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1 Hean, niianupyemMble pe3y/ibTaThl 00y4eHHUs 110 AUCHHUILIMHE (MOLYJII0)

[lenpro 0CBOECHMS AMCUMIUIMHBI «J[OKYMEHTHPOBAHUE YIIPABJICHUYECKOU AEATEIBHOCTU»
sBisiercs BeimonHerune TpedoBanuit ®I'OC BO k mpodeccrnoHanbHO# MOATOTOBKE OaKataBpoB,
oOyyaromuxcs Mo HanpasJieHnto noaAroToBku 38.03.02 «MeHeKMEeHT».

3anauu OCBOEHUS IUCUUIUIMHBIL:

- TOKa3aTh pOJb JOKYMEHTa M JOKYMEHTHPOBAaHHON WH(OpPMamuym B MpPAKTUKE
yIpaBJIEHUS;

- U3YYUTh 3TaIbl PA3BUTHUS JOKYMEHTA KaK HOCUTENS WH(OPMAIIHH;

- U3YyYUTh  3aKOHOJATENIbHBlE M  HOPMAaTUBHO-METOJMYECKHE
periaamMeHTHpyoIre padoTy ¢ JOKYMEHTaMH OpraHu3aluu;

- 03HAKOMMTb C MPABUIIAMH COCTaBJICHUS U O(POPMIIEHUS YIIPABIEHYECKUX TOKYMEHTOB;

- U3y4YUTb MOPSI0K pabOTHI C JINYHBIMU U CITYKEOHBIMU JJOKYMEHTaMHU;

- IPUBUTH HaBBIKU COCTaBJICHUS U OPOPMIIEHHS OCHOBHBIX JJOKYMEHTOB YIPaBJICHUS;

- U3y4UTh paboTy CIyKObl JOKYMEHTAIIMOHHOTO 00eCTIeueHus yIpaBJIeHUS;

- O03HAaKOMHUTb C COBPEMEHHBIMH TEXHOJOTUSIMU OpraHu3aluu JOKYMEHTO00OopoTa
MPEANPUATHI U OPraHU3aLHN.

[InanupyembIMu pe3yabTaTaMu 00y4eHUs MO AUCHUIUIMHE (MOAYIIO), SIBJISIOTCS 3HAHMS,
yMeHHUsl, HaBbIKH. [lepedeHp MIaHUpyeMbIX pe3ylbTaToB OOy4eHHUS MO JUCHMIUIUHE (MOIYIIO),
COOTHECEHHBIX C IUIAaHUPYEMBIMHU pe3yJibTaTaMU OCBOEHHSI 00pa3oBaTeNIbHOM MpPOrpaMMbl,
npecTanieH B Tabnuue 1.

JIOKYMEHTBHI,

Tabmuma 1 — Komnereniuu, popMupyemMble B pe3ybTaTe U3ydeHUs! AUCUUTIINHBI (MOTYIIs)

Pe3ynbraTel 00y4eHus 10 AUCHUILUIMHE
Koxn n Koxn
HasBanue (dhopmynrpoBka
OIIOII BO, opmyinposka UHIMKATOpa Koz
COKpAIIIEHHOE KOMIIETEHIIMN JOCTHKEHHS pe3yib DopMynHupoBKa pe3ysibTaTa
KOMIIETEHIINU
TaTa
38.03.02 VK-4 : Criocoben | YK-4.2B : Bener PI1 3HaHKHE | OCHOB JIOKYMEHTAaJbHOIO
«MeHemKMEHT» | OCYILECTBIATh JIEJIOBYIO ohopMIIeHHS! pellIeHuiT B
(b-MH) JIETTOBYIO TIEpETHCKY, YIpaBJICHUH ONEPAIIMOHHOMN
KOMMYHHKAIIHIO B | yIUTHIBAs (TIpOM3BOACTBEHHOIN)
YCTHOM 1 0COOEHHOCTH JIeATEIbHOCTH
TIHCBMEHHOM CTWJIMCTUKH OpraHM3aluii; TpeOOBaHuUIt K
¢dopmax Ha Oo(UIHATBHBIX U CTaH/IapTU3AINH U
rocyJapcTBEHHOM | HeouIuaabHBIX YHU(HKAIUH JOKYMEHTOB,
SI3BIKE TIHCEM, JIEUCTBYIOIIIX
Poccuiickoit COLIMOKYJIBTYPHBIE YHU(DUIUPOBAHHBIX CHCTEM
®denepanyu u pas3nuuus B YIPaBJIEHYECKOU
nHOCTpaHHOM(BIX) | (hopmate JIOKYMEHTAITIH
A3bIKe(ax) KoppecnioHAeHIMA | P2 | Ymenue | cocTaBiusiTe u 0OPMIISTE
Ha JCIOBYIO TOKYMCHTALIMIO B
rOCyZIapCTBEHHOM COOTBETCTBHH C HOPMAaTHBHO-
Y THOCTPaHHOM METOJUYECKUMH aKTaMH;
S3bIKax aJanTUPOBaTh CYILIECTBYIOLINE
MPaBWJIa ¥ TEXHOJIOT U
COCTaBJICHUS U 0(hOpMIICHHUS
YIIPaBIEHYECKUX TOKYMEHTOB
K KOHKPETHBIM YCIOBHSM
PJ13 HaBpik | mokymeHTanpHOrO
oopMIIeHNS perIeHuI B
YIIPaBIICHUH ONIEPAIIMOHHON
(TpOM3BOACTBEHHON)
JIeATEIHOCTH OpTaHU3alNi;
HaBBIKaMH TIOITOTOBKH
OpraHM3alOHHBIX U




pacnopsiAUTENbHBIX
JIOKYMEHTOB, HEOOXOTUMBIX
JUTSL CO3JTaHUST HOBBIX
MpeanpUHUMATETbCKUX

CTPYKTYP

B mpormecce ocCBOGHHS IUCHUIUIMHBI PEMIAIOTCS 3aa4d BOCIHTAHUS TapMOHUYIHO
pPa3BHUTOM, MATPUOTUYHOW W COIMAIBLHO OTBETCTBEHHOW JIMYHOCTH HA OCHOBE TPATUITMOHHBIX
POCCHIICKHX JTyXOBHO-HPABCTBEHHBIX U KYIbTYPHO-UCTOPUICCKHUX IICHHOCTEH, MPECTABICHHBIC
B Tabmuue 1.2.

Tabmuna 1.2 — I{eneBbie OpUEHTHPHI BOCTIUTAHUS

BocnuraresibHbIe 3a1a4M ®opmHupoBaHue HeHHOCTei IleneBbie OpHEHTHPBI

(I)OpMHPOBaHI/le rpamnancxoﬁ MO3UIUHU U MATPUOTHU3MA

Bocnurtanue yBaxenust k KoHcTUTyIIMu u Cnyxenue OTeuecTBy U

N JIro0oBB K cTpaHe
3akoHaM Poccuiickoit eneparmu OTBETCTBEHHOCTB 3@ €ro Cyap0y

(I)Ole/lI)OBaHI/le AYXOBHO-HPABCTBCHHBIX IleHHOCTeﬁ

Bocnuranue yyBcTBa 10ra U
B3aumonomoip u

OTBCTCTBCHHOCTHU rlepe)] CeMbef/lI u BHI/IMaTeHbHOCTB K J€TaJIsIM
B3aUMOYBa)KCHHE
0011eCTBOM

(I)Ole/lI)OBaHI/le HAYYHOT'0 MUPOBO33PCHUA U KYJIbTYPbI MBIIIJICHUS

PasButne no3naBaTenbHOro HUHTEpECa U

Co3uaaTeNbHbINA T HUCHUIITTMHUPOBAHHOCTD
CTPEMJICHUS K 3HAHUAM A pya II p

‘I)Ole/lpOBaHI/le KOMMYHUKATUBHBIX HABBIKOB U KYJbTYPbI o01IeHust

DOpMUPOBAHUE KYIbTYPhI IHCbMEHHOU JloOporxenaTenbHOCTh U
I'paxknaHcTBEHHOCTH
pedH U AEIOBOTO OOIEHUS OTKpPBITOCTh

2 MecTo qucuuninnbl (MoayJs) B crpykrype OITIOII

[[I/ICL[I/IHJ'II/IHa «IIOKYMCHTI/IpOBaHI/Ie ynpaBnqueCKoﬁ ACATCIBHOCTH» OTHOCHTCA K
BapHaTHBHOﬁ qaCTu HpO(i)eCCI/IOHaJ'IBHOFO OUKJIa y‘IC6HLIX IIJIaHOB.

3. O0beM qUCHHMIJIMHBI (MOZYJI51)

O0beM auCHUIUIMHBL (MOIYNsl) B 3a4eTHBIX EAMHUIAX C YKa3aHHEM KOJMYecTBa
aKaJIeMUYECKUX YacoB, BBIJEJICHHBIX Ha KOHTaKTHYI paboTy ¢ oOydaromumucs (Mo BHAAM
y4eOHBIX 3aHATHI) U Ha CAMOCTOSITEIbHYIO paboTy, IpUBE/EH B TabuIe 2.

Tabnuua 2 — O6mas Tpya0eMKOCTb JUCIUIUINHBI

Tpyzo- O06BbeM KOHTAKTHOH paboTHI (Yac)
€MKOCTh
Cemectp
Hasnaiue ibgphﬁ Hacte 14(11(1)4(20)0 AynuTopHast Breayna- CPC ?I?ribf
OIIOII BO H{; VI 3 cD(y)p ymarop TopHas e
’ B3.E) Bcero
0300
) nek. | mpak. | 7mab. IMA | KCP




38.03.02

[0102]0) b1.b 2 3 37 18 18 0 1 0 71 3
MeHemKMeHT

4 CTpyKTypa U coieprKaHue TMCUMILTUHBI (MOTYJIs1)

4.1 CTpykKTypa AMcuMnauHbl (Moayas) aiass OPO

Tematnueckuil TUIaH, OTPAKAONIUN COACpPXKAHWE IUCUUIUIMHBI (TIEpeueHb pa3AeiioB U
TEM), CTPYKTYpUPOBAHHOE 10 BUJIaM YU4€OHBIX 3aHATHH € yKa3aHHEM UX 00bEMOB B COOTBETCTBUU
C Y4eOHBIM IIaHOM, NpHUBeEJIeH B Tadmuie 3.1

Tabmuua 3.1 — Pa3zaens! TUCHMIUTMHBL (MOTYIs), BUIBI YI€OHOU NEATETBHOCTH U (OPMBI
Tekymiero KoHTpoJst aist ODO

Kon pe- Komn-Bo acoB, oTBe/iIcHHOE Ha
dopma
Ne HaszBanmne TeMbl 3yabTaTa
Jlex IIpakr J1a6 CPC TEKYILETO KOHTPOJIS
00y4JeHUs
TeopeTuueckre 0CHOBBI
1 | nemonpousBoICTBa PJI1 2 2 0 12 TECT, 3aJJaHue
OpraHu3aIn
2 Obuue npasia opopmIeHus PI1 7 2 0 12 TECT, 3a/I1aHue

YIIPaBJICHYECKNX JIOKYMEHTOB
Oco0eHHOCTH COCTABIICHUS 1
3 | odopmiteHHsT OCHOBHBIX P12 2 5 0 12 TECT, 3a/laHue
JIOKYMEHTOB YITPaBJICHHS
INpaBuia opopmieHus

4 | DOKYMEHTOB IO JINYHOMY P2 2 4 0 13 TECT, 3a7aHue
COCTaBY

5 Opranusanus P13 3 3 0 11 TECT, 3a/IaHue
JIOKyMEHT0000poTa
OcCHOBHBIE TpaBHIIA

6 | opranusanuu paboThI ¢ Pa3 2 2 0 11 TECT, 3a7aHue
JIOKYMEHTaMH

Hroro no raésune 18 18 0 71

4.2 Coaep:xanue pa3aejaoB U TeM AU CHUILTUHBI (Moayas) Aas ODO

Tema I Teopemuueckue oCHO8bl 0e10NPOU3BOOCMBA OP2AHUIAYULL.

Conepxxanne tembl: Mudbopmarms, ee kputepuu. JlokymeHT. PEeKkBH3UT JOKyMEHTA.
Oynkuuu gokymenTa. KOpuanueckas cuia fokymeHTa. Jlenonpous3BoacTBO, JOKYMEHTHPOBAHUE.
JlokymeHTallMoHHOe  obOecrieueHue  ympaBieHus.  JlokymentooOopoT.  Knaccudukanus
nokymeHnToB. CraHmapTusauus ¥ yHUUKAIMS JOKYMEHTOB. YHHUGUIIMpOBaHHAS CHCTEMa
nokymenTauu (YCJ). Cucremsl nrokymenTtanuu. [Ipunnumns! nenonpousoactsa. HopmarusHo-
MeToanYecKas 6a3a TOKyMEHTUPOBAHUS YIIPABICHYECKON IESATEIBLHOCTH M OpPraHu3aIii padoThI
C IOKyMEHTaMHU.

@opMBl M METOJBI TPOBEICHHS 3aHITUN IO TeMe, MPUMEHseMble 00pa30BaTEIbHbBIC
TEXHOJIOTUU: JIEKIIMOHHOE, TPAKTUYECKOE.

Bunel caMmocTosITenpHON MOATOTOBKU CTYACHTOB IO TeMe: M3YYeHHE JOMOJIHUTEIbHOM
JUTEpaTyphl 110 TEME.

Tema 2 Obwue npasuna oghopmaenust ynpagieH4eckux 00KyMeHmos.

Conepxanue temsl: OCT P 7.0.97-2016 «YHUpHULIHPOBaHHBIE CUCTEMBI IOKYMEHTALINH.
YHudUUUpoBaHHas CUCTEMa OPraHU3alMOHHO-PACTIOPAIUTEIbHON JoKyMeHTaluu. TpeboBaHus
K oopmienuto n1ok-meHToB». PexBusut 01- 'ocynapctBennslii rep6 P®. Pexsuszur 02- I'ep6d
cyobekra P® u myHununaisHoro oOpasoBanusi. PexBuzur 03 -DmOiema opraHuzanuy Wid
ToBapHbIi 3HaK. PexBusutr 04- Kopx opranmsaunumu. PexBusur 05- VkazaHue Ha OCHOBHOM
rOCy/IlapCTBEHHBI PETUCTPALMOHHBI HOMep mnpeanpusatus. Pexsusutr 06- VYkaszanue Ha
UACHTU(DHUKAIIMOHHBI HOMEP HAJIOTOIIaTeIbINNKA/KOA MPUYMHBI IOCTAHOBKU Ha yueT. PekBU3UT



07- Kon d¢opmer mokymenta. PexBusut 08-HammenoBanue opranuzammu. Pexsusutr 09-
CrpaBounble cBeneHuss 00 opranuszauuu. PexkBusut 10- HanmeHoBaHue BuAa JOKyMEHTA.
PexBusur 11- Jlata noxymenra. PexBusut 12- PeructpanuonHssliii Homep JjokymeHTa. PekBusur
13- Ccputka Ha perucTpalMOHHBIA HOMEP U JaTy AoKyMeHTa. PexkBu3ut 14- Mecto cocraBieHus
WK u31aHust JokyMeHTa. Peksusur 15- Ceenenus 06 aapecare. Pexsuzut 16 -I'pud yrBepxxaenus
nokymeHnTa. PekBusur 17-Pesomtonus. PexkBusut 18-3aronoBok k tekcty. PexBuzut 19- Otmerka
o koHTpoJsie PexBusut 20- Tekct nokymenrta. PexBusur 21- OT™MeTka 0 HaTM4YUU NPEUI0KEHUMN.
PexBusur 22- Ilogmuck. PexBusut 23- ['pud cormacoBanus moxymenrta. PexBusut 24- Busbl
corjacoBaHusi JokymeHTta. PexkBusut 25- Ileuats. PexBusur 26-OTMeTKka 0 3aBEpEHUU KOIMH.
PexBusur 27- Otmerka 06 ucnonaurene. PekBusut 28- OTMeTka 00 UCTIONHEHUH JOKYMEHTA U
HarpaBJieHUU ero B neno. PexBu3ut 29- OTMeTka O MOCTYyIJIeHUM JokymeHTa. PexkBusut 30-
WNnentuduxatop 31eKTpoHHON Konuu JokyMeHTa. CocTaB peKBU3UTOB, UX MECTOPACIIOJIOKEHNE
Ha JokymeHTe. PopMynsp-oOpasel] TOKyMEeHTa.

@®opMBl M METOJbl IPOBENCHUS 3aHITUN IO TeMe, MpPUMEHseMble 00pa30BaTENIbHbBIE
TEXHOJIOTUU: JIEKIIMOHHOE, TPAKTUYECKOE.

Bunel caMocTosITETbHONW MOATOTOBKU CTYIAEHTOB IO TeME: M3y4EHHE JIOTIOJHUTENIbHOMN
JIUTEPATypHI 110 TEME.

Tema 3 Ocobennocmu cocmasnerus u 0QOPMIEHUSL OCHOBHBIX OOKYMEHMO8 YPAGIEHUS.

Conepxxanne Tembl: OCHOBHBIE TpYNIBI JOKyMEHTOB. HopmaTHBHBIE JOKYMEHTBI
roCyJapCTBEHHBIX OPraHOB. OpFaHI/ISaHI/IOHHI)Ie JOKYMCHTBI MPEANIPUATUA. HOH)KHOCTHLI@
MHCTpyKIMHU. PacnopsnurensHple  JTOKYMEHTHl npeanpusatus. IIpuka3sel 1O OCHOBHOU
nestenbHOCTH.  Pacnopsbkenusi, pemeHusi. MHdopmManmoHHO-CIpaBOYHBIE  JOKYMEHTHI.
[TpoToxkoibl, mosHas U KpaTkas Gopma ux opopmieHus. AKTol. CiyxeOHbIe U 0ObSICHUTEIBHBIC
3anucku. CrpaBku. CiyxeOHble J0BepeHHOCTH. [Iluchbma, WX KiaccuduUKamus, CTPYKTypa,
cTaHnapTtHble (pa3pl U BbIpakeHUs. HopMmbl oQuIMaIbHO-IETOBOTO CTUIS  CIIY>KEOHBIX
JTOKYMEHTOB. JlenoBoe muchmMo MexayHapoiHoro oopasiia. dakcel, Tenedonorpammsl. Jlorosopa,
KOHTpakThl. COBpEeMEHHBIE CIIOCOOBI U TEXHUKA CO3AaHUSI TOKYyMEHTOB.

@opMBl M1 METOJbI IPOBENCHHS 3aHSITUN IO TeMe, MpPUMEHseMble 00pa3oBaTEIbHbBIE
TEXHOJIOTUU: JIKIIMOHHOE, TIPAKTHYECKOE.

Bunel camocTosITensHON MOATOTOBKU CTYIACHTOB 0 TeMe: M3YYEHHE JOMOJHUTEIbHOM
JUTEPaATypPHI [0 TEME.

Tema 4 Ilpasuna oghopmnenus 00OKyMeHmMO8 NO IUYHOM) COCABY.

Copepxanne TeMbl: [loHATHE U CTPYKTypa MEpCOHANBHBIX NaHHBIX. [IpuHAAIEKHOCTH
MEePCOHAIBHBIX JTAHHBIX: COOCTBEHHUK, NIE€p>KaTellb U MO0JIb30BAaTEIb MEPCOHANBHBIX JAHHBIX.
Crpykrypa  KaapoBoil  MHGOPMAIMOHHO-IOKyMEHTAllMOHHOW  cucteMbl.  OdopmieHue
JOKYMEHTOB IPH MIpHEMe, YBOJILHEHUH U MepeBoie pabOTHUKA HA IPYT'YIO JHOKHOCTh. AHKETA.
TpynoBeie kKOHTpakThl. lIpuka3bl o AMYHOMY cocTaBy. OCHOBHBIE PEKBU3HUTHI JOKYMEHTOB U
npaBmwina ux odopmienusi. Kparkue cBegenus o mpaBmiiax oGOpMIICHHS TPYAOBBIX KHUXKEK,
JUYHBIX KAPTOUEK, JTMYHBIX JIe] paOOTHUKOB.

@opMBI M METOJBI TPOBENCHHS 3aHITUN IO TeMe, MPUMEHseMble 00pa3oBaTEIbHbBIC
TEXHOJIOTUU: JIEKIIUOHHOE, TPAKTHYECKOE.

Buapl caMocTosTENBHONW MOArOTOBKU CTYAECHTOB MO TEME: M3yYEHUE JOMOJHUTEIbHOMN
JUTEpaTyphl 110 TEME.

Tema 5 Opzanusayus 0oKymeHmoobopoma.

Conepxxanune Tembl: IIOHATHS TOKYMEHTOOOOPOT M OpraHu3alus JIOKYMEHTOOOOpoTa.
HopmaTtuBHO-MeTOIMUECKast — perjiaMeHTanus  JTOKyMeHTooOopoTra. OCHOBHbIE — TpaBMIIa
OpraHu3aliui  JOKyMEHTOO0OpoTa Ha mnpeanpusatuu. KauecTBeHHbIE  XapaKTEPUCTHKH
nokymMeHToobopota. Kiaccudukanus TOKYMEHTONOTOKOB: TOPH3OHTAJIbHBIE, BEPTUKAJIbHBIE,



BOCXOJISIIME, HHUCXOJANINE, BXOJIIIME, WCXOAAlIMe u BHyTpeHHHE. [logcuer oObema
JOKYMEHTOO000pOoTA.

@opMBl M METOJbl IPOBEICHUS 3aHITUH 10 TEME, NMPUMEHSIEMblE 00pa30BaTEIIbHbBIE
TEXHOJIOTHH: JICKIIHOHHOE, TPAKTUYCCKOE.

BI/I,I[BI CaMOCTOHTeHBHOﬁ IIOArOTOBKHU CTYI[GHTOB I1I0 TCMC: I/I3yquI/Ie HOHOHHHTGHBHOﬁ
JIUTEPATyphI [0 TEME.

Tema 6 OcnogHble npaguna opearuzayuu pabomsl ¢ 0OKYMeHmMAamu.

Conepxanne TeMbl: OOpaboTka MocCTymarommx AaokymeHTOB. I[lepBuunas o0OpaboTka
nokymeHToB. OOIIme MpaBWiia PEruCTPalldi JTOKYyMEHTOB, (GopMbl peructpanuu. llepemaua
JOKYMEHTOB, PacCMOTpPEHHE WX pykKoBojauTeneM. [lopsnok HampaBieHHs TOKyMEHTa Ha
WCIIOJTHEHUE U PaOOTHI UCIIOJTHUTEIS ¢ IOKyMeHTaMu. VcroytHeHue nokymMeHTa. Buapl u popmbl
KOHTPOJIS UCIOJHEHHS, CpOKoBas KapToTeka. OpraHum3amus TEKYIIero XpaHSHHS el
Howmenknarypa aen, oOmiue TpeboBanus, BUIBI HOMEHKIATyp. CocTaBlieHue HOMEHKIIATYPHI JIeI.
®opmupoBanue u odopmienue aen. Cucremaruzanusi JOKYMEHTOB B Jelie. XpaHEHHE Jell.
[ToaroToBKa TOKYMEHTOB K Iepeade Ha apXWBHOE XpaHeHHE. KpuTepun OIeHKH JTOKYMEHTOB.
CocraBiieHre OIUCEN JIe.

®opMBI ¥ METOJBI TIPOBEICHHS 3aHITUH IO TeMe, MPUMEHsIeMble 00pa30BaTEIIbHBIC
TEXHOJIOTHH: JICKIIAOHHOE, TPAKTHYECKOE.

Bunel caMOCTOSITETEHOM MOJTOTOBKH CTYJICHTOB IO TeME: M3YYCHHE JOMOTHHTEIHLHOM
JUTEPATYPHI 11O TEME.

5 Meroauyeckue Yyka3zaHusi IJA OOy4YAIOLIUXCH MO HU3YYEHMI0 W Ppeaju3anuu
AUCUUIJIMHBI (MOYJIs1)

5.1 Meroauueckue PEKOMEHAaAllNH 06yanOIIlI/IMCﬂ M0 M3YYCHUIO JUCHMILIMHBI W 110
o0ecnevyeHHI0 CAMOCTOSITEILHOM p360TLl

CamocrosarensHas padota cryneHToB (CPC) — 3T0 AeqTenbHOCTh ydaliuxcsi, KOTOPYIO
OHH COBEpIIAIOT 0e3 HEeMOoCPeCTBEHHON MOMOIIY U YKa3aHHil MpernoaBaTelis, pyKOBOJICTBYACH
cOpMHUPOBABIIUMHUCS paHEEe MPEJICTaBICHUSIMH O TMOPAIKE M MPAaBUILHOCTU BBIIOJIHEHUS
onepanuii. [lens CPC B mponiecce oO0ydeHHs 3aKJII04aeTcs, KaKk B YCBOCHUM 3HAHWM, TaK U B
(dhopMHUpPOBaHUM YMEHHI U HABBIKOB I10 UX MCIIOJIH30BAaHUIO B HOBBIX YCIOBHUSAX HA HOBOM Y4eOHOM
Mmatepuaine. CamocrosiTeNnpHas paboTa mpu3BaHa 00ecreynBaTh BO3MOXKHOCTH OCYIIECTBIICHUS
CTYIACHTaMH CaMOCTOATEIbHON MO3HABATENbHOM NIESATENbHOCTH B 00YUYEHUH, U SIBISIETCS BUJIOM
y4eOHOro Tpyaa, crnocoOCTBYIONIEro (GOpPMUPOBAHUIO Y CTYAEHTOB camoctostenbHoctu. CPC
MMeeT Kak ayJuTOpPHBIM, TaKk M BHEAyIUTOPHBIA Xapakrep. B maHHON y4eOHOI mporpamme
MIPUBE/ICH MePEeYeHb OCHOBHBIX U JIOTIOTHUTEIbHBIX UCTOYHUKOB, KOTOPBIE MPEJIaraeTcs U3y4uTh
B Mpoiiecce 00ydeHus no aucuuiuimne. Kpome toro, s pacimupenus U yriiyoJaeHus: 3HAaHUM 110
JAHHOW TUCIUIUIMHE [EeIeco00pa3HO MCIOJIb30BaTh HAyYHBIE MYONUKAMM B TEMaTHYECKUX
KypHaJlax, MOJHOTEKCTOBbIe 0a3bl JAaHHBIX OMOIMOTEKH, UMEIoLIUecs B OHOIMOTEKax By3a H
peruoHa, myoIuKanuii Ha JIEKTPOHHBIX M OyMa)KHBIX HOCUTEISX.
[Tpu peanuzaruy TUCHUTUIMHBI (MOJIYIS) TIPUMEHSETCS NIEKTPOHHBIN y4eOHBIH Kypc,
pa3MeIEHHBIN B cUcTeMe AIeKTpoHHOro o0ydenus Moodle.

5.2 OcoOeHHOCTH OpraHu3anuu OOy4YeHHsl A JHMI C OrPAHHYEHHBIMH BO3MOKHOCTAMH
310POBbsl 1 HHBAJIM0B

HpI/I HCO6XOI[I/IMOCTI/I 06y‘-IaIOH_[I/IMC$I H3 9uciia Jll ¢ OrpaHU4YC€HHBIMH BO3MOKHOCTAMU
3A0POBbA U NUHBAJINJIOB (HO 3asABJICHUIO o6yqa}0meroc;1) MMpEaAOCTaBJIACTCA yqe6Ha51



uHpopManus B JOCTYIHBIX POpPMax ¢ y4eTOM UX MHIAUBUIAYATBHBIX ICUX0(PU3UIECCKUX
0COOEHHOCTE:

- JUIsL JIAI C HAPYIICHUSIMU 3pEHUS: B IeUaTHOH popMe yBenn4eHHbIM MIPUPTOM; B hopme
AJIEKTPOHHOTO  JIOKYMEHTa;  WHIMBHIYyaJbHBbIE  KOHCYJIbTAllMM  C  IPUBJICYCHHEM
TU(IOCYPIOTIEPEBOTUMKA; MHANBUIYAIbHBIC 3aaHNs, KOHCYJIbTALUHU H JIP.

- JUIs JIUL] C HApyLIEHUSIMU ciyXa: B Ie4aTHOH (hopme; B pOpME IEKTPOHHOIO IOKYMEHTA;
WH/IMBHUIYAIbHBIE KOHCYJIBTAllMM C MPHBJICYCHHUEM CYPAOINEPEBOAYNKA; WHINBUIYaIbHBIE
3aJjaHusA, KOHCYJIbTALUU H JIP.

- 17151 AL C HApyIICHUSIMU OTIOPHO-/IBUTATEIBHOTO arapara: B medatHo opme; B popme
AIIEKTPOHHOTO JOKYMEHTA; WHANBHyaJbHbIC 331aHUs, KOHCYIBTAIIUH U JIp.

6 ®oH/ OLIEHOYHBIX CPEICTB I MPOBEIEHUN TEKYIIEero KOHTPOJISA U MPOMEeKYTOYHOi
aTTecTaly 00y4aomMXCcs N0 JMCUUILIHHE (MOIYJIIO)

B cootBerctBun ¢ TpeboBanusimu PI'OC BO pans arrectanuu oOydarouuxcs Ha
COOTBETCTBUE HX IMEPCOHANbHBIX JIOCTH)KEHUN IUIAHUPYEMBIM pe3ylbTaraM OOYy4eHHs 110
JUCHMILTNHE (MOJIYJII0) cO3aHbl (POH/IBI OLEHOYHBIX CPEACTB. TUNOBBIE KOHTPOJIbHBIE 3a/IaHUS,
METO/JIMYECKUE MaTepuasbl, OMPENENAIONINe MpPOIeayphl OLICHWBAHUS 3HAHUM, YMEHUH U
HAaBbIKOB, a TAK)KE KPUTEPUHU U TIOKa3aTeNn, HEOOXOAUMbIE JIIsl OLIEHKU 3HAHUN, YMEHU, HABBIKOB
U XapakTepusymooliue dTanbl (POpMHpOBaHHS KOMIETEHLMH B  MPOLIECCE OCBOEHUS
o0pa3oBaTeNIbHOM MporpaMmsl, npeactasieHsl B [Ipunoxennn 1.

7 Y4eOHO-MeToAMYeCKOe U HH(POPMALIMOHHOE o0ecneuyeHHue TUCIUIUTHHBI (MOXYJIs)

7.1 Ocnoenas numepamypa

1. JloxymeHTOBeIEHUE ;| YICOHUK U MPAKTUKyM 11715 By30B / JI. A. JlopoHuHa [u ap.] ; mox
penakuueii JI. A. loponnnoit. — 4-¢ uzj., nepepad. u gom. — Mocksa : U3nparensctBo FOpaiiT,
2024, — 336 c.— (Bwicmiee oOpazoBanue). — ISBN 978-5-534-19110-3. — Tekcr
anekTpoHHeld  //  OOpasoBarenbHas  1marpopma  FOpaiit  [caiit]. —  URL:
https://urait.ru/bcode/555971 (nara obpamienus: 12.11.2024).

2. Kopnees, U. K. JlokymeHTHpOBaHUE YIPABICHUYECCKOW ACATEIBHOCTH : YICOHHMK IS
By30B/ W. K. Kopnees, A.B.Ilmenko, B. A. Mamypues. — 3-¢ wuza., nepepad. U Jom. —
Mocksa : UznatensctBo FOpaiit, 2024. — 438 ¢. — (Bricmiee o6pazoanue). — ISBN 978-5-
534-16001-7. — Texkct : anexkTponHsbIil // OOpa3oBarensHas iardopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/536393 (nara obpamienus: 12.03.2025).

3. Jleonona, C. JI. JlokyMeHTUpOBaHHE YyIPaBICHUYECKON AeATenbHOCTH: [IpakTukym :
yuebHnoe mnocobue / C. JI. JleonoBa. — Mocksa : PTY MUPDA, 2022. — 65 c¢. — Tekcr :
ANEKTPOHHBIN // Jlanb : ANIEKTPOHHO-OMOINOTEYHAS cucrema. — URL.:
https://e.lanbook.com/book/256823 (mata obOpamenus: 17.06.2025). — Pexum pgocrtyma: ams
aBTOPU3. MOJIb30BATENCH.

4. CyxoueBa, H. A. JlokymMeHTHpOBaHHE YIIPaBIEHYECKOH U MPOU3BOJICTBEHHOMN
JeAaTeNbHOCTH : yueOHOo-MeToauueckoe nocodue / H. A. CyxoueBa, A. C. BomuénkoBa. — Open :
Openl’AY, 2023. — 77 c¢. — TekKcT : 21eKTpoHHBIH // JIaHb : 371€KTpOHHO-0MONINOTEYHAsI cCUCTEMA.
— URL: https://e.lanbook.com/book/362465 (nata obpamenus: 17.06.2025). — Pexum gocryma:
JUIS. aBTOPU3. MOJIb30BaTENECH.

7.2 Jlonoanumenvhasn numepamypa



1. TIpozoBa O. C. JHEJOINPOU3BOACTBO. VYwuebnoe mnocobue s BY30B
[DnexktponHbIit pecype]| : Mocksa : UsmarensctBo FOpaiir , 2022 - 124 - Pexum nocrymna:
https://urait.ru/book/deloproizvodstvo-492786

2. Eroposa, O. H. [Ienonpou3BOJACTBO U JOKYMEHTOBEIEHHUE : Y4eOHO-METOIUIECKOE
noco6ue / O. H. Eropoa. — Ueboxkcapsi : UT'MKU, 2023. — 104 ¢. — Tekcr : a51eKTpoHHbIH //
Jlanb : snekTpoHHO-OMOmoTeynas cucrema. — URL: https://e.lanbook.com/book/392702 (nmara
obpammenus: 17.06.2025). — Pexxum gocTyna: st aBTOPU3. TIOJIE30BATEIICH.

3. Tlox pen. Jopouunoii JI.A. JOKYMEHTOBEJIEHUE 2-¢ u3n., nep. u momn. Y4eOHUK
U MPaKTUKYM JUIsl BY30B [DJIeKTpOHHBIN pecypc] : ['ocyjapcTBEHHBIN YHUBEPCUTET yIIPaBICHUS
(r. Mockga). , 2022 - 309 - Pexxum nocryma: https://urait.ru/book/dokumentovedenie-489431

7.3 Pecypcel unghopmayuonno-menekommynuxayuonnou cemu '""Humepnem',
6Kn04an npogeccuonanvhvle 06a3vl OAHHLIX U UHPOPMAUYUOHHO-CRPAGOUHDBIE
cucmembsl (npu HeoOX00UMOCMU):

1. O6pasoarensHas miarhpopma "FOPANT"

2. DnekTpoHHO-OMbOMMoTeyHas cucrema "JIAHB"

3. DnekTpoHHO-OMONMOTeUHass cucreMa u3narenscTBa "HOpait" - Pexxmm poctyna:
https://urait.ru/

4. DnextpoHHO-6uGTHOTEuHas cuctema FOPAMT - Pexxum mocryma: https://urait.ru/

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

6. [Ilpesunmentckas Oubmmorexka wuMm. b.H.Enpmmaa (0a3a [gaHHBIX — pa3sTUYHBIX
npodeccuoHaNbHBIX 00JacTeil) - Pexxum moctyma: https://www.prlib.ru/

7. WndopmarmmonHo-cnpaBoyHas cucrema "Koncymprant Ilmoc" - Pexxum pocryma:
http://www.consultant.ru/

8 MarepuajbHO-TeXHHYECKOe o0ecneyeHHe IUCHUIUVIMHBI (MOIYJis) W IepeyYyeHb
HH(OPMAIMOHHBIX TEXHOJIOTHI, UCNOJb3yeMbIX NMPH OCYHIECTBJIEHHU 00pa30BaTeJbLHOI0
npouecca no JUCHUILInHe (MOYJ/II0), BKJIIOYasi lepedeHb MPOrpaMMHOro odecredyeHust

OcHoOBHOE O6ODVI[OBaHI/Iei

e [IpoekTop

e Jlocka aynqutopHas JJA-8MI]

e [Tapta 3-x mectHas ckinaanas 1800%*450
IIporpamMMHOe 00ecrieueHHE:

o Microsoft Office XP Suites Russian

e Windows
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1 Ilepeyenb (popMuUpPYyeMBbIX KOMIIETEH M

Haszsanme OIIOII BO,
COKpaIIeHHOE

Kon u hopmynupoBka KoMIeTeHIN

)51

Kon u hopmynipoBka HHAUKATOPa JOCTIKEHUS
KOMIIETEHIIUU

38.03.02 «Menemxkme
HT»
(b-MH)

YK-4 : Crioco0GeH OCYIIECTBIIATH JIe
JIOBYI0 KOMMYHHKAIIMIO B YCTHOM U
MMICbMEHHON (JopMax Ha ToCyaapcT
BEHHOM s3bike Poccutickoit denepa
LU ¥ THOCTPaHHOM(BIX) sI3bIKe(ax)

VYK-4.28 : Bener nenoByro nepenucky, yauTbiBa
s1 0COOEHHOCTH CTHUJIUCTUKHU O(PUIINATIBHBIX U HE
O(UIHANTBHBIX MTHCEM, COLIMOKYIIBTYPHBIE Pa3IIH
yus B hopMaTe KOPPECIOHIEHIIMU Ha TOCYAapCT
BEHHOM W MHOCTPAaHHOM SI3bIKaxX

Komnerenmus cantaercst chopMupoBaHHOM Ha JAHHOM 3Tarle B CIIydae, €Cii OJTy4eHHBIC
pe3ynbTaThl OOy4eHHMs MO JUCUUIUIMHE OIICHEHbl IOJIOKUTENbHO (JMana3oH KpUTEpUEB
OILICHUBAHMSI PE3YIHTATOB OOYUEHUSI «3aUTEHO», «YAO0BIETBOPUTEIBHOY, «XOPOILIO», KOTIUIHOY).
B cinyyae OTCYTCTBHS MOJIOKMTEIBHOM OLEHKHM KOMIIETEHIMS Ha JAHHOM JTalle CYUTAETCs

Hec(hOpPMHUPOBAHHOM.

2 lloka3zare/iM OLlEHNBAHUS IVIAHUPYEMbIX Pe3yJIbTATOB 00yUYeHHu s

Komnerennus YK-4 «CriocoGeH oCcyniecTBISTh JIEI0OBYI0 KOMMYHUKALIUIO B YCTHOM U
MCbMEHHOM (popmax Ha rocynapcTBeHHOM s3blke Poccuiickoit @eaepaniuii 1 HHOCTPAHHOM(BIX)

si3bIKe(ax)»

Tabnmuma 2.1 — Kputepuu oieHKH WHIUKATOPOB TOCTHKEHUS KOMITETCHITHH

Kon 1 popmynupoBka UHIUKAT
opa JOCTIKCHHST KOMICTCHIIHN

Pesynbrar

Kpurepuu orLieHUBaHHS PE3yIbT
aToOB 00y4eHUs

VYK-4.28 : Bezger nenoByro nepe
IIMCKY, YYUTHIBass OCOOCHHOCTH

CTHUJIMCTHKU O(QUIIHAIBHEIX U H

eo(UIMaNIBHBIX [THCEM, COLIOK

yABTYPHBIE Pa3In4us B popmat
€ KOPPECHOHEHIINY Ha rocyaa

PCTBEHHOM M HHOCTPAHHOM $I3bI
Kax

OCHOB JIOKYMEHTaJIbHOTO 0(op
MJICHHSI PEILICHUH B yIIPaBICHH
U OIepaIMoOHHOH (TIPOU3BOICTB
€HHOW) JIeTeNTbHOCTH OpraHi13a
IIUif; TpeOOBaHUH K CTaHAApPTH3A
MM ¥ YHUQUKALIUHA JOKYMEHTO
B, ICHCTBYIONIMX YHH(UIILPOBA
HHBIX CUCTEM YIPaBIICHYECKOM

KOPPEKTHOE UCTIOIb30BAaHHE OC
HOB JIOKYMEHTaJILHOTO 0(OpMIIT
€HUSI PEellIeHUH B YIIPaBJICHHH O
MEpaIIOHHON (TIPOU3BOJICTBEH
HOI) IeATEeNbHOCTH OpraHu3all
nit;TpedoBaHui K CTaHAapTH3AI]
UM U YHADHUKAIWUT JOKYMEHTOB,
JICUCTBYIOIIUX YHU(DUIIMPOBAH
HBIX CHCTEM YIPaBICHUECKOI I
OKYMEHTAIIH

COCTaBIISITh H OOPMIIATE JIETI0

BYIO IOKyMEHTAIIHIO B COOTBETC
TBHHU C HOPMaTHBHO- METOIYE

CKHMH aKTaMH; aJlalITUPOBATh C
YIIECTBYIOIINE NPaBHIIa M TEXH
OJIOTHH COCTABJICHUS U 0(hopMIT
SHUSI YIPABICHYECKHUX JOKYMEH
TOB K KOHKPETHBIM YCIIOBHSM

TPaMOTHOE cOCTaBJIeHHE U 0O

pMJICHHE ETOBOMN TOKYMEHTAI

UM B COOTBETCTBHHU C HOPMAaTHB
HO- METOJIMYECKIMH AKTaMH; B

MIOJIHOM Mepe alalTUPOBATh Cy

IIECTBYIOIIHE TPaBHiIa U TEXHO
JIOTUH COCTaBIICHUS U 0 opmIIe
HUS YIPABIEHUYECKUX JOKYMEHT
OB K KOHKPETHBIM YCIIOBHSM

JOKYMEHTAJILHOTO O OpMIICHUS
pEUIeHUH B yIpaBIEHUH Onepa
IIMOHHOH (TIPOM3BOICTBEHHOM)
JIeATENFHOCTH OpraHu3anuii; Ha

Pe3ynpTaThl 00yueHHs 110 TUCIUIUIMHE
Ko | Tu
I I
pe | pe
3- | 3-
Ta | Ta
3H
Pl aH
1
ne
JIOKYMEHTAITIH
Yy
Pl | me
2 HU
e
Ha
Pl BBI
3
K

BbIKAMU IOATOTOBKH OpTraHU3all
HOHHBIX U pacriopsAAUTCIbHBIX
JOKYMCHTOB, H€06X0,Z[I/IMLIX JJI

rpaMOTHOE TOKyMEHTAJIBHOE O
(hopmITeHUE PEeICHUN B YIIPaBI
€HHH ONEpaLIOHHON (TIPOM3BO

JICTBEHHOM) JIeSITEIEHOCTH Opra
HH3aluii; MOATOTOBKA OpraHu3a
IIMOHHBIX U PACTIOPSTUTENbHBIX
JIOKyMEHTOB, HEOOXOTUMBIX JIT




s CO3JaHNA HOBBIX MTPCANIPUHN
MaTCJIbCKUX CTPYKTYP

s1 CO3JaHUA HOBBIX TPEAIPHUHN
MAaTCIbCKUX CTPYKTYP

Tabnuiia 3amoyHsIeTCsS B COOTBETCTBUH ¢ pazzaenioMm | PaGodeil mporpaMMBbl TUCIUTUTHHBI
(Momyst).

3 IlepeyeHb OLIEHOYHBIX CPE/ICTB

Tabmuma 3 — [lepedeHb OIIEHOYHBIX CPEJICTB MO TUCIHUILTHHE (MOIYIIIO)

HaumenoBanne OILICHOYHOI'0 CpC/ICTBA U 1P

encrasienne ero B ®OC

KOHTpOJ'II/IpyeMHe TJIAaHUPYEMBIC PE3 KOHTpOJ’IpreMLIe TEMBI |

YJIbTAThI O6y‘IeHI/IH HNCHHUIIJINHBI

Texymui KOHTPOJIb

IIpomexxyrounas at
TecTauus

OuHast hopma 00OydeHHUS

0 ohopMIIeHNS peIIeHUA

B yIPaBJICHUU ONEPALUOH
HOH (TIPOM3BOICTBEHHOIN)
JIeATENIbHOCTH OpraHK3aIl
Wi, HaBBIKAMH MOATOTOBK
Y OpTaHU3AIMOHHBIX U Pa
CIIOPSIUTEIBHBIX JOKyME
HTOB, HEOOXOIUMBIX ISt

CO3/IaHUsI HOBBIX MPENPH
HUMATEIILCKUX CTPYKTYP

1.5. Opranmsanus JoKyme

Pa3noypoBHEBEBIE 32
Jlaudl 1 3a/1aHus

PJT1 3HAHKE : OCHOB JIOKYMEHT PasnoypoBHeBbIe 3a | 3auér B opme TecT
aJIbHOTrO oopMIiIeHHs pe 1.1. TeopeTuuecKue OCHO | nauy u 3amaHus a
IICHUH B YIIPABJICHUH OTIE€ | BEBI JETOMPOU3BOACTBA Op
panHOHHOM (MTPOU3BOJCTB | raHU3AIMH Tecr 3auét B hopme TecT
€HHOI{) AeATeIbHOCTH OpT a
aHM3ALIA; TpeOOBaHHH K C N
1P PasHoypoBHeBble 32 | 3auér B opme TecT
TaHJApTH3ALUH U YHUPUK L2, 06 D a
alyy JOKyMEHTOB, AEUCT 2. Obuwe npasuna opo | 1 -
MIICHUSI yIIPaBIEHUECKU
BYIOUIMX yHUQUUUPOBAHH 2 OK e}};TEB 3a4éT B opme TecT
BIX CHCTEM ympaBieHueck | * AOKYM Tect .
Ol JOKyMEHTallu1
PJI2 YMeHHE : COCTABIATL U O 1.3. Ocobennocti cocras | PA3HOypoBHEBbIE 32 | 3a4€éT B hopme TecT
(OPMILATS ACIOBYIO AOKY nenust ¥ oopmiteHus oc | A8 1 3alaHIA a
MEHTAILHIO B COOTBETCTBH P
OBHBIX JIOKyMEHTOB YIIpa 5
U C HOPMATUBHO- METOIH JOKYM yip Tecr 3a4éT B opme TecT
BIICHUS
YEeCKHMH aKTaMH; aJlalTH a
OBaTh CYIIECTBYIOIIHE 1T N
P YHIECTEYIO PasnoypoBHeBrble 3a | 3auér B hopme Tect
paBHIIa M TEXHOJIOTHUH COC LA a A a
YU U HUS
TaBJeHUs1 1 0)OPMIICHUSI 4. lpasuna opopmuern | X A
s JOKyMEHTOB TI0 JINYHOM
yIpaBJICHYECKHUX JOKyMe Cocer 3auér B opMe TecT
HTOB K KOHKPETHBIM ycIo | ¥ y Tecr a
BUSIM
Pa3 HaBblk : TOKyMEHTaJILHOT 3auér B PopMe TeCT

a

HTOOOOpOTa

Tect

3auét B popme TecT
a

1.6. OcHOBHBIE IpaBHUIIa O

Pa3noypoBHEBEIE 32
Jlaudl ¥ 3a/1aHNs

3auét B popme Tect
a

prasun3anuu paboTHI ¢ 10
KyMEHTaMH

Tect

3auét B popme TecT
a

4 Onucanue nNpoueaypb! O eHUBAHUS

KauectBOo cdopmMupoBaHHOCTH KOMIIETEHIIM Ha JaHHOM OJTame OIEHUBAETCS TI0
pe3ynbTaTaM TeKYIIUX U MPOMEKYTOUHBIX aTTeCTalluid MPHU MOMOIIN KOJUYECTBEHHOU OIICHKH,
BBIpOKEHHOW B Oayuiax. MakcumanbHas cymMma OalljioB MO JUCIHUILIMHE (Moaynto) paBHa 100
OajuiaM.



Tabmuua — Pacnpenenenne 6a1oB 1o BuaaM yueOHOHU e TeNbHOCTH

Bupn yaebHoit nestensHOCTH OUCHOTHOC CPEACTBO

Tect Nel-6 3aganue 1-6 3agaua 2-6 Bonpocs! Ha 3auer Htoro
Jlexumm 30 30
[TpakTHdeckue 3aHATHS 15 20 35
CamocTosTenbHas padora 15 15
[IpomesxyTouHast aTTecTanus 20 20
Utoro 30 30 20 20 100

Cymma OatoB, HAOpaHHBIX CTYICHTOM I10 BCEM BHJIaM YUEOHOU JESITEILHOCTH B paMKax
JTMCIUIUTAHBL, IEPEBOJUTCS B OIIEHKY B COOTBETCTBHHU C TAOJIHIICH.

Cymma 6amo
B

110 Juciu
IIJIMHE

OneHka 1o MpoMeKyTOUHOM

aTTecTallnk

XapaKTepI/ICTI/IKa Ka4dyeCcTBa Cd)OpMI/IpOBaHHOCTI/I KOMIICTCHIIUU

ot 91 no 100

«3a4TEHOY / «OTIIMYHO»

CTyaeHT 1eMOHCTpHUpPYET CHOPMHUPOBAHHOCTD AUCIUIUIMHAPHBIX KOMIIETEHI]
Uii, 0OHapyKUBAET BCECTOPOHHEE, CHCTEMATHUECKOE U I'TyOOKOE 3HAaHUE YU
€0HOro MaTepuana, yCBOUI OCHOBHYIO JIUTEPATYPY U 3HAKOM C JIOTIOIHUTEN
BHOH JIMTEPATypOl, PEKOMEHIOBAaHHOH NPOrpaMMOM, yMeeT CBOOOIHO BBITIO
JHATB NPaKTHYECKUE 33/IaHUsL, IIPEyCMOTPEHHbIE TIPOrpaMMOi, CBOOOHO O
nepupyer NpuoOPETEHHBIMU 3HAHUAMH, YMEHHUSAMH, IPUMEHSET UX B CUTYAIl
USIX TTOBBIIIEHHON CI0KHOCTH.

ot 76 no 90

«3a4TeHOY / «XOpOoIIo»

CTy)IeHT JAE€MOHCTPUPYET C(bOpMI/IpOBaHHOCTL JUCHUINTMHAPHBIX KOMIIETCHI]
Wli: OCHOBHBIC 3HaHU, YMEHUS OCBOCHBI, HO JOITYCKArOTCSd HE3HAUYNUTEJIbHBIC
OH.II/I6KI/I, HETOYHOCTH, 3aTPYAHCHUS MIPU aHATUTUYCCKUX Oll€paluiX, MEpPEH
oce 3HAHUU 1 yMeHI/Ii;I Ha HOBBIC, HECTAHAAPTHLIC CUTYyalllH.

ot 61 10 75

«3a4TCHOY / «YHAOBJIETBOPUT

CJIbHO»

CTyaeHT 1eMOHCTPHUpPYeT CHOPMHUPOBAHHOCTD AUCLUIUIMHAPHBIX KOMIICTEHI]
Wii: B X016 KOHTPOJIbHBIX MEPOIPUATHH JIOIYCKAIOTCSl 3HAYUTENIbHBIC OIIHO
KU, TIPOSBIIACTCS OTCYTCTBHE OTAECJIBHBIX 3HAHUH, yMEHHIH, HABBIKOB O HEK
OTOPBIM AUCHMIUIMHAPHBIM KOMIIETCHIMSM, CTYACHT UCIIBITHIBACT 3HAUUTEI
bHBIE 3aTPYJHEHU TIPU ONEPUPOBAHNH 3HAHUSAMH U YMEHUSAMH NPH UX Hepe
HOCE Ha HOBBIE CHTYAIUH.

ot 41 no 60

«HE 3aYTCHOY / «HCYIOBJIETB

OPHUTEJILHO

V crynenra He cOpPMHUPOBAHBI AUCIUILIMHAPHBIC KOMIIETSHIIMH, MPOSBIISET
Csl HEIOCTATOUYHOCTh 3HAHUI, YMEHUH, HABBIKOB.

Cymma OanoB, HaOpaHHBIX CTYIEHTOM I10 BCEM BUAaM YUE€OHOU JEesTEIbHOCTH B paMKax
JUCHMILTMHBL, IEPEBOJUTCS B OLIEHKY B COOTBETCTBUHU C TaOIHIICH.

Cymma Gao OreHka 10 MPOMex
5 YTOYHOU aTTecTanu XapakTepucTuka KauecTBa ChOpMUPOBAHHOCTH KOMITETCHIINU
10 JMCLIAILTH u
HE
CTyneHT IeMOHCTPUPYET CHOPMHUPOBAHHOCTD JUCHUILTMHAPHBIX KOMIICTCHIMN, OOHA
PY)XUBaeT BCECTOPOHHEE, CUCTEeMaTHUECKOe U TIIy0OKoe 3HaHKe yaeOHOro MaTepuaa
or 91 10 100 «3a4TCHOY / » YCBOMII OCHOBHYIO JIHTEPATYPY H 3HAKOM C JTOTIOJIHUTENBHOM JIUTEPATYPOH, peKoMe
«OTJTHYHOY H/I0OBaHHOU MPOrpaMMOi, yMeeT CBOOOIHO BBIMOIHATH MPAKTHIECKHUE 3adaHMs, TIPe]]
YCMOTPEHHbBIE TIPOrpaMMOi, CBOOOHO OIEePUPYET MPUOOPETEHHBIMH 3HAHUSAMHU, YME
HUSIMH, IPUMEHSIET UX B CUTYAIMSX MOBBIIICHHON CIOXKHOCTH.
CTyneHT IeMOHCTPUPYET COPMHUPOBAHHOCTD JUCHUTLTMHAPHBIX KOMIIETCHIUIA: OCHO
76 110 90 «3a4TEHOY / BHbIE 3HAHHSI, YMEHUSI OCBOCHBI, HO JIOMYCKAIOTCS HE3HAYUTEIbHBIC OIIMOKH, HETOUH
ot 76 10 «XOpOIIO» OCTH, 3aTPYIHEHHS P aHATUTUYECKUX OMEPAIHsIX, IePeHOCEe 3HAHUI U YMEHUI Ha H
OBbI€, HECTAH/IAPTHBIC CUTYAIIHH.
CTyneHT AeMOHCTPHPYET CHOPMUPOBAHHOCTD TUCIUILUTHHAPHBIX KOMIIETCHIHI: B X0
«3a4TEHOY / JIe KOHTPOIIBHBIX MEPOMIPUATHI AOMYCKAIOTCS 3HAYUTEbHbIE OIIHOKH, MPOSIBIISIETCS O
or 61 10 75 «yIOBIETBOPHUTENb | TCYTCTBHE OTJCIIbHBIX 3HAHUM, YMEHUI1, HABBIKOB IT0 HEKOTOPHIM JUCIUIUTHHAPHBIM K
HO» OMIIETEHIHSM, CTYICHT HUCITBITHIBACT 3HAYUTENbHbIC 3aTPYIHEHHS TP OIEPUPOBAHU
¥ 3HAHUSMH U YMEHUSIMHU [TPU MX NEPEHOCE HA HOBBIE CUTYAIIUU.
«HE 3aYTCHOY /
or 41 10 60 HEYIOBICTBOPHTE V crynenra He C(b(szHpOBele JCIUTUTHHAPHBIE KOMIIETCHIIMH, POSBIISICTCS HEIOC
HLHOY TATOYHOCTh 3HAHHUI, YMEHHM, HABBIKOB.




«HE 3a4TCHO» /
ot 0 o 40 «HEYIOBJIETBOPUTE
JIBHO»

ﬂI/ICL[I/IHJ'II/IHapHLIe KOMIICTCHIIUH HC C(l)OpMPIpOBaHI)I. HpOHBJISIeTCSI IIOJTHOE WUJIU MPpaK
TUYECKU ITOJIHOC OTCYTCTBUC 3HaHI/II71, yMeHHﬁ, HAaBBbIKOB.

5 HpI/IMeprIe OICHOYHBIC CPpEACTBA

5.1 Ilpumep pa3HOYPOBHEBBIX 33124 U 3a]aHU

3ananue 1
CoctaBuTh MHPOPMALTMOHHO-CITPABOYHBIN TIOKYMEHT «3asiBICHUE», OPOPMHUTH COOIIIOIast

rOCCTaHIAPT
Samanue 2

[ToaroroBuTh GIAaHKM JOKYMEHTOB, COOJIIOAst TOCCTAHIAPT:
a) MPOJI0JIBHBIM CTIOCOOOM
0) yrioBbIM cIOCOOOM

3aganmue 3

CocTaBUTh OPraHU3AIMOHHO-PACTIOPSIIUTEIBHBIN  TOKYMEHT: «IpHUKa3», OQ(OPMHUTH
coOiro1ast roccTaHaapT

Kpamxue memoouueckue ykazarnusi

BrimotHss 3a1aHus, CTYACHT JOJDKSH PYKOBOJICTBOBATHCS 3HAHHSIMH, MOJTYdCHHBIMH Ha
JICKITMOHHBIX 3aHATHAX U B XOJ€ CAMOCTOSTEIIBHON paOOTHI.

IIxana ouenku

OrneHka banst Onucanue

5 5 CTyZzeHT Ha BBICOKOM YPOBHE YMEET BBIIIOIHSATH 331aHHUE
4 4 CTyIEeHT Ha cpelHEM YPOBHE YMEET BBITIOIHSATH 331aHUE
3 3 CryzneHT Ha 6a30BOM ypOBHE YMEET BBIIOJIHATD 33JaHHE
2 1-2 CTYIIeHT HE YMeeT BBITIOIHATH 331aHHe

5.2 IlpumepbI TeCTOBBIX 3aaHMii

Temal. lokyMeHTAIIHOHHOE O0ecTiedYeHHue KOMMEPUYEeCKOro npeanpusiTUsI

1. JIokyMeHTOM Ha3bIBAETCS

1)COBOKYIHOCTb CBEACHUH O IpeaAMeTax, (pakTax, COObITUAX U Ipolieccax HE3aBUCUMO OT
(bopMBI UX IpeACTaBICHUS

2)3aukcupoBaHHAas Ha MaTepUalbHOM HOCUTeNe HH(pOpMalMs C PEKBU3UTAMH,
MO3BOJISIOIIMMU €€ UAECHTU(PHUIIUPOBATH

3)nepedeHsb (CUCOK) KaKUX-TH00 TaHHBIX, PACHOI0KEHHBIX B OIPEAEICHHOM MOpsIKe

4)3anuch y4eTHBIX JJAHHBIX 110 YCTAHOBJIEHHOU (popme

2. B KakoM M3 NepeuuclieHHbIX HOPMATHUBHBIX JIOKYMEHTOB COJEP)KATCS OINpelesIeHUs
TEPMUHOB «JIOKYMEHT» U «MH(DOpMALIUs»

DI'OCT P6.30-2003 «YHu(pUUHUPOBAHHBIE CUCTEMBI JOKYMEHTAIUU. YHUDHUIIMPOBAHHASL
cucTeMa OpraHU3allMOHHO-PACHOPSIIUTENBHON JOKyMEHTaluu. TpeboBaHUS K OG(OPMIIEHUIO
JOKYMEHTOB

2)I'OCT P51141-98 «Jlenonpou3BoACTBO U apXUBHOE JIe)10. TepMUHBI U OIPEICTICHUS»

3)Denepanbublil 3akoH «O0 MHPOpManuu, HHGOPMATU3ALUHN U 3aIUTe WHPOPMALIUN
Ne24-®3

4)[1P-191-98.VHudukanus TEKCTOB YINPaBICHUYECKUX JOKYMEHTOB. MeToauueckue
pexomennauun BHUNJIAL ®AC PO

3. [lonHoTA yripaBiieHUYeCKOH HH(OpMAIH

1)onpenensiercsi CTeNEeHbI0 COOTBETCTBHS €€ COAEP)KaHUsI 00bEKTUBHOMY COCTOSHHIO 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)xapakTepu3yercsi ee 00beMOM, KOTOPBIA JNOJKEH OBbITh JOCTATOYHBIM JISI TIPUHSTHUS
peLeHui

3)onpenensercs BpEMEHEM €€ niepeaun 1 00paboTKu

4)xapakTepu3yeTcsi BO3MOKHOCTBIO COIIOCTABIIATH CBEJICHUS, OTHOCAIMECS K Pa3IMYHbIM
BPEMEHHBIM HHTEpBaJIaM

4. HazoBure, xKakoe 4umciao pekBu3uToB ycraHasimBaer [ OCT  P6.30-2007
«YHUPHUIUPOBAHHBIE CUCTEMBI TOKYMEHTAMU. YHUQUIIMPOBAHHAS CHCTEMa OpPraHU3aIOHHO-
paclopsaUTeNILHON JoOKyMeHTauH. TpeboBaHus K OPOPMIICHUIO TOKYMEHTORB

1)28

2)30

3)29

4)32

5. Ilpu knaccudukanuu JOKYMEHTOB MO crocoOy (UKCAlMU KaKHe U3 MEepPeurCICHHbIX
BUJIOB JIOKYMEHTOB HE OTHOCATCS K TJaHHOH Tpyrire

1)BHYTpeHHUE

2)IMCbMEHHbIE

3)rpaduueckue

4)akycTHUecKue

Kpamxue memoouueckue ykazanusi

TectoBble 3aaHMs COCTOSIT M3 BONpPOCAa W HECKOJIBKUX BapHaHTOB OTBeTa. Perienue
npencTaBisier coboil ykazaHue Homepa Bompoca U OyKBy, KOTOPOil 0003Hau€H NMpaBUIIbHBIHN, 110
MHEHUIO CTYAEHTa, BapHaHT OTBeTa. B TeueHune cemectpa nmpoBoaUTCS 6 TeCTOB 1Mo 6 TeMaM Ha
JIEKITMOHHBIX 3aHATHUSAX, B KQXKIIOM TECTE 5 BOTIPOCOB.

LlIxana oyenxu

OrneHka bannst Onucanue

5 5 CTyneHT OTBeTHI 0e301IMO0YHO

4 4 CryneHt coBepimi | omubKy B OTBETaxX Ha TECT

3 3 CryneHT coBepuni 2 OIMOKH B OTBETaX Ha TECT

2 0 CryneHt coBepii 3 1 6oee OmrOOK B OTBETaX Ha TECT

5.3 3auéT B popme TecTa

1. JIokymeHT — 3T0:
1. 3adukcupoBaHHas Ha MaTepUAILHOM HOcuTelne HuHGoOpManus C PEKBU3UTAMH,
MIO3BOJISIFOIIMMH €€ UACHTU(OULINPOBATS.
2. Hocurens uHpopManuu, HCHOJIB3YEMOM B LEISAX PEryIHpOBaHUS COLUAIBHBIX
OTHOLLIEHUH.
. MUadopmanus, 3admkcupoBaHHas JIFOOBIM CITOCOOOM Ha JIFOOOM HOCHUTEIIE.
. ITopIMHHMK JOKYMEHTa — 3T0:
. [lepBblii WM €MUHCTBEHHBIN IK3EMILISIP JOKYMEHTA.
. DK3EeMILISIp JOKYMEHTA, C KOTOPOTO CHATA KOTIHSL.
. FOpuanueckas cujia 10KyMeHTa — ITO:
. OcobenHocTH BHEUIHETO 0(opMIIEHHS TOKYMEHTA.
. CBUIETEIBCTBO HATMYMS B JOKYMEHTE MOJI0KEHU HOPMAaTUBHOTO XapakTepa.
. CrtocoOHOCTh JOKYMEHTA MOPOKJIaTh ONpe/IeNeHHbIE IPABOBBIE MOCIEACTBHUS.
. AMeer /M WOPpHUAMYECKYI0 CHJIY JAOKYMEHT, HOJYYEHHbIH 1O (PaKCHUMHIBLHOU

B WD~ WD —~N W

CBS3H?

1. Ha.

2. la, O COrJIalIeHUI0 CTOPOH HH(POPMAIIMOHHOTO OOMEHa.

3. Her.

5. Kakoii M3 nepeyHCJEHHBIX PEKBU3MTOB He OTHOCHTCA K PEeKBH3UTaM
yaocToBepenusi?

1. I'pud yrBepxeHus.

2. Ileuars.



ajpeca

. OT™MeTKa 0 3aBEpEHNU KOIIHH.

. Bu3za cormacoBanus.

. [Tonnuce.

. Kakune pekBU3MTBI BK/JII0OYAI0TCS B 0JIaHK NUCbMa?

. MecTo cocTaBiieHus WK U3JaHUs TOKyMEHTA.

. 3aroJI0BOK K TEKCTY.

. HaumMeHoBaHue opranuzamuu.

. ToBapHBIif 3HaK (3HAK 0OCITY>KUBaHUS).

. HammeHoBaHue BUJa JOKYMEHTA.

. Anpecar.

. CipaBouHbI€ 1JaHHBIE 00 OpraHU3aUu.

7. Ha xkakoMm »j3K3eMILIsipe AeJI0BOr0 NHCbMa, NMOATOTOBJIECHHOM /Jsl OTHPABKHU
TY IO N10YTe, NPOCTABJISIOTCH BU3bI?

1. Ha nopnuHHMKE, OTHPABIsEMOM aJipecary.

2. Ha xomuu, moMemniaeMoi B J1eJI0 OpraHu3aIuH.

8. Kakoii pekBu3uT 0hopmjieH HeNPaBUJIbHO?

1. HauMeHoBaHMe opraHu3aiuu-aBTopa.
2
3

NN Nk WD —O kW

. CipaBouHbIe JaHHBIE 00 OpraHu3aIuu.

. Jlata nokymeHTa.

. PerncrpanmoHHslii HOMEp TOKyMEHTA.

5. 3aroJ0BOK K TEKCTY.

9. Urto nos:KeH cejiaTh paGOTHUK OPraHM3alii, BUSHPYIOLIUI TOKYMEHT, eCJIH OH

n

HE COrJiIaCeH C €ro conepmaHHeM?

1. OTka3atbCsi OT BUBUPOBAHUS JOKYMEHTA.

2. 3aBU3UPOBATH IOKYMEHT, BEIPa3HB CBOE€ MHEHUE.

10. Kakoe nucbMo 3aBepsieTcsi ne4aTbio?

1. 'apanTHitHOE TUCHMO.

2. Kommepueckoe npeioxKeHue.

3. ITucemo-npockoa.

Kpamkue memoouueckue yxazanus

OtBeyas Ha BONPOCHI TECTa, CTYACHT [JOJDKEH pPYKOBOJCTBOBATbCS 3HAHUAMH,

IIOJIYYCHHBIMHU HA JICKIWMOHHBIX 3aHATHAX U B XO01€ CaMOCTOSATEILHOM pa6OTBI.

IlIxana oyenxu

OlieHKa

Bbaer OrnucaHue

5

OLeHKA «OTIMYHO» BBICTABIISACTCS CTYACHTY, €CIIH OH INIYOOKO M IIPOYHO YCBOWJI IIPOrPaMMHBI
16-20 1 MaTepHall HCUEePIBIBAIOLLIE, TIOCIIEA0BATENILHO, YETKO 1 JIOTHYECKH CTPOMHO €ro H3JIaraeT, yM
€ET TECHO YBS3BIBATH TCOPHUIO C IIPAKTHKOM.

OLieHKa «XOPOLIO» BBICTABISICTCS CTYIEHTY, €CIIM OH TBEP/O 3HAET MaTepHall, paMOTHO U 1O €
11-15 YILECTBY U3JaraeT ero, He JAOMYCKas CYILECTBEHHBIX HETOYHOCTEH B OTBETE Ha BOMPOC, MPaBUII
bHO IPUMEHSET TEOPETHUECKHE MOJIIOKEHUSI IIPU PELICHUH IPAKTHYECKUX BOIPOCOB M 3a]a4.

OueHka «yI0BIETBOPUTEIBHO» BBICTABIIACTCS CTYACHTY, €CIIM OH UMEET 3HaHUSI TOJILKO OCHOB
6-10 HOTo MaTepuaa, HO He yCBOWII €ro AeTajeH, JOMyCKaeT HETOYHOCTH, HEJOCTaTOUHO NPABUIbH
blie popmynupoBku. He MOXXeT cBsi3aTh C NPAKTHYECKUMH [IPUMEPAMH.

OneHka «HeyI0BIECTBOPUTEILHO» BBICTABIISETCS CTYCHTY, KOTOPBIH HE 3HAET 3HAUUTEIBHON U

0-5
aCTH IIPOrPaMMHOI0 MaTepHaa, JIOMYCKAeT CYIICCTBEHHbIE OINOKH.




Ki1roun K OLleHOYHBIM CpeacTBaM
MUWHOBPHAYKU POCCHUN

BJIAJIMBOCTOKCKUI I'OCYJIAPCTBEHHBI YHUBEPCUTET

KA®EJIPA DKOHOMUKU U YIIPABJIEHUA

@oHJ OLIEHOYHBIX CPEJICTB
JUTSL IPOBE/ICHUS TEKYIIETO KOHTPOJIS
Y MMPOMEXKYTOUHON aTTECTAIIMHU TI0 TUCHIUIUTHHE (MOIYIIIO)

JOKYMEHTHUPOBAHUE YIIPABJEHYECKOM JEATEJIBHOCTH

Hanpasienus (crieruann3anim):
38.03.02 MenemxMeHT
38.03.04 I'ocynapcTBEHHOE U MYHUILIMTIAIBLHOE YIIPaBICHUE
39.03.03 Opranuzamus paboThl ¢ MOJIOIEKBIO

BragnBocTok



5 OneHo4Hble cpeacTBa

5.1 PazHoypoBHeBBI€ 321241 U 3a]aHUS

3ananue 1
CocTaBuTh OpraHu3alMOHHO-pACIOPAIUTENbHbIN JOoKyMeHT: «IIPUKA3», odopmurs
cobmonas 'OCT P 7.0.97-2025.

000 «Texnollpom»

TTPUKA?3
15.07.2025 No 45-k
r. BnaguBoctok

O BHeJpEeHUU CUCTEMBI 3JIEKTPOHHOTO IOKyMEHTOO0OpOTa

B nensax noseienus 3¢p¢peKTHBHOCTH JOKYMEHTO000pOTa U nepexoaa Ha 6e30 yMaxKHbIe
TEXHOJIOTUU

IMPUKA3BIBAIO:

1 Baenputh cucteMy 35eKTpoHHOTO JoKyMeHTooOopoTa (CO/I) «AEJIO» ¢ 01.09.2025.

2 Ha3HauuTh OTBETCTBEHHBIM 3a BHeaperne COJl HadalbHUKA OT/Ie1a HHPOPMAIIHOHHBIX
texnonoruu [lerposa 1.C.

3 Otneny kanpoB (CumopoBoii A.M.) opranu3oBaTh 00y4YCHHE COTPYAHHUKOB paboTe B
CO/1 no 25.08.2025.

KoHTposb 3a ucnonHeHneM mpHKa3a OCTaBJIsIo 32 COOOM.

Ocnosanue: I[Ipotokos 3acemanust ot 10.07.2025 Ne 12.

[Ipunoxenune: I'paduk Baeapenus COJ] Ha 3 1. B 1 9K3.

Jupexrop (moamucek) A.N. ViBanoB
Hauvaneauk OUT

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

5.2 TecTroBbI€C 3a1aHNA

Temal. lokyMeHTALIMOHHOE 00ecTieYeHHEe KOMMePYecKOoro npeanpusiTus

1. JlokyMeHTOM Ha3bIBaeTCs

1)COBOKYITHOCTB CBEJICHUIT O MpeaMeTax, hakTax, COOBITHAX U IPOLIECCaX HE3aBUCUMO OT
(OpMBI UX IPEACTABICHHUS

2)3aMKCUpOBaHHAs Ha MAaTEpPHAIBHOM HOCHTeNne HHGPOpPMamUs C PEKBU3UTAMH,
MO3BOJISIOIIMMU €€ UAECHTU(PHUIIUPOBATH

3)nepedeHb (CUCOK) KaKUX-THO0O0 TaHHBIX, PACHIONI0KEHHBIX B OIPEAEICHHOM MOpsIKe

4)3anuch y4eTHBIX JJAHHBIX 110 YCTAHOBJIEHHOU (popme

Ortser: 2

2. B KakoM M3 MepeunciieHHbIX HOPMAaTHUBHBIX JIOKYMEHTOB COJEpKATCs OINpeesIeHUs
TEPMUHOB «IOKYMEHT» U «MH(DOpMALIUs»

DIOCT P 7.0.97-2025  «YHU(UUUpPOBaHHBIE  CHCTEMBl  JOKyMEHTAlUU.
YHu}UIUpOoBaHHAas CUCTEMA OPraHU3aLMOHHO-PACTIOPAIUTEIBHON JoKyMeHTaluu. TpeboBaHus
K 0(OPMIICHHIO TOKYMEHTOB

2)I'OCT P 7.0.8-2013 «/lenonpou3BoACTBO U apXUBHOE J1€710. TepMUHBI U ONPEICTCHUS»




3)Denepanbublii 3akoH «O0 MHGOpPManuu, WHPOPMATU3ALUN U 3aIIUTE WHPOPMALIAN
Ne24-@3

4)[1P-191-98. VYuudukauus TEKCTOB YINPABICHUYECKUX JOKYMEHTOB. MeToauuecKkue
pexomenaauu BHUNJAL ®AC PO

OtBer:2

3. [lonHoTA ynpaBieHUecKol nH(popMauu

1)onpenensercs CTENEHbIO COOTBETCTBUS €€ COAEPKaHUSI 0ObEKTUBHOMY COCTOSIHUIO JIEI

2)xapakTepu3yercsi e¢ 00beMOM, KOTOPBIM JOJHKEH OBITh JOCTATOYHBIM IS TPHHSITHS
peleHuin

3)ompeaensercs BpeMEHEM ee mepeiadl 1 00padoTKu

4)xapakTepu3yeTcsi BO3MOXHOCTBIO COTIOCTABIISATH CBEACHUS, OTHOCSIIIUECS K Pa3IMIHBIM
BPEMEHHBIM MHTEpBAJIaM

OrtBer: 2

4. Ha3oBuTe, Kakoe 4dYHCIO pekBU3UTOB ycraHaBimueaer ['OCT P 7.0.97-2025
«YHUPHUIMPOBAHHBIE CUCTEMBI TOKYMEHTAIlMU. YHUQUIIMPOBAHHAS CHCTEMa OpraHU3aluOHHO-
pacropsIuTenbHON ToKyMeHTanuu. TpeboBanus K 0hOpPMIICHHIO JOKYMEHTOBY

1)28

2)30

3)29

4)31

OrtBer: 4

5. Ilpu knaccudukanuu JOKYMEHTOB IO crocoOy (uKcaluy Kakue U3 MepedrcIeHHBIX
BHJIOB JIOKYMEHTOB HE OTHOCSTCS K JAaHHOH TpyIire

1)BHYTpEeHHHUE

2)IUCEMEHHBIE

3)rpaduueckue

4)aKkyCTHYECKHE

Ortger: 1

5.3 3auér B hopme TecTa

1. FOpuaudeckas cuia T0KyMEHTa — 3TO:

1. OcobeHHOCTH BHEITHETO O(OPMIICHUS TOKYMEHTA.

2. CBUICTENHCTBO HAIMYHS B IOKYMEHTE TTOJIOKEHU HOPMATHBHOTO XapaKkTepa.
3. CnocoOHOCTh JOKYMEHTA MOPOXKIATh OMPE/ICICHHBIC MPABOBHIE TIOCIEICTBHUS.
OTtBeT: 2

2. Kakoli u3 nepeynciieHHbIX PEKBU3UTOB HE OTHOCUTCS K PEKBU3UTAM yIOCTOBEPECHHUS?
1. I'pucd yrBepxaeHus.

2. Ileuats.

3. OT™MeTKa 0 3aBEpPEHUHN KOTIHUH.

4. Buza coriacoBaHus.

5. Ilonamuce.

OtBer: 4

3. Kakue pexBusutsl HE BkitogaroTcst B 61aHk mrcbma?

1. MecTo cocTaBneHus WM U3JaHUs TOKyMEHTA.

2. 3aroioBOK K TEKCTY.

3. HaumeHnoBaHue opraHu3aiuu.

4. ToBapHbIii 3HaK (3HAK OOCTY)KHBaHUS).

5. HaumeHoBaHue BUAA JOKYMEHTA.

6. Anpecar.

7. CipaBo4HbIE TaHHBIE 00 OpraHU3aIUH.

OtBer: 2,5, 6



4. Yto noypKeH caenartbh paOOTHHK OpraHU3allMM, BU3HUPYIOIIUN TOKYMEHT, €CIH OH He
COTJIACEH C €r0 COJAEPKAHUEM?

1. OTka3aTbCsi OT BUBUPOBAHUS JOKYMEHTA.

2. 3aBU3UpPOBaTh IOKYMEHT, BEIPA3UB CBOE€ MHEHHUE, HAIMIMCAB «3aMeUaHus MPUIaraloTCs.

OtBet: 2

5. Kakoe nucpmo 3aBepsieTcs ne4arbro?

1. 'apanTHiiHOE TUCHMO.

2. Kommepueckoe npeyioKeHue.

3. I[Mucemo-npock0a.

Otger: 1
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