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1 Hessp, nuiannpyemMble pe3yabTaThl 00y4eHHs 110 AUCHHUIINHE (MOLYJII0)

Ilenp wu3ydeHUs JOUCHMIUIMHBI - TIOJY4YE€HHE TEOPETHYECKUX 3HaHUM B oOjactu
JIeNIOTIPOU3BOACTBa W (OPMHPOBAHHWE KOMIIETEHTHOCTH B paboTe C  YHpaBICHYECKOU
JIOKYMEHTAIUECH.

3amaun U3y4eHHs JUCUUTUIAHBL:

- OCBOCHHUE MOHATUHHOIO anmnapaTa Kypca (MOHSITHE JOKYMEHTa, €ro CBOMCTBa, CIOCOObI
JOKYMEHTHPOBAHUSI; IPAaBUJIa COCTABICHHUS M 0(DOPMIICHHUSI OpPraHU3allMOHHO-PACTIOPTUTEIBHBIX
JIOKYMEHTOB; CHUCTEMa U TUIIOBas TEXHOJOTHs JOKYMEHTALlMOHHOIO 00eCHeueHus YIpaBIeHHUS;
0COOEHHOCTH  JICNIOTIPOM3BOACTBA 1O  OOpameHHsM TpaXAaH ©  KOH(PHIECHIMAIHLHOTO
JIeJIOTIPOU3BO/ICTBA);

- (dopmupoBanre TPOPECCHOHATBHBIX KOMIIETEHIMA B  4YacTH  OQOPMIICHHS
OpraHU3alMOHHO-PACHOPSAUTENBHBIX JOKYMEHTOB B cOOTBeTCTBUHU ¢ AeicTByrommM ['OCTowm;
OCYIECTBIICHHS 00pabOTKH BXOSIINX, BHYTPEHHUX U HCXOISAIINX JOKYMEHTOB, KOHTPOJIS 32 UX
UCIIOJIHEHUEM; O(OPMIICHHS TOKYMEHTOB JUIsl [Iepejaud B ApXUB OpraHU3alum);

- TIpPUMEHEHHE IMOJYYCHHBIX 3HAHUW TMPH pa3peliCHHH Pa3IHYHBIX OPHINYECKUX
CUTYaLUM.

[TmanupyeMbIMH pe3ysbTaTaMyd 0Oy4eHUS MO AUCIHUILINHE (MOIYJIIO), SIBISIOTCS 3HAHUS,
yMEeHUs, HaBbIKU. [lepeueHb MIaHUPyEeMBIX Pe3yJbTaTOB OOyYeHHs MO AUCLUILIUHE (MOIYJIIO),
COOTHECEHHBIX C IUIAHUPYEMBIMH pe3yJbTaTaMHd OCBOCHHUS 00pa3oBaTENbHONW MPOTPAMMBIL,
npezcTaieH B Tadnuue 1.

Tabmuna 1 — Komnerennun, popMupyeMbie B pe3ylibTaTe W3Y4YEeHUS TUCIUILTHHBI (MOTYJIs)

PCSyJ’IBTaTBI O6y‘IeHI/I$I 10 TUCIHUIITIMHE

Kon n Komn
OpMYITHPOBKA
Hazpaume OITOII dopMyaHpoBKa (bﬂg ;[Zlca Eopa Kon
BO, cokpatienHoe
KOMIIETEHIUH JIOCTIDKEHUS pe3yib ®dopmynrpoBKa pe3yibraTa
KOMIIETEeHIIUN
TaTa
40.03.01 TIKB-4 : [1IKB-4.4x : PJI1 3HaHue | HA3BIBATh BHUIBI FOPHIUIECKON
«Opucnpynennusn» | Criocoben Otpaxaer Y MHOU JOKYMEHTAI1H, B
(B-1O1T) BBIIIOJIHATh coJiep>KaHue KOTOPOIi1 OTpaxaeTcs
JIOJDKHOCTHBIE | IOPUIMYECKON oTpeieNeHHast OpUAnIecKas
0053aHHOCTH JIESITETIbHOCTH, B JIESITETIBHOCTD, B TOM YHCIIE
o TOM YHCIIe IporieccyaabHble TeHCTBUS
obecreuenuro | mporeccyanbHeix | PJI1 | YMenue | xapakTepu3oBaTh OCHOBHBIE
3aKOHHOCTH U | JeficTBUH B TpeboBaHuUs K COJEPIKaHUIO
MIPaBOTIOPSIKA, | FOPUAMICCKOHN H IOPUANYECKON 1 MHOM
0e30MMacHOCTH | MHOM JIOKYMEHTAIUH, B KOTOPOH
JIMYHOCTH, JAOKYMCHTAlMH OTpakaeTcs ONpecICHHAs
oOrrecTBa, IOPUINYECKas IeATEIFHOCTD, B
rocynapcTBa TOM YHCJIE TIPoIiecCyaabHBIE
IEUCTBHUS
P11 HaBpik | ©MeTh OIBIT cOCTaBIICHUS

IOPUANYECKON U UHOM
JIOKYMEHTAIUH, B KOTOPOH
OTpaxkaeTcs OmpeiesIeHHas
IOpUANYECKas eI TeIbHOCTD, B
TOM YHCJIE MTPOLIECCYaTbHBIC
IEUCTBHUS

P2 3HaHue | MOJOXEHUH HOPMATHBHBIX
aKTOB, ONPEEISIIONINX CTaTyC
CyJiel U CYJEHCKYIO 3TUKY

P12 Ymenue | onpenensitb MOJENb MOBEJICHUS
B KOJUIEKTHUBE M OOIIEHHUS C
cyOBEeKTaMU IpaBa B
COOTBETCTBHH C HOPMaMu




3aKOHOJATEILCTBA O CTATyCE
cyzaeu, CyaencKonl STUKHI

P12 HaBpik | mpu BBITTOTHEHUN YIEOHBIX
3a7a4 JEMOHCTPUPOBATh
STUYECKOE ITOBECHUE

PI3 3HaHue | Ha3BIBAaThH JOKYMEHT, B
KOTOPOM OTpa)kaeTcst
oTpeneeHHas
mporieccyaibHas eI TeITbHOCTD
1 MHas I0pHAIIIecKast
eATENLHOCTD

P13 | YMeHue | xapakrepu3oBaTb OCHOBHbBIE
TpeOoBaHus coJiepkaHe
JIOKYMEHTaIUH, B KOTOPOH
OTpakaeTcs oIpe/esIeHHas
IpoleccyanbHas JesTeIbHOCTD
U MHas I0pUIIIecKas
JIESITETIbHOCTD

PJ13 HaBbik | UMETh OMBIT COCTABICHUS
JIOKyMEHTalluu, B KOTOPO’
OTpaxkaeTcs IpUINUECcKas U
WHAasl IeITeIbHOCTD

B mpomecce ocBoeHUS TUCIUIUIMHBI PEMIAIOTCS 3aadll BOCIHTAHUS TapMOHUYIHO
pPa3BHUTOM, MATPUOTUYHONW M COIMAIBLHO OTBETCTBEHHOM JUYHOCTH HA OCHOBE TPAJMIIMOHHBIX
POCCHICKHX JTyXOBHO-HPABCTBEHHBIX U KYJIbTYPHO-UCTOPUICCKUX IICHHOCTEH, TPEICTABICHHBIC
B TaOnuie 1.2.

Tabmuua 1.2 — L{eneBbie OpueHTHPHI BOCTIUTAHHS

BocnurareabHble 321241 ®opmupoBaHue HEHHOCTeH IesieBbIe OpHEHTHPBI

(I)OpMI/II)OBaHI/Ie rpamaﬂcxoifl MO3UIUU U NTATPUOTU3MA

DopMUPOBAaHUE YYBCTBA TOPIOCTH 3a
I'paxknaHCTBEHHOCTH I'ymanHOCTB
nocruxkenus Poccun
Bocnuranue ysaxxenus k Konctutyiun u
N IIpaBa 1 cBOOOABI UeIOBEKA JMCIUIUIMHUPOBAHHOCTD
3akoHaM Poccuiickoit @enepanuu

(I)OpMI/II)OBaHI/Ie AYXO0BHO-HPABCTBCHHBIX IeHHOoCTel

Bocnuranune HPABCTBCHHOCTH,

EnuncTBo Haponos Poccun BHumarensHOCTB K AeTansaM
MUJIOCEPAUS U COCTPAJaHUS
Bocnutanue yyBcTBa Joira U
OTBETCTBEHHOCTH IE€PE]] CEMbEN U [IpaBa 1 cBoOOIBI UesIOBEKA OTBETCTBEHHOCTD
00IIIECTBOM
®opMHPOBaHUE HAYYHOT0 MUPOBO33PEHUS M KYJIbTYPbl MbILLICHHUS
Pa3BuTHe no3HaBaTEIBLHOIO UHTEPECA U Bricokue HpaBCTBEHHBIE
AKTUBHASI KU3HEHHAS TTO3UIIHS
CTPEMJICHUS K 3HAHUSAM nuaeabl

DopMUPOBAHUE KYJIBTYPbI
MHTEJJIEKTYJIbHOTO TPYy1a U HAY4HOH JocrouncTso JIt060BB K pOTHOMY S3BIKY
9TUKHU

q)OpMI/IPOBaHl/Ie KOMMYHMKATHUBHBIX HABBIKOB M KYJbTYPbI OﬁllleHI/Ifl

PazBuTre ymenus 3¢ QpekTHBHO 00IIaThCs Oco3HaHne HEHHOCTH
I'pasknaHCTBEHHOCTD
Y COTpYIHHYATh npodeccun




®dopmupoBaHue KyJIbTYpbl TUCBMEHHON B3aumonomons u

WNuauBuayanbHOCTh
peUu | JAEI0BOTO OOIICHUS B3aUMOYBAXKCHHE

2 Mecto aucuuniauHbl (MoayJsi) B ctpykrype OIIOIT

JuctunauHa "JloKyMeHTaIlmoOHHOE OOecleueHue YMpaBlIeHHus", OTHOCUTCA K 4YacTH
yueOHoro miuaHa, GopMHpyeMOl y4aCTHHUKAMU OOpa30BaTEIbHBIX OTHOIICHUH, M3y4yaeTcs B 3
ceMecTpe. YCBOEGHHE CTyJIEHTaMH KOMIIETEHIIUH JUCIUILUIMHBI KOHTPOJHpYyeTcs (OHIOM
orieHouHbIX cpeacTB (POC).

3. O0beM TUCHUITHHBI (MOTYJIA)

O0bemM JUCHUIUIMHBI (MOAYJSl) B 3aYETHBIX E€IUWHUIIAX C YKa3aHUEM KOJIMYECTBA
aKaJeMHYECKHX YacOB, BBIIEICHHBIX Ha KOHTaKTHYIO paboTy ¢ oOydaromumucs (O BUIaM
yueOHBIX 3aHATUI) U HA CAMOCTOATEIbHYIO padOTy, IPUBE/EH B TabauLe 2.

Tabnuna 2 — O61mas TpyJI0eMKOCTh AUCIUITITUHBI

Tpyno- OO0BeM KOHTAKTHOM paboThI (Yac)
Cemectp | emkocTh
(0D0)
HasBanue ?60 pl\:f Yactb WA JU— Breay - P (DOpM-a
OIIOIT BO H}l:; VII Kypc yaTOpHA TOpHAst arrec
(300, (B.E) | Beero ratwn
0300) nex. | mpak. | ma6. | A | KCP
40.03.01 000 | BLB 3 3 37 18] 18| o0o]|1|o0o]|n 3
TOpucnpyneHuus

4 CTpyKTypa U coiepKaHue IUCUMILTUHBI (MO1YJIs1)

4.1 CtpykTrypa aucumnjanHbl (MoayJs) s OP@O

TemaTnueckuil miaH, OTpakaroOUIM COAEpX)aHUE TUCUUILIMHBI (TIEpeYeHb pa3/iesioB U
TEM), CTPYKTYPUPOBAHHOE 110 BUJaM YUEOHBIX 3aHATUN C YKa3aHUEM UX 00BEMOB B COOTBETCTBUU
C Y4eOHBIM IJIaHOM, TIpUBEEH B Tabmuie 3.1

Tabnuma 3.1 — Paznens! TUCHUIUIMHBL (MOAYJS), BUABI yUeOHOU NeATeIbHOCTH U (POPMBI
TeKymero KouTpois aiust OPO

Kon pe- Koi-Bo yacoB, 0TBeICHHOE Ha
Ne HasBanue TeMbl 3yJIbTaTa

00y4eHUs
P11,
P11,
P11,

1 Jlenonpoun3BoICTBO Kak OJHA P12, 3 3 0 9 cobecel0BaHuE, TECTEI,

13 QYHKIUI yripaBieHns P/12, MPAKTHYECKOE 3aJJaHHE.
PI2,
PII3,

PI13, P/13
P11,
P11,
PJI1,

2 OdopmiieHrEe PEKBU3UTOB P12,

dopma
Jlex [pakr JIab CPC TEKyHIEero KOHTPOJIS

2 2 0 9 cobeceoBaHUE, TECTHI,
JIOKYMEHTOB P2, MIPaKTUYECKOE 3aJaHueE.
P12,
P/3,
P/13, P13




PJI1,
P/1,
P11,
3 CocrasieHue u 0popMIIeHHE P2, 2 2 0 9 cobecemoBaHUE, TECTHI,
CITy>KeOHBIX JOKyMEHTOB. P2, MPAKTUYECKOE 3a/IaHHe.
P12,
PJI3,
P/13, P13
PI1,
PI1,
PI1,
Odopmnenue kagpoBoit P2, 2 2 0 9 cobecenoBaHNe, TECTHI,
JIOKYMEHTAIUH. P/12, MPaKTHYECKOE 3a/JaHuE.
P2,
P/3,
P13, P13
P11,
P,
P,
Pa6ora ¢ oOpamenusMu P2,
TpakJaH. PJ12,
P12,
P13,
P13, P13
PAL,
P,
PIL,
P/12, 2 2 0 9 cobeceioBaHuE, TECTHI,
PJ12, MPaKTUYECKOE 3aJIaHuE.
pLI2,
PJI3,
P13, P13
P11,
P11,
P11,
Howmenxknarypa u PJ12, 2 2 0 9 cobecel0OBaHKE, TECTHI,
(hopmupoBaHHe AEIT. P2, MPAKTUYECKOE 3a/IaHHE.
PJ12,
PJ13,
PJ13, P/13
P11,
P11,
P11,
P2, 3 3 0 8 cobecemoBaHUE, TECTHI,
P2, MIPAKTUYECKOE 3a/IaHHE.
P2,
P13,
P/13, P13
Hroro no Tadaune 18 18 0 71

CobecenoBanue,
2 2 0 9 TECTHPOBaHUE, Keiic-
33/1a4H, POCKT

Oprasuzanus
6 | moxymeHToobopoTa B
YUPEKICHUH.

IToaroroBka germ K
8 | mocnenyromeMy XpaHCHHIO U
HCIIOJIb30BAHUIO.

4.2 Conep:xxaHue pa3aejioB U TeM JUCHUILTUHBI (Moay.as) aias ODO

Tema 1 [enonpouzsoocmeo kak oOHa uz yHKyuil ynpasieHus.

Copepxanne Temsl: Mcropust ctanoBinenus u passutus OV B Poccun. HopmatusHO-
metoauyeckas ©6aza JIOY. OpraHuzalnOHHO-TIpaBOBblE JOKyMeHTHL. Krnaccudukanus
nokyMeHTOB. ®opMbl oprannzauuu J{OY u KkaTeropuu yupexaeHun. .

@®opMbl U METOJIbI MPOBEJCHHS 3aHITUA MO TeMe, NMpUMEHsEMble 0O0pa3oBaTeNbHbIE
TEXHOJIOTUH: BBOJHAS JIEKIIM, IPAKTUUYECKOE 3aHATHE, COOECEeIOBaHNUE.

Buzbl caMoCTOATENBHOM MOATOTOBKH CTYI€HTOB IO TEME: NOATOTOBKA K IPAKTUYECKOMY
3aHATHUIO, COOECEIOBAHMIO ITyTEM H3yUeHHs OCHOBHOM M JTOMOJHUTEIBHOMN TUTEpaTyphI.

Tema 2 Ogopmnenue pekeuzumos 00KYMeHMO8.



Copmepxanne Tembl: Dopmynsap - oOpasell OpraHHU3alMOHHO-PACIIOPSTUTEIBHBIX
JOKYMEHTOB. Buzibl u HazHaueHue OiaHkoB. TpeGoBanus K opopMIIEHHIO TOKYMEHTOB. [IpaBumna
0 OpPMIICHUS PEKBU3UTOB JOKYMEHTOB.

@opMbl 1 METOJIbI MPOBEACHHS 3aHITUNA MO TeMe, MPUMEHseMble 00pa3oBaTelbHbIC
TEXHOJIOTUH: JICKIHSI-TUCKYCCHsl (IpoOIeMHast JIEKINA), TPAKTHYECKOe 3aHATHE, COOeceT0BaHHE,
TECTUPOBAHUE, BHIIIOJHEHHUE MPAKTUUECKUX 3aJaHHI.

Buabl camocTosiTeIbHON MOATOTOBKH CTYIEHTOB IO TEME: MOJArOTOBKAa K JICKIUU-
JUcKyccud (TpoOJIEMHOM JIEKIIUN ), TPAKTUYECKOMY 3aHATHIO, cOOeCe0BaHUI0, TECTUPOBAHUIO U
BBITIOJIHCHUIO TPAKTUYECKUX 3aJaHUM TyTeM M3Yy4YeHHs] OCHOBHOW U JIOMOJHUTEIHLHON
JUTEPATYPHL.

Tema 3 Cocmasnenue u oghopmaeHue ciynceorHbix OOKYMEeHMO8.

Conepxanne Tembl: CripaBOUYHO-HH(POPMAIIMOHHAS TOKYMEHTAIHS: CIYKCOHBIE MUCHMA,
JOKJIQJTHBIC U OOBSICHUTEITLHBIC 3aITMCKH, TPOTOKOJI M BBITIKCKA U3 MTPOTOKOJIA, CITY)KEOHBIC aKTHI.
PacniopsimuTenbHas AOKyMEHTANWs: TIOCTAHOBICHHS, PEIICHUS, PACHOPSHKCHUS, TPUKA3BI,
BBINKACKU U3 TIPUKa30B. PacueTHO-ICHeKHAS JOKYMEHTAITHSI.

@dopMBI ¥ METOJBI TPOBEACHHS 3aHITHHA 1O TeMe, NMPUMEHSIEMbIe 00pa30BaTeIbHBIC
TEXHOJIOTUH: JICKIHSI-TUCKYCCHsl (IpOOIeMHast JISKIIHS ), IPAKTHYECKOE 3aHATHE, COOeCeI0BaHHE,
TECTHUPOBAHUE, BBHIITOJIHEHUE TIPAKTHYECKUX 3a/TaHUH.

Buapl camMocTOATENBbHON TOArOTOBKM CTYJCHTOB IO TEME: IMOJrOTOBKA K JICKIHH-
IucKyccuu (TpoOJIEMHOM JIEKIUH ), TPAKTHYECKOMY 3aHSITHIO, COOECET0BAHUIO, TECTUPOBAHUIO U
BBIIIOJIHCHUIO TPAKTHYSCKUX 33JaHUW IyTeM U3y4eHHsl OCHOBHOW U JIOTIOJIHUTEIHHON
JTUTEPATYPBI.

Tema 4 Oghopmnenue Kadposou OOKyMeHmMmayuu.

Coneprkanue TeMbl: Bubl 1 Ha3HAYCHUE KAJAPOBOU JOKyMEHTAIMK. BUpl 3asBIeHUN 110
JUYHOMY cocTaBy. JInuHas kaprouka ¢opmbl T-2, aBrobuorpadus, TUIHBINA JTUCTOK O y4ETY
KaJ[pOB, COCTaB JIOKyMEHTOB JIMYHOTO JIeJIa, TPYIOBbIE KHUXKKH, IMPUKA3 MO JIUYHOMY COCTaBY,
pesiome.

@opMBl U METOJBI TPOBEACHHS 3aHITUH MO TeMe, MpUMEHseMble 00pa3oBaTeiIbHbIC
TEXHOJIOTUH: JIEKIHSI-TUCKYCCHsI (IpOoOIeMHast JISKIHSA ), TPAKTHYECKOE 3aHATHE, COOeceT0BaHHE,
TECTUPOBAHUE, BHIITOJIIHEHUE MPAKTUYECKUX 3a1aHUH.

Bunel camMocTOSITENTbHON TMOATOTOBKH CTYACHTOB IO TEME: TOJTOTOBKA K JICKIUU-
JTUCKyccud (TTpOOJIEMHOM JIEKIINHN ), MPAKTUYECKOMY 3aHATHIO, cOOeCe0BaHNI0, TECTUPOBAHUIO U
BBITIOJTHCHUIO TIPAKTHYSCKUX 3aJaHUN TyTeM W3YYCHHS OCHOBHOHW U JIONIOJHUTEIILHOM
JTUTEPATYPHI.

Tema 5 Paboma c obpawjenusmu epaxcoa.

Conepxanue Tembl: Bunel oOpamenuii rpaxnaad. Perucrpauus oOpamenuii. Konrpomnas
UCTIOJIHEHUS 0OpalleHuil.

@®opMBl U METOJbI NPOBEACHMS 3aHITUH MO TeMe, NMpUMEHseMble 00pa3oBaTeIbHbIC
TEXHOJIOTUH: JIEKIUSI-TUCKYCcCcHsl (poOIeMHast JIEKIHA), TPaKTUYECKOoe 3aHATHE, coOeceloBaHue,
TECTUPOBAHUE, BBIITOJIHEHUE MPAKTUYECKUX 3aJaHUH.

Bunel camocTOATENBHON MOATOTOBKH CTYAEHTOB IO TEME: IOATOTOBKA K JIEKIMH-
IUcKyccuu (TpoOJIEMHOM JICKITUH ), PAKTHIECKOMY 3aHSITHIO, COOECETOBAHHIO, TECTUPOBAHUIO U
BBIMIOJTHEHUIO TPAKTHUYECKUX 3aJaHUi IyTeM HW3Y4YEHHs OCHOBHOM M JIOIOJHUTEIIBHOU
JUTEPATYypPHI.

Tema 6 Opeanuzayusi 0OKyMeHmMo0O0poOma 8 yupedcoeHuu.

Copepxanne Templ: O0IIMe MpaBuiIa OPraHU3ANNHA JTOKYMEHTOO00pOTa B YUPEKICHUU.
[Tpuem u 0OpaboTKa MOCTYMAIONIMX JOKYMEHTOB. Perucrparus w WHACKCAIWS JTOKYMEHTOB.
®DopMBbI perucTpanuu Jo0KyMeHTOB. [1opsIoK TPOX0XKACHUS CO3/]aBAEMBIX JIOKYMEHTOB.



@opMBI ¥ METOJBI TPOBEACHHS 3aHIATUN 1O TeMe, MpPUMEHSeMble 00pa3oBaTeIbHBIC
TEXHOJIOTHH: JICKITUS-TUCKYCCHs (TIpoOIeMHas JICKITHS ), TPAKTHYECKOE 3aHITHE, COOECeIOBaHME,
TECTUPOBAHUE, BBHIITOJIHEHUE TPAKTUUECKUX 3a/TaHUH.

Bunel camocTosiTensHOM MOATOTOBKM CTYIEHTOB IO TEME: : IMOJITOTOBKAa K JIEKIMH-
JUCKyccud (TTPOOJIEMHOM JISKIIUHN ), MPAKTUYECKOMY 3aHATHIO, COOECe0BaHUIO, TECTUPOBAHUIO U
BBIMIOJTHEHUIO TMPAKTUYECKUX 3aJaHUid MyTeM U3Y4YeHHUS OCHOBHOM U JIONOJHUTEILHOM
JTUTEPATYPHI.

Tema 7 Homenxnamypa u ¢hoopmuposanue oei.

Copepxanne TeMbl: Ha3naueHue W BHUIBI HOMEHKJIATypbl Jen. TpeOoBaHus K
COCTaBJIEHUIO HOMEHKJIATYphI JIEI.

@opMbl U METOJbI NPOBEACHHS 3aHITUN MO TeMe, MpPUMEHseMble 00pa3oBaTeIbHbIC
TEXHOJIOTUH: JIEKIUSI-TUCKYCCHs (TPpOoOIeMHast JIEKIHA), TPAKTHUECKOE 3aHATHE, COOece0BaHue,
TECTUPOBAHUE, BBIITOJIHEHUE MPAKTUYECKUX 3a1aHUH.

Buabl camocTosiTeIbHON MOATOTOBKH CTYIEHTOB IO TEME: MOJATOTOBKAa K JICKIUU-
JUcKyccud (Tpo0JIeMHOI JIEKIINHN ), MPAKTUYECKOMY 3aHATHIO, cOO0eCe0BaHNI0, TECTUPOBAHUIO U
BBITIOJIHCHUIO TPAKTUYECKUX 3aJaHUi TyTeM W3Yy4YEeHHUs] OCHOBHOM W JIOTOJHHUTEIbHON
JUTEPATYPHL.

Tema 8 [loocomoska den Kk nOciedyowemy XpaneHuro U UCNOoIb308aAHUIO.

Coneprxanue TeMbl: DKCIIEPTU3a IICHHOCTH JOKYMEHTOB. CocTaB U ()yHKIIUU SKCIIEPTHOM
komuccuu. Odopmienue aen. ONuUcCh T0KyMEHTOB, Haxoaiumxcs B aene. CocTaBieHue ONUcU
nen. XpaHeHue Jenl B TeKylleMm naenomnpousBojctBe. [lepemada nen B apxuB. OdopmieHue
JIOKYMEHTOB M JIeJ1 K YHUYTOXXCHUIO M CHATHUIO UX C YYeTa. .

@®opMbI U METOABI MPOBEACHUS 3aHATUN MO TeMe, MPUMEHsSEMbIe 00pa3oBaTeIbHBIC
TEXHOJIOTUU: 3aKIIOUUTEbHAs JICKIHS, IPAKTUIECKOEe 3aHATHE, COOeceI0BaHNe, TECTUPOBAHHE,
BBINOJIHEHHUE MTPAKTUYECKHX 33JaHUH.

Buypl caMmocTosATENEHOM TOATOTOBKH CTYAECHTOB IT0 TEME: TIOATOTOBKA K 3aKITFOYUTEIbHON
JEeKIMH, TPAKTUYECKOMY 3aHATHIO, COOECEJOBaHUIO, TECTUPOBAHHIO H  BBIIOJHECHHUIO
NPaKTUYECKUX 3a/IaHUH ITyTeM U3y4eHHUs] OCHOBHOM U JIOTIOJHUTEIBHOMN JTUTEpaTyphl.

5 Meroauveckne YyKazaHus IS OOYy4AKOIIMXCH MO0 M3YYEHHI0O M Pealu3anuu
AMCUUIIMHBI (MOIYJIs1)

5.1 MerToanyeckue peKOMEHIAIMHM O0YYalOIIMMCH MO0 W3YYeHHI0 IMCHUIUIMHBI W 1O
o0ecrneyeHNI0 CAMOCTOAITEILHOM PadoThI

ITonroToBka K JIGKIMOHHBIM TeMaM, ONpEAEJICHHBIM B pabodeld mporpaMme ydyeOHOMH
JUCIUIUINHBL "J[OKyMEHTallMOHHOEe OOecreueHne YIpaBlIeHUA" OCYILECTBISETCS CTyAEHTaMU
nepe 3aIIaHUPOBaHHOM JIeK1uel onpeieneHHol yueOHbIM pacnucanueM. I1oaroroska k gekuun
JIOJI’KHA HOCUTB OOIIMI 03HAaKOMUTENbHBIN XapaKTep, AJIs BIIBICHUS MPOOJIEMHOTO IOJIS TEMbI
JEeKIMU U oOecriedeHus: 0OpaTHOM CBSI3U CTYJEHT — IpenojaaBaTesib. Tembl Ui MOATOTOBKH K
MPAKTUYECKUM (CEMUHApCKUM) 3aHATUSM YCTaHOBJEHBbl mporpammoil. IloarotoBka K
IIPAKTUYECKUM (CEMUHAPCKUM) 3aHATHSIM MIPEAIIOIAraeT CaMOCTOSITEbHBIN aHAJIN3 JIEKIIUOHHOTO
MaTepuaia, peKOMEHJOBAHHOMN JTUTepaTyphl, TOMOJHUTENbHBIX TEOPETUUECKUX U MPAKTUYECKUX
UCTOYHUKOB. JIJIl MOATOTOBKH K 3aué€Ty CTYJIEHT 00s3aH MpopaboTaTh HOPMATHBHO-TIPABOBbIE
MCTOYHUKH 10 TEMaM JIUCLUHUIUIMHBI, OCHOBHYIO U JAOMOJIHUTENBHYIO JTUTEPATYpPy (€ 00s13aTENbHBIM
KOHCIIEKTUPOBAHNEM M3y4aeMOro MaTepuaa).



5.2 OcobGennocTn Oopranm3anvu oﬁyqemm it JiMi € OrpaHU4Y€HHBIMHM BO3MOKHOCTAMM
3A0POBbS U HHBAJIU/A0B

[Tpr HEOOXOIMMOCTH OOYJAIOIIUMCS U3 YUCIIA JIUI C OTPAHHYEHHBIMA BO3MOYKHOCTSIMU
3JI0POBBS U HHBAIHIOB (110 3asBJICHHUIO 00YYArOIIErocs) MPeI0CTaBIIsIeTCs yueOHas
uH(pOpMAIIUS B JOCTYIHBIX (pOpMax ¢ y4eTOM UX WHIMBUAYAIBHBIX ICUXO(DU3MIESCKUX
0COOEHHOCTEH:

- JUIS JIULL C HAPYLIEHUSIMU 3PEHUS: B TIeUaTHOU (hopMe yBeTMUEHHBIM LIPUPTOM; B hopme
AJIEKTPOHHOTO  JIOKYMEHTA; WHMBUlyaJIbHbIC KOHCYJIbTAIIUU c MIPUBJICYCHUEM
TU(dI0CYpIOTIEPEBOIUNKA; MHANBUAYAIbHbIE 3aaHHsI, KOHCYJBTAIlUU U JIp.

- JUIsL JIUIT C HAPYIICHUSIMU CITyXa: B TieyaTHOU hopMe; B (hopMe STEKTPOHHOTO JOKYMEHTA;
WHJIUBUlyaJIbHbIE KOHCYJbTAallUW C NPHUBJICUYECHUEM CYpPAONEPEBOIUNKA; HWHANBUIYAJIbHbIC
3a/1aHus], KOHCYJbTAllUU U Jp.

- 17151 JIUI] C HAPYILIEHUSIMU OIIOPHO-JIBUTATENILHOTO armapara: B ne4atnoit oopme; B hpopme
AJIEKTPOHHOTO JOKYMEHTA; UHIUBUIyAJIbHBIC 33/IaHUsI, KOHCYJIbTAIIUU U JIP.

6 @oHa OLEHOYHBIX CPEACTB JIfl MPOBeIeHUs] TEKYIIero KOHTPOJISl M MPOMeKYTOYHOI
arrecTauMu 00y4aroIMXCcs M0 JUCUMILINHE (MOTYJIIO0)

B cootBerctBum c¢ tpeboBanusmu PI'OC BO pns arrecranuu oOydarommxcs Ha
COOTBETCTBUE WX IEPCOHATBHBIX JIOCTIDKCHUH IUIAHUPYEMBIM pe3yiibTaTaM OOYYCHHS TI10
JTUCIUILIMHE (MOJIYJI0) CO3/1aHbl (JOH/IBI OLIEHOYHBIX CPEICTB. THUIMIOBBIE KOHTPOJIbHBIC 3a/1aHNUS,
METOJIMYECKUE MaTepHualibl, OIMPEACISIONINE MPOUEAYPbl OLECHUBAHUS 3HAHUM, YMEHHUU U
HABBIKOB, & TAKXKE KPUTEPUH U MOKA3aTENU, HEOOXOANUMBIE JUISI OLIEHKH 3HAaHUH, yMEHUI, HAaBBIKOB
U XapakTepu3yllnue dTambl (HOPMHUPOBAHHS KOMIIETCHIIMH B  IPOIECCE OCBOCHUS
00pasoBarebHOI MTPOrpamMMBbl, IpeAcTaBicHsbl B [Ipunoxennn 1.

7 Y4eOHO-MeTOAMYECKOEe M HH(POPMALMOHHOE o0ecneyeHue TUCHMIINHBI (MOYJIs1)

7.1 Ocnoenas numepamypa

1. Jloponwmna, JI. A. Opranuzamnusi U TEXHOJOTHS JOKYMEHTAIIMOHHOTO OOecredYeHus
yIpaBieHUs : y94eOHUK U pakTukyM Jutst By30B / JI. A. Jloponuna, B. C. UputukoBa. — 2-€ u3.,

nepepadb. um jgon. — MockBa: WM3amarensctBo HOpaiit, 2024. — 270c.— (Bricuiee
oOpa3zoBanue). — ISBN 978-5-534-16016-1. — Texkct : snexkTtpoHHbIi // OOpazoBaTenbHas
mnatdopma IOpaittr [caiit]. — URL: https://urait.ru/bcode/536404 (mara oOparieHus:
12.03.2025).

2. Kyszmuenos, U. H. JlokymMeHTanImOHHOE OOecrieueHue yrpapieHus. JJoKyMeHTO000pOT
U JISJIONPOU3BO/ICTBO : YUeOHMK U MpakTukyM ais By30B / M. H. Ky3nenos. — 4-e u3zz., nepepad.
u jgomn. — Mocksa : WznarensctBo IOpaiit, 2024. — 545 c. — (Bricmiee oOpaszoBanue). —
ISBN 978-5-534-16003-1. — Tekcr : anekrponHbli // OOpa3zoBarenbHas miaardopma FOpaiit
[caitT]. — URL.: https://urait.ru/bcode/535548 (nara obpamenus: 12.03.2025).

7.2  Jlonoanumenvhas numepamypa

1. Ao6ynamse, I.I. [oxymeHTarmoHHOEe oOecCleUeHHE YIPaBICHUS TEPCOHATIOM :
y4eOHUK U npakTukyMm ais By3os / JI. I'. AGynanze, U. b. Beinpsbkkuna, B. M. Macnosa. — 3-¢

u3n., mepepab. w jom. — Mocksa : M3marensctBo HOpaiit, 2024. — 374 c.— (Beicuiee
oOpaszoBanue). — ISBN 978-5-534-16669-9. — Texkcr : snekrponHblid // OOpazoBaTenbHas
miatdopma IOpaittr  [caiit]. — URL: https://urait.ru/bcode/536724 (mara oOparieHus:

12.03.2025).



2. AOymanze, /[.T. JlokymeHTanmoHHOE oOOecCHeueHHE YIPABICHUS MEPCOHAIOM !
y4eOHMK 1 TIpakTukyM s By30B / JI. I'. AOynanze, U. b. Bempsbkkuna, B. M. MacnoBa. — 3-¢

u3a., mepepad. m jgon. — Mocksa : WzmarensctBo IOpaiit, 2025. — 374 c.— (Bsicmiee
obpazoBanue). — ISBN 978-5-534-16669-9. — Tekct : snexrponHbiid // OOpa3zoBarenbHas
mwiarpopma FOpaiit [caiir]. — URL: https://urait.ru/bcode/560795 (mara oOpameHus:
18.06.2025).

3. bacakoB, M. MW., JlokyMeHTalOHHOE oO0ecleYeHnue YIpaBieHUs (C OCHOBaMH
apxuBOBeAeHU) : yueOHoe ocodue / M. U. bacakos, JI. JI. MuxaiinoBa. — Mocksa : KnoPyc,
2025. — 218 ¢. — ISBN 978-5-406-14633-0. — URL: https://book.ru/book/958252 (mata
obpamenus: 18.06.2025). — TekcT : AIEKTPOHHBIH.

4. beikosa, T. A. JlokyMeHTallMOHHOE OOecriedeHue yrpasjieHus (J1eI0NpOru3BOICTBO) :
yueOnoe nocodbue / T. A. beikoBa, T. B. Ky3nenona, JI. B. Cankuna ; mox o6mr. pen. T. B.
KysnenoBoii. — 2-e u3n., nepepad. u gon. — Mocksa : UHOPA-M, 2024. — 304 c. + Jlom.
MaTtepuabl [ DneKTpoHHbIN pecypc]. — (Briciiee oopazoBanue: bakanaBpuar). - ISBN 978-5-16-
004805-5. - Tekcr : snexTponsbiid. - URL: https://znanium.ru/catalog/product/2110037 (/lara
obpamienus -18.06.2025)

5. Tronenera, T. A., JlokyMEeHTaIlMOHHOE OOCCIICYCHHE YIIPABICHUS (C MPAKTUKYMOM) :
yuebHuk / T. A. TroneneBa. — Mocksa : KnoPyc, 2025. — 186 ¢. — ISBN 978-5-406-13717-8.
— URL: https://book.ru/book/955652 (nata obpamenwus: 18.06.2025). — TeKCT : 3IEKTPOHHBIH.

6. Ilepemetnena, H. B. JlokymentannonHoe odecnieuenue ynpasieHus. Pabouas terpanpb
: mpaktuky™m / H. B. IllepemerseBa. — MockBa : OOIIECTBO ¢ OrpaHHYCHHON OTBETCTBEHHOCTBHIO

"TIpocnekt", 2025. — 96 c. — ISBN 978-5-392-43021-5. - EDN SYLTJV.

7.3 Pecypcol ungpopmayuonno-menekommynuxayuonnou cemu '""Hnmepnem',
eKn0uan npogeccuonanvhovie 6a3vl OAHHLIX U UHPOPMAUUOHHO-CHPABOUHbIE
cucmemsl (npu HeodX00UMOCMU):

1. Mudopmarmonno-npaBoBoii mopran "['apant": https://www.garant.ru

2. NupopmaninoHHo-cripaBovHast cucTema "Koncynprantlitoc" —
http://www.consultant.ru/

3. Hayunas snextponHas oubnmoreka — Pexxum nocryma: https://elibrary.ru/

4. OGpasosatensHas mnatdopma "FOPAUT"

5. DnextpoHHO-0MOIMoTeyHast cuctema "BOOK.ru"

6. DnextpoHHO-OMOMMOTEeYHas cucteMa "ZNANIUM.COM"

7. Open Academic Journals Index (OAJI). IIpodeccuonanbuast 6a3za naHHbIX - Pexxum
noctyna: http://oaji.net/

8. [Ilpesmmentrckas Oubnmorexka wuMm. b.H.Enpmmuaa (0a3a maHHBIX —pPa3sITHYHBIX
npodeccnoHaIbHbIX 00nacTeil) - Pexxum noctyna: https://www.prlib.ru/

8 MarepuajibHO-TeXHHYECKOe ofOecrneyeHHe IUCHUIUIMHBI (MOAYJIsI) WM TIepevyeHb
HH(OPMALMOHHBIX TEXHOJIOIMH, HUCIOJb3yeMBbIX NPH OCYLIECTBJICHHH 00pPa30BATE/ILHOIO
npouecca 1no AUCHUILINHE (MOAYJ/II0), BKJIKYAas NepevyeHb IPOrPaMMHOro odecneyeHnst

OcHOBHOE 000pYIOBaHUE:

e [IpoekTop
IIporpaMMHOE 0OecIIeUeHHE:

e VMware Horizon ViewStandard
e Microsoft Office 2010 Standart
e Mozilla Firefox Russian
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1 Ilepedennb (popMHEpyeMbIX KOMIIETEH M

Hassarue OIIOII BO, Kon u popmynupoBka KoMHeTeHIN

COKpameHHOe nu

Kon u popMynrpoBka HHANKATOPA TOCTIKCHUS
KOMITCTEHITHU

40.03.01 «¥Opucnpyne
HIIAS»
(B-IOIT)

[TIKB-4 : CrtocoO€eH BBITOIHATE 0T
JKHOCTHEIE 00S3aHHOCTH I10 00ecrie
YEHHIO 3aKOHHOCTH U MPABOIOPSIIK
a, 6€30I1aCHOCTH JIMYHOCTH, 001I1Iec
TBA, TOCY/IapCTBa

[TIKB-4.4x : Otpaxaet conep:kaHue IOPUANTIECK
Ol IeAITEeIbHOCTH, B TOM YHCJIE MTPOLECCYaTbHBbI
X JCUCTBUI B OPUIUYECKON U NHOM JOKyMEHTa
UK

Komnerenmus cuntaercs: chopMUPOBAHHOM Ha TaHHOM 3Tarie B ciIydae, eCiIM MOoTy4YeHHbIE
pe3yibTaTtel OOyYeHHMs M0 JAUCLUIUIMHE OLICHEHbl IOJOXKHUTEIbHO (JUara3oH KpUTEpUEB
OLICHUBAHMSI PE3YJITATOB O0YUCHHUS «3aUTEHOY, «YIOBIECTBOPUTEIHHOY, «XOPOIIO», KOTITHYHOY).
B ciydae oTcyTcTBUS MOJIOKUTEIBHOM OLIEHKM KOMIIETEHIMsS Ha JAaHHOM 3Tale CUUTAETCs

Hec(OPMUPOBAHHOM.

2 [loka3aTe/M OLleHUBAHUS IJIAHUPYEMBIX Pe3yJIbTATOB 00y4YeHHs

Komnerenuus ITKB-4 «CniocoGeH BBIIOIHATE JOKHOCTHBIE 00A3aHHOCTH 110
o0ecrnevyeHnIo 3aKOHHOCTHU M MPaBOMNOPsAKa, 0€30MaCHOCTH JINYHOCTH, O0IIeCTBa, TOCYIapCTBa»

Tabmuna 2.1 — Kpurepun orieHKA WHAUKATOPOB JTOCTHKEHUS KOMITCTCHITUN

Kpurepuu onieHuBaHUS pPe3yNbT
aToB 00y4YeHHUs

KOPPEKTHOCTD U IMOJHOTA OTBET
a

KOPPEKTHOCTD U IMOJHOTA OTBET
a

KOPPEKTHOCTD U IMOJHOTA OTBET
a

KOPPEKTHOCTD M IMMOJHOTA OTBET
a

PesynbraThl 00y4eHuUs 10 TUCIUILIHHE
Ko u gopmymnpoka uaaukar | Ko | Tu
opa JOCTMKEHUSI KOMIIETCHIIUN A I
pe | pe Pesynprar
3- | 3-
Ta | Ta
ITIKB-4.4x : Otpaxaet coaepxa Ha3bIBaTh BUJIbI FOPUINYECKOU
HHUE IOPUINIECKOH NesITeTbHOCT 30 | ¥ WHOHN TOKyMEHTALlUH, B KOTOP
U, B TOM 4HCIe npoueccyalbsl | PIT 01 OTpaXkaeTcsl ONpEEICHHAs
X JICHCTBUY B IOPUIUYECKON U 1 32 IOpUNYECKas] NEATEIILHOCTD, B
WHOM TOKYMEHTaLUU TOM YHCJIE IPOLECCyaTbHbIC e
HACTBUS
XapaKTepU30BaTh OCHOBHBIE TP
v e00BaHMA K COJCPIKAHUIO FOPUT
PIT | we HMECKOH 1 MHOH I0KYMEHTalH
1 | Mo B KOTOPOIi OTpajkaeTes onpe
o JIeJIeHHAs IOpUANYECKas AesiTel
BHOCTb, B TOM YHUCJIE IIPOLIECCYa
JIbHBbIE NEHCTBUS
HMMETB OIBIT COCTABIICHUS IOPU]L
Ha MYECKON U MHOM JOKYMEHTalu
PA U, B KOTOpPOW OTpakaeTcs orpe
1 EH JIeNICHHAS IOpUIUYEcKast esTel
BHOCTB, B TOM YHCJIE IIPOIIeccya
JIbHBIC ICHCTBHS
Pl 3H | mosokeHU HOPMATUBHBIX aKTO
2 aH | B, OMPENEIAIONIHX CTATYC CYe
ne | i u cypeHckyro STHKY
vy ONPEIENSATh MOJIENb MOBEACHUS
P/l | Me | B KoJUIeKTHBE W OOMIEHHUS C Cy0
2 HU | BEKTaMU IpaBa B COOTBETCTBUU
e C HOPMaMHU 3aKOHOJATENbCTBA O

KOPPEKTHOCTD M IMMOJHOTA OTBET
a




cTatyce cylel, cyaelcKon ITHK
u
Ha | npu BeImonHeHNH y4eOHBIX 33
P KOPPEKTHOCTH U MOJIHOTA OTBET
5 BEI | a4 IEMOHCTPUPOBATH OTHYECKO |
K € NMOBE/ICHUE
Ha3bIBaTh JOKYMEHT, B KOTOPO
3H | M oTpaxkaeTcs onpeJeseHHas 1
P KOPPEKTHOCTH U IIOJIHOTA OTBET
3 aH | poleccyalbHas ASATENBHOCTL 1 |
ue | uHas ropuarYecKas JesTeIbHOC
Tb
XapaKTepU30BaTh OCHOBHBIE TP
VY | eboBanus comepxaHme TOKyMe
Pl | Me | HTamuu, B KOTOPOU OTpaxaeTcsl | KOPPEKTHOCThb U MOJIHOTA OTBET
3 HU | ompezeneHHas IpoueccyanbHas | a
e JESATENBHOCTb U HHAS FOpUINYE
CKasl IeSTEIbHOCTD
Ha | HMETb OMBIT COCTABICHHS 10KY
P MEHTAIUH, B KOTOPOH OTPa)KaeT | KOPPEKTHOCTh U MOJHOTA OTBET
3 EH sl FopUAMYECKas U MHAs AedTen | a
BHOCTb

Tabnuua 3anonHseTCs B COOTBETCTBHH ¢ paszesioM 1 PaGoueli mporpaMmbl JUCIUATUTHHBL
(Moyist).

3 IlepeyeHb OLIEHOYHBIX CPEICTB

Tabnuna 3 — [lepeueHb OLIEHOYHBIX CPEACTB MO TUCIUIUIMHE (MOYIIIO)

KonTtponupyemsle Ii1aHUpyeMBbIe pe3

yIBTaThl 00yUeHUS

KonTtpoaupyemsie TeMBI 1
HCLUIUINHEI

HaumeHoBaHME OIIEHOYHOTO CPE/ICTBA U TP
encrasienne ero B POC

ITpomexyrouHas at

Texymmii KOHTPOJIb
yit ™ TecTalys

Ounas popma 0OydeHUS

PJI1

3HaHHe : Ha3bIBATh BUbI
IOpUANYECKON U MHOH J10
KYMEHTAIlIH, B KOTOPOH 0
TpakaeTcs onpeesieHHas
IOpUANYecKas JesTeIbHOC
Tb, B TOM YHUCIIE TIPOIIECCY
aJIbHBIE JIEHCTBUS

1.1. JIenonpou3BOACTBO K
o 3a4yer B HIUCEMEHHO
ak ogHa u3 pyHkuuid ynp | CobecemoBanue o
it popme
aBJIEHUS
1.2. OdopmiieHHE pEeKBH3 3ayer B TUCbMEHHO
CobecenoBanne o
HTOB JOKYMEHTOB it popme
1.3. Cocranenue u opop
3ayeT B MUCHMEHHO
MiIeHHe ciyxeOHbIX MoKy | CobecemoBaHme o
it popme
MEHTOB.
1.4. Opopmitenne xkaapoB 3a4yeTr B MUCEMEHHO
. bop P CobecenoBanue =
O JOKyMEHTAaIHN. it popme
1.5. Pabota ¢ obpanienus 3ader B TUCbMEHHO
CobecenoBanue =
MH TPaxkIaH. i hopme
1.6. Oprauuszaius 10Kyme
p L IOKYM 3a4yeTr B MUCEMEHHO
HTOOOOpOTa B yupexaeHu | CobecemoBaHue M
it popme
H.
1.7. Homenknatypa u ¢o 3a4yer B MUCEMEHHO
ypa 1 gop CobecenoBanne o
MHPOBAHHE JIEII. i hopme
1.8. [logroToBKa Jien K IO
3a4eT B HUCEMEHHO
CIIEAYIOIIEMY XPaHCHHIO CobecenoBanue o
it popme
M HCIIOIb30BAHMIO.




PJI1

YMeHue : xapakTepuzoBa
Th OCHOBHBIC TPESOOBaHUS
K COZIEPKAHUIO IOPHUIITIEC
KOW ¥ MIHOM JOKyMEHTAI|
U, B KOTOPOH OTpa)kaeTcs
OTIpe/ieIeHHas FOpUINIec
Kas IeITENbLHOCTD, B TOM
YHcIIe MPOIecCyalbHbIe 1T
efcTBUA

1.1. IenonpousBoICTBO K
aK oJHa U3 GYHKIUH yrp
ABJICHUS

PasHoypoBHEBEBIE 32
a4y ¥ 3aaHus

3ayer B MUCbMEHHO
it opme

Tect

3a4yer B MUCEMEHHO
it opme

1.2. OdopmiieHre peKkBmI3
UTOB JOKYMEHTOB

Pa3HoypoBHEBBIE 3a
Jla9¥ U 3aJaHNs

3a4yer B MUCEMEHHO
it popme

Tect

3a4er B MUCEMEHHO
it popme

1.3. CocraBnenue u opop
MJICHUE CITYKECOHBIX TOKY
MEHTOB.

Pa3zHoypoBHeBBIE 32
Jlau¥l U 3aJlaHus

3a4er B MUCEMEHHO
it popme

Tect

3a4yer B MUCEMEHHO
it popme

1.4. OdopmiieHre KaapoB
Ol TOKyMEHTalUH.

Pa3HoypoBHEBEIE 3a
Jla9¥ U 3aJaHNs

3a4yer B MUCEMEHHO
it popme

Tect

3adeT B MUCHbMEHHO
it popme

1.5. Pabora ¢ obOparieHus
MU IpaKaaH.

Pa3HoypoBHEBEIE 3a
Ja4du U 3a1aHuA

3adeT B MUCHbMEHHO
it opme

Tect

3ayeT B MUCEMEHHO
it opme

1.6. Opranuzanus 10Kyme
HTO000pOTa B YUPESIKICHH
H.

Pa3zHOypOBHEBEIE 32
Jlau¥ U 3aJaHNs

3ayeT B MUCEMEHHO
it popme

Tect

3adeT B MUCHbMEHHO
it popme

1.7. Homenknarypa u ¢hop
MHPOBaHHE [E]1.

Pa3HoypoBHEBEIE 3a
Ja4dyu U 3aJaHuA

3adeT B MUCHbMEHHO
it opme

Tect

3ayeT B MUCEMEHHO
it popme

1.8. IToaroroBska zien K o
CIIEAYIOIIEMY XPaHCHHIO
M MCIIOJIb30BaHHUIO.

Pa3zHoypoBHEBEIE 32
Jlau¥ U 3aJlaHus

3ayeT B MUCHMEHHO
it popme

Tect

3adeT B MUCHbMEHHO
it popme

P/

HaBbIk : UMEThH OMBIT COCT
aBJICHUS FOPUINYECKON U
HMHOM TOKyMEHTAalluH, B K
OTOPOM OTpaxaercs omnpe
JIeJIEHHAas I0OpUAnYecKas 1
€ITCIbHOCTh, B TOM YHCJIE
MpoLeccyajbHbIe IEHCTBU
P

1.1. Tenonpou3BOICTBO K
aK ojiHa U3 QYHKIMN yIp
ABJICHUS

Pa3HoypoBHEBEIE 3a
Ja4Hu U 3a1aHuA

3adeT B MUCHMEHHO
it popme

Tect

3ayeT B MUCHMEHHO
it popme

1.2. OdopmiieHHE peKBI3
UTOB JOKyMEHTOB

Pa3zHoypoBHEBEIE 32
Jlau¥l U 3aJlaHus

3ayeT B MUCHMEHHO
it popme

Tect

3adeT B MUCHbMEHHO
it popme

1.3. CocraBnenue u opop
MJICHHE CITyKEeOHBIX TOKY
MEHTOB.

Pa3HoypoBHEBEIE 3a
Ja4H U 3a1aHuA

3adeT B MHCHMEHHO
it popme

Tect

3aueT B IUCbMEHHO
it popme

1.4. Odopmiienne Kaapos
Ol TOKyMEHTalu K.

PasHoypoBHEBBIE 3a
JIaY4 ¥ 3aJaHus

3a4er B MUCEMEHHO
it popme

Tect

3adeT B MUCHMEHHO
it opme




1.5. Pabora ¢ obpamienus
MU TPaX/IaH.

PasHoypoBHEBEBIE 32
a4y ¥ 3aaHus

3ayer B MUCbMEHHO
it opme

Tect

3a4yer B MUCEMEHHO
it opme

1.6. Opraan3amus 10Kyme
HTO000pOTa B YUPESKICHH
.

Pa3HoypoBHEBBIE 3a
Jla9¥ U 3aJaHNs

3a4yer B MUCEMEHHO
it popme

Tect

3a4er B MUCEMEHHO
it popme

1.7. Homenknarypa u ¢op
MHUpPOBaHHE JIC]I.

Pa3zHoypoBHeBBIE 32
Jlau¥l U 3aJlaHus

3a4er B MUCEMEHHO
it popme

Tect

3a4yer B MUCEMEHHO
it popme

1.8. IToaroroBka zen x mo
CIIEAYIOIIEMY XPaHCHHIO

Pa3HoypoBHEBEIE 3a
Jla9¥ U 3aJaHNs

3a4yer B MUCEMEHHO
it popme

3adeT B MUCHbMEHHO

M MCIIOJIb30BaHHUIO. Tecr >
it popme
P/12 3Hanue : nonoxkeHudt Hop | 1.1. JlenompousBoaCTBO K
o 3ayeT B MUCEMEHHO
MaTHBHBIX aKTOB, onpeic | ak ogHa u3 ¢pyHkuuid ynp | CobecemoBanue it opme
JISIOMINX CTaTyC CyAeH H aBJICHUS P
CYACHCKYIO STHKY 1.2. OdopmiieHne pekBu3 3auyeT B MUCbMEHHO
CobecenoBanue >
UTOB JIOKYMEHTOB i popme
1.3. CocraBnenue u opop
3ayeT B MUCEMEHHO
MiIeHue cinyxeOHbIx 1oky | CobecenoBaHue it opme
MEHTOB. P
1.4. Opopmiienne xkaapoB 3ayeT B MUCHMEHHO
. bop P CobecenoBanue o
Ol JOKyMEHTAallHN. it opme
1.5. Pabota ¢ oOparmieHus 3ayeT B MUCEMEHHO
CobecenoBanne o
MU TpaXKIaH. it popme
1.6. Opranuzanus JOKyMe
p LW IOKYM 3a4er B MUCEMEHHO
HTOOOOpOTa B yupekaenu | CobecenoBaHue o
it popme
H.
1.7. Homenknarypa u Go 3adeT B NUCHbMEHHO
ypa i gop CobecenoBanne o
MHpPOBaHHE JEII. it popme
1.8. IToaroroBka zen K o
3ayer B MUCEMEHHO
CIIEAYIOIIEMY XPaHCHHIO CobecenoBanue o
it popme
M MCIIOJIb30BaHHUIO.
P2 YMeHue : onpenesnsitb MO 3a4er B IHCBMEHHO

JIeJb IOBEAEHHUS B KOJUIEK
THBE 1 00MIEHUs ¢ CyOBeK
TaMH TpaBa B COOTBETCTB
HHU ¢ HOPMaMHU 3aKOHOIAT
€J1bCTBA O CTAaTyCe CyACH,
CyAeiCcKON 3TUKU

1.1. Tenonpou3BOJICTBO K
aK ojiHa U3 QYHKIMN yIp
aBIICHUS

Pa3zHoypoBHEBEIE 32
Jlau¥l U 3aJlaHus

it popme

Tect

3adeT B MUCHbMEHHO
it popme

1.2. OdopmiteHHE peKBI3
HTOB JOKYMEHTOB

Pa3HoypoBHEBEIE 3a
Ja4Hu U 3a1aHuA

3adeT B MUCHbMEHHO
it popme

Tect

3a4er B MUCEMEHHO
it popme

1.3. CocraBnenue u opop
MJICHUE CITYyKCOHBIX TOKY
MEHTOB.

Pa3HoypoBHEBBIE 3a
a4y ¥ 3aaHus

3a4er B MUCEMEHHO
it popme

Tect

3adeT B MUCHMEHHO
it popme

1.4. OdopmiieHne KaapoB
Ol TOKYMEHTaI1H.

Pa3HoypoBHEBEIE 3a
Ja4Hu U 3a1aHuA

3adeT B MUCHMEHHO
it popme




Tect

3ayer B MUCbMEHHO
it opme

1.5. Pabota ¢ oOparmeHus
MU TpaXKIaH.

Pa3HoypoBHEBBIE 3a
Jlauu 1 3aJjaHus

3a4yer B MUCEMEHHO
it opme

Tect

3a4yer B MUCEMEHHO
it popme

1.6. Opranusanus 10KymMe
HTOO000POTA B yUPEKIACHU
.

Pa3zHoypoBHeBBIE 32
Jlau¥ U 3aJaHNs

3a4er B MUCEMEHHO
it popme

Tect

3a4er B MUCEMEHHO
it popme

1.7. Homenkmatypa u ¢pop
MHpPOBaHHE JIEIl.

Pa3HoypoBHEBBIE 3a
Jlauu 1 3aJaHus

3a4yer B MUCEMEHHO
it popme

Tect

3a4yer B MUCEMEHHO
it popme

1.8. IToaroToBKa M€l K 110
CIICAYIOIIEMY XPaHCHHIO
M HUCIIOJIb30BAHMUIO.

PasHoypoBHEBEIE 3a
Jla4u 1 3aJaHus

3adeT B MUCHbMEHHO
it popme

Tect

3adeT B MUCHbMEHHO
it opme

PJ12

Happik : IIpH BBITIOJTHEHU

1 y4eOHBIX 3a/a4 JEMOHC
TPUPOBATH ITHUECKOE OB
ezieHHe

1.1. JIlenonpou3BoACTBO K
aK ofHa U3 GYHKUUH yIp
aBJICHUS

Pa3zHOypoBHEBEIE 32
Jlauu U 3aJjaHus

3ayeT B MUCEMEHHO
it opme

Tect

3ayeT B MUCEMEHHO
it popme

1.2. OdopmiieHne pekBu3
HTOB JIOKYMEHTOB

Pa3HoypoBHEBEIE 3a
Jla4u 1 3aJaHHs

3adeT B MUCHbMEHHO
it popme

Tect

3adeT B MUCHbMEHHO
it opme

1.3. CocraBienue u odop
MJIEHHE CITY’K€OHBIX JIOKY
MEHTOB.

Pa3zHOypoBHEBEIE 32
Jlauu ¥ 3aJJaHus

3ayeT B MUCEMEHHO
it popme

Tect

3ayeT B MUCHMEHHO
it popme

1.4. OdopmieHue kaapoB
Ol TOKYMEHTAaI1H.

Pa3HoypoBHEBEIE 3a
Jlauu ¥ 3aJaHus

3adeT B MUCHbMEHHO
it popme

Tect

3adeT B MUCHbMEHHO
it popme

1.5. PaboTa ¢ oOpamieHust
MU IPaXk/IaH.

Pa3zHoypoBHEBEIE 32
Jlauu ¥ 3aJJaHus

3ayeT B MUCHMEHHO
it popme

Tect

3ayeT B MUCHMEHHO
it popme

1.6. Opranu3amus 10Kyme
HT0000pOTa B yUPEKICHU
.

PasHoypoBHEBEIE 3a
Jlayy U 3aJ]aHusl

3adeT B MUCHbMEHHO
it popme

Tect

3adeT B MHCHMEHHO
it popme

1.7. Homenknarypa u ¢pop
MUpPOBaHHE €.

Pa3H0ypOBHeBLI€ 3a
Ja4H U 3a1aHuA

3aueT B IUCbMEHHO
it popme

Tect

3a4er B MUCEMEHHO
it popme

Pa3HoypoBHEBEIE 3a
Jlayy Y 3aJaHus

3adeT B MUCHMEHHO
it opme




1.8. IToaroToBKa zen K IO

3ayeT B MUCbMEHHO

CIEAYIOIIEMY XPaHEHUIO Tect o
Y Y Xp it popme
1 FICTIONTE30BAHHIO.
P13 3HaHue : Ha3bIBaTh AOKyM | 1.1. JlenompousBoaCTBO K
A JIOKY A p e 3a4yeT B MUCEMEHHO
€HT, B KOTOPOM oTpaxkaeT | ak omgHa m3 yukuuii ynp | CobecenoBanue it dhopme
cs1 OlIpefeNicHHAast IPoTeC | aBICHUS p
CYAILHA ACATCIALHOCTE U | | 5 Opopmenne pexpus CobecenoBatiie 3aueT B MUCbMEHHO
WHast IOPHATIECKA AATE | yron 110Ky MeHTOB it hopme
JBHOCTH
1.3. CocraBnenue u opop
3a4yeT B MUCEMEHHO
MIIeHHe ciTykeOHbIX oKy | CobecenoBaHue N
it popme
MECHTOB.
1.4. Odopmienue kaapoB 3ader B TUCbMEHHO
9 bop P CobecenoBanue N
O¥i IOKyMECHTAIIUH. i popme
1.5. Pabota ¢ oOparmeHus 3adgeT B MICEMEHHO
CobecenoBanue N
MU TPaXKIaH. i popme
1.6. Opraanzamnus 10Kyme
p JIOKYM 3adgeT B MICEMEHHO
HTOOOOpOTa B yupexxaeHun | CobecenoBaHne N
it opme
.
1.7. Homenknartypa u ¢o 3a4eT B MUCbMEHHO
ypa i gop CobecenoBanne o
MHpOBaHHE . it popme
1.8. IToaroroBka zen kK mo
3adeT B MICEMEHHO
crenyromeMy xpaneanto | CobecenoBanue N
it popme
1 FICTIONTE30BAHHIO.
PJI3 YMeHue : xapakTepuszoBa 3949eT B IHCEMEHHO

Th OCHOBHBIE TPEOOBaHUA
coJlepKaHue TOKYMEHTAll
UU, B KOTOPOH OTpakaeTc
s OTIpeNIENIEHHast IPOLECC
yYajbHasa ACATCIbHOCTD U

HHAas I0pUAAYECKas AeaTe
JIbHOCTb

1.1. Ilenonpou3BOACTBO K
aK oJHa U3 GYHKUUH yIp
aBJICHUS

Pa3zHOypoBHEBEIE 32
Jlau¥l U 3aJJaHus

it popme

Tect

3adeT B MUCHbMEHHO
it popme

1.2. OdopmiieHne pekBu3
HTOB JIOKYMEHTOB

Pa3HoypoBHEBEIE 3a
Jadyu U 3aJaHuA

3adeT B MUCHbMEHHO
it opme

Tect

3ayeT B MUCEMEHHO
it popme

1.3. CocraBienue u odop
MJIEHHE CITY’K€OHBIX JIOKY
MEHTOB.

Pa3zHoypoBHEBEIE 32
Jlau¥l U 3aJlaHus

3ayeT B MUCHMEHHO
it popme

Tect

3adeT B MUCHbMEHHO
it popme

1.4. OdopmieHue kaapoB
Ol TOKyMEHTAaI1H.

Pa3HoypoBHEBEIE 3a
Ja4Hu U 3a1aHuA

3adeT B MUCHbMEHHO
it popme

Tect

3ayeT B MUCHMEHHO
it popme

1.5. PaboTa ¢ oOpamieHust
MU IPaXk/IaH.

Pa3zHoypoBHEBEIE 32
Jlau¥ U 3aJlaHus

3ayeT B MUCHMEHHO
it popme

Tect

3adeT B MUCHbMEHHO
it popme

1.6. Opranu3amus 10Kyme
HT0000pOTa B yUPEKICHU
.

Pa3HoypoBHEBEIE 3a
Ja4H U 3a1aHuA

3adeT B MUCHMEHHO
it popme

Tect

3aueT B IUCbMEHHO
it popme

1.7. Homenknarypa u ¢pop
MUpPOBaHHE €.

PasHoypoBHEBBIE 3a
JIaY4 ¥ 3aJaHus

3a4er B MUCEMEHHO
it popme

Tect

3adeT B MUCHMEHHO
it opme




1.8. I[ToaroToBKa ziein K IO
CIICAYIOIIEMY XPaHCHHIO
U UCIIOJIb30BAHHUIO.

PasHoypoBHEBEBIE 32
a4y ¥ 3aaHus

3ayer B MUCbMEHHO
it opme

Tect

3a4yer B MUCEMEHHO
it opme

PJ13

HaBbIK : IMETB OMBIT COCT
aBJICHUS TOKYMEHTALUH,
B KOTOPOIl oTpakaeTcs 10
pHUIMYECKas U UHas JIesiTe
JIBHOCTH

1.1. Ilenonpou3BoACTBO K
aK ogHa U3 GYHKUUH yIp
aBJICHHS

Pa3HoypoBHEBBIE 3a
Jla9¥ U 3aJaHNs

3a4yer B MUCEMEHHO
it popme

Tect

3a4er B MUCEMEHHO
it popme

1.2. OdopmiieHne pekBu3
UTOB JOKYMEHTOB

PasHoypoBHEBEIE 32
a4y Y 3aJaHus

3a4er B MUCEMEHHO
it popme

Tect

3a4yer B MUCEMEHHO
it popme

1.3. CocraBienue u odop
MIICHUE CITY’KEOHBIX OKY
MEHTOB.

Pa3HoypoBHEBEIE 3a
Jla9¥ U 3aJaHNs

3a4yer B MUCEMEHHO
it popme

Tect

3adeT B MUCHbMEHHO
it popme

1.4. Odbopmiienue kaapoB
0l JOKYMEHTaI1H.

Pa3HoypoBHEBEIE 3a
Ja4du U 3a1aHuA

3adeT B MUCHbMEHHO
it opme

Tect

3ayeT B MUCEMEHHO
it opme

1.5. PaboTa ¢ oOparmieHus
MU IPaXK/IaH.

Pa3zHOypOBHEBEIE 32
Jlau¥ U 3aJaHNs

3ayeT B MUCEMEHHO
it popme

Tect

3adeT B MUCHbMEHHO
it popme

1.6. Opranusanus 10KymMe
HTO000pOTa B YUPSIKICHH
u.

Pa3HoypoBHEBEIE 3a
Ja4dyu U 3aJaHuA

3adeT B MUCHbMEHHO
it opme

Tect

3ayeT B MUCEMEHHO
it popme

1.7. Homenkmatypa u ¢pop
MHPOBaHHE JIEII.

Pa3zHoypoBHEBEIE 32
Jlau¥ U 3aJlaHus

3ayeT B MUCHMEHHO
it popme

Tect

3adeT B MUCHbMEHHO
it popme

1.8. IToaroToBKa M€l K IO
CIICAYIOIIEMY XPaHCHHIO
U UCITOJIB30BaHHIO.

Pa3HoypoBHEBEIE 3a
Ja4Hu U 3a1aHuA

3adeT B MUCHbMEHHO
it popme

Tect

3ayeT B MUCHMEHHO
it popme

4 Onucanue npoueaypbl OCHUBAHUA

KauectBo copmupoBaHHOCTH KOMIETEHIIMA Ha JAaHHOM JTame OICHUBAETCS 10
peSYJ'IBTaTaM TeKYHH/IX u HpOMe)KYTO'-IHI)IX aTTeCTaIII/Iﬁ HpI/I IIOMOIIIN KOJ'H/I‘-IGCTBCHHOI\/'I OHeHKI/I,
BbIpaXeHHOW B Oamnax. MakcuManbHas cymMma OalljioB Mo JucHumuivHe (Moaynto) paBHa 100
Oasam.

O1eHOYHOE CPE/ICTBO
Bun yueOHoM nesTensH CoGecenosatt PasnoypoBne
oCcTH e Bble 3a1aun U | Tect Htoro
3aaHus
Jlexiuu[1] 10 10
IIpaktnaeckue 3anstus | 10 30 40
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CamocTtosTenbHas pabo 30 30
Ta

[IpomexyTouHast arTec 20 20
Tanus

HWroro 20 60 20 100

[1] B cootBercTBUU ¢ [TonoskeHHEM 00 OpraHU3alUK U MPOBEACHHH TEKYIIEr0 KOHTPOJIS

YCIIEBAEMOCTH, TEKYIICH 1 mpoMexyTodHou artectanuu cryaeHToB CK-CTO-I1J1-04-1.114-
2019 (BBeneH B neiictBue npukazoM pexkropa BI'YOC ot 29.01.2019 Ne54), a umenHo 1. 4.4,
MIOCEIICHUE JICKIUH 10 TUCIUIUTMHE OlleHHBaeTcs B 1 Oat 3a 3aHstue (B cymme He 6osee 20
0ayIoB 3a ceMecTp.

Cymma 06annoB, HAOpaHHBIX CTYICHTOM I10 BCEM BUIAM YY€OHOU JESTEIHHOCTH B paMKax
JTUCIUIIMHBL, IEPEBOJUTCS B OLIEHKY B COOTBETCTBUHU C TaOIHUIICH.

CymmMa Gano
s OreHKa 110 IPoMeEx
YTOUHOH aTTecTalu XapakTepucTHKa KadyecTBa ChOPMUPOBAHHOCTH KOMITETEHIINHI
MO JTUCIHILIN "
HE
CryzeHT IeMOHCTPHpPYET CPOPMHUPOBAHHOCTh JUCIMILTMHAPHBIX KOMIICTESHIINH, 0OHa
PY’KHMBaeT BCECTOPOHHEE, CHCTEMaTHIECKOe U ITyOOKoe 3HaHHE y4eOHOro MaTtepuana
o191 110 100 «3a4TeHO» / , YCBOMJI OCHOBHYIO JIUTEPATypy U 3HAKOM C JOIOJHHUTEIBHOMN JIUTEpaTypoil, pekome
«OTIINYHO» H/IOBaHHOU IPOTPaMMOii, yMeeT CBOOOIHO BBIMONHATH MPAKTUYECKHE 3aJaHuUsl, MIPe
YCMOTpEHHBIE TPOTrPaMMOH, CBOOOAHO ONEpUPYeT NPHOOPETCHHBIMU 3HAHUAMH, yME
HHSMH, IPUMEHSIET UX B CUTYAIHSIX MOBBIICHHON CIOKHOCTH.
CTyzeHT IeMOHCTpUPYET CPOPMHUPOBAHHOCTD JUCIUILITHHAPHBIX KOMIIETCHIHN: OCHO
o1 76 10 90 «3a4TeHO» / BHBIC 3HaHUSI, yMEHUS] OCBOCHBI, HO JIOIYCKAIOTCSl He3HAYHUTEIIbHBIC OIIHOKH, HETOYH
«XOpOIIOY OCTH, 3aTpyJHEHUs IIPY aHATTMTUYECKUX OIlepalusiX, IepeHoCce 3HaHUN U yMEHUM Ha H
OBbIC, HECTAHJAPTHBIEC CUTYaIUH.
CTyzeHT AeMOHCTPHUPYET ChOPMHUPOBAHHOCTD JUCHUIUIMHAPHBIX KOMIIETEHIIHI: B X0
«3a4TeHO» / Jie KOHTPOJIBHBIX MEPONIPUATHI AOMYCKAIOTCS 3HAUUTENbHBIE OIIUOKH, TPOSIBIAETCS O
ot 61 o 75 «YIOBJIETBOPUTENb | TCYTCTBUE OT/ENbHBIX 3HAHUM, YMEHHUM, HABBIKOB 110 HEKOTOPBIM TUCLMITIMHAPHBIM K
HO» OMITICTEHIUSAM, CTYAEHT UCIBITHIBACT 3HAUUTEIIbHBIC 3aTPYJHEHHS IIPU ONIEPUPOBAHU
Y 3HAHWSIMH M YMEHHSIMH IIPH X ITEPEHOCE Ha HOBBIE CUTYAIIHH.
e 3aTeHO / V crynenTa He c(OPMHPOBAHEI AUCIUIINHAPHBIE KOMIICTEHIIUH, TIPOSIBIISIETCS HEZOC
ot 41 o 60 «HEYJOBJIETBOPHTE Y OpMHPOBa P > 1IP
TATOYHOCTb 3HAHUM, YMEHUI, HABBIKOB.
JIBHO»
«He 3a4TeHO» /
JlucuuniHapHble KOMIIETEHIIMY He copMupoBaHsl. [IposBisercs mojaHoe WK Ipak
ot 0 mo 40 «HEYJOBJIETBOPHTE o .
bHOY THYECKH MTOJTHOE OTCYTCTBHE 3HAHHH, yMEHUI!, HABBIKOB.

S IIpuMepHBIE OLICHOYHBbIE CPEACTBA

5.1 CoGecenoBanue — 3aIMTa MHANBUAYATbHOT0 3aJaHUS

NS

JACIJIOIPONU3BOJICTBE

©CoNo O

[ToHsATHS «TOKYMEHTAIIMOHHOE 00eCIeueHNE YIPABICHUS» U «IeTONPON3BOACTBO»
Cnyx0a JIOY — pyHKIMHU U CTPYKTYpa, IpaBa U OTBETCTBEHHOCTb
HopmartuBHo-nipaBoBas 6a3a 10KyMEHTHUPOBaHUS

[lonarue «yHupuKaus 10KyMEHTOB» U €ro 3HaU€HHE B COBPEMEHHOM

Cranpaptuzanus gokymenToB. Tpedoanus 'OCT P.6-30-2003
PexBuzur. Pacrionoxxenue u pazmep peKBU3UTOB

[Tonsarue «1okymMeHT». OYHKIUU TOKYMEHTOB

Knaccudukanus 10KyMeHTOB

. Cucrembl TOKyMEHTOB

10. OpraHu3anroOHHO-PaCTIOPSIUTEIbHAS CHCTEMA JIOKYMEHTAIIHH
11. PaciopsiiuTenbHble TOKYMEHTHI
12. OpraHn3annOHHO-TIPABOBbIE JOKYMEHTHI
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13.
14.
15.
16.

17.
18.
19.
20.
21.
22.
23.
24.
25.
26.
217.
28.
29.
30.

TEMaM

HNHpopManinoOHHO-CITPABOYHBIE JOKYMEHTHI

JIOKYMEHTBI 110 INYHOMY COCTaBy

TexHomnorust paboThI ¢ JOKYMEHTaMH

Omnpenenenne NOHATHS «IO0KYMEHTO000POTay, OOIIMe NPUHIUIBI U METOAHYECKHE
OCHOBBI OpPTraHU3aIMH JOKYMEHTO000pOTa

CtpykTypa 1 0011as XxapakTepuCcTUKa JOKYMEHTOIOTOKOB

Peructpanus kak coctaBHas yacth TexHosioruu J10Y

DTanbl NPOXOKICHUS U UCIIOIHEHUS UCXOASIIUX U BHYTPEHHUX TOKYMEHTOB
Perucrpanus 10KyMeHTOB. 3a1a4l U IPUHIUIIBI PETUCTPALIIH

OcHoBHbIE MpaBUIIa HHIEKCALUN JOKYMEHTOB

dopMHUpOBaHUE U XPAaHEHHUE JIEN B JEIONPOU3BOICTBE

Omnpenenenne NOHATHSI HOMEHKJIATYPHI Ae. Buabl HOMEHKIATyp e
TpeGoBanwus K GOPMYITUPOBKE 3aT0JIOBKOB JIEJI B HOMEHKIJIATYpE
O06pa3oBaHue UHAEKCA JIela B HOMEHKJIAType

Cpoxu xpaHeHusl e

XpaHeHHe JOKYMEHTOB B CTPYKTYPHBIX MOIpa3AeICHUSIX OpraHu3aun
[ToaroToBka u mepenava gaen B BEJOMCTBEHHBIN apXUB

TpeboBanus K 0OPMIICHUIO J1ETT

Omnpexnenenne U COCTaBICHNUE OIUCEH

Kpamkue memoouueckue ykasanus
ITpu noAroToBKE K MPAaKTUYECKOMY 3aHSATHIO CTYIEHT 00513aH IPOpaboTaTh UCTOYHUKHU 110
JUCLUIUIMHBI, OCHOBHYIO U JIONOJHUTENIbHYIO JUTEpartypy (C 00s3aTeIbHBIM

KOHCIICKTUPOBAHUEM H3YUACMOT'0 MaTepuajia — pu CO6€C€I[OBaHI/II/I C IpenoaaBaTejieM CTyIACHT

MOXET

HCII0JIb30BATh CBOM 3aIIHCH).

Ilxana oyenku

OmueHka Bamnmsr Omnucanue
5 5 CTYACHT NPEACTaBUJI OTJIMYHOEC UCTIOJTHEHUE C HE3HAYUTECIbHBIM YU CJIIOM OIIMOOK
4 4 CTYICHT IOKasaJl YPOBCHb BJIaJCHHA MAaTEPpUAJIOM BLIIIE CPEAHETO C HECKOJIbKMMU oIIMOKaMu
3 3 B II€JIOM ITIPABUJIBHO, HO CO 3HAYUTEJIBHBIM KOJIMYCCTBOM HEOOCTATKOB
2 0 B II€JIOM NTPABWJIBHOC NCIOJIHEHUEC C KPUTUICCKUM KOJIUYECTBOM CYIICCTBEHHBIX OIIHOOK
5.2 Bonpocsl k 3a4ety (mucbMeHHasi popma)

1.IlonsTus CIOKYMCHTAIIUOHHOC obecrneucHue YIIpaBJICHUSA» U «ACJIIOIIPOU3BOJACTBO»

Cnyx0a JIOY — pyHKINHU U CTPYKTYpa, IpaBa U OTBETCTBEHHOCTb
HopmatuBHo-1ipaBoBas 0a3a JOKYMEHTUPOBAHMS

[TonsiTue «yHupUKaLMs JOKYMEHTOB» U €ro 3HaYeHHE B COBPEMEHHOM
JIEIIONPOU3BOJICTBE

Cranpaptuzanus gjokymenToB. Tpedoanus [[OCT P.6-30-2003
PexBuszut. Pacnionoxenue u pasmep peKBU3UTOB

ITonsTne «10KkyMeHT». DyHKIIUU JOKYMEHTOB

Knaccugukarus 10KkyMeHTOB

Cucrtembl TOKYMEHTOB

OpranuzanoOHHO-PACIIOPAIUTENBHAS CUCTEMA IOKYMEHTALlUN

. PacniopsauTenbHble JOKYMEHTBI

. Oprann3annoHHO-TIPABOBBIE TOKYMEHTHI

. UHdopMalilnoHHO-CIIpaBOYHbIE TOKYMEHTHI

. JIOKyMEHTBI 110 JINYHOMY COCTaBY

. TexHnonorus paboThl ¢ JOKYMEHTaMH

. Onpenenenne NOHATHS «IOKyMEHTO000pOTay, O0IINE MPUHIIUITBI U METOANYECKHE

OCHOBBI OpraHu3aluu JOKYMEHTO000poTa



16. CtpykTypa 1 o01mas XxapakTepUCTHKa JJOKYMEHTOTIOTOKOB

17. Peructpanus Kak cocTaBHas 4yacTh TexHosoruu JJOY

18. Dramnbl mpoX0KIEHUS ¥ UCTIOJTHCHUS UCXOSIINX  BHYTPEHHUX JIOKYMCHTOB
19. Peructpanusi TOKyMeHTOB. 3a/1a4¥ U PUHITUITBI PETUCTPAIUTH

20. OcHOBHBIE IPaBUIJIA UHACKCAIIUN JTOKYMEHTOB

21. ®opMHupOBaHUE U XPAHCHHE JIeT B JICIIOTIPOU3BO/ICTBE

22. OnpeneneHue MOHATUS HOMEHKIIATYPBI Jell. BUIBI HOMEHKIIATYp Jel
23. TpeboBanus K GOpMYITUPOBKE 3ar0JIOBKOB JIeJl B HOMEHKIIAType

24. O6pa3oBaHue UHJEKCA JIeTia B HOMEHKIIAType

25. Cpoku XpaHCHHS JIelT

26. XpaHeHHe TOKYMEHTOB B CTPYKTYPHBIX TOJIPa3ACICHUSX OpraHU3aIluu
27. I[lonroToBka u mepenava Jeil B BEIOMCTBEHHBIN apXUB

28. TpeboBanus K 0POPMIICHHIO JIETT

29. OnpeneneHre U COCTaBJICHUE OMUCEH

Kpamxue memoouueckue ykazanus
IIpy noxaroroBke K 3aueTy CTYAEHT 00s3aH NpopadoTaTh HCTOYHUKM IO TEMaM
JUCLUIUINHBIL, OCHOBHYIO U IOTIOJHUTEIBHYIO JIUTEPATYPY.

Ilxana oyenku
OmueHka Bamnsr Omnucanue
CTYJIEHT NOKa3bIBaeT INIyOOKHE OCO3HaHHbIE 3HAHHS I10 OCBEIAEMOMY BOIIPOCY, BIaJ€HNUE OCH
OBHBIMH ITOHATHSMH, TEPMHHOJIOTHEIT; BlIaileeT KOHKPETHBIMU 3HAHUSIMH, YMEHUSIMH 10 JaHHO
I TUCLIMIUTIHE; OTBET IOJIHBIHA JT0Ka3aTeNbHbIH, YeTKUH, TPaMOTHBIH, HILTFOCTPHPOBAH IIPAKTHY
€CKHM OIIBITOM IIPO(eCCHOHANEHOI AesTeNbHOCTH
CTYJICHT IOKa3bIBaeT IIy0OKOE U MOJIHOE YCBOCHHUE COJCPIKAHU MaTepuaa, yMEHHE NPAaBUIbH
4 76-90 0 ¥ I0Ka3aTeIbHO U3JIaraTh POrpaMMHbIN MaTepHall, JOMYCKAeT OTACIbHBIC HE3HAUNTEIIbHBIC
HETOYHOCTH B ()OpME U CTHIIC OTBETA.
CTYIICHT ITIOHMMaeT OCHOBHOE COJIepKaHHe yaeOHOI MporpaMMBl, yMeeT MOKa3bIBaTh IPaKTHIe
CKOe ITPUMEHEHHe MOJyIeHHBIX 3HaHUH. BMecTe ¢ TeM oIrycKaeT oT/enbHbIe OMNOKN, HETOYH
OCTHU B COJEpKaHUH 1 0(OPMIICHUH OTBETA; OTBET HEIOCTATOUHO I0CIICJOBATENIEH, JOKa3aTelle
H U IPaMOTEH.
CTYZICHT HMEET CYIIECTBEHHBIC TPOOEIbI B 3HAHUAX, AOIMYCKACT OIIMOKH, HCTOYHOCTH B COICPIK
2 Mmenee 60 aHHMHM PaccKa3bIBAEMOTO MaTepualia, He BBIACIAET TJIaBHOTO, CYIIECTBEHHOTO B oTBeTe. OTBET I
OBEPXHOCTHBIM, 0€30Ka3aTeIbHBI, JOIYCKAIOTCS PeueBble ONINOKH.

5 91-100

3 61-75

5.3 UToroBbIii TECT

1. 1. CucremMa J0KYMEHTAIUN — 3TO COBOKYITHOCTh JOKYMEHTOB,
NpUMEHsIeMbIX:

a) B cepe yrpaBiIeHUs;

0) B kakoif-11bo cepe AeATeNbHOCTH;

B) B IaHHOM YUPEXJACHUH;

I') B KOHKPETHOM CTPYKTYPHOM HOJpPa3/IeICHUH.

1. 2. Ha xoJys1ernajbpbHoOi 0CHOBE H31AI0TCH:
a) IOCTaHOBJICHNS,
0) TpuKa3bl 10 OCHOBHOM JEATEIbHOCTH;
B) IIPUKa3bl 110 INYHOMY COCTaBY;
T') CIIPAaBKH.

1. 3. IIpoexT npukasa no JU4YHOMY COCTABY FOTOBUTCS:

a) HA4aJbHUKOM KaHIIEJISIPHH;
0) HAaYaTbHUKOM OTJIelia KaJpOoB;



B) IOPUCKOHCYJIBTOM;
T') CeKpeTapeM.

4, ITucbMmo, cogep:xaiee coodeHNe 0 KAKOM-IH00 GakTe UIH
MepONpHUSITHH, TPONATAHAUPYIOLIEe JeSITeJILHOCTh KAKOoi-1100 OpraHu3aumu,
HA3bLIBAETCA:

a) pa3bsACHEHHEM;

0) nH(OPMAIIMOHHBIM;
B) HaIIOMMHAHUEM,;

I') FapaHTUIHBIM.

S. IIpuem Ha padoTy NPOU3BOAUTCH HA OCHOBAHUM:

a) pacropsHKEHUsT HadyaJIbHUKA OTJela KaJIpOB;
0) TMYHOTO JKeJTaHus paOOTHUKA;

B) JIMYHOTO 3asIBJICHUS paOOTHHKA;

r) aBrobuorpaduu.

6. IIucbMeHHOE coralieHue MEXKTY opraHI/Bauneﬁ H 9aCTHBIM JTHIIOM 00
YCTAHOBJICHHH TPYAOBBIX OTHOIIEHHH HA3bIBaeTCH:

a) TPYIOBBIM KOHTPAKTOM;
0) KOMMEPUYECKHM KOHTPAKTOM;
B) KOMMEPYECKUM JOIOBOPOM.

7. ABTOOHOrpadgus cocTaBaseTCcs ¢ HeJbI0:

a) IOUCKa pabOoThI;

0) TpyAOYCTpPOMCTBA;

B) YCTAHOBJIEHUS JTUYHOCTH;
T') 3aBECTH TPYIOBYIO KHHXKKY.

8. Cayxe0Hble NMCbMA HE HMEIOT PeKBU3UTA:

a) pe3OJTIoLIHS;

0) Ha3BaHHE BUJIA;

B) CCBUIKA Ha WHJIEKC U JIaTy,
I') OTMETKa 00 UCIIOJIHUTEIIE.

9. ITouToBBINH a7ipec B PEKBU3UTE «aJpecan) YKa3bIBAETCH:

a) BO BCEX JIOKYMEHTax;

0) pa3oBOMY KOPPECIIOHCHTY;

B) BBIIIECTOSIIIUM OPTaHU3AIUSM;
T) OpraHam BIIaCTH U yIPaBJICHHUS.

10. Crangaprusanus:
a) MPOIECC YCTAHOBJICHUS U PUMEHEHHUS 00Pa3I0B, 3TAJIOHOB;

0) mpoliecc mpuMeHeHus! YHU(UIIUPOBAHHBIX (DOPM JOKYMEHTOB,
B) MIPOIIECC YCTAHOBJICHUS TTPaBUI 00PaObOTKH IOKYMEHTOB;



I') IPOLIECC PErUCTpalii TOKYMEHTOB.

Kpamxue memoouueckue ykazanus

Bomnpoc copepxut oauH BapuanT orBeta. CTyIEHT JAOJDKEH BBIOPATh MPABUIIBHBIN OTBET
Y HalMcaTh €ro HOMEp HaIpOTUB HOMEPA BOIIPOCA HA JIUCTE OTBETA.

LlIxana oyenku

OrneHka Bansr Onucanne

5 5 KOJIMYECTBO BEPHBIX OTBETOB cocTaBisieT 6osee 90% oT ob11ero yncia TECTOBbIX 3aqaHuN

4 4 KOJIMYECTBO BEPHBIX OTBETOB COCTABISIET OT 75% 10 89% OT 00IIero Ynciia TECTOBBIX 3aIaHHH
3 3 KOJIMYECTBO BEPHBIX OTBETOB cocTaBiisieT 0T 60% 10 74% oT 00IIero Ynciia TECTOBBIX 3aIaHHi
2 0 KOJIMYECTBO BEPHBIX OTBETOB cocTaBisieT MeHee 60% 0T 0011ero yncia TeCTOBbIX 3aJaHuN

5.4 Ilpumep pa3HOYPOBHEBBIX 32124 U 3aJaHUii

1. CocraBbTe npUKa3 pyKOBOAUTENSI OPraHU3ALNH O IPUEME Ha pabOTy IOPUCKOHCYIBTOM.

2. CocraBbTe NpuKa3 00 0CBOOOXKIECHUH OT PabOThl B OPraHU3aLMK B CBSA3U C I1€PEE3/I0OM Ha

HOBOE MECTOXUTENILCTBO.

CocraBbTe npuka3 00 yBOJILHEHHH [IEPEBOIOM B JPYTyI0 OpraHU3aLHUIoO.

CocTaBbTe XapaKTEpPUCTUKY-PEKOMEHAAIINIO Ha paOOTHUKA BaIIETo MPEANPUATHS IS

HOCTYIUIEHUS €0 B aCIIUPAHTYPY.

5. HamnummTe 3asBieHue o npueme Ha pabOTy IOPUCKOHCYJIBTOM B TOCYIapCTBEHHOE
OpeanpusTHe 10 CBA3U U UH(popMaTHKe «PoccBA3bUHDOPMY.

6. HanwmuTe 3asBieHune o MpeJOCTAaBICHUU aIMIHUCTPATUBHOTO OTITYCKA MO0 CEMEWHBIM
0OCTOSTENILCTBAM.

7. Hanmmute aBToOMOTrpaduio u pesrome, HeoOX0oaAUMBbIE 7151 0QOPMIICHUS IOKYMEHTOB
IpY NOCTYIUIEHUH Ha PaboTy.

8. Odopmure 3anuch B TPYI0BOM KHIKKE 00 YBOJIHHCHUH:

~ow

a) 10 COOCTBEHHOMY JKEJIaHMUIO;

0) B CBSI3U C JIMKBUIALUEH TPEATIPUATHS;

B) B CBSI3U C HECOOTBETCTBUEM BBINIOJIHAEMON pabOThl NPEIbABISEMbIM
TpeOOBaHUAM BCIIEICTBUE HEJOCTATOYHOM KBaTM(UKALIH.

=

CocraBbTe NPOEKT TPYAOBOTO AOTOBOPA MO HAIMy, OIJIaTe U YBOJIBHEHUIO.
CocraBbTe MpuKa3 0 IepeBojie Ha paboTy BHYTPU OpraHU3AIIHH.
3. CocraBbTe NpuKa3 00 YBOJbHEHUU pAa0OTHUKA B CBS3H C JTMKBUAIUCH MTPEAPHUSATHSI.

N

Kpamxue memoouueckue yxazanus

UToOBl BBIMOTHUTH 33JaHUE, HEOOXOIUMO O3HAKOMHUTHCS C MAaKeTOM JIOKYMEHTOB IO
an4HOMY cocTaBy. COBOKYITHOCTh B3aUMOCBSI3aHHBIX JIOKYMEHTOB, B KOTOPBIX 3a()MKCUPOBaHbI
ATarbl TPYIOBOH IEATENHHOCTH paOOTHUKA, HA3bIBAIOTCS JOKYMEHTAIIMEH M0 TUYHOMY COCTAaBY.

HHokymenmayuto no auunomy cocmagy (TepcoHay, KajapaMm) MOKHO KiacCH()UIIUPOBATH
Ha YeThIPE TPYIIIHL:

- AOKYMCHTAaIM, CBA3aHHasd ¢ KOMIIJICKTOBAHUCM II€PCOHAJIA OpTaHU3allnu,

- JOKYMEHTAIUs, CBsI3aHHAs C MPOIECCOM MPOABMKEHHS IMEpcoHana IO
CITyX0€;

- JOKYMEHTAIUs, CBS3aHHAs C BBIIOJHEHHEM pPAOOTHUKOM TpeOOBaHHIA
TPYIOBOM AUCIUIUIVHBL,

- JOKYMEHTAIUs, CBsI3aHHAs C TNPEKpaIIeHHEeM TPYAOBBIX OTHOIICHUIA
pabOTHUKOB C OpraHU3AIUEH, C YBOJILHEHHUEM.

Ogopmnenue 00KyMeHmo8 npu nOCmMynieHuu Ha pabomy



[Tpuem Ha TOCTOSHHYIO Pa0OTY HOBOTO COTPYIHUKA MPU HATUYHH BAKAHTHOM JIOJKHOCTH,
MPEeyCMOTPEHHON IITaTHBIM pPAaclUCaHUEM, COMPOBOXKAAeTCS OG(OPMIIEHHEM JOKYMEHTOB:
Pestome - Aukera - TpymoBoii KOHTpakT - [Ipukas o mpueme Ha paboTy

LlIxana oyenku

OrneHka Bansr Onucanne

5 5 CTYICHT MPEACTABIII OTIMYHOE UCTIOJHEHHE C HE3HAYUTEIbHBIM YHCIIOM OLIHOO0K

4 4 CTYJICHT MTOKa3aJ YPOBEHb BIIAJICHHS MaTCPUAIOM BBIIIE CPETHETO C HECKOJIBKHMH OIMHOKaMU
3 3 B II€JIOM MPABIJIBHO, HO CO 3HAYUTEIHLHBIM KOJIMYECTBOM HEIOCTATKOB

2 0 B 1I€JIOM MPABUIIbHOE HCIIOJHEHHE C KPUTHICCKUM KOJIMYECTBOM CYIIECTBEHHBIX OIINOOK




5. [IpuMepbI O1IeHOYHBIX CPEACTB /ISl POBeIeHUs TeKYIlel aTTecTaluu

5.1 Bonpocul ona cobecedosanusn (ycmunozo onpoca):

1. IlonsiTne, wean, 3aJauyM W NPUHIUNBI JIeJONPOU3BOACTBA KaK (PyHKIHH
ylnpaBJieHHs.
OT1Ber:

J1e10nmpoOn3BOACTBO — OTO JIEATEIBHOCTh, KOTOpas obOecriedynBaeT oOMeH HHQopMaluei
KaK BHYTPHU OJHOM OpraHM3allMM, TaK U MEXIY Pa3HbIMU yYaCTHUKaMU KOMMYHHUKAIHMi. ITO
MHOTO3TaIlHbIM Tpoliecc, KOTOPBHIA BKIIIOYAET CO3/IaHUE, BEACHHE, UCIOIb30BaHUE, KOHTPOIIb,
CBOEBPEMEHHOE OOHOBJICHUE U XPAHEHUE JOKYMEHTAIIUH.

['maBHas 1eTH JEIOMPOM3BOJACTBA — OOECIICUUTh KOMITAHMIO BCEMH HEOOXOIUMBIMHU
JIoKyMeHTamu. /[Be monuenu:

1. ®ukcupoBanue  uHPOpMAIMU  IOCPEICTBOM  H3TOTOBJIEHUS  YIPaBIEHYECKUX
JIOKYMEHTOB.
2. BricTpanBaHHE MMOJHOTO IUKIA PAOOTHI C JOKYMEHTAIIHCH.
3amaum Je0npOU3BOICTRA!
e CO3/aHHE JOKYMEHTOB, TO ecTh (QuKcanus HHPOPMAaIUH Ha OyMa)XHOM WIH
AJIEKTPOHHOM HOCHUTENIE C COOMIOICHIEM JISHCTBYIOIIUX HOPM U IIPaBUIL,

e perucrpanuda AOKYMCHTOB IS MOCICAYIOMICTO KOHTPOJIA X MEPCABUKCHHA B KOMIIAHUA
U 3a eé mnpeaciiaMu Uik UCIIOJTHCHUA

e Iieperaya JOKYMEHTAalUMU Ul HUX MCIOJb30BaHUS MO0 HA3HAYEHUIO — IPUHATUS
pELIEHUH, UCIIOHEHNS PACTIOPSKEHUN U T. 11.;

e cHCTEMaTH3alUsl YIPABIEHYECKOW JOKyMEHTAllUH, KOTOpas oOecreyuBaeT OBICTpPbII
MOWCK KOHKPETHOW MH(pOpMaluu B cllydae HEOOXOIMMOCTH, YHHUTOKEHHUE WM apXUBalUs U
XpaHEHHE.

IpuHIHMNBI 1€710MPOU3BOJICTBA!

Yuudukanus (Bce mpoIecchl, Onepanny JOMHKHBI TOJYUHITHCS €AMHBIM IIPaBUIIaM);
Crangaptuzanus (CTpOroe COOTBETCTBHE FOCCTaHAApTaM);

CHuCcTeMHOCTh HOPMaTHBHO-METOIUYECKOTO perynupoBaHust (JOKyMEHTO000pOT
BBICTPAUBAETCS 10 €AMHBIM TPEOOBAHUSAM);

Lentpanuzanus (METOJUUECKOEe OOecredeHne M KOHTPOJIb 3a JOKYMEHTOOOOPOTOM
OCYIIIECTBIISIETCS [ICHTPAIM30BAHHO);

Jeuentpanuzanus (Kakaasi KOMIAHUS ~ CaMOCTOSITENIbHO — ONpejenseT Uenu U
yCTaHaBIIMBAET JIOKaJIbHbIE TPEOOBAHMS UCXO/I U3 COOCTBEHHBIX IEPBOOUEPEIHBIX 3a/1a4);

KommiekcHOCTS (331241 JOJIKHBI BBITOJTHATHCS COTJIACOBAHHO, IIEJICHANPABIIEHHO);

I'nbxocthb (CI/ICTeMa AOJIKHA pa3BUBATHCA U COOTBETCTBOBATE MCHAIOIIIUMCS YCJ'IOBI/IXM);



HanéxuocTs (opranuzanus A0JDKHA TapaHTUPOBAHHO HOJIYYaTh MOJIHYIO MH()OpMALUIO,
KOTOpas €il Hy)KHa);

OmnepatuBHOCTH (MH(POPMAIUS T0JKHA IOCTYNATh CBOEBPEMEHHO, OBITh aKTYyaIbHOI);
IenecooOGpa3HoCcTh (00BEKTHBHAS HEOOXOAMMOCTD TE€X WJIM HHBIX MPOIECCOB);
CrnenoBaHue 3aKOHO/IaTENbCTBY, HOPMATHUBHBIM aKTaM;

YnopsnoueHHOCTh (AOKYMEHTOO0OPOT B KaXJI0M KOMIAHUM CTPOUTCA IO CTPOro
onpeaenéHHON cxeme);

D heKTHBHOCTH (I€TOMPOU3BOICTBO 00ECIIEUNBACT MPOAYKTHBHOCTh KOMITAHUH).

5.2  Ilpumepvt mecmoguix 3a0anuil

Tecr Ne 1

1. B JIpeBHEeM rocyaapcTBe MPEUMYIIECTBEHHO MUCANIN Ha:
a) epraMeHTe;

0) manupyce;

B) Oymare.

2. llenTpamu BeieHUS U XpaHEeHUs JOKyMeHTOB B IX-XV BB. ObLIM:
a) Xpambl,

0) rocTHHbBIE IBOPBI;

B) apXHBBI.

3. CoBpeMeHHbIE CPECTBA JOKYMEHTHPOBAHUS
a) POCThIE CpescTBa (PYUKH, KapaHJaIlIN);

0) MexaHN4YecKHe U JIeKTPOMeXaHHuYeCKue;
B) CpeJICTBA aBTOMAaTHU3aLlUU.

4. OcHOBa HOPMATUBHO-TIPABOBOI 0a3bl ETONPONU3BOJICTBA:
a) F'OCThwr;

0) KJ1acCU(pUKaTOpPHI;

B) Oyxrantepckasi OTYETHOCTb.

5.CBoiicTBO 0QUIMATBLHOTO TOKYMEHTa, COO0IIaeMoe eMy JeHCTBYIOINUM 3aKOHOAATEIbCTBOM:
a) IopuauyecKas cuia;

0) MTHPOPMATUBHOCTH;

B) HIOJTMHHOCTA;

5.3 3aoanusa ona camocmoamenvHoil padomaol

3aganue 1. Pa3paGoraB OnaHKu ropuanueckod (UPMBI ceKpeTapb NpPEACTaBWII MX Ha
YTBEPKACHUE IUPEKTOPY KOMIIAHMM. PyKOBOOWTENb NPOAHAIM3UPOBAI IPEICTaBICHHbBIN
MaTepuai, MOJIOKUTEIbHO OIEHWJ M YTBEpIWI KUBKOM TosioBbl. Kakum o0pa3oM BBOAST B
neiictBue O1aHKH opraHu3anuii? JlocTaTOuHO M YCTHOTO COTIaCOBaHMS UX C PYKOBOIAMTEIEM.

Otser:

[To oOmemMy mpaBuily JOKYMEHTHl B OpPraHM3alUU BBOJAT B JCHCTBUM HA OCHOBaHWUHU
MUCBMEHHOTO TpHKa3za (pacrnopssKeHUsl) pPyKOBOJAWTENS] OpPraHu3alldy. YCTHOE COIVIacCOBaHUE
PYKOBOJUTENST HE sBJseTcs Haiexamedl ¢opmoil ¢ukcanum cormacus pyKOBOJUTENS C
YKa3aHHBIMH JIOKYMEHTAMH.



B n. 6.6 «I'OCT P 7.0.97-2016. Hanmonaneusiii cranmapt Poccuiickoii ®@enepannm.
Cucrema cTaHmaproB Mo HMHPOpPMaLUH, OUOIMOTEUHOMY M M3/ATEILCKOMY  JIENy.
OpranuzalioOHHO-pacTIOpIUTENbHAST ~ JOKyMeHTauus.  IpeOoBaHus K  O(OpMIIEHUIO
JOKYMEHTOB» YKa3aHO, YTO HOPMAaTHBHBIMH aKTaMH OpPTaHM3ALUU YCTAHABIMBAIOTCS BHJIBI
MPUMEHSIEMbIX OJaHKOB M MX Pa3HOBHIHOCTH (OJIaHK MHUCbMa CTPYKTYPHOTO MOJApa3fesieHus,
OJIaHK MUChbMA JTOJHKHOCTHOTO JIMIa, OJaHK MPHUKa3a, OJaHK pacrnopspKeHus, OJaHK MPOTOKOJIA U
zp.).

Craenosarensno, 'OCTom pekomeH0BaHa MHCbMEHHAs (opMa yTBEPXKICHHS OJIAHKOB
opranuzanuu. Hannuue nanHoit ¢opmbl npuaaer OJaHKaM HOPUIWYECKYIO CUITY M (PUKCHUpPYET
BOJIIO PYKOBOJUTEIIS.

3aganmue 1. CoctaBbTe U 0OPMUTE MPUKA3 10 OCHOBHOW JAEATEIBHOCTH:

(Curyarusi) Bl sBiasietech  aupektopoM  ¢upmbel - PocToBarpocTpoiicHaOCOBIT, KOTOpas
Haxoautcs Ha ynuie JloBatopo 123. Bam HeoOxomumo otmpaBuTh 2500 TOHH TOprovero B
ropoJl ANIepoHcK, Ha CkJiaa AGIIepBepTO.

OrtBer:

r. BnaguBoctok 20.02.2025r.
ITpukaz Ne 66-o0
00 OTIIpaBKE rOpPIOYEro

Bo wucnonnenne poroBopa mocraBku Ne 47, 3akmoueHHoro wmexay OOO
«PocroBarpoctpoiicHadcobIT» 1 OO0 «KomabaitHTpecT»:
I[MPUKA3BIBAIO:
1. HavanepHuky kommepueckoro otaena MenseneBy B.II. obecneunTs OTHpaBKy 10
25.02.2025r. 2500 TOoHH TOpIOYEro B ropo i ATIIIIEPOHCK, HA CKIIaa AOIepBepToI.
2. OO UCHOTHEHUH HACTOSIIETO MPHKa3a COOOUIUTh MHE, TeHEPAIbHOMY JAUPEKTOPY B CPOK
10 28.02.2025r. B mcbMEHHO# Gopme.

Hupekrop nooOnuch XKonobos IT./I.
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