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

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

3amaun U3y4eHHs JUCUUTUIAHBL:

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

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

- TIpPUMEHEHHE IMOJYYCHHBIX 3HAHUW TMPH pa3peliCHHH Pa3IHYHBIX OPHINYECKUX
CUTYaLUM.

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

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

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

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

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

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

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




3aKOHOJATEILCTBA O CTATyCE
cyzaeu, CyaencKonl STUKHI

P12 Haspik

TIPY BBITTOJTHEHUH y4eOHBIX
3a7a4 JEMOHCTPUPOBATh
STUYECKOE ITOBECHUE

PJ13 3Hanue

Ha3bIBaTh JOKYMEHT, B
KOTOPOM OTpa)kaeTcst
olpesieNieHHast
nporneccyabHas IS TeIbHOCTD
U UHas I0pUAnYecKas
JICATEIbHOCTh

PI3 VYmenne

XapaKTepu30BaTh OCHOBHBIC
TpeOOBaHHUS COACPKAHKE
JOKYMEHTAIMH, B KOTOPOit
OTpaXkaeTcs OTpeeIcHHas
nporeccyasibHas ASsITebHOCTD
Y WHas I0pUAnYecKas
JICATEIbHOCTh

P13 Haspix

HMETD OIIBIT COCTABJICHUS
JIOKyMEHTalluu, B KOTOPO’
OTpa)kaeTcs I0pHIUYECKas U
HHasl JeSITeIbHOCTD

B nmponecce OCBOCHUA OJUCHUINIMHBI PEIOAOTCA 3aJadu

BOCIIMTaHUA TapMOHHUYHO

pa3BHTOﬁ, HanI/IOTI/I‘IHOI\/’I 1 COHUaJIbHO OTBETCTBEHHOM JIMYHOCTH HAa OCHOBE TpaAUIIUOHHBIX
pOCCI/IfICKPIX AYXOBHO-HPAaBCTBCHHBIX U KYJIbBTYPHO-UCTOPUUCCKUX HGHHOCTefI, MMpEaACTaBJICHHLIC

B TaOnuie 1.2.

Tabmuua 1.2 — L{eneBbie OpueHTHPHI BOCTIUTAHHS

BocnurTarteabHbIe 321241

®opMUpOBaHUE LICHHOCT el

eneBble OpUEHTHPHI

1 (I)OpMI/II)OBaHI/Ie rpamancxoifl MO3UIUU U TIATPUOTU3MA

DopMUPOBAaHUE YYBCTBA TOPIOCTH 3a
nocruxkenus Poccun

I'paxknaHCTBEHHOCTH

I'ymanHOCTB

Bocnuranue ysaxxenus k Konctutyiun u
3akoHaM Poccuiickoit @enepanuu

IIpaBa 1 cBOOOABI UeIOBEKA

I[I/ICHI/IHJ'II/IHI/IpOBaHHOCTI)

2 ®opMupoOBaHNe TyXOBHO-HPABCTBEHHBIX IEHHOCTEH

Bocnuranune HPABCTBCHHOCTH,
MWJIOCCPAUa U COCTPpAdaHUA

EnuncrBo HaponoB Poccun

BHuMaTeIbHOCTE K Jc€TalsiM

Bocnutanue yyBcTBa Joira U
OTBETCTBEHHOCTH IE€PE]] CEMbEN U
00IIIECTBOM

HpaBa u CBO60,I[LI YCJIOBCKa

OTBETCTBEHHOCTh

3 ®opMupOBaHMe HAYYHOT0 MUPOBO33PEeHHs U KYJIbTYPbl MbILJICHHS

Pa3zBuTne 1mo3HaBaTeILHOTO HUHTEpECa 1
CTPEMIJICHUA K 3HAHUAM

Bricokue HpaBCTBEHHBIE
Hzeabl

AKTHBHAas )KU3HEHHAS IO3uN A

DopMUPOBAHUE KYJIBTYPbI
MHTEJJIEKTYJIbHOTO TPYy1a U HAY4HOH
9TUKHU

JlocTOnHCTBO

JIt060BB K pOTHOMY S3BIKY

4 (I)OpMI/IPOBaHI/Ie KOMMYHUKATUBHBIX HABBIKOB U KYJbTYPbI oﬁmemm

PazBuTre ymenust 3pekTHBHO 00maThCs
Y COTpYIHHYATh

Fpa)!(ﬂaHCTBGHHOCTI)

Oco3HaHne HEHHOCTH
npodeccun




®dopmupoBaHue KyJIbTYpbl TUCBMEHHON

pcuun 1 ACJI0BOIro O6III€HI/IH

Bzanmomnomorns u
B3aUMOYBAXKCHHE

WNuauBuayanbHOCTh

2 Mecto aucuuniauHbl (MoayJsi) B ctpykrype OIIOIT

ceMecTpe.

JuctunauHa "JloKyMeHTaIlmoOHHOE OOecleueHue YMpaBlIeHHus", OTHOCUTCA K 4YacTH
yueOHoro miuaHa, GopMHpyeMOl y4aCTHHUKAMU OOpa30BaTEIbHBIX OTHOIICHUH, M3y4yaeTcs B 3
YcBoeHHe CTyIeHTaMH KOMIIETEHIMH JUCIUILUIMHBI KOHTPOIHpYyeTcs (OHIOM

orieHouHbIX cpeacTB (POC).

O0bemM JUCHUIUIMHBI (MOAYJSl) B 3aYETHBIX E€IUWHUIIAX C YKa3aHUEM KOJIMYECTBA
aKaJeMHYECKHX YacOB, BBIIEICHHBIX Ha KOHTaKTHYIO paboTy ¢ oOydaromumucs (O BUIaM

3. O0beM TUCHUITHHBI (MOTYJIA)

y4eOHBIX 3aHATHI) U HA CAMOCTOSTEIBHYIO pabOTy, MPUBEICH B Ta0IUIIE 2.

Tabnuna 2 — O61mas TpyJI0eMKOCTh AUCIUITITUHBI

Cemectp ef/ﬁ( };Z(l:(; OO0BeM KOHTAKTHOM paboThI (Yac)
(0D0)
Hasparie g)gpl\:l Hacts . AynutopHas Breaynn- CPC ?T(frpel\(’::d
OIIOIT BO 1-131:; viI Kypc yaTop TOpHAas A
(30, (3.E) | Bcero .
0300) nex. | mpak. | ma6. | A | KCP
40.03.01 0300 | BLB 4 3 6 [ 2] o [ o |1 [ 3 |10 3
TOpucnpyneHuus

4 CTpyKTypa U coiepKaHue IUCUMILTUHBI (MO1YJIs1)

4.1 CtpykTrypa aucumnanHbl (MoayJs) aias 0390

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

C Y4eOHBIM IJIaHOM, TIpUBEEH B Tabmuie 3.1

Tabnuma 3.1 — Paznens! TUCHUIUIMHBL (MOAYJS), BUABI yUeOHOU NeATeIbHOCTH U (POPMBI

TeKymero Koutpos ainst O3d0

Kon pe- Kos-Bo yacoB, oTBeieHHOE Ha
dopma
No HazBanue Tembl 3yJIbTaTa
Jlex [pakr JIab CPC TEKyLIEro KOHTPOJIS
00y4YeHUs

1 Jlenonpou3BOACTBO Kak OHA P13, 05 05 0 12 cobecemoBaHue, TECTHI,
13 QYHKIMH yIpaBIeHSL. P/13, P13 ) ' MIPaKTHYECKOE 3aJaHue.
OdopmiieHnEe PEKBU3UTOB P/13, cobeceioBaHnE, TECTHI,

2 0.5 0.5 0 12
JIOKYMEHTOB. PJ13, P13 MIPAaKTUYECKOE 3aJJaHuE.
CocrasieHne u 0popMICHUE P/3, cobeceloBaHNE, TECTHI,

3 0.5 0.5 0 12
CITy’KeOHBIX JOKYMEHTOB PJ13, P13 MIPAKTHYECKOE 3aJaHHE.
Odopmnenne kagpoBoi P/3, cobeceloBaHUE, TECTHI,

4 0.5 0.5 0 12
JIOKYMEHTALIMU. P13, P/13 IPAKTUYECKOE 3aJaHMHeE.
5 Pa6ota ¢ oOpameHusIMH P/13, 05 05 0 12 cobeceloBaHUE, TECTHI,
rpakJaH. P13, P/13 NPaKTUYECKOE 3aaHue.

Opraau3zanus
6 | moxymeHTOOOOpOTA B PI3, 0.5 0.5 0 12 cobecelioBanue, TeCTL,
P3, P13 MIPaKTUYECKOE 3aJaHHUeE.
YUpEKICHHN.

7 HomeHnkiarypa u P/13, 05 05 0 12 cobece0BaHUE, TECTHI,
(hopMHpOBaHKE JIEI. P13, P/13 NPaKTUYECKOE 3aaHue.




Tonrotosia e k P13 cobeceloBaHUEe, TECTHI
8 | mocnenyromemy xpaHeHuIO 1 ¢ 0.5 0.5 0 15 A ’ ’
PI3, P/13 MPaKTUYECKOE 3aJaHue.
HCII0JIb30BAHUIO.
HToro no tadaune 4 4 0 99

4.2 Conep:xxaHue pa3aesioB U TeM JUCHUILTHHBI (MoayJst) niasa O3D0

Tema 1 /lenonpouzso0cmeo Kax 00Ha u3 QYHKYU ynpasieHus.

Conepxanne tembl: Mctopus cranoBienust u pa3sutus [JOY B Poccuu. HopmaTtusHO-
meroanyeckass 6aza JIOY. OpraHu3alMOHHO-TIPAaBOBBIE JTOKyMeHTHL. Kiaccuduxamms
TokyMeHTOB. @opmbl opranuzanuu JJOY u kareropuu yudpexxJIeHui. .

@opMbl U METOABI MPOBEACHUS 3aHATUI MO TeMe, MPUMEHsSEeMble 00pa3oBaTeIbHBIE
TEXHOJIOTHH: BBOJIHAS JICKIUS, IPAKTUYECKOE 3aHATHE, COOECeI0BaHUE.

Bunbl camocToATeNbHON MOATOTOBKH CTYAEHTOB 10 TEME: IIOJTOTOBKA K MPAKTUYECKOMY
3aHATHIO, COOECEOBAHUIO ITyTEM U3YUYEHHs] OCHOBHOU U JOMOJHUTENIbHOM TUTEPaTypHI.

Tema 2 Oghopmnenue pexeuzumos 0OKyMeHmos.

Conepxxanne Tembl: Dopmyssip - o0paszeln; OpraHu3aluOHHO-PACIIOPSAUTEIIBHBIX
JOKyMEHTOB. Buzpl u Ha3HaueHue O6iaHkoB. TpeGoBanus K 0pOpMIICHUIO TOKYMEHTOB. [IpaBuna
odopMIIeHUS] PEKBU3UTOB IOKYMEHTOB.

@opMbl 1 METOJBI TPOBEACHHS 3aHIATUN MO TeMe, MpUMEHseMble 00pa3oBaTeiIbHbIC
TEXHOJIOTHH: JICKIUS-TUCKyCCHsl (TIpoOIeMHas JICKIIKA ), TPAKTUYECKOE 3aHITHE, COOeCeI0BaHME,
TECTUPOBAHUE, BHIIIOJHEHHUE MPAKTUUECKUX 3aJaHH.

Buapl caMmocTosTENHHOM MOATOTOBKU CTYIEHTOB IO TEME: MOATOTOBKA K MPAKTUUYECKOMY
3aHATHIO, COOECEOBAHUIO ITYTEM U3YUYCHHS] OCHOBHOW U JOMOIHUTENIBHOMN TUTEPATYPHI.

Tema 3 Cocmagnenue u ogpopmaenue cayicedHbix OOKYMEHMOs.

Conepxanne Tembl: CripaBOYHO-MH(POPMAITMOHHAS TOKYMEHTALUS: CITyKeOHbIe TTHChMa,
JIOKJIA/IHbIE U OOBSCHUTENIbHBIE 3aIMCKH, IPOTOKOJI U BBIIKMCKA U3 IPOTOKOJIA, CIY>KEOHbIE aKThI.
PacniopsiqurensHas JOKyYMEHTalMs: IIOCTAHOBIICHUs, PEIICHMs, PpACHOPSIKEHUs, IPUKA3bl,
BBIIIMCKY U3 IPUKa30B. PacueTHO-/1eHE)KHAs TOKYMEHTALMS.

@®opMbl U METOABI MPOBEACHUS 3aHATUI NO TeMme, MpUMEHseMble 00pa3oBaTeIbHbIE
TEXHOJIOTHH: JIEKIIUA-TUCKyccus (IpobieMHas JIEKIH ), TPaKTHUeCKoe 3aHsATHE, COOeceJ0BaHNE,
TECTUPOBAHUE, BBIIIOJHEHHUE NIPAKTUUECKUX 3aJaHUM.

Buzbl caMOCTOATENBHOM OATOTOBKHU CTYIEHTOB 110 TEME: ITOATOTOBKA K IIPAKTUYECKOMY
3aHATHUIO, COOECETOBAHMIO ITyTEM HU3yYeHHs OCHOBHOM M JOMIOJHUTEIBHOMN JTUTEPATypBhI.

Tema 4 Ogopmnenue kaoposoli OOKyMeHmayuu.

Copep:xanue TeMbl: Buapl 1 Ha3HaueHHE KaIpoBOM JOKyMEHTaluu. Bupl 3asBieHuii no
JUYHOMY cocTaBy. JInuHast kaprouka Gopmbl T-2, aBTOOHOrpadus, JUUYHBIM JUCTOK MO y4eTy
KaJIpOB, COCTaB JOKYMEHTOB JIMYHOTO JEJIa, TPYAOBbIE KHUKKH, IPUKA3 110 JIUYHOMY COCTaBY,
pe3roMe.

@®opMBl M METOJbI NPOBEACHMS 3aHITUH MO TeMe, NMpPUMEHseMble 00pa3oBaTeIbHbIC
TEXHOJIOTUH: JIEKIUSI-TUCKYCcCHsl (poOIeMHast JIEKINA), TPaKTUYECKOoe 3aHATHE, coOece0BaHue,
TECTUPOBAHUE, BBIIIOJHEHHUE NMPAKTHYECKUX 3aJaHHM.

Bunbl caMOCTOATENBHOM MOATOTOBKHU CTYIEHTOB 110 TEME: IIOATOTOBKA K IIPAKTUYECKOMY
3aHATHIO, COOECeOBAHMUIO ITyTEM U3YUYEHHs] OCHOBHOM U JIOMOJHUTEIBHOMN JIUTEPATYPHI.

Tema 5 Paboma c obpawenuamu epaxcoan.
Copepxanne Tembl: Bunael obpamenuii rpaxnan. Peructpanus obpamenuii. KoHTpois
WCITOJTHEHUS OOpaIeHui.



@opMBI ¥ METOJBI TPOBEACHHS 3aHIATUN 1O TeMe, MpPUMEHSeMble 00pa3oBaTeIbHBIC
TEXHOJIOTHH: JICKITUS-TUCKYCCHs (TIpoOIeMHast KNS ), TPaKTUYECKOE 3aHITHE, COOECeTI0BaHNE,
TECTUPOBAHUE, BBHIITOJIHEHUE TPAKTUUECKUX 3a/TaHUH.

Bunel camocrosiTenbHON MOATOTOBKU CTYACHTOB IO TEME: IMOATOTOBKA K JIEKIMH-
JUCKyccud (TTPOOJIEMHOM JISKIINH ), PAKTUYECKOMY 3aHSATHIO, COOECeT0BAHUIO, TECTUPOBAHUIO H
BBIMIOJTHEHUIO TMPAKTUYECKUX 3aJaHUid MyTeM U3Y4YeHHUS OCHOBHOM U JIONOJHUTEILHOM
JTUTEPATYPHI.

Tema 6 Opeanuzayus OOKYMeHmMooOOPOMa 8 yupedtcoOeHuu.

Conepxanue Tembl: OOIIMe MpaBuia OpraHU3aluyd JOKYMEHTOO00POTa B YUPEKICHUH.
[TIpuem u 0OpaboOTKa MOCTYMAIONIUX JOKYMEHTOB. Perucrpanus W HMHIEKCAIUsl JTOKYMCHTOB.
®opMBI perucTpanu JoOKyMeHTOB. [1opsaok pOX0kKIeHHS CO3/1aBaeMbIX TOKYMEHTOB.

@opMBI ¥ METOJBI TPOBEACHHS 3aHITUH 1O TeMe, MPUMEHSIeMble 00pa30BaTeIbHBIC
TEXHOJIOTUH: JICKIUSI-TUCKYCCHsl (IPOOJIeMHast JISKIIHSA ), TPAKTHYECKOE 3aHATHE, COOeceI0BaHuE,
TECTUPOBAHUE, BBHIITOJIHEHUE MPAKTUUECKUX 3a/TaHUH.

Bupl caMOCTOSTEIIBHOM MOATOTOBKH CTYIEHTOB IO TEME: MOJr0TOBKA K MPAKTHYECKOMY
3aHSITHIO, COOCCEOBAHUIO ITYyTEM H3y4YCHHSI OCHOBHOW U JOMOJHUTEIIBHOMN JINTEPATYPHI.

Tema 7 Homenxnamypa u popmuposanue oe.

Copmepxannie TeMbl: Ha3HaueHne W BHUIBI HOMEHKIATypbl Jen. TpeboBaHus K
COCTaBJICHUIO HOMEHKJIATYPhI JIEI.

@opMbl 1 METOJBI TPOBEACHHS 3aHIATUN MO TeMe, MpUMEHseMble 00pa3oBaTeiIbHbIC
TEXHOJIOTHH: JIEKIUA-TUCKyccus (pobieMHas JIEKIHS ), IPaKTHUECKOe 3aHATHE, COOEeCEeJ0BAHUE,
TECTUPOBAHUE, BBHIITOJIHEHUE MPAKTUYECKUX 3a1aHUH.

Buapl camocTosiTeIbHON MOATOTOBKH CTYIEHTOB IO TEME: MOJATOTOBKA K JICKIUHU-
TucKyccuu (TpoOJIeMHOM JIEKIINHY ), MPAKTUYECKOMY 3aHATHIO, cOOeCce0BaHNI0, TECTUPOBAHUIO U
BBITIOJIHCHUIO TPAKTUYECKUX 3aJaHU TyTeM W3YyYEeHHUs] OCHOBHOW U JIOMOJHHUTEIbHOU
JUTEPATYPHL.

Tema 8 Iloocomoeka den k nociedyrowemy XpaHeHuro u UCHOIb308AHUIO.

Copep:xaHue TeMbl: DKCIIepTU3a LIGHHOCTH TOKYyMEHTOB. COoCcTaB U (PYHKIIUU SKCIIEPTHON
komuccuu. Odopmienue aen. ONUch T0OKyMEHTOB, Haxoasanmxcs B aene. CocTaBieHue ONUCH
nen. XpaHeHHue Jen B TekylleM aenonpou3Boiactse. [lepemaua nen B apxuB. OdopmiieHue
JIOKYMEHTOB U JI€]1 K YHUYTOKEHUIO U CHATHUIO UX C Y4eTa. .

@®opMbl U METOJbI HPOBEACHMS 3aHITUH MO TeMe, NMpUMEHseMble 00pa3oBaTeIbHbIC
TEXHOJIOTUH: 3aKJIIOYUTEIbHAS JIEKIHS, PAKTHUECKOE 3aHATHE, co0eceJoBaHNe, TECTUPOBAHUE,
BBIIIOJIHEHUE PAKTUYECKUX 3aJaHUMN.

Bunbl caMoCTOATENBHOM TOATOTOBKU CTYACHTOB I10 TEME: ITOATOTOBKA K 3aKIIFOUUTEIbHON
JEKUUU, MPAKTUUYECKOMY 3aHATHIO, COOECEeOBaHMIO, TECTUPOBAHUIO U  BBIIOJHEHUIO
IIPAKTUYECKUX 3aJaHUM TyTEM U3Y4EHHUs] OCHOBHOU U JIONIOJHUTENIBHOMN JINTEPATYPHI.

5 Meroauveckne YyKazaHus A8 OOYy4AIOIIMXCH MO0 M3YYEHHI0O M Pealu3anuu
AMCUUIJIMHBI (MOIYJIs1)

5.1 Metoanueckue peKOMeHAAUMH OOYYAWIIUMCS MO0 U3YYEHHI0 IUCUMIUVIMHBI H 10
00ecreYeHN 0 CAMOCTOSITeJILHOM PadoThI

[ToaroToBka K JEKIIMOHHBIM Te€MaM, OIpElIeJIeHHBIM B paboueil mporpamme ydeOHOU
TUCIUTITMHBL "JloKyMeHTaIlmOHHOEe O0ecredeHne ympaBlieHus" OCYIIECTBISETCS CTYIEHTaMU
nepe/ 3arIaHuPOBaHHOM JIEKIMeH onpeaeneHHo yueOHbIM pacniucanueM. [loaroroBka k 1eKiuu
JIOJDKHA HOCUTH OOIIUN 03HAKOMUTEIBHBIN XapaKTep, MJIsl BBISIBICHUS MPOOJIEMHOTO TOJIST TEMBI



JeKIMU U o0ecriedeHus: 0OpaTHOM CBSI3U CTYJEHT — IpernojaaBaTelib. TeMbl i MOATOTOBKH K
MPAKTUUYECKUM (CEMUHAPCKUM) 3aHATUSIM YCTaHOBJEHBbI mporpammoil. IloarotoBka K
IIPAKTUYECKUM (CEMUHAPCKUM) 3aHATHUSIM IIPEAII0IAracT CaMOCTOSITENIbHBIN aHAJIN3 JIEKIMOHHOTO
MaTrepuana, peKOMEHA0BAHHOW JIUTEPaTypbl, JOMOJHUTEIbHBIX TEOPETUYECKUX U MTPAKTUYECKHUX
UCTOYHUKOB. JIJIl MOATOTOBKH K 3au4€Ty CTYIEHT 00s3aH MpopadoTaTh HOPMATUBHO-TIPABOBBIC
MCTOYHUKU 10 TeMaM JUCUUIUIMHBI, OCHOBHYIO U JIOMIOJIHUTENBHYIO JTUTEPATypPy (C 00s13aTEIbHBIM
KOHCIIEKTUPOBAaHUEM H3y4aeMOro Marepuaa).

5.2 OcoOenHocTH opraHu3anuu OO0y4YeHHs AJI JHMI C OrPAHUYEHHBIMH BO3MOKHOCTAMH
310POBbSI H HHBAJIH/I0B

[Tpr HEOOXOIUMOCTH OOYYAIOIIUMCS U3 YUCIIA JIUI] C OTPAHHYECHHBIMHA BO3MOXKHOCTSIMHU
3JI0POBbS U MHBAITHJIOB (I10 3asBICHUIO 00YUYAIOMIET0oCs ) MPEIOCTABISIETCS yaeOHas
uH(pOpMaIKs B JOCTYIHBIX (POPMAxX ¢ YIETOM MX WHIAMBUAYAIBHBIX MCUXO(DU3HUCCKUX
OCOOCHHOCTEH:

- TS JTUI] C HAPYIICHUSIMU 3pEHUS: B TIeYaTHOH (popMe yBETMYSHHBIM IIPH(PTOM; B hopme
JJICKTPOHHOIO  JIOKYMEHTa; WHUBHyaJIbHBIE KOHCYJIbTAllUU c [IPUBIICYCHUEM
TU(DI0CYpAOTIEPEBOIUNKA; MHANBUAYAIbHbIE 3aJaHUsI, KOHCYJIbTAlUU U JIp.

- 17151 JIMLL C HApYIICHUSIMU CIIyXa: B IeyaTHOH (hopme; B popMe 31EKTPOHHOTO IOKYMEHTA;
WHJVBHyaJIbHbIE KOHCYJIbTAallUM C IIPUBJICYCHHEM CYpAONEPEBOJUMKA; HWHAWBUIYAIbHbIE
3a/1aHus], KOHCYJIbTAllUU U JP.

- IUTSI JTUT] C HApYIICHUSIMHU OTIOPHO-/IBUTATEIIBHOTO alllapaTa: B eyaTHo# popme; B hopme
3JICKTPOHHOI'O TOKYMEHTa; NHIUBUYaJIbHBIC 3a1aHNs, KOHCYIbTALUU U OP.

6 ®oHI OLIEHOYHBIX CPEICTB /JIfl MPOBEIeHUs TEKYIIEro KOHTPOJIsI U MPOMeKYTOUYHOI
arrecTauMy 00y4aroMXcs M0 JMCUMILINHE (MO1YJIIO0)

B cootBerctBum c¢ tpeboBanusmu PI'OC BO pns arrecranuu oOydarommxcs Ha
COOTBETCTBUE WX TMEPCOHAIBHBIX JOCTMIKEHUN IUIAHUPYEMbIM pe3yjbTaTaM OOy4YeHHUs 10
TUCIUIIINHE (MOJIYII0) CO3/IaHbl (JOH/IBI OLIEHOUHBIX CPEICTB. THUIIOBBIE KOHTPOJIbHBIC 3a/1aHNUS,
METOJIMYECKUE MaTepHualibl, OMPEACISIONINE MPOUEAYPhl OILCHUBAHUS 3HAHUM, YMEHUU U
HABBIKOB, a TAKXKe KPUTEPUU U MOKA3aTeNU, HEOOXOANUMBIE /ISl OLIEHKH 3HAaHUH, yMEHUH, HAaBBIKOB
W XapakTepusylolue dTanbl (HOPMUPOBAHHUS KOMIIETCHIIMM B  MPOIECCE OCBOCHUS
o0pa3oBaTenbHOI MporpaMmel, mpeacTabieHsl B [Ipunoxennn 1.

7 Y4eO6HO-MeTOAMUYECKOE M HH(POPMALIMOHHOE 0O0ecneyeHue TUCHMIIMHBI (MOLYJIs1)

7.1 Ocnoenas rnumepamypa

1. Hoponuna, JI. A. OpraHuzanusi U TEXHOJOTHS JOKYMEHTAIMOHHOIO OOeCreueHHs
yIpaBJIeHUS : yUeOHUK U MPaKTHKYM Ui By30B / JI. A. Jloponuna, B. C. UpuTtnkoBa. — 2-e u3.,

nepepadb. u gon. — MockBa: WMamarensctBo HOpaiit, 2024. — 270c.— (Bricuiee
obpazoBanue). — ISBN 978-5-534-16016-1. — Texkct : snektpoHHBI // OOpazoBaTenbHAs
miarpopma HOpaiit [caiit]. — URL: https://urait.ru/bcode/536404 (mara oOpameHus:
12.03.2025).

2. Kyszuenos, U. H. JlokymeHTaninoHHOE oOecrnieueHue yrnpapieHus. JJokyMeHT0000poT
U JIEJIOTIPOU3BOJICTBO : YUeOHUK U npakTukyM s By3oB / U. H. Ky3neunos. — 4-e u3z., nepepad.
u qomn. — Mocksa : MznatensctBo HOpaiit, 2024. — 545 c. — (Bsicuiee obOpa3zoBaHue). —
ISBN 978-5-534-16003-1. — Tekcr : anekrponHbid // OOpa3zoBarenbHas miardgopma FOpaiit
[caiit]. — URL: https://urait.ru/bcode/535548 (nara obpamenus: 12.03.2025).



7.2  /lononnumenvnas numepamypa

1. Abynmamze, [.I. JlokyMeHTallMOHHOE OOECIIEYCHNUE YIPABJICHUS TEPCOHAIOM '
y4eOHMK 1 TIpakTukyM s By30B / JI. I'. AOynanze, U. b. Bempsbkkuna, B. M. MacnoBa. — 3-¢

u3a., mnepepad. m jgon. — Mocksa : WzmarensctBo IOpaiit, 2024. — 374 c. — (Bsicmiee
obpazoBanue). — ISBN 978-5-534-16669-9. — Tekct : snexrponHbiid // OOpa3zoBarenbHas
mwiarpopma HOpaiit [caiir]. — URL: https://urait.ru/bcode/536724 (nmara oOpameHus:
12.03.2025).

2. Aoymanze, J.I'. JlokymMeHTarimoHHOE OOECIEYCHHE YIPABICHUS IEPCOHAIIOM :
y4eOHMK 1 TIpakTukyM i By30B / JI. I'. AOynanze, U. b. Bempsbkkuna, B. M. MacnoBa. — 3-¢

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

3. bacakoB, M. MW., JlokymMeHTalOHHOE o0ecreueHnue YIpaBieHUs (C OCHOBAMH
apxuBOBeAeHHS) : yueOHoe ocodue / M. U. bacakos, JI. JI. MuxaiinoBa. — Mocksa : KnoPyc,
2025. — 218 ¢. — ISBN 978-5-406-14633-0. — URL: https://book.ru/book/958252 (mata
obpamenus: 18.06.2025). — TekcT : AIEKTPOHHBIN.

4. brikoBa, T. A. JlokyMeHTallMOHHOE OOecredeHue yrpasjieHus (JIeT0NpOrU3BOICTBO) :
yuebHoe mocobue / T. A. beikoBa, T. B. Ky3nenosa, JI. B. Cankuna ; non o6m. pen. T. B.
KysnenoBoii. — 2-e u3n., nmepepad. u gon. — Mocksa : UHOPA-M, 2024. — 304 c. + Jlom.
MaTepuaisl [ DnekTpoHHbI pecypc]. — (Bricmiee oOpasoBanue: bakanaspuar). - ISBN 978-5-16-
004805-5. - Tekcr : snextponnbiid. - URL: https://znanium.ru/catalog/product/2110037 (/lara
obpamienus -18.06.2025)

5. Tronenera, T. A., JlokyMEeHTaIlMOHHOE OOCCIICUYCHHE YIPABICHUS (C MPAKTUKYMOM) :
yuebnuk / T. A. TroneneBa. — Mocksa : KnoPyc, 2025. — 186 ¢. — ISBN 978-5-406-13717-8.
— URL: https://book.ru/book/955652 (nata obpamenwus: 18.06.2025). — TeKCT : 2I€KTPOHHBIH.

6. Ilepemetnena, H. B. JlokymentannonHoe odecrnieueHue ynpasieHus. Pabouas rerpanpb
: mpaktukyMm / H. B. IllepemerseBa. — MockBa : OOIIECTBO ¢ OrpaHHYEHHON OTBETCTBEHHOCTHIO
"ITpocmekt", 2025. — 96 c¢. — ISBN 978-5-392-43021-5. — EDN SYLTJV.

7.3 Pecypcor ungpopmayuonno-menekommynukayuonnoi cemu ""Humepnem',
6KI04as npogeccuonanvuvlie 06a3bl OAHHBIX U UHEOOPMAUUOHHO-CRPAGOUHDIE
cucmemul (npu HeodX00UMOCmMU):

1. UndopmanmonHo-npaooii nopran "["apant": https://www.garant.ru

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

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

4. OGpasosatensHas mnatdopma "FOPAUT"

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

6. DnextpoHHO-OMOMMOTeyHas cucteMa "ZNANIUM.COM"

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

8. [Ilpesmmentckas Oubnmorexka wuMm. b.H.Enpmmaa (0a3a maHHBIX pa3sTHYHBIX
npodeccuoHambHbIX 00nacTeil) - Pexxum noctyna: https://www.prlib.ru/

8 MarepuajbHO-TeXHHMYECKOe oO0ecneyeHHe AUCUUILIMHBI (MOAYJis) W IepeyeHb
HHG(POPMALMOHHBIX TEXHOJOTHIi, HCMOJIb3yeMbIX NPH OCYILIECTBJIEHUH 00Pa30BaTeJIbLHOIO
npouecca 1no AUCHUILINHE (MO1YJ/II0), BKJIOYAas NepevyeHb NPOrPaMMHOro odecneyeHunst

OcHOBHOE 000pYIOBaHUE:

e [IpoekTop



IIporpamMmmHoOe o0ecIieyeHue:

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

Hassarue OIIOII BO, Kon u popmynupoBka KoMHeTeHIN

COKpameHHOe nu

Kon u popMynrpoBka HHANKATOPA TOCTIKCHUS
KOMITCTEHITHU

40.03.01 «¥Opucnpyne
HIIAS»
(B-IOIT)

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

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

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

Hec(OPMUPOBAHHOM.

2 [loka3aTe/M OLleHUBAHUS IJIAHUPYEMBIX Pe3yJIbTATOB 00y4YeHHs

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

Tabmuna 2.1 — Kpurepun orieHKA WHAUKATOPOB JTOCTHKEHUS KOMITCTCHITUN

Kpurepuu onieHuBaHUS pPe3yNbT
aToB 00y4YeHHUs

KOPPEKTHOCTD U IMOJHOTA OTBET
a

KOPPEKTHOCTD U IMOJHOTA OTBET
a

KOPPEKTHOCTD U IMOJHOTA OTBET
a

KOPPEKTHOCTD M IMMOJHOTA OTBET
a

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

KOPPEKTHOCTD M IMMOJHOTA OTBET
a




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

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

3 IlepeyeHb OLIEHOYHBIX CPEICTB

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

KonTtponupyemsle Ii1aHUpyeMBbIe pe3

yIBTaThl 00yUeHUS

KonTtpoaupyemsie TeMBI 1
HCLUIUINHEI

HaumeHoBaHME OIIEHOYHOTO CPE/ICTBA U TP
encrasienne ero B POC

ITpomexyrouHas at

Texymmii KOHTPOJIb
yit ™ TecTalys

OuHo-32049Hast popma oOydeHUS

PJ13

3HaHHUE : Ha3bIBATh JAOKYM
CHT, B KOTOPOM OTpa>kacT
Cs OIIPEACIICHHA TPOLECC

CyajibHas ACATCIbHOCTb U
HHasd ropuandeckas ACsaTe
JIBHOCTh

1.1. JIenonpou3BOACTBO K
o 3a4er B MUCEMEHHO
ak ogHa u3 pyHkuuid ynp | CobecemoBanue o
it popme
aBJIEHUA.
1.2. OdopmiieHHE pEeKBH3 3ayer B TUCbMEHHO
CobecenoBanne o
WUTOB JOKYMCHTOB. it popme
1.3. Cocranenue u opop
3ayeT B MUCHMEHHO
MiIeHHe ciyxeOHbIX MoKy | CobecemoBaHme o
it popme
MEHTOB
1.4. Opopmitenne xkaapoB 3a4yeTr B MUCEMEHHO
. bop P CobecenoBanue =
O JOKyMEHTAaIHN. it popme
1.5. Pabota ¢ obpanienus 3ader B TUCbMEHHO
CobecenoBanue =
MH TPaxkIaH. i hopme
1.6. Oprauuszaius 10Kyme
p L IOKYM 3a4yeTr B MUCEMEHHO
HTOOOOpOTa B yupexaeHu | CobecemoBaHue M
it popme
H.
1.7. Homenknatypa u ¢o 3a4yer B MUCEMEHHO
ypa 1 gop CobecenoBanne o
MHPOBAHHE JIEII. i hopme
1.8. [logroToBKa Jien K IO
3a4eT B HUCEMEHHO
CIIEAYIOIIEMY XPaHCHHIO CobecenoBanue o
it popme
M HCIIOIb30BAHMIO.




Pa3

YMeHue : xapakTepu3oBa
Th OCHOBHBIE TpeOOBaHMS
coJep)KaHNe IOKYMEHTAIl
1H, B KOTOPOH OTpakaerc
s OTIPEAEIEHHAs TIPOLECC
yanbHas JIESITENbHOCTD U

WHas IOpUINIECKas AeATE
JBHOCTh

1.1. IenonpousBoICTBO K
aK oJHa U3 GYHKIUH yrp
ABJICHUSI.

PasHoypoBHEBEBIE 32
a4y ¥ 3aaHus

3ayer B MUCbMEHHO
it opme

Tect

3a4yer B MUCEMEHHO
it opme

1.2. OdopmiieHre peKkBmI3
UTOB JOKYMEHTOB.

Pa3HoypoBHEBBIE 3a
Jla9¥ U 3aJaHNs

3a4yer B MUCEMEHHO
it popme

Tect

3a4er B MUCEMEHHO
it popme

1.3. CocraBnenue u opop
MJICHUE CITYKECOHBIX TOKY
MEHTOB

Pa3zHoypoBHeBBIE 32
Jlau¥l U 3aJlaHus

3a4er B MUCEMEHHO
it popme

Tect

3a4yer B MUCEMEHHO
it popme

1.4. OdopmiieHre KaapoB
Ol TOKyMEHTalUH.

Pa3HoypoBHEBEIE 3a
Jla9¥ U 3aJaHNs

3a4yer B MUCEMEHHO
it popme

Tect

3adeT B MUCHbMEHHO
it popme

1.5. Pabora ¢ obOparieHus
MU IpaKaaH.

Pa3HoypoBHEBEIE 3a
Ja4du U 3a1aHuA

3adeT B MUCHbMEHHO
it opme

Tect

3ayeT B MUCEMEHHO
it opme

1.6. Opranuzanus 10Kyme
HTO000pOTa B YUPESIKICHH
H.

Pa3zHOypOBHEBEIE 32
Jlau¥ U 3aJaHNs

3ayeT B MUCEMEHHO
it popme

Tect

3adeT B MUCHbMEHHO
it popme

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

Pa3HoypoBHEBEIE 3a
Ja4dyu U 3aJaHuA

3adeT B MUCHbMEHHO
it opme

Tect

3ayeT B MUCEMEHHO
it popme

1.8. IToaroroBska zien K o
CIIEAYIOIIEMY XPaHCHHIO
M MCIIOJIb30BaHHUIO.

Pa3zHoypoBHEBEIE 32
Jlau¥ U 3aJlaHus

3ayeT B MUCHMEHHO
it popme

Tect

3adeT B MUCHbMEHHO
it popme

PI3

HaBbIK : UMETB OIBIT COCT
aBJICHUA JIOKYMEHTalUH,
B KOTOPOH OTpaxkaeTcs 1o
puanyecKas U uHasi 1esrte
JIBHOCTh

1.1. Tenonpou3BOICTBO K
aK ojiHa U3 QYHKIMN yIp
aBJICHHSI.

Pa3HoypoBHEBEIE 3a
Ja4Hu U 3a1aHuA

3adeT B MUCHbMEHHO
it popme

Tect

3ayeT B MUCHMEHHO
it popme

1.2. OdopmiieHHE peKBI3
UTOB JIOKYMEHTOB.

Pa3zHoypoBHEBEIE 32
Jlau¥l U 3aJlaHus

3ayeT B MUCHMEHHO
it popme

Tect

3adeT B MUCHbMEHHO
it popme

1.3. CocraBnenue u opop
MJICHHE CITyKEeOHBIX TOKY
MEHTOB

Pa3HoypoBHEBEIE 3a
Ja4H U 3a1aHuA

3adeT B MHCHMEHHO
it popme

Tect

3aueT B IUCbMEHHO
it popme

1.4. Odopmiienne Kaapos
Ol TOKyMEHTalu K.

PasHoypoBHEBBIE 3a
JIaY4 ¥ 3aJaHus

3a4er B MUCEMEHHO
it popme

Tect

3adeT B MUCHMEHHO
it opme




Pa3HprOBHeBLIC 3a 3ayeT B MUCbMEHHO

1.5. Pa6ora c obpamenns | A49H 1 3alatHiid i popme

MM TpaXkJIaH. 3adgeT B MICEMEHHO

Tect o
it opme
PazHOypoBHEBBIE 32 | 3aueT B MMCHbMEHHO
1.6. Opranusanms NOKyME | nauy u 3agaHus it opme
HTO000pOTa B YUPESKICHH
" 3a4er B MUCEMEHHO
: Tecr o
it popme

Pa3HprOBHeBLIe 3a 3ayeT B MUCHMEHHO

1.7. Homenknatypa u op | A8H U alaHis it popme

MUpPOBaHUE AEI. 3ader B MUCEMEHHO

Tect o
it popme
PasHoypoBHeBEIe 3a | 3ader B mHCEMEHHO
1.8. TloaroToBKa IEN K 110 | nauy u 3amanus it popme
CIEYIOMEMY XPaHCHHIO
M UCIIOJIB30BaHUIO. Tecr 3ader B TUCbMEHHO
it popme

4 Onucanue NpoueAypbl OLeHUBAHUSA

KagectBo copMuUpOBaHHOCTH KOMIETEHIM Ha JAaHHOM JTale OICHUBACTCS II0
pe3ysbTaTaM TEeKYIIMX W MPOMEKYTOYHBIX aTTECTAIMi MPH IMOMOIIY KOJIMYECTBEHHOH OIIEHKH,
BbIpaX€HHOU B Oayiax. MakcuManbHas cymma OajjioB 10 JuUCUUIUIMHE (Moaynto) paBHa 100
Oauiam.

O1neHouHOE CPesICTBO
Bup yuebHoli nesTenpH CobeceoBatt PasnoypoBne
OCTH e Bblc 3agaud U | Tect Hroro

3agaHus

Jlexin[1] 10 10
IMpaktnueckue 3auarus | 10 30 40
CamocrosiTenbHas pado 30 30
Ta
IIpomexyTouHnas arrec 20 20
Tanus
Hroro 20 60 20 100

[1] B cootBercTBUM ¢ [TonoxeHHeM 00 OpraHU3alUK U MPOBEACHUH TEKYILEr0 KOHTPOJIS
yCIIeBaeMOCTH, TEKYIIEH U mpomexyTouHoi artectanuu cryaestoB CK-CTO-I1J1-04-1.114-
2019 (BBeneH B aeiicTBue mpuka3zoM pekropa BI'YOC ot 29.01.2019 Ne54), a umenno 1. 4.4,
MOCeIIeHUEe JISKIUH 10 TUCIUIUIMHE OleHuBaeTcs B 1 Oann 3a 3ansTue (B cymme He 6omee 20
0aJToB 3a ceMecTp.

CymMma 6aioB, HaOpaHHBIX CTYJIEHTOM IO BCEM BUJIaM YU4€OHOU JESITEIHHOCTUA B paMKax
JTUCITUTLIIMHBI, IEPEBOUTCS B OIIEHKY B COOTBETCTBUHU C TaOIHUIICH.

Cymma 6aio
B

IO AUCIUILIH
He

OmeHka 110 mpoMex
YTOUYHOH aTTecTalnu XapakTeprcTHKa KauecTBa c()OPMHUPOBAHHOCTH KOMITCTEHIIMH
"

CTyzieHT IeMOHCTPHUPYET CPOPMHUPOBAHHOCTh JUCIMILTHHAPHBIX KOMIICTEHIINH, 00Ha
PY’KHMBaeT BCECTOPOHHEE, CHCTEMaTHYECKOe U ITy0OKOe 3HaHHE yueOHOro MaTepuana
«3a4TeHO» / , YCBOMJI OCHOBHYIO JIUTEPATYPY ¥ 3HAKOM C JOMOJIHHUTEIBHOMN JIUTEpaTypoil, pekome
«OTIINIHO H/IOBaHHOU IIPOTPaMMOii, yMeeT CBOOOIHO BBHIMTOTHATH MPAKTHIECKHE 3aIaHuUs, TIPEX
YCMOTpEHHBIE TPOTrPaMMOH, CBOOOIHO ONepHpyeT MPHOOPETEHHBIMH 3HAHUSAMH, yMe
HUSIMH, TIPIMEHSIET UX B CUTYAIMSIX MOBBIIICHHOHN CIIOKHOCTH.

ot 91 o 100
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CTyaeHT IeMOHCTpUpYeT cHOPMHUPOBAHHOCTD JUCLUIIMHAPHBIX KOMIICTEHIMIL: OCHO

o1 76 10 90 «3a4YTeHO» / BHBIC 3HAHUSI, YMEHUS OCBOCHBI, HO JIONYCKAIOTCS HE3HAUUTEIbHbIC OIINOKH, HETOYH
«XOPOLIO» 0CTH, 3aTPYAHEHHUS IIPH aHAITUTHYECKUX OIIEpaLsX, IEPEHOCE 3HAHUH U yMEHUH Ha H
OBBIC, HECTAH/IAPTHBIC CHTYALlH.
CTyzeHT AeMOHCTPHUpYeT ChOPMHUPOBAHHOCTH TUCIUIUIMHAPHBIX KOMIIETEHIIHI: B X0
«3a4TeHO» / Jie KOHTPOJIBHBIX MEPOIIPHUATHI HOITYCKAIOTCS 3HAYNTEIBHBIE OIINOKH, TPOSIBIIIETCS O
ot 61 1o 75 «yIIOBJIETBOPHUTENb | TCYTCTBHE OTAENBHBIX 3HAHUI, YMEHHMI, HABBIKOB IT0 HEKOTOPHIM JUCIUILIHHAPHEIM K
HO» OMIICTEHIMAM, CTYACHT MCIBITHIBACT 3HAUUTEIbHbBIC 3aTPYJHECHUS TIPU OIEPUPOBAHK
Y 3HAHUSAMU U YMCHUSMH IIPU UX NIEPEHOCE Ha HOBBIC CHTYALMH.
«we 3auTeHO» / V crynenTa He c(OPMUPOBAHEI AUCIUILIMHAPHEIE KOMIICTEHIIUH, TIPOSIBIISIETCS HEZOC
oT 41 o 60 «HEYJOBJIETBOPHTE Y OpMHpOBa) P - 1P
TaTOYHOCTb 3HAHMIl, YMEHHUH, HABBIKOB.
JIBHO»
«He 3a4TeHO» /
JlucuyIuIMHapHBIe KOMIIETEHIMH He chopMHUpoBaHbl. [IpOsBIACTCS MOJHOE WM NIPAK
ot 0 1o 40 «HEYJOBJIETBOPUTE

JIBHOY)

THYECKU ITOJHOE OTCYTCTBUE 3HaHHfI, yMeHPIfI, HAaBBbIKOB.

5 IlpumepHbIe OLIEHOYHBbIE CPeACTBA

5.1 CoGecenoBanue — 3a1IMTa MHANBUAYATbHOI0 32 JaHUS

AP

JICTIOTIPOU3BOICTBE
Cranpaptuzanus gjokymenToB. Tpedosanus [[OCT P.6-30-2003
PexBu3uT. PacnonosxeHue u pa3mep peKBU3UTOB

[ToHsATHS «TOKYMEHTAIIMOHHOE 00eCIIeYeHUE YIIPABICHUS U «IEIIOTIPOU3BOICTBO
Cayx06a JIOY — pyHKINHU U CTPYKTYpa, IPaBa U OTBETCTBEHHOCTb
HopmaTuBHO-nIpaBoBasi 6a3a TOKYMEHTHPOBaHHS

[TonsTHE «yHUDHUKAIHS JOKYMEHTOB)» U €T0 3HAYCHHUE B COBPEMEHHOM

Knaccudukanus 10KyMeHTOB

5
6.
7. TlonsTue «10KyMeHT». @YHKINHU IOKYMEHTOB
8
9

CucreMbl JOKyMEHTOB

10. Opranu3anroHHO-pacnopsIUTeIbHAs CUCTEMA TIOKYMEHTALUN

11. PacniopsiuTenbHbIE TOKYMEHTbI

12. Opranu3anvoHHO-TIPaBOBbIE JOKYMEHTBI

13. N OopManInOHHO-CITPABOYHBIE JOKYMEHTHI

14. JTokyMeHTBI IO JINYHOMY COCTaBY

15. TexHomnorus paboThl ¢ JOKYMEHTaMHU

16. Onpenenenne NOHATHS «I0KyMEHTOO00POTa», OOIIME MPUHIUIIBI U METOMYECKHUE
OCHOBBI OpPTaHU3AINH JJOKYMEHTO000pOTa

17. CtpykTypa 1 ob1mas XxapakTepUCTHKa JJOKYMEHTOIIOTOKOB

18. Peructparus kak cocTaBHas 4acTh TexHonoruu JJOY

19. Dranbl NpoX0oXKAEHUS U UCTIOTHEHUS HCXOAIINX U BHYTPEHHUX JOKYMEHTOB

20. Perucrpanust JOKyMEHTOB. 3a1a4¥ U IPUHIUITBI PETUCTPAITIH

21. OcHOBHBIE IPaBUJIa UHAEKCAIIUN JOKYMEHTOB

22. ®opMHpOBaHUE U XPaHEHHE JIeT B JICIIOTIPOU3BO/ICTBE

23. OnpezeneHre NOHATUS HOMEHKJIATYpBI J1e1. Busl HOMeHKnatyp nen

24. TpeboBaHUs K (OPMYINPOBKE 3ar0JOBKOB JIeJ B HOMEHKJIATYpe

25. O6pazoBaHue MHJIEKCA JIe1a B HOMEHKIIAType

26. Cpoku XpaHeHUS JIeT

27. XpaHeHHue JOKYMEHTOB B CTPYKTYPHBIX [TOJIpa3/IeJICHUSAX OpraHu3aluu

28. TloaroToBKa | mepejiaya Jieid B BEIOMCTBEHHBINA apXUB

29. TpeboBaHus K 0(hOPMIICHUIO AeT

30. OnpenerreHne U COCTaBICHHUE OTHCEH

Kpamkue Memoouyeckue yKasaHus




[Tpu mOATrOTOBKE K MPAKTUYECKOMY 3aHATHIO CTYJCHT 0053aH MpopaboTaTh HCTOYHUKH 1O
TeMaM JUCUUIUIMHBI, OCHOBHYIO M JOIOJIHUTENbHYIO JUTEeparypy (C o00s3aTeabHbIM
KOHCIIEKTUPOBAHUEM HM3Y4aeMOI'0 Marepuajia — IIpu cOOECeI0BaHUU C MPENOJaBaTeIeM CTYIEHT
MO>KET UCMOJIb30BaTh CBOU 3aIIHUCH).

LlIxana oyenku

OrneHka Bansr Onucanne

5 5 CTYICHT MPEACTABIII OTINYHOE UCTIOIHEHUE C He3HAYUTEIbHBIM YHCIOM OLIHO0K

4 4 CTYJICHT MOKa3aJ YPOBEHb BIAJICHHUS MaTCPUAIOM BBIIIE CPETHETO C HECKOIBKHMH OIMHOKaMU
3 3 B II€JIOM MPABIJIBHO, HO CO 3HAYUTEILHBIM KOJIMYECTBOM HEIOCTATKOB

2 0 B II€JIOM MPABHIIbHOE HCIIOJHEHHE C KPUTHICCKUM KOJIMYECTBOM CYIIECTBEHHBIX OIIHOOK

5.2 Bonpocel k 3a4eTy (MUCbMeHHAasA (opma)

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

1.IlonsaTus CIOKYMCHTAIIMOHHOC obOecrcucHue YIIpaBJICHUA» U «ACJTIOIIPOU3BOJACTBO»

Cnyx06a JIOY — GpyHKINHU U CTPYKTYpa, IIPaBa U OTBETCTBEHHOCTh
HopmaTuBHO-nIpaBoBasi 6a3a TOKYMEHTHPOBaHHS

[MousiTre «yHUUKALUS TOKYMEHTOB)» U €r0 3HAYCHUE B COBPEMEHHOM
JIeTIONPOU3BOICTBE

Cranpaptuzanus gfokymenToB. Tpedoanus [[OCT P.6-30-2003
PexBusut. Pacnonoxenue u pasmep peKBH3UTOB

ITonsTne «10KkyMeHT». DyHKIIUU JOKYMEHTOB

Knaccudukarus 1okyMeHTOB

CucreMbl JOKyMEHTOB

OpraHu3aoHHO-PACIOPAAUTENIFHAS CHCTEMA JOKYMEHTAIIMN

. PacriopsauTenbabie JOKYMEHTBI

. Oprann3anOHHO-IIPABOBBIE TOKYMEHTHI

. UH(opMalilnoHHO-CIIPaBOYHbIE TOKYMEHTBI

. JIOKyMEHTBI 110 IMYHOMY COCTABY

. Texnonorus paGoTkI ¢ TOKyMEHTaMHU

. Onpenenenne NOHATHS «IOKyMEHTO000pOTay, O0IINE MPUHIIUITBI U METOANYECKHE

OCHOBBI OpraHu3aluu JOKYMEHTO000poTa
CrpykTypa 1 0o0111ast XapaKTepUCTHKA JJOKYMEHTOIIOTOKOB

Perucrpanus

aK cocTraBHas 4acTh TexHoynoruu JJOY

OTalbl MPOXOKACHUA U UCTIOJIHCHUA UCXOAAIUX U BHYTPECHHUX JOKYMCHTOB

Perucrpanus i

OKYMEHTOB. 3aJaui ¥ MPUHIUIIBI PETUCTPALIUN

OcHoBHBIE IIPaBUJIa MHIEKCALUN JOKYMEHTOB

®opmupoBaHue U XpaHEHUE el B AEJIONPOU3BOICTBE

Onpenenenye NOHATHS HOMEHKIIATYPBI Jiesl. Bujbl HOMEHKIIATyp Jen
TpebGoBanust Kk HOPMYTUPOBKE 3ar0JIOBKOB JIe]T B HOMEHKIIATYpe
OO6pa3oBaHue MHJIEKCA Jlela B HOMEHKIIAType

Cpoxu XxpaHeHHUsI Jien

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

TpeboBanust K 0OpMIICHUIO J1e]T

Omnpenenenue U cocTaBieHUE onuceit

Kpamxue memoouueckue ykazanus
[Ipn noxaroroBke K 3aueTy CTYAEHT 00s3aH MpopadoTaTh HCTOYHUKH IO TeMaM
JUCLUIUINHBIL, OCHOBHYIO U JIOIIOJHUTEIBHYIO JINTEPATYPY.

LIxana oyenku

[ Ouenxa

| Bamel

| Onncanne




91-100

CTYJIEHT MOKa3bIBAET INIyOOKHE OCO3HAHHbIE 3HAHMS 110 OCBELIAEMOMY BOIIPOCY, BIaJeHUE OCH
OBHBIMHU TOHATHSAMH, TEPMUHONIOTHEH; BaieeT KOHKPETHBIMU 3HAHUSIMU, YMEHUSIMU 110 JaHHO
1 AMCUUIUIMHE; OTBET MOJIHBIA JOKa3aTeIbHbIN, YETKUM, TPAMOTHBIN, WIUTIOCTPUPOBAH MPAKTHY
€CKHM OIBITOM IPO(eCCHOHANBHOH NesSTeNbHOCTH

76-90

CTYACHT NMOKa3bIBaACT FJ'Iy6OK0€ U IOJIHOC YCBOCHHUE COJCPIKaHUS MaTE€pUuaia, yMCHUE MPaBUJIbH
O 1 JOKa3aTCJIbHO H3JiaraTb HpOFpaMMHBIﬁ Marepuall, 10IMyCKaeT OTACIbHbIC HE3HAYNUTCIIbHBIC
HCTOYHOCTH B (1)OpMe W CTHUJIC OTBCTA.

61-75

CTYJEHT IOHMMAeT OCHOBHOE COJIEpKaHHe yaeOHOIl MporpaMMBl, yMeeT MOKa3bIBaTh IPAaKTHIE
CKOe ITPUMEHEHHE MOIy4YeHHBIX 3HaHUH. BMecTe ¢ TeM foIycKaeT oTJenbHbIe OMNUOKY, HETOYH
OCTH B COJepXaHuH 1 0(OPMIICHUH OTBETA; OTBET HEAOCTATOYHO MOCIICJOBATENICH, JOKa3aTele
H W IPaMOTEH.

MeHee 60

CTYIICHT NMEeT CYIECTBEHHBIE IIPOOEIBI B 3HAHUSX, TOITyCKAeT OMNOKH, HETOYHOCTH B COAEPXK
aHMU paccKa3bIBAEMOT0 MaTepualla, He BbIICIAET IIIaBHOI0, CYIIECTBEHHOT0 B oTBeTe. OTBET I
OBEPXHOCTHBIH, 6€310Ka3aTeIbHBbIH, JOMYCKAIOTCS peueBble OMINOKN.

5.3 UToroBbIii TECT

1. 1.

Cucrema AOKYMEHTAIUUHU — 3TO COBOKYITHOCTb JOKYMEHTOB,

NMPpUMECHAECMbIX:

a) B chepe yrpaBieHuUs;

0) B kKakoi-mubo cepe AeITeTbHOCTH;

B) B IAaHHOM YYPEKICHHUH;

') B KOHKPETHOM CTPYKTYPHOM TOIpa3/ICIICHUH.

1. 2

Ha xos1ernajibHoil 0CHOBE U31AI0TCS:

a) MOCTaHOBJICHUS;
0) IpHUKa3bl 10 OCHOBHOM JESATCIIEHOCTH,
B) IIPUKA3bI 110 INYHOMY COCTAaBY;

I') CIPaBKH.

1. 3.

HpOCKT MpUKa3a 1mo JU4YHOMY COCTaBy IrOTOBHUTCSH:

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

T') CEKpeTapeM.

1. 4.

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

MEPONPUATHUH, ITPONATAHAUPYIOIIECC NEATC/IbHOCTD KaKoi-1100 OpraHm3aivu,
Ha3bIBACTCHA:

a) pa3bSICHEHUEM;

0) MHPOPMAILTMOHHBIM;
B) HAlIOMUHAHUEM;

I') FapaHTUITHBIM.

1. 5.

IIpuem Ha pabdoTy NPOU3BOAUTCH HA OCHOBAHUM:

a) pacropsDKeHUsI HadaJIbHUKA OTIela KaJIpoB;
0) JINYHOTO JKeNaHus pabOTHHKA,

B) JINYHOTO 3asiBIICHUs paOOTHUKA;

r) aBrobuorpaduu.




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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