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KOHTPO.Ib PE3YJbTATOB OCBOEHUS YYEBHOM JUCHUILJIAHBI
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1 OBIIAA XAPAKTEPUCTUKA PABOYEM ITIPOT'PAMMbBI YYUEBHOM
JUCIUIVIMHDBI « IOKYMEHTAIIMOHHOE OBECIIEYHEHHUE YIIPABJIEHMS»

1.1. Mecto y4yeOHOIl IMCUMILIUHBI

o0pa3oBaTeJIbHOM MPOrPaMMbI
VYuebHas [ucHMIUIMHA «J{OKyMEHTalMOHHOE O0ecreueHrue YIpaBlIeHUs» SBISETCA
yacTbto [IpodeccronanbHOro yueOHOTO MKJIa OCHOBHOM 00pa3oBaTesIbHOM MporpaMmbl (aiee
OOIl) B coorBerctBuu ¢ PI'OC CIIO mo cnenmansHoctu 38.02.01 DOkoHOMHUKA W
OyXTaJITEPCKHI y4eT (110 OTPacIsiM).
1.2 Ieab u nJIaHUpyeMble Pe3yibTaThl 0CBOEHUS TMCIUIIMHBI
[lo utoram OCBOEHHSA IUCHUIUIMHBL, OOYyYalOLIUECs OJDKHBI IPOJEMOHCTPUPOBATH
pe3yibTaTel 00y4eHus, cooTHecEHHBIE ¢ pe3yabTatamu ocBoeHust OOII CIIO u npuBeneHHbIE B

TadJuLeE.

B CTPYKType B CTPYKType OCHOBHOM

Kon
IIK, OK

YMmenunsa

3Hanug

OK 02

— OIpenensaTh 3ala4yul s TOWCKa WH-
dbopMaluu, TMIAHUPOBATh MPOIECC TO-
WCKa, BBIOMpATh HEOOXOJUMBIE HCTOY-
HUKU UH(OPMALINK;

— BBIJICJIATh HanboJiee 3HAYMMOE B Tie-
peuHe uHbOpPMaIUU, CTPYKTYpUPOBATH
noJrydaeMyro nHpopmanuo, opopmIsTh
pE3yNbTaThl MOUCKA;

— OLCHUBATH TMPAKTHUYCCKYIO 3HA4YU-
MOCTb PE€3YJIbTaTOB MOUCKA;

— NPUMEHSATH CpelCTBa MH(OPMALIMOH-
HBIX TEXHOJOTUH ISl pelieHus npodec-
CHOHAJIbHBIX 3aJ1a4,

— UCHOJB30BaTh COBPEMEHHOE TMpOo-
rpaMMHoOe obecrniedeHue B mpodeccro-
HaJIbHOU JAESITeNbHOCTH;

— HWCIIOJIb30BaTh pa3jMyYHble MHU(POBBIC
CpeacTBa Hns  peuieHus mpodeccro-
HaJIbHBIX 337144,

— HOMEHKJIaTypa WH(OPMAlMOHHBIX HC-
TOYHHUKOB, MPUMEHSEMBIX B Ipodeccuo-
HaJILHOH JESITEILHOCTH,

— NpHUEMbl CTPYKTYpUpOBaHUs HH(pOpMa-
LN

— (opmat odopmieHus pe3yiabTaTOB IO-
ucka uHpopmarmmy;

— COBPEMEHHBIE CpEACTBAa M YCTpPOMCTBa
nH(popMaTHU3alNY, TOPAAOK MX IPUMEHE-
HUS,

— nporpamMmHoe obecrieyeHue B mpodec-
CHUOHAJIbHOW JI€ATEIbHOCTH, B TOM YHCIIE
nudpoBbIE CPEICTBA;

OK 05

— IPaMOTHO M3JIaraTb CBOM MBICIH H
o(hopMIIATH TOKYMEHTHI TIO MpOodeccHo-
HaJIbHOM TEMaTHKE Ha TOCYy1apCTBEHHOM
A3BIKE;

— MPOSBIIATH TOJEPAHTHOCTH B pabodyem
KOJJIEKTHBE;

— npaBuiia OPOPMIIEHUS JOKYMEHTOB;
— MpaBujIa MOCTPOEHUS YCTHBIX COOOIIe-
HUH;

— 0COOEHHOCTH COLMAJIBHOTO U KYJIBTYp-
HOTO KOHTEKCTA;

OK 09

— MOHUMATH OOIIUI CMBICI YETKO TPO-
W3HECEHHBIX BBICKA3bIBAHUI HA HM3BECT-
Hble TeMbl (MpodeccruoHaIbHble U Obl-
TOBBIE), MOHUMATh TEKCTHI Ha 0a30BbIE
po¢eCCuOHAITBHBIC TEMBI;

— y4acTBOBAaTh B TUAIOTaX HA 3HAKOMBIC
obmre u mpodecCHOHATbHBIE TEMBI;

— CTPOUTH NPOCTHIE BBICKA3BIBAHUS O
cebe 1 0 cBoel mpodeccroHamTbHON Je-

— MpaBWIA MOCTPOCHHS MPOCTHIX U CIIOXK-
HBIX TPEeUIOKeHU Ha mpodeccnoHanb-
HBIE TEMBI,

— OCHOBHBIE OOIIEYNMOTPEOUTENbHBIE TIa-
roJsl (ObITOBas U mpodeccuoHanbHas JeK-
CHKa);

— JIGKCUYECKUH MHUHHUMYM, OTHOCSIIUHCA
K OIKUCAaHUIO MPEIMETOB, CPEACTB U MPO-
1IeCCOB  MPO(ECCUOHAIBHOW JIeATEIHHO-
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ATENBHOCTH;

— KpaTKo OOOCHOBBIBATH U OOBSICHATH
CBOM JICHCTBUS (TeKylIMe W IUIaHHpYe-
MBIE);

— MHCaTh MPOCTHIC CBSA3HBIE COOOLICHUS
Ha 3HAKOMBIE WJIM WHTEPECYIOUINE IMPO-
(beccuoHabHBIE TEMBI;

CTH,

— 0COOEHHOCTH MPOU3HOLICHHUS;

— IIpaBWJIa 4YTEHHUs TEKCTOB Ipodeccuo-
HaJIbHOM HAIIPABJIICHHOCTH;

IIK 2.5

— omnpeaessaTh 00beM paboT Mo Ou3Hec-
TUIAHUPOBAHMIO;

bopMHUpOBaTh CTPYKTYpy Ou3Hec-
IUIaHa;

— IUIaHUPOBaTh OOBEMBI, IOCICI0BA-
TEJIIFHOCTh M CPOKH BBITIOJIHEHHS paboT
II0 COCTAaBJICHHIO OM3HEC-INIAHOB, KOH-
TPOJIUPOBATH UX COONIOICHUE

METOIUYCCKUE
(buHaHCOBOMY
OTOIKETUPOBAHUIO u
JICHEKHBIMH ITOTOKaMHU,
3aKOHOJATEIIBCTBO Poccuiickoit
Qenepanii 0 Haiorax U cOopax,
OyXTajnTepcKoM " oumaTEHOM
CTaTHUCTUYECKOM YyYeTe, apXUBHOM Jele,
COLMATLHOM " MEIUITTHCKOM
CTpaxOBaHHUH, IEHCUOHHOM OO0eCTeueHuH,
ayAUTOPCKOM JIEATENBHOCTH,
TpaXJIaHCKOE, TaMOXXEHHOE, TPYAOBOE
3aKOHOJATENIBCTBO Poccuiickoit
Odenepanuy; 3aKOHO/1aTeIbCTBO
Poccmiickoit ~ ®enepanun B chepe
JEeSTeIbHOCTH YIKOHOMUYECKOTO CYObEKTa;
MIPaKTUKA MPUMEHEHHUS 3aKOHOAATEIhCTBA
Poccutickoii denepanuun

JIOKYMEHTBI o
aHalu3zy,
YIIPaBJICHUIO

2 CTPYKTYPA U COAEPKAHUE YYEGHOU JUCHUTNJIAHBI
«1IOKYMEHTAIIMOHHOE OBECIIEYEHUE YIIPABJIEHU S

2.1 O6beM yueOHO# AMCHUIIMHBI M BHbI Y4eOHOMH padoThl

Bup yueOHoi#t padoThl

O0BbeM yacoB

O0bem 00pa3oBaTeIbHOI NPOrpaMMbl YUeOHO 1M CHMIIJIMHbI 46
B TOM YHCIIE:
— TeopeTuyeckoe o0ydeHue 16
— TPaKTUYECKHUE 3aHATH 18
— caMocCTosiTelIbHas paboTa 12

KOHCYJIbTalluN

npoMexyrouHas atrectanus — JuddepennupoBannslii 3auet




2.2. TemaTHuyecKuii JIaH U coJiep:KaHue Y4eOHO THCHUILIHHBI «/lokyMeHTallMOHHOE 00ecTiedeHre YITPAaBJIEHUsD

HaumeHoBaHue pa3jiesioB U TeM

Coaepxxanue yueOHOro marepuasa u GopmMbl OpraHu3anuu
AeATeTbHOCTH 00y4YaouXCs

O0BeM yacoB

Koanl xommne-
TeHLUi, (pop-
MHPOBAHHIO
KOTOPBIX CIO-
co0cTBYyeT 3J1e-
MEHT Nporpam-

MBI
1 2 3 4
Paszngen 1 JloKyMeHTHpOBaHUE YIIPABJIEHYECKOM 1eATeJIbHOCTH: 33 OK 02
o01mme 1M0JI0KeHU s OK 05
Tema 1.1 IlonsTue nokyMeHTa u CopepxaHnue yaueOHOro Marepuaa 5 OK 09
CTIOCOOBI JOKYMEHTHUPOBAHMUSL. 1. JlokyMeHT Kak HOCHTEIh MHPOPMAIUU: TIOHATUE, TPU3HAKH, (YHKIIHH. 2 IIK 2.5
DNEeKTPOHHBIN TOKYMEHT.
2. Kimaccudukanus TOKyMEHTOB.
[TpakTryeckue 3aHATHS 2
1. O3HakomiIeHHE ¢ UcTOpueil GOPMHUPOBAHUS U PA3BUTHS YUEHUS O JIOKY-
MEHTe
2. VI3yyeHne TEXHUUECKUX CPeJCTB 00pabOTKH TOKYMEHTOB
CamocrosTenbHas pabora o0yJaromuxcs 1
1. I3yuuTh 3BOJIOLINIO TIOKYMEHTa Kak HocuTelns nHdopmanuu. Cocta-
BUTh AHAJIUTUYECKYIO TaOJIMIly Ha TeMy: DTanbl BOSHUKHOBEHUS U pa3BU-
THS AENONPOon3BOACTBA B Poccun B mepuo ¢ XV B. 10 HACTOSIIEE BPEMS.
Tema 1.2 Crangaptuzanus u Coneprkanue yueOHOro MaTepuasa 3 OK 02
yHudukamuss a0kyMeHToB. Cu- 1. 3akoHO#aTENIbHOE U HOPMATHBHO-METOAMYECKOE PETYIMPOBAHUE JIETIO- 2 OK 05
CTEMbI JOKYMEHTALIUU. npousBojacTea B PO OK 09
2. CranpapTtuzanus 10KkyMeHToobopota B P® Ha coBpeMeHHOM 3Tamne. Bu- [1K 2.5
JIbl CTAaHJAPTOB U MX O0IAs XapaKTepHUCTUKA
3. IlonsTne yHU(UKAIIMK TOKYMEHTa M €€ PasHOBUAHOCTH. YHHUDUIIUPO-
BaHHBIE CUCTEMBI IOKYMEHTAIIHH.
[TpakTrueckue 3aHATHS 1




HaumeHoBaHue pa3jiesioB U TeM

Coaepxxanue yueOHOro marepuasa u GopmMbl OpraHu3anuu
AeATeTbHOCTH 00y4YalouXCs

O0BeM yacoB

Koanl xommne-
TeHLUi, (pop-
MHMPOBAHHUIO
KOTOPBIX CIIO-
co0CTBYeT JJie-
MEHT Nporpam-
MBI

1.M3yunTh HOpMATUBHBIE MaTEPHAJIbl IO YHU(DUKALUU TOKYMEHTALIUN
2. 3anoJHUTh YHU(DUIMPOBaHHbIE (POPMBI JOKYMEHTHI

Tema 1.3 PexkBu3utsl v OJIaHKHA
JOKYMEHTOB.

Copneprxkanue ydeOHOro Marepuana

1. PexBU3UT JOKYMEHTA: IOHATHE, 0COOCHHOCTH, 3HAYCHUE
2.00mume TpeboBaHUg K OGOPMIICHHIO U PACIOJIOKEHHIO PEKBU3UTOB J10-
KYMEHTOB

[TpakTHyeckue 3aHATHSA

1. 3yunTh paznuyHble BUIbI OJIAaHKOB JOKYMEHTAa M pa3paboTaTh OJaHKU
CO3/1aBaeMOM OpraHu3aluu

2. ObopMuUTh OTIENBbHBIE PEKBU3HUTHI B 3aJaHHOM (hopMaTe Ha Pa3IuIHbIX
OJaHKax

CamocrosiTenpHas paboTa 00yJaronuxcs
1. Opopmuth KoHCHEKT Ha TeMy: OTAenbHBIE 0COOEHHOCTH O(OpMIIEHHUS
TeKCTa JOKyMeHTa (4ucell, TaOJaul], UMeH U (paMUINii)

OK 02
OK 05
OK 09
IIK 2.5

Tema 1.4 Oprann3anuoHHO-
pacnopsAUTeNbHAst JOKYMEHTa-
nus. Opraau3alloOHHbIE TOKY-
MEHTHI.

Conepxanue yueOHOTO MaTepuaia

1. Opranu3zanioHHbIE TOKYMEHTHI: MOHATHE, 0COOEHHOCTH, BUJBI,
TpeOoBaHUs K 0(OPMIICHHIO

IIpaxkTrueckue 3aHATHS
1. OpopmMuTh oTHENbHBIE BUIBl OPTaHU3AIIMOHHBIX JOKYMEHTOB IO 3aja-
HUIO NIPENoaaBaTest

CamocTosTenbHas paboTa o0yyaronmxcs

1. IlpoBectu anHamu3 ocoOeHHOCTeH O(OpMIICHHS OpraHU3aLMOHHBIX
JIOKYMEHTOB Pa3JIMYHBIX IOpUANYECKUX JHI] (0aHKOB), 0OpMHUTH 0Opaseln
IITATHOI'O paCliuCaHus OpraHu3anunuu

OK 02
OK 05
OK 09
K 2.5

Tema 1.5 OpranuzaimonHo-

Cozeprkannie yueOHOT0 MaTepuaiia

OK 02




HaumeHoBaHue pa3jiesioB U TeM

Coaepxxanue yueOHOro marepuasa u GopmMbl OpraHu3anuu
AeATeTbHOCTH 00y4YalouXCs

O0BeM yacoB

Koanl xommne-
TeHLUi, (pop-
MHMPOBAHHUIO
KOTOPBIX CIIO-
co0CTBYeT JJie-
MEHT Nporpam-

MbI
pacnopsAUTENbHAS JOKYMEHTa- 1 PacnopsautenbHble JOKYMEHTBI: IIOHSTHE, BH[Ibl, TpeOOBaHUSA K 2 OK 05
uus. PacnopsiaurtenbHbie JOKY- 0(hOPMIICHHUIO OK 09
MEHTBI IIpakTHueckue 3aHATHS 1 K 2.5
1. OdopmMuTh IPUKa3bl U PACTIOPSHKEHUS PYKOBOJAUTENSI OpraHU3aluu
CamocrostenbHas pabora o0ydaromuxcs 1
1. TlpoBectn aHanM3 OCOOCHHOCTEH OQOPMIICHHS PaCIOPSIUTEIHHBIX
JOKYMEHTOB  Pa3JIMYHbIX IOPUAMYECKHX JHL, OQGOpMHUTH 00pazer
pacnopspKeHHs TeHepaIbHOr0 JTUPEKTOpa/ 3aM. TUPEKTOpa OpraHu3aluu
Tema 1.6 MudpopmannonHo- Coneprkanue yueOHOro MaTepuaa 7 OK 02
CIIPaBOYHBIE JJOKYMEHTHI .JMudopmanroHHO-CIIpaBOYHBIE TOKYMEHTBI: MIOHATHE, BUIbI, TPEOOBAHUS 2 OK 05
K 0)OpPMJIICHHIO OK 09
[IpakTuueckue 3aHATHS 3 K 2.5
1. OdopmuTh OTIENBHBIE BUABI HH(POPMAIITMOHHO-CIIPABOYHBIX JIOKYMEH-
TOB (aKT, CIIpaBKa, MPOTOKOJ, JOKJIaHas U OObSICHUTEIbHAS 3aI1CKa)
CamocTosTenbHas paboTa o0yyaronmxcs 2
1 loaroToBUTH JOKIAA-TIpe3eHTaMI0 Ha TeMy: OcoOeHHOCTH TOATrOTOBKU
1 opopmIleHUsI JOKYMEHTOB JIEJIOBOI MEPENUCKN OpraHU3aIiH.
Tema 1.7 Odopmnenne ocHoBHBIX | ComepxaHue yueOHOTO MaTepuaia 5 OK 02
JIOKYMEHTOB YIIPaBIIECHUS [IpakTuueckue 3aHATUS 2 OK 05
1./lenoBas urpa-npe3enranns «OCHOBHBIE JOKYMEHTBI YIIPABICHUS» OK 09
CamMocTosTenbHas paboTa 00YJaroIIHXCS 3 IK 2.5
1 .BBIMONMHUTE MHAWBUIYAIBHOE 33/laHUE JJIS JeIOBOM UIPhI: OOPMHTH
nakeT 00pa3loB JOKYMEHTOB KOMMEPUYECKOIO IPEATPUATHS
2. Odopmuth 00pasel IMYHOTO 3asBICHUS, PE3IOME.
Paznen 2 Opranusanysi padoThbl ¢ JOKYMEHTaMH 13




HaumeHoBaHue pa3jiesioB U TeM

Coaepxxanue yueOHOro marepuasa u GopmMbl OpraHu3anuu
AeATeTbHOCTH 00y4YalouXCs

O0BeM yacoB

Koanl xommne-
TeHLUi, (pop-
MHMPOBAHHUIO
KOTOPBIX CIIO-
co0CTBYeT JJie-
MEHT Nporpam-

MbI
Tema 2.1 OcHoBHbIe npaBmiia op- | Conepikanue ydeOHOro Marepuana 1 OK 02
raHu3anuu padboTsl ¢ JokyMeHTaMu | 1.OCHOBHBIE TpaBHJIa OPraHU3aluU JOKYMEHTO000POTa Ha MIPEANPHUITHH. OK 05
2.KauecTBeHHBIE XapaKTEPUCTUKU JOKYMEHTOOOOPOTA. OK 09
IIK 2.5
Tema 2.2 Opranuzanus peructpa- | CoaepkaHue ydeOHOTro MaTepuaa 3 OK 02
LU TOKYMEHTOB U KOHTPOJIb UX 1. IloHATHe perucTpanuu J0KyMEHTa U €€ CTaIuu 1 OK 05
WCIIOJIHEHUS 2. O61mue npaBuiia PErUCTpalluy YIIPABIEHYECKUX JOKYMEHTOB OK 09
[IpakTuueckue 3aHATHS 1 [1IK 2.5
1. Oopmienue peructpauy BXOJAIMX U UCXOIAIIMX JOKYMEHTOB B
paMKax HeOOXOIUMBIX JUISl JAaHHOTO BUA JOKYMEHTOB PETUCTPAITMOHHBIX
bopm
CamocTosTenbHas paboTa o0yyaronmxcs 1
1. OpopmMuTh B TETpaaH perucTparioHHble POPMBI JUIsl BXOJIAIIUX U UC-
XOJSIIIUX JOKYMEHTOB
Tema 2.3 Opranuzarmus onepa- Copneprkanne ydeOHOro MaTepuana 5
THUBHOI'O XPaHEHHS JOKYMEHTOB 1. [ToHsiTHEe ONEPaTUBHOTO XpaHEHUsI TOKYMEHTa U TpeOOBAaHUS K OpraHu- 2 OK 02
3allM ONIEPATUBHOIO XPaHEHUs YIPABICHYECKON TOKyMEHTAIUN OK 05
2. Homenknarypa aein: nmoHsiTHe, BUbL, TpeOOBaHUS K O(hOPMIIEHUIO OK 09
3. ®opmupoBanue u opopmienue ren. CucremMaTu3anus JTOKyMEHTOB B K 2.5
Jiene. XpaHeHue el
[TpakTHyeckue 3aHATHS 2
1. Pa3zpaboTaTe HOMEHKIATYPY /€71 KOHKPETHON OpraHU3aIiu
2. O3HaKOMUTKCS C CHCTEMaTH3aluell TOKyMEHTOB B JIeTIe.
CamocTrosTenbHas paboTa o0yyaronmxcs 1

1. I3yunts «'OCT P 7.0.8-2013 Cuctema cranaapToB 1o nHGOpMaIHH,




HaumeHoBaHue pa3jiesioB U TeM

Coaepxxanue yueOHOro marepuasa u GopmMbl OpraHu3anuu
AeATeTbHOCTH 00y4YalouXCs

O0BeM yacoB

Koanl xommne-
TeHLUi, (pop-
MHMPOBAHHUIO
KOTOPBIX CIIO-
co0CTBYeT JJie-
MEHT Nporpam-

MBI
OMOIMOTEeYHOMY M M3/IaTeITLCKOMY JieiTy. [leonpon3BOACTBO U apXHUBHOE
neno. TepMuHbl U onipeneseHus» U 0pOPMHUTh KpaTKUiA CII0Baph TEPMHU-
HOB

Tema 2.4 Komnsrorepuzanus JJOY | Conepxkanue yaeOHOT0O Marepuana 3 OK 02
Opranu3zanust 3JeKTPOHHOTO JIOKYMEHTO000poTa 1 OK 05
[IpakTueckue 3aHATHS 1 OK 09
1. O3HaKOMUTBCS C COBPEMEHHBIMU MPOTPAMMHBIMU MPOJIYKTaMH B cepe IIK 2.5
JIOKYMEHTAIlMOHHOTO 00eCieYeHNUs ypaBIeHUS
CamocrosTenbHas pabora o0yJaromuxcs 1
1. CocraButh KOHCTIEKT HA TeMy OCOOEHHOCTH OpraHU3AIMH YJIEKTPOHHO-
ro IOKyMeHT0000poTa
HuddepenurpoBaHHbIil 3a4eT 1

Bcero: 46




3. YCJIOBUS PEAJIN3AIIMY YUYEBHOM JUCIUILIUHBI

3.1  MarepuanbHO-TeXHHYECKOE oOOecreyeHune

Jlnist peanu3aliy mporpaMMbl YIeOHOH JUCIUIUTMHBL TIPEAYCMOTPEHO HAJTHYUE CIICAYIONINX
CHEIUATBHBIX TOMEIIICHUH:

Kabuner conmaibHO-TYMaHUTAPHBIX JUCIUTUINH.

OcHoBHOE 000pyIOBaHUE YIEOHOTO KaOMHETa U TEXHUIECKUE CPEACTBA OOYICHHUS .

- KOMIUIEKT MYJIbTEMeaniHOr0 00opynoBanus (mpoektop Casio XJ-V2, skpan Lumien Eco
Picture);

- IOCKa TIOJTKaTHasl,

- IapThl YYCHUYECKUE JIBOIHBIE;

- CTOJI TIPETIOaBaTEIIs;

- CTYJIbsSI T10 KOJIMYECTBY MOCAI0YHBIX MECT.

[IporpamMmmMHoe obecrieueHue:

1. Microsoft Windows 7 Professional

2. Microsoft Office ProPlus 2010 Russian Acdmc

3. CIIC KoncynbrantlOpuct: Bepcust [Ipod

4. Google Chrome.

5. Adobe Acrobat Reader

3.2. UndopmannonHoe odecrieueHue o0yyeHus (mepevyeHb peKoMeHAyeMbIX YueOHbIX
u3aaHuil, UHTEepHeT-pecypcoB, 10MOJTHUTEIbHOM JTUTEPATYPHI)

Jna peanuzanuu mporpaMmbl  yueOHoro mpeamera OuOnuoreunsii  ¢ounx BBIY
YKOMIIJIEKTOBAH MEYAaTHBIMU U 3JIEKTPOHHBIMHU U3aHUSMH.

OOyuaromuecs U3 4Kclia WHBAIUIOB U JIUIl C OTPAaHUYCHHBIMU BO3MOXKHOCTSIMH 3]I0POBBS
o0ecrieyeHbl TMEeYaTHBIMH W (WJIM) SJIEKTPOHHBIMH 0O0pa3oBaTeIbHBIMH pecypcaMu B (opmax,
aJaTUPOBAHHBIX K OTPAaHUYEHUSM UX 3/I0POBbSI.

OcHoBHas1 JIMTEpaTypa:

1. JHoponuna, JI. A. JlIokyMeHTalMOHHOE oOOecreueHne YIpaBieHHs : Yy4eOHUK U
OpaKTUKyM s CcpeiHero  mnpodeccuoHanbHoro  obpaszoBanusi/  JI. A. JlopoHuHa,
B. C. UputukoBa. — 2-e uzn., mepepad. u gon. — Mocksa : UznarenscrBo IOpaiit, 2026. —
270 c. — (IlpodeccumonansHoe obOpazoBanme). — Tekcer : amekTpoHHBIA // OOpa3oBarenbHAS
mnardopma IOpaiit [caiir]. — URL: https://urait.ru/bcode/585601

2. Kopnees, 1. K. JlokymMeHTanoHHOE 00ecTiedeHre YIpaBIeHHs | y4eOHUK U TPAKTUKYM
s cpenHero  mpodeccuoHaneHoro  obpasosanusi/ U. K. KopueeB,  A. B. Ilmenko,
B. A. MamypuieB. — 3-¢ m3a., mepepad. u jgon. — Mocksa : M3garenscTBo Opaiit, 2026. —
438 c. — (IIpodeccuonanvHoe oOpazoBanme). — TekcT : anmekTpoHHbI // OOpa3oBarenbHas
wiatdopma FOpaiir [caiit]. — URL: https://urait.ru/bcode/585550

3. Kyznenos, 1. H. JlokymeHTanmonHoe obecrieueHue yrnpasieHus. JJokyMeHToo00poT 1
JICTIONPOM3BOICTBO : YYCOHHK M TPAKTHKYM Ui CPEIHEro mpoecCHOHAIBLHOro oOpa3oBaHwus /
W. H. Ky3nenoB. — 5-e uzn., mepepabd. u nomn. — Mocksa : HU3narensctBo FOpaiit, 2025. —
425 c. — (ITpodeccnonanmsHoe oOpa3oBanme). — TekcT : ayekTpoHHBIH // OOpa3oBarenbHas
iatdopma IOpaiit [caiit]. — URL: https://urait.ru/bcode/581141

4. IllyBamoBa, H.H. JloxymeHTanmoHHOE OOECIECYCHHUE YIPABICHUS . YyUYEOHUK IS
cpenHero npogeccuonansHoro oopazosanus / H. H. lllyBanoBa. — 3-e uza., mepepab. u gom. —
Mockga : UznarensctBo IOpaiit, 2026. — 234 ¢c. — (IIpodeccronanbHoe oOpa3oBaHHe). —
Texkcr : onektpoHHslii  //  OOpa3zoBatenpHas  miardpopma  IOpaiit  [caliT]. —
URL: https://urait.ru/bcode/583834

JlonoJHUTeIbHAS JINTEpPaTypa:

1.TpozoBa, O.C. Jlenompou3BOACTBO : Y4eOHHUK [JII CPEAHEr0 MPOQPECCHOHATHHOTO
obpazoBanus / O. C. I'pozoBa. — 2-e¢ u3a. — Mocksa : M3natensctBo FOpaiit, 2025. — 131 c. —
Tekcr anexkrponnsnii — URL: https://urait.ru/bcode/563440
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https://urait.ru/bcode/585601
https://urait.ru/bcode/585550
https://urait.ru/bcode/581141
https://urait.ru/bcode/583834
https://urait.ru/bcode/563440

2. JIOKyMEHTOBEJICHHE : YYEOHUK M TPAKTUKYM IS CPEeAHero MpodhecCHOHATbHOTO
obOpazoBanus / mox pepakmueit JI. A. Jloponunoit. — 4-e wu3n., mepepadb. u gom. — Mocksa :
N3narenbcTBO IOpaiir, 2025. — 336 c. — Tekcr : AJICKTPOHHBIH. —
URL: https://urait.ru/bcode/560925

3. BanoBa, A. ). Pycckmii s3bIK B JCJIOBOM JOKYMEHTAIMM : YYEOHUK JUIsI CPEAHETO
npodeccuonansHoro obpazoanus / A. FO. UBanoBa. — 3-¢ u3n., mepepad. m jgom. — Mocksa :
MznarensctBo FOpaiit, 2025. — 129 ¢. — TekcT : anekTponHslid / OOpa3oBaTenbpHas miaTdopma
FOpaiir [caiit]. — URL: https://urait.ru/bcode/565786

4, KazakeBnu, T.A. JlokymeHTalluOHHOE OOCCIICUCHHWE YMpaBICHUS : YYCOHUK W
MIPaKTUKYM JJIs1 cpeaHero nmpodeccruonanbHoro oopazoanus / T. A. Kazakesuu, A. U. Tkamnu. —

2-e u3n.,, ucnp. u gom. — MockBa: WzpmarensctBo IOpaiit, 2025. — 177 c.—  Tekcr :
AJICKTPOHHBIN /l OO6pazoBaTenbpHas maTdopma FOpaiir [caiit]. —
URL: https://urait.ru/bcode/562452

5.1lyBanosBa, H. H. OcHoBEBI JIeJIONTPOU3BOJICTBA : y4eOHHK 1A CpeaHero

npodeccuonansHoro obpazosanus / H. H. lllyBamosa, A. lO. MBanoBa ; moa oOmiel penakmuei
H. H. lllyBanoBoii. — 3-e uza., mepepad. u mom. — Mocksa : M3garensctBo HOpaiit, 2025. —
355 ¢. — Tekcr : anextponnsiii — URL: https://urait.ru/bcode/560787 .

DJIEeKTPOHHBbIE pecypcChl:

1. BubnnoTreka SKOHOMUYECKOM U yIpaBiIeHYECKO# auTepaTypsl — http://eup.ru

2. Hayunas snekrponHas 6ubnuoreka — http://elibrary.ru/

3. Kpatkas ucropus pa3BuTUsI OTE€YECTBEHHOIO AeI0NMpon3BoacTBa http://www.myshared.ru
/ slide/620037
CrpaBouHo-npaBoBas cucrema «KoncynsrantlLirocy — http: //www.consultant.ru/
CnpaBouno-npaBoBas cucrema «["APAHT» — http://www.garant.ru.
DnekTpoHHO-0MbMoTeuHast cuctemMa usaarenscrea «MHD®PA-M» — http://znanium.com
DNeKTPOHHO-6MGTHOTeuHAs cucTeMa n3aatenbetBa «FOPAMT» — https://urait.ru/
DnekTpoHHO-0MOMMoTeuHast cucrema BOOK.ru — http://www.book.ru
DnekTpoHHO-0nOMoTeunas cucrema PYKOHT — http://rucont.ru

©oN R

HopmaTuBHbIE JOKYMEHTBI:

1 T'paxnanckuii kogaeke Poccuiickoii @enepanuu ot 30.11.1994 Ne 51-®3 ( B nmeiicTByto-
1Ieil peaaKivm).

2 @epnepanbhblif 3akoH «OO0 apxuBHOM jaerne B Poccuiickoit deneparum» ot 22 oKTI0ps
2004 roma Ne 125-@3 (B neiicTBYyIOIIEH PETAKIIAN).

3 ®@enepanbhblii 3akoH «O06 mHpOpManUU, UHPOPMALMOHHBIX TEXHOJOTHSX M 3allluTe
uHopmarnun» ot 27 uroist 2006 roga Ne 149-D3 (B AelicTBYIOMICH pelakiium).

4 OenepanbHblil 3akoH «O mepcoHaNbHBIX AaHHBIX» OT 27 utong 2006 rona Ne 152-03 (B
JIEHCTBYIOIIEH PETAKITNN).

5 ®@enepanbublif 3akoH «O6 anekTpoHHOM moanucu» ot 06 ampenst 2011 rona Ne 63-03
(B TEUCTBYIONICH pEIAKIIHH ).

6 T'OCT P 7.0.97-2025. Hanuonanenslii cranaapt Poccuiickoit @eneparnun. «Cucrema
CTaHJApTOB MO WHpOpMaNuH, OUOIMOTEUHOMY W U3JIaTEIbCKOMYy feny. OpraHu3airoHHO-
pacriopsiauTenbHas JOKyMeHTanus. TpeGoBaHus K opopMIIEHHIO JTOKyMeHTOB». (yTB. [Ipukazom
Poccrangapra ot 26.06.2025 No 622-cT).

7 T'OCT P 7.0.8-2025. HanuonaneHblii cranmapt Poccuiickoit ®@enepanuu. «Cucrema
CTaHJapTOB MO WHPOpPMAIHK, OMOTUOTEUHOMY M H3AaTENIbCKOMY Jieny. Jlemonpon3BoacTBO U ap-
xuBHOE zieno. Tepmunsl u onpenenenusy. (YB. [Ipukazom Poccrangapra ot 28.01.2025 Ne 30-ct)
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4. KOHTPOJIb M OIEHKA PE3YJIbTATOB OCBOEHHMS YYEBHOM

JUCIUIIVIMHBI

Pe3yabTarsl 00yyeHus
(ocBOeHHBbIE YMEHMHsI, YCBOEHHbIE
3HAHNA)

MeTtoabl OLICHKH

Kpurepun onenkn

Ilepeuens snanuti, oceéaugaemvix 8
PAMKAX OUCYUNTUHBL

— HOMEHKJarypa HH()OPMAITMOHHBIX
UCTOYHUKOB, IPUMEHSAEMBIX B Mpodec-
CHOHAJILHOM JESITEIHbHOCTH,

— NpPUEMBl CTPYKTYpHUpPOBaHUS UHPOP-
MaIu;

— ¢opMar odopmiieHUS PE3yIbTATOB
NOWCKa UHPOPMALINY;

— COBPEMEHHBIE CpEJICTBA U YCTPOM-
cTBa WH(OPMATU3ALUH, TOPSIIOK HUX
MIPUMEHEHUS;

— IMporpaMMHOE o0ecredeHrne B Mpo-
deccroHanbHOU AESITENBHOCTH, B TOM
guciie MUGPOBEIE CPEICTBA;

— npaBuiia 0pOPMIICHHS TOKYMEHTOB;

— IMpaBujia MOCTPOEHUS YCTHBIX COO0O-
IICHUH;

— OCOOEHHOCTH COLIMAJILHOTO U KYJIb-
TYpPHOT'O KOHTEKCTa;

— TpaBWIa TOCTPOCHUS MPOCTHIX W
CJIOKHBIX IMpeUIoKeHuI Ha mpodeccu-
OHAJIbHBIE TEMBI;

— OCHOBHBIE 00LIEYNOTpPEeOUTETbHBIE
riaroisl (ObITOBass M mpodeccroHalb-
Hasl JIGKCHKA);

— JEKCUYECKHUI MUHUMYM, OTHOCSIIIHI-
Csl K ONHMCAHUIO MPEIMETOB, CPEACTB U
IpOLEcCOB MpodeccuoHanbHON  1es-
TEJbHOCTH;

— 0COOEHHOCTHU POU3HOILIECHUS;

— TIpaBWJia YTEHHs TEKCTOB Mpodeccu-
OHAJIBHOW HAIIPABJIEHHOCTH;

— METOAMYECKHE  JIOKYMEHTHI IO
¢buHaHCOBOMY aHaIu3y,
OIOKETUPOBAHUIO U YIIPABJICHUIO
JIEHE)KHBIMHA ITOTOKAMH,

— 3aKOHOJATEIbCTBO Poccuiickoit

Qenepanii 0 Hajorax u cOopax,

OyxrairepckoM ¥ oduIMaIbHOM
CTaTUCTHUYECKOM yuceTe, APXUBHOM
Jenie, COLUMATBbHOM M MEAUIMHCKOM
CTpPaxOBaHWH, IICHCHOHHOM
o0ecrieueHnH, ayJUTOPCKOM
JesTeIBHOCTH, rpa)xIaHCKOE,
TaMOXKEHHOE, TpYyJOBOE

Xapaxkmepucmuxu Oe-
MOHCMPUPYEMbIX 3HAHULL
Komopule Mo2ym 6binmbs
npoGepeHbl

- YpPOBEHb  OCBOCHUS
y4eOHOro Marepuana;

- YMEHHE HCIOJIb30BaTh
TEOPETUYECKHE 3HAHUS U
MPAKTUYECKHEC  YMCHUS
IpU  BBIMOJIHEHUU TPO-
(dbeccroHaNbHBIX 33/1a4;

- ypoBeHb c(hOpMHUPO-
BaHHOCTH OOIIUX U IPO-
(dbeccoHaIbHBIX KOMIIe-
TEHIUH.

OneHka pe3ynbTaToB BbI-
MOJIHEHUSI  MPaKTUYECKOU
paboThI

OneHka pe3yabTaTOB yCT-
HOTO Y IMHCBMEHHOT'O OIPO-
ca

OneHka pe3ynbTaToB BbI-
MIOJIHEHUS TECTOBBIX 3/IaHUI
Onenka pe3yabTaTOB IIpa-
BUJIBHOCTH  O(OPMIICHHUSA
JTOKYMEHTOB.

OneHka pe3ynbTaToB BBI-
MOJTHEHHUSI JIOMAITHUX 33/1a-
HUM.

OrueHnka pe3ynbTaToB IMpPO-
BeJIeHHOTO JuddepeHITpo-
BaHHOT'O 3a4eTa
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3aKOHOJATEIbLCTBO Poccuiickoit
denepannu; 3aKOHOAATEIECTBO
Poccuiickoit  ®enmeparun B cepe
JIeSITCIIbHOCTHU SKOHOMHYECKOTO
cyObeKTa; TpaKTHKa  MIPUMCHEHUS
3aKOHOAATEIbCTBA Poccuiickoit
denepaunn

Ilepeuenv  ymenuil,
PAMKAX OUCYUNTUHDBL
— OIpeneNATh 3aJa4M ISl TOUCKa WH-
dopmaruy, MIaHKPOBAaTh MPOLECC IO-
UCKa, BHIOMpATh HEOOXOIMMbIE HCTOY-
HUKH HH)OpMAIHY,

— BBIIENATH Haubosiee 3HAUMMOE B Iie-
peyne uMHMOpPMALUK, CTPYKTYPHPOBAThH
noiaydaemyro uH(popmauio, ohopMm-
JSITH Pe3yJIbTaThl OMCKA,

— OLIGHUBATh NPAKTUYECKYIO 3HAUU-
MOCTb PE3yJIbTaTOB MTONCKA,

— MPHUMEHSTH CpelcTBa HH(POPMAIOH-
HBIX TEXHOJIOTHH MJIsi PEUIeHUs Ipo-
(dheccuoHaNBHBIX 33]1a4;

— HCIIOJIB30BaTh COBPEMEHHOE IPO-
rpaMMHOE obecrieueHue B Mmpogeccro-
HaJIbHOW JEATeNbHOCTH,;

— WCTIOJIB30BATh pa3HyHbIe MH(POBEIE
CpeAcTBa s pelieHus MnpogdeccHo-
HAJIbHBIX 32/1a4;

— IpaMOTHO H3JlaraTh CBOM MBICIU U
0QOpMIISITh TOKYMEHTHI 1O Ipodeccu-
OHaJbHON TeMaTHKe Ha rocyJapCTBEH-
HOM SI3BIKE;

— MPOSIBJIATH TOJEPAHTHOCTH B pabouem
KOJIJICKTHBE;

— MOHUMAaTh OOIIMHA CMBICI YETKO IMpo-
W3HECCHHBIX BBICKA3bIBAaHWHA Ha W3-
BECTHbIE TeMbI (MpOo(decCHOHANbHbBIE U
OBITOBBIE), TOHUMATh TEKCThI Ha 0azo-
BbIe IPO(eCCHOHATIBHBIE TEMBI,

— ydYacTBOBaTh B JHaliorax Ha 3HAKO-
Mble 00IIMEe U TPOQecCHOHATIbHBIE Te-
MBI,

— CTPOWTH MPOCTHIE BBICKA3BIBAHUS O
cebe u 0 cBoeii mpodeccHoHaNbHOMN Jie-
STENBHOCTH,

— KpaTKO OOOCHOBBIBaTb M OOBACHSTH
CBOM JEHCTBUsA (TEKyIIHE W IIaHUPYe-
MbIC);

— IHCaTh MIPOCTHIE CBSI3HBIE COOOIICHUS
Ha 3HAKOMbBIE WJIH HHTEPECYIOLIHe
po¢eCCHOHAIIbHBIC TEMBI,

— onpeensiTh 00beM paboT 1o OusHec-

oceaueaemsvlx 6

JleMoHCTpanys ymeHuM B
yHU(UKALIUN ~ JTOKyMEH-
TOB.

JleMOHCTpalust yMeHu B
noucke wuHGpOpMAIMUA U
opOpMIICHUH  JOKYMEH-
Tallid B COOTBETCTBUH C
HOpPMaTUBHOM 0a3zoil u

HUCIIOJIL30BAaHUEM UH-
(hOpMAITMOHHBIX ~ TEXHO-
JIOTHH.

JleMOHCTpanus yMeHHi B
noucke WHGpOpMAIMUA U
oopmiieHnn  TOKyMeH-
TOB  TpU  TPUHITHH
yIpPaBICHYECKUX  pelle-
HHUI.

JleMOHCTpanus yMeHHii B
OCYILIECTBIICHUH aBTOMa-
TU3aHul 00paboTKU JN0-
KYMEHTOB.
JleMOHCTpanus yMeHHii B
OCYILIECTBIICHUHN  XpaHe-
HUSI M TOMCKa JTOKyMEH-
TOB.

JleMOHCTpanus yMeHHiA B
WCTIOJIB30BAaHUU  Pa3Iny-
HBIX IH(POBBIX CPEICTB
JUIsl pelieHust npodeccu-
OHAJIBHBIX 337a4.

OneHka pe3ynbTaToB BbI-
MOJTHEHUSI ~ MPAKTUYECKON
paboThI

OrneHka pe3yabTaToB YCT-
HOI'o 1 MUCBbMCHHOI'O OIIPO-
ca

OreHka pe3ynbTaToB pellie-
HUS 3a/1a4

OreHka pe3ysabTaTOB Camo-
CTOSITEIILHOU Pa0OTHI.
OneHka pe3ysabTaTOB BBbI-
MOJTHEHHUsT JIOMAITHUX 3a/1a-
HUH.

OreHKa pe3ylbTaToB IPO-
BEJCHHOTO Au(QepeHImpo-
BaHHOI'O 3a4eTa
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IUIAaHUPOBAHHIO;

— (opMHupoBaTh CTPYKTYpy OusHec-
IUIaHa,

— IUIAaHUPOBaTh OOBEMBI, IOCIIEIOBa-
TEJIBHOCTh ¥ CPOKHU BBINIOJIHEHUS PaboT
II0 COCTaBJICHHIO OM3HEC-IUIAHOB, KOH-
TPOJIMPOBATH UX COOJIOJICHHE

Jlist OLIGHKW JOCTHKCHUS 3alUIAaHUPOBAHHBIX PE3YIbTATOB OOYYEHUS 110 JUCIUILTAHE
pa3paboTaHbl KOHTPOJIbHO-OIIEHOYHBIE CPEACTBA JUIsl IPOBEACHHS TEKYIIEr0 KOHTPOJS U

IIPOMEXYTOUHOM aTTecTallii, KOTOPbIE MpHIIaratoTcs K pabouell mporpaMme AUCLHUIIINHBI.

15



MHNHOBPHAYKHN POCCHUA
BJIAJJMUBOCTOKCKHWI I'OCYJIAPCTBEHHBIN YHUBEPCUTET

KOHTPOJIBHO-OHUEHOYHBIE CPEJACTBA
TUTSI IPOBEICHUS TEKYIIEr0 KOHTPOJIS M IPOMEXKYTOUHOM aTTecTaliuu
10 y4eOHOM TUCITUTIIMHE

OIl1.14 JToxyMeHTallMOHHOE 00ECIIeUeHUE yIIPaBICHUS

IMporpaMmbl HOATOTOBKH CIICHUAJIMCTOB CPCAHCTO 3BCHA

38.02.01 DxoHOMHKA U OyXTaNTEPCKUN y4eT (110 OTPACIISIM)

®dopma oOyueHus: OUHas

BnamguBoctok 2026
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KoHTpobHO-01IEHOUHBIE Cpe/icTBA AJI MPOBEACHUS TEKYHIEr0 KOHTPOJS M MPOMEKYTOU-
HoOU atrectanuu 1o yueOHou aucuuruimHe OI1.14 JlokyMeHTHpOBaHHE YHpPaBICHUYECKON IESTeb-
HOCTH paspaboranbl B cooTBeTcTBUU ¢ TpeboBanusmu PIOC CIIO no cnenumamsHocTa 38.02.01
DKOHOMHUKA M OyXTalITepCcKHuil y4yeT (IO OTpacisiM), YTBEPKACHHOTO MpukazoM MunobOpuayku PD
oT 24.06.2024, No 437, mpumepHOU 00pa3oBaTeIbHOM MpOrpaMMoi, pabodeil mporpaMmoi y4deo-
HOU JUCIUILIAHEL.

Pa3paborunk(u): Ilmennunas Enena AnarosbeBHa, npemnojaBaTesib AKaJeMHUECKOIO KOJUIEKa
BBI'Y

Paccmotpeno u 0100peHo Ha 3acejaHuu IIUKJIOBON METOIMYECKOU KOMHCCHHI

[Tporokoin Ne 9 ot «14» mas 2026 .

[Ipencenarens IIMK W A.Jl. I'ycakoBa

noonuchL
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1 O0mue cBenenus

KonTtponbsHo-oueHouHsle cpenctBa (ganee — KOC) npeaHa3HayeHsl 17151 KOHTPOJIS U OLIEHKU
00pa30BaTeNbHBIX JOCTHKEHUNH OOYyJaroIUXCs, OCBOMBIIMX INPOTpaMMy Y4eOHOH IUCIUILTUHBI
OIl.14 JloxyMeHTHUpOBaHUE YIIPABICHUYECKON AEATEIbHOCTH.

KOC BxmouatoT B ce0s1 KOHTPOJIbHBIE MaTepHalbl Uil MPOBEACHUS TEKYIIEro KOHTPOJISL
yCIIEBa€MOCTH U IMPOMEXKYTOYHOH aTTecTalMM MO IUCLMILIIMHE, KOTOpas HpOBOIUTCS B (opme
g epeHIMPOBaHHOrO 3auéTa (C MCIIOJIB30BAaHHEM OIICHOYHBIX CPEJCTB — KOHTpOJbHAs paboTa,
TECTUPOBAHUE).

Kon
OK, IIK

Kon
pe3ynbraTta
o0y4eHus

HanmenoBanue

OK.02
OK.05
OK.09
I1K.2.5

31

HOMEHKJIATYpy MH(OPMAIIMOHHBIX MCTOYHHKOB, IPUMEHSIEMBIX B MpPO-
(beccuoHaBHOM JeATENHOCTH; TIEIIH, 3a1a4d U MPUHIHIIEI JOKyMEHTa-
LIUOHHOT'0 00eCneYeH s yIIPaBICHUS

32

METOJINYECKUE JTIOKYMEHTBI o (buHaHCOBOMY aHau3y,
OI0/KETUPOBAHUIO M YIIPABJICHHUIO JCHE)KHBIMU MTOTOKAMU; T.€ TIOPSAIOK
pemieHus 3agady  npodeccHoHaNbHON JIEeATENBHOCTH MpU padore C
JIOKYMEHTaMU;

33

IpUEMBbl CTPYKTypupoBaHus HH(popmanuu; ¢Gopmar opopmieHus pe-
3yJIbTATOB OMCKA MHPOPMAITUU

34

O0COOCHHOCTH COIMANIBHOTO U KYJIbTYPHOTO KOHTEKCTa; CO/Iep)KaHue
AKTyaJIbHOM 3aKOHOJATEIILHOW U HOPMATUBHO-IIPABOBOM JOKYMEHTAUU
P® o nHanorax u cbopax, OyxranTepckoM u opHUIMaTEHOM
CTaTUCTUYECKOM YU€Te, apXUBHOM JI€JIe, COLIMATIbHOM U MEAUIIMHCKOM
CTpaxOBaHHUM, ICHCHOHHOM O00ECIIE€YeHHNH, ayAUTOPCKOM JesITeIbHOCTH,
rpakIaHCKOE, TAMOKEHHOE, TPYJ0BOE 3aKOHOAATENbCTBO PD;
3aKOHOJIaTeNbCTBO PD B cdepe nesTenbHOCTH 3KOHOMUYECKOTO
cyOBeKTa ¥ MPAKTUKY €ro NPUMEHEHUs

35

COBpPEMEHHBIE CPEACTBA U YCTPOWCTBA MH(OPMATH3AIMH; TOPSATIOK UX
MIPUMEHEHHUSI; IPOrpaMMHOE o0ecrieueHue B NpopecCHOHaIbHON
NeSITeIbHOCTH, B TOM YHUCJIE C UCTOJIb30BAHUEM IU(POBBIX CPEACTB

36

npaBujia oPOpPMIIEHUS JOKYMEHTOB M TIOCTPOCHUS YCTHBIX COOOIIICHUH,

37

ImpaBHJia MOCTPOCHUA MMPOCTHIX U CIIOKHBIX HpeI[J'IO)KCHI/Iﬁ Ha
npoeCCHOHATTLHBIC TEMBI; JICKCHUECKUI MUHUMYM, OTHOCSIIIIUNCS K
OITUCAHUIO MPEIMETOB, CPEIICTB U MPOIECCOB MPO(ECCHOHATBHOM
JeSITeIIbHOCTH

38

OCHOBHBIE 00ILEYOTpeOuTeNIbHBIE I1aronbl (ObIToBass M mpodeccuo-
HaJbHas JIEKCUKA); OCOOEHHOCTH NMPOU3HOLICHHUS; TpaBuia YTECHUS TEK-
CTOB IPOQeCcCHOHATBHON HAIIPABIEHHOCTH;

39

OpraHU3aIHI0 JOKYMEHTOO0OpOTa: MpHeM, 00pabOTKy, pErucCTpaIuio,
KOHTpPOJIb, XPAaHEHHE IOKYMEHTOB, B T.4. (PMHAHCOBH U OyXranTepcKoin
AOKYMEHTAIIUHN

Vi

OTIpeNIeNIATh 3a7auu JUIA TOWCKa WH(OpMaIMU; TUTAaHUPOBATH TPOIIECC
MOKCKA; BBIOMPATH HEOOXOMMBIE UCTOYHUKH MH(POPMAITUY;

y2

BBIICTISITH HauboJjee 3HaUMMoe B MepeyHe MHGOpMaluu; CTPYKTYpUPO-
BaTh TMOJy4aeMyl0 HH(OpMAIMIO, OIICHWBATh IMPAKTHUECKYIO 3HAYU-
MOCTb PE3yJIbTATOB MTOUCKA
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Kon Kon
OK, IIK | pe3ynbrara HaunmenoBanue
o0y4eHus

o(opMIIATH pe3yIbTaThl MOUCKA, TPUMEHSTH CPEACTBA

V3 MH(GOPMALIMOHHBIX TEXHOJIOTUH AJIs pelIeHus Npo(hecCHOHAIBHBIX
3a/1a4
IpPaMOTHO U3JaraTb CBOM MBICIH U O0QOPMIIATH TOKYMEHTHI 110 Ipodec-

V4 CHOHAQJIBHOW TEMaTHKE Ha TOCYAAPCTBEHHOM S3bIKE, MPOSIBIISATH TOJIE-
PaHTHOCTb B pabo4yeM KOJIJIEKTHBE;
UCIOJIb30BAaTh COBPEMEHHOE MPOrpaMMHOE o0ecredeHrne B mpodeccuo-

V5 HaJIbHOM JEATeNbHOCTHU; UCII0JIb30BaTh Pa3IMuHble IU(POBBIE CPECTBA
JUIsL pelIeHrs: NpoeCcCHOHATIBHBIX 33a4;
IIOHUMAaTh OOLIMIA CMBICII YETKO NPOU3HECCHHBIX BBICKAa3bIBAaHUM Ha W3-
BECTHBIC TEeMBI (TIPOECCUOHATILHBIC U OBITOBBIC), TOHMMATh TEKCTHI Ha

N 6a30Bble NpodeccuoHaNbHbIE TEMbI, YUaCTBOBATh B JIMAJIOrax Ha 3HAKO-
MBbI€ 0011Me ¥ TPOPECCHOHATBHBIE TEMBI; KPATKO 0O0OOCHOBBIBATh M 00B-
SICHAITh CBOM JICHCTBHUSI (TEKYIIHE U MIJIAaHUPYEMBbIE);

v7 CTPOMUTH MPOCThIE BBICKA3bIBaHUS O ce0e U 0 CBOEH MpoQecCHOHaNbHON
NesITeIbHOCTH; MMCAaTh MPOCThIE CBSI3HBIE COOOIEHHUS HAa 3HAKOMbIE WIIN
HMHTEpECYIONHE NTPOPECCHOHATHHBIE TEMBI;

V8 onpeaensaTe o0beM paboT 1o Ou3HEeC-IUIAHWPOBAHMIO; (OPMUPOBATH

CTPYKTYPY 6H3HCC-HJI8.H8.; IJIAaHUPOBATb 06’LCMBI, IIOCJIICAOBATCIBbHOCTD
1 CPOKH BBIITOJTHCHHA

3 CooTBeTCTBHE OLICHOYHBIX CPEICTB KOHTPOJMPYEMbIM pe3yJibTaTaM 00y4eHH st
3.1 CpencrBa, npuMeHsieMble ISl OLEHKH YPOBHS TEOPEeTHYECKOM NMOAT0TOBKH

Kpatkoe Kon Buz onenounoro cpeacraa
€3yIIb-
g;ﬁ?gg‘;‘%‘;ﬁ;? p TayTa TMokazaTenb? oBNaeHUs pe3yibTa- Ipome-
) Texymuii KYTOU-
ns1) / TeMbI muc- oGyde- TaMu 00y4YeHUs CKYyII yTO
[MTUTAHEL o KOHTPOJIb Hasd aT-
TeCTaIUs
Keiic 5.4 Nel
CriocoOHOCTh BBIOpaTh HEOOXOAHMMEIE .
HUCTOYHUKU MHOOPMAIMK YIS BBIMOJ YCTHEIH onpoc
31, 33 1 MHOOD 5112
HCHHA KCucCa, CI/ICTeMaTI/ISI/IpOBaTI) 158
CTPYKTYpHUPOBATh HHOOPMAIIHIO Tecrosoe 3ana-
Tema 1.1 Ilous- Hue Nel
THE JOKYMEHTa Keiic 5.4 Nel
YcTHBIN onpoc
H CIIOCOOBI J10- 3538 CnocoGHOCTh MOCTPOEHUS TEKCTA 3a- 51 2p
KYMCHTHPOBa- JaHus, ero oopMIeHUS T Kon-
TectoBoe 3ama-
HUS. TPOJIbHAS
aue Nel
CPC no Teme pabora
11 CriocoOHOCTh (hOPMYJIMPOBAThH 3a]1a4YM Nel
' HCCIEI0BAHUA, OIPENEIIT HEO00X0- . -
A > OtPeA Keiic 5.4 Nel | Tect Ne2
V1-Y4 | numple  ucTOYHMKM — HMH(pOpMAaIWY;
CTPYKTYpHpOBaTh HH(pOpManuio, rpa-
MOTHO H3JIaraTh CBOU MBICIIH
CrocoOHOCTh  UCMOJIb30BAaTh  COBpE-
MEHHOE IIPOrpaMMHOE OOecIieueHne U o
porp Keiic 5.4 Nel
V5 pasauyHble IU(PPOBBIC CPEACTBA IS
HaMMCaHusT U OPOPMIICHUS TEKCTa 3a-
IaHUS
CriocOOHOCTh CTPYKTYPUPOBAHUS HH- Y CTHBIN oImpoc Komn-
Tema 1.3 Pek- 33 PYKTYpHp P
dbopmaiuu; ohOpMIICHUS PE3YJIbTATOB 5.1n.4 TPOJIbHAS
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Kon

Bup onenounoro cpeacraa

Kpartkoe
€3yJIb-
g;‘g?éi‘;?&a;? p T&Zra TNokasaresnb? OBIAIEHHs PE3YIIbTA- Ipowme-
1) / TeMbl gHc- | o Syde- TaMu 00y4YeHUS Texymmii KYyTO4-
TecTanus
BU3UTHI U OJIaH- morcka nHbopmaluu B Buae koncnek- | Koncnekr 5.2 m.1 pabora
KU JOKYMEHTOB. T2 Nel
CriocoOHOCTh MOCTPOCHUST MPOCTHIX U . Tect Ne2
CPC no Teme PoeHUs Tp VeTHBIif ompoc
13 37 CJIOXHBIX TPEUIOKCHUH Ha mpodec- 5114
CHOHAJIBHBIE TEMbl NpPU HaIHUCAHUU o
Koncnexkr 5.2 m.1
KOHCIIEKTa
CriocoOHOCTh  OmpeneisITh HEOOXO0 -
MbI€ MCTOYHUKU WHPOPMAIUH, CTPYK-
Y2 (bopmarmi, cTpy Koncmekr 5.2 .1
TYypHpOBaTh TMoONy4YaeMyw HHDopMa-
IUIO IIPH HAITMCAHWUW KOHCIICKTA
CrocoOHOCT,  IPaMOTHO  M3JaraTh
CBOU MBICITH U OQOPMIISTH JOKYMEHTHI
v4 (bop P JIOKY Koncnekr 5.2 m.1
Mo NpodecCUOHANLHONW TEeMaTHKe Ha
rOCY/IapPCTBCHHOM SI3BIKE
Keiic-3amanune 5.4
32,33, CrocoOHOCTh OIIEHHTh KayeCTBO CO- Ne2
36- 38 CTaBJICHUS TEKCTOB JOKYMEHTOB IMoprdonuo 5.3
Jenosas urpa 5.5
Keiic-3apanue 5.4
No2
3536 CrnocobHocts  oopmute  oOpaser; | [loprdonuno 5.3
T 140 ’ IITATHOTO PACIUCAaHUs OpraHU3aluN Jenosas urpa 5.5
tMa 1. pra- TecToBoe 3ana-
HU3alUOHHO- Hue 5.6 Nel
pacnopsAnn- Keiic-3ananue 5.4
TebHAs OKY- CriocoGHOCTH 0(hOPMIISITH U TPOBEPSTH No2 Kon-
IIPaBUJIBHOCTb O(MPOPMIICHUSA JOKYMCH- N TpOJIbHasA
MeHnTanus. Op- P op HOKY IMoprdommo 5.3 p
AHI3AIIOHHEC 35 Ta B COOTBETCTBUU C YCTAHOBJICHHBIMU Tenosas urpa 5.5 pabota
1 TpeOOBaHUSIMU, B TOM YHCIIE HCIIOJIb- TecToBoe 34 a. Nel
)(chiféMeH:rI‘I’I' 3ysi ”H)OPMAIIMOHHBIE TEXHOJIOTUH. e 5.6 Noji[ Tect Ne2
no Teme D N
Ketic-3amanue 5.4
14 CriocoOHOCTh ~ TPAMOTHO  W3J1arath ]\ﬁ N
Y4,Y6, | cBou MbICIH B 0GOPMIISTH TOKYMEHTEI N
N [optdomnnmo 5.3
v7 o npoeccHoHaNbHOW TeMaTUKE Ha
Henoas urpa 5.5
rOCYIapCTBEHHOM SI3bIKE
Keiic-3amanmne 5.4
CrocoOHOCTh  HCIONB30BaTh COBpE- No2
MEHHOE€ MPOrpaMMHOE OOecIeueHue u R
V3,V5 IToptdonuo 5.3
’ pasznu4YHble UQPPOBBIE CpPEACTBA IS PO
Jenosas urpa 5.5
penieHus mpoeCCHOHANBHBIX 3a1a4
Tema 1.5 Opra- Keiic-3ananue 5.4
HU3AIHOHHO- 32, 33, CriocoOHOCTh OIIEHMTh KadeCTBO CO- Ne3
36- 38 CTaBJICHUS TEKCTOB JOKYMEHTOB IToptdonmo 5.3
pacriopsaH- o HCJ'I(I;BS.)SI urpa 5.5 Kon-
TeJIbHasA TOKY- Keiiosa all;fle 5' 4| TPO/IbHas
MeHTanus. Pac- ]\i[) 3 : pabora
MOPSITUTEITbHBIC Crioco6HOCTh 0(hopMUTE 0Opasel pac- Topr (1)(;JII/IO 53 Nel
35,36 MIOPSDKEHHST PYKOBOIWTENS OpTaHW3a- - Tect No2
JTOKYMEHTBI ) HHI;I py ) P JlenoBast urpa 5.5
CPC no Teme TecroBoe 3a1a-
15 Hue 5.6 Nel

20



Kon

Bup onenounoro cpeacraa

Kpartkoe
€3yJb-
g;‘g?éi‘;?&a;? p T&Zra TNokasaresnb? OBIAIEHHs PE3YIIbTA- Ipowme-
] Texymumii KYTOY-
1151) / TeMbI Auic- oByue- TaMu 00y4YeHUS yia yT
TecTauus
Keiic-3aganne 5.4
CriocoOHOCTh 0O(DOPMIISTH U TPOBEPSTH No3
MPaBUIIBHOCTDb O(OPMIICHHS JTIOKyMEH- -
P bop HOKY Moprdonmo 5.3
35 Ta B COOTBETCTBUH C yCTAaHOBIEHHBIMHU
Jenosas urpa 5.5
TpeOOBaHUSIMH, B TOM YHCJIC HCIIOJIb-
3ysl ”HPOPMAIIMOHHBIC TEXHOJIOTUU Tecrosoe sazia-
Y pMatl ) Hue 5.6 Nel
Keiic-3amanue 5.4
CrocoOHOCTE  TPaMOTHO  HM3JIarath No3
Y4,Y6, | cBor MBICTH B 0GOPMIISTH TOKYMEHTEI -
N [optdomnno 5.3
y7 mo mpodeccnoHanbHOW TeMaTHKe Ha
Henosas urpa 5.5
TOCYIapCTBEHHOM SI3BIKE
Keiic-3apanue 5.4
CriocoOHOCTh  UCTIONB30BATH  COBpE- No3
MEHHOE€ TIPOTpaMMHOE oOecriedeHue u N
V3, V5 porp TToprdomo 5.3
pasIuYHBIe UQPPOBBIE CPEACTBA IS
Henoas urpa 5.5
peuieHus npodecCHOHANBHBIX 3a71a4
32,33, | CiocoOHOCTh OIGHHTH KadecTBO co- | Iloptdonmo 5.3
36- 38 CTaBJICHUS TEKCTOB JOKYMEHTOB Jenoas urpa 5.5
IToptdonuo 5.3
CrniocoOHOCTE  0OPMUTH  OOpa3IbI pT®
Henoas urpa 5.5
35-36 pa3IMYHBIX BHUAOB JEJOBBIX MHCEM
OPrAHI3ALHH Tecrosoe 3ana-
P Hue 5.6 Nel
CriocoGHOCTH 0(hOPMIISITH U TPOBEPSTH
Tema 1.6 Uu- Gop POBEp [Moprdonmo 5.3
. MPaBUIBHOCT OPOPMIICHHUS JOKYyMEH- JlenoBas urpa 5.5 Ko
popmanronHo- 35 Ta B COOTBETCTBUU C YCTAHOBJIIEHHBIMU pa .
TecTtoBoe 3ama- | TpoibHas
CIIpaBOYHBIE TpeOOBaHUSIMU, B TOM YHCJIC HCIOJIb-
Hue 5.6 Nel pabora
JIOKYMEHTBI 3ysl ”HPOPMAIIMOHHBIE TEXHOJIOTHH. Nol
CPC no Teme CriocoOHOCT,  TPaMOTHO  M3JaraTh TeCl: No2
CBOM MBICH B 0popMIIsiTh MoKyMeHTHI | [loptdommo 5.3 -
: V4,V6 Y
3,77 > | mo mpodeccuoHanbHONH TeMmatuke Ha | JlemoBas urpa 5.5
TOCYAApCTBECHHOM A3BIKE, IIPOABIIATH
TOJIEPAHTHOCTh B pa0OUYEM KOJUICKTHBE
CriocoOHOCTh  WCIONB30BaTh COBpe-
MEHHOE€ MPOTPAMMHOE O6GCH6‘{GHI/I£ u Hoprdomo 3.3
V3,V5 porp Jlenosas urpa 5.5
pasnuuHbie IU(PPOBBIC CPEACTBA IS
penieHns npodeCCHOHANBHBIX 3aa4
Keiic-3amanue 5.4
32-34, CrocoOHOCTh OIIEHHTHL KayecTBO CO- Ne2, 3
36- 38 CTaBJICHUS TEKCTOB JOKYMEHTOB IMoprdonuo 5.3
[Jenoas urpa 5.5
Tema 1.7 CriocoOHOCTE O(DOPMIISITH M TPOBEPATH | Y CTHBINA OIPOC
Odopmienne MPaBHJIBHOCTH OQOPMIICHHS TOKYMEH- 51n4,5 Kon-
OCHOBHBIX 110~ Tallid B COOTBETCTBUH C ycTaHOBiIeH- | Keiic-3amanme 5.4 | TponpHas
KYMEHTOB 35-36 HBIMH TpeOOBAHUSAMH, HCIOJIb30BaTh Ne2, 3 pabora
YIIpPaBJIECHUS coBpeMeHHOe mporpammHoe obecme- | [loprdommo 5.3 Nel
YEHHUE U pazIMuHble HU(PPOBBIE Cpej- enopas urpa 5.5 | Tect No2
o 1emMe
1.7 cTBa i pemieHus npodeccuonans- | TecroBoe 3ama-
HBIX 33744, Hue 5.6 Nel
CrocobHOCTE ompenensaTh Heobxomm- | Keiic-3amanue 5.4
V1-Y2 | Mble UCTOYHHMKHM HH(POpPMALIUH, CTPYK- Ne2, 3

TypHUpOBaTh MOJydaeMyl HH(popMa-

[optdomnno 5.3
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Kon

Bup onenounoro cpeacraa

Kpartkoe
€3yJIb-
g;‘g?éi‘;?&a;? p T&Zra TNokasaresnb? OBIAIEHHs PE3YIIbTA- Ipowme-
] Texymmit JKYTOY-
1151) / TeMbI Auic- oByue- TaMu 00y4YeHUS yia yT
TeCTaLUs
LIMI0, OLEHUBATh MPaKTUYECKyrO 3Ha- | JlemoBas urpa 5.5
YHUMOCTB PE3yJIbTAaTOB ITOMCKA;
CrocoOHOCT,  IpaMOTHO  W3JIaraTh
CBOH MBICIIH U 0(DOPMIIATH JOKYMEHTEI .
(bop N JOKY Ketic-3amanue 5.4
mo npodeccCHOHATBHOM TEeMaTHKEe Ha No2. 3
rOCyIapCTBEHHOM  S3LIKE,  CIIOCO0- 7
V4,V6 yaap IToptdonmo 5.3
HOCTh OpPTaHH30BBIBATH pPabOTy KO-
. | Henosas urpa 5.5
MaHIbl B XoAe IpodecCHOHATHHOM
JEeSTENNHOCTH IS OpraHU3aliy Tpe-
3CHTaIU’
Ketic-3amanue 5.4
CrocoOHOCTh  HCIIOJNIB30BaTh COBpe- N2 3
MEHHOE MPOrpaMMHOE OOEeCIIEUeHHE U o
V3, V5 porp Toprdommo 5.3
pasIuYHBIe IUQPPOBBIE CPEACTBA IS
Jenosas urpa 5.5
penieHns npoeCCHOHANBHBIX 33134
VYeTHBI omnpoc
5.1 1.6,7
CriocoOHOCT,  TOHUMATh  MOPSIOK .
Ketic-3amanue 5.4
35.39 MPUMEHEHHUS MPOrPaMMHOI0 o0ecrie- Nod
, o
YEHHsI B DJIEKTPOHHOM JOKYMEHTO000-
p HOKY [Moprdonmo 5.3
poTe KOMIaHUH
Henosas urpa 5.5
Tema 2.2 Opra-
HHU3aLuUs peru- yCTHi:II/I gnpoc
5.1 1m.6,7
CTpauuu JI0KYy- 33 CriocoOHOCTh  cOPMYJIUPOBATh Tpa- Keiic-3a aH’I/Ie 54 Kon-
MEHTOB U KOH- 37_3’9 BHJIa OPraHU3aluH JIOKyMEHT0000pOTa J\i 4 ) TpOJbHas
TPOJIb UX HUC- KOMIIaHUH - pabota
TectoBoe 3ama- Nel
HOJIHCHHS nue 5.6 Nel TeCl: No2
CPC no Teme CrocobHOoCcTs B3ammozeicTtBoBark ¢ | Keiic-3amanue 5.4 -
2.2 y2, KOJUZIETAMH, PYKOBOJCTBOM B XOZ€E Op- Ne4
V6-Y7 | ranmzanuud JOKyMeHTOoOOpoTa KoMm- | Jlemomas urpa 5.5
MaHuu
Keiic-3amanue 5.4
CriocoOHOCTh  HCIIOJIL30BaTh  COBpE- Nod
MEHHOE MPOrpPaMMHOE OOECIIeUeHHE U N
V3, V5 porp Toprdommo 5.3
pasnu4YHble UQPPOBBIE CpPEACTBA IS
[Henosas urpa 5.5
OpraHM3alny J0KYMEHTO000pOoTa
VcTHEIH ompoc
CriocoOHOCTh BBIOpaTh HEOOXOIMMEIE 51n 6-9p
HCTOYHMKUA HHOpMALMU JJIs HaIlu- T
31 CaHus TJIOCCa gl)ﬁl'pCI/I(]:-}FeMaTi[BI/I OBAaTh Konenexr 5.21.3
Tewma 2.3 Op- U CTPYKTYPHU pBa:[L nHpopMma np Tecrosoe 3ana-
raHH3aLWs Olle- CTPYKTYPHPO OpMALIo nne 5.6 Nel Kon-
aTUBHOTO Xpa- = TpOILHAs
p b 33, CrocoOHOCTE  TOCTPOCHHUST  TEKCTa | Y CTHBIN OMpPOC pog a
HCHMA JIOKY= 36-38 | KOHCIIEKTa, ero oopMIIECHHS 5.1 m.6-9 pe;\rolTa
o
MCHTOB Koncnekr 5.2 m.3 T - NoD
0o
CPC no Teme TecToBOE 3a1a- et A
2.3 Hue 5.6 Nel
V1-V4 | Cnocobnocts opmynupoBath 3amxaun | Koncmekr 5.2 m.3

WCCIIE/IOBAHUS, ONpEAeisITh Heo0Xo-
JUMBbIE UCTOYHUKH MH(OPMAIHHU; Tpa-

TecToBoe 3ana-
e 5.6 Nel
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Kpatkoe Kon Bup onenounoro cpeacraa
€3yJIb-
g;‘;{“éi‘;?’;ﬁﬁ;e p T&Zra TNokasaresnb? OBIAIEHHs PE3YIIbTA- Ipowme-
] Texymumii KYTOY-
1151) / TeMbI Auic- oByue- TaMu 00y4YeHUS yia yT
TecTanus
MOTHO W3J1arath CBOU MBICITH
V5 CrocoOHOCTh  MCIONB30BAaTh  COBpE-
MEHHOE [POrPaMMHOE O0CCICYCHUE U | [rbororr s 9 13
pasnu4Hble LUQPOBBIC CPEACTBA I |  Tocropoe sana-
rorcka wHGopManuun U O(HOPMIICHHS ae 5.6 Nel
TEKCTa TJI0Ccapust
VYeTHBI ompoc
CrniocoOHOCTh BBIOpaTh HEOOXOIMMBIE 51n 6—9p
HUCTOYHUKK MHOpManuu Il Hallu- T
31 bopman A Koncnekr 5.2 .4
CaHHs KOHCIIEKTa; CHCTEMaTU3UPOBATh
U CTPYKTYPHPOBATh HH(POPMALIUIO Tecrosoe saza-
Hue 5.6 Nel
33, CrnocoOHOCTh ~ NOCTPOEHHMS  TEKCTa | YCTHBII ompoc
36-38 KOHCIIEKTa, ero 0pOpMIICHUS 5.1 m.6-9
Koncnexr 5.2 m.4
Tema 2.4 Kom- Kon-
TecroBoe 3axa-
MBIOTEPU3ALIUS we 5.6 Nol TPOJIbHAS
A0y — pabota
CPC 1o T V1-V4 | CnocobHocTh (OpMYIHPOBATE 331894 | Komermext 5.2 1.3 Nol
1o 1eme UCCIIEIOBAHUS, OIPEACIATh HEO00XO0- -
24 HenoBast urpa 5.5 | Tecr No2
. JIAMBIE UCTOYHUKH MHDOPMALMK; TPA- | TecroBOR 3a71a-
MOTHO H3Jjaratb CBOHW MBICIIN Hue 5.6 Nel
N4 CriocoOHOCTh  UCMOJIL30BAaTh  COBpE-

MEHHOE NpPOrpaMMHOE OOecriedeHne u
pasnuuHble UQPOBBIE CPEACTBA IS
moricka wHpOpManmuu U O0QOpMIIEHUS
TEKCTa KOHCIIEKTa

Koucnekr 5.2 .3
Henosas urpa 5.5
TectoBoe 3a1a-
nue 5.6 Nel

3.2 CpenctBa, npuMeHsieMble /ISl OLleHKH YPOBHS MPAKTHYECKOI MOAT0TOBKHU

KpaTKoe HauMe- Koz Bun onenounoro CpeacTBa
€3yJib-
HOBaHME paszzena pesy I[Toka3zaTens? OBIIAEHUs PE3YIIbTA- 1
(Moyst) / TeMbl Tata Tamu 00y4deHus Texkymuit POMEIKY=
Y o0yude- y TOYHAs aT-
JUCTIMTLTAHBI KOHTPOJIb
HUS TeCTaIus
Keiic 5.4 Nel
VYerasiit onpoc 5.1
3] CrocoOHOCTh TIEPEUUCTUTH IIEIH, wl2
3aza4yu ¥ npuHuuns! J10Y 7
TectoBoe 3aaHue
Tema 1.1 Ilons- 5.6 Nol
THE JTOKYMEHTA U —— KonTpoib-
HOXY [optdonmo 5.3 p
CIOCOOBI TOKY- Croco0HOCTh c(hopMyJIHPOBAThH Jlenosas urpa 5.5 Has pabora
MEHTUPOBAHUSA 35 NPUHOMIIEL pabOTBl COBPEMEHHBIX pa o. Nel
TectoBoe 3aaHue
IIpakTu4eckoe OprCpencTB 56 Nol Tect No2
3ansaTHe Ne 1 o
CriocoOHOCTh  OTIpeneNsATh 3aJauu Keiic 5.4 Nel
y1.yp | W1 moncka nHGOPMAIUH; CTPYK- IMoprdonumo 5.3

TYypHpOBAaTh MONy4YaeMyto HHDOP-
Mallii0, OLICHUBATh MPAKTHYECKYIO

Jlenosas urpa 5.5
TectoBoe 3amanne
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Kpatkoe Hanme-

Kon

BI/II[ OIICHOYHOT'O CPCACTBA

pe3yiib- )
HOBaHUE pa3zena ITokazarens” oBIageHuUs pe3yibTa- I
(Moyist) / TEMBI rara TaMu 00ydYCHHUS Texymmnii POMEAY=
Y o0yue- i KOHTDONE TOYHAs aT-
VCIIUTITMHBI
At HUS P TecTanus
3HAYUMOCTb PE3YJIbTATOB ITOMCKA 5.6 Nel
CriocoOHOCTh  HCIONB30BaTh  CO-
BpEeMEHHOE MporpaMMHoe obecrie-
p porp [optdonmo 5.3
V3,VY5 | dyenne W pa3nudHBIE ITM(POBHIC
Henosas urpa 5.5
CpezcTBa Ui pemieHust npogeccu-
OHAJIBHBIX 3a]1a4,
VYernsrit omnpoc 5.1
m.3
3134 Croco0HOCTh TIEPEYUCIUTh TPeOO- IMoprdomnumo 5.3
BaHUsI CTAHJAPTOB K JJOKYMEHTaM [Henosas urpa 5.5
TecToBoe 3ananue
Tema 1.2 Yaudu- 5.6 Nel
Katst u CTafziap- Croco6HOCTh  06OOIIMTE  0COGEH- I £ 3
- Tonmo 5.
TH3alus 10Ky HOCTH COLHUAIBHOTO M KYJIETYPHOTO opTdommo
Bas U
MeHTOB. CHCTEMBI 34 KOHTEKCTA; COJNEP/KAHUS aKTyallb- Henosas urpa KoHTpob-
JIOKyMEHTAIIUH. o o TecToBoe 3amanue
HOM HOPMAaTHUBHO-TIPAaBOBOU JTOKY- Has paborta
Tema 1.3 PexBu- . 5.6 Nel
5 MEHTAaINH, Nel
3UTHI U OJTaHKU
Croco0HOCTh  ONpeneysaTh aKTy- Tect Ne2
JIOKYMEHTOB. . Ioprdommo 5.3
aNbHOCTh  HOPMAaTHUBHO-TIPABOBOM
I[IpakTH4eckoe v3 [enosas urpa 5.5
Ne 2 JOKyMEHTAllud B TPOQecCHOHANb-
HTHE Ne .
3 ¢ HOH JIesITeNIbHOCTH;
CriocoOHOCTh  HCIIONIB30BaTh  CO-
BpEeMEHHOEe TporpamMMHoe obecrie- Hoptdonmo 5.3
v5 YyeHHe W pasauyHble wudpossie | [emosas urpa 5.5
cpelcTBa Ui pelieHus npodeccu-
OHAJIBHBIX 32124
VYerasiit onpoc 5.1
32,33, | CmocoOHOCTh OIICHUTH KAadeCTBO m.3, 4
36- 38 | cocraBieHHUsI TEKCTOB JOKYMEHTOB Ioprdommo 5.3
[Henosas urpa 5.5
CriocoOHOCTh M3JIOKHTH COJEpIKa-
. Alepaa; [optdonmo 5.3
HHUE aKTyaJbHON 3aKOHOJATEIbHOM
34 o Jenosas urpa 5.5
Tema 1.3 PexBu- Y HOPMAaTUBHO-NIPABOBON JTOKYMEH-
3UTHI U OJTAHKH TaIuu;
JOKYMEHTOB CriocobHOCTh 0GOPMIISITh U TIPOBe- | Y CTHBIN ompoc 5.1
Tema 1.4 Opra- PATH TPaBUWIBHOCTH O(opMIiIeHUs n3,4,5
HU3aI[MOHHO- 36.37 | AOKYMEHTALMH B COOTBETCTBHH C IMoprdomnmo 5.3 KonTtpos-
pacTopsaanTeIIb- ’ YCTaHOBJICHHBIMH TpeboBaHusIMH, B | Jlemosast urpa 5.5 Has paboTa
Hasl JOKyMEHTa- TOM YHCIE C HCIOIb30BaHueM | TecToBOE 3ajaHue Nel
us. Opranu3sa- U (POBBIX CPEJICTB,; 5.6 Nel Tect Ne2
HOHOHHBIC TOKY- CrocoOHOCTh ONpeeIIATh 3aJaun
MECHTBL.. JUIS TIOMCKa WH(OPMAINH; CTPYK- IMoprdommo 5.3
IIpakTH4eckoe V1-V2 | typupoBarh mnomydaemyro wuHdop- | Jenosas urpa 5.5
3ansitHe Ne 3 MalMIO, OLIEHUBATh MPAKTHYECKYIO
3HAYUMOCTh Pe3yJIbTaTOB MOUCKA,
Croco0HOCTh  WCHONB30BaTh  CO-
BPEMEHHOE TporpamMmHoe obecre- IMoprdomnmo 5.3
V3,V5 | uenne wu pasznuuHsle wudpossie | Jemosas urpa 5.5
CpeAcTBa Ul pemeHust npogeccu-
OHAJIBHBIX 3a/1a4
Tema 1.4 Opra- 32,33, | CriocoOHOCTh OIIGHUTh KadecTBO | Y CTHEIHN ompoc 5.1 KonTtpoib-
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Kpatkoe Hanme-

Kon

BI/II[ OIICHOYHOT'O CPCACTBA

pe3yib- ’
HOBaHUE pas3zena TaTa [Noka3zaTenb* oBIaIeHUs pe3yIibTa- Tipomexcy-
(Momyst) / TeMBI oByde TaMH O0yUCHUSI Texyuit TOUHAS AT-
VCITUTUTAHBI KOHTPOJIb
et HUS p TeCTaIus
HU3aIHOHHO- 36- 38 | cocTaBieHUs TEKCTOB JOKYMEHTOB m.3, 4 Has pabora
pacnopsiAUTENb- Hoptdommo 5.3 Nel
Has JOKyMEHTa- Jenosas urpa 5.5 Tect No2
nus. Oprannza- YerHsrit ompoc 5.1
[IMOHHBIE TOKY- .3
MEHTBI. 3437 CriocoOHOCTh TEepeYrcInTh Tpebo- [optdonmo 5.3
Tema 1.5 Opra- ’ BaHUs CTaHJIAPTOB K JIOKYMEHTaM [Henoas urpa 5.5
HU3aIHOHHO- TecToBoe 3amanue
pacnopsiiuTeb- 5.6 Nel
Has TOKyMEHTa- VYerasiit onpoc 5.1
wid. Pacriopsut- Crioco6HOCTh 0GOPMIIATE U IIPOBE n.4, 3
TENbHBIC TIOKY- P p Koncmekr 5.3 .1
pATH TMPaBUIBHOCTE  O(QOPMIICHUS .
VICHTE! OKYMEHTAIli B COOTBETCTBUU C Keiic-sananue 5.4
IIpakTH4eckoe 35-37 | AO%Y 8 Ne2
YCTaHOBJICHHBIMH TPEOOBaHUSIMH, B
3ansTue Ne 4 Ioprdommo 5.3
TOM 4YHCIE C UCIOJIb30BaHUEM JlentoBas urpa 5.5
H(PPOBBIX CPEACTB; o
wapp PEACTB, TecToBoe 3aanue
5.6 Nel
CrocoOHOCTh OIpenesiTh Heo0XO- .
PeAl Keiic-3aganne 5.4
JMUMbIC HMCTOYHUKHA HH(OpMAIUH, NoD
CTPYKTYpPUPOBATh II0JIy4aeMy0 N
V1-¥3 PYKTYpHP Y Y IMoprdonumo 5.3
WH(GOPMAITUIO, OIICHWBATh TMPAKTH- Jlenosas urpa 5.5
YECKYI0 3HAYMMOCTb PpE3YJbTaTOB pa .
TIOWCKaA,
Keitic-3amanue 5.4
CriocoOHOCTh TPaMOTHO H3JIaraTh No2
CBOM MBICIH U O(QOPMIIATH JOKY- N
Y4,Y6 dop FOKY IMoprdonuo 5.3
MEHTHI 10 TMPOo(ecCHOHATBHON Te- Jlenosas urpa 5.5
MaTHKE Ha FOCYJJapCTBEHHOM SI3bIKE pa >
CrocoOHOCTh  HCIIONIBL30BAaThL  CO- Keitic-3amanue 5.4
BpEMEHHOE MporpaMMHOe oOecrie- No2
V3,VY5 | uenne wu paznuuHble LUPPOBBIE IMoprdommo 5.3
cpenctBa Juist pemeHus npodeccu- | Jlenosas urpa 5.5
OHAJIBHBIX 32124
VYerasiit onpoc 5.1
32,33, | CnocoOHOCTH OILIEHHTh KavyeCTBO m4, 5
36- 38 | cocTaBieHUsI TEKCTOB JOKYMEHTOB oprdommo 5.3
Jenosas urpa 5.5
Ycerasiit onpoc 5.1
CriocoOHOCTh OOPMIISTH U MTPOBE- 045
Tema 1.6 Un- pPATH TMPABHUIBHOCTH  O(GOPMIICHUS KOHCHéK; )
(hopMarmoHHo- 35.37 | OKYMEHTallih B COOTBETCTBHU C Moot @onm‘) 5 3 KonTpoib-
CIPaBOYHEIE JI0- YCTaHOBJICHHBIMH TPEOOBaHUSIMH, B I[eng a5t 1A 5 s Has pabora
KYMEHTBI TOM 4MCIE € MCHOIB3OBAHMEM | f.. . - ;I;am'de Nel
[IpakTH4eckoe U POBBIX CPEJICTB; 5.6 Nol Tect No2
3ansaTue Ne 5 ——
CrocoOHOCTE OmpeesaTh HE00XO0-
JUMble HMCTOYHMKH HH(OpMaluy, Koncnekr 5.2 n.2
y1.y3 | CTPYKTYpHpOBaTh MOJy4aeMyro Ioprdonuo 5.3

WHPOPMAITUIO, OICHUBATH PAKTH-
YECKYI0 3HAUMMOCTh PE3yJIbTaTOB
TIOUCKA;

Jenosas urpa 5.5
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Kpatkoe Hanme-

Kon

BI/II[ OIICHOYHOT'O CPCACTBA

pe3yib- ’
HOBaHUE pa3zena [Noka3zaTenb* oBIaIeHUs pe3yIibTa- I
(Moyist) / TEMBI rara TaMu 00ydYCHHUS Texymmnii POMEAY=
Y o0yue- i KOHTDONE TOYHAs aT-
VCITUTUTAHBI
Amett HUS p TeCTaIus
CrocoOHOCTh TPaMOTHO H3JIaraTh Koncmekr 5.2 m.2
V4. Ve | CBOM MbiCHH ohopMIIATE JOKY- Hoptdommo 5.3
’ MEHTHI 1O TpodeccnoHansHON Te- | [enmoas urpa 5.5
MaTHKe Ha TOCY/IapCTBEHHOM SI3BIKE
Croco0HOCTh  MCHONB30BaTh  CO-
BpEMEHHOE TporpaMMHOe obecre Koncnexr 5.2 .2
P IToptdonmo 5.3
V3,V5 | uenne wu paznuuHble LOUPPOBBIE
Hemosas urpa 5.5
cpencTBa Il pemieHus mnpodeccu-
OHAJIBHBIX 3a/1a4
VYerasiit onpoc 5.1
32,33, | CnocoOHOCTH OILIEHHTh KadeCTBO n4,5
36-38 | cocTaBieHUs TEKCTOB JOKYMEHTOB Ioprdommo 5.3
Jlenosas urpa 5.5
VYerasiit onpoc 5.1
CriocobHOCTh 0GOPMIIAITH U MTPOBE- 4.5
SITh MPABHJIBHOCTE O(OPMIICHHS o
IzO[OK MGII-:TaI_II/II/I B COOT](};TF():TBI/II/I c Koncnexr 5.2 11.2
35-38 Y [Moprdonmo 5.3
YCTaHOBJICHHBIMH TPEOOBAaHUIM, B
Henoas urpa 5.5
TOM 4YHCIE C UCIOJIb30BaHUEM
T — TecToBoe 3amanue
Tema 1.6 Un- ' 5.6 Nel
(hopMaImoHHO- Croco0OHOCTh OIpeneNsiTh He00XO0-
CIpaBOYHEIE JI0- MUMBbIE WCTOYHWUKHA WH()OpMAIUU
K fdeHTH CTPYKTYPUPOBATH 1'[(;1])'[ I‘)IaeM I(; Hoprdomo 5.3 Kountpounb
Y V1-V3 TPYKTYPHP y Y [enosas urpa 5.5 p
Tema 1.7 Odopm- WHPOPMAIUIO, OIEHUBATh MPAKTH- Has paborta
JIEHNE OCHOBHBIX YECKYH) 3HAYUMOCTh PE3YJIbTATOB Nel
JIOKYMEHTOB MOMCKA; Tect Ne2
yTIpaBicHHAS CriocoOHOCTh TPaMOTHO H3JIaraTh
IIpakTnyeckoe CBOM MBICTH U OQOPMIISTH JOKY- .
P (op {[ y Keiic-3amanue 5.4
3anstue Ne 6 MEHTHI 10 TMPOo(decCHOHATbHON Te- No? 3
V4,VY6, | MaTHUKE HAa TOCYAAPCTBEHHOM S3bI- !
[oprdommo 5.3
V8 Ke; CIIOCOOHOCTh OpPTaHW30BHIBATH
Henosas urpa 5.5
paboTy KoMaHIBl B Xoje mpodec-
CHOHAJIbHOW  JICATENBHOCTH IS
OpraHU3alMY NIPE3eHTAlNN
CriocobHOCTh  HcHoNb30BaTh co- | Keiic-3amanue 5.4
BpEMEHHOE MporpamMmHoe obecrie- Ne2, 3
V3,VY5 | uenne wu paznuuHble LTUPPOBBIE [optdommo 5.3
cpencTBa IS pereHus: npodeccu- Jenosas urpa 5.5
OHAJILHBIX 3a/1a4
Tema 1.7 Odopm- VYernslii onpoc 5.1
JIEHE OCHOBHBIX CrocoOHOCTh TIOHUMATh TOPSIOK m.6,7
JIOKyMEHTOB 35 39 | TPMMCHEHUS NMPOTPaMMHOTO obec- | Keiic-3amanmne 5.4
yIpaBICHUS ’ NIEYEHHS B 3JIEKTPOHHOM JIOKYMEH- Ne4
Tema 2.2 Opra- TOOOOPOTE KOMITAHUU IMoprdomnmo 5.3 Kountpons-
HU3AIHS PEeTH- Jenoas urpa 5.5 Has paborta
CTpaIyy T0KY- YerHsrit onpoc 5.1 Nel
MEHTOB U KOH- 1m.6,7 Tect No2
Cnoco6HOCTh chopMyIupoBaTh .
TPOJIb UX UCIIOJI- 33, HPABILIA OPrAHH3ALN TOKYMEHTO Ketic-3aganue 5.4
HEHHUS 37-39 P p Y Ne4
000poTa KOMITAHUU
IIpakTH4eckoe TecToBoe 3amanue
3ansaTue Ne 7 5.6 Nel
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Kpatkoe Hanme-

Kon

BI/II[ OIICHOYHOT'O CPCACTBA

pe3yib- ’
HOBaHUE pa3zena ITokazarens” oBIageHuUs pe3yibTa- I
(Moyist) / TEMBI rara TaMu 00ydYCHHUS Texymmnii POMEAY=
Y o0yue- i KOHTDONE TOYHAs aT-
VCITUTUTAHBI
Amett HUS P TeCTaIus
CrocoOHocTh B3amMopeiicTBoBaTh | Keiic-3aganme 5.4
Vy2, C KOJIJIEraMH, PYKOBOJCTBOM B XO- Ne4
Y6-Y7 | me opraHusaiuu J0KymMeHToOOOpo- | [lemosas urpa 5.5
Ta KOMIIAHUN
CrocoOHOCTh  MCHONB30BaTh co- | Keiic-3aganne 5.4
BPEMEHHOE TIporpamMmHoe obecre- Ne4
V3,V5 | uenne wu paznuuHble LOUPPOBBIE [optdonmo 5.3
CpeAcTBa AJi1 OpraHu3aluu JOKY- Jlenosas urpa 5.5
MEHT0000pOTa
CriocobHOCTB OCYILIECTB- .
yi Keiic-3aganne 5.4
v8 JISTh XpaHEeHNE, TIOUCK JTOKyMEHTOB Nod
, B T.4. OyXTajaTepcKoil, (puHaHCO- -
BOI OTYETHOCTH, OM3HEC-TIIIAHOB
VYerasiit onpoc 5.1
32,33, | CnocoOHOCTH OILIEHHTh KadeCTBO n.8,9
36- 38 | cocTaBieHUsI TEKCTOB JOKYMEHTOB TecToBoe 3ananue
5.6 Nel
CriocobHOCTh 0OPMIIATH U MTPOBE-
pATH TPaBWIBHOCTE oOQopmieHus | Y CTHBIN ompoc 5.1
JIOKYMEHTAIlUd B COOTBETCTBUU C m.8,9
35.37 | YCTAHOBICHHBIMH TpeOOBaHUSIMH, [optdonmo 5.3
WCIIONB30BaTh COBpEMEHHOe Tpo- | JlemoBas urpa 5.5
rpaMMHOe oOecriedeHue W pa3nud- | TecToBoe 3a/aHue
Hble UQPOBBIE CPEACTBa sl Op- 5.6 Nel
TaHM3aIANA JOKYMEHTO000pOTa;
Tema 2.3 Opra- VYeraslit onpoc 5.1
HU3aIuUs orepa- m.8,9
H P CriocoGHOCTh chopMyInpoBarthb ’ KonTpoins-
THUBHOTO XpaHe- IMoprdonuo 5.3
38-39 | mpaBuia cucTeMaTHU3alMM U XpaHe- Has pabora
HUS JIOKYMEHTOB [Henosas urpa 5.5
HUS JOKYMEHTOB KOMITAHUH Nel
IIpakTH4eckoe TecToBoe 3ananue Teer N2
3aHsTue Ne 8 5.6 Nel B
CriocoOHOCTh  B3aMMO/ICHCTBOBATH
Jenosas urpa 5.5
C KOJUIETaMH, PyKOBOJCTBOM B XO-
Y4 TecToBoe 3aanue
Jie OpraHu3aluu JOKyMEHTO000pO-
5.6 Nel
Ta
CriocoOHOCTh  HCIIONIB30BAaTh  CO- .
Keiic-3aganue 5.4
BpEMEHHOE MporpamMMmHoe obecrie- Nod
Y3,¥Y5 | uenne W pa3audHBIE IMGPOBHIC N
’ cpencraa ZUI:I)H 0 I‘aHI/ISaHHI/II/(Ib p)IOK Hoprdommo 5.3
P p y Jlenosas urpa 5.5
MEHTO0000pOTa
CrocoOGHOCTh OCYILIECTB- Keiic-3amanue 5.4
Vg JSITh XpaHEeHUe, TIOUCK JIOKYMEHTOB Neq
, B T.4. Oyxranrepckoil, ¢punanco- [optdommo 5.3
BOM OTYETHOCTH, OM3HEC-TIIIAHOB Henosas urpa 5.5
CrocoOHOCTh TOHUMATh HMCIOJIB30-
BaHHWE COBPEMEHHOTO MPOrPAMMHO Koncnexr 5.2 11.4
Tema 2.4 Kowm- P porp Keiic-3apanue 5.4
ro obecneyeHHs W Pa3TUYHBIX KonTtpons-
HPIOTCPHSAILIA 35 IUQPPOBBIX CPEICTB AN AOKyMEH [oprdomo 5.3 Has pabota
i(0)% p p Y Henosas urpa 5.5 P
TUPOBAHUA W OPraHU3alUU JOKY- Nel
IIpakTH4eckoe
MEHTO000POTa KOMIIAHUH Tect Ne2
3aHsiTHe Ne 9
35.39 Criocobnocts  opopmisiTh  J0Ky- |  Koncmekr 5.2 m.4
b

MCHTBEI JJIA OpraHu3alui HUX Xpa-

Keiic-3amanue 5.4
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Kon

Kpatkoe Hanme- Bug oneHOYHOrO CpeacTBa

pe3yib- ’
HOBaHUE pa3zena ITokazarens” oBIageHuUs pe3yibTa- I
(Moyist) / TEMBI rara TaMu 00ydYCHHUS Texymmnii POMEAY=
Y 00yue- i KOHTPOILE TOYHAs aT-
VCITUTUTAHBI
Amett HUS P TeCTaIus
HEHUS, B TOM YHCJIE€ UCIIOIB3Ys CO- IToptdonmo 5.3
BpeMeHHOe TporpammHoe obecre- | [lenmoBas urpa 5.5
YeHWe W pa3nuyHble [UQpOBEIC

CpENCTBa,

Cr10coOHOCTh  HCIIOJIB30BaTh  CO-
BpEMEHHOE TporpaMMHoOe obecrie-
V3,V5 | 4yenne u pasnuyHble 1UQPOBEIC
CpPE/ICTBA B AJIEKTPOHHOM JIOKYMEH-

Keiic-3aganne 5.4
Ne4
Hoptdommo 5.3
Henosas urpa 5.5

TOO0OOPOTE;
v8 CrocobHocTs opranu3oBath xpa- | Keiic-3amanue 5.4
HEHUE, NOUCK JOKYMEHTOB Ne4

4 Onucanue Npoueaypbl OLeHUBAHUS

PesynbraTel 00y4eHus 10 TUCHUILTHHE, YPOBEHb C(HOPMUPOBAHHOCTHA KOMIIETEHIIUH OI[CHH-
BAIOTCS 110 YETHIPEX OaIbHOM INKane OLEHKAMH: «OTIMYHO», «XOPOIIOY», «YIOBICTBOPHTEIHLHOY,
«HEYJIOBIICTBOPUTEIHHOY.

Tekymast aTTecTanus Mo AMCHUILIMHE MPOBOJUTCS C IIEIbI0 CHCTEMATHYECKON MPOBEPKU
JOCTIKEeHUH oOydarommxcsi. OObEKTaMu OLICHUBAHUS SIBIISIFOTCSA: CTETIEHb YCBOCHHUS TEOpETHYe-
CKUX 3HAaHUH, YPOBEHb OBJAJCHUS NMPAKTUYECKUMH YMEHHSMHU U HAaBBIKAMHU TI0 BCEM BHIAaM y4eO-
HOU pa0OoThI, yueOHas TUCIUIUTNHA (AKTUBHOCTh Ha 3aHATHAX, CBOEBPEMEHHOCTh BBIITOJIHEHHS pas3-
JMYHBIX BHJIOB 33IaHUMH, IIOCEIIAEMOCTh BCEX BHUJIOB 3aHATHHU 110 aTTECTYEMOI TUCHUILTHHE).

[Tpu mpoBeneHUN MPOMEKYTOUHOW ATTECTAIIMH OLIEHUBACTCS JOCTIIKEHHE CTYACHTOM 3a-
IUTAHUPOBAHHBIX MO JTUCIMIUIMHE PE3YIbTaTOB 00y4YeHUs, 00eCTIeUNBAIONINX PE3YIbTaThl OCBOCHUS
00pa3oBaTeNbHON MporpaMMbl B 1ejoM. OIeHKa Ha 3a4eTe BHICTABIISIETCS C YUETOM OICHOK, MOJY-
YEeHHBIX NP NPOXOKIACHUHU TeKyllell atTectanuy. [Ipu BbIBEIEHUN UTOTOBOM OLIEHKH «BEC)» TEKY-
IIMX OIICHOK COCTaBUT HE MeHee 80% B UTOTOBOM, T.€. pe3ybTaT JOCTHXKEHUM y4Jallerocs 1mo Juc-
LUIUTMHE 3aBUCUT OT 3(h(HEeKTUBHOCTHU ero paboThl B TEUEHHE YUeOHOTO ceMecTpa.

Kpurtepun oneHuBaHNs YCTHOTO OTBETA

(oLIeHOYHBIE CPEACTBA: COOECEIOBAHUE)

S 0ayI0B - OTBET MOKA3bIBAET NPOUYHBIE 3HAHUS OCHOBHBIX MPOLIECCOB M3y4aeMOW Ipen-
METHOW 00JIaCTH, OTINYAETCS TITyOMHOM M MOJTHOTOM pacKpbITHUS TEMBI; BJIaJIeHUE TEPMUHOJIOTHYe-
CKHUM alnapaTroM; yMeHHe OOBSICHITH CYLIHOCTb, SIBIICHHUH, POIIECCOB, COOBITUH, 1€1aTh BHIBOJBI U
0000111eHus, JaBaTh apTyMEHTHPOBAHHbBIE OTBETHI, IPUBOJUTH IPUMEPHI; OTIIMYHOE BJIaJIEHUE MIPU-
emMaMu o(popMIIeHHS PA3TUYHBIX BUIOB JIOKYMEHTOB; 3HAaHHE aJITOPUTMa OpraHU3alMM JOKYMEHTa
Ha NPEANpPUITHN; YMEHNUE TPUBOIUTH PUMEPHI COBPEMEHHBIX MPOOIeM U3ydyaeMoil 00JacTu.

4 f6ajya - oTBET, OOHAPY)KUBAIOLINI MPOYHbIE 3HAHUS OCHOBHBIX MPOILIECCOB M3y4aeMOi
peIMETHOM 00J1acTH, OTIIMYAETCs TIIyOMHOM U MOJTHOTOW PaCKPBITUSL TEMBI; BlIaZIeHHEe TEPMUHOIIO-
THYECKUM aIlllapaToOM; YMEHUE OOBACHAThH CYIIHOCTb, SIBJICHUH, MPOIECCOB, COOBITUH, /1€1aTh BbI-
BOJIBI M 000011IeHNs, 1aBaTh apryMEHTUPOBAHHBIE OTBETHI, IPUBOIUTEH MPUMEPDI; XOPOIIIee Biaje-
HUE TpueMaMy 0(hOpMIICHHUS Pa3IMYHbIX BHJIOB JOKYMEHTOB; 3HaHUE AITOPUTMa OpraHU3aluu J0-
KyMEHTa Ha NMPEANPUATUN; YMEHHUE IPUBOIUTH IPUMEPBI COBPEMEHHBIX Mpo0iIeM u3ydaeMoii o0ma-
cti. OJHAKO JOIMyCKaeTcs OJHA - JIBE OLIMOKU B OTBETE/0()OPMIICHUH TOKYMEHTA.

3 0asu1a — OTBET, CBUAETEILCTBYIONIMI B OCHOBHOM O 3HAHWHU IMPOILIECCOB U3y4aeMOU Mpe-
METHOI 00JIaCTH, OTIMYAIOIIUNACS HEJOCTATOYHOM ITyOUHOM 1 MOTHOTON PACKPBITUS TEMBbI;, 3HAHH-
€M OCHOBHBIX BOINPOCOB TEOpHUH; c1abo chopMUpoBaHHBIMU HABBIKAMU aHaJIM3a SBJIEHUH, IpoIec-
COB, HEJJOCTaTOYHBIM YMEHHUEM J1aBaTh apryMEHTHPOBAHHbBIE OTBETHl U MPUBOJIUTH MPUMEPHI; Clla-
0oe BrazieHne npueMamMu oQpOpPMIICHHUS Pa3IUYHbIX BUIOB JOKYMEHTOB; HEOCTATOYHOE 3HAHHE aJl-
ropuTMa OpraHu3aluu JOKYMEHTA Ha IPEANPUITHH; HEYMEHHE IPUBOIUTH IPUMEPBI COBPEMEHHBIX
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npobseM u3ydaemoi obsactu. Jlomyckaercs HECKOJIbKO OIMMOOK B COJIEPKAaHUU OTBETA; B BHIOOpE
CTPYKTYpHI I OOPMIICHUU TEKCTa JOKYMEHTA, HEYMEHHUH MPOBECTH CBSI3b C APYTUMHU aCIIEKTaMU
n3y4aeMoii obsacTu.

2 6anj1a — OTBET, OOHAPYKUBAIOIINN HE3HAHHUE MPOIIECCOB M3Y4aeMOU MpeaMeTHON 0ba-
CTH, OTJIMYAIOLIUICS HEraTyOOKHMM DPACKPHITUEM TEMbl; HE3HAHHMEM OCHOBHBIX BOIPOCOB TEOPHH,
HGC(bOpMI/IpOBaHHBIMI/I HaBbIKaMHM aHaJIn3a SIBJ'IGHI/II;'I, MMponeCCoOB; HCYMCHUEM 1aBaATh apTYMCHTUPO-
BaHHbIE OTBETHI, HEC(POPMUPOBAHHOCTHIO HABBIKOB pabOTHI ¢ JOKyMeHTaMu. Jlomyckatores cepbes-
HBIC OIIMOKU B COJIEPI)KaHNU OTBETA; HEYMEHHUE CO3/1aTh YIIPABICHUYCCKHUIA JOKYMEHT.

Kpurepun oueHuBaHusi MUCbMEHHOH padoThI

(O1IIEHOYHBIE CpEeICTBA: KOHCIEKT, NOpTdhonmo, Keiic-3ajanne, JOKIaa B BUIE MPE3eHTAINH,
JIeJI0Bast Urpa, KOHTPOJIbHAs paboTa).

5 6ans0B — B nuceMeHHBIX paboTax ( KOHCIEKT, TOPTHOIIMO, IPEe3CHTANs, KelC-3adaHusl,
JIefIoBasi Mrpa) HPHUBEJCHbl JAHHBIE OTEYECTBEHHOM JMTepaTypbl, MH(OpPMaLus HOPMAaTUBHO-
npaBoBoro xapakrepa. CTyIeHT BlaJieeT HaBBIKOM CAMOCTOSITENILHON pabOTHI MO 33aJaHHON TeMe,
METOIaMU U IpUeMaMM aHaju3a TEOPETUYECKUX M NPAKTUYECKUX acCIEeKTOB M3ydaeMoil obnactu
(HaBbIKAMM COCTaBJICHUS U OOPMIICHHUS YIIPABICHUYECKOM HoKyMeHTaruu). OOpasipl JOKYMEHTOB
odopmiens! BepHo. DakTHyeCKUX OLMIMOOK, CBA3aHHBIX C IOHMMaHHEM NpoOJIeMbl, HET; rpaduye-
CKH paboThl 0hOpPMIICHBI TPABHIIBHO.

4 0as1a - CTYACHT BJaJieeT HaBbIKaMH COCTABIICHUS U 0(OPMIICHUS YIPABICHUECKON JJOKY-
MEHTAIlMU, METO/IaMU U TIPUEMaMH aHaJIi3a TEOPETUUYCCKUX W/HIM MPAKTUIECKUX ACTIEKTOB M3yYa-
emoii obmactu. O6pa3ibl JOKYMEHTOB odopMieHbl BepHO. Jlonmyckaercs 1-2 omubku B odopmiie-
HUH JOKYMEHTOB.

3 dayu1a — CTYAEHT cl1abo BiIaJieeT HaBbIKAMU COCTAaBJICHUS U OOPMIICHHSI YIIpaBIEHYECKON
JOKYMEHTAIlUM, METOJAaMU M MPHUEMaMH aHAJM3a TEOPETHUYECKUX W/WIM TPAKTHUYECKUX ACTIEKTOB
u3yyaemMoit obsactu. O6pasibl JOKYMEHTOB O(hOPMIIEHBI C HApyIIEHUEM CTPYKTYphl U OIIMOKaMHU B
MCIIOJIb30BaHUU peKBU3UTOB. JlomyckaeTcs He Oosiee 3 ommnOoK B 0hOpMIEHUH TOKYMEHTOB.

2 fajya - CTyJIEHT He BJaJeeT HaBbIKAMU COCTABJICHHS U O(GOPMIIEHHUS YIpaBIEHYECKOH
JOKYMEHTAIIUN, METOJAaMU M MPUEMaMH aHAJM3a TEOPETHUECKUX W/WIIM TPAKTHUYECKUX ACTIEKTOB
u3yyaemoit o6nactu. OOpasipbl JOKYMEHTOB O(hOPMIIEHBI CO 3HAYUTEIbHBIM HAPYLIEHUEM CTPYKTY-
pBI IOKyMeHTa U omnbkaMu (6osee 4) B UCIIOJIB30BaHUU PEKBU3UTOB. Bo3MokHa cuTyanus, Korjaa
U3-3a OTCYTCTBHS HaBBIKOB JOKYMEHTHUPOBAHMSI CTYJJEHT HE CMOT COCTaBUTh JOKYMEHT.

KpnTeplm OLICHUBAHUA TECTOBOI'O 3aJJaHUA

HpI/I MNPUMEHCHUHN TCCTAa B KAYCCTBC OLICHOYHOI'0 CpCACTBA JIA MMPOBCACHUA MMPOMEKYTOY-
HOH aTTeCTallur UCIOJIB3YCTCH HIKaJIa MHTCPBAJIbHBIX 68.J'IJ'IOB, COOTBCTCTBYIOIIAsd HUTOTOBOM OIICH-
K€, a TAKXXC KPUTCPHUU €€ BBICTABJIICHHUS B IMPUBA3KE K YCTBIPCX OaJIIEHON cHCTEMe:

OneHka OTnan4HO Xopomo VY nosnerBopurensHo | HeynoieTBOpuTenbHO
KomnuectBo o
0 ot 81% 1o o o
IIPABHJIBHBIX 91% n=> 909 % He meHee 70% menee 70%
OTBETOB '

KpnTepnn BBICTABJICHUSA OCHKHU CTYJACHTY HaA 3a4€TE
(oIleHOYHBIE CPEICTBA: YCTHBIN Onpoc B popMe codeceoBaH )

Ornenka 1o
MIPOMEKYTOUHOMN XapakTepucTuka KauecTBa CPOPMUPOBAHHOCTUA KOMIIETSHITHIA
aTTecTaluu
CryaeHT neMOHCTpUpPYeT CHOPMHUPOBAHHOCTD JUCITUTIIIMHAPHBIX KOM-
«3a4TeHoy / MeTEHIMI Ha TPOIABHHYTOM YpPOBHE: OOHAPYKHBAET BCECTOPOHHEE,
«OTJIMYHO) CHUCTEMAaTHYECKOe W TIIyOOKOe 3HAHHWE y4eOHOro MaTepuaya, yMeeT
TECHO YBSI3BIBATh TEOPUIO C MPAKTUKOW, CBOOOIHO CIIPABIISIETCS C 3a-
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JayaMu, BOIPOCaMH U APYTUMHU BUJaMH IPUMEHEHUS 3HaHUU, IpUYeM
HE 3aTPYIHSETCS C OTBETOM IPU BUIOU3MEHEHUU 3a/IaHUM, PaBUIILHO
00OCHOBBIBAET MPHUHATOE PELICHHE, BiIa/IeeT Pa3HOCTOPOHHUMHU HaBBI-
KaM¥ ¥ IPUEMaMH BBIMOJHEHHUS MPAKTHYECKUX 3aau.

«3a4TeHo» /
«XOpPOIIIO»

CryneHT AeMOHCTpUpPYET CPOPMUPOBAHHOCTD JUCIHUILIMHAPHBIX KOM-
MeTeHIUH Ha 0a30BOM ypOBHE: OCHOBHBIC 3HAHHS, YMEHHS OCBOCHBI,
HO JOIYCKAIOTCS HE3HAUMTENIbHbIE OMMOKHU, HETOUHOCTH, 3aTpyAHE-
HUS NIPU aHAJIMTUYECKUX ONEpalusX, IEPEeHOCE 3HAHUM M yMEHUi Ha
HOBBIE, HECTAH/IAPTHBIE CUTYalLIUH.

«3a4TeHo» /
«YIOBIICTBOPUTEIILHOY

CTyneHT AeMOHCTpUPYET CPOPMUPOBAHHOCTD TUCIHILTMHAPHBIX KOM-
NeTeHUUH Ha MOPOTrOBOM YPOBHE: UMEET 3HAaHUS TOJIBKO OCHOBHOIO
MaTepuaa, HO HE YCBOMJI €ro JeTalled, B X0J€ KOHTPOJIbHBIX MEpO-
HNPUATUN JONYCKAIOTCSA 3HAYUTENIbHbIE OIIMOKH, HEIOCTaTOYHO Ipa-
BUJIbHBIE (DOPMYJIMPOBKH, HAPYIIEHUS JIOTUYECKOM OCIIE0BATEIbHO-
CTH B M3JI0’)KEHUM MPOrPaMMHOI0 MaTepuaa, UCHbITHIBACT 3aTpyiHe-
HHA IPU BBIIIOJIHCHHUH IMTPAKTHUYCCKUX pa60T, IIpru ONICPUPOBAHUHN 3HA-
HUSIMU U YMEHUSIMH [TPU UX NEPEHOCE Ha HOBBIE CUTYALIUH.

«HE 3a4TeHO» /
«HEYIOBJIETBOPUTEIHLHO

CTyneHT IeMOHCTPUPYET CPOPMUPOBAHHOCTD TUCIMILTMHAPHBIX KOM-
METEHLIM Ha YPOBHE HUYKE IMOPOTOBOIO: BBIABISETCSA IMOJHOE WU
MPAKTUYECKH TIOJHOE OTCYTCTBHE 3HAHMI 3HAYUTEIHHOM 4YacTH MpPO-
IrPaMMHOT0 MartepHala, CTYACHT JOIMYCKAeT CYIIECTBEHHbIE OIIUOKH,
HEYBEPEHHO, C OOJBIIMMH 3aTPYIHEHHUSIMU BBITIOJIHSICT MPAKTUYECKUE
paboThl, yMEHUS U HABBIKU HE C(HOPMHUPOBAHBI.

5. [IpuMepbI OLIEHOYHBIX CPEACTB JIJIsA MPOBeIeHUsI TeKYIlel aTTecTAluu

5.1 Bonpocs! As11 yCTHOrO onpoca:
1 Knaccuduxaius JOKyMEeHTOB
2 DBomonus JOKYMEHTa Kak HOCHUTENS MHPOpManuu. Bo3HHKHOBEHHE W pa3BUTHE JIEIO-

Mpou3BOACTBA B Poccun

3 Bunuel crangapToB B PO, ux xapakTepucTuka.

oo N o o1~

PexBU3HUTHI OCHOBHBIX YNPaBIE€HUYECKUX JOKYMEHTOB

Bunpl 01aHKOB KOMMEpUYECKOM OpraHu3alui, 0COOEHHOCTH UX 0OPMIIEHUS

OcHoBHbIE IPaBUJIa OPTaHU3ALMN JOKYMEHTO000pOTa HA MPEAIPUITUN

Oco0eHHOCTH KYpPHAJIbHOM U 3JI€KTPOHHOW CUCTEMBI PETUCTPALIUU JOKYMEHTOB
[TonsiTe onmepaTUBHOTO XpaHEHHs TOKYMEHTOB, TpeOOBaHMS K OpraHU3aI[MH ONEpaTHB-

HOTO XpaHeHI/ISI JIOKYMGHTOB Ha npe)mpmm/m.
9 ®dopmuposanue aen. CucremMaTru3amnus JOKyMEHTOB B Jiejie

5.2 TeMbl KOHCIIEKTOB
1. OtnenbHble 0COOEHHOCTH O(OPMIIEHHS TEKCTa JTOKyMeHTa (4ucels, TaOiul, UMEH U

bamunnii)

2. OcobOeHHOCTH IOATOTOBKHU U O(bOpMHCHHH JAOKYMCHTOB JIEI0BOM NEpCIIMCKU OpTraHu3a-

11U (JIOKJIaI-TIpe3eHTalINs)

3. OpraHuzanus ornepaTuBHOIO XpaHEHHs TOKyMEHTOB. TepMUHBI U onpeseneHus (riocca-
puii —KpaTKUii CIIOBaph TSPMHHOB Kypca)
4. OcoOEHHOCTH OpTraHU3aIMK ITEKTPOHHOTO JOKYMEHTO000pOTa

5.3 HopTtdoano:

Ha mucrax ¢popmara A4 HeoOx0auMO 0GOPMHUTH CIEAYIOIIHE 00pa3Ilbl JOKYMEHTOB:
- MITaTHOE pacIUCAaHKE OpraHU3aIluu
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- IPUKa3 PyKOBOJUTEISI OPraHU3AIMH 110 OCHOBHOW JESTEIbHOCTH

- pacTopsHKCHHE 3aMECTUTENSI PyKOBOIUTEIISI OpraHU3aIlluu

- pe3roMe, JTMYHOE 3asiBICHHE

- ISJIOBOE MHUCHMO (IMMCHMO —3aMpoc, FapaHTUHHOE —THChMO, TUCHhMO-TIOITBEPKICHHE)

- cimy>keOHasl cripaBKa

- perucTpanroHHbIe (HOPMBI IJIs1 BXOISIIUX M UCXOSIINX JOKYMEHTOB;

- HOMEHKJIaTypa JieJl OpraHu3aIiy;

- TUTYJBHBIA TUCT OOJIOKKH JIeIa OpraHu3aIiu.

Conepxanue, CTpyKTypa U oopMieHHE JOKYMEHTOB JOKHO cooTBeTcTBOoBaTh I'OCT P
7.0.97- 2025 «HanuonanwsHbii cranmapt Poccuiickoii @enepanuu. CrucremMa CTaHIapTOB IO HH-
dbopmaruu, OUOIMOTEYHOMY M M3JATeNbCKOMY Aeny. OpraHu3aluoOHHO-PACIIOPSIIUTEIbHAS JTOKY-
MeHTanus. TpeboBaHUs K 0POPMIICHUIO TOKYMEHTOB.

5.4 Keiic- 3aganus

Keiic- 3apanne Nel

W3yunth 3BONIONIMIO JOKYMEHTa Kak HocuTenss uHpopmanuu. COCTaBUTh aHAUTHYECKYIO
Ta6m/my Ha TeMyI 3TaHI)I BO3HUKHOBCHUA U pa3BI/ITI/I$[ I[CJIOHpOI/IBBOIICTBa B POCCI/II/I B nepnoa C
XV B. no HacTosiee BpeMs. Tabnuia 10KHa BKIIOYATh CIEAYIONUE rpadbl:

Ta6n1z1ua — OTansl BO3BHUKHOBECHUS U Pa3BUTHA ACIOIIPOU3BOACTBA B Poccun

HasBanue srana Ilepuon Pesynbrar

Keiic- 3aganue Ne2

[IpoBecTu ananu3 ocoOEHHOCTEN OPOPMIICHUS OPTraHU3AIMOHHBIX JOKYMEHTOB Pa3IMYHBIX
opuandeckux I (u3yduts 10-15 o6pasuoB), ohopMuTh 00pasel] MTaTHOTO PACHUCAHUS IS CO-
3/1aBa€MOM KOMMEPUECKOM OpraHHu3aIliu.

Keiic- 3aganne Ne3

[TpoBecTu ananu3 ocobeHHOCTEH 0OPMIICHUS PACTIOPAIUTEIBHBIX TOKYMEHTOB Pa3IUYHBIX
opuandeckux il (u3y4duth 10-15 oOpasion). CaMOCTOSITENFHO CMOJEIUPOBATH YIIPABICHYECKYIO
CUTYAIIUIO U JUIsl Hee 0hOopMUTEH 00pasel] pacropsKeHHsT 3aM. JUPEKTOpa OpraHu3aIuu

Keiic- 3aganune Ne4

N3yunth ocobernHocTn 0OpMIICHUS KYpHATBHON W SJEKTPOHHOU (POPM pETrHUCTpaIHH J0-
KyMeHTOB. OpopMuUTh 00pasiibl KypHATbHBIX PETUCTPALMOHHBIX (DOPM I pErHCTpAIllUU BXOJS-
IIUX, UICXOSIINX U BHYTPEHHHUX TOKYMEHTOB. JJIs PEIJI0)KEHHOT0 MperoaBaTesieM akeTa roTo-
BBIX YIPaBJICHUECKUX JOKYMEHTOB HEOOXOJIMMO BBIOPATh MPABHIBHYIO PETUCTPAIMOHHYIO (OpMY
Y BBITIOJIHUTH Omeparuio «Perucrpamnms 10KyMeHTay.

5.5 /lesioBasi urpa «OCHOBHbBIE JOKYMEHTBI YIIPaBJIECHUSD).

Konmnenuus 1enoBoit Urpsl Mo AUCHUIUIMHE COCTOUT B cienyromeM. CTyaeHThl pa30uBaroT-
Csl Ha TPYIIIbI, KaX/aasg U3 KOTOPBIX IPEICTaBISIET cOOOW OJHO M3 CTPYKTYPHBIX MOJIpa3zesieHuit
npennpusatus. Ha3BaHnue npeanpusatus, €ero BUA JEATEIBHOCTH M OPraHU3allMOHHO-IIPaBOBYIO
dbopMy CTYIAEHTHI BHIOMPAIOT CaMOCTOSITENIbHO. PaOOTHUKM yKa3aHHBIX MOApa3JeNeHUN (IpyMIbl
CTYZICHTOB) TOTOBSIT MaKeT 00pa3lOB JOKYMEHTOB B COOTBETCTBUH C BBINOJHSAEMBIMH (DYHKIHO-
HaJIbHBIMU 00s3aHHOCTSAMHU. Ha mpakTHuecKux 3aHATUAX CTYACHTHI O(QOPMIISIIOT HpPEJIOKEHHbIE
npernojiaBaTesneM o0pasiibl JOKYMEHTOB, YTO MIOMOTAeT CTYyJ€HTaM OCBOUThH TEOPETUUYECKHE 3HAHUS
U MPaKTUYECKHE HABBIKK PabOTHI ¢ TOKyMEHTaMHU. Takasi HOJroTOBKa 00JIeryaeT caMOCTOSITEIbHOE
cocTaBiieHHE U opopmIIeHHEe 00Pa3LIoB TOKYMEHTOB IS I€JIOBOM UTPHI.

Kaxnas rpynna cTy1eHTOB BbIOUpaeT cebe COOTBETCTBYIOIUE POJIH:

—  Jlupexkuus (QUpeKTOp U ero 3aMmectutenu: 4 -5 gen.). [oToBAT 00pa3isl OpraHu3anuoH-
HBIX U PaclopsAUTENbHBIX JOKYMEHTOB (yCTaB, IITATHOE paclMCAHUE, IIPUKA3 110 OCHOBHOM nes-
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TEJIBHOCTH, PACMOPSHKEHUE 3aMECTHTENs JUPEKTOpa OpraHHW3allid, PEUICHHE YUpeauTelNei, ciy-
KeOHast TOBEPEHHOCTb);

— cayx6a JIOY (4-5 den.) I'oToBsAT 00pasmbl OpraHU3allMOHHBIX W WHOOPMAITMOHHO-
CIPaBOYHBIX JTOKYMEHTOB (JOJDKHOCTHAS MHCTPYKIMS crienraiucta ciayxobl IOV, nporokon, akt
CIIUCaHM IOKYMEHTOB, CIIpaBKa 00 00beMe JOKYMEHTOO00pOTa OpraHU3aIliy 33 MECSI], TOKJIa THAS
3amucka, o0pasipl 00mero 01aHka U 0JIaHKa TUCEM OpTaHU3AIINH );

—  KomMepueckas ciayxkoa (4-5 gen.) ['oroBsaT oOpa3iibl HHPOPMAITMOHHO-CIIPABOYHBIX JI0-
KYMEHTOB (TapaHTHHHOE MHChbMa, MUCHMO-TIOATBEpXKIeHHE (2 BHUAA), CIy)KeOHas 3alucKa, aKT,
CIIpaBKa, CIy)KeOHast TOBEPECHHOCT ).

—  Kazpoas ciryxk6a (4-5 gen.) ['oToBsT 00pa3ipl JOKYMEHTOB I10 JINYHOMY COCTaBy (TpH-
Ka3 10 JIMYHOMY cocTaBy (3 BuAa), pe3toMe, 0ObICHUTENbHAS 3aMTMCKa, TUYHAS KapTOYKa pabOTHU-
ka ¢opma T-2, cripaBka O KOJIMYECTBE BAaKAHTHBIX MECT Ha MPEANPHUITAU HA ONPENCICHHYIO JaTy
(MM crpaBKa O CTaXke COTPYAHUKA);

— cuyx0a jgoructuku (4-5 ven.) ['otoBar oOpasubl HHGOPMAIIMOHHO-CIIPABOYHBIX JOKY-
MEHTOB (ITUCHMO-3AIPOC, MUCHMO-TIpeUIoKeHue (odepTa), akT mpuemMa-nepesadyd MaTepuaibHbIX
[IEHHOCTEH, CrpaBka 00 oObeMax mpojiax 3a | kBaprai, cirykeOHasi JOBEPEHHOCTb, MPOTOKOJI 3ace-
JAHUS CITY>KOBI JJOTUCTHKH).

—  KJIMEeHTcKas ciyx0a (4-5 den). ['oToBsT 00pa3ubl HHGOPMAMOHHO-CIIPABOYHBIX JIOKY-
MEHTOB (IMMMCHMO —TIPETEH3HsI, HHPOPMAITMOHHOE MHUCHMO, aKT TOJYYCHHS MaTepUaIbHBIX IEHHO-
CTEH, JOJDKHOCTHAsI MHCTPYKIIHSI CIICIIUAIIUCTA KIIMSHTCKOM CITy>KOBI, TOKJIaJHAs 3alUCKa, JINYHAS
JIOBEPEHHOCTb ).

O:xupgaemble pe3yabTaThbl:

1) 3akperuieHue TEOPETUYCCKUX 3HAHUI B 00JACTH COCTABIICHHUS U 00PabOTKU JTOKYMEHTOB
yIpaBJICHUS;

2) oBnajieHUE HaBBIKAMH PabOTHI C TEXHUUECKUMH CPEICTBAMU CO3/IaHUS IOKYMEHTOB;

3) oBnajeHHe HaBBIKAMH PaOOTHl B KOMaHAE UM YMEHHE OILICHUBATh PE3YyNbTaThl PabOTHI
KaXJIOTO YUYaCTHHUKA TPYTIITHI.

Copepxanue, CTpyKTypa U ohopMIIeHHE TOKYMEHTOB NOJKHO cooTBeTcTBoBaTh ['OCT P
7.0.97- 2025 «HammonanbHblid cTanmapt Poccuiickoit @enepanun. CructemMa CTaHIApTOB IO WH-
dbopmaruu, GUOTMOTEYHOMY U U3JAATeNbCKOMY Aeny. OpraHu3alioOHHO-pacTIOPsIAUTENbHA TOKY-
MeHTaius. TpeboBaHus K 0(OPMIICHUIO TOKYMEHTOBY». Pe3ynbTaThl IEIIOBOW UTPHI MPEICTABUTH B
BUJIE MPE3CHTAIUY.

5.6 TecroBoe 3aganue Nel

Bapmuanr 1

1. lIokyMeHTOM Ha3bIBaeTCs

1) COBOKYITHOCTH CBEJIEHUH O MpenMerax, (hakTax, COOBITUSAX U IMpoleccax HE3aBHUCHUMO OT
(bopMBI X TpeACTaBICHUS;

2) 3aduKcUpOBaHHAsE Ha MaTepHAIIbHOM HocuTee MHPopMalus ¢ PeKBU3UTAMHU, MO3BOJIS-
IOIIMMU €€ UACHTU(DUIIMPOBATE;

3) nepeyeHsb (CMUCOK) KaKUX-TMOO JaHHBIX, PACTIONOKEHHBIX B OIPEIEICHHOM MOPSIKE;

4) 3amUCh YUETHBIX JJAHHBIX 10 YCTAHOBJIEHHOW (hopme

2. B kakux U3 nepevyrcIeHHbIX HOPMATUBHBIX JIOKYMEHTOB COJEPIKATCS OINpeNeTIeHUs Tep-
MHUHOB «JIOKYMEHT» U «HH(OpMAIHs»

1) TOCT P 7.0.8-2025. Hammonansusiii ctanmapt Poccuiickoit ®enepanuu. «Cucrema
CTaHJApTOB MO MH(POpPMALUHU, ONOIMOTEYHOMY U U3JaTeIbCKOMY Jieny. Jlenonpous3BoaCTBO U ap-
XUBHOE J1e510. TepMHUHBI U OIIpeIeICHUSI;

2) 'OCT P51141-98 «/lenonpou3BoICTBO U apXUBHOE JIeN10. TepMHUHBI U OTIpe/IeIeHUs»;

3) ®enepanbubiii 3ak0H «O0 wHbOpMaruu, MHGOPMATH3AMKA W 3alIUTe WH(OpMAIUN»
Ne24-®3;

4) TOCT P 7.0.97-2025. HammonanpHbii cTanaapT Poccuiickoit deneparuu. «Cuctema
CTaHIApTOB MO HH(pOpMAMM, OUOIMOTEYHOMY M H3JAaTeNbCcKoMy aeny. OpraHu3anuoHHO-
pacriopsiauTenbHas JOKyMeHTalus. TpeOoBaHus K 0(OPMIICHUIO TOKYMEHTOBY.
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3. 1ocTOBEpHOCTH yNpaBJICHUYECKOW HHPOPMAIINH:

1) ompenensercs: CTETIEHbIO COOTBETCTBHS €€ COJIepKaHusl 0O BEKTUBHOMY COCTOSTHUIO JIEIT;

2) xapakTepu3yer ee 00beM, KOTOPBIH T0JKEH ObITh IOCTATOUYHBIM JIJISl IPUHATUS PELICHUH;

3) ompexenseTcss BpeMEHEM ee Tiepeadn U 00paboTKu;

4) Bce BEpHO.

4. JlokyMeHTHpOBaHUE - 3TO MPOLIECC:

1) nBuKEeHHsI TOKYMEHTOB B OpraHHU3al[Ml C MOMEHTA UX CO3/IaHUs WM IOJIy4eHHUS J0 3a-
BEPIICHUS UCTIOJTHEHUS WU OTIPABICHUS;

2) NpUCBOEHUS JOKYMEHTAaM MOPSAKOBBIX HOMEPOB M YCIOBHBIX 0003HAYECHHIA;

3) 3amucH y4eTHBIX JaHHBIX O JOKYMEHTE M0 yCTaHOBJIEHHOU ¢dopMme, puxcupyromei pakrt
€ro CO3aHus, OTIPABJICHUS WIN TIOTY4YCHUS;

4) co3ganus TOKYMEHTOB Ha Pa3IUYHBIX HOCUTENSX 110 YCTAHOBIIEHHBIM IIPaBUIIaM

5. llpu xnaccudpukanyy TOKyMEHTOB 0 CIOCO0y (HUKCANU, KaKUe U3 TIEPEUUCIICHHBIX BU-
JIOB IOKYMEHTOB HE OTHOCATCA K TAaHHOU IpyIIe

1) BHyTpeHHHUE;

2) MUChbMEHHBIE;

3) rpaduueckue;

4) akyCTHUECKHE;

5) cinyxeOHbIe

6. Opranuzanuei paboThl C JOKyMEHTaMH Ha3bIBaCTCS

1) obecnieueHne TBMKEHUS JOKYMEHTOB, HX XPAaHEHHUS U UCTIOIB30BAHUS B TEKYIIEH padboTe
OpraHu3aIy;

2) mporiecc MPUCBOCHUS TOKyMEHTaM MOPSAKOBBIX HOMEPOB H YCIOBHBIX 0003HAYCHUH;

3) 3amuch YYETHBIX JAHHBIX O JOKYMEHTE M0 YCTaHOBIEHHOW (hopme, pukcupyromas Gaxkt
€ro CO3aHus, OTIPABJICHUS WU TIOTY4YCHUS;

4) 3anuch nHGOPMALIUY HA PA3TUYHBIX HOCUTENSX 110 YCTAHOBIEHHBIM MTPaBHIIAM.

7. OcHOBOH IUTSI MPUHSATHUS ONTHUMAIBHOTO YIIPABJICHYECKOTO PEIIeHHs sBIsieTcss HHpopma-
us. HazoBute, Kakoil U3 MEpEeYUCICHHBIX KPUTEPUEB HE ABIAETCS 00s3aTeNbHBIM Al WH(pOpMa-
[IUH, KOTOPYIO TOJIyYaeT YIPaBIISFOIIas CHCTEMA:

1) monHoTA;

2) COMOCTaBUMOCTH;

3) AOCTOBEpPHOCTS;

4) onepaTUBHOCTH

8. OnHUM U3 HaMpaBJICHUI COBEPIIEHCTBOBAHUS JOKYMEHTAIIUH SBISETCS CTaHAapTH3aIuS,
KOTOPOM Ha3bIBAECTCS

1) mporiecc ycTaHOBIEHUS M PUMEHEHHS eIMHBIX TPaBUI 0(pOpMIIEHUS JOKYMEHTOB;

2) ynopsijioueHHas paboTa Mo ONTHMH3ALINU CTPYKTYPHI, CONEPKAHUS, CTHIIS CO3AaBaeMBIX
JOKYMEHTOB ¥ CO3/IJaHUS Ha TOM OCHOBE THUTIOBBIX BAPUAHTOB UX TEKCTOB

3) COBOKYITHOCTb J€HCTBHI, 00€CTIeYMBAIOIINX CBOEBPEMEHHOE HCTIOIHEHNE JOKYMEHTOB

4) pazpaboTka equHbBIX (POPM TOKYMEHTOB 0(pOPMIICHUS JJOKYMEHTOB.

9. K xakomy mepuoy BpeMEHU OTHOCUTCS YUPEKACHUE KAHIICTSPUU U JTOJHKHOCTH CEKpe-
Taps

1) nepuoay npuka3zHoro jejionpoussocTsa (16-178B.);

2) KOJUIeKCKOTO JenornpousBocTsa (17-188B.);

3) MuHHCTEpPCKOTO JieTonpou3BoacTea (18-198B.);

4) nepuony cranoBinenusst CCCP (1920-1930rr.)

10. OCHOBHBIM JOKYMEHTOM, PETYJIMPYIOIIMM OTHOIICHHS, BOSHUKAIOIINE MIPH CO3MAHUH U
MCIOJIb30BaHUY OPTaHU3AIMSIMHI HH()POPMAIIMOHHBIX TEXHOJIOTUH, SBISIETCS

1) I'paxxnanckuit koaexe PD;

2) l'ocynapcTBeHHas cucTeMa JOKYMEHTAIIMOHHOTO 00ECTICUeHUS YITPABIICHHUS,

3) TOCT P 7.0.97-2025. Hammonanbusiii cranmapt Poccuiickoit deneparuu. «Cucrema
CTaHAapTOB MO WHPOpMAIU, OUOIMOTEUHOMY U U3JIATeNbckoMy jaeny. OpraHu3aluoHHO-
pacnopsiauTenbHas JoKyMeHTanus. TpeboBaHus K 0pOpMIIEHUIO JOKYMEHTOBY;
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4) denepanpubiii 3ak0oH «O0 mHoOpManuu, WHGOPMATH3ANMK WU 3AIIUTE WHPOPMAIUN
Ne24-@3.

11. Obuee opraHM3aMOHHO-METOANYECKOE PYKOBOJICTBO IIOCTAHOBKOM JEI0MPOU3BOICTBA
B P® ocymecTBisioT

1) dbenepanbHble rOCY1apCTBEHHBIE APXUBBI;

2) ®enepalibHOE ApXUBHOE areHTCTBO PD;

3) [IpaBurensctBO PD;

4) Bcepoccuiickuil HayqHO-UCCIIEI0BATENbCKUM HHCTUTYT JOKYMEHTOBEACHUS U apXUBHOIO
nena.

12. brankoM npeAnpUsTHS SIBISETCS

1) nmucT Gymaru ¢ 3apaHee BOCIPOM3BEICHHBIMU PEKBU3UTAMHU 00 OpraHNU3alUU-aBTOPE;

2) ounmanbHbli JOKYMEHT, OTHPABICHHBINA APYIrMM OpraHU3aLUsAM

3) MoJens TOCTPOCHHS JOKYMEHTa, yCTaHaBIMBatomas (popMaTsl, pa3Mepsl HOJIEH U ero oc-
HOBHBIE PEKBU3UTHI

4) 5KypHaJ, COCTABIICHHBIN TI0 ONPEICICHHON OopMe U COACpKAIIUN CBEICHUS O JTOKYMCH-
Tax U ONepanusx ¢ HUMU

13. Ykaxure, Kakue U3 Ha3BaHHBIX PEKBU3UTOB HE yKa3bIBaeTCs Ha OJIaHKE MUChMa

1) smOsiemMa opraHu3anuu;

2) HauMEHOBaHME BUJIA IOKYMEHTA;

3) cipaBOYHbIE JaHHBIE 00 OpraHU3ALUY;

4) nata ¥ perucTpalvoOHHbIH HOMEP

14. IIpu yrioBoM EHTPOBAaHHOM PACHOJIOXKEHUN PEKBU3UTOB

1) Bce cTpoku OaHKa HAUMHAKOTCA OT FPAHULIBI JIEBOTO I0JISL, IPaBbIil Kpail HE BbIpaBHUBA-
ercs;

2) Bce PEKBU3UTHI PACIIOJIaratoTCsl Ha JIEBOM I10JI€ JOKYMEHTAa M BbIPAaBHHUBAIOTCS OTHOCH-
TEJIbHO CEPEIUHBI JTUCTA JOKYMEHTA;

3) PEeKBU3UTHI pacnoiaratoTcs o BCEH IIUPUHE JINCTA C PAaBHBIM yJaJIeHUEM KaxJ10H CTpo-
KM OT JIEBOTO U IIPaBOro I0JIS;

4) peKBU3UTHI pacIoiaratoTcsi Ha CBOOOJHOM BEPXHEM I10JIE JIUCTA.

15. HaumeHoBaHue (uimana, npeicTaBUTEIbCTBA UM CTPYKTYPHOTO MOApa3IesIeHHs opra-
HU3ALMU YKa3bIBalOT B TOM CJIy4ae, €CJIM OHO SIBJISETCS

1) oTpaBuTENIEM TOKYMEHTA;

2) nmostyyaTeneM JOKYMEHTa;

3) HCTIOJIHUTENIEM JOKYMEHTA;

4) aBTOpOM JTIOKyMEHTa

16. PexBusutr HanmeHoBaHue BHJIa TOKYMEHTA MUILETCS 3arjIaBHBIMU OyKBaMH U MPOCTAaB-
JseTcst

1) Ha Bcex TOKyMEHTax;

2) Ha IpUKa3axX U PaclopsKEHUsX;

3) Ha BcexX BUIAX JIOKyMEHTaxX, KpOME MUCEM;

4) TONIbKO Ha OPTaHU3ALMOHHO-PACTIOPSAUTEIBHBIX TOKYMEHTAX

17. Kakue u3 NpuBEAECHHBIX JOKYMEHTOB HE MOJIEXKAT YTBEPKACHUIO

1) pacriopspkeHus: pyKOBOAUTENS MPEIIPUATHUS;

2) aKThl IPOBEPOK U PEBU3HIA;

3) cpaBKH O CTake COTPYTHUKOB;

4) oT4eTHl 0 KOMaH/IUPOBKAX COTPYIHHKOB

18. PEKBU3HUT «pe30JIIOLKS» PACIIOIaraeTcs

1) Ha mocneiHeM JTUCTe JOKYMEHTA 101 PEKBU3UTOM «aJpecary;

2) Ha NIepBOM JIUCTE JOKYMEHTA HaJl pEKBU3UTOM «aJipecaTy;

3) Ha moCIeIHEM JINCTE TOKYMEHTA 10/l PEKBU3UTOM «HAaUMEHOBAHHUE BHUJ1a JOKYMEHTA;

4) Ha epBOM JIUCTE JOKYMEHTA MO/ PEKBU3UTOM «aapecary»

19. Ipu uznoxxennu UQPpPoBOI WK croBecHoi MHpopMaIu 00 0THOM 00BEKTE, KOTOPHI
XapakTepu3yeTcs Mo psaLy IPU3HAKOB, TEKCT JOKYMEHTa 0(OpMIIIOT B BUIE
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1) CBSI3BHOTO TEKCTA;

2) aHKETBHI;

3) TabnuIIsI;

4) koMOMHaI¥H STUX (HOPM.

20. PexBusut «PeructpandOHHbIA HOMEP JOKYMEHTAa MPOCTABIISICTCS:
1) Huxe pexBu3uTa «Jlata JOKyMeHTa;

2) BbIllIe peKBU3HTA «/laTa TOKyMeHTay;

3) Ha OIHOM YPOBHE C PEKBU3UTOM «JlaTa JOKyMeHTay;

4) nuxe pexkBu3uTa «TeKCT TOKyMEHTa»

Bapuanm 2

1. B kakux U3 mepeurcIeHHbIX HOPMATUBHBIX JOKYMEHTOB COAEpKATCS OMpPENeIeHUs Tep-
MHUHOB «IOKYMEHT» U «HH(POPMAITHI»

1) TOCT P 7.0.8-2025. Hammonaneusiii cranmapt Poccuiickoit ®@enepanuu. «Cucrema
CTaHJAPTOB MO MH(POpPMALWHU, OMOITUOTEYHOMY M M3JAaTElIbCKOMY Jeiy. Jlenonpons3BoacTBo u ap-
XUBHOE J1€510. TepMUHBI U ONIpeIeTICHU.

2) I'OCT P51141-98 «/lenonpous3BoicTBO U apXUBHOE /1€710. TEepMUHBI U ONPEIEIICHUS».

3) @enepanbhblii 3akoH «O0 mHboOpManuu, MHPOPMATH3AIUU U 3aIIUTE HHPOPMAITN)
Ne24-03.

4) TOCT P 7.0.97-2025. HammonanpHbli cTtanaapT Poccuiickoii ®enepanuu. «Cucrema
CTaHJapTOB IO WHPOpMAIUU, OUOIMOTEYHOMY U U3JATeIbCKOMy Jjeny. OpraHu3aiuoHHO-
pacnopsiauTenbHas JoKyMeHTanus. TpeboBanus K 0hOpMICHUIO JOKYMEHTOB.

2. [lonHoTa ynpasineH4Yeckoi nH(popManuu

1) onpenensieTcsi CTENEHbIO COOTBETCTBUS €€ COJEP>KaHUsl OOBEKTUBHOMY COCTOSTHUIO JIET;

2) xapakTepHu3yeTcsi ee 00beMOM, KOTOPBIN JOJDKEH OBITh JOCTATOYHBIM ISl TIPUHSTHUS Pe-
IICHUI;

3) onpenensieTcs BpeMEHEM €€ nepeadn 1 00paboTK;

4) xapakTepu3yeTcs BO3MOKHOCTBIO COIOCTABIATH CBEIEHUS, OTHOCSIINECS K Pa3InYHbIM
BpPEMEHHBIM HHTEpBaJIaM

3. Ha3oBure, Kakue U3 HUXKE MEPEUUCICHHBIX JOKYMEHTOB OTHOCSTCA K MH(OPMAIIMOHHO-
CIPaBOYHBIM JIOKYMEHTaM

1) npukassr;

2) NOJMKHOCTHBIE HHCTPYKLINU;

3) IpOTOKOJIBI;

4) aKkTbI

4. K aKkyCTHYEeCKIM JIOKYMEHTaM OTHOCSITCSI:

1) yeprexu;

2) rpacdukuy;

3) cxembl,

4) cTeHOrpaMMBI

5. BHemHuM Ha3bIBaeTCsl OPUIMATBHBIA JOKYMEHT

1) He BBIXOALIMIA 32 TIpeAesbl MOATOTOBUBIIEH €ro OpraHn3aluy;

2) MOJIy4E€HHBIH OT IPYrUX OpraHU3aIfil UM BBILIECTOSAIINX OPraHoB;

3) co3aHHbIM JUIIOM BHE CEphl €ro Cy>KeOHOM NesITeIbHOCTH;

4) IpOEKT TOKYMEHTa, He TIOJIMHCAHHBIA PYKOBOJAUTEIEM TPEATPUITHS

6. Llenpio K1accupuKay JOKYMEHTOB SBISETCS:

1) OBICTPBII X TTOUCK;

2) NOBBIIIEHHE ONIEPATUBHOCTU UCTIOJIHEHHS TOKYMEHTOB,;

3) y1o0CTBO apXHUBHOTO XpaHEHUS;

4) npugaHue JOKyMEHTaM IOPUANYECKON CHUITbI

7. ITo mpouCcxX 0k IeHUE TOKYMEHTHI KITaCCH(UITUPYIOTCS Ha!

1) cy>xebHbIe U OUIIHATIEHO-TTHYHBIE;

2) BHYTPEHHUE U BHEIITHUE;
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3) IpOCTHIE U CIIOKHBIC,

4) NOJTMHHUKY (OPUTHUHAIIBI) U KOITUU

8. [Tox yaudummpoBaHHON CUCTEMON JOKYMEHTAIIMH ITIOHUMAETCS

1) opraHM3allMOHHO YMOPSAJOYECHHAs! CUCTEMa JOKYMEHTOB M MH()OPMAIIMOHHBIX TEXHOJO-
THii;

2) uHpopMalMOHHAs CHCTEMa, pealn3yeMasi ¢ UCIOIb30BAHUEM CPEJICTB BBIYMCIUTEIHHON
TEXHUKU U CBSI3H;

3) cucrema, co3aHHas MO €IUHBIM IMpaBHJIaM U TpeOOBaHMAM M cojepamias uHpopma-
1I110, HEOOXOAUMYIO JUIsl yIIpaBJIEHUs B ONPEAEICHHON cepe NesTeIbHOCTH;

4) nakeT JOKYMEHTOB, COJIepKaIlUX YHU(DULIUPOBAHHBIE TEKCTHI

9. Ilepeiii 'OCT Ha opraHU3alMOHHO-PACTIOPSAIUTEIbHBIC TOKYMEHTHI OBbLIT BBEJICH B

1) 1840r.;

2) 1922r,;

3) 1972r.;

4) 1983r.

10. B HacTosiliee BpeMsi perjaMeHTalus JOKYMEHTUPOBaHMUS M OpraHU3alMM JOKYMEHTa-
IIUOHHOTO 00ECTICYeHHS YIIPABIICHHSI BEJETCS B CICAYIONINX HAIPABICHHUIX

1) 3aKoHOAATENBHOE PETYINPOBAHUE;

2) crangapTH3aMs U YHUDUKAIHS JOKYMEHTOB,;

3) pazpaboTKka HOpMAaTUBHO-METOUUYECKUX JOKYMEHTOB OOILErOCyAapCTBEHHOT O IeHCTBUS;

4) BCe BEpPHO

11. T'ocynapcTBeHHasi cucTeMa JOKyMEHTalmoHHoro obecnedyenus ynpasienus (I'CHOYVY) -
3TO

1) opranu3anMOHHO YHOPSI0OUYEHHAsl COBOKYITHOCTb JJOKYMEHTOB U MH(OPMALMOHHBIX TEX-
HOJIOTHI;

2) uHpOpMaLIMOHHAs CHCTEMa, pealn3yeMasi ¢ UCIOIb30BAaHUEM TEXHUYECKHX CPE/ICTB;

3) cuctema MoJIoKEHUMH, cofieprKaliasi CBeIeHUsI O TOKYMEHTaxX U ONepalusix ¢ HUMU;

4) COBOKYIHOCTb IPUHIUIIOB U NpPaBWJI, YCTAaHABJIMBAIOUIMX €AMHbIE TpeOOBaHUS K JIOKY-
MEHTHPOBAHUIO U OPTaHU3alnU paboThI C TOKYMEHTaMU

12. briaHKOM NIPEANPUATHS SBIISIETCS

1) nuct 6ymaru ¢ 3apaHee BOCIIPOU3BEACHHBIMU PEKBU3UTaMH 00 OpraHu3alunu-aBToOpE;

2) ounmanbHbIi JOKYMEHT, OTHPABICHHBIA APYTHUM OpraHU3aLUsIM;

3) Mozienb IOCTPOEHUS JOKYMEHTA, yCTaHaBIMBaroas GopMaThl, pa3Mepbl IOJIEH U ero oc-
HOBHBIE PEKBU3UTHI;

4) ’KypHas, COCTaBJICHHBIN MO OMpeaesIeHHON (opMe U COACPIKAITUN CBEACHUS O JIOKYMEH-
Tax U ONepanusx ¢ HUMU

13. IIpu yrinoBoM (ps1iaroBOM pacrioioxKEHUN PEKBU3UTOB

1) Bce cTpoku GJlaHKA HAUMHAIOTCS OT T'PaHMIIbI JIEBOTO TOJIA, MPaBbIil Kpail He BHIpAaBHUBA-
eTcs;

2) BCe PEKBU3UTHI BEIPABHUBAIOTCS OTHOCUTEIBHO CEPEIUHBI JINCTA JOKYMEHTA;

3) pPeKBHU3UTHI pacroiaratoTcs Mo BCel IIUPUHE JINCTA C PaBHBIM yJaJIeHUEM Kaxa10i CcTpo-
KM OT JIEBOT'O U IIPaBOTO IOJIS;

4) peKBU3UTHI pacIoyiararoTcsi Ha CBOOOJHOM BEPXHEM I10JIE JIUCTa

14. Ykaxute, kakoi u3 pekBu3uTOB, cormacHo ['OCT P 7.0.97-2025, umeeT mopsaKOBBIii
Homep 05

1) nzo0paxenue I'ocynapcTsenHoro repda PO;

2) nzobpaxxeHne SMOIEeMbl IPEANPUATHUS;

3) uzobpaxenue repba cyorekra PD;

4) HaMEeHOBaHNE OpPraHU3aINH

15. Jlnst GonpIIMHCTBA JOKYMEHTOB PEKBU3HUT «PerucTpanioHHbIi HOMEp TOKyMEHTa» Ipo-
CTaBJIsI€TCS B 3ar0JIOBOYHOM YacTu

1) Huxe pexBu3uTa «Jlara JOKyMEHTa» OT IPaHULIbI JIEBOTO MOJIS;

2) BbIlIE pEeKBU3NTA «JlaTa TOKyMEHTa» OT IPAHULIBI JIEBOTO MOJIS;
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3) HuKe pekBU3HTA «/laTa TOKyMEHTa» OT IPaHULbl IPABOTO MOJIS;

4) Ha OTHOM YpOBHE C pEKBU3UTOM «/laTa nokymeHTa»

16. PexBU3UT «pe30IIOLHS» pacnoiaraeTcs

1) Ha nocaeiHEM TMCTe JOKYMEHTA 110 PEKBU3UTOM «aJipecary;

2) Ha 1IepBOM JIUCTE JOKYMEHTA HaJl PEKBU3UTOM «aJipecar;

3) Ha mocCJeIHEM JIUCTE TOKYMEHTA [10/] PEKBU3UTOM «HAaUMEHOBAHHUE BUJIa JOKYMEHTA;

4) Ha IepBOM JIUCTE JOKYMEHTA M0 PEKBU3UTOM «apecar»

17. B pacniopsIuTeNIbHBIX TIOKYMEHTAX, a TAKXKE JOKYMEHTaX, aJ[pECOBAaHHBIX PYKOBOJCTBY,

H3JI0KECHHUE TCKCTa JOJI2)KHO HATHU OT

JIaM;

1) nepBoro jMa €AMHCTBEHHOTO JIHULIA;

2) TpeTbEro Jaula €AUHCTBEHHOIO YHCIIA;

3) nmepBoro JMia MHOXKECTBEHHOI'O YHCIIA;

4) TpeTbero auIia MHOXKECTBEHHOIO YHCiIa

18. TekcToM ynpaBiIeHUECKOTO JOKYMEHTA SIBJISICTCS

1) nepedeHs (CIUCOK) KaKUX-THOO JaHHBIX, PACTIONIOKEHHBIX B OTPE/ICICHHOM IOPSIKE;

2) 3auKcUpOBaHHAs HA MaTepUAIbHOM HOCUTENE HH(OPMAIUs 0 YCTaHOBICHHBIM IPaBU-

3) BBIpa)K€HHOE CPEICTBAMHU JICJIOBOIO SI3bIKa COJIEPIKAHUE YIIPABIECHYECKUX JICHCTBUIA;
4) mpou3BOJCTBEHHAs, yIIpaBJICHUECKas! WM MHAs MHPOPMAIUs, UCTIONb3yeMast IJIsi TOCTH-

KCHUA KOMMCPUYCCKHX eiaeu

19. PEeKBU3UT «3arojioBOK K TEKCTY» JOJDKEH COTJIACOBBIBATHCS
1) c HauMeHOBaHMEM BU/1a JOKYMEHTA;

2) C TEKCTOM JIOKyMEHTA,

3) ¢ pyKOBOJIUTENEM IIPEIIPUATHS;

4) ¢ copepKaHueM MPUIIOKEHUM

20. Kakue 13 yka3zaHHBIX JOKYMEHTOB MOJIJIEKAT YTBEPIKACHHIO
1) pacriopsbxeHus;

2) 3a7aHus;

3) aKThl pEeBU3HIA;

4) cnpaBku

Bpewms BeimonaHeHust — 25 MUHYT

IIpuMepbI OLIEHOYHBIX CPEACTB JIsl IPOBEIeHHs MPOMEKYTOYHOM aTTeCTAlNH

5.7 KonTpoabHasi padora Nel
1. TlpoemuTe KiIacCH(PHUKAIMIO MPEUIOKEHHOTO TPEToaBaTeieM IaKeTa JIOKYMEHTOB,

OIMMIIMUTE HX OCHOBHBIC KHaCCI/I(I)I/IKaLII/IOHHBIC IMPU3HAKHU.

2. CocraBbre hopMyisip-oOpaser] peKBU3UTOB 3ar0J0OBOYHON YaCTH JOKYMEHTa COTJIACHO

I'OCT P 7.0.97-2025

3. CoctaBbTe (hopmysip-00pa3zerr peKBU3UTOB OPOPMIISIONICH YaCcTH JTOKYMEHTa COTJIaCHO

I'OCT P 7.0.97-2025

4. Odopmure obpasen mnpukaza PyKOBOIUTENS OPTaHW3alMHA IO BOMPOCAM H3MEHEHHS

pexxuma paboTbl

5. OdopmuTte obOpaszerr nprkasa Mo OCHOBHOH JCSITEIIBHOCTA OPTaHU3AIIN

Odopmure oOpazel] pacopsHKEHHS 3aMECTUTENST PYKOBOIUTEINSI OpraHU3allun
Odopmurte o0pasert penieHns KOJUIETHATFHOTO OpraHa YIpaBJICHUsT OpTaHU3aIiH
Odopmure obOpaser cipaBKu 0 pocTe 00bEMOB POAAK KOMIAHUH 32 MECSI/KBapTall
Odopmute oOpazer crpaBKu O CTake pabOTHI COTPYIHUKA KOMITAHUH

10 Odopmure obpaser cipaBku 00 00beMe JOKYMEHTO000POTa OPTaHU3AINH 32 MECSII

11. Odopmute obpaser] JOKIaHON 3aTUCKH 00 YBEIIMUEHUU YUCIEHHOCTH OT/Iela MpOoaaK

© N

KOMITaHUHA B CBA3U C pOCTOM YHCJIa KIIMCHTOB
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12. Odopmute oOpazen TOKIATHON 3aIMCKH O BHIMOJHEHUN OTACIOM KOMIIAHUHU TTPOMEKY-

TOYHOI'0 2Talla NPOCKTa

13. Odopmure obpaser] JOKIATHON 3aMUCKA O HAPYLIEHUU COTPYIHUKOM TPYIOBOU JHC-

OHUITIIMHBI

CpOK

14. Odopmute oOpazer; 0ObSICHUTEIHHOM 3alUCKU O MPUYUHAX HEBBITOJHEHHUS PaOOTHI B

15. OdopmuTte oOpaser mucbMa-3anpoca KOMITAHHHN

16. Odopmure obpazel rapaHTHIHOTO TUChMa KOMITAHUU

17. OdopmuTte ob6paszen nHGOPMAITMOHHOTO MHUChMa KOMITAHUH

18. OdopmuTte oOpaserr MucbMa-HAIIOMUHAHKUS KOMIIAHUN

19. Odopmure obpazel muCbLMa-MPUTIANICHUS KOMITAHUN

20. OdopmuTte obOpazelr nmuchbMa-peKIaMaii KOMIIAHUN

21. Odopmute o0Opazer Ciry>keOHOM T0BEpEHHOCTH

22. Odopmute oOpazel akTa mpueMa-rnepeay T0KyMEHTOB

23. OdopmuTte oOpaserr akTa CIIUCAHHUs MaTEPUATBHBIX IIEHHOCTEH

24. TlpoBecTH OLICHKY MPaBHJILHOCTH OGOPMIICHUS IMPEIUIOKEHHOTO MaKeTa JOKYMEHTOB,

BBISIBUTE OIIMOKH U JaThb KOMMCHTapI/IfI

Bpewms BeinmonHenus — 30 MUHYT

5.8 Tecmoeoe 3aoanue Ne2
Bapuanm 1.
1. B mpotiecce opraHu3aniiOHHON NESTEIBHOCTH MPEANPUIATUS (HOPMUPYETCS KOMIUIEKC Op-

TaHHU3allMOHHO-IIPABOBLIX JOKYMCHTOB, K KOTOPBIM OTHOCATCA

1) 1OMKHOCTHBIE HHCTPYKIIMU COTPYAHUKOB MPEATIPHUATHS;

2) aKkTbl pEBU3HI U IPOBEPOK;

3) npotokosl 3acenanuii CoBera TUPEKTOPOB;

4) pacriopspKeHUs JUPEKTOPA MPEANPUSATHS;

5) ycTaBbl OpraHu3anuu

2. OCHOBHBIM Ha3HaUYEHHEM PACTOPSAUTENBHBIX TOKYMEHTOB SIBJISIETCS

1) ompeneneHue craryca OpraHu3aly, €€ CTPYKTYphI, paB U 00s3aHHOCTEH paOOTHUKOB

IPEANPHUSTHS;

2) coolIieHne cBelleHnH, MOOYKIAIOIMINX MTPUHUMATh OMPE/IEICHHbBIE YIIPaBICHYECKUE pe-

IICHHUS,

3) peryjinpoBaHue U KOOpAUHAIUA OACATCIIbHOCTH, ITO3BOJIAIOIIAA OPraHy YIIPABJICHUA obec-

MNEYMBATh pCAIN3alUIO TTIOCTABJICHHBIX IIEPEI HUM 3a1a4,

4) peanuzanusa WHGOOPMALIMOHHBIX CBSI3€H MEXKy OpraHU3alusIMU
3. PykoBoaMTENN MPEANIPUATHN U OpTraHU3ALUNA HU3JAI0T CJICIYIONINE BUJIBI PACTIOPSIATEIb-

HBIX TOKYMCHTOB

1) mpukasbl, pacropsKEHUsI, POTOKOJIHI;

2) mpUKa3bl, paCOPSKEHUS, YKa3aHUS;

3) npuKasbl, MPOTOKOJIbI, HHCTPYKITUU;

4) pacriopsiKEeHUs, PEIICHUS, OT3bIBBI

4. ITpuka3zoM Ha3bIBaETCS

1) MOKyMeHT, cOCTaBIsIEeMblii HECKOJIBKUMHU JTUIIAMH U MOATBEPKAAIOIINN YCTAaHOBICHHBIS

UMU (GaKThl LU COOBITHUS;

3a1ad4;

2) mpaBOBOM aKT, U3JaBaeMbIi JJIs1 Pa3pelIeHUs OMEPATUBHBIX BOIIPOCOB;
3) mpaBOBO# aKT, M3aBa€MbIii PYKOBOIUTEJIEM B IENISAX Pa3peIICHHs MPOU3BOJICTBEHHBIX

4) NOKyMEHT, aJpeCOBaHHBIN PYKOBOJIUTENIO IPEANPUITHS, COACPKAIIUN U3JI0KEHNE KaKo-

ro-oo BOIIpOCa C BbIBOAAMU U MPCAJIOKCHUAMN COCTABUTCIIA

5. O06s3aTeIbHBIMUA PEKBU3UTAMHU MPUKA3a IO OCHOBHOM JCSITEIIBHOCTH SIBIISTFOTCS
1) HauMeHOBaHME BUA TOKYMEHTa, HOMED, JaTa, MOJIUCh, [1eYaTh;
2) HOMED, J1aTa, 3ar0JIOBOK K TEKCTY, TeKCT, IMMOITUCH, TIeYaTh;
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3) HauMeHOBaHUE BUJIA IOKYMEHTA, J1aTa, IOIUCh, [1e4aTh, BU34;

4) HauMeHOBaHME BHJIA TOKYMEHTA, []aTa, HOMEp, 3ar0JI0BOK K TEKCTY, IOANKCH. BU3a

6. B pacniopsiinTenbHON 4acTH TEKCTa MPUKa3a COAECPIKUTCS

1) ccpbuika Ha HOPMATHBHBIN PABOBOM aKT BBINIECTOSIICTO OPraHa;

2) bopMynMpoBKa Lielel U 3a/1a4, CTOAIIMX [epeJl OpraHu3auei;

3) nopy4yeHue pyKOBOJUTENS U CPOK €T0 BBIMOTHEHUS;

4) onucanue (HakTOB UM COOBITUH, MOCTYKMBIIUX IPUYMHON N31aHUS ITPUKa3a

7. IlocnenHUM MyHKT paclopsAUTEIbHON YaCTH IIPUKA3a BKIOYAET

1) HauMeHOBaHUE TOJKHOCTH, (PaMUIIMH UCIIOTHUTEIIS;

2) coaep:KkaHue MOPy4YEHUs: pyKOBOAUTEIIS;

3) CpOK BBIIIOJHEHUS NOpY4YeHUsI4

4) HauMeHOBaHKE JIOJDKHOCTH JIMIIA, OTBETCTBEHHOI'O 32 UCIIOJHEHUE JAHHOTO MPHUKa3a, ero
WHUIUATEI 1 (DaMUITHIO

8. IIpoTokosioM 3acenaHust Ha3bIBaETCs

1) mpenBapUTENbHBIN BapuaHT 1OKYMEHTA, IPEeJHA3HAYEHHbIHN /111 paCCMOTPEHUS

2) NOKYMEHT, (PUKCUPYIOIIMNA X0/ 00CYXJIE€HHsI BOIPOCOB U IMPUHATHS PELIeHU Ha cobpa-
HUSIX, 3aCEJaHUSAX KOJUIETHaJIbHBIX OPIaHOB;

3) 1OKyMEHT, IPUHUMAEMbIil KOJJIETHAIbHBIM OPraHOM B LIEJSX PELIEHUs POU3BOJICTBEH-
HBIX BOIIPOCOB, 33/1a4;

4) NOKyMEHT, cozieprKaliuii 0000IIeHHbIE CBEICHHS I10 OAHOMY BOIIPOCY

9. OtMmethTe, Kak OyzeT yKa3bIBaThCS JaTa B IPOTOKOJIE 3acelaHMsl, €CJIM OHO MPOJOoJIKa-
JIOCh HECKOJIBKO JHEH

1) yka3piBaeTCs 1aTa Havaja 3aceaHus;

2) yka3bIBaeTcs JjaTa OKOHYAHUS 3ace/laHMs;

3) maToii mpoTOoKoJIa OyIEeT SIBISATHCS J1aTa €ro MOANKUCAHMS MTpeJIceIaTeleM;

4) yka3bIBalOTCs J1aThl HayaJla 1 OKOHYaHMS 3aCeAaHus

10. O0s3aTeNnbHBIMU PEKBU3UTAMHU aKTa SBISIOTCA

1) Ha3BaHMe BUAA JOKYMEHTA, J1aTa, 3ar0JIOBOK K TEKCTY, OJIHUCh, IeUaTh;

2) Ha3BaHWE OpraHM3alluM, Ha3BaHUE BMJA JIOKYMEHTa, JlaTa U PETUCTPALMOHHBIA HOMED,
MOJIINCE;

3) Ha3BaHME OpraHM3alK, Ha3BaHUE BUJIA JOKYMEHTA, PETUCTPALIMOHHBIA HOMED, aJpecar;

4) Ha3BaHME BUJa JOKYMEHTA, 3aT0JIOBOK K TEKCTY, PE30JIIOLUs, TPUQ YTBEPKICHHS

11. AKT cunTaercs NpUHATHIM U BCTYNAET B IEUCTBUE

1) mocne ero noAnucaHus BCEMH YWiIEHAMH KOMUCCHH;

2) ¢ MOMEHTa Haydaja cOObITHS, ONUCHIBAEMOIO B aKTE;

3) c MOMEHTa MOANUCAHHS aKTa PYKOBOIUTEIIEM;

4) ¢ MOMEHTa 03HAaKOMJIEHHSI C COZIEpKAHUEM aKTa BCEX 3aMHTEPECOBAHHBIX JOJKHOCTHBIX
UL

12. CrpaBk#, OTpa)aronyue OCHOBHYIO (ITPOM3BOJICTBEHHYIO) NEATEIBHOCTh MPEIPUSITHSA,
MOTYT OBITh

1) BXOASIIIUME 1 UCXOISIAMHU;

2) IpOCTBIMU U CIIOKHBIMU;

3) BHYTPEHHUMH U BHEITHUMH;

4) TpadapeTHBIMU U UHAWBUIYATbHBIMU

13. 3akitoueHue KOMMEPUYECKOTr0 KOHTpaKTa OObIYHO HAYMHAETCS C HaIlpaBlIeHUsI OQepThI,
KOTOpask MPEJCTaBIsET COOO:

1) 1OKyMeHT, (PUKCUPYIOLINII CcOTJallleHne CTOPOH 00 YCTAHOBJIEHWH KaKUX-THOO OTHOIIE-
HUI U UX PEryIUpOBaHUHY;

2) TOKYMEHT, COJIepKalllfii ONMCAaHUE UK TTOATBEPIKICHUE KaKUX-IIMOO COOBITHIA;

3) IOKyMEHT O HapyLICHUAX, JOMYIICHHBIX IPU OTKPBHITHH PACYETHOTO cUYeTa B OaHKE;

4) NMCbMEHHOE NPEJIOKEHHUE O 3aAKJIFOUEHUN KOHTPAKTA Ha ONPEEICHHbBIX YCIOBUAX

14. CnyxeOHas nepenucka opraHu3anuu 00ecrneunBacT

39



1) cooOiieHne cBeeHU, TOOYKIAIOIINX TPUHUMATE ONPEIEICHHBIC YIIPaBICHUYCCKUE pe-

IICHHUS;

2) ompenereHHe cTaryca OpraHM3alllM, €€ CTPYKTYphl, MpaB U 00si3aHHOCTEW paOOTHUKOB

HIPEANPUATHS;

3) onepaTuBHBINA HH(GOPMAITMOHHBIN OOMEH MEXKIY OpraHU3aIUsIMU;

4) TOKyMEHTUPOBAHUE M OPTaHU3AIUIO PAOOTHI ¢ OPHUIIMATEHBIMHA JOKYMEHTAMU

15. PexBU3UT «AapecaT MpH YII0BOM PACIONIOKEHIUN PEKBU3UTOB OJIaHKa pacrojaraercs
1) B mpaBOM BepXHEM YTy,

2) B JIEBOM BEPXHEM YTIIy;

3) Ha cBOOOIHOM MECTE B 3ar0JIOBOYHON YacTHU JJOKYMEHTA;

4) B HIDKHEM JIEBOM YTIy

16.Ykaxute, kKakoil BUJ MUChMa OyAET COCTABIATh OaHK C IEJIbIO MOJYyYEHUS! KaKUX-I100

O(bI/II_[I/IaJ'IBHBIX CBCI[GHI/Iﬁ WM JOKYMCHTOB

HUS;

1) mucbMo-TIpochOY;

2) nuceMo-TpeOOBaHUE;

3) nMCbMO-TIpEI0KEHUE;

4) nmuchbMO-3ampoc

17. Pexnamaniveil Ha3bIBaeTcs CIy)eOHOE MHUChbMO

1) xoTopbIM aBTOp HH(POPMUPYET aapecara 0 KaKUX-JINO0 COOBITHSIX MU (paKTax;

2) conepaxaliee 0053aTeNbCTBO UIIH MTOATBEPKACHUE Yero-iudo;

3) coneprkaliee MPETeH3UIO O MMOBOIY OOHAPYKEHHBIX JC(PEKTOB B IMOJTYYCHHBIX TOBapax
4) HanpaisieMoe NOTEHIMAIbHBIM MAPTHEPAM IIPU 3aKIFOUYEHUH JI0TOBapa

18. IlpenBapurenbHOE pacCMOTPEHNE BXOISAINX JOKYMEHTOB IIPOBOJUTCS C LIETIBIO

1) perucTpanum BXOJIAIIEr0 JOKYMEHTA;

2) NpOBEPKU KOJIMYECTBA JINCTOB MOCTYNUBILIErO JOKYMEHTA;

3) NOAIMIMBKY JOKYMEHTA B JIEJIO;

4) pacnipeieieHU TOKYMEHTOB Ha PETUCTPUPYEMBIE U HEPETUCTPUPYEMBbIE

19. Perucrpanust TOKyMEHTOB — 3TO

1) npocraBieHue HEOOXOUMBIX PEKBU3UTOB, YCTAHOBJIEHHBIX MTPaBUJIAMU IOKYMEHTUPOBa-

2) 3amuCh YYETHBIX JAHHBIX O JIOKYMEHTE M0 YCTaHOBJIEHHOU (opme, pukcupyromas Haxt

€T0 CO3aaHus UIIN IMOJIYYCHU,

3) ykazaHue nojrydaresnsi JOKyMEeHTa MyTeM MPOCTAaBICHUS PEKBU3UTA «AIpecaTy;
4) paccMOTpeHHE MTOCTYMUBIINX JOKYMEHTOB PYKOBOUTENIEM
20. Ykaxure, kKakyro GOpMy perUCTpallii JOKYMEHTOB YJ00HEE MPUMEHATHh B HEOOJIBIINX

OpraHHu3aluiax:

1) ueHTpaIM30BaHHYIO;

2) AeueHTpaNTN30BaHHYIO;

3) cMelaHHy1o;

4) MHIMBUIYAIbHYIO

Bpewms BoimonHenus -30 MuH

Bapmuanr 2.

1. Kakue u3 nepedyncieHHbIX JOKYMEHTOB HE TIOJUIEKAT pErucTpanuu

1) mpaiic-nucThl;

2) nporpaMMbl KOH(pEpEHIHii;

3) ¢buHaHCOBast OTYETHOCTH OT/AEICHUN U (PUINAIOB OpraHU3allHH;

4) 3ampoChl BBILIECTOSIIIUX OPraHU3aINi

2. J1ng ucnoHeH!s EPUOANYECKH CO3JaBAEMbIX JOKYMEHTOB (HAallpuMep, CTaTUCTHYECKON

¥ ()MHAHCOBOI OTYETHOCTH) YCTAHABIUBAIOTCS

1) uHAMBUAYAIbHBIE CPOKU;
2) yCIIOBHBIE CPOKH;
3) TUTIOBBIE CPOKH;
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HEM

4) ¢pukcupoBaHHBIE CPOKH

3. Homenknarypa fen npecTaBisieT cooon

1) COBOKYITHOCTb JOKYMEHTOB, COPMHUPOBAHHBIX 110 KAKOMY-JIMOO MPU3HAKY;

2) cucTeMaTU3UpPOBAaHHBIN [I€PEUEHb 3ar0JI0BKOB JI€J C YKa3aHUEM CPOKOB UX XPAHEHUS;

3) COBOKYITHOCTb AEHCTBHM, 00€CIIEUMBAIOIIUX CBOEBPEMEHHOE HCIIOJHEHNE IOKYMEHTA;

4) COBOKYITHOCTb JJaHHBIX, 3aIIMCAHHBIX HAa MAIIMHHOM HOCHUTEJIE 0]l OIIPE/IECICHHBIM HMe-

4. JIoKyMeHTBI BHYTPH JI€J1a MOT'YT paclojararbes:

1) B XpOHOJIOTHYECKO MOCIIEA0BATEIHHOCTH;

2) B asihaBUTHOM MOCIIEIO0BATEIIPHOCTH;

3) 110 OPSIIKOBBIM HOMEpPAM,;

4) Bce BEPHO

5. YTBepKIeHHass HOMEHKJIATypa JeJl OpraHU3alui MOXET JIEHCTBOBATh:

1) oguH rop;

2) Tpu roja;

3) nATh JIeT;

4) necAatpb JeT

6. naexc nena npocTaBisieTcsi B COOTBETCTBHUHU:

1) c HOMeHKJIaTypoil 1e;

2) ¢ UHAEKCOM MEPBOro JOKYMEHTA B JIETIE;

3) ¢ UHIEKCOM TMOCJIETHETO TOKYMEHTa, TOMEIaeMOro B JIETIE;

4) co crienuanbHBIM PACIIOPSHIKEHUEM PYKOBOIUTEINS MOAPA3ICICHUS

7. Ha3oBuTe, Kakue WX MEPEYHCICHHBIX JOKYMEHTOB MOTYT OBITh IMOALINTHI B OJTHO JIEIIO
1) HOKyMEHTBI, OJJIeKAIIIE BO3BPATY;

2) 4epHOBUKHU JOKYMEHTOB;

3) AOKYMEHTBI, paboTa M0 KOTOPHIM 3aBEPILICHA;

4) TOKYMEHTHI pa3HBIX CPOKOB XpaHEHUS

8. IlnaHbl ¥ OTYETHI IPEANPUATHS XPAHATCS B JIeTax

1) Toro rona, B KOTOPOM JaHHBIE IJIAHBI U OTYETHI OBLIIM COCTABIIECHBI;

2) Toro roja, B KOTOPOM JaHHBIE TIIAHBI U OTYETHI YTBEPIKIAIIHCH;

3) Toro nmepuo/ia, KOTOPBIN ONPEETUT PYKOBOICTRBO;

4) Toro nepuoja, K KOTOPOMY OHU OTHOCSTCS 110 CO/IEPIKAHUIO

9. DkcnepTHas KOMHUCCHSI OpraHU3alluy J0JKHA BKIIIOYaTh HE MEHEe:

1) nByX YenoBeK;

2) Tpex 4eNoBeK;

3) "eThIpex YeNoBeK;

4) nATH YeI0BeK

10. K nokymeHTam 10JIrOBPEMEHHOTO XPAHEHHUs, IEPEJaBAEMbIM B apXUB, HE OTHOCUTCS
1) Oyxrantepckasi OTYETHOCTh IPEATIPUSATHS,

2) TOKYMEHTHI 110 TUYHOMY COCTaBY;

3) nenoBasi nepenucKa npeanpusIThs;

4) ToI0BBIC TUIAHBI U OTYETHI TPEATPUITHS

11. Omnpenenenne cpoKOB XpaHEHUS JOKYMEHTOB OpPraHU3aluy IPOU3BOAUTCS:

1) B cootBercTBHH ¢ «Ilonmoxxennem 06 ApxuBHoM onae PO»;

2) B COOTBETCTBUU C TPEOOBAHUSAMHU U MPaBUIIAMHU paOOThI BEIOMCTBEHHBIX ApPXHUBOB;
3) MOCTOSIHHO ACMCTBYIOIIEH SKCIIEPTHOM KOMHUCCHEH, CO3AaBaeMOl pyKOBOAUTEIEM TPe/-

MPUATUA

3€.

THH;

4) CAUHOJJMYHO PYKOBOIUTCIICM HNPCANIPUATHA B CIICHUAIIBHO U3aBACMOM Il 3TOTO ITPUKaA-

12. ApxuBHas cnpaBka — 3TO:
1) nOKyMeHT, cofep Kaliil OMUCAHNEe WIN MOJATBEPXKIECHUE TE€X MM MHBIX (DAKTOB, COOBI-
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2) odunmanbHO 3aBEPEHHBIN JOKYMEHT, COJIEpP)KAINi TMOATBEP)KICHUE CBEICHUM, OTHOCS-
HIMXCS K IPEIMETY 3alpoca ¢ yKa3aHUEM IOUCKOBBIX JaHHbIX;

3) AOKYMEHT, MOJHOCTHIO BOCIIPOU3BOASIIUN HHPOPMAIMIO TOJIMHHOTO JTOKYMEHTa U BCE
€ro BHEIIHHUE [IPU3HAKY;

4) y4eTHBIN TOKyMEHT, COJIepKalUil epeyeHb TOKYMEHTOB C yKa3aHHUEM UX MOPSIKOBBIX
HOMEPOB, UHJIEKCOB, HA3BAHU I

13. JIokyMeHTOOOOpOTOM Ha3bIBACTCS:

1) nBuKEHME TOKYMEHTOB B OpraHM3allMM C MOMEHTA UX CO3/IaHUS WIM IOJIyd4eHUs 10 3a-
BEpILICHUS UCTIOTHEHUS WU OTIIPABIICHUS;

2) cBOJ MpaBUJI, B COOTBETCTBUU C KOTOPHIMU MMPOUCXOUT ABM)KEHHE JJOKYMEHTOB B Opra-
HU3ALUN;

3) COBOKYITHOCTb JEHCTBHI1, 00€CIeYnBaIONINX CBOEBPEMEHHOE 0(hOpMIICHUE IOKYMEHTA;

4) npocTaBiieHHEe HEOOXOUMBIX PEKBU3UTOB, YCTAHOBJICHHBIX IPAaBUIAMHU JJOKYMEHTHPOBA-
HUS

14. K kauecTBEeHHBIM XapaKTEPUCTUKAM JJOKYMEHTOO0OPOTa OTHOCSTCS:

1) cnoco6 nepenaun u 00pabOTKU JOKYMEHTOB;

2) BpeMsl UCIIOJIHEHMSI IOKyMEHTOB;

3) UHTEHCUBHOCTh TPYyJa COTPYIHUKOB, 3aHATHIX MOATOTOBKOW U 00pabOTKON KOppecmoH-
JICHIINH;

4) nepuoOaNYHOCTD U HAMIPABIEHHOCTDb JBUKECHHS JOKYMEHTOB

15. [locTynarorniye B OpraHU3aiuio JOKyMEHTBI 00pa3yroT:

1) moTOKM BHYTpEHHEH TOKYMEHTAIUU;

2) MOTOKU BXOASAIICH TOKYMEHTAIIUU;

3) NOTOKU UCXOASIIEH JOKYMEHTAIIUH;

4) BepTUKaJIbHbIE IOTOKU JTOKYMEHTALIUU

16. O6paboTKka MoCTynaroImel B OpraHU3aluio0 KOPPECIOHICHIIMN BKJIIOYACT CIIETYIOLIIe
orepanuu

1) BU3UpoOBaHUEe JOKYMEHTA U MOANUCAHNE €T0 PYKOBOIUTEIEM;

2) ucTioHEHUE U 00ecreueHne KOHTPOJIS UCTIOTHEHUS JOKYMEHTA,

3) obecrieueHne NPaBUIIbHOTO XPaHEHUs OCTYUBIIETO JOKYMEHTA;

4) paccMOTpeHue TaHHOW KOPPECHOHJIEHIIMN PYKOBOIMUTENEM M OpraHM3allis O3HaKoMIe-
HUS UCTIOJTHUTENEH C TOKyMEHTaMU

17. IlpenBapuTenbHOE PACCMOTPEHHUE BXOASIINX TOKYMEHTOB MPOBOIUTCS:

1) pyxoBoaMTENEM OpPraHU3aINH;

2) COTPYIHUKOM CIYKObl JOKYMEHTALIMOHHOTO O00ECIEeYeHUs MPEANPUATUS WIH CeKpeTa-
peMm;

3) UCHIOJTHUTEIIEM IaHHOTO JIOKYMEHTA;

4) oTmpaBUTENIEM JIAHHOTO JOKYMEHTA

18. IIpu xknaccuduxaum JOKyMEHTOIIOTOKOB 10 HAPABJICHUIO BBIICIISIOT:

1) BXOoasiIue JOKYMEHTOIIOTOKH;

2) uCXosIIMe JOKYMEHTOIIOTOKH;

3) ropu3oHTaJIbHBIE JOKYMEHTOIOTOKH;

4) BHyTpeHHUE TOKYMEHTOIIOTOKH

19. YcaoBHBINH 00beM TOKYMEHTHPOBaHHONW HH(POPMALIUU MOKET IMOACYUTHIBATHCS HA OCHO-
BE

1) co3maHHBIX B OpraHU3aIuu JOKYMEHTOB U UX KOMUH;

2) 3aperucTpupoOBaHHBIX JOKYMEHTOB B PETUCTPALIMOHHBIX 0a3ax MpeanpUsTHS;

3) moacyeTa HeperuCTPUPYEMBbIX TOKYMEHTOB B JIeNax;

4) Bce BEpPHO

20. ITox koHpUIEHIMATBHBIM TOKYMEHTOM ITOHUMAETCS

1) 3adpukcupoBaHHas Ha MaTepUaIbLHOM HOCHUTENEe WH(OpMaIUs, TO3BOJIAIONIAs €€ HWJICH-
TU(PUITPOBATD

42



2) HEOOXOAUMBIM CTIOCOOOM O(OPMIICHHBIM HOCHTENb JTOKYMEHTHUPOBAHHON WMH(OpMAaInu,
co;lepxcamm‘/’l CBCACHUA OTPAHUYUCHHOTO JOCTYyIIAa NI UCTIOJIb30BAHU,
3) odunmanbHBI TOKYMEHT, HE BBIXOISIIMNA 3a MPEIeNbl MOJITOTOBUBIICH €ro OpraHu3a-

LHH;

4) mpaBOBOM aKT, M3/IaBa€Mbli CIUHOJIMYHO PYKOBOJIUTEIEM IMPEIIPUATHS B IESIX pa3pe-
[ICHHS OPTaHU3aIMOHHBIX, ((MHAHCOBBIX M UHBIX BOIPOCOB
Bpewms Beimonnenus — 30 MUHYT

6. Kiaroun x OLCHOYHBIM CpeacTBaM AJA IPOBEACHUSA TeKymeﬁ arTrecranuun

5.1 Bonpocs! s yCTHOrO onpoca:
Kpurepun oueHuBaHus:

Brnanenue TeopeTuyeckiM MaTepUAIOM IO U3y4aeMO TPeIMETHOM 00IacTu.

['nmyOuHa U MONHOTA PACKPBITUS BOIPOCA/TEMBI.

YMeHne noap30BaThes MpodhecCHoHAIBHON TEPMUHOIOTHEH.

YMeHue 00bSACHATh CYLHOCTD, IBJICHUH, IPOLIECCOB, COOBITHI, AenaTh BbIBOJBI U 0000-

EeHHA, apTYMCHTUPOBAHO OTCTAaWBATh CBOIO TOUYKY 3pPCHUA, Y6CIII/ITGJII>HO OTBCYATHL HaA BOIIPOCHI
npernoaaBaTeis.

CreneHb BJIAJCHUS MOHOJIOTHYECKOI PEYBIO; JIOTMYHOCTDb U IMOCJICAOBATCIIBHOCTb HU3JI0-

JKCHUA TCOPECTUUCCKOIO MaTrcpurasia.

YMeHue npuBoAUTH IPUMEPHI COBPEMEHHBIX MTPOOJIEM N3ydaeMoi 001acTH.

5.2 TeMBbI KOHCTIEKTOB
KpnTeplm OLlEHUBAHMS:

3aluIo.

Branenne TeopeTHUeCKMM MaTEpPUAIOM IO U3ydaeMoi MpeIMETHON 00IacTH.

['myOuHa ¥ MONHOTA PACKPBITUS BOMPOCA/ TEMBI.

YMeHue noiab30BaThCs NPOPECCUOHATBHON TEPMUHOJIOTHUEH.

Hcnonb30BaHue B KOHCIEKTAaX MH(OpMAIMK HOPMAaTUBHO-TIPABOBOT'O XapaKTepa.
JIOTMYHOCTB M MOCIIEN0BATEILHOCTD U3JI0KEHUS TECOPETHUECKOTO MaTepuaa.

YMeHue UCToNb30BaTh pa3IMyHble HCTOYHUKH WH(OpPMAILUY, IPOBOAUTE €€ CHCTeMaTH-

CrencHb BJIaJCHUS IUCbMEHHOM PCYbIO; HAJIMYUC TPAMMATHYCCKUX OIIMOOK.

5.3 Iloprdoano:
Kpurepuu onennBanus:

Bnanenue TCOPCTUUCCKUM MAaTCPHUAIOM 110 HsyqaeMoﬁ HpeHMeTHOﬁ o0yacTu u YMCHUC

€ro NPUMEHATh IpHU 0POPMIEHUH 00pa3LIOB JOKYMEHTOB.

3HaHME M YMEHHME II0JIb30BaThCd HOpMaTHBHO-NpaBoBoi nokymeHtauuen (I'OCTHl,

OCTpwi, CTID).

3allH1Io.

CootBerctBue opopmiieHus qokymeHToB TpedoBanusm ['OCT P 7.0.97-2025.
CrereHb COOTBETCTBUS CTPYKTYPHI U PEKBU3UTOB KOHKPETHOMY BUIY JOKYMEHTA.
YMeHue UCronbp30BaTh pa3IudHble HCTOYHUKHA WH(OPMAIIUU, TPOBOJIUThH €€ CUCTEMATH-

CrencHb BJIAJ€HUS THUCbMEHHOM PCYbI0; HAJIIMYUC TPAMMATHYCCKUX OIIMOOK.

5.4 Keiic- 3aqanus
Keiic- 3aganmne Nel
Kpurepun onenuBanus:

Branenue TeopeTnueckuM MaTepHUaioM 0 H3ydaeMOr MPeAMETHON 00IacTH.
['myOuHa ¥ MONHOTA PACKPBITUS BOMPOCA/ TEMBI.

YMeH#ue 1mojap30BaThCs MpodhecCuoHaTbHON TEPMUHOIOTHEH.

JIorn4HOCTB U NOCIIEN0BATEIBLHOCTD U3JI0KEHUSI TEOPETUUECKOTO MaTepuaa.
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— YMeHHe HUCIoJIb30BaTh Pa3iInuYHbBIC HCTOYHUKHU I/IH(i)OpMaI_[I/II/I, IMPOBOAUTHL €€ CUCTEMATH-
3aluIo.
— Crenennp BJIaACHUS MMMCHbMCHHOM PE€YbI0; HAIMYUE I'PaMMAaTHUYCCKUX OIIMOOK.

Keiic- 3aganmne No?2

Kpurtepuu oneHnBanus:

— Bragenue TeopeTHyecKuM MaTepUaJOM IO M3y4aeMOW MPeIMETHOM 00lacTu U yMEeHHE
€ro MPUMEHATH MPU 0(hOPMIIEHUH 00pa3IOB JOKYMEHTOB.

— 3HaHME W YyMEHHE IOJb30BaThCs HOpPMATUBHO-TIpaBoBOM mokymeHTtanuend (I'OCThi,
OCTpwi, CTID).

— CoortserctBue opopmierus 1okymenToB TpedoBanusm ['OCT P 7.0.97-2025.

— CTeneHb COOTBETCTBUS CTPYKTYPBI U PEKBU3UTOB KOHKPETHOMY BUJTY TOKYMEHTA.

— VYMeHue HCIO0JIb30BaTh Pa3InYHbIE UCTOYHUKH UH(POPMALIUH, TPOBOIUTH €€ CUCTEeMAaTH-
3allUI0.

— CreneHp BIaICHUS MTUCbMEHHOM PEUbl0; HATWYHE TPAMMAaTHYECKUX OIIHOOK.

Keiic- 3ananmne Ne3

Kpurepun ouenuBanmsi:

— Biiagenue TeopeTHyeCKUM MaTEpUaJIOM 0 M3ydaeMOM MPEIMETHOM 00lacTu U yMEHHE
€ro NPUMEHATH pu 0hOPMIICHHH 00pPaA3LIOB JOKYMEHTOB.

— 3HaHME W YMEHHUE I0JIb30BaThCsl HOPMaTUBHO-NpaBoBOi gokymeHTanuein (I'OCTHsr,
OCTpwi, CTID).

— CootBetctBue ohopmieHus ToKyMeHTOB TpedoBanusm ['OCT P 7.0.97-2025.

— CTeneHb COOTBETCTBUS CTPYKTYPBI U PEKBU3UTOB KOHKPETHOMY BUJTY TOKYMEHTA.

— YMeHHe HCIOoJIb30BaTh Pa3InYHbIE UCTOYHUKH WH(POPMALIUH, TPOBOIUTH €€ CUCTEeMAaTH-
3alMIo.

— CreneHb BIaJACHUS MMCbMEHHOM peublo; HAIMYNE rPAMMaTHYECKUX OIINOOK.

Keiic- 3ananmne Ne4

— Bragenue TEOpeTHYECKHM MaTEepPHAIOM IO M3y4aeMOH MpeIMeTHOW 00JIacTh U yMEeHHE
€ro NPUMEHATh IPU PETUCTPALIUU 00Pa3LOB TOKYMEHTOB.

— 3HaHMe M yMEHHE TI0JIb30BaThCsl HOPMATHBHO-TIPABOBOW JIOKYMEHTAIHEH .

— 3nanue TpeboBannii k opopmienunto qokymentos coriaacuo [OCT P 7.0.97-2025.

— YMeHHe UCTIONB30BaTh Pa3INUHbIe HCTOYHUKU HH(POPMAIIHH.

— Crenenn BJIaACHUA NHUCBMEHHOH PCYBIO; HAIINYHUEC I'PAaMMAaTUUCCKHUX OIIINOOK.

5.5 lenroBasi urpa «OCHOBHbIE IOKYMEHTBI YIIPABJICHUSD).

Kpurepun onenuBanus:

— Bragenue TeopeTnyeckuM MaTepUaJOM IO W3ydaeMOW MPeIMETHOM 00lacTu U yMEeHHe
€ro NMPUMEHATH MPU 0(hOPMIIEHUN 00pa3IOB JOKYMEHTOB.

— 3HaHWe W YMEHHUE I0JIb30BaThCsl HOPMAaTUBHO-TIpaBoBoM AokymeHTarueir (I'OCTHr,
OCTpwi, CTID).

— CootBetcTBHue ohopMiIeHHS ToKyMeHTOB Tpeboanusm ['OCT P 7.0.97-2025.

— CTeneHb COOTBETCTBUS CTPYKTYPBI U PEKBU3UTOB KOHKPETHOMY BHU]ly JOKYMEHTA.

— VYMeHue UCNoiIb30BaTh pa3INvHbIe HCTOUHUKHM WH(OPMAaLUU, IPOBOJIUTh €€ CUCTEeMaTH-
3alMIo.

— CreneHb BIaJCHUS MMCbMEHHOM peublo; HAJIMYKME IPaMMaTHYECKUX OIINOOK.

5.6 TecroBoe 3aganmne Nel
Bapuanr 1

Kpurepun oueHuBanus:
1.2)
2.3)
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3.1); 3)
4. 4)
5.1); 5)
6.1)
7.2)
8.1)
9.2)
10. 4)
11.2)
12. 1)
13.2)
14.2)
15. 4)
16. 3)
17.1), 3)
18. 4)
19.2)
20. 3)

Bapuanr 2

Kpurepun ouennBanus:
1);3)

20.2), 3)

IIpuMepbI OLIEHOYHBIX CPEACTB JJIsl IPOBeIeHUS MPOMEKYTOYHOM ATTeCTALMHU

5.7 KouTpoJibHbIE 3aJaHUSA

Kpurepun onenuBanus:

— Bragenue TeopeTnyeckuM MaTepUaJOM IO W3ydaeMOW MPeIMETHOM 00lacTu U yMEeHHe
€ro IPUMEHATH Tpu 0hOPMIICHHH 00pa3IOB JOKYMEHTOB.

— 3HaHWEe W yMEHHE TMOJb30BaThCs HOPMATHUBHO-TIpaBoBOM mokymeHTtanuend (I'OCThi,
OCTs1, CTII).

— CootBetcTBre opopmiieHus nokymeHToB TpedoBanusm ['OCT P 7.0.97-2025.

— CremneHb COOTBETCTBUS CTPYKTYPhI U PEKBU3UTOB KOHKPETHOMY BHU]ly IOKYMEHTA.

— CreneHb BIaJeHUs MUCbMEHHON U YCTHOM peublo; HAIMYUE TPAMMATUYECKUX OMIHOOK.
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5.8 TecToBoe 3amanne Ne2
Bapuanr 1.

Kpurepun oneHuBaHus:
1.1);5)
2.3)
3.2)
4.3)
5.4)

6. 3)
7.4)
8.2)
9.4)

10. 2)
11.1)
12.3)
13. 4)
14.1); 3)
15.1)
16. 4)
17.3)
18. 2); 4)
19. 2)
20.1)

Bapuanr 2

Kpurtepuu onennBanus:
1.1);2)
2.3)
3.2)
4.4)
5.3)
6.1)
7.3)
8.4)
9.2)
10. 3)
11. 2)
12. 2)
13.1)
14. 4)
15. 2)
16. 4)
17. 2)
18.3)
19. 4)
20. 2)



