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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 TUCIHUITITIMHE

Kon u
HazBanue Kox u popmymupoBka | ¢dopmymmpoBka
OIIOII BO, HMHIUKATOpa Kon
KOMIICTCHITHH
COKpalIEHHOE JOCTHIKEHHSI pe3yib DopMyIupoBKa pe3yibTaTa
KOMIICTCHITHH
TaTa
40.05.04 TIKB-4 : ciocoben TIKB-4.2x : PJI1 3HaHue | Ha3BIBATH BUIEI
«CyneOHass 1 | KOOPAMHUPOBATH oTpakaer FOPUINIECKON U MHOM
MIPOKYPOpCKasi | JAeareabHOCTh coJiep)KaHue JOKYMCHTAIMH, B KOTOPOU
JIESITEIBHOCTDY | MPaBOOXPAHUTEIBHBIX | FOPUIANICCKOM OTpakaeTcs oIpeeNeHHas
(CI11) OpraHoB 1o 00opbde ¢ | AesATENLHOCTH, B IOpUINYECKast AeSITeIbHOCTD,
MPECTYMHOCTHIO TOM YHCIIE B TOM YHUCJIE
HPOIEeCCyaTbHBIX POIIECCYaIbHbIC JCHCTBHUS
NEUCTBUY B PJI1 | YMenue | XxapakTepu30BaTh OCHOBHEIE
IOPUINYECKON U TpeGOBaHUS K COAEPIKAaHUIO
HHOM IOpUINYECKON U MHON
JIOKYMCHTAIHH JIOKYMEHTAITIH, B KOTOPOU

OTPpAXKACTCA ONPCACIICHHAA
ropuaniccKas ACATCIbHOCTD,
B TOM 4HCJIC
IIPOHECCCYaJIbHBIC I[efICTBI/IFI

PJI1 HaBwik | UMETH OMBIT COCTABJICHUS
IOpUINYECKON U MHON
JIOKyMEHTalluH, B KOTOPOH
OTpakaeTcs oIpeeseHHas
OpUNYECcKas NesITeIbHOCTD,
B TOM YHCJIE
TIPOIECCYAJIbHBIE JEHCTBUSA

B mpouecce ocBOeHMS MUCHMIUIMHBI PEHIAIOTCA 3aJa4d BOCIHUTAHMUS TapMOHUYHO
Pa3BUTOM, MATPUOTUYHOW M COLMAIBHO OTBETCTBEHHOW JTUYHOCTH HA OCHOBE TPATUIIMOHHBIX
POCCHICKUX JTyXOBHO-HPaBCTBEHHBIX U KYJIBTYPHO-UCTOPUYECKUX LIEHHOCTEH, MPEACTaBICHHBIE
B Tabimie 1.2.



Tabmuua 1.2 — [{eneBble OpueHTUPHI BOCTIUTAHUS

BocnuTarteabHbIe 3a1a4H

DopMUpPOBaHUE LICHHOCT e

IeneBble OpUEHTHPHI

DopMuUpoBaHMeE TPAKIAHCKONH MO3MLMH U IATPUOTH3MA

CDOpMI/IpOBaHI/Ie YYBCTBaA ropJ10CTHU 3a
nocTwxkeHus Poccun

rpa)I(Z[aHCTBeHHOCTL

I'ymanHOCTB

Bocnuranue yBaxenus k Koncturynuu u
3akoHaM Poccuiickoit ®enepanun

HpaBa u CBO6OZ[I)I YCJIOBCKa

,Z[I/ICIII/IHJ'II/IHI/IPOBE[HHOCTL

®opMupOBaHUE

AyXOBHO-HPABCTBEHHBIX IIEHHOCTEH

Bocnuranue HpaBCTBEHHOCTH,
MHJIOCEPANS U COCTPATAHUS

Enuncteo HaponoB Poccun

BHUMaTeTbHOCT K IETAISIM

Bocnuranue uyBCcTBa J0Ta H
OTBETCTBCHHOCTH TMEPe] CEMbEH U
00IIIECTBOM

IIpaBa u cBOOOABI UeIOBEKA

OTBETCTBEHHOCTH

DopMHUPOBaHUE HAYYHO

0 MHPOBO33pPeHHs H KYJbTYPbl MbIIJICHHUS

Pa3BuTre nmo3HaBaTeIbHOTO HUHTEpECa n
CTPEMJICHUS K 3HAHUAM

Bbicokue HpaBCTBEHHBIE
H7eabl

AXTHUBHas )KU3HEHHAs IO3un A

DopMHPOBaHHUE KyJIbTYPBbI
HHTEJUIEKTYaJIbHOTO TPYAa U Hay4HOU
TUKH

JlocTOUHCTBO

JIt060BB K pOTHOMY SA3BIKY

@dopMuUpoBaHNe KOMMYH

HKATUBHBIX HABBIKOB U KYJIbTYPbI OﬁlIIeHI/Iﬂ

PasBurne ymenus 3 QpekTuBHO 00mAaThCs
U COTPYAHUYATD

rpa)I(HaHCTBeHHOCTB

Oco3HaHHE EHHOCTH
npodeccun

DopMUPOBaHUE KYJIBTYpPbl IMCBMEHHON

Bs3aumonomors u

peYH 1 IeTOBOTO OOIIEHHS

B3aMMOYBaXXCHHUC

NHnuBuayanbsHOCTh

ceMecTpe.

2 Mecto aucuuniaunbl (MoayJsi) B ctpykrype OIIOIT

JucuunnuHa "JloKyMeHTallMOHHOE oOecrieueHue YOpaBiieHus", OTHOCUTCS K 4YacTu
y4eOHOro MjaHa, GopMHpyeMOW y4yaCTHHKaMHU OOpa3oBaTeIbHBIX OTHOLICHWH, M3y4aercs B 3

3. O6beM quCUMIIMHBI (MOLYJI51)

YcBoeHHe CTyIeHTaMH KOMIIETEHIMH JUCLUIUIMHBI KOHTpOJHpyeTcs (OHIOM
orieHo4HbIX cpenctB (DOC).

O0beM JAUCIHHITIINHBI (MO,ZLYJ'IH) B 3a4CTHBIX CIHHUIAX C YKAa3aHUCM KOJIIMYCCTBA

aKaJeMHYECKHX YacoB, BBIJIEJICHHBIX Ha KOHTaKTHYIO paboTy ¢ oOydaromumucs (10 BUIaM

y4eOHBIX 3aHATHI) U HA CAMOCTOSITEIbHYIO pabOTy, IPUBE/IEH B Ta0IUIE 2.

Tabmuia 2 — O0mast TPy 10eMKOCTh JUCITUTITUHBI

Yactp
VI

HasBanue
OI1OIT BO

Cemectp
(0DO0)

Tpyno-
€MKOCTh

OO0BeM KOHTAKTHOM paboThI (Yac)

CPC




WK Kype Bucaymi-
®dopma C()B;EI))% Aynutopras TOpHas Dopma
o0yye- ) (3.E)) Bcero aTTec-
HUA nex. | mpak. | mab. | ITA | KCP Tanuu
40.05.04
Cyncbrasn | g0 CLB 3 3 37 18 | 18 0 1 0 71 3
POKYpOpCKast
ACATCIIBHOCTH

4 CTpyKTypa U co/iepKaHue ITMCUMILTUHBI (MO1YJIs1)

4.1 CTpykTypa aucuunjanHbl (MoayJs) niass OPO

TemaTnueckuil miaH, OTpa)xawrLUil coaep)KaHue AUCLUILIMHBI (MIepeueHb pa3/esioB U
TEM), CTPYKTYPHUPOBAHHOE MO BU/1aM YUEOHBIX 3aHATHI C YKa3aHUEM UX 00bEMOB B COOTBETCTBHH
¢ y4eOHBIM IJIaHOM, NpHUBeJieH B Tabaule 3.1

Tabmuua 3.1 — Pa3aens! qUCUUTUTMHBL (MOYJIs), BUIIBI Y4€OHOU AEATETLHOCTH M (POPMBI
Tekyuero Kourpoust st OPO

Kon pe- Kos-Bo yacoB, 0TBeieHHOE Ha
Ne Hassanue TeMbl 3yJIbTaTa
00y4eHUs
PJI1,
PJI1,
PJI1,
Jlenonpoun3BoICTBO Kak OJHA PJ12, 3 3 0 9 cobeceT0OBaHHE, TECTHI,
n3 QyHKIMH yrIpaBIeHNs P12, MPaKTUYECKOE 3alaHUE.
P2,
P/3,
P13, P13
PJI1,
PJI1,
P11,
OdopmiieHHE PEKBU3HTOB P12, 2 2 0 9 cobeceioBaHuE, TECTHI,
JIOKYMEHTOB P12, MPaKTUYECKOE 3aJIaHuE.
P2,
P13,
PJ13, P/13
P1,
P11,
P11,
CocrasyeHue U 0pOpMIICHHE P12, 2 2 0 9 cobece0BaHKE, TECTHI,
CITY’KEOHBIX IOKYyMEHTOB. P2, MIPaKTUYECKOE 3aJaHueE.
P2,
P13,
PJ13, P/13
PA1,
PA1,
PA1,
4 OdopmiieHne KaapoBoit P2, 2 2 0 9 cobeceioBaHuE, TECTHI,
JIOKyMEHTAlHU. P2, TIPaKTHYECKOE 3a/laHUe.
P2,
P13,
P13, P/13
PJI1,
PJIl,
PJIl,

Pa6ora ¢ obpamenusmu PI2, Cobecenonanue, 5
2 2 0 9 TeCTHpOBaHHME, Kelic-
TPaK/IaH. P12,

3aa4u, IIPOCKT
P/2, Jatii, ip

P/I3,
P/13, PJI3

dopma
Jlex [pakr JIab CPC TEKyLIEero KOHTPOJIL




PAa1,
PA1,
PA1,
P2, cobecemoBaHUE, TECTHI,
P2, MPAKTUYECKOE 3a/IaHHe.
P/2,
PJ13,
PJ13, P13
PA1,
PA1,
PA1,
Howmenxnarypa u PJ12, cobeceTOBaHKE, TECTHI,
2 2 0 9
(opMupoBaHUE IeII. P2, MPaKTUYECKOE 3aaHUE.
PII2,
PJI3,
PJ13, P13
PA1,
PA1,
PA1,
PJ12, 3 3 0 8 cobeceI0BaHuUE, TECTHI,
P/12, MIPaKTUYECKOE 3aaHUE.
P/2,
PA3,
P13, PJ13
Htoro no tadsuune 18 18 0 71

Opranuszanus
6 | moxymeHTOOOOPOTA B
YUPEXKICHUH.

IloaroroBka nen k
8 | mocnenyromemy xpaHeHHIO 1
HCHOJIb30BAHHUIO.

4.2 Conep:xaHue pa3ejioB U TeM JUCHUIUIMHBI (Moay.s) njass ODO

Tema 1 [lenonpouzeoocmeo kak 00ua u3 QYHKYuil ynpasieHus.

Conepxanne TteMbl: Mcropus cranosnenus u pasputus JJOY B Poccun. HopmaTtusho-
metonuyeckas ©6aza JIOY. OpraHuzallnOHHO-TIPaBOBbIE JOKyMeHTHL. —Knaccudukarus
nokymeHToB. ®opmel opranuzanuu JJOY u kareropuu yapexacHui. .

@opMBbl U METOJI MPOBEACHHS 3aHATUNA MO TeMe, MPUMEHSEMbIe O00pa3oBaTelbHbIC
TEXHOJIOTHH: BBOJIHAs JIEKIUS, IPAKTUYECKOE 3aHATHE, COOECEI0BAaHUE.

Buael caMocTosATENbHOM TOATOTOBKY CTYIEHTOB 110 TEME: MOATOTOBKA K MPAKTUYECKOMY
3aHATHIO, COOECEIOBAHUIO TTyTEM M3YyUE€HUSI OCHOBHOM U JIOTIOTHUTEIIBHON JTUTEPATYPHI.

Tema 2 Oghopmnenue pexsusumos 0OKyMeHmMos.

Copmepxannie Tembl: Dopmynsip - oOpasell OpraHHU3alMOHHO-PACIIOPSTUTENbHBIX
JIOKyMeHTOB. Buibl 1 Ha3HaueHue 0aHkoB. TpeboBanus kK odopmileHHI0 T0KyMeHTOB. [IpaBuina
o(OpMIICHUS PEKBU3UTOB JOKYMEHTOB.

@opMbl U METOJABI TPOBEICHUS 3aHATHH IO TeMe, MpPUMEHsEeMble 00pa3oBaTeIbHbIE
TEXHOJIOTHH: JIEKIUA-TUCKyccus (TIpobieMHast JIEKIHs ), TpaKkTHUeCKoe 3aHsATHE, coOece]0BaHue,
TECTUPOBAHUE, BHITIOJHEHHUE MPAKTUUECKUX 3aaHH.

Buasl camocTosTENbHON MOATOTOBKH CTYIEHTOB IO TEME: MOJATOTOBKAa K JIEKIUU-
IucKyccuu (TpoOJIEMHOM JIKITUH ), TPAKTHYECKOMY 3aHATHIO, COOECEOBAaHUIO, TECTUPOBAHUIO U
BBIIIOJIHEHUIO MPAKTUYECKUX 3aJaHUM TyTeM M3Y4YE€HHs] OCHOBHOW M JIONOJHUTEIBbHON
JTUTEPATYPHI.

Tema 3 Cocmasnenue u oghopmieHue CiyHceoHbix OOKYMeHmO8.

Copepxanne Tembl: CripaBoOUHO-UH(POPMAIIMOHHAS TOKYMEHTAIIUS: CIYKEOHbBIE MUChMA,
JIOKJTAJTHBIC U OOBSCHUTEILHBIC 3aITMCKH, IPOTOKOJI U BIIMMKCKA W3 TIPOTOKOJIA, CITYKEOHBIE aKTHI.
PacniopsimutenbHas AOKyMEHTAlMs: TOCTAHOBICHHS, PEIICHUS, PACHOPSHKCHUS, TPUKA3BI,
BBITIMCKH M3 TIPUKa30B. PacueTHO-IeHe)KHAS JJOKYMEHTAITHS.

@opMBl ¥ METOJBI TPOBEACHHS 3aHITUN MO TeMe, MpUMEHseMble 00pa3oBaTeIbHbIC
TEXHOJIOTUH: JICKIHSI-TUCKYCCHsI (IpOoOIeMHast JISKIHS ), TPAKTHYECKOE 3aHATHE, COOeCceT0BaHHeE,
TECTUPOBAHUE, BBHIITOJIIHEHUE TPAKTUUECKUX 3a/TaHUH.



Bugel camocToSTENBHOM NOATOTOBKM CTYIEHTOB MO TEME: MOATOTOBKA K JIEKLIMH-
IUCKyccuu (TTpoOJIEMHOM JICKITUH ), PAKTHIECKOMY 3aHATHIO, COOECETOBAHUIO, TECTUPOBAHUIO U
BBIIIOJIHCHHUIO  ITPAKTUYCCKUX 3aZ[aHI/II71 OyTeéM H3Yy4YCHUMA OCHOBHOU H HOHOHHHTCHBHOﬁ
JUTEPATYPHI.

Tema 4 Oghopmnenue kadposoii OoKymeHmayuu.

Copepxanue TeMbl: Buapl 1 Ha3HaueHHE KapoOBOM JOKyMEHTauuu. Bupl 3asBieHuii no
JUYHOMY cocTaBy. JInyHas kaprouka ¢opmel T-2, aprobuorpadus, TUYHBINA JTUCTOK MO YYETY
KaJIpOB, COCTaB JOKYMEHTOB JINYHOTO JI€JIa, TPYAOBbIE KHMXKKH, IPUKa3 10 JIUYHOMY COCTaBY,
pe3roMe.

@opMbl U METOABI MPOBEACHUS 3aHATUI MO TeMe, MPUMEHsSEeMble 00pa3oBaTeIbHBIE
TEXHOJIOTHH: JIEKIIUA-TUCKyccus (IpobieMHas JIEKIHs ), pakTHUeCcKoe 3aHsATHE, coOecej0BaHne,
TECTUPOBAHUE, BBIIIOJIHEHUE MPAKTUYECKUX 3a/1aHUH.

Bunabl camocTosTenpHON MOATOTOBKH CTYIEHTOB IO TEME: IOATNOTOBKA K JIEKIUU-
JUCKyccud (TTPOOJIEMHOM JISKIINH ), TPAKTUYECKOMY 3aHATHIO, COOECe0BaHUIO, TECTUPOBAHUIO U
BBIIIOJIHEHUIO IPAKTUYECKUX 3aJaHUM IyTeM M3Yy4YE€HHUs] OCHOBHOW M JIONOJIHUTEIBHON
JUTEPATYpPHL.

Tema 5 Paboma c obpawenusamu epaxcoan.

Conepxanue Tembl: Bumasl oOpamiennii rpaxaan. Perucrpanus oOpamienuii. KoHTposb
WCIIOJTHEHUS OOpaIieHui.

@®opMbl U METOZIBI MPOBEACHUS 3aHATUH O TEMe, MPUMEHsSEMbIe 00pa3oBaTEIbHbBIC
TEXHOJIOTUH: JICKIHSI-TUCKYCCHsl (IpOoOIeMHast JISKINSA), TPAKTHYECKOE 3aHATHE, COOECeT0BaHHE,
TECTUPOBAHUE, BHIMOJIHEHUE MPAKTHYECKUX 3aaHUH.

Bunel camMocTOsITeNIbHON TMOATOTOBKH CTYACHTOB IO TEME: IMOATOTOBKA K JICKITHH-
JTUCKycCHH (IPOOJIEMHOM JICKINH ), IIPAKTHYECCKOMY 3aHITHIO, COOSCEIOBAHUIO, TECTUPOBAHHIO U
BBITIOJTHCHUIO TIPAKTHYSCKUX 3aJaHUN TyTeM W3YYCHHS OCHOBHOH U JIONIOJHUTEIILHOM
JUTEPATYPHI.

Tema 6 Opeanusayus 00KyMeHmMooOOpoma 8 yuperHcoeHuu.

Copepxanue Tembl: OO0IMe npaBuia OpraHU3alMM JTOKYMEHTOO00pOTa B YUPEXKIECHUU.
[Tpuem u 00paboTKa MOCTYMAIOLUMX JOKYMEHTOB. Perucrpanus u MHAEKCAlUs JTOKYMEHTOB.
DopMEBI perucTpaniy JOKyMeHTOB. [1opsI0K MPOX0kKIeHHUS CO3aBaeMbIX JIOKYMEHTOB.

@®opMbl U METOABI MPOBEACHUS 3aHATUI MO TeMme, MpUMEHseMble 00pa3oBaTeIbHbIE
TEXHOJIOTUH: JIEKIUA-TUCKYCCHs (TpoOIeMHast JIEKINs), MPAaKTHUECKOe 3aHATHE, cOOeceJ0BaHME,
TECTUPOBAHUE, BHIMOJIHEHUE MPAKTUYECKUX 3aaHUH.

Buapl caMOCTOSATENBHOW TMOATOTOBKM CTYACHTOB IO TEME: : TOATOTOBKA K JICKIHH-
JUCKYCCHH (IIPOOJIEMHOM JIEKIINH), MPAKTHUYECKOMY 3aHITHIO, COOECEJOBAHUIO, TECTUPOBAHUIO U
BBIITOJIHEHUIO TPAKTHYECKUX 33JaHAN IyTeM W3y4eHHs] OCHOBHOW U JIOTIOJIHUTEIHHON
JUTEPATYPHI.

Tema 7 Homenxnamypa u ¢oopmuposanue oei.

Copepxanne TeMbl: Ha3zHaueHue © BHJBI HOMEHKJATypbl Jen. TpeOoBaHus K
COCTaBJIEHUIO HOMEHKJIATYpHhI JIE.

@®opMbl 1 METOJbI NPOBEACHHS 3aHITUH MO TeMe, MpUMEHseMble 00pa3oBaTeIbHbIC
TEXHOJIOTUH: JIEKIUS-TUCKYCCHs (TPpOoOIeMHast JIeKIHA), TPaAKTHUECKOe 3aHATHE, COOece0BaHue,
TECTUPOBAHUE, BBHIITOJIHEHUE MPAKTUYECKUX 3a/1aHUH.

Bunel camocTOATENBHON MOATOTOBKH CTYAEHTOB IO TEME: IOATOTOBKA K JIEKIMH-
IucKyccuu (TpoOJIEMHOM JISKITUH ), PAKTHIECKOMY 3aHSITHIO, COOECETOBAHHIO, TECTUPOBAHUIO U
BBIMIOJTHEHUIO TPAKTHUYECKUX 3aJaHUM IyTeM H3Y4YEHHMs] OCHOBHOM M JONOJHUTEIbHON
JUTEPATYPHI.



Tema 8 Iloocomoeka den k nociedyrowemy XpaHeHuro U UCHOIb308AHUIO.

Coneprxkanne TeMbl: DKCIIEPTU3a IIEHHOCTH JOKYMEHTOB. CocTaB U (DYHKIIMH SKCIIEPTHOM
komuccuu. Odopmienne aen. OMUCh TOKyMEHTOB, Haxoasanmxcs B aene. CocTaBiIeHUe ONMUCH
nen. XpaHeHue JAen B TeKyleM JenonpousBoictse. Ilepemaua nenm B apxuB. OdopmieHue
JIOKYMEHTOB U JIeJ1 K YHUUYTOXKEHUIO U CHATHUIO UX C y4eTa. .

@opMbl U METOABI IMPOBEAEHUS 3aHATUI IO TeMe, MpPUMEHsieMble 00pa3oBaTeIbHbIE
TEXHOJIOTHM: 3aKIOUYUTEIbHAS JIEKIMS, IPAKTUUECKOE 3aHATUE, cOOeceJ0BaHUE, TECTUPOBAHUE,
BBITNIOJIHEHUE NTPAKTUYECKUX 3aJaHUM.

Buibl camocTosSITENEHOM IOATOTOBKY CTYIEHTOB I10 TEME: ITOATOTOBKA K 3aKIF0YUTEIbHON
JEeKIUH, MPAKTUYECKOMY 3aHATUIO, COOECEJOBAaHUIO, TECTUPOBAHMIO M  BBIIOJIHEHUIO
[IPAKTUYECKUX 3aJaHUM ITyTEM U3YUEHUSI OCHOBHOU U JONOJHUTEIBbHOU JINTEPATYPBI.

5 Meroauyeckne YyKazaHus A8 OOYyYAIOIIMXCH MO0 M3YYEHHI0 M PpPeau3anuu
AMCUUIIMHBI (MOIYJIs1)

5.1 Meroanueckue peKOMeHAAUMH OOYYAWIIUMCH M0 M3YYEHHUI0 [UCUMIUIMHBI H 10
00ecIeYeHN 0 CaMOCTOSITeJIbHOM padoThI

[lonroroBka K JEKIMOHHBIM TE€MaM, OIPENEICHHBIM B padoueil mporpamme yueOHOU
TUCIUIUIMHBL "J[OKyMEHTallMOHHOEe OOecleueHUe YIpaBICHUA" OCYIIECTBISETCS CTYyACHTaMU
niepe/1 3aIUIaHUPOBAHHOM JIGKIIMEH orpeieieHHON yueOHbIM pacnucanueM. [1oroToBka K Jekuun
JOJI’KHA HOCUTH OOIIMN 03HAKOMUTENIbHBIN XapaKTep, AJIs BBIABICHUS MPOOJIEMHOTO MOJIS TEMbI
JEKIMA U 00ecriedeHus 0OpaTHOM CBSI3U CTYJECHT — IPENoAaBaTellb. TeMbl Ui MOATOTOBKH K
MPAKTUYECKUM (CEMUHAPCKUM) 3aHATHUSAM YCTaHOBIEHBI mporpammoil. IloarotoBka K
IPAKTUYECKUM (CEMUHAPCKUM) 3aHITHUSIM IIPEAI0JIaracT CaMOCTOSITENIbHBIN aHAJIN3 JIEKIIMOHHOTO
MaTrepuana, peKOMEHJA0BAHHOM JIUTEPaTypbl, JOMOJHUTEIbHBIX TEOPETUUECKUX U MPAKTUYECKHUX
MCTOYHUKOB. JIJIl MOATOTOBKH K 3a4€Ty CTYIEHT 00s3aH MpopadoTaTh HOPMATUBHO-TIPABOBEIC
MCTOYHUKY 10 TEMaM JUCUUIUIHHBI, OCHOBHYIO U JIOTIOJIHUTENBHYIO TUTEPATYPY (C 00s13aTEIbHBIM
KOHCIIEKTUPOBAHUEM H3y4aeMOro Marepuaa).

5.2 OcobenHocTn opranu3anum OOy4YeHHUs] Ui JHUI € OrPAHUYEHHBLIMH BO3MOKHOCTAMM
310pPOBbSl U HHBAJU0B

[Tpu HEe0OX0MMOCTH 00YYAIOIMMCS U3 YUCIIA JIUIL C OTPAHUYEHHBIMUA BO3MOXKHOCTSIMU
3I0POBbSI 1 MHBAITUIOB (I10 3asiBIICHHIO 00YYAIOIIErocs) MPEI0CTaBIseTCs yueOHas
uH(popMalus B JOCTYNHBIX (pOpMax € yIETOM UX MHAUBUAYAIBHBIX MCUXO(U3UUECKUX
0COOEHHOCTEH:

- JUIS JTUI] C HapYIICHUSIMU 3pEHUs: B IeyaTHOH (hopMe yBeTMUeHHBIM IIPU(TOM; B hopme
AJIIEKTPOHHOIO  JOKYMEHTa;  WHIUBUAYyalbHblE  KOHCYJIbTAlUM  C  IPUBJICUYECHUEM
TU(IOCYPIOTIEPEBOAUNKA; MHIMBUAYAIbHBIC 331aHUs, KOHCYJIbTALUU U JIP.

- JUIs JIUL C HApYILLIEHUSIMU CJIyXa: B leyaTHOU ¢opMe; B (hopMe 3JIEKTPOHHOIO JOKYMEHTA;
WHAVBUAYAJIbHbIE KOHCYJIbTAIMM C TPUBJICUEHUEM CYpPAONEPEBOJUMKA; WHAMBHUAYaJIbHbIE
3aJlaHusl, KOHCYJIbTALUU U JIp.

- JUTs1 TUI] C HApYLIEHUSIMHU OTIOPHO-/IBUTATEIILHOTO alllapaTa: B neyaTHoi opme; B popme
AIIEKTPOHHOI'O JOKYMEHTA; MH/IMBUyaJbHbIE 3aJJaHUs, KOHCYJIbTALlUU U JIp.



6 ®oHI OLEHOYHBIX CPEICTB JJIfl MPOBEJIEHUN TEKYIIEero KOHTPOJIsI U MPOMeXKYTOYHOMI
arTecTalMU O0YYAOIIMXCH 10 IUCHUIIMHE (MOLYJII0)

B coorBerctBumn ¢ TpeboBanmsiMu OI'OC BO pmns arrecranmmm oOydarommxcs Ha
COOTBETCTBUE HX MEPCOHAIBHBIX JIOCTIDKEHHH IUIAaHUPYEMBIM pe3yiabTaTaM OOy4YeHHUs II0
JUCHUTUTMHE (MOAYIIO) CO3AaHbl (POHIBI OLIEHOUHBIX CPEACTB. THIIOBBIE KOHTPOJIBHBIC 3aJaHUS,
METOJIMYECKHE MaTepHaibl, ONPECNIIOINe IPOLEIyphl OICHUBAHMSA 3HAHWW, YMEHUH U
HaBBIKOB, a TAK)KE KPUTEPUH U TIOKA3aTEIH, HEOOXOAUMBIE [T OLICHKHU 3HAHHUH, YMEHUH, HABHIKOB
M XapaKTepusymomue dTanbl  (GOpPMHpPOBAaHUS KOMIICTEHIMH B  IPOIECCE OCBOCHUS
00pa3oBaresibHON MpOrpamMMmBbl, ripeacTaBieHsbl B [Ipunoxenun 1.

7 YueOHO-MeTOoAuYeCKOe U MH(POPMAIIMOHHOE o0ecevyeHne JUCHUIIJIMHBI (MOXYJIs)

7.1 Ocnoenaa numepamypa

1. Joponuna, JI. A. Opranu3zanusi U TEXHOJOTHUS JOKYMEHTAIlMOHHOTO OOECIICUCHUS
yrpaBieHUs : yaeOHUK U pakTukyM 1uist By30B / JI. A. Jloponuna, B. C. MputukoBa. — 2-€ u3 .,

nepepab. um gom. — MockBa: W3marensctBo Opaiit, 2024. — 270c.— (Beicmee
oOpazoBanue). — ISBN 978-5-534-16016-1. — Tekct : snekTpoHHbI // OOpa3oBaTenbHas
mwiarpopma FOpaiit [caiir]. — URL: https://urait.ru/bcode/536404 (nmara oOpameHus:
12.03.2025).

2. Kyszuenos, U. H. JlokymeHTanmoHHOE o0ecrniedeHne ynpasieHus. JJokyMeHToo00poT
U JISJIOTPOM3BOJICTBO : YUCOHHK U TpakTuKyM st By30B / M. H. Ky3nenos. — 4-e u3g., nepepad.
u jgomn. — Mocksa : WznarensctBo IOpaiit, 2024. — 545 c¢. — (Bricmiee oOpa3zoBanue). —
ISBN 978-5-534-16003-1. — Tekct : snexTpoHHbIi // OOpa3oBarenbHas 1uardopma FOpaiit
[caiiT]. — URL: https://urait.ru/bcode/535548 (nara oopamenus: 12.03.2025).

7.2  Jlonoanumenvnas tumepamypa

1. Ao6ynamse, I.I. [oxymeHTanmoHHOE OOECI€UEHUE YIIPABICHUS TEPCOHATIOM :
y4eOHUK M mpakTukyMm ais By3os / JI. I'. AGynanze, U. b. Beinpsbkkuna, B. M. Macnosa. — 3-¢

u3n., mepepadb. w jmom. — Mocksa : M3marensctBo FOpaiit, 2024. — 374 c.— (Beicmiee
oOpa3zoBanue). — ISBN 978-5-534-16669-9. — Texkcr : asnexkrtpoHHblii // OOpazoBaTenbHas
wiatrhpopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/536724 (mata obGparieHus:
12.03.2025).

2. Aoymanze, JI.I'. JlokyMeHTallmOHHOE OOECIEYCHHE YIPABICHUS IEPCOHAIIOM :
y4eOHUK M mpakTukyMm ais By3os / JI. I'. AGynanze, U. b. Beinpsbkkuna, B. M. Macnosa. — 3-e

u3a., mepepad. m jgon. — Mocksa : WzmarensctBo IOpaiit, 2025. — 374 c.— (Bsicmee
oOpaszoBanue). — ISBN 978-5-534-16669-9. — Texkct : asnexkrtpoHHblii // OO6pazoBaTenbHas
mwiarpopma FOpaiit [caifir]. — URL: https://urait.ru/bcode/560795 (nara oOpamieHus:
18.06.2025).

3. bacakoB, M. W., JlokymMeHTaloHHOE oOOecreYeHne YyIpaBleHus (C OCHOBaMH
apxuBoBeJieHHs) : yueOHoe nocodue / M. U. bacakos, JI. JI. MuxaiinoBa. — Mocksa : KHoPyc,
2025. — 218 ¢. — ISBN 978-5-406-14633-0. — URL: https://book.ru/book/958252 (mata
obpamienus: 18.06.2025). — TekcT : 2IeKTPOHHBIH.

4. breikoBa, T. A. JlokyMeHTallMOHHOE OOecredeHue yrpaBieHus (JIeTOMpPOrU3BOICTBO) :
yuebHoe nmocobue / T. A. brikoBa, T. B. Ky3nenosa, JI. B. Cankuna ; nog oour. pen. T. B.
Ky3sHueroBoit. — 2-e u3n., nepepad. u mon. — MockBa : UHOPA-M, 2024. — 304 c. + [lom.
MaTepHaisl [ DIeKTpoHHbIH pecypc]. — (Briciiee oopazoBanue: bakanaspuar). - ISBN 978-5-16-
004805-5. - Tekcr : snextponsbiid. - URL: https://znanium.ru/catalog/product/2110037 (/lara
obpamienus -18.06.2025)



5. TroneneBa, T. A., JlokyMeHTaIlMOHHOE OOECIICUCHHE YIPABICHUS (C MPAKTUKYMOM) :
yueOnuk / T. A. TroneneBa. — Mocksa : KnoPyc, 2025. — 186 ¢. — ISBN 978-5-406-13717-8.
— URL: https://book.ru/book/955652 (nara o6pamenus: 18.06.2025). — TekcT : 37IeKTPOHHBIH.

6. IlepemernseBa, H. B. JlokymeHTanmmonHoe odecrieueHue ynpasineHus. Pabovas rerpaanb
: mpaktuky™m / H. B. IllepemerseBa. — MockBa : OGIIECTBO ¢ OrpaHUYCHHON OTBETCTBEHHOCTBHIO

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

7.3 Pecypcor ungpopmayuonno-menexommynukayuonnou cemu '""Humepnem',
6Kn0Yan npogeccuonanvhovie 06a3vl OAHHLIX U UHPOPMAUUOHHO-CHPABOUHDbIE
cucmemsl (npu HeodX00UMOCMU):

1. NudopmarmonHo-npaBoBoii moprain "["apant": https://www.garant.ru

2. WNudopmannoHHO-cIIpaBoYHas cucrema "Koncynprantlitoc" —
http://www.consultant.ru/

3. Hayunas snextponHas 6ubnmoreka — Pesxxum nocryma: https://elibrary.ru/

4. O6pasoparenbHas mwiathopma "FOPAUT"

5. DOnexTpoHHO-0MOIMoTeuHast cucrtema "BOOK.ru"

6. DnextpoHHO-OMOMMOTEeuHas cucteMa "ZNANIUM.COM"

7. Open Academic Journals Index (OAJI). [Ipodeccronanbnas 6a3a maHHBIX - Pexxum
noctyna: http://oaji.net/

8. Ilpesumentckas OubOmuoreka wuMm. b.H.Enpimaa (0a3a [maHHBIX —pa3iHYHBIX
npodeccuoHanpHbIX o0nacteit) - Pexxum noctyna: https://www.prlib.ru/

8 MarepuajibHO-TeXHHYECKOe olecrnedeHHe IHCHUILIMHBI (MOAYJIsI) M IepevyeHb
HHPOPMALMOHHBIX TEXHOJIOTHi, UCNOJIb3yeMbIX NPH OCYLIeCTBJIEHHH 00pa30BaTeJIbHOI0
npouecca no AMCHUILINHE (MOAYJII0), BKJIKOYAasl lepeYeHb NPOrpaMMHOro odecrevyeHust

OcHOBHOE O6ODVI[OBaHI/I€Z

e [IpoekTop
IIporpamMMHOE 0OecIIeueHHE:

e \VVMware 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

40.05.04 «CynebHas u
MIPOKYPOPCKAst esTeI
BHOCTE)

(CI1JT)

[TIKB-4 : cmocobGeH KoOpANHIPOBAT
b JIESTEIEHOCTh NPAaBOOXPAHHUTENIbH
BIX OPTaHOB 110 OOPBOE C MPECTYIH
OCTBIO

[IKB-4.2x : oTpakaeT coepkaHue I0PHIAICCKO
W IeATEeIbHOCTH, B TOM UKCJIE IPOLECCYaIbHBIX
JIECTBUI B IOPUIUYECKON U MHOM TOKYMEHTAlN
Hu

Komnerennus cuntaercs: chopMUPOBAHHOM Ha JTaHHOM 3Tarie B cliy4yae, €CJIH MOJTydeHHbIe
pe3yibTaTtel OOydYeHHMs [0 JUCLUIUIMHE OLICHEHbl IOJOXHUTEIbHO (JUara3oH KpUTEpUEB
OLICHUBAHUSI PE3YJITATOB O0YUCHHUS «3aUTEHOY, «YIOBICTBOPUTEIBHOY, «XOPOIIO», KOTITHYHOY).
B ciydae oTcyTcTBUS IOJIOKUTEIBHOM OLIEHKM KOMIIETEHIMsS Ha JAaHHOM 3Tale CUUTAETCs

Hec(OPMUPOBAHHOM.

2 [loka3aTe/iu OLleHUBAHUS NJIAHUPYEMBbIX Pe3yJIbTATOB 00y4YeHHUsI

Komnerennus IKB-4 «cnnoco6eH KOOpIMHUPOBATH AEATEIHHOCTD
MIPABOOXPAHUTENBHBIX OPraHOB MO OOPHOE € MPECTYMHOCTHION

Tabmuna 2.1 — Kpurepun orieHKA WHAUKATOPOB JTOCTHKCHUS KOMITCTCHITUN

Pesynbrar

Kpurepuu onieHUBaHUS pPe3yNbT
aToB 00y4YeHHUs

Ha3bIBATh BUbI IOpHI[H'—I@CKOfI
1 MHOM JOKYMEHTalluu, B KOTOP
ol OTpaXACTCA OINPCACIICHHAA
IopuandyecKas A€ATCJIbHOCTb, B
TOM YHUCJIC TPOLCCCYAIbHBIC JI€

KOPPEKTHOCTD U IMOJHOTA OTBET
a

XapaKTepU30BaTh OCHOBHBIE TP
e00BaHMA K COJIEPIKAHUIO FOPUT
MYECKON U MHOM JOKYMEHTalu
1, B KOTOPOH OTpa)kaeTcs ompe
JIeTICHHAST FOPUIUYECKast IesTell
BHOCTB, B TOM YHCJIE TIPOIIeCCya

KOPPEKTHOCTD U IMOJHOTA OTBET
a

HAMETH OTIBIT COCTABJICHUS FOPHUJT
MYECKON U MHOM JOKYMEHTalu
1, B KOTOPOH OTpa)kaeTcs ompe
JIeTICHHAs IOPUANYECKast AesITel
BHOCTbB, B TOM YHUCJIE TIPOIIECCya

PesynbraThl 00y4eHuUs 10 TUCIUILIHHE
Ko u gopmynupoka uaaukar | Ko | Tu
Oopa JOCTMYKEHUSI KOMIIETCHIIUN A I
pe [ pe
3- | 3-
Ta | Ta
[TKB-4.2k : oTpaxkaeT cogepxa
HUE IOPUIUYECKON JeATETbHOCT 3u
U, B TOM 4HCIe npoueccyanbssl | PIT A
X JICHICTBUY B IOPUIUYECKON U 1 e
WHOM JOKYMEHTaluu
WCTBUSA
v
PII | me
1 HU
e
JIbHBIE NEHCTBUS
Ha
PA BBI
1
K
JIbHBIC ICHCTBHS

KOPPEKTHOCTD U IMOJHOTA OTBET
a

Tabnuia 3amosiHgeTCs B COOTBETCTBHUU C pazaenoMm 1 PaGoueil mporpaMmbl TUCHUTUIHHBI

(Momyst).




3 IlepeyeHb OLICHOYHBIX CPEICTB

Ta6mmma 3 — [lepedeHb OIIEHOYHBIX CPEACTB MO TUCIHUILINHE (MOIYITIO)

KonTtponupyemsle maHUpyeMBbIe pe3
yIbTaTHl 00yUYeHUS

Kontpoaupyemsie TeMBI 1
WCLUIUINHEI

HaumeHOBaHME OLIEHOYHOTO CPE/ICTBA U TIP
encrasienue ero B POC

Texylmuil KOHTPOJIb

[IpomexxyTouHas aT
TecTalus

Ounas popma 0OydeHUS

Thb OCHOBHBIE TPEOOBAHUS
K COJIEPXKAHUIO IOPUIIUEC
KO U MHOM JOKyMEHTal!
U, B KOTOPO OTpa)kaercst
OTpeieIeHHast JopuIndec
Kas AEATeNbHOCTh, B TOM
4ycIe MPOLECCYATbHBIE 1T
efcTBUs

1.1. JIenonpou3BoACTBO K
aK oJHa U3 GYHKIUH yIp
aBJIEHUS

Pa3zHoypoBHEBEIE 32
Jlau¥l U 3aJlaHus

PI1 3HaHNe : HA3BIBATh BUILI 1.1. Ienonpou3BoACTBO K
. . . 3adgeT B MICEMEHHO
IOPUINIECKON U MHOHM o | ak ogHa u3 ¢pyHkumit ynp | CobecemoBanune it dhopie
KyMEHTAI[{H, B KOTOPOW O | aBieHus p
TpaXKACTCS ONPENCICHHA | | 5 OgopmeHue pexBu3 Cotecenosanme 3aueT B MHCHMEHHO
TOPHANIECKas NEATENBHOC | o noxyverTon it hopme
Th, B TOM YHCJIC IPOIIECCY
aNbHBIC JeiicTBUS 1.3. Cocrapnenue u opop 3a4eT B IHCEMCHHO
MIleHHe ciyxeOHbix oKy | CobecenoBaHue N
it popme
MEHTOB.
1.4. OdopmiieHue KagpoB 3ader B TUCbMEHHO
9 bop P CobecenoBanue N
Ol JOKyMEHTAallHN. it popme
1.5. Pabora ¢ obOparieHus 3a4yeT B MUCHMEHHO
CobecenoBanue N
MU TPaXKIaH. i popme
1.6. Opranuzamus 10Kyme
p L3 10Ky 3ader B TUCbMEHHO
HTOOOOpOTa B yupekaeuu | CobecenoBaHue N
it opme
H.
1.7. Homenknatypa u o 3adeT B TUCbMEHHO
ypa u dop CobecenoBanue N
MHpPOBaHHE L. i popme
1.8. IToaroroBska zen kK mo
3a4er B MUCbMEHHO
cnenyrouiemy xpanenuto | CobecenoBanue N
it opme
1 MCTIOJIb30BAHHIO.
P11 YMeHue : xapakTepu3zoBa 3a4er B MHCBMEHHO

it popme

Tect

3ayeT B MUCHMEHHO
it popme

1.2. Oopmnenue pexBu3
UTOB JIOKYMEHTOB

Pa3HoypoBHEBEIE 3a
Ja4u U 3a1aHuA

3adeT B MUCHbMEHHO
it popme

Tect

3adeT B MUCHbMEHHO
it popme

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

Pa3zHoypoBHEBEIE 32
Jlau¥ U 3aJlaHus

3ayeT B MUCHMEHHO
it popme

Tect

3ayeT B MUCHMEHHO
it popme

1.4. OdopmieHne KagpoB
Ol TOKYMEHTaI1H.

Pa3HoypoBHEBEIE 3a
Ja4H U 3a1aHuA

3adeT B MUCHbMEHHO
it popme

Tect

3adeT B MUCHMEHHO
it popme

1.5. Pabora ¢ obpamieHus
MU IPaKiaH.

Pa3HoypoBHEBBIE 3a
a4y ¥ 3aaHus

3a4er B MUCEMEHHO
it popme

Tect

3a4er B MUCEMEHHO
it opme




1.6. Opranusanus 10KymMe
HTOO00OPOTA B yUPEKIACHU
.

PasHoypoBHEBEBIE 32
a4y ¥ 3aaHus

3ayer B MUCbMEHHO
it opme

Tect

3a4yer B MUCEMEHHO
it opme

1.7. Homenkmatypa u ¢pop
MHPOBaHHE JIEIl.

Pa3HoypoBHEBBIE 3a
Jla9¥ U 3aJaHNs

3a4yer B MUCEMEHHO
it popme

Tect

3a4er B MUCEMEHHO
it popme

1.8. [ToaroToBKa e K IO
CIICAYIOIIEMY XPaHCHHIO
U UCIIOJIb30BAHHUIO.

Pa3zHoypoBHeBBIE 32
Jlau¥l U 3aJlaHus

3a4er B MUCEMEHHO
it popme

Tect

3a4yer B MUCEMEHHO
it popme

P/l HagbIk : IMETB OMBIT COCT PaszHOypoBHEBbIE 32 | 3aueT B IUCHMEHHO
aBJICHUA IOPUANIECKOU U | 1.1. JIenonpou3BOJICTBO K | nayy u 3amanms it opme
UHOU JOKYMCHTallMH, B K aK OJHa U3 @yHKHI/Iﬁ ynp
0TOpOIl OTpakaeTcs onpe | aBieHUS Tect 3auyeT B NUCbMEHHO
JieNIeHHas I0pUIUYecKas 1 it popme
esITeTIbHOCTD, B TOM YHCIIE
’ o Pa3HOypoBHEBBIE 32 | 3aueT B MMCEMEHHO
IporeccyaibHble IeHcTBU N
q 1.2. Opopmnenue pexsuz | /@11 1 3allaHus it opme
UTOB IOKYMCHTOB 3adeT B MICEMEHHO
Tect M
it opme
PazHOoypoBHEBBIE 32 | 3adeT B MHUCEMEHHO
1.3. Coctapnenue u 000p | nauy u 3amaHus it popme
MJICHUE CITYKECOHBIX TOKY
MCEHTOB. Tecr 3a4yeT B MTUCbMEHHO
it popme
PasHOypoBHEBBIE 32 | 3aueT B MMCEMEHHO
1.4. Opopmnenue kagpos | A&TH 1 3a/1aHI it popme
O JJOKYMEHTALIUH. 3ader B TUCbMEHHO
Tect o
it popme
PazHOoypoBHEBBIE 32 | 3adeT B MHUCEMEHHO
1.5. Pa6ota ¢ obpamienus | @11 1 38/ i popme
MH TPaKIAH. 3ader B TUCbMEHHO
Tecr o
it popme
PazHOypoBHEBBIE 32 | 3aueT B MUCEMEHHO
1.6. Opranuzamus TOKyMe | paup u 3agaHus it popme
HTOO0OpPOTA B YUPEKACHU
" 3adeT B MICEMEHHO
: Tect o
it popme
PazHOypoBHEBBIE 32 | 3adeT B MHCEMEHHO
1.7. HomenknaTypa u ¢op | @11 1 3a/aHis it popme
MHPOBAHHC NICIL. 3ader B TUCbMEHHO
Tecr o
it popme
PazHOypoBHEBBIE 32 | 3aueT B MUCEMEHHO
1.8. TloaroroBka nen K 110 | nauy u 3ananus ii popme
CIIEAYIOIIEMY XPaHEHHIO
Y UCIIOJIB30BAHUIO. Tect 3a4eT B NUCHbMEHHO
it popme
P12 3unanue : nosoxxeHud Hop | 1.1. JlenonmpousBoacTBO K
o 3ader B TUCbMEHHO
MaTHBHBIX aKTOB, onpeic | ak ogHa u3 ¢pyHkuuid ynp | CobecenoBanue

ABJICHUA

it popme




JISIOIINX CTaTyC Cy/AeH u
CYIEUCKYIO ITUKY

1.2. OdopmiieHne pekBu3

3ayeT B MUCbMEHHO

CobecegoBanue =
UTOB JOKYMCHTOB i popme
1.3. CocraBnenue u opop
3a4eT B THCEMEHHO
MIIeHHe ciykeOHbIX oKy | CobecenoBaHue N
it opme
MEHTOB.
1.4. Odopmienne KkaapoB 3a4eT B MUCHbMEHHO
. bop P CobecegoBanue o
O¥i TOKyMECHTAIIUH. i popme
1.5. Pabota ¢ oOparmeHus 3adgeT B MICEMEHHO
CobecenoBanne o
MU TpaXKIaH. it popme
1.6. Opragu3zanus J0KyMe
p HLOKYM 3a4yer B MUCEMEHHO
HTOOOOpOTA B yupexkneau | CobecemoBaHue o
it popme
H.
1.7. Homenknarypa u Go 3a4yer B MUCEMEHHO
ypa i gop CobecenoBanne o
MHpOBaHHE JCII. it popme
1.8. IToaroroBka zen x mo
3a4yer B MUCEMEHHO
CIIEAYIOIIEMY XPaHCHHIO CobecenoBanne

X UCIIOJIB30BAHHIO.

it popme

P12

YMeHue : onpenensiTh Mo
IIeb IOBEAEHHUS B KOJUIEK
THBE 1 O0MICHNUS ¢ CyOBeK
TaMH TpaBa B COOTBETCTB
HH C HOPMaMH 3aKOHOAT
€NbCTBA O CTAaTyCce CyACH,
CyAeNCKON 3TUKU

1.1. TenonpousBOICTBO K
aK ojiHa U3 QYHKIMH yIp
aBIICHUS

Pa3HoypoBHEBEIE 3a
Jla4u ¥ 3aJaHUs

3adeT B MUCHbMEHHO
it popme

Tect

3adeT B MUCHbMEHHO
it opme

1.2. OdopmiteHHE PEKBHI3
UTOB JOKYMEHTOB

Pa3zHOypoBHEBEIE 32
Jlauu U 3aJjaHus

3ayeT B MUCEMEHHO
it opme

Tect

3ayeT B MUCEMEHHO
it popme

1.3. CocraBnenue u opop
MJICHHE CIIyXEeOHBIX TOKY
MEHTOB.

Pa3HoypoBHEBEIE 3a
Jla4u ¥ 3aJaHHs

3adeT B MUCHbMEHHO
it popme

Tect

3adeT B MUCHbMEHHO
it opme

1.4. OdopmiieHHE KaapOB
Ol IOKYMEHTALINH.

Pa3zHoypoBHEBEIE 32
Jlauu ¥ 3aJJaHus

3ayeT B MUCHMEHHO
it opme

Tect

3ayeT B MUCHMEHHO
it popme

1.5. Pabota ¢ obpamnienus
MU IpaxaaH.

PasHoypoBHEBEIE 3a
Jlauu ¥ 3aJaHus

3adeT B MUCHbMEHHO
it popme

Tect

3adeT B MUCHbMEHHO
it popme

1.6. Opranuzanus 1oKyme
HTO000pOTa B YUPESIKICHH
H.

Pa3zHoypoBHEBEIE 32
Jlauu ¥ 3aJJaHus

3ayeT B MUCHMEHHO
it popme

Tect

3ayeT B MUCHMEHHO
it popme

1.7. Homenknatypa u pop
MHUPOBaHHE JIEJI.

Pa3HoypoBHEBEIE 3a
Jlayy U 3aJ]aHusl

3adeT B MHCHMEHHO
it popme

Tect

3adeT B MUCHMEHHO
it popme

1.8. [loaroToBKa Jien K IO
CIIeIyIOIIeMY XpaHEHHIO
H UCIOJIL30BaHUIO.

Pa3H0ypOBHeBLI€ 3a
Ja4Hu U 3a1aHuA

3aueT B IUCbMEHHO
it popme

Tect

3a4er B MUCEMEHHO
it opme




P12

HaBbIK : Ipu BBIOJIHEHU

1 y4eOHBIX 337124 JEMOHC
TPHUPOBATh 3THUECKOE MIOB
ezieHne

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

Pa3zHoypoBHEBEIE 32
Jlau¥ U 3aJlaHus

3ayeT B MUCHMEHHO
it popme

3adeT B MUCHbMEHHO

1 MICTIONTb30BAHHIO. Tecr >
it popme
P13 3HaHue : Ha3bIBaTh AOKyM | 1.1. Jlenompon3BoaCTBO K
A FLOKY A P e 3ader B TUCbMEHHO
€HT, B KOTOPOM oTpaxkaeT | ak oxna u3 Qyukuuii ynp | CobecenoBanue it dopme
cs1 OlIpeieNiCHHAs IPOTieC | aBJICHUS P
CyallbHad ACATCILHOCTE M| 1 5 Odopmenne pexsu3 CobeceroBanme 3a4yeT B MUCbMEHHO
WHast OPHAMIECKAS ICATE | yron 10Ky MeHTOB i i dopme
JBHOCTH
1.3. Cocrasnenue u opop
3ader B TUCbMEHHO
MiieHne cinyxebHbix 1oky | CobecenoBanue o
it popme
MEHTOB.
1.4. OdopmieHne KaapoB 3ader B MUCbMEHHO
o bop P CobecenoBanne >
Ol JOKyMEHTalluu. it popme
1.5. Pabora ¢ obpamienus 3aueT B NUCbMEHHO
CobecenoBanue M
MU TpaXKIaH. i popme
1.6. Opranuzanus 10Kyme
P LA IOKYM 3adeT B MUCEMEHHO
HTOOOOpOTa B yuperkaenu | CobecenoBaHue M
it popme
.
1.7. Homenknatypa u o 3ader B TUCbMEHHO
ypa u dop CobecenoBanue

MHPOBAHUE JCII.

it opme




1.8. IToaroToBKa zen K IO
CIICAYIOIIEMY XPaHCHHIO
M HUCIIOIb30BAHMUIO.

CobecegoBanue

3ayer B MUCEMEHHO
it popme

P13 YMeHHue : XapakTepn3osa Pa3HoypoBHEBbIE 32 | 3aueT B MUCbMEHHO
Th OCHOBHBIC Tpe60BaHI/I}I 1.1. ﬂenonponggo[{cn}o K | naum u 3aganus i (bopMe
COJCp)KaHNE IOKYMEHTAIl | ak ojHa U3 QYHKLUH yIIp
WU, B KOTOPOIl OTpakaeTc | amrieHus Tecr 3aueT B MUCbMEHHO
1 onpejieNleHHas IIPOLIECC it popme
yalbHas IesTeIbHOCTh U

PazHoypoBHEBBIE 32 | 3adeT B MHCEMEHHO
WHas OpUANIEcKas AesTe N
JIBHOCTD 1.2. O(i)OpMJ'IeHI/Ie PExBU3 Aaun 1 3aanus 1 (1)opMe
UTOB I0KyMEHTOB 3auer B MUCHMEHHO
Tect o
it popme
PaszHoypoBHeBbIe 32 | 3aueT B mMCbMEHHO
1.3. Cocrapnenue ¥ ohop | nauy u 3ananus it popme
MJICHHE CITY)KEOHBIX JIOKY
MEHTOB. Teer 3a4er B MUCEMEHHO
it popme
PasHOoypoBHEBBIE 32 | 3adeT B MHUCEMEHHO
1.4. Odopmnenue xkanpop | &1 1 3a/aHIs it popme
OH NOKYMCHTAIHH. 3ayer B MMCHMEHHO
Tect o
it popme
PasHOypoBHEBBIE 32 | 3aueT B MMCEMEHHO
1.5. Pa6ora ¢ o6pamenus | A@11 1 3allaHus it opme
MU rpaxcias. 3ayeT B NUCHMEHHO
Tecr M
it opme
PazHoypoBHEBBIE 32 | 3adeT B MHUCEMEHHO
1.6. Opranusanus 10KYM€ | naqy u 3amanus it popme
HTO000pOTa B YUPESIKICHH
u 3adeT B MICEMEHHO
: Tect o
it popme
PazHOypoBHEBBIE 32 | 3aueT B MUCEMEHHO
1.7. Homenknatypa u qop | /@11 1 3allaHus it opme
MHUpOBAHHUE 1. 3ayeT B MUCHMEHHO
Tecr o
it popme
PazHOypoBHEBBIE 32 | 3adeT B MHCEMEHHO
1.8. TloaroToBka IEN K 110 | nauy u 3amanus it popme
CIIEAYIOIIEMY XPaHCHHIO
it popme
PJ13 HagBpik : *METh OTIIBIT COCT 3auer B MHCEMEHHO

aBJICHUS IOKYMEHTALIUH,
B KOTOPOI1 OTpaxaeTcs 10
pHUIMYecKas U MHas JIesiTe
JBHOCTh

1.1. Tenonpou3BOJICTBO K
aK ojiHa U3 QYHKIMN yIp
ABJICHUS

PasHoypoBHEBEIE 3a
Ja4dyH U 3a1aHuA

it popme

Tect

3adeT B MUCHbMEHHO
it popme

1.2. OdopmiieHne pekBu3
UTOB JOKYMEHTOB

Pa3zHoypoBHEBEIE 32
Jlau¥l U 3aJlaHus

3ayeT B MUCHMEHHO
it popme

Tect

3a4er B MUCEMEHHO
it popme

1.3. CocraBnenue u opop
MJICHHE CITyKEeOHBIX TOKY
MEHTOB.

Pa3HoypoBHEBEIE 3a
Ja4Hu U 3a1aHuA

3adeT B MHCHMEHHO
it popme

Tect

3adeT B MUCHMEHHO
it popme




1.4. Odopmiienne kaapos
Oli TOKYMEHTALIUH.

PasHoypoBHEBEBIE 32
a4y ¥ 3aaHus

3ayer B MUCbMEHHO
it opme

Tect

3a4yer B MUCEMEHHO
it opme

1.5. Pabota ¢ oOparmeHus
MU TpaXKIaH.

Pa3HoypoBHEBBIE 3a
Jla9¥ U 3aJaHNs

3a4yer B MUCEMEHHO
it popme

Tect

3a4er B MUCEMEHHO
it popme

1.6. Opranusanus 10KymMe
HTOO000POTA B yUPEKIACHU
.

Pa3zHoypoBHeBBIE 32
Jlau¥l U 3aJlaHus

3a4er B MUCEMEHHO
it popme

Tect

3a4yer B MUCEMEHHO
it popme

1.7. Homenkmatypa u ¢op
MHPOBaHHE JIEIl.

Pa3HoypoBHEBEIE 3a
Jla9¥ U 3aJaHNs

3a4yer B MUCEMEHHO
it popme

Tect

3adeT B MUCHbMEHHO
it popme

1.8. IToaroToBKa [I€el K IO
CIICAYIOIIEMY XPaHCHHIO
M UCIIOJIb30BAHMUIO.

Pa3HoypoBHEBEIE 3a
Ja4du U 3a1aHuA

3adeT B MUCHbMEHHO
it opme

Tect

3ayeT B MUCEMEHHO
it opme

4 Onucanue npoueaypbl OCHUBaAHUA

KauectBo copmupoBaHHOCTH KOMIETEHIIMM Ha JaHHOM JTale OICHUBACTCS 110
pe3yabTaTaM TEKYIIUX M MPOMEKYTOYHBIX aTTECTAIMK MPHU MOMOIIM KOJIMYECTBEHHOU OIEHKH,
BbIpaXeHHOU B Oannax. MakcuManbHas cymma OaijioB MO JucCHUILUIMHE (Moaynio) paBHa 100

Oayam.
OIEeHOYHOE CPENICTBO
Bun yueGHO# nesiTenbH Cobecenosar PaznoypoBHe
ocTu e Bble 3aaun u | Tect Hroro
3aJaHus
Jlexiuu[1] 10 10
IIpaktuaeckue 3ausatus | 10 40
CamocTosTenpHas padbo 30
Ta
IIpomexyTouHas aTTec 20 20
Tanus
Hroro 20 20 100

[1] B cootBercTBHH ¢ [lonoxkeHneM 00 OpraHU3aIlluy U IPOBEICHUH TEKYIIETO KOHTPOJIS

YCIIEBAeMOCTH, TEKYIICH 1 MPOMEKyTOUHOH arTtectaruu ctyaearoB CK-CTO-11J1-04-1.114-
2019 (BBeneH B aeiictBue npukazom pektopa BI'YOC ot 29.01.2019 Ne54), a umenso 1. 4.4,
MOCEIICHHE JICKITUH 110 TUCITUTIIINHE OlleHNBaeTcs B 1 6ai 3a 3anstue (B cymme He 6oiee 20
0aIIoB 3a ceMecTp.

CYMMa 6am1013, Ha6paHHBIX CTYACHTOM I10 BCEM BHUAaM yqe6H0171 ACATCIBHOCTH B paMKax
JUCHUIINIMHBIL, IICPEBOAUTCA B OLICHKY B COOTBECTCTBHHU C T36J'II/IHeI\/'I.

CymmMma Gamto
B

0 JUCIHUILIHA
HE

OreHka 1o npomMex
YTOYHO# aTTecTaru
u

XapaKTepI/ICTI/IKa KadyeCTBa Cq)OpMHpOBaHHOCTPI KOMIICTCHIIN
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CTyneHT IeMOHCTpUpYeT cHOPMUPOBAHHOCTb AUCLIMILIMHAPHBIX KOMIICTEHIIMIT, 00Ha
PY’KHBAeT BCECTOPOHHEE, CHCTEMATHUECKOE U TITyOOKOe 3HaHUE y4eOHOro MaTepuana

o1 91 10 100 «3a4YTeHO» / » YCBOMII OCHOBHYIO JITEPATYPY H 3HAKOM C JOTOJIHUTEIBHON JINTEPaTypoil, pekome
«OTIIMYHO» HJIOBAaHHOH TIPOrpaMMOH, yMeeT CBOOOJHO BBIOJIHATh NPAKTHUCCKUE 3aJaHus, TIPe]
YCMOTpEHHBIE TPOrpaMMOH, CBOOOIHO OIIepHpyeT NPHOOPETEHHBIMH 3HAHUSAMH, yMe
HUSIMH, IPUMEHSIET UX B CUTYAISIX NOBBIIICHHON CIIOYKHOCTH.
CTyzeHT IeMOHCTpUPYET CHOPMHUPOBAHHOCTS JUCIHAIUTHHAPHBIX KOMIICTEHIIUH: OCHO
o1 76 110 90 «3a4YTeHO» / BHBIC 3HAHUS, YMEHHUS OCBOCHBI, HO JIONYCKAIOTCS HE3HAUHTEIIbHbIC (1LHI/I6KI/I, HETOUH
«XOPOLIO» 0CTH, 3aTPYAHEHHUS IPH aHATUTHYECKUX OIIEpaLHsX, IEPEHOCE 3HAHUH U yMEHUI Ha H
OBBIC, HECTAHIAPTHBIC CHTYAIH.
CTyneHT aeMOHCTpUpYeT c(hOPMHUPOBAHHOCTb IMUCLUIUIMHAPHBIX KOMIICTCHIUI: B X0
«3a4TeHO» / Jie KOHTPOJIBHBIX MEPOIIPHUATHII HOITYCKAIOTCS 3HAYNTENNBHBIE OIINOKH, TPOSIBIIIETCS O
ot 61 1o 75 «yIIOBJIETBOPHUTENb | TCYTCTBHE OTAENBHBIX 3HAHUI, YMEHHMI, HABBIKOB 110 HEKOTOPEIM IUCIUILIHHAPHBIM K
HO» OMIIETEHIIUSM, CTY/ICHT UCIIBITHIBACT 3HAUNTENIBHbIE 3aTPyJHEHHS IPH ONEPHPOBAHH
Y 3HAaHWSIMH M YMEHHSIMH IIPH X ITEPEHOCE Ha HOBBIE CHTYAIIHH.
«HE 3aUTEeHO» /
ot 41 110 60 ey IOBICTBOPUTE V crynenra He C(i)(ipMHpOBZlHLI JCIUIUTMHAPHBIE KOMIIETSHIIUH, POSIBISICTCS HEIOC
TaTOYHOCTh 3HAHUH, YMEHHI, HABEIKOB.
JIBHO»
«He 3a4TeHO» /
JlMcLMIUTHHAPHBIE KOMIIETEHIIMH He c(h)opMHUpoBaHbl. [IpOsBIACTCS MOJHOE WM NPAK
ot 0 1o 40 «HEYJOBJIETBOPUTE

JIBHO»

THYECKU ITOJHOE OTCYTCTBUE 3HaHHfI, yMeHPIfI, HAaBBIKOB.

5 IlpumepHbIe OLIEHOUYHBbIE CPEACTBA

5.1 CoGecenoBanue — 3aIUTa MHANBUAYATbHOT0 32 JaHUS

PO

JACJIOIIPOU3BOACTBC

B©Ooo~NoO

[ToHsATHS «TOKyMEHTAIMOHHOE 00eCIIeYeHUE YIIPABICHUS U «ICIIOTIPOU3BOICTBO
Cayx06a JIOY — pyHKINU U CTPYKTYpa, IpaBa H OTBETCTBEHHOCTD
HopmaTuBHO-nIpaBOoBasi 6a3a TOKYMEHTHPOBaHHS

[TonsiTHE «yHUDHUKAIHS JOKYMEHTOB)» U €T0 3HAYCHHE B COBPEMEHHOM

Cranpaptuzanus gokymentoB. Tpedosanus [[OCT P.6-30-2003
PexBusut. Pacnionoxenue u pasmep peKBU3UTOB

ITonsTne «10KkyMeHT». DyHKIIUU JOKYMEHTOB

Knaccugukarus 10KkyMeHTOB

CucreMbl TOKyMEHTOB

0. Opranu3annoHHO-pacopsAIUTeIbHAs CUCTEMA IOKYMEHTAllUN

11. PacniopsiuTenbHbIe TOKYMEHTbI

12. Opranu3anvoHHO-TIPaBOBbIE JOKYMEHTBI

13. N opManinOHHO-CITPABOYHBIE JOKYMEHTHI

14. JTokyMeHTBI IO JINYHOMY COCTaBY

15. TexHomnorus paboThl ¢ JOKYMEHTaMHU

16. Onpenenenne NOHATHS «I0KyMEHTOO00POTa», OOIIME MPUHIUIIBI U METOMYECKHUE
OCHOBBI OpPTaHU3AIMH JJOKYMEHTO000pOTa

17. CtpykTypa 1 o01mas XxapakTepUCTHKA JJOKYMEHTOIIOTOKOB

18. Peructparus kak cocTaBHas 4acTh TexHonoruu JJOY

19. Dranbl MPOXOXKACHUS M UCTIOTHEHUS HCXOSIINX U BHYTPEHHUX JOKYMEHTOB

20. Perucrpanust 1OKyMEHTOB. 3a1a4l ¥ IPUHIUIIBI PETUCTPALIIH

21. OcHOBHBIE TIPaBUIIa WHACKCAITUH TOKYMEHTOB

22. ®opMHpOBaHUE U XpaHEHHE JIeT B ICIONPOU3BO/ICTBE

23. OnpezeneHre MOHATUS HOMEHKIIATYPHI Jiei1. Busl HOMEHKIaTyp et

24. TpeboBaHUs K (OPMYJINPOBKE 3ar0JOBKOB JIeJ B HOMEHKJIAType

25. OOpa3oBaHue HHJEKCA JIelia B HOMEHKIIAType

26. CpokH XpaHEHHUS JeT

27. XpaHeHHe JOKYMEHTOB B CTPYKTYPHBIX ITOJIPA3/ICICHUSX OpTraHU3aluu

28. [lonroToBka u mepenaya fies B BEJOMCTBEHHBIN apXUB

29. TpeboBanus K 0OPOPMIICHHIO JIET




TEMaAM  JUCHUIIIIMHBI,

30. Onpenenenue U COCTaBICHUE OMHICEH

Kpamxue memoouueckue ykazanus
[Ipu moAroToBKe K MPaKTUUECKOMY 3aHATHIO CTYJIEHT 00s13aH MpopadoTaTh MCTOYHUKH IO

OCHOBHYIO U JIONOJHUTEIBbHYIO JHUTEparypy (¢ 00s3aTenbHbIM

KOHCIICKTUPOBAHHUEM HM3YUaCMOI'0O MaT€puajia — Ipu CO6€C€I[OBaHI/II/I C Ip€rnoaaBaTejieM CTyACHT
MOXXCT UCIIOJIB30BaTh CBOU SaHI/ICI/I).

IIxana oyenku

OrneHka Bamst Onucanne

5 5 CTYCHT MPEACTABIII OTIUYHOEC HCIOJTHECHHE C HE3HAYNTEIFHBIM YHCIOM OMIHOOK

4 4 CTY/ICHT MOKa3aJ YPOBEHb BIAJICHHS MaTCPUAIIOM BBIIIIE CPETHETO C HECKOIBKHMU OIMHOKaMU
3 3 B II€JIOM MPABIIIBHO, HO CO 3HAYHUTEIbHBIM KOJMYECTBOM HEIOCTATKOB

2 0 B 1I€JIOM MPABHIIbHOE HCIIOJHEHHE C KPUTHICCKUM KOJIMYECTBOM CYIIECTBEHHBIX OIHOOK

5.2 Bonpochl Kk 3a4eTy (MUCbMeHHAas (opma)

16.
17.
18.
19.
20.
21.
22.
23.
24.
25.
26.
27.
28.
29.

1.I1oasATHus CIOKYMCHTAIIUOHHOC obecneyeHne YIIpaBJICHUSA» U «ACJIIOIIPOU3BOJACTBO»

Cayx0a JIOY —

Q)YHKHI/II/I U CTPYKTYpa, IIpaBa 1 OTBETCTBECHHOCTb

HopmaruBHO-1ipaBoBas 6a3a TOKYMECHTHPOBAHUS

[TonsiTue «yHuuUKanus JOKyMEHTOBY» U €ro 3HaYeHHE B COBPEMEHHOM
JIETIOTPOU3BOJICTBE

Cranpapruzanus nokymeHToB. TpeboBanus 'OCT P.6-30-2003
PexBusut. Pacnonoxxenue u pazmep peKBU3UTOB

[Tonsitue «1okymeHT». DyHKINU JOKYMEHTOB

Knaccudukanus 10KyMeHTOB

CucreMbl JOKyMEHTOB

Opranu3alvoHHO-PACTIOPAIUTENbHAS CUCTEMA IOKYMEHTALUN

. PacriopsauTenbHbie JOKYMEHTBI

. Oprann3anOHHO-IIPABOBBIE TOKYMEHTHI

. UH(popMalilnoHHO-CIIPaBOYHbIE TOKYMEHTBI

. JIOKyMEHTBI 110 JINYHOMY COCTaBY

. TexHonorus paboThl ¢ JTOKYMEHTaAMH

. Onpenenenne NOHATHS «IOKyMEHTO000pOTay, 00IINE MPUHIIUIIBI U METOANYECKHE

OCHOBBI OPraHU3aI1K JOKYMEHTO000pOTa

CrpykTypa 1 0o0111ast XapaKTepUCTHKA JJOKYMEHTOIIOTOKOB
Peructpanus kak coctaBHas yacts Texnosioruu J10Y

OTanbl NPOXOKAEHUS U UCIIOJIHEHUS UCXOASIINX U BHYTPEHHUX IOKYMEHTOB
Peructpanus 1okyMeHTOB. 3a/1a4il U PUHIMIIBI PETUCTPALIUU
OcHoBHBbIE IIPaBUJIAa MHIEKCALUN JOKYMEHTOB

dopmupoBaHue U XpaHEHUE el B AEJIONPOU3BOICTBE

OmnpeneneHue NOHATHS HOMEHKIIATYPHI 1€]1. BUabl HOMEHKIATYp e
TpeboBanus kK popMyIUPOBKE 3ar0JIOBKOB JIEJI B HOMEHKIIATYpe
OO6pa3oBaHue MHJIEKCA JIela B HOMEHKIIAType

Cpoxu xpaHeHus ael

XpaHeHHe JOKYMEHTOB B CTPYKTYPHBIX MOJAPA3ACICHUAX OpraHu3aluu
[TonroroBka u nepenaya fei B BEAOMCTBEHHBIN apXUB

TpeboBanust Kk 0OpMIICHUIO J1E]T

Omnpenenenue U cOCTaBICHUE OMUCEH

Kpamkue memoouueckue ykasanus
[Ipy moArOoTOBKE K 3aueTy CTYACHT 0053aH MpopadoTaTh HMCTOYHHUKH TIO0 TeMaM
JTUCIUATIIINHBI, OCHOBHYIO U JOTIOJTHUTENBHYIO TUTEPATYPY.



IlIxana oyenku

Onenka

Bamier

Omnmucanue

91-100

CTYJIICHT ITOKa3bIBaeT INIyOOKHE OCO3HAHHEIE 3HAHMS 110 OCBEIAEMOMY BOIIPOCY, BIaJeHHEe OCH
OBHBIMU MOHATUSAMH, TEPMUHOJIOTUEH; BllafieeT KOHKPETHBIMU 3HAHUSAMU, YMEHUSAMHU IO JAHHO
1 AUCUUIUIMHE; OTBET MOJIHBIA JOKa3aTeIbHbIN, YETKUM, TPAMOTHBIN, WIUTIOCTPUPOBAH MPaKTHY
€CKHM OIBITOM PO ecCHOHANBHOM IesTeNbHOCTH

76-90

CTYJIEHT MOKAa3bIBAET INIyOOKOE U MOJHOE YCBOSHHE COJEP)KaHUs MaTepuana, yMEeHNe PaBHIbH
0 U I0Ka3aTeJIbHO U3J1araTh IPOrpaMMHBIA MaTepuall, JOIyCKaeT OTJeIbHbIC HE3HAUUTEIIbHBIC
HETOYHOCTH B (popMe M CTHIIE OTBETA.

61-75

CTYIICHT ITIOHMMaeT OCHOBHOE COJIepKaHHe yaeOHOI MporpaMMBl, yMeeT MOKa3bIBaTh IPaKTHIe
CKOe IIPUMEHEHHE MOIy4YeHHBIX 3HaHUH. BMecTe ¢ TeM foIycKaeT oT/AenbHbIe OMNUOKY, HETOYH
OCTH B COJepKaHUH 1 0(OPMIICHUH OTBETA; OTBET HEAOCTATOYHO MOCIICOBATENICH, JOKa3aTele
H U TPaMOTEH.

MeHee 60

CTYACHT UMECT CYIICCTBECHHBIC Hp06eJ'H)I B 3HaHUAX, NOITYyCKaET OI_HI/I6KI/I, HETOYHOCTHU B COACPIK
AHWUU paCcCKa3bIBA€EMOI'0 MaT€pHaia, HE BbIACIACT INIaBHOT'0, CYHIECTBEHHOT'O B OTBETE. OrtBeT 1
OBGpXHOCTHLIfI, 663[[0Ka3aTeHLHLIfI, JIOITYCKAIOTCsl pEUCBBIC OIHUOKH.

5.3 UToroBbIii TECT

1.

1.

Cucrema AOKYMEHTAIUUHU — I3TO COBOKYITHOCTb TOKYMCHTOB,

NPpUMECHAECMbIX:

a) B chepe yrpaBieHHUS;

0) B Kako-1100 chepe AeATSIBHOCTH;

B) B IAaHHOM YUPEXJACHUU;

') B KOHKPETHOM CTPYKTYPHOM MOJpa3ieICHHH.

2.

Ha xoJuternajJibHoiil 0CHOBE U31AI0TCH:

a) MOCTaHOBJICHUS;
0) IpHUKa3bI 10 OCHOBHOM JESATCIIEHOCTH,
B) IIPUKA3bI 110 INYHOMY COCTAaBY;

I') CIPaBKH.

3.

HpoeKT MpUKa3a 1mo JU4YHOMY COCTaBy roTOBHUTCH:

a) HA4YaJIbHUKOM KaHIIEJSIPUH;
0) HaYaJIbHUKOM OT/IeJ1a KaJpOoB;
B) IOPUCKOHCYJIBTOM;

T') CEKpeTapeM.

4.

HI/ICBMO, coaepkamiee CcoO0IIeHne 0 KAKOM-JIN00 q)aKTe W

MEPONPUATHUH, ITPONATAHAUPYIOIIECEC NEATCIbHOCTD KaKoii-1100 OpraHm3aivu,
Ha3bIBACTCHA:

a) pa3bsACHEHHEM;

0) UH(POPMAITMOHHBIM;
B) HAIIOMMHAHUEM,;

I') TapaHTUITHBIM.

5.

IIpuem Ha padoTy NpPOU3BOAUTCSH HA OCHOBAHUM:

a) pacropspKEeHUsl HayaJIbHUKA OT/eNa KaJipoB;
0) TMYHOTO KeTaHUs paOOTHHUKA;

B) JIMYHOTO 3asiBJICHUS paOOTHHKA;

r) aBToOMOTpadum.




6. ITncbMeHHOe corJialeHue MesK1y OpraHu3amnueii U YaCTHBIM JIMIIOM 00
YCTaHOBJIEHMH TPYAOBbIX OTHOIIEHUI HA3bIBACTCS:

a) TPYJOBBIM KOHTPAKTOM;
0) KOMMEPUYECKUM KOHTPAKTOM;
B) KOMMEPYECKUM JOTOBOPOM.

7. ABTOOHOrpadus cocTaB/isieTcs ¢ HeJbl0:

a) IOoUCKa paboThI;

0) TPyZIOyCTPOMCTBA;

B) YCTaHOBJICHUS IMYHOCTH;
T') 3aBECTH TPYAOBYIO KHIKKY.

8. Cuy:xe0HbIe MUCHbMA HEe UMEIOT PEKBU3UTA:

a) pe3OJIIOLIHS;

0) Ha3BaHHE BUI;
B) CChLIKA HA MHJICKC U JIaTy;
') OTMETKa 00 UCIIOJTHHTEIE.

9. IlouToBBIN aJipeC B PEKBU3UTE «ajipecaT» YKa3bIBaA€CTCH:

a) BO BCEX JIOKYMEHTaX;

0) pa3oBOMY KOPPECTIOH/ICHTY;

B) BBIIICCTOSIIAM OpPraHU3aIHsIM;
') OpraHaMm BJIACTH U YIPABJICHUS.

10. Cranpaprusauus:

a) mpollecc yCTaHOBJIECHUS U IPUMEHEHUs 00pa3IOB, 3TaJOHOB;

0) mporuecc npuMeHeHus! YHU(ULIUPOBAHHBIX (HOPM JOKYMEHTOB;

B) MPOLIECC YCTAHOBIIEHUS MPaBHI 00paOOTKU TOKYMEHTOB;

I') IPOLIECC PErUCTPaALUH TIOKYMEHTOB.

Kpamxue memoouueckue ykazanus

Bonpoc copepxut onuH BapuaHT oTBeTa. CTYJEHT JOKEH BbIOpaTh MPAaBUIIbHBIM OTBET
Y HamnMcaTh €ro HOMep HAIpOTUB HOMEPA BOIIPOCA HA JIUCTE OTBETA.

Llkana oyenxu

OrneHka bansl OnucaHue

5 5 KOJIMIECTBO BEPHBIX OTBETOB cocTaBisieT Ooxee 90% ot 00Imero unciaa TeCTOBBIX 3aJaHIH

4 4 KOJIMIECTBO BEPHBIX OTBETOB COCTABISIET OT 75% 10 89% oT 00mmero unciaa TeCTOBEIX 3alaHUIT
3 3 KOJIMYECTBO BEPHBIX OTBETOB cocTapiisieT 0T 60% 10 74% OT 001Iero ynciia TECTOBBIX 3aIaHHH
2 0 KOJIMYECTBO BEPHBIX OTBETOB COCTaBIsieT MeHee 60% OT 0OIIero Yncia TeCTOBBIX 3aIaHui

5.4 Ilpumep pa3HOYPOBHEBBIX 32124 U 3aJaHMii

~w

CocraBbTe NpUKa3 pyKOBOJIUTEIS OpraHU3aluH O IpUeMe Ha paboTy IOPHUCKOHCYIBTOM.
CocraBbTe npuka3 00 0cBOOOXKIAECHNUHU OT pabOThl B OpraHU3alMy B CBSI3U C NIEPee3/IoM Ha
HOBOE MECTOXHUTENIbCTBO.

CocraBbTe npuka3 00 yBOJIbLHEHHH MIEPEBOIOM B JIPYTyIO OpraHU3alIHUIO.

CocTaBbTe XapakTEepPUCTUKY-PEKOMEHAAINIO Ha paOOTHUKA BaIIeTo NMPEANPUATHS s
MOCTYIIEHUS €70 B aCIIUPAHTYPY.



5. Hanwumute 3asBneHue o mpueMe Ha paboTy IOPHUCKOHCYIBTOM B FOCYIapCTBEHHOE
HpEANPUATHE TIO CBSI3H U HHPopMaTHKe «PoccBA3bUHPOPMY.

6. Hanwumute 3asBneHne 0 MPeJOCTaBICHUH aJMUHACTPATUBHOTO OTIYCKA IO CEMEHHBIM
00CTOSITEIbCTBAM.

7. Hanmmute aBToOMOTrpaduio u pesrome, HeoOXoaAuMbIE 17151 0OPMIICHUS TOKYMEHTOB
IpH MOCTYIUIEHUH Ha PadoTy.

8. Odopmure 3amuce B TPYAOBOM KHUKKE 00 YBOJIHHEHUU:

a) 110 COOCTBEHHOMY JKEJIaHMIO;

0) B CBSI3U C JIMKBUAALUEH IPEATIPUATHS;

B) B CBS3M C HECOOTBETCTBHEM BBINOJHACMOM paGOTBI MNpCaABABIACMBIM
TpeOOBaHUAM BCJIECTBUE HEAOCTATOYHON KBAIU(UKAIINH.

=

CocraBbTe IPOEKT TPYZLOBOT'0O JOTOBOPA MO HaliMy, OIUIATE ¥ YBOJIBHEHHIO.
CocraBbTe npuKa3 0 NepeBojie Ha padOTy BHYTPU OpraHU3ALUH.
3. CocraBbTe npuKa3 00 yBOJILHEHUN paOOTHHKA B CBSI3H C JIMKBUAALIMEH NIPEIIPUSITHS.

N

Kpamkue memoouueckue ykasanus

UToOBbl BBIMOIHUTH 33JaHUE, HEOOXOIUMO O3HAKOMUTHCS C IMAKETOM JIOKYMEHTOB IIO
TUIHOMY cocTaBy. COBOKYITHOCTh B3aUMOCBSI3aHHBIX JIOKYMEHTOB, B KOTOPBIX 3a(DUKCHPOBAHBI
STanbl TPYAOBOH eATEIbHOCTH paOOTHHKA, HA3BIBAIOTCS JOKYMEHTAIMEH [0 TUYHOMY COCTAaBY.

Hokymenmayuto no auynomy cocmagy (IepcoHay, KaapaM) MOKHO KiacCU(UIUPOBATH
Ha YETbIPE TPYIIIbL:

- JIOKYMEHTAaIUsl, CBA3aHHASI C KOMILUIEKTOBAHUEM IIEPCOHAa OPraHU3ALNY;

- JOKYMEHTalUs, CBA3aHHAs C MPOLECCOM MPOJABUKEHHUS IEpCOHANA IO
CITyx0e;

- JOKYMEHTAIUs, CBA3aHHas C BBIIOJHEHHEM pPAOOTHUKOM TpeOOBaHMIA
TPYAOBOU JUCUHUILIAHBL

- JNOKYMEHTAlUsA, CBA3aHHAs C NPEKpalleHHEM TPYAOBBIX OTHOLICHUI
pabOTHUKOB C OpraHU3AIMEH, C YBOJIbHECHUEM.

Odgopmnenue 0oKymeHmos npu nocmynieHuy Ha pabomy

[TpuemM Ha MOCTOSTHHYIO pabOTY HOBOTO COTPYIHUKA MTPU HATMYUU BAaKaHTHOM JTOJDKHOCTH,
MPEeyCMOTPEHHON IITaTHBIM pPAaclHUCaHUEM, COMPOBOXKAAeTcs O(OpPMIEHHEM JTOKYMEHTOB:
Pestome - Anketa - TpynoBoit kKoHTpakT - [Ipukas o mpueme Ha paboTy

Llkana oyenxu

Orenka Bamner Omnucanue

5 5 CTYIICHT MPEICTABII OTINYHOE UCTIOIHEHNE C HE3HAYUTEIbHBIM YHCIOM OLIHO0K

4 4 CTY/ICHT [TOKA3aJl YPOBEHb BIIACHHUSI MATEPHAJIOM BBIIIIE CPETHETO C HECKOJIBKHUMH ONTHOKAMH
3 3 B I[€JIOM MPABUJIBHO, HO CO 3HAYMTEIILHBIM KOJIMUECTBOM HETIOCTATKOB

2 0 B I[€JIOM MPABUJIBHOE UCIIOJHEHUE C KPUTHUYECKUM KOJMYESCTBOM CYIIECTBEHHBIX ONIHOOK




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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