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1. IMTACIIOPT IPOI'PAMMBI NPOPECCHUOHAJIBHOI'O MOAYJIA

1.1.006sacTh NpUMEHEHHUsI TPOTrPAMMBI
Pabouass mporpamma mnpoQeccHOHANIBHOTO MOIYJs (lajgee MporpaMma) — SIBISETCS
YacThI0 MPOTPAaMMBbl TOJTOTOBKM KBaIHU(HUIMPOBAHHBIX pabdOYUX, CIyXalluX B
cootBeTcTBUM ¢ DenepaibHbIM TOCYIapCTBEHHBIM 00pa30BaTEbHBIM CTaHIAPTOM
cpemnero  mpodeccuonambHOTO  OoOpasoBanus mo  mpodeccun  034700.03
Jenonpouzsoaurtens (yreepxkaenHnoro [Ipukazom Muno6puayku PO ot 02 aBrycra2013
r. Ne 639, 3apeructpupoBannoro B Muntocte 20 aBrycra 2013 r. Ne 29509)
JIOKyMEeHTaIlMOHHOE OOECTieUeHHE JESITeIbHOCTH OpPraHU3alMi U COOTBETCTBYIOIIMX
npodeccuoHanbHbx KommeteHiui (I1K):

[IK 1.1. IlpuHuMate ¥ PErHCTPUPOBATH MOCTYMAIOUIYID KOPPECHOHAECHIUIO,

HAIIPaBJIATh €€ B CTPYKTYPHBIE [TOAPA3IEICHUS OpTraHU3alHH.

[IK 1.2. PaccmarpuBarh AOKYMEHTBHI M NEPENAaBATh MUX Ha HCIIOIHEHUE C Y4ETOM

PE30IOLUN PYKOBOJIUTENEH OpraHU3aliu.

[1K 1.3. OgopMasTe perucTpaliioOHHbIE KAPTOUKHU U CO3/1aBaTh OAHK JaHHBIX.

[IK 1.4. BecTn KapToTEKy ydeTa IpOX0KACHUSA JOKYMEHTAIBHBIX MaTEPUAJIOB.

[IK 1.5. OcymecTBiATh KOHTPOJIb 38 IPOXOKIAECHUEM TOKYMEHTOB.

[IK 1.6. OtnpaBidaTh MCIOJHEHHYI) JOKYMEHTAIMIO ajapecaTtaM ¢ IPUMEHCHHEM

COBPEMEHHBIX BUJOB OPraHU3aLMOHHON TEXHUKH.

[IK 1.7. CocraBnste u 0QOpPMIATH CIYXEOHbIE JOKYMEHTBI, MaTepHUaNbl C

UCIIOJIb30BaHUEM (POPMYJIISIPOB TOKYMEHTOB KOHKPETHBIX BUJIOB.

1.2.1esan 1 3a1a4u MOYJIAA TPeOOBaHMSI K pe3yJIbTaTaM O0CBOEHMSI MOTYJIsI

C uenpt0 OBJAJCHUS YKa3aHHBIM BHUIOM MOPO(PECCHOHATBLHON ACATEILHOCTH U
COOTBETCTBYIOIIMMU MPO(PECCHOHATEHBIMUA KOMIIETEHIIUAMHU OOydYaronuics B XOJe
O0CBOEHUS NMPO(HECCUOHAIBHOTO MOAYJISL TOJKEH:

HMETh MPAKTHYECKHH ONbIT:

- JIOKYMEHTAIlMOHHOT'O 00ECIeUeHHUs IeSITEIbHOCTH OpraHu3aluu;

yMeTh:

- IPUHUMATh, PETUCTPUPOBATH, YUUTHIBATH MOCTYIAKOIINE JOKYMEHTHI;

- MPOBEPATH MPABWIHLHOCTH OPOPMIICHHS TOKYMEHTOB;

- BECTH KapTOTEKYy yueTa MPOXOKICHHS JOKYMEHTAIbHBIX MATEPHUATIOB;

3HATh:

- OCHOBHBIE ITOJIOKEHUSI EAMHON rOCy1apCTBEHHOM CUCTEMBI IEJIONPOU3BOJICTBA;

- BUJBI, QYHKIINH TOKYMEHTOB, MPABIJIa UX COCTaBIIEHUS U OPOPMIICHMUS;

- TIOPSANIOK JOKYMEHTHPOBaHUS WH(DOPMAITMOHHO-CIIPABOYHBIX MATEPUATIOB,;

- IpaBWJIA JICJIOBOTO ATUKETA U JICJIOBOT'O OOICHUS

1.3. Kosiu4ecTBO 4acoB Ha 0CBOeHHE NMPOrpaMMbl NPodeccHOHAILHOT0 MOTY/JISI:
Bcero — 642 yaca, BKjIroJas:

00s13aTeIbHOM  ayAUTOpHOM yueOHOM Harpy3ku oOydgaromierocs — 332 4acoB;
CaMOCTOSITENIbHOM paboThl oOy4aromierocs — 166 4acos;

y4eOHOM U MPOM3BOACTBEHHOM NMpakTuku — 144 yaca.



2. PE3YJBTATBI OCBOEHUS NPOPECCUOHAJIBHOI'O MOAYJIA

PesynpTaToM OCBOEHUS TpOrpaMMbl MPOGHECCHOHATHHOTO MOMYJS  SIBIISICTCS
OBJaJIcHUE OOydJarolmUMHCS BUIOM mpodeccuoHanbHoi naestenbHOCTH (BII)
JIOKyMeHTallMOHHOe ofecleyeHne IesiTeIbHOCTH OPraHU3aluu, B TOM YHUCIe
npodeccuonansubiMu (I1K) u o6mmumu (OK) kommeTeHIusIMu:

Kon HaumeHnoBaHue pe3yJjbTaTa 00y4eHust

K 1 [IprHUMATh ¥ PETUCTPUPOBATH MOCTYNAIOIIYIO KOPPECTOHACHIMIO,
HaIIPaBJIATh €€ B CTPYKTYPHBIE TOAPA3ACICHUS OPTaHU3alliH.

IIK 2 PaccmaTpuBarh JOKYMEHTHI U TepeAaBaTb HMX Ha HCIOJHEHHE
C YYETOM PE3OIIOLHNHN PYKOBOJIUTENICH OPTraHU3ALNH.

K 3 OdopMIsATh perucTpalioOHHbIE KAPTOYKU U CO3/1aBaTh OAHK JAHHBIX.

K 4 BecTu kapToTeKy ydeTra NpOoX0KICHUS JOKYMEHTAIbHBIX MaTepUaJIOB.

K 5 Ocy1iecTBIsATh KOHTPOJIb 32 MPOXO0KICHHUEM JTOKYMEHTOB.

I1IK 6 OTrpaBisATh HUCIIOJIHCHHY1O JOKYMECHTAaIMNIO azpecataMm
C MPUMEHEHUEM COBPEMEHHBIX BUIOB OPraHU3al[MOHHON TEXHUKH.

K 7 CoctaBnsate U OoQOpMIIATH CIy>)KEOHBIE JIOKYMEHTBI, MaTepUabl
C UCTIOJIb30BAHUEM (POPMYIISIPOB JJOKYMEHTOB KOHKPETHBIX BHIOB.

OK1 [ToHuMaTh CyIHOCTh W COLMAIBHYIO 3HAYUMOCTh CBOEH Oymymiei
npodeccuu, MposIBIATH K HEH yCTOWYMBBIN HHTEpEC.

OK 2 OpraHu3oBbIBaTh COOCTBEHHYIO JI€ATEIIbHOCTh, UICXOS U3 1IEJU U
crioco0O0B €€ TOCTUKEHUS, ONIPEETICHHBIX PYKOBOIUTEIIEM.

OK 3 AHaIM3UpOBaTh PabOUYIO0 CUTYAIMIO, OCYIIECTBIISATh TEKYIIUN U
UTOTOBBIN KOHTPOJIb, OIIEHKY M KOPPEKIIUI0 COOCTBEHHOMN
JesATeTbHOCTH, HECTH OTBETCTBEHHOCTD 3a Pe3yJIbTaThl CBOEH PabOTHI.

OK 4 Ocy1ecTBisATh MOUCK uHdopmauu, HE0OX0IMMOM
1151 3 (PEKTUBHOTO BBINOTHEHUS MPO()ECCHOHATBHBIX 3a1a4.

OK 5 Hcnonb3oBaTh HHPOPMAIITMOHHO-KOMMYHUKAITMOHHBIC TEXHOJIOTUH B
poeCCUOHAIBHON JIEATEIIbHOCTH.

OK 6 PaGotats B komaHze, 3QPEKTUBHO 00MIATHCA C KOJIJIETaMH,
PYKOBOJICTBOM, KIIMEHTAMH.




3. CTPYKTYPA U COAEP KAHUE ITPO®ECCHUOHAJIBHOI'O MOAYJIA
3.1. TemaTuueckmii niad npopeccuonajbHoro moay.ast [IM.01 lokymeHTanmoHHOe 00ecnieyeHne JesiTeJIbHOCTH

OpraHu3anuu
OGbeM BpeMeHH, OTBeIeHHBII HA OCBOEHHE
IIpakTHka
MEKTUCHHITHHAPHOTO Kypca (KypcoB)
CamocrosiTeJbHast
Bceero Obs13aTebHAs ayIUTOPHAS yueOHAs aGora IIpousBoacTBeHH
Koabt 4acoB HArpy3kKa o0y4auerocst 06 'fam erocst as (1Mo nmpopuiio
npodeccuoHa | HaumeHoBaHus Pa3iesioB NpodheccHOHATLHOIO (maxc. Anarom CIEeNUATBLHOCTH),
JILHBIX moxyast yuebnas 6 B T.4. B T.4., BT.4., |YueOnas, 4acoB
KOMIIeTeHM i Haepyska u JADOPATOPHBIC | oy copasn KypcoBasi | 4acom (ecnu
n Bcero, padoThI M Bcero,
IDAKMUKLL) pa6ora pa6ora npedycmompena
YacoB | MPaKTHYECKHe 4acoB
(npoekr), (mpoekr), paccpeoomoyenH
3aHATHA,
4acoB 4acoB as. npaKmuKa)
4acoB
1 2 3 4 5 6 7 8 9 10
K 1.1, IIK MJIK.01.01 lokyMeHTallMOHHOE 498 332 232 - 166 - - -
1.2, 11K 1,3, obecrieveHune IeATENNbHOCTH OPTaHU3aIiN
K 1.4, TIK VueGHast IpakTHKa 72 - - - - - 72 -
1.5, 1IK 1.6, Ipou3BoACTBEHHAS NPAKTHKA (110 72 72
MK 1.7 NPOQHIII0 CENHAIBLHOCTH), YaCOB (€U
npedycmMompena umo208as
(KOHYEHMPUPOBAHHAS) NPAKINUKQ)
Bcero 642 332 232 - 166 - 72 72




3.2. Conep:xanue o0y4eHus no npodeccuonanbHomy moay.awo I[IM.01/JokymeHTannoHHoe o0ecnieyeHne AesiTeJIbHOCTH

OpPraHu3alUM.
HaumenoBanue pa3jaesioB Conep:kanue y4eOHOIro MaTepuasia, JadopaTopHbie pad0ThI M MPAKTHYECKHUE Oo0bem
npogeccrnonanabHoro moays (IIM), 3aHAITHS, CAMOCTOSITeIbHAS padoTa 00y4yarIuxcs, KypcoBasi padot (IpoeKT) 4acoB
MEeKIUCIUTITTHHAPHBIX
KypcoB (M/IK) u Tem
1 2 3
Pazaen 1. Opranusanus 139
JOKYMEHT0000poTa
MJIK 1. lokymeHTaALIMOHHOE 93
o0ecneyeHne1eATEILHOCTH
OpraHu3anuu
Tema 1.1. Conep:kanue H OCHOBHbIE Conep:xanue 8
321291 COBPEMEHHOI0 1 | Monsitie o noxyMeHTAIMOHHOM 06ECTICUeHHH A TILHOCTH OPraHH3aIHH. 4
JOKYMEHTAIIHOHHOI'0 o0ecrmeyeHust 2 HpCILMeT, COACPIKAaHUC U 3a/]a4Y NOKYMCHTALIMOHHOI'O obecrieueHus YIIpaBJICHUA.
ynpaBJieHUsl 3 | MecTo u poiTh JOKYMEHTOB B yIIPAaBIEHHH HAa COBPEMEHHOM 3Tarle.
4 | Knaccudukarus T0KyMEeHTOB.
IpakTuyeckue 3aHATHS 4
1. | Knaccuguxanus 10KyMeHTOB. 4
Tema 1.2. I[IpaBusa opopmiieHue Coaepxanue 85
Pa3JIMYHBIX BUAOB 10KYMEHTOB. 1 | Mpasuna opopMIeHNs OpPraHU3aMOHHO- PABOBBIX JOKYMEHTOB. 16
IIponecc 00padOTKH JOKYMEHTOB. 2 | TIpaBuma ohopMIICHHS PACTIOPSIUTENBHBIX TOKYMEHTOB.
3 | MpaBuna opopMieHHs HHPOPMAIHOHHO-CIPABOYHBIX JOKYMEHTOB.
4 | Tpasuna odopMIiteHNs TOKYMEHTOB IepeIaBAEMBIX [0 KAHANAM CBSI3H
S | IpaBuna ohopMIEHNS IPUKA30B 110 THYHOMY COCTABY
6 | IMpasuma odopmreHns TPyIOBEIX KHIDKEK, B TOM YHCIIE YIEKTPOHHBIX
IIpakTHYecKHe 3AaHATHA 69
2 | OdopmieHne opraHU3aOHHO-TIPABOBBIX IOKYMEHTOB 10
3 | Odopmienne paciopsIUTETHHBIX JOKYMEHTOB 10
4 | Odopmuenne HHPOPMAITMOHHO-CIIPABOYHBIX JJOKYMEHTOB 10
5 | Odopmienue ciykeOHBIX MICEM 10
6 | Odbopmnenue pakcorpamm, TeraehoHOTpamMM, SJIEKTPOHHBIX THCEM 6

7




7 | OdopmieHue MpUKa3oB M0 JIMYHOMY COCTaBY 10
8 | Odopmienne TpyaOBBIX KHIKEK 10
9 | OdopmieHue TIEKTPOHHBIX TPYIOBBIX KHUKEK 3
CamocrosiTesibHast paboTa Ipu U3y4YeHUH pasjesia 46

CucremaTuueckasi U3ydyeHue yueOHOM U CrieIUaIbHOM JIMTEPATyphI 110 TEMaM 3aHITHA.
[ToaroToBKa K MpaKTUIECKUM pabOTaM C UCIOJIL30BAHUEM PEKOMEH AN MPETOIaBaTEs.

TemaTuka BHeayIMTOPHOH CAMOCTOATEIbHOI PadoThI:
OdopmiieHre peKBH3UTOB TIOKYMEHTOB (T10 3a/IaHHUIO MPETIOAABATEINS) B COOTBETCTBUU C JCHCTBYIOIIEH HOPMAaTUBHON
noxkyMmenTanueil. [loctpoenne Gopmyspon
-00pa3110B KOHKPETHBIX BUJIOB JOKYMEHTOB. M3y4eHne pactoIoKeH!s: PEKBU3UTOB M IPaHUI] 30H Ha (hopmare A4 yrioBoro u
MPOJOIBHOTO OJIAHKOB; MMOCTPOCHHE OJIAHKOB MHUCHhMa, OJJTAHKOB CTPYKTYPHOTO MOApa3ieieHus, oouiero 01anka, OjJaHka
KOHKPETHOTO BuAa AokyMeHTa. CocTtaBiieHre u ohopMiIeHHE TPUKa3a 10 OCHOBHOM JIeTETLHOCTH. (TI0 33JaHUI0
npenoaasarens). CocraBineHue u 0popMICHHE MTPOTOKOIIA 3aCEAAHNS aKTUBA TPYIIIIHL.
Hanmcanue noxnana. Jlokian pacmupsieT cofepkanne y4eOHOro Marepuaia. 3aJaHue BbIIACTCS WHANBHIYAIBHO.
Paznen 2. Permcrpamus 109
AOKYMEHTOB U
opraHu3anus
CIIPaBOYHO-
UHGpOPMALMOHHOIO
00CJTy:KNBAHUS
MJIK 1. 82
JJoxyMeHTalHOHHOE
olecreyeHue
AeATeIbHOCTH
OpraHu3anumu
Tema 2.1. Mecto Coaep:xxanue 4
perucrpanuuB 1 ITonstne perucrpanuu. Llenn perucrpannn nokymeHToB. [Iponecc perucrpanumu. 4
TexHosorumn JJ0Y [TpUHIMIBI pETUCTPAIIH JOKYMEHTOB
2 Perucrpupyemple 1 HEpETUCTPUPYEMBIE TOKYMEHTHI.
3 OCOOEHHOCTH PEerucTpaluy JOKYMEHTOB BHYTPH OpraHU3aluu
Tema 2.2. ®opmbl Conep:xaHue 20
COBpPEeMEHHOI 1 XKypnanbnast popma perucrpanuu 4
perucTpanum 10KyMeHTOB 2 Kaprounas ¢opma perucrpanuu




3

ABTOMaTI/I3I/Ip0BaHHI>Ie CUCTCMBbI pCTrUCTPaAlUN

HpaKTuquRne 3AaHATHUSA

Perucrparus BXoIgmuyx T0KYMEHTOB

Per HUCTpalAa UCXOAAINX TOKYMCHTOB

Perucrpanusi BHyTpeHHHUX TOKYMEHTOB

Perucrpanus npukasos 110 JIMYHOMY COCTaBY

Perucrpanus TpyaoBbIX KHUKEK

Tema 2.3. Iloaxon k
HHIEKCAIMH B YCJIOBHUSAX
TPAAULIMOHHOH 00PA0OTKH
JOKYMEHTOB.

Co

ep:KaHme

1
2
3
4
5
|
1

Wunexc nokymenTta. Pa3paboTka cucTeMbl HHACKCAIIMY IOKYMEHTOB B OPTaHHU3AIIHH,
BHYTPEHHUX JIOKYMEHTOB.

2

I/IHIIGKCB,HI/IFI BXOOAIHNX, UCXOOANUX, BHYTPCHHUX JOKYMCHTOB.

oo|bbwwNEg

Tema 2.4.
Opranusanus
HH(OPMAITUOHHO-
CIIPABOYHOM

padoThI N0 JOKYMEHTaM

Con

ep:KaHme

42

1

CripaBovHasi paboTa IPH UCTIOIB30BAaHUH KYPHATBLHON ()OPMBI PETUCTPAITHH.

Wcnonp30BaHne KapToTek Ipyu MH(OPMallMOHHO-CIPAaBOYHOM paboTe.

Bos3moxnocTtu aBTOMaTI/I3I/IpOBaHHOI7I CUCTCMbI pCIrUCTPpaAllUN

2
3
4

PazpaboTka CTpYKTYpBI 1€7I0IMPOU3BOICTBEHHOM ci1yxkO0bI [lepedyenp
HOPMAaTUBHBIX JOKYMEHTOB

Opranuzanuonusie popmsel u cTpykTypsl IOV, IIpoekTupoBanue parmoHaTbHON CUCTEMBI.

TexHonornueckast kapra 00pabOTKH JOKYMEHTOB (omeporpamma). Pazpabotka
OTIepOrpamMM Pa3IUYHBIX BHJIOB JOKYMEHTOB.

Onpenenenne o0beMa JOKYMEHTO000pOTa

~

Pabora c obpamenusmu rpaxxaad. Bunabsr oopamenus TexHomorust pabotsl ¢ 00-
pateHusIMU rpaxxkad. OCOOEHHOCTH PErHCTPALUU O0palleHus TpakaaH

12

IIpakTuyeckue 3aHATHS

Pa3paboTka cxembl TOKyMEHTO000pOTa OpraHu3aluu

Pa3pa60TI<a ONCporpaMMEbl BXOOAIINX TOKYMCHTOB

Pa3zpaboTka oneporpaMmbl HCXOISIIINUX JOKYMEHTOB

AIWINF-

Pa3paboTka onporpaMmMbl BHYTPEHHHUX JIOKYMEHTOB

5

Pabota ¢ oOpamneHusiMu rpakian

CamocrosiTesbHast padoTa npu u3ydeHuu pasaesaa IIM.
CucremaT4eckoe u3ydeHrne y4eOHOU 1 CreluaabHOM JINTepaTyphl MO TEMaM 3aHSITHH.
[TonroToBka K NpakTHYECKUM paboTaM € HCIIOJIb30BAaHHEM PEKOMEHIAIMIA IperoiaBaTes.




TeMaTuka BHeayIMTOPHOH CaMOCTOATEILHOI padoThI:
[Topsimox 06pabOTKH BXOASIINX, HCXOIAIINX, BHYTPEHHUX JOKYMEHTOB. 3a/laHue BbIIAeTCS HHINBHyanbHO. Hamucanue
JIOKJIaJa C LIeJIbI0 PACUIMPEHUs CoJlepKaHre yueOHOro MaTepurana. 3alaHue BblIaeTCsl MHAUBUIyanbHO. PaboTa Hax

perucrpanuei pa3aMuHbIX BUJOB JOKYMEHTOB (C MCIIOJIb30BAaHUEM METOINYECKUX PEKOMEHAALINI IIperoaaBarens). 3aiaHue

BbIJACTCA MHAWBUYAJIbHO. HO,Z[FOTOBKa COO6H.I€HHI>1 ABTOMAaTU3HUPOBAHHAA CUCTEMA PETrUCTpallui

Paznen 3. KontpoJs Hajg 84
CPOKaMM MCIOJIHEHUS
AOKYMEHTOB
MK 1. 56
JlokyMeHTallMOHHOE
ob0ecrieyenue
AeATeTbHOCTH
OpraHu3anuu
Tema 3.1. Opranuzanus Copnepxanue 4
paldoThI 10 KOHTPOJII0 1 ITpeamer u 1enb KOHTPOJIS. 4
Ha/l CPOKAMH MCIIOJTHEHUS 2 LlenTpanu3oBaHHas GopmMa KOHTPOJISL.
AOKYMEHTOB 3 JlenientpanusoBanHas GopMa KOHTPOJIS
4 CwmemanHasi popma KOHTPOJIS
Tema 3.2. Tunsl kouTpoas | Conepxxanue 2
1 KoHTpoJib 3a HCTIOTHEHUEM JTOKYMEHTOB 2
2 Kontpons 1o cymiectBy. CpoKoBbIi KOHTPOJIb: TEKYIUH, IPeayIpeaUuTeIbHbIIH,
WUTOTOBBIN. Bl CPOKOBOTO KOHTPOJIS.
3 JIOKyMEeHTBI, oJIeXKale KOHTPOJIIO.
Tema 3.3. Cpoku Conep:xaHue 2
HCIIOJTHEHMSA 1 TumnoBsle CPOKH UCTIOTHEHUSI. 2
AOKYMEHTOB 2 WHMBHUyaIbHBIA CPOK UCTIOJTHEHUS JOKYMEHTA.
3 [TpoyteHne cpoka CIIOTHEHHS TOKYMEHTA
Coaep:xxanue 48
Tema 3.4. ®opmbl 1 Otanbl KOHTpost. Ciry>keOHbIe TOKYMEHTBHI, MOoJIekKAaIle KOHTPOJIIO. 10
KOHTPOJIs13a 2 Texymmii KOHTPOJIb. OO KOHTPOJIb HCTIONHEHU. KOHTPOIIb ¢ moMolipio oTue-
HCTIOTHEHHEM TOB.
AOKYMEHTOB 3 PyuHasi cpokoBast KapTOTeKa.
4 ABTOMAaTHU3WPOBAaHHAsI CUCTEMa KOHTPOJISI UCTIOJIHEHHSI IOKYMEHTOB.
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5

‘ TexHoorus KOHTPOJIA 3a UCIIOJTHCHUEM O6paHIeHI/I${ I'paxaaH

IIpakTHYyecKue 3aHATHUS 38

1 KoHTposb 1o cymiecTBy 4
2 Texymuit KOHTPOJIb 4
3 IIpenynpeaurenbHblii KOHTPOJIb 4
4 WToroBpiii KOHTPOJIb 4
3) TexHonorust 0pOpMIICHHS OTBETA U CPOKH 4
6 AHalM3 W COCTaBIICHHE CIPABOK, CBOJIOK 6
7 3anuTa nepcoHaIbHbIX TaHHBIX 6
8 DKcnenuimonHas o0paboTKa JT0KYMEHTOB 3
9 HopMaTuBHEIC aKThI 3

CamocrosiTesibHast padoTa NpM U3y4YeHHUH pasaesia 28

Cucremarnveckoe U3y4eHue y4eOHOH U CIISIMaIbHOM JIUTEpaTyphl 110 TeMaM 3aHATHH.

[TonroroBka K mpakTHUYECKUM paboTaM ¢ UCHOJIb30BaHUEM PEKOMEHAAIINI TpenoaaBaTes.

TeMaTHKa BHeayIMTOPHOH CAMOCTOATEIbHOI PadoThI:

CocraBieHue cXeMbl ABHKEHHSI BHYTPEHHUX JIOKYMEHTOB opranu3anuy. CocTaBiIeHNne CXeMbl IBUKEHHS BXOIAIINX

JOKYMEHTOB opraHu3anui. CocTaBIeHNE CXEMBI IBHKCHUS UCXOIAIINX TOKYMEHTOB B OpTraHU3aIHH.

CocraBieHue cxeMbl IBUKEHHS IPUKa3a 0 OCHOBHOH JesATEIbHOCTH OPraHU3alUH.

Hanmcanue noxnana Jloknan pacmupsieT coepikanue yaeOHOro Matepurana. 3aJanue BhIACTCs] HHIANBHIYaIbHO.

Pa3nen 4. Opranusanus 132

ONepaTUBHOIO XPAHEHUS

AOKYMEHTOB

MJIK 1. 88

JoxymMeHTALMOHHOE

o0ecnieyenue

NeATeTbHOCTH

OpraHu3anuu

Tema 4.1. Ilopsinox Coneprxanue 6

PadoThI ¢ HCIIOJTHEHHBIMH 1 | Ilonsrue nena. 6

AOKYMCHTaAMH 2 OTBETCTBEHHOCTH 33 COXPAHHOCTH JieJ. OTBETCTBEHHOCTH 32 COXPAHEHHE U 3AIIUTY

NEPCOHAIBHBIX TAHHBIX.

3 | Ilopsimok BeIIauu JOKYMEHTOB U3 JIETI.
4 JIucr-3amecturens. Kapra-3amecturens nena

11




Tema 4.2. HomeHk1aTypa
aena

Conep:kanue

42

1

ITonsiTne HoMeHknaTyps! Aen. HazHaueHrne HOMEHKIATyphl €.

2

Hcnons3oBanne HOMCHKJIATYpPhbI J€JI B JCJIOIIPOU3BOJCTBE.

3

Bunsl Homenknatyp nein. Tunosas, npuMepHasi, UHAMBUYallbHAass HOMEHKIIATYpPhI
Jaen

TpeOGoBaHMsI K COCTaBICHUIO HOMEHKIATYPHI J1e. JJOKyMEHTBI, KOTOPBIMHU CJIETYET
PYKOBOJICTBOBATHCS IPU COCTABIEHUHA HOMEHKJIATYPBI 1.

Meroanka cocTaBlieHHs HOMEHKJIATYPBI Jei. TekcT HoMeHKIaTypsl Aen. [IpaBuna
3aroJHeHUs rpad HOMEHKJIATYPHI J1e]

HOMeHKﬂaTypa JCJI KaK 3J'ICKTpOHHLII71 CIIpaBOYHHUK. OCYH_IGCTBJ'ICHI/IC IIOHUCKa ,Z[CJI.HOBBIG
BO3MOXHOCTH HCITIOJIb30BAHHA HOMCHKIIATYPBI €I B YCIIOBUAX KOPIOPATHUBHBIX CUCTEM
aBTOMAaTHU3aluu.

12

HpaKaneCRue 3aHATUA

Pa3paboTka HOMEHKIIATyphI eI

OnpeneneHHe Kpyra 1OKyYMCHTOB IJIsI BKIIFOYCHHWS B HOMCHKIIATYPY ACII

CocraBiieHHe HOMEHKJIATYPHI JIeJT

OnpeneneHHe CPOKOB XpaHCHUS JOKYMCHTOB

DYHKIUN YKCIIEPTHON KOMUCCUHU

TexHomorudeckas KapTa JOKYMCHTA ((HOMCHKJ'IaTypa pI(SA) 04

Tema 4.3. ®opmupoBanue
ae

Co

ep:KaHmne

Heno. ®opmupoBanue aen. OCHOBHBIC oneparuu npu GOpMUpPOBaHUH JIETI.

OcHOBHBIE NpaBuIa (OPMHUPOBAHUS PA3THMUHBIX KATETOpPUH TOKYMEHTOB B JieNa

WIN|FR|E oo W|IN| -

[TpuHIUMITBEI cHCTEMAaTH3aluKd JOKYMEHTOB BHYTPH €.
XPOHOJIOTHYECKHU I, BOIPOCHBIH (BOIIPOCHO-IOTUYECKUA), a(aBUTHBIMH,
HYMEPALMOHHBIN MOPSIIKM CUCTEMATU3AIMH TOKYMEHTOB BHYTPH JIETa.

Cucremaru3zaius pa3InyHbIX KaTETOPUil JOKYMEHTOB BHYTpH Jiena. [ pynnupoBka
IpeJII0KEHUH, 3asiBICHUH. Kano0

(I)OpMI/IPOBaHI/IC JACII 110 KaﬂpOBOf/'I AOKYMCHTallUN

IIpakTHYecKkHe 3aHATUSA

32

OdopmieHue 3arojIOBKOB Je

N

CucreMaTu3zanus J0KYMEHTOB BHYTPH JI€]

dopMupoBaHue A€l

12

AWINF-

Odopmiienne TucTa 3aMeCTUTENS

12




5 CocraBiieHre UTOTOBOM 3aITUCH 2
6 PopMupOBaHUE €I 10 KaAPOBOM TOKYMEHTALUH 4
7 dopMUpOBaHUE JIMYHBIX JEIT 6

CamocrosiTeJibHasi padoTa Npu U3y4YeHUH pasjaesia 44
Cucremarnueckoe U3ydyeHue yueOHOH U CIIeIMaIbHOM JIUTEpaTyphl 110 TeMaM 3aHATHH.
IToaroToBka K NpakTU4YECKUM paboTaM € MCIOJIb30BaHUEM PEKOMEHJAIMH IpernoiaBaTels.
TemaTHKa BHeayIMTOPHOI caMOCTOATEIbHOI padoThl: DopMupoBaHHe JINYHOTO JEIa.
IToaroroBka cooOuieHnii. 3aiaHue BbLIAETCs MHAMBUYAIbHO.
Pa3nen 5. Texnonorus 34
paboTHI C
KOH(HUICHIIHATILHOM
nHpopmanuen
MK 2 Opranusanus 23
paboThI C
KOH(HUICHIIHATTLHOM
uHpopmanuei
Tema 5.1. Pexkum Conep:xanue 4
KOH(HMIeHIHATBLHOCTH 1 | FOpuanueckas cuna nokymenTta. Pesxxumuble TpeOoBanua. KomMepueckas TaiiHa 4
2 PexrM KOMMEpPYECKOU TalHBI
3 3akoHOaTeabHasl 1 HOPMaTUBHO-TIpaBoBas 0aza B 00J1acTH 3alIUThl HHGOPMAIUU
Tema 5.2. Conepxxanue 19
KondunnenunanbHubriit 1 | Onpenenenue coctaBa JOKYMEHTHPYEMON KOH(PUICHIIMATbHON HH(OpMaIHH. 4
AOKYMEHT0000pOT 2 | Tlopsnok gocTymna rnepcoHasa K 3alUIaeMbIM CBEICHHSIM
3 | TexHonorus 3alMIIEHHOr0 JOKYMEHT0000pOTa
4 | ApxuBHOE XpaHEHHE JJOKYyMEHTOB M JIeJl OTPAaHHYEHHOTO JIOCTYIIA
5 | IlpoBepka HamMuuUs JOKYMEHTOB OTPAaHUYEHHOTO JOCTYMA, /Il 1 HOCUTENel UH-
dbopmanuu
IIpakTH4YecKkHe 3aHATHS 15
1 | ®opmupoBaHue U BeIeHUS NepeyHs KOH(UASHIINATbHBIX CBEACHUI 3
2 | TexHonorust yuera KOHOUACHIIMAILHBIX TOKYMEHTOB 3
3 | llogroroBka 1OKyMEHTOB, /1]l U HOCUTEIEeH KOH(HICHIMAIHHON HH(pOpMAIUU K 6
YHUYTOKECHUIO
4 | IlpoBepka HaJIM4YUs TOKYMEHTOB OIPaHUYEHHOIO IOCTYIIA, 1] U HOCUTEJIEH UH- 3

13




| | bopmarn

CamocrosiTesibHasA padoTa Npu U3y4YeHUHU pasaesia

CucreMaTueckoe n3ydeHrue yueOHOH U crielnaabHON JTUTepaTyphl [0 TeMaM 3aHATUH.
[ToaroroBka K MpakTUYECKUM pabOTaM C UCIOJIL30BAHUEM PEKOMEHIAITNI MPETOIaBaTENs.
[TonroroBka npe3eHTalyy 1o TeMe, IPeI0KEHHON MPeroiaBaTeseM.

TemaTnka BHeayIUTOPHOH caMOCTOAITEJIbHOI paboThI:
IToaroroBka cooOmieHui. 3a/laHue BBIAACTCS MHANBUTYAJIBHO.

11

Y4yeOHas NpaKTHKa

Buasi pador

OdopmiieHIE PEKBU3UTOB JOKYMEHTOB (110 33JIaHUIO MIPETIOAABATENIs) B COOTBETCTBUU C JICHCTBYIOIICH HOPMATUBHOM
nokyMmeHTanueil. U3ydeHne pacrionoxeHus

- [Tocrpoenue hopMyIIIpoB 00pa3oB KOHKPETHBIX BHIOB JIOKYMECHTOB.
OdopMmiieHHe OPraHn3aliOHHO-NIPABOBBIX JIOKYMEHTOB:

- 0pOpMIICHHE YUPEIUTEIHHOTO IOTOBOPA

- ohopMIICHHE yCTaBa OpraHU3allnu;

- o(popMIIEHHE TTOJIOKEHHST 00 OpraHU3aIINY;

- obopMJICHHE ITATHOTO PACIUCAHUS;

- oopMIIEHHE TIPABUII BHYTPEHHETO TPYOBOTO PACTIOPSIIIKA;

- o(hOpMIICHHE TTOJIOKEHHSI O CTPYKTYPHOM TOpa3AeIeHIH;

- opopMIIEHHE UHCTPYKIIMU OPTaHU3aIMOHHO-METOJUIECKOTO XapaKTepa;
-o(hopMIIeHHE TOMKHOCTHON HHCTPYKIIUH.

OdopmiieHue paciopsaAuTeNbHbIX T0KYMEHTOB:

- ohopMIICHHE MTPUKA30B IO OCHOBHOM J1eATEIHHOCTH;

- 0o(hOpMJICHHE BBITTUCKHU M3 MPUKA30B;

- oOpMJICHHE PACTIOPSIKEHUI;

- ohopmIIeHHE YKa3aHUI;

- ohopMIICHHE TOCTAHOBIICHUIA;

- ohopmIIeHHE pelIeHUH.

OdopmiteHue c1yKeOHbIX MUCEM M IPYTHX ONEPATHBHO- U CIPABOYHO-UH(OPMANIMOHHBIX JOKYMEHTOB:
- ohopmiieHHE CITy’)keOHOTO MHUCHhMA;

- oopMJICHHE MTHCEM TIepeaBacMbIX FJICKTPOHHOM MOUTOH;

- obopmIieHHE TenerpaMm, Teaekca, ¢hakca, TeaeOHOTPaMMBI;

- o(hOpMJICHHE JOKJIATHOM, CITY>)KEOHOM 3aMHUCOK;

- ohopmIieHNE 0OBSICHUTEIHHOM 3aIMCKH;

72
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- ohopmIIeHHE aKTa;

- o(popMIICHHE TPOTOKOJIA M BBIMMCKU U3 TIPOTOKOJIA;

- oopMIICHHE 3asIBICHUMN, IPEATIOKEHUN U TPEACTABICHUII;

- 0 OpMJICHHE CITPABOK.

OdopmiieHne CIPaBOYHO-AHATUTHYECKAS JOKYMEHTAIIUA:

- 0(hOpMIICHHUE CBOJIKH;

- oopMIICHHE 3aKTIOUCHUS;

- ohopmIieHHE OT3HIBA;

- oopMJICHHE TIepPEeYHs CIUCKA.

OdopmiieHne JIAHOBOM JOKYMEHTAIlM e

- ohopMIICHHE MTPOTPAMM;

- ohopmIIEHHE TIJIAHOB.

Od¢opmiieHHe KOMMePYeCKOH JOKYMEHTANH

- ohopmIieHHE peKIIaMallnH;

- oopMIICHIE KOMMEPUECKOr 0 3arpoca;

- obopMIICHHE KOHTPAKTA;

- oopMIIeHHE TIpeanoxeHus (ohepThl);

- oopMIIEHHE KOMMEPUYECKOT0 3aIpoca.

OdopmiieHue 0OTYETHON TOKYMEHTALMM:

o opMIIEHHE OTYETOB.

Perucrpanus noxkymenToB. OopmieHne xypHaiia perucTpaii BXOISIINAX, UCXOIAIINX U BHYTPEHHUX JTOKYMEHTOB
Peructparus JOKyMEHTOB MPHU MOMOIIM KapToyeK. Perucrpaius mpruka3oB Mo JUYHOMY COCTaBY.
Hcnonp3oBanne kaprorek. MHIEKcayst JOKyMeHTOB. Peructpanus Tpy1oBbIX
KHUKeK. CPOKH UCTIOHEHUSL.

Od¢opmiieHHe KaapoOBOH JOKYMEHTAIUH (IOKYMEHTALUA 110 IMYHOMY COCTaBY):
- 0(OopMIIEHHE TPYIOBOTO JI0TOBOPA;

- ohopmiieHHEe MprKa3a (pacrmopsiKeHUs) O IpruemMe Ha padoTy;

- opopmIIEHHE TPYIOBON KHUKKH;

- peTUCTpaIys TPYAOBBIX KHIKEK.

TpyaoBbie NPaABOOTHOIIEHUSI:

- ohopmiteHHE CITy’)KeOHON KOMaHIUPOBKY;

o opMIICHHE OTITYCKa;

- ohopmiteHHE TIepeBoia paOOTHUKA HA IPYTYIO padoTYy;

- o(popMIICHHE MTOOIIPEHUH 1 B3BICKaHUI paOOTHUKAM;
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- opopMmIIeHHE IIPOLEcCa YBOJIBHEHMSL.

Oco0eHHOCTH perucTpaluu oopaiieHus rpakaad. Padbora ¢ oOpanieHUsIMU TpaKaaH.

CocraBieHne HOMEHKIATypbl Jes1. CucremaTu3anus J0KyMeHToB. @opMupoBaHue Jell.

KoHTposb HCnonHEHU TEKYIIMMI, IPEAYIPEaUTENbHBIN, UTOTOBBIA U ABTOMATU3UPOBAHHBIMN.
KoHTposbHbIE KApTOUKH.

VY4er u pabora ¢ KOH(pHUIEHITUATEHBIMHI IOKYMEHTaMHU.

dopmupoBaHUEe U BeJIeHHs IepedHs KOH(PUICHIIMATbHbBIX CBEICHUH

Pa3paboTka pa3permmTenbHON CHCTEMBI I0CTyIa K KOH(PHISHIIMATHHON HHDOpMAIH

IIpoBeieHue NPOBEPOK HAIMYMSI JOKYMEHTOB OTPAaHUYEHHOr0 JOCTYIA, JIe)l M HocuTeslel nH(opMalu

IIpousBoacTBeHHAs] MPaKTHKABuabl 72
paodot:

Odopmienne pa3IMuHbIX BUIOB TJOKYMEHTOB

[TpoBepka npaBuUIbLHOCTH OOPMIIEHUS TOKYMEHTOB

[Ipuem u nepBuyHas 00pabOTKa BXOASIINX JOKYMEHTOB

[TpenBapuTenbHOE PACCMOTPEHHE U COPTHUPOBKA JOKYMEHTOB Ha PETHCTPUPYEMbIE U HE PETUCTPUPYEMBIE

[ToaroroBka BXOASIIIMX TOKYMEHTOB JIJISl PACCMOTPEHUS PYKOBOIUTEIEM

Opranu3zanus J0CTaBKH JOKYMEHTOB UCTOTHUTENIM OOpaboTKa 1 OTIIpaBKa UCXOISIINX JOKYMEHTOB DOPMBI pETUCTPALIUHU:
xypHai, kaprouka (PKK), 9/[Perucrparnus BXOAsAMNX TOKYMEHTOB

Peructparus uCXoAsiuX ¥ BHYTPEHHUX JOKYMEHTOB

Kaprorteka y4era mpoxoxIeHUs JOKYMEHTAIBHBIX MAaTEPHAJIOB

Benenue nadopmanroHHo-cripaBoyHOM pabOThI

Pabota c oOpamenusimu rpaxaad. CpoKu UCTIOTHEHUS

KoHTpob ucnomHeHus TOKyMEHTOB B OpraHU3aluu

Pabota ¢ koHbUaEeHITNATEHBIMU JOKYMEHTAMH

OdopmieHre HOMEHKIATYPHI IeT B OpraHUu3aluu

OdopmiieHne 3aroJIoBKOB €1 M ONpeJIeIeHHe CPOKOB UX XpaHEHUs

BBcero 642
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4. VCJIOBUS PEAJA3AIIAN MTPOTPAMMBITIPO®ECCUOHAJLHOTO
MOJYJIS

4.1. TpeboBaHusA K MUHEMAJIbHOMY MaTE€PHAJbLHO-TEXHHYECKOMY 00ecTeYeHUI0
Peanuzanus nporpaMMbl MOIYJIS IPETIOIaracT HaIMIUe KaOMHETOB
JTOKYMEHTAIIMOHHOTO 00eCTICUeHH sl YIIPaBJICHUS U Ja0OpaTOPHH JOKYMCHTOBEICHUS,
nabopaTopun «YdeOHast KaHIEISAPUSD.

O6opynoBaHnue yueOHOTO KaOUHETa:

— TOCAI0YHBIE MECTA IO KOJIMYECTBY 00YJarOIINXCS;
— pabodee MeCTO MpeToaBaTelIs;

— y4eOHO-HAarJIIHbIE TOCOOHUS.

TexHnuyeckue cpeacTBa 00yIeHHS:

— KOMIIBIOTEP C JIMIIEH3UOHHBIM IPOrPAMMHBIM 00ECTICUCHHEM;
— MYJIBTUMEIUATIPOCKTOP;

— o0pas3iibl 0pUCHOM TEXHUKHU.

4.2. HudpopmanmnoHHoe odecnieyeHne 00yueHust

Ilepeyenb pexoMeHayeMbIX YueOHbIX H31aHuil, UHTepHeT-pecypcoB, 10NOJIHH-
TeJbHOM JIUTEPATYPbI

OcCHOBHbIE HCTOYHHKHU:

1. AnekceeBa, T. B. [lokymeHTanimonHoe oOecrieueHue ympasieHnus : yueonuk / T. B.
AnexkceeBa, O. A. CtpaxoB. - Mocksa : Yausepcutet "Cuneprus”, 2020. - 132 c. - ISBN
978-5-4257-0402-3. — Joctyn u3 OBbC «KoncynbranT crynmeHta». - Tekcr:
3JIEKTPOHHBIN.

2. ApacnanoBa, B. A. JlokymeHTallMoHHOe oOecIlieueHue YyIpaBJieHus: y4deOHO-
MpakTUYeCcKoe mocodue B cxeMax, Tabiuiax, oopasnax / B. A. ApacnaHosa. - Mockga ;
bepnun : {upext-Meaua, 2020. - 265 c¢. - ISBN 978-5-4499-1454-5. — Jloctyn u3 3bC
«KOHCYIIBTaHT CTYJIEHTa». - TEKCT: AIEKTPOHHBIM.

JlomomHUTEIHHBIC UCTOYHUKH:

1. ApacnanoBa, B. A. CinyxeOHble TOKYMEHTHI : GOPMYJISPHI U IPUMEPHI 0POPMIICHUS.
Anb0oM : yueOHoO-TIpakTHUeckoe nocodue / B. A. ApacnanoBa, E. C. bypmucrtpona. -
Mocksa ; bepnmun : Hupexrt-Meaua, 2020. — 107 c¢. — ISBN 978-5-4499-1453-8. —
Hoctyn u3 9bC «KoHCyNIbTaHT CTyI€HTa». - TEKCT: 3JIEKTPOHHBIH.

2. bacakos, M. U. JlenonpousBoictBo [[lokyMeHTamOHHOE 0OecrieueHrne yIpaBJICHUs | |
yueOnuk / M. U. bacakos, O. U. 3ambimikoBa. — U3n. 14-e, mepepab. — Poctos-Ha-Jlony :
®enukc, 2014. — 376 c. - ISBN 978-5-222-23063-3. — Hoctyn u3z ObC «KoHcynbTaHT
CTyJIeHTa». - TEeKCT: 3JICKTPOHHBIN.

3. Jlemompou3sBojcTBO M JApyrue acmnekThl padoter cekperapst / Ilox. pem. I'. HO.
KacesnoBoii.- Mocksa : ABAK, 2023. — 304 c¢. — ISBN 978-5-9748-0677-3

4. KopeneB, U. K. [enompomsBoactBo. OOpasupl, AoKyMeHTHl. OpraHuzarmusi u
texHonorust padotel. bonee 120 nokymentos / M. K. Kopenes. - 3-e uzn. — Mocksa :
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bnok-ITpunT, 2023. — 480 c. - ISBN 978-5-6047980-5-8.

5. TarapuukoB, M. A. Jleqonpous3BOJACTBO B MEAMIIMHCKUX opraHm3anusx / M. A.
TatapuukoB. - Mockpa : [D0OTAP-Meaua, 2016. — 232 ¢. — ISBN 978-5-9704-3781-0. —
Hoctyn u3 9bC «KoHCyNIbTaHT CTyieHTa». - TEKCT: AIEKTPOHHBII.

JIMIeH3MOHHOEe MPOrpaMMHOe o0ecrevYeHne:

— Office Standard, munensus Ne 66869707 (moroBop Ne70-A/2016.87278 ot
24.05.2016);

— System Center Configuration Manager Client ML, System Center Standard,
murer3us Ne 66085892 (morosop Ne307-A/2015.463532 ot 07.12.2015);

— Windows, mumen3us Ne 66869717 (moroBop Ne70-A/2016.87278 ot
24.05.2016);

— Office Standard, munensust Noe 65121548 (moroBop Ne96-A/2015.148452 ot
08.05.2016);

— Windows Server - Device CAL, Windows Server — Standard, nmunensus No
65553756 (morosop Ne PIMVY 1292 ot 24.08.2015);

— Windows, nuniensus Ne 65553761 (norosop NePI'MVY 1292 ot 24.08.2015);

— Windows Server Datacenter - 2 Proc, smmensus Ne 65952221 (moroBop
Ne13466/PH/11743/PTMVY 1679 ot 28.10.2015);

— Kaspersky Total Security 500-999 Node 1 year Educational Renewal
License (Jlorosop Ne 264-A/2021 ot 13.07.2021);

[IpenocraBnenue ycayr cBsizu (MHTEpHETA): «Ip-TenekoM XOIAUHT - TOTOBOP
PI'MVY20218 ot 20.04.2022; «MTC» - norosop PI'MVY20530 ot 23.05.2022

HOpMaTI’IBHaH AOKYMECHTAIINA:

1. TOCT P 7.0.97-2016 Cuctema ctannapToB no uHdopmaiuu, OM0IMoTeYHOMY U
m3aatrenbckomy aeny (CUBU]L). Opranu3aiiioHHO-paciopsiauTeabHasi TOKYMEHTaIIUS.
TpeboBanus k ohopmieHuto 10KyMeHTOB (¢ M3menenuem N 1) : yTBepkAeH U BBEACH
B aeiictBue [Ipukazom denepanbHOr0 areHTCTBA MO TEXHUYECKOMY PEryJIMPOBAHUIO U
meTrposoruu ot 8 nekabps 2016 r. N 2004-ct : BBenen B3ameH [OCT P 6.30-2008 :
nata BBeneHnus 2018-07-01 / paspaboran denepaibHbIM OOKETHBIM YUPEKICHUEM
"BcepoccuiiCKMil  Hay4HO-UCCIEAOBATENbCKUM  MHCTUTYT JOKYMEHTOBEAEHUA W
apxuHoro gena" (BHUMIAJ) DenepansHoro apxuBHoro arenrcrBa URL:
https://docs.cntd.ru/document/1200142871 (mara obOpamienusi: 05.08.2022). — Tekcr
3JIEKTPOHHBIN.

2.TOCT P 50922-2006 3ammra wuHpopMauud. OCHOBHbIE TEPMHHBI U
onpenesneHus : YyTBepKIeH U BBelleH B JeicTBue [lpukazom PenepanbHOrO areHTCTBa
0 TEeXHUYECKOMY PETYJIUPOBAaHUIO M MeTpoJsioruu oT 27 nexabps 2006 r. N 373-crt :
BeegeH B3ameH ['OCT P 50922-96 : nmara BBemenuss 2008-02-01 / paszpabGortan
@enepanbHbIM  FOCYJApPCTBEHHBIM  yupexJaeHueM "['oCylnapCTBEHHBI  Hay4dHO-
UCCIIEIOBATENbCKUN HUCHBITATENbHBI HMHCTUTYT MpPOOJEM TEXHUYECKOM 3allUTh
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https://docs.cntd.ru/document/456036479
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uHpopmannn DenepanbHON CIYX OBl MO TEXHUYECKOMY U 3KCIOPTHOMY KOHTPOIIO"
(ory "THUNN IIT31 OCTOK Poccun") URL.:

https://docs.cntd.ru/document/1200058320 (mara oOpamenus: 05.08.2022). — Teker
ANEKTPOHHBIN.

3. O mepconanpHbIX JaHHBIX : DenepanbHblil 3aKkoH OT 27.07.2006 N 152-D3
[mpunsT ['ocynapcrBennoit Jlymont 8 uronst 2006 roga : onodpen Coerom deneparuu

14 wmroms 2006 rtoma] / URL: https://docs.cntd.ru/document/901990046 (mara
oOpamenus: 05.08.2022). — TekcT 3JE€KTPOHHBIM.

4. O6 undopmanuu, THPOPMALIMOHHBIX TEXHOJOTUSAX U O 3alluTe MHGOPMALMH :
®enepanpHblil 3akoH 0T 27.07.2006 N 149-®3 : [npunsr 'ocynapctBenHoit Jymoit 8
utons 2006 roma : omobpen Coserom Denmeparuu 14 wumrons 2006 roma] / URL:
https://docs.cntd.ru/document/901990051 (mara oOpamenus: 05.08.2022). — Tekct
3JIEKTPOHHBIN.

5. O s3pikax HaponoB Poccuiickoit @eaeparuu. O nopsike BBEJACHUS B JICEUCTBUE
3akoHa PCOCP "O s3pixkax HaponoB PCOCP". Jleknapanus o si3p1kax HapoaoB Poccun
: 3akoH PCOCP ot 25.10.1991 N 1807-1: [mpunsar BepxoBubim CoBerom PCOCP 25
okts10pst 1991 roma] / URL: https://docs.cntd.ru/document/90032987section=text (mara
obOpamenust: 05.08.2022). — TekcT 3JIEKTPOHHBIN.

6. O TocymapctBennom repoe Poccuiickoit ®enepauun : DenepanbHbIi
KOHCTUTYLIHMOHHBIN 3aK0H OT 25.12.2000 N 2-®K3 : [mpunsar ['ocygapctBenHo JJymoi
8 nexabps 2000 roxa : ogobpen Coerom Deneparuu 20 nexkadbpst 2000 roma] / URL:
https://docs.cntd.ru/document/901777631 (mara oOpamenus: 05.08.2022). — Tekct
AIEKTPOHHBIN.

7. O rocynapctBeHHoi TaitHe : 3akoH P® ot 21.07.1993 N 5485-1 : [mpunar
[Mpesunenrom P® 21 urons 1993 rona] / URL: https://docs.cntd.ru/document/9004687
(mara obpamenus: 05.08.2022). — TekcT AIEKTPOHHBIMH.

8. O xkommMmepueckoi TaiiHe : DenepanpHbiii 3akoH 0T 29.07.2004 N 98-D3
[mpunsT ['ocynapctBenHoit J{ymoit 9 urons 2004 roga : ogoopen Coetom dDenepanuu
15 wmrons 2004 roma] / URL: https://docs.cntd.ru/document/901904607  (mata

obpamenus: 05.08.2022). — TekcT 3IEKTPOHHBIN.

9. OO0 o0s3aTeIbBHOM 3K3eMIUISIpE JOKYMEHTOB : DenepanbHbIii 3aKOH OT
29.12.1994 N 77-®3 : [mpunsar ['ocynapctBennoit ymoit 29 nexabpst 1994 ronal /
URL.: https://docs.cntd.ru/document/9010116 (mara ob6pamenus: 05.08.2022). — Tekct
3JIEKTPOHHBIN.

10. O6 »snextponHoit noanucu : denepanbupiii 3akoH oT 06.04.2011 N 63-D3
[mpunsit ['ocymapctBennoit Jlymoit 25 wmapra 2011 roma : omoOpen Coerom
@deneparm 30 mapra 2011 roma] / URL: https://docs.cntd.ru/document/902271495
(mara ob6pamenus: 05.08.2022). — TekcT AIEKTPOHHBIMH.

11. O6 apxuBHom nene B Poccuiickoii ®enepanmu : denepanbHbi 3aKOH OT
22.10.2004 N 125-®3 : [mpunsar ['ocymapctBennoit Jymoii 1 oktsa6ps 2004 rona :
onoopen  Cosetom  denepanuu 13 oxts6ps 2004 roma] /  URL:
https://docs.cntd.ru/document/901912288 (mara oOpamenus: 05.08.2022). — Tekct
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AIEKTPOHHBIN.

12. O mopsiake paccMoTpeHusi obOpamienuii rpaxnaan Poccuiickoit denepanuu :
®enepanpHblil 3akoH 0T 02.05.2006 N 59-@3 : [mpunsat ['ocynapcreennoi ymoi 21
ampenst 2006 rona : omoopern Coerom denepamuu 26 anpens 2006 roga] / URL:
https://docs.cntd.ru/document/901978846 (mara oOpamenus: 05.08.2022). — Tekct
3JICKTPOHHBIMN.

13. O6 obecneuenun AocTyna K MHPOPMALUUA O JEATEIBHOCTH TOCYAapCTBEHHBIX
OpPTraHOB U OPraHOB MECTHOTrO camoymnpasiieHus : deaepanbHbiii 3akoH oT 09.02.2009 N
8-®3 : [mpunsar I'ocynapctBennoit ymoit 21 suBaps 2009 roga : ogodpen CoBetoM

@eneparun 28 suBaps 2009 roma] / URL: https://docs.cntd.ru/document/902141645
(mara obopamenus: 05.08.2022). — TekcT 3IEKTPOHHBII.

14. O6 opranuzanuu NpeaoCTaBICHUS TOCYJAPCTBEHHBIX U MYHUITUTAIBHBIX YCIIYT
: ®enepanbubiii 3akoH OT 27.07.2010 N 210-D3 : [mpunsar ['ocynapctBennoun Jlymoit 7
utonst 2010 roma : omoOpen Coserom @epeparuu 14 urons 2010 roma] / URL:
https://docs.cntd.ru/document/902228011 (mara oOpamenus: 05.08.2022). — Tekct

3JIEKTPOHHBIN.

15. I'OCT P 53898-2013 CucrtemMbl 5HJIEKTPOHHOTO JOKYMEHTOOOOpOTA.
B3auMozeiicTBue cucteM yOpaBieHHs JOKYMEHTAMH. TexXHu4yeckue TpeOOBaHUS K
AJIIEKTPOHHOMY COOOIIEHHMIO :© YTBEpPXKIEH M BBeneH B JeilcTBue [llpukazom
denepanbHOTO areHTCTBAa IO TEXHUYECKOMY PETYJIMPOBAHUIO W METPOJIOTUU OT §
HostOpst 2013 1. N 1465-cT : BBeneH B3ameH [OCT P 53898-2010 : mata BBemeHHSA
2014-09-01 / paspaboran OOmEcCTBOM C OTPaHUYCHHOW OTBETCTBEHHOCTHIO
"Onektponneie OducHeie Cucrtemsl (mpoektupoBanue u BHenpenue)" URL:
https://docs.cntd.ru/document/1200108037 (mara ob6parenus: 05.08.2022). — Teker
3JIEKTPOHHBIN.

16. I'OCT P 54471-2011 CucreMbl 5HIEKTPOHHOTO JOKYMEHTOOOOpOTA.
VYmpasnenue noxkymenrtanuen. Mudopmarus, coxpansemass B DJIEKTPOHHOM BHUJIE.
Pexomenmanmu no oOecrieueHuto aocroBepHoctd u HaaexxkHoctu (Mnmentuuen (IDT)
ISO/TR 15801:2009) : yrBepxaeH u BBeAeH B aeiictBue Ilpukazom DenepaibHOrO
areHTCTBA [0 TEXHUYECKOMY PEryJIMPOBAHUIO U MeTposioruu ot 18 oktsdps 2011 r. N
466-ct : BBeneH BrepBhie : gata BBeneHus 2012-08-01 / paspaboran OO6miecTBOM ¢
OTPAHUYEHHOU OTBETCTBEHHOCTHIO "INeKTpOHHbBIE Oducnrie Cucremsl
(mpoektupoBanue wu BHeapenue)' URL: https://docs.cntd.ru/document/1200093863
(mara obpamenus: 05.08.2022). — TekcT AIEKTPOHHBIMH.

Oobecnieuenne 00pa3oBaTENILHOrO Mpouecca 0GUUMAILHBIMYA H
nepuoandeckumu uzganusavu no IITKPC 46.01.03 Jdesonpoussoaureib

Nen/m | OdwmnmanbHble U MEPUOANYCCKUE U3TAHUS KonnyecTBo HauMeHOBaHUH
1 2 3
1. ApxuBapuyc [DnexTpoHHBIH pecypc] : -
Joctyn u3 9bC eLIBRARY.RU
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HNuTepHeT-pecypesbl:

VIEKTOPOHHBIE OBPA30BATEJIBHBIE PECYPChHI

Joctyn K pecypey

JTUCTAaHIIMOHHOTO OW3HEC-00pa30BaHUs Majoro M CpPEIHEro
npeanpuHUMaTenbcTBa / cadt «Businesslearning.ru». - URL:
http://www.businesslearning.ru/CoursFrm.asp?actid=146&inp=b
usinesstest.

1. JuekTpoHHas 6udauorexka PoctI’'MY. — URL: Hoctyn
http://109.195.230.156:9080/opacg/ HEOTpaHUYCH

2. KoncyabranT crygenra [Kommiekrsl: «Meaunusa.
3npaBooxpanenue. BOy; «Meaununa. 31paBooxpaHeHuE. Hoctyn
CIIO»; «Ilcuxonorudeckrue HayKu»| : DIEeKTpOHHAs HEOrpaHUYEeH
oubmoteynas cuctema. — Mocksa : OOO «Ilomutexpecype». -
URL: https://www.studentlibrary.ru + Bo3moxHOCTH IS
MHKJIIO3UBHOTO 00pa30BaHMS

3. Hayunas >n1ekTponnas oudamnorexka eLIBRARY. - URL: OTKpBITBHIM JOCTYN
http://elibrary.ru

4, HaunuonanbHasi 3jekTpoHHast 6udauoreka. - URL: Hoctym ¢
http://H36.pd/ KOMITBIOTEPOB

OnOIMOTEKH

S. Poccuiickoe oopazoBanune. ExuHoe okHO 1ocTyna /
®denepanbublii moprai. - URL: http://www.edu.ru/. — Hosas OTKpBITHINA JOCTYII
oOpa3oBaTelibHas cpefia.

6. O¢puuunanbHbIil HHTEPHET-TIOPTAJ NPaBoBoii HHopManuu. -
URL: http://pravo.gov.ru/ OTKPBITBINA JOCTYII

7. KuoGepJlennnka : Hayu. snekTpoH. 6ub-ka. - URL: OTKpBITHIN JOCTYTI
http://cyberleninka.ru/

8. CioBapu v YHIUKJIONEAUN HA Akagemuke. - URL: OTKpBITBINA JOCTYIT
http://dic.academic.ru/

9. BHUU A/ : opurmaiibHeli caidt / denepanbHOe 010 KETHOE
yupexaeHue Beepoccuilckuii Hay4HO-HCCIe10BaATENbCKUN OTKpEITEI 1OCTYII
MHCTUTYT IOKYMEHTOBEJEHUS U apxuBHoro aena. - URL:
https://vniidad.ru/?ysclid=las12w7v58553020509#

10. denepanbHOEe apXUBHOE aT€HTCTBO @ OQUIUANBHEIH caifT. - URL:
https://archives.gov.ru/?ysclid=las1c3795z679826231 OTKpBITHIH JOCTYI

11. BecruiatHple  BHAEO-JEKIHHMH 1O  JIeJONPOU3BOICTBY,
3JIEKTPOHHOMY JIOKyMEHTOOGOPOTY U apXuBY / caiiT «O6ydenne | OTKPBITBIH J0CTYyI
—31ech | ceituacy. - URL.: https://seminarna.ru/214.html.

12. Jesronpon3BoacTeo " AOKYMEHTO0000poT: cucreMa

OTKpBITHIN JOCTYTI

4.3. OO0mue TpeOOBaAHNS K OPraHU3aNMU 00pa30BaTeIbLHOIO MpoLecca
OOs3aTenbHBIM ~ YCIIOBHEM  JIOMyCKa K  y4eOHOM TMpakTUKE B  paMKax
npodeccuoHanbHOro  MOayis  «JlokymeHTaunoHHOe oOecredeHue JesiTEeIbHOCTH
OpraHU3alMWy» SBJISETCS OCBOCHHME YYEOHOW MPAKTHKW JUIsl TIOJYYCHHs] TIEPBUYHBIX
poheCCHOHAIBHBIX HABBIKOB.
[lepen u3yueHueM MOAyJs OOydYaroIIMecs H3Yy4alOT CJEAYIONIHE IUCLMILTAHBI

«OCHOBBI  JIEJIONPOU3BOJICTBAY, «OCHOBBI ~ PENAKTUPOBAHMUS  JOKYMEHTOBY,
«OpraHusanyoHHas TEXHUKAY, «/lenosas KYJIBTypa», «be3onacHoCTh
KU3HEAESITEIbHOCTIY.
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4.4, Kanposoe obecniedeHne 00pa3oBaTeIbLHOI0 MpoIecca

TpeGoBanust K KBamu(pUKAIMU TEJArOTHYECKUX KaJpoB, 00ECIEeUNBAIOIINX
oOydyeHHe 10 MEXKIHCUMIUIMHAPDHOMY Kypcy (Kypcam): HajJu4Me  BBICHIETO
npodeccuoHanbHOTO  00pa30BaHUS,  COOTBETCTBYIOIIETO  MPOPMII0  MOIYJNA
«I[OKYMCHTaI_II/IOHHOe oOecreueHne ACATCIIbBHOCTU OpraHvu3anunu» "W CIICOUAIbHOCTU
«/1eIonpoOn3BOIUTEIb).

[lemarornyeckuit cocTaB: BhICIIEE TyMaHUTapHOE 0Opa30BaHKE, COOTBETCTBYIOIIEE
mpodmwrro  mMoxynsa. OnbIT  IeATEIRHOCTH B OPraHU3AUsAX  COOTBETCTBYIOIICH
npodeccruoHanbHOM cepsl ABIIETCS 0053aTETbHBIM.
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5. KOHTPOJIb 1 OIEHKA PE3YJIBbTATOB OCBOEHU
MNPO®ECCUHOHAJBHOI'O MOAYJIA (BUJA TPO®ECCUOHAJIBHOM

JAEATEJBHOCTN)

Pe3yabTaThl (0CBOCHHBIE

OcHOBHbBIE IOKA3aTeJIH OICHKH

(I)OPMLI H ME€TObI

- peructpaius TpyJOBbIX KHUXKEK;
- perucTpaiisi J0roBopoB.

[IK 2. PaccmatpuBath
JIOKYMEHTHI U TIepeaBaTh
MXHAa UCTIOJIHEHUE C
Y4ETOM PEe30JIIOLUU

- COCTaBJIEHHE ONEPOTPAMMBI
BXOJAIINUX JOKYMEHTOB;

- COCTaBJIEHHE OMEPOTPAMMBI
HUCXOIAIIUX JOKYMEHTOB;

KapTOUYKH UCO3]aBaTh
0aHK JAaHHBIX

PYKOBOAUTENECH - COCTaBJICHHE OIEPOTPaMMBbI
OpraHu3aIH BHYTPEHHUX JJOKYMEHTOB.

1K 3. Odopmitsate - odopmieHHuEe  pPErucTparOHHBIX
perucTpanoHHbIe KapTOUeK;

- co3panue 0aHKa JAHHBIX O
JIOKYMEHTaX YUPEHKIACHHUS.

IIK 4. Bectu xapToTeky
yuera POXOXKICHUS
JOKYMEHTaJIbHBIX
MaTepUaIOB

- UCIIOJIb30BaHUE KapTOTEK MpH
MH(}OPMaLIMOHHO-CIIPABOYHOM padoTe.

I1K 5. OcymiecTBasTh
KOHTPOJIb 32
MIPOXOXKJICHHUEM
JTOKYMEHTOB.

- OCYILIECTBJIATH KOHTPOJIb 110
CYILIECTBY;

- OCYILECTBIIATh TEKYIIUA KOHTPOJIb

JIOKYMEHTOB;

- OCYILECTBIIATh NPEIYyIPEIUTEIbHBIN

KOHTpOJIb;

- OCYIIECTBJISITh UTOTOBBII KOHTPOJIb.

IIK 6. OtnpaBisTh
HCIIOJIHEHHYIO
JOKYMEHTAIUIO
azpecatam

C IPUMEHEHUEM
COBPEMEHHBIX BU/IOB
OpraHMU3alMOHHON
TEXHUKH.

- OCYIIECTBIICHHE
WCTIOJTHEHHBIX JIOKYMEHTOB
ajpecataM  C  HCIIOJIb30BaHHEM
AJIEKTPOHHOW TIOYTHI, TI0 KaHajaMm
(hakCUMUIIbHOM, tenerpadHon
CBSI3H, I10 1OYTE.

OTIPABKH

npogdeccuoHaJIbHbIE
pe3yJabTara KOHTPOJISI M OLIeHKHU
KOMITIETEHIIUH)

[IK 1. ITpunumats u - perucTpaius BXOIAIUX OueHka penieHust
perucTpupoBaTh JIOKYMEHTOB; CUTYalIMOHHBIX 33]1a4;
MOCTYHAIOLIYIO - perucTpanmsi UCXOIAIINX npodeccuoHaNIbHbBIX
KOPPECTOH/ICHIINIO, JIOKYMEHTOB; 3ajauy;
HaIpaBJIATh €€ B - perucTpanusi BHyTPEHHUX pa300p KOHKPETHBIX
CTPYKTYpHBIE JIOKYMEHTOB; CUTYaIIHii;
Mo/Ipa3ieNieHUs - perucTpanus MPUKa3oB Mo JTUYHOMY | HaOJIO/ICHHE B IIPOIECcce
OpraHu3aluu COCTaBy; TEOPETHYECKUX U

MPAKTUYECKUX 3aHATUH;
OLICHKA PEIICHMS
TECTOBBIX 3aJaHUI;
OLIEHKA BBIIIOJIHEHUS
BHEAYJIUTOPHOU
CaMOCTOSITENIbHOM pabOTHI.
Habmroienue u oreHKu
NEeATEIbHOCTH B IIpOLEcCe
yueOHO U
MPOU3BOJACTBEHHOMN
MPaKTUKH.

DK3aMeH 1o
npodeccHOHATLHOMY
MOAYJIIO
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IIK 7. CoctaBnarte u

KOHKPCTHBIX BUIOB.

- oopMIIEHHE OpTraHN3aMOHHBIX

oopMIIATh CiTyKeOHBIC JIOKYMEHTOB;

JTOKYMEHTBI, MaTepHAaJIbI - 0)OpMIICHHE PACTIOPSTUTEIHHBIX
C MCTIOJIb30BAaHHEM JIOKYMEHTOB;

dhopmyspoB - ohopmiierHre HHGOPMAIIMIOHHO-
JIOKYMEHTOB CIIPABOYHBIX IOKYMEHTOB;

- COCTAaBJICHMC HOMCHKIJIATYPBI AOCII.

cDOpMBI N MCTOAbI KOHTPOJIA W OIOCHKH PC3YyJIbTATOB 06yquH51 JOJIDKHBI

II03BOJIATh ~ TNIPOBEPATH Y

MPO(ECCUOHATIBHBIX  KOMIICTCHITHH,

00€eCIeynBaOIINX UX YMEHHUU.

oOyyarommxcsi  He

HO W Ppa3BUTHE

TOJIBKO
00X KOMIETECHIIUI W

c(hOpMHPOBAHHOCTH

Pe3yabTarsl ®opMbI U METOABI
OcHOBHBIE TOKA3aTeJIH
(ocBOEHHBbIE 0011 E KOHTPOJIS1 M OLlEHKH
OLICHKHMpe3yJIbTaTa
KOMIIETEHIIMH)

OK 1. [lonumarsp CymHoCTb U
COLIMAJIbHYIO 3HAYUMOCTb CBOEH
Oymymiei npodeccuu, mposSBIATEH K
HEW yCTOWYMBBIN UHTEPEC.

— ACMOHCTpalursa HHTECpECA K
Oymymiei npodeccun

OK 2. Opranu3oBbIBaTh COOCTBEHHYIO
JesTeIbHOCTb, UCXOJIS U3 LIETHH
CITIOCOOOB €€ JOCTHKEHUS,
OIpeJICJIEHHBIX PYKOBOJIUTEIIEM.

— BBIOOp M IPUMEHEHUE
METOJIOBH CIIOCOOOB pEIICHMUSI
npodeCCHOHATBHBIX 3a]1a4 B
obsactu pa3paboTKH U
aJIMUHUCTPUpPOBaHUA 0a3
JTAHHBIX;

— oueHka 3(p(HeKTUBHOCTH U
Ka4eCTBa BBITOJHEHUS

OK 3. AnanusupoBath pabouyro
CUTYAIUIO, OCYIIECTBISITh TEKYIIUHH
WUTOTOBBII KOHTPOJIb, OLICHKY U
KOPPEKIIHIO COOCTBEHHOMN
ACATCIbHOCTH, HECTU
OTBETCTBEHHOCTH 32 Pe3yJIbTaThl
cBOEH pabOTHI.

— pemeHI/Ie CTaHI[apTHBIX nu
HEC- CTaHI[apTHI)IX
npodeccuoHanbHBIX3a/1a4 B
00J1aCTH JJOKYMEHTAI[THOHHOTO
obecneyeHus AeATENLHOCTH
OpTraHu3aIuu

OK 4. OcymiecTBasATh MOUCK
uH(popmanuu, He0OXOoAUMOMN
s 5PPEKTUBHOTO BHIOTHEHUS
npodeccnoHanbHbIX 3a1au.

— 3(hPEeKTUBHBIN TOUCK
Heo0X0ouMoi nH(OPMALINK;
— HCIOJIb30BaHUE PA3IMYHBIX
HMCTOYHHUKOB, BKITFOUAs

DJICKTPOHHBIC
OK 5. Ucnonp30BaTh -
nH(OPMAaLIMOHHO-
KOMMYHHKAITMOHHBIE TEXHOJIOTUU B
PO ECCUOHAITBHON e TETHHOCTH.
OK 6. PaGorars B KOMaHJe, — B3aHUMOJCHCTBHUE c
3(hPeKTUBHO 00IIATHCS ¢ KOJUIETaMH, | 00yJaroMMKCH,
PYKOBOJICTBOM, KITUCHTAMH. TIPEIoIaBaTe sIMH "

MacTepaMu B X0JI€ 00yUeHHs

NHuTtepnperanus
pE3yNbTaTOB
Ha0JIt0/1eHuH 3a
JEeSITeNIbHOCTBIO
oOy4aromierocsi B
MPOLIECCE OCBOCHHUS
o0Opa3oBarenbHOU
MPOrpPaMMBbI
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B cootBerctBuu ¢ TpedoBanusiMu PI'OC mno cneuuanbHOCTH JOCTHXKEHHE
JUYHOCTHBIX pPE3yJbTATOB HE BBIHOCUTCA HA HUTOTOBYIO OILIEHKY OOy4YaroIMxcs, a
ABJISIETCSL TPEAMETOM OLEHKH A(P(EKTUBHOCTH  BOCIUTATEIHHO-00pa30BaTEIbHON
AeSTeNbHOCTH KoJuleqka. OLEHKa 3THUX JOCTHKEHHM MpoBOauTCs B (Gopme, He
NPEICTaBIAIONIE  yrpo3bl  JIMYHOCTH,  IICHUXOJIOTHYECKOM ~ O€30MacHOCTH |
AMOIIMOHAIBHOMY CTaTyCy OOy4YarolIerocsi, U MOKET MUCIOJIb30BaThCSl UCKIIOYUTEIBHO B
LEJISIX ONTUMHU3AINY JTMYHOCTHOTO Pa3BUTHSI 00YJarOIINXCSI.

KowMmriniekcHast xapakTepuCTHKa OOMMX M MPOPECCHOHAIBHBIX KOMIIETCHIIHM,
JUYHOCTHBIX PE3yJbTAaTOB cocTaBisieTcs Ha ocHOBe I[lopTdonmo oOyuaromierocs. Ilenn
[Toprdommo cobparb, cucTeMaTU3UpPOBATh W 3a(PUKCUPOBATH PE3YJIbTAThl Pa3BUTHS
oOyuaromierocsi, €ro ycuiauss M JOCTHKEHMs B  pa3jIMYHBIX  00JacTsX,
MPOJIEMOHCTPUPOBAThH BECh CIIEKTP €T0 CIIOCOOHOCTEMN, MHTEPECOB, CKIIOHHOCTEH, 3HAHUM

Y YMEHUMU.
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[Tpunoxxenue k paboueii mporpamMme
po¢heCCUOHATTBHOTO MOTYJIS

I[IM.01 JlokymeHTallMoHHOE oOecneueHne
NEATEILHOCTH OpraHu3aIuu

KOMIUIEKT KOHTPOJIbHO-OUEHOYHBIX CPEJICTB I10
I[MTPO®ECCHUOHAJIBHOMY MOIVYJIIO

IIM.01 TOKYMEHTAIIMNOHHOE OBECIIEYHEHUE
AEATEJIBHOCTHU OPI'TAHU3AIIUU

cnennasbHOCTH CIIO 46.01.03 Jlenonpon3BoanuTeNb
kBapukauus Jleaonpon3BoauTenb
ouHas hpopma oOydeHUs
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KOMIIJIEKT KOHTPOJBbHO-OLIEHOYHBIX CPEJACTB MO NPO(PECCHOHATBEHOMY MOAYJIIO
[IM.01 JloxymeHTalMoHHOE oOOecIleYeHue AEATEIPHOCTH OpTraHM3alluu pa3padoTaH B
COOTBETCTBUHM ¢ DenepanbHbIM T'OCYJapCTBEHHBIM 00pa30BaTENbHBIM CTaHIAPTOM IIO
npodeccun CpEIHETro po(heCcCHOHATEHOTO o0pa3oBaHUs 034700.03
Jlenonpon3BOAUTENb, YTBEPKACHHOTO MpHKa30oM MUHHUCTEpCTBA 00pa30BaHUs M HAYKH
P® ot 2 aBrycra 2013 r. N 639 (c u3MeHEHUsIMU U IONIOTHEHUsAMH OT: 28 mapta 2014 1.,
17 mapta 2015 r., 13 urons 2021 r.), 3apeructpupoBanHoro B Muntocre P® 20 aBrycra
2013 1., peructpanmonnsiii N 29509 u paGoueili nmporpaMmbl TPo(ecCHOHATBHOTO
Moy [IM.O1.

Opranuzanusi-pazpaboTyHK: OI'bOY BO PoctIMY MununcTepcTBa
3apaBooxpaHeHus Poccuiickoit @enepanuu, KOJIIEIK.

Paspadoruuxku: Ilomazkoea H.C, xkaHAUAAT COLMAIBHBIX HAyK, MOMOIIHUK
pexropa @PI'bOY BO PoctI MY Munsapasa Poccuu;
Hcaakan E.M., npenonaBarenb MmMepBod KBaTu(pUKAIIMOHHON
kateropun koiiemka DI'BOY BO PoctIMY Munsnpasa
Poccun.
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OO01Me moJIoKeHus

Pe3ynpTaToM oOCBOEHUS MNPOPECCHOHAIBHOIO MOIYJSl SIBISETCS TOTOBHOCTH
oOydaromierocss K  BBINIOJIHEHUIO  BUJA  NPOPECCHOHAIBHOW  JIESITEIbHOCTH
JIokyMeHTaIlMOHHOE O00€ecleueHrue NEeATEIbHOCTH OPraHM3allMd U COCTABISIONIUX €ro
npodeccruoHanbHbIX KOMIETeHIUH, hopmupytomuxcs B npouecce ocsoenus [MITKPC B
L[ETIOM.

®dopmoii  arrectauu MO0 NPOPECCHOHAIBHOMY MOJIYIIO SIBISIETCS 3IK3aMEH
(xBanMpUKAIMOHHBIN) B (hOpME BBIMOJIHEHUS MPAKTUYECKUX 3a7aHuil. ITorom sk3amena
ABJIIETCS OJHO3HAYHOE pEIIECHUE: «BUJA NPOPECCHOHANBHON AESATEIBHOCTH OCBOEH C
OLICHKOM «YIOBJIETBOPUTEIBHO», «XOPOLIO», «OTJIUYHO» / HE OCBOEH C OLIEHKOU
«HEYIOBJIETBOPUTEIIBLHOY.

1. ®opmbI NIPOMEKYTOUHOM ATTECTALMH MO NPOEeCCHOHATBHOMY MOLYJII0

Tabnuna 1
JJIeMeHTbI MOYJIA DopMBbI IPOMEKYTOYHOM
(xon u HaumeHnoBanune M/IK, koq mpakTuk) arrecTanuu
MJK.01.01. JJokymeHTalmoHHOE KommekcHbIi
oOecreyeHue AesITeNIbHOCTH OpraHu3aluN nudpepeHInpoBaHHbIN 3a4€T 1 K.,
VYIL.01. lokymMeHTalMOHHOE O0ecrieueHue 2c.
JeSITeTbHOCTH OpPTraHu3aIuu
[1I1.01. JoxymeHTaIlMOHHOE 0OecTieueHre HuddepennupoBannsbiii 3a4€T 1 K.,
JESITeTbHOCTH OpPTraHu3aIuu 2c.
IIM.01. JlokymMmeHTallMOHHOE 0OecTIeUeHNE DK3aMeH KBaIM(pUKAIMOHHBIN 1
NeSATETLHOCTH OpPTaHU3aIuu K., 2 C.

1.2 «AMeTh NPaKTHYECKHUI ONBIT — YMETh — 3HATH)
HMeTh NPAKTHYECKHI ONbIT:
- I1O.1 n1oKyMeHTauHOHHOTO 00eCIeYeHUs ACSITENbHOCTH OPTaHU3ALINH.

yMeThb:

- ¥Y.]1 npuHMMAaTh, peruCTpUPOBATh, YUUTHIBAThH MTOCTYNAIOIINE TOKYMEHTHI,
- ¥.2 npoBepsATh NpaBUIBHOCTh 0OPMIICHUS IOKYMEHTOB,;

- V.3 BecTH KapTOTEKy ydeTa IMPOXO0XKICHUS TOKYMEHTaIbHbIX MaTEPUAJIOB.

3HATDb:

- 3.1 ocHOBHBIE TTON0kEHUS EANMHON rocy1apCTBEHHOM CUCTEMBI AEIOMPOU3BOICTBA,;
3.2 BUbI, GYHKIMHM TOKYMEHTOB, TIPABWJIA UX COCTABICHUS U OPOPMIICHUS,

- 3.2 mopsI0K JOKYMEHTHPOBAaHUS WH(POPMAITMOHHO-CIIPABOYHBIX MAaTEPHUAIIOB,;

- 3.2 mpaBuJa IeTOBOTO THKETA U JISJIOBOTO OOIICHHS.
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2. Pe3yJbTaThl 0CBOCHHUSI MOYJISI, OAJIe/KALME NPOBEPKe.

2.1. ITpoeccuoHaibHbIE U 001ME KOMIIETEHIIUM.

B pesynbrare KOHTpOJIA OIICHKK M0 MpOo(PEeCcCHOHATBLHOMY  MOIYJIIO
OCYHICCTBIIACTCA KOMIIJICKCHAas IIPOBCPKA CICOYIOIINX HpO(I)eCCI/IOHaJII)HLIX
KOMITETCHITHMN:

Tabmuma 2
PesyabTarhl
(ocBoeHHBbIE PO(eccuoHATbHbIE OcHOBHBbIC I0KA3aTe/IU OLEHKH pe3yJ/ibTaTa
KOMIIETEHIINH)

IIK 1. IIpuHumats u
PETUCTPUPOBATH MOCTYMAIOIIYIO
KOPPECMOHACHIINIO, HATIPABJISATh
€€ B CTPYKTYpPHBIC
NO/Ipa3/ieNICHUs] OpraHU3alNH

- pETUCTpALMS BXOJSAUINX JTOKYMEHTOB;
- peTUCTpAIHs HCXOASAIINX JOKYMEHTOB;
- peTUCTpanys BHyTPEHHUX JTOKYMEHTOB;
- peTUCTpAIHsI PUKA30B TI0 JTUIHOMY
COCTaBy;

- peTUCTpANHsI TPYIOBBIX KHUKEK;

- PETUCTpAIHS IOTOBOPOB.

[IK 2. PaccMatpuBaTh JOKYMEHTHI
Y TIEpEJaBaTh UXHA UCIIOJIHEHHE C
Y4ETOM PE30JIFOLUU
PYKOBOJIUTEIIEH OPTaHU3ALNT

- COCTaBJICHUE ONIEPOTrpaMMBbl BXOIALIUX
JIOKYMEHTOB;

- COCTaBJIEHHUE OIEPOrpaMMBbl UCXOIALINAX
JOKYMEHTOB;

- COCTaBJICHHE OIEPOTPaMMbl BHYTPEHHHUX
JOKYMEHTOB.

[1K 3. Odopmiatsb
PETUCTPAIMOHHBIC KAPTOYKHU U
cO31aBaTh OAHK JaHHBIX

- odopMIIeHHE PEeTUCTPAIMOHHBIXKAPTOUEK;
- co3aHue OaHKa JaHHBIX O TOKYMEHTaX
YUPEKJICHHUSL.

[IK 4. Bectu kapTroTeKky ydeTa
MPOXOXKIEHUS JTOKYMEHTaIbHbIX
MaTepHaioB

- UCTIOJIb30BAaHUE KAPTOTEK MPH
UH(OPMAIMOHHO-CITPAaBOYHOM paboTe.

[IK 5. Ocy1iecTBiATh KOHTPOJb
32 MPOXO0KJIECHUEM JOKYMEHTOB.

- OCYLIECTBIIATh KOHTPOJIb 110 CYIIECTBY;
- OCYLIECTBIIATh TEKYIIIUN KOHTPOJIb
JNOKYMEHTOB;

- OCYUIECTBIATh NPEAYPEANUTEIBHBIN
KOHTPOJIb;

- OCYHIECTBJIITh UTOTOBBI KOHTPOJIb.

[IK 6. OTnpaBasiTe
VCIIOJIHEHHYIO TOKYMEHTALUIO
azgpecaram ¢ IPUMEHEHUEM
COBPEMEHHBIX BUJIOB
OpPraHU3allMOHHOW TEXHUKH.

- OCYLIECTBJIEHUE OTIPABKH HCIOJHEHHBIX
JOKYMEHTOB aJpecaTtaM C MCIOJb30BAHHEM
ANEKTPOHHOM  TOYTHI, MO  KaHajlaMm
(bakCUMWIBHOU, TenerpagHoil CBsI3U, IO
1ouTe.

[1K 7. CocTaBnsTh U 0pOpMIISATH
CIIyKeOHbIE JOKYMEHTHI,
MaTepUajbiC UCIIOJIb30BAHUEM
bOopMyIISIPOB TOKYMEHTOB
KOHKPETHBIX BHJIOB.

- opopMIIEeHHE OpraHU3aIMOHHBIX
JOKYMCHTOB;

- 0pOpMIICHUE PACTIOPSIUTEIBHBIX
JTOKYMEHTOB;

- ohopmieHre nHHOPMALIMOHHO-
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CIIpaBOYHBIX TOKYMCHTOB,
- COCTABJICHNC HOMCHKIJIATYPBI OCJI.

B pesynbrare KOHTpOJIS U

OLICHKM MO0 MNpOPECCHOHAIBHOMY MOMIYJIIIO

OCYHCCTBIIACTCA KOMILICKCHAA IIPOBCPKaA CICAYIOIINX O6HII/IX KOMHGTGHHHﬁI

Tabmua 3

Pe3yabTaThl
(ocBoeHHbBIE 001IHE
KOMIIETEHLIVIM)

OcHoBHBIE TOKA3aTEIH OLICHKMU pe3yJibTaTra

OK 1. IToHumaTh CyImHOCTh U
COLMAJIbHYIO 3HAYUMOCTb CBOEH
Oynymieit mpodeccuu,
IIPOSIBJISATH K HEW YCTOMYUBBIN
UHTEpEC.

— JIEMOHCTpAaIus HHTepeca K Oyaymiei
npodeccun

OK 2. OpranusoBsIBaTh
COOCTBEHHYIO JIESITEIHHOCTD,
HUCXOJISI U3 ILIEJINHU CIIOCO00B €€
TOCTIDKCHHMSI, OTTPEIeTICHHBIX
PYKOBOJIUTETIEM.

— BBIOOD U MIPUMEHEHNE METOIOBH CIIOCOOOB
perieHus mpohecCHOHATBHBIX 3a7a4 B
00sacTH pa3pabOTKU U aAMUHUCTPUPOBAHUS
0a3JaHHBIX;

— oleHKa 3()PEKTUBHOCTU U KaueCcTBa
BBITIIOJTHEHMSI

OK 3. AHanu3upoBath padouyro
CUTYaI1I0, OCYIIECTBISATh
TEKYUIMA W UTOTOBBI KOHTPOJIb,
OIICHKY U KOPPEKITUIO
COOCTBCHHOM JICATEIIHHOCTH,
HECTH OTBETCTBEHHOCTb 32
pPEe3YIbTAThl CBOCH PabOTHI.

— peIIeHUE CTAaHIAPTHBIX U HECTAaHAAPTHBIX
npodeCCUOHANIbHBIX 33]1a4 B 00JIaCTH
JTIOKYMEHTAITMOHHOTO 00ECTICYCHUS
NEATeTLHOCTH OpPTaHU3aIuN

OK 4. OcymiecTBisiTh MOUCK
nHpopManuu, He0OX0AMMOI
111 9 HEKTUBHOTO
BBITIOJTHEHUS
podheCCHOHANIBHBIX 3aJ1a4.

— 3} HeKTUBHBIN MOUCK HEOOXO MO
uHdopmaIuu;

— HCTIOJb30BaHUE PA3TUYHBIX UCTOYHUKOB,
BKJIFOYAs! DJIEKTPOHHBIC

OK 5. Ucnonb3oBaTh
MH(OPMAIMOHHO-
KOMMYHHUKAITMOHHBIE
TEXHOJIOTHH B
npodecCuOHATLHON
JESTETLHOCTH.

— 9] (heKTUBHBIN MOUCK HEOOXOTUMOMN
uHpopmanuu;

UCIIOJIb30BAHUE PA3JIMYHBIX HICTOYHUKOB,
BKJIIOYAs 3JIEKTPOHHBIE

OK 6. PaboraTh B KOMaH/E,
¢ PeKkTUBHO 00IIATHCS C
KOJUIETaMH, pYKOBOJICTBOM,
KJIMEHTaMH.

— B3aUMOJICHCTBUE C O0yJaroIIMMHUcH,
MpernojiaBaTesisiMi ¥ MacTepaMH B XOJe
oOyueHus
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Tabomumna 4

IIpodeccnonanbubie U 001HME
KOMIIETeHIIUH, KOTOpPbIe
BO3MO’KHO CIPYNIIHPOBATH s

IMoka3aTe/n OLIEHKHU pe3yJabTaTa

NPOBEPKH
[IK 1. I[TpunumaTts u - perucTpalus BXOASIINX JOKYMEHTOB;
pPErucTpUpOBaTh - pETUCTpalMsI UCXOASIINX JOKYMEHTOB;
MOCTYTAOIIIYIO - perucTpalysi BHyTPEHHUX IOKYMEHTOB;
KOPPECIOHACHIIHUIO, - perucTpanus NpUKa3oB MO JIUYHOMY COCTABY;
HaIpaBJISITh €€ B - perucTpaius TpyJOBbIX KHUKEK;
CTPYKTYpHBIEC - perucTpaiusi J0roBOpOB.
NO/Ipa3ieNICHUs
OpraHu3aluu

IIK 2. PaccmarpuBaTh
JIOKYMEHTBI U TIepeaaBaTh
WXHa UCIIOJIHEHHE C
Y4ETOM PE30JIIOIUHU
PYKOBOAUTEIIEH
OpraHu3aluu

[1K 3. Odopmiars
pEerucTpalioOHHbIC
KapTOYKH MCO3/1aBaTh
OaHK JaHHBIX

IIK 4. Bectu kapTOTeKy
yudera MIPOXOXKICHHUS
TOKYMEHTAIBHBIX
MaTepuagoB

[1IK 5. OcyiiecTBasTh
KOHTPOJIb 32
MIPOXOXKICHUEM
JIOKyMEHTOB.

[IK 6. OtnpaBasTe
UCITOJTHCHHYIO
JIOKyMEHTAITUIO
ajpecaraMm

C IPUMCHCHUEM
COBPEMCHHBIX BHIOB
OPTraHU3alMOHHON
TEXHUKHU.

ITIK 7. CocTaBnsTh 1
0QOPMIISTE CITyKEOHBIC
JIOKYMEHTBI, MaTEPHAIIBIC
WCITOJIb30BAaHUEM
bopMyIsipoB
JIOKyMEHTOB KOHKPETHBIX

- COCTABJIEHUE ONIEPOTPAMMBbI BXOASAIINX
JIOKYMEHTOB;

- COCTaBJICHUE ONEPOrpaMMBbl UCXOIAIINAX
JIOKYMEHTOB;

- COCTaBJICHHE ONEpPOrpaMMbl BHYTPEHHUX
JIOKYMEHTOB.

- o(popMIIEHHE PETUCTPALIMOHHBIXKAPTOUEK;
- co3/laHue OaHKa JaHHBIX O JJOKYMEHTaxX
YUPEKICHHUS.

- UCTIOJIb30BaHUE KapTOTEK MPH WH(OPMAIIMOHHO-
CIPaBOYHOM padoTe.

- OCYLIECTBIIATH KOHTPOJIb 110 CYIIECTBY;

- OCYLIECTBIIATh TEKYIIUNA KOHTPOJIbIOKYMEHTOB;
- OCYLIECTBIATH NPEAYIPEANUTEIBHBINA KOHTPOJIb;
- OCYLIECTBIIATh UTOTOBBI KOHTPOJIb.

- OCYIIECTBJICHHWE  OTIIPABKH
JOKYMEHTOB  ajpecaraM  C

TenerpadHoOi CBS3H, MO MOYTE.

- opopMIIeHHE OpraHU3aIMOHHBIX TOKYMEHTOR,;
- o(hopMIICHHE PACTIOPSAUTEIIBHBIX TOKYMEHTOB;
- ohopmiteHHrEe HHPOPMAITMOHHO- CITPABOYHBIX
JIOKYMEHTOB;

- COCTaBJIEHWE HOMEHKJIATYPHI JEIT.
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BUJIOB.

OK 1. [lonumats
CYILITHOCTb ¥ COLIUATILHYIO
3HAYUMOCTh CBOEH
Oynymieit mpodeccuu,
MPOSIBIIATH K HEN
YCTOMYUBBIN UHTEPEC.
OK 2. Opranu3oBbIBaTh
COOCTBEHHYIO
NEeSATEeTbHOCTD, UCXOIS U3
LEJIUH CTIOCO00B ee
TOCTYDKCHUSI,
OTIPEICTICHHBIX
PYKOBOJIUTEIIEM.

OK 3. AHainin3upoBath
pabouyro CUTYaIIHIo,
OCYIIECTBIISTh TEKYIIUA U
UTOTOBBII KOHTPOJIb,
OILICHKY W KOPPEKIIUIO
COOCTBEHHOMU
NEeATeTLHOCTH, HECTH
OTBETCTBEHHOCTH 3a
pe3yabTaThl CBOEH pabOTHI.
OK 4. OcymiectBasiTh
NOUCK MH(pOpManuu,
HE00X0IUMOM

111 9 HEKTUBHOTO
BBITIOJIHCHUS
poheCCHOHAIBHBIX
3azay.

OK 5. Ucnonb3oBaTh
nH(OPMAITMOHHO-
KOMMYHUKAIIMOHHBIE
TEXHOJIOTHH B
npodecCuOHATLHON

JESTCIIBHOCTH.
OK 6. Paborath B KOMaHe,
a(peKkTHBHO 00IMATHCS C
KOJUIETaMU, PYKOBOJICTBOM,
KJIIMCHTaMHU.

— JIEMOHCTpAIMs MHTepeca K Oyayiien npodeccuu

— BBIOOD U MIPUMEHEHHUE METOJIOBH CITIOCOOOB
petieHus npohecCHOHaNBHBIX 337a4 B 00JacTu
pa3paboTKu ¥ aIMUHUCTPUPOBAHUS 0a3/1aHHBIX;

— orneHKa 3(pPEeKTUBHOCTH 1 KaueCTBA BBITOTHCHUS

— pellIeHHEe CTaHAAPTHBIX U HeCTaHAAPTHBIX
npodeccuoHalbHBIX 3a71a4 B 00J1aCTH
JIOKYMEHTAITMOHHOTO 00eCTIeUeHUS eI TeIIbHOCTH
OpraHu3alux

— 9((HEeKTUBHBIN MOUCK HEOOXOTUMOMN
uHbopMaIuy;

— HCIOJIb30BAHUE PA3IMYHBIX HCTOYHUKOB, BKIIFOYAs
AJIEKTPOHHBIE

— 3¢ (EeKTUBHBIN MOUCK HEOOXOTUMOM
uH(popMaIuy;

UCITOJIb30BaHUE PA3IMYHBIX HCTOUHUKOB, BKITFOYAs
AIIEKTPOHHBIE

— B3auUMOJENCTBUE C 00yJaromuMucs,
IPernoaBaTesiMA U MacTepamMu B X0 O0yUeHUS
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3. OueHKa 0CBOEHUSI TEOPETHYECKOT0 Kypca npogecCHOHATBHOT0 MOAYJIA
Tunosble 3aganns 15 oueHkn ocBoeHus [1IM.01 JokymeHTallMOHHOE
o0ecreueHme AeSITeJIbHOCTH OPraHN3alNU

3.1. TunoBble 3aganusi st ouneHkH ocBoenuss MK 01.01. [JoxkymeHTanmoOHHOE
o0ecrneveHne AeITeJIbHOCTH OPraHNU3alMU

IIpoBepsiemble 3HAHUS:

- OCHOBHBIE NOJIO)KEHUSI ETMHOM TOCYTapCTBEHHOM CUCTEMBI AEIONPOU3BOJICTBA;
- BUIBI, QYHKIMH JOKYMEHTOB, IIpaBUJIa UX COCTaBJICHUS U O(POPMIICHHUS;

- TOPSJIOK JTIOKYMEHTHPOBaHUS HH(GOPMAIIMOHHO-CIIPABOYHBIX MaTEPHAJIOB;

- mOpaBuja JACJIOBOTO 3THUKETA U JIEIOBOI'0 OOIICHUS.

3.1.1 3aganus B TecroBoi gopme A5 npoBeaeHUus AuddepeHUpPOBaHHOIO 3a4eTa
no M/IK 01.01. lokymeHTALIMOHHOE O00ecIeYeHne 1eATeIbHOCTH OPraHU3aIUMN.

1.OcHoBaHue U3AaHMs IPUKA3a B CBSI3U C peOpraHu3alveld CTPYKTYPhI YIIpaBiICHUS B
OpraHU3alUU COACPKUTCA B ...

a) KOHCTaTUPYIOIIEH YacTH TeKCTa MpuKa3a

0) mpuaraeMbIx JIOKyMEHTax

B) 3aroJIOBKE

T') paclopsIIUTEILHON YacTH TEKCTA MPUKa3a

1) mo3uluK TeKkcTa « OCHOBaHUEY

2. IIpaBoBO# aKT, ONpeaestonui MopsI0K oOpa3oBaHus, IpaBa, 00s3aHHOCTH U
OpraHu3alxio padOThl YUPEKACHHUS Ha IITUTENbHBIA IEPUOT BPEMEHU — 3TO ...
BapuanTtse! oTBeTa:

a) mpuKas

0) TOJDKHOCTHAST MHCTPYKITHS

B) JIOTOBOP

T') NOJIOKEHUE

1) yCTaB

3. B nucbme, ohopMIIeHHOM Ha OJIaHKE OpraHU3alliy, HEAOIYCTUMO HCTOb30BaTh
U3JI0KEHUE:
Bapuantsl oTBeTa:

a) OT 3 J1. MH. YKClIa

0) ot 3 1. en. yucna

B) OoT 1 JI. MH. 4KcIa

r) ot 1 numa, ex. yucia

4. JIoKyMEHT, ONUCHIBAIOIINNA WM OATBEPHKAAOUINI COAEPKAHUE TEX WA UHBIX
¢akTOB UM COOBITHIT
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a) cpaBKa
0) JoKJIa/THas 3aIiCKa
B) aKT

5. MHCTpyKIHUS O IETIONPOU3BOJICTBE YTBEPKIAETC. . .
a) HAYaJIbHUKOM KaHIIeJISIpUn
0) OTBETCTBEHHBIM 3 JIEJIONPOU3BOJICTBO JIUIIOM
B) CeKpeTapeM-pedepeHToM
') pYKOBOJIUTEIIEM MPENPUATHS

6. Bo BpeMs Tpon3BOACTBEHHOTO COBEIIAHMS Y AUPEKTOPA CEKPETaph 3alChIBa
BBICTYIUICHUS U IPUHSATHIC pereHus. [lo uroram 3aceganus ciemyet opopMuTs ...
a) 0 YCMOTPEHUIO Ha4aIbCTBA
0) pelieHue
B) pacmopsiKeHue
T') IPOTOKOJ
1) MPOTOKOJI, PEIIEHUE U PACTIOPSKEHUE

7. lata B rpude yTBepKIeHHUS JOKYMEHTA IMPOCTABIISICTCS
a) MaImHOIMCHBIM CITOCOOOM
0) JIroObiM ciocobom
B) OT pyKH CeKpeTapeM I0Cie YTBEPKIACHHS TOKYMEHTa PYKOBOIUTEIEM
r) CaMUM PYKOBOJIUTEIEM B MOMEHT YTBEPKIACHUS JOKYMEHTA

8. [IpaBoOBOIi aKT, U3/1aBa€MbIi €IUHOIMYHO PYKOBOJIUTEIEM B LIEJISIX PEIICHUS
OTIEpaTUBHBIX BOMIPOCOB, 3TO:

a) paclopsKeHUE

0) nmpukas

B) YKa3aHHe

') HHCTPYKIUS

9. lokyMeHT, moJiiexKaui yTBEpKICHUIO
a) mpuKas
0) NucbMO
B) aKkT
I') pacropsbKeHHe

10. ITpuka3bl 0 Ha3HAYECHUU HOBBIX PYKOBOJMUTEIEH OPraHU3alUui B KOMUAX MOTYT
TIOBOJUTHCS 10 CBEACHUS:

a) aAIMUHUCTPATUBHOrO TIEpcoHaa

0) pykoBOAUTENEH CTPYKTYPHBIX TIOIpa3IeiIeHUI

B) BCET0O KOJUIEKTHBA

11. PacniopsiautenbHble JOKYMEHTHI BCTYAOT B CUITY C ...
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a) MOMEHTA X JOBEACHUS JI0 CBESICHHS UCIIOJTHUTEIIS

0) MOMEHTA UX TMOMUCAHUS

B) MOMCHTA MX ITOJAMKMCAHKS M JIOBEJACHUS 0 CBEICHUS MCIIOTHUTEIIS
I') MOMCHTA WX MOJIUCAHUS U COTJIACOBAHUS

12. Pa3zpa0oTka OpraHu3allMOHHBIX IOKYMEHTOB B OpraHU3alUAX U Ha MPEANPUATUAX —
3TO
a) CO3/1aHHE HOPMATUBHOM 0a3bl ISl OPraHU3aluy IPABOOTHOIICHHM
0) MOBBILIICHHUE MPECTHKA OPTaHU3AIIH
B) opManbHOE, TpauLIMOHHOE TpeOOBaHUE, HE UMEIOIIEe TPAKTUYECKOTO
3HAYEHUS
') HEOOXOAMMOCTb NMPY BOBHUKHOBEHUHU KOH(JIUKTHBIX CUTYallui

13. Tlo conepsxaHuio MpUKa3bl OBIBAIOT:
a) BHyTpeHHue 1 BHENIHUE
0) [To ocCHOBHOM JESATENBHOCTH U IO JINYHOMY COCTaBYy
B) [lonHbIie U kpaTKue
r) [IpocThie U cinoxHbBIE
1) C yrioBbIM U MPOJIOJIBHBIM PACIIOJIOKEHUEM PEKBU3UTOB

14. ITpoTokon nomkeH ObITh O(POPMIICH MOCTE TPOBEIAECHHOIO 3aCeaHuUs
KOJIJIErHAJIbHOTO OpPraHa He MO3JHee, YEM:

a) 4 nus

0) 1 nenp

B) 3 nHs

r) 5 nuew

15. TIpaBoM moanmMcH MPUKA30B 1O IEPCOHATY U (PMHAHCOBBIM BOIIPOCaM 00J1a1aeT

a) TOJIbKO PYKOBOJIUTEIb

0) 3aMeCTUTENh PYKOBOAUTEIIS

B) PYKOBOJUTEb U 3aMECTUTEIh PYKOBOIUTEIIS
') HAaYQJIBHUK OTJENa KaJpoB

16. «Ilepeunem» B AeTONPON3BOICTBE HA3BIBACTCS JOKYMEHT, COACPIKAIIHUH ... :
a) 000OIIIEHHBIE CBEJICHHS TIO OJTHOMY BOIIPOCY
0) mepeurcieHne JIUll, IPEeIMETOB, 00BEKTOB B OMPEICICHHOM IMOPSIKE,
COCTABJICHHBIN B IEIIX HHPOPMUPOBAHUS UITH PETUCTPAITHH
B) CUCTEMAaTU3UPOBAHHOE TICPEUNCIICHUE TIPEIMETOB, JIUII, 0OBEKTOB HJIA PadoT,
COCTABJICHHBIX B IIEJISIX PACIIPOCTPAHEHUS HA HUX ONPEICTICHHBIX HOPM WJTU
TpeOOBaHUM

17. IlpoBepka HaMM4Ks U COCTOSIHUS JIe] B apXuBe (MCKIII0Yasi Ype3BblUaliHbIC
MIPOUCHIECTBHUSI, CMEHY 3aBEAYIOIIETO apXUBOM U T.I1.) IPOXOAUT C MEPUOAUYHOCTHIO:
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a) Onun pa3 B 3 rona
0) /IBa pa3za B roa
B) OauH pa3 B 5 net

18. Ucxoasmuit JOKYMEHT MPOXOIUT CISTYIONIHE dTarbl 00padOTKH:

a) MpueM — NepBoHavYanbHasi 00paboTKa — MpeABAPUTEIbHOE PACCMOTPEHUE —
pPaccMOTpEeHHE PYKOBOAUTENEM — UCIIOHEHUE — HAIPaBJICHUE B JIEJIO

0) opopmiieHHe JOKYMEHTa — MOIMTMCAaHNE — PETUCTPAIUS — COTIIACOBAHUE —
YTBEPKACHHE — OTIPABKa

B) COCTaBJICHHE MIPOEKTA — COTJIACOBaHUE — O(POpMIIEHUE — MOANMCAHUE —
perucTpanus — UCTIOJIHEHUE — HAIIPaBJICHUE B JCIIO

I') COCTaBIIEHUE TIPOCKTA — COTIACOBaHUE — O(OPMIICHHE — MOATMCAHNE —
perucTpanus — oOTpaBka — HapaBJICHHUE B JIEJTIO0

19. I1pu noCTynI€HUHU B YUPEXKICHUE HE PETUCTPUPYIOTCS ...

a) IUPKYJIAPHBIC TMChMa
0) MOCTaHOBJICHUS

B) peKJIaMHBIC TTUChMa
T') 3aIIPOCHI

1) CIIPaBKU

20. IokyMeHTOOOOPOT YUpEKICHUS PEATU3YETCS B BUJIE ... JOKYMEHTOIIOTOKOB.
a) THPOPMALIMOHHBIX U PACHOPATUTENbHBIX;
0) opuIMaTbHBIX U JINYHBIX;
B) BHEIITHUX U BHYTPEHHUX;
') BXOJSIINX, UCXOISIINX, BHYyTPEHHUX.

21. Bxoasamuii JOKYMEHT IPOXOAUT CIeIyIOIINe 3Tanbl 00paboTKu:

a) MpueM — IepBoOHavagbHasi 00paboTKa — MpeBapUTEIbHOE PACCMOTPEHHE —
perucTpanys — pacCMOTPEHUE PYKOBOJUTEIIEM — UCIIOJIHEHUE — HAIIPaBJICHUE B JIEJIO
0) cocTaBieHHUE MPOEKTA — COTIACOBaHUE — 0(hOPMIICHHUE — TIOIMTUCAHNE —
perucTpanus — UCIIOJIHEHHE — HalpaBJIEHUE B JIE0
B) opopMJIEHUE JOKYMEHTA — OJANUCAHUE — PETUCTPAIIUS — COTTIACOBAHUE —
YTBEPKJIEHUE — OTIIpaBKa

I') IpUeM — MepBOHavyabHas 00paboTKa — MPeABAPUTEIbHOE PACCMOTPEHUE —
PacCMOTpPEHUE PYKOBOJUTENEM — UCIIOJHEHUE — HAMPABIICHUE B JIEJIO;

1) COCTaBJIEHHE MPOEKTa — COrIACOBaHUE — O(POPMIICHUE — MOMTUCAHUE —

perucTpalus — UCIOJIHEHUE — OTIPaBKa

22. CpokHy XpaHEHHMsI TUIIOBBIX JTOKYMEHTOB YCTAHABIMBAIOTCS:
a) MecTHBIM roCy1apCTBEHHBIM WJIM MYHHUIIMIIATLHBIM apXUBOM
0) ®enepanbHOil apxUBHOMU ciyx00# Poccun
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B) OpranamMu MECTHON aJMUHUCTPALINI
r) Brimecrosiieit opranuzaiyei
1) CamumM mipeAnpusSTHEM

23. 'apaHTUiHOE TUCHMO:
a) MOATBEPKAAeT (DAKT OTMPABKH a/ipecaTy KakKux-I1u00 JOKYMEHTOB WUJIU APYTHUX
MaTepHUAIbHBIX IICHHOCTEN
0) COIEpP>KUT OTBET HA MUCHMO-TIPOCKOY
B) TIOJTBEPKIACT ONpE/IEICHHbIE 0053aTeNbCTRA, O0CIIaHHS OpraHU3aluu

24. B orcyrctBue pykoBoautens A.W. [lerpoBa JOKyMEHT MOMKCAN €r0 3aMECTUTEINb
Cuz1opoB, UCTIONHSIOUUN 00A3aHHOCTH PYKOBOJUTENSA. Y KaKUTE IPaBUIIbHBIA BAPUAHT:

a) Jlupexrop A.N.Iletpos

0) 3a nupekTopa A.N.Iletpos

B) U.0. nupexTopa I'.B.Cunoposn
25. Jlenaetcst 1 COOTBETCTBYIOIIAS 3aITUCh B TPYJOBOM KHUKKE ITPU CMEHE Ha3BaHUS
npeAanpusTUs?

a) HET

0) na

26. JIOKyMEHTBI, COCTaBIIIEMbIE KOMUCCUEH, TTOIUCHIBAKOTCS :

a) pyKOBOJIMTEJIEM OpraHu3aIuu

0) npencenaresnieM U YieHAMH KOMUCCHUH

B) TIpe/iceIaTeIeM KOMUCCHHU U CEKPETapeM
I) npelcenaresieM KOMUCCUN

27. PexkBusut «OTMeTKa 00 UCIIOJTHUATEIIE:

a) SIBJISICTCSl OJTHUM U3 OCHOBHBIX CIIOCO0 YI0CTOBEPEHUS JOKYMEHTA
0) HEOOXOAUM /IJIsE OTIEPATUBHOM CBSI3U C TEM, KTO COCTABHII JOKYMEHT
B) GUKCUPYET YKa3aHUsI PyKOBOJMUTEIS 110 TTOBOIY UCTIOTHEHUS JOKYMEHTA

28. TekcT nmpukasa o JUYHOMY COCTaBY 00513aTE€bHO 3aKAHUMBAIOT:

a) CCBUIKOM Ha JOKYMEHT, OCTY>KUBIIIMI OCHOBAHWEM JIJIsl U3IaHUs MTPHUKa3a
0) Ha3HaUYE€HHEM OTBETCTBEHHOTO 3a UCIIOJIHEHUE TTPUKa3a
B) YKa3aHHWEM CPOKOB JICHCTBUSI MMpUKa3a

29. Tlpuka3s co3gaercs JIsi:

a) peIlIeHHs] OCHOBHBIX OMEPATUBHBIX 3a/1a4 CTOAIINUX MEePe]] JaHHBIM OPraHOM
0) MOATBEPKICHUS YCTAHOBJICHHBIX (PaKTOB, COOBITHH, TEHCTBHMA
B) OTpaX€HUs YCIOBUM TPYJIOBBIX B3aUMOOTHOIIEHUN COTPY/THUKA C
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aJIMUHHACTpALMEN

30. JlaTtoil mpoTOKOIIa SBJISIETCS:
a) JlaTa MpOBEICHUs 3aceqaHus
0) 1ara perucrpaiyu npoToKoIa
B) JlaTa MOJMUCAHUs TPOTOKOJIA

31. Bu3za ropucra Ha nmpukase:
a) O3Ha4aeT BHYTPEHHEE COIIACOBAaHUE, TOATBEPKAAIOILEE, UTO IPUKA3 HE
MPOTUBOPEUYUT 3aKOHY
0) 7TO 00s3aTENBHBIN PEKBU3UT MPHUKA3a, TPUIAIOUIHN eMy IOPUINIECKYIO CUITY

32. PeructpauimiOHHBIN HOMEP IOKYMEHTA — 3TO:
a) OTMETKa JIJIs aBTOMaTHYECKOTO TTOMCKA JOKYMEHTa (MOKET BKIIIOYATh UMS
JTUCKA, TUPEKTOPUH U (aiiiia, COAepKaIlero JaHHbIN IOKYMEHT)
0) maTa ero moJANMUCAHUS UM YTBEPKICHUS
B) YCIIOBHOE 0003HAYEHUE JOKYMEHTA, M0JI KOTOPHIM OH BBEJICH B
UH(OPMAITMOHHO-TIOMCKOBYIO CUCTEMY OpraHU3alliu

33. 3akoHuUMTE HAaYaTOE MpeasiokeHue: JJokyMeHTo000pOT — 3TO ABUKEHUE TOKYMEHTOB
B OpraHM3aIlii C MOMEHTA UX CO3JaHMs 10:7

a) TIOIIIMBKU B JEJI0

0) mepeayn Ha UCTIOJTHEHUE

B) 3aBEpIICHUS UCITOJTHCHHS WIIH OTIPABKU

34. B TedyeHHE KaKOro CpoKa 3aBOJAUTCS TPYIOBAsl KHUKKA HA JIML, BIIEPBLIC
MOCTYIUBIIKX Ha paboTy?

a) He TI03THee MecsIia ¢ Hayajia paboThl

0) B IepBbIi JeHb PaOOTHI

B) HE MO3HEE HEIEIBbHOTO CPOKa Mocie Havana paboThl

35. AKT — 970!
a) TOKyMEHT WH()OPMAITMOHHOTO XapaKTepa, COJACPKAIU OTIHCaHUE
IPOU3BOJICTBEHHOM JIEATEILHOCTH OPTaHU3aIu!
0) TOKyMEHT, MOATBEP K TAFOIINI (PaKThl, COOBITHSI, ICHCTBHSI
B) JOKYMEHT, aJJpECOBAHHBIA PYKOBOIUTEIIO OpraHU3aIlMH ¥ HHPOPMHUPYFOIIIHMA
€r0 O CIIOKHMBIIICHCS CUTYaIlMH, UMEBIIIEM MECTO (haKTe

36. [Iporokou — 3T0:
a) JOKYMEHT, COJIep Kallliii OMMCAHUE TPOU3BOJCTBEHHOM €SI TELHOCTH
OpraHu3aluu
0) MUCbMEHHOE COTJIAIIICHUE CTOPOH, OTIPEIETISAIONICE YCIOBUS KaKUX-THO0
OTHOUIEHUI
B) JOKYMEHT, (PUKCUPYIOMIHIA X0 00CYKICHUS BOIIPOCOB U IPUHSITHUS PEIICHUN
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Ha coOpaHuu, 3aceaHnun
T') JOKYMEHT, MOATBEPXKIAIOIINN (HaKThI, COOBITHSI, JCHCTBUS

37. Ilpukassl 0 mpuemMe Ha paboTy U YBOJIHHCHHH XPAHSTCS:
a) 5 nmer
0) 100 net
B) 75 ner
r) 10 net
1) 50 met

38. JloxmamHas (cimy»xeOHast) 3amicka — 3To:

a) IOKYMEHT, aJIp€COBAaHHBIN PYKOBOIUTEINO YUPEKICHUA U NH(DOPMUPYIOIIHIA
€ro O CJIOXUBIICHCSA CUTYallul, UMEBIIEM MECTO SIBJICHUU WU (akTe,
BBINIOJIHEHHOH paboTe, coaeprKallel BEIBOJIbI U MTPEITIOKEHUS COCTaBUTEIS

0) TOKyMEHT, MOATBEP KON (PaKThl, COOBITHSI, TEHCTBUS

B) NpeUIoKeHNEe (PUpMe UM KOHKPETHOMY 3aKJIIOUUTh JAEJIOBOE COTJIallleHUue

39. B xako# cpok AO0KHas NPOU3BOJUTCS 00paboTKa JOKYMEHTOB U Iepeaaya ux
UCIIOJIHUTEIAM?

a) B HEJICJIbHBIN CPOK IMOCJE MOCTYIUICHHS IOKYMEHTOB B OpPTraHU3ALMIO

0) B JIeHb MOCTYIUICHUS JOKYMEHTOB B OpraHU3aLIUI0

B) B TPEXJIHEBHBIM CPOK MOCIE MOCTYIVIEHUS! JOKYMEHTOB B OPTaHU3aIU IO

40. Kakoil peKBU3HUT HE BXOAMT B cOCTaB (popmyiisipa-oOpasia crpaBKu?
a) HAMMEHOBaHME BHJIA JOKYMEHTa
0) aapecar
B) PErHCTPALMOHHBIN HOMEP JOKYMEHTa
r) rpu¢ yTBepKACHUS JOKYMEHTa
1) 1aTta TOKyMEHTa
€) HaMMEHOBaHUe OpraHu3alun

41. JlaTo¥ OOKJIaJHOM 3alMMCKU CUMTACTCS:
a) J1aTa MPUHATHUS PE30TFOITUN
0) ara MoAnucaHus JOKIaIHOM 3alUCKU
B) JlaTa U3JIaraéMoro COObITHUS

42. JInst JOKyMEHTa, MOJJIUHHUK KOTOPOTO OCTACTCS B OpraHU3alliH, BU3bI
POCTABIISOTCSL:
a) HIDKE TIOJIICH PYKOBOIUTEIIS, TIOITUCABIIETO JOKYMEHT
0) Ha 00OPOTHOM CTOPOHE MEPBOTO JTUCTA JOKYMEHTA
B) B HIDKHEW 9acTh 000POTHOW CTOPOHBI MOCIICIHETO JINCTA MO THHHAKA
JOKYMEHTa
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43. B xakux ciydasx yaoOHee UCIIOIb30BaTh )XYPHATBHYIO (OPMY PETUCTpaIlun
JIOKYMEHTOB?

a) Ipu OOJIBIIIOM JOKYMEHTO000pOTE

0) mpu MaJIOM TJOKYMEHTOO00pOTe

44. KagpoBasi JOKyMEHTALIUS BEJIETCSI B COOTBETCTBHM:
a) Kogekcom 3akoHOB o Tpyjae PO
0) TpymoBem Kogekcom Poccuiickoit deneparuu

45. Kakne peKBU3HUTHI OTHOCSTCS K FOPHIUICCKU 3HAYHMBIM?
a) JaTa, PETUCTPAIIMOHHBIA HOMEp JOKYMEHTa
0) pe3oJroIus, OTMETKAa O HAIMYUU MPUITOKEHUN
B) 3ar0JIOBOK K TEKCTY, OTMETKa 00 UCTIOJTHHUTEIIE
46. Pactiono)xeHue pEKBU3UTOB HA OJIAaHKE TOKYMEHTa OTPEICIIAETCS:
a) TOCYIapCTBEHHBIM CTAaHAAPTOM
0) cocTaBUTEIEM JIOKYMEHTA
B) MpaBUjIaMH YHUPHUKAIUN JOKYMEHTOB

47. PeructpalluOHHO-KOHTPOJIbHBIE KAPTOUKU MUCHOIb3YOTCS:
a) JUIsl KOHTPOJIS IBUYKEHUS! BHYTPEHHUX JOKYMEHTOB
0) U1 3anucu uHpopMaIuu
B) JIJISl PETUCTPAIINU BXOISIINX, UCXOISIINX, BHYyTPEHHUX JTOKYMEHTOB

48. Kak npaBuiIbHO pacmnoiaraTb HyMEpAaluo CTPAHULL B TOKYMEHTaX?
a) CripaBa BBEpXY Ha BCEX CTpaHMIAX JOKYMEHTa
0) B nienTpe BBEpXy cO BTOPOM CTpPAHMIIBI JOKYMEHTA
B) B 11eHTpe BBepXy Ha BCeX CTpaHUIlaX JOKyMEHTa
r) BHu3y Ha Bcex cTpaHuIax JOKyMEHTa
n) CrpaBa BBEpXy CO BTOPOM CTpaHUIIbI JOKYMEHTA

49. YcraB MyHUIIMTIAILHOTO 00pa30BaHUs JOJKEH MTPOUTH TOCYJapCTBEHHYIO
PETUCTPALINIO

a) rnocJe oPUIHATBLHOTO ONyOIMKOBAaHUS U BCTYIUICHUS B CHITY

0) 10 opULHATIBHOTO ONYOJIMKOBAHUS U BCTYIUJICHUS B CUITY

50. B kakom citydae npuMeHseTcst pekBu3uT «Buza (Bu3bl cornmacoBanus JOKyMeHTa)»?
a) Bo Bcex ciyuasx
0) Ilpu BHyTpEeHHEM COTJIACOBAaHUU JOKYMEHTA
B) i1 prHAHCOBBIX M 0COO0 OTBETCTBEHHBIX TJOKYMEHTOB
r) [Ipu cornacoBaHnuu TOKyMEHTa C BHEIIHEW OpraHu3aluei

51. Ecii aBe opraHu3anyy COCTaBISIOT COBMECTHBIN JOKYMEHT, TO JIOKYMEHT
odopmisercs:
a) He Ha OnaHke — Ha Jucte Oymaru popmara A4
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0) Ha OnaHke 10001 U3 OpraHu3anu
B) Ha CIICIIMATFHOM COBMECTHOM OJIaHKE 00EHX OpraHU3aIfii

52. B pekBu3uTe «aapecaTy MpH aapecoOBaHUH TOKYMEHTA JOHKHOCTHOMY JIUILY, T1Ie
yKa3bIBAIOT MHUIMAJIBI IMEHU U OTYECTBA ajpecara’

a) [Tocne dpamuium

0) Ilepen pamunueit

53. K kakomy Tuity nHGOPMAIHH OTHOCSTCS TIEPCOHATBHBIC TaHHbBIE (MH(POPMAIUS O
rpakaaHax)?

a) K xondunennuanpHoi nHGopMaIuun

0) K cexpeTtHoii nHpopManuu

B) K oTkprITOl MH(DOpMaIun

54. Kakoii BUJI 3JIEKTPOHHOM MOJMKUCH B COOTBETCTBUU ¢ DeiepaibHBIM 3aKOHOM OT
06.04.2011 N 63-®3 «O06 371eKTpOHHON MOANKMCHY MPU3HAETCS PABHO3HAYHBIM
AIIEKTPOHHOM ITU(POBOI MOAMUCH 10 AAThl IPU3HAHUS YTPATUBIIUM CUITY
®enepanpHoro 3akona ot 10.01.2002 N 1-®3 «O06 snekTpoHHOM IUPPOBOM TOAMUCH

a) ycuieHHas (KBadUuIMpoBaHHasi U HEKBaTU(UIIMPOBAaHHA

0) HUKaKas

B) YCHJICHHAsI KBaTU(ULIUPOBaHHAS

55. Korga Becrynaer B cuity ycTaB cyobekTa Poccutickoit denepanmu?
a) Tonbko mociie BKIIOUEHHMS €ro B (heiepalibHbIN PErucTp HOPMATUBHBIX
MIPaBOBBIX aKTOB CYObEeKTOB PD 1 opuiaibHOro onyO0JnKOBaHUs
0) Ilocne odunmanbHOTO ONMYOJUKOBAHUSI C MTOCIEAYIOIIUM BKIIFOUEHUEM €T0 B
(dbenepanbHbIi PEeTUCTP HOPMATUBHBIX NMPABOBBIX aKTOB CYOHEKTOB PD

56. C moMOIIIbI0 KaKOTO PEKBU3UTA OOPMIISIETCS BHEIIIHEE COTJIACOBAHUE JOKYMEHTA?
a) I'pud yrepxknenus (I'pud yTBepkIeHUsS TOKYMEHT
0) Bu3za (Bussbl cornacoBanus JOKyMEHT
B) ['pucd cornacosanus (I'pud cormacoBanus JOKyMEHT

57. Korna u xem uzgaercs npaBoBoil akT «Pacnopsokenue»?
a) EnnHONMMYHO pyKOBOAUTENEM KOJIJIETHAIbHOTO OpraHa, a TaKkxKe
PYKOBOJMTENIEM B OpraHu3alliy, 1eUCTBYIONIEH Ha OCHOBE €IMHOHAYAIMS, B IIEJISIX
pa3penieHus ornepaTuBHBIX BOMPOCOB
0) PykoBoauTenem B rocy1apCTBEHHBIX OPTaHU3ALUAX
B) [IpaBoBOI1 aKT KOJIErHaIbHOIO OpraHa

58. Ilonnucanue sBIIAETCA:
a) CriocoOoM coryiacoBaHus IOKyMEHTa
6) CiocoO0oM 03HaKOMJIEHHSI C COJIEP )KaHUEM JOKYMEHTa
B) CtocoOoM yTBEPKICHUSI TOKYMEHTA
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r) CnocoOOM BBIpaKEHUSI OTBETCTBEHHOCTH 32 COJIEPKAHUE JOKYMEHTA
1) EAMHCTBEHHBIM C1IOCOOOM YAOCTOBEPEHUS JOKYMEHTA

59. PexBusut «Buzay ucnonszyercs
a) [Ipu BHyTpeHHEM COTIACOBAHUM JIOKYMEHTA
0) Jlns puHAHCOBBIX M 0CO00 OTBETCTBEHHBIX IOKYMEHTOB
B) Bo Bcex ciyuasix
r) [Ipu cornacoBaHuu JOKYMEHTA C BHEIIHEN OpraHU3alHen

60. Yka3aHus 110 UCIIOJIHEHUIO JOKYMEHTA COJIEPKATCI B PEKBU3UTE. ..
a) 3aroJIOBOK K TEKCTY
0) HM B KaKOM
B) TEKCT JOKyMEHTa
r) rpud yTBEp>KICHUS

61. CorimacoBaHue OBIBaET:
a) C pyKOBOJUTEJIEM YUPEKIACHUS U C PYKOBOJIUTEIIEM TTOpa3ACICHUS
0) [ToaHBIM U KpaTKUM
B) CIJI0)KHBIM U TIPOCTHIM
) C BBIIECTOSAIMMH PYKOBOJUTEIISIMHU WJIH OpraHU3aIUsIMH
1) BHyTpeHHUM 1 BHEITHUM

62. daty » 9 masg 2000 roia» B JOKyMEHTax CIE€AYEeT MPOCTABIISTH KaK ...
a) 9 masg 2000 r
0) 09.05.2000
B) 09/05/00
r) 09-05-00

63. PexBu3uthl «IOMOeMa npeanpustisi» u «HaumenoBanue npeanpusTusd
pacnoJiararTcs:

a) B mpaBoM BepxHEM yriy

6) Apyr non npyrom

B) B BepxHel yacTu n1ucTa — CieBa B Iy WU B LEHTPE

r) B BepxHeii yacTu nucra

1) B nienTpe BepxHero nosis

64. I'pud yTBepKaEHUS — 3TO PEKBU3MUT ...
a) 0UIIMATBHOTO JOKYMEHTA, BEIPAYKAIOUINI COTIIACHE YUPEKACHUS UITH €T0
Oprana, He SIBJISIFOIIETOCS] aBTOPOM JIOKYMEHTA, C €r0 COJepKaHUEM
0) oduIUaTEHOTO JOKYMEHTA, CBHIETEILCTBYIONMNNA 00 0cOO0M XapakTepe
uH(pOpMaLMY, OTPAHUYMBAIOLINI KPYT MOJIb30BaTENeH TOKyMEHTa
B) JOKYMEHTA, TIPEACTABIISIFONTNI CO00I COOCTBEHHOPYUYHYIO TIOIIHCH
MOJIHOMOYHOTO JJOJKHOCTHOTO JIHII
) OUIIHAIBHOTO TOKYMEHTA, IPUIAI0IINIl HOPMATUBHBIN WIJIM IPABOBOM
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XapakKTep €ro CoACPIKaHnto

65. Kpatkoe u3i0xXeHre cMbICiIa JOKYMEHTA COICPKUTCS B PEKBHU3UTE ...
a) TeKCT JOKYMEHTa
0) pe3ororus
B) 3ar0JIOBOK K TEKCTY
') OTMETKa O KOHTPOJIe

66. [IpaBmnbHOE OOopMITEHHE AATh B JOKYMEHTE:
a) B nepBoM mo:. 2005 r.
6) B I momyrozauu 2005 r.
B) B [ most. 2005 r.
r) B iepBoM noxyroauu 2005 r.
67. Ilonnuck oTaensercs OT TEKCTA. ..
a) UHTEPBAJIOM
0) 2 uHTEpBaAIAMH
B) 3 UHTEpBajaMu

68. IleyaTh Ha JOKYMEHTE POCTABIISIETCA HA ...
a) KOIUAX TOKyMEHTa
0) pexBuzute «Y TBEPXKJIAIO»
B) pekBHu3uUTE «/JlaTay
I') MOAMUCH U TOJKHOCTHU TOANHUCABIIETO
1) TNYHOU MOAMMUCH TOHKHOCTHOTO JIULA

69. AnpecaToB B OJJHOM JOKYMEHTE MOXET OBITh ...
a) He 0oJiee YeThIpex
0) CKOJIbKO HEOOX0IUMO
B) TOJIBKO OJIUH
r) He OoJiee Tpex

70. IIpaBuiibHAS JOMyCTUMAasi HyMepalusl pa3esioB, MOIPa3iesioB, yHKTOB U
MOMYHKTOB IOKYMEHTA ...

a)a,0,B

0)1,2,3

B) I, II, 111

71. Ilpu cocTaBIEeHMH OTMETKH O TIPUJIOKEHUH K TEKCTY CIIYKE€OHOT0 MUChMa He
YKa3bIBA€TCsI KOJIMYECTBO JIUCTOB, ECIH. . .

a) MPUIIOKEHUE COPOIITIOPOBAHO

0) mpuiaraeMblii JOKYMEHT Ha OJTHOM JIUCTE

B) IPWJIATAEMBIA IOKYMEHT CJIIMIIIKOM OOBEMHBIN

I') IpUJIaraeMplii JOKYMEHT Ha OJJHOM JIUCTE C 000POTOM
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72. OT™MeTKY 00 UCTIOTHHUTENE TOKYMEHTA MIPaBUIIbHO PACIIOIOXKHUTD B ...
a) JICBOM HUYKHEM YTy JIMIEBON I 0OOPOTHON CTOPOHBI EPBOTO JIHCTA
JOKyMEHTa
0) 1eBOM HUKHEM YIITY JIMIIEBOM HJIM 0OOPOTHOM CTOPOHBI MOCIIETHETO JIUCTA
JOKyMEHTa
B) IPABOM HIKHEM YTITy JIMLIEBOU UM OOOPOTHOM CTOPOHBI TOCIEHETO JIUCTa
JOKyMEHTa

73. YciioBHOE 0003HaYEHUE JOKYMEHTA, IPUCBANBAEMOE EMY IIPH PETUCTPALIUH,

Ha3bIBAaCTCA ...

a) [TopsinkoBbIi HOMED
0) PerucrpanimoHHbIi HHAEKC
B) YUeTHBIN UHIEKC

r) Peructpaimonuslii Homep
74. Hymepanus cTpaHul JOKyMEHTa MPOU3BOAUTCS:

Bapuantsl oTBeTa:
a) 1O LEHTPY BEPXHETO0 MOJIs
0) B MpaBOM BEPXHEM YIIIy JOKYMEHTa
B) B IPaBOM HIKHEM YTIy JIOKYMEHTa

T) MO0 LEHTPY HUKHETO MOJIS

75. PexBusnra «Ha3Banue Bu1a TOKyMEHTa» HET
a) Bo BHEmIHKMX JOKyMEHTax
0) Bo BHyTpeHHUX TOKyMEHTaX

B) B nucemax, (akcax, Tenerpammax

r) B HEeKOTOpBIX TOKYMEHTaX

Tabnuma 5. DTajg0HBI OTBETOB Ha 3aJlaHUsI B TECTOBOM (hopme.

l.a 2.1 3.r 4.B 5.r 6.T 7.T 8.a 9.B 10.B
1. |12.a |13.0 |14.B |15.a 6. |17.a |18.r 19.B |20.T
2l.a |22.060 |23.B |24.B [25.0 |26.6 |27.0 |28.a [29.a |[30.a
3l.a |32.B |33.B |[34.B |35.0 |36.B |37.B |38.a [39.6 |40.r
41.0 42.8 | 43.0 | 44.0 | 45.a | 46.a | 47.B | 48.0 | 49.6 | 50.0
51.a 520 | 53.a | 54.B | 55.60 | 56.B | 57.a | 58.r | 59.a [60.B
6l.1 62.0 | 63.B | 64.B | 65.B 66.r | 67.B | 68.60 | 69.a |70.6
71.a 726 | 73.60 | 74.a | 75.a

KPUTEPUM OLIEHUBAHUS 3AJIAHUI B TECTOBOM ®OPME

Ouenka «5» (oTau4Ho) — 100-90% npaBuibLHBIX OTBETOB

n3 10 TecToB HE MeHee 9 MpPaBUIIBLHBIX OTBETOB

u3 15 tectoB He MeHee 14 npaBUIIBHBIX OTBETOB
u3 20 TecToB HEe MeHee 18 MpaBUIbHBIX OTBETOB
u3 30 TecTOB HE MeHee 27 TIPaBUIIbHBIX OTBETOB
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u3 35 tectoB HEe MeHee 31 MpaBUIIbHBIX OTBETOB

u3 50 TecToB HE MeHee 45 MpaBUIIbHBIX OTBETOB

u3 75 TeCcTOB HE MeHee 67 MPaBUIIbHBIX OTBETOB

Ouenka «4» (xopomo) — 89-80% npaBuJbLHBIX OTBETOB
u3 10 TecTOB HE MeHee 8 MPABUIIBHBIX OTBETOB

u3 15 TecToB HEe MeHee 12 TpaBUIILHBIX OTBETOB

u3 20 TecToB HE MeHee 16 OTBETOB MPaBUIILHBIX

u3 30 TecToB HE MeHee 24 MPaBUIIbHBIX OTBETOB

13 35 TecTOB HE MeHee 28 NMPAaBUIIBHBIX OTBETOB

u3 50 tectoB He MeHee 40 MpaBUIILHBIX OTBETOB

u3 75 tectoB He MeHee 60 MpaBUIIbHBIX OTBETOB

Ouenka «3» (y10BJIeTBOPUTEJIbHO) — 79-70% npaBUIbHBIX OTBETOB
n3 10 TecToB HE MEeHEE 7 IPAaBUIIBHBIX OTBETOB

u3 15 TectoB He MeHee 11 mpaBUIIBHBIX OTBETOB

u3 20 TecToB HE MeHee 14 mpaBUIIBHBIX OTBETOB

u3 30 TecToB HE MeHee 21 MpaBUIIBHBIX OTBETOB

u3 35 TecToB HE MeHee 24 MPaBUIIbHBIX OTBETOB

u3 50 TecToB HE MEeHee 35 MpaBUIIbHBIX OTBETOB

U3 75 TECTOB HE MEHEE 52 MPaBUIbHBIX OTBETOB

Ounenka «2» (Hey10BJIeTBOPUTEJIbHO) — MeHee 70% npaBWJIbHBIX 0TBETOB
n3 10 BOIpocoB 6 u MeHee MPaBUIIBHBIX OTBETOB

u3 15 BorpocoB 10 1 MeHee NpaBUIIBHBIX OTBETOB

n3 20 BorpocoB 13 1 MeHee NpaBUIIbHBIX OTBETOB

n3 30 TectoB 20 1 MEHEE MPABUIIBHBIX OTBETOB

13 35 TecToB 23 U MEHEE NMPABUIIBHBIX OTBETOB

n3 50 TecTtoB 34 1 MEHEe MPAaBUIIBHBIX OTBETOB

u3 75 tectoB 50 1 MEHEe MPAaBUIIBHBIX OTBETOB

3.1.2. KoHTpOJIbHBIE BONPOCHI K KOMILIEKCHOMY AU depeHIIMPOBAHHOMY 3a4eTy:
M/AK.01.01. /lokymMeHTallMOHHOE O0ecreUyeHHe AeSITeJIbHOCTH OPraHu3alu

1. ConeprkaHue U OCHOBHBIE 3a/1a4d COBPEMEHHOTO JIOKYMEHTAIIMOHHOT'O 00eCIeueHHs
ynpaBieHus. [loHaTHe O JOKYMEHTAllMOHHOM OOECHEYeHUU JACSATEIbHOCTH
OpraHu3aluu.

2. Ilpenmert, comepxkaHue W 3aJadd JOKYMEHTAITMOHHOTO OOECIEUEHUs YIpaBICHUS.
MecTo u poJib TOKYMEHTOB B yIPaBJICHUHA Ha coBpeMeHHOM dTane. Knaccudukarms
JIOKYMEHTOB.

3. llpaBuna  odopmieHUS  OpPraHU3AIMOHHO-  TPABOBBIX,  PACHOPSIUTEIHHBIX,
WH()OPMAITMOHHO-CITPABOYHBIX  JIOKYMEHTOB; JOKYMEHTOB, TI€pPEAaBaEMbIX IO
KaHayiaMm CBsi3H. [IpaBuna odopmiieHUs MPUKA30B MO JIUYHOMY COCTaBY, TPYIIOBBIX
KHWKEK, B TOM YHCJIE JIEKTPOHHBIX

4, Mecro peructpanuu B TexHosoruu JIOY. Tlonstue peructpanuu. Ilenu
peructpaunu 10KyMeHToB. IIpouecc perucrpanuu.
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5. Peructpupyembie W HeperucTpupyembie TOKyMeHTh. OCOOEHHOCTH pPETHUCTpaIiuu
JOKYMEHTOB BHYTPH OpraHU3aluu

6. ®opmbl COBpEMEHHOM peructpauud JIOKyMEHTOB. [IpMHIMIBI perucTpanuu
JIOKYMEHTOB.

7. KypnanbHas  gopma  peructpanuu. Kaprounas  gopma  perucrpanumu.
ABTOMaTU3UPOBAHHBIE CUCTEMBI PETUCTPALIUU

8. Uunekc nokymenra. PazpaboTka cucTeMbl HHAEKCAIUU IOKYMEHTOB B OpraHu3aIlni,
BHYTPEHHHUX JOKYMEHTOB. HMHaekcamusi BXOASNIUX, HCXOISAIIUX, BHYTPEHHUX
JIOKYMEHTOB.

9. Opranuzanus THGOPMAIIMOHHO-CITPABOYHON paboOTHI 10 JoKyMeHTaM. CrpaBodyHas
paboTa mpu HUCTHOJIB30BAHUU >KypHaJIbHOU (popmbl peructpanuu. VcmonszoBaHue
KapTOTEK MPU MHPOPMALIMOHHO-CIPABOYHOI padoTe.

10.B03MOKHOCTH aBTOMAaTHU3UPOBAHHON CHCTEMBI peructpanuu. OpraHu3alioHHbBIC
dbopmel u cTpykTypsl JIOY. TlpoekTupoBanue parmoHaabHON crucTembl. Pa3paborka
CTPYKTYPBI JEJIONPOU3BOACTBEHHOM CITy>kObI [lepeueHb HOpMATUBHBIX JJOKYMEHTOB

11.TexHonoruyeckas kapra o00paOOTKHM JOKyMEeHTOB (omeporpamma). Pazpabotka
OleporpaMM  pa3JIMYHBIX  BUAOB  JOKYMeHTOB.  OmpeneneHue  oObema
JOKYMEHTO000poTa

12.Pabota ¢ oOpamenusmu rpaxnan. Bunbl oOpamenuss TexHonorusi paboThl ¢
oOparnieHusiMu rpaxaad. OCOOEHHOCTH PErUCTpalluK 00paIeHUs TPaXKIaH

13.Opranmzamusi pabOTBl MO KOHTPOJIO HAJ CPOKAMHU HCTIOJHEHHS JTOKyMEHTOB.
[IpeameTt u nenp KoHTpoJia. LleHTpanu3oBaHHas1, AEIEHTPATN30BAHHAS, CMEIIAHHAS
(bOpMBI KOHTPOJIS.

14. Tunsl koHTpoJis. KOHTpob 32 UcoHEeHHEM TOKYMEHTOB. KOHTpoJb Mo CyiiecTBy.
CpOKOBBII KOHTPOJIb: TEKYLIUHM, IPEIYIPEAUTENBHBIN, UTOTOBBIN. BUabl CPOKOBOTO
KOHTpOJIs. JIOKYMEHTBI, MOJJIeXKAIUE KOHTPOJIIO.

15.Cpoku UCTIOTHEHUSI TOKYMEHTOB. TUMNOBBIE CpOKU HCTOTHEHUsI. HIMBUTyaTbHBIH
CPOK UCITOJIHEHUS IoKyMeHTa. [IpojyieHue cpoka NCTIOTHEHUS TOKYMEHTA

16.@opMbI KOHTPOJISI 32 HCIOJHEHUEM JOKYMEHTOB. JTambl KOHTposs. CiyxeOHbIe
JIOKYMEHTBI, TOJUIeKaNMe KOHTPOJ0. Texkymuil KOHTposib. OOmuil KOHTPOJb
ucrnoiaHeHus. KoHTposb ¢ moMonipio oT4eToB. PyyHas cpokoBasi KapToTeKa.

17.Tlopsinok  pa®OTBI C HCIOJTHEHHBIMH JOKyMeHTamMu. (OTBETCTBEHHOCTh 3a
COXpPaHHOCTh Jed. OTBETCTBEHHOCTh 3a COXPAaHEHHWE U 3allUTy [EePCOHATbHBIX
nanubeiX. [lopsimok Belmauum AokymMeHTOB w3 jen. Jlucr-zamecturens. Kapra-
3aMECTHUTElIb Jea

18.Homenknatypa gen. Bwuasl Homenkmatyp nen. TumoBas, mnpumepHas,
WHJMBUAYaJIbHas HOMEHKIATyphl Aen. TpeOoBaHUS K COCTaBICHUIO HOMEHKJIATYPHI
nen. JIOKyMEeHTBhI, KOTOpPbIMH CJEAyeT pPYKOBOJCTBOBATHCS IIPU COCTAaBJICHHUU
HOMEHKJIATypHhI JIe]1.

19.®opmupoBanue gen. [eno. dopmupoBanue ngen. OCHOBHBIE OMEpaluud TMPHU
dbopmupoBanuu jaen. [IpuHIMIBI CcHCTEMAaTH3allMd JOKYMEHTOB BHYTPH L.
XPOHOJOTUYECKHIA, BOITPOCHBIN (BOMPOCHO-IOTUYECKHI), aii)aBUTHBIN.

20.HymeparmoHHbId  TOPSIIOK ~ CHUCTEMATH3allMA  JTOKYMEHTOB  BHYTpH  Jiefa.
CucreMaTuzanus pa3iMuHbIX KaTErOpuid JOKYMEHTOB BHYTpH jena. ['pynmupoBka
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NpEeMIOKEeHH,  3asBiIeHUH, kamob. dopmupoBanwe [e1 MO  KaJAPOBOU
JOKYMEHTAIUU.

VIL.01. lokyMeHTAMOHHOE o0ecredeHue AesITeJJbHOCTH OPraHu3aluu

1. Ionstue o EquHoi rocy1apcTBEHHOMN CUCTEME IETONPOU3BOJICTBA

CopeprkaHne U OCHOBHBIE 337]a4l COBPEMEHHOTO JOKYMEHTAIIHOHHOTO 00 €eCIIeYeHHUS

yIpaBICHUS

AJTOPUTM PETUCTPAIH BXOSANIUX W UCXOISIINX JOKYMECHTOB

AJNTOPUTM pETruCTpaIii BHYyTPEHHUX JOKYMEHTOB

AJTOPUTM PETUCTPALIUU TPUKA30B 110 JIUYHOMY COCTaBY

AJNTOPUTM PETUCTPAIIIU TPYAOBBIX KHUKEK

AJNTOPUTM pETUCTpaIi JOTOBOPOB

[Tonsitue 06 oneporpamme

. AJITOPUTM COCTaBJICHUSI OIIEPOTrPaMMBbI BXOSIINX JOKYMEHTOB

10 AJNTOPUTM COCTaBJICHHSI OIIEPOTPAMMBbI UCXOSIINX JOKYMEHTOB

11. AAropuTM COCTaBIICHUS ONEPOrPAMMBbI BHYTPEHHUX IOKYMEHTOB

12. Anroputm ohopMIIeHHS perUCTPAIIMOHHBIX KapTOUYEeK

13.Anroputm co3manus 0aHKa JaHHBIX O JOKYMEHTaX YUPEKICHUS

14.1lpaBuna OCYIIECTBICHHUS OTMPABKH HWCIOJHEHHBIX JIOKYMEHTOB ajpecataMm ¢
WCIIOJIb30BaHUEM DJIEKTPOHHOM TMOYTHI, M0 KaHaiaM (paKCUMUIBLHOM, TenerpadpHoi
CBSI3H, TIO TTOYTE

15.TToHsiTHE O HOMEHKJIATYPE eI

16.CocraBrneHrne HOMEHKIATYPhI J1eTT

17.TTpoBeneHre KOHTPOJIA 32 UCTIOJTHEHUEM OOpaIlieHnui TpaXkKaaH

18.IIpoBenenrie KOHTPOJIS 32 OPOPMIICHUEM OTBETOB U CPOKOB

19.1IpoBeneHue IKCIETUIIMOHHON 00pabOTKH JOKYMEHTOB

20.0dopmrnenue aen MOCTOSHHOTO CpPOKa XpaHEHHs (3arojOBOK, JIMCT-3aMECTHTENb,
BHYTPEHHSIS OMHCH JIeIa, COCTABJIEHUE UTOTOBOM 3aIUCH)

N

©oOo~N O ko

IIpoBepsiemble 3HAHMSA:

- OCHOBHBIE NOJIO)KEHUSI ENMHON TOCY1apCTBEHHOM CUCTEMBI AEIONPOU3BOJICTBA;
- BUABI, QYHKUIUU JOKYMEHTOB, MPABUJIA UX COCTABIIECHUS U O(POPMIICHUS;

- TOPSAIOK TOKYMEHTHPOBaHMS HH(POPMALIMOHHO-CIIPABOYHBIX MaTEpUAIOB;

- TpaBHJIA AETOBOTO STHUKETA U JIEJIOBOTO OOIICHHUS.

- JIOKyMEHTAIlMOHHOE 0OecrieueHne IeATeIbHOCTH OpraHu3aluu

- cojepKaHWE€ U OCHOBHBIE 33J1a4l COBPEMEHHOTO JIOKYMEHTAIIMOHHOTO 00eCrieYeHMs
yIpaBJIEHUS

- mpaBuiia opopMIICHUE PA3ITUYHBIX BUIOB JOKyMeHTOB. [Iporiecc oOpaboTku
JNOKYMEHTOB.

- JTOKyMEHTAllMOHHOE 00eCrieYeHHe IeATeIbHOCTH OpraHu3aluu

- MecCTO peructpauuuB TexHonoruu JJOY

- (OopMBI COBpEMEHHON PETUCTPALIUU JOKYMEHTOB
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- TOAXOJ K MHACKCAIUU B YCIOBUSX TPATUIMOHHON 00pabOTKH TOKYMEHTOB.
- opra"m3aiys HHPOPMaIMOHHO-CIIPAaBOYHON pabOTHI MO TOKyMEHTaM

- opraHm3aIys padoThl 10 KOHTPOJIO HAJ CPOKAMH UCTIOJTHEHHS TOKYMEHTOB
- THUIIBI KOHTPOJIS HaJI CPOKAMHU UCIIOJTHCHUSI TOKYMEHTOB

- CPOKH MCTIOJHEHUS TOKYMEHTOB

- (OpMBI KOHTPOJIS 32 UCTIOTHEHUEM JOKYMEHTOB

- TOPSAIOK pabOThI ¢ UCTIOTHEHHBIMU JOKYMEHTAMHU

- HOMEHKJIaTypa Jel

- (opmupoBanue nen

- peXuM KOHPUICHITUATHHOCTH

- KOH(UICHIHMAIBHBIA JOKYMEHTOO0OPOT

3.1.3 Kpurtepuu OlleHKH:

5 (OTJIMYHO) — CTYACHT JEMOHCTPUPYET 3HAHUS B MOJHOM OOBEME IMPOTrpamMMBI
OCHOBHOMW JMCIMIUIMHBI, CBOOOJHO BJIaJIEET MATEPHUAIOM CMEKHBIX TUCIUIUINH, JAeT
MOJIHBIE OTBETHI HA BOIPOCHI, BBIAEISAS TP 3TOM OCHOBHBIE U CAMbIE€ CYILIECTBEHHBIE
MOJIOKEHUS, TPUBOAUT TOYHBIE U TMOJHBIE (OPMYIUPOBKH, CBOOOJHO BIIAJCET
npodeccoHanbHON TEPMHUHOJIOTHEH, OTBe4aeT 0e3 HaBOMSIIUX BOMPOCOB, MBICIHUT
MOCJIEIOBATEIbHO W JIOTMYHO, CHOCOOEH BECTH IMOJIEMHUKY, Pa3BUBATh IIOJIOXKECHMUS,
MpeJiaraéMble MPErnoaaBaTeIeM.

4 (XOpollo) - CTYACHT JEMOHCTPUPYET 3HAHHUS B MOJHOM OOBEME MPOrpamMMbI
OCHOBHOM JMCIUIUIMHBI, B OCHOBHOM BJIaJI€€T MaTEpPUAIOM CMEXKHBIX IUCIUILINH,
MMOHKUMAET MpeAMET pa3zdopa, OJHAKO JAET HE BIOJIHE UCUEPIBIBAIOIINE OTBETHI, OTBEYAs
Ha  JIOTIOJIHUTENbHbIC  HABOJIIME  BOMPOCHI,  BiajgeeT  NpodheCcCHOHAIBHOM
TEPMUHOJIOTHEN, MBICIIUT MOCIE0BATEIbHO U JJOTUYHO.

3 (YIOBIETBOPUTENHHO) - CTYICHT JIEMOHCTPHUPYET 3HAHUS OCHOB H3y4aeMOM
JTUCITUTUIMHBI, BJIAJICET OCHOBAMH CMEXHBIX JHUCIMIUIMH, MOHUMAET MpeaMeT pa3bopa,
OJHAKO JAaE€T HE BIIOJHE MCYEPIBIBAIOIINE OTBETHI, HA HABOJSIIUE IOIOJIHUTEIIBLHBIC
BOIIPOCHI OTBEYAET B LEJIOM IPABUIBHO, HO HE IOJHO, UCHBITHIBAECT 3aTPYAHECHUS IIPU
MCIIOJI30BAaHUU MTPO(PECCHOHATEHON TEPMUHOIOTHH.

2 (HeyIOBIETBOPUTENILHO) — CTYJEHT HE 3HAET 3HAUYMUTEIHLHOM YacCTH BOIMPOCOB IO
OCHOBHOM M CMEXHBIM JHCIUIUIMHAM, 3aTPYIHSIETCS CUCTEMAaTU3MPOBATH MaTepuall U
MBICIIUTB JIOTUYHO.

3.2.1. IIpoBepsiemble yMeHHS:

- VY.l npuHUMaTh, pETUCTPUPOBATH, YUUTHIBATH MOCTYHAIOIINE JOKYMEHTHI;
- ¥.2 npoBepsATh NpaBUIBHOCTh 0()OPMIICHHS IOKYMEHTOB,;

- V.3 BecTH KapTOTEKY yueTa MPOXOXKICHUS TOKYMEHTaJIbHBIX MaTEPUAIIOB.

3.2.2. 3ajaHusi KOHTPOJIA BHINOJHECHUS NPAKTHYECKUX YMEHUI.

1.Odopmiienne OpraHu3alMOHHO-TIPABOBOM, PACIOPAIUTENbHbIN, HWH()OPMALMOHHO-
CIIPAaBOYHBIN TOKYMEHTALUH
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2. OdopmiteHHEe MTATHOTO PACITUCAHUS

3.P€FHCTpaHI/IH AJOKYMCHTOB IIpM IIOMOIIM KapTOYCK. PCFI/ICTpaIII/ISI IMPUKA30B IIO

JIMYHOMY COCTABY

4. OopmieHue Tpya0BON KHIKKU

5. Odopmiienne paxcorpaMmel, TeseHOHOTPAMMBI, JIEKTPOHHOTO MHUChMa
6. AlIropuT™ perucTpanyy BXOASIIEH U CXOsIeH JOKYMEHTAIH
7.Pa3paboTka cxembl JOKYMEHTO00O0pOTa OpraHu3aluu

8. Pa3zpaboTka oneporpamMMbl BXOASIIUX U UCXOISAIINX JOKYMEHTOB

9. Anroputm paboThI ¢ 0OpaIlieHUsIMU TPaKIaH

10. AnropuTtM NpoBeACHUS KOHTPOJIS IO CYHIECTBY U TEKYIErOo KOHTPOJIS
11.PaboTa ¢ HOpMaTUBHBIMU JTOKYMEHTAMHU

12.CocTaBneHrne HOMEHKIATYPHI e

13.Onpenenenne CpoKOB XpaHEHHSI TOKYMEHTOB

14.®dopmupoBaHue U BeeHUS NepeUHs KOH(PUIEHIUAIbHBIX CBEJCHUIM
15.TexHonorus y4ueta KOHPUACHIIMAIBHBIX JIOKYMEHTOB

16.IToarotoBka AOKYMEHTOB, JIeJI M HOCHUTENIEM KOH(HUIACHIIMAIbHOW HHMOpMAaIMK K

YHHUYTOKCHUIO

17.Hp0B€pKa HaJIM49usgd OJOKYMCHTOB OI'PAHHYCHHOI'O JOO0CTyIIla, ACI H HOCHUTEIICH

uHbopMaIuu

18.0dopmienne nepeBojia pabOTHUKA Ha APYTYIO padoTy
19.0¢dopmnenue nmporecca YBOIbHEHHUS, CBOJIKH, 3aKITIOUCHUS
20.0dopmieHmne 0T3bIBa, IEPEIHS CIHCKA

4.YuyeOHas NpaKkTUKa:

Tabmauia 6

HanmeHoBaHue pa3enoB, TeM
Y4eOHOI MPaKTUKA

Buasbl padoT Ha y4eOHOI NpaKTHKe

Tema 1. U3yueHue cTpyKTypsbl U
COJepKaHuUs OPraHN3aLOHHbIX
JIOKYMEHTOB

N3ydeHne opraHn3alMOHHBIX JOKYMEHTOB: yCTaBa OpraHU3alluy;
YUpEIUTENbHBINA JOTOBOP; MOJIOXKEHUS 00 OpraHU3aly, IOJI0KEHUS O
CTPYKTYPHOM IOAPA3ACIECHUN; ITpaBUila BHYyTPEHHETO TPYAOBOIO
pacropsika; MHCTPYKLHUS OpraHU3allHOHHO-METOAMUECKOI0 XapaKkTepa;
HITATHOI'O PaclMCaHus; JOJDKHOCTHBIX MHCTPYKIMH.

Tema 2.
®dopmupoBaHue U 0QOpMIICHHE
PacCHOPSAUTENBHBIX JOKYMEHTOB

®opmupoBaHre M OQOPMIICHHE PACIOPSAUTENBHBIX JOKYMEHTOB!
MpHUKa3bl TI0 OCHOBHOM JESATENbHOCTH; BBIMUCKH U3 TIPUKA30B;
pELIEeHNs; YKa3aHUsl; pacIOpsKEHUS; TOCTaHOBIICHMSL.

Tema 3.

®opmupoBaHue 1 opopmIieHIEe
MH(QOPMAITIOHHO-CITPaBOYHBIX
JOKYMEHTOB

@®opmupoBanne U ohopmieHHE — HWH()OPMAIUMOHHO-CIIPABOYHBIX
JOKYMEHTOB: TPOTOKOJA M BBIMHUCKU W3 MPOTOKOJIA; aKTa; 3asiBICHUS,
NPEUIOKEHNUST M TPEJICTABICHHS; CIPABKU; JIOKJIATHOM, CIy)KeOHOU
3aIMCOK; OOBSICHUTEIBHON 3alMCKH; TEJIerpaMMbl, Tele(OHOTPAMMEI,
(akca; cCiy>)keOHBIX THUCEM; IHChbMa, Tepe/aBaeMble 3JICKTPOHHON
MTOYTOH.

Tema 4.
OdopmieHue JOKYMEHTOB

OdopmneHrne CHpaBOYHO-aHAIUTUYECKOH JTOKYMEHTAIUH:
3aKJIFOYEHUs; OT3bIB, [IEPEUYEHB, CITUCOK.

OdopmieHre IAHOBOM JOKYMEHTALIUH: TUIAHBI, IPOrPAMMBI.
OdopmieHrne KOMMEpPYECKOW JOKYMEHTAIlMU: peKIaMallus; Xaooa;
KOMMEPUYECKOTO 3arpoca; KOHTpaKTa, npeanoxenus (odepra).
OdopmiieHre OTICTHOH JOKYMEHTAITUN: OTYETHI

CBOJKH,

Tema 5.
Perucrpanust 1OKyMEHTOB 1O

Perucrpanus ncxonsmux U BXOISIIKUX JOKYMEHTOB. MIHaekcanusl.
Perucrpanusi BHYTpeHHHX AOKyMeHTOB. (Permcrpammsi mpukaszoB 1o
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JIMYHOMY COCTaBYy

JMYHOMY COCTaBY, TPYAOBBIX KHIKEK)

Tema 6. OdhopmiteHHEe KaIpoBOH
JIOKYMEHTAIH

[Ipuka3bl 10 TUYHOMY COCTaBY.

YaudummpoBaHabie GOPMBI TIPUKA30B.

TpynoBeie qoroBopbl. TPyaOBbIE KHHUKKH.

Jlnunele TokyMeHThI. JInuHble nena, kapTouku hopma T-2.

Tema 7. Opranu3arus
UH()OPMALIMOHHO-CIIPABOYHOI
paboThI 1O JOKYMEHTaM

Opranuzaiysi pacCMOTPEHUS IOKYMEHTOB.

[IpuemM nmocTymarmmux JOKyMEHTOB,

Opranu3zaius OTIPaBKH HCXOJSIINX JIOKYMEHTOB.

Pabora ¢ oOpameHusmu rpakmaH. Bumel oOpamenus. TexHomorus
paboTHI ¢ OOpAIEHUSIMH TPaKIaH.

Tema 8. KonTpons Han cpokamu
WCIIOJTHEHHS JJOKYMEHTOB

Koutpons 3a CpoKOM  HCHONHEHHS  JOKYMEHTOB:
MpEeAYyNPEAUTEIHLHOT0; HTOTOBOT0; aBTOMATU3UPOBAHHOTO.
KoHTpoms 3a ncrioTHeHreM 00pamieHui TpakIaH.

TaiiHa, 3anura nHGOPMAIIVH.

TEKYIIIET0;

Tema 9. Opranuszanus paboTsI MO

Texnonorus opopMIICHUS OTBETOB U CPOKH.

KOHTPOJIIO 3a CPOKOM | DKCHEeIUIIMOHHAs 00paboTKa JOKYMEHTOB.
UCIIOJIHEHHS JOKYMEHTOB

Tema 10. Cocrapnenue | CocTaBieHUE HOMEHKIATYPBI ACIL.
HOMEHKJIaTypbl Jen B | Ompenenenye CpoKoB XpaHEHUs TOKYMEHTOB.
OpraHM3aluu DopMHUpOBaHUE JACIL

[IpoBepka mpaBuiIbHOCTH OGOPMIICHHS TOKYMEHTOB U OTMETKH 00 WX
WCTIOTHEHHH 111 ()OPMUPOBAHUS B JIENO.

OdopmieHue nen MOCTOSHHOTO CpPOKa XpaHEHWs (3aroJIoBOK, JIUCT-
3aMeCTUTENb, BHYTPEHHSSI OTHCH JIeNla, COCTABICHHUE HTOTOBOW 3aITHCH).
OnepaTUBHOE XpaHEHUE NI,

Tema 11. OcyiecTBiaeHne
OKCIICPTU3bI HCHHOCTHU
JIOKYMCHTOB

OcymiecTBICHUE SKCIEPTU3HI IIEHHOCTH TOKYMEHTOB JJIsl MIepenadu B
apXHB OpPTaHU3aAIIN

Tema 12. TexHomnorust paboTHI ¢
KOH(UICHIINATBHON
uHpopMaIen

q)OpMI/IpOBaHI/Ie " BEACHUC NCPCUHA KOH(I)H}:[@HLII/I&HLHLIX JCIT

4.1 KoHTpOJIb U OLIEHKA Pe3yJIbTATOB OCBOCHUSI YUeOHOH MPAKTHKH.

Tab6auna 7
Pe3syabTaTsl
(ocBOCHHbBIE @DopMbI 1 METOAbI KOHTPOJISA
HpodeccHoHATbHbIC OcHOBHBIE MOKA3aTEIH OLIEHKH Pe3yJibTaTa 1 OleHKH
KOMIIETEHIIH)

[IK 1.1. IlpunumMats u - perucTpanus BXOJANX TOKYMEHTOB; OreHka geiicTBUN
pEruCTpUpOBATH - pEerucTpanus UCXOIAIIUX JOKYMEHTOB; 00yJaronIuXxcsi BO Bpemsi
MOCTYIAOLIYIO - peructpanusi BHyTPEHHUX JTOKYMEHTOB; BBITIOJIHEHUS IPAKTUYECKUX
KOPPECIIOH/ICHIIHIO, - perucTparus MpuKa3oB M0 JTHIHOMY pabot ( Tema Ne 5)
HAINpPABJIATHEE B COCTaBYy;
CTPYKTYPHBIE - pErUCTpaLUs TPYAOBBIX KHUKEK;
MOJIpa3IeICHUS - perucTparus J0roBOpoB.
OpraHu3aluu
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[1K 1.2. PaccmatpuBath
JTOKYMEHTHI U TIepejaBaTh
UX HaMCIOJIHEHHE C
YYETOM PE30IIIOLIUH

- COCTaBJICHHUE ONIEPOTPAMMBI BXOISIIINX
JIOKYMEHTOB;

- COCTaBJICHUE ONEPOTPAMMBI UCXOJISIIINX
JIOKYMEHTOB;

O1eHKa JeHCTBUH
o0yJaromuxcs npu
PEIICHUECUTYalMOHHBIX
3a/1a4 U BO BpeMs

pyKOBOAHUTEIICH - COCTaBJICHHUE OIIEpOTrpaMMbl BHYTPEHHUX BBINIOJIHEHUST IPAKTUYECKUX
OpraHusanuu JIOKYMEHTOB. pa6ort (Tema Nel0)

IIK 1.3. Odopmiarts - ohopmIIEHHE PETUCTPAITMOHHBIX KapTOUCK; OueHka JIecTBUiA
pErucTpalOHHbIE - co3maHue 0aHKa JaHHBIX O JOKYMEHTaxX 00yJaromuxcsi BO Bpemst

KapTOYKH HCO3/1aBaTh
OaHK JTaHHBIX

YUPEKICHUS.

BBITIOJIHCHUS TIPAKTHYECKUX
pa6ot (Tema Ne 7)

IIK 1.4. Bectu kapTOTEKy

ydera
MIPOXOXKACHUS

JIOKYMEHTaTbHBIX
MaTepUajoB

- HICIIOJIB30BaHUE KAPTOTEK IPH
nH(OPMAIMOHHO-CIIPABOYHOH pabdoTe.

OrneHKa geicTBUA
o0ydJaromuxcs npu
PELICHUECUTYAIIMOHHBIX
3a7a4 ¥ BO BpeMs
BBITTOJTHEHUS TPAKTUYECKUX
pa6ot (Tema Ne 7)

[IK 1.5. OcyiecTBisTh
KOHTPOJIb

3a IPOXOKIACHHEM
JOKYMEHTOB

- OCYILECTBIIEHUE KOHTPOJIA 10 CYLIECTBY;
- OCYILECTBIICHUE TEKYILETO KOHTPOJIS
JIOKYMEHTOB;

- OCYILECTBJIEHUE MPEYITPEAUTETBHOTO
KOHTpPOJIS;

- OCYIIIECTBJIEHUE UTOTOBOTO KOHTPOJISL.

OreHka JeUCTBUH
oOyJaromuxcst BO Bpemst
BBITIOJTHEHUS TPAKTHYCCKHUX
pabot (Tema Ne 8)

IIK 1.6. OTnpaBmisaTh

- OCYHICCTBJICHUC OTIPABKH UCIIOJIHCHHBIX

OreHka OelCTBUH U

HCIIOJIHEHHYIO JOKYMEHTOB aJipecaraM ¢ UCII0JIb30BaHUEM YMEHUI

JAOKYMCHTAIUIO JJIEKTPOHHOM NOYTBI, 10 KaHaJIaM paboTHI 00yJAIOLIIXCS C
azpecaram ¢ (hakcUMUIIBHOM, TenerpadHoi CBsA3U, MO OPTTEXHHUKOH BO BpeMs
IIPUMCHCHHEM roure. BBITIOJTHEHUS IPAKTHUUECKUX
COBPEMEHHBIX BUJIOB samanmit (Tema Ne 3)
OpraHMU3alMOHHOM

TEXHUKH.

IIK 1.7. CoctaBnsarsb u - ohopmieHrE OpraHNU3alMOHHBIX OueHka neicTBui
0hOpMIIATH JAOKYMEHTOB,; 00yYarOIINXCs BO BpeMst

CITy>keOHBbIE TOKYMEHTHI,
MaTepHAIIBI C
HCIOJIb30BaHUEM
(hopMyISIpOB TOKYMEHTOB
KOHKPETHBIX BHJIOB.

- oopMIIEHHE PACTIOPAAUTEIBHBIX
JIOKYMEHTOB;

- oopmIIeHHE HHPOPMALIMOHHO-CITPABOYHBIX
JIOKYMEHTOB;

- COCTaBJICHHE HOMEHKJIATYphl JIeI.

BBITOJIHEHUS TIPAKTUICCKUX
pa6ot (Tema Ne 2-4)

OK 1. [Tonumars | - neMoOHCTpaLus HHTepeca K Oyayei IIposiBeHue nHTEpECa K
CYIIIHOCTh u | npodeccuu MoJTy4aeMoi mpogeccumu.
COIIMAbHYI0 3HAYMMOCTh

CBOCH Oymymieit

npodeccuu, NposBIATh K

HEH YCTOWYMBBIN

UHTEpEC

OK 2. Opranu3oBbIBaTh - BBIOOp ¥ IPUMEHEHHE METOI0B U crioco0oB | MoTuBHpoBaHHOE
COOCTBEHHYIO penieHus NpoecCHOHANBHBIX 3a/1a4 B 000CHOBaHHE BbIOOpA

IEeITEIbHOCTD, UCXOI W3
HenM ©  CIocoOOB  ee
TOCTHOKEHMUS,
OIpEAETIEHHBIX
PYKOBOJUTEIIEM.

obiactu pa3pabOTKH M aIMUHUCTPUPOBAHUS
0a3 TaHHBIX

- orteHka 3G (HEeKTUBHOCTH U KauyecTBa
BBITIOJTHCHUS

MIPUMEHCHUSA METOA0B U
CHoco00B pelIeHus
npoeCCUOHATILHBIX 3314 B
obnactu
JETOTIPON3BO/ICTBA.
TO‘-IHOCTI:, IMMPaBUJIBHOCTb U
MIOJTHOTA BBHITIOJTHCHHUS
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po¢eCCHOHANIBHBIX 3a/a4.

OK 3. Ananu3upoBarb - pelieHue CTaHAAPTHBIX ¥ HECTaHIapTHBIX
pPabovyro CUTYaLHUIoO, npoeCCHOHANBHBIX 3a1a4 B 001aCTh
OCYILIECTBIIATh TEKYILUI JOKYMEHTAI[MOHHOTO 00eCTICUeHUs

¥ UTOTOBBIH KOHTPOJIb, JEeATEIIbHOCTH OpraHu3aluu

OILICHKY U KOPPEKIIUIO

coOCTBEHHOM

NEeATEIbHOCTH, HECTH
OTBETCTBEHHOCTb 32
pe3yJIbTaThl CBOEH

Co0roienue mpruHIUIA
1e7IeCO00Pa3HOCTH IIPU
HNPUHATHU PELICHHS B
CTaHAAPTHBIX U
HCCTAHAAPTHBIX CUTyalluAdX,
HECCHHUE 33 HUX
OTBETCTBEHHOCTH.

paboThI

OK 4. OcyiecTBisTh - 3¢ peKTUBHBIN TOMCK HEOOXOAUMOM D¢ dexTUBHBIN MOUCK, BBOJ

MIOMCK UH(pOpMAIH, nH(popMaLnu; u

HEOOXOIMMOM 17151 - UCII0JIb30BaHUEC Pa3JIMYHbBIX HCTOYHHUKOB, HUCIIOJIb30BAHNUC

s pexTHBHOrO BKJIIOYAsI DJICKTPOHHBIE uH}popmanuu,

BbIITOJIHCHUA HEO0OXOIUMOM 1715t

poheCCHOHATBHBIX BEIIOIHECHI

3amat npodeccCHOHaIbHBIX 3a/1au.
Hcnonp30Banue pa3inuyHbIX
MCTOYHUKOB, BKITFOYAs
AIICKTPOHHBIE.

OK 5. Ucnonb3osathb - ICMOHCTpAIHS HABBIKOB ITOIYYCHHS I[IposiBeHHe nHTEpECA K

MH(pOPMAINOHHO- uH(pOpMaLUK U3 3JIEKTPOHHBIX Y4EOHHUKOB, ucnojb3oBanuio UKT B

KOMMYHUKAIIMOHHBIE 00y4arOIIMX IIPOrPaMM. npodeccHoHATLHOM

TEXHOJIOTUH B - IEMOHCTPAIUSI HABBIKOB MCIIOJIb30BaHUS JesTeTbHOCTH.

npodecCHOHATEHON VIHTEpHET PeCypCOB B IPOdECCHOHATBHOI [TpaBUIBHOCTH aHANN3A U

JesITeTbHOCTH. OLIeHUBaHMs MH(OpMAIUK C

JACATCIIBHOCTH.

ucrnoas3oBanueM UKT.

OK 6. PabGortarb B | - B3auMOj€NCTBHE C O0yUYaIOLIUMUCH,
KoMmaHJle, 3¢ (}EeKTUBHO | MpenoaBaTeNsIMU B X0J1€ 00ydeHUs
o0IIaThCsl € KOJIJIETaMH,
PYKOBOJICTBOM,
IIOCETUTCIIAMU.

IIposiBnenue uHTEpEca k
paboTe B KOMaHJE U
xomiexktuse. CoOiroieHne
9THKU U JIEJI0OBOrO0OIIEHUS
IIPU B3aMMOJICHCTBUHC
oOyJaronumucs,
MIPEeToIaBaTelsIMHU,
PYKOBOJMTEIISIMU TTPAKTHKH.

4.1.2 lludpoBoii OTYET 1O pe3yabTaTaM MPOXOXKICHUS
yueOnou npaktuku YI1.01 JJokymenTanmonHoe obecrieueHue aesiTeIbHOCTH

OpraHu3aluu

Oo6yuaromerocs(iics) MO
Kypc  rTpynma
CpoOKH NPOXOXKACHUS MPAKTUKH « »20  T.10 « »20 T.
Ne BU/IbI BBITOJHEHHBIX PABOT hﬁ(‘)‘:';“; BBINOJIHEHO
1 WzyueHne opraHn3alOHHBIX JOKYMEHTOB:

- yCcTaB OpraHu3alum; 1

- YUpEIUTENBHBIA JOTOBOP; 1

- IOJIOKEHUE 00 OpraHU3alny; 1

- TIOJIOKEHHUE O CTPYKTYPHOM MOJpa3IclICHHUM; 1
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- IpaBWJIa BHYTPEHHETO TPYAOBOTO PaclopsiIKa;
- HHCTPYKIUSI OpraHNU3al[MIOHHO-METOMYECKOTIO XapaKTepa,;
- ITaTHOE paclMCaHue;

- IOJDKHOCTHBIE UHCTPYKIIHH.

[=Y

®dopmupoBaHue 1 0popMIICHIE PACTIOPITUTENHFHBIX TOKYMEHTOB!
- IPUKa3bl 10 OCHOBHOM JIEATENIHOCTH;

- BBIMIMCKY W3 MPUKA30B;

- pereHus;

- YKa3aHusi;

- pacTiopspKeHus;

- IOCTaHOBIICHUSI.

PR PR R

®opmupoBanne u odopmieHHE HH(DOPMAIMOHHO-CHPABOYHBIX
JIOKYMEHTOB:

- IPOTOKOJIa U BBIITUCKH U3 IPOTOKOJA;

- aKTa;

- 3asIBJICHUS, [TPEUIOKEHHS U IIPECTABIICHUS;

- CTIIPaBKW;

- IOKJIaTHOH, CITy>KeOHOH 3aMHCoK;

- OOBSICHUTEIILHOM 3aIHCKH;

- TeJlerpaMMel, TeJeoHOrpaMMEl, (akca,

- CITyXeOHBIX TIHCEM;

- IACHbMa, NIEpEABAEMble AIIEKTPOHHOMN IIOYTOM.

PR RRPRRPRRRRE

OdopMmieHHEe CIIPaBOYHO-aHATMTUICCKON TOKYMECHTAIUY:
- CBOJIKH,

- 3aKJIFOYEHUS;

- OT3HIB;

- IEpEYCHb;

- CITUCOK.

el

OdopmiieHre TIIAaHOBOW JTOKYMEHTAIUH:
- TJTaHbL;
- IPOTPaMMBHI.

e

OdopmiieHre KOMMEPYECKOI TOKYMEHTAIHH:
- pekamarus;

- )kao00a;

- KOMMEPUYECKOT0 3a1poca;

- KOHTPAKTa, npeioxkenus (odepra).

OdopMieHre 0TYETHON JTOKYMEHTAI[UH: OTYETHI

(e}

PCFI/ICTpaLII/ISI HUCXOAMNX U BXOAAINX TOKYMCHTOB

Perucrpanust BHyTpeHHUX IOKyMeHTOB. (Perucrpamnus mpukasos 1o
JIMYHOMY COCTaBY, TPYAOBBIX KHIKEK)

A e

10

OdopmieHre KaapoBOi JOKYMEHTAIINH:
- IPUKa3bl 110 JTUYHOMY COCTABY;

- TPYZIOBBIE JOTOBOPBI;

- TPYZIOBbIE KHUKKH;

- JINYHBIC JOKYMEHTBI;

- TWYHbIE Aena, KapTouku Gopma T-2.

11

IIpoBenieHne opraHu3aIiv pacCCMOTPEHUS TOKYMEHTOB.

12

HpOBelIeHI/Ie ImpueMa MmoCTymnaroumx J0KyMCHTOB.

13

OpFaHI/IBaL[I/IH OTIIPABKH UCXOAAIHNX TOKYMCHTOB.

14

[IpoBenenue paboThI C 0OpALICHUSIMH TPaKIAH.

RlRRRRPrRPRRPR R

15

IIpoBeaeHne KOHTPOIISA 38 CPOKOM HCTIOTHEHUS JOKYMEHTOB:
- TEKYILEro;
- IPEAYNPEAUTENBHOTO;

R
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- UTOTOBOTO; 1
- aBTOMAaTH3UPOBAHHOTO. 1
16 | IIpoBemeHue KOHTPOJIS 38 UCIOJHEHHEM OOpaICHUI Mpa<IaH. 1
17 | IlpoBeneHne KOHTPOJIS 32 0OOPMICHHEM OTBETOB M CPOKOB. 1
18 | IIpoBeneHue 3KCIECTUIMOHHON 00PaOOTKH JOKYMEHTOB. 1
19 | CocraBieHue HOMEHKJIATYPHI JICI. 1
20 | ®opmupoBaHue AT 1
21 | [IpoBepka mpaBUIBHOCTH OGOPMIICHHS JOKYMEHTOB U OTMETKH 00 1
MX MCHOJHEHNH U1l GOpMHPOBAHUS B IEIO.
22 | OdopmieHne el MOCTOSHHOTO CPOKa XpaHEHHUs (3aroJIOBOK, JIHMCT- 1
3aMECTUTeNb, BHYTPEHHSS OMNHCh Jela, COCTaBJICHHE WTOrOBOU
3aITiCH).
23 | Ocy1iecTBIeHHE SKCTIEPTU3HI IIEHHOCTH JOKYMEHTOB JUIS TIepeiaun B 1
apXWB OpraHU3aALUH
24 | ®dopMupoBaHHE U BEJCHUE MEepeYHs KOHPUICHIIMATBHBIX e 1

[oamuce obyuatorierocs (eics):

IToanuce METOAUYECKOTO PYKOBOAUTEIS ITPAKTUKH

4.1.3. Ilepeyenb npakTuueckux 3aganuii no YII nmo:

IIM.01 lokymMeHTAallMOHHOE O0ecneyeHne AesiTeJIbHOCTH OPraHnu3aluu.

1. OdopmileHue OPraHN3aMOHHO-TIPABOBBIX IOKYMEHTOB:
— odopMIIEHHE YUPEAUTEIHHOTO JOTOBOpa
— odopMIIeHHE yCTaBa OpraHU3aluy;
— odopMIICHHE MTOJI0KEHHUS 00 OpraHU3aIlNH;
— odopMIIeHHE MTATHOTO PACITUCAHMUS;
— odopMIIeHHE MTPaBUJI BHYTPEHHETO TPYIOBOTO pacopsiaKa;
— o opMIICHHE MOJIOKEHUS O CTPYKTYPHOM MOJPA3/IEICHHUH;
— o opMIIeHHE HHCTPYKIIUK OPTaHU3AIIMOHHO-METOINYECKOTO XapaKTepa;
— -o(opmileHHE JOJKHOCTHOU MHCTPYKIUU.
2. OdopMiieHHE paCTIOPAANTEIbHBIX JOKYMEHTOB:
— odopMIIeHHE TPUKA30B IO OCHOBHOM J1€ATEIBHOCTH;
— o¢opMIIeHHE BBIITUCKU U3 MTPUKA30B;
— o(dopmieHre pacropsiKeHHI;
— odopmIICHUE YKa3aHUH;
— odopMIICHHE TTOCTAaHOBJICHHUIH;
— odopMIICHUE PEIICHUH.

3. OdopMienne ci1y:keOHbIX UCEM U APYTUX ONEPATHBHO- U CIIPABOYHO-

UHGPOPMALMOHHBIX TOKYMEHTOB:
— odopmIIeHHE CITY>KEOHOTO MUChMA;
— odopmieHne mrceM nepeaBaeMbIX JIEKTPOHHOM MOYTOMH;
— odopMIIeHHE TelerpaMM, TelleKca, (hakca, TeaehOHOIPaMMBI,
— odopmieHne T0KIaIHOM, CIy>KeOHOM 3aMUCOK;
— odopmieHne 00BICHUTEHHON 3aITUCKY;
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odopmIleHrE aKTa;
oopMIIeHHE TPOTOKOJIA U BBHITUCKHU U3 IPOTOKOA;
odopmiieHre 3asBIECHUH, IPEATOKEHUHN U MIPEACTABICHUI;
oopMIICHUE CITPABOK.
4. OdopmieHne CIPpaBOYHO-AHAJIUTHYECKAS JOKYMEHTANS:
o(popMIICHUE CBOJIKHY;
oopMIIEHUE 3aKITIOYECHUS;
oopMIIeHHE OT3BIBA;
oopMIICHUE TIEPEUHS CITHCKA.
5. OdopMiieHne NJIAHOBOM JOKYMEHTAIM I
— o(opmiieHue nporpamm;
— o¢opMIICHHE TTAaHOB.
6. OdopMiieHHEe KOMMEPUYECKOIl JOKYMEHTAIUH:
odopmIICHUE PEKTIaMalIHH;
odopmIIeHHEe KOMMEPUYECKOTO 3aIpoca;
oopMIICHUE KOHTPAKTA;
oopmieHue npeanoxeHus (odpepTsl);
odopmIIeHHEe KOMMEPUYECKOTO 3ampoca.
7. Odopmiienne 0OTYETHON TOKYMEHTAIUN:
odopMIICHHE OTYETOB.
Perucrpamnus nokymentoB. OdopmieHHe )KypHala pETUCTPAIIUN BXOISAIINX,
HCXOJIAIINX ¥ BHYTPEHHUX TIOKYMEHTOB PerucTpanmsi TOKyMEeHTOB TIPH ITOMOIIH
KapTouek. Perucrparus mpukas3oB Mo JUIYHOMY COCTaBY.
Hcnonp3oBanne kapToTek. HAEKcams TOKYMEHTOB. PerucTpanus TpyoBbIX
KHIKEK. CPOKU UCITOTTHEHUS.
8. OdopmiieHne KaaApoOBOI JOKYyMEeHTAIUU (IOKYMEHTAIMS M0 JUYHOMY
COCTaBY):
odopmIIeHHE TPYA0BOTO J1I0TOBOPA;
odopmiieHHE TIpUKa3a (pacnopsuKeHUs) 0 mpueMe Ha padoTy;
opopMIIEHUE TPYAOBOU KHUKKU;
pEruCTpanus TPyI0BbIX KHIKEK.
9. TpyaoBble MPABOOTHOIIEHUSI:
odopmiieHUE CITY>KEOHON KOMaHIUPOBKH;
odopMIICHUE OTITYCKA;
odopMIeHUE TIEpEeBOIa pabOTHUKA HA PYTYIO padoTYy;
oopMIIeHUE TTOOIIPEHHI 1 B3bICKAaHUN PaOOTHUKAM;
odopmIIeHHE TIpOIIecCa YBOJIbHEHUS.
OcobeHnHocTH perucTparuu odpaiieHus rpaxaad. Padora ¢ obpaieHusMu
IpaKIaH.
CocraBnenne HOMEHKIATyphI fei. CucreMatu3aius J0KyMeHTOB. DopMUpOBaHUE
Jen.
KoHTposib ucronHeHus: TeKyIui, NpeaynpeanuTebHbINA, UTOTOBBIN U

aBTOMaTI/ISI/IpOBaHHBIfI.
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— KOHTpOsNBbHBIE KAPTOUKHU.

KpuTtepun onieHKH BBINOJTHEHUS] MPAKTHYECKUX 3aJaHUI

S5 (oTIM4YHO) — JaH TOJHBIM, pa3BEpHYTHIM OTBET Ha MOCTABJICHHBIN; pabouee
MECTO OCHAIIAeTCA C COOJIIOJEHUEM BCEX TPEOOBAaHUM K MOATOTOBKE JJIl BBINOJHEHUS
3a/1aHHs]; ONMCAHHBIE TEOPETHYECKUE IIOJIOKECHUS WIUIFOCTPUPYIOTCS IPAKTUYECKUM
UCIIOJTHEHUEM;, TIPAKTUUYECKUE JEHCTBUS BBIIOJIHIIOTCS MOCIEA0BATEIBHO; COOJIIOAI0TCSA
BCE TpeOOBaHUS OXpaHbl TpyJAa, IPOTUBOIOKAPHOW O€30MaCHOCTH U TEXHUKHU
0€30MacHOCTH IIpU paboOTe C OPTTEXHUKOM.

4 (xopomio) - 1aH TMOJHBIA, Pa3BEPHYThIM OTBET HAa MOCTABJIEHHBIN, OJIHAKO
CTYEHT MCHBITBIBAET 3aTPYAHEHUS IPU WIUIKOCTPALUHA TEOPETUYECKUX IIOJOKECHUN B
IIPAKTHKE; paboyee MECTO HE MOJIHOCTBEO CAMOCTOSTENIBHO OCHAIIAETCS Ul BBIIOJHEHMS
MIPAKTUYECKUX 3aJaHUM; NPAKTUYECKUE ACUCTBHS BBIOJHAIOTCA IOCIEA0BATEIBLHO, HO
HEYBEPEHHO; COOIIOAAIOTCS Bce TpeOOBaHUSA OXpaHbl TpyHa, IPOTHUBOINOXKAPHOU
0€e30IacCHOCTH M TEXHUKH O€30MaCHOCTU MpU padoTe C OPrTEXHHUKOU, BCE AECUCTBUS
00OCHOBBIBAIOTCS C YTOUHSIOIIMMU UIMEHAMU T1€arora.

3 (yZoBJIeTBOPHMTEIbHO) - JaH HEJOCTATOYHO TMOJHBIA M HEJOCTaTOYHO
pa3BEepHYTHIM OTBET Ha IOCTABJICHHBIM ; CTYAEHT HE MOXET MPOMJLIIOCTPUPOBATH
TEOPETUUECKHE MOJIOKEHUS TPAKTUIECKUM HCIIOIHEHHEM; padouee MECTO He TIOJTHOCTBIO
OCHAII[AeTCsl JIJIsl BHIMOJIHEHUS MMPAKTUYECKUX 3a/laHui; HapyllIeHa MOCJIeI0BATEIbHOCTD
UX BBINIOJHEHUS; JACUCTBUA HEYBEPEHHbIE, JUIsi 0OOCHOBaHMS JIEUCTBUN HEOOXOIUMBI
HABOJSIIME M JIONOJHUTENbHbIE Bl M KOMMEHTApUHU Telarora; CoOJIONaloTCs BCe
TpeOOBaHMs OXpaHbl TPy/a, MPOTUBOMOKAPHON 0€30MaCHOCTH U TEXHUKH O€30MacCHOCTH
pHu paboTe C OPITEXHUKOM.

2 (Hey10BJIETBOPHUTEJBHO) — OTBET MPEJCTABISET COOON pa3pO3HEHHbIE 3HAHUS C
omuOKaMu MO Yy; 3aTPyJHEHUS C TMOJrOTOBKOM pabouero mecra, HEBO3MOXKHOCThb
CaMOCTOSITEJIbHO  BBIMOJIHUTh  MPAKTUUECKUE 3aJaHHsl; COBEPIIAKOTCS  JICHCTBUS,
Hapylarome TpeOOoBaHUSI OXpaHbl TPyJa, MPOTUBOMOXKAPHOUW OE30MacHOCTH U (UJIIH)
TEXHUKU 0€30MaCHOCTH MpHU paboTe C OPTTEXHUKOU, UCIIOJIH3yEeMbIMA MaTepHaIaMHu.

5. KoHTposb mnpuoOpeTeHHss MNPAKTHYECKOro omnbita. OQOuneHka 1o
MPOU3BOICTBEHHOM NPAKTHKE

5.1 O0uue mo10KeHUst

[lenbro olleHKH MO y4eOHOW U MPOU3BOJCTBEHHON MPAKTUKE SIBISETCS OLICHKA: 1)
po(ecCHOHaTBbHBIX KOMITETCHIINM; 2) TPAKTHYECKOTO OIBITAa M YMEHUH.

OneHka 1O TPOM3BOJACTBEHHOW TMPAKTHKE BBICTABISACTCS HA OCHOBaHUH
XapaKTePUCTUKNU TPOQPECCHOHATBLHON JESITEILHOCTH OOyYarolerocss Ha MpPaKTHUKE C
yKa3aHUEM BHJIOB Pa0OT, BBHITTOJIHEHHBIX 00YJarONUMCS BO BpeMsI IPAKTUKH, UX 00beMa,
KadyecTBa BBIMOJHEHUS B COOTBETCTBHM C TEXHOJOTHEH U (Win) TpeOOBaHUSIMU
OpraHu3aIliH, B KOTOPOU MPOXOIHIIA TTPAKTHKA.
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®opMbI 1 METO/IbI KOHTPOJISI M OLIEHKH Pe3yJIbTATOB 00y4eHH s

- peructpanus TpyJAOBbIX KHIDKEK;
- pETUCTpAIHs JOTOBOPOB.

TaOmuma 8.
Pes3yromamut 00yuenusn Ocnogenuvle nokazamenu ouenku | Dopmot u Memoovl KOHMPONA
(oceoennvie pe3yibmama UOUeHKa pe3yibmamoe
npogheccuonanvrvie 00yuenus
KomnemeHnuuu)

[IK 1.1 IIlpunumarts u - perucTpanus BXOAAIUX OILICHKA BBIIIOJIHEHNUSA BUIOB
[pErucTpUpoOBaThH TOKYMEHTOB; paboTHa npakTuke. Benenue
MOCTYHAIOUIYIO - perucTparus UCXOoAIuX THEeBHUKA TPOU3BOJCTBEHHON
KOPPECTHOH/ICHIINIO, TOKYMEHTOB; npaktuku. OneHka coopa
HaIpaBJIATh €€ B - perucTparysi BHyTpeHHHUX MaTepuaia Jijisl OT4eTa Mo
CTPYKTYpHBIE TOKYMEHTOB; MpaKTUKE.
Moipa3ieIeHUs - perucTpaiys npuKka3oB MOJTHYHOMY
OpraHu3aInH COCTaBYy;,

[1K 1.2. PaccmaTpuBathb
TTOKYMEHTBI U ITepPe1aBaThbIX
Ha MCIIOJHEHHUE C YUETOM
PE30JIFOUUPYKOBOAUTENEH
OpraHu3aIuu

- COCTaBJICHHUE ONEPOrPaMMBbl
BXOJAIINX JTOKYMEHTOB;

- COCTaBJICHHUE ONEPOrPaMMbl
HMCXOIAIINX JOKYMEHTOB;

- COCTaBJICHHUE ONEPOrPaMMbl
BHYTPEHHUX JOKYMEHTOB.

O11cHKA BBITTOJIHEHHSI BUJIOB
paboTHa npakTuke. Benenue
ITHCBHUKA [TPON3BOJICTBEHHOMN
npakTuku. OneHka coopa
MaTepuala JUisi OT4eTa Mo
[PaKTUKE.

[1K 1.3. OdopmnsaTs
[PETUCTPAIIMOHHBIC KAPTOUKH
1 co3/aBaThbOaHK JaHHBIX

- o(hopMIICHHE PETUCTPAIIMOHHBIX
KapTOYeK;

- co3aHne 0aHKa JaHHBIX O
TTOKYMEHTaX Y4peKJICHUSI.

O11cHKA BBIMTOJIHEHHSI BUJIOB
paboTHa npakTuke. Benenue
ITHCBHUKA [TPOU3BOJICTBEHHOMN
npakTuku. OneHka coopa
MaTepuaa Juis OT4eTa 1o
[PaKTUKE.

[1K 1.4. Bectu kapToteky
ydeTa MpoXOoxKICHUS
TOKYMEHTAJIbHBIX
MaTepUasoB.

- HCTIOJIb30BAHUE KapTOTEK MPHU
MH(POPMaIIMOHHO-CIIPABOYHOM
pabore.

O11eHKa BBINOJIHEHUST BUI0B
paboTHa npakTuke. Benenue
TTHEBHUKA [TPON3BOICTBEHHOM
npakTuku. OneHka coopa
MaTepuaia s 0T4eTa 1o
[PaKTUKE.

[1K 1.5. OcymecTBisTh
KOHTPOJIb 3 IPOXOKACHUEM
TTOKYMEHTOB.

- OCYILECTBIIEHUE KOHTPOJIA 110
CYILIECTBY;

- OCYILECTBIIEHUE TEKYIIETOKOHTPOJIA
ITOKYMEHTOB;

- OCYLLECTBIICHUE
MpeynpeaAuTEILHOTO0 KOHTPOJIS,

- OCYILECTBJIIEHUE UTOTOBOIO
KOHTPOJIS.

O1ieHKa BBITIOJIHEHUS BUIOB
paboTHa npakTuke. Benenue
TTHEBHUKA MTPOU3BOJICTBEHHON
mpakTuku. Onenka coopa
MaTepuaa Jijisl OT4eTa Mo
[PaKTUKE.

[1K 1.6. OtnpaBiATh
HCIIOJIHEHHYIO
TOKYMEHTAIMIO aJIpecaTaMc
[IPUMEHEHUEM COBPEMEHHBIX
BUOB OpPraHU3alIMOHHOMN
TEXHUKH.

- OCYIIECTBJICHUE OTIPABKA
MCIIOJTHEHHBIX JIOKYMEHTOB
ajzipecaTam ¢ UCIIOIb30BaHUEM
PIIEKTPOHHOW MOYTHI, IO KaHallaM
(haKCUMUITLHOM,

renerpadpHoOi CBS3H, MO MOYTE.

OHeHKa BBIIIOJIHEHUA BHI0B
paboTHa npakTuke. Benenue
JTHEBHUKA TPOU3BOJICTBEHHOM
npakTuku. Onenka coopa
MaTepHaia JUis OTIeTa 110
MpaKTHKE.
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[1K 1.7. CocTaBidars u
oGopMIIATE CiTyKeOHBIC
TOKYMEHTBI, MaTEPUAITBIC
MCIIO0JIb30BaHUEM
(hOopMYIISIPOB TOKYMEHTOB
KOHKPCTHBIX BUOOB.

- 0()OpMIICHHE OpTraHU3aIIMOHHBIX
TTOKYMEHTOB;

- 0 OpMIICHHE PACTIOPSTUTEIBLHBIX
TTOKYMEHTOB;

- ohopmiieHre HHGOPMAITMOHHO-
CIIPaBOYHBIX IOKYMECHTOB;

- COCTaBJICHUE HOMEHKIIATYPBI JIEII.

O11eHKa BBIMOJHEHUST BUJIOB
paboTHa npakTuke. Benenue
JTHEBHHUKA MTPOM3BOJICTBEHHO
npaktuku. Onenka coopa
MaTepuaa Uit OT4eTa 1o
MpPaKTHKE.

OK 1. [loHumars cymHocCTb
1 COLIMAJIbHYIO 3HAYUMOCTh
cBoel Oynymeinpodeccun,
MPOSIBJISITH K HEH
YCTOWYUBBINA HHTEPEC

- IEMOHCTpAIIH HHTEpeca KOy Tyei
npodeccuu

[IposiBiieHue UHTEpECA K
nosryqaeMoinpodeccum.

OK 2. Opranun3oBbIBaTh
COOCTBEHHYIO JICATEIIBHOCTD,
MCXOJS U3LEIH U CIIOCOO0B
ee IOCTHKEHUS,
OTIpeeICHHBIX
PYKOBOJTUTEIIEM.

- BEIOOp ¥ IPUMEHEHUE METOJOBH
CIIOCOOOB perIeHUs
podeCCHOHATIBHBIX 3314 B 00JIACTH
pa3pabOTKN U aIMUHHUCTPUPOBAHUS
0a3JaHHBIX;

- olleHKa 3 PEKTUBHOCTH UKAYECTBA
BBITIOJTHCHUS

MoTuBHpPOBaHHOE 0OOCHOBAHHUE
BHIOOpA MPUMEHEHUS] METOJIOB U
CII0COOOB peLICHUS
npodecCHOHABHBIX 337124 B
001IaCTHICTIONPOU3BO/ICTBA.
TOLIHOCTL, IMPaBUJIBHOCTDb U
[OJTHOTA BBIMIOJTHEHHUS
npodeCCHOHATBHBIX 331a4.

OK 3. AnanusupoBatb
pabovyro CUTYaITHIO,
OCYILIECTBISATh TEKYIIUH U
UTOTrOBBII KOHTPOJIb, OLICHKY]
1 KOPPEKIUIOCOOCTBEHHO
NesITeTbHOCTH, HECTH
OTBETCTBEHHOCTb 32
pe3ynbTaThl CBOEH paboTHI

- pellleHre CTaHIaPTHBIX U
HECTaHIaPTHBIX MPOPECCHOHATHHBIX
3agad B 00J1acTH
NTOKYMEHTAIMOHHOTO 00eCTICUeHUS
NeSATEIbHOCTHOPTaHU3aIUN

CoO:roeHue npuHIKIa
11e1€c000pa3HOCTH IIPU
NPUHATUUPEIICHHUS B
CTAHAAPTHLIX U HCCTAHAAPTHBIX
CUTYaIHsIX, HECEHHUE 3a HUX
OTBECTCTBECHHOCTH.

OK 4. OcymiecTBIATHIIOUCK
rH(pOopMaIuu, He0OXOAUMOM
151 5P PEKTUBHOTO
BBITTOJTHEHUS
npodecCHOHATBHBIX 3a7a4

- 9(hpeKTUBHBIN MONCK HEOOXOAUMOMN
nH(pOpMaLNK;

- HCIIOJIb30BAHKE PA3TMUHBIX
VMCTOYHHUKOB, BKITFOUYAs SJICKTPOHHBIE

) PexTUBHBII MOKUCK, BBOJ U
MCII0JIb30BaHUE MHPOpMAIIH,
HEO0OXOIUMOM 7T BHITTOTHEHUS
MpoQeCCHOHAIBHBIX 3a]1a4.
Vcrionb30BaHNe Pa3IMUHBIX
MCTOYHHUKOB, BKIIFOYAs
HIIEKTPOHHBIE.

OK 5. Ucnonb3oBath
H(pOpPMAaIMOHHO-
KOMMYHHKAIIMOHHBIC
TEXHOJIOTUH B
npodecCuoHATBHON
NesITeTbHOCTH.

- IEMOHCTpAIHs HAaBBIKOB TIOJTYYCHUS
MH(bOpMAaIUU U33JIEKTPOHHBIX
y4eOHUKOB, 00y4aIOUINX MPOrPaMM.
- IEMOHCTpAIsI HaBBIKOB
MCTIOJIb30BaHus IHTEpHETpECYpCOB B
npoecCHOHATLHON 1EATEIbHOCTH.

[IposiBneHue nuHTEpEca K
ucnons3zoBanuio KT B
Mpo¢eCCHOHATBHON
nesiteabHOCTH. [ [paBunbHOCTD
QHaATN3a U OI[CHUBAHUSI
MH(pOpMAIINU C
rcnosbzoBanrem NMKT.

OK 6. PaboTtats B KOMaHfe,

pdhdexTuBHO 00mATHCS  C
KOJIJIETaMH, PYKOBOJICTBOM,
IMOCCTUTCIIAMU.

- B3aUMO/JICHCTBUE C 00YUAIOIIIMHUCS,
MperoaBaTesIIMA U
[PYKOBOJUTEISIMU TPAKTUKU BXOJIE
00ydeHus

[TposiBiieHue nHTEpeca K paborte
BKOMAaHJIE ¥ KOJIJIEKTHBE.
CoOmroieHre STUKHU U JCIOBOTO
OOIIIEHHUS TTPU B3aHUMOICHCTBHH
C 00y4aroIMMHucs,
[IPEeIo/1aBaTeIIsIMH,

YKOBOIUTCIIAMU NIPAKTUKU.

5.2. Buabl padoT NpoOU3BOJACTBEHHON NMPAKTHKH M NMpPOBepsieMble Pe3yJibTaThl
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o0ydyeHuss 1O

npogeccuonaabHomy moayaro  IIM.01

o0ecrneveHne AesITeJILHOCTH OPraHU3aAIHM.

JlokyMeHTalHOHHOE

Taoauma Ne9

HNmeTh npakTHYecKHid
ONBIT

Buasbl u 00beM padoT Ha yueOHOH
NpPaKkTHKe, TPeGOBAHUS K X
BBINOJHEHUIO W/ HJIM YCJIOBHUS
BBINOJIHEHUS

JoxyMeHT, HoATBePKIAKOIIMIT
KA4eCTBO BBINOJTHEHHs padoT

2

3

- I10.1
JOKYMEHTAI[HOHHOTO
obecrieyeHust
EATENBHOCTH
OpraHu3aIn

HenmonpousBoaurens

OCYIIECTBIISIET

YCIOBUAX OpraHU3aluun:

1.

I/I3y‘lCHI/Ie OpraHu3alMOHHBIX
JOKYMCHTOB!

- yCTaB OpraHU3alNH;

- y4YpeOuTeNbHBIA JOTOBOP;

- ToNoXeHue 00 OpraHu3alumy;

- TOJO0XEHHUE O CTPYKTYPHOM
MOJpa3eIICHUH;

- IpaBWia BHYTPEHHETO TPYAOBOTO
pacnopsiika;

- HMHCTPYKLMSI OpraHu3aliOHHO-
METOAMYECKOTO XapaKTepa;

- IITaTHOE PacIUCaHUE;

- JOJDKHOCTHBIE MHCTPYKLHH.

®dopmupoBanue U ohopMIIeHHE

pPactnopAaUTCIIbHBIX TOKYMCHTORB:

- IpHUKa3bl 10 OCHOBHOM
JeSITEIIbHOCTHY;

- BBIIKCKH U3 MIPUKA30B;

- peleHus;

- yKasaHus,

- pAacIOpsDKCHHUS;

- IOCTAQHOBJICHHSI.
dopmupoBanue 1 0QopMIIeHUE

WH(POPMAITMOHHO-CITPABOYHBIX
JIOKYMEHTOB:

- MPOTOKOJA U BHIIHCKH U3
MIPOTOKOJIA;

- aKTa;

- 3asBJICHUS, IPEAJIOKECHUS U
MIPECTaBIICHUS;

- CIpaBKy;

- IIOKJIQTHOM, CITyKE€OHOU 3aMHCOK;

- OOBSICHUTEIHHOH 3aITUCKH;

- TelerpaMMbl, Tene(OHOrpaMMBI,
(hakca;

- CIy’XeOHBIX ITHCEM;

- THCbMa, IlepeaaBaeMble
3JIEKTPOHHOM MOYTOI.

OdopmieHHEe CIIPaBOYHO-

AHAIMNTUYECKOHN TOKyMEHTAIUH:

- CBOJKH;

- THEBHUK TIPAKTUKH;
- OT4ET O TPOXOXKICHUH TMPAKTHKU
BKJIIOYAET  MEPEYCHb  BHIMOJHEHHBIX
3alaHuil ¢ yKa3aHWeM HuX KOJIMYeCTBa,
TEKCTOBBIH OTYET, COJEpXKallui aHalu3
YCJIOBHM  TPOXOKICHUS TMPAKTUKH C
BBIBOJIAMH H TIPEIOKECHUSIMHU;

- BBIIIMCKA U3 3aUCTHOMU BCAOMOCTH.
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- 3aKJIIOYCHHS;
- OT3bIB;
- IepeyeHb;
- CITHCOK.
5. OdopmieHue mIaHoBO#
JIOKYMEHTAIIHH:
- IUIaHBI;
- [pPOrPaMMBlL.
6. OdopmiieHre KOMMEPUYECKO
JIOKYMEHTAIIHH:
- peKiIamarus;
- Kajio0a;
- KOMMEPUYECKOro 3ampoca;
- KOHTpAaKTa, IPeII0KEHHUS
(odepta).
7. OdopmieHHE OTUETHOM
JIOKYMEHTAIIMH: OTYETHI
8. Perucrpanust HCXOIANMX M BXOISIIAX
JIOKYMEHTOB
9. Perucrpanust BHyTPEHHUX
TOKYMEHTOB. (Peructpaiius mpuka3on
0 JIMYHOMY COCTaBY, TPYIOBBIX
KHIDKEK)
10.0hopmitenne kaxpoBoii
JOKYMEHTAIINH:
- MPHUKAa3bI [0 JUIHOMY COCTABY;
- TPYIOBBIE JIOTOBOPHI;
- TPY/IOBbIE KHIKKH;
- JIMYHBIE JOKYMEHTHI;
- JIWYHBIE Aena, KapTouku gopma T-
2.
11.ITpoBenenue opranu3anum
paccMOTpPEHUS JJOKYMEHTOB.
12.TIpoBenenre npremMa NoCTyNAIINX
JIOKYMEHTOB.
13.Opranusaiys OTIPABKH UCXOISALIMX
JIOKYMEHTOB.
14.TIpoenenne paboThl ¢ OOpAICHUAMI
rpaxkIaH.
15.TTpoBeieHre KOHTPOIIS 32 CPOKOM
UCIIOIHCHUS JIOKYMEHTOB:
- TeKyIIero;
- IpexynpeIuTesIbHOrO;
- HTOTOBOIO;
- aBTOMATHU3HPOBAHHOTO.
16.1IpoBenenue KOHTPOJIS 3a
UCIIOJIHEHHEM OOpAIeHHI Tpak/IaH.
17 IlpoBenenre KOHTPOIIS 3a
0(hOpMIICHHEM OTBETOB U CPOKOB.
18.ITpoBenenue SKCIEAUIUOHHON
00pabOTKHU IOKyMEHTOB.
19.CocraBnenne HOMEHKIATYPHI JEL.
20.®opmupoBaHue Jiei.
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21.TIpoBepka MpaBHILHOCTH OQOPMIICHUS
JOKYMEHTOB U OTMETKHU 00 UX
WCTIONHEHUH AJ151 POPMUPOBAHHUS B

JelI0.

Tabauua NelQ
HNmeTts npakTHyeckuii Bunsb! n 00beM padoT Ha JoKyMeHT, NOATBEPKAAOIIUI
OnbIT IIPOM3BOJACTBEHHOM NMPAaKTHKe, Ka4eCTBO BbINOJHEHHUs padoT

TpeOoBaHMs K HX BHITIOJTHEHHIO W/ WJIH
YCJI0BHS BBITIOJTHEHHSA

1 2 3

- 110.1 Jenonpon3BoauTens OCYLIECTBISET B | - JHEBHUK IIPAKTHUKH;
AOKYMCHTalIMOHHOT'O YCIIOBHSX OPTaHU3ALMUH! - OTYET O TPOXOXKIACHUU MPAKTUKU
obecneuenus — TMPHUHUMATh U PErUCTPUPOBATH BKJIFOYUACT NEPEUCHb BBITNTOJTHCHHBIX
JICATCIILHOCTH MaHUIYJIALUI c KazaHUuEM X

IIOCTYIIaro
OpraHu3aluu yHnaromyto M N
KOPPECIOHACHIINIO, KOJIMYECTBA, TEKCTOBBINU OTYET,
— HAIPaBIATh €€ B CTPYKTYPHBIE ColEpKallnu aHaJIn3 yCIIoBU1
IOIpa3IeICHUA OpraHu3aliu. MPOXOXKIACHUSA IIPAKTUKKU C BBIBOJaAMU U
—  0(OpPMIATH PErHCTPALOHHEIE HpEIUIOKCHIAMH,
KapTOYKHU U CO3/[aBaTh OAHK JaHHBIX. | -~ XaPAaKTCPUCTHKA, TOAMMCAHHASA o61MM

— BECTH KapTOTEKY ydeTa NPOXO0KICHUS
JIOKYMEHTaJIbHBIX MaTEPUAIIOB. IMPAaKTHUKHU, 3aBCpCHHAad [1€4aThbro

MEIULMHCKOW OpTraHu3allly;

- BBIITICKA U3 3aYCTHOM BEITOMOCTH.

KoHTpo/1bHO-01IEeHOYHBIE CPeIcTBA NPON3BOACTBeHHOI npakTuku (IT11)

1. Bonpoch! 110 3HAHUIO HOPMATHUBHBIX JOKYMEHTOB

1.

®3 No 125-03 «O6 apxuBHOM gene B Poccuiickoit ®Denepamum». OOmme
nosnoxenus. [Ipenmer perynupoBanusi. OCHOBHbIE OHSITHSI.

@3 Ne 125-®3 «O6 apxuBHOM aene B Poccuiickoit deneparuny. YpaBieHHe
apXUBHBIM Ae710M B PO. XpaHeHue U yueT apXUBHBIX JOKYMEHTOB.

®3 No 63-O3 «O6 »nexkTpoHHo mnoanucu». OOume mnonoxenus. I[Ipeamer
perynaupoBanusi. OCHOBHbIE TTOHSITHS.

@3 No 63-03 «O06 >neKTPOHHOU MOAMUCH». Y CIOBUS NMPU3HAHUSA 3JIEKTPOHHBIX
JIOKYMEHTOB,  TOAMUCAHHBIX  DJEKTPOHHOW  TMOJAMKMCHIO, PaBHO3HAYHBIMU
JOKyMEHTaM Ha OyMaXHOM HOCHUTEJNE, MOAMHCAHHBIM COOCTBEHHOPYYHOM
MOJMUCHIO

@3 Ne 149-03 «O6 unHpopmanuu, HHGOPMALMOHHBIX TEXHOJOTUSAX U O 3allUTe
uHpopmarum». OOmme mnonoxkenusa. IIpeamer perynupoBanus. (OCHOBHBIC
MTOHSITHUSL.

®3 Ne 149-03 «O6 unpopmaiuy, HHGOPMAIMOHHBIX TEXHOJOTUSAX U O 3aIUTE
undopmaruny. Obnagarens nadopmaruu. [IpaBo Ha qocTymn kK HPOpPMAIIUU.

@3 Ne 98-®3 «O komMmepueckod TaitHe». OOmme mnonoxeHus. Illpenmer
perynupoBanusi. OCHOBHbIE MOHATHSI.
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8. ®3 Ne 152-®3 «O mepcoHanmbHbIX maHHBIXY». OOmue monoxenus. [Ipemmer
perynupoBanusi. OCHOBHbIE TTOHSTHS.

9. @3 No 152-03 «O nepcoHalnbHBIX AaHHBIXY». OO0s3aHHOCTU Omeparopa mpu coope
NEPCOHANBHBIX JIaHHBbIX. JIWIla, OTBETCTBEHHBIE 3a OpraHU3alMI0 O00pPabOTKH
NEPCOHANBHBIX JJAHHBIX B OpraHU3aIUsX.

10.03 Ne 59-®@3 «O mnopsiake paccMOTpeHHsi oOpaiieHuid TrpaxiaaH Poccuiickoit
Oenepanuny». O6mue nonoxeHus. [penmer perynupoBanus. OCHOBHbIE TTOHSTHS.

11.®3 Ne 59-03 «O mopsiake paccMOTpeHUs oOpaiieHuil rpaxiaaH Poccuiickoit
®enepaunn». Paccmorpenue oOpamenus. Cpokd pacCMOTPEHHS MUCbMEHHOIO
oOpanieHus. JINUHbIN MpUeM rpakaaH.

12.T0OCT P 7.0.8-2013 «CUBU /. Ienonpon3BOACTBO U apXUBHOE JAeN0. TepMUHBI U
onpenenenusi». 'OCT P NCO/MBK 26300-2010 «Dopmatr Open Document jist
O(UCHBIX TPUIIOKEHUIN.

13.TOCT P 52294-2004 «DneKkTpOHHBIA pErJaMEHT aJMHHHCTPATUBHOW U
Cityke0HOM esTeTbHOCTH. OCHOBHBIE TTOJIOKEHUS.

14.TOCT P 53898 «TpebGoBanusi K 3JEKTPOHHOMY COOOIICHHUIOY.

15.'OCT P CO 9001-2015 «Cucrembl MeHEeKMEHTa KauecTBa. TpeOoBaHUY;

16.«TpeboBanuss I'CHOY (T'ocymapcTBeHHass cucTteMa JOKYMEHTAIMOHHOTO
oOecrieueHus yIpaBJICHUS )».

17.«IIpaBuna nenonpou3BoCTBA B eiepaabHbIX OpraHax UCIOJHUTEILHOM BIACTIY,
yTBepKIAeHbI noctaHoBieHneM [IpasurensctBa PO ot 15.06.2009 Ne 477.

18.«MeTomuyeckue  peKOMEHIAITUN o pa3paboTke WHCTPYKIHI o
JENONPOU3BOACTBY B  (pelepanbHBIX OpraHax HUCHOJIHUTEIBHOM  BJIACTHY,
yTBepKIeHbI npuka3zoMm Pocapxusa 23.12.2009 Ne 76.

19.«IlepeueHb THUITOBBIX YIIPaBICHYCCKUX apXWBHBIX JOKYMEHTOB, 00pa3yIOINUXCS B
npolecce JeATEIbHOCTH TOCYJApCTBEHHBIX OPraHOB, OpPraHOB  MECTHOTO
CaMOyIpaBJ€HUS W OpPraHU3alil, ¢ YKa3aHUEM CPOKOB XPaHEHUs», YTBEPKICH
npukazoM MunuctepctBa KyabTypbl PO ot 25.08.2010 Ne; 558.

20.0K 011-93 «O6mepoccuiickuii kjaccupuKaTop ynpaBIeHUYECKONH TOKYMEHTAIIUN)
(OKVY II) (xmacc 0200000), yrBepkaeH nocranosiienrem ['occtangapra Poccuu ot
30.12.1993 Ne 299.

N

HpaKTqucmle 3alaHUA:

OdopMuTh yUpeIUTEILHBIN T0TOBOP

OdopmuTth ycTaB opranu3aiuu

Odopmuts nostoxkeHne 00 opraHu3aIuu

OdopmuTh MITaTHOE pACTIHICAHHE

OdopMuUTh IPaBUIIO BHYTPEHHETO TPYAOBOTO PacIopsiiKa
OdopmMuTh IpHUKa3 MO0 OCHOBHOM JCATEITHHOCTH
OdopMuUTh BEITUCKY U3 MMPUKA30B

OdopmuTh pacnopsikeHue

. Odopmuts ykazanue

10 Odopmuts ciryxebHoe MHChbMO

11.0dopmuTth uchbmMo, neperaBaeMoe AIEKTPOHHON OUTON
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12.0dopmuTts TEnerpamMmy, Tenekc, gpaxc, TeaepoHorpaMmy
13.0dopmuTh AOKIAIHYIO, CITYKEOHYIO 3aIMUCKY
14.0dopmMuTh 00BACHUTETHHYIO 3AMMUCKY

15.0dopmuTth cBOAKY

16.0dopmuTh 3aKinr0yeHne

17.0dbopmuTth 0T3HIB

18.0¢dopmuTth mporpammy

19.0dopmuTts m1aH

20.0¢opMuUTh pexiiaManuio
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6. KoHTpPO/IbHO-0LIEeHOYHbIE MAaTEePHUAJIBI 1JI51 IK3aMeHA
(kBaIM(PUKAIIUOHHOTO)
I. MACITIOPT
Ha3nauenue:
KOM npenna3HayeHbl JiS KOHTPOJIE M OLEHKA PE3yJbTaTOB OCBOCHUS
npodeccuonanbaoro Moayis [IM.01 JlokyMeHTanmrmoHHOE 0OecTieueHrue NeaTeIbHOCTH
opraamzaruu npodeccus CIIO 46.01.03 [denonpon3BOAUTENb.

I1. 3BAJAHHUE JJIA OK3AMEHYIOIIETI'OCA

3aoanue 1
Hncempykyua:

1. BHuMaTenbHO NpOYUTANTE 3a1aHUE;

2. Ber Moxetre Bocmosb3oBathess ['OCT P 7.0.97-2016 «Cucrtema cTaHmapTOB IIO
uHdopmaiuu, Ooudamoreunomy u uzaarensckomy geny (CUBUI). OpranuzannoHHO-
pacriopsiauTenbHas JokymMeHTanus. TpeboBanus k odhopmieHuto qokyMmentosy, 'OCT P
7.0.8-2013 «CUBU/I. Jlemonpon3BOICTBO U apXHUBHOE JCIIO.

3. Bpems BeimonHeHus 3aganus — 60 MUHYT.

Texcm 3a0anus:

Bam  HeoOXomguMo BaM  HEOOXOJMMO  BBINOJHUTH  psng  pabor 1o
JTOKYMEHTAIITMOHHOMY O0ECIICUCHHIO JEATCIIbHOCTH OpTaHU3aIiH.

[TonroroBeTe pabouee MECTO EIONPOU3BOIUTEIIS.
Bapuant Ne 1
1. TlpuHATH NOCTYNUBILYI KOppecnoHAeHlIMo. Onpeaenutb NpaBUIbHOCTD

obopmiieHUsT JTOKyMEeHTa B cooTBeTcTBUU ¢ TpeboBanusimu ['OCT P 7.0.97-2016
«CucreMa cTaHgapToB 1O HHGPOpMALMHM, OUOIMOTEYHOMY M H3AATEIBCKOMY JAEIy
(CUBUJ). Opra#auzaiiioHHO-paclopsiauTeIbHas JTOKyMEHTalus. TpeboBaHus K
o OpMIIEHHIO TOKYMEHTOB» (OTBET 000CHOBATh YCTHO). IIpon3BecTH mepBOHAYaIbHYIO
00paboTKy HOKyMeHTa, ero peructpauuto B JKypHanme u uniaekcauuw. OdopMuth
nepenavy JoKyMeHTa Ha ucnosHeHue (ucnonautens CunopoB T.J1). Cpok ucnomHeHus
JOKyMeHTa 3 JHsl.

2. 3apeructpupoBaTb B PETUCTPALMOHHOW KapTOYKE BXOJsIIEE CIy:KeOHOe

nmucbMo 0T OOO «AHJ/l» (nnsi BBINOJHEHUS 3aJaHUS UCIIOIb30BaTh KapTOTEKY).
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Ucnonantens AancumoBa H.K. Homep nema JI Ne 03-28.

3.  CocraBuTh MpPaBWIBHYIO  IOCIEJOBATEILHOCTh  3TamoB  00pabOTKHU
OTIIPaBIISIEMBIX TOKYMEHTOB.

4. OTnpaBUTh KCIOJHEHHYIO JOKYMEHTAIMIO C «pabouyero Crojia» KOMIIBbIOTEpa
(cmy)xeOHOE€ THUCBMO KaJpOBOMY areHTCTBY «3Be3na-M») IO 3JIEKTPOHHOW IIOYTe,
3aperucTpupoBaTh JOKYMEHT B JKypHaie peructpauuu UCXOIAUIel KOPpEeCHOHIECHIUH.
Howmep nena, B koTopom HaxoauTcs Komust fokymenta Ne 01-72.

5. CocraButh u opopmuts ¢ ucnosb3oBanueM UKT ciyxebnyro 3amucky Neb ot
05.08.2013 navanbHuKka otaena ympasieHus nepcoHanom IlerpoBoit M. C. Ha ums
HayaJlbHUKA OTAeNa MH(OpPMAMOHHBIX TexHosoruii Banosa B. WM. o pemonTe (3amene)
KOMIIBIOTEDA.

TekcT ciy»eOHOM 3amuCcKu

Hosoxy mo Bamero ceegenmsa, uro c¢ 30 mroma 2013r. B 3aKkpemiIeHHOM 3a
cnenuatucToM orgeda CymprHosod M.IO. mepcoHaTpHOM KOMIBIOTEPE PETYIAPHO
TIIPOMCXOJAT COOH NPOTPAMMHOTO OOECTIEUCHHA.

B cBasum ¢ TeMm. 4ro ocHOBHOM 00BeM padoTel CwmmprHOBa M.IO. BBRImMOIHAET C
MOMOIIBI0 MPOTPaMMHOTO OOECNICYEHHA HA MEPCOHATHHOM KOMIBIOTEpPE, INpPOIY B

Kp&T‘I&fIIIIHC CPOKH IIPOU3BECTH PEMOHT JdHHOI'O KOMITBHOTEPA HIH €TO 3aMCHY.

III. MAKET 9K3AMEHATOPA
3.1. YCJIOBUA

KonnuecTBo BapraHTOB KaXKI0T0 3aJaHUA JIJIs1 SK3aMEHYIOIIETrocs: O MITYK.

Bpewms BbITIOTHEHUS KaXA0T0 BapuaHTa 3a1anus 60 MUHYT.

VY ¢a0BUS BRIMOTHEHUS 3aJaHUM:

3ajaHue BBITIONHSETCS B Yy4eOHOM KaOWHETe KOoJuIe/pKa, TJe OpraHu3oBaHo 3 pabodnmx Mecra
JIEJIONPOU3BOAUTENECH.

OO6opynoBaHNE U TEXHOJOTUYECKOE OCHAIICHUE PA0OYUX MECT:
1. KommproTep Ansi KakIOTO HSK3aMEHYIOUIETO, C JUICH3MOHHBIM IMPOTPAMMHBIM
o0ecrieyeHueM
MOY
Crennep
[Tanku-ckopocmIMBaTeNIN

o s N

bymara
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dannpl

Hoxuauisl

Kinei kanuensapckuii
. Kapanpamm

© oo~

10.Pyuku
11.bnaHKu TOKYMEHTOB, )KYPHAJIbI perucTpanuu

Hngpopmayuonnvie ucmounuku ona odyvaruiezoca:
OCHOBHbI€ HCTOYHUKH:

1. AnekceeBa, T. B. JlokymeHnTanmonHoe obecrnedyeHue yrpapienus: yueOHuk / T. B.
Anekceesa, O. A. Crpaxos. - Mocksa : Yauepcuret "Cuneprus', 2020. - 132 c. -
ISBN 978-5-4257-0402-3. — Hoctym u3 DbC «KoHCynpTaHT CTyneHTa». - TeKcT:
AIEKTPOHHBIN.

2. ApacnanoBa, B. A. JlokymeHTarmoHHOe oOeclieueHre YMpaBICHUS: Y4eOHO-
npakTHYEeCKOe MocoOue B cxeMmax, Tabnuiax, ooOpasmax / B. A. Apacnanosa. -
Mocksa ; bepmun : [lupekr-Menua, 2020. - 265 c. - ISBN 978-5-4499-1454-5. —
Hoctyn 3 9bC «KoHCYyIbTaHT CTyeHTa». - TEKCT: ANEKTPOHHBII.

JAONOJIHUTEIbHbIE HCTOYHUKH:

1. ApacnanoBa, B. A. CuyxeOHble JTOKYMEHTHl : QOPMYJSIpbl U HpPHUMEPHI
odopmiieHusi. ATr00M : yueOHO-TIpakTH4Yeckoe nmocooue / B. A. Apacnanona, E. C.
Bypmuctposa. - Mocksa ; bepmun : Tupexr-Menua, 2020. — 107 c. — ISBN 978-5-
4499-1453-8. — Jloctym wu3 OBbC «Koncynbrant ctynenta». - Tekct:
3JIEKTPOHHBIN.

2. bacakoB, M. W. enonpousBoactBo [J/lokyMeHTalmoHHOE oOOecmeYeHue
ynpasienus| : yueonuk / M. . bacakos, O. . 3ambinikoBa. — U3a. 14-e, nepepao.
— PoctoB-nHa-/lony : ®enukc, 2014. — 376 c. - ISBN 978-5-222-23063-3. — [loctyn
n3 DbC «KOHCYIbTaHT CTyIeHTa». - TEKCT: 3JIEKTPOHHBIMN.

3. Jlemompou3BoICTBO M JApyrue acrekThl padothl cekperaps / Ilox. pen. I'. TO.
KacesanoBoii.- MockBa : ABAK, 2023. — 304 c. — ISBN 978-5-9748-0677-3

4. Kopene, U. K. [lenompousBoacto. OOpasiel, nokyMeHTh. OpraHuzamus u
TexHosiorus padotsl. bosee 120 nokymentoB / U. K. Kopenes. - 3-e¢ uza. — Mocksa
: biok-IIpunT, 2023. — 480 c. - ISBN 978-5-6047980-5-8.

5. TarapuukoB, M. A. [/le1onpou3BoACTBO B MEAUIMHCKUX opranuzauusax / M. A.
TarapaukoB. - MockBa : [DOTAP-Menua, 2016. — 232 c. — ISBN 978-5-9704-
3781-0. — Hoctyn u3 ObC «KoHCcynpTaHT cTyneHTay. - TeKCT: 3JeKTPOHHBIM.

HopmaTuBHasi JIOKyMeHTALIUA:

17. I'oCt P 7.0.97-2016 Cucrema crangapToB 10 HWHGOPMAIIHH,
oubmuoreunomy u  wm3garenbckomy — geny  (CUBUJ]).  OpranuzanuoHHO-
pacnopsuTenabHas JOKyMeHTauus. TpeOoBaHuss K O(QOPMIEHHIO JOKYMEHTOB (C
N3menennem N 1) : yTBepxaeH W BBeldeH B jeiictBue Ilpukaszom DenepanbHOro
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https://docs.cntd.ru/document/456036479

AareHTCTBA MO0 TEXHUYECKOMY PETYJIUPOBAHUIO M METPOJOruu oT 8 nekadps 2016 r. N
2004-ct : BBeneH B3ameH [OCT P 6.30-2003 : nara BBenenus 2018-07-01 / pazpabotan
denepaabHbIM OI0I’KETHBIM YUPEKICHUEM "Bcepoccuiickuit HAy4HO-
HCCIIEIOBATENIbCKUA UHCTUTYT JIOKYMEHTOBeJeHus u apxuBHoro aemna" (BHUMIA]L)
denepanbHoro apxuBHoro areHrcTBa URL: https://docs.cntd.ru/document/1200142871
(marta oopamenus: 05.08.2023). — TekcT 3JIeKTPOHHBIH.

18. I'OCT P 7.0.8-2013 Cucrema cranmapToB 1o wuH(popmanmu,
oubmmoreunomy m m3aarenbckomy aeny JIEJIOITPOU3BOJACTBO M APXMBHOE
JNEJIO TepmuHbl M omnpeneneHus : YTBEPKIEH W BBelIeH B JAeiicTBue lIpukazom
deiepadbHOTO areHTCTBa M0 TEXHUYECKOMY PEryJIMPOBAHUIO M METPOJIOTHH OT 17
okTsa0ps 2013 r. N 1185-cr : BBenen B3amen [ OCT P 51141-98 : nara BBeneuus 2014-
03-01 / pazpaboran DenepalbHBIM OIOKETHBIM YyupexaeHueM '"Bcepoccuiickuit
HAYYHO-HUCCIIEIOBATEIbCKU WHCTUTYT JOKYMEHTOBEIEHHS M apXWUBHOTO jena"
(BHUMJA) denepanbHOro apXHUBHOTO areHTCTBa URL:
https://docs.cntd.ru/document/1200108447?ysclid=lur783iebm64685020 (mara
obpamenus: 05.08.2023). — TekcT 3IE€KTPOHHBIM.

19. I'OCT P 50922-2006 3ammra wundpopmanuu. OCHOBHBIE TEPMHUHBI H
OTpENICIICHNS : YTBEPKAEH U BBeAeH B AcicTtBue [Ipukazom DejiepanbHOrO areHTCTBa
0 TEXHUYECKOMY PEryJIMpOBAHHUIO U METposoruu oT 27 nekabps 2006 r. N 373-cr :
BBenaeH B3ameH ['OCT P 50922-96 : mara BBemenus 2008-02-01 / paspabortan
@enepanbHbIM  TOCYAAPCTBEHHBIM  YUpeXAcHUEM ''['OCyIapCTBEHHBIM  HAay4dHO-
HCCIICIOBATENIbCKUNA  MCIBITATEIbHBIM  MHCTUTYT MPOOJEM TEXHUYECKOW 3alluThl
uHpopmaruu DegepanbHON CIYKOBI M0 TEXHUYECKOMY M AKCIIOPTHOMY KOHTPOJIIO"
(ory "THUMNA I[IT3U OCTOK Poccun") URL:
https://docs.cntd.ru/document/1200058320 (mara oOpamenus: 05.08.2023). — Tekcr
3JIEKTPOHHBIM.

20. O nepcoHanbHbIX AaHHBIX : DenepanbHblil 3aK0H oT 27.07.2006 N 152-D3

[mpunsaT [ocymapcrBennoit Jymoir 8 wurons 2006 roma : omobpen CoseToMm
@eneparun 14 wrons 2006 roma] / URL: https://docs.cntd.ru/document/901990046
(mara oopamienus: 05.08.2023). — TekcT 3JIEKTPOHHBIM.

21. O6 wunbopmanyu, HHOOPMAIMOHHBIX TEXHOJOTUAX M O 3alluTe
uHpopmanmu : DepepanbHbii 3akoH oT 27.07.2006 N 149-®3 : [OpussAT
I'ocynapctennoit Jlymoii 8 utosnsa 2006 roaa : onoopen Cosetom ®denepanuu 14 urons
2006 rtoma] / URL: https://docs.cntd.ru/document/901990051 (mara oOparieHus:
05.08.2022). — TekCT 3JIEKTPOHHBIN.

22. O s3bikax HaponoB Poccuiickoit @enepanuu. O mnopsKe BBEICHUS B
nevictBue 3akoHa PCOCP "O s3epikax HapomoB PCOCP". leknapauus o s3bIKax
HapoaoB Poccun : 3akon PCOCP ot 25.10.1991 N 1807-1: [mpunst BepxoBHbIM
CoeTom PCOCP 25 OKTSIOpS 1991 rojaj / URL:
https://docs.cntd.ru/document/9003298?section=text (nara oOpamenus: 05.08.2023). —
TEeKCT 3IEKTPOHHBIMN.

23. O TocynapcrBennom repbe Poccuiickoit ®deneparuu : DenepaibHbIi
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https://docs.cntd.ru/document/456036479
https://docs.cntd.ru/document/456036479
https://docs.cntd.ru/document/1200031361
https://docs.cntd.ru/document/1200142871
https://docs.cntd.ru/document/499077758
https://docs.cntd.ru/document/499077758
https://docs.cntd.ru/document/499077758
https://docs.cntd.ru/document/1200003829#7D20K3
https://docs.cntd.ru/document/1200108447?ysclid=lur783iebm64685020
https://docs.cntd.ru/document/902078577#64U0IK
https://docs.cntd.ru/document/902078577#64U0IK
https://docs.cntd.ru/document/1200004674#7D20K3
https://docs.cntd.ru/document/1200058320
https://docs.cntd.ru/document/901990046
https://docs.cntd.ru/document/901990051
https://docs.cntd.ru/document/9003298?section=text

KOHCTUTYLIMOHHBIN 3ak0H OT 25.12.2000 N 2-®K3 : [mpunst ['ocynapctBenHoit Jlymoi
8 nexabps 2000 roxa : ogobpen Coerom dexaeparuu 20 nexadbps 2000 roga] / URL:

https://docs.cntd.ru/document/901777631 (mara oOpamenus: 05.08.2023). — Tekct
ANEKTPOHHBIN.

24. O rocynapcrBenHo# TaitHe : 3akoH P® ot 21.07.1993 N 5485-1 : [mpunsT
[Tpesunentom P® 21 urons 1993 roma] / URL: https://docs.cntd.ru/document/9004687
(mara oopamenus: 05.08.2023). — TekcT 3JIeKTPOHHBIH.

25. O kommepueckol Taiine : @enepanbHbiid 3ak0H OT 29.07.2004 N 98-D3 :
[mpunsT ['ocynapcrBennoit Jlymoit 9 utonst 2004 rona : onodbpen Coserom deneparuu
15 wmiona 2004 roma] / URL: https://docs.cntd.ru/document/901904607  (mara
obpamienust: 05.08.2023). — TekcT 3IEKTPOHHBINA.

26. 06 00s3aTenbHOM J3K3EeMIUIIpE JOKYMEHTOB : DenepaibHbIi 3aKOH OT
29.12.1994 N 77-®3 : [mpunsar ['ocynapctBenHout ymoit 29 nmexabpst 1994 rona] /
URL.: https://docs.cntd.ru/document/9010116 (mara oOpamenus: 05.08.2023). — Tekct

AIEKTPOHHBIN.

27. 06 anextponHoi moamucu : DexepanbHbiii 3akoH OT 06.04.2011 N 63-D3
[mpunsaT ['ocynmapctBennod Jlymont 25 wmapra 2011 roma : omobOpen CoBerom
®eneparun 30 mapta 2011 roma] / URL: https://docs.cntd.ru/document/902271495

(mara oopamenus: 05.08.2023). — TekcT 3JIEKTPOHHBIH.

28. O6 apxuBHOM gene B Poccwmiickoii @enepanuu : DenepaidbHbIE 3aKOH OT
22.10.2004 N 125-®3 : [mpunsar ['ocymapctBennoit Jymoii 1 oktsa6ps 2004 rona :
omoopen  Cosetrom  ®emepanum 13 okTtsao6ps 2004 roma] /  URL:
https://docs.cntd.ru/document/901912288 (nara oOparenus: 05.08.2023). — Tekct

AIEKTPOHHBIN.

29. O mopsiake paccMOTpeHusi obpareHuil rpaxknaan Poccuiickoit depepanuu :
®enepanbHbiil 3ak0H 0T 02.05.2006 N 59-@3 : [mpunsar ['ocynapcrBenHoi ymoit 21
ampenst 2006 rona : omoopen Coerom dDeneparnuu 26 anpens 2006 roga] / URL:
https://docs.cntd.ru/document/901978846 (mara oOpamenus: 05.08.2023). — Tekct

AIEKTPOHHBIN.

30. O6 obecneyeHNM M0CTyIa K MHPOPMAIIMK O NEATSILHOCTH TOCYIAapPCTBEHHBIX
OpPraHoOB M OPraHOB MECTHOTO caMoymnpasieHus : PeaepanbHsbiil 3akoH ot 09.02.2009 N
8-®3 : [mpunsar ['ocynapctBennoi Jlymoii 21 suBapst 2009 roxa : omoopen CoeTtom

@Oeneparum 28 saBaps 2009 roma] / URL: https://docs.cntd.ru/document/902141645
(mara ob6pamenus: 05.08.2022). — TekcT 37I€KTPOHHBIMH.

31. O6 opranuzau MPeAOCTABICHUS TOCYIaPCTBEHHBIX U MYHUITUIIATBHBIX YCIYT
: @enepanbhbiil 3akoH 0T 27.07.2010 N 210-®3 : [mpunsar ['ocyaapctBennoi Jlymoii 7
nronst 2010 roma : omobpen Coerom dDepeparuu 14 uroms 2010 roma] / URL:
https://docs.cntd.ru/document/902228011 (mara oOpamenusi: 05.08.2023). — Tekct

3JIEKTPOHHBIN.

32. I'OCT P 53898-2013 Cucrembl 3JIEKTPOHHOTO JTOKYMEHTOOOOPOTA.
B3aumopeiicTBue cucteM ympaBieHUS JAOKyMEHTaMH. TexHuueckue TpeOOoBaHUS K
AJIIGKTPOHHOMY COOOIICHHWIO : YTBEPKIEH H BBeleH B JeicTBue llpukazom
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denepanbHOTO areHTCTBA MO TEXHUYECKOMY PETYIMPOBAHUIO W METPOJOTHU OT 8
Hoss0pst 2013 r. N 1465-ct : BBeneH B3ameH ['OCT P 53898-2010 : mara BBegeHUSA
2014-09-01 / paszpaboran OOImECTBOM C OrpaHUYEHHOW OTBETCTBEHHOCTHIO
"Onektponusie OducHpie Cucrempl (mpoektupoBanue u BHeapenue)' URL:
https://docs.cntd.ru/document/1200108037 (mara oOpamenus: 05.08.2023). — Tekcr
ANEKTPOHHBIN.

33. I'OCT P 54471-2011 Cucrembl 3JIEKTPOHHOTO JTOKYMEHTOOOOPOTA.
VYmpasnenune nokymenrtanuend. Mudbopmarus, coxpansemass B JJIEKTPOHHOM BHJC.
Pexomenmanmm mo oGecrieuenuto gaocrtoBepHocTd u HaaexkHoctd (Mmentuuen (IDT)
ISO/TR 15801:2009) : yrBep:kaeH u BBeAcH B aeiicTBue [Ipukasom DeaepaibHOro
areHTCTBA 110 TEXHUYECKOMY PETYIUPOBAHUIO B MeTpoaoruu ot 18 oktsops 2011 r. N
466-cT : BBenmeH BmepBhie : mara BBeacHHs 2012-08-01 / paspaboran OOGIIECTBOM C
OTPaHUYECHHOU OTBETCTBEHHOCTHIO "DJIEKTPOHHBIE Oducubie Cucremsl
(mpoexktupoBanue u BHenpenue)" URL: https://docs.cntd.ru/document/1200093863
(mara oopamenus: 05.08.2023). — TekcT 3JaEKTPOHHBIH.
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9TAJIOHBI OTBETOB K 3AJJAHUSM U1 DK3AMEHYIOHIETI'OCSA
1. O6yuaromuiicst roToBUT paboyee mecto ¢ yuetoM TpeboBanuii CanlluH 1.2.3685-21

"I'uruennyeckue HOPMATUBBLI U TpeOOBaHUS K OOECICUCHHIO O€30MacHOCTH U (UJIN)
Oe3BpeTHOCTH JJIs yesioBeKa ¢akTopoB cpeanl ooutanus" ot 28.01.2021 r. u npaBui
TeXHUKH Oe3zomacHOCTH coryacHo Ilpukazy MuHHCTepcTBa Tpylda M COLUAIBHOM
3amuTel PO ot 29.10.2021 1. N 7748 «O0 yTBepXJIeHHH OOIUX TpeOOBaHUHN K
opraHu3aiuu 0e30MacHOCTU pabovyero MecTay; COOJII0JaeT BCce TPEeOOBaHUS OXPaHbI
Tpy/Za, TMPOTUBOIMOKAPHON OE30MaCHOCTH M TEXHUKH OE30MacHOCTH MpU pabdoTe ¢
OPTTEXHUKOM.

HauanesHHKY oTXena

HHpOPMAHOHHBIX TEXHOIOIHI

CJIV/KEBHAS 3AIMHCKA Hsanony B. H.

05.08.2013 Ne 5

0 peMOHTE (3amene) KOMOBWTEPA

HawairpHHEa oTacTa YHOpaeJICHHA
NEpCOHATOM

Ietporoit H. C.

Jdopoxy gm0 Bamero ceeaenma, wro ¢ 30 moaa 2013r. B 3akpenieHHOM 32
cneunadHcToM oTaeda CaympHoeBoit M.IO. nepcoHaTsHOM KOMIBIOTEpE PperyIApHO
NPOHCXOJAT COOH MPOrPaMMHOIO OdecnedeHHA.

B cBasH ¢ TeM., 4YTO OCHOBHOH 00BbeM padorel CumpHoea M.IO. BRmoaHAeT ¢
NoMOIIBED HPG[’FEmﬂiOI’O GEECHE‘IEHHJI Ha I'[C'PCDHH..'II:HDM KG.\I]'IBIOTEPE_. ﬂPOII[} B

xpa‘rqaiimnc CPOKH MPOH3IBCCTH PEMOHT JaHHOIND KOMMOBHOTCPA HIH €TI0 3aMCHY.

Havaasuux otaena H.C. Iletposa

(THYHAS TOIMHCE)
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7. KPUTEPUU OLNEHKH

3apanue Ne

OunenuBaemble
KOMIIeTeHIMH

Iloxka3aTe/id OlIEHKH pe3yJjabTarta:

CoOuroieHue TeEXHUKU
0e301acHOCTH MPH
BBIIOTHEHUHN 3aJaHHH.

OK.3.AHanu3upoBaTh
pabovyI0 CUTYAIHIO,
OCYILECTBISTh TEKYIIHN 1
HUTOTOBBIN KOHTPOJIb,
OLICHKY Y KOPPEKIHIO
coOcTBEeHHOI
JIeSITeIIbHOCTH, HECTH
OTBETCTBEHHOCTH 32
pe3yabTaThl CBOCH

- MMPaBUJIIBHOCTDb OCYUICCTBJICHUA
CaMOCTOATCIIBHOI'O  TEKYILIETO KOHTPOJA CO
CTOPOHBI UCIIOJTHUTEIIA.

paboTEHI.

1. | A) Ilpunsrs IIK 1. IlpuauMats u - IpuéM KOPPECTIOHICHITNN B COOTBETCTBHUU C
MOCTYNHBIIYIO pPETUCTPUPOBATH tpeboBanusimu 'OCT P 7.0.97-2016 «Cucrema
KOPPECTIOHACHIINIO. MTOCTYTIAFOIIYIO CTaHIAPTOB MO WHQOpMAIHU, OMOIMOTEIHOMY
Onpeaenurpb KOPPECIOHAEHIUIO, u W3aTEIbCKOMY ey (Cubu ).
IMPaBUJIBHOCTDb HaIpaBJIATb e€ B OpFaHI/BaHI/IOHHO'paCHOp}IILI/ITCJ'H)HaH
odopmiteHUs CTPYKTYpHBIC JMoKyMeHTalus. TpeOoBaHus K O(OPMIICHHIO
JOKYMEHTA B noJpa3aeNeHus JOKYMEHTOBY;

COOTBETCTBHH C OpraHu3alyu - TepBOHadanbHas 00pa0OTKa, pEerucTpanms,

TpeOOBaHUSIMHU.
b) [Ipoussectn
HEepPBOHAYATIBHYIO
00paboTKy
JIOKyMEHTA, ero
PETHCTpaNuIO B
Kypnane u
WHJIEKCAIIHIO.

B) OdopmuTs
nepeaavyy JTOKyMEeHTa
Ha UCTIOJTHEHHE.

IIK 2. PaccmaTpuBaTh
JOKYMEHTHI U TIepeaaBaTh
UX Ha UCIOJHEHHUE C
YYETOM PE30IIOLHNU
pyKoBoAUTENEH
OpraHu3alyu

OK.1. [lornmats
CYIITHOCTh ¥ COITHAIIBHYIO
3HaYMMOCTh CBOEH
Oynymieit nmpodeccum,
MPOSIBIIATH K HEHN
YCTOMUYMBBIN UHTEPEC.
OK.2. Opranu3oBsIBaTh
COOCTBEHHYIO
JIesITeIbHOCTD, UCXOMA U3
LIEJIM U CLIOCO0O0B ee
JIOCTHXKEHHS,
oTpeeIeHHBIX
PYKOBOJHTEIIEM.
OK.3.AHanu3upoBaTh
paboUyro CUTYaIHIO,
OCYILIECTBIISTH TEKYIIHN U
UTOTOBBI KOHTPOJIb,
OIIEHKY ¥ KOPPEKIIHIO
coOcTBEHHON
JIeATENIbHOCTH, HECTH
OTBETCTBEHHOCTH 32
pe3yJbTaThl CBOEH
paboThI.

HHACKCAlUsA JOKYMEHTA, B COOTBCTCTBUU C
tpedoBanmsimu ['OCT P 7.0.97-2016 «Cuctema
CTaHIAPTOB MO0 WHQOpMAIHH, OMOIMOTEIHOMY
u U3ATENECKOMY Jieny (CUbNL).
OpraHu3aloHHO-PacoOPANTEIbHAS
JOKyMeHTarust. TpeboBaHHs K OGMOPMIICHHIO
JIOKYMEHTOBY;

- 3aIIOJIHEHHUE B COOTBECTCTBHUU C TpeGOBaHI/ISIMI/I

BeJIECHUS Kypnana yuéra BXOIMIIEN
KOPPECTIOHACHITIHY;
-ONPECICHUE  MPABWIBHOCTH  O(OPMIICHHS

JOKYMEHTa B COOTBETCTBUM C TPeOOBAHUSIMH
I'OCT P 7.0.97-2016 «Cuctema cTaniapToB IO
UHQOpMAITUH, OnOMMOTEeYHOMY u
U3JATENECKOMY Jieny (Cubu ).
OpraHu3aioHHO-PacopAUTEIbHAS
JOKyMeHTanms. TpeOoBaHUS K OGOPMIICHHIO
JIOKYMEHTOBY;

- odopmwieHHEe TIepeJadyd JOKyMEHTa Ha
ucnonaenne B JKypHane yuéra mocTynaromei
KOPPECIIOH/ICHIINH;

- aKTUBHOCTb, WHHMILMATHBHOCTH B IpoLEcce
0CBOEHHS TPO(PeCCHOHATIBHOM AesITeIbHOCTH;

- OIpeneseHne 3aJa4 NEATEIIbHOCTH C Y4ETOM
[IOCTaBJIEHHOW PYKOBOJIUTENEM IIEIIH;

- popMyIMpoBaHE KOHKPETHBIX LIENed U Ha UX
OCHOBE TNIAaHUPOBAaHUE CBOEH NEATENFHOCTH;

- obocHoBaHMe BbIOOpa ¥  YCHEIIHOCTH
MPUMEHEHUS METOAOB U CHOCOOOB peIICHHS
npodecCHOHANBHBIX 3a1a4;

- TpaBWIBHOCTh ¥ aJICKBAaTHOCTH  OIICHKU
paboueii cuTyamuum B COOTBETCTBHU  C
MOCTaBJICHHBIMH LIENISIMH 1 33/1a4aMHu;

- IIPaBUIBHOCTh OCYILIECTBIICHUS
CaMOCTOSITEIIBHOTO  TEKYLIEro KOHTPOJIS €O
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CTOPOHBI UCIIOJTHUTCIIA.

3aperucTpupoBaTh B
perucTpaluoHHON

KapTouKe BXOAAIIEe
CiTy’ke0HO€ TTHUCHMO.

IIK 3.0dbopmitars
PErUCTPALiOHHBIC
KapTOYKHU U CO3/1aBaTh
OaHK JaHHBIX 3a/ad4.

- 3al0JIHEHHE PETHCTPAllMOHHO-KOHTPOJIBHBIX
KapTo4eK B COOTBETCTBUH C TpeOOBaHUSAMHU
I'OCT P 6.30-2003 «YHudpuuupoBaHHbIE
CHCTEMBI JTOKYMEHTAIlMH. YHH(UIUPOBAHHAS

[1K 4.Bectu kapToTeKy CHCTEeMa OPraHU3alMOHHO — PACTIOPSIUTEIbHOM
yuéTa mpOoXOKACHUS JOKyMeHTanuu. TpeboBaHus K OGOPMIICHHIO
JOKYMEHTAJIbHBIX JOKYMEHTOBY;
MaTepHajoB - pacmpeleneHre PEerMCTPAllMOHHBIX KapTOueK
OK 4. OcymiecTBIATh | IO pa3feiaaM KapTOTEeKH B COOTBETCTBUU C
MTOMCK uHpopmaruy, | TpedoBanusimu ['OCT P 7.0.97-2016 «Cucrema
HE0OX0 MO JUTSL | CTAaHAApPTOB MO WHGOpMAIWH, OHOIHOTEIHOMY
s pexTuBHOTO u M3IATETECKOMY JIemy (CUbU ).
BBITIOJTHEHHUS OpraHu3aioHHO-PacTopsAUTENbHAS
pohecCHOHATBHBIX JOKyMeHTarus. TpeboBaHHs K OGMOPMIICHHIO
3ajad. JOKYMEHTOBY;
- ONEpaTUBHbBIN TIOUCK HEO00XO MO
UHQOPMAIHH;
- otbop, o00OpaboTka W  pe3yNbTaTUBHOE
WCTIONB30BAaHUE HEOOXOAMMON WH(pOpMAaIIH
TUTST 3¢ (HEeKTUBHOTO BBITIOJTHCHHUS
poeccHoHaIBHBIX 3a/1a4.
CocTaBuTh IIK 5.0cymmecTBisTh - COCTaBIICHHE JTAIoB 00paboTku
MPaBUIBHYIO KOHTPOJIb 32 OTIPaBISIEMBIX JOKYMEHTOB COTJIACHO
MOCJIEe0BATENFHOCTh | MPOXOXKICHUEM AITOPUTMY;
3TanoB 00padoTKU JIOKYMEHTOB - ydacrtue B KOJUIEKTUBHOM HPUHITUH
OTIIPABIISIEMBIX OK.6. PaboTats B pemieHnii TO TIOBOAY BhIOOpa Hamboiee
JIOKYMEHTOB. KomaH/e, 3pekTuBHO 3G PEKTUBHBIX ITyTeH BBHITIOJIHEHUS PabOTHI;
o0Opamarecs ¢ KOJUIETaMu, | -  apryMEHTHPOBAaHHOE  IPEACTaBICHUE U
PYKOBOJCTBOM, OTCTaMBaHUE CBOET0 MHEHHS C COOJIOIEHHEM
KIIMEHTaMH. THYECKHUX HOPM;
CTETeHb BIIaJICHUS HaBBIKAMHU
0eCKOH(IMKTHOTO OOIICHNUS;
- COOIII0JICHNE TPHHITUIIOB MPOQpEeCCHOHATEHON
ITHKH.
A) OrnpaButb IIK 6.0TmpaBisaTe - OTIpaBKa JOKYMEHTA 3JIEKTPOHHOH 110YTOH;
UCIIOJIHEHHYIO WCIIOJIHEHHYIO - paboTa ¢ pa3TUUHBIMU BUJAMH HH(pOpMALIHH;

JIOKYMEHTAIIHIO C
pabouero croJja 1o
3JICKTPOHHOM TOYTE.

JIOKYMEHTAITUIO ajjpecaTraM
C IPUMEHEHUEM
COBPEMEHHBIX BHJIOB

- pesynpTaTuBHOE Hcmnoib3oBanne MKT u ux
MPUMEHEHUE B COOTBETCTBHUM C KOHKPETHBIM
XapakTepoM PO eCCHOHATLHOM e TeNFHOCTH.

b) 3apeructpupoBaTh | opraHW3aMOHHON
JToKyMeHT B JKypHaie | TeXHUKH
perucrpanuu OK.5. HcnonrszoBaTth
UCXOZIEN MH(POPMAaIIIOHHO-
KOPPECTIOHACHIINN. KOMMYHHKaIIMOHHBIE

TEXHOJIOTHH B

npohecCUOHANBHON

JIeSITEIbHOCTH.
CocTaBuTh u | IIK 7.CocTaBnare u - cocraBieHne H O(OpMIICHHE CITy>KEOHBIX
opopMuThH C | odopMIIATH CiTy>KeOHBIE JOKYMEHTOB B COOTBETCTBUHU C TPeOOBAHUSIMH
ucnonb3oBanneM WMKT | mokymentsl, matepuansi ¢ | [OCT P 7.0.97-2016 «Cuctema craHzapToB 1O
CITy)KEOHBIH WCTIOJIb30BaHUEM nHpOPMAITUH, OnOIMOTEYHOMY u
JIOKYMEHT. (hOopMyIIIPOB JOKYMEHTOB | U3JIATEIILCKOMY ey (Cubu ).

KOHKPETHBIX BUIOB
OK.5. Hcnonp3oBath
MHGOPMAIHOHHO-

Opranu3aluoOHHO-PACTIOPSAUTENbHAS
JNOoKyMeHTarus. TpeOoBaHUS K OGOPMIICHHIO
JIOKYMEHTOBY;
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KOMMYHUKAIIMOHHBIE - paboTa ¢ pa3IMYHBIMU BUIaMU HH(POPMAIINH;

TEXHOJOTUU B | - pesynbratuBHOE Hcnoib3oBaHue MKT u ux
npodeccuoHaNbHON NPUMEHEHUE B COOTBETCTBUU C KOHKPETHBIM
JIeATEITLHOCTH. XapaKkTepoM NpoheCCHOHATLHOM e TeILHOCTH.

2. IloaroToBIEHHBIN NPOTYKT:
- ohopmiteHHBIH JKypHa perucTpariy BXOIAIIEH KOpPECOHICHIIH;
- o(hOpMIICHHASI PETUCTPAIIMOHHAS KApTOYKa,;
- ohopmiieHHbIH JKypHan peructpaiy HCXOASAIIeH KOppEeCOHACHIINHY;
- COCTaBJICHHBIN CITy>KeOHBIN TOKYMEHT Ha KoMmIbloTepe B mporpamme Microsoft Word.

3. YcrHOE 000CHOBaHHME:
- 000CHOBaHHME TPAaBWJIBHOCTH O(OPMIIEHHUS JOKYMEHTa B COOTBETCTBUU C
tpeboBanusimu  ['OCT P 7.0.97-2016 «Cucrema cranmapToB 1o UH(pOpMaIUH,
oubnnoreuHoMy  uU  wu3garenbckomy  gaeany  (CHUBUN). OpraHuzaimoHHO-
pacnopsauTenbHas JokyMeHTalus. TpeboBanus kK 0pOPMIIEHHIO TOKYMEHTOBY;
- pa3bsCHEHUE MPABUIBLHON IOCIEI0BATEILHOCTH ATAaloB OOpaOOTKU OTIpPaBISIEMBIX
JOKYMEHTOB.
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