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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

YIIPABJICHUS;

- U3YYUTH 3Tallbl pa3BUTHUA JOKYMCHTA KaK HOCUTEIIA I/IH(l)OpMaLII/II/I;

- H3Yy4uTh

3aKOHOAATCIbHBIC n

perJaMeHTupyoire padoTy ¢ TOKyMEHTaMU OpraHU3aIiH;

- 03HAKOMUTH C MIPABUIIAMH COCTABICHUS U OPOPMIICHHS YIIPABICHYECKUX IOKYMEHTOB;

- U3YYUTH MOPSAO0K PaOOTHI C INYHBIMU U CIY>KEOHBIMU JOKYMEHTaMU;

- IPUBHUTH HABBIKU COCTABIICHUS U OPOPMIICHUS OCHOBHBIX JOKYMEHTOB YIPABJICHUS;

- U3Y4YUTH paboTy CIyKObI JOKYMEHTAIIMOHHOTO O0eCIieueHus yIpaBIeHHUS;

- O3HAKOMHUTh C COBPEMEHHBIMH TEXHOJIOTHUSIMH OpIaHU3alUH JOKYMEHTO00OpOTa
NPEANPUITHI U OPTaHU3aALU.

[TmanupyeMbIMH pe3ysbTaTaMyd 0Oy4eHUS MO AUCIHUILINHE (MOIYJIIO), SIBISIOTCS 3HAHUS,
yMeHHUsl, HaBbIKU. [lepeueHp MIaHUpPyEeMbIX Pe3yNbTaToB OOyUEHUs MO AUCHUILTUHE (MOIYIIO),
COOTHECEHHbIX C IUIAHUPYEMBIMH pe3yJIbTaTaMU OCBOEHUS 00Opa30BaTENbHON IpOrpaMMbl,
npeJcTaBieH B Tabnuie 1.

HOPMAaTUBHO-MCTOJAUYCCKHUC

JIOKYMEHTBI,

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

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

Konu Konu
Hassanue OIIOII (dhopmynHIpoBKa
BO, (opmymmpoBka WHAUKaTOpa Kon
COKpaIiCHHOC KOMIIETEHITUU NOCTHKCHUA pe3yiib DopMyNnHUpOBKa pe3ynbraTa
KOMIIETEHINH
Tara
41.03.01 OIIK-7 : Ciocoben | OIIK-7.1k : PI1 3HaHUE | OCHOB JOKYMEHTAJIHHOTO
«3apy0exHoe COCTaBIISATh U OcymecTBiser odopmiteHns peneHnii B
peruoHoBeeHue» | 0hopMIIATH MOWCK ¥ TTO100D yIpaBIeHUH
(b-3P) JIOKYMEHTBI U JIAHHBIX JUIS onepanuoHHON
OTYETHI 110 COCTAaBJICHUS (TIpOU3BOACTBEHHOM)
pe3yiapTaTam JIOKYMEHTOB U JIESITETTBHOCTH
podeCCHOHANBHOM | 0TYEeTOB 1O OpraHu3aIyii; Tpe6oBaHU
JeATeTbHOCTH pesysbTaTtam K CTaH/IapTH3aLUH U
npogeccHoHaTbHOMN yHUpHKAIAN
JIeSITeIIbHOCTH JIOKYMEHTOB,
JIEHCTBYIOIINX
YHAQHUIHPOBAHHBIX
CHCTEM YIIPaBIEHUECKON
JIOKYMEHTAIIH
P12 | YMenue | cocTaBiATs # OQPOPMIISATH

JIETIOBYIO JOKYMEHTAIIUIO
B COOTBETCTBHUHU C
HOPMAaTUBHO-
METOANYCCKHUMH aKTaMU,
aJIalITUPOBATh
CYIIIECTBYIOIIHE TIPaBHIA
Y TEXHOJIOTHUH
COCTaBJICHUSI U
odopmIteHHs
YIPaBICHIECKUX
JIOKYMEHTOB K
KOHKPETHBIM YCJIOBUAM




OIIK-7.2k : PJ13 HaBpik | MOKyMEHTaJIbHOTO

CocraBisiet u ohopMIICHHS PEIICHUN B

odopmiseT yIpaBICHUN

JIOKYMEHTBI U OTIepPAIMOHHON

OTYETHI 110 (TIpOU3BOACTBEHHON)

pe3ynbTaTtam JIeSITEIbHOCTH

npo¢heCCUOHATBHOM OpraHU3aIHii; HABBIKAMHU

JIESITeTbHOCTH MOJITOTOBKH
OpTraHU3AI[MOHHBIX U
pacTopsAUTETBHBIX
JIOKYMCHTOB,
HEOOXOOUMBIX IS
CO3/IaHMST HOBBIX
MpEANPUHIMATEIbCKUX
CTPYKTYP

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

Tabmuua 1.2 — I{eneBbie OpueHTHPHI BOCTIUTAHHS

BocnurareabHble 321241 ®opmupoBaHue HEHHOCTeH IesieBbIe OpHEHTHPBI

(I)OpMI/II)OBaHI/Ie rpamaﬂcxoifl MO3UIUU U TTATPUOTU3MA

Bocnuranue ypaxkenus k Konctutyiun u Cayxenue OTedecTBy U

N JIro60Bb K cTpaHe
3akoHaMm Poccuiickoit ®enepannu OTBETCTBEHHOCTD 32 €ro CyIb0y

®opMHUpPOBaHUE TYXOBHO-HPABCTBEHHbIX LIEHHOCTEH

Bocnuranue yyBcTBa foira U
OTBETCTBEHHOCTH IIEPEN CEMbEU U
00IECTBOM

Bs3aumonomors u

BHuMaTenbHOCTh K JCTAIIM
B3aMOYBAKCHUE

(I)OpMHI)OBaHI/Ie HAYYHOT0 MUPOBO33PCHUA U KYJIbTYPbl MBINIJICHUS

PasBurne no3naBaTeIbHOTO HUHTEpECa U

COSI/I,I[aTGJ'IBHHﬁ TpyAa UCIUIIIMHUPOBAHHOCTH
CTPECMJICHUS K 3HAHUSIM Py I[ P

®opmMupoBaHUEe KOMMYHMKATHBHBIX HABBIKOB M KYJIbTYPbl 001IEHMS

®opmMupoBaHUE KYJIbTYPbl MUCbMEHHOMN JloGporkenarenbHOCTh U
I'paxnaHCTBEHHOCTD
peun u AeI0BOro oOIIeHNs OTKPBITOCTh

2 Mecto aucuuniauHbl (MoayJsi) B ctpykrype OITOIT

JucuunnuHa «JlOKyMEHTUPOBAHHWE YIPABJICHUYECKOW JEATEIBHOCTHY» OTHOCHUTCS K
BapHaTUBHON 4acTH MPO(ECCHOHATBLHOTO 1IUKIIA YYEOHBIX MJIaHOB.



3. O0beM AUCHUNJIMHBI (MOAYJIs)

OO0veM jaucHUIUIMHBL (MOIYJsI) B 3a4€THBIX EIWHUIAX C YKa3aHHEM KOJHYECTBa
aKaJEeMUYECKNX YacOB, BBIIICJICHHBIX Ha KOHTAaKTHYI padoTy ¢ oOydaromumucs (10 BUIaM
y4eOHBIX 3aHATHI) U HA CAMOCTOSATEILHYIO paboTy, MPUBEICH B Ta0IUIIE 2.

Tabnuna 2 — O61mas TpyJI0eMKOCTh AUCIIUILITUHBI

C Tpyno- OObeM KOHTaKTHOH paboThI (dac)
emecTp | emkocTh
(0DO0)
Ha3zBanue (D60 P Mé_l Yacte WA AVITODHAS Breaynu- CPC ?T?FPM?
OIIOII BO OH};;e VII Kypc YAHTOp TOpHas 2 E;ICH
(300, (3.E) | Bcero 1
0300) nek. | mpak. | nma6. | ITA | KCP
41.03.01
3apybexHoe 0d0 Bl.b 4 3 37 18 18 0 1 0 71 3
PETHOHOBEICHIE

4 CTpyKTypa U coiepKaHue QM CUMILIHHBI (MO1YJIs1)

4.1 CTpykKTypa IucuMiuvidabl (Moayas) ajass ODO

TemaTnueckuil miaH, OTpa)karLUil coaep)kaHUe NUCLUILIMHBI (MepeueHb pa3fiesioB U
TEM), CTPYKTYPHUPOBAHHOE IO BU/IaM YUEOHBIX 3aHATHI C YKa3aHHEM UX 00HEMOB B COOTBETCTBHH
¢ y4eOHBIM IJIaHOM, ITpHBeJieH B Tabaule 3.1

Tabmuua 3.1 — Pa3aensl quCHUTUIMHBL (MOJTYJIs), BUIIBI Y9€OHOU NEATETLHOCTH B (POPMBI
Tekyuero Kourpoust 1 09O

Kon pe- Kom-Bo WacoB, oTBeICHHOE Ha
dopma
Ne HazBanue tembl 3yJbTara
Jlek IIpaxt J1a6 CPC TEKYILEro KOHTPOJIS
00y4eHus
TeopeTnueckue OCHOBBI
1 | neronpowusBoacTBa P11 2 2 0 12 TECT, 3aJJaHHE
OpraHu3aIuu
OO61rue npasuiaa oo
2 1IHe NpaBHIa oopmIeHs P11 7 2 0 12 TECT, 3aJJaHHE

YIPaBIEHYECKUX IOKYMEHTOB
OCOOCHHOCTH COCTABIICHUS 1
3 | obopmiIeHUS OCHOBHBIX P12 2 5 0 12 TECT, 3aJlaHue
JIOKYMEHTOB YIIPABJICHHS
[paBuna obopmieHus

4 | MOKYMEHTOB MO JINYHOMY P2 2 4 0 11 TECT, 3a/IaHKe
COCTaBy

5 | Oprammsaius P/I3 2 2 0 12 | recr, sanamme
JIOKYMEHTOO00pOTa
OCHOBHBIE TIpaBHIIa

6 | opranmzammm paboThI ¢ Pa3 3 3 0 12 TECT, 3a/IaHKe
JOKYMEHTaMU

Htoro no Tadaunue 18 18 0 71

4.2 Copep:xanne pa3aejoB ¥ TeM JUCHHIUIHHBI (Moay.as) Aiass ODPO

Tema I Teopemuueckue 0CHOBbL 0€10NPOUZBOOCIEA OP2AHUZAYUU.

Conepxanne Ttembl: MuHpopmarus, ee kpurepuu. JlokymeHT. PeKkBH3UT JOKyMEHTa.
Oyukiun qokyMenTa. FOpuandeckas cuna nokymeHTa. Jlenonpon3BoacTBO, JOKYyMEHTHPOBAHHUE.
JlokymeHTanmoHHOe ~ obecnieueHue  ympasieHus.  JlokymeHnToobopor.  Kmaccuduxarms
nokymeHToB. CraHjapTusanus ¥ yHUHUKAIUS JOKYMEHTOB. YHHUGUIMPOBaHHAs CcHUCTEMa
nokymenTtanuu (YCI). Cucremsl nokymenTtanuu. [lpuanunel nenonpounssoactsa. HopmarusHo-
MeToauveckas 0a3a TOKyMEHTUPOBAHMSI YIIPaBIE€HYECKON NEATEIbHOCTH U OpraHu3aliuu padboThl
C IOKYMEHTAMH.



@opMbl U METOABI MPOBEACHUS 3aHATUI MO TeMe, MPUMEHsEeMble 00pa3oBaTeIbHBIE
TEXHOJIOTMH: JIEKIMOHHOE, IIPAKTUYECKOE.

Bunabl caMOCTOATENBHON ITOATOTOBKHM CTYACHTOB II0 TE€ME: M3yYEHHE JOIOJHUTEIBHON
JIUTEPATYPBI 10 TEME.

Tema 2 Obwue npasuna ogopmienus ynpasienieckux OOKyMeHmos.

Conepxanne tembl: [OCT P 7.0.97-2025 «YHuPHUIMPOBAHHBIE CUCTEMBI JIOKYMEHTAIIUH.
YHubunupoBanHas cucteMa OpraHu3alliOHHO-PacopsANTEIbHON JoKyMeHTauuu. TpeboBanus
K odopmieHuto nok-MeHTOBY». PexBusut 01- 'ocymapcrBennsiii rep6 P®. PexBusur 02- ['ep6d
cyobekta PO m myHununanpHOro oobpazoBanus. PekBuzut 03 -DmOnema opraHu3aluul WA
ToBapHbIil 3HaK. PexBu3ut 04- Kopx opranmzaunmu. PexBusutr 05- YkazaHue Ha OCHOBHOM
rOCYIapCTBEHHBIA PETUCTPALIMOHHBI HOMep npennpusTuss. PexBuszut 06- VYkazanue Ha
UACHTH()UKAIIMOHHBIN HOMEP HaJOTOIUIATEeNIbITNKA/KO/] IPUYHUHBI TOCTAHOBKU Ha y4eT. PekBU3uT
07- Kom ¢dopmer pokymenta. PexBusut 08-HammenoBanue opranusanuu. Pexsuszut (09-
CrmpaBounble cBefieHus 00 opranumsauuu. PexBusutr 10- HammeHnoBanwe BuIa JTOKyMEHTA.
PexBuzur 11- Jlata nokymenrta. PexkBusut 12- PerucrpanimoHHbiii HoMep A0KymMeHTa. PekBU3UT
13- Ccplika Ha perUCTPAMOHHBIA HOMEP U JaTy JOoKyMeHTa. PexkBu3ut 14- Mecto cocraBieHUs
win u3fanus fokymenTta. Peksusur 15- Cegenust 06 aapecate. PexBusur 16 -I'pud yrBepxaenus
nokymeHnTa. PexBusut 17-Pesomonus. PekBusut 18-3aronoBok k tekcty. PekBusut 19- Otmerka
o koHtpoiie PekBusur 20- Tekct nokymenta. PekBuzur 21- OTmMeTKa 0 HAIMYUU TPEITIOKEHHUM.
PexBuzur 22- Iloanucek. PexBusut 23- I'pud cornacoBanus noxkymeHta. PexBuszur 24- Bussel
cornacoBaHusi JokymeHTa. PexkBusut 25- Ileuats. PexBusur 26-OTMeTka 0 3aBEpEHUU KOIHH.
PexBusut 27- OtmeTka 00 ucnonautene. PekBuszur 28- OTMeTka 00 UCIOJHEHUH JOKYMEHTA U
HarpaBJjeHuU ero B 1eno. PekBu3ut 29- OTmeTka o moctyruieHuu AokymeHta. PexBusut 30-
WnentudukaTop 3JEKTPOHHOU KOmuU AoKyMeHTa. COCTaB peKBH3UTOB, MX MECTOPACIIOIOKECHHE
Ha oKkyMeHTe. Popmynsip-oOpasel JOKyMEeHTa.

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

Bunel camocTosiTenbHON NOJATOTOBKU CTYJEHTOB 10 TEME: U3yYEHHE JTOTOJHUTEIbHOM
JUTEPATYPHI 110 TEME.

Tema 3 Ocobennocmu cocmasieHusi U 0QoOpmieHUss OCHOBHBIX OOKYMEHMO8 YRPAGIEHUS.

Conepxxanne Tembl: (OCHOBHBIE TPYIIBI JOKYMEHTOB. HopmaTHBHBIE JOKYMEHTHI
rOCYJapCTBEHHBIX OpraHoB. OpraHu3alMOHHBIE JIOKYMEHTHl Hpeanpusatus. J{oIKHOCTHBIE
WHCTpYKIMU. PacmopsiauTtenbHbie  JTOKYMEHTHI mpeanpusTus. [Ipuka3ssl 10 OCHOBHOM
JIesTeNbHOCTH.  PacmopsbkeHusi, pemieHus. MHPOpMaAIMOHHO-CIPAaBOYHBIE  JOKYMEHTHI.
[IpoTokonsl, monHas u kpaTkas ¢popma ux opopmiaeHusi. AkTbl. CiryxeOHbIE U 00BICHUTEIIbHBIC
3amcku. CrpaBku. CiyxeOHble moBepeHHOCTH. [luchma, ux kimaccudukamus, CTPYKTYpa,
CTaHJapTHBIe (pa3bl W BeIpaxeHUs. HopMbl oQUIIMATBHO-IEIOBOTO CTHIISI CIY>KEOHBIX
JIOKYMEHTOB. J[eoBoe mucbMo MexayHapoaHoro oopasua. dakcel, TenedoHorpaMmmsal. Jlorosopa,
KOHTpakThl. COBpEMEHHBIE CIIOCOOBI M TEXHUKA CO3/IaHUS IOKYMEHTOB.

@opMBl U METOJBI TPOBEACHHS 3aHITUN MO TeMe, MpUMEHseMble 00pa3oBaTeiIbHbIC
TEXHOJIOTHH: JICKITMOHHOE, TTPAKTUUYECKOE.

Buabl caMocTosSITENIbHON MOATOTOBKHM CTYAEHTOB MO TE€ME: U3YyUYE€HUE JOTOJHUTEIBbHOMN
JUTEPATYPHI 110 TEME.

Tema 4 Ilpasuna ogpopmnenus OOKYMEHMO8 RO TUYHOMY COCMABY.

Copepxanue TeMbl: lloHATHE M CTpyKTypa NEpCOHAIBHBIX JaHHBIX. [IpuHaAIEKHOCTH
MEPCOHAIBHBIX JIAaHHBIX: COOCTBEHHHK, JAepKaTelb U IOJb30BaTeNb MEPCOHAIbHBIX JaHHBIX.
CrpykTypa  KaapoBoil  HMH(OPMAIMOHHO-AOKyMEHTAllMOHHONH  cuctembl.  Odopmienue
JIOKYMEHTOB IpH IIpHEMeE, YBOJIbHEHUH U MepeBoie pabOTHUKA HA JAPYTYIO JOJIKHOCTh. AHKETa.
TpynoBble KOHTpakThl. [Ipuka3sl o nuuHOMY cocTaBy. OCHOBHBIE PEKBHU3UTHI TIOKYMEHTOB U



npaBwia ux opopmiieHus. Kpatkue cBeneHus o mpaBuwiiax o(QOpMIIEHHS TPYIOBBIX KHUXKEK,
JIMYHBIX KapTOYEK, TUUHBIX J1€J1 PAOOTHUKOB.

@opMbl U METOABI MPOBEACHUS 3aHATUI MO TeMe, MPUMEHsSEMble 00pa3oBaTeIbHBIE
TEXHOJIOIMH: JIEKIUUOHHOE, IIPAKTUYECKOE.

Bunabl caMOCTOATENBHON ITOATOTOBKHM CTYACHTOB IO TE€ME: M3yYEHHE JOIOJHUTEIBHON
JIUTEPATYPBI 10 TEME.

Tema 5 Opeanuzayusi OOKyMeHmoobopoma.

Conepxannie Tembl: [IOHSATHS JTOKYMEHTOOOOPOT W OpraHU3alus JOKYMEHTOOOOpOTa.
HopmaTuBHO-MeTOMYEeCKash  peryiaMeHTanusi  JI0KyMeHTooOopoTa. OCHOBHBIE  MpaBuia
OpraHu3alu JOKYMEHTOOOOpoTa Ha mnpeanpusitud. KauecTBeHHbIE  XapaKTEPUCTUKU
nokymeHnTtoobopora. Kiaccupukanus TOKYMEHTONMOTOKOB: TOPU3OHTAJIbHBIC, BEPTUKAIIbHBIC,
BOCXOJIAIIIME, HUCXOJAIIUE, BXOJAIIME, HCXoAsmme u BHyTpeHHue. llomcuer oObema
JIOKYMEHTO000pOoTa.

@opMBI ¥ METOJBI TPOBEACHHS 3aHITUN 1O TeMe, MPUMEHSIeMbIe 00pa30BaTeIbHBIC
TEXHOJIOTHH: JIEKIIMOHHOE, MPAKTUYECKOE.

Buapl caMocTOSITENIbHON TOATOTOBKM CTYACHTOB MO TE€ME: U3YyUYEHUE TOTOJHUTEIBHOMN
JUTEPaATypPHI [0 TEME.

Tema 6 OcnosHbvle npasuia opeanuzayuu pabomsi ¢ OOKYMeHMaMU.

Conepxxanne Tembl: OOpaboTKa IMOCTYMAIOMIMX JOKyMEHTOB. [lepBuunas oOpaboTka
JOKYMEeHTOB. OOIue IpaBuia perucTpanuy JOKyMEHTOB, (Gopmbl peructpanuu. llepenaua
JOKYMEHTOB, PAacCMOTpPEHHE HX pykoBoauTeneM. I[lopsmok HampaBieHHS JOKyMEHTa Ha
UCIIOJTHEHUE W pabOThI UCTIOJHUTENA ¢ JOKyMeHTaMu. VcronHeHne fokyMeHTa. Buast u popmer
KOHTPOJISL HCIIOJIHEHHsI, CpOKOBast KaproTeka. OpraHuzamusi TEKYyIIero XpaHEHHs el
Howmenknarypa nen, o6imue TpeboBaHus, BUabl HOMEHKIATyp. CocTaBieHre HOMEHKIIATyphl Jell.
®opmupoBanue u odopmienue nen. CucremaTu3anys JOKYMEHTOB B Jiefie. XpaHEHHE Jell.
[ToaroroBka JOKyMEHTOB K Iepefadye Ha apXMBHOE XpaHeHHe. KpuTepun OLUEHKH JOKYMEHTOB.
CocraBieHue onuceu Jel.

@®opMbl U METOABI IMPOBEACHUS 3aHATUI NO TeMe, MpUMEHseMble 00pa3oBaTeIbHbIE
TEXHOJIOTUH: JIEKITMOHHOE, TPAKTHIECKOE.

Bunsl camocTosTenbHON MOATOTOBKU CTYIEHTOB IO TeMe: U3ydeHHE JOMOJHUTEIbHON
JUTEPATyPHI TIO TEME.

5 Mertoauyeckne ykKazaHusi AJdsi OOYYAIOIIMXCH MO M3YYEHHI0 M Ppeaju3aluu
AUCHUILIMHBI (MOZYJIs1)

5.1 Meroanueckue peKOMeHAAUMH OOYYAWIIUMCH M0 M3YYEHHUI0 IMCUMIUIMHBI H 10
o0ecIeYeHN 0 CaMOCTOSITeJIbHOM padoThI

CamocrosrenbHas pabora ctyaentoB (CPC) — 3T0 nesATeNbHOCTh yYanuxcs, KOTOPYIO
OHHU COBEpUIAIOT 0€3 HeMoCPEeICTBEHHOM MOMOIIM U YKa3aHUH MperoiaBaTelis, pyKOBOJICTBYSCh
Cc(OPMHUPOBABIIUMICS paHEE TMPEICTABICHUSIMH O TOPSAAKE W TPAaBUIBHOCTH BBITIOTHEHUS
onepauuii. lens CPC B mpouecce o0ydeHus 3akiro4aeTcs, Kak B YCBOCHHWU 3HAHUH, TaKk U B
(dbopMHpPOBaHNN YMEHUH U HABBIKOB IO MIX UCTIOIH30BAHUIO B HOBBIX YCIOBUSX HA HOBOM Y4€OHOM
marepuaie. CamocrosTenbHas padoTa Mpu3BaHa o0ecneyrMBaTh BO3MOXHOCTh OCYIIECTBICHUS
CTYACHTAaMH CaMOCTOSATEIBHOI MMO3HABATEIHHOMN NEATETFHOCTH B OOYUEHHH, U SBISIETCS BHIOM
y4eOHOro TpyJa, CocoOCTBYOIIEro (OPMHUPOBAHUIO y CTYIEHTOB camocTosTenbHocTu. CPC
UMeEeT Kak ayJIuTOpHBIM, Tak W BHEAyIUTOPHBIM xapakrtep. B maHHON y4eOHOI mporpamme
IPUBE/ICH NepeueHb OCHOBHBIX U JIOTIOJIHUTENbHBIX HICTOUHUKOB, KOTOPBIE MpeIaraeTcs U3y4uTh
B TIporiecce oOydeHus o aucuuruimHe. Kpome Toro, muist pacmpeHus ¥ yriryOIeHus] 3HaHUH 110



JAHHOW TUCIUIUIMHE [EIecO00pa3HO HCIONb30BaTh HAyYHBIE MyOJIMKAIMd B TEMAaTHYECKHX
KypHajax, MOJHOTEKCTOBbIC 0a3bl JaHHBIX OMOIMOTEKH, UMEIOIIHECS B OMOIMOTEKaxX By3a U
peruoHa, nmyOauKanuii Ha NEKTPOHHBIX U OYMa)KHBIX HOCHTEIISX.

[Tpu peanu3anuy AUCHUILTAHBI (MOJTYJIS) IPUMEHSIETCSI AJIEKTPOHHBINA y4eOHBIN KypC,
pa3MeNIEHHbBIN B CHCTEME JIEKTpOHHOTo 00ydenus Moodle.

5.2 OcoOenHocTH oOpraHu3anuu oOO0y4YeHHs I JMI ¢ OrPAHUYEHHBIMH BO3MOKHOCTAMH
3710POBbSI H HHBAJIH/I0B

[Tpr HEOOXOIUMOCTH OOYYAFOIUMCS U3 YUCIIA JIUI] C OTPAHMYCHHBIMHA BO3MOXKHOCTSIMHU
3JI0POBbS U MHBAITHJIOB (I10 3asBICHUIO 00YUAIOMIET0oCs ) MPEAOCTABISIETCS yaeOHas
uH(pOpMaIKs B JOCTYIHBIX (POPMAX C YIETOM MX UHAMBHIYAIbHBIX ICUXO(PU3HIECKUX
OCOOCHHOCTEH:

- JUISL TUI] C HAPYIICHUSIMU 3pEHUS: B TIeYaTHOH (hopMe yBeTMUEHHBIM IIPH(PTOM; B hopme
JJICKTPOHHOIO  JIOKYMEHTa; MHJUBHyaJIbHbIE KOHCYJIbTAllUU c [IPUBJICYCHUEM
TU(DI0CYpOTIEPEBOIUNKA; MHANBUAYAIbHBIE 331aHUsI, KOHCYJIbTALIUU U JP.

- 17151 JIMLL C HApYIICHUsIMU ClIyXa: B IeyaTHOH hopMme; B popMe 3JEKTPOHHOTO JOKYMEHTA;
WHJVBHyaJIbHbIE KOHCYJIbTAallUW C IIPUBJICYCHHEM CYpAONEPEBONUYMKA; HWHAUBUIYAIbHBIE
3a/laHus], KOHCYJIbTAllUU U JP.

- IUTsI JTUT] C HApYIICHUSIMU OTIOPHO-/IBUTATEIIBHOTO allliapaTa: B euaTHo# popme; B hopme
3JICKTPOHHOI'O JTOKYMEHTa; NHIUBHUYaIbHbIC 3a4aHUA, KOHCYIbTALUU U JP.

6 ®oH OLIEHOYHBIX CPEICTB /JIfl MPOBEIeHUs TEKYIIEero KOHTPOJIsl U MPOMeXKYTOYHOMI
arTecTauMy 00y4aroMXCcs M0 JMCUMILINHE (MO1YJIIO0)

B cootBerctBun ¢ tpeboBanusmu DPI'OC BO pns arrectanuu oOydaroIMXcsl Ha
COOTBETCTBUE MX IEPCOHAIBHBIX JIOCTUXEHUH IUIAHUPYEMBIM pe3yjibTaTaM OOYy4eHHUs IO
JUCLHUIUIMHE (MOAYIIO) CO37aHbl (POHIbI OLICHOUHBIX CPEACTB. THIIOBBIE KOHTPOJIBHBIC 33aJaHUS,
METOJMYECKHE MaTepuaibl, ONPEAeNAIonue MpOoUeAyphl OLEHUBAHUS 3HAHUM, YMEHHH U
HaBBIKOB, a TAK)Ke KPUTEPUH U IIOKa3aTeIM, He0OOXO0AUMBIE [T OLIEHKU 3HaHUH, YMEHUH, HAaBBIKOB
U XapakTepu3ywoluue dTanbl (HOpMHUpPOBaHMS KOMIIETEHLUMH B  IPOLIECCE  OCBOEHUS
o0Opa3oBaTenbHON MPOrpaMMBl, ipeacTaBieHsl B [Ipunoxenun 1.

7 Y4yeO6HO-MeTOAMYECKOEe U HH(POPMALIMOHHOE 00ecnieyeHue TUCHUIINHBI (MOYJIs1)

7.1 Ocnoenas rnumepamypa

1. JloxymeHTOBeJIeHHE : yIeOHHK U MPakTUKyM Juis By30B / JI. A. JlopoHuHa [u ap.] ; mox
penakuwmeit JI. A. loponunoit. — 4-e uz., nepepad. u qon. — Mocksa : U3mparensctBo FOpaiiT,
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. JlokyMeHTHpOBaHWE yNPaBIEHYECKON NEATEIHHOCTH ;| YICOHUK ISt
By30B/ U. K. KopneeB, A.B.Ilmenko, B. A. Mamypues. — 3-¢ u3a., mepepad. u JOM. —
Mockga : M3zgarensctBo Opaiit, 2024. — 438 c. — (Bwicmee o6pazoBanue). — ISBN 978-5-
534-16001-7. — TexkcT : anekTpoHHbIN // Obpa3oBarenbHas wiatdopma KOpaiir [caiit]. — URL:
https://urait.ru/bcode/536393 (nara obpamenus: 12.03.2025).

3. Jleonona, C. JI. JlokyMeHTHpOBaHKE YIpaBieHUYECKOU nesTenbHoCTH: [IpakTukym :
yaebnoe nocobue / C. JI. JleonoBa. — Mocksa : PTY MUPDA, 2022. — 65 c.— Tekcr :
AIIEKTPOHHBIH // Jlanb : AJIEKTPOHHO-OUOINOTEeYHAS CUCTEMA. — URL:



https://e.lanbook.com/book/256823 (mata oOpamenus: 05.03.2026). — Pexum poctyma: ans
aBTOpU3. MOJIb30BATEIICH.

4. CyxoueBa, H. A. JlokymMeHTHpOBaHHE yNPaBICHUYECKOH M IPOU3BOJCTBEHHOMN
NeATEILHOCTH : yudeOHO-MeToanueckoe mocooue / H. A. CyxoueBa, A. C. BomuénkoBa. — Opern :
Openl'AY, 2023.— 77 c. — Tekcr : 3neKTpoHHBII // JIaHb : 31eKTPOHHO-OMOIMOTEeYHAs CHCTEMA.
— URL: https://e.lanbook.com/book/362465 (nara obpamenus: 05.03.2026). — Pexxum gocrymna:
JUIsL aBTOPH3. T10JIb30BaTEIICH.

7.2  /Jlononnumenvnas numepamypa

1. Tpozoa O. C. JJEJIOITPOU3BOJCTBO. VYwuebHoe mocoOue miisi BY30B
[DnexkTponHnbiii pecype] : Mocksa : U3marensctBo FOpaiit , 2022 - 124 - Pexxum gocrtyma:
https://urait.ru/book/deloproizvodstvo-492786

2. Eroposa, O. H. [lenonpou3BoJACTBO U JOKYMEHTOBEIEHHUE : y4EeOHO-METOIUUYECKOE
nocobue / O. H. EropoBa. — Uebokcapsr : UI'MKU, 2023. — 104 ¢. — TekcT : 35eKTpoHHBIH //
Jlansb : anexkrpoHHO-OMONMHoTeuHas cuctema. — URL: https://e.lanbook.com/book/392702 (nara
obpamenusi: 05.03.2026). — Pexum goctyna: AJis aBTOPU3. MOJIb30BATENCH.

3. Tlox pen. Hoponunoii JI.A. JOKYMEHTOBEJIEHUE 2-e uzn., nep. u 1on. Y4ueOHUK
U MPAKTUKYM JUTSI BY30B [ DIEeKTpOHHBIN pecypce] : ['ocymapcTBeHHBIN YHHBEPCUTET YIIPABICHUS
(r. Mockaa). , 2022 - 309 - Pexxum noctymna: https://urait.ru/book/dokumentovedenie-489431

7.3 Pecypcol ungpopmayuonno-menekommynuxayuonnou cemu '""Hnmepnem',
eKn0Yan npogeccuonanvuovie 06a3vl OAHHLIX U UHPOPMAUUOHHO-CHPABOUHbIE
cucmemsl (npu HeodX00UMOCMU):

1. OGpasoarensHas miathopma "FOPAUT"

2. DnextpoHHO-OmOMMoreyHas cucrema "JIAHB"

3. DnekTpoHHO-OMONMOTEeyHass cucremMa uzgarenscTBa "FOpait" - Pexxum moctyma:
https://urait.ru/

4. DnextponHO-6uGIHOTeuHas cuctema FOPAMT - Pexxum nocryna: https://urait.ru/

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

6. [Ilpesunmentrckas Oubnmorexka wum. b.H.Enpmmaa (0a3a maHHBIX —pa3sITHYHBIX
npodeccnoHambHbIX 00nacTeil) - Pexxum noctyna: https://www.prlib.ru/

7. WudopmannonHo-crnpaBoyHas cucrema "Koncynprant Ilmoc" - Pexum nocryna:
http://www.consultant.ru/

8 MarepuajibHO-TeXHHYECKOe o0ecnedeHre IUCHUILIMHBI (MOAYJSA) M IepevyeHb
HH(OPMALMOHHBIX TEXHOJIOTHH, MCIOJb3yeMbIX IIPH OCYIIECTBJICHHH 00pa30BaTEJbHOIO
npouecca 1no AUCHUILINHE (MOAYJ/II0), BKJIKYAas NepevyeHb IPOrPpaMMHOro odecneyeHnst

OcHOBHOE 000pYIOBaHUE:

e [IpoekTop

e Jlocka ayautopHas JJA-8MIL]

e [lapra 3-x mectHas cknaanas 1800%450
IIporpamMmMHOe 0OecrieUeHHE:

e Microsoft Office XP Suites Russian
o Windows




MUHOBPHAYKHU POCCHUN
BJIAJIUBOCTOKCKMII TOCYJIAPCTBEHHBI YHUBEPCUTET
KA®EJIPA SKOHOMUKU U YITPABJIEHU A
@DOoH/] OLIEHOYHBIX CPEICTB
JUISl IPOBEJICHUSI TEKYILET0 KOHTPOJISt
Y IPOMEXKYTOYHOM aTTECTAlMU MO TUCHUILINHE (MOIYIIIO)

JTOKYMEHTHPOBAHUE YIIPABJIEHYECKOM JEATEJIbHOCTH

HamnpaBnenue u HarmpaBiaeHHOCTh (TpoduIib)
41.03.01 3apyOexxHoe peruonoBeaeHue. Pernonosenenue ctpan ATP

I'ox nabopa na OIIOII
2026

dopma 00ydeHus
OuHas

Biagusoctok 2026



1 Ilepedennb (popMHEpyeMbIX KOMIIETEH M

Hassarue OIIOII BO, Kon u popmynupoBka KoMHeTeHIN

COKpameHHOe nu

Kon u popMynrpoBka HHANKATOPA TOCTIKCHUS
KOMITCTEHITHU

41.03.01 «3apybexHO
€ PETHOHOBEICHHE)
(b-3P)

OIIK-7 : CriocoOeH cOCTaBIIATh U O
(hOpMITATH TOKYMEHTBI M OTYETHI 10
pe3yabTataM npo(ecCHOHAIBLHOU 1T
eSITENIbHOCTH

OIIK-7.1k : OcymecTBIIseT MOUCK U TOA00p AaH
HBIX JUIS COCTaBJICHUS TOKYMEHTOB M OTYCTOB II
0 pe3yibTaTaM MpodheCCUOHATBHOMN NeITeIbHOCT
u

OIIK-7.2k : CocTaBiseT 1 0pOopMIIsSIET TOKYMEH
TBI M OTYETHI 110 Pe3yJibTaTaM NpodeccroHaIBEHO
U JESITEILHOCTH

Komnerenmus cuntaercst chopMUPOBAHHOM Ha TaHHOM STarie B Cliy4yae, €CJIH MOTy4eHHbIe
pe3yibTaTtel OOydYeHHMs [0 [UCLUIUIMHE OLICHEHbl IOJOXHUTEIbHO (JUara3oH KpUTEpUEB
OLICHUBAHUSI PE3YJIbTATOB O0YUCHHUS «3aUTEHOY, «YIOBIECTBOPUTEIHHOY, «XOPOIIO», KOTITHYHOY).
B ciydae oTcyTrcTBUS MOJIOKUTEIBHOM OLIEHKHM KOMIIETEHIMsI Ha JAHHOM JTalle CUUTAeTcs

Hec(OPMUPOBAHHOM.

2 [loka3aTe/iu OLleHUBAHUS NJIAHUPYEMBbIX Pe3yJIbTATOB 00y4YeHHUs

Komnerenuus OIIK-7 «CriocobeH cocTaBisATh U 0POPMIISATH TOKYMEHTHI H OTYETHI 110

pe3yiabTaTaM HpO(beCCHOHaHBHOfI ACATCIIBHOCTH

Tabmuna 2.1 — Kpurepun orieHKA WHAUKATOPOB JTOCTHKCHUS KOMITCTCHITUU

Pesynprar

Kpurepuu onieHuBaHUS pPe3yNbT
aToB 00y4YeHHUs

OCHOB JJOKYMEHTaJIBHOTO 0(op
MJICHHS PEIICHUH B YIIPaBICHH
U OIepaIOHHOH (IIPOU3BOJICTB
€HHOI1) AeATENbHOCTH OpraHu3a
ouit;TpeOOBaHMUN K CTaHAAPTH3A
WU 1 YHUDUKAINHA JOKYMEHTO
B, ICHCTBYIONINX YHU(PHIHPOBA
HHBIX CHCTEM YIIPaBICHUYECKON

KOPPEKTHOE MCIIOJIb30BAHUE OC
HOB JJOKYMEHTAJILHOTO 0(pOpPMII
€HUS PeLICHU B YIIPaBIEHUH O
MeparioHHOHN (IIPOU3BOJICTBEH
HOM) JIeITeTFHOCTH OpraHn3all
Wi, TpeOOBaHM K CTaHAAPTH3AII
WU U YHU(PUKAIIIHA JOKYMEHTOB,
JIEHCTBYIOINX YHU(DUITUPOBAH
HBIX CHCTEM YTIPaBICHUYECKOM 1
OKYMEHTAIIUI

COCTaBIJIATh X O(OPMIIITH JIEJI0

BYIO JIOKyMEHTAIHIO B COOTBETC
TBUHU C HOPMATHBHO- METOINYE

CKUMH aKTaMH; aJJallTHPOBATh C
YIIECTBYIOIINE TPAaBUIIA i TEXH
OJIOTHH COCTABJICHHS U 0hOpMIT
€HHS YIIPABJIEHIECKUX JOKYMEH
TOB K KOHKPETHBIM YCIOBHUSIM

TpaMOTHOE COCTaBIICHHE 1 0O
pMIICHHE IeTOBOI TOKYMEHTAIT
WU B COOTBETCTBUHU C HOPMATHB
HO- MCTOAUYCCKUMHU aKTaMH,; B
MOJIHOM Mepe aJanTHPOBaTh Cy
MIECTBYIOIIUE TIPABUIIA H TEXHO
JIOTHH COCTABJICHUS U ohopmite
HUSA YIIPAaBJICHYCCKUX TOKYMEHT
OB K KOHKPETHBIM YCJIOBHSIM

JOKYMEHTAJIBHOTO 0(OPMIICHHS
pEeLIeHHi B yIpaBJICHHH OTepa
LMOHHOM (TIPOM3BOACTBEHHON)
JIeATeIbHOCTH OpraHu3anuii; Ha

PesynbraThl 00y4eHUs 110 TUCIUIDIHHE
Ko u gopmymnpoka uaaukar | Ko | Tu
opa JOCTMKEHUSI KOMIIETCHIIUN A I
pe | pe
3- | 3-
Ta | Ta
OIIK-7.1k : OcymiecTBaseT Mou
CK ¥ TOJ100p JaHHBIX JIJIS COCTa
BIIEHUS JIOKYMEHTOB U OTYETOB
0 pe3yJibTaTaM npogeccuoHan 3n
BHOI1 1€ATENBHOCTH P/
1 aH
ne
JOKYMCHTAIAH
v
PI | me
2 HH
e
OIIK-7.2k : CoctaBisiet 1 oo
PMIISIET JOKYMEHTBI U OTUYETHI IT Ha
0 pesyibTatam npodeccuonans | PJJ
HOM e TeNIbHOCTH 3 EH

BbIKaMU MOATOTOBKH OpraHn3all
HMOHHBIX U paClIoOpAANUTCIIbHBIX

IrpaMOTHOE JOKYMEHTAIBLHOE O
(dopMIIeHIE PEelICHUI B YIIPaBI
SHHH OIIePAMOHHON (TIPOHU3BO
JICTBEHHO) IEATSIILHOCTH Opra
HU3allM{; TOATOTOBKA OpraHu3a
IUOHHBIX U PACTIOPSITUTEITBHBIX




JIOKyMEHTOB, HEOOXOIUMBIX T
sL CO3JJaHUs HOBBIX MPEATPHHI
MAaTeNbCKUX CTPYKTYP

JIOKyMEHTOB, HEOOXOIMMBIX T
s CO3J[aHUsI HOBBIX MPEATIPUHHI
MAaTEeNbCKUX CTPYKTYP

Tabnuua 3amonHseTcs B COOTBETCTBHHU ¢ paszenoM 1 Paboueli nmporpaMmbl JUCIUTUTHHEL

(Momyist).

3 IlepeyeHb OLIEHOYHBIX CPE/ICTB

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

KoHTposnupyeMbIe IIaHupyeMbIe pe3
YIBTaTHl 00y4IeHUS

KonTponupyemble TeMBI
HCTIHTUTNHBI

HaunMeHoBaHHE OLIEHOYHOTO CPECTBA U TIP
encrasienne ero B POC

Texylmuii KOHTPOJIb

IIpomerxyTouHas aT
TecTalus

Ounas popma 00yueHHS

P SHaHHE ! OCHOB IOKYMCHT PasHoypoBHeBble 32 | 3auéT B hopMe TecT
aJIbHOTO odopmnenus pe | 1.1. TeopeTHueckue 0CHO TIaY¥ ¥ 3a1aHus] a
IOE€HWU B YIIPAaBJICHUHU OII€ BEBI JICTIOIPOU3BOJICTBA O
panuoHHO# (POU3BOACTB | rammsarmu Tecr 3auéT B hopme TecT
€HHOI1) AeATeNbHOCTH OpT a
aHM3aIUi; TPeOOBAHMIA K C N
PaszHoypoBHeBbie 32 | 3auér B popme Tect
TaHJApTH3ALMH ¥ YHUPHUK 12,06
o a4u ¥ 3a/1aHUs a
alny JOKyMEHTOB, ACHCT 2. Obmue npaguna odo | 1 .
BYIONIHX yHEHIMpoBany | PMICHHIA YIPaBICHICCKH SauEr 5
X JOKYMEHTOB T aucT B POPME TCCT
BIX CHCTEM yTIPaBICHYECK ecT a
Ol JOKYMEHTAIU!
P2 YMeHue : COCTaBIIATh U O 3
1.3. OcobennocTy coctap | Pa3HOYypoBHeBbIe 32 [ 3au€T B popme TecT
(POPMIAT ACIOBYIO 0Ky nenus u opopmiieHus ocy | AATH ¥ 3aaHns a
MEHTAIIMIO B COOTBETCTBU p
¥ ¢ HOpMATHBHO- MeToz | OohpiX JOKYMCHTOB ylipa Tecr 3auér B hopme TecT
geckumu aktamu; aganru | BEHA a
POBaTh CYIIECTBYIOLIHE IT N
PasHoypoBHeBbie 32 | 3au€r B popme Tect
paBuJIa U TEXHOJIOTHH COC L4 a sana .
Y1 U HUSI
TaBJIeHHs 1 opopMIIeHHs 4. Ipasina opopmitern | A .
ynpaBJieHyeckux jokyme | 1 AOKYMCHTOB IO JIMTTHOM 3aué
y COCTaBy T a4éT B popme TecT
HTOB K KOHKPETHBIM YCIIO ecT a
BUSIM
PJ3 Hasbik : 10KyMeHTalbHOT PasHoypoBHeBbIe 32 | 3auéT B opMe TecT
b o
0 oopMIIeHHS peTIeHN I
1.5. Opranuzanus nokyme | 4491 1 3alaHis a
B YIPaBJICHUN OTIEPALMOH
o .. | HTOOOOpOTa 3aud
HOH (IIPON3BOJICTBEHHOH) Tecr a4éT B hopmMe TecT
JeATeIbHOCTH OpraHu3aIl a
Wil; HaBBIKAMU TOJITOTOBK N
PazHoypoBHeBbIe 32 | 3auér B popme Tect
W OpraHU3alMOHHBIX U pa 16.0 a sana .
YU U HUSI
CHOPSHTEHHBIX TOKYMe .6. CHOBHLIe6npaBnna oA ot
HTOB, HEOOXOMUMBIX jursi | PTAHMSALHIHI pabOTEl € 10 3auéT B dhopMe TeCT
co31aHus HOBBIX peanpu | KYMCHTaMH Tect .
HUMATEJIbCKUX CTPYKTYP

4 Onucanue nNpoueaypbl OCHUBAHUS

KadgectBo copMHpOBaHHOCTH KOMIIETCHIIMA Ha JaHHOM JTale OICHUBACTCS I10
pe3ynbTaTaM TEeKYIIUX U MPOMEKYTOUHBIX aTTeCTAlli MPHU MOMOIIY KOJTUYECTBEHHOMN OIEHKH,
BBIpOKEHHOU B Oaymax. MakcumanbpHas cymMma 0ayuioB IO JuUcCHMIUIMHE (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» /
ot 41 10 60 (Hey0BIETBODHTE VY cryneHra He cd)czpmnposaiﬂm JUCHUIUTMHAPHbBIE KOMIICTEHINH, IIPOSBIISIETCS HEA0C
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>i, yMeHHﬁ, 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 BBIIOJIHSITh 33/IaHHE
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 HAa MaTEpPHAIBHOM HOcHTeNe WHGOpMaIHs ¢ PEeKBU3UTAMHU,
MO3BOJISIOIIMME €€ UACHTU(PHUIINPOBATH

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

4)3anuch yYETHBIX JaHHBIX 110 YCTAaHOBJIEHHOU popme

2. B xakoM M3 NEPEUYUCIECHHBIX HOPMAaTHUBHBIX JOKYMEHTOB COJEP)KATCS ONPEICIICHUS
TEPMHHOB «IOKYMEHT» U «UH(}OpMALIHS

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

2)I'OCT P51141-2013 «/lenonpou3BoicTBO ¥ apXUBHOE Je10. TepMUHBI K 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 €€ COJIep KaHUsI 0ObEKTUBHOMY COCTOSIHUIO JIEJ


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 BO3SMOXKHOCTBIO COTIOCTABIISITh CBEACHHUS, OTHOCSIIMECS K Pa3IHYHBIM

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 W3 BONPOCA M HECKOJBKUX BapHaHTOB OTBeTa. Perienue
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 KaXKAOM TCCTC 5 BOIIPOCOB.

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 CryneHT coBepinwi 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 PCryJIupOBaHusA COHUAJIBHBIX

OTHOIIIEHU.

. Undopmanus, 3apukcupoBanHas JTI0ObIM CIIOCOOOM Ha JTF0O0OM HOCHUTEJE.

. IlonIMHHUK JOKYMEHTa — 3TO:

. IlepBbIil WM €IUHCTBEHHBIN DK3EMILIAP JOKYMEHTA.

. DK3eMIUISIp JOKYMEHTA, C KOTOPOro CHATA KOIUSI.

. JOpuanyeckas cujia J0KyMeHTa — 3TO:

. OcobeHHOCTH BHENTHETO OPOPMIIEHUS TOKYMEHTA.

. CBUZIETENBCTBO HAIMYMS B IOKYMEHTE ITOJIOKEHUM HOPMAaTUBHOTO XapakTepa.

. 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 cocTaBieHus 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
ajpecary 1o no4re, MPpoCTABJSIIOTCA BU3bI?
1. Ha nognuHHMKE, OTHPaBIsEMOM ajpecary.
. Ha xonuu, nomenaemMoii B 1€J10 OpraHu3aluy.
. Kaxkoii pekBu3uT 0(popMJjieH HENPABWIBHO?
. HaumeHnoBaHnue opranusanuu-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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