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

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

3amaur OCBOCHUS JTHMCIUILINHEL

- TI0Ka3aTh pOJIb JOKYMEHTa W JIOKYMEHTHPOBAaHHOW WH(GOpPMAIMM B IPaKTHUKE
YIpaBJICHHUS;

- U3YYUTh ITAITbl Pa3BUTHS JJOKYMEHTA KaK HOCHUTENS HH(OpMaInu;

- M3yYdTh  3aKOHOJATEJIbHbIE W  HOPMATUBHO-METOJAMYECKHUE  JIOKYMEHTHI,
periiaMeHTUPYIOITHE padoTy ¢ JOKYMEHTaMHU OpraHU3aIlNH;

- 03HAaKOMUTH C MPABUIIAMH COCTABJICHUS U OPOPMIICHUS yIIPABICHUYECKHUX JOKYMEHTOB;

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

- IPUBUTH HABBIKM COCTABJICHUS U OOPMIICHUS OCHOBHBIX JJOKYMEHTOB YIIPABIICHUS;

- H3YYUTh pabOTy CITYXKOBI TOKYMEHTAITMOHHOTO 00€CIICUEHUs YIIPABICHUS;

- O03HAaKOMHUTh C COBPEMCHHBIMH TEXHOJOTHSIMU OpraHu3aluu JOKYMEHTO0OOpOTa
MNPEANPUITHI B OpTaHU3aAIUH.

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

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

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

Konu
Hassarne OTIOI Kox u popmymnuposka (hopmymHrpoBKa Kon
HMHIUKATOpa
BO, cokpatiennoe KOMITETEHITUH
JOCTHKEHUS pe3ynb DopmynupoBKa pe3ysbTaTa
KOMITETEHIINU
TaTa
38.03.04 OIIK-7 : Ciocoben OIIK-7.3k : PJI1 3HaHUE | OCHOB JOKYMEHTaJIHHOTO
«["ocynapcTBeHHOE | OCYIIECTBIISATH Cocrasisier oopmiteHns peneHuit B
U MYHUUIMIIAJIHOE | BHYTPHOPraHU3ALMOHHbBIE | CiIy)KeOHbIe yIpaBIeHUH
yIpaBJIeHUE)» U MEXBEJIOMCTBEHHBIE 3aITUCKH OTIepallMOHHON
(B-TY) KOMMYHHKAaIUY, HHPOPMALMOHHBIE (TIpOU3BOACTBEHHOIN)
obecrieuynBaTh MMChMa B paMKax JIeSTeIbHOCTH
B3aUMO/ICHICTBUE OPTaHOB | MEXBEIOMCTBEHHbIE OpraHu3aIyi; TpeOOBaHUI
BJIACTH C IpaKIaHaMH, KOMMYHUKaINU K CTaH/AapTH3aluy 1
KOMMEpPUYECKUMHU YHUDHUKAIUH
OpraHU3aLUsIMHY, JOKyMEHTOB,
NHCTUTYTaMH JIEWCTBYIOIINX
Ipa’kAaHCKOTO 0OIIeCTBa, YHUGHUINPOBAHHBIX
CpeACTBaMHU MacCOBOM CHCTEM YIIPaBICHUECKOH
nHpopmanuu JIOKyMEHTAIUN

P12 | Ymenue | coctaBisTh U 0OpMIIATH
JIEJIOBYIO TOKyMEHTAIIHIO
B COOTBETCTBHH C
HOPMAaTHUBHO-
METOANIECKIMHU aKTaMU;
aJanTHPOBATh
CYIIECTBYIOIINE TTPaBHIIa
U TEXHOJIOTUU
COCTaBJICHUS U
odopmieHUs
YIPaBIEHYECKUX
JIOKyMEHTOB K
KOHKPETHBIM YCIIOBHSIM




P13 HaBpik | mOKyMEHTaIbHOTO
ohopMIICHHS pPEIIeHNH B
yIIpaBICHUH
ONEepPaLMOHHOMI
(TIpoU3BOACTBEHHOIA)
EITEILHOCTH
OpraHu3aIlHii; HAaBBIKAMU
[TOATOTOBKH
OPraHU3AI[MOHHBIX U
PaCTIOPSTUTEIBHBIX
JIOKYMCHTOB,
HEOOXOMUMBIX IS
CO3J1aHuUs HOBBIX
TIPEeIIPUHIMATEIbCKAX

CTPYKTYP

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

Tabmuua 1.2 — I{eneBbie OpueHTHPHI BOCTIUTAHHS

BocnurareabHble 321241 ®opmupoBaHue HEHHOCTeH IesieBbIe OpHEHTHPBI

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

Bocnuranue ypaxkenus k Konctutyiun u Cayxenue OTedecTBy U

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

®opMHUpPOBaHUE TYXOBHO-HPABCTBEHHbIX LIEHHOCTEH

Bocnuranue yyBcTBa foira U
Bzaumonomolus u

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

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

PasBurne no3naBaTeIbHOTO HUHTEpECa U

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

®opmMupoBaHUEe KOMMYHMKATHBHBIX HABBIKOB M KYJIbTYPbl 001IEHMS

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

2 Mecto gucuumiannsl (moayJs) B ctpykrype OITIOII

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



3. O0beM AUCHUNJIMHBI (MOAYJIs)

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

Tabnuna 2 — O61mas TpyJI0eMKOCTh AUCIIUILITUHBI

C Tpyno- O0beM KOHTaKTHOH paboThI (4ac)
emecTp | emKkocTh
(0D0)
Hazsanue OITOIT (D60 P Mé_l Yactp WITH AVIHTODHAS Bueaynu- CPC ?TOTP Mfl
BO OH};;e VII Kypc yaTop TOpHast ra i[cu
(300, (3.E) | Beero 1
0300) nek. | mpak. | ma6. | ITA | KCP
38.03.04
T'ocynapcTBeHHOE
u 0D0 BL.B 2 3 37 18 18 0 1 0 71 3
MyHHLHIAIEHOE
yIIpaBJICHHE

4 CTpyKTypa U co/iepKaHue IMCUMILTHHBI (MO1YJIs1)

4.1 CTpykTypa aucumnjanHbl (MoayJs) niass QPO

Tematnueckuil IUIaH, OTPAKAIOUIUI COJCp)KAHUE AMCIMILIMHBI (IIEpeYeHb Pa3eiioB U
TEM), CTPYKTYPHUPOBAHHOE 10 BU/IaM YYEOHBIX 3aHATHI C YKa3aHUEM UX 00hEMOB B COOTBETCTBHH
¢ y4eOHBIM IIaHOM, MpHBeieH B Tadmuie 3.1

Tabnuma 3.1 — Pazgensl TUCHUIUIMHBL (MOAYJIS), BUABI YUeOHOM NeATeIbHOCTH U (POPMBI
TeKymero Koutpodis s OPO

Kon pe- Kos-Bo 4acoB, oTBeICHHOE Ha
dopma
Ne Ha3zBanue TeMbl 3yJIbTaTa
Jlex [pakr JIab CPC TEKyLIEro KOHTPOJIS
00y4eHUs
TeopeTnueckue OCHOBBI
1 | memonpomnsBoacTBa Pa1 2 2 0 12 TECT, 3a/IaHKe
OpraHU3alNU
OO6imue npaBuia 0QPOPMIIEHHUS
2 » P bop PI1 7 2 0 12 TECT, 3aJlaHUe

yIPaBJICHYECKUX JJOKYMEHTOB
OCOOCHHOCTH COCTAaBIICHUS 1
3 | odopmIeHNS OCHOBHBIX P2 2 5 0 12 TECT, 3a/IaHKe
JOKYMEHTOB YIIPABJICHHUS
[paBuna obopmieHus

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

5 Opranmsauus P13 2 2 0 12 TECT, 3aJlaHue
JOKYMEHTOO0OpOTa
OCHOBHBIE TIpaBUIIA

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

HTtoro no tadauiue 18 18 0 71

4.2 Copepxanne pa3aejoB M TeM JUCHHIUIHHBI (Moay.as) Aiass ODPO

Tema 1 Teopemuueckue ocHOGblL 0€10NPOU3BOOCMEBA OP2AHUZAYUL.

Copepxanne TeMmbl: Mudopmanus, ee kputepuu. JlokymeHT. PekBU3UT JOKyMEHTa.
®yHkuuu qokyMeHnTa. FOpuandeckas cuiia nokymeHTa. Jlenonpon3BoacTBO, JOKYMEHTHPOBAHHUE.
JlokymenTanmonHoe  obecrieyeHue  ymnpasieHus.  JlokymenroobOopor. Knaccudukanus
nokyMeHToB. CraHnmapTuzanuss W YyHU(UKaIUsS JOKYMEHTOB. YHHU(UIIMPOBaHHAs CUCTEMa
nokymenTaruu (YCJI). Cucremsl nokymenTaruu. [Ipuniune: genonpousBoactea. HopmatusHo-



MeToanyeckas 0a3a JOKyMEHTUPOBAHMS YIIPABIEHYECKOH eATeTbHOCTH M OpraHu3aluy padoThI
C JOKYMEHTaMH.

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

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

Tema 2 Obwue npasuna oghopmienus ynpasienieckux OOKyMeHmos.

Conepxanne Tembl: OCT P 7.0.97-2025 «YHUPHUIMPOBAHHBIE CUCTEMBI JIOKYMEHTAIIUH.
YHubunupoBanHas cucTeMa OpraHu3alliOHHO-PacopsANTEIbHON JoKyMeHTauuu. TpeboBanus
K odopmieHuio nok-MeHTOBY». PexBusut 01- 'ocymapcrBennsiii repd P®. PexBuszur 02- I'ep6d
cyobekta PO m myHununanpHOro oobpazoBanus. PekBuzut 03 -DmOnema opraHu3aluul WA
ToBapHbIil 3HaK. PexBusut 04- Kopx opranmzaunmu. PexBusutr 05- VYkazaHue Ha OCHOBHOM
rOCYIapCTBEHHBIA PETUCTPALIMOHHBI HOMep npennpusTuss. PexBuszut 06- VYkazanue Ha
UACHTH()UKAIIMOHHBIN HOMEP HaJOTOIUIATENIbITNKA/KO] IPUYHUHBI TOCTAHOBKU HA y4eT. PekBu3uT
07- Kom ¢dopmer pokymenta. PexBusut 08-HammenoBanue opranusanuu. Pexsuszut (09-
CnpaBounble cBeneHuss 00 opranuzauuu. PexBusur 10- HammeHoBaHue BuAa IOKyMEHTA.
PexBusut 11- Jlara nokymenta. PexBu3ut 12- PeructpaunoHHbIi HOMEp JOKyMeHTa. PeKBU3UT
13- Ccplika Ha perUCTPAMOHHBIA HOMEP U JaTy JOoKyMeHTa. PexkBu3ut 14- Mecto cocraBieHUs
win u3fanus fokymenTta. Peksusur 15- Cegenust 06 aapecate. PexBusut 16 -I'pud yrBepxaenus
nokymeHnTa. Pexsusut 17-Pesomtonus. PekBusut 18-3aronoBok k tekcty. PekBusut 19- Otmerka
o koHtpoiie PekBuzur 20- Tekct nokymenta. PekBuzur 21- OTmMeTKa 0 HAIMYUU TPEITIOKEHUM.
PexBuzur 22- Iloanucek. PexBusut 23- I'pud cornacoBanust noxkymeHta. PexBusur 24- Bussel
cornacoBaHus JokymeHTa. PexBusut 25- Ileuars. PekBusutr 26-OTmeTKa O 3aBEpEHHM KOIIMH.
PexBusut 27- OtmeTka 00 ucnonautene. PekBuszur 28- OTMeTka 00 UCIOJHEHUH JOKYMEHTa U
HalpaBJeHUU ero B Jeno. PekBu3ut 29- OTmeTka o moctyrieHuu AokymeHta. PexBusut 30-
WneatudukaTop 2JIeKTPOHHON KOnuu JqokyMeHTa. CocTaB peKBU3UTOB, MX MECTOPACIIONIOKEHUE
Ha okyMeHTe. Popmynsip-oOpasel JOKyMEeHTa.

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

Bunapl camocTosITeNbHONW TMOATOTOBKUA CTYACHTOB IO TE€ME: M3YyUYE€HHUE JTOTIOJIHUTEIHbHOMN
JUTEPATYPHI 110 TEME.

Tema 3 Ocobennocmu cocmasieHusi U 0oOpmieHUss OCHOBHBIX OOKYMEHMO8 YRPAGIeHUS.

Conepxxanne Tembl: (OCHOBHBIE TPYIIBI JOKYMEHTOB. HopmaTHBHBIE JOKYMEHTHI
rOCYJapCTBEHHBIX OpraHoB. OpraHu3alMOHHbBIE JIOKYMEHTHI Hpeanpusitus. JlomKHOCTHBIE
WHCTpYKIMU. PacmopsauTtenpHbie  JTOKYMEHTHI mpeanpusTus. [Ipuka3ssl 10 OCHOBHOM
NIesTeNbHOCTH.  PacmopsbkeHusi, pemieHus. M HPOpManmoOHHO-CIPAaBOYHBIE  JOKYMEHTHI.
[Ipotokonsl, monHas u kpaTkas ¢popma ux opopmieHusi. AKTel. CayeOHbIe 1 00BICHUTEIIbHBIC
3amucku. CrpaBku. CiyxeOHble moBepeHHOCTH. [luchbma, ux kimaccudukamus, CTPYKTypa,
CTaHJapTHBICe (pa3bl W BeIpaxeHUs. HopMbl odUIMATBHO-IEIOBOTO CTHIISI  CIY>KEOHBIX
JTOKYMEHTOB. J[enoBoe mucbMo MexayHapoaHoro oopasima. dakcel, TenedoHorpamMmmsl. JloroBopa,
KOHTpakThl. COBpEMEHHBIE CIIOCOOBI M TEXHUKA CO3/IaHUS IOKYMEHTOB.

@opMBl U METOJBI TPOBEACHHS 3aHITUN MO TeMe, MpUMEHseMble 00pa3oBaTeIbHBIC
TEXHOJIOTHH: JICKITMOHHOE, TTPAKTUIECKOE.

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

Tema 4 Ilpasuna ogpopmnenus OOKYMEHMO8 RO TUYHOMY COCMABY.

Copepxanue TeMbl: lloHATHE M CTpyKTypa NEpCOHAJIBHBIX JaHHBIX. [IpuHaAAIEKHOCTH
NEPCOHAIBHBIX JTAHHBIX: COOCTBEHHUK, AepaTeilb U IO0Jb30BaTeNb MEPCOHATbHBIX JaHHBIX.
CrpykTypa  KaapoBoil  HMH(OPMAIMOHHO-AOKyMEHTAllMOHHONH  cuctembl.  Odopmienue



JIOKYMEHTOB IIpU NpHEeMe, YBOJIBHEHUH U MEepeBoie pabOTHUKA HA IPYTYIO JOJDKHOCTh. AHKETA.
TpynoBbie kKoHTpakThl. [Ipukasel mo nuuHOMY cocTaBy. OCHOBHBIE PEKBU3UTBHI JOKYMEHTOB U
npaBuia ux opopmienus. Kparkue ceneHust o mpaBuwiax OQOPMIICHHS TPYIOBBIX KHIKEK,
JIMYHBIX KapTOYEK, TUUHBIX J1eJI PAOOTHUKOB.

@opMbl U METOABI MPOBEACHUS 3aHATUI MO TeMe, MPUMEHsSEeMble 00pa3oBaTeIbHBIC
TE€XHOJIOTHH: JIEKIIMOHHOE, IPAKTHYECKOE.

Bunel caMocTosTENbHON MOATOTOBKU CTYIEHTOB II0 TEME: M3Y4YEHME JOTOIHUTEIbHOU
JIUTEPATYpPHI 110 TEME.

Tema 5 Opeanuzayusi OOKyMeHmoobopoma.

Conepxannie Tembl: [IOHSATHS JTOKYMEHTOOOOPOT W OpraHU3alus JOKYMEHTOOOOpOTa.
HopmaTuBHO-MeTOMYeCKas  peryiaMeHTanusi  JI0KyMeHTooOopota. (OCHOBHBIE  IIpaBHiia
OpraHu3alu JOKYMEHTOOOOpoTa Ha mnpeanpusitud. KauecTBeHHbIE — XapaKTEPUCTHKU
nokymeHnTtoobopora. Kiaccupukanus HOKYMEHTONOTOKOB: TOPU3OHTAJIbHBIC, BEPTUKAIbHBIC,
BOCXOJIAIIIME, HUCXOJALINE, BXOJdIMEe, HcXonsue u BHyTpeHHue. llomcuer oObema
JIOKyMEHTO000pOoTa.

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

Buabl caMocTOSITENIbHON TOATOTOBKM CTYACHTOB MO TE€ME: U3YyYEHUE JTOTOJHUTEIBHOMN
JUTEPaATypPHI [0 TEME.

Tema 6 OcnosHble npasuna opeanuzayuu padomsi ¢ OOKYMEeHmamu.

Conepxxanne Tembl: OOpaboTKa MOCTYMAOIMMX JOKyMEHTOB. llepBuunasi oOpaboTka
JNOKyMEeHTOB. OOIue InpaBuia perucTpaluu JOKyMEHTOB, (Gopmbl peructpanuu. llepenaua
JOKYMEHTOB, PAacCMOTpEHHE HX pykoBoauTeneM. I[lopsmok HampaBieHHS JOKyMEHTa Ha
UCIIOJTHEHUE W pabOThI UCTIOJHUTENS ¢ JOKyMeHTaMu. VcronHeHne fokyMeHTa. Buast u popmsr
KOHTPOJISI HCIIOJNIHEHHsI, CpPOKOBas KapToTeka. OpraHuzanmusi TEKYIIETO0 XpaHEHHsS eIl
Howmenknarypa nen, obimue TpeboBaHus, BUabl HOMEHKIATyp. CocTaBieHre HOMEHKIIATyphl Jell.
®opmupoBanue u odopmienue nen. Cucrematusalysi JOKYMEHTOB B Jelie. XpaHEHHUE Jell.
[ToaroToBka JOKYMEHTOB K Iepesradye Ha apXMBHOE XpaHeHHe. Kpurepuu oLeHKH JTOKyMEHTOB.
CocraBnenue onucei aei.

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

Bunsl camocTosTenbHON MOATOTOBKU CTYIEHTOB MO TeMe: M3yueHHE JOIMOJHUTEIbHON
JUTEPATyPHI TIO TEME.

5 Meroauyeckne ykKa3zaHusi sl OOYYAIOIIMXCH MO M3YYEHHI0 M PpPeaju3aluu
AUCHUILIMHBI (MOZYJIs1)

5.1 Meroanueckue peKOMeHAAUMH OOYYAWIIUMCH M0 M3YYEHUI0 [AUCHUILUIMHBI M 1O
00ecIeYeHN 0 CaMOCTOSITeJIbHOM padoThI

CamocrositenpHas padora ctynaeHToB (CPC) — 3TO neAaTenbHOCTh yYaluxcs, KOTOPYIO
OHHU COBEpUIAIOT 0€3 HeMOoCPEICTBEHHOM MOMOIIM U YKa3aHUH MperoiaBaTelis, pyKOBOJCTBYSCh
c(OPMHUPOBABIIUMICS paHEE TPEICTABICHUSIMH O TOPSIKE W TMPABHIBHOCTH BBITOJHEHUS
onepauuii. Llens CPC B mporuecce o0yueHHs 3akiI04aeTcsi, Kak B YCBOCHUHM 3HAHUH, TaKk U B
(dbopMHpPOBaHNN YMEHUH U HABBIKOB IO MIX UCTIOIH30BAHUIO B HOBBIX YCIOBUSX HA HOBOM Y4€OHOM
marepuaine. CamocrostenbHas paboTa mpu3BaHa o0ecrieyMBaTh BO3MOKHOCTH OCYIIECTBICHUS
CTYZICHTAaMH CaMOCTOSATEIBHOM MMO3HABATEIBHON NEATETHHOCTH B OOYYEHHH, U SBISIETCS BUIOM
yueOHOro TpyJa, CIOCOOCTBYIONIETO (OPMUPOBAHHUIO Y CTYIEHTOB camocTtostensHoct. CPC
UMeeT KakK ayJIWTOpHBIM, Tak W BHEAyIUTOPHBIM xapakTtep. B maHHON y4yeOHOW mporpamMme



MIPUBEJICH MEePEUYCHb OCHOBHBIX U JIOTIOJTHUTEIHHBIX UCTOYHUKOB, KOTOPBIC MPEAIAraeTCs U3y4YnuTh
B IIpoliecce 00y4YeHHs 1Mo JUCHUILTHHE. KpoMe Toro, s paciupeHus ¥ yriTyOJeHUs] 3HAHUN 110
JAHHOW TUCIUIUIMHE [EeIecCO00pa3HO HCIOIb30BaTh HAYYHBIE MyOIMKAIMM B TEMaTHUYECKUX
JKypHajlaX, TOJHOTEKCTOBbIC 0a3bl JaHHBIX OMOJMOTEKH, MMEIOIIHEeCs B OMOIMOTEKax By3a U
peruoHa, myOIuKaIuii Ha SJCKTPOHHBIX M OyMa)KHBIX HOCUTEIISIX.

[Tpu peayM3anuu JUCHUILTMHBI (MOJTYJISI) IPUMEHSIETCS JIEKTPOHHBIN Y4eOHBIH KypC,
pa3MemEHHbBIN B cHCTeMe AJIEKTpOHHOTO 00yuenus Moodle.

5.2 OcoOenHocTH opraHu3anuu OO0y4YeHHs JJI JMI C OrPAHWUYEHHBIMH 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 (POPMAX C YIETOM MX UHAMBHIYAIbHBIX ICUXO(PU3HIECKUX
OCOOCHHOCTEH:

- TS JTUI] C HAPYIICHUSIMU 3pEHUS: B TIeYaTHOH (popMe yBETMYSHHBIM IIPH(PTOM; B hopme
JJICKTPOHHOIO  JIOKYMEHTa; WHUBHyaJIbHBIE KOHCYJIbTAllUU c [IPUBIICYCHUEM
TU(DIOCYpOTIEPEBOIUNKA; MHANBUAYAIbHbIE 331aHUsI, KOHCYJIbTALIMU U JP.

- 17151 JIMLL C HApYIICHUsIMU CiTyXa: B IeyaTHOH hopMme; B popMe 3JEKTPOHHOTO JOKYMEHTA;
WHJVBHyaJIbHbIE KOHCYJIbTAallUM C IIPUBJICYCHHEM CYpAONEPEBOJUMKA; HWHAWBUIYAIbHbIE
3a/1aHus], KOHCYJIbTAllUU U JP.

- IUTsI JTUT] C HApYIICHUSIMHU OTIOPHO-/IBUTATEIILHOTO allliapaTa: B eyaTHoi popme; B hopme
3JICKTPOHHOI'O TOKYMEHTa; NHIUBUYaIbHbIC 3a4aHUA, KOHCYJIbTALUU U JP.

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

B cootBerctBum c¢ tpeboBanusmu DPI'OC BO pans arrectanuu 0oOydaroImUXCs Ha
COOTBETCTBUE WX TMEPCOHATBHBIX JOCTHIXKEHUW IUIAHUPYEMBIM pe3yjbTaTaM OOy4YeHUs IO
TUCIUIIINHE (MOJIYII0) CO3/IaHbl (JOH/IBI OLIEHOUHBIX CPEICTB. THUIIOBBIE KOHTPOJIbHBIC 3a/1aHNUS,
METOJIMYECKUE MaTepualibl, OMNPEIACIAIONIME MNPOUEAYPhl OUEHHUBAHUS 3HAHWM, YMEHHU H
HABBIKOB, a TAKXKE KPUTEPUU U MOKA3aTeNU, HEOOXOANUMBIE /IS OLICHKU 3HaHUH, YMEHUN, HABBIKOB
W XapakTepusylolue dTanbl (HOPMUPOBAHHUS KOMIIETCHIIMM B  MPOIECCE OCBOCHUS
o0pa3oBaTenbHOI MporpaMmel, mpeacTabieHsl B [Ipunoxennn 1.

7 Y4yeO6HO-MeTOAMUYECKOEe U HH(POPMALIMOHHOE 00ecnieyeHue TUCHMIINHBI (MOLYJIs1)

7.1 Ocnoenas rnumepamypa

1. JloxymeHTOBeJIeHHE : yIeOHHK U MPakTUKyM Juis By30B / JI. A. JlopoHuHa [u ap.] ; mox
penakuueit JI. A. loponunoit. — 4-e uzj., nepepad. u qon. — Mocksa : U3mparensctBo FOpaiiT,
2024. — 336 c.— (Bwicinee oOpa3oBanue). — ISBN 978-5-534-19110-3. — Tekcr
anekTpoHHbld  //  OOpazoBatenpHas  miatdpopma  IOpaittr  [caiit]. —  URL:
https://urait.ru/bcode/555971 (nara obpamenus: 12.11.2024).

2. Kopaees, U. K. JlokyMeHTHpOBaHHE yNPaBIEHYECKON NEATEIHHOCTH : YICOHUK ISt
By30B/ U. K. KopneeB, A.B.Ilmenko, B. A. Mamypues. — 3-¢ u3a., mepepad. u JOM. —
Mockga : M3garensctBo Opaiit, 2024. — 438 c. — (Bwicmee o6pazoBanue). — ISBN 978-5-
534-16001-7. — TexkcT : anekTpoHHbI // Obpa3oBarenbHas wiatdopma KOpaiir [caiit]. — URL:
https://urait.ru/bcode/536393 (nara obpamenus: 12.03.2025).

3. Jleonona, C. JI. JlokyMeHTHpOBaHUE YIpaBieHUYECKOU nesTenbHocTH: [IpakTukym :
yaebnoe mocobue / C. JI. JleonoBa. — Mocksa : PTY MUPDA, 2022. — 65 c.— Tekcr :



AIIEKTPOHHBIH // Jlanb : AIIEKTPOHHO-OUOINOTEeYHAS CUCTEMA. — URL:
https://e.lanbook.com/book/256823 (mara oOpamenus: 05.03.2026). — Pexum goctyna: mis
aBTOPU3. II0JI30BATEIICH.

4. CyxoueBa, H. A. JIOKyMEHTHpOBaHHME YIPABJICHUYECCKOM M IPOU3BOIACTBEHHOM
JESATENILHOCTH : yueOHO-MeToaudeckoe mocooue / H. A. CyxoueBa, A. C. Bomuénkoa. — Opern :
Openl’AY, 2023. — 77 c. — TekcT : 35eKTpoHHBIH // JIaHb : 37IeKTPOHHO-0MOIMOTEeYHAs CUCTEMA.
— URL: https://e.lanbook.com/book/362465 (nara oopamenus: 05.03.2026). — Pexum nocryma:
JUTSL QBTOPH3. MOJIb30BATEIICH.

7.2  Jonoanumenvnas aumepamypa

1. TIpozoa O. C. JIEJIOITPOU3BOJICTBO. VYuebHoe mnocobue s BY30B
[OnexTponnslii pecypc] : Mocksa : M3narensctBo FOpaiit , 2022 - 124 - Pexum nocryma:
https://urait.ru/book/deloproizvodstvo-492786

2. Eroposa, O. H. Jlenonpou3BoJICTBO M JTOKYMEHTOBEACHHUE : YUEOHO-METOANYECKOE
nocobue / O. H. EropoBa. — Yeb6okcapsr : UT'MKU, 2023. — 104 ¢. — TeKcCT : 37AeKTpOHHBIH //
Jlans : anmexkTpoHHO-OMOMoTeunas cucremMa. — URL: https://e.lanbook.com/book/392702 (nara
oOpamenus: 05.03.2026). — Pexxum gocTymna: A aBTOPU3. MOJIb30BATENCH.

3. Tox pen. Hoponunoii JI.LA. JOKYMEHTOBEJIEHUE 2-e u3n., nep. u nom. Y4eOHUK
U MPAKTUKYM JUIsl BY30B [ DNeKTpoHHBIN pecypce] : ['ocynapcTBeHHBII YHUBEPCUTET YIIPaBICHUS
(r. Mocksa). , 2022 - 309 - Pexxum noctyma: https://urait.ru/book/dokumentovedenie-489431

7.3 Pecypcel unghopmayuonno-menekommynuxayuounou cemu '""Humepnem',
6KII04an npogeccuonanvhvle 06a3vl OAHHLIX U UHPOPMAUUOHHO-CRPABOUHDIE
cucmemul (npu HeobXO0UMOCMU):

1. O6pasoparenshas miarhpopma "FOPANT"

2. DnexTpoHHO-OMbMMoTeyHas cucrema "JIAHB"

3. DnekTpoHHO-OMONMOTEUHass cucTteMa m3aarenscTBa "FOpait" - Pexxum moctyma:
https://urait.ru/

4. DnextporHO-6uGIHOTEuHAs cictema FOPAMT - Pexxum mocryma: https://urait.ru/

5. Open Academic Journals Index (OAJI). [Ipodeccuonanbnas 6a3a naHHbIX - Pexxum
noctyma: http://oaji.net/

6. Ilpesunmentckas Oubnuoreka wuMm. b.H.Enpimna (0a3a [maHHBIX —pa3iHuHBIX
npodecCHOHANIBHBIX o0acTeil) - Pexxum nocryna: https://www.prlib.ru/

7. WundopmannonHo-crpaBouHas cucrema "KoncynbranTt Ilmoc" - Pexum poctyna:
http://www.consultant.ru/

8 MarepuajbHO-TeXHHYECKOE oO0ecreyeHHe INCHUILIMHBI (MOAYJs) W Iepe4YeHb
MH(OPMALMOHHBIX TEXHOJIOTHI, MCNOJb3yeMbIX NPH OCYHIECTBJIEHHMH 00pa30BaTeJbHOIO
npouecca no JUCHUIVINHE (MOAYJII0), BKJIIOYAasl epeYeHb MPOrpaMMHOro odecrevyeHust

OcHOBHOE 000pYIOBaHUE:

e [IpoekTop

e Jlocka aynurtopHas JJA-8MII

e [Tapra 3-x MectHas cknagHas 1800%450
ITporpammHoe obecnieueHue:

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

Hassarue OIIOII BO, Kon u popmynupoBka KoMHeTeHIN

COKpameHHOe nu

Kon u popMynrpoBka HHANKATOPA TOCTIKCHUS
KOMITCTEHITHU

38.03.04 «"ocymapcts
€HHOE ¥ MyHUIINNIAJIbH
o€ yIpaBJICHHUE)
(B-IY)

OIIK-7 : Cioco0eH oCymecTBISATh
BHYTPHOPIaHU3allMOHHBIE U MEXKBE
JIOMCTBEHHBbIE KOMMYHHKAIUH, 00€
CIeYMBaTh B3aUMO/ICHCTBUE OPTaHO
B BJIACTH C TpaXkJlaHaMH, KOMMepyYe
CKUMH OpraHU3alMsIMH, HHCTHTYTa
MU I'paKIaHCKOTO 00IIecTBa, Cpec
TBaMHU MacCOBOI WH(popMaImu

OIIK-7.3k : CocTaBisieT ciry>KeOHBIE 3aITUCKH U
nH(OpMalMOHHBIE ITIChMa B PaMKaxX MEXBEIOM
CTBEHHbIE KOMMYHUKAIINU

Komnerenmus cuntaercs: chopMUPOBAHHOM Ha TaHHOM 3Tarie B ciydae, eCiIM MOoIydYeHHbIE
pe3ynbTaThl OOy4YEeHHS 10 JUCLUUIUIMHE OICHEHBI IIOJIOKHUTENBHO (JIUara3oH KpUTEPHUEB
OLICHUBAHMSI PE3YJIbTATOB O0YUCHHUS «3aUTEHOY, «YIOBICTBOPUTEIHHOY, «XOPOIIO», KOTITHYHOY).
B ciiygae OTCyTCTBHS IMOJIOXKHMTEIFHONH ONEHKM KOMIIETCHIMSI Ha JaHHOM JTale CYUTaeTCs
Hec(OPMUPOBAHHOM.

2 [loxa3aTe/iu OLleHUBAHUS NJIAHUPYEMBbIX Pe3yJIbTATOB 00y4YeHHUsI

Komnerennus OIIK-7 «CrnocoGeH ocymiecTBIsATs BHYTPHOPTaHU3AIIMOHHBIC U
MEXBEIOMCTBEHHbIE KOMMYHUKAIMHU, 00ECIIEYMBATh B3aUMOJICHCTBHUE OPTraHOB BJIACTH C
rpakaaHaMu, KOMMEPUYECKUMU OPTaHU3aIMsIMHI, UHCTUTYTaMU TPaKIaHCKOTO OOIIIEeCTBA,
CpencTBaMu MacCOBOM HHGOPMAITITI

Ta6muma 2.1 — Kpurepuu OlIeHKH WHIUKATOPOB JIOCTHKEHUS KOMITCTCHIINH

PesynbTarsl 00yueHus 1o JUCIUILTHHE
Kox u popmymuposka nuguxar | Ko | Tu Kpurepuu onieHMBaHUS PE3yNbT
opa JOCTUXKEHMs KoMrereHuy | A 11 aToB O0y4YeHHUS
pe | pe Pesynbrar
3- | 3-
Ta | Ta
OIIK-7.3k : CocTaBisieT ciyxe KOPPEKTHOE MCIIOJIb30BAHUE OC
OCHOB JIOKYMEHTaJIbHOTO 0(hop
OHbIC 3aMMUCKU M HHPOPMAIIUOH N HOB JIOKYMEHTaJIbHOTO 0(hopMIT
MJICHUS PEIICHUH B yIIpaBICHU .
HBIC TIHCHMA B PAMKaX MEXBEI0 . SHISI PEeIICHUH B YIIPABICHUHU O
1 OTIepaIMOHHON (IIPOU3BOJICTB .
MCTBEHHBIC KOMMYHHKAIIHH . MeparoHHON (IPOU3BOICTBEH
3H | eHHOW) IeATETPHOCTH OpraHn3a .
P . N HOW) JIesITeNFHOCTH OpTaHU3aIl
aH | ouii;TpeOoOBaHM K CTaHAApTH3A | . .
1 Wi, TpeOOBaHM K CTaHAAPTH3AII
e | mmu u yHH(UKAUH JOKYMEHTO
. WU U YHU(PUKAIIIHA JOKYMEHTOB,
B, ICHCTBYIONINX YHU(PHUIHPOBA .
. | meicTByromuxX yHH(UIIUPOBAH
HHBIX CHCTEM yIpaBIeHUYESCKON .
HBIX CHCTEM YyTIPaBJICHUECKON 1
JIOKyMEHTaIu!
OKYMEHTAaIlUU
rpaMOTHOE cocTaBlieHHe H 0o
COCTABJIATH ¥ OPOPMJISTH JEIIO N
pMIIEHHE JeT0BOI TOKYMEHTAIl
BYIO IOKyMEHTAIINIO B COOTBETC
WU B COOTBETCTBUH C HOPMAaTHUB
Y | TBUU C HOPMATUBHO- METOANYE
HO- METOJIMIECKUMU aKTaMH; B
Pl | Mme | ckumu akTamu; aAanTUPOBATH C o
MIOJTHOHM Mepe aganTHPOBATh CY
2 HU | YIIECTBYIOIIHE MPaBUIa U TEXH
LIECTBYIOLIUE MPaBUJIa U TEXHO
e OJIOTHH COCTABJICHHS U 0hopMIT
JIOTHH COCTABIICHUSI U 0hopmite
€HUS YIPaBIEHYECKUX TOKYMEH
HUS yIPaBICHYECKUX TOKYMEHT
TOB K KOHKPETHBIM YCJIOBHSIM
OB K KOHKPETHBIM YCJIOBHSIM
PII Ha | moxymeHTanpHOTO O(OpPMIICHHS | TPAMOTHOE JOKYMEHTAIBHOE O
3 BHI | pemieHuil B ynpaBlieHHH oriepa | (OopMIICHHE PEIICHUHN B YIIPaBI
K IMOHHOW (MPOU3BOJICTBEHHON) | eHuum oneparrioHHOH (IPOU3BO




JIeSITeIbHOCTH OpraHu3aluii; Ha
BBIKAMH MTOJITOTOBKH OPTraHU3aI]
HMOHHBIX M PACTIOPSAATETEHBIX
JOKYMEHTOB, HEOOXOIUMBIX T
sI CO3/1aHUSI HOBBIX IIPEIIPUHI
MaTeIBCKUX CTPYKTYP

JICTBEHHO) JIeSITEILHOCTH Opra
HU3aIUH; TOATOTOBKA OpraHusa
IIMOHHBIX U PacIOPSIIUTEIbHBIX
JIOKyMEHTOB, HEOOXOIUMBIX T
s CO3JIaHUSI HOBBIX MIPEATIPUHI
MAaTeNbCKUX CTPYKTYP

3 IlepeyeHb OLIEHOYHBIX CPEACTB

Tabmuna 3 — [lepedeHb OIIEHOYHBIX CPEICTB IO TUCIUTUTHHE (MOTYIIIO)

Tabnuua 3anonHseTCsS B COOTBETCTBHH € paszesioMm 1 PabGodeii mporpaMmbl JUCIATUTHHBL
(Motyist).

KonTponupyemsle muiaHUpyeMbIe pe3
YJIBTAThl O0ydeHUS

KonTponupyemble TeMBI
HCTIHTUTNHBI

HanMeHoBaHHE OLIEHOYHOTO CPECTBA U TIP
encrtasienue ero B POC

Texkymuil KOHTPOJIb

ITpomexyrouHas at
TecTalus

Ounas popma 00yueHHs

P/

3HaHUE : OCHOB JOKYMEHT
alpHOTO oopMIIeHHS pe
LICHUN B YIIPaBICHUU OIE
pannoHHOH (TIPOU3BOACTB
SHHOMN) JIeATEILHOCTH OpT
aHM3anui; TpeOOBaHMIA K C
TaHJApTH3ALMH ¥ YHUPHUK
alny JOKyMEHTOB, ACHCT
BYIOIINX YHU(HUINPOBAHH
BIX CHCTEM YIIPaBJIEHUYECK
Ol JOKYMEHTalluu

1.1. TeopeTudeckue ocHO
BbI JIEJIOTIPOU3BOJCTBA Op
TaHu3aluu

PasHoypoBHEBEIE 3a
Ja4dyu U 3aJaHuA

3auér B hopme TecT
a

Tect

3auéT B hopme TecT
a

1.2. O6mue mpaBuia oo
pMIIeHUS YIIPABIEHYECKU
X JIOKYMEHTOB

Pa3zHOypoBHEBEIE 32
Jlaudl U 3aJJaHNs

3auéT B hopMme TecT
a

Tect

3auér B hopme TecT
a

PJ12

YMeHue : coCTaBJIATh U O

(GOPMIISTE IENIOBYIO JAOKY
MCHTAIIMIKO B COOTBECTCTBU
" C HOpMATUBHO- METOJU
YCCKHMMH aKTaMU, aJalTh
POBaTh CYIIECTBYIOIINE II
paBMIIa ¥ TEXHOJIOTHH COC
TaBJICHUS 1 0popMIICHHS

YIpaBIeHYECKUX JTOKyME

HTOB K KOHKPETHBIM YCIIO
BUSIM

1.3. OcobeHHOCTH cOCTaB
nieHusi 1 0(hOPMIICHUS OCH
OBHBIX JIOKyMEHTOB yIpa
BJICHUS

Pa3zHoypoBHEBEIE 32
Jlauu ¥ 3aJJaHus

3auéT B hopMme TecT
a

Tect

3auéT B hopMme TecT
a

1.4. TlpaBuia opopmiieHH
A JOKYMCHTOB I10 JIMYHOM
y COCTaBy

Pa3HoypoBHEBEIE 3a
Jlauu ¥ 3aJaHus

3auér B hopme TecT
a

Tect

3auér B hopme TecT
a

PJ13

HagrIk : qOKyMeHTaIIEHOT
0 o opMIICHHS pEeUICHUN

B YIpaBJIECHUH ONEPAIINOH
HOM (TTPOM3BOJICTBEHHOM)
JeSITeIbHOCTH OpTaHu3aI]
1i; HAaBBIKAMU TMOATOTOBK
1 OPTaHHU3AIMOHHBIX U pa
CIIOPSATUTENLHBIX JJOKYME
HTOB, HEOOXOIMMBIX JIJIst

CO3JJaHMsI HOBBIX NPEIpH
HUMATEJbCKUX CTPYKTYP

1.5. Opranuzanus 1oKyme
HTOOOOpOTA

Pa3zHoypoBHEBEIE 32
Jlau¥l U 3aJlaHus

3auéT B hopMme TecT
a

Tect

3auét B hopMme TecT
a

1.6. OcHOBHBIE NIpaBUIIa O
praHu3ayy padoTH C 10
KyMEHTaMH

Pa3HoypoBHEBEIE 3a
Ja4H U 3a1aHuA

3auét B hopme TecT
a

Tect

3auér B hopme TecT
a




4 Onucanue Npoueaypbl OCHUBAHUS

KauectBo copmupoBaHHOCTH KOMIETEHIMM Ha JaHHOM JTale OICHUBAETCS I10
pe3yibTaTaM TeKYIIMX U MPOMEXYTOUHBIX aTTECTAI[Ui MPHU MOMOIIU KOJIMYECTBEHHOU OIEHKH,
BBIPOKEHHOW B Oaymiax. MakcumaibHas cymMma 0ayuioB IO JUCHMIUIMHE (Momynro) paBHa 100

Oayam.

Tabmuna — Pacnipenenenne 6ayjIoB 1Mo BUAaM yU4eOHOM NesSTEIIbHOCTH

Bun yaeOHOI nesTenbHOCTH OUCHOUHOE CPEACTBO

Tect Nel-6 3aganue 1-6 3anaqa 2-6 Bormpock Ha 3a4er HUtoro
Jlexuun 30 30
IIpakTuydeckue 3aHATUSA 15 20 35
CamocrosiTensHas pabora 15 15
IIpomerxkyTo4Has aTTecTanus 20 20
Hroro 30 30 20 20 100

CyMmMma 0asuioB, HAOpaHHBIX CTYJEHTOM IO BCEM BUJAaM y4eOHOM IESITEIbHOCTH B paMKax
JMCIIATUTMHBI, TICPEBOIUTCS B OLIEHKY B COOTBETCTBUU C TAOJIUIICH.

CymmMma Gamto
B

10 JUCIHU
ILTHHE

O1ieHKa 110 IPOMEKYTOUHOMH

aTTecTaluu

XapakTepHCcTHKa Ka4ecTBa c(hOPMHUPOBAHHOCTH KOMITETEHIIUH

ot 91 mo 100

«3aYTCHOY / «OTIIMYHOY

CTyneHT IeMOHCTPUPYET C(OPMHUPOBAHHOCTD TUCIUIUIMHAPHBIX KOMITETEHI
nii, 0OHapyKUBaeT BCECTOPOHHEE, CHCTEMATHIECKOE U TTyOOKOE 3HaHHE Y4
e0HOTo MaTepHana, yCBOMI OCHOBHYIO TUTEPATYpPy ¥ 3HAKOM C JOIOIHHUTEI
BHOM JINTEPATypOi, PEeKOMEHIOBAaHHOM MPOTPaMMO¥i, yMeeT CBOOOIHO BHIIIO
JHATH MPAKTUYECKHE 3aAaHNs, IPETyCMOTPEHHbIE IIPOTPaMMO, CBOOOIHO O
NepUpyeT NPUOOPETEHHBIMU 3HAHUSAMHE, YMEHHUSIMH, IPUMEHSIET HX B CUTYaI]
KX TOBBIIICHHON CI0KHOCTH.

ot 76 1o 90

«3a4TEHO» / «XOPOILO»

CTyneHT NeMOHCTpUpPYET c(OPMUPOBAHHOCTD TUCIUIUIMHAPHBIX KOMITETEHIT
nil: OCHOBHBIE 3HAHMS, yMEHHUSI OCBOEHBI, HO JIOITyCKAIOTCSl HE3HAUNTEIbHBIE
OIIMOKH, HETOYHOCTH, 3aTPyJHEHHS IIPH aHATMTHIECKUX OTEPaNnsX, MepeH
oce 3HaHMI 1 yMEHHi Ha HOBbIe, HECTAHJAPTHBIC CUTYaIIHH.

ot 61 1o 75

«3a4TEHO» / yJOBICTBOPHUT

CJIIBHO»

CTyzIeHT NeMOHCTPUPYET COPMUPOBAHHOCTD TUCHUIUIMHAPHBIX KOMITETEHII
Hil: B X0/1€ KOHTPOJILHBIX MEPOIPHATHHI JOIYCKAIOTCSl 3HAYNTENbHBIE OIINO

KM, IPOSIBIISIETCSI OTCYTCTBUE OT/IEJIbHBIX 3HAHUH, YMEHH, HABBIKOB 110 HEK

OTOPBIM AUCLUIUIMHAPHBIM KOMIIETEHIUSIM, CTYICHT HCIIBITHIBACT 3HAUNTEI

bHBIE 3aTPyAHEHHS IIPH ONIEPUPOBAHUN 3HAHUSAMH M YMEHUSIMH TIPH UX TIepe
HOCE Ha HOBBIE CHTYAIlUH.

ot 41 o 60

«HE 3a4TEHOY / «HCYIOBJICTB

OPUTECJIILHO»

VY crynenra He chopMHUPOBAHBI JUCIHUILUTHHAPHBIE KOMIIETEHIINH, TIPOSIBIISET
cs1 HEJOCTaTOYHOCTb 3HaHU, yMEHUH, HaBBIKOB.

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

CyMMi bao OneHka 1o npoMex
YTOUHOH aTTecTalu XapaxkTepucTiKa KadyecTBa ChOPMUPOBAHHOCTH KOMITETEHIINI
MO TUCIAILIN "
HE
CTyzieHT IeMOHCTPHUPYET CPOPMHUPOBAHHOCTh JUCIMIUTHHAPHBIX KOMIICTEHIINH, 00Ha
PY)XKHBaeT BCECTOPOHHEE, CHCTEMAaTHYECKOE U IITy00KOoe 3HaHHe y4eOHOro MaTepuana
o191 510 100 «3a4TeHO» / » YCBOWII OCHOBHYIO JIUTEPATYPY H 3HAKOM ¢ JIOTIOJTHUTENIFHON JINTEPaTypoii, pekoMe
«OTIINIHO H/IOBaHHOU IIPOTPaMMOii, yMeeT CBOOOIHO BBIMONHATE MPAKTUIECKHE 3aJaHuUs, TIPeJ
YCMOTpEHHBIE TTPOTrPaMMOH, CBOOOIHO ONIEpHPYeT NPHOOPETEHHBIMH 3HAHUSAMH, yMe
HUSIMH, TIPIMEHSIET UX B CUTYAIUSIX MOBBIIICHHOHN CIIOKHOCTH.
CTyzieHT IeMOHCTPUPYET CPOPMHUPOBAHHOCTD JUCIUILTMHAPHBIX KOMIIETEHIHI: OCHO
76 10 90 «3a4TeHO» / BHbIC 3HAHUsI, yMEHUsI OCBOCHBI, HO JOIYCKAIOTCSI HE3HAYNTEIbHbIE OIIMOKH, HETOUYH
oT /b A0 «XOPOILO» OCTH, 3aTpyJHEHHS IIPY AHATTUTUYECKUX OIepaLusX, IepeHoce 3HaHUH U yMEHUH Ha H
OBbIE, HECTAHIAPTHBIE CUTYAIHN.




CTyzieHT AeMOHCTPUPYET CPOPMHUPOBAHHOCTD TUCIUIUIMHAPHBIX KOMIIETEHIIMI: B X0

«3auTeHo» / Jie KOHTPOJIBHBIX MEPONIPUATHI AOMYCKAIOTCS 3HAUNTENbHbIE OIIHOKH, TPOSBIAETCS O
ot 61 mo 75 «yIOBJIETBOPUTEND | TCYTCTBHE OTAECNBHBIX 3HAHUH, yMEHUH, HABBIKOB [0 HEKOTOPBIM AUCIUILITMHAPHBIM K
HO» OMIIETEHIIUAM, CTYACHT UCIIBITHIBACT 3HAUUTENbHbIC 3aTPYIHEHUS IPH OIIEPUPOBAHU

1 3HaHUSIMH U YMCHUSAMU IIPU UX IEPEHOCE Ha HOBBIC CUTYaAIlUH.

«He 3a4TeHO» /

oT 41 o 60 «HEYIOBJIETBOPUTE
JIBHO»

«HE 3aUTEeHO» /

ot 0 1o 40 «HEYJOBJIETBOPHTE

JIBHO»

VY crynenra He cOPMUPOBAHBI AUCHUIUIMHAPHBIC KOMIIETEHIINH, IPOSBIIETCS HEJOC
TaTOYHOCTb 3HAHUH, YMEHUH, HABBIKOB.

,HI/ICIII/IHJ'II/IHapHBIe KOMIICTCHIIMU HC C(i)OpMPIpOBaHBI. HpOS{BJ’IHeTCH TIOJTHOC WJIM IpaK
TUYECKH ITOJIHOC OTCYTCTBUE 3HaHPII>1, yMeHHfI, HAaBBIKOB.

5 HpnMepnble OLICHOYHBIC CpEeACTBA

5.1 Ilpumep pa3HOYPOBHEBBIX 32124 U 3aJaHMii

3amanue 1
CocTaBuTh HHPOPMAITMOHHO-CIIPABOYHBIHN JTOKYMEHT «3asBJICHHE», 0()OPMHUTH COOJIIO 1A

TrOCCTaHIapT
Saganue 2

[ToaroToBUTH OJIAHKH JOKYMEHTOB, COOJIIOasi TOCCTAHIAPT:
a) MPOAOIBLHBIM CIIOCOOOM
0) YIJIOBBIM CIIOCOOOM

3amanme 3

CocTaBUTh OpPraHW3AIMOHHO-PACTIOPSAIUTCIILHBIA JOKYMEHT: «IIPUKa3», O(OPMHUTH
co0JTr0/1ast TOCCTaHIaPT

Kpamxue memoouueckue yxkazanus

Beinonnss 3ananusi, CTyA€HT JOKEH PYKOBOACTBOBATHCS 3HAHUSIMU, MOJYYEHHBIMU HA
JIEKIIMOHHBIX 3aHATUAX U B XOJIE CAMOCTOSATEILHON PaOOTHI.

Llkana oyenxu

OrneHka Basl OnucaHue

5 5 CTyIeHT Ha BBICOKOM YPOBHE YMEET BBINOJHSTD 331aHIe
4 4 CTyIeHT Ha CpeTHEM YPOBHE YMEET BBINOJHSITH 33aHIe
3 3 CryzieHT Ha 6a30BOM YpOBHE YMEET BBIIOJIHSTH 3aaHHE
2 1-2 CTyJeHT He YMEET BBIIOIHATh 3aJaHue

5.2 IIpumepbl TeCTOBBIX 3aiaHUI

Temal. lokymeHTalMOHHOE 00ecrieYeHNe KOMMepPUYecKOro npeanpuaTHs

1. lIokyMeHTOM Ha3bIBaeTCs

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

2)3adukcupoBaHHasT Ha MaTEepUAIBHOM HOCUTENEe UWHOOpMAIUsi C PEKBU3UTAMHU,
MO3BOJISIOIIMME €€ UACHTU(PHUIIUPOBATH

3)nepedeHs (CMUCOK) KaKUX-THO0 JaHHBIX, PACTIONOKEHHBIX B ONPEICIICHHOM MOPSIKE

4)3anuch Y4eTHBIX JaHHBIX MO YCTAaHOBJIEHHOM (hopme

2. B xakoMm U3 mepedyucIeHHBIX HOPMATHUBHBIX JTOKYMEHTOB COJIEP)KATCSl ONpeesICHUs
TEPMUHOB «IOKYMEHT» M «HH(POPMALIUS»

HI'OCT P 7.0.97-2025 «YHUPUIIUPOBAHHBIE CHUCTEMBbl  JIOKyMEHTAIIHH.
YHUGHUIMpPOBaHHAs CUCTEMa OPraHU3allMOHHO-PACTIOPIIUTENFHON JoKyMeHTauuu. TpeboBaHus
K 0()OpPMJICHHIO IOKYMEHTOB)

2)I'OCT P51141-2013 «/lenonpou3BoACTBO U apXUBHOE /1€710. TepMUHBI U ONIpEaeTICHUS»


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 uHPOpMaIUK, HHPOPMATU3AIUK U 3aIUTe WHPOPMALIUN
Ne24-03

4)[1P-191-98.Vuudukanuss TEKCTOB YIPaBICHUYECKUX JTOKYMEHTOB. MeToaudeckue
pekomengauu BHUNIA L PAC PO

3. IlonHoTa ynpaBieH4YecKoi nH(opMaIu

1)onpenensiercs CTENEHbI0 COOTBETCTBUS €€ COIEPKaHUSI OOBEKTUBHOMY COCTOSIHUIO JI€JT

2)xapakTepusyercsi ee 00beMOM, KOTOPBIH MOJDKEH OBITh JOCTATOYHBIM JJISl MPHHSATHUS
peuieHuit

3)onpenensercs BpeMEHEM ee Tiepeaun 1 00paboTKu

4)xapakTepu3yercsi BO3MOXKHOCTbIO COMOCTABIIATh CBEACHNUS, OTHOCSAIIMECS K pa3IMYHbIM
BpPEMEHHBIM HHTEpBaJIaM

4. HazoBute, kakoe 4YHCIO pekBu3uToB ycraHaBauBaer ['OCT P 7.0.97-2025
«YHUHUIUPOBAHHBIE CUCTEMBI JOKYMEHTALUU. YHU(DUIIMPOBAHHAS CUCTEMa OpPraHU3allMOHHO-
pacropsauTenabHOl TokyMeHTauuu. TpeboBaHus K 0hOpMIIEHUIO JOKYMEHTOBY

1)28

2)30

3)31

4)32

5. Ipu xmaccudukanuy JOKYMEHTOB O CIOCOOy (UKCAMK KaKhe U3 TEePeUUCIICHHBIX
BUJIOB JIOKYMEHTOB HE OTHOCSTCS K JaHHOM rpyre

1)BHYyTpEeHHUE

2)IMCbMEHHBIE

3)rpaduueckue

4)akyCTHYECKHE

Kpamxue memoouueckue ykazanus

TecToBble 3amaHMsl COCTOAT M3 BONPOCAa M HECKOJBKUX BapuUaHTOB OTBeTa. PerieHue
npecTaBisieT co00l ykazaHHe HOMepa Bompoca M OyKBY, KOTOpOil 0003HaYeH MpaBUIIBHBIH, 110
MHEHHUIO CTY/IEHTa, BapUaHT OTBeTa. B TeueHue cemectpa npoBoaurcs 6 TecToB Mo 6 TeMaM Ha
JICKIIMOHHBIX 3aHATHUSX, B KQKJOM TECTE 5 BOIIPOCOB.

Llkana oyenxu

OrneHka bansl OnucaHue

5 5 CTyIeHT OTBeTHII 6€30IHO0YHO

4 4 CryneHt coBepmmi | omuOKy B OTBETaX Ha TECT

3 3 CryzieHT coBepuIni 2 OmUOKY B OTBETaX Ha TECT

2 0 CryneHT coBepimi 3 U 6ojiee OmmOOK B OTBETaX HA TECT

5.3 3auét B opme TecTa

1. JokymeHT — 3T0:
1. 3adukcupoBaHHas Ha MaTepHaIbHOM HOCHTEJIEe HWHPOpPMALUs C pPEKBU3UTAMH,
MO3BOJISIOIIMMU €€ UIEHTU(UIIUPOBATS.
2. Hocurens wunHdoOpManuu, HCHOIB3YEMOM B IENAX PEryJupOBaHUs COLUAIBHBIX
OTHOILICHHUH.
. Undopmanus, 3apukcupoBaHHas J00BIM CIIOCOOOM Ha J1F000M HOCHUTEIE.
. o IMHHUK JOKYMEHTa — 3TO:
. IlepBbIi WM €IMHCTBEHHBIN JK3EMILISAP JTOKYMEHTA.
. DK3eMIUISIp JOKYMEHTA, C KOTOPOTO CHATA KOMUSI.
. JOpnanyeckasi cnjia J0KyMeHTa — 3TO:
. OcobeHHOCTH BHENTHETO OPOPMIICHUS TOKYMEHTA.
. CBUZIETENBCTBO HAIMYUS B JOKYMEHTE MOJIOKEHU HOPMAaTUBHOT'O XapakTepa.
. CnnocoOHOCTh TOKYMEHTa MOPOKIaTh ONPEEICHHbIE TPAaBOBbIE OCIEACTBHSL.
. Ameer Ji1 HOPHIMYECKYI0 CHJIY JAOKYMEHT, NOJYYEHHBIH 1O (PaKCHMMUIBLHOU

A WLWND—WN—~=DNW

cBs3u?

1. la.



2. la, o coriameH1o CTOpOH HHPOPMALIMOHHOTO 0OMEHa.
3. Her.
5. Kakoii M3 mnepe4yHC/IIeHHBbIX PEKBM3UTOB He OTHOCHTC K PeKBU3UTaAM
YA0CTOBEepPeHus?
1. I'pud yrBepkaeHHs.
. [leuaTs.
. OT™meTKa 0 3aBepeHUH KOIHH.
. Buza cornacoBanus.
. [loanuce.
. Kakue pekBH3MTHI BKJIKYAKTCA B 0JIAaHK nucbma?
. MecTo cocraBieHus WK U3JaHUs TIOKYMEHTA.
. 3aroyI0BOK K TEKCTY.
. HaumeHnoBanue opranuzamuu.
. ToBapHbIii 3HaK (3HAK OOCTYKUBAHUS).
. HaumeHoBaHue BU1a TOKyMEHTA.
. Anpecar.
. CnipaBouHbIe JaHHBIE 00 OpraHU3aIHH.
7. Ha kakoM »JK3eMILIspe /1eJI0BOr0 NHCbMA, MOATOTOBJIEHHOM /ISl OTIPABKH
ajgpecary 110 104YTe, IPOCTABJISIOTCS BU3bI?
1. Ha nojuinHHUKE, OTIIpaBiIsieMOM afipecary.
. Ha xonuu, nomenaemoii B 1€J10 OpraHu3aluy.
. Kaxoii pekBu3uT 0(popMJIeH HENPABUIBHO?
. HaumenoBaHnue opranuzanuu-aBTopa.
. CripaBouHbIe JaHHBIE 00 OpraHU3aIHH.
. Jdara moxymeHnTa.
. PeructpanuonHsslii Homep JOKyMEHTA.
. 3aroJIOBOK K TEKCTY.
. UTo Hoy1:KeH ceaTh pa0OTHUK OPraHU3aliu, BUSHPYIOIIMI JTOKYMEHT, ecJIM OH
He COIJIACEH C ero cojiep:KanuemM?
1. OTka3atbCst OT BU3UPOBAaHUS JOKYMEHTA.
2. 3aBU3HpOBATh JOKYMEHT, BBIPAa3UB CBOE MHEHHUE.
10. Kakoe nucbMo 3aBepsieTcsl Ne4aTbio?
1. 'apa"THitHOE TUCHMO.
2. Kommepueckoe npeioxeHue.
3. [Tucemo-npocroAa.
Kpamkue memoouueckue ykazanus
OTBeuass Ha BOIPOCHI TECTa, CTYAEHT JOJDKEH pPYKOBOJICTBOBATHCS 3HAHUSAMHU,
MOJTyYEHHBIMU Ha JICKITMOHHBIX 3aHATUSAX U B XOJI€ CAMOCTOSITETLHOU PabOTHI.
IlIxana oyenku

~N NN kW= OB R W

O N W — 00

OueHka Bamnsr Omnucanne
OI1IeHKa «OTIIMYHOY BBICTABIISICTCS CTYACHTY, €CJIM OH MTYOOKO M TIPOYHO YCBOMII IPOTPAMMHBI
5 16-20 il MaTepHuas UCUEPITBIBAIOIIIE, TOCICI0BATEIBHO, YETKO U JIOTHYSCKH CTPOMHO €ro H3JIaraet, yMm

€CT TCCHO YBA3bIBAaTH TCOPUIO C HpaKTHKOﬁ.

OmeHKa «XOpOIIO» BEICTABIISIETCS CTYICHTY, €CIIH OH TBEPO 3HAET MaTepHal, TPaMOTHO H 110 C
4 11-15 YIIECTBY M3JIAaTaeT €ro, He JOITyCKasl CYIECTBEHHBIX HETOUYHOCTEH B OTBETE Ha BOIIPOC, IPABHIT
BHO ITPUMEHSIET TEOPETHIECKHE MTOJOKSHHUSI IPU PEHICHUH MPAKTHIECKUX BOMPOCOB H 33/1ad.

OlieHKa «yI0BJICTBOPUTEIBHO)» BBICTABISCTCS CTYICHTY, €CII OH HMEET 3HAHHUSI TOJIbKO OCHOB
3 6-10 HOTO MaTepHala, HO He YCBOWII €r0 JieTalleld, IOMycKaeT HeTOYHOCTH, HEJJOCTaTOYHO MPaBHIIbH
pie opMynupoBkH. He MOXET CBsI3aTh ¢ MPAKTHYECKMMH NPUMEpPaMu.

O1eHKa «HEyIOBIETBOPUTEIILHOY» BBICTABIISETCS CTYACHTY, KOTOPBIi HE 3HAET 3HAYMTEIILHON 1
ACTH TMPOTPAMMHOTO MATEPHaIIA, IOMYCKAET CYNIECTBEHHBIE ONINOKH.




Ki1r0us K 0leHOYHBIM CpeacTBAM
MHWHOBPHAVYKHN POCCUHA

BJIAJUBOCTOKCKUI IT'OCYJTIAPCTBEHHBI YHUBEPCUTET

KA®EJIPA DKOHOMUKU U YIIPABJIEHUA

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

JTOKYMEHTHPOBAHUE YIIPABJIEHYECKOM JESATEJIbHOCTH

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

BnaauBocTok



5 OneHo4YHbIe CpeACcTBA

5.1 PazHoypoBHeBbI€ 331241 U 3aJaHUS

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

00O «TexunolIpom»

[TPHKA3
15.07.2025 Ne 45-k
r. BaaguBocTtok

O BHEJPEHUM CUCTEMBI JICKTPOHHOTO JOKYMEHTO000pOTa

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

I[MTPUKA3BIBAIO:

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

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

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

KonTpons 3a HCroTHEHHEM MPUKa3a OCTABIISIO 32 COOOH.

Ocnoganue: [Ipotoxoin 3acenanus ot 10.07.2025 Ne 12.

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

Hupektop (monmuce) A.UN. VBanon
Havanpauk OUT

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

5.2 TecToBbIe 3aJaHUA

Temal. [lokymMeHTALHOHHOE O0ecTieYeHHEe KOMMePYeCKOoro npeanpusaTus

1. JIokyMEHTOM Ha3bIBaETCS

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

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

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

4)3anuch y4EeTHBIX JaHHBIX 110 YCTAaHOBJIEHHOU popme

Ortser: 2

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

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

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




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

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

OrBet:2

3. [TonHOTa ynpaBieH4YECKON HHGOpMAITII

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

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

3)ompenensercs BpeMEHEM €€ nepeadyd 1 00padoTKu

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

OrBet: 2

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

1)28

2)30

3)29

4)31

Otger: 4

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

1)BHYyTpEeHHUE

2)IMCbMEHHBIE

3)rpaduyeckue

4)akycTHuecKue

Ortger: 1

5.3 3auér B popme TecTa

1. IOpuanueckas cuina JOKyMEHTa — 3TO:

1. OcoOeHHOCTH BHELIHETO O(hOpPMIIEHUS JOKYMEHTA.

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

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

2. Ileuarts.

3. OTMeTKa 0 3aBEpPEHUH KOIUH.

4. Busa coryacoBaHusl.

5. Iloanuce.

Otger: 4

3. Kakue pexBusutsl HE BrimtouaroTcs B G1aHk mucbma?

1. MecTo cocTaBineHHUs WIM U3IaHUS JOKYMEHTA.

2. 3arojloBOK K TEKCTY.

3. HaumeHOBaHUE OpraHu3aliu.

4. ToBapHBIi 3HaK (3HAK OOCTYKHBAHHUS).

5. HaumeHoBaHue BUAa JOKYMEHTA.

6. Anpecar.

7. CripaBouHbIe JaHHbIE 00 OpraHU3aI|H.

OtBer: 2,5, 6



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

1. OTka3aTbcst OT BU3UPOBAHUS JOKYMEHTA.

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

OrBet: 2

5. Kakoe muceMo 3aBepsieTcs rnevaTbro?

1. N'apanTHiiHOE TUCBHMO.

2. Kommepueckoe nmpejioKeHue.

3. [Mucemo-mpockoa.

OtBet: 1
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