HCTOYHUKOB, IPUMEHSEMBIX B
npoheCcCUOHATBHOM
NESITeNIbHOCTH;

30 02.02 MIPUEMBI
CTPYKTYpPUPOBAHHUS
nHpopManuu;

30 02.03 dbopmar
odopMIIeHHS PE3yIbTATOB
MOMCKa HHPOpMAIUH;

30 02.04 COBpPEMEHHbIEC
CpECcTBa U YCTPOWCTBA
uH(pOpMAaTU3ALNH, TIOPSAOK
UX IPUMEHEHUS U
pOrpaMMHOE 0OeCTIeYeHHE B
npodeccrnoHanbHO M
JESITEIbHOCTH B TOM YHCIIE C
UCIOJIb30BaHNEM ITU(PPOBHIX
CPEJCTB;
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podecCHOHABHON IeATETbHOCTH;
VYo 03.02 IPUMEHSTh
COBPEMEHHYIO HAYIHYIO
po(hecCHOHATBHYIO TEPMUHOJIOTHIO
Yo 03.10 IPUMEHSITD
UCCIICJIOBATEIILCKHAE TTPUEMBI 1
HaBBIKH, 4TOOBI OBITH B Kypce
MOCIICIHUX OTPACIEBBIX PEIICHUN
Y0 02.01 OTIPENIETATh 3a/1a4l
TUTsL TIOMCKa MHQOpPMAIUH;

Yo 02.02 OTIpeesATh
HEO0OXOAMMBbIE UCTOYHUKH
nHpopmanuy;

Y0 02.03 TJIAaHUPOBATH MPOIECC
MTOUCKA; CTPYKTYPUPOBATH
MOJIy4aeMyro HHPOPMaILIHIO;

VYo 02.04 BBLIEIATh Hanboliee
3HAYUMOE B IepeuHe HHPOPMAITUH;
VYo 02.05 OIICHUBATh
MIPAKTUIECKYIO0 3HAYUMOCTh
Pe3yJIbTaTOB TIONCKA;

VYo 02.06 0hOpMIATH
pe3yNIbTaThI MOUCKA, IPUMEHSTH
cpenctBa HHGOPMAITMOHHBIX
TEXHOJIOTHH JUTSl pEIICHHUS
npodecCHOHANBHBIX 3a]1a4;

Yo 02.07 UCII0JIb30BATh
COBPEMEHHOE MPOrPaMMHOE
o0ecIeyeHue;

Y0 02.08 UCII0JIb30BAaTh
pasnuyHble IM(PPOBBIE CPEeICTBA IS
pelieHus npoQeccuoHalIbHbIX 3a1a4;
Yo 02.09 MPOSIBIISTH KYJIbTYPY
nH(pOpMaIMOHHOM 6€30MacHOCTH
IPU UCTIOJIb30BAHUU
nH(pOpMaIMOHHO-
KOMMYHUKAIIMOHHBIX TEXHOJIOTHIA;
Vo0 03.02 MIPUMEHSITh
COBPEMEHHYIO HAYYHYIO
npodeccuoHanbHy0
TEPMHUHOJIOTHIO;

Yo 03.10 MIPUMEHSITh
UCCIIEJIOBATENLCKUE TPUEMBI U
HaBBIKH, 4TOOBI OBITH B Kypce
MOCIIEHUX OTPACIEBbIX PEeIICHUN

30 02.05 HOPMBI
UH(POPMALMOHHOM
0€30MacCHOCTH IIpU
MCII0JIb30BAHUU
UH(POPMALMOHHO-
KOMMYHHUKAIIHOHHBIX
TEXHOJIOTHIA;

30 03.01 coJiep>KaHue
aKTyaJIbHON HOPMATHUBHO-
IIPaBOBOM JTOKYMEHTALINH;
30 03.02 COBpPEMEHHAas
Hay4yHas U
npodeccuoHaibHas
TEPMHUHOJIOTHS

30 03.04 OCHOBBI
MPEATPUHUMATETBCKON
JIESITEIbHOCTH; OCHOBBI
(¢uHAHCOBOW T'PaMOTHOCTH
30 05.02 IIpaBUiIa
o(hopMIICHHS TOKYMEHTOB U
MOCTPOEHHUS YCTHBIX
COOOIIEHNH

30 09.05 IIpaBUiIa
YTEHHsI TEKCTOB
npoecCuoHATBHOM
HalpaBJIEHHOCTH

IIK 4.7. IIpoBoanTh
MOHHUTOPHHI YCTPAHEHUS
MEHEIPKMEHTOM
BBISIBJICHHBIX HApYIICHU,
HEJ0CTaTKOB U PUCKOB
OK 1

OK 2

V4. ocBanBaTh TEXHOJIOTUU
aBTOMAaTU3UPOBaHHOI 00pabOTKH
JOKYMEHTAI1H;

V¥5. oCyIIECTBIATh XpaHEHUE U
HOUCK JOKYMEHTOB

Vo 01.01 pacno3HaBaTh 3a7ady
u/unu npoOaeMy B

33. moHsATHE, ICIH, 33024l U
80)20600020003§
JIeTIONPOU3BO/JICTBA;

34. OCHOBHBIEC TTIOHATHUS
JOKYMEHTAIMOHHOTO
obecreyeHust yrpaBIeHUS;
35. opranuzanuio
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OK 3
OK'5
OK9

npodeccuoHAILHOM H/HIT!
COILMATIBHOM KOHTEKCTE;

Yo 01.02 aQHAJIN3UPOBATH
3a/1avy u/viid npoOIeMy U BBIIEISTh
€€ COCTaBHBIC YaCTH;

Y0 01.03 OTIPENIETISATh JTaIbI
pelICHHS 3a/1a4H;
Yo 01.04 BBISBIIATE U

3P PEKTUBHO UCKATh HHPOPMALIHIO,
HEOO0X0IMMYIO ISl PEHICHUS 3a1aun
W/WTH TIPOOJIEMBT;

Yo 01.05 COCTaBJIATH IUIaH
JICHCTBHI,

Yo 01.06 OTIpeIeTsATh
HE0OX0IMMBbIE PECYPCHI;

Yo 01.07 BJIAJIETh
aKTyaJTbHBIMH METOJaMH PaOOTHI B
1poheCcCUOHANTBHOM U CMEKHBIX

chepax;

Yo 01.08 peanru30BbIBaTh
COCTaBJICHHEIH IIJIaH;
Yo 01.09 OLICHUBATh PE3YNIbTAT

M TIOCJIEACTBUS CBOUX NECHCTBHH
(caMOCTOSITEIbHO MITH C TIOMOIIIBIO
HaCTaBHUKA);

Yo 01.10 YUYUTHIBATH
BpEMEHHBIE OTPAaHUYEHUS U CPOKHU
MIPH perieHny npodhecCHOHATbHBIX
3azay;

V3. ucnosp30BaTh
TEJIEeKOMMYHUKAIIMOHHbIE
TEXHOJIOTUH B 3JIEKTPOHHOM
JIOKyMEHTO000pOTE;

V5. ocylecTBiIsATh XpaHEHHUE U
MOMCK JIOKYMEHTOB

VYo 01.04 BBISIBIIATD U

3¢ exTHBHO HCKaTh HHGOPMAIIHIO,
HEOOXO0UMYIO JUISl pEIICHUS 3a/1a4H
U/WTU TIPOOIIEMBI

VYo 01.06 OIpeaesaTh
HEOOXO0IUMBIE PECYPCHI;

Vo 01.07 BJIAJIETH
aKTyaJlbHBIMH METO/1aMU paboTHI B
npodeccuoHaNbHON U CMEXHBIX
cdepax

Yo 01.10 YYHUTBIBATH
BPEMEHHbIE OTPAHUYEHUS U CPOKU
IpU pelIeHrn MpodeCCHOHATBHBIX
3a/1ay;

Vo 01.11 BJIaJICTh
aKTyallbHBIMH METO/1aMU PabOTHI B
poQecCHOHAIILHON B CMEXHBIX

JOKYMEHTO000pOTa: MPHEM,
00paboTKy, pEerucTpalmio,
KOHTPOJIb, XpaHEHUE
JOKYMEHTOB, HOMEHKJIATYPy
bi(Sh)

30 01.01 aKTyaJIbHBIN
npo¢eCCUOHANBHBIN U
COIIMAIBHBINA KOHTEKCT, B
KOTOPOM MPUXOIUTCS
paboTaTh U KUTh;

30 01.02 OCHOBHBIE
HUCTOYHUKU WHPOPMAITUU U
pecypcehI ISl petieHns 3a1a4
U ipo6iieM B
npoeCCUOHAIBHOM U/UITH
COIIMATFHOM KOHTEKCTE;

30 01.03 AJITOPUTMBI
BBITIOJTHEHHSI paloT B
npoeCCHOHABHON 1
CMEXKHBIX 00JIACTSIX;

30 01.04 METOJIBI
paboThl B IpoecCHOHATBHON
U CMEXHBIX chepax

30 01.07 TPYIHOCTH U
PHUCKH, CBS3aHHBIC C
COMYTCTBYIOIIMMHU BUJAMU
JESITEIbHOCTH, a TaKXkKe HX
MPUYMHBI U CIOCOOBI UX
MpeI0TBPALLEHUS

30 02.01 HOMEHKJIaTypa
WH(pOPMaITMOHHBIX
HCTOYHUKOB, IPUMEHSEMBIX B
npoheCcCuOHAIBHOM
NESITeNIbHOCTH;

30 02.02 MIPUEMBI
CTPYKTYpPUPOBAHHUS
nHpopManuu;

30 02.03 dbopmar
odopMIIeHHS PE3yabTATOB
MOMCKa HH(POpMAIUH;

30 02.04 COBpPEMEHHbIEC
CpeICTBa U YCTPONCTBA
uH(pOpMaTU3ALNU, TTOPSAOK
UX IPUMEHEHUS U
porpaMMHOe 0OecrieueHue B
npodeccroHanbHO I
JESTEIbHOCTH B TOM YHCIIE C
UCIOJIb30BaHNEM U POBHIX
CPEICTB;

30 02.05 HOPMBI
UH(POPMALMOHHOM
0€3011aCHOCTH IIpU
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chepax;

Y0 02.01 OIPEeNIETATh 3a/1a4n
JUIsl TIOMCKa MH(POpPMAIny;

Yo 02.02 OIpeesaTh
HE0OX0IMMbIC HCTOUHUKH
UH(pOpMaINH;

Yo 02.03 IUTAHUPOBATh MPOLIECC
MIOVICKA; CTPYKTYPHPOBATH
MOJTy4aeMyr0 HHPOPMAIHIO;

Yo 02.04 BBIJICTISITH HanboJiee
3HAYUMOC B IepeuHe HHPOPMAIUH;
Yo 02.05 OIICHUBATH
MPAKTUIECKYIO 3HAYUMOCTh
pe3yJIbTaTOB TIONCKA;

Yo 02.06 0pOpMIATH
pe3yNIbTaThl MOUCKA, IPUMEHSTh
cpeacTBa MHPOPMALIMOHHBIX
TEXHOJIOTHH JUTSI pEIICHUS
npodecCHOHANBHBIX 3a]1a4;

Yo 02.07 WCII0JIb30BATh
COBPEMEHHOE IMPOTPAMMHOE
oOecrieueHue;

Y0 02.08 WCII0JIb30BATh
pa3auYHbIE IU(PPOBBIC CPEICTBA JIS
penreHus mpodecCHOHATBHBIX 3a/1a9;
VYo 02.09 MPOSIBIISTH KYJIbTYPY
WH(POPMAIMOHHON 0€30TIaCHOCTH
MIPHU UCTIOJIb30BaHUU
WH(POPMAITMOHHO-
KOMMYHHKAI[MOHHBIX TEXHOJIOTHA;
Vo0 03.02 MIPUMEHSITh
COBPEMEHHYIO HAY4YHYIO
poeCCHOHAIBHYIO
TEPMHHOJIOTHIO;

Yo 03.10 MIPUMEHSITh
UCCIIEJIOBATENLCKUE TPUEMBI U
HaBBIKH, YTOOBI OBITH B Kypce
MOCJICHUX OTPACIIEBbIX PellIeHUN

MCII0JIb30BAHUU
UH(POPMALMOHHO-
KOMMYHHUKAITHOHHBIX
TEXHOJIOTHIi;

30 03.01 coJiep>KaHue
aKTyaJIbHON HOPMATHUBHO-
IIPaBOBOM JTOKYMEHTALNH;
30 03.02 COBpPEMEHHas
Hay4yHas U
npodeccuoHaibHas
TEPMHUHOJIOT U

30 03.04 OCHOBBI
MpEATPUHUMATETBCKOMN
JIESITEIbHOCTH; OCHOBBI
(uHAHCOBOW T'PaMOTHOCTH
30 05.02 npaBuiia
o(hopMIICHHS TOKYMEHTOB U
MIOCTPOEHHUS YCTHBIX
COOOIIEHNH

30 09.05 IIpaBUiIa
YTEHHsI TEKCTOB
npoecCuoHATBHOM
HAIpPaBJIEHHOCTH

[IK 6.2. Bectu kaccoByro
KHUTY ¢ COOCTBEHHOM
KacCOBOM OTYETHOCThIO
OK'1

OK 2

OK 3

OK 5

OK9

V1. obopMIATh TOKyMEHTAIUIO B
COOTBETCTBUU C HOPMATUBHOMN
0a30ii, B T. 4. C UCIIOJIb30BAHUEM
UH(GOPMALMOHHBIX TEXHOJIOT U

Vo 01.01 pacno3HaBaTh 3a7a4y
U/Wiu npoosieMy B
npodeccnoHanTbHOM H/UITU
COIIMANTbHOM KOHTEKCTE;

Yo 01.02 aHaJIU3UpOBAThH
3a/1avuy u/Wiu npo0aeMy U BBIIEISTh
€€ CoCTaBHbIC YaCTH;

Yo 01.03 OTIPENEIIATD ITAIbI
peleHus 3a/1auu;
Yo 01.04 BBISIBIISITH U

31. TpeboBanus K
COCTAaBIICHUIO U 0(POPMIICHUIO
JIOKYMEHTOB

30 01.02 OCHOBHBIE
HCTOYHUKU WH(POPMALIUU U
pecypchl AJis pelieHus 3aaa4
u ipo0sieM B
npodeccuoHanTbHOM U/UITN
COIMAIbHOM KOHTEKCTE;

30 01.03 JITOPUTMBI
BBITIOJTHEHHS paboT B
npodeccuoHanbHOM 1
CMEXHBIX 00JIaCTsIX;

30 01.04 METO/IbI
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3P PEeKTUBHO UCKATh HHPOPMALIUIO,
HEOOXOAUMYIO JUIsl PEUICHUS 3aJa9u
W/Wy IpoOIeMBbl;

VYo 01.05 COCTaBJIATH IUIaH
JICNCTBUI;

Yo 01.06 OTIPEEIATh
HE0OXO0IUMBIE PECYPCHI;

VYo 01.07 BJIQ/IETh

AKTYaJIbHBIMH MCTOAaMHU pa6OTI)I B
po(ecCHOHATLHOM U CMEKHBIX

chepax;

Y0 01.08 peaTn30BhIBATDH
COCTaBJICHHEIN IIJIaH;

Yo 01.09 OIICHUBATh PE3yJbTaT

U TOCJIEJICTBUSL CBOUX JIEUCTBUI
(camMOCTOSITENIbHO WIJTH C TIOMOIIIBIO
HaCTaBHUKA);

Yo 01.10 YUUTHIBaTh
BPEMEHHBIC OTPAHUYEHUS U CPOKH
MIPU pPeIIeHnH MPOPECCUOHATHHBIX
3azay;

Vo 01.11 BJIAJIETh
aKTyaJIbHBIMH METOJIaMH PaOOTHI B
poheCcCHOHATBHOM U CMEKHBIX
chepax

Yo 02.06 ohopMIIITh
pe3ynbTaThl MOUCKA, TPUMEHSTh
cpeacTBa MHGOPMAMOHHBIX
TEXHOJIOT Uil ISl perieHus
npodecCHOHANBHBIX 3a]1a4;

Yo 02.07 UCII0JIb30BAaTh
COBPEMEHHOE MPOrPAMMHOE
o0OecIeyeHue;

Y0 02.08 UCII0JIb30BaTh
pasnuyHble IM(PPOBBIE CPEeICTBA IS
peieHus npoQeccuoHalbHbIX 3a1a4;
Yo 02.09 MPOSIBIISITH KYJIbTYPY
nH(pOopMaIMOHHOM 6€30MMacHOCTH
IPU UCTIOJIb30BAHUU

Vo 03.01 OIpeaesaTh
aKTyaJlbHOCTh HOPMATHBHO-
PaBOBOM JOKYMEHTAIIUU B
npodeccuoHanbHOM NesTENbHOCTH;
VYo 03.02 MIPUMEHSITh
COBPEMEHHYIO HAyYHYIO
npodeccHoHanbHyI0 TEPMUHOJIOTHIO
Yo 05.01 rPaMOTHO U3JIaraTh
CBOU MBICIIH U OPOPMIISATH
JOKYMEHTHI 10 MpoheCCHOHATBHON
TEMAaTHUKE Ha rOCYJapCTBEHHOM
SI3bIKE

Vo 09.01 [IOHUMATH OOLIMA

paboTel B TpodecCuoHaBLHOM
U CMEXHBIX chepax

30 01.07 TPYAHOCTHU U
PHICKH, CBSI3aHHBIE C
COIYTCTBYIOIUMH BHIAMH
JESITeTBbHOCTH, a TAKKE UX
MIPUYMHBI B CTIOCOOBI UX
NPEOTBPAILCHHS

30 02.01 HOMEHKJIaTypa
MH(OPMALMOHHBIX
HUCTOYHUKOB, IPUMEHSIEMBIX B
npodecCuoOHAIBHOM
JEeSITeTbHOCTH

30 02.04 COBPEMEHHBIE
CpPEICTBA U YCTPOUCTBA
nH(pOpMaTU3aALNU, TOPSAOK
WX IPUMEHEHUS
porpaMMHOe o0OecrieueHue B
npoecCuOHATBHOM
JEeSITETPHOCTH B TOM YHCIIE C
MCI0JIb30BaHNEM U POBBIX
CPEJCTB;

30 02.05 HOPMBI
nH(OPMaLOHHON
0€30MacCHOCTH MPU
MCI0JIb30BAHUU
nH(pOpMaIMOHHO-
KOMMYHUKAIIMOHHBIX
TEXHOJIOT U1

30 03.01 coaiepKaHue
aKTyaJIbHOW HOPMAaTHUBHO-
MPaBOBOM JOKYMEHTAIIHH;
30 03.02 COBpEMEHHas
Hay4yHas U
npodeccuoHanbHas
TEPMHUHOJIOTHS

30 03.04 OCHOBBI
MpeIPUHIUMATENbCKOM
JESITEIbHOCTH; OCHOBBI
(buHAHCOBOW TPAMOTHOCTH
30 05.02 npaBuia
odopMIIeHHS TOKYyMEHTOB U
MOCTPOCHHUS YCTHBIX
COO0OIIEHUN

30 09.03 JIEKCUYECKUM
MUHUMYM, OTHOCSIIIHICS K
OTMCaHUIO NPEIMETOB,
CPEJIICTB U IPOLIECCOB
npodeccrnoHanbHO M
JeSITeNbHOCTH;

30 09.05 IIpaBUIIa
YTEHUS TEKCTOB
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CMBICIT Y€TKO TPOU3HECEHHBIX
BBICKa3bIBAHUI HA U3BECTHHIC TEMBI
(mpodeccroHanbHBIC U OBITOBEIC),
MMOHUMATh TEKCThI Ha Oa30BBIC
podeCcCHOHAITBHBIC TEMBI;

Yo 09.02 y4acTBOBATh B
JUaiorax Ha 3HaKOMbIE o0IIue U
npodeccHoHaATEHBIC TEMBI;

Y0 09.03 CTPOUTH MPOCTHIE
BBICKa3bIBaHUs O ceOe U 0 CBOCH
npodeccHoHATEHOM I TEIILHOCTH,
VYo 09.04 KpaTKo 000CHOBHIBATH
1 OOBSICHATH CBOH JICHCTBHS
(Texy1iue U nIaHupyeMble);

VYo 09.05 NUcaTh MPOCTHIE
CBSI3HBIE COOOIICHHS HA 3HAKOMBIE
WM HHTEPECYIOIIHE
1pohecCHOHATbHBIE TEMBI

npodeccrnoHanbHO I
HaIpaBJICHHOCTHU
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2 CTPYKTYPA U COAEP)KAHUE YYEFHOU JUCITATLIAHBI
2.1 O6bem y4eOHOI TUCUMIIMHBI M BH/IbI Y4e0HOH padoThl (04HO)

Bua yueOHo# padoThl

O0BeM yacoB

O0bem o0pa3oBaTeIbHOI NPOrpaMMbl Y4eOHOM JMCIUIIIHHbI 50

B T.4. B (hopMe NPaAKTHYECKOH MOATOTOBKHU 12
Oo0s13aTesIbHAS ayIUTOPHAsI y4eOHAasi HATPY3Ka (Bcero) 48

B TOM YHCJIE:

JIEKIINH, YPOKHU 32
MPAKTUIECKHUE 3aHATUS 16
71ab0paTOPHBIE 3aHSITHS He npedycmompeno

KypcoBasi paboTa (IIpoeKT)

He npedycmompeno

KOHCYJIbTaIlHH He npedycmompeno

CamocrosiTesibHasi padora 2
upgepenyuposarnolii

IIpomMe:kyTouHasi aTTeCTALUSA Augppep 3aZeZ
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2.2 TemaTu4ecKHuii IVIaH U coJep:KaHHe Y4eOHOH TMCHUILUINHBI «/l0KyMeHTalMOHHOe o0eclevyeHne ynpaBJaeHus »

HaunumenoBanue

Conepxxanue yueOHOro MaTrepuasia u

O0beMm, akaj.

pa3aeyioB U TeM (opMbI oOprann3anum aesiTeJIbHOCTH 00y4aIOIIMXCS 9 /B TOM
qHcjae B Koanbl ocBanBaeMbIX
dhopme Kox OK/IIK 3JIeMEeHTOB
NMPAKTHYECKOH KOMIIeTeHIIU I
MOJArO0TOBKH,
aKaj.4.
1 2 3 4 5
Pa3nes 1. O01masi XapaKTepHCTHKA JOKYMEHTAIIMOHHOI0 o0ecrneyeHHs1 YpaBJIeHus! 14/0
Tema 1.1. Cojaepikanue yueOHOIro MaTepuaJa: 14/0
OcHoBHBIE IOHATHS | OOBEKT, NMPEAMET JOKYMEHTAIIMOHHOTO OOECICYEHHs YIPABJICHHUS. 4//0 OK. 02; OK.03; | 32;33; 34;
JOKYMEHTAaMOHHOTO | [{ens m3ydeHus: aucturuinHbl. OO0ImIas XxapakTepucTuKa Kypcea, CBS3b OK.05; OK.09; 30 02.01, 30 02.04, 30
obecrieueHus ¢ Ipyrumu aucuuiuimHamMu CoziepyKaHue U OCHOBHBIE TTOHATHS, LETH, IIK. 1.1; 02.05 30 03.01, 30
yHpaBiieHus. 3aauu ¥ NpUHIUTEI coBpemenHoro /10 (memomnponsBoacTsa). Mecto IMK.1.2;I1IK.2.1; | 03.02, 30 03.04, 30
HopmarusHo - 1 POJIb JOKYMEHTOB B yIIPaBJIECHUN Ha COBPEMEHHOM 3Tarle. I1K.3.2; T1IK.6.2 | 05.02, 30 09.03, 30
METOJIMYCCKOC [lonsatue npoxkymMeHTta, HocUTeNns JokyMeHTa. OdunuanbHbIe W 09.05
perynmupoBaHue. JIUYHBIC JOKYMEHTBI. Opuanueckas cuia JOKYMEHTA.
Knaccudukanus 10kyMeHTOB.
HopmatuBHO-tipaBoBasi 0a3a opraHu3aluu JTOKYMEHTAI[MOHHOTO
obecrieueHusT  ympaBieHUsA. YHHPUKAIMS W CTaHIAPTHU3ALM
YIPABJIICHUYECKOTO JIOKYMEHTA
Tema 1.2. Copep:xaHue y4e0HOIro MmaTepuaja 8/0 OK. 02; OK.03; 31; 32;
Odopmnenue OcHOBHBIE TOHSATUS PEKBU3UT, OnaHK, Qopmymsap, dopMmymsap — OK.05; OK.09; 30 02.01, 30 02.04, 30
JIOKYMEHTalUU B o6pasell. 02.05 30 03.01, 30
COOTBCTCTBMM C Hopmbr u mpaBuna odopmieHHs JOKYMEHTOB B COOTBETCTBUU C TK. 1.1 03.02, 30 03.04, 30
HOPMATUBHOM 6asoil | rocT P 7.0.97-2016. «Hauunonanbublii  ctanaapt Poccuiickoit MK.1.2;11K.2.1; | 05.02,3009.03, 30
Oenepanun. Cuctema CTaHAapTOB MO MHGOpPMAIUKU, OUOIHMOTEYHOMY 5/0 I1K.3.2; I1K.6.2 09.05

U u3gatensckoMy  geny.  OpraHu3alMOHHO-pacHoOpsaUTeNbHas
nokyMmeHTarus. TpeboBanusi k odopmieHuo nokymeHToB" CocTaB
PEKBU3UTOB TOKYMEHTOB. FOpuaudeckuii craTyc JOKyMEHTA.

[lonsiTne o OnaHke [OKyMeHTa, BuAbl OnaHkoB. IlpaBuna
odopmieHust pekBU3UTOB O61anka B cootBeTcTBuu ¢ [OCT P 7.0.97-
2016. «HanuonanwHeiil crangapt Poccuiickoit ®eneparuu. Cucrema
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CTaHJApTOB N0 uHpOpManuu, OUOIMOTEYHOMY U H3IATEIBCKOMY
Iemy. OpraHu3anMOHHO-PACIOPAIUTEIIbHAS JTOKYMEHTAIHSL.
TpeboBanust K 0()OPMIICHHIO TOKYMEHTOB".

B Tom uncie NMPAKTHICCKHUX 3aHSATHM

2/0
Ilpakmuuecxoe 3auamue Ne 1. OK. 02; OK.03; | V1;VY2;
OdopmiieHue PEKBU3UTOB O00ECICUMBAIONINX FOPUIUICCKYIO CHITY 210 OK.05; OK.09; Vo0 02.03, Yo 02.06 -
nokyMmeHnTam. OpopmieHre pa3Iu4HbIX BUJOB OJaHKOB U (opMysipa IK. 1.1; TIK.1.2; | Y0 02.09, Yo 03.02,
- oOpa3siia IIK.2.1; I1IK.3.2; | Y0 05.01 Yo 09.01, Yo
I1K.6.2 09.05
Pazjnen 2. CucreMbl JOKYMEHTAIIMOHHOT0 00ecnieYeHus1 ypaBJieHusl 24/8
Tema 2.1. Conepxxanue y4eOHOro Marepuaja 11/4
VaupuuuposanHas 1.YHudunupoBaHHas cuctemMa OpraHu3allMOHHO - PaclopsAUTEIbHON OK. 01; OK.02; | 31;32; 33; 34;
cucremMa nokymentaiuu YCOP/I: cocraB YCOPJI, obnactu mnpUMEHEHHS. OK.05; OK.09; 30 01.02 - 30 01.04, 30
OpraHu3aMoOHHO - Hcnonp3oBaHne yHU(PUIMPOBAHHBIX (GOPM. IK.1.1; 11K.2.2; | 01.07 30 02.01, 30
pacropsIuTeTbHON OpraHu3anoOHHbIE JOKYMEHTHI, WX Ha3HadeHHe, QOPMYISIPH - [1K.3.4; [1K.4.2; | 02.04, 30 02.05, 30
JTOKYMEHTAITU! 00pa3IIbl. [Tponenypa COCTaBJICHUS u ohopmIIeHUS I1K.4.3 05.02, 30 09.03, 30
OpraHU3aIMOHHBIX JIOKYMEHTOB. O6mactpb MIPUMEHEHHUS 09.05
OpraHU3aI[MOHHBIX JOKYMEHTOB.
2.PacniopsimutensHble  TOKYMEHTHI. WX HaszHadeHue, (HOpMysspsl
00pa3IIbl. [Tponenypa COCTaBJICHUS u ohopmIIeHUS 6/0
pacnopsIuTeNbHBIX JOKYMEHTOB. Hcnonb3oBanue
YHUGPUIIUPOBAHHBIX (hopM
3.MudopmanioHHo - CripaBOYHbIE JOKYMEHTHI. 11X Ha3HavyeHue,
dbopmyrsipsl - oOpasisl. [Ipoueaypa cocraBinenus u opopmiieHus
MH(OPMALIMOHHO-CIIPABOYHBIX IOKyMEHTOB. O0IacTh MIPUMEHEHUS
MH(OPMALIMOHHO-CITPABOYHBIX TOKYMEHTOB. Mcnoiap3oBanue
YHUPHUIIUPOBAHHBIX (HOpM
B ToM 4Hc/Ie NPAKTHYECKUX 3aHATHI A4
Ilpakmuuecxoe 3anamue Ne 2. 212 OK. 01; OK.02; V1;¥2;¥0 01.05, Yo
PazpaboTka 1 opopmieHre pacoOpsAUTENBHBIX JOKYMEHTOB OK.05; OK.09; 01.06 - Yo 01.10, Yo
[1K.1.1; [IK.2.2; | 02.05 - Y0 02.09, Yo
I1K.3.4; [1K.4.2; | 05.01 Yo 09.01 - Yo
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[1K.4.3 09.03, Yo 09.05
Ilpakmuuecxoe 3anamue Ne3. OK. 01; OK.02; V1;V¥2; Yo 01.05, Yo
Pazpabotka u odopmieHne cnpaBouHO — WHGOPMAIMOHHBIX 212 OK.05; OK.09; 01.06 - Yo 01.10, Yo
JOKYMEHTOB (CITy)keOHO€ THCBbMO, TIPOTOKOJ, aKT, JOKJIQJHas [K.1.1; [IK.2.2; | 02.05 - Y0 02.09, Yo
3aInCKa, CIIy)KeOHast 3a1ncKa) I1K.3.4; [1K.4.2; | 05.01 Y0 09.01 - Yo
I1K.4.3 09.03, Yo 09.05
CamocrosiTebHast pabora 1/0
[TogroroBuTh 51MeMEHT NOPTHONIHO — TPHIOKEHUS O0Opa3IoB OK. 01; OK.02; V1;VY2;31;32;33; 34;
JOKYMEHTOB — (IIpOaHAJM3UPOBAB peajibHbIE  YIPaBICHYECKHE OK.05; OK.09; VYo 01.05, Yo 01.06 -
JOKYMEHThl U TpaBuia OQGOpMIEHHUS, MOArOTOBbTE WM CO3/aiTe IK.1.1; 1TIK.2.2; | Yo 01.10, Yo 02.05 -
o0Opa3lpl IITaTHOTO pAacHUCaHMsl OpraHu3allM; JIOJKHOCTHOM 1/0 I1K.3.4; 1IK.4.2; | Y0 02.09, Y0 05.01 Yo
WHCTPYKIINH; ) [1K.4.3 09.01 - Y0 09.03, Yo
09.05
30 01.02 - 30 01.04, 30
01.07 30 02.01, 30
02.04, 30 02.05, 30
05.02, 30 09.03, 30
09.05
Tema 2.2. Conep:xaHue yueOHOro MaTepuaja 6/2
JloKkymeHTanus 1no [TakeT HOKyMEHTOB IO JUYHOMY cocTaBy. OcoOeHHOCTH PabOTHI C OK. 01; OK.02; 31; 32; 33; 34;
TPYAOBBIM KaIpOBbIMU  JOKyMEHTaMHu.  JIOKyMEHTHUpOBaHUE  TPYHOBBIX OK.05; OK.09; 30 01.02 - 30 01.04, 30
OTHOIICHUSAM MpaBOOTHOIICHUH.  Mcronb3oBaHWe  YHH(PUIUPOBAHHBIX  (HOpM 4/0 IIK.1.1; T1IK.2.2; | 01.07, 30 02.01, 30
JOKYMEHTOB [0 JIMYHOMY cocTaBy. M3aaHue NnpukasoB MO JINYHOMY I1K.3.4;11K.4.2; | 02.04, 30 02.05, 30
COCTaBy. I[1IK.4.3 05.02, 30 09.03, 30
09.05
B ToM yunciie npakTHYeCKUX 3aHATHI 2/
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Ilpakmuuecxoe 3anamue Ne4. OK. 01; OK.02; | V1;VY2;
Pa3paboTtka u opopmiieHHE TOKYMEHTAIMH 110 JTHYHOMY COCTaBY C 2/2 OK.05; OK.09; Vo0 01.01 - Yo 01.11,
WCIO0JIb30BaHNEM YHUDUIIMPOBAHHBIX (HOpM TK.1.1; TIK.2.2; Y0 02.07 - Yo 02.09,
K34 TKA42; | 20 0301 o 02010
[K.4.3 S YO
Tema 2.3. Conepxxanue yueOHOro Marepuaja 7/2
JloxymeHTarus Cucrema J0roOBOPHO-TIPABOBOM JIOKYMEHTAIIMU: Ha3HAYCHHUE, COCTaB, 4/0 OK. 01; OK.02; 31; 32; 33; 34;
npodeccuoHaIbHOM coCTaBJIeHUE U O(POpPMIICHHE. OK.05; OK.09; 30 01.02 - 30 01.04, 30
JEATENbHOCTH [lonsitTue  goroBopa  (KOHTpaKTa), COTJIAIIEHHUS, IPOTOKOJIA. [K.1.1; [1IK.2.2; | 01.07, 30 02.01, 30
KoMMepueckre akThl B TIOBEPEHHOCTH I1K.3.4; T11K.4.2; | 02.04, 30 02.05, 30
«TpeboBanuss K OQGOPMIIEHHMIO W  BBIAAYM  JOBEPEHHOCTEH» [1K.4.3 05.02, 30 09.03, 30
JIOBEpEeHHOCTH: pa30BBIe, CIICIIUANILHBIE, TeHEPATbHBIC. 09.05
CocTaB npeTeH3NOHHO-UCKOBOH JOKYMEHTAIUH: peKIIaMaIliH,
MTPETEH3UOHHBIC MMChMA, HCKOBBIC 3asBIICHUS
B TOM 4mciie NpaKTHYECKUX 3aAHATHI 22
Ilpakmuuecxas paboma Ne 5. 2/2 OK. 01; OK.02; Vi1;V2;
CocraBiienne U 0(GOpPMIICHHE TOKYMEHTOB IO MPO(heCcCHOHATHHOM OK.05; OK.09; Vo0 01.01 - Yo 01.11,
NESITETFHOCTH (IOBEPEHHOCTH, MPETEH3UH U UCKOBBIC 3asIBJICHUS ) TK.1.1; TTK.2.2; Y0 02.07 - Yo 02.09,
Yo 05.01, Yo 09.01
[1K.3.4; [1K.4.2; ’ ’
K 4.3 Yo 09.04, Yo 09.05
CamocTrosiTesqibHast padoTa 1/0
[ToaroToBUTH AEeMEHT HOPTHOITHO — IPHIIOKEHHS 00pa3IIoB OK. 01; OK.02; V1;V2;31; 32; 33; 34;
(mpoaHanu3upoOBaB peajbHbIE YIPABICHYECKUE TOKYMEHTHI U OK.05; OK.09; Y0 01.01 - Yo O1.11,
npaBuiia 0OpMIICHHUS, TIOJATOTOBBTE WIIM CO3/IalTe 0Opa3Ibl 1/0 IIK.1.1; 11IK.2.2; | Y0 02.07 - Yo 02.09,
JIOTOBOPOB M MPETEH3UOHHBIX ITHCEM. ) I[IK.3.4;1IK.4.2; | Yo 05.01, Yo 09.01,
[1K.4.3 Yo 09.04, Yo 09.05

30 01.02 - 30 01.04, 30
01.07, 30 02.01, 30
02.04, 30 02.05, 30
05.02, 30 09.03, 30
09.05
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Pazjnen 3. Opranuzauus 10KyMeHT0000pOTa 14/4
Tema 3.1. Conepxxanue yueOHOro Marepuaja 8/4
Texnomorus u
IPUHITUTIBL Opranuzanus T0OKyMeHToOOOopoTa: mpuéM, 0OpaboTKa, perucTparus, 4/0 OK.01; OK.02; 33; 34;35;
Opra’usanuu KOHTPOJIb UCHOJIHCHUS, XpaHCHUE TOKYMCHTOB. OK.03; OK.09; 3001.01 - 30 01.04, 30
JIOKYMEHT0060poTa 3HaueHue W BUABI HOMEHKIATYp Aell. TpeOoBaHUsS K HOMEHKIATYpe IK.1.2; TIK.2.1: 01.07, 30 02.01 - 30
Je. i .1 02.05,3003.01 - 30
dopMupoBaHue e U MOPSIIOK OOBETUHEHHS JTOKYMEHTOB B JIeia. IK.2.2; TIK.2.6; 03.04, 30 09.05
XpaHeHue JOKYMEHTOB W Jei. llopamok Belgaun W U3BIATUA TK.2.7; TIK.4.6;
JIOKYMEHTOB U JIeT B ClIydae HEOOXOIUMOCTH. [IK.4.7.
B ToM 4uc/ie npaKTHYECKUX 3aHATHIA 4/4
Ipaxmuueckoe 3anamue Ne 6 212 OK.01; OK.02; V4,
CocraBiieHH€ 3TaIoB U Onepanuu 00padOTKUA JOKYMEHTOB. OK.03; OK.09; Yo 01.04, Yo 01.06,
[Topsiok 3amoTHEHHST PETUCTPAITHOHHBIX (JOPM U BEJIEHNE KOHTPOJIS IK.1.2; T1IK.2.1; | Yo 01.07, Yo 01.10,
3a MCTIOJIHEHUEM CITY)K€OHBIX JOKYMEHTOB C UCIIOJIb30BaHUEM [1K.2.2; 11IK.2.6; | Yo O1.11, Y0 02.01 -
ABTOMAaTHU3UPOBAHHBIX TEXHOJIOTUH I1K.2.7; 1IK.4.6; | Yo 02.09, Yo 03.01,
I1K.4.7. Vo0 03.02
Ipakmuueckoe 3ansmue Ne 7 OK.01; OK.02; VA
[ToaroroBka MOKyMEHTOB /sl (GOPMHUPOBAHUS U XPAHCHHS JIETT 212 OK.03; OK.09; Vo 01.01 - Yo 01.10,
IIK.1.2; IIK.2.1; | Y0 02.01 - Yo 02.09,
I1K.2.2; 11IK.2.6; | Y0 03.02, Y0 03.10
I1K.2.7; 1IK.4.6;
I1K.4.7.
Tema 3.2. Conep:xaHue y4eOHOro MaTepuaja 6/0
Texnomnorus 1.ABTOMaTH3UPOBAHHBIC CHUCTEMBI JEJIONpOomM3BOACTBA. Cucrema OK.01; OK.02; 33; 34;35;
aBTOMATU3MPOBAHHON ANEKTPOHHOTO JoKymMeHToobopoTa (CO/), ee cTpykTypa, HacTpoiika OK.03; OK.09; 30 01.01 - 30 01.04, 30
00paboTKu CHCTEMBI. IIK.1.2; TIK.2.1; | 01.07, 30 02.01 - 30
MOKYMCHTallu1 2.0030p COBpEMEHHBIX CPEJICTB OPI'TEXHUKH JIJIs TIEpeIauu 1 4/0 I1K.2.2; T1K.2.6; | 02.05, 30 03.01, 30
nepepabotku uHpopmanuu. Ludpposas noanucey. IneKTpoHHAS [IK.2.7; TIK.4.6; | 03.02, 30 03.04, 30
noura. 3anmra napopmanuu. McrnonapzoBaHue mpaBoBbIX TIK.4.7. 09.05
MH(OPMALIMOHHBIX CUCTEM
B ToM yuncie NpaKTHYeCKUX 3aHATHH 2/0
Ilpakmuuecxoe 3anamue Ne 8 2/0 OK.01; OK.02; V3; V4,
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[Tepenava nadopmanyu U CpeaCcTBa TEICKOMMYHUKAIIMOHHBIX
TEXHOJIOTHH B AJIEKTPOHHOM JOKyMEHTO000pOTE

OK.03; OK.09;
IIK.1.2; TIK.2.1;
I1K.2.2; TIK.2.6;
I1K.2.7; 1IK.4.6;
IIK.4.7

Yo 01.05 - Yo 01.10,
VYo 02.05 - Yo 02.09,
Y0 03.02, Y0 09.01 -
Y0 09.03

UTOI'O

50/12
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3 YCJOBMUS PEAJIN3AIIMA YYEBHOM JUCIIUILIVHBI

3.1 MaTepuajbHO-TeXHMYeCKOe o0ecnieueHne

I[HSI pcajim3ann ImporpaMmmbl yqe6H0171 JAUCHUIIIMHBI MMPEAYCMOTPCHBI CICAYIOIIUC CIICHUAJIbHBIC
IIOMEILIEHUS U OCHAIICHHE:

THvn 1 HANMEHOBAHME CIIENNAIBLHOIO
OcHaleHue CNenuaJIbHOro MoMeneHust

NOMeLIeHUs!
kaOuHeT [IOKyMEHTalMOHHOIO VYueOHasi aymuTopusi Ui MPOBEACHHS YYEOHBIX, MPAKTUYECKUX
obecriedeHusl yrpaBieHHsI 3aHATUM, U1 TPYIIIOBBIX M MHAMBUAYAJIbHBIX KOHCYJBTALMU, IS

CaMOCTOSITENBHOW ~ paboThl, JUIS  TEKYIIEro KOHTPONS U
IIPOMEXYTOYHON aTTECTALUU.

PabGouee wmecro mpenomaBaTensd: TMEPCOHANBHBIA  KOMIBIOTED,
CKaHep, paboume MecTa OOydJarolMXCs, JOCKa ydeOHas, ydeOHas
MeOelb;

IIepcoHasIbHBIE KOMIIBIOTEPHI;

Anmnapat konmpoBanbHbiii TASKalfa 180

kaOuHeT MHpOpMaMOHHBIX TEXHONOTHH | Y4yeOHas ayAuTopus Ui TMPOBEACHUS y4YeOHBIX, MPaKTHYECKUX
B MPOQeCCHOHATLHOMN eSITeNbHOCTH 3aHSATUH, IS TPYNIIOBBIX U UHAUBUAYAJbHBIX KOHCYJIbTaLUH, IS
CaMOCTOSITENBHOW  paboThl, JUIS  TEKYIIEro KOHTPONS U
IIPOMEXYTOYHON aTTECTALUU.

PabGouee Mmecro mnpenopaBaTens: IEPCOHAJBHBI KOMIIBIOTED,
poeKTop, paboure Mecta oOydaromuxcs, Jocka yueOHas, yaeOHas

MeOeJb;

IlepcoHaJIbHBIE KOMIIBIOTEPHI
Tlomerenue st CaMOCTOSATEILHON [TepconanbHbie KOMIBIOTEPHI ¢ TakeToM MS Office, Beixomom B
paboThl 00yJarOIIIXCS WHTEpHET 1 ¢ I0CTYIIOM B DIIEKTPOHHYIO HHPOPMAIHIOHHO-

00pa3oBaTENbHYIO CPely YHUBEPCHTETA

3.2 Y4eOHO-MeTOoAuYecKoe U MH(OPMAIIMOHHOE O0ecTiedeHUe Pean3alui MPorpaMMbl
OcCHOBHBIEC HCTOYHUKHU:

1. brikoBa, T. A. JlokymeHTallmoHHOE O0eCTIeYeHUE YIpaBJICHHS (JIEIOMPOU3BOJICTBO) : yueOHOE
noco6ue / T.A. beikoBa, T.B. Ky3nenona, JI.B. Cankuna ; mox oomr. pea. T.B. Ky3nenoBoit. — 2-e u3.,
nepepab. wu gon. — MockBa : HWH®PA-M, 2021. — 304 c. Pexum pocryna:
https://znanium.ru/read?id=360476

2. Kopuees, . K. JlokymeHTarmonHoe oOecrieueHre yrpaBiaeHUs [DIeKTpOHHBIA pecypce]| ::
Y4eOHHK M TTPAKTUKYM ISl cpenHero npodeccrnonansuoro oopazopanus / M. K. Kopuees, A. B. ITmenko,
B. A. MamypueB. — 2-e u3a., nepepad. u gon. — Mocksa : U3narensctBo FOpaiit, 2022. — 384 ¢. —
(ITpodeccuonanbroe  obOpazoanme). — ISBN  978-5-534-05022-6. — Pexum  gocryna:
https://urait.ru/bcode/492541

I[OHOJIHHTGJILHLIG HCTOYHUKMU:

1. Aunexceesa, I'. U. JlokyMEeHTHpOBaHHE XO3IMCTBECHHBIX OTEPALIMA M BEACHHE OyXTalTepCKOTO
ydeTa UMYyIlecTBa opranusanuu : yueonuk / I'.1U. AnekceeBa. — Mocksa : UHOPA-M, 2024. — 459 c.
— (Cpennee npodeccuonanbHoe oOpa3zoBanue). Pexxum nocryna: https://znanium.ru/read?id=441195

2. beikoBa, T. A. JlokymMeHTallMOHHOE OOECleYeHHe YIPaBICHUS HETOCYAapCTBEHHBIX
opranmu3anuii [DnekTpoHHbIi pecypc] : yueOHoe mocobue / T. A. beikoBa, JI. B. Cankuna. — 2-e u3n.,
nepepab. u gomn. — Mocksa: HULL MH®PA-M, 2020. — 302 c.: 60x90 1/16. — ISBN 978-5-16-010379-2. —
Pexxum nocryma: https://znanium.ru/read?id=355409

3. Kysnenos, HW. H. [lokymMeHTanmuoHHOE oOecrneueHue yrpaBiieHus. J[oKyMeHTOOOOpOT u
JIeTIONIPOM3BOICTBO . YUCOHMK W MPAKTHKYM [UIi  CpPeaHero mpodeccHoHaibHOro obpa3zoBaHus /
H. H. Ky3nenoB. — 3-e u3a., nepepad. u pomn. — Mocksa : UznarensctBo Opaiit, 2021. — 462 c. —
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https://znanium.ru/read?id=360476
https://urait.ru/bcode/492541
https://znanium.ru/read?id=441195
https://znanium.ru/read?id=355409

(ITpodheccuonanvHOE oOpa3oBaHue). — ISBN 978-5-534-04604-5. — Pexum

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

IIporpammHoe oGecnieyeHue:
MS Windows
Calculate Linux Desktop
MS Office
7Zip
HNHuTepHeT-pecypcsl
1. Beepoccuiickuii Hay4HO-UCCIIEJOBATENbCKUA UHCTUTYT JTOKYMEHTOBEICHHUS U apXMBHOIO Jeia
(BHUNIAAL) [Dnexkrponnslii pecypc]. DnekrpoH. aad. — M.: BHUMJA/L, 2010. — Pexxum goctymna:
http://www.vniidad.ru .
2. IHTyuT — HallMOHAJIbHBIN OTKPBITHIN YHUBEPCUTET. [ DNEKTPOHHBIN pecypc]. — Pexxum nocrymna:
https://www.intuit.ru/studies/courses, cBOOOAHBIN. — 3ari. ¢ skpaHa. 3. pyc.
3. EnuHoe okHO jocTymna K oO0pa3oBareiabHBIM pecypcaMm Poccuiickoit @eneparuu [DneKTpOHHBIN
pecypc]. — Pexxum nocryma: http://window.edu.ru/,cBOO0IHBIN. — 3ariL. ¢ 3KpaHa. 3. pyc.
4. Koncynprantllmoc. Odunuansueiii cailt komnanuu «Koncynprant-Ilmtoc». — Pexxum gocryna:
http://www.consultant.ru
5. Ilopran «ApxuBbsl Poccun» [DnexTpoHHslid pecypc]. DnekrpoH. aad. — M.: Pocapxus, 2001. —
Pexxum noctyma: http://www.rusarchives.ru.

3.3 YueOHO-MeTOAMYECKOE 00ecIIeYeHHe CAMOCTOATE/IbHON padoThl 00y4YaroLIuXcst

CamocTrosrenbHas paboTa sBisieTcs: 00s3aTeabHON s Kaxaoro odydaromierocsi. CaMmocTosiTeNbHas
pa60Ta MOXKCET OCYIICCTBIIATHECA HWHAWBUAYAJIbHO WM TPYIIIaMH B 3aBUCUMOCTH OT LCIIH, 061)eMa,
KOHKPETHOM TEMaTHKU CAaMOCTOSITEIbHOM paboThl, YpOBHS CJIOKHOCTH, YPOBHS YMEHHM 00yJaromuxcs.

KoHTposnb pe3ynbTaToB BHEAYIUTOPHON CaMOCTOSITENIHOM pabOThl OCYLIECTBISETCS B Mpeaenax
BpEMEHH, OTBEICHHOIO Ha o0O0s3aTelibHble Y4eOHbIEe 3aHATHUS W BHEAYIUTOPHYIO CAMOCTOSITEIBHYIO
paboTy oOyuaromuxcs Mo y4eOHOM IMCLMILIMHE, MPOXOJIUT KaKk B NMHUCbMEHHOM, TaK M YCTHOW WIIU
CMEIIaHHOM QopMe, ¢ PEICTaBICHUEM U3/IEIHsI WU MPOAYKTa CAMOCTOSTEIbHON AEITEIbHOCTH.

B kauectBe GhopM M METOIOB KOHTPOJISI BHEAYAUTOPHON CaMOCTOATEIBLHON PaObOThI UCIIONB3YIOTCS:
MIPOBEpKa BHITIOJHEHHOW paboThl MpernoaBaTesieM, CEMUHAPCKHUE 3aHATHS, TECTUPOBAHUE, CAMOOTYETHI,
KOHTpPOJIbHBIE Pa0OTHI, 3alllUTa TBOPUYECKUX PAOOT U Jp.

Ne | HammenoBanue OneHovHbIe CpeAcTBa (3alaHusi) ISl CaMOCTOSITEIbHOW BHEAyIUTOPHOMN
pasnena/TeMbl paboThI
1 Paznen 2. TekcT 3agaHus: MOATOTOBUTH 3JIEMEHT MOPT(OINO — MPUIOKEHUS 00Pa3IOB
CucremMbl JOKYMEHTOB (IPOAHATU3UPOBAB pEabHbIC YIPABICHYECKHE TOKYMEHTHI U
AOKYMEHTAIIMOHH | ITpaBuja O(OpMIIEHHUs, IMOATOTOBbTE WM CO3JaiTe 0Opa3lpl IITAaTHOTO
oro oéecrmeveHusl | pacIUCaHUs OPraHU3ALNU; JOHKHOCTHOW HHCTPYKIIUU;)
ynpaBJieHUs Lenb: coBepuIeHCTBOBATh 3HAHUS U TEOPETUYECKUE OCHOBBI COCTaBICHUS U
Tema 2.1. opopMIIEHHST ~ OPraHU3alMOHHO-PACIOPSIAUTEIBHON JOKyMEHTAIIHH,
YHuuuupoBaHH | IOJATBEP)KIATh KOHKPETHBIMU MTPUMEpPaMU
asi cucremMa PexoMeH a1y 1o BBIMOJHEHUIO 3a/1aHUS:
OPraHu3amMoHHo - | J[1s9 co3maHusi MPUIOKEHUH MOKHO HCIIOJIB30BaTh HHTEPHET - PECypChl,
paCHoOpsSIINTENBLHO | CPEACTBA MacCOBOW HMH(OpPMaluy, a Tak >k€  pPEeKOMEHJAlUuu 10
W IOKYMEHTAMM | TIPE/CTaBJICHUIO MPUJIOXKEHHUsI M CIMCOK HAaUMEHOBAaHMH BHJA JOKYMEHTOB
pa3MeIIeHHBIX Ha o00pa30BaTeIbHOM IMOpTaje B JJIEKTPOHHOM Kypce
«/lokymeHTanmonHoe oOecnieueHue  ympamieHUs». I[Ipoananu3upoBas
pealbHble  yOpaBlieHYeCKHEe JOKYMEHTHl W TpaBuwia  ohopMIIeHUS,
MOATOTOBBTE WM CO3/IaliTe 00pa3Ilbl JOKYMEHTOB.
Kputepuu onenku:
OrneHka «OTIMYHO» BBICTABISIETCSI 3a CaMOCTOSITENbHYIO, 0€30IHn00YHO
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https://urait.ru/bcode/470020
http://www.vniidad.ru/
https://www.intuit.ru/studies/courses
http://window.edu.ru/,
http://www.consultant.ru/
http://www.rusarchives.ru/

BBITNIOJTHEHHYIO paboTy, B cooTBeTcTBUHM C TpeboBanusimu ['OCT P 7.0.97-
2016. «Hammnonanensiii ctangapt Poccuiickoii @enepanun. u GopMyiIsipom
o0pasiom , hopMy MpeaCcTaBICHHUS.

OneHka «XOpOIIO» BBICTABISIETCA 3a paboTy, COAEPXKAIIYI0 HEIOYeTHl, B
opopmnennu gokymeHToB 'OCT P 7.0.97-2016. «HanmoHansHBIH cTaHAAPT
Poccuiickoit @enepannu. u 6e3 4eTkoil GopMbl peCcTaBICHHUS.

OneHka  «yIOBIETBOPHTEIBHO»  BBICTABISIETCS 32  HEIOCTaTOYHO
BBHITMIOJIHEHHYI0O ¥ O(QOpPMIICHHYIO paboTy, COJEpXKallyl0 HeIOuYeThl B
oopMIICHHN JOKYMEHTAIHIO U ()OPMBI TIPEACTABICHUSI.

OneHka «HEYHIOBJIECTBOPUTEIBHO» BBICTABISIETCS, €CIM  CaMOCTOSTENIbHAS
paboTa HE BBINOJTHEHA.

Tema 2.3.
JdoxkymenTauus
npogdeccuoHaJIbLHO
H 1eATeIbHOCTH

Texct 3agaHus: TOArOTOBUTH JIEMEHT NOPT(OINO — MPHIIOKEHUS 00pa3IoB
JOKYMEHTOB (MPOAHAIU3UPOBAB pEalbHbIE YIPABIECHUYECKHE TOKYMEHTHI U
npaBuiIa oQOpMIIEHHUS, MOATOTOBBTE WJIM CO3JaiiTe oOpas3lbl AOrOBOPOB U
MIPETEH3UOHHBIX ITUCEM.)

Lenb: coBepuieHCTBOBAaTh 3HAHUS U TEOPETUUYECKHE OCHOBBI COCTABJICHUS U
opOpMIIEHHSI  OPraHU3aLMOHHO-PACIIOPSAUTEIbHON JOKYMEHTAIIUH,
MOATBEPKIaTh KOHKPETHBIMU IPUMEPAMH

Pexomenaruu 1o BBIMOTHEHUIO 3a/TaHMUS:

Jnst co3maHus MPUIIOKEHWH MOXHO HCIIOJB30BaTh HMHTEPHET - PECYPCHI,
CpeICTBAa MaccoBOM HHQOpMAIMK, a TaK €  pPEeKOMEHJAIMH 10
MPEACTABICHUIO TPUIIOKEHUSI W CIMCOK HAMMEHOBAHWU BHJA TOKYMEHTOB
pa3MenieHHbIX Ha oO0Opa3oBaTeNbHOM MOpTajle B 3JIEKTPOHHOM Kypce
«/lokymeHnTanmonHoe oOecnedeHue  ympamieHus». IIpoananusupoBan
peayibHble  yIpaBJICHYECKHWE JOKYMEHThl U TpaBuia  odopmiieHus,
MOATOTOBBTE WIIH CO3/aliTe 00pa3Ibl JOKYMEHTOB.

Kputepuu oneHku:

OneHka «OTIMYHO» BBICTABISIETCS 3a CaMOCTOSITENbHYIO, 0€30IHO00YHO
BBITIOJTHEHHYIO paboTy, B cooTBeTcTBUU ¢ Tpeboanusimu ['OCT P 7.0.97-
2016. «HannonaneHerii ctangapt Poccuiickoit denepanuu. u GopMynsipom
00pasnom , hopMy IIpeICTaBICHHUS.

OneHka «XOpOIIO» BBICTABISETCS 3a pabOTy, COAEpXKAILyI0 HEIO0YEThl, B
opopmitennu nokymeHToB ['OCT P 7.0.97-2016. «HannoHansHbIN cTaHIApT
Poccuiickoit deneparuu. u 6e3 4eTkor (HOPMBI IIPEACTABICHHS.

OneHka  «yJOBJIIETBOPUTENLHO»  BBICTABISIETCS 32  HEAOCTAaTOYHO
BBINIOJTHEHHYI0O U O(opMIIeHHYI0 paboTy, COJepKallyl0 HEIO0YeThl B
ohOopMIIEHUN JOKYMEHTALNIO U OPMBI TPEJICTABICHUS.

OneHka «HEYIOBIETBOPUTEIBHO» BBICTABISACTCS, €CIM CaMOCTOSATEIbHAs
paboTa HE BHITIOJTHEHA.
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4 KOHTPOJIb U OLIEHKA PE3YJIbTATOB OCBOEHHSA YUYEFHOW JUCIATIINHBI
KoHTposnb ¥ OLIEHKA pe3yibTaTOB OCBOEHUS JUCLUIUIMHBI OCYLLECTBIIAECTCS IPENOJABaTEIEM B

MPOIIECCe TEKYIEro KOHTPOJISL U MPOMEXKYTOYHOM aTTeCTalluH.

4.1 Texymmii KOHTPOJIb:

I1K.2.6; Y3; Y4, 34; 35;
I1IK.2.7; ¥4; V5; 35;
I1IK.4.6; Y3; V5; 33; 34; 35;
I1K.4.7. Y4, V5; 33; 34; 35;

KonTponupyemslie pa3uenbl HawnmeHnoBanmue Kputepun
o KonTponupyemslie pe3ynbTaTsl
No (TeMbl) yueOHOI OIIEHOYHOT'O OLIEHKH
(yMmeHwus1, 3HAHUA)
JUCHHUIIJIMHBI CpeIcTBa
1 OK. 02; 3.02.1; ¥.02.3; CmoTpu
OK.03; 3.03.2; ¥.03.2; Tecr KpUTEpUU
Paznmen 1. O06ras OK'OSf 3.05.2; Y.OS.ll, [IpakTrueckas OLICHKH TECTa
XapaKTepUCTHKA OK.09; 3.09.5. ¥09.1; pabora Ne 1 Cmotpu
JIOKYMEHTaIlMOHHOTO K. 1.1, ¥1; Y2 315 [IpakTuueckoe KpUTEPUU
obecrieueHust yIpaBiIeHUs IIK.1.2; ¥4; 33; 3aJlaHue
yip TK.2.1; V1; V2; 34; OUCHKH
IIK.3.2; V1; ¥2; 31; 32; MIPAKTUICCKOU
I1K.6.2; V1; 31; paboThI
2 Cmotpu
KpPUTEPHUU
OK. 01; 3.01.7; ¥.01.5; ¥.01.6; OLIEHKH TeCTa
0OK.02; 3.02.1; ¥.02.5; CmoTpn
0K.05;3.05.2; ¥.05.1; Tecr KpUTEpHH
Pazgen 2. Cucremsl 0K.09; 3.09.3 v.09.3; IIpakTrdaeckue OLIEHKH
JIOKYMEHTaIIMOHHOTO IIK.1.1;V1; ¥2; 32; pabotsr Ne 2-5 "
oOecIieueHus yrpaBIICHUS I1IK.2.2; ¥V1;¥2; 32; 34, IToptdonuo TpakTHHeCcKon
TK.3.4; V1; V2; 31; 32; paboTet
MK.4.2; V1; V2; 31; 32; 33; Cmotpu
IIK.4.3; V!; V2: 31; 32; KpuUTEprUn
OILICHKH
nopTdhoJIo
3 OK.01;3.01.3; 3.01.7; ¥.01.4; Cwmotpu
Y.01.11; KPUTEPHUH OICHKH
0K.02; 3.02.1; ¥.02.5; Teer TecTa
0K.03;3.03.2; ¥.03.2; I Cwmotpu
0OK.09; 3.09.5 ¥.09.3. PAKTHHACCKHE KPUTEPUH OLICHKH
A pabotsr Ne 6-8 .
Paznen 3. Opranm3arus IIK.1.2; V4; 33; Keiic-3anaua / MIPaKTHIECKOM
TOKYMEHT0000poTa IIK.2.1; V3; ¥V5; 34; 35; CHTYAIHONHAS paboThl
TK.2.2; V2; V3; 32; 34; 3a;[Zq CmoTpH

KPUTEPHUH OICHKH
KeWc-3agaun

Kputepun oueHku Tecta

3a KaKIpIil MPaBUIBHEIN OTBET — 1 Oa.
3a HenpaBWIBHEIA 0TBET — () GayIoB.

KauecTBeHHas olleHKa HHIUBUIYAIbHBIX 00pa30BaTEIbHBIX
ITponieHT pe3ynbTaTUBHOCTH .
JOCTH>KEHUH
(TIpaBUIBHBIX OTBETOB) =
6amn (0TMeTKa) BepOaIbHBIN aHAIOT
90 + 100 5 OTJIMYHO
80 +~ &9 4 XOpOLIO
70+79 3 YIOBJIETBOPUTEILHO
Mmenee 70 2 HEYI0BJIETBOPUTEIILHO




Kpurtepun oneHkn npakTuyeckoi padorsi:

Onenka «5» BbICTaBIseTCA 00yJaromemMycs, €Ciu:

— coJiepaHue paboThl COOTBETCTBYET 3aJaHHON TEMAaTHKE, 00YJaIOIIMIACS MTOKA3bIBAET CHCTEMHbBIE
Y TIOJIHBIE 3HAHUS U YMEHUA 110 JAHHOMY BOIIPOCY;

— paboTa oopmIiIeHa B COOTBETCTBHU C PEKOMEHIAIIUSIMH MIPETIOIaBaTeNs;

— 00BeM pabOTHI COOTBETCTBYET 3aJaHHOMY;,

— pa0oTa BBIIIOJIHEHA TOYHO B CPOK, YKa3aHHBIN MIPETIOJaBaTEIIEM.

Onenka «4» BbICTaBIIsIETCS 00y4aroLEMYyCsl, €CIIH:

— coJiepKaHne paboOThl COOTBETCTBYET 3aJaHHON TEMATHKE;

— oOyyJaromuiics 1ommyckaeT HeOOoJIbIIe HETOYHOCTH MIIM HEKOTOPBIE OMIMOKK B TAaHHOM BOITPOCE;

— B opopMIIeHHU pabOTHI TOMYIIEHBl HETOYHOCTH;

— 00beM pabOThI COOTBETCTBYET 3a/IaHHOMY WJIM HE3HAYUTEIILHO MEHBIIIE.

Orenka «3» BBICTABIISIETCS] O0yUaOIIEMYCsl, €CITH:

— cogepxaHue pabOTBI COOTBETCTBYET 3alaHHOW TeMaTWKe, HO B padoTe OTCYTCTBYIOT
SHAYUTCJIBHBIC DJICMCHTEI 110 COACPIKAaHHUIO pa6OTBI HJIM MaTepual 1o TeME U3JI0KCH HCJIOTMYHO, HCUYETKO
MPEJCTaBICHO OCHOBHOE COJIep’KaHNe BOTIPOCaA;

— pabota odopmiieHa ¢ omurbkamMu B 0(OPMIICHUH;

— 00beM pabOThI 3HAUUTEILHO MEHBIIIE 33JAHHOTO.

OreHka «2» BBICTABIISIETCS] 00yUJaOMIEMYCsI, €CITH:

— HE pacKpbITa OCHOBHAS TeMa PadOTHI,

— o(opmiieHHE pabOTHI HE COOTBETCTBYET TPEOOBAHUS MPETIOAaABATENS;

— 00beM pabOTHI HE COOTBETCTBYET 33/IAHHOMY.

Kpurepun oueHku Keiic-3agaum (Keiic-CUTyalun)

OneHka

Kpurtepuu oueHkn

5 (oTmU9yHO)

Keiic peren mpaBUiIbHO, TaHO pa3BEPHYTOE MOSICHEHUE M 000CHOBaHHE CICIIAHHOTO
3akmiodeHus. CTyIEeHT JEMOHCTPHPYET METOHOJOTHUECKHE U TCOPETHYCCKUE
3HaHUS, CBOOOIHO BIaJceT HaydyHOUW TepMmuHOIorueil. [Ipu pazdope mpemioxeHHOMU
CUTyallul TIPOSIBISIET TBOPYECKHE CIIOCOOHOCTH. JIeMOHCTpHpyeT XOopoIme
aAHAJUTHYCCKHE CITOCOOHOCTH, CIIOCOOEH TIpH OOOCHOBAHWHM CBOETO MHEHUS
CBOOOTHO TTPOBOANTD aHAIOTUN MEXIY TEMaMH Kypca.

4 (xoporto)

Ketic pemmen nmpaBuiIbHO, TaHO MOSICHEHNE 1 0OOCHOBAHHE CIEITAHHOTO 3aKITIOYSHHUS.
CTyneHT NeMOHCTpUPYET METOMOJIOTUYECKHEe M TeOPEeTHYeCKHe 3HAHWUS, CBOOOIHO
BJIaJIceT HAY4YHOW TepMHHOJOrued. J[eMOHCTpUpPYET XOpOLINE aHAJTUTHYECKHE
CHOCOOHOCTH, OJHAKO JIOMYCKAaeT HEKOTOpbleé HETOYHOCTH TIIPH BBIIOJTHEHUH
3a/IaHusl.

3
(YIOBIIETBOPHUTEILHO)

KelC pellieH IpaBUiIbHO, TOACHEHNE 1 000CHOBAHHUE CIENaHHOTO 3aKJIIOYEHUS ObLIO
JaHO MPH AaKTUBHOM IMOMOIM npernonaBaTeis. FiMeeT orpaHMYeHHBIE TEOPETUIECKU €
3HaHUS, [OIYCKaeT CYILIECTBCHHBbIE OLIMOKM TPH YCTAHOBJICHUH JIOTMUYECKUX
B3aMMOCBS3€EH, IOMYCKaeT OMMOKY IPU MCIIOIb30BAHIMH HAYYHOW TEPMHUHOJIOTHH.

2
(HEeyIOBIIETBOPUTEITLHO)

Kelic peHICH HCIPAaBUJIBHO, O6cy)K,Z[€HI/I€ " IIOMOIIb MPpEIoAaBaTeiisd HE IMPUBCIIN K
NpaBUJIBHOMY  3aKIIIOYCHUIO. O6Hapy>¥(I/IBa€T HECIIOCOOHOCTh K MMOCTPOCHHIO
CaMOCTOSITEILHBIX 3aKkiioueHnii. Mmeer ciaOble TCOPCTUYCCKUEC 3HAHUS, HE
HCMOJIB3YCT HAYUYHYIO TCPMHUHOJIOI'HUIO.
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Kpurtepuu ouenku noprgoJmo:

OneHKa «OTJIHYHO» - CTaBUTCS B TOM CIy4ae, €ClH MOPT(OIMO XapaKTepU3yeTcs MOIHOTON
COJICp’KaHUs BCETO KOMILJIEKTA JOKYMEHTOB, 00eCIeunBarOnX o0pa3oBaTeNbHbIN mpoiecc. Pasnudnbie
BUJIb JIOKyMEHTALIMU 3all0JIHEHBI ¢ coOMoieHrneM TpeboBaHuii k ee opopmieHno. KoHTponupyromas
JOKYMEHTAIUs TIPEJICTaBJICHa B TIOJHOM oObeMe. Hanmuue moIoKUTENbHBIX OT36IBOB C 0a3 MPAKTHKU O
BBITIOJIHEHHBIX BHJIAX pabOT, T/Ie MPEICTABIICH TEIaroruyecku OOOCHOBAHHBIN BBHIOOpP M peau3arus
dbopM, MeTOJ0B, TPUEMOB OOYYCHHS] W BOCIHTAHUS C YYETOM BO3PACTHBIX, WHIUBUIYAIBHBIX U
JUYHOCTHBIX OCOoOeHHOcTel oOyuaromuxcs. ConaepkaHue HOPTPOIHO CBUICTEINBCTBYET O OOJBIIMX
MIPWJIOKCHHBIX YCHIIUSAX, HAJIUYHUS BBICOKOTO YPOBHS CaMOOTJa4d M TBOPYECKOTO OTHOIICHUS K
cogepxkanuto  noprdonumo. IlpencraBieHo pasHooOpazwe BHUIOB  CaMOCTOSITEIIBHOW  pabOTHL
[IpocnexuBaercsi, 4yepe3 NPEACTABICHHE pPE3YJIbTaTOB CAaMOCTOSTEIBHOW pabOThl, CTpEMIIEHHE K
CaMOOOpa30BaHHUIO H TMOBBIMICHUIO KBaMukamuu. [IposiBIseTCS HCIONB30BAHUE  PA3TUIHBIX
HUCTOYHUKOB WHpopMarmu. B odopmieHun mopTdoiaro SpPKO MPOSBISIOTCS OPHUTHHAILHOCTD,
M300peTaTeIbHOCTh W BBICOKHW  YPOBEHb  BIQJICHHS  HWHPOPMAIMOHHO-KOMMYHUKATUBHBIMHU
TEXHOJIOTUSIMHU.

OneHka «X0OpoIIo» - CTaBUTCS B TOM CiIy4yae, €CJIM MOPTQHOIHO AEMOHCTPUPYET OOJBIIYIO YacTh
OT COJEp)KaHUSI BCErO KOMIUIEKTa JTOKYMEHTOB, 00ECHeunBaloONIMX 00pa3oBaTenbHBI mporecc. He B
COOTBETCTBUHU C TPeOOBAHWSIMHM 3aIlloJIHEHA YacTh JOKyMeHTaruu. KoHTpoimpyromas IOKyMEHTAIUs
MIPEJICTaBJICHA B MTOJTHOM 00beMe. Hammdne MoJIOKUTEIBHBIX OT3BIBOB ¢ 0a3 MPAKTUKH O BBHIMIOJTHEHHBIX
BHJIaX paboT, TJe MPEACTaBICH MEeAaroru4ecku 000CHOBAHHBIM BBHIOOp M peanmu3amusi GopM, METOJIOB,
MPUEMOB OOYYEHHsS W BOCIHTAHHS C YYETOM BO3PACTHBIX, WHIUBUAYAIBHBIX U JIMYHOCTHBIX
ocoOeHHOCTel oOyuaromuxcsi. [IpencraBieHo ogHOOOpa3We BHUIOB CaMOCTOSTEIHLHOW  pabOTHI.
Hcnonb3yroTess OCHOBHBIE UCTOYHUKN HHPOopMarmu. OTCYTCTBYET TBOPUYESCKHH IEMEHT B O0(OPMIICHHH.
[IposiBisieTcst cpeTHUi YpOBEHD BIIaICHHS HHPOPMAITMOHHO-KOMMYHHKATHBHBIMH TEXHOJIOTHSIMH.

OuneHKa «yAOBJIETBOPUTENBHO» - CTaBUTCS B TOM cllydae, €CIU MOPTQHOIIMO JTEMOHCTPUPYET
MOJIOBUHY MaTepuUajoB OT COJAEPXKAHUS BCEro0 KOMIUIEKTa JOKYMEHTOB, 00€CredrBaromInX
oOpasoBatenbHbIi Tporiecc. He B cooTBeTcTBMM ¢ TpeOOBaHUSMHU 3allOJIHEHA OOJIbIIAs YacTh
nokyMmeHTanuu. Kontponupyromas 1oKyMeHTalus npeacTaBieHa HarmoJoBUHYy. OT3bIBBI ¢ 0a3 MPaKTHKU
cCoJlep’KaT 3aMeuyaHuss W PEKOMEHJAlMU [0 COBEPIICHCTBOBAHUIO NPO(PECCHOHATbHBIX YMEHUH U
HaBbIKOB. [lpencraBieHo Majio BHAOB CaMOCTOSITENIbHOM  paboThl. VcrouHuku wuHQOpMaLUU
npeAcTaBiIeHbl PparMeHTapHo. OTCYTCTBYET TBOPUYECKUM dJIeMEHT B odopmiieHuH. [IposBisieTcst HU3Kui
ypOBEHb BJa/ieHUs] UHPOPMALMOHHO-KOMMYHUKATUBHBIMU TEXHOJIOTUSMHU.

OneHka «Hey/I0BJIETBOPUTEILHO» - CTaBUTCS B TOM Ciydae, €l MO COJAEp)KaHUIO MOPT(OIno
TpyaHO chopMHUpOBaTh OOIIEe MPEACTABICHUE O KauyeCcTBE MPOXOXKACHUS NPAaKTUKH CTyleHToM. B
nopT(oiro MNPEACTaBICHO OTPHIBOYHOE BBINOJHEHHWE 3aJaHU  MPOU3BOJCTBEHHON  MPAKTUKU.
JlokymeHTalus 3arnojHeHa He B COOTBETCTBUM ¢ TpeboBaHuAMU. KoHTponmpyromas AOKyMEHTalus He
npencraBieHa. OTCYTCTBYIOT OT3BIBHI ¢ 0a3 MPAaKTUKHU O BHIIIOJHEHHBIX BUJaX padoT. Her Bo3MokHOCTH
OTpEeeNUTh MpoTrpecc B 00yueHus u yposeHsb copmupoBanHoctu [1K.

4.2 IIpoMexyTOYHASI ATTECTAUSA

HpOMe)KYTO‘IHaH aTTecranusia 06yqafonmxc;1 OCYIICCTBJIACTCA 110 3aBCpLHICHUU HU3YUCHUA
AUCHUIUIMHBI U TIO3BOJIACT ONPEACINTD KaUCCTBO U YPOBCHb €€ OCBOCHUA.
CDopMa HpOMC)KYTOQHOﬁ arrecrauguu 110 JHUCLHHIIJIMHC ((((I[OKYMGHT&HI/IOHHOG obecneyeHne

yIpaBJIeHUs » - MU epeHIIMPOBaHHBIHN 3a4yeT

Pe3yabTaTsl OueHoYHBIC CPEACTBA
o0y4eHus JJIsl IPOMEKYTOYHOM aTTeCTAlMHU

TecToBBIC 3a7aHUA

Pa3zgen 1. O6H_[afi XapaKTCpUCTUKA NOKYMCHTAIIMOHHOI'O oOecreueHust YIIPAaBJICHUSA

32;33; 34; 1. Homomuute: OTpacib AeATENEHOCTH, KOTOpas 00eCIIednBacT JOKYMEHTHPOBAHNE U OPTaHU3AIINIO
3.02.1: [paboThI ¢ OhUIMATEHBIMYU TOKYMEHTAaMH, Ha3bIBAETCS -
’ a) TOKyMEHTHPOBaHHEM;
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3.03.2;
3.03.4;
3.05.2;
3.09.3.

0) IETONPOU3BOJICTBO;
B) opraHu3aius paboThl ¢ JOKYMEHTAMHU.

2. BepHo nu yrBepkIcHHE, 9yTo TepMUH JJOY BO3HHK ¢ BHEAPEHUEM CPEICTB BEIYHCITUTEIBHON
TEXHUKH, COBPEMEHHBIX HH()OPMAIMOHHBIX TEXHOJIOTHiT?
A) na b) mer
3. JIOKyMEHT BO3HHK, YTOOBI 3a(pHKCHPOBATh HH(POPMAIIUIO U MPUIATH €if 3aKOHHOCTb, IIPABOMEPHOCTH,
T.e. -...
a)co3aHue, IPOU3BOJICTBO, XPAHEHHUE, PACIIPOCTPAHCHHE U HCIIONB30BAHNE TOKYMEHTOB;
0)npaBuiia 0HOpPMIICHHUS aIMUHUCTPATUBHBIX JOKYMEHTOB.
B) IOPUIUUECKYIO CHITY
') Iporecca JOKyMEHTHPOBAHUS
4.  CooTHecHUTe MOHSITHS C MPOLECCAMU TIOKYMEHTOBEICHHUS:

1)10KyMEHTHPOBAHHUE; a) TPOLIECC HIIH COBOKYITHOCTH MTPOLIECCOB 0
HOJrOTOBKE, COCTABJICHHIO, COTIACOBAHMIO, ODOPMIICHUIO
U U3TOTOBJICHUIO TOKYMEHTOB

2)opraHu3anus paboThI ¢ 0) KOMIUIEKC PabOT ¢ TOTOBBIMH JOKYMEHTAMH,

JIOKYMEHTaMH. CO3/IAaHHBIMH TIPEANPUATHEM HJIH TOTYYCHHBIMU U3 BHE.
5. Ormpenenure:
Uto Ha3bIBaeTCS TOKyMEHTOM?
/A) MaTepuabHbIA HOCHTEIb JaHHBIX O 3alMCAHHON Ha HeM MH(GOPMAIINH, MPeIHA3HAYCHHOMN TS
nepesiayd BO BPEMEHH U MPOCTPAHCTRE.
b) mpexacraBnsier coboi mporecc co3nanus 1 0hOpMIICHUS TIOKYMEHTOB.
B) 3aukcupoBaHHast HA MaTEPUAIEHOM HOCHTENE HH(POPMAIHs C PEKBU3UTAMH, MTO3BOJISIOIIUMH €€
UICHTU(QHUITUPOBATD.
) 3adukcupoBanHas vHGOPMAIMs JUTS IPHIAHUS 3aKOHHOCTH, IPAaBOMEPHOCTH.
6. Kakue TOKyMEHTBI CO3a0TCSI B TIPOIIECCE MEATETBHOCTH MPEANPHUATHI U OpraHU3aIni.
Q) JTMYHBIE, TPABOBHIE;
0) MpaBOBBIE, JOKYMEHTAJIBHBIC;
B) o(hHLMATIbHBIE, IUYHEIE;
) ydeTHbIe, O(pUIHaTIbHbIC
7. . Uudopmarus — 3T0 cBeneHUs
@) 0 COOBITHAX , SIBTICHUAX IPOLEccax;
0) o mpeamerax, (akrax, COObITHSIX, HE3ABUCUMO OT (DOPMBI MIPEACTABIICHNS;
B) O JIMLIAX, COOBITUSX, SIBICHUSX (haKTax, HE3aBUCUMO OT (DOPMBI IPEICTABIICHHUSI.
') O JIUIAX, COOBITHSX, (DAKTaX, SIBJICHHUIX B YCTAHOBJICHHOH (hopMe TIpeIcTaBICHHs

8. Y10 sBIISETCS IEPBOU CTYNEHBIO KITaCCU(PUKAUHN JOKYMEHTOB.
@) KOMILIEKC JOKYMEHTOB ,lIOMEIEHHbIE B TBEPIYIO O0JIOKKY.

0) TPYIIIHPOBKA UCIIOTHEHHBIX TOKYMEHTOB B JIeJIa.

B) TPYIITUPOBKA KOMILIEKCa JOKYMEHTOB B Jiela.

) JeneHne TOKyMEHTOB Ha KIIaCChl.

0. YcraHOBUTE COOTBETCTBHE:
1)no cepe ucnonb3oBaHus; 2)1o MeCTy COCTaBJICHHS;
3)110 IOPUANYECKON CHIIE; 4) o hopme H3II0KEHHUS;

IA) OpUTHHAJIBI, BBIITUCKH, TyOITHKATEHI,

b) oprann3anMOHHO-pacHOpsAAUTENBHAS, HAyYHO-TEXHUIECKAs;

B) nnauBUIyanbHele, TpadgapeTHsle, YHU(HUIUPOBAHHEIE;

") BHYyTpeHHHE, BXOIAIINE, HCXOAIIHE.

10. Jomosawure:

HazoBuTe, 3aKOHOATENBHBIA JOKYMEHT, KOTOPBII COEPIKUT IIPaBOBBIE OCHOBHI CO3IaHMs, cOopa,
00pa0OTKH, HAKOIUICHHUS, XpaHEeHHS, IIOUCKa, PACCMOTPEHUS ¥ IPEIOCTaBIICHUE JOKYM CHTUPOBAHHOM
MHpOpPMAUU? — 3TO. ..

IA) 3akoH P® « O0 craHmapTH3ammm»

b) 3akoH PD «006 ApxuBHOM (OHIE U apXUBAX»

B) @3 P® « O6 unpopManmy 1 3amure HHGOpMaIim»

) @3 PO « O mpaBOBOi 0XpaHEe IpOrpaMM IS SIEKTPOHHBIX BEIYACIUTEIHHBIX MAIIMH 1 0a3 TaHHBIX)»
11. VYKaKuTe JOKYMEHT, KOTOPBIH YCTaHABIUBACT TPEOOBAHHS K COACPIKAHUIO TOKYMEHTOB B
OpraHH3aLHH.

1) TTOCT P 7.0.97-2016
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2) 'CJIOY

3) MHCTpYKIUS 110 JETOIPOU3BOICTBY
4) npaBuia 0hOpMIIEHUS JOKYMEHTOB

12. Ornpenenute peKBU3UTHI, KOTOPBIE SBISIOTCS 005A3aTENBHBIMU U 00SCIICUNBAIOT HOPHANIECKYIO
CHITY:

1) HauMeHOBaHUE OpTaHHU3ALIUH.

2) rpud cormacoBaHus JOKyMEHTA.

3) maTa JOKyMEHTa U HOMep.

4) anpecar.

5) HaMMeHOBaHKE BH/A IOKYMEHTa.

6) PE30ITIOIHS.

7) Tpud yTBEpIKACHHUSI.

8) BU3bI COMIACOBAHUS TOKYMEHTA.

9) TeKcT.

10) moamuch U nevath.

11) orMeTKa 00 HCIIONHUTETE.

12) ormerka 00 UCHIOJHEHHUH TOKYMEHTA M HATIPABIICHHUH €T B €TI0

13. CootHecuTe BUIBI OJaHKOB?

1) oOmumii O1ank. 2) OJaHK MHChMA. 3) GyaHK KOHKPETHOI'O BHa JOKYMEHTA.

/A) UCTIONB3yeTCsl AJIsl U3TOTOBJIEHHUS OOJIBIIMHCTBA BHYTPEHHUX JIOKYMEHTOB.

0) co3maercs, ecii U3aeTcsi MHOI'O JIOKYMEHTOB OZHOTO M TOT'O )K€ BHJIA.

B) ynorpe0iasieTcst TOIbKO Mpu 0(OPMIICHUH OJJHOTO BUJIA JIOKYMEHTOB.

14. BoccraHoBHTE MPONYIIEHHOE CII0BO: «PEKBU3UT - 3TO 003aTENBHBIA IIEMEHT 0()OPMIICHHS ...
IMOKyMEHTay.

1. OdunmanbHOrO

2. Ciyxe0HOro

3. Jlroboro

4. npyroil BapuaHT

15. Brigenute npaBuinbHBIN BapuaHT odopMiieHUs pekBu3nuTa «HanMmeHnoBaHue opraHn3anum» Ha
ONaHKe MMCchMa!

a) MUHUCTEPCTBO OBPA30OBAHMS M HAYKU POCCUMCKOM ®EJEPALIMM UHCTUTYT
FOCYAAPCTBA U ITPABA TIOMEHCKOI'O 'OCYJJAPCTBEHHOI'O YHUBEPCUTTA

6) MUHUCTEPCTBO OBPA30BAHNS I HAYKU POCCUNCKON ®EJAEPALIMN TIOMEHCKUI
COCYJIAPCTBEHHBIN YHUBEPCUTET UHCTUTYT FOCYIAPCTBA 1 [TIPABA

8) MUHUCTEPCTBO OBPA30OBAHUS 1 HAYKH POCCUMCKOW ®EJIEPALIA TIOMEHCKUI
FOCYHUBEPCUTET MUHCTUTYT I'OCYJAPCTBA U ITPABA

r) MUHUCTEPCTBO OBPA30OBAHUS 1 HAYKY POCCUNCKON ®EAEPALINN TIOMEHCKUIA
FOCYHUBEPCUTET MUHCTUTYT

16. BriGepure npaBUIBHBIA BApHAHT OQOPMIICHHS HAUMEHOBAHHE BU/IA JOKYMEHTA ....
1.IIucemo-ipocrba

2.ITPMIKA3

3.CnpaBka

4.Ipyroii BapHaHT

17. BbiGepure nMpaBWIbHBIN BapraHT 0QOPMIICHHUS TOYTOBOro apeca B « CIpaBOYHbBIX JaHHBIX 00
OpraHH3aLU-aBTOPE».

1. AO «Ilumot» yu. 3omorapeBckas, 3, opuc 112, r. YiuesHoBck, 212109

2. AO «ITunor» 212109, r. YibsHOBCK, yi1. 3o10Tapesckasi, 3, oduc 112

3. Mocksa, I[BeTHoi OynbBap, 1. 3, 105123, ten./daxc 432-90-78, OKIIO 12345678, OI'PH
1234567890123

4. Tem./pakc 432-90-78, OKIIO 12345678, OT'PH 1234567890123

18. Haiigure nmpaBuibHOE 0(GOpPMIICHHE IaThI?

1) 4. 12. 2005;

2) 20. 12. 2005;

3) 20 mexabps 2005 r.;

4) 09. 12. 2005.

19. Ha xakux JOKyMEHTax IPOCTaBIIAIOTCS CICAYIOIINE PErUCTPALIMOHHBIE HOMEpa:

D) Ne 10 — mmst ... a) WCXOJIIEe W BXOAAIINE JOKYMEHTBI
2) Ne 10 K — ot ... 0) BHYTpEHHHE JOKYMEHTHI
3) 05-115/75 — mnst B) JJOKYMEHTHI JINIHOT'O COCTaBa

20. BriOepute npaBuIbHBIN BapHaHT odopmiieHns pekBu3HTa «I prd yTBEpKICHH, KOraa
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[YTBEPXKI€HHE TIPOMCXOAUT JOIDKHOCTHBIM JIMIIOM.

1. YTBEPXIOAIK Hupextop AO «[lunor» [Monmuce A.B. Ilerpor 23.09.2009

2. Yreepxnato {upexrop AO «Ilunor» Ilonmuces A.B. Ilerpos 23.09.2009

3. «YT1Bepxkaao» AO «ITunor» Hupextop ITogmuce A.B. Ilerpos 23.09.2009

4. YTBEPXXJAIO Hupexrop AO «IIunmor» A.B. IlerpoB 23.09.2009

21. B kaKoM cJry4ae MpaBUIIEHO OOPMIIEH PEKBU3UT «AJIpecaty.

1)  Jupekropy mkombt Ne 269 MatseeBoit Tamape AnekcaapoBHe

2) 195172, Canxr-IletepOypr, yia. Imurposa, 1. 17 k8. 7. Hukudoposoit H. I1.

3) 00O «Tepem» Otnen pexnambl Hauanpauky otaena H. A. UsanoBy 117134, Mocksa, yi. Ctpoureneit
8, I'enepanbHoMy aupekTopy AO «BUCT» A. U. CmupHOBO#

22. B kakoM ciy4ae npaBHIbHO 0(opMIIeH pekBU3UT «Iloammcey Ha OiaHKe TOKYMEHTa U ITOKaXKHTe
ero opopmiieHue?

1) Aupexrop mmkomsr Ne 25 B.A. IlerpoBa

2) AupeKxTop IIKOIBI IlerpoBa B.A.

3) dupekTop B.A. Tlerpoa

4) Aupexrop IlerpoBa B.A

HpaKaneCKue 3aJaHusA

V1;V2; |.Ha ocnoBanuu 3amanuii oopmMuTe PEKBU3UTHI, 0OECHEUMBAIOIIME IOPUINYECKYIO CHIY JOKYMEHTaM.
vY.02.6 YroObl opopMuth pekBu3uThl ucnons3oBath [OCT u pemakrop Microsoft Word ¢ cobnromenuemM Bcgx
V.03.2. OTCTYIIOB M HHTEPBAJIOB.
¥.05.1;

[=]

3aganue 1:0dopmMuTe HaUMEHOBAaHME OpraHU3allMd B COOTBETCTBMM YCTaBa M IPABUIBHOI
PACTIOJIOXKEHHSI YacTel pEKBU3UTA

Y09.5;

Bapuanm 1

3A0, opranusaiiioHHO-TIpaBoBas ¢hopma npeanpustus «FOpuc-kony.
Bapuaum 2

Opranmzanysi TrocyJapCTBEHHOro THNa Bcepoccuiickuii HaydHO HCCIEOBATENbCTKUN HHCTUTY
JIOKYMEHTOBEJICHHS U apXUBHOTO Jiena, nogunusercs PenepansHomy areHcTBy POCAPXVIB moxer nmer
cokpaieHHoe HaumeHoBanue BHUMJIA.

Bapuanm 3

MocBooKkaHaJl OTHOCUTCS K THITY TOCYJapCTBEHHOI'O YHUTAPHOIO MIPENIPUATHS 110 T.MOCKBa.
Bapuanm 4

MUHUCTEPCTBO  CTPOUTENBCTBA,  APXUTEKTYpbl U KWIMLIHO-KOMYHAJIBHOIO  XO3siiCTBa, MU
Anmunuctpanuu PocToBckoit obnacTu.

oAl

3apanmne 20¢opmMuTe Ha3BaHHME BUAA JOKYMEHTAa M 3arojOBOK K TEKCTY 3TOI'0 JOKyMEHTa, YNOTpeOy
HY)KHBIN NTAJEK:

@

Mna I eapuanma

INpuka3 o BBeIEHUN HHCTPYKIMH 10 IIPOTUBOIOKapHOH O€30I1aCHOCTH;
Mna 2 eapuanma

[Iporokon 3aceqanus coBeTa 1o NPohHIAKTUKE TPABOHAPYIICHHUI;
Mna 3 eapuanma

CnopaBka O COCTOSHHMM paOOTHI OTHeNa JAENONPOU3BOACTBA IO PACCMOTPEHHIO 3asBICHUH, Xanod [
MIPEAJIOKEHUH TPaXKIaH;

Jna 4 sapuanma

JloIKHOCTHASI MHCTPYKIHSI O CIIEHHATINCTE 3€MEITbHO-UMyITIECTBEHHbBIX OTHOIICHUH;

3aganne 30¢dopmuTe 1aTy M PETUCTPAIIMOHHBIA HOMEP JOKYMEHTa

Bapuanm 1

Ecnu oopmitstoT npuka3s mo OCHOBHOM J€ATENTbHOCTH — IPOAOIBHBIM PACIOIOKCHUEM PEKBU3HUTOB.
Bapuanm 2.

Ecnu ohopMIIIIOT OTYETHBIN TOKYMEHT KOTOPBII OTHOCHTECS K OYXTadTepCcKoN JOKyMEHTAIHH.
Bapuanm 3

Ecmu ohopMIIsIIoT JOrOBOPHOM JOKYMEHT. ( KYIDTH-TIPOJAKH)

Bapuanm 4

Ecnu moaroToBMIIM U151 OTIIPaBKK OTBETHOE NMHUCHMO Ha BXOASIIIEE.

3aganne SOdopMuTe PEKBU3UT ITOITUCH

Bapuanm 1.

Ecau noocomosunu npuxas no ocHoHoii desmenbHocmu
Bapuaum 2

2Ecau noocomosunu akm

Bapuanm 3
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Ecnu noocomosunu npomoron coopanus
Bapuanm 4
Ecnu noocomosunu eapanmuiinoe nucomo

I1.CropoexTupyiite :

001l OJaHK ¢ TIPOIOIBHBIM PACTIONIOKECHUEM,

OJIAaHKY JUTSI ITUCEM C YTIIOBBIM U TIPOJOJIBHEIM PACTIONIOKEHUEM U

OJIaHK TpUKa3a C MPOJOJILHBIM PACIOIOKEHUEM ITOCTOSTHHBIX PEKBH3UTOB

JUTS TICPEYMCIICHHBIX HIDKE OPTaHU3AIMiA ¢ OrPaHHYUTEIIBHBIMU OTMETKAMU JUTSI PCKBU3UTOB.

BcepoccHiickuii HaydHO-HCCIIEN0BATENLCKHIM HHCTUTYT JTIOKYMEHTOBEIECHUS M APXUBHOI'O A,
nmomuunstonuiics POCAPXHWBy OKIIO 02842708, OI'PH 1027700380795, MHH/KIIIT
7008032140/702001001;

yi. [Ipodcorosnas, 1.82 ropox Mocksa, 117393 Ten./daxc (095) 7187874 E-mail: mail@vniidad.ru

T'ocynapcreennslit npoextHeld uHCTUTYT CAHTEXITPOEKT, nogunastomuiics I'occrporo Poccun
OKTIO 02842708 OI'PH 1027700380795 MHH/KIIII 7708033140/771001001;

V1. Hwxknsis [lepBomaiickast, 1.46 ropon Mocksa, 105203

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

OTKpBITOE aKIMOHepHOe o6mectBo «BOJITOJOHCKHUI XJIEBOKOMBUHAT»
OKITIO 23132807, OT'PH 1821800370797, MHH/KIIIT 3408032140/342001002
OxTs0pbCKoe 1mocce, 1.9, ropon Bonrononck, PoctoBekas 001, 347340
ten./dakc: (86392) 6-61-13 E-mail: bublik@com.ru

Paznen 2. CucreMbl JOKYMEHTALIMOHHOT 0 o0ecniedyeHUsl yNpPaBJIeHUA
TecToBbIC 3a1aHUA
31; 1.Cucrema OP/] — 570 ... .
32; a) COBOKYITHOCTh B3aMMOCBSI3aHHBIX JOKYMEHTOB, IPHUMEHSIEMBIX B ONpeelIeHHOH cdepe
33 JeSITeNIbHOCTH;
> 0) cucrema OPJI, B KOTOpOii periiaMeHTUPYIOTCsI TpaBa U 00S3aHHOCTH MPEANPHUSITHI U YUPEIKACHUH,
34; B3aMMOOTHOIICHHA C BBIIICCTOAIIMMU OpraHu3anusaMu, ¢ IOAYMHEHHBIMU U CTOPOHHUMU
3.01.7; OpraHU3alUAMY;
3.02.1; B) CHCTeMa JOKYMEHTALlUH, CO3JaHHas 110 €IUHBIM IIpaBUIaM U TpeOOBaHHUIM, COAEpIKaIlas
3.05.2; UH(pOpPMAIUIO, HEOOXOIUMYIO JUIsl YIPABIICHHUS B ONPEACICHHOI cdepe AeITeTbHOCTH.
3.09.3 2. Pacmpeznenute 1OKyMEHTHI 10 TPYIIIaM:

1) opraHu3alMOHHEIE;

2) pacnopsiIuTenbHbIE;

3) uH(bOPMAIOHHO-CIIPABOYHBIE.
A)nonoxxeHue B) MIPUKA3bl T') COPABKU; 1) HHCTPYKIUHU; €) PACIOpsDKEHHE; JK) TPYAOBAask KHIKKA;
3) MOCTAHOBJICHUS; K) yCTaB; JI) MMUCHMO.
3. IlpomomxwuTe NpeaioKeHue- ycTas- 3T0. ..
1.1mpaBOBOI aKT, ONPENCIAIONINN CTPYKTYPY, YUCIEHHOCTh U JOIDKHOCTHOM cOCTaB pabOOTHHKOB
OpraHM3alli C yKa3aHUEM JOKHOCTHBIX OKIIa/l0B.
2.1paBOBOM aKT, ONMpPENEIIONINI CTPYKTYPY, GYHKIHH U IIpaBa NPEANPUATHS, OpraHU3aIHH.
3.1paBOBOM aKT, U3/1aBAEMBbIf FOCYIaPCTBEHHBIM OPraHOM B LIEISIX YCTaHOBJIEHUS IPaBUIL,
PEryIUpYIONIHi OpraHu3allMOHHBIE, TEXHOIOTHYECKHE, (PUHAHCOBBIE CTOPOHBI ACSTEIFHOCTH
OpraHM3aIMH, JOIDKHBIX JIUIL.
4.1IpaBOBOM aKT, ONPEACIAIONINI MOPAIOK 00pa30BaHILL, IPABOBOE MOJIOKEHHE, TIPaBa. 00A3aHHOCTH,
OpraHM3aIHI0 PAOOTHI MIPEATIPUATHS
4. BcTaBbTe MPOIMYIIEHHBIE CIOBA B ONPEAEICHHE!
HopmaTHBHBIN TOKYMEHT, B KOTOPOM OIPENENEHSI. . ., ..., ... K OTBETCTBEHHOCTH COTPYJHHKA
MIPEATIPUSITHS - 3TO. .. HHCTPYKIIHSL.
1.perniaMeHTHPYeTCsl TOPSJOK BBIIIOIHEHHS IPOIIECCa, OTBETCTBEHHOCTb.
2.10psAA0K pabOTHl, OCHOBHBIE TIOJOKEHUSL.
3.¢yHKUHH, TpaBa, 003aHHOCTH.
4.cTpyKTypa, YUCICHHOCTD ,/I0OJPKHOCTHON COCTaB.
5. Onpenermre BIA JOKyMeHTa?
[paBoBO#1 aKT OMPEIENSFOMIFIA TOPSIIOK 00pa30BaHIS, TIPABOE TIOTIOXKEHNE, TIPaBa, 00S3aHHOCTH, OPTaHM3AIMIO
PpaboThI MPENPHUSTHS WX CTPYKTYPHOTO TIOAPA3/IENICHHS. — 310 ...
6. HasoBure IOKYMEHTBI, KOTOpBIE H3IAFOTCS:
A) B yCTIOBUSAX €OUHOINYHOTO IIPUHATHUS PEIICHUH-. . .. . .
B) B ycIOBHAX KONIETHANBHOCTH- ......
7. JlomogHMTE TPYIIBI HA KOTOPBIE AEMATCS IPUKA3HI:
1) TIpoGiemsl co3anHust, TUKBHIAIMA KOMUCCHH, COBEIIATENBHBIX OPIaHOB; YTBEPXKICHHUE YEr0 JIH00;
TIPEOCTABIICHNE TIPAaBa MOANNCH; - 3TO MPUKA3Hl 1O......
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2) TIpoGneMbl rHAHCHPOBAHHUS; 0OECIICYCHUS 000PYAOBaHNS, MAaTepUATIaAMI; othopmireHne

Ppe3yNbTaToB, UTOI'OB PAOOTHI; - 3TO MPHUKA3HI IO ...

3) Ilpuem, yBonbHEHHUE, IEPEBO, KOMAHIUPOBKH, PEIICHHE COLl. BOIIPOCOB; _ 9TO MPHUKA3bI

8) Onpenenute BUABI PACIOPSAUTENBHBIX TOKYMEHTOB.

1) pacriopsauTeNnsHBIN JOKYMEHT, H3JaBaeMbIii OPTaHOM YIIPaBIICHHS 110 BOIIPOCaM OpraHH3aI[MOHHO-

METOJIMYECKOT0 XapaKkTepa JJIsl OpraHu3alliy BHIIOIHEHNS] HHCTPYKINH, TTPHUKa3a - 3TO...

2) pacriopsITUTENbHBIN TIOKYMEHT KOJUIETHaJIbHOTO OpraHa yIpaBJIeHHs], YICHbIX COBETOB. - 3TO..

3) mpaBoBOIi aKT, N3aBaEMBbIil €IUHOTUYHO PYKOBOAUTEIEM OPTaHU3aLUK ISl IOBEICHHUS /10

WCTIOJTHUTENIEH OIepaTHBHBIX BOIIPOCOB - 3TO. ..

9) Ompenenute, YTO HA3BIBACTCS MHCHMOM.

1. JTOKYMEHT 110 BOIIpOCaM, TPEeOYIOLIHIA ONepaTUBHOTO PELICHHsI, IEpeaaBaeMblil OIpeaeIeHHbIM
CII0cOOOM CBSI3H.

2.000111€HHOE Ha3BaHKE PA3IMYHBIX [0 COJEPIKaHHUIO JOKYMEHTOB MepeChlIaeMBbIX I10 TIOUTE.

3. JOKYMEHT JIeJIOBO MEPENCKY M NX Ha3BaHUS ONPEAEIIOTCS CIIOCO0aMHU Mepeiauu IeI0BOH
UH(OPMALIUH TIO SJIEKTPOHHON CBSI3H.

4.M0KyMEHT, KOTOPBI HE COZIEPIKUT MOPYUYEHUIA, He 00SI3bIBAET JIEHCTBOBATH CTPOTO MPEANCaHHBIM

obpazom

10) CooTHecuTe BHIBI IHCEM. U X Ha3HAUYCHHE.

1.uHpOpMAaIMOHHEIE, 2. KOMMep4YecKue. 3.conpoBOIUTENBHOE
A) cocraBisieTcs pH 3aKJIIOYEHHN U BHIITOJTHEHUH KOHTPAKTOB.

b) nucema, coneprkaiue cooOIeHus!, TPOCKObI, HATTOMUHAHUS, TIPEIOKEHNSI.

B) npunaratoTcsi K OCHOBHOMY JIOKYMEHTY , KOTIa TpeOyeTCsl IONOIHUTENbHOE MOSICHEHNE

11) TaiiTe onpezeneHne mpoOTOKOIY.

1. JOKYMEHT, COCTaBJICHHBIH IS TOJITBEPIKACHHS YCTAHOBIICHHBIX (DaKTOB, COOBITHIL, NeHCTBUIl

2. TOKYMEHT, KOTOPBIil HE COJIEPIKUT MOPYUEHHH, He 00s3bIBaET JEUCTBOBATH CTPOTO MPEITHCAaHHBIM
obpazom

3. AOKYMEHT, (PUKCUPYIOLIHHA X0/ 00CYXIEHHs] BOIIPOCOB U MPUHSTHUS PEIICHUI Ha cOOpaHuy,
COBEI[AHUH.

4. NOKYMEHT KOJUIETHAJIbHOTO OpraHa yIpaBicHHs

12) [TaiiTe onpezeneHAe aKTy.

1. TOKYMEHT, MOATBEPKAAIOUTHNA KaKrue-TH00 cOOBITHS CITYy>KeOHOr0 Xapakrepa.

2. JOKYMEHT, COCTABJICHHBIH IJIsl TOTBEPKACHHS YCTAHOBICHHBIX (DaKTOB, COOBITHH, NEHCTBUIL.

3.10KyMEHT, OOBSACHSIOINI NPUHIHI KaKOr0-1100 NelCTBH, (paKTa, IPOUCIIECTBHS.

4.710KyMEHT, KOTOPbIH HH(POPMHUPYET PYKOBOACTBO 00 H3MEHEHHH MeCTa COOBITHS, (aKTa, sIBICHHUS.

13)Onpenenute, 9TO ABIACTCS AATOM aKTa?

1. naTa cocTaBieHHs aKTa.

2. nata MOANUCAHUS aKTa

3.1ata coObITHS, TPOBEPKH,

4. nata paboTbl KOMUCCHHU.

14) Omnpenenute, KeM TOAMUCHIBACTCS aKT?

1. mpexacenareneM U MPUCYTCTBYIOIIUMH.

2. 4jieHaMH1 KOMUCCHH U IIPUCYTCTBYIOLIUMH.

3. mpencenareneM, 4ieHaMH KOMHCCHH, IIPUCYTCTBYIOLIUMHU.

4. mpexcenaTeneM U CEKpeTapeM

15) Jlaiite onpenenenue CrpaBKu

1). DOKyMEHT, COCTaBJICHHBIH I TOATBEP KICHIS YCTAHOBJICHHBIX (PaKTOB, COOBITHH, TEHCTBUI

2). JOKYMEHT, OOBSICHSIOLIHINA MPUHITAI KaKOTro-TN00 NeicTBHsA, (hakTa, MPOHCIIECTBUL

3). HOKyMEHT, IOATBEPKAAIOIINI KaKue-TH00 COOBITHS CITYKeOHOT0 XapakTepa

4). TOKYMEHT, KOTOpbIi HH)OPMHUPYET PYKOBOJCTBO 00 M3MEHEHUH MecTa COOBITHS, (paKTa, SIBICHHUS.

16) OmpenenuTe BUIBI CIIPABOK-

A).JOKyMEHT COCTaBJICHHBIN 110 YKa3aHUIO PyKOBOAWTES, U MPEACTABISIIOTCS B YCTAHOBIEHHBIE CPOKH. -

B). IOKyMEHT cOCTaBJIEHHBIH 110 3a1poCcy 3aMHTEPECOBAHHBIX JIMIL.-. . ..

17) Jlaiite onpeseneHne 3amucKam.

1) TOKYMEHT 0 BOIpOCcaM, TPEOYIOIIUX OIEPaTUBHOTO PELICHHS NepeaBaeMblid ONpeesIeHHBIM
CII0COOOM CBSI3H.

2) IOKYMEHT, KOTOPBII HE COIEPKUT ITOPYICHHUI, HEe 00s3bIBACT JCHCTBOBATH CTPOTO MPEAITHCAHHBIM
obpazom.

3) IOKYMEHT, aJpeCOBaHHbIA PYKOBOIHUTEIO TAHHOW HIIM BBINIECTOSIICH OpPraHM3allH, COACPIKUT
00CTOSITENbHOE M3JIOKEHUE KaKOr0-JIM0O0 BOMPOCa C BBIBOAAMH M NPEUIOKEHUSIMH COCTABHUTEIISL.
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4) TOKYMEHT, COCTABJIEHHBIH IS TOATBEPKICHHS YCTAaHOBJICHHBIX (PaKTOB, COOBITHH, NEHCTBUI

Hp AKTHYCCKHEC 3alaHUA

Vi,

Y.01.1;
Y.01.4;
Y.02.5;
¥.05.1;
¥.09.5;

3aganmne 1
B ¢opme nprkaza He0OXOIMMO BBECTH WHIEKCHI MPEAIPHUITHI U OpraHu3aluuil 00beINHECHHS, B
LEJISX YIOpsJ0UEHHsI OpraHU3alfil ypaBIeHus] B 00beIMHEHUH U B COOTBETCTBHUH C YKa3aHHEM
Munucrtpost PO ot 00.00.00. Ne 423. [TIPUKA3BIBAIO: O0bennHeHHIO NPUCBOUTH HHAEKC — 51,
IMpu nepenucke B coorBercTBUU ¢ CTII 39.00.25 «Opranuszanus 1e100poU3BOACTBA B
o0benuHeHnn « CTpOHTEXHUKa», a TAKKe JJIs ydeTa U perucTpalnuu pa3pabaTeiBaeMbIX CTaHIapPTOB
MpeANPUSITHS TPUCBOUTH NpeanpHUATUsAM ciaenyromue nHaexcol: 50 — 01 — SIpocnaBckomy
[PEMOHTHO-MexaHuueckoMy 3aBoay; 51 — 02 — Bmagumepckomy CKB; 51 — 03 —
HoBouebakcapckomy 3aBoay «Pemcrpoiimopmamny. KoHTpons 3a ucnoiHeHneM npukasa
Bo3Jaraercs Ha KaHtensputw (T. Koponesy B. A.). ['enepansubiii qupektop A.Il. UBanos. B geno 1
—3—6.C. C. IlerpoB
3ananue 2.
OrTkpoiite cnpaBouHO-TIpaBoByto cucteMy Koncynbrant Ilmtoc, ucnone3yst Kaprouky noucka, Haiinure
pewenue (cM. pasaen YensOuHckas oOnactb). CkonmupoBaTh HalIeHHYIO MH(POPMAIMIO B TEKCTOBBIH
nporeccop. Odopmute pemenne. Coxpanure padoTy B (aiiie mog uMeHeM «Perrenrey.
3ananue 3.
Hupekiss OO0 «Actpes» (Cankrt-IletepOypr) 12.08.2012 mpoBena cBoe o4epelHOE 3acelaHue, Ha
kotopom npucyrcrBoBanu Boctpskos C.T., Cryaues I1.1., Jlebener .M., Auronos I1.JI., lllentyHoBa
B.T"., Tumodees A.A., Ctynoa M.U.
Ha 3acemannu oOcyxaaioch aBa Bompoca: o xoje pekiamHod kamnanuu B Il xBaprame 2012 r. u o
MEPEXO0J€ Ha HOBYIO CUCTEMY BbIIUIAThI IPEMUATIbHBIX.
[To mepBoMy BOMpOCY Ciyliagu COOOILIeHME HavajibHUKAa oTaena pekiambl BoctpukoBa C.T., Tekcr
coolmIeHnst KoToporo Obul mepenaH cekperapro 3acenanus bemosoit H. JI. Tlo stomy e Bompocy
BBICTYNMT (puHAaHCOBBIA aupektop TumodeeB A.A., KOTOpbId OJOOpPHI yBEIWYEHHE pPACXOJOB Ha
HapyxHYyI0 pexinamy B III kBaprame 200 1. Ha 5%. Taxke nepenan cekperapro. [lo tTaHHOMY ke Bompocy
BeicTyniin AntoHoB I1. JI., HayanmpHHMK oTaena kanapos, u JleOene .M., mupekTop Mo mpojakam.
IlepBblii 07OOPHI HOBYIO CHCTEMY BBIILIATH IPEMHUAIBHBIX 1 PEKOMEHI0BAJ MOATOTOBUTH HEOOXOMMBIE
nokymentsl k 01.09.200 _r. Bropoit npemioxun 10padotaTh HOBYIO CUCTEMY BBIIUIATHI IPEMUAIBHBIX U
PEKOMEHJIOBaJl IPOBECTH TOJOCOBAaHHME II0 JAaHHOMY BONPOCY Ha o0leM COOpaHMH TPYAOBOTO
KOJUICKTHBA.
B wurore 3acenanusi ObLIM NMPUHSATH cienytomue pemenus: 1. OpoOputk pabory oraena pekiamsl B 111
kBaprasnie 20 1. 2. [IpoBectn oOlee coOpaHHe TPYAOBOrO KOJJICKTHBA IO BOIPOCY O IEpexoje Ha
HOBYIO CHCTEMY BBIILIATHI peMuanbHbix 15.08.20 1. OTBETCTBEHHBIM 3a MOATOTOBKY COOpaHus ObLia
Ha3HadeHa 3aB. KaHnensapuei lllentynosa B.I'. CoOpanue Ben npencenatens Pymsanes O.A.
3ananue 4.
Komuccuss mox mpezacenaTenbcTBOM HauyalbHMKA TEXHHYECKOM Tpymmel BomoBoro A.A. M wieHOB
xomuccuu bopucoBa M.IO., HayanpHUKAa aJMHHHUCTPATUBHO-XO3sAHCTBeHHOro otaena, CmupHoBa JLIT.,
Oyxranrepa, u PomanoBoii 1.K., opucmenemxepa 3AO «JIeoHTHs» Ha OCHOBAHMU JIOKIIAJHON 3aIMCKU
opuc-menemxepa PomanoBoit M.K. 11.07.20 1. mpoBena MpOBEPKY TEXHUYECKOTO OCHAICHUS
IIPUEMHON TEHEpallbHOrO JUPEKTOpa M IIPU3HAla HETOAHBIMH JUIS 3KCIUTyaTallud KONHPOBAIbHBIN
anmapat Xerox 345(1 wrr.), mpenep (uuB. HOoMep 367, 1 wT.), dakc 47823 (1 wr.). [IpusHanHas
HETIPUTOTHON JUIS SKCIUTyaTallMM TEXHUKa OblIa mepenaHa Ha ckiaj npeanpustus. 1o ycraHOBIEHHOMY
(akTy KOMHCCHS COCTaBHJIA aKT IpHeMa-Tiepefaydl OpPTTeXHUKH B 3 9k3. (l-if 9K3. — HAYaNBHHUKY
aIMHUHICTPATHBHO-X035CTBEHHOr0 OTAena, 2-# — 31 rmaBHoMy Oyxramrepy, 3-if — B meno 23-02),
KOTOPBIH OBUT YTBEP)KIEH reHepalbHbIM aupekTopoM CrenanoBsiM [1.1.
3ananues.
OTkpoiiTe crnpaBogHO-TIpaBOoBYIO cucreMy Koncymbrant [Diroc, Haligure axkT o0 MPOBEHCHUH
nnBenTapuzanun (popma MHB-00), oTkpoiiTe ee ¢ MOMOIIBI0 TAOIHMYHOTO MPOIIECCOpPa U 3aIMOIHUTE s
cBoeit opraamzanuu. CoxpaHute paboTy B daitne mox mmeHeM «[Ipmmep 06 MHBEHTapU3AIIN.
VHBeHTapu3anMoHHas KOMUCCHS, CO3JaHHasi Ha OCHOBAaHWM IpHKa3a JUpeKTopa Bamero mpennpustus
Ne 24 or 15 ceHtsa0ps Tekymero roma, B coctaBe mpeacemarens OcTpoBckoro 3.A.(3aM.TTTaBHOTO
Oyxranrepa 3aBozaa) u wieHoB komuccrn [lerposoit O.H. (Gyxranrepa), Hockosoit H.U. (cT. 3x0HOMHUCTA
IDTAHOBOT'O OTZEJa) MPOU3BETa PEBU3UIO KACCHI 3aBOJA TI0 COCTOSHHIO Ha 16 CEHTAOpS TEKyIIero roja.
PeBusus nmpoBonuiace B MPUCYTCTBUU Kaccupa 3aBofa Kapramoa H.M. B pesynabrate npoBeneHHON
peBU3MH OBLTO YCTaHOBIIEHO, YTO OCTAaTOK HAIMYHEBIX JIeHET B Kacce cocTtaBisieT 1030 pydraeit 00 ko,
OCTaTOK JeHer mo kaccoBor kHure — 1030 py6. 00 xom. [pyrux meHHOCTell B Kacce 3aBoia He
00HapyKEHO, YTO COOTBETCTBYET NaHHBIM ydeTa. Kommccus Takke yCTaHOBHIIA, UTO IOPSIIOK BEIACHUS
KacCOBOM KHWUTHM WM XPAaHEHHUS JIEHEI COOTBETCTBYeT TpeOoBaHWsM IlomoskeHnss O BENEHHMHM KacCOBBIX

onepaunﬁ TroCyJapCTBCHHBIMH, KOOIICPATUBHBIMU U O6HICCTBCHHLIMI/I NpCANPUATUAMUA, YIPCIKACHUIMUA U
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OpraHM3aIsIMU.

AKT BCTYNHJI B ISUCTBHE C MOMEHTA YTBEP)KICHUS TUPEKTOPOM.

3aganue 6.
[upextopy AO «Mononut» OctpoBckomMy J.A. oT HavanbHUKa nuoHepnareps Kopmynosa JLII.
JloxnanHas 3anucka. CorylacHO BallleMy IPEAINUCaHUI0 MHOK COBMECTHO C TEXHUKOM -
cmotpureneM JleutoBem P.A. 7-8 mas 2004 rosa npoBeeH OCMOTp JKHJIBIX IIOMENIEHNH 0a3bl
oTnbIxa Hamel GupMbl. Bee sxuible Kopiyca B yIOBIETBOPUTENHHOM cocTossHMH. OmHAKO B
kopmyce Ne 1 He0OXOMMO BCTaBUTH CTEKIIa, Kopmyc Ne 2 cinenyeT moOenuTs, a B kopmyce Ne 3
HaJ0 moxorHaTh ABepu. [locie ycTpaHeHus 3TUX 1epeKTOB U COOTBETCTBYIOMIEH YOOPKH KIIIbIE
MOMeIIeHUs Oy YT IPUTOJHBI IJIs TpUeMa OTAbIXatonux. HauansHUK nuoHepiaareps
JI.m.Kopurynos. 10.05.2004

3ananue 7
[upexropy I1JI Ne 24 Mycaesoii E.A. or mactepa npousBoacTBeHHoro ooyuenus Coxomnosoit T.I1.
CJIIYKEBHAS 3AIIMCKA B amperne B kaduHete Nol3 mpoBOIUIUCE CIEAYIONTHE PAOOTHI: -
NproOpETEHBI MapKEPBI U KUAKOCTh JUISl MAPKEPHOH JOCKHU; - OTPEMOHTHPOBAHO 4 yYEHHYECKUX
CTOJIa; - OTPEMOHTUPOBAHO 5 MUIIYIIUX MAIMH; - OTPEMOHTHPOBAHO 2 CBETUJIBHHUKA; - COTJIACHO
[pacricanus IPOBOJATCS 3aHITHS IPOU3BOJCTBEHHOT0 OOYyUEHHUs; - COTJIACHO TpaduKa MpoBOASTCS
KOHCYJIBTAI[MU 10 AUIUIOMHBIM paboTaM; - cOTJIacHO rpaduka npoBoasTcs GaxylbTaTHUBHBIC
saHsTus o npeamety: «1C: [peanpustie u Kaape»; - padoraer kpyxok «APT-doro» - kaxayro
MSTHUIY IPOBOJMTCS TeHepaibHas yoopka. Macrep nmpousBojcTBeHHOro odyuenus: Cokomnosa T.I1.
23.04.2010

3ananue 8.
Dtkpotite cnpaBounyto cucteMy Koncynbrant [lmtoc, ucnions3ys BeicTpbiii nowck, HalianTe hopmy
TpHrKasa o mpreMe CoTpyaHuKa Ha padory ¢.T-1
PrxoHomucT BacunbeBa Exarepuna HuxonaeBHa 1 ceHTAOps Tekyliero roja rnojajia 3asBICHHE B
DOO «Jlyu» ¢ npocbO0¥ MPUHATH ee Ha pabOTy CreuadIucToM (UHAHCOBOI'O OT/ENa Ha HEMOIHBIN
babouuii neub. MucnekTop mo kaapam CmupHosa M.C. 00bscHUIA, YTO GpHpMa UMEET BO3MOXKHOCTh
IPUHATH Ha pabOTy 9KOHOMUCTA, HO HA OCHOBE CPOYHOTO TPYJOBOTO JIoroBopa. TpynoBoil 1oroBop
DL 3aKJIIOYEH 5 CEHTSOps U MOANUCAH OT UMEHU (PUPMBI FeHEPAIbHBIM JTUPEKTOPOM MHPOHOBBIM
I1.C. B ToT ke neHb ObUI M3JaH MPUKAa3 0 JIMYHOMY COCTaBYy, 3aBu3upoBaHHbi CmupHoBoii U.C. n
lopuckoncynbToM XmeneBbiM W.O. Tlpuka3s Obu1 00bsiBieH Bacunbesoii E. H. mox pacnucky 6

CeHTsIOps

Pa3zgen 3. Opranu3zanus 10KyMeHT0000poTa

TecToBBIC 3a7aHUA

33; 34;35;

3.01.3; 3.01.7;
3.02.1; 3.03.2

3.09.5

JlonosHuTe npennoxeHue.

1) JOKYMEHTOOBOPOT - 3TO

1A) JIOKYMEHTOOBOPOT JOJDKEH OCYIIECTBJIATHCS TAKUM OBPA30OM, UTOBbI JIBUKEHUA
KAXJIOTO IOKYMEHTA BbIJIO..., MAPIIPYT..., BPEMs IPOXOXJIEHUA . ...
2) lononHUTE BUIBI JOKYMEHTOIOTOKOB:

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

6) Mcxonpsamuit JOKyMEHTOOTOK-3TO. ... .

B) BHyTpeHHMIT TOKYyMEHTOMOTOK-3TO. ... .

3) YcraHoBuTE NOCIENOBATENIHLHOCTH OOPAOOTKH BXOMSIINX JOKYMEHTOB
1)ucnonHeHne TOKYMEHTOB;

2)npueM U nepBUYHas 00paboTKa;

3)noairBKa JOKYMEHTOB;

4)peructpaius JOKyMEHTOB;

5)HarnpaBjieHHe Ha UCIIOJIHEHUE,

6)mpeaBapuUTEIHFHOE PACCMOTPEHNE;

7)KOHTPOJIb UCIIOJIHCHHS,

8)paccMOTpeHKE TOKYMEHTOB.

4) JlononHATE GIIOK-CXEMY.

1) cocraBneHe MPOEKTAa HCXOIAIIECTO IOKYMEHTA,

2)mpoBepKa MPaBIIIFHOCTH O(hOPMIICHUS JOKYMEHTA;

3)....;

4).....;

5)..

6) mpocTaHOBKA UCXOJISIIIET0 HOMEPa Ha IOKYMEHTE;

7) mpoBepKa MPaBUIEHOCTH aJpECOBAHII,

8) ..o

9) mommMBKa BTOPOT0 IK3EMILISPA.
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5) Jlomonuure.

Perucrtparus 1OKyMEHTOB - 3TO 3aITUCh , YICTHEIX, TAHHBIX O JOKYMEHTE TI0 ...

6)CoorHecure.

1.Ha3zHaueHne JOKyMEHTOB 2.. llenp peructpanuy JOKyMEHTOB

a) 00eCIIeYuTh yUeT;

0) co3aHue perucTpaliOHHO-CIIPAaBOYHOTO aIapara;

B) OBICTPBII TIOUCK;

T) IpelaHue FOPUIMYECKOH CHIIbI;

) IOATBEp>KIeHUE (DaKTa CO3JaHus JOKyMEHTOB;

€) KOHTPOJIb,

K) IOATBEprKJAeHUE (haKTa MOCTYIUICHUS U OTIIPABKH JOKYMEHTA.

7) Jonosnnute TpeOOBaHUS PETUCTPAIMH JOKYMEHTOB.

1) KaX[plif JOKYMEHT PETUCTPUPYETCS TONBKO ... ;

2) BXOAAIIHME TOKYMEHTBI PETUCTPUPYIOTCS ...;

3) ucxonsiye U BHYTPEHHUE B ...}

4) BXOJISIIUE, UCXOJAIINE U BHYTPCHHUE IOKYMEHTBI PErUCTPUPYIOTCS

8) BriObepuTe mpaBUIbHBINA OTBET.

Kakoii cpok 0TBOANTCS XpaHEHHIO JIOKYMEHTOB 110 MeCTy UX (hopMHupoBaHus?

a)l rox; 6) 6 Mmecsine; B) 2 roaa; r) 2 roaa u 0omee.

9) BuibepuTe npaBUIILHEIA OTBET.

OCHOBHBIE IOKYMEHTHI YUEeTa ....

a) OITHCH;

0) HOMEHKIIaTypa,

B) perucTpaiuontas ¢opma,

T') JINCT-3aBEPUTEIIb;

1) 00JIOKKa JIea;

€) BHYTPEHHSISI OHUCh.

10) domonuwure.

Homenknatypa nen - 3710 .....

11) ®ynkimoHaNIBHOE HA3HAUYEHHE HOMEHKIATYPHI .

a)...;

0) cucremaru3zalus 1 y4er Jel;

B) MPaBWIIbHbII U OBICTPBIH MTOUCK JIEI;

r)...;

m)...;

€)y4er Jiell BpeMEHHOTO XpaHeHHS;

k) pa3paboTka HH(HOPMALMOHHO-TTIOUCKOBOM CHCTEMBI.

12) Tlopsinok 3aBeaeHus aen (Tox).

a)..;6)...; .B)....; TD... ID)....; €)...; JK)....

1.0dpopmienue aen- 3T0..

2.HyMepalus JUCTOB JieJa IPOU3BOJMT . . ..

3.7 yuera JOKyMEHTOB B COCTaBe MOCTOSIHHOTO ¥ BHYTPEHHEr0 XPaHEHHUsI COCTABISIOT ... .

4 MOUIMBKA U MEePEIUIeT MPOU3BOUTCS B IIENsAX 00ecleyeHus . . . .
5. JIOKYMEHTBI BHYTPU JIEJI PACIIOJIATAIOT OBBIYHO B ... IOCJIEJOBATEJIBHOCTHU

IIpakTnyeckue 3agaHus

Y3

Y5
Y.01.4;
Y.01.11;
Y.02.5;
¥.03.2;
¥.09.3.

3amauya 1.
YcraHoBHTE ATarbl pabOThl € UCXOSIIMM JOKYMEHTOM. Pacrpeenure 3Tambl 10 CXeMe U COSIMHUTE UX
CTpEJIKAMH.
BbI nonyuunu BXOASANIMN TOKYMEHT MOCIIE PACCMOTPEHHUS PYKOBOAUTENEM OpPTraHU3aliH, TIe B
Ppe30mIoIIH OBUTO YKAa3aHO 3a/IaHie TOATOTOBUTH OTBETHBIA JOKYMEHT ( IIHCHMO)
1. cornacoBanue;
2. UCTIOJIHEHHE U MOATOTOBKA JOKYMEHTA,
3. 3a1aHKE 10 IOATOTOBKE JIOKYMEHTA;
4 moanucaHue;
5. OTIpaBKa U PErHCTpalys UCXOISIIETO JOKYMEHTa,
6. peructpalys BXO/SAIIEro MOCIIE PACCMOTPEHUS PYKOBOAUTENEM;
CxeMa padoThI ¢ HCXOISIIIIMM IOKYMEHTOM

Buja nokymeHTauun CrnenuaJjucT oTaeia PykoBoaurtenn Hcnonnureinb
J1eJIONPOU3BOICTBA OpraHu3anuu
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Hcxonammii JOKyMEHT

YXOIUT B JPYTYIO
OpTaHU3aIHIO

3agava 2.

[Ipoananu3upyire 1 NOACHUTE CIEAYIOIIYIO CUTYaLHUIO.

B mponecce ucnonnenust nokymenta CepreeB ITA. (OTBETCTBEHHBI HCIONHUTENH) HECKOJIBKO pa3
repenaBajl ero paboOTHHKAM JAPYrux mnoapaszieneHuid. Korma morpeboBasioch BBISICHHTH, TJ€ HAXOIUTCS
JOKyMEHT M KTO B 3TO BpeMs ¢ HHM pabotaeT, cekperapb KomoBa C.T. He cMoria OTBETHTh Ha 3TOT
BOIIPOC, T.K. HE OblJIa IMOCTaBJEHA B U3BECTHOCTH O MOPSI/IKE UCIIOHEHHS JIOKYMEHTA.

Kakne HapymeHuns B Xoie BeAEHHS KOHTPOIS 33 HCIIONHEHHWEM JIOKYMEHTa ObUIM JOMYIIEHBI CIIyXO00u
J0Y?

3agaua 3.

OdopmMuth 00JOXKKY J€na IOCTOSHHOTO, JIOJITOBPEMEHHOIO XPAaHEHUS.- HCIONb3Ys YCTaHOBJICHHYIO
bopmy.

Hemo Ne 759.chopmupoBanto B MHoronpoduisHoM komtemke npa MI'TY B otaene nemonpou3BoacTBa
32 09.01.2016 —26.12.2016. 910 HoxymeHnTsI 0 pabote apxuBa MK 3a 2016 r. Ha 127 nucrax.

3agaua 4.

CocTaBbTe JHUCT-3aBEPUTEIND Jea.

Ecnu ngeno Ne 05-04, B jgeno moammdro U MpOHyMEpoBaHO 127 JHCTOB, €CTh MPOIMYIIEHHbIE HOMEpa
muctoB 42, 101, Tak ke JUCTBI BHYTpeHHeH omucu 3, nuTepHble HOMepa JucToB 26A. Ilpu
¢dbopMupoBanun gena ObUIO OOHApYKEHO, 4YTO JIMCT 97 pa3opBaH W CKIeeH, JUCT 54  umeer
Hepa30OPUYUBBIN TEKCT, JIUCT 84 CKiIeeH U3 6 JIMCTOB.

3agaua S.

IIpoananusupyiime u noscHume CIEIYIOILYIO CUTYaIHIO.

st yno6cTBa paboThl Kaxkaplil crienuanict, padoratonmii B OO0 «Cdepar, 3aBoaut cede narnku, Kyia B
TEYEHHE OIPE/CTIEHHOr0 TepHoJia BKJIAJbIBAET COOTBETCTBYIOIIME JOKyMeHTHl. Ha oOmoxkax
3aMuChIBAIOTCS (AMUIMS W WHHULUATBl KCIOJNHUTENS, a Takke Te WIM HHbIE HAlpaBlCHUS ero
JesTenbHoCcTH, HanpuMep: MBanos I1.P. M3rotoBnenne n ycTaHOBKa PEKJIAMHBIX LIUTOB.

Takum 00pa3oM, B ManKe HAKAIUIMBAIOTCS DPa3iIMYHbIe JAOKYMEHTHI, Kacalolluecs pPEeUIeHHs AaHHOTO
BOIpOCa: MUCHbMa-TIPEATIOKECHNS, MMMCbMa pPEeKIaMaliyd, OTBETHbIE NMHUChMa PA3JIMYHBIX OpPTaHU3ALNA U
HPEANPHUATHH, TOrOBOPHI, akThI U Ap. Korjga TOKyMEHTOB CTAHOBUTCS CIHMIIKOM MHOTO, 3aBOJIUTCS BTOPast
narnka ¢ aHaJOrMYHOM 3aIMChio Ha 00JIOXKKE ¢ I00aBlieHneM ee Homepa, Harpumep: MBanos I1.P
WsroroBneHne U ycTaHOBKA peKIaMHBIX IIUTOB. Ne2 . B KoHIle rofa mamku ¢ JOKyMEHTaMH IepeaaroT
CEKpeTaplo, KOTOPbI IoMelmaer MX B OOWmMi Ikad, B OTHENEHHs, TAE XPaHATCS JOKYMEHTHI
OIlpeNeNieHHbIX crienuaniucToB. CocTaB M KOJMYECTBO JOKYMEHTOB B KaXKIOW Iamke HHUKEM He
YUUTHIBAIOTCA.

Kak MOXXHO OXapakTeph30BaTh CUCTEMY ()OPMHUPOBAHUS JIENl U ONEPATHBHOTO XpaHEHHs JOKyMEHTOB B
obmectBe? Kakum 00pa3oM OHa JOJKHA OBITh OPraHM30BaHA, YTOOBI MOXKHO OBUIO JIETKO HAaXOAWUTh
HYXXHBIE TOKYMEHTHI ¥ UCKITIOUYUTHh BO3MOXKHOCTD UX TTOTEPH?

3amauya 6.

00O «Monoam» BO3TIABIAETCA T'€HEPATIBHBIM AUPEKTOPOM, KOTOPBI MMEeT JBYX 3aMECTHTENeH: 1Mo
SKOHOMHUYECKHUM U IPOM3BOJICTBEHHBIM BOIpocaM. B cTpykTypy anmapaTa ynpasieHus 00IIecTBa BXOISIT
TpH (YHKIIMOHAIBHBIX Toapasaenenus: ciayxba IOV, Oyxrantepus u otnen kaapoB. OcTanbHas 9acTh
KOJIDIEKTHBA — OTO WHXCHEPHO-TEXHUYECKHEe pPAOOTHUKH H pabourWe pasHbIX CIEIUATBHOCTEH,
3aHUMAIOMINXCA HEMOCPEACTBEHHO IMPOM3BOACTBEHHON nesTenbHOCThIO. Ciyxba JJOY mpencraBmeHa
CeKpeTapruaToM, UMEIOIIAM B CBOEM COCTaBE€ YETHIPEX COTPYAHUKOB: PYKOBOIUTENS CEKpeTaphara, IByX
ceKpeTapeil 1 OTBETCTBEHHOI0 33 apXUB OOIIECTBA.

Omnpenenure, KTO W3 MODKHOCTHBIX IIHMI] MOXET BOWTH B cOCTaB 3KcrepTtHod kKommccun OO0
«Momoam»? KTo MoxeT ObITh Ha3HAYEH IpeIcenaTeNIeM B CEKpeTapeM KOMUCCHH?

[loaroroBeTe MpHKa3 0 CO3TAHUU SKCIEPTHOH KOMHCCHHU. B mprkaze momkeH OBITH OmpenesieH COCTaB
KOMHCCHH, ee 3a7a49H, CpOK paboTel. MoxHO pykoBoncTBoBaThCs [Ipasumamu 2015.

Co31aTh CBOIO AIIEKTPOHHYIO ITOUTY WIIA UCTIONB3YITE yXKe IEHCTBYIONIYIO, BRIOEPHUTE ITOATOTOBIICHHBIE
paHee JOKyMEHTHI (MHchMa, PHUKa3bl.) OTHpaBeTe 4 MEKTPOHHBIX JOKYMEHTA CBOMM JPY3BsM Ha
AJIEKTPOHHEIE afapeca. 3apUKCUPYITE OTIIPaBICHHBIE JOKYMEHTHI CKPHHIIIOTOM.

Kputepun onenkn nudpepeHupOBaAHHOIO 3a4eTa
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-«OTIMYHO» - TEOPETUYECKOE COJEpKaHWE Kypca OCBOEHO IOJIHOCTHIO, 0e3 mpoOesoB, yMEHHs
cOpMHpPOBaHbI, BCE NPEAYCMOTPEHHBIE MPOrpaMMOi YydeOHble 3aJaHHs BBIIIOJIHEHBI, Ka4eCTBO HX
BBITIOJTHEHUS OLICHEHO BBICOKO.

- «XO0pOIIo» - TEOPETUUECKOE COJePKaHNE Kypca OCBOCHO MOJIHOCTHIO, 0€3 MpoOeIoB, HEKOTOPbIE
yMeHusi Cc(hOpPMHUpPOBAHbI HEIOCTATOYHO, BCE TPEAYCMOTPEHHBIE MpPOTpamMMOil ydeOHBIE 3aJaHus
BBIIIOJIHEHBI, HEKOTOPbIE BUbI 33JaHUI BBIIIOJHEHBI C OIIMOKAMH.

- «Y IOBIIETBOPUTEIIHLHOY» - TEOPETHUYECKOE COJEPKAHUE Kypca OCBOEHO YaCTHYHO, HO MPOOETbl HE
HOCST CYIIECTBEHHOTO XapakTepa, HEOOXOOMMbIe YMEHHs pabOThl C OCBOCHHBIM MaTepUAIOM B
OCHOBHOM c(hopMHUPOBaHBI, OOITBITMHCTBO MPEITYCMOTPEHHBIX MPOTPaMMON 00ydeHHs yUeOHBIX 3a1aHui
BBIIIOJIHEHO, HEKOTOPbIE U3 BBINOJIHEHHBIX 33aJJaHUI coAepKaT OIIUOKY.

- «HeynoBneTBopuTeNbHO» - TEOPETUYECKOE COJEpKAHHE Kypca HE OCBOEHO, HEOOXOAMMBbIE
yMeHUs He c(hOpMUPOBAHBI, BHITIOTHEHHBIE YIeOHBIE 3a/1aHUs COACPIKAT TPYObIe OIIMOKH.
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[Tpunoxxenue 1

OBPA3OBATEJIBHBIE TEXHOJIOI'NHU, BKJIIOYASA AKTUBHBIE I HTHTEPAKTUBHBIE METO/IbI OBYUYEHUA

HasBanue enp ncnonb3oBanus [Inanupyemslii pe3ysbTar Onucanue nopsijika UCIoJIb30BAHUS (AITOPUTM
00pa30BaTeILHOM 00pazoBaTebHON MCIIOJIb30BaHUS MIPUMEHEHHUS) TEXHOJIOTUH B MPAKTHUECKOM
n/m TEXHOJIOruH (¢ TEXHOJIOTUHU 00pa30BaTEIIbHON TEXHOJIOTUU npodeccuoHalIbHOM e TEIbHOCTH
yKa3aHueM aBTopa) /
AKTUBHBIC U
HHTCPAKTUBHBIC MCTOAbI
00y4eHus

TexHOJIOTHsI MPOEKTHOTO | CO3/1aTh YCJIOBUS, NpH [PaboTa MO JaHHOW METOAMKE Paznen 1. O6miast xapakTepucTuka TOKyMEHTAIMOHHOTO

1 ooyuenwus 1. Ipron, B.JI. | KOTOpBIX JTAeT BO3MOYKHOCTh Pa3BUBAaTh | 0OCCTICUCHHSI YITPABICHUS

Cnmonenko, E.C. Ilomar,
H.B. Matsm

/ T'pynmoBast TuCKyccus

oOydJarommecs:
puoOpeTaroT
KOMMYHHKATHBHBIC
yMeHus, paboTasi B
Pa3IMYHbIX TPYIINAX;
Pa3BUBAIOT y ceOst
HCCIIEIOBATENIbCKHE
ymeHus (yMEHHs
BBISIBJICHHS TIPOOIIEM,
cobopa nndopmanuu,
HaOJIIOIEH N,
MIPOBEICHUS
JKCIIEPUMEHTA,
aHaJIu3a, MOCTPOCHHUS
TUIoTe3, 0000IIeHUS);
Pa3BUBAIOT CUCTEMHOE
MBIIILJICHHE

VHAUBUAYAJIbHBIC TBOPYECKUEC
CrOCOOHOCTH yJammxcs, 0oJyee
OCO3HAHHO IMOAXOOUTH K
npodeccuoHaIbHOMY U
COLMAITBEHOMY
CaMOOTIPE/ICIICHUIO. .

1).KonnexktuBHoe o6cyxneHue:

1. uHpopmamMu O JOKyMEHTaX M TpeOOBaHMI K
odpopmienuro. 3ydas npumepsl 0opMIIEHHUS PEKBU3UTOB
nokyMeHToB B cootBerctBuu ¢ ['OCTom 7.0.97.2016
CTY/ICHTBI aHAIM3UPYIOT HE TOJIbKO MOCJIEI0BATEIbHOCTD U
NPaBUIBHOCTb OQOPMIICHHS , HO M IOPUANYECKYIO CHUIY
JOKYMEHTA.

2,0(hopMiieHrE U BBISBICHUST 0COOCHHOCTEH B 0()OPMIICHUH
PEKBU3UTOB YIIPABICHUECKUX JOKYMEHTOB.

Paznen 2. Cucrembl TOKyMEHTAIlMOHHOTO OOECIICUCHUS
YIPaBJICHUS
Ha ocnoBanuu BugoB ©u  (HopMyIsipoB-00pa3IoB

OPraHU3alMOHHBIX, PACHOPSAUTENbHBIX, THPOPMALIMOHHO
- CIIPAaBOYHBIX JIOKYMEHTOB, a TaK K€ JIOKYMEHTOB JMYHOTO
cocTaBa CTYIEHTBl XapaKTEepU3YyIOT NPUHAMICIKHOCTh K
rpynne cuctembl OPJl, aHanu3upyioT NpaBUIBHOCTh
oQOpMIICHHSI M PpACIOJIOKEHUS OCHOBHBIX PEKBU3UTOB
JOKYMEHTOB.

Paznen 3. Opranuzaius T0KyMeHTO000poTa

1. KosiekTuBHOE 00CYXA€HUE:
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uHbOpMAIMA O JOKYMEHTOOOOpPOTE W €ro MpaBHILHOMN
OpraHu3allii B YIPABJICHYECKOH  JESATEIHHOCTH.
OO6cyxaeHne cxeMm JOKYMEHTO0OOpOTa HpPEANpUSATHS U
B3aMMO/ICHCTBHE C YIIPaBICHYECKUMHU POIIECCAMH.

2.Ha ocHoBanmm cxem, TaOJHIl, MapUIPyTOB JBHKCHHS
CTYACHTBI ONPEICNSIOT ¥ BBICTPAUBAIOT JIOTHYECKYIO
CTPYKTYpy  TPHHIMIIOB,  OIICHOYHBIX  ITOKa3aTeJew,
KBATM(HUKALNIO  JOKYMEHTOOOOpOTa  OpraHM3aluu |
JIBYDKEHUS JIOKyMEHTOIIOTOKOB.

W3yduB OCHOBHBIE TpPHEMBI M METOIBl PETUCTPAINH
JOKYMEHTOB CTYACHTBI HCIONB3Ys (POPMBI pErHCTpaluu U
NPEUIOKEHHBIE MM JOKYMEHTBHI, 3alloJHSAIOT (OPMBI H
NeNaroT  BBIBOABL  [IpoaHanmm3upoBaB OCOOCHHOCTH U
(bOopMBI COCTaBIIEHUSI HOMEHKIIATYPHI JIelT., (POPMHPOBAHUS
JNOKYMEHTOB ISl XpaHEHHs] CTYJICHTBI  COCTaBISIOT
JIOTHUYECKYIO CTPYKTYPY ¥ HaXOJST PEIICHHS B 3aII0JTHCHUT
dbopm.

[TpoBonsAT aHanmM3 nen, JOKyMEHTOB TEKYIIETO XpaHCHHS,

GbopMHUPYIOT JOKYMEHTHI JJIsi OpraHU3alliy XpaHEHHs, a
TaKk K€ COCTaBIISIIOT HOMEHKJIATYpy [ied CTPYKTYpPHOTO
M0/Ipa3IesICHuS.

3. O6yuaromuecss MUKpOTpyIamMu MOoIr0TaBINBaIOT
Marepuan ( BUJe NMPE3CHTaIlNi) BeIeTCs O00CYKICHHE
pOOJIEMHBIX BOIIPOCOB BHEIPEHUSI U UCIIOJIb30BAHUS
ANEKTPOHHOTO JOKYMEHTO000pOTa U CPEICTB
TEJICKOMMYHUKAIMK KaK oHa u3 TexHosorui JJOY. B
pe3ynbpTaTe 00Cyx)AeHus chopMupoBaI 00IIME TOHATHUS
MOCTaBJIEHHOM MTPOOIIEMBI.

[IpoGnemuoe oOy4enue.
. HOeron, WU.JIepaep

/ AHanmu3 KOHKPETHOU
curyanuu ( opopmieHne
PEKBU3UTOB

TBOPUYCCKOC
OBJIAACHUC 3HAHUAIMU,
YMCHHAMHU,

HaBBIKaMH,
Pa3BUBAKOTCA
MBICJINTCIIBHBIC

Cosnanue B y4eOHOM
JeATeIIbHOCTHU MPOOJIEMHBIX
CUTyallUli W  OpraHu3auus
aKTUBHOM  CaMOCTOSTEIIbHOM

ACATCIIbBHOCTH ydallIUXCA 110 UX
pa3pCliCHUO B PE3YJIbTATC

Pazmen 1. OOmias xapakTepucTUKa TOKYMEHTAlMOHHOTO
obecrieyeHust yrpaBIeHUs

Ilo npenno;erHoﬁ CUTyallUU-YIIPA)KHCHUIO CTYACHTBI
WHAUBUAYAJIIbHO BBICTpAUBAroT, O(bopMJ'I}II-OT u
pacnoJjiaratorT pCeKBU3HTHI, KAK Ha 6J'IaHKe, TaK W IIpHU
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o0ecreynBaroInX CIOCOOHOCTH Yero MpPOMCXOTUT TBOpUYECKOe [ popMHUPOBAaHUM JOKYMEHTA

IOPUINYECKYIO CUITY OBJIAZICHUE 3HaHMSMY, | 1.CTyneHTsl, wM3y4ass  pa3iuyHble  BUAbl  OJIAHKOB,

JTOKYMEHTY); YMEHUSIMH, HaBBIKaMH, | GOPMYIAPBI JOKYMEHTOB B X0/1€ OOCYKJICHHUS COCTAaBIISIOT

Pa3BUBAIOTCS  MBICIUTEIbHBIE | IEPEUYEHb PEKBU3UTOB, ONPEICIAIONMNA KOHKPETHBIM BUJ
CIIOCOOHOCTH. JIOKyMEHTa, O1aHKa. V1 mpoeKTupyoT TUIIOBbIE 00pa3Lbl.

2. Ilo npeayioskeHHOHN CUTYalUU-YIIPAKHEHHUIO CTYACHT
CaMOCTOSITEIbHO IPUHUMAET pelIeHHE, KaK IPaBUIbHO
IIPOEKTUPOBATH U PACIIONOKUTH PEKBU3UTHI OJIaHKa
Paznen 2. CucreMbl JOKYMEHTAIIMOHHOTO 00ECTICUECHUS
yIpaBiIeHUS
[To mpeIoKeHHBIM CHTYAIIUSIM-YIIPAXKHEHUSM CTYIEHTHI
MO/ArOTaBIMBAIOT OPraHU3aI[MOHHBIE, PACTIOPSAUTENbHBIE,
MH(OPMALIMOHHO - CIIPAaBOYHbIE JOKYMEHTHI U 00CYKIAt0T
MPaBWIBHOCTH UX cocTaBieHus. Odopmiiss
OpraHU3alMOHHbIE, U JOKYMEHTHI JITYHOTO COCTaBa
CTYIEHTHI paboTaroT ¢ yHU(ULIIHPOBAHHBIMU (hOpMaMU U
00CYXXat0T MPaBUIBHOCTD UX 0(OpMIIEHUS
Paznen 3. Opranuzamust JOKyMEHTO000pOTa
I[To mpe10’KeHHBIM CUTYalUsIM CTYJICHTHI IIPOBOST
00paboTKy TOKYMEHTOTIOTOKOB, IIPOBOIAT aHAIIN3
nokasaresel , COCTaBIAIOT MAPILPYThI ABUKCHUS
JOKYMEHTOIIOTOKOB B OPraHU3al1H, PETUCTPUPYIOT
JOKYMEHTBI, ONIPENIENSAI0T KOHTPOJIUPYEMbIE JOKYMEHTHI U

UHbopManuoHHo- Texnonoruzanus W3menenue u Pabota ¢ nopranom, TecThl.

KOMMYHUKAIHOHHBIE PYTHHHBIX IIPOLIECCOB | HEOIpaHMUEHHOE O0oramieHue

C LIETIbIO coJiepxaHus oOpa3oBaHus,
TEXHOJIOTUH,
BBICBOOOXKI€HUS UCIIO0JIb30BaHHe
AUCTAHIHOHHbIC TBOPYECKOM 3HEPruM | MHTEIPUPOBAHHBIX KypCOB,
00pa3oBaTesbHbIE JIMYHOCTH noctyn B UHTEPHET.

TexHosnoruu (A.N.
SIkoBeB)

COBPEMEHHOTO
oOmiecTBa.
obOecrieueHus eIUHOMN

IIpuMeHnenue cpeacTs
UHpOpMaTU3aLUHU U
TEJICKOMMYHUKALIUY, IIPU
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0a30BOi1 IOATOTOBKH
yUaIIXCs
HE3aBHUCHMO OT
TEPPUTOPUATBHOTO
PacToJIOKEeHUS
y4eOHOT0 3aBEJICHUS,

OTIOCPEZI0BAaHHOM HJIH HE
HOJTHOCTBIO OMOCPEIOBAHHOM
B3aWMO/ICHCTBUU
oOyuatomierocs u
HeIarOruYeckoro paboTHUKA

3mopoBbecOeperarome

Texnonoruu (B. /.
CoHbKHH)

00ecneYuTh
BBITTYCKHHUKY BBICOKUH
YPOBEHBb PEATLHOTO
3JI0POBBSI, BOOPYKHB
€ro HeoOX0JUMBIM
Oara)xoM 3HAHUM,
YMEHHI, HaBBIKOB,
HEOOXOIUMBIX ISt
BEJICHUS 3]I0POBOTO
o0paza Xu3HH, U
BOCITUTAB Y HETO
KYJIBTYPY 3/I0POBBSL.

Hcnonn3oBanne JaHHBIX
TEXHOJOTHH ITO3BOJISIOT
PaBHOMEPHO BO BPEMsI 3aHATHS
pacrpenensTh pa3InyHbIe
BUJIbI 33JJaHUI, Y€PE0BATh
MBICJTUTEIIbHYIO e TETHHOCTh
¢ (DM3MUHYTKaMU, OTIPEIEISITh
BpEeMs ITOJJa4H CIIOKHOTO
yueOHOro Marepuarna,
BBIJICIIATH BpeMs Ha
MPOBEJICHUE CAMOCTOSATEIbHBIX
paboT, HOpMaTHUBHO
npumensaTh TCO, yto gaet
MOJIOKUTEIBHBIE PE3YJIbTAThI B
00y4YeHHH.

PaBHOMeEpHOE pacnpenesieHne pa3TuIHbIX BHIOB 3aJaHNH,
Yepe10BaHNE MBICTUTEIHHOMN e TeTbHOCTH C
¢u3MHUHyTKamMH, BO Bpems 3aHsATus, npumenenue TCO.
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[Tpunoxxenue 2

NEPEYEHDb IPAKTHYECKHX 3AHATHUA

Paznennl/TeMbl TeMbl NpakTHYECKUX 3aHATHI KonnuyectBo B opme TpeboBanus
4acoB NPAKTHYeCKOM oroc
MOATOTOBKH CIIO
(YymeTh)
Paznen 1. Pasnen 1. OGmast xapakTepucTHKa 2 0 V1;V2;
JOKYMEHTAIIMOHHOTO 00eCTieueHH sl YIIPaBICHHS
Tema 1.2. Ne 1.  Odopmienne  peKBU3UTOB 2 0
Odopmienne o0ecIeunBaloNUX OPUINIECKYIO CHITY
JOKYMCHTAIlUU B JOKYMCHTaM
COOTBETCTBHHU C OdopmIiieHne pa3uIHbIX BHJIOB
HOpMaTUBHOM 0a3oii | OjaHKOB u (hopMmyJsipa - oOpasia
Paznen 2. Cucrembl JOKyMEHTAIIMOHHOTO 00eCTedeHMsI 8 8
yIIpaBJICHHS
Tema 2.1. Ne 2. Paspaborka u odopmieHue 2 2 V1;V2;
yHHq)PIIIPIpOBaHHaH pactiopAanTECIIbHBIX JOKYMCHTOB
cucrema Ne3. Paspabotka wu  odopmiieHHE 2 2 VI1;V2;
OpraHN3allMOHHO - CIIPaBO4YHO - UH(QOPMAIIMOHHBIX
pacropsInTenbHON JIOKYMEHTOB  (ciy’keOHOe  IHChMO,
AOKYMCHTAallMH IPOTOKOJI, aKT, MJOKJIajgHas 3alucka,
cIry>keOHasl 3amrcKa)
Tema 2.2. Ne4.  Pazpaborka w  odopmieHHE 2 2 V1;V2;
JlokyMeHTaIus 1o JOKYMEHTALlMU IO JINYHOMY COCTaBy C
TPYZLOBBIM UCIOJIb30BaHUEM  YHU(DULIMPOBAHHBIX
OTHOIICHUSM dhopm
Tema 2.3. Ne 5. CocraBnenne u odopmileHHe 2 2 V1;V2;
JoxymeHnTarus JOKYMEHTOB 110 Mpo(ecCHOHaIbHON
npodeccroHaIbHON NEATENBHOCTU (moBepeHHOCTH,
ACATEIIBHOCTH MPETEH3UH U UCKOBBIC 3asBIICHNUSA).
Pazpmen 3. Opranmuzaiusi JOKyMEHT0000pOTa 6 4
Tema 3.1. Ne 6 CocTaBieHue 3TanoB U onepanyuu 2 2 V4,
Texnomorus u 00pabOTKH TOKYMEHTOB.
MIPUHITUITBL [Topsnoxk 3anonHeHus
OpraHu3alnu pPErucTpaMOHHBIX GOPM U BEJICHUE
JIOKyMEHT0000pOTa KOHTPOJIS 32 HCITOJTHCHUEM
CITY>K€OHBIX JOKYMEHTOB C
HCTIOJB30BaHUEM
ABTOMAaTHU3UPOBAHHBIX TEXHOJIOT U
No 7 TlogroroBka JOKYMEHTOB IS 2 2 V5
($hopMHUPOBaHUS 1 XpaHEHUS AeN
Tema 3.2. Ne 8 Ilepenaua napOpPMAINN U CpENCTBA 2 0 V3; V4,
Texnomorus TEIEKOMMYHUKALMOHHBIX TEXHOJIOTUI B
ABTOMATH3MPOBAHHON | 5peirpoHHOM 10KYMEHTOOGOPOTE
00paboTKH
JOKYMEHTaLlu1
HUTOro 16 12
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OBPA3OBATEJIbHBIN MAPIIPYT

[Tpunoxenne 3

KonTpoasna
1 TOYKA

KonTpoaunpyemsie
pa3aeibl (TeMbl)
y4eOHOil TMCIUIIMHBI

KonTponupyemsie
pe3yJbTaThI

OueHoYHBIE CPeICTBA

Nel

Pazgen 1. Pazmen 1.
OOmmas xapakTepucTuKa
JIOKYMEHTAIIMOHHOT'O
obecreueHust
yIIpaBJICHUsI

OK. 02; 3.02.1;
¥.02.6;

OK.03; 3.03.2;
¥.03.2;

OK.05; 3.05.2;
¥.05.1;

OK.09; 3.09.3.
Y09.5;

IK. 1.1; V1, V2; 31;
IIK.1.2; V4, 33;
IIK.2.1; V1; V2; 34;
I1K.3.2; V1; V2; 31,
32;

I1K.6.2; V1; 31;

Py6esxxnas KonTponbHas
padora Nel

Tect
[MpakTryeckas padbora
IIpaxTHyeckoe 3aganue

Ne2

Pa3zpen 2. CucreMbl
JOKYMEHTAIIHOHHOT0
odecreyeHus
ynpaBJieHust

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

OK.05; 3.05.2;
v.05.1;

OK.09; 3.09.3
¥.09.4;

IIK.1.1;¥1; ¥V2; 32;
IIK.2.2; V1, ¥2; 32;
34;

IIK.3.4; Y1, ¥2; 31;
32;

I[IK.4.2; V1;¥2; 31;
32; 33;

I[IK.4.3; V!; ¥2; 31;
32;

Py6exnas
KonTtpoasHas pa6ota
No2

Tect
[IpakTH4eckue padoThI
[Moptdonuo

Pazgean 3.
Opranuszanus
JOKYMEeHT0000poTa

OK.01;3.01.3;
V.01.4;¥.01.11;
0K.02;3.02.1;
v.02.5;
0OK.03;3.03.2;
¥.03.2;

0OK.09; 3.09.5
1IK.1.2; V4, 33;
T1IK.2.1; V3, V5; 34,
35;

1IK.2.2; ¥2; V3; 32;
34;

TIK.2.6; ¥3; V4, 34,
35;

1IK.2.7; ¥4, V5; 35;
11K .4.6; ¥3; V5; 33;
34; 35;

11K .4.7. Y4, V5; 33;
34; 35;

PyGexnas KonrponbHas
pabora Ne 3

Tect

[IpaxkTrdeckas pabota
Keiic-3amaua /
CHTYallMOHHAs 33124

Ned

Homyck
3a4dery

Hoptdoano

1. TlpaxTtuueckas pabora
2. [IpakTrdeckoe 3a1aHme
3. optdommo
4.CuTyanlnoHHBIC 3a/1a9a
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IIpome:xyTou
Hasi
aTTecTanus

KomnnekcHsri
i hepeHnnpoBaHHbBII
3a4er

OK. 02; OK.03;
OK.05;0K.09;
IIK. 1.1;
IIK.1.2;I1IK.2.1;
IIK.3.2; TIK.6.2;
OK. 01; OK.02;
OK.05; OK.09;
IIK.1.1; TIK.2.2;
IIK.3.4; 11K 4.2;
11K .4.3;

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

Hrorosas
Koutposbnas
pabora

1. Tecr
2. IlpaxkTuaeckoe 3a1aHne
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JIMCT PETUCTPAIIMA U3SMEHEHU 1 JOMMOJHEHUM

No Paznen Kpatkoe conepxanue n3MeHEHU/ 0T OTHCHHST Hara, [Moanuce
i paboueii Ne npeacenar
/ IPOrpaMMbl IIPOTOKOJIA ems TIHK
n 3acefaHus

MK
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