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

[lenpt0 OCBOCHHUS MUCHMIUIMHBI «J/{OKYMEHTHpOBAaHHE YIPABJICHUECCKOW NEATEILHOCTH
sBisieTcs: BeimonHeHue tpedoBanuii ®I'OC BO k mpodeccnoHanbHOM MOATOTOBKE OakaaaBpoB,
oOyyJaronuxcs 1o HampabiieHuto moarotoBku 38.03.02 «MeHeKMEHTY.

3amaur OCBOCHUS JTHMCIUILINHEL

- TI0Ka3aTh pOJIb JOKYMEHTAa W JIOKYMEHTHUPOBAHHOW WH(GOPMAIMM B IPAKTHUKE
YIpaBJICHHUS;

- U3YYUTh ITAITbl Pa3BUTHS JJOKYMEHTA KaK HOCHUTENS HH(OpMaInu;

- U3y4YUTh  3aKOHOJATEIbHBIE W  HOPMATUBHO-METOIUYECKHUE
periiaMeHTUPYIOITHE padoTy ¢ JOKYMEHTaMHU OpraHU3aIlNH;

- 03HAaKOMUTH C MPABUIIAMH COCTABJICHUS U OPOPMIICHUS yIIPABICHUYECKHUX JOKYMEHTOB;

- U3YYUTh MOPSATOK paOOThI C TUYHBIMU U CIY)KEOHBIMU JOKYMEHTAMH;

- IPUBUTH HABBIKM COCTABJICHUS U OOPMIICHUS OCHOBHBIX JJOKYMEHTOB YIIPABIICHUS;

- H3YYUTh pabOTy CITYXKOBI TOKYMEHTAITMOHHOTO 00€CIICUEHUs YIIPABICHUS;

- O03HAaKOMHUTh C COBPEMCHHBIMH TEXHOJOTHSIMU OpraHu3aluu JOKYMEHTO0OOpOTa
MNPEANPUITHI B OpTaHU3aAIUH.

[TnaaupyeMbIMu pe3ysbTaTaMi O0YYCHHUS 10 TUCIUIUIHHE (MOIYIIIO), SIBJISIFOTCS] 3HAHUS,
yMeHHUsl, HaBbIKU. [lepeueHp MIaHUpPyEeMbIX Pe3yNbTaToB OOyUEHUs MO AUCHUILTUHE (MOIYIIO),
COOTHECEHHBIX C IUIAHUPYEMBIMH pe3yJbTaTaMH OCBOCHHUS O0pa30oBaTEIbHOM MPOrpPaMMBbI,
MpeCcTaBIcH B Tabuie 1.

JIOKYMEHTBI,

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

Pe3ynpraTel 00y4eHUs 110 AUCIUIUINHE
Konm Konu
HasBanne (dopMynHpoBKa
OIIOII BO, dopmyuposka HHIUKATOpa Koz
COKpaIlICHHOC KOMIIETEHIIUHA NOCTHKCHUA pe3yiib DopMyIUpOBKa pe3ysbTaTa
KOMITETEHIINN
Tara
38.03.02 VK-4 : Criocoben | YK-4.28 : Bener PJI1 3HaHUEe | OCHOB JOKYMEHTAIBHOTO
«MeHeKMEHT» | OCYIIECTBIATh JIETIOBYIO odopmiteHns pemeHnit B
(b-MH) JIEJIOBYIO HIEPEIIUCKY, YIPAaBJIEHUU ONIEPALIMOHHON
KOMMYHHKAIUIO B | yuuThIBas (TIpOU3BOACTBEHHOM)
YCTHOU U 0COOEHHOCTH JIeATETBHOCTH
IIUCbMEHHOU CTUIIUCTUKH OpraHu3aIuif;Tpe0oBaHu K
(dbopmax Ha Oo(HIIHATBHBIX U CTaHAAPTU3AIUHN U
TOCYAapPCTBEHHOM | HEO(HIINAIBHBIX YHAQUKAIUN JOKyMEHTOB,
SI3BIKE TIIceM, JISUCTBYIOIINX
Poccwuiickoit COIIMOKYJIbTYpHBIE YHAGHUIHMPOBAHHBIX CHCTEM
denepanuu u pas3yu4us B YIIpaBIeHYECKON
nHOCTpaHHOM(BIX) | opmare JIOKYMCHTAITIH
A3bIKe(ax) KoppectoHaeHImd | P12 | Ymenue | cOCTaBIATH M OOPMIIATE
Ha JIETIOBYIO JOKYMEHTAIIHIO B
rOCYapCTBEHHOM COOTBETCTBUH C HOPMATHBHO-
U NHOCTPaHHOM METOJIUYECKUMH aKTaMHu;
S3bIKax aJIaNTUPOBATH CYILICCTBYIOIIME
NpaBUiia U TEXHOJIOTUU
COCTaBJICHUS B 0POPMIICHAS
YIPaBICHYECKUX JIOKYMEHTOB
K KOHKPETHBIM YCJIOBHUSIM
P13 HaBbik | nokyMeHTanbHOTO
o(opMIICHHS PEIICHUIT B
YIIpaBJICHUH OTIEPALIIOHHON
(IPOM3BOJICTBEHHON)
JIeSITeIIbHOCTH OpraHU3aluii;
HaBBIKAMH TTOJITOTOBKH
OpTaHHU3aIMOHHBIX U




pactopsAANTEIHHBIX
JIOKyMEHTOB, HEOOXOIMMBIX
JIJISL CO3JJaHUSI HOBBIX
TIPEAIPUHAMATEIECKAX

CTPYKTYD

B mpomecce ocBoeHUS TUCIUIUIMHBI PEMIAIOTCS 3a/ladll BOCIHTAHUS TapMOHUYHO
Pa3BHUTOM, MATPUOTUYHOW M COIMAJIBLHO OTBETCTBEHHOW JIMYHOCTH HA OCHOBE TPAIMIIMOHHBIX
POCCHUHCKHUX TyXOBHO-HPABCTBEHHBIX U KYIbTYPHO-UCTOPHUYECKHUX IIEHHOCTEH, MPEICTaBICHHBIC
B TaOnuie 1.2.

Tabmuua 1.2 — L{eneBbie OpueHTHPHI BOCTIUTAHUS

BocnuTarteibHble 3a1a4H ®opmupoBanue HeHHOCTeH LleneBbie OPHEHTHPBI

®opMHpoBaHHe IPAXKIAHCKON MO3MIMHA ¥ MATPHOTH3MA

Bocnuranue YBaXCHUSA K KOHCTI/ITyHI/II/I u Cﬂy)I(eHI/Ie OTe‘IeCTBy n

NI JIro00BBb K cTpaHe
3akoHaM Poccuiickoit denepaunn OTBETCTBEHHOCTb 32 €r0 CyIb0Y

®opMHUpPOBaHUE TYXOBHO-HPABCTBEHHbIX LIEHHOCTEH

Bocnuranue yyBcTBa Joira U
Bzaumonomolus u

OTBCTCTBCHHOCTHU nepeﬂ CeMbeﬁ nu BHI/IMaTeJ'II)HOCTL K acTtaiasam
B3aMMOYBa)KCHHE
00I1IeCTBOM

®opMuUpOBaHHE HAYYHOI'0 MUPOBO33PEeHHs U KYJIbTYPbl MbILIJICHUS

Pa3Burne no3naBaTeIbHOTO HHTEpCCa 1

COSI/I,I[aTeJ'IBHHﬁ TpyA UCIOUIIIIMHUPOBAHHOCTH
CTPCMJICHUS K 3HAHUSAM Py I[ P

(I)OpMI/II)OBaHI/Ie KOMMYHHMKATHUBHBIX HABBIKOB M KYJbTYPbI OﬁlIIeHI/Iﬂ

®opMupoBaHUEe KyJIbTYpbl MUCbMEHHOMN J106poskenaTeIbHOCTh U
I'paxknaHCTBEHHOCTH
peun u AeI0BOro OOIIeHNs OTKPBITOCTh

2 Mecto qucuuminnsl (moayJs) B ctpykrype OIIOII

HucuunnuHa «JlOKyMEHTUPOBAHHWE YIPABICHUYECKOW IEATEIBHOCTHY» OTHOCHUTCA K
BapHaTUBHON 4acTH MPO(EeCCUOHATBHOTO 1IMKIIA YYEOHBIX MJIaHOB.

3. O0beM AuCHUNIMHBI (MOAYJIS)

O6bemM UCHUIUIMHBI (MOAYJSl) B 3a4ETHBIX EIWHUIIAX C YKa3aHUEM KOJIMYECTBA
aKaJIeMMYECKUX YacoB, BBIJICIICHHBIX Ha KOHTAaKTHYIO paboTy ¢ oOydaromuMmucs (10 BUIaM
yueOHBIX 3aHSATUI) U HA CAMOCTOATEIBHYIO paboTy, MPUBEICH B TabmuIe 2.

Tabmuma 2 — O0miast Tpy10eMKOCTh JUCITUTIITUHBI

Tpyzo- OO6BbeM KOHTaKTHOH paboTHI (Jac)
€MKOCTb
Cemectp
Haspamme (D60pM2-1 Hacts M(On(iO) AyIATOpHAS Brueaynu- CPC Q):TPM?
OIIOIT BO obyHe VII TIH KYpe yATopHa TOpHas arrec
HUS (B3P0, (.E) Beero TaluU
03D00) o
nek. | npak. | ma6. | TIA | KCP




38.03.02

(0])]0] bl.b 2 3 37 18 18 0 1 0 71 3
MeHemKMeHT

4 CTpyKTypa U co/iepKaHue U CUMILTHHBI (MO1YJIs1)

4.1 CTpykTypa aucuunjanHbl (MoayJs) niass OPO

TemaTuyeckuil miaH, OTpaKarOUIMN COAEpX)AaHUE TUCLUUIUIMHBI (TIEpeueHb pa3/esioB U
TeM), CTPYKTYPUPOBAHHOE 110 BUJIaM Y4E€OHBIX 3aHATHH C yKa3aHHEM UX 00bEMOB B COOTBETCTBUU
¢ yueOHBIM IIaHOM, MpHUBeieH B Tabmuie 3.1

Tabmuma 3.1 — Pa3aensl mucuuinHbl (MOIyIs), BUIbI y4eOHOH NEATeIbHOCTH U (POPMBI
TeKymero Koutpodis s OPO

Kox pe- Ko11-Bo 4acoB, OTBeJeHHOE Ha Dopma
No HazBanue Tembl 3yJIbTaTa p
Jlex [pakr JIab CPC TEKyLIEro KOHTPOJIS
00yJeHHUs
TeopeTnueckue OCHOBBI
1 | memonpou3sBoacTBa Pl 2 2 0 12 TecT, 3a/IaHne
OpraHu3aluy
O0mue npaBuina oGpopMICHUS
2 i P bop Pl 7 2 0 12 TECT, 3a/laHUe

yIPaBICHYECKHX JIOKYMEHTOB
OCOOCHHOCTH COCTAaBIICHUS H
3 | odopmieHus ocHOBHBIX P2 2 5 0 12 TeCT, 3a/1aHne
JOKyMEHTOB YIIPABJICHHUS
[paBuna opopmicHUs

4 | MOKYMEHTOB MO JINYHOMY P12 2 4 0 11 TECT, 3aJlaHue
COCTaBy

5 Opranusauus P13 2 2 0 12 TECT, 3a/laHUe
JOKYMEHTOO0OpOTa
OCHOBHBIE TIPaBHIIA

6 | opranuszammu paboThl ¢ P/3 3 3 0 12 TECT, 3aJJaHKe
JIOKYMEHTAMH

HToro no Tabauue 18 18 0 71

4.2 Copeprxanne pa3aejioB M TeM JUCHHILIHHBI (Moayas) Aass ODPO

Tema 1 Teopemuueckue 0CHOBbL 0€10NPOU3BOOCEA OP2AHUZAYUU.

Copepxanne TeMmbl: Mudopmanus, ee kputepuu. JlokyMeHT. PekBU3UT JOKyMEHTA.
®yHkuuu qokyMmenTa. FOpuandeckas cuina nokymeHnTa. Jlenonpon3BoacTBO, JOKYMEHTHPOBAHHUE.
JlokymMeHTanmoHHoe  obecrieueHue  ymnpasieHus.  JlokymenrooOopor. Kiaccudukanus
nokyMeHTOB. CraHmapTuzanuss M yHH(UKaLUsA JOKYMEHTOB. YHHU(UIMpPOBaHHAs CUCTEMa
nokymenTaiuu (YCJI). Cucremsl nokymenTainuu. [Ipuniuner genonpousBoactea. HopmarusHo-
MeToanyeckas 0a3a JOKyMEHTUPOBaHMS YIIPaBJIEHYECKOH 1eATeIbHOCTH U OpraHu3aluy padoThl
C IOKYMEHTaMH.

@®opMbl U METOABI IMPOBEACHUS 3aHATUI NO TeMme, MpUMEHseMble 00pa3oBaTeIbHbIE
TEXHOJIOTHH: JIEKIINOHHOE, PAKTUYECKOE.

Bunel caMoCTOSATENBHON MOATOTOBKH CTYIAEHTOB IO TEME: M3Y4YEHHE IOIOIHUTEIbHON
JUTEPATYypPHI [0 TEME.

Tema 2 Obwue npaguna oghopmnenus ynpasieH4eckux 0OKyMeHmos.

Conepxanue tembl: [OCT P 7.0.97-2025 «YHUPHUIMPOBaHHBIE CUCTEMBI JIOKYMEHTAIIUH.
YHuduuupoBanHas cucTeMa OpraHu3allMOHHO-PacoOPSAUTENbHON JoKyMeHTauuu. TpeboBanus
K opopmiieHuIo 1oK-MeHTOBY». PexBusut 01- 'ocymapctBennsiii repd P®. Pexsusur 02- I'ep6d
cyobekta PO m myHununanpHOro oOpasoBanus. PexBuzut 03 -DmOnema opraHU3amuyl WA
ToBapHbIil 3HaK. PexBusut 04- Kopx opranmzanmu. PexBusutr 05- VYkazaHue Ha OCHOBHOM
TOCYJApCTBEHHBIM PpPEruCTpalMoOHHBIA HOMep mnpeanpusatus. Pexsusur 06- VYkazaHue Ha
UICHTU(PUKAIIMOHHBIN HOMEP HaJIOTOIIaTeIbINKa/KO/1 IPUYNHBI IIOCTAHOBKH Ha yueT. PeKBU3UT



07- Kon ¢opmer noxymenta. PexBusut 08-HammeHoBanue opranuzanuu. Pexsusutr 09-
CnpaBounble cBeneHuss o0 opranuzaruu. PexBusutr 10- HammeHoBaHme BHaa JTOKYMEHTA.
PexBusut 11- Jlara nokymenta. PekBusutr 12- PeructpaiinoHHslii HOMEp JOKyMeHTa. PekBu3ut
13- Ccpuika Ha perucTpalMOHHBIA HOMED U AaTy JoKyMeHTa. PekBu3ut 14- Mecto cocTaBieHuUs
WK u3iaHus TokyMeHTa. Peksusur 15- Ceenenust 06 agpecare. Peksusut 16 -I'pud yrBepxxaenus
nokymeHnTa. PekBuzur 17-Pe3ontouns. PekBusut 18-3aronoBok k Tekcty. PekBuzut 19- OTmerka
0 koHTposie PexBu3ur 20- Texcr nokymenrta. PexBusur 21- OTMeTKa 0 HATMYUU NPEJI0KEHUH.
PexBuzut 22- Iloamuce. PexkBusur 23- I'pud cormacoBanms gokymeHta. PexkBusut 24- Bussl
coriacoBaHusi 1okymeHTa. PexBusut 25- Ileuats. PexBusur 26-OTMmeTKa 0 3aBEpEHUU KOIMHU.
PexBuzut 27- Ormetka 00 ucnosHurtesne. PekBusut 28- OTMeTka 00 MCIOJHEHUH JOKYMEHTA U
HarpaBJeHUU ero B Jeno. PekBuzut 29- OTmeTka 0 moctyruieHuu gokymeHta. PexBuzut 30-
WnentuduxaTop 351eKTpOHHON KOnuu JokyMeHTa. CocTaB peKBU3UTOB, MX MECTOPACIIONOKEHNE
Ha okyMeHTe. Dopmyisip-oOpaser TOKyMeHTa.

@opMbl U METOJbI NPOBEACHHS 3aHITUN MO TeMe, MpUMEHseMble 00pa3oBaTeIbHbIC
TEXHOJIOTHH: JIEKITMOHHOE, TPAKTUYECKOE.

Bunel camocTosiTenbHONW MOJATOTOBKU CTYJAEHTOB IO TeME: U3y4YEHHE JTOTOJHUTEIbHOM
JUTEPATYPHI 110 TEME.

Tema 3 Ocobennocmu cocmagneHusi U 0QopMIeHUsL OCHOBHBIX OOKYMEHMO8 YNPAGIEHUS.

Conepxxanne Tembl: OCHOBHBIE TIpPYIIBI JOKYMEHTOB. HopmaTHBHBIE JOKYMEHTBI
rOCYJapCTBEHHBIX OpraHoB. OpraHu3allOHHBIE JIOKYMEHTHI Npeanpusitus. JloKHOCTHBIE
UHCTPYKIMU. PacnopsauTensHble JOKYMEHTHI mpeAnpuatus. [Ipuka3sl 1O  OCHOBHOM
NEeSATCIIbHOCTH.  PacmopsbkeHusi, pemieHus.  VHPOPMaIMOHHO-CIIPAaBOYHBIE  JOKYMEHTHI.
[TpoToxonel, monHas u Kpatkas ¢popma ux opopmienus. AKTol. CiyxeOHble U 00BICHUTEIbHBIE
3anucku. CnpaBku. CiyxeOHble aoBepeHHOCTH. [luchbMma, ux Kiaccudukamus, CTPYKTypa,
cTanaapTHble (pa3bl U BbIpakeHUs. HopMbl oQHIMATBHO-IETOBOTO CTUIISL  CIIYKEOHBIX
JIOKYMEHTOB. J[eroBoe MUChMO MeXTyHapoHOTO 00pasma. Dakckl, TenedoHorpamMmel. JloroBopa,
KOHTPaKThl. COBpeMEHHBIE CITIOCOOBI U TEXHUKA CO3TaHMSI IOKYMEHTOB.

@dopMBI ¥ METOJBI TPOBEACHHS 3aHITHHA 1O TeMe, NMPUMEHSIEMbIe 00pa30BaTeIbHBIC
TEXHOJIOTHH: JIEKIIUOHHOE, TPAKTUUYECKOE.

Buapl caMocTOSITENIbHON TOATOTOBKM CTYACHTOB MO TE€ME: U3yYEHUE TOTOJHUTEITBHOMN
JUTEPATYPHI 110 TEME.

Tema 4 Ilpasuna ogpopmnenus OOKyMeHmMO8 NO TUYHOMY COCMABY.

Copnepxanue TeMbl: lloHATHE M CTpyKTypa NEpCOHAJIBHBIX NaHHBIX. [IpuHAAIEKHOCTH
NEPCOHANBHBIX JAHHBIX: COOCTBEHHUK, J€pKaTelb M I0JIb30BaTelb MEPCOHAIBHBIX JIaHHBIX.
Ctpykrypa  KaapoBOl  MH(POPMAIMOHHO-IOKYMEHTAIMOHHOW  cucteMbl.  OdopmiieHue
JIOKYMEHTOB IIPU NpHeMe, YBOJIbHEHUH U MepeBoie pabOTHHUKA HA IPYTYIO JOJDKHOCTh. AHKETA.
TpynoBbie kKoHTpakThl. [Ipuka3el mo nUMyHOMY cocTaBy. OCHOBHBIE PEKBU3UTHI JOKYMEHTOB U
npaBuia ux opopmieHus. Kparkue ceneHus o mpaBuiiax OQOPMIICHHS TPYIOBBIX KHIKEK,
JIMYHBIX KApTOYEK, JIMYHBIX J1€] paOOTHUKOB.

@®opMbl U METOABI MPOBEACHUS 3aHATUI NO TeMe, MpPUMEHseMble 00pa3oBaTeIbHbIE
TEXHOJIOTHH: JIEKIINOHHOE, PAKTUYECKOE.

Bunel caMocTOSATENBHON MOATOTOBKU CTYIEHTOB IO TEME: M3Y4YEHME IOTOIHUTEIbHON
JUTEPATYypPHI [0 TEME.

Tema 5 Opeanuzayusi 0OKyMeHmoobopoma.

Copepxannie Tembl: [IOHSATHUS JHOKYMEHTOOOOPOT M OpraHU3alus JOKYMEHTOOOOpOTa.
HopmatuBHO-MeTOIMYECKasT — peryiaMeHTarust  JoKyMeHTooOopoTa. OCHOBHBIE — MpaBHIIa
OpraHM3alyl  JOKyMEHTOOOOpOTa Ha mpeanpuarud. KadecTBeHHbIE  XapaKTePUCTHKU
nokymeHToo0opota. Kiaccudukamuss JOKYMEHTONMOTOKOB: TOPU30HTAJIbHBIC, BEPTHKAILHEIE,



BOCXOAIINUC, HUCXOAAIIHEC, BXOAJAIINUC, HUCXOOAINIUC W BHYTPCHHHUC. HOI[C‘IGT O6’beMa
JIOKYMEHTO000POTA.

@opMbl U METOABI MPOBEACHUS 3aHATUI MO TeMe, MPUMEHsSEMble 00pa3oBaTeIbHBIE
TEXHOJIOTUH: JICKITHOHHOE, TPAKTHYECKOE.

BI/I[[BI CaMOCTOSITEIILHOU MNOATOTOBKU CTYACHTOB IO TCMEC: U3YUYCHUC I[OHOHHHTGHBHOﬁ
JUTEPATyPHI IO TEME.

Tema 6 OcHosHble npasuna opeanuzayuu pabomsl ¢ OOKYMeHMaMmu.

Conepxxanne Tembl: OOpaboTKa MOCTYMAOMMX JOKyMEHTOB. llepBuunasi oOpaboTka
nokyMmeHTOB. OOmmme IpaBuiia perucTpalu JOKYMEHTOB, (GopMbl peructpauuu. llepenaua
JOKYMEHTOB, PAacCMOTpeHHE HX pykoBoauTeneM. I[lopsmok HampaBieHHS JOKyMEHTa Ha
UCIIOJTHEHNE W pabOThI UCTIOHUTENS ¢ JOKyMeHTamMu. VcronHeHne fokyMenTa. Buast u popmer
KOHTPOJISI HCIIOJNIHEHHS, CpOKOBasg KapToTeka. OpraHuzamusi TEKYIIEro XpaHeHHs Jell.
Homenknarypa nen, obmue TpeGoBanus, BUIbI HOMEHKIATYyp. CocTaBiIeHne HOMEHKIIATYPHI JeTl.
®opmupoBanue u odopmienue nen. CucremaTusanysi JOKYMEHTOB B Jefie. XpaHEHHUeE Jell.
[ToaroroBka JOKyMEHTOB K IepeAade Ha apXMBHOE XpaHeHHe. KpuTepun OneHKH JOKYMEHTOB.
CocraBieHue onuceu Jel.

@®opmBl U METONIBI MPOBENCHHS 3aHATHH IO TeMe, NMpPHUMEHsIEeMble 00pa30oBaTEIbHBIC
TEXHOJIOTUH: JIEKITMOHHOE, MPAKTHYECKOE.

Buppl camocTosiTenbHON TMOATOTOBKU CTYJCHTOB MO TEME: W3YYCHHE JIOTIOTHHUTEIbHON
JUTEPATYPHI IO TEME.

5 Meroauyeckne YyKazaHusl sl OOY4YAIOIIMXCH MO M3YYEHHI0 M PpPealu3aluu
AUCHHUILIMHBI (MOZYJIs1)

5.1 Meroanueckue peKOMeHAAUMH OOYYAKIIUMCH M0 M3YYEHUI0 [AUCHMILUIMHBI M 1O
o0ecIeYeHNI0 CaMOCTOSITeJIbHOM padoThI

CamocrositensHast padora ctyfeHToB (CPC) — 3TO nedaTeNnbHOCTh y4aluxcs, KOTOPYIO
OHHU COBEpUIAIOT 0€3 HeMOoCPEeICTBEHHOM MOMOIIM U YKa3aHUH MperoiaBaTelis, pyKOBOJCTBYSCh
c(OpMHUPOBABIIMMHUCS paHee MPEICTaBICHUSIMU O MOPSAAKE M TPaBUIBLHOCTU BBINOJIHEHUS
onepauuii. Llens CPC B mporuecce o0y4ueHHs 3akit0o4aeTcsi, Kak B YCBOGHUHM 3HAHUH, Tak U B
(GbOopMUPOBAHUN YMEHHH U HABBIKOB 10 MX UCIIOJIb30BAHUIO B HOBBIX YCJIOBHUSX HA HOBOM Y4€OHOM
marepuaine. CamocrosTenbHas paboTa Mpu3BaHa o0ecrieyuBaTh BO3MOKHOCTH OCYILIECTBICHUS
CTYJEHTaMH CaMOCTOSITEIbHON MO3HABATENbHOMN NEATEIbHOCTH B O0YUEHHUH, U SBISETCS BUIOM
y4eOHOro TpyJa, CIocOOCTBYIOLIET0 (OPMHUPOBAHUIO y CTYAEHTOB camocTositenbHocTH. CPC
UMEeT KakK ayJWTOpHBIM, Tak W BHEAyIUTOPHBIM xapakTtep. B maHHON yueOHOW mporpamMme
IIPUBEJICH N1EPEUYEHb OCHOBHBIX U JJOTIOJIHUTEIbHBIX HCTOYHUKOB, KOTOPBIE NIPEAJIAraeTCsl U3y4UTh
B Ipoliecce 00ydeHus no gucuuminHe. Kpome toro, s paciimpenust U yriryojaeHusl 3HaHUU 110
JTAHHOM NTUCIMITIMHE LeJIecO00pa3HO HCIOJIb30BATh HAy4HbIE MYOJIMKAIMM B TEMaTHYECKUX
JKypHaJIax, MOJHOTEKCTOBbIE 0a3bl JaHHBIX OMOIMOTEKH, UMEIrecs B OMOIMOTEKax By3a U
peruoHa, nyOoaMKanui Ha IEKTPOHHBIX U OYMa)KHBIX HOCUTEIISX.
[Tpu peanuzanuu JTUCHUILTUHBI (MOYJIs1) IPUMEHSETCS JIEKTPOHHBIN y4eOHBIH Kypc,
pa3MemIEHHbIN B cucTeMe AIIeKTpoHHOTo o0yuenus Moodle.

5.2 OcoOeHHOoCTH OpraHu3anuu OO0y4YeHHs IS JMI ¢ OrPAHWUYEHHBIMH BO3MOKHOCTAMH
310POBbSI 1 HHBAJIM/I0B

[Tpu HEOOXOIMMOCTH OOYUAIOIIMMCS U3 YHCIIA JIUL C OTPAaHUYEHHBIMH BO3MOXKHOCTSIMU
3JI0pOBbSl U MTHBAINUOB (IO 3asIBJICHHUIO 00YYarOIerocs) MpeloCcTaBiseTcs yueoHas



uH(pOpMaLKs B JOCTYIHBIX (POpMax C yU€TOM UX UHANBUAYAIBHBIX MCUXO(PUZNIECKUX
0COOEHHOCTEH:

- JUIS JIULL C HAPYIIEHUSIMU 3PEHUS: B TIeUaTHOU (hopMe yBeTMUeHHbIM IPUPTOM; B hopme
AJIEKTPOHHOTO  JIOKYMEHTa; WHMBU]lyaJIbHbIC KOHCYJIbTAIIUU c MPUBJICYCHUEM
TUdI0CYpIOTIEPEBOIUNKA; MHANBUAYAIbHbIC 331aHUSI, KOHCYIbTAIMH U JP.

- TS JIMIT C HAPYIISHUSIMU CTyXa: B TIedaTHOU hopme; B popme 3IIeKTPOHHOTO IOKYMEHTA;
WHJIUBUJlyaJIbHbIE KOHCYJbTAllUW C NPHUBJICUYECHUEM CYpPAONEPEBOIUNKA; HWHANBUIYAIbHbIE
3a/1aHMsl, KOHCYJbTAllUU U .

- 17151 JIUI] C HAPYIIEHUSIMU OMIOPHO-JIBUTATEIILHOTO armapaTta: B ne4atHoit oopme; B popme
AJIEKTPOHHOTO JOKYMEHTA; UHIUBUIyAJIbHBIC 3a/1aHUs], KOHCYJIbTAIlUU U JP.

6 ®oH OLEHOYHBIX CPEICTB JJIf MPOBEAEHUS TEKYIIEero KOHTPOJISI U MIPOMeKYTOYHOMI
arrecTauuu 00y4aromMXcs M0 JMCUMILINHE (MOTYJIIO0)

B cootBerctBum ¢ tpeboBanusmu PI'OC BO pans arrectanmuu 0OydaroImIUXCs Ha
COOTBETCTBUE WX TMEPCOHANBHBIX JOCTHIXKEHUU IUIAHUPYEMBIM pe3yjbTaTaM OOy4YeHUs 10
TUCIUILIMHE (MOJIYJI0) CO3/aHbl (JOH/IBI OLIEHOUHBIX CPEICTB. THUIIOBBIE KOHTPOJIbHBIC 3a/1aHNUS,
METOJIMYECKUE MaTepualibl, OINPEIACIAIONIME MNPOUEAYPhl OLECHHUBAHUS 3HAHWM, YMEHHUU H
HABBIKOB, & TAKXKE KPUTEPUH U MOKA3aTENU, HEOOXOANUMBIE JUISI OLICHKU 3HAaHUM, yMEHU, HABBIKOB
U XapakTepu3yllnue dTambl (HOPMHUPOBAHHS KOMIIETCHIIMH B  IPOIECCE OCBOCHUS
00pasoBaTebHOI MTPOrpamMMmBel, IipeAcTaBicHsbl B [Ipunoxennn 1.

7 Y4yeO6HO-MeTOAMYECKOEe M HH(POPMALMOHHOE 0O0ecnievyeHue TUCHUILIMHBI (MO1YJIs1)

7.1 Ocnoenas numepamypa

1. JloxymeHTOBeAeHUE : y4eOHUK U MPaKTUKyM Juisi By30B / JI. A. JloponuHa [u ap.] ; mon
penakmueii JI. A. JloponuHoii. — 4-¢ u3z., mepepad. u pomn. — Mocksa : M3narensctBo KOpaiiT,
2024. — 336 c.— (Bwicinee oOpa3oBanue). — ISBN 978-5-534-19110-3. — Tekcr
anekTpoHHsld  //  OOpazoBarenpHass  miatdpopma  FOpaitr  [caiit]. —  URL:
https://urait.ru/bcode/555971 (nara obpamenus: 12.11.2024).

2. Kopnees, U. K. JlokyMeHTHpOBaHKE yIPaBIEHYECKON NEATEIHHOCTH : YICOHUK ISt
By3oB/ W. K. Kopnees, A.B.Ilmenko, B. A. Mamypues. — 3-e uzn., nepepald. U Aom. —
Mocksa : UznatensctBo FOpaiit, 2024. — 438 c. — (Bricmiee ob6pazoBanue). — ISBN 978-5-
534-16001-7. — Tekcr : anexTpoHHbIHN // Obpa3oBarenbHas miatgopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/536393 (nara obpamenus: 12.03.2025).

3. Jleonona, C. JI. JlokyMeHTHpOBaHKE YIpaBieHYECKOU nesTenbHOCTH: [IpakTukym :
yuebnoe nocobue / C. JI. JleonoBa. — Mocksa : PTY MUPDA, 2022. — 65 c.— Tekcr :
AIIEKTPOHHBIH // Jlanb : 3JIEKTPOHHO-OUOINOTEeYHAs CUCTEMA. — URL:
https://e.lanbook.com/book/256823 (mara obOpamenus: 05.03.2026). — Pexum goctyna: s
aBTOPH3. M1OJIb30BATENEH.

4. CyxoueBa, H. A. JlokymMeHTHpOBaHHE yNpPaBICHUYECKOM M MPOU3BOJCTBEHHON
JEeSTENILHOCTH : yueOHo-MeToaudeckoe mocooue / H. A. CyxoueBa, A. C. Bomuénkoa. — Opern :
Openl’AY, 2023. — 77 c. — TekcT : 3neKTpoHHBIH // JIaHb : 21eKTPOHHO-0MOIMOTEeYHAs CUCTEMA.
— URL: https://e.lanbook.com/book/362465 (aara o6pamenus: 05.03.2026). — Pexum nocryma:
JUIS1 aBTOPH3. MOJIb30BaTEIIEH.

7.2  Jlonoanumenvhas numepamypa



1. TIpozoa O. C. JEJIOITPOU3BOACTBO. VYuebHoe mnocoOue Isi BY30B
[DnexTponHbIii pecype] : Mocksa : U3marensctBo FOpaiit , 2022 - 124 - Pexxum nocrtyma:
https://urait.ru/book/deloproizvodstvo-492786

2. Eroposa, O. H. Jlenonpou3BoJICTBO M JTOKYMEHTOBEICHHUE : Y4COHO-METOANYCCKOE
nocobue / O. H. EropoBa. — Yebokcapsr : UI'MKU, 2023. — 104 ¢. — TekcT : 351eKTpoHHBIH //
Jlansb : anexkrpoHHO-OMONMHMoTeuHas cuctema. — URL: https://e.lanbook.com/book/392702 (nata
obparmienusi: 05.03.2026). — Pexum goctyna: AJjis aBTOPU3. MOJIb30BaTENCH.

3. Tox pen. Hoponunoii JI.A. JOKYMEHTOBEJIEHUE 2-e uzn., nep. u non. Y4eOHUK
U MPAKTUKYM JUTsl BY30B [ DIEKTpOHHBIN pecypc] : ['ocymapCcTBEHHBIN YHUBEPCUTET YIIPABICHUS
(r. Mockaa). , 2022 - 309 - Pexxum noctyna: https://urait.ru/book/dokumentovedenie-489431

7.3 Pecypcor ungpopmayuonno-menexommynukayuonnou cemu '"'Humepunem',
eKn0uan npogeccuonanvhovie 06a3vl OAHHLIX U UHPOPMAUUOHHO-CHPAGOUHbIE
cucmemsl (npu HeobX00UMOCMU):

1. O6pasosarenphas mwiargopma "FOPAUT"

2. DnextpoHHO-OMOMMoreyHas cucrema "JIAHB"

3. DnekTpoHHO-OMONMoOTeyHas cucrema uzgarensctBa "FOpaitt" - Pexxum poctyma:
https://urait.ru/

4. DnextponHO-6uGIMOTeuHas cuctema FOPAMT - Pesxum nocryna: https://urait.ru/

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

6. Ilpesumentckas OubOmuoreka wuM. b.H.Enpimaa (0a3a [maHHBIX —pa3iHYHBIX
npodeccuoHanpHbIx obnacteit) - Pexxum noctyna: https://www.prlib.ru/

7. Wudopmannonno-crpaBounas cucrema "KoncympranTt Ilmoc" - Pexum nocryna:
http://www.consultant.ru/

8 MarepuajibHO-TeXHHYECKOe o0ecnedeHre IUCHUILIMHBI (MOAYJSA) M IepevYeHb
HHPOPMAIMOHHBIX TEXHOJIOTHi, UCNOJIb3yeMbIX IPH OCYLIeCTBJIEHHH 00pa30BaTEJIbHOIO
npouecca 1no AUCHUILINHE (MOAYJ/II0), BKJIKYAas NepevyeHb IPOrPaMMHOro odecneyeHnst

OcHOBHOE 000pYIOBaHUE:
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e [lapra 3-x mectHas cknaanas 1800%450
IIporpamMmHOe 0OecricUeHHE:

e Microsoft Office XP Suites Russian
e Windows
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1 Ilepedennb (popMHEpyeMbIX KOMIIETEH M

Hassarue OIIOII BO, Kon u popmynupoBka KoMHeTeHIN

COKpameHHOe nu

Kon u popMynrpoBka HHANKATOPA TOCTIKCHUS
KOMITCTEHITHU

38.03.02 «MeHemKME
HT»
(b-MH)

YK-4 : Cioco0OeH oCyIIeCTBIATH JIe
JIOBYI0 KOMMYHHUKAIIUIO B YCTHOI U
MMCbMEHHOH (popMax Ha rocyaapct
BeHHOM s13bike Poccuiickoit denepa
IIUHM 1 NTHOCTPaHHOM(BIX) A3bIKe(ax)

VYK-4.2B : Beger 1e70BYIO MEPETUCKY, YIUTHIBA
s1 0COOCHHOCTH CTWJIMCTUKU O(HUIUATIBHBIX U HE
ouIMaNEHBIX THCEM, COLIMOKYIBTYPHBIE pa3iin
yus B popmare KOppeCHOHISHIMY Ha FOCYAapCT
BEHHOM U HHOCTPAaHHOM SI3bIKax

Komnerennus cuntaercst chopMUPOBAHHOM Ha JTaHHOM 3Tarie B cliy4yae, €CJIH MOTy4YeHHbIe
pe3yabTaTtel OOydYeHHMs [0 JUCLUIUIMHE OLICHEHbl IOJOXHUTEIbHO (JUama3oH KpUTEpUEB
OLICHUBAHMSI PE3YJITATOB O0YUCHHUS «3aUTEHOY, «YIOBIECTBOPUTEIHHOY, «XOPOIIO», KOTITHYHOY).
B ciydae oTcyTcTBUS MOJIOKUTEIBHOM OLIEHKM KOMIIETEHIMsS Ha JAaHHOM 3Tale CUUTAETCs

Hec(OPMUPOBAHHOM.

2 [loka3aTe/iu OLleHUBAHUS NJIAHUPYEMBbIX Pe3yJIbTATOB 00y4YeHHUs

Komnerennus YK-4 «Crioco6eH ocylecTBIsITh 1€10BYI0 KOMMYHUKAIIUIO B YCTHOW U
NUCbMEHHOMN (hopMax Ha rocyJapCTBEHHOM si3blke Poccuiickoit @enepaliuu 1 HHOCTPaHHOM(BIX )

A3bIKe(ax)»

Ta6muma 2.1 — Kpurepuu OlleHKH WHIUKATOPOB JIOCTHKEHUS KOMITCTCHIINH

Pesynbrar

Kputepun onjeHHBaHUsA pe3yabT
aToB O0yJYCHUS

OCHOB JIOKYMEHTaJILHOTO 0(hop
MJICHHS PEIICHHUH B yIIpaBIeHU
1 OTEPALMOHHOM (TIPOM3BOJICTB
€HHOMN) JIeATeIbHOCTH OpraHu3a
Ui; TpeOOBaHMIA K CTaHAapTH3a
MU U YHUQHUKALUH JOKYMEHTO
B, IEHICTBYIOIINX YHU(DHUITUPOBA
HHBIX CUCTEM YIPAaBICHUYECKON

KOPPEKTHOE UCIIOJIb30BAHHUE OC
HOB JIOKYMEHTaJILHOTO 0hopmi
€HHS PeIICHNH B yIIPaBICHUH O
NepannoHHOH (IPON3BOJCTBEH
HOH) A€ATEITHHOCTH OPTaHU3aIl
nit;TpeboBaHMN K CTaHAAPTH3AILL
UM 1 YHU(UKALIU JOKYMEHTOB,
JIEHCTBYIOINX YHU(UITIPOBAH
HBIX CUCTEM YIIPABJIEHYECKOU [
OKYMEHTAaIUH

COCTaBJIATh U OOPMIISITH JIEJI0

BYIO JOKYMEHTAIHIO B COOTBETC
TBUHU C HOPMAaTHBHO- METO/INYC

CKUMH aKTaMH; aJalTHPOBATh C
VIIECTBYIOIINE TPaBHIIa H TEXH
OJIOTMH COCTABIICHUS U 0(OPMIT
€HHUS YIPaBJICHYECKUX JOKYMEH
TOB K KOHKPETHBIM yCIIOBHAM

rpaMOTHOE cocTaBlieHHe H 0o
PMIIEHHE JEJIOBOM JOKYMEHTAL]
U B COOTBETCTBHUU C HOpMATHUB
HO- METOJINYECKHMH aKTaMH1; B
MIOJTHOW Mepe aJlallTUPOBaTh Cy
IIECTBYIOIIME IIPaBHUiIa U TEXHO
JIOTUU cocTaBlIeHUs U ohopmiie
HUS yIIPABJIEHYECKUX JIOKYMEHT
OB K KOHKPETHBIM YCJIOBUAM

JOKYMEHTAJIEHOTO 0(OPMIICHHS
peLIeHU B yIpaBIEHUU Oiepa
[IMOHHOH (TPOM3BOICTBEHHOM )
JeSITeIbHOCTH OpTraHU3alnii; Ha

PesynbTarel 00yueHus 0 JUCIUILTUHE
Koz u gopmymupoka unankar | Ko | Tu
opa IOCTYIKEHUS KOMIIETCHIIUN A o
pe [ pe
3- | 3-
Ta | Ta
VK-4.2B : Bener nenoByto nepe
MUCKY, YIUTBIBast 0COOCHHOCTH
CTHITUCTUKA O(DUIIHATBHBIX U H
eo(pHUIIHATEHBIX ITUCEM, COITHOK 3
YIBTYpHBIC pa3nuuns B popmar | PJJ A
€ KoppecrnoHJeHIn Ha rocyna | 1 e
PCTBEHHOM Y MHOCTPAHHOM SI3bI
Kax
JIOKyMEHTaIu!
v
PII | me
2 HU
e
PII Ha
3 BBI
K

BbIKAMHU MMOATOTOBKH OpPraHu3aIg
HWOHHBIX U paCTIOPAAUTEIIbHBIX
JTOKYMCHTOB, HCO6X0}II/IMI:.IX J1

rPaMOTHOE JOKYMEHTAJIBHOE O

(opmIIeHHE PEIIeHUH B YIIPaBII
€HUU OTePAIIMOHHON (TIPOU3BO

JICTBEHHOM) AESITETLHOCTH Opra
HU3aIUi; TOATOTOBKA OpraHusa
IIMOHHBIX U PACTIOPSTATENbHBIX
JIOKYMEHTOB, HEOOXOIMMBIX T




sL CO3JJaHUs HOBBIX MPEANPHHI
MaTeNbCKUX CTPYKTYP

s CO3J[aHUsI HOBBIX MPEATIPUHHI
MaTeNbCKUX CTPYKTYP

Tabnuua 3amonHseTcs B COOTBETCTBHHU ¢ paszenoM 1 PabGoueli nporpaMmbl JUCIUATUTHHEL

(Momyst).

3 IlepeyeHb OLIEHOYHBIX CPE/ICTB

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

KonTtponupyemsle miaHUpyeMBbIe pe3
yIbTaTHl 00yUYeHUS

Kontponupyemsie TeMBI 1
HCLUTUINHBI

HaumeHOBaHME OLIEHOYHOTO CPE/ICTBA U TIP
encrasienue ero B POC

Texymuii KOHTPOJIb

IIpomerxyTouHas aT
TecTauus

Ounas popma 0OydeHUS

P/l 3HAHHE : OCHOB JIOKYMEHT PasHoypoBHeBbI€ 32 | 3auér B popme TecT
anpHOro oopmueHus pe | 1.1. TeopeTuueckue ocHO a9 ¥ 3aJaHAS a
MCHUH B YIIPABJIICHUM OIIC | BBI AEJIONPOU3BOJCTBA OP
PaLOHHOI (TPOU3BOACTB | TaHWU3ALUH Tecr 3auét B popme TecT
€HHOI1) AeATeNbHOCTH OpT a
aHM3aLMN; TPEOOBaHMI K C N
PasnoypoBHeBsie 3a | 3auér B opme TecT
TaHJapTH3ALMH ¥ YHUPHUK 12,06
b auu U 3a1aHUsA a
aluy JTJOKYMEHTOB, JeHCT 2. Obmue npasmna odo | A .
BYIONIHX YHH(HIMpOBanH | PMICHHS YIIPaBIeHIeCKi S
X JIOKYMEHTOB T au€T B hopMe TecT
BIX CHCTEM YIPABICHYECK ecT a
Ol TOKyMEHTALIHH
PJI2 YMEHHE : COCTABIATL H O 1.3. Ocobennocti coctas | P23HOYpoBHeBbie 32 [ 3auér B hopme TecT
(POPMIATS ACHOBYIO 0Ky nienus u oopmienus ocy | AATH 1 3a1aHI a
MEHTAIHIO B COOTBETCTBH P
BHBIX JOKyMCHTOB yII 5
¥ C HODMATHBHO- METOTH | O AOKYMCHTOB ylipa Tecr 3auét B popme TecT
BIICHUSI
YEeCKMMH aKTaMH; aalTh e a
0BaTh CYLIECTBYIOLIUE T -
P ymeersy PasnoypoBHeBbIe 3a | 3auér B popme TecT
paBuIia U TEXHOJIOTHH COC L4
auu U 3a1aHus a
TaBICHUS 1 0DOPMIICHHUS 4. Ipapuna opopmiern | X .
yhpasieHueckux gokyme | o AOKYMCHTOB 1O THAHOM 3aué
y cocTaBy T au€r B hopme TecT
HTOB K KOHKPETHBIM YCIIO ecT a
BUSIM
P13 Ha‘;ﬂK - JOKyMEHTAJILHOT PasnoypoBHeBbie 3a | 3a4ér B popme TecT
0 0(hOpPMITCHHSI pEeIICHH
b P 1.5. Oprammsarus goxyme | /@11 1 3allaHus a
B YIIPaBJICHHUH OMEPAIHOH 5
. o | =T T .
HOW (TIPOXU3BOICTBEHHOI) 00bopoTa Tecr 3auér B hopme TecT
JeATEIEHOCTH OpraHu3a a
Wif; HaBBIKAMH MOATOTOBK -
PasnoypoBHeBbIe 3a | 3auér B popme TecT
1 OpraHusAUMOHHLIX U pa. | 6.0
auu U 3a1aHus a
CIOPSITENbHBIX JOKyMeE .0. CHOBHLIe6HpaBHna o | A it
HTOB, HEOOXOMMMBIX i | PTAHM3AIII paboTRI € 10 3auét B opme TecT
co31aHHs HOBBIX peanpu | KYMCHTaMH Tect .
HUMATEIBCKAX CTPYKTYP

4 Onucanue nNpoueaypbl OCHUBAHUS

KadgectBo copMHpOBaHHOCTH KOMIIETCHIIMA Ha JaHHOM JTale OICHUBACTCS I10
pe3ynbTaTaM TeKYIIUX U MPOMEXKYTOUHBIX aTTeCTAllUi MPU MOMOIIN KOJMYECTBEHHOUW OIECHKH,
BBIPpOKEHHOU B Oaymax. MakcumanbpHas cymMma 0ayuioB MO JucHMIUIHE (Momynio) paBHa 100

Oasuiam.




Tabmuia — Pactipenenenue 60amioB 1Mo BUgaM yueOHOM eI TeIIbHOCTH

Bun yuebHoli nesTenbHOCTH Ouenounoe cpeAcTBo

Tect Nel-6 3aganue 1-6 3anaqa 2-6 Bormpock Ha 3a4yer HUtoro
Jlexuun 30 30
IIpakTudeckue 3aHATUSA 15 20 35
CamocrosiTensHas pabora 15 15
TIpoMexyToUHas aTTeCTAIHs 20 20
Hroro 30 30 20 20 100

Cymma 06amioB, HaOpaHHBIX CTYIEHTOM I10 BCEM BUAAM y4e€OHOM NESTEILHOCTH B paMKax
JTUCITUTIMHBL, TIEPEBOUTCS B OIIEHKY B COOTBETCTBHUHU C TaOTHUIICH.

CymmMa Gano
B

10 JUCIHU
IUIAHE

Or1eHKa 10 TPOMEKYTOYHOM

aTTecTaluu

XapaKTepI/ICTI/IKa KadeCTBa C(i)OpMPIpOBaHHOCTI/I KOMIICTCHIIUU

ot 91 mo 100

«3aUTEHOY» / «OTIHYHON

CTyneHT IeMOHCTPUpPYET COPMHUPOBAHHOCTD JUCIUIUIMHAPHBIX KOMIIETEHI
nii, 0OHapyKUBaeT BCECTOPOHHEE, CHCTEMATHIECKOE U TTyOOKO€e 3HaHHE Y4
e0HOTo MaTepHaa, yCBOMI OCHOBHYIO TUTEPATYpPy ¥ 3HAKOM C JOIOIHHUTEI
BHOI JTMTEepaTypol, peKOMEHIOBaHHOI POrpaMMOii, yMeeT CBOOOHO BBITIO
JIHATH MPAKTUYECKHE 3a1aHus, IPETyCMOTPEHHbIE IIPOrPaMMOi, CBOOOIHO O
MepUpyeT NPUOOPETEHHBIMU 3HAHUSAMHE, YMEHHSMH, IPUMEHSIET HX B CUTYaI]
HSIX TTOBBIIICHHOW CJI0)KHOCTH.

ot 76 1o 90

«3auTEHO) / «XOopouio»

CTyneHT 1eMOHCTpUpPYET c(OPMUPOBAHHOCTD JUCIUIUIMHAPHBIX KOMIIETEHI
nil: OCHOBHBIE 3HAHMS, yMEHUSI OCBOEHBI, HO JJOITyCKAIOTCS! HE3HAUNTEIbHBIC
OIIMOKH, HETOYHOCTH, 3aTPyJHEHNS IIPH aHATMTHYECKUX ONEPalnsX, HepeH
oce 3HAaHMI 1 yMEHUI Ha HOBBIE, HECTAHJAPTHBIC CUTYaIHH.

ot 61 10 75

«3aUTEHOY / «YOOBJICTBOPUT

CIIBHO»

CTyneHT IeMOHCTPUPYET C(OPMUPOBAHHOCTD TUCIUIUIMHAPHBIX KOMITETEHI
Hil: B X0/1€ KOHTPOJIBHBIX MEPOIIPHATHI JOIYCKAIOTCS 3HAYUTENBHEIE OIINO
KH, IPOSIBIISIETCSI OTCYTCTBUE OT/IEJIbHBIX 3HAHUH, YMEHHH, HABBIKOB 110 HEK
OTOPBIM AUCIUIIINHAPHBIM KOMIIETEHIIUSM, CTYICHT UCTIBITHIBACT 3HAUUTEI
bHBIC 3aTPyAHEHHS IIPH ONIEPUPOBAHUN 3HAHUAMH M YMEHUSIMU IIPH UX Hepe
HOCE Ha HOBBIE CUTYalLlUH.

ot 41 1o 60

«HE 3a4TEHOY / «HEYIOBJICTB

OPUTECJILHO»

vy CTyA€HTa HE Cq)OpMI/IpOBaHLI JUCHUIITIMHAPHBIC KOMIIETCHIIUH, ITPOSABJIISICT
Cs HCJOCTATOYHOCTh 3HaHPII>i, yMeHHﬁ, HAaBBIKOB.

CyMmMma 6aioB, HAOpaHHBIX CTYJIEHTOM IO BCEM BUJIaM YUY€OHOH ACSATEIHHOCTH B paMKax
JTUCITUTLIMHBL, IEPEBOJUTCS B OIIEHKY B COOTBETCTBUHU C TaOIHUIICH.

CyMMi bano OneHka 1o npoMex
YTOUHOH aTTecTalu XapaxkTepucTHKa KadyecTBa chHOPMUPOBAHHOCTH KOMITETEHIINI
MO TUCIAILIN
He 1
CTyzeHT IeMOHCTpHpPYET CHOPMHUPOBAHHOCTH JUCIMILTHHAPHBIX KOMIICTEHIINH, 00Ha
PY’KHBaeT BCECTOPOHHEE, CHCTEMATHIECKOE U TITy0OKOe 3HaHNE y4eOHOro MaTeprana
o191 510 100 «3a4TeHO» / » YCBOWII OCHOBHYIO JITEPATYpY H 3HAKOM C JIOTIOJTHUTENIEHON JINTEPaTypoii, pekoMe
«OTIINIHO» H/IOBaHHOU IPOTPaMMOi, yMeeT CBOOOIHO BBIMONHATE MPAKTUIECKHE 3aJaHuUs, MIPe
YCMOTpEHHBIE TPOrpaMMOi, CBOOOIHO ONIEPHPYET NPHOOPETEHHBIMH 3HAHUSAMH, YME
HUSIMU, IPUMEHSIET UX B CUTYalLUsIX TOBBIIIEHHOH CI0KHOCTH.
CryzieHT IeMOHCTPUpPYET CPOPMHUPOBAHHOCTD JUCIUILTHHAPHBIX KOMIIETEHIUN: OCHO
76 10 90 «3a4TeHO» / BHbIC 3HAHUsI, yMEHUsI OCBOCHBI, HO JOIYCKAIOTCSI HE3HAYNTEbHbIE OIIMOKH, HETOUH
or /b ae «XOPOIIO» OCTH, 3aTPYAHECHUS TIPH aHATUTHYECKUX OTIEpalnsIX, IepeHoce 3HAaHUI U yMEHUH Ha H
OBbI€, HECTAHIAPTHBIE CUTYAIHN.
CTyzeHT AeMOHCTPHPYET CPOPMHUPOBAHHOCTD TUCIUIUIMHAPHBIX KOMIIETEHIHI: B X0
«3a4TeHO» / Jie KOHTPOJIBHBIX MEPOIPHUATHH JOIMYCKAIOTCS 3HAYUTENIbHbIE OLIMOKH, IPOSBIAETCS O
oT 61 o 75 «yIIOBJICTBOPUTENb | TCYTCTBHE OTIEIbHBIX 3HAHUI, YMEHU, HABBIKOB 110 HEKOTOPHIM AUCIUIUIMHAPHBIM K
HO» OMITETEHIUSAM, CTYAECHT UCIBITHIBAET 3HAUUTENIbHbBIE 3aTPYAHEHHS IIPU ONIEPUPOBAHU
Y 3HaHMSIMU M YMEHMSMH IIPH UX TIIEPEHOCE HAa HOBBIC CUTYAIIUH.
«He 3a4TeHO» /
VY cTynenra He cOPMHUPOBAHBI AUCHUIUIMHAPHBIC KOMIIETEHIINH, TPOSIBISIETCS HEA0C
ot 41 o 60 «HEYOBJIETBOPUTE o o
bHOR TATOYHOCTh 3HAHUM, YMEHUI, HABBIKOB.




«HE 3aYTEeHO» /
ot 0 mo 40 «HEYJOBJIETBOPHUTE
JIBHO»

ﬂI/ICIII/IHJlI/IHapHBIe KOMIICTCHIMU HC C(i)OpMPIpOBaHLI. HpOSIBHSIeTCH IIOJIHOC WJIM IIpaK
TUYCCKU ITOJIHOC OTCYTCTBUE 3HaHPII>1, yMeHPIfI, HAaBBIKOB.

5 HpI/IMepHLIe OLICHOYHBIC CpEeACTBA

5.1 Ilpumep pa3HOYPOBHEBBIX 32124 U 3aJaHMii

3amanue 1
CocTaBuTh HH(POPMAITMOHHO-CIIPABOYHBIHN JJOKYMEHT «3asBJICHHE», 0()OPMHUTH COOJTIO 1A

TrocCTaniapT

3aganmue 2

[ToaroToBuTH OJaHKH JOKYMEHTOB, COOIOIAsi TOCCTAHAAPT:
a) MPOAOIBHBIM CIIOCOOOM
0) YIJI0BBIM CIIOCOOOM

3amanme 3

CocraBUTh OpPraHU3AIMOHHO-PACTIOPSAUTENBHBIN JTOKYMEHT: «IpHuKa3», O0(OPMHUTH
co0JTr0/1ast TOCCTaHIAPT

Kpamxue memoouueckue yxkazanus

Boinonnss 3ananusi, CTyAEHT JOKEH PYKOBOACTBOBATHCS 3HAHUSIMU, MOJIYYEHHBIMU HA
JIEKIIMOHHBIX 3aHATUAX U B XOJI€ CAMOCTOSATEILHON PaOOTHI.

Llkana oyenxu

OneHka Bansl Onucanue

5 5 CTyJeHT Ha BBICOKOM YPOBHE YMEET BBINOJIHSITH 3a/IaHIE
4 4 CTyIeHT Ha CpeTHEM YPOBHE YMEET BBINOJHATD 33JaHHe
3 3 CryzeHt Ha 6a30BOM YPOBHE YMEET BBITIOJIHITH 3aIaHHE
2 1-2 CTyJeHT He YMeeT BBIIOIHATh 3aJaHUe

5.2 Ilpumepsbl TECTOBBIX 3aJaHUI

Temal. lokymeHTalMOHHOE 00ecrieYeHNe KOMMePUYecKOro npeanpuaTHs

1. lIokyMeHTOM Ha3bIBaeTCs

1)cOBOKYIHOCTb CBEJIEHUH O MpeMeTax, (PaKkTax, COOBITUAX U MpoLeccax HE3aBUCHMO OT
(bopMBI X TpeACTaBICHUS

2)3adukcupoBaHHasT Ha MaTEepUAIBHOM HOCUTENEe UWH(OOpMAIUsi C PEKBU3UTAMHU,
MO3BOJISIOIIMME €€ UACHTU(PHUIINPOBATH

3)nepedeHsb (CUCOK) KaKUX-TMOO TaHHBIX, PACHIOI0KEHHBIX B ONPEACICHHOM MOPsIKe

4)3anuch yYETHBIX JaHHBIX 110 YCTAaHOBJIEHHOU popme

2. B xakoM M3 NEPEUYMCIECHHBIX HOPMATHBHBIX JOKYMEHTOB COJEP/KATCS ONPEACIICHUS
TEPMHUHOB «IOKYMEHT» U «MH(pOpMaIUs»

DIocr P 7.0.97-2025 «YHUQUUIUPOBAHHBIE  CHCTEMBl  JOKYMEHTAIHH.
VYHuuuupoBaHHas cucTeMa OpraHu3allMOHHO-PacoOPSAUTENbHON JoKyMeHTauuu. TpeboBanus
K O(pOPMIICHHUIO TOKYMEHTOBY

2)I'OCT P51141-2013 «/lenompou3BoicTBO M apXUBHOE J1€710. TepMUHBI ¥ OTIPEICTICHUS

3)Denepanbublii 3akoH «O0 uHpOpMaK, HHPOPMATU3AUKN U 3aIUTe WHPOPMALIUN»
Ne24-®3

4)[1P-191-98.Vuudukanuss TEKCTOB YIPaBICHUYECKUX JIOKYMEHTOB. MeToauueckue
pexomennaniuu BHUNJIAL ®AC PO

3. IlonHoTa ynpaBieH4YecKoi nH(opMaIu

1)onpenensercs CTENEHbIO COOTBETCTBUS €€ COJIepKaHNUsI 0ObEKTUBHOMY COCTOSIHUIO JIEJT


https://oldedu.vvsu.ru/mod/glossary/showentry.php?eid=56974&displayformat=dictionary
https://oldedu.vvsu.ru/mod/glossary/showentry.php?eid=56955&displayformat=dictionary
https://oldedu.vvsu.ru/mod/glossary/showentry.php?eid=56974&displayformat=dictionary

2)xapakTepusyercsi ee 00beMOM, KOTOPBII JOJDKEH OBITh JAOCTaTOYHBIM JJISI MPHUHSATHUS

peneHuit

3)onpenensercs BpeMEHEM ee Tiepeaun 1 o0paboTKu
4)xapaKTepu3yeTcsi BO3SMOKHOCTBIO COTIOCTABIISITh CBEACHUSI, OTHOCSIIIMECS K Pa3THYHBIM

BPEMEHHBIM UHTEpBaIam

4. HazoBute, kakoe 4YHCIO pekBu3uTOoB ycTtaHaBauBaer ['OCT P 7.0.97-2025

«YHUPHUIUPOBAHHBIE CUCTEMBI JOKYMEHTALWU. YHU(DUIIMPOBAHHAS CUCTEMa OpPraHU3al[MOHHO-
pacnopsAuTeIbHON JOKyMeHTaluu. TpeOoBaHus K 0POPMIICHUIO TOKYMEHTOBY

1)28
2)30
3)31
4)32
5. Ipu xnaccudukanuu JOKYMEHTOB O CIOcO0y (UKCAMU KaKhe U3 TMEePeUUCIICHHBIX

BHJ0OB IOKYMECHTOB HC OTHOCATCSA K I[aHHOﬁ rpymrie

MpecT

1)BHYyTpEeHHUE

2)IMChMEHHBIE

3)rpaduueckue

4)akyCTHYECKHE

Kpamxue memoouueckue ykazanus

TecToBble 3amaHMsl COCTOAT M3 BONPOCAa M HECKOJBKUX BapuUaHTOB OTBeTa. PerieHue
aBysieT co00il yKa3aHue HOMepa Bompoca U OyKBY, KOTOpOW 0003HAYEH MPaBHIIbHBIN, 1O

MHCHUIO CTYACHTA, BApUAHT OTBCTA. B teuenue CEMCCTpPa MMPOBOAUTCA 6 TecTtoB 1Mo 6 TeMaM Ha
JICKIIMOHHBIX 3aHATHAX, B KaXKAO0M TCCTC 5 BOITPOCOB.

Llkana oyenxu

OrneHka Basmer Onwncanue

5 5 CTyneHT OTBeTHII 6€30IHO0YHO

4 4 CrtyneHT coBepimi 1 omuOKy B OTBETaX Ha TECT

3 3 CryzieHT coBeplIni 2 OmMOKY B OTBETaX Ha TECT

2 0 CrtyneHT coBepimi 3 U 6ojiee OMMOOK B OTBETaX Ha TECT
5.3 3auyéT B popMme TecTa

1. JokymeHT — 3T0:
1. 3adukcupoBaHHas Ha MaTepHaJbHOM HOCHTEJIEe HHPOpPMAaLUs C pPEKBU3UTAMH,

MO3BOJISIOIIMMU €€ UIEHTU(UIIUPOBATS.

2. Hocwurens I/IH(I)OpMaI_[I/II/I, HCHOHBSyeMOﬁ B HCIAX PCryJIUpOBaHHA COHHUAJIBHBIX

OTHOIIIEHU.

. Undopmanus, 3apukcupoBaHHas JOO0BIM CIIOCOOOM Ha J1F000M HOCHUTEIE.

. IlonIMHHUK JOKYMEHTa — 3TO:

. IlepBbIil WM €IUHCTBEHHBIN DK3EMILIAP JOKYMEHTA.

. DK3eMIUISIp JOKYMEHTA, C KOTOPOro CHATA KOIUSI.

. JOpuanyeckas cujia J0KyMeHTa — 3TO:

. OcobeHHOCTH BHEITHETO OPOPMIIEHUS TOKYMEHTA.

. CBUZIETENBCTBO HAIMYUS B JOKYMEHTE MOJIOKEHUM HOPMAaTUBHOTO XapaKkTepa.

. CnocoOHOCTh TOKYMEHTa OPOKIaTh ONPEIEICHHbIE IPAaBOBbIE OCIEACTBHUSL.

. Ameer JI1 HOPHIMYECKYI0 CHJIY JAOKYMEHT, IOJYYEHHBIH 1O (PaKCHMMUIBLHOM

AW =W =N W

cBA3n?

1. Ha.

2. Jla, mo corJyameHuo CTOPOH HHPOPMAITMOHHOTO 0OMEHa.

3. Her.

5. Kakoii M3 mnepeyHCIIeHHBIX PEKBU3MTOB He OTHOCUTCHA K PeKBH3UTAM

yaocroBepenusi?

1. I'pucd yrBepxaenus.
2. Ileuars.



. OT™meTKa 0 3aBEpEeHUH KOIHH.
. Bu3za cornacoBanus.
. [loanuce.
. Kakue pekBH3MTHI BKJIKYAKTCA B 0JIAHK NUcbma?
. MecTo cocraBieHus WK U3JaHUs TOKYMEHTA.
. 3aroyI0BOK K TEKCTY.
. HaumeHnoBanue opranuzamuu.
. ToBapHbIii 3HaK (3HAK OOCTYKUBAHUS).
. HaumeHoBaHue BUJ1a TOKyMEHTA.
. Anpecar.
. CripaBouHbI€ JaHHBIE 00 OpraHU3AIHH.
7. Ha kakoM »JjK3eMILIspe [1eJI0BOr0 NHCbMA, MOATOTOBJIEHHOM /IS OTHPABKH
ajgpecary 110 I104YTe, IPOCTABJISIIOTCS BU3bI?
1. Ha nognuHHMKE, OTHPaBIsEMOM ajpecary.
. Ha xonuu, nomenaemMoii B 1€J10 OpraHu3aluy.
. Kaxkoii pekBu3uT 0(popMJjieH HENPABWIBHO?
. HaumeHnoBaHnue opranuzanuu-aBTopa.
. CripaBouHbIe JaHHBIE 00 OpraHU3aIHH.
. Jdara moxymeHnra.
. PeructpanuonHsslii Homep JOKyMEHTa.
. 3aroJIOBOK K TEKCTY.
. UTo Hoy:KeH ce1aTh pa0OTHUK OPraHU3aliu, BUSHPYIOIIMI JTOKYMEHT, ecJIM OH
He COIJIACeH C ero cojiep:KanuemM?
1. OTka3zaTbcs OT BU3UPOBAHUS JOKYMEHTA.
2. 3aBU3HUpOBATh JOKYMEHT, BBIPA3UB CBOE MHEHHUE.
10. Kakoe mucbpMo 3aBepsieTcsi me4aTbio?
1. M'apanTHiiHOE THUCBHMO.
2. Kommepueckoe mpejiokeHue.
3. [Tucemo-mpock0a.
Kpamkue memoouuecxue ykaszanus
OTBeuass Ha BOIPOCHI TECTa, CTYAEHT JOJDKEH pPYKOBOJICTBOBATHCS 3HAHUSAMHU,
MOJTyYEHHBIMU Ha JICKITMOHHBIX 3aHATUSAX U B XOJI€ CAMOCTOSITETLHON PabOTHI.
IlIxana oyenku

NN kW~ OB KW

O N W — 00

OueHka Bamasr Omnucanne
OI11eHKa «OTIIMYHOY BBICTABIISICTCS CTYACHTY, €CJIM OH MIYOOKO M IPOYHO YCBOWII IPOTPAMMHBI
5 16-20 il MaTepuas UCUEPITBIBAIOIIIE, TOCICI0BATEIBHO, YETKO U JIOTHUSCKH CTPOMHO €ro H3JIaraet, yMm

€ET TECHO YBSI3bIBATh TEOPHUIO C MPAKTHKOM.

OrneHKa «XOPOII0» BBICTABISACTCS CTYACHTY, €CIIM OH TBEPO 3HAET MaTepHal, TPaMOTHO H IO €
4 11-15 VIIECTBY MU3JaraeT ero, He JIOIyCKas CYIIeCTBEHHBIX HETOYHOCTEH B OTBETE Ha BOTIPOC, MPABHUII
bHO IPUMEHSCT TEOPETHYECKHE MOJIOKEHHSI TIPH PEIICHUH MPAKTHYECKHUX BOIPOCOB M 3a/1a4.
O1eHKa «yJIOBJICTBOPUTEIBHOY» BBICTABIISETCS CTYICHTY, €CIIH OH HMEET 3HaHUsI TOJIBKO OCHOB
3 6-10 HOTO MaTepHaia, HO He YCBOWJI ero JIeTalei, IOMyCcKaeT HETOYHOCTH, HEeIOCTaTOYHO NPAaBUIbH
bIe (HOpPMyIHPOBKH. He MOKET CBSI3aTh C IPAKTHYCCKUMH TIPHUMEPaMH.

OneHKa «HEeyIOBIETBOPHUTEIHLHOY» BBICTABIISETCS CTY/ACHTY, KOTOPBI HE 3HACT 3HAUYMTEIbHOH U
ACTH POTPaAMMHOTO MaTepHalla, JOMyCKAaeT CYIIECTBEHHbIE OLINOKH.




Ki1r0us K 0leHOYHBIM CpeacTBAM
MHWHOBPHAVYKHN POCCUHA

BJIAJUBOCTOKCKUI IT'OCYJTIAPCTBEHHBI YHUBEPCUTET

KA®EJIPA DKOHOMUKU U YIIPABJIEHUA

@DOoH/ OLIEHOYHBIX CPEICTB
JUTSl IPOBEJICHUSI TEKYILETO0 KOHTPOJISI
Y IPOMEXKYTOYHOM aTTECTAlMU MO TUCHUIUINHE (MOIYIIIO)

JTOKYMEHTHPOBAHUE YIIPABJIEHYECKOM JESATEJIbHOCTH

Hampasienus (criequanu3aimm):
38.03.02 MeneKMeHT
38.03.04 I'ocynapcTBEHHOE M MYHULIMIAJIIBHOE YIIPABIICHUE
39.03.03 Opranu3zanus paboTsl ¢ MOJIOACKBIO

BnaauBocTok



5 OneHo4YHbIe CpeACcTBA

5.1 PazHoypoBHeBbI€ 331241 U 3aJaHUS

3amanue 1
CocTaBuTh OpraHU3aLMOHHO-pAcTIOpAAUTENbHBIN JOKyMeHT: «[IPUKA3», odopmuts
coonromas 'OCT P 7.0.97-2025.

00O «TexunolIpom»

[TPHKA3
15.07.2025 Ne 45-k
r. BaaguBocTtok

O BHEJPEHUM CUCTEMBI JICKTPOHHOTO JOKYMEHTO000pOTa

B nemsix noBsimenus 3¢ (heKTUBHOCTH JOKYMEHTO000pOTa 1 mepexo/ia Ha 6e30 yMakHbIe
TEXHOJIOTUH

I[MTPUKA3BIBAIO:

1 Buenputs cuctemy aeKTpoHHOTO AokymMeHToobopota (CO/I) «IEJIO» ¢ 01.09.2025.

2 Ha3zHaunTh OTBETCTBEHHBIM 32 BHenpenne COJl HavanpbHHUKA OT/eNa MHPOPMAITMOHHBIX
texHounoruii Ilerposa U.C.

3 Otneny xagpoB (CumopoBoii A.M.) opraHu3oBaTh OOYYCHHE COTPYIHUKOB padboTe B
CO/1 no 25.08.2025.

KonTpons 3a HCroTHEHHEM MPUKa3a OCTABIISIO 32 COOOH.

Ocnoganue: [Ipotoxoin 3acenanus ot 10.07.2025 Ne 12.

[Tpunoxenune: I'padux Baenpenus COJl Ha 3 1. B 1 3K3.

Hupektop (monmuce) A.UN. VBanon
Havanpauk OUT

N.C. Iletpos
T. 8(4232) 23-45-67

5.2 TecToBbIe 3aJaHUA

Temal. [lokymMeHTALHOHHOE O0ecTieYeHHEe KOMMePYeCKOoro npeanpusaTus

1. JIokyMEHTOM Ha3bIBaETCS

1)COBOKYIHOCTb CBEIEHUH O IpeaAMeTax, pakTax, COOBITUAX U Mpolieccax HE3aBUCUMO OT
(bOopMBI HX TIpeACTaBICHUS

2)3apukcupoBaHHasT Ha MaTepUAILHOM HOcHUTelne UWHpopMalMs ¢ PEKBU3UTAMU,
TIO3BOJISIONIMME €€ UICHTHU(PHUIIMPOBATH

3)nepeydeHsb (CUCOK) KaKUX-THOO TaHHBIX, PACHIONI0KEHHBIX B ONPEACICHHOM MOPsIKe

4)3anuch y4EeTHBIX JaHHBIX 110 YCTAaHOBJIEHHOU popme

Ortser: 2

2. B KakoM W3 MepeyrclIeHHBIX HOPMATHUBHBIX JTOKYMEHTOB COJEPKATCS OIPEIEICHUS
TEPMUHOB «IOKYMEHT» U «HH(POPMALIUS»

DIOCT P 7.097-2025  «YHuUIUpOBaHHBIE  CHCTEMBI  JOKYMEHTAIIHH.
YHUGHUIMPOBaHHAs CUCTEMa OPraHU3allMOHHO-PACTIOPIIUTENFHON JOKyMeHTauuu. TpeboBaHus
K OOPMIICHHIO TOKYMEHTOB

2)I'OCT P 7.0.8-2013 «/lenonpou3BOACTBO U apXUBHOE J1eJ10. TEpMUHBI U ONPEACTICHUS




3)Denepanbublii 3akoH «O0 uHPOpMaIUK, HHPOPMATU3AIUK U 3aIUTe WHPOPMALIUN
Ne24-®3

4)[1P-191-98. VYuu¢ukaums TEKCTOB YNPABICHUYECKUX TOKYMEHTOB. MeToauueckue
pekomengauu BHUNIAJL ®AC PO

OrBet:2

3. [TonHOTa ynpaBieH4YECKON HHGOpMAITII

1)onpenensiercsi CTENEHbIO COOTBETCTBHSA €€ CO/IEPIKaHUS OOBEKTUBHOMY COCTOSIHHIO JIEJT

2)xapakTepusyeTcs ee 00beMOM, KOTOPBIA JODKEH OBITh JAOCTATOYHBIM JAJII MPUHSATHS
peleHuit

3)ompenensercs BpeMEHEM €€ nepeadyd 1 00padoTKu

4)xapakTepusyeTcsi BOSMOXKHOCTBIO COTIOCTABIISATH CBEACHHUS, OTHOCAIINECS K Pa3THYHBIM
BPEMEHHBIM UHTEpBajIaM

OrBet: 2

4. HazoBute, kakoe 4YHuciIO pekBu3uToB ycraHaBauBaer ['OCT P 7.0.97-2025
«YHUPHUIHUPOBAHHBIE CUCTEMBI JTOKYMEHTALUU. YHU(DUIIMPOBAHHAS CUCTEMa OPraHU3alUOHHO-
pacnopsAuTeabHON JOKyMeHTauu. TpeOoBaHus K 0POPMIICHUIO TOKYMEHTOBY

1)28

2)30

3)29

4)31

Otger: 4

5. [Ipu knaccudukanuu JOKYMEHTOB MO crocoly duKcaluy Kakue U3 MepeyrcICHHBIX
BUJIOB JIOKYMEHTOB HE OTHOCSITCS K JAHHO rpyrime

1)BHYyTpEeHHUE

2)IMCbMEHHBIE

3)rpaduyeckue

4)akycTHuecKue

Ortger: 1

5.3 3auér B popme TecTa

1. IOpuanueckas cuina JOKyMEHTa — 3TO:

1. OcoOeHHOCTH BHELIHETO O(hOpPMIIEHUS JOKYMEHTA.

2. CBUACTEIHCTBO HATMYMS B JOKYMEHTE MOJIOKEHHI HOPMAaTUBHOTO XapaKkTepa.
3. CriocoOHOCTh JOKYMEHTA MOPOKIaTh ONPEIETICHHbBIE IPABOBBIE MTOCIEACTBHS.
OrtBert: 2

2. Kaxoii n3 mepeuncieHHbIX peKBU3UTOB HE OTHOCUTCS K PEKBU3UTAM YIOCTOBEPEHUS?
1. I'pud yrBepxaeHus.

2. Ileuarts.

3. OTMeTKa 0 3aBEpPEHUH KOIUH.

4. Busa coryacoBaHusl.

5. Iloanuce.

Otger: 4

3. Kakue pexBusutsl HE BrimtouaroTcs B G1aHk mucbma?

1. MecTo cocTaBineHHUs WIM U3IaHUS JOKYMEHTA.

2. 3arojloBOK K TEKCTY.

3. HaumeHOBaHUE OpraHu3aliu.

4. ToBapHBIi 3HaK (3HAK OOCTYKHBAHHUS).

5. HaumeHoBaHue BUAa JOKYMEHTA.

6. Anpecar.

7. CripaBouHbIe JaHHbIE 00 OpraHU3aI|H.

OtBer: 2,5, 6



4. Yto HOKEH caenath padOTHUK OpPTaHU3AlNU, BU3UPYIOMIMA JOKYMEHT, €ClId OH HE
COTJIACEH C €ro coepKaHuem?

1. OTka3aTbcst OT BU3UPOBAHUS JOKYMEHTA.

2. 3aBU3MUpPOBATH JOKYMEHT, BHIPAa3UB CBOE MHEHHUE, HAMMKCAB «3aMeUyaHUs MPUIaraloTcsy.

OrBet: 2

5. Kakoe muceMo 3aBepsieTcs rnevaTbro?

1. N'apanTHiiHOE TUCBHMO.

2. Kommepueckoe nmpejioKeHue.

3. [Mucemo-mpockoa.

OtBet: 1
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