MHUHOBPHAYKU POCCUN
BJIAJIMBOCTOKCKUI I'OCYJJAPCTBEHHBI YHUBEPCUTET

KA®EJIPA DKOHOMUKU U YIIPABJIEHUA

Pabouas nmporpamMmma AUCHMITIMHBI (MOIYJIS)
JOKYMEHTUPOBAHUE YIIPABJIEHYECKOU AEATEJIBHOCTHU

Hamnpasnenue u HanpaBiaeHHOCTH (TIPOQHIIB)
38.03.04 TocynapcTBEHHOE M MYHUIIUITAILHOE YIIPaBIICHUE. Y TIPaBIECHUE TEPPUTOPUATIBHBIM
pa3BUTHEM

IN'ox HabGopa na OINIOII
2022

®opma o0ydeHust
OYHO-3a04YHast

BnamguBoctox 2025



Pabouas mporpamMma IUCHMIUIMHBI (MOAyMNsl) «JlOKyMeHTHpOBaHHE YIIPaBICHYECKOM
JEATeIbHOCTH» coCTaBlieHa B cooTBeTcTBHM ¢ TpeboBanusMu PI'OC BO mno HampaBieHUIo
noarotoBku 38.03.04 T'ocymapcTBEHHOE W MYHULMIIAIBHOE YIIpaBieHHE (YTB. IPUKa30M
Muno6pHayku Poccun ot 13.08.2020r. Ne1016) u IlopsiakoM opraHu3aiiii ¥ OCYIIECTBICHUS
00pa3oBaTeNbHON JIEATENFHOCTH MO0 00pa30BaTELHBIM MPOTrpaMMaM BBICIIETO 00pa3oBaHUS —
nmporpaMMamM OakajaBpuara, mporpaMmaM CHEIMaUTEeTa, IporpaMmaM MaructpaTrypbl (yTB.
npukazoMm MunoOpHayku Poccun ot 06.04.2021 1. N245).

CocraBuTtenb(n):

Llapesa H.A., kanouoam nonumuueckux Hayk, ooyeum, Kagheopa sxonomuxu u
ynpasnenus, Natalya.TSareval @vvsu.ru

VYTBepikeHa Ha 3acelaHuu Kadeapbl SKOHOMUKH U yripaBieHus ot 16.04.2025 , nporokon

Ne 6
COI''TACOBAHO:
3aBe uit kadenpoii (pazpaboTynka AOKYMEHT O CAH
Ayrom (b P (p p ) SJIEKTPOHHOMU MO AU CBIO
Ocnomnosa M.B. Ceprudukar M_1576159920
Howmep Tpan3akimun 0000000000E7036A
Brnanenen OcnomoBa M.B.




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;

- U3Yy4UTh  3aKOHOJATEJIbHbIE M  HOPMAaTHMBHO-METOJMWYECKUE  JOKYMEHTHI,
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.

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

Pe3ynbraThl 00y4eHus 110 AUCIUILUINHE

Kon un
Hasgarue OTOIT Kon u ¢popmynuposka (hopmynrpoBka Kon
WHJMKaTopa
BO, cokpamiennoe KOMIIETEHIINH
JOCTHKEHUS pe3yib DopMynHpOBKa pe3ysibTaTa
KOMIIETEHIINU
TaTa
38.03.04 OIIK-7 : CnocobeH OIIK-7.3k : PI1 3HaHKHE | OCHOB JIOKYMEHTaJbHOI'O
«T"ocynapcTBeHHOE | OCYILIECTBIISATH Cocrasnsier o(hopMIIeHHS peLIeHHIT B
U MYHUIMIAJIIBHOE | BHYTPHOpPIraHU3alMOHHbIE | CIIyXeOHbIE YIIPaBICHUN
yIIpaBJICHUE) U MEXBEJOMCTBEHHbBIE 3aMUCKU U OIepaIMoOHHON
(b-TY) KOMMyHHUKAIIHH, nHpOpMaLMOHHBIE (TIpOoM3BOACTBEHHOM)
obecrieunBaTh MHChbMa B paMKax JIeATENIbHOCTH
B3aUMOJENCTBHE OPIaHOB | MEXBEIOMCTBEHHbIE OpraHM3aIuii; TpeOOBaHuUi
BJIACTH C pakAaHaMH, KOMM yHUKALlUU K CTaHJapTU3aluy U
KOMMEpPYECKUMH yHU(HKAIHH
OpraHM3aHsIMU, JIOKyMEHTOB,
WHCTUTYTaMHU JIEUCTBYIOIIIX
rpakJaHCKOT 0 00IIECTBa, YHU(UIMPOBaHHBIX
CpeICTBaMU MacCOBOM CUCTEM YIPABJICHYECKON
nH(popManuu JIOKyM €HTaIlN

P12 | YMenue | coctaBiaTe U 0pOPMIISATH
JIETIOBYIO JOKYMEHTAIIUIO
B COOTBETCTBHH C
HOPMAaTHBHO-
METOANYECKUMH aKTaMH;
aJIaNITHPOBATh
CYIIECTBYIOLIHE MIPaBHIa
Y TEXHOJIOTUH
COCTaBIICHUS U
odopmieHns
YIIPABJICHYCCKHX
JIOKyMEHTOB K
KOHKPETHBIM YCIIOBHUSIM




PII3 HaBpIk | JOKyMEHTaJIBHOrO
oopMIICHAS perIeHUI B
YIIpaBICHUH
OrepaluoHHON
(IpOM3BOACTBEHHON)
JIeITEIbHOCTH
OpraHM3alyii; HaBBIKAMU
MOATOTOBKH
OpraHHU3alOHHBIX U
pacropsauTeNTbHBIX
JIOKyM EHTOB,
HEOOXOIUMBIX IS
CO3/IaHUS HOBBIX
TpeANPUHUMATETBCKUX

CTPYKTYpP

B mporecce OCBOGHWS JUCHUIUIMHBI PEMIAIOTCS 3aJa4d BOCIHMTAHUS TapMOHUYIHO
pPa3BHUTOH, MATPUOTUYHOW M COIMAILHO OTBETCTBEHHOW JIMYHOCTH HA OCHOBE TPATUITHOHHBIX
POCCHIICKHX JTyXOBHO-HPABCTBEHHBIX U KYIbTYPHO-UCTOPUIECCKHUX IIEHHOCTEH, MPECTaBICHHBIC
B TaOnuue 1.2.

Tabmuna 1.2 — I{eneBbie OpUEHTHPHI BOCTIUTAHUS

BocnuraTtenbHbIe 321241 ®opmupoBanue HeHHOCTeH IlesieBbIe OPHEHTHPDI

(I)Ole/lI)OBaHI/le rpamnancxoifl MO3UIMH U MAaTPUOTU3IMA

Bocnuranue yBaxenusa k Konctutyun u Crnyxenue OtedecTBy U

N JIx060Bb K cTpane
3akoHaM Poccuiickoit Deneparmu OTBETCTBEHHOCTB 3@ €ro Cyap0y

<I>0panOBalme AYXOBHO-HPABCTBCHHBIX HeHHocTel

Bocnuranue 4yBCTBa T0NITA H
OTBETCTBCHHOCTH TEPE CEMbCH 1
0011ECTBOM

Bzaumonomorp 1

BHuMaTe1pHOCTH K I€TAISIM
B3aMOYBa>K€HUE

@®opMHUpOBaHHE HAYYHOT'0 MHPOBO33PEHNS U KYJIbTYPbI MbILILIEHUS

PasBurtne no3naBaTenbHOro HHTEpECa U

Co3uaaTeNbHbINA T HUCIUIITTHHUPOBAHHOCTD
CTPEMJICHUS K 3HAHUAM A pya II p

(I)OpMHPOBaHHe KOMMYHHKATUBHBIX HABBIKOB U KYJIbTYPbI oﬁmemm

DopMUPOBAHUE KYJAbTYPHI IMCbMEHHOU J1oOpoxkenaTensHOCTh ’
I'pax1aHCTBEHHOCTH
peUH U IeI0BOTO OOLIEHNUS OTKpPBITOCTh

2 MecTo qucuumiaunsl (MoayJsi) B crpykrype OITIOII

I[I/ICL[I/IHJ'II/IHa ((I[OKYMGHTI/IpOBaHI/Ie ynpaBnqueCKOﬁ ACATCIBHOCTH)) OTHOCHTCA K
BapHaTHBHOﬁ qacTu HpO(i)eCCI/IOHaJ'IBHOFO OUKJIa y‘Ie6HLIX IIJIaHOB.



3. O0beM qUCHHMNJIMHBI (MOYJIs1)

O0bveM auCHUIUIMHBL (MOIYJIsl) B 3a4EeTHBIX EAMHUIAX C YKa3aHHEM KOJMYeCTBa
aKaJIEeMUYECKUX YacoB, BBIJCICHHBIX Ha KOHTAKTHYIO paboTy ¢ oOydarommmucs (M0 BHAAM
y4eOHBIX 3aHATHI) M HA CAMOCTOSITEIILHYIO pabOTy, IPUBEACH B TaOIUIIE 2.

Tabmuua 2 — O6mas Tpya0eMKOCTb JUCIUTUIAHBI

C Tpyno- OO6BbeM KOHTAKTHOM paboThI (Yac)
eMecTp | eMKOCTh
(0D0)
Haspanue OIIOIT Popvia Yacts UM Bueaynu- CPC Popvia
o0yue- AynuropHas aTrec-
BO s vIiI Kypc TOpHAst I
(300, (3E) | Beero 8
030) nek. | npak. | ma6. | ITA | KCP
38.03.04
T'ocynapcreenHoe
u 0300 bl.b 2 3 6 2 0 0 1 3 102 3
MYHHULHUIAIBHOE
yIpaBJIeHH e

4 CTpyKTypa M coaepkaHue TUCUMIIMHBI (MOXYJIs)

4.1 CTpykTypa AucuunmInHbI (MoayJs) aas 0390

TemaTnuecknii TUTaH, OTPAKAIONIUN COACpPKAHWE MUCHIUILIMHBI (TIEpeueHb pa3ieiioB H
TE€M), CTPYKTYPUPOBAHHOE TI0 BUJIaM YICOHBIX 3aHATHH C YKa3aHHUEM X 00EMOB B COOTBETCTBUH
¢ yueOHBIM IUJIaHOM, TpHUBEACH B Tabmuie 3.1

Tabmuma 3.1 — Pa3znensl nucuuriinael (MOIYIIS), BUABI YIEOHOU MeATETLHOCTH U (POPMBI
TeKyiero KoHTpoJist aias O3d0O

Kon pe- Komn-Bo yacoB, oTBe/IcHHOE Ha
dopma
Ne HasBanwue TeMbl 3ynbTaTa
Jlex IIpaxr J1a6 CPC TEKYLIEro KOHTPOJIA
00yUeHUsI
TeopeTnueckre OCHOBBI
1 | memonpousBojacTBa Pa1 0 0 0 16 TECT, 3aJaHue
opraHu3alyu
OO61ue npasuia 0QOpPMIIEHUS
2 HLHC TP bop Pl 2 2 0 18 TECT, 3a/1aHue

YIPABICHYECKUX JOKYMEHTOB
OcoOEHHOCTH COCTABIICHUS U
3 | obopmiieHHst OCHOBHBIX Pa2 2 2 0 17 TECT, 3aJaHue
JIOKyMEHTOB YIIPaBJICHHUS
[paBuna opopmieHus

4 | DOKYMEHTOB IO JINUHOMY Pa2 0 0 0 16 TECT, 3aJaHue
COCTaBY

5 Oprasmsaist Pa3 0 0 0 16 TECT, 3aJaHue
JIOKYMEHT0000poTa
OcHOBHbIE MIpaBUIIa

6 | opranuzaunuu paboThI C Pa3 0 0 0 16 TECT, 3aJaHue
JIOKYMEHTaMH

Hroro no radsune 4 4 0 99

4.2 Copep:xanne pasfaea0B U TeM AU CHUILIHHBI (Moayas) aas O3PO0

Tema 1 TeopemuuecKue 0CHO8bI 0€I0NPOU3BOOCMBA OPSAHUZAYUL.

Conepxanne Ttembl: HMHpopmanms, ee kpurepuu. JokymeHT. PekBH3UT JOKyMeHTa.
®ynkuuu gokymenTa. FOpuauueckas cuiia fokymeHTa. Jlenonpon3BoicTBO, JOKYMEHTUPOBAHUE.
JlokyMeHTallMoOHHOe ~ obOecrieyeHue  ympasieHus.  JlokymeHntoo6opoT.  Kiaccudukanms
nokymeHToB. CraHpmapTuzanuss UM yHUQUKAIMS JOKYMEHTOB. YHHQHUIMPOBAHHAs CHUCTEMa
nokymenrtanuu (YCJ). Cuctemsl nokymenTauuu. [IpuHnumns! nenonpoussoactsa. HopmatusHo -



MeToruecKas 0a3za JOKYMEHTHPOBAHUs YIIPABICHYECKOH ESTEIbHOCTH U OPraHn3alii PadoThI
C IOKyMEHTaMHU.

@opMBl M METOJbl IPOBEICHUS 3aHITUH 10 TEME, NMPUMEHSIEMblE 00pa30BaTEIIbHbBIE
TEXHOJIOTMH: JIEKLIUOHHOE, IPAKTUYECKOE.

Bunel caMocTOSITENPHON MOATOTOBKU CTYINEHTOB II0 TEME: M3YYEHHUE JONOJIHUTEIbHOU
JIUTEPATYpPHI 10 TEME.

Tema 2 Obwue npasuna oopmienus ynpasieH4eckux OOKyMeHmoas.

Copnepxanne temsl: OCT P 7.0.97-2016 «YHupHUIHPOBaHHBIE CHCTEMBI JJOKYMEHTAIINH.
YHuduuupoBaHHas CUCTEMa OPraHU3alMOHHO-PACTIOPAIUTEIBHON JOKyMeHTau. TpeboBanus
K oopmienuto nok-meHToB». PexBusut 01- ['ocymapcrBennsiii repd P®. PexBusur 02- I'epod
cyorekra PO u mynunumanbHOro oOpazoBanus. PexBusutr 03 -DMOnema opraHuzaluu WUIU
toBapHblii 3Hak. PexBusut 04- Kon opranmsammu. PexBusut 05- YkasaHue Ha OCHOBHOM
rOCy/IlapCTBEHHBI PETUCTPALMOHHBI HOMep mnpeanpustus. PexBusut 06- VYkaszaHue Ha
UJCHTU(PUKAIIMOHHBIN HOMEP HAJIOTOIIaTEeNIbIINKA/KO/] IPUYHUHBI TIOCTAHOBKU Ha y4eT. PekBU3UT
07- Kom dopmer moxymenta. PexBusut 08-HammeHoBanme opranuzammn. Pexsmsur 09-
CrpaBounble cBeneHuss 00 opranmszauuu. PexBusut 10- HanmeHoBaHue BuAa TOKyMEHTA.
PexBusut 11- Jlata noxymenrta. PekBu3ut 12- PeructpanmoHHbeiii Homep JOKyMeHTa. PEekBU3UT
13- Ccputka Ha perucTpaIMOHHBIA HOMEP U JaTy AoKyMeHTa. PekBu3ut 14- Mecto cocTaBlieHUs
WM u3aHus JokymeHTa. PexBusur 15- CBenenus o0 agpecate. Pexsusut 16 -I'pud yrBepxaenus
nokyMeHTa. PexBuzur 17-Pe3omtonns. PekBusur 18-3aronoBok k Tekcty. PekBusutr 19- Otmerka
o koHTpouie PexkBusur 20- Tekct nokymenTa. PexBuzur 21- OTMeTKa 0 HAIMYNAK TIPEITIOKECHUIM.
PexBuzur 22- [oanuck. PexBusut 23- I'pud corynacoBanus gokymenra. PexBusur 24- Bussel
coryiacoBaHus JToKyMeHTa. PekBusut 25- Iledars. PexkBuszut 26-OTMeTKa 0 3aBEPEHUU KOTIHH.
PexBusut 27- OtmeTka 00 ucnonautene. Peksuszur 28- OTMeTka 00 MCHIOJHEHUN JOKYMEHTA U
HamnpaBJIE€HUHU €ro B neno. PekBu3ut 29- OTMeTka 0 MOCTyIuieHUWH NoKyMeHTa. PexBusut 30-
WnenTudukarop 3MeKTpOHHOHN Konuu fokyMeHTa. CocTaB peKBU3UTOB, UX MECTOPACHOJIOKEHHUE
Ha lokymMeHTe. Dopmyisip-oOpaszer] T0KyMEeHTa.

@opMbl U METOJbl MPOBEACHUS 3aHATUI MO TeMme, MpUMEHsAEMble 00pa3oBaTEIbHbIE
TEXHOJIOTUU: JIEKIIHOHHOE, IIPAKTUYECKOE.

Bunel caMOCTOATENBHON MOATOTOBKH CTYICHTOB IIO TEME: MU3YyYEHHME IOIOJHUTEIBHON
JIUTEPATYpPBI 110 TEME.

Tema 3 Ocobennocmu cocmagnerus u 0QOpMIEHUsL OCHOBHBIX OOKYMEHMO8 YNPAGIEHUS.

Copepxanne Tembl: OCHOBHBIE TpYHIbl JOKyMEHTOB. HopMaTuBHbBIE JOKYMEHTBI
roCylapCTBEHHbIX OpraHoB. OpraHu3allMOHHbIE JOKYMEHTBI mpeanpustus. JlomKHOCTHbBIE
UHCTpYKUMU. PacnopsautenbHble TOKyMEHTHI mnpenmpustus. [Ipukassl 1O  OCHOBHOM
nesTenbHOCTH.  Pacnopsbkenus, pemeHus.  HMHbopManmoHHO-CIPaBOYHBIE  JOKYMEHTHI.
[Iporokouibl, monHas U kpaTtkas popma ux opopmienus. AKTol. CiyxeOHbIe U 00bICHUTEIbHbBIE
samucku. CrpaBku. CryxebHble noBepeHHOCTH. [luchma, WX KiaccuduKanusi, CTPYKTypa,
cTaHnaptHeie (pa3pl U BbIpakeHUs. HopMmbl oQUIMaTbHO-IETOBOTO CTUIS  CIIY>KEOHBIX
JOKYMEHTOB. JlenoBoe MucbMOo MexayHapoaHOTo obpasua. Pakcel, TenedoHorpamMmMel. Jlorosopa,
KOHTpakThl. COBpEeMEHHBIE CIIOCOOBI U TEXHUKA CO3aHUSI TOKYyMEHTOB.

@opMBI U METOJBI TPOBEINCHHS 3aHITUN MO TeMe, MPUMEHseMble 00pa3oBaTEIbHbBIC
TEXHOJIOTUU: JIEKIIMOHHOE, TPAKTHYECKOE.

Buapl caMocTosTENBHONW MOArOTOBKHU CTYAECHTOB MO TE€ME: M3yYEHHUE JOMOJHUTEIbHOMN
JUTEpaTyphl 110 TEME.

Tema 4 IIpasuna ogopmnenus OOKYMEHmMOos no TUHOMY COCIMABY.

Copnepxanne TeMbl: lloHATHE M CTpyKTypa MEpCOHANBHBIX JaHHBIX. [IpuHAAIEKHOCTH
NEPCOHATBHBIX JAHHBIX: COOCTBEHHUK, JAEp)KaTellb M I0JIb30BaTeNlb MEPCOHAIBHBIX JIaHHBIX.
CrtpykTypa  KaJapoBoil  MH(OpMAIMOHHO-AOKyMEHTaMOHHOM  cuctembl.  OdopmieHue



JOKYMEHTOB IIPU MpUEME, YBOJIBHEHUH U MEPEBO/IC PAOOTHUKA HA JPYTyIO JOJDKHOCTh. AHKETa.
TpynoBbie koHTpakThl. IIpukassl o nMuHOMY cocTaBy. OCHOBHBIE PEKBU3UTHI JOKYMEHTOB U
npaBuia ux odopmienus. Kparkue cBemeHus o mpaBuiax OGOPMIICHHS TPYIOBBIX KHIKEK,
JIMYHBIX KAPTOUEK, TUYHBIX /1€] paOOTHUKOB.

@opMBl M METOJIbl IPOBEICHUS 3aHITUH 10 TEME, NMPUMEHsSIEMble 00pa30BaTEIIbHbBIE
TEXHOJIOTMU: JIEKIIHOHHOE, TPAKTHYECKOE.

Bunabsl caMoCTOATENBHON NMOATOTOBKM CTYAECHTOB IO TEME: M3YyYEHHUE JONOJHUTEIBHON
JIUTEpaTypsl 110 TEME.

Tema 5 Opeanuzayus 0okymeHmoobopoma.

Conepxxanne Tembl: [loHSATHS HOKYMEHTOOOOPOT M OpraHu3alus JOKYMEHTOOOOpoTa.
HopmatuBHO-MeTOMUECKass  perjiaMeHTanus JIOKyMeHTooOopora. OCHOBHBIC — IpaBHIIA
OpraHmW3alui  JOKyMEHTOOOOpOoTa Ha MNpeAnpusTud. KadecTBeHHBIE  XapaKTEPHCTHUKH
nokyMeHTooOoporta. Kiaccudukarus JTOKyMEHTOIOTOKOB: TOPHU30HTAIBHEIC, BEPTUKAILHBIC,
BOCXOJISIIIIAE, HHUCXOJAIINE, BXOJAIIME, WCXOMANMe © BHyTpeHHHE. [logcuer oObema
JTIOKYMEHTO000PpOTA.

@dopMBI M METOJBI TPOBEICHHS 3aHITUW IO TeMe, MPUMCHSIeMbIe 00pa30BaTEIIbHBIC
TEXHOJIOTHH: JICKIIMOHHOE, TIPAKTHIECKOE.

Bunel caMoCTOSITETEHON MOJTOTOBKH CTYJACHTOB IO TeME: M3YYCHHE JOMOJTHHTEIHLHOM
JUTEPATYPHI 110 TEME.

Tema 6 Ocnoénvie npaguna op2anuzayuu padomsi ¢ OOKYMeHMamu.

Copnepxanne Tembl: OOpaboTka mocTynarommx aokymeHToB. [lepBuunas oOpaboTka
nokyMmeHnToB. OOImiye MpaBuiia PEerucTpalud JTOKYMEHTOB, ¢GopMbl peructpauuu. llepemaua
JOKYMEHTOB, PpaccCMOTpeHHEe HUX pykoBoauTeneM. [lopsnok HampaBieHHs JOKyMEHTa Ha
UCIIOJIHEHUE U PabOThl UCIOJHUTENA ¢ ToKyMeHTaMu. McronHenue nokymeHTa. Buasl u popmbl
KOHTPOJISl HCIOJHEHHs, CpoKoBas KapToTeka. OpraHusamus TEKYIIEr0 XpaHEHHs Jedl.
Howmenxknarypa aen, oOmirie TpeboBanusi, BUAbI HOMeHKIaTyp. CocTaBlieHue HOMEHKIIATYphI JIe.
®dopmupoBanue u odopmiienune nena. Cucremarusarusi JOKYMEHTOB B Jelie. XpaHEHHUE el
[ToarotoBka TOKyMEHTOB K Iepeadye Ha apXMBHOE XpaHeHHe. KpuTepuu OLeHKH TOKYMEHTOB.
CocraBiieHu€e ONUCEN IEl.

@opMBl M METOJbI IPOBENCHHS 3aHITUN IO TeMe, MPUMEHseMble 00pa3oBaTEIbHbBIC
TEXHOJIOTUU: JIEKIIMOHHOE, TPAKTHUYECKOE.

Bunel caMocTosITeENnbHON MOATOTOBKU CTYICHTOB 0 TeMe: M3Y4YEHHE JOMOJIHUTEIHHOM
JUTEPaATypPHI [0 TEME.

5 Meroauyeckue yKa3zaHusl sl OOy4YalOUIUXCH 1O H3YYEHHUI0 U peaju3anuu
AUCHHILINHBI (MOIYJIs1)

5.1 Meroanueckue peKOMeHIAUMH O0Y4YAIIUMCS @0 M3YYEHUI0 JAUCHUILUIMHBI M 10
o0ecrne4yeHNI0 CAMOCTOSITeIbHOMH PadoThI

CamocrosrensHas padora ctyaeHToB (CPC) — 3T0 IesSTenbHOCTh yYaluXcsi, KOTOPYIO
OHHM COBEPIIAIOT 0€3 HEeMoCPEeICTBEHHON MOMOIIM U YKa3aHUH IpernojiaBaTess, pyKOBOJICTBYSICh
C(OPMHUPOBABIIUMHUCS paHee MPEACTABICHUSIMU O TOPSIKE M TPaBUIBHOCTH BBINOJHEHUS
onepanuii. llenr CPC B mporecce oOydeHHs 3aKii04aeTcs, Kak B YCBOGHWHU 3HAHUM, Tak U B
(bopMUpPOBaHUN YMEHUI U HABBIKOB I10 MX UCIOJIb30BAHUIO B HOBBIX YCIIOBUSAX HA HOBOM y4eOHOM
Mmatepuanie. CamocTosiTenbHast paboTa Mpu3BaHa 0OecreynuBaTh BO3MOXKHOCTh OCYIIECTBICHHUS
CTY/IEHTaMH CaMOCTOSITEIbHOM MO3HABATENbHON NEATENbHOCTH B O0YUEHUH, U SBJISETCS BUIOM
y4eOHOTO TpyZa, CHOCcOOCTBYIOLIEr0 (POPMHUPOBAHUIO Y CTYACHTOB camocTosiTenbHocTH. CPC
UMeeT KaK ayJuTOPHBIM, TaKk ¥ BHEAyJUTOPHbIM xapakTep. B nanHON ydyeOHOI mporpamme



MIPUBEJICH MEPEUYEHb OCHOBHBIX U JIOTIOJHUTEIBHBIX UICTOYHUKOB, KOTOPBIC ITPEAIaracTcsi U3y4nTh
B mporiecce 00y4eHus 1o auciuiumne. Kpome Toro, 1t paciiupeHus ¥ yriiyOJaeHUs 3HAHUH 110
JTAHHOW TUCITUIUIMHE [EIecO00pa3HO HCIIOJIb30BaTh HAYYHBIC MYOJIUKAIMH B TEMATHYECKUX
KypHaJIaXx, MOJTHOTEKCTOBBIC 0a3bl JAaHHBIX OMOIMOTEKH, WMEIOIIUECS B OMOIMOTEKax By3a W
peruoHa, myoIuKauii Ha JIEKTPOHHBIX U OyMa)KHBIX HOCHTEISX.

[Ipu peanuzanuu AUCIUTUIMHBI (MOIYJIS) IPUMEHSIETCS JIEKTPOHHBIN Y4eOHBIN KypC,
pa3MenIEéHHBINA B CUCTEME JIEKTPOHHOTO 00yueHnus Moodle.

5.2 OcoOenHocTu opraHu3anud OOy4YeHHsl JJIf JMI € OrPAHUYEHHBIMH BO3MOKHOCTSIMU
310POBbSI U HHBAJIH/IOB

[Ipu HEoOX0AMMOCTH 00YYAIOIIMMCS U3 YUCIIA JIULL C OTPAaHUYEHHBIMU BO3MOYKHOCTSIMU
3/10pOBbsSI U MHBAINJIOB (110 3asIBJICHHUIO 00Y4aroIIerocs) Mpea0oCcTaBiseTcs yueOHas
nH(popmMalus B JOCTYIHBIX (POPMax C YIE€TOM UX MHIAUBUAYAIBHBIX CUXO(DU3UUECKUX
0COOEHHOCTEH:

- JUISL JIUI] C HApYLIEHUSIMU 3pEHUS: B Ie4aTHOH (popme yBeTnYeHHbIM IpUpTOM; B hopMme
ANIIEKTPOHHOTO  JIOKYMEHTa;  WHIUBUIYyalbHblE  KOHCYIbTAlUK  C  TMPUBJICUYEHUEM
TUdI0CYpI0TIEpEBOAUNKA; MHANBUAYAIbHbIE 3aJaHNS, KOHCYIbTAIUH U JP.

- JUIs JIUL C HApyLIIEHUSIMU ciTyXa: B Ie4aTHoH (hopme; B popMe AIEKTPOHHOTO IOKYMEHTA;
WHIUBUAYyaJIbHbIE KOHCYIbTAlUM C TPUBJICUYEHUEM CYPAOINEPEBONUYNKA; HWHAWBHUIYaJIbHBIE
3aJlaHusl, KOHCYJIbTALlUU U Jp.

- U151 TU1] C HAapyILIEHUSIMU OMTIOPHO-/IBUraTEeNILHOTO arnmapaTa: B nedyatHoi popme; B popme
3JIEKTPOHHOTO JOKYMEHTA; NHAUBUIyabHbIE 3a1aHUs, KOHCYIbTALUH U Jp.

6 ®oHI OLIEHOYHBIX CPEACTB JI NMPOBEJeHUs TEKYIIero KOHTPOJIA U MPOMEeKYTOYHO
arrecTauuy o0y4arommxcs Mo JUCHUILIHHE (MOIYJII0)

B cootBerctBum ¢ TpedoBanusmu PI'OC BO s arrecranmmm 0O0ydaromuxcst Ha
COOTBETCTBHE HX IIEPCOHAIBHBIX JIOCTHIKEHUHM IUIAHUPYEMBIM pe3yjibTaTaM OOy4YeHHUs 10
JTUCIUTIINHE (MOIYII0) CO3/1aHbl (POHJIBI OIICHOYHBIX CPEJCTB. THIOBBIC KOHTPOJIbHBIC 3aJaHUs,
METOJUYCCKHE MaTepUalibl, OMPEICISIIONIUNE MPOIEAYPhl OICHUBAHUS 3HAHWK, YMEHUH U
HaBBIKOB, a TAK)KE KPUTEPHH U IMOKA3aTEIHM, HEOOXO0IMMBIE JIJIsl OLICHKU 3HAaHUH, YMEHHH, HAaBBIKOB
W XapakTepu3yloliue dTamnbl (OpMUPOBAHUS KOMIETCHIIMH B  MPOIECCE OCBOCHUS
00pasoBaTeNIbHON MPOrpaMMBl, NpeACcTaBiIeHbI B [Ipunoxennn 1.

7 YueOHO-MeTOANYEeCKOe M HH(POPMALMOHHOE 0O0ecnedeHne JUCHUIIIMHBI (MOLYJIs1)

7.1 Ocnoenas rnumepamypa

1. JlokymeHTOBeAEHUE : YIeOHUK U MPaKTUKyM Uit By30B / JI. A. Jloponuna [u ap.] ; mox
penakuueii JI. A. loponnnoit. — 4-¢ uzj., nepepad. u gomn. — Mocksa : U3nparensctBo FOpaiiT,
2024. — 336 c.— (Bwicmiee oOpazoBanue). — ISBN 978-5-534-19110-3. — Tekct
nekTpoHHBIH  //  OOpaszoBatenbHast  1uargpopma  IOpaiit  [caiit]. —  URL:
https://urait.ru/bcode/555971 (nara obpamenus: 12.11.2024).

2. Kopnees, U. K. JlokyMeHTHpOBaHHE YIPABIECHYECKON AEATEIBHOCTH : YUEOHUK IS
By30B/ U. K. Kopnees, A. B. Ilmenko, B. A. Mamypues. — 3-e uzn., mepepad. ¥ JOM. —
Mocksa : U3narensctBo IOpaiit, 2024. — 438 c. — (Boicmee o6pazoBanue). — ISBN 978-5-
534-16001-7. — Tekcr : anexTpoHHsIH // ObpazoBarenbHas miatdopma IOpaiir [caiit]. — URL:
https://urait.ru/bcode/536393 (nara obpamenus: 12.03.2025).

3. Jleonoma, C. JI. JlokyMeHTHpOBaHHUE YMpaBICHUYECKOW aesTenbHOCTH: [IpakTukym :
yuebHoe mocobue / C. JI. JleonoBa. — Mocksa : PTY MUPDA, 2022. — 65 c¢. — Tekcr :



AIIEKTPOHHBIN // Jlanp : 3IIEKTPOHHO-OMOIMOTEeUHAS cucrema. — URL:
https://e.lanbook.com/book/256823 (mata oOpamenus: 17.06.2025). — Pexxum pgocrtyma: ajs
aBTOPU3. IIOJI30BATEIICH.

4. CyxoueBa, H. A. JlokyMEHTHpPOBaHHUE YIPABICHUYECKON M IPOU3BOJCTBEHHOMN
NeSITeNLHOCTH : yueOHO-MeToaudeckoe mocodue / H. A. CyxoueBa, A. C. BomuénkoBa. — Open :
Openl’AY, 2023. — 77 c. — TeKcT : 37eKTpOHHBIH // JIaHb : 3IEKTPOHHO-OMOINOTEYHAS CHCTEMA.
— URL: https://e.lanbook.com/book/362465 (nata obpamenus: 17.06.2025). — Pexum gocryma:
JUIsL aBTOPH3. MOJIb30BATEIICH.

7.2 JlononnumenvHas numepamypa

1. TIposzoa O. C. JIEJOIIPOU3BOJACTBO. VYuebnoe mnocobue s BY30B
[OnexTponHbI pecypc]| : Mocksa : UzmarensctBo IOpaiit , 2022 - 124 - Pexum pgocryma:
https://urait.ru/book/deloproizvodstvo-492786

2. Eroposa, O. H. [Ienonpou3BOJACTBO U JOKYMEHTOBEJEHUE : YIeOHO-METOTUICCKOE
nocobue / O. H. EropoBa. — Yeboxkcapsr : UT'MKU, 2023. — 104 ¢. — Tekcr : 351eKTpoHHbIH //
Jlans : snextpoHHO-OMONMHOTEeuHas cuctema. — URL: https://e.lanbook.com/book/392702 (mata
obparmenus: 17.06.2025). — Pexum goctyna: ajisi aBTOPHU3. MOJIH30BATENCH.

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

7.3 Pecypcel unghopmayuonno-menekommynuxayuonnou cemu '"Humepnem',
eKn04an npogheccuonanvhvle 06a3vl OAHHBLIX U UHPOPMAUUOHHO-CRPABOUHDBIE
cucmembsl (npu HeoOX00UMOCMU):

1. O6pasosatensHas miatgopma "FOPAUT"

2. DnexktpoHHO-OMOMMoTeuHas cucrema "JIAHB"

3. DIeKTpoHHO-0MOMMoTeYHass cuctemMa wm3fartenbcTBa "HOpaitt" - Pexum pocryma:
https://urait.ru/

4. DnexTpoHHO-6ubIMOTEeuHas cuctema FOPAMT - Pexxum moctyma: https://urait.ru/

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

6. Ilpesunmentckas OuOmuoreka wuM. b.H.EmpnmHa (6a3a maHHBIX —pa3IUYHBIX
npodeccuoHanbHBIX 00acTeil) - Pexxum moctyna: https://www.prlib.ru/

7. WndopmammonHo-crnpaBouyHas cucrema "Koncymbrant Ilmoc" - Pexxum pocryma:
http://www.consultant.ru/

8 MarepuajbHO-TeXHHYECKOe oO0ecreyeHHe AUCHUIUIMHBI (MOAYJsl)) H IepedYeHb
HH(OPMAIMOHHBIX TEXHOJIOTHI, UCNOJIb3yeMbIX NMPHU OCYIIECTBJIEHHH 00pa30BaTeJIbLHOI0
npouecca no JMCUMILInHe (MOAYJ/II0), BKJIKYAS NepedeHb NPOrpaMMHOro odecneyeHust

OcHOBHOE 000pYIOBAHUE:

e [Ipoekrop

e Jlocka ayautopHas JJA-8MIL]

e [lapra 3-x mectHas cknaaHas 1800*450
[IporpammMHOe oOecrieueHue:

o Microsoft Office XP Suites Russian

o Windows
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1 Ilepeyenb (popMuUpPYyeMBbIX KOMIIETEH M

Hassame OTIOIT BO, Kon u hopmynupoBka KoMIeTeHIN

COKpAIICHHOC )51

Kon u hopmynipoBka HHAUKATOPa JOCTIKEHUS

KOMIICTCHIIMHN

(B-IY) CTeYuBaTh B3aMOJIEIICTBUE OpraHo
B BJIACTH C TpakAaHaMH, KOMMepYe
CKMMH OpTaHU3alMsIMH, HHCTUTYTa
MU I'PaxIaHCKOro 00IIecTBa, Cpelc
TBaMH MacCOBOH MH(pOpMaIn

38.03.04 «I'ocymapcte | OIIK-7 : Crocoben ocymectBiath | OIIK-7.3k : CocTaBisieT ciyeOHbIC 3aITUCKH U
€HHOC U MYHUIIMITAIBH | BHYTPHOPTAHU3AIMOHHEIC U MEXBE | MH(OpMAIOHHBIC MMChMa B PaMKaX MEXBEIOM
0¢ yIIpaBIICHHUEY JIOMCTBCHHBIC KOMMYHHKAIIMH, 00¢ | CTBEHHBIC KOMM yHUKAITHH

Komnerenius cunraercs copMUpoBaHHON Ha JaHHOM 3Talle B CJIydae, €CIH NOJyYeHHbIE
pe3ynbTaThl OOy4eHHMs MO JUCUUIUIMHE OIICHEHbl IOJIOKUTENbHO (JMana3oH KpUTEpUEB
OILICHUBAHMSI PE3YIHTATOB OOYUEHHSI «3aUTEHO», «YA0BIETBOPUTEIBHOY, «XOPOILIO», KOTIUIHOY).
B cinydae OTCYTCTBUS TMOJOXHUTEIBHOM OLEHKM KOMIIETEHIMS Ha JaHHOM 3Tale CUYMUTaeTCs

Hec(hOpPMHUPOBAHHOM.

2 lloka3zaTe/iM OLleHNBAHUS IVIAHUPYEMbIX Pe3yJIbTATOB 00y4YeHu s

Komnerennus OIIK-7 «CriocoGeH ocyecTBISITh BHYTPHOPTaHU3allMOHHBIE U
MEXBEJJOMCTBEHHbIE KOMMYHHUKAIIMH, 00€eCTIeYMBaTh B3aUMOJCHCTBHE OPraHOB BJIACTH C
rpaxkJlaHaMH, KOMMEPUECKUMH OpraHU3alUsIMH, HHCTUTYTaMH I'Pa)IaHCKOTO OOIIeCTBa,

CpeICTBaMHU MaccOBOM MHPOPMAIIII)

Tabmuma 2.1 — Kpurepuu olieHKH WHIUKATOPOB IOCTHKEHUS KOMITETCHITHH

Pe3ynbraTel 00y4eHusl 0 AUCHUIUIUHE

Kon u popmynuposka umukar | Ko [ Tu
Opa IOCTW)KEHMS KoMIleTeHimu | A I

pe | pe Pesynbrar
3- | 3-
Ta | Ta

Kpurepuu orieHUBaHHS PE3yIbT
aToOB O0y4eHUs

OIIK-7.3k : CocTaBisieT ciryxe
OHbIe 3aIMCKH ¥ HHPOPMALHOH
HBIE INCbMA B PaMKaX MEXBEIO0
MCTBEHHbIE KOMMYHHUKALIH

OCHOB JIOKYMEHTaJIbHOTO 0(op
MJICHUS pellieHHUH B yIIpaBIeHH
1 OIEePaIMOHHOH (TIPOU3BOICTB
3H | eHHOH) JeITeNbHOCTH OpTraHu3a
aH | numit;TpeboBaHM K CTaHOApTH3a
e | Uuu 1 YHUPUKAIIA JOKYMEHTO
B, JEUCTBYIOINX YHH(DUIIIPOBA
HHBIX CHCTEM YIPaBICHYECKON
JIOKYMEHTAITIH

Pl

KOPPEKTHOE UCTIOIb30BAaHHE OC
HOB JIOKYMEHTaJILHOTO 0(hOpMIIT
€HUS PEIICHU B YIIPABICHHH O
MEpaIIOHHON (TIPON3BOJICTBEH
HOI1) IeATEeNbHOCTH OpraHu3aIl
uit;TpeboBaHM K CTaHAAPTH3AI]
UM U YHADHUKAINUT JOKYMEHTOB,
JICUCTBYIOIIUX YHUDUIIMPOBAH
HBIX CHCTEM YIPaBICHUECKOI I
OKYMEHTAIIH

COCTABIIATH M OPOPMIISTH JIEITO0
BYIO IOKYMEHTAITHIO B COOTBETC
Y | TBHH c HOpMATHBHO- METOINYE
P | Mme | ckuMu akTamu; aJanTUPOBATH C
2 HHU | VIIECTBYIOIIHE MPaBHUiIa U TEXH
e OJIOTHH COCTaBJICHUS U 0(hOpMIT
SHHS YIIPaBJICHICCKAX TOKYMEH
TOB K KOHKPETHBIM YCIIOBUSIM

TPaMOTHOE COCTaBJIEHHE U 0O

pMIICHHE JIETOBOH IOKYMEHTAIT

UM B COOTBETCTBHHU C HOPMAaTHB
HO- METOJIMYECKIMH AKTaMHU; B

MIOJIHOM Mepe alalTUPOBATh Cy

IIECTBYIOIIHE TPaBIiIa U TEXHO
JIOTUH COCTaBIICHUS U 0 opmIIe
HUSl YIPaBIEHYECKHUX JOKYMEHT
OB K KOHKPETHBIM YCIIOBUSIM

Ha | moxymeHTanbHOTO OpOpPMIICHUS
BEI | pEIICHHU B yIPaBICHUU Omepa
K IIMOHHOH (TIPON3BOJICTBEHHOI)

PIl

TPaMOTHOE TOKYMEHTAIIBHOE O
(hopmIieHne pelmeHn B YIpaBi
€HHH ONEpalIOHHOH (TIPOM3BO




JACATCIIBHOCTH OpFaHPISaHHfI; Ha
BbIKAMU IOATOTOBKH OpTraHU3all
HMOHHBIX U pacliopsAAUTCIbHBIX
JOKYMCHTOB, H606XOZ[I/IMBIX JJI
s CO3JaHNA HOBBIX MTPCANIPUHN
MAaTCJIbCKUX CTPYKTYD

,Z[CTBCHHOP'I) ACATCIIbHOCTH Opra
HH3aHHﬁ; IMOATOTOBKAa OpraHn3a
HUOHHBIX U paCOPAAUTCIIbHBIX
JOKYMCHTOB, H€06XOHI/IMLIX JJI
s CO3JaHUA HOBBIX TPEAIIPHUHN
MAaTCJIbCKUX CTPYKTYP

3 IlepeyeHb OLIEHOYHBIX CPE/ICTB

Tabnuna 3 — [lepeyeHb OIIEHOUHBIX CPEICTB MO TUCIUTIINHE (MOIYITIO)

Tabnuiia 3amoyHSIeTCsS B COOTBETCTBUU ¢ pazzaeiioMm | PaGodeid mporpaMMBbl TUCITUTITHHEI
(Momyst).

Kontponupyemsle miaHUpyeMble pe3
YABTATHl 00y4YEeHHUS

KOHTp OJIMPYEMBIC TEMBI
HNCHHUITJINHBI

HavnmMeHoBaHUE OICHOYHOTO CPEJICTBA U TIP
encrasienne ero B ®OC

Texymui KOHTPOJIb

IIpomexxyrounas at
TecTauus

OuHo-3a0uHas popMa 00ydCHHUS

P/l

3HaHHE : OCHOB JJOKYMEHT
anpHOro oopmiteHus pe
LICHUH B YIIPABJIECHUU OIE
palMOHHOM (TTPOU3BOJCTB
€HHOI) AeATeIbHOCTH OpT
aHM3ALIA; TpeOOBaHHMN K C
TaHJAPTU3ALUHA U YHUPHUK
aluy I0KyMEHTOB, ACHUCT
BYIOUIMX YHU(PHUIIUPOBAHH
BIX CHCTEM YIPaBIECHYECK
Ol JOKYMEHTallu1

1.1. Teopernueckue OCHO
BbI JIEIIONPOU3BOACTBA Op
raHu3aluu

Pa3zHOypoBHEBEIE 3a
a4y ¥ 3aJaHus

3auér B Gopme TecT
a

Tecr

3auér B Gopme TecT
a

1.2. O6wme npasuia odo
PMIICHUS YIIPABICHYESCKH
X IOKyMEHTOB

Pa3noypoBHEBEIE 3a
Jlauu U 3a/1aHUs

3auér B Gopme TecT
a

Tect

3auér B Gopme TecT
a

P12

YMeHue : COCTaBIATh U O
(GOpPMIISITH IENIOBYIO IOKY
MEHTALIIO B COOTBETCTBH
U C HOPMaTHBHO- METOIH
YEeCKHMH aKTaMH; aJlalTH
POBATh CYIIECTBYIOIIHE I
paBHIIa M TEXHOJIOTHUH COC
TaByIeHUs1 1 0)OPMIICHUS

YIpaBIICHYECKHUX JOKYMe

HTOB K KOHKPETHBIM YCIIO
BUSIM

1.3. OcobenHocTH cocraB
JIeHUsI U 0 OPMIICHHS OCH
OBHBIX JJOKyMEHTOB YIIpa
BIICHUS

Pa3snoypoBHeEBEIE 3a
Jlaudl U 3a/1aHus

3auér B Gopme TecT
a

Tect

3auér B Gopme TecT
a

1.4. IpaBuia opopmieHn
51 MOKYMEHTOB 10 JINYHOM
y COCTaBy

Pa3snoypoBHEBEIE 3a
Jlaudl U 3a/1aHus

3auér B Gopme TecT
a

Tect

3auét B popme TecT
a

P13

HaBbIk : TOKyMeHTaIbHOT
0 ohopMIIeHNS peIIeHUIA

B yIPaBJICHUU ONEPALUOH
HOH (TIPOM3BOICTBEHHOIN)
JICATENLHOCTH OpraHK3aIl
Wi, HaBBIKAMH MOATOTOBK
Y OpraHU3aIMOHHBIX U Pa
CIIOPSIUTEIBHBIX JOKyME
HTOB, HEOOXOUMBIX ISt

CO3/IaHUsI HOBBIX MPENPH
HUMATEIILCKUX CTPYKTYP

1.5. Opranmsanus foKyme
HTOOOOpOTa

Pa3snoypoBHEBEBIE 32
Jlaudl 1 3a/1aHus

3auét B popme TecT
a

Tect

3auét B popme Tect
a

1.6. OcHOBHBIE TTpaBHUIIa O
prasnzanuu paboTHI ¢ 10
KyMEHTaMH

PasnoypoBHEBBIE 32
Jlaudl ¥ 3a/1aHAs

3auét B popme TecT
a

Tect

3auét B popme TecT
a




4 Onucanue npoueaypbl OHCHUBaAHUA

KagectBO copMHPOBAaHHOCTH KOMIETEHIMI Ha JAaHHOM JTame OICHMBAETCS IO
pe3yibTaTaM TEeKYIIUX U MPOMEKYTOUHBIX aTTECTALUI MPHU MOMOIIM KOJINYECTBEHHON OICHKH,
BbIpaKCHHOW B Oayutax. MakcuManbHas cymma 0ajuioB 1Mo JucHUIUIMHE (MOAynmo) paBHa 100

oayIam.

Tabmuua — Pacnpenenenne 6amioB 1mo BuaaM yaeOHOHN e TETbHOCTH

Bun yueOHOM eATeNbHOCTH OuCHOUHOE CPE/ICTBO

Tect Nol-6 3ananue 1-6 3anaya 2-6 Bonpoce! Ha 3auer Hroro
Jlexn 30 30
[TpakTHyeckue 3aHATHS 15 20 35
CamocTosTenbpHas padoTa 15 15
[IpomexxyTouHast aTTeCTaIus] 20 20
HUroro 30 30 20 20 100

CymMma 6aitoB, HAOpaHHBIX CTYJEHTOM IO BCEM BUIaM y4EOHOU IEATETHHOCTH B paMKax
JTMCIMILTAHBL, TIEPEBOUTCS B OIIEHKY B COOTBETCTBHHU C TAOJIHIICH.

Cymma 6amo
B

110 Juciu
IIJIMHE

OrneHka 1o MpoMeKyTOUHOM

aTTeCTalluHk

XapaKTepI/ICTI/IKa Ka4dyeCcTBa Cq)OpMI/IpOBaHHOCTI/I KOMIICTCHIIMHU

ot 91 1o 100

«3aYTCHOY / «OTIIHYHOM

CTyaeHT 1eMOHCTPHUpPYET CHOPMHUPOBAHHOCTD AUCLUIUIMHAPHBIX KOMIICTEHI]
uii, 0OHapYKHBaeT BCECTOPOHHEE, CUCTEMAaTHYECKOE U INIyOOKOe 3HAHHE YU
eOHOro MaTepyala, yCBOMJI OCHOBHYIO JIUTEPATYPY ¥ 3HAKOM C JJONOIHUTEI
BHOH JIMTEPATypOl, PEKOMEHJOBAaHHOH NPOrpaMMOM, yMeeT CBOOOIHO BBIIIO
JHATB NIPAaKTUYECKUE 33/IaHUsL, IIPEyCMOTPEHHbIE IIPOrpaMMOi, CBOOOIHO O
nepupyer NpuoOPETEHHBIMU 3HAHUAMH, YMEHHUAMH, IPUMEHSET UX B CUTYAIl
USIX TOBBIIICHHOH CIOXHOCTH.

ot 76 no 90

«3aYTCHOY / (XOpOouIo»

CTyaeHT 1eMOHCTpHUpPYeT CHOPMHUPOBAHHOCTD AUCLUILIMHAPHBIX KOMIICTEHIL
Wii: OCHOBHBIE 3HAHHS, YMEHHUS OCBOEHBI, HO JIOIYCKAaIOTCSl HE3HAUUTEIIbHbIE
OIIMOKH, HETOYHOCTH, 3aTPYHEHUS IPU AHAIUTHYECKUX OllepalusX, epeH
oce 3HaHUIl 1 YMEHUH Ha HOBbIE, HECTAHIapTHbIE CUTYAIHH.

ot 61 10 75

«3aYTEHO» / YJIOBJIETBOPUT

CJIBHO»

CTyaeHT 1eMOHCTPHUpPYeT CHOPMHUPOBAHHOCTD AUCHUIUIMHAPHBIX KOMIICTEHI]
Uii: B X0/1€ KOHTPOJIbHBIX MEPOIPUATHH JIOIYCKAIOTCS 3HAYUTENIbHBIE OLIHO
KU, IIPOSIBIISIETCS OTCYTCTBUE OTIEIBHBIX 3HAHUMN, YMEHHI, HABBIKOB 110 HEK
OTOPBIM AUCLHUIIIMHAPHBIM KOMIETEHLUSIM, CTYJICHT UCIBITHIBAET 3HAUUTEI
bHBIE 3aTPYIHEHMS NIPU OIIEPUPOBAHUN 3HAHUAMH M YMEHUSIMU IIPU UX Tepe
HOCE Ha HOBBIE CUTYaLHH.

ot 41 go 60

«HE 3a4TEHOY / «HCYIOBJIETB

OPUTEIHHO»

V crynenra He cOPMHUPOBAHBI AUCHUILIMHAPHBIC KOMIIETSHIMH, POSBIISET
Csl HEAOCTATOYHOCTh 3HAHUI, YMEHUH, HABBIKOB.

CYMMa 6aJ'IJ'IOB, Ha6paHHBIX CTYACHTOM I1I0 BCEM BUaM y‘le6H0ﬁ JACATCIIbHOCTH B paMKax
AUCHUIUINHBIL, IECPEBOAUTCA B OLICHKY B COOTBETCTBUHU C Ta6J'IPII.[eI>i.

CyMMi Gauo OreHka 10 MPOMEK
YTOYHOU aTTecTanu XapakTepucTuka KauecTBa ChOpMHUPOBAHHOCTH KOMITETEHIIUU
110 TUCIIMIIIIN "
HE
CTyneHT IeMOHCTPUPYET COPMHUPOBAHHOCTD JUCHUTLTMHAPHBIX KOMIIETEHIHI, 00HA
PY)KHBAET BCECTOPOHHEE, CHCTeMaTHIeCKOe U TIy0oKoe 3HaHKe yIeOHOro MaTepraa
91 100 «3a4TeHOY / , YCBOMJI OCHOBHYIO JIUTEPATYPy M 3HAKOM C JOTOIHUTEILHON JINTEPATypOii, pekoMe
oT =1 no «OTJIMYHO H/IOBaHHOU MPOrpaMMO#, yMeeT CBOOOIHO BBIMOMHATH MPAKTHYECKHUE 3adaHus, TIPe]]
YCMOTpEHHBIE TPOrPaMMO#, CBOOOHO OMEPUPYET MPUOOPETEHHBIME 3HAHUSIMH, YME
HUSIMH, IPUMEHSIET UX B CUTYAIMSX MOBBIIICHHON CIIOXKHOCTH.
CTyaeHT 1eMOHCTpHUPYET CPOPMUPOBAHHOCTD AUCIHUIUTMHAPHBIX KOMIETECHIIUIA: OCHO
76 110 90 «3a4TEHO) / BHBIC 3HAHUS, YMEHHSI OCBOCHBI, HO IOMYCKAIOTCS HE3HAYMTENbHbIC OIUOKH, HETOYH
oT /6 1o «XOpOIIIO» OCTH, 3aTPYIHEHHS P aHATUTUYSCKUX OMEPAIHsIX, IEPEHOCE 3HAHUI U YMCHUI Ha H
OBbI€, HECTAH/IAPTHBIC CUTYAIIHH.




CTyZ[eHT JACMOHCTPUPYET C(I)OpMI/IpOBaHHOCTI) JUCHUIUTMHAPHBIX KOMHCTCHHI/IﬁZ B X0

«3a4TeHOY / J€ KOHTPOJIbHBIX MepOHpI/IﬂTI/Iﬁ JOIIYCKAarTCAd 3HAYUTCIILHBIC OIHI/IGKI/I, MPOSABJIIACTCA O
ot 61 o 75 «YHOOBJICTBOPUTEIIb TCYTCTBUEC OTACJIbHBIX 3HaHPII71, yMeHHﬁ, HAaBBIKOB IO HCKOTOPBIM JUCITUIUIMHAPHBIM K
HO» OMIICTCHIUAM, CTYACHT UCHBIThIBACT 3HAYUTCIILHBIC 3aTPYAHCHUS ITPU OIIEPHUPOBAHU

1 BHAHUAMU U YMCHUAMU IIPU UX MIEPEHOCC HAa HOBLIC CUTYAIIUHN.

«HE 3aYTCHO» /

or 41 o 60 «HEYIOBJIETBOPUTE
JIBHO»

«HE 3a4TeHO» /

ot 0 10 40 «HEYJIOBJIETBOPUTE

JIBHO»

vy CTyACHTa HE C(i)OpMI/IpOBaHI;I JUCHUIUIMHAPHBIC KOMIIETCHIIUU, TPOSBIIACTCSA HEAOC
TAaTOYHOCTh 3HaHPII>1, yMeHHﬁ, HAaBBIKOB.

I[I/ICL[I/IHJH/IHapHBIC KOMIICTCHIIUH HC CC])OpMI/IpOBaHLI. HpOSIBJ'IHCTCH TIOJITHOE WJIU IIPpaK
TUYECKHU ITOJITHOEC OTCYTCTBUC 3HaHPII>i, yMeHHﬁ, HaBBbIKOB.

S IIpumMepHBIe OLlEHOYHBIE CPeICcTBa

5.1 Ilpumep pa3HOYPOBHEBBIX 33124 U 3a]aHUi

Samaune 1
CocraBuTh HHGOPMAITMOHHO-CIIPABOYHBIN JOKYMEHT «3asBJIICHHE», 0(DOPMHTH COOITIO1as

TOCCTaH/IApT
Samanue 2

[ToaroroBuTh OIAHKK JOKYMEHTOB, COOIOAs TOCCTAaHAAPT:
a) MPOJI0JILHBIM CTIOCOOOM
0) yrioBbIM cIoco60M

3aganmue 3

CocTaBUTh OPraHU3AIMOHHO-PACTIOPSIIUTEIBHBIM  TOKYMEHT: «IpHUKa3», OQ(OPMHUTH
coOmro1ast roccTaHaapT

Kpamxue memoouueckue ykazarnus

BrimonHsis 3amanusi, CTYACHT JOHKEH PYKOBOJCTBOBATHCS 3HAHUSMU, MOJTYYCHHBIMH HA
JIEKIIMOHHBIX 3aHATUSIX U B X0JI€ CAMOCTOSITEIIBHON PaOOTHI.

IlIxana oyenku

OueHka banst OnucaHue

5 5 CTyIIeHT Ha BHICOKOM YPOBHE YMEET BBIIIOJHSTH 3a1aHHe
4 4 CTyIIeHT Ha CpeJJHEM YPOBHE YMEET BBINOIHATH 3a/IaHUE
3 3 CryneHT Ha 0a30BOM YPOBHE YMEET BBIIIOJIHATH 331aHHE
2 1-2 CTYIICHT HE YMeeT BBITIOJIHATH 331aHHe

5.2 Ilpumepsl TeCTOBBIX 3aJaHUI

Temal. [lokyMeHTALMOHHOE O0ecTieYeHHe KOMMepP4eCKOoro npeanpusTus

1. JlokyMeHTOM Ha3bIBaeTCs

1)COBOKYIHOCTb CBEIEHUH O MpeaMeTax, (pakTrax, COOBITHUAX U Mpolieccax HE3aBUCUMO OT
(bopMBI UX IpeACTaBICHUS

2)3auKkcupoBaHHAasT Ha MaTepUalbHOM HOCUTeNe UH(pOpMaIlMs C PEKBU3UTAMH,
MO3BOJISIOIIMMU €€ UACHTU(PHUIIUPOBAThH

3)nepedeHb (CUCOK) KaKUX-TH00 TaHHBIX, PACHIOI0KEHHBIX B ONPEAEICHHOM MOpsIKe

4)3anuch y4eTHBIX JJAHHBIX 110 YCTAHOBJIEHHOU (popme

2. B xakoM M3 NEpEUYUCIICEHHBIX HOPMATHBHBIX JTOKYMEHTOB COJEP/KATCS ONpPEACIICHUS
TEPMUHOB «JIOKYMEHT» U «MH(DOpMALIUs»

DHI'OCT P6.30-2003 «YHupUIMpOoBaHHBIE CUCTEMbI JOKYMEHTAIMU. Y HU(PHULIUPOBaHHAS
cucTeMa OpraHU3allMOHHO-PACHIOPIINTENFHON JOKyMEHTaluu. TpeboBaHUs K OG(OPMIIEHHUIO
JOKYMEHTOB

2)I'OCT P51141-98 «/lenonpon3BoACTBO U apXUBHOE 1€710. T€PMHUHBI U ONIPEECIICHUS»


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

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

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

3. [lonHOTA yripaBiieHYeCKOH HHOpMaIIH

l)onpenensercs CTENEHbIO COOTBETCTBUS €€ COACPKAHUSI 0ObEKTUBHOMY COCTOSIHUIO JIEN

2)xapakTepu3yercsi ee 00beMOM, KOTOPBIA JNOJKEH OBITh JOCTATOYHBIM JISI TIPUHSTHUS
peleHuin

3)ompenensercs BpeMEHEM ee mepeiadi 1 00paboTKu

4)xapakTepu3yeTcsi BO3MOXXHOCTBIO COTIOCTABIISATH CBEACHUS, OTHOCSIIUECS K Pa3IMIYHBIM
BPEMEHHBIM HHTEPBAJIaM

4. HazoBure, xkakoe 4umciao pekBu3uToB ycraHaBimmBaer [OCT  P6.30-2007
«YHUPHUIMPOBAHHBIE CUCTEMBI TOKYMEHTAIIMU. YHUQUIIMPOBAHHAS CHCTEMa OpPraHU3aIOHHO-
pacropsIuTenbHON ToKyMeHTanuu. TpeboBanus K 0hOpMIICHHIO JOKYMEHTOBY

1)28

2)30

3)29

4)32

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

1)BHyTpeHHUE

2)1MCbMEHHbIE

3)rpaduueckue

4)aKyCTHYECKHE

Kpamxue memoouueckue ykazanusi

TecroBble 3asaHusl COCTOSAT M3 BONPOCAa M HECKOJIBKMX BapHAaHTOB OTBeTa. Pemenue
MPEACTABISIET CO0OM yKa3aHWe HOMEpa BOmpoca U OYKBY, KOTOPOW 0003HA4YEH MPABHIIBHBIHN, 110
MHEHHUIO CTYJIEHTa, BapUaHT OTBeTa. B TeueHne cemecTpa mpoBOAUTCA 6 TECTOB Mo 6 TeMaM Ha
JIEKIIMOHHBIX 3aHATUSAX, B KQXKJIOM TECTE 5 BONPOCOB.

IlIxana oyenxu

OueHka banst OnucaHue

5 5 CryneHT oTBeTHI 0e301IMO0YHO

4 4 CryneHt coBepiimi | omubKy B OTBETaX Ha TECT

3 3 CryneHT coBepuni 2 OIUOKH B OTBETaX Ha TECT

2 0 CryneHt coBepiui 3 1 6osee omnbOK B OTBETaX Ha TECT

5.3 3auéT B popme TecTa

1. JokymeHT —3TO:
1. 3adukcupoBaHHas Ha MaTepUaIbHOM HOCHUTeNEe HHPOpPMalUs C PEKBU3UTAMHU,
MO3BOJISIOIIMMU €€ UACHTU(PHUIMPOBATS.
2. Hocurens uHQOpPMALUK, MCIOJIB3YEMON B LEIAX PErylIHpPOBAHUS COLMATBHBIX
OTHOIIEHHUM.
3. Undopmanus, 3adukcupoBaHHas JTIOOBIM CIIOCOOOM Ha JTIFOOOM HOCHUTEIIE.
. IlopIMHHHUK JOKYMEHTa — ITO:
. IlepBbIi WM €IMHCTBEHHBIN DK3EMILIAP TOKYMEHTA.
. OK3EeMILIAp JOKYMEHTA, C KOTOPOTO CHATA KOIHSL.
. IOpnanueckas cujia J0KyMeHTa — ITO:
. OcobGeHHOCTH BHEIIHETO 0(OPMIIEHHS TOKYMEHTA.
. CBUETENBCTBO HAIMYNUS B JOKYMEHTE MTOJI0KEHU HOPMAaTUBHOTO XapaKkTepa.
. CriocoOHOCTh JOKYMEHTA MOPOKJIaTh ONpeIeNeHHbIE TPABOBBIE MOCIIEACTBHUS.
. AMeer /M OPUIAMYECKYI0 CHJIY JAOKYMEHT, NOJYYE€HHbIH 1O (PaKCHUMHIBHOU

A LWND— WD —~DN

cBsa3u?

1. Ja.



2. [la, o coryameHuo CTOPOH HHPOPMAITMOHHOTO 0OMEHa.

3. Her.

5. Kakoii u3 nepeyHCJEHHBIX pPEKBU3MTOB He OTHOCHTCA K PEeKBH3UTaM
yaocToBepenusi?

1. I'pud yrBepkaeHUs.

2. Ileuats.

3. OT™MeTKa 0 3aBEpEHUU KOIIHH.

4. Buza corynacoBaHusl.

5. Ilognuce.

6. Kakue peKBH3UTHI BKJIIOYAIOTCS B 0JIaHK nucbMa?

1. MecTo cocTaBiieHUsl WIN U3JIaHUS TIOKYMEHTA.

2. 3aroi0BOK K TEKCTY.

3. HaumeHoBaHue opraHu3anuu.

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

5. HanmeHoBaHue BuJa TOKyMEHTA.

6. Anpecar.

7. CipaBo4HbIE JaHHBIE 00 OpraHU3aIUH.

7. Ha kakoM 3K3eMILIsipe /1eJIOBOIr0 MNHCbMA, IMOATOTOBJEHHOM /JA OTHPABKH
ajpecary 1o no4re, NPpOCTABJIAIOTCH BU3bI?
1. Ha moymuHHUKE, OTOPABIISIEMOM aJpecary.
. Ha xonuu, momeniaemoii B 110 OpraHu3aluu.
. Kakoii pekBu3uT 0popMIIeH HENIPaBHJIbHO?
. HaumenoBanue opranuzanumn-aBTopa.
. CipaBouHbIe TaHHBIE 00 OpraHU3aIUu.
. Jlata nokymeHTa.
. PeructpannoHHbIii HOMEp JOKYMEHTA.
5. 3arojoBOK K TEKCTY.
9. YUrto moskeH caeiaTh pAaGOTHUK OPraHu3aliui, BUBHPYIOIIUI TOKYMEHT, €CJIH OH
He COIJIACEH C ero cojaepxaHuem?
1. OTka3arbcst OT BUSUPOBAHUS IOKYMEHTA.
2. 3aBU3MpOBaTh JOKYMEHT, BBIPa3UB CBOE MHEHHE.
10. Kakoe nmucbMo 3aBepsieTcsi ne4aTbio?
1. 'apanTHitHOE TUCHMO.
2. Kommepueckoe npejioskeHue.
3. [Tucemo-npockoa.
Kpamkue memoouueckue yxazanus
OtBeuass Ha BONPOCHI TECTa, CTYAEHT JOJDKEH PYKOBOJICTBOBATbCS 3HAHUSAMM,
MOJIyY€HHBIMH HA JICKIIMOHHBIX 3aHATUAX U B XOJI€ CAMOCTOSTENILHOM pPabOTHI.
Llkana oyenxu

W N — 00 N

N

OueHka Banbt Onucanue
OLieHKa «OTIMYHO» BBICTABIISAETCS CTYACHTY, €CJIH OH INIyOOKO M IIPOYHO YCBOMII IIPOrPaMMHBI
5 16-20 1 MaTepHal HCUEePIIBIBAIOLLIE, TIOCIIEA0BATEILHO, YETKO M JIOTHYECKH CTPOMHO €ro U3JIaraeT, yM

€ET TECHO YBSI3bIBATh TEOPHIO C IPAKTUKOM.

OlLieHKa «XOPOLIO» BBICTABISICTCS CTYICHTY, €CIIH OH TBEP/IO 3HAET MaTepHall, PaMOTHO U MO €
4 11-15 VILECTBY U3JaraeT ero, He JAOMYCKas CYIECTBEHHBIX HETOYHOCTEH B OTBETE Ha BOMPOC, MPaBUIT
bHO IPUMEHSET TEOPETHYECKHE MOIOKEHHUSI IIPH PEHICHUH MPAKTHYECKUX BOIPOCOB M 3a1a4.
OlLieHKa «yI0BJIETBOPUTEIBEHOY» BBICTABIIACTCS CTYCHTY, €CIIH OH UMEET 3HAHHS TOJIIBKO OCHOB
3 6-10 HOT0 MaTepuana, HO He YCBOWII €ro AeTajel, JOMyCKaeT HETOYHOCTH, HeJIOCTATOYHO MPABUIIbH
ble popmynupoBku. He MOXeT cBsi3aTh C NPaKTHYECKUMHU IIPUMEPAMH.

OlLieHKa «HEY/IOBIECTBOPUTEILHOY» BBICTABIAETCS CTYJCHTY, KOTOPBIN HE 3HACT 3HAUUTEIBHON 4
aCTH NPOrPaMMHOr0 MaTepHaa, JIOMYCKAeT CYIIECTBEHHbIE OMINOKH.




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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