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BBOJHAS YACTD
1. HEJIM OCBOEHUA JUCHUTIJIMHBI (MOAYJIA)

[lenstMu  OCBOGHHWS  TUCHUIUIMHBI  (Moxynsi)  «JloKyMeHTaIlMOHHOE
obOecricueHne B TOCTUHUYHOM OW3Hece»  SABIAIOTCA  (OpPMHpOBAHHE Y
oOyJaromuxcss  OOMEKYIbTYPHBIX W TPO(EeCCHOHATBHBIX  KOMIETEHITUI
ycranoBieHHBIX PI'OC BO B mpoliecce OCBOSHUSI CHUCTEMBI TCOPETHUECKUX H
NPaKTUYCCKMX 3HAHMA W yYMCHMA B  OOJacCTH  JICJIONPOM3BOJCTBA H
JOKYMEHTOOOOpOTa, HANpaBICHHBIX Ha J(PQPEKTUBHOE JOKYMCHTAIMOHHOEC
oOecreYeHHe ACITEIPHOCTH B Chepe TOCTUHHUIHON MHIYCTPHUH.

2. MECTO JUCHUIUIMHBI (MOAYJIA) B CTPYKTVYPE OIIOIT BY3A

2.1. lucturumaa (Moyib) «JloKyMEHTAIlMOHHOE OOeCledYeHHe B TOCTUHUYHOM
Ou3Hece» OTHOCUTCS K BapuaruBHOM dactu bioka 1, b1.B.JIB nucuumivHbl 1Mo
Bb10OpY, b1.B./IB.4.1- BapuatuBHas 4acTb.

2.2. Jlns m3ydeHus TaHHOW AUCITUIUTMHBI (MOIYIIs ) HEOOXOIUMBI CIICAYOIIHE
MPEAIIECTBYIONINE TUCITUTIITUHBI:

OCHOBBI COLIMATILHOT'O TOCY1apCTBa

CepBucHas eaTeNbHOCTh

Opranu3zaiusi FOCTHUHUYHOTO Jena

2.3. TlepedeHp moCIEnyOMMUX AUCIUTUIAH, JJISI KOTOPHIX HEOOXOIWMBI 3HAHUS,
YMEHHUSI ¥ HaBBIKH, (OpPMHUpPYEMbIC TAaHHOW JUCIUILUIMHOMN:

CrangapTr3anusi 1 KOHTPOJIb KAYeCTBA TOCTUHUYHBIX YCITyT

["'ocTHHNYHEIN MEHEKMEHT



2.4. IlepeyeHb MIIAHUPYEMBIX Pe3yJIbTATOB 00yYeHHS MO AUCHHUILUIMHE (MOAYJII0), COOTHECEHHBIX ¢ IVIAHUPYEMbIMHU
pe3yJibTaTaMH OCBOE€HHSI OCHOBHOM NpodeccnoHaILHO 00pa3oBaTeJbHOI

WN3yyenne pmaHHOW NUCUMIUIMHBI HampapieHO Ha ¢opMmupoBaHue Yy oOydarommx oOmekyiabTypHbix (OK)
(obmenpodeccrnonanbHbix — OIK) KoMIIeTeHITHI:
No Howmep/u Comepxanue [TepedyeHs IIAHUPYEMBIX PE3YIHTATOB OOYUCHHS IO JTUCITUTIIINHE
o/ HJCKC Y — B pesynbpTaTe n3y4eHuns: AUCUUTUITMHBI 00YYarOIInecs TOJDKHBL:
KOMIIETE
I - (mm ee gacTm) 3HaTh VMers Biagets
1 2 3 4 5 6

OK-4 CIIOCOOHOCTB ° OCHOBBI FOCYJapCTBEHHOU | e BBIOWpATh B KOHKDPETHBIX | ® MOHATUHHBIM anmapaToM

HMCTIOIB30BATR MONUTUKKA B oOmacté wHbOpManuy, | mpodeccnoHaIbHBIX CUTYaUHUsX | JUCLUIUINHBI;
OCHOBEI HIPaBOBBIX UH(OPMALIHOHHBIX TEXHOJIOTHH, | HEOOXOAUMBIE HOPMATHUBHBIE IIPABOBHIE | o HABBIKAMH IIPaBUIBHOTO
;I;EEII:‘?H]?)IX C(bepax JOKYMCHTallU U ACJIOIIPONU3BOJCTBA, AKTbI u METOANYCCKUC OOKYMCHTHI, IIPUMEHECHHUSA HOPMaTUBHBIX IIPaBOBBIX
KU3HeXesTenbHOCTH | © HOPMAaTHBHO-TIPAaBOBBIC 1 | perIaMeHTUPYIOIIHe BOTIPOCHI | akTOB M METOAMYECKHX JIOKYMEHTOB,
METOIUYECKHUE JTOKYMEHTEI, | HOKYMEHTallHOHHOI'O obecneyeHus pETIIaMEHTUPYIOMUX  JTOKYMEHTALIMOHHOE
PEriIaMEeHTUPYIOIINE BOIMPOCHI | T'OCTUHHUYHOT'O OusHeca U C(l)epbl obecneyenue BCCX BHUIOB
1 JICJIONPOU3BOJICTBA, TypU3Ma,; npo()eCCUOHANBHON  JICATENBHOCTH B
: JOKYMEHTAIITUOHHOTO obecreueHusas o ° NIPUHUMATH TIPABUJIbHBIE PEIIEHUS], | TOCTUHUYHOUN WHOYCTPHUU U Typu3Me
JIOKYyMEHTO000POTa; B TOM YHCIE YIpaBICHYCCKUE, U|e MeTOoJIaMU paboTsl C
. OCHOBHBIE HOPMAaTHBHBIE | OCYIIECTBISATH BCE BUJIB | HOpMATHBHBIMH NPABOBEIMH aKTAMH;
[PaBOBbIC aKThI, PErVIAMEHTHPYIOLIUE | NPO(ECCHOHAILHON  JIEATENBHOCTh  Ha
FOCTUHUYHBIA Ou3Hec U  cdepy | OCHOBE HOPM IIpaBa,
Typu3Ma ] OIIEpUPOBATH  IOPUAUYECKUMU
MIOHATHUAMHU U KaTErOPUsAMHU;

OK-7 CIIOCOOHOCTD K . BHJIBI JIOKyMEHTAIlNH | o paszpabaTeiBaTh, COCTaBISTH U | ® HABBIKAMH Pa0OTHI C pa3HBIMU BHJIAMU
CaMOOpIraHusallii U | coppeMEeHHON OpraHu3aIui; oopMIIATH OCHOBHBIC BH/IBI M | JOKYMEHTOB W WX TIPUMEHEHHS B
caMo06pasoBaHIio . 0COOEHHOCTH JOKYMEHTHPOBAHWS | PA3HOBHIHOCTH yhpaBieHdecknx | MPO(ECCHOHAIBHON  JIEATEIBHOCTH B

2 YIPaBICHUECKON JesATeIbHOCTH B cdepe | HAOKYMEHTOB, BO3HHMKAIOIIUX B | chepe TOCTHHMYHOW UHIYCTPUH U
TOCTUHUYHOUN WHIYCTPUU U TYPU3MA; JIeSITeIIbHOCTH MIPEPUATHI U | TypusMa,

L4 Tpe60BaHI/I$I K IIOATOTOBKE,
COCTAaBJICHHUIO H O(bOpMJ'IeHI/IIO OCHOBHBIX

YUpEeXXIECHNH TOCTHHUYHOTO OW3HEca u
Typu3Ma,

® HaBbIKAMU JIOKyMEHTAJIBHOTO
o opMIIEHUS] OCHOBHBIX YIPaBJIEHYECKUX




BUIOB JOKYMEHTOB B TOCTHHHYHOM
OM3HECE U TypH3ME;

e crpykrypy
JI€TIOTIPOM3BOICTBEHHOM CITYKOBI,

00513aHHOCTH, MpaBa, OTBETCTBECHHOCTh €€
pabOTHHKOB;

o TIPUHIHITBI OpraHu3almu
JICTIONPOU3BOJICTBCHHOTO O0CITY)KUBAHHS;

o MpaBUiIa OpraHu3aluu padboThl C
JOKYMEHTAaMH B OpraHax BIIACTH U
yIIpaBIICHMUS, B YUPEXKICHUAX W
OpraHu3aIysX;

o OPUHIMIIBL W OCOOCHHOCTH
OpraHM3allid  JIeJIONPOU3BOICTBEHHOTO
00CITy)KUBaHHUS B TOCTHHUYHOM
UHIYCTPUY,

o 0COOEHHOCTH
JOKYMCHTAIMOHHOT'O O6eCHC‘IeHI/ISI B
VUPEHKICHUSIX u MPEIIPUATHIX
TOCTHHUYHOTO OW3HEca W TypH3Ma IMpH
paboTe ¢ mapTHepaMu, KIMEHTaMH;

L4 ImpaBuIa CHUCTEMATHU3AllNH
JAOKYMCHTOB;

L4 Tpe60BaHI/I$I K COCTaBJICHHUIO
HOMCHKJIATYPBI ACJI;

L OpraHuvs3aiuro OIEPaTUBHOI'O

XpaHCHHUd OJOKYMEHTOB W IOATOTOBKH
JIOKyMEHTOB K Iepeiadye B apXuB;

o COBpEMEHHbBIE CHUCTEMBI
ABTOMATH3alMH  JICIONPOU3BOJICTBA U
JIOKYMEHTO000pOTA;

o OCHOBHBIC HAITPaBJICHUA pa3BUTHUA
u nyTn COBCPUICHCTBOBAHUSA
JISIONPOU3BOJICTBA  MPEANPUATHIA U
YUPEXKJEHU TOCTHHUYHOTO Ou3Heca u
Typu3Ma B YCIIOBHUSIX NPHUMEHEHUS HOBBIX

J OTepaTUBHO paboTaTh C pasHBIMU
BUJAaMU TOKYMEHTOB;

J BHEIIPATD palOHATBHYIO
TEXHOJIOTHIO TIpHEMa, HPOXOKICHUS, H
OTHPaBKH JTOKYMEHTOB (xax B
TPaJULUOHHBIX YCIOBHSAX, Tak H B
yCHOBUSIX ~ pabOTBI € NIPUMEHEHHEM
CPEIICTB BBIYHUCIUTEIbHON TEXHHUKH);

. OpPTraHU30BbLIBATH yueT u
pETUCTpaLKIO JOKYMEHTOB;

. dopmupoBaTh U BecTH  0a3skbl
JAHHBIX MO JOKYMEHTaM OpraHU3allly;

J CHCTEeMAaTH3UPOBATh JOKYMEHTHI H
(hopMupoBaTh UX B JI€TA;

o OpPraHU30BaTh TEKYIee XpaHEHHUE
JOKYMEHTOB;

o COCTaBIISITh  KJIAaCCH()UKAIIMOHHBIC
CTIPaBOYHHUKHU JIOKYMEHTOB
(HOMeHKJIaTypel feln, Kiaccu(puKaTopsl
Pa3IUYHBIX BHIOB JOKYMEHTOB, ITEPEYHU
JOKYMEHTOB C YKa3aHHEM CpPOKOB UX
XpaHEHHs) W  OpraHW3OBBIBaTh WX
BHEJIPEHHE B YUPESIKICHHUH;

o OpTraHU30BLIBATH CUCTEMY
KOHTPOJISI 32 UCTIOJTHEHHEM JIOKYMEHTOB U
OTIEpPaTUBHOE XPaHEHHE IOKYMEHTOB;

J MOJTOTaBIMBATh  JIOKYMEHTBI K
nepenade Ha XpaHEHUE B BEJIOMCTBEHHBIH
apxuB (OpraHM30BBIBATH ¥ TPOBOAHTH
9KCHEepPTH3y  LEHHOCTH  JOKYMEHTOB,
oOopMIISTE Jiena, COCTaBIATH Ha HUX
OITHCH).

HIpoueayp;

® HaBBIKAMH CaMOCTOATEIHHON
ITOATOTOBKH, COCTaBJICHUS U OPOPMIICHUS
OCHOBHBIX  BHJIOB  JIOKYMEHTOB B
TOCTHHUYHOM OM3HECE U TYpH3ME;

® HABBIKAMH CHCTEMAaTH3allii TOKYMEHTOB;
HaBBIKAMHU COCTaBJICHHS HOMEHKJIATYPHI
e,

® HaBBIKAMHU PAIMOHAIILHON OpraHu3aIuu
JIeJIOTIPOU3BOJICTBA M IOKYMEHTOO00POTa
MPENPUATHI u YUpEKICHUN
TOCTHHUYHOTO OM3HEcCa U Typu3Ma.

o,




MH(QOPMAIIMOHHBIX TEXHOIOTUH

OIIK-3 TOTOBHOCTh

MPUMEHSTH
HOPMaTHBHO-
MPaBOBYIO U
TEXHOJIOTHYECKYIO
JOKYMEHTAIHIO,
peryIaMEHTHPYIOILY
10 TOCTHHUYHYIO

3 JIeSITeTIbHOCTD

. CUCTEMY u CTPYKTYPY
3aKOHOJATENbCTBA B chepe
TOCTUHUYHOTO OM3HECA U TYPU3Ma,

. Koncturynuro PO,
MeXTyHapOIHbIE HOPMBI u
MEXIyHapOIHbIE JOTOBOPHI,

o 3aKOHBl M HWHbIE HOPMAaTHBHBIC
IPaBOBBIC aKThI, peryaupymoume chepy
TOCTUHUYHOU UHILyCTpUH,
TEXHOJIOTMYECKYIO JIOKYMEHTAIHIO,
PerIaMeHTHPYIOIIYIO TOCTHHUYHYIO
JeSITEIbHOCTb.

® [IPUMEHSATH CYLIECTBYIOIUE [IPABOBBIE . HaBBbIKaMU OpraHu3alnuu
HOPMBI, TEXHOJIOTHYECKYIO npo(ecCUOHATBHON JAEATENBHOCTH B
JOKYMEHTAIIMIO, PErJIaMEHTUPYIOLIYIO cpepe TOCTMHMYHOM  MHIYCTPUH B
TOCTUHUYHYIO JESITEIbHOCTD. COOTBETCTBUU C NPABOBBIMU HOPMaMH U

. NPUMEHATh CUCTEMY W CTPYKTYpy | TEXHOJIOIMYECKOH JIOKyMEHTalHeN.

3aKOHOJATENILCTBA B c()epe TOCTUHUYHOIO | © METOJaMHU HCIOJIb30BaHUs 3aKOHOB

Om3HEeca U Typu3Ma,

e mpumeHATs Konctutyuuto PO,

MEXIyHApOHbIE HOPMBI U UHIYCTPHHU, TEXHOJIOTHYECKYIO
MeXTyHapOIHBIE IOTOBOPHI B cepe AOKYMCHTAIIHIO, PErIIaMCHTUPYIOIIY O
TOCTHHUYHOr0 OM3HECA U TypU3Ma TOCTUHHYHYIO ICATCILHOCTD

. METOJJaMH HCITOJIb30BaHUSA

1 MHbIE HOPMATHBHBIX IIPABOBBIX aKTOB,
perynupyroumx  cdepy TOCTHHHYHOU

Koncturymuu  P®, mexmyHapoIHBIX
HOPM M MEXAYHapOJHBIX JIOTOBOPOB B
cdepe TOCTHHIYHOTO OM3HECA U TypH3Ma

2.5. Kapra KoMneTeHIIi TUCIUTLTHHBI

[Ipuioxxenue 6

KAPTA KOMINETEHIMN AU CIUIIJIMHBI

HAMMEHOBAHUE JUCHUITJTIMHBL: JOKYMEHTALIMOHHOE OBECIIEYEHUE B TOCTUHUYHOM BU3HECE

Lens LensiMu OCBOEHHS AMCHMIUIUHBI SBISIOTCS (JOPMHUPOBAHUE Yy O0YHAIOMINXCS OOIMIEKYIbTYPHBIX U ITPOQeccCHOHaANBHBIX KoMneTeHnnii ycranoBieHHbBIX @I'OC BO B nponecce
JTUCHUIUIMHBL | OCBOGHHS CHCTEMBI TEOPETHYECKHX M MPAKTUYECKUX 3HAHMH M YMEHMH B OONacTH [EJIONPOM3BOACTBA U JOKYMEHTOOOOpOTa, HANPAaBICHHBIX Ha 3(¢EeKTUBHOE

JIOKYMEHTAI[HOHHOE 00ecleueHNe IesITeIbHOCTH B cpepe TOCTHHUIHON HHAYCTPHH.

B mporiecce 0cBOGHMST JAHHON AUCIUTUIMHEI CTYACHT GOPMHUPYET U IEMOHCTPUPYET CIETYIOIINE

OO0meKyIbTYpHBIE KOMIIETCHIINU:

KOMITETEHLIMN

IlepeueHb KOMIIOHEHTOB

Texnonoruun
(opMHpOBaHUS

®dopMa OLIEHOUHOTO

YpoBHU OCBOEHUSI KOMIIETEHI[UU
cperncTBa

NHJEKC | OOPMVYIIMPOBKA




OK-4

CIOCOOHOCTB
UCIIONIb30BaTh
OCHOBBI IPAaBOBBIX
3HAHUU B Pa3IMYHBIX
ctepax
KHU3HEACATCITHBHOCTH

3HaeT

o OCHOBBI TOCY/IapCTBEHHON MOJMTHKH B 00nacTu
nHpOpMAaLNH, WH(POPMAIIMOHHBIX TEXHOJIOTHH,
JOKyMEHTAIH 1 AETIONPOU3BOJICTBA;

o HOPMaTHBHO-TIPABOBBIE M METOIWYECKHE JIOKYMEHTBHI,
perylaMeHTHPYIOIIHE BOIIPOCEHI JIETIONIPON3BO/ICTBA,
JOKyMEHTAI[HOHHOTO 00ECIIEYEeHHUS U IOKYMEHTO000POTa;

o OCHOBHBIE HOPMAaTHBHBIE NPaBOBBIE aKTBhI,
perilaMeHTHpPYIOIe TOCTUHUYHBIN OU3HEC U cepy Typu3Ma
Ymeer

° BBIOMpaTh B KOHKPETHBIX  IPOQeCCHOHANIBHBIX
CUTyalUsiX HEoOXOAMMble HOpPMAaTHUBHBIE IIPaBOBBIC AKTHl U
METOANYCCKUEC NOKYMCHTBI, PEIrJIaMCHTHPYIOIIHUE BOIIPOCHI
JOKYMEHTAI[MOHHOTO O0ECHEeYeHNsI TOCTHHUYHOTO On3Heca U
ctepsl Typu3Ma,

° NPUHUMATh TNPAaBUJIbHBIE pEILICHHUS, B TOM YHCIE
YIpaBJIEHYECKHE, u OCYILIECTBIISATh BCE BUJIBI
po¢eCCHOHATBHOI NesTeTFHOCTh Ha OCHOBE HOPM TIpaBa;

° ONEpUPOBATH IOPUINYECKUMHU MTOHATHSIMHA i
KaTeropusiMu,

Brnaneer

[ HOHS[TI/II‘/IIHLIM annapaTOM JUCHUIIIINHBI,

[ HaBbIKaMH HpaBI/IHLHOFO le/IMeHeHl/IH HOpMaTI/IBHLIX
HpaBOBbIX AKTOB u METOANYCCKUX JIOKyMeHTOB,

pErJIaMEeHTHPYIOIINX JIOKYMEHTAIMOHHOE OO0ecHeYeHne BeexX
BUJIOB TPO(ECCHOHANBHONW JESATENbHOCTH B TOCTHHHYHOU
WHIYCTPHH U TypH3MeE

. METOJaMH  PabOTHI
aKTaMH.

C HOPMATUBHBIMH [PaBOBbBIMHU

[Iytem
TIPOBEICHUS
JIEKITHOHHBIX,
CEMHHAPCKIX
ayJTUTOPHBIX
3aHATHH,
MIPUMEHEHHUS
HOBBIX
00pa30BaTENbHBIX
TEXHOJIOTUH.
[Ipumenenue B
mporiecce
00y4deHHs KaK
TpaIUIMOHHBIX,
TaK ¥ aKTUBHBIX,
HHTEPaKTHBHBIX
(hopM HOATOTOBKU
CTYICHTOB.
IIpoBenenue
IpyINIIOBOX
JIUCKYCCHUH,
KPYTJIOTO CTOJA.
Pewenue
CUTYaIlMOHHBIX
npogecCHOHaNbH
BIX
(ympaBIeHUECKUX
) 3amay, Kak
WHAWBUYAIBHO
CTYZCHTOM, TaK U
B MaJIBIX TPYyTIax.
ITyrem
OpraHU3aINH
CaMOCTOSITEIbHON
paboTsl
CTYZIEHTOB.

CobecenoBanue
IIposepka
KOHCIIEKTOB.
3amura
MMUCHMEHHOTO OTYETa
10 TIPaKTUICCKOMY
3aJaHHIO
(cocraBienwue
Ta0JIHII)
Pemenue
CUTYaI[HOHHBIX
po¢heCCHOHATBHBIX
(ynmpaBieHYECKHX )
3aja4 ¢
MTOCTICTYFOIIIAM HX
JOKYMEHTHPOBAaHHEM
[HenoBas urpa:
paspemieHue
yIpaBJIeHYCCKOM
TpOOIEMBI

MOPOI'OBbIN

3HaeT

° OCHOBBI rocy1apCTBEHHOM
MONMUTAKH B  00JacTH WH(GOpMAIHH,
nH(pOpPMAaHOHHBIX TEXHOJIOTHUH,
JIOKyMEHTAINH U JeTI0IPON3BOICTBA;
° HOPMaTHBHO-TIPABOBBIE u
MECTOAUYCCKHUC JOKYMCHTHI,
periiaMeHTUpyIoIue BOIIPOCHI
JIeNIONPON3BO/ICTBA,
JIOKYMEHTal[IOHHOTO O0ecIieueHnst 1
JIOKYMEHTO000pPOTa;

o OCHOBHBIC HOPMaTUBHBIC

IIPAaBOBBIC AKTHI, PCIIIaMCHTHUPYIOLINC

TOCTHHUYHBIH Om3Hec ®  cdepy
Typu3Ma

Ymeer

o BBIOMpaTh B KOHKPETHBIX
PO eCCHOHATBHBIX CHUTYaIIIX
HEoOX0uMble HOpPMaTHBHBIE
NpPaBOBbIE aKTBl M METOJUYECKHE
JIOKYMEHTBI, periiaMeHTHPYIOIHUE
BOITPOCEI JIOKYMEHTaI[HOHHOTO

obecrieueHns TOCTHHUYHOTO Ou3Heca
u chepsl TypHu3Ma,

o MIPUHUMATh MpaBUJIbHbIC
pemieHus, B TOM qucIe
yIpaBJIEHYECKHE, ¥ OCYIIECTBIATH
BCE BUJIBI npodecCHoHaNbHON
JeTeNIbHOCTh Ha OCHOBE HOPM IIpaBa;
o OIIEePUPOBATH OPUIUUECKUMU
MOHATHSIMH U KaTETOPHUSIMU;

MOBBIIIEHHBIN

. MOHSATUUHBIM anmnapaTrom
JIUCITUTUIHBI,

. HaBbIKaMU [IPaBUILHOTO

NIPUMEHEHNS] HOPMAaTHUBHBIX IPaBOBBIX
AKTOB M METOAMYECKUX JIOKYMEHTOB,
periiaMeHTHPYIOIINX




JIOKYMEHTAIUOHHOE 00CCIICYCHUE BCEX

BHJIOB npodeCCHOHATBHOM
JIEATENBHOCTH B TOCTHHUYHOM
HUHIYCTPUH U TypH3Me

° METOIaMU paboThI c

HOPMAaTHUBHBIMHU ITPABOBBIMHU AKTaMMH.

OK-7

CIIOCOOHOCTH K
CcaMOOpraHu3aluy U
caM000pa30BaHUI0

3HaeT

BUJIbI JIOKYMEHTAIIMU COBPEMEHHOW OpraHu3alluu;
OCOOCHHOCTH JIOKYMEHTHPOBAHHUS  YIPABJICHYCCKOM
JESTENBbHOCTH B c(epe TOCTHHUYHON WHAYCTPUH U
TypHU3Ma;

TpeOOBaHUSA K  MOATOTOBKE,  COCTaBJICHUIO U
O(QOPMJICHHIO OCHOBHBIX BHJOB JIOKYMEHTOB B
TOCTHHUYHOM OHM3HECe W TypHU3ME;

CTPYKTYPY JeTIOTIPOU3BOICTBEHHOM CITyKOBI,
005I3aHHOCTH, npaBa, OTBETCTBEHHOCTh ee
pabOTHHKOB,

NPUHIUIBL  OPraHU3alUK  JeJIONPOU3BOICTBEHHOTO
o0cmy)KuBaHUS;

NpaBWjia OpraHu3alMu padoOThl C JOKYMEHTaMH B
opraHax BJIACTH W YNPABICHHS, B YUPEKICHUAX H
OpraHu3aIHsIX;

TIPUHIUIIBI u 0COOEHHOCTH OpraHu3aluu
JIeJIONPOU3BOJICTBEHHOTO 00CITy)KUBaHHS B
TOCTUHUYHOM UHIYCTPHUH;

0COOEHHOCTH JOKYMEHTAI[HOHHOTO O0OeCle4eHus B
VUPEKICHUSIX U OPEANPUATHAX  TOCTHHHYHOTO
OuzHeca W TypusmMa mpu paboTe ¢ MapTHEpaMmu,
KIIHEHTAMM;

MpaBuiia CHCTEMATH3AIUH JJOKyMEHTOB;

TpeOOBaHuUs K COCTABJICHUIO HOMEHKIIATYPBI JIeI;
OpraHu3anuio ONEPATUBHOTO XPAHCHHUA JOKYMCHTOB U
IMOJATOTOBKH TOKYMEHTOB K IEPCIav€ B apXuB,

COBPEMECHHBIC CHUCTEMBI aBTOMAaTH3alluu
JIeTIOTIPOU3BO/ICTBA U IOKYMEHTO000POTa;
OCHOBHBIE  HANpPAaBJEHUs  Pa3BUTUS U MYTH

COBEpPILEHCTBOBAHMS AEIONPOU3BOJCTBA MPEANPUATUI
U y4YpeKAEHHH TOCTHMHMYHOro OW3Heca M Typu3Ma B

[Ipumenenue B
mporecce
00yueHHs KaK
TPaIUIMOHHBIX,
TaK U aKTUBHBIX,
HHTEPAKTHBHBIX
($opM MOATOTOBKH
CTYICHTOB.
[IpoBenenue
rpynnoBoi
JTUCKYCCHH,
KPYTJIOTO CTOJA.
Pemenne
CHUTYaI[HIOHHBIX
npo¢heCCUOHANTBH
BIX
(ympaBieHYECKHX
) 3amay, Kak
WHIUBUIYAITEHO
CTYICHTOM, TaK H
B MAJTBIX TPYTIIaX.
[yrem
OpTaHU3aAIIH
CaMOCTOSTEIIBHON
paboThI
CTY/ICHTOB.

CobecenoBanne
Pewenue
CUTYaI[HOHHBIX
po¢heCCHOHATBHBIX
(ynmpaBieHYECKHX)
3a1a4 ¢
HOCJIEIYFOLTUM MX
JOKYMEHTHPOBAaHHEM

Brmonaenne
TBOPYECKOTO
3aJlaHMs: ITOATOTOBKA
M COCTaBJICHHE
pa3HbBIX BUIIOB
JIOKyMEHTOB

MOPOTOBBIN

3HaeT

. BUJIBI JOKYMCHTAIIH
COBPEMEHHOM OpraHu3aluy;

. O0COOCHHOCTH

JOKYMEHTHPOBAHUS YIPaBICHYECKOH
JEATeNIbHOCTH B c(epe TOCTHHUIHOH
UHJYCTPHH U TYpH3Ma;

. TpeOOBaHUS K MOJTrOTOBKE,
COCTAaBJICHHIO u odopmiienunio
OCHOBHBIX BHJOB JIOKYMEHTOB B
TOCTUHUYHOM OHM3HECE U TYpHU3ME;

° CTPYKTYpY
JIeTIONPON3BOJICTBEHHOM CITy OB,
005I3aHHOCTH, TpaBa,
OTBETCTBEHHOCThH €€ PAOOTHUKOB;

. TIPUHIINTIBI OpTaHM3aIA
JIeTIONPON3BOJICTBEHHOTO
00CTy)KUBaHUS;

. MpaBUJIa OPTaHU3AIUH PaOOTHI

C JIOKyMEHTaMHU B OpraHax BJAcTH H
yOpaBleHUs, B  YUYPEXKICHUAX U
OpraHu3aIusIX;

. MPUHIUIB W  OCOOCHHOCTH
OpraHU3aIHN
JIEITOTIPON3BOICTBEHHOT O

00CITy>KUBAHUS B TOCTHHUYHON
HH]TyCTPUH;
. 0COOEHHOCTHU

JIOKyMEHTallMOHHOTO O00ecreyeHus] B
YUPEKIESHUIX U TPEANpUATHIX
TOCTUHUYHOTO OW3Heca H Typu3Ma




YCIIOBUSIX MPUMEHEHHS HOBBIX WH(OpMaMOHHBIX
e  TEXHONIOTui.
Ymeer
. pa3pabaTbIBaTh, COCTABIATh U O(OPMIATH OCHOBHBIC
BUABl ¥ PA3HOBUIHOCTH YNPABICHYECKUX JOKYMEHTOB,
BO3HHKAIOIINX B ACATCIBHOCTH NPEANPUATHH W yUpEKICHUH
TOCTHHUYHOTO OM3HECA U TYpU3Ma,

L4 OIICPATUBHO pa60TaTI> (¢ Ppa3HbIMU BUIAaMU
JOKYMCHTOB;,
° BHCAPATH paMOHAJIbHYIO TCXHOJIOTUIO npuema,

MIPOXOKIECHHUS, ¥ OTIIPABKU JOKYMEHTOB (KaK B TpaJUIIMOHHBIX
YCJIOBUSIX, TaK U B YCIIOBHSIX pabOTHI C MPUMEHEHHEM CPEJ/ICTB
BBIUHCIINTEIFHON TEXHUKH);

. OPraHU30BBIBATH YUET U PETHCTPALUIO JOKYMEHTOB;
. (dopmMupoBaTh U BecTH 0a3bl JaHHBIX II0 TOKyMEHTaM
OpraHu3anuy;

. CHCTEMAaTH3HPOBATh JOKYMEHTH U (DOPMHUPOBATH X B
Jiena;

. OpraHU30BaTh TEKyIllee XpaHEHUE JOKYMEHTOB;

. COCTAaBJIATH KJIaCCU(PHKAIIIOHHBIE CIIPaBOYHUKH
JOKyMEHTOB  (HOMEHKJATypsl e,  KJIacCU(PHUKATOPHI

pPa3IUYHBIX BHUIOB [JOKYMEHTOB, II€PEYHU JOKYMEHTOB C
yKa3aHMEM CpPOKOB HX XpaHEHUS) M OpPraHU30BBIBATh HX
BHEJPCHUE B YUPEXK]CHUMY;

o OpPraHU30BbIBATL CUCTEMY KOHTPOJIA 3a UCIIOJIHCHUEM
JAOKYMCEHTOB 1 OIICPATUBHOC XPAHCHUC NJOKYMCHTOB;
o MOATr0TaBJIMBATh JOKYMEHTHI K II€peJavye Ha XpaHCHUC

B BEJOMCTBEHHBIH apXuB (OpraHM30BBIBATH M IIPOBOJIHTH
9KCTIEPTU3y I[IEHHOCTH JOKYMEHTOB, O(OpPMIATH JIerna,
COCTaBIIATh HA HUX OIUCH).

Buageer

o HaBbIKaMH pa6OTI)I C pa3HbIMU BHUJaMU JTOKYMEHTOB U
UX MPUMEHEHUs B NPO(eCcCHOHANIBHOI NesTeNbHOCTH B cdepe
TOCTUHUYHOM UHAYCTPpHUU U TypU3Ma,

. HaBBIKaMHU JOKYMEHTAILHOTO O(OpMIIEHUST OCHOBHBIX
yIpaBJIEeHUYECKUX IPOLEAYD;
. HaBBIKAMU CaMOCTOSITEIbHON MOATOTOBKH,

COCTaBJICHUA U Oq)OpMHeHHH OCHOBHBIX BUJAOB JOKYMCHTOB B
FOCTHHHUYHOM OH3HECE U TypU3Me;

npu  pabore C  mapTHepamuy,
KIIMEHTaMH;

J npaBHiIa CHCTEMAaTH3aLIH
JOKYMEHTOB;

. TpeOOBaHUS K COCTaBJICHUIO
HOMEHKJIaTypbI JeJ;

o OPraHu3alMI0  OICPAaTUBHOI'O
XpaHEHHsl TOKYMEHTOB U IOJTOTOBKH
JIOKyMEHTOB K IlepeJiaue B apXHB;

L4 COBPCMCHHBIC CHUCTCMbI
aBTOMAaTU3aly ACJIOIMPOU3BOACTBA U
[[OKyMeHTOOGOpOTa;

L4 OCHOBHBIC HampaBJICHUA

Pa3BUTHA U IIYTH COBCPIHICHCTBOBAHUA
ACJIONIPOU3BOACTBA HpeZ[HpI/IﬂTI/Iﬁ n
y‘Ipe)KI[eHI/Iﬁ TOCTHHUYHOTO Ou3Heca
n TypusmMa B YCJIOBUAX HNPUMCHCHHUA
HOBBIX I/IH(l)OpMaLlI/IOHHLIX

MOBBIIIEHHBIN

Bunapeer

. HaBBIKAMU  PabOTHI c
pPa3sHBIMH BHIAMH IOKYMCHTOB U HX
OPUMEHEHHST B TPOQPECCHOHATBHOM
NEeSITETBHOCTH B c(epe TOCTHHUYIHOM
WHAYCTPHUH U TYpU3Ma;

o HABBIKAMH JTOKYMEHTAJIHLHOTO
odopmieHUs OCHOBHBIX
YIpaBJICHICCKUAX MPOIEIYP;

o HABBIKAMH  CaMOCTOSTEIFHON
MOJITOTOBKH, COCTaBJICHUS "
odopmieHUs OCHOBHBIX BHJIOB
JIOKYMECHTOB B TOCTHHHYHOM OHW3HECE
U TypHU3ME;

. HABBIKAMH  CHCTEMAaTH3aIlliU
JIOKYMECHTOB; HaBBIKAMHU COCTABIICHHS
HOMEHKJIATYPHI JICIT;

HaBBIKAMU PaIlOHAIEHON
OpTraHU3aIUH JEeJONPOU3BOICTBA H
JIOKYMEHTO000pOTa MPEIPUITHIA U




° HaBbIKaMW CHUCTEMATHU3allUU JOKYMCHTOB; HAaBbIKaMH
COCTaBJICHUS HOMCHKJIATYPBI ACII;
° HaBbIKaMH pa].[I/IOHaJILHOI\/‘I Opranmn3anuu

JETIONPON3BOJICTBA M JOKYMEHTOOOOPOTa TPENNPHATHH U
YUpEXICHUI TOCTHHIYHOTO OM3HECa M TypH3Ma.

Typu

yqpemae}mﬁ FOCTHHUYHOrO OM3HEeca U

ObmenpodeccrnoHabHBIE KOMITETCHIINH:

KOMITETEHLH Tlepeuess KOMIOHEHTOB TexHonoruu ®opMa OLIEHOUYHOTO YpOoBHU OCBOEHHUS
(dhopmupoBaHUs cpencTBa KOMITETCHINHN
NHJAEKC | ®OPMVYJIMPOBKA
OIIK-3 TOTOBHOCTH IPUMEHATH | 3HaeT NOOPOI'OBBIN
HOPMATHBHO- . CHCTeMY H CTPYKTYpYy 3akoHomarensctBa B cdepe | [Ipumenenue B Cobecenoanue. 3HaeT
MPaBOBYIO U TOCTHHUYHOTO OM3HECa U Typu3Ma, npouecce 00y4eHus IIposepka ° CUCTEMY u
TCXHOJIOTHICCKYIO [ Koucturynuto P®, wmexayHapogHple HOpMBI U | KaK TPaJAMIIMOHHBIX, KOHCIICKTOB. CTPYKTYpPY 3aKOHOJATEJIbCTBA
NOKyMCHTAIMIO, MEXAYHApOIHbIE T0TOBOPHI, TaK U aKTUBHBIX, Pemenne B coepe TOCTUHUYHOT'O
PErIaMEHTUPYIOIIYTO . 3aKOHBl W WHble HOpPMATUBHBIC TpPaBOBble akThl, | AHTEPAKTUBHBIX dopm CUTYyallMOHHBIX Om3Heca U Typu3Ma,
TOCTUHUYHYIO peryTHpyIOLIHe chepy OCTUHHYHOM MHIyCTpHH, | IOATOTOBKH CTYACHTOB. | NPO(QECCHOHANBHBIX o Koncruryumo  PD,
ACATEILHOCTE TEXHOJIOTHUECKYI0  JOKYMEHTAlMI0,  PErVIAaMEHTUPYIOIIYIO HPOBeﬂerIe (ynpaBreH4IeCKUX) MEXIyHApOAHbIE HOPMEI U
TOCTHHUYHYIO 1eSTeITBHOCTD. TpYIIIOBON THCKYCCHH, | 3a1a4 C MEXIYHAPOJAHBIE T0TOBOPHI,
VmMeer KPYTJIOTO CTONA. MOCJIEAYIONINM HX o 3AKOHBI W HHBIE
® IPUMEHATH CYLIECTBYIOLINE IIPABOBBIE HOPMBI, Pemenue AOKYMCHTHPOBAHUEM | yopyMaTHBHEIE [PaBOBBIE
TEXHOJIOTHUECKYIO0 JOKYMEHTALUIO, PETJIAMEHTUPYIOLYIO CUTYallMOHHBIX 3amura aKTBI, peryaupymomue chepy
TOCTHHUYHYIO JESTENLHOCTD. PO(ECCHOHATBLHBIX HHCBMEHHOTO OTICTA | rocTyHMUHOM UHJIyCTPUH,
o NPHMEHATH CHCTEMy U CTPYKTYpY 3aKoHojaTenbctsa B | (YIPABJICHUECKHX) O MPaKkTIICCKOMY TEXHOJIOTHYECKYIO
cepe rocTUHHYHOro OU3HECA M TypHU3Ma, 3ajad, Kak 3a/laHuIo JTOKYMEHTAIIHUIO,
. npuMmensTh Korcturynuo PO, MexxayHapo1HbIe HOPMBI VHANBUNyaTbHO (cocrapnetine PETIIaMCHTHPYIOMTYIO
¥ MEXIyHapO/IHbIE JOTOBOPHI B Chepe rOCTHHHYHOro busHeca i | O YACHTOM, TAK U B Tabynn) TOCTUHUYHYIO IEATEIbHOCTb.
TypH3Ma MaJbIX TpyIIax. WnnuBugyansHoe VMmeer
Buageer ITyrem OpraHu3aLin JOMAallIHee 3alaHue. |4 TPHMEHSATE
o HaBBIKaMU OpraHu3aluu npodeccrnoHaNbHO M CaMOCTOATEIILHON Pedepar CYHMICCTBYOMMC IIPABOBBIC
JeATeTbHOCTH B cdepe TOCTHHHYHOM WHIYCTPUH B paGoTEI CTy IEHTOB. KonrponsHas pabora HOPMBI, TEXHOJIOTHYECKYIO
COOTBETCTBUM C TPAaBOBBIMM HOPMaMU U TEXHOJOTMYECKOU Tecrnposanue. AOKyMCHTalNIO,
JOKyMEHTAIHeH. ?Bb;gzggzgf: perIaMeHTHPYIOLITYI0
. METOJaMH  WCIIOJIb30BAaHUS  3aKOHOB U WHBIC . TOCTUHUYHYIO NCSATCIIBHOCTD.
HOPMAaTHBHBIX MPABOBBIX aKTOB, pEryJupymummx coepy SA/IAHUA. TIO/TOTOBKA o MPUMEHATh CHCTEMY
TOCTHHUYHON WHIYCTPHH, TEXHOJIOTHUYECKYIO JTOKYMEHTAIHIO, ga(;?{iti?;;gf u CTPYKTYpPY
peTIaMEHTHPYIONTYI0 TOCTHHUYHYIO e TeIFHOCTD 3aKOHOJATeNbCTBA B cdepe
° METOaMHU HCIIOJIb30BAHUS Koncrurynuuu PO, AIOKYMEHTOB FOCTHHMYHOTO ~ OM3Heca |
MEXTyHapOAHBIX HOPM M MEXIyHApOIHBIX JOTOBOPOB B cdepe Typusma,
TOCTHHUYHOTO OM3HEca M Typu3Ma. o MPUMEHSATh




Koncrutyuuto PO,
MEXIYHAapOAHBIE HOPMBI U
MEXIYHApOAHBIC OTOBOPHI B
cdepe TOCTHHUYHOTO On3Heca
1 TypHu3Ma

MOBBIIEHHBIA

) HaBBIKAMHU
OpraHHU3aI|u
npoeCCHOHATBHOMN
JeATeIIbHOCTH B cdepe
TOCTUHUYHOM WHAYCTPUU B
COOTBETCTBUU C TMPaBOBBIMU
HOPMaMH M TEXHOJIOTHYECKOM

JIOKyMEHTaLUeH.

° METOJaMHU
HCIIOJIh30BAHUS 3aKOHOB U
HHEIC HOPMAaTHBHBIX
TIPaBOBBIX aKTOB,
PETyIUPYIOIIUX chepy
TOCTUHUYHOM HHIYCTPHH,
TEXHOJIOTHUECKYIO
JIOKYMCHTAIIHIO,
peraaMeHTHPYIOIIYIO
TOCTHHUYIHYIO ICATCILHOCTh

. METOJaMHU

ncrionb3oBanus KoHcturynmn
P®, mexayHapoaHbIX HOPM U
MEXIYHApPOAHBIX JOTOBOPOB B
cdepe TOCTHHUYHOTO OW3Heca
U TypHU3Ma.
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OCHOBHASA YACTbH

1. OFbEM JUCHUTUINHBI (MOAYJIST) U BUJIbl YUEBHOM PABOTHI

CemecTpbl
Buna yueoHoii padoThl Bcero yacos Ne 4
4acoB
1 2 3
1. KonTtakTHast paborta oOydarommxcs ¢ TpenofaBaresieM (IO BUIaM ydeOHBIX 54 54
3aHATHI) (BCETO)
B ToMm uncae:
Jlextmn (JI) 18 18
IIpaxtrueckue 3ausatus (I13), Cemunaps (C) 36 36
Jlabopatopusie paboTs! (JIP) - -
2. CamocrosTenbHas paboTa CTyAEHTa (BCEro) 54 54
B Tom unciue - -
CPC ¢ cemecmpe: 54 54
Kypconas pabdora KT ) ]
KP - -
Jpyrue Bugst CPC:
UreHne TeKCTa yueOHUKa, JOTIOIHUTEIbHOMN JTUTEpaTyphl: BHIIMUCKU U3 TEKCTA; 14 14
Pabora co cnpaBoYHHKaMH, 03HAKOMJICHUE C HOPMATUBHBIMU M METOJMYECKUMHU
Joxymentamu, 'OCTamu, HHCTPYKIUSAMI.
[ToaroroBka cooOIICHHUH K MPEICTABICHUIO HA CEMUHAPE, HAITUCAHUE pedepaToB. 12 12
Pemmenne cutyannoHHBIX TPO(ECCHOHATBHBIX (YIIPABICHUECKHUX) 3a/1ad
BBITIOJTHEHHE TBOPYECKOTO 3a/IaHMs: COCTABJICHHE PACIIOPSIIUTEIbHBIX 8 8
JOKYMEHTOB M Pa3HOTO BH/a IPHKA30B (II0 OCHOBHOM AEATEIHHOCTH, 1O INTHOMY
COCTaBy);
IloarotoBka Kk HUCBMEHHOMY OT4YETy-3alIUTE IO NPAKTUYECKOMY 3aJaHHIO 10 10
(cocraBieHue TaOJIHIT).
[ToaroToBka K KpyriioMy CTOJY, AUCKYCCHH, JEJIOBBIM POJIEBBIM HIPaM. 10 10
CPC g nepuoo ceccuu
3agert (3), 3a4er 3ayer
Bun npoMexyTodHo# arTecTanuu
sk3ameH (D)
NTOTI'O: O6mas Tpya0eMKOCTh 1acoB 108 108
3a4. e 3 3
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2. COIEPKAHUE JUCHUTUIMHBI (MOJTYJIS)

2.1. ConeprxaHue pasiesioB TUCIMUILUTHHBI (MOTYJIS )

IIpenmer, cogepkanue u
3anauu Kypca. Mcropus
pa3BuTHa
JEIIONIPOU3BOICTBA

<
<
Bl 5
3 = HanmenoBanue pasaena
= 8 CogeprxaHnue pasaena B JUIaKTHYECKUX eIUHUIAX
g o, JUCUUILTHHBI (MOJTYJIsT)
2 | 2
1 [ 2 3 4
4 1 Ilemm w 3amaum gucnumummHa. Poilkb W MECTO  IHUCIUILIMHEI

«JlokyMEHTaIlMOHHOE ~ OOecleYeHNe B T'OCTHHHYHOM OW3Hece» B
00pa3oBaTeNIbHOW TpOrpaMMe MOJrOTOBKH CTYAEHTOB B oOinacTu
pa3paboTKW ¥ peanu3alMyd NpoLeccoB olecredeHuss KadueCTBEHHOMH
TOCTUHUYHOH  JestensHOCTH. Ponmb m Mecto  mH(OpManmoHHO-
JOKYMEHTAI[HOHHOTO obecreueHuss B paboTe ammapara YHpaBICHUS
TOCTHHUYHBIM TIPEIIpPUATHEM U €ro coBeplleHCTBOBaHMS. OCHOBHBIC
MOHATHA  Kypca. JIOKyMeHT, [OKyMEHTalus, JAEJIONPOU3BOJCTBO,
JOKyMEHTAI[MOHHOE oOecredeHne, AoKyMeHTHpoBaHue. OdunmanbHbIi
JOKYMEHT, CITy>KeOHBII JOKYMEHT, YPaBICHIECKUI JOKyMeHT. DyHKINH
YOpaBleHUS, HUX CBA3b C JIOKYMEHTALMOHHBIM  OOECIICYECHHEM.
Cnennduxa TOKyMEHTHPOBAHUS YIIPABICHUECKOH IESTENbHOCTH B chepe
TOCTHHUYHON HHIYCTPHH.

OcHOBHBIE  3Tambl  Pa3BUTHUSA  JAeJONpoM3BojACTBa B Poccun.
HokxymentupoBanne B IX-XV ~ B.  OcoOEHHOCTH  TPHKAa3HOTO
JIeNoNpou3BoAcTBa. OpraHu3anus KOJUIEKCKOTO —JAEJIONpPOU3BOJICTBRA.
«I"enepanbHbIi perimameHT. Creunduka MHMHHUCTEPCKOTO
nenonpousBoctea. Mcnonb3zoBanue noctuxkenuid HTII B mzroroBnenuun
U CO3/IaHHH JOKYMEHTOB, OMBIT pallMOHAJIHM3AIMK JEeONPOU3BOACTBA B
yapexaeausax Ha pyoeke XIX - XX B. CoBerckuii 3Tam B pa3BUTHH
nenonpousBoactsa: BHeapeHue HOT B 1920-e rr. BenomcTBeHHBINM
xapakrtep aenonpoussoactsa B 1930-e rr. [Iporpamma meponpusituii mo
yinydmieHutro  genonpousBoictBa 1941 r. CoBeplueHCTBOBaHUE
nemorpou3BoactBa B 1950-1960-¢ rr. Co3manme u BHeapeHue EnmHoM
rocymapcTBeHHO# cuctembl nenmonpounsBojactBa (EI'CJ). T'occranmaptsr
Ha nokymeHtauuio. ACY. BuenpeHue yHH(UIHPOBAHHBIX CHCTEM
nokymenrtanuu  (YCJI). Pa3pabotka u BHeapeHHe O0OIIEeCOI03HBIX
KI1acCH(UKATOPOB TEXHUKO-IKOHOMHYECKOW U COLMANIbHOW MH(pOPMAIMN
(OK).
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HopmatuBHO-IpaBoBas u
MeToaudeckas 6asza
JICTIOTIPOU3BOJICTRA,
JOKYMEHTAITHOHHOTO
obecrieueHns yIpaBIeHAS
(LOY).
Jenonpon3BoacTBEHHAS
ciyx0a

CocraB 1 O0COOCHHOCTH HOPMATHBHO-TIPAaBOBOM M METOAMYECKOW Oa3bl
JEeTIONPON3BOJICTBA. 3aKOHOAATENbHBIE U MpaBoBbIe akTel PP B obmactu
napopmanun u nokymernrtanun. YCJ[. OK. 'OCTs1 Ha JOKyMEHTAIIHIO.
I'OCT P UCO 15489-1-2007 «Cucrema CTaHZapTOB IO WH(OPMAIUH,
OMOMMOTEYHOMY W W3JATENbCKOMY JAETy. YTPaBICHHUE NOKYMEHTaMH.
O6urme tpedboBanms». ['CHOVY: nenp, Ha3HAYCHHE.

CucTeMa 3aKOHOIATENBCTBA B c(hepe TOCTHHUIHOTO OM3HEca U Typu3Ma,
TEXHOJIOTHUYECKasi JOKYMEHTalus, PperiJaMeHTUPYIOIas TOCTHUHUYHYIO
JeSITeIbHOCTb.

Ciy)x06a JOKYMEHTAllMOHHOTO OOECIEeYeHUss W €€ OpraHM3alHOHHBIC
¢dopmel. JloiKHOCTHOM 1 dnciieHHbIH coctaB ciryx0bl JIOY. Cekperaps B
CTpPYKTYpe ynpasieHus. OpraHu3alus CeKpeTapcKoro 00CIy>KUBaHusl.
JlokyMeHTallMOHHOE obecrieueHne TOCTUHUYHOMN VH]TyCTPHH.
Oprasuzanus ynpasiIeHUs JOKYMEHTalUeH Ha MPEeANpHATHIX TypH3Ma H
TOCTHHUYHOTO Om3Heca. IlnmaHMpoBaHWE NESTENHFHOCTH MO YIPABICHHUIO
nokymeHTtanueii. OCHOBHBIC HANpaBlICHHS PabOTHl C JOKYMEHTaMH B
TOCTHHHYHBIX MPEATIPHUATHAX. Buast JeATETbHOCTH 1o
JOKYMEHTAI[MOHHOMY 00€CTICUEeHHUIO TOCTUHHIHOW HHIyCcTpuH. DakTopsl,
BAMSIOIINE HA OPraHM3AIMOHHYIO CTPYKTYpPY [JOKYMEHTAI[HOHHOTO
obecrieuenusi: 1) HoMmepHoO# (oHA (Mamble, cpenHuUe, KpYIHBIE
TOCTHHHUIIBI); 2) CHeNMaIu3alis TOCTUHHIl (CTPYKTypa OCHOBHBIX H
JIOTIOJTHUTENNBHBIX yCIYr, OpHUEHTAalUs Ha OIpEJeNeHHBI CEerMeHT
poiaka); 3) dopma opranuszaiu OusHeca (HE3aBHCHMBIC WIIH CETEBBIC
npennpusaTus). CoBeplIeHCTBOBAHUE AETOINPOU3BOCTBA NMPENIPUATHH U
YUpEXICHUH TOCTHHHUYHOTO OHM3HECa B YCIOBHAX NPHUMEHEHHS HOBBIX
nHpopManmoHHBIX  TexHojoruil. (OO030p  COBPEMEHHBIX  CHCTEM
aBTOMATH3ALIMH AEIONPOU3BOCTBA H JOKYMEHTO000POTA.

Hokyment. O61ue
TpeboBaHuUs K
COCTaBIICHHUIO U
0(OPMIICHHIO JIOKYMEHTOB

INonsTre noxkymeHTa. DBONIIONMA 3TOro MOHATHA. CIIOCOOBI M CpeAcTBa
JoKyMeHTHupoBaHus. PyHKIMK nokyMeHTa. Kiaccnpukanus 10KyMeHTOB
10 Pa3IWYHBIM OCHOBAaHWSM. J[OKYMEHTBI JIEKTPOHHBIE W OyMaskKHBIC.
YHnuukanus 1 cTaHgapTH3anusi J0KyMEHTOB. POpMyIsip COBPEMEHHOTO
YIPaBJIEHYECKOr0 JOKyMeHTa. PekBu3uT JokymeHTa. TpebGoBaHMs K
opopmnenuto pekmsuroB. ['OCT P 6.30-2003 «YCHA. YCOPU.
TpeboBanust k odopMiIeHHIO JOKyMEHTOB». IOpuamueckas cuia
JOKyMeHTa. 3HaueHHe TOKYMEHTa B TOCTUHHYHON WHAYCTPHU U TypU3ME.
brnanknm ngokymMeHTOB. Buasl OJaHKOB, TMOPAZOK  PACIOJIOXKEHUS
pPEeKBU3UTOB B OjaHke. BiaHKM B TOCTUHUYHOW MHIYCTPHU M TypH3ME.
TpeboBaHMsT K  COCTaBICHHIO TEKCTOB  JICNOBBIX  JOKYMEHTOB.
OcobeHHoCTH 0(HITNATBHO-AETOBOTO CTHIIS JOKYMEHTA.

JlokyMeHTUpOBaHue
OpraHu3aluOHHO-
pacnopsaAuTeIbHON
JIESATEIIBHOCTH

VYnpasieHdeckne AOKYMEHTHI, X XapaKTepHUCTHKA. JlOKyMEHTHpOBaHHE
OpPTaHU3AIIMOHHON  NEeATeNhbHOCTH yupexaeHuil. OpraHn3alioOHHBIC
JOKYMEHTHI, UX crieliu(rKa 1 3HAYeHHE. Y CTaBhI, IOJIOKEHHS, JOTOBOPHL,
WHCTPYKIIMW, INTAaTHBIE paCIHCaHWs: T[paBWiIa COCTABICHHUS W
odopmiienns. PacniopsiqurenbHble JOKYMEHTBI UX OCHOBHBIE (DYHKIIUH.
IlpaBuiaa cocTaBicHus H O(OPMIICHUS [PHUKA30B, PACIOPSKCHUH,
pelIeHui.

CocraBieHue u O(OpMJICHHE CHCTEM IOKYMEHTAIlMd B TOCTHHHYHOU
UHIyCTPHUU: OPTaHU3AI[MOHHO-TIPABOBO#, PACIOPSAUTEIHLHOM.

OO0mas xapakTepUCTHUKa OPTaHU3AIMOHHOHN, OpPTraHU3alMOHHO-TIPABOBOM
U TPOU3BOJCTBCHHON JOKYMEHTAIlMHM TOCTUHHYHOTO IPEIIPUSTHS.
[IpaBuia opopMIleHHS OTIEIBEHBIX BHIOB TOKYMEHTOB, HCITOJB3YFOIIUXCS
MPeIIpUATHEM TOCTHHAYHOTO OW3Heca mpu padoTe ¢ mMapTHepamu,
KJIUeHTaMHU. Buabl U GopMBI JOIDKHOCTHBIX MHCTPYKIMA TOCTHHUYHOTO
TIPEIIPUSTHSL.
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OcobeHHOCTH
HHPOPMALNOHHO-
CIPaBOYHBIX JJOKyMEHTOB.
Opranusanus paboTsl ¢
JOKyMEHTaMH 10 JITYHOMY
cocTaBy. JJOKyMEHTHI 110
oOpalieHusIM rpaxaH

BcnomorarenbHblii XapakTep HHOOPMALMOHHO-CIIPABOYHBIX JOKYMEHTOB
B cucteMe ynpaBieHHsA. OCHOBHblE (YHKIMM 3THX JOKYMEHTOB.
CocraBneHne CIpaBOK, AaKTOB, MOKIANHBIX M CIY)KEOHBIX 3allHCOK,
MpOTOKONOB. OCOOCHHOCTH TOATOTOBKH M OGOPMIICHHS [EIIOBOTO
nuceMa. Buapl nucem. KynabTypa v 3THKET A€0BOM NEPETIUCKHU.
CocraBieHne W O(OPMIIEHHE CIIPABOYHO-WH(POPMAIMOHHON CHCTEMBI
JOKYMEHTAIllud B TOCTHHWYHOW HMHAycTpuu. OCOOEHHOCTH IOATOTOBKH
MH(OPMAMOHHBIX MAaTEePHAJIOB JUIl HOTpeOUTENEH.

JokymeHTanpHOe  O(OpPMIICHME  TPYAOBBIX  NPABOOTHOLIEHUH ¢
coTpyaHrKamMu. KoMIIeKchl JOKYMEHTOB 10 JINYHOMY cocTaBy. OOmias
XapaKTepUCTHKA KaJPOBOH JOKYMEHTAIIMU TOCTHHUYHOTO MPEIIIPHSATHSL.
OCHOBHBIE NPHUHIMITBI paOOTHI ¢ 0OpalieHusIMU rpakaaH. PaccMorpeHue
NIPEAJIOKEHHH, 3asBIeHNH, kanob rpaxaaH. [lopsnok Benenns «Kuuru
XKanmoO ¥ TMpeUToKeHM» B rocTHHHNAX. OO0mue MpUHINATB paboTHI C
TIPETECH3USMH.

JlokyMeHT0000pOT

IMonsrre noxymeHroobopora. IIpuHiume! ero opranu3anud. CTpyKTypa
u oOrmras XapaKTepUCTHKA JIOKYMEHTO0000pOTa. OcHOBHBIE
JIOKyMeHTOTOTOKH. O0BheM JokyMeHTooOopoTa. [IpueM, mpoxoxaeHue u
MOPSAOK UCHONHEHNS TOCTYIHBIINX NOKYMEHTOB. OpraHu3anus paGoThl
C  OTHpaBIsieMBIMH JOKyYMeHTamH. llepenaya JOKYMEHTOB BHYTPH
opranmzanuu. [IpaBuia opraHuzanuu paboOTBl ¢ BHYTPEHHUMH
JOKYMCHTaMH.

Peructpauust W WHOEKCHpOBaHHWE JOKYMEHTOB: II€JIH, TpeOOBaHUs,
sHayeHue. COBpPEMEHHBbIE PErHCTpaluoHHbIe (QopMbl. OcoOeHHOCTH
perucTpali  paslM4HbIX  Kareropuit  mokyMmeHToB.  KoHTpoib
WCIIONHEHUSI JHOKYMCHTOB: 3HAYCHHE, CPOKH HCIIONHEHUS JOKYMEHTOB.
OCHOBHBIC IPUHIUITBI OPTaHU3ALMU KOHTPOJIS HCIIOJHEHHS JOKyMEHTOB.
Teopus M IPaKTHKA TOKYMEHTO000pOTa TOCTHHHYHOTO NPEATIPUSITHSIL.

XpaHeHHe JOKYMEHTOB B
JENOTIPOU3BOICTBE

OpraHuszanyst XxpaHeHus: JoKyMeHToB. HomeHknatypa nei: TpeOoBaHHs K
COCTaBIICHHIO. BUABI HOMEHKIATYpPBI, HX OCOOCHHOCTH M Ha3Ha4YCHHE.
IMopsimok odopMIICHHS, COTIACOBAHUS M YTBEPXKICHUS HOMEHKJIATYPBI
nen.  TpeboBaHmst K (OPMHPOBAHHIO el B JAENONPOU3BOICTBE.
CocraBieHue 3arojoBkoB fen. CucremaTu3anus OTAEIBHBIX KaTeropuit
nokyMeHTOB. OCOOEHHOCTH TPYIIHPOBKH B JeNla Pa3IMYHBIX BHIOB
JMOKyMeHTOB. OO0ecrieueHrne COXPaHHOCTH JOKYMEHTOB el B TEKYIIEM
Jenonpou3BojcTBe. [loAroToBKka JOKYMEHTOB K  HOCIEAYIOLIEMY
XpaHCHHUIO U HCIIOJIb30BAHUIO. 3KCHepTI/I3a IEHHOCTU NJOKYMCHTOB U €€
kpurepun. TpeboBaHus, MPebIBIIEMbIe K OPraHU3AIUHN U MIPOBEICHUIO
9KCIIEPTU3bl LEHHOCTH JOoKyMeHTOB. CoctaB, 3agaun ©  (YHKLHU
9KCIIEPTHOM KOMHCCHH. OTambl TNPOBENCHUS DKCHEPTU3Bl LEHHOCTH
JOKYMEHTOB U 0hOpMIICHHE e Pe3yIbTaToB.

Opranuszanysi XpaHeHHs JOKYMEHTOB, HOMEHKJIaTypa JeJ TOCTHHUYHOTO
TpeIIPHATHS.

2.2. Paznensl IUCHUTIINHBI, BUJIBI Y4EOHOU IEATeTbHOCTH U (JOPMBI KOHTPOJIS

<
g | 2 Bugp! yue6HOM
[P}
8 | = JIeATeNbHOCTH, BKJIIOYas
= | 3 @DOopMBI TEKYILETO KOHTPOJIS
o | g HaunmenoBanue pasnena CaMOCTOSITEIBHYIO PaboTy
o YCIIEBAEMOCTH (10 Heoensm
g | = JACLMILIAHEI CTYACHTOB (B Yacax)
cemecmpam)
JI 113/
CPC | Bcero
C

112 3 4 5 6 7 8

1. Beepenue. Vctopust opraHu3aiiyiu JAeIonpou3BoicTsa B Poccum.

TocymapcTBEHHOE peryaupoBaHre B 00J1aCTH JASIOTPON3BOICTBA
4 |1 1,2,3 uenenu. CobecenoBanue

IIpenmer, conepxanue u 3a1a4u
kypca. Mctopus pa3Butus
JIEJIONPOU3BOJICTBA

3amuTa MUCHbMEHHOMY OTYeTa I10
4 6 6 16 MPaKTUYECKOMY 3aJaHUI0
JlenoBas urpa: pazpenieHue
YIIpaBJIeHYECKOW POOIIEMBI
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4-5 mepens. Cobecenopanue
Perrenne cuTyaroOHHBIX
po¢eCCHOHATHHBIX

HopmatuBHO-TIpaBoBas u
MeToanYecKas 0asza

eNIOIPOU3BOJICTBA,
A P 5 2 4 8 14 (ympaBieHUYeCKHX) 3a7ad C
JIOKYMEHTAIIMOHHOTO 00eCIIeYeHHs

HOCIICIYIOLIINM HX
ynpasierus (JOY).

JOKYMEHTHPOBaHHEM
Jenonpon3BoACTBEHHAS CITyx0a
Pasmens! IUCIATUINHBL 6 10 14 30
NeNe 1 -2

2. ﬂOKyMeHTI/IpOBaHI/Ie praBJ’IeH‘IeCKOﬁ JACATCIBHOCTH. OCHOBHEIE BUIbBI JOKYMCHTOB

6-8uenenn. CobecenoBanue.
3amuTa MUCHMEHHOMY OTYETa TI0
MPAKTHYECKOMY 3aaHHUIO

Joxyment. O6ume TpeboBaHMs K Pemenne cutyanmoHHBIX

COCTaBJICHUIO U 0(OPMIICHHIO 2 6 6 14 npodeccroHaNbHBIX

JIOKyMEHTOB (ynpaBiieHYeCcKHX) 3a1ad ¢
HOCIICIYIOINM HX
JOKYMEHTHPOBAaHHEM

TBopqecxoe 3aJaHuec

9-11uenensa. CobecemoBaHue.
PelieHne cuTyannoHHbIX

npodeccHOHANBHBIX
JlokyMeHTUpOBaHUE (ympaBieHYECKUX) 3a7a4 ¢
OpraHU3aIMOHHO-PACTIOPSAIUTENHHOM 2 6 6 14 MOCITIEAYIOIUM UX
JACATCIIBHOCTHU JOKYMCHTUPOBAHUEM

TBOPUYECKOTO 3aIaHHUsL:
JenoBas urpa: paspeuieHue
YIPaBJICHYECKOW POOJIEMBL.

12-14 nenenu. CobeceoBanue.
3amuTa TUCbMEHHOTO OTYeTa M0
MPaKTHIECKOMY 33[aHHUIO
(cocraBieHHE TAOJIHIT).

PeleHue cuTyannoHHbIX
npodeccHOHANTBHBIX
(ympaBieHYEeCKHX) 3aad C
MOCJIEYIOINM UX
JIOKYMEHTHPOBaHUEM

Ocobennocti HHYOPMAITHOHHO-
CIPaBOYHBIX JJOKyMEHTOB.
Opranuzamus padoTsl ¢ 4 6 6 16
JIOKyMEHTaMH M0 JITYHOMY COCTaBYy.
JIOKyMEHTBI TI0 OOpaIieHIsIM

fpaiaan TBopueckoe 3ananue [lenoBas urpa:
pa3pelieHre ynpaBieHIeCKOi
poOIeMBI.

Pasnens! IuciinmInHeL 8 18 18 44

NoNe 3 -5

3. Oprauu3sanus paboThl C JOKYMEHTaMHU

15-16 nenens. CobecenoBanue.
3amuTa NUCbMEHHOTO OTYeTa M0
MPaKTHYECKOMY 331aHUIO
(cocTaBieHHe TAOJIHIT).

JlokyMeHT0060pOT 2 4 6 12 Peerue cuTyannoHHbIX

npodeccrnoHaTbHBIX
(ympaBieHYeCKHX) 3a7ad C
MOCJIEAYIOIIM UX
JIOKYMEHTHPOBAHUEM
JlenoBas urpa

17-18uenens. CobecenoBaHue.
gaIHI/ITa IIUCBMCHHOTO OTYETAa I10

XpaHeHue JOKyMEHTOB B
MPaKTUYECKOMY 3aJaHUI0

JIEJIONPOU3BOJICTBE 2 4 6 12 (CocTaBJicHue TaHIL),
Jenoas urpa

Pasnensr qucipminHbl NeNe 6,7 4 8 12 24

HUTOI'O 3a cemectp 18 36 54 108
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2.3. 2.3. JIabopaTopHbIil TPAKTUKYM IO TUCUUILIIMHE HE MPETyCMOTPEH.

2.4. KypcoBbie pabOThI [0 TUCHUIUIMHE HE MPEAYCMOTPEHBI.

3. CAMOCTOATEJIbHAA PABOTA CTYZIEHTA

3.1. Bugsr CPC

Hrpam.

g| &
(0]
o 5| X HaumenoBanue pasgena Bcero
Z o| Buner CPC
S| a JUCIHUTIUTAHBL (MOIYJIS) YacoB
8| 2
3 4 5
4 1 UteHne TeKcTa ya4eOHHUKA, TOTIOJHUTEILHOM JTUTEpaTyPhI:
BBITTUCKHU U3 TeKcTa; PaboTa co cripaBOYHUKaMH, 03HAKOMJICHHE 2
C HOPMaTUBHBIMU U METOAMYECKUMU JokyMeHTamu, [[OCTamu,
HHCTPYKIIHSIMHU.
[penmer, cogepkanue u
3ajaun Kypea. Mcropus ITOJITOTOBKA COOOIICHUH K BHICTYIUICHHIO HA CEMUHAPE;
pasBuTHSA pEIICHHE CUTYAIIMOHHBIX TPO(ECCHOHATBHBIX 2
JIEIONPOU3BOICTBA (ynpaBneHYECKHX) 3a/1ad;
[MoxroToBka kK MUICEMEHHOMY OTYETY-3aIUTE II0 2
MPAKTHIECKOMY 33JaHUIO (COCTABJICHUE TAOIHI).
[MoaroToBka K KPyriIOMY CTOIY, AUCKYCCHH, IEIIOBBIM POJICBBIM 2
Urpam.
2 UreHue TeKCTa yUeOHUKA, TOTIOIHUTEILHON JINTEPATYPhI:
HopmarusHo-npaBoBasi u
BBIMUCKHU U3 TeKcTa; PaboTa co CripaBOYHUKAMU, O3HAKOMJIICHHE
MeTogudeckas 6asa 2
C HOPMAaTHBHBIMH U METOIUYeCKUMH nokymeHTamu, [ OCTamu,
JIEJIONPOU3BO/ICTBA,
HHCTPYKIHSMHU.
JOKYMCHTAIHOHHOTO v
MOJITOTOBKA COOOIIEHUH K BBICTYIUICHHIO HA CEMUHApE;
obecrieueHHst ynpaBJIeHHs
(JI0Y) pelIeHne CUTYaIlMOHHBIX IPO(eCcCHOHANBHBIX 4
' (ynpaBieHYecKHX) 3aj1ad,
Jenomnpon3BoACcTBEHHAS
[MoxroToBka K KPyriloMy CTOJY, AUCKYCCHH, EIIOBBIM POJICBBIM
cimyx0a 2
urpam.
3 UreHue TeKCTa y4eOHUKA, TOTIOTHUTEFHON JINTEPaTypPhI:
BEIIMCKH U3 TeKcTa; PaboTa co cmpaBOYHHKAaMU, 03HAKOMIICHHE 2
C HOPMaTUBHBIMU U METOAMYECKUMU JoKyMeHTamu, ['OCTawmu,
Hokyment. O6mue
HHCTPYKIHSMHU.
TpeOOBaHUS K COCTABIICHHIO v
MTOJITOTOBKA COOOIICHUH K BRICTYIUICHHIO Ha CEMUHApPE;
1 0ohopMIICHUIO
pelIeHNe CUTYAIlMOHHBIX IPO(eCCHOHATBHBIX 2
JIOKYMEHTOB
(ympaBiieHYeCKUX) 3ajad;
IToAroTOBKa K MUCHBMEHHOMY OTYETY-3aIUTE 110 2
MIPAKTUIECKOMY 3aJaHUIO (COCTABJICHNE TAOIIHI).
4 UreHue TeKCTa yueOHUKA, TOTIOIHATESIBLHON JINTEPATyPhI:
BBINMCKH U3 TeKCTa; PaboTa co ClipaBOYHUKAMH, O3HAKOMIICHHE 2
C HOPMAaTHBHBIMH U METOIUYECKUMH nqokymeHTamu, [ OCTawmu,
JlokyMeHTUpOBaHue MHCTPYKIMSIMH.
OpraHu3altHoHHO- BBITIOJTHEHHE TBOPUYECKOTO 3a/[aHHs: COCTABIICHHE
pacnopsTeIbHON PaCTIOPSIUTEIbHBIX JOKYMEHTOB H PA3HOTO BHIa MPUKA30B (110 4
ACATENBHOCTH OCHOBHO# JICSTEIHHOCTH, 110 IUIHOMY COCTaBY);
IToaroroBka K KpyriioMy CTOJNY, AUCKYCCHH, I€JIOBBIM POJICBHIM 2
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Urtenne TekcTa Y4YeOHHKA, JOMOJHHUTEIBHON JINTEPATYPHI:
BBITIUCKU M3 TeKcTa; PaboTa co cripaBOYHWKAMHU, O3HAKOMIICHHE

2
OcobOeHHOCTH C HOPMATHBHBIMH M MeToAmdecKkuMu aokymentamu, ' OCTamu,
HHPOPMALNOHHO- HHCTPYKIHSMH.
CIIPaBOYHBIX TOKYMEHTOB. IToaroroBka K MTMCHMEHHOMY OTYETy-3aIInuTe 1o 2
Opranmszanus padoTHI € MIPAaKTHYECKOMY 33JaHUIO0 (COCTABICHUE TA0JINI).
JOKYMEHTaMH I10 JMYHOMY | BBIIIOJIHCHHE TBOPYECKOTO 3a/IaHU: COCTaBJICHUE
cocraBy. JJOKyMeHTHI 10 pacopaauTeIbHBIX JOKYMEHTOB U Pa3HOTO BHAA MPUKA30B (I10 4
0OpaIeHnsIM rpakaan OCHOBHOM JIESITETHLHOCTH, 110 IHIHOMY COCTaBY);
[TonroToBka K KPyriioMy CTOITY, AUCKYCCHH, IEIOBBIM POJICBBIM 4
Urpam.
6 YreHne TeKCTa y4eOHUKA, TOTIOHUTEIBHOMN JTUTEPATyPhI:
BBIIMKMCKH U3 TeKcTa; PaboTa co cipaBOYHUKAMU, O3HAKOMIICHHE 2
C HOPMAaTHBHBIMH U MeTOUYeCcKuMU okymeHTamu, [[OCTawmuy,
JlokymMeHT0060pOT NHCTPYKIFAMA " -
MOJITOTOBKA COOOIICHUH K BRICTYIUICHHIO Ha CEMUHAPE;
peIlICHHE CUTYAIIMOHHBIX PO(ECCUOHATBHBIX 2
(ynpaBieHYEeCKHX) 3a7ad;
HOI[FOTOBKa K MUCBbMCHHOMY OTYETY-3all[UTC T10 2
MIPAKTHIECKOMY 33JaHUIO (COCTABICHUE TAOIHI).
7 UteHne TeKkcTa yudeOHHKA, TOTIOJHUTEIHLHONW JTUTepaTyPhI:
BBITTUCKHU U3 TeKcTa; PaboTa co cripaBOYHUKaMU, 03HAKOMJICHHE 2
C HOPMaTUBHBIMU U METOAMUYECKUMHU JokyMeHTamu, ['OCTawmu,
XpaHeHue TOKYMEHTOB B HHCTPYKIHSMH.
JIeTTOTIPON3BOJICTBE MTOJITOTOBKA COOOIICHUH K BRICTYIUICHHIO HA CEMHUHApE;
pelIeHNe CUTYaIllHOHHBIX TPO(ECCHOHANBHBIX 2
(ynpaBieHYecKHX) 3ajad;
HOI[FOTOBKa K MUCBbMCHHOMY OTYETY-3all[UTC T10 2
MIPAKTUIECKOMY 33JaHUIO (COCTABJICHUE TaOJIHI).
54

HUTOI'O B cemectpe:
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3.2. I'paduk paboThI cTyICHTA

Cemectp Ne 4

YcnosHoe
dopma 01IEHOYHOTO CpeCcTBA Howmep nenenn
0003HaueHHE
1 2 3 6 7 8 9 |10)11 (12|12 |14 |15|16| 17|18

CobecenoBanue C6 + + + + + + + |+ |+ |+ |+ ]+ ]|+ +]|+ |+
3amuTa NMUCHbMEHHOMY OTYETa 110 3pIT + + + + + + + |+ [+ + 1+ +71+
MPaKTHIECKOMY 331aHHIO
Permenne cutyalmoHHBIX + + + + |+ |+ |+ |+ + ]+
po¢eCcCHOHANBHBIX (YIPaBICHICCKHX ) P3
3a1a4
TBopueckoe 3aganue T3 + + + + + +
[HenoBas urpa Jn + + + + |+ |+ |+ ]+ |+ |+ |+ |+
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3.3. IlepedeHb yueOHO-METOIUYECKOTO OOECIEUeHHS ISl CAMOCTOATEIbHOU pPaboTHI
00Y4arOIIUXCS IO TUCIUTUIAHE
Y4eOHO-MEeTOINYCCKHE MaTePHAIIbI

Henonpousoactso [Tekct] : 00pa3iibl, JokyMeHThl. Opranusanus u TexHonorus padotst / B. B.
I"anaxos, U. K. Kopnees u ap. - 2-¢ u3zz., nepepad. u gom. - M. : IIpocrekt, 2007. - 456 c.
Kupcanosa, M.B. Kypc nenonpon3Boactsa: JJokyMEeHTaIlMOHHOE O0ECTICUCHUE YIIPABICHUS
[Tekct] : yaue6Hoe mocobue / M. B. Kupcanosa, FO. M. AkceHoB. - 6-¢ u3j., ucrpas. U J0IIL. - M.;
Hosocubupck : THOPA-M: Cubupckoe cornamenue, 2008. - 367 c.

Hemun, FO.M. Jlenonpoun3BoacTBo. JJokyMeHTAaIlMOHHBIN MEHEPKMEHT : Yy4eOHOe rmocooue
[Dnextponnslii pecypc] / HO.M. [lemun. - M. ; bepnun : Jupekr-Meaua, 2014. - 205 c. : Tabum.,
cxeM. - bubmuorp. B ka. — URL : //biblioclub.ru/index.php?page=book&id=253657 (narta
obpamienus 05.01.2019).

Hemun, KO.M. CekpeTtapckoe 1e10: YHUBEPCATbHBIN CIPABOYHUK : CITPABOYHO-METOJUYECKOE
nocoowue [Dnexkrponnslii pecype] / FO.M. [lemun. - M. ; bepnun : Jupekr-Meawna, 2014. - 321 c.
: puc., Tabi. - bubmuorp. B ka. — URL : //biblioclub.ru/index.php?page=book&id=253658 (nara
obpaienus 05.01.2019).

HopMmaTuBHO-clipaBOUHbIE MaTepHUAIIb
Koucturynus Poccuiickoit @enepanuun
(mpuHsTa BCEHApOAHBIM rosiocopanueM 12.12.1993) (¢ yuetoMm nonpaBok, BHECEHHBIX 3aKOHaMU
P® o nonpaBkax k Konctutyuuu PO ot 30.12.2008 N 6-DK3, ot 30.12.2008 N 7-OK3, ot
05.02.2014 N 2-®K3, ot 21.07.2014 N 11-®K3) // KoncynsrantlLitoc [ DnekTpoHHBIH pecypc] :
odurmansuelii caifit / Kommanus Koncynsrantllntoc. - URL :
http://www.consultant.ru/cons/cgi/online.cgi?req=doc;base=L AW;n=2875 (nara obpamieHus
06.01.2019). ®denepasnbublii 3akon oT 24.11.1996 N 132-®3 (pen. ot 28.12.2016) "O6 ocHoBax
TYpHUCTCKOI nesitenbHocTH B Poccniickoit @enepannn” // Koncynprantllntoc [DneKkTpoHHbIH
pecypc] : opunmanbublii caift / Komnanus Koncynsrantllmoc. - URL :
http://www.consultant.ru/cons/cgi/online.cgi?req=doc;base=L AW:;n=200320 (1ara oOpamieHus
26.01.2019).
®enepanbHblit 3ak0H OT 24.11.1996 N 132-®3 (pen. ot 28.12.2016) "OO6 ocHOBaX TypUCTCKOM
nesrenbHocTH B Poccuiickoii @eneparun" // Koncynasrantlntoc [OnekTponHslit pecypce] :
odpurmanbubiii caiit / Komnanus Koncynerantllntoc. - URL :
http://www.consultant.ru/cons/cgi/online.cgi?reg=doc;base=LAW;n=200320 (xata oOpamieHus
26.01.2019).
®enepanbHblii 3akoH oT 27.07.2006 N 149-03 (pea. ot 19.12.2016) "O06 undpopmanuu,
MH(OPMALIMOHHBIX TEXHOJOTHAX U O 3a1uTe UHpopmMauuu" (¢ U3M. U JOI., BCTYI. B CUITY C
01.01.2019) // Koncynprantllotoc [DnekTpoHHbIH pecypce] : opunmanbHblil cailit / Komnanus
Koncynprantllnroc. - URL :
http://www.consultant.ru/cons/cgi/online.cgi?reqg=doc;base=L AW;n=200126 (xaTta oOpamieHus
06.01.2019).
®enepanbHbliil 3ak0H 0T 22.10.2004 N 125-@3 (pex. ot 23.05.2016) "O6 apxuBHOM €€ B
Poccuiickoit ®eneparun'// Koncynprantllintoc [DnekTpoHHBIH pecypc] : opUIManbHbIi cailT /
Kommnanust Koncynsrantllmoc. - URL :
http://www.consultant.ru/cons/cgi/online.cgi?req=doc;base=L AW;n=198260 (1ara oOpamieHus
06.01.2019).
®enepanbublit 3ak0H oT 02.05.2006 N 59-@3 (pen. ot 03.11.2015) "O nopsiake paccMOTpEeHHS
oOpamienuit rpaxkaan Poccuiickoii @eneparun" // Koncynsrantlhntoc [ DnekrponHslit pecypc] :
odpurmaneubiii caiit / Kommanus Koncynerantlmtoc. - URL :
http://www.consultant.ru/cons/cgi/online.cgi?req=doc;base=L AW;n=188358 (nara oOpamieHus
06.01.2019).
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Tpynosoit konekc Poccuiickoit @eaepauun" ot 30.12.2001 N 197-03 (pea. ot 03.07.2016) (c
W3M. H J101., BeTyt. B cuiny ¢ 01.01.2017) // KoncynbrantlLiroc [DnekTpoHHBIN pecypc] :
oduumansei caiit / Komnanus Koncynsrantllmoc. - URL :
http://www.consultant.ru/cons/cgi/online.cgi?req=doc;base=LAW:n=201079 (nara obparienus
06.01.2019).

[Toctanornenue [IpaButenscTBa PO ot 15.06.2009 N 477 (pen. ot 26.04.2016) "O6
yrBepkaeHnu [IpaBui nenonpons3BoACcTBa B eiepaIbHBIX OpraHax UCIOJHUTENbHOM BacTu" //
Koncynprantlntoc [DnexTpoHHbIi pecypce] : opurmansHbiii caint / Kommanus
Kouncynbrantllntoc. - URL :
http://www.consultant.ru/cons/cgi/online.cgi?req=doc;base=L AW:n=197373 (nara obparieHus
06.01.2019).

4. OHUEHOYHBIE CPEJACTBA JJI1 KOHTPOJIA YCIIEBAEMOCTU U
PE3VJIbTATOB OCBOEHUSA JUCHUIIJIMHBI (MOAVYJIA) (cm. @ono
OYEHOUHbLX CpeodCcms)

5. YYEBHO-METONYECKOE n NHOOPMAIIMOHHOE
OBECITEYEHUE NUCHUTTJIMHBI (MO YJIA)

5.1. OcHOBHas nuTEpaTypa

AgTOp (bI), HANMEHOBaHUE, BUJI U3/1aHus1, MecTo | Vcmonb3yercs npu KonmiecTBo 3K3eMIUISIPOB
Ne o/mt p (5D, > BUAL IS ’ Y p Cemectp P

W3aHNUs U N3JaTeNIbCTBO, TOJ H3y4EHHUH Pa3/ienoB B 6ubmmnotreke |Ha xadenpe

1 2 3 4 5 6

Abynanze, [1. I'. lokyMeHTaImOHHOE
obecrieueHne yIpaBiIeHHUS IEPCOHAIOM:!
y4eOHHK U MPAKTUKYM JUISL aKaleMHIECKOTO
OakanmaBpuata [Dnexrponusil pecype] /. T.
Abynanze, U. b. Bempsoxkuna, B. M. Macioga.
— M. : FOpaiir, 2016. — 299 c. — (bakanasp.
Axkanemudeckuii kypce). - URL :
https://www.biblio-online.ru/viewer/4B180AEE-
8B42-4392-9D7A-772015302875 (nara
obpamtenus : 05.01.2019).

1-7 4 9BC

Kopmnees, U. K. JlokymeHTHpOBaHNE
yIpaBIeHYeCcKOoil nesTenbHOCTH + TecThl Ha CD :
y4eOHHK U MPaKTUKYM JUISL aKaleMHIECKOTO
OakanmaBpuaTa [DnekrpoHHbIi pecype] / U. K.
Kopmnees, A. B. [Tiienko, B. A. Mamypues. —
M. : IOpaitr, 2016. — 384 c. — (bakamnasp.
Axanemmyeckwii kypc). — URL:
https://www.biblio-
online.ru/viewer/99CA2CFC-3994-482C-AE71-
1E090E40572A (mata obpamenust 05.01.2019).

1-7 4 9BC

Kysuenos, . H. JlokymeHTanimoHHoe
o0ecrieyeHre yIpaBaCHHs IEPCOHAIOM :
y49e0HHK U TPAKTHUKYM JJISl IPUKITaTHOTO
GaxanmaBpuaTa [DnekTpoHHBIH pecype] / U. H.
KysnenoB. — M. : U3natenbctBo FOpaiit, 2016.
— 520 c. — (bakanasp. [IpuknanHoii Kypc). —
URL: https://www.biblio-
online.ru/viewer/143F6609-394A-439D-977C-
DBOF2D4CDSFE (mara obpamieHus
05.01.2019).
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Murtpodanos, C.B. Jlenonpoun3soacTso B
rOCTUHMIIE [ DNEeKTPOHHBIN pecypc] : yueO.
nocobue — DIeKTpoH. naH. — CaHKT-
[MerepOypr : UD0 CII6YTYuD, 2013. — 113
¢. — Pexum noctyna:
https://e.lanbook.com/book/64066. — 3ari. ¢
sKpaHa. (mara obpamenns 05.12.2019).
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5.2. JlonionHuTENbHAS IATEPATYpA

Ne
n/a

ABTOD (bI), HAUMEHOBAHUE, BUJL
U3JIaHUS, MECTO U3JIaHUs U
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IpU U3y4eHUU
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Cemect
p

KonnuectBo
AK3EMIUISIPOB

B
oubauoreke
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HopmartuBHO-1ipaBoBasi 1 METOAMYECKAS
Oaza

Koncrurynus Pocculickon @enepanuun
(MpHHSTa BCEHAPOAHBIM FOJIOCOBAHUEM
12.12.1993) (c yueToM nonpaBokx,
BHECEHHBIX 3akoHaMu PP o nonpaskax
Kk Koncrutynuu PO or 30.12.2008 N 6-
®K3, ot 30.12.2008 N 7-®K3, ot
05.02.2014 N 2-®K3, ot 21.07.2014 N
11-®K3) // Koncynbrantl Littoc
[DnexTpoHHBIN pecypc] : ohuHManTbHBIN
caift / Komnanus Koncynsrantllmtoc. -
URL :
http://www.consultant.ru/cons/cgi/online

.cgi?req=doc;base=L AW;n=2875 (nara
obpammenus 06.01.2019).

IBC

®enepanbHblil 3ak0H OT 24.11.1996 N
132-®3 (pen. ot 28.12.2016) "OO6
OCHOBAX TYPUCTCKOW IESTEIbHOCTH B
Poccuiickoit ®eneparuu" //
Koncynprantllntoc [DnekTpoHHBIH
pecypc] : opuIaNbHbII calT /
Kommanus Koncynerantllntoc. - URL :
http://www.consultant.ru/cons/cgi/online
.cgi?req=doc;base=LAW;n=200320
(mara obpamenus 26.01.2019).

IBC

®enepanbHbii 3ak0H oT 27.07.2006 N
149-®3 (pen. ot 19.12.2016) "O6
uH(popMalnu, HTHPOPMAIIMOHHBIX
TEXHOJIOTUSX U O 3aIuTe uHpopmaru”
(c U3M. U J0I., BCTYIL. B CUJIY C
01.01.2017) // Koncynprantlliroc
[DnexTpoHHBIH pecypc] : odhuIManTbHBINA
caiit / Komnanus Koncynsrantllmtoc. -
URL :

IbC
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http://www.consultant.ru/cons/cgi/online
.cqi?reg=doc:base=LAW;n=200126
(mara obpamienus 06.01.2019).

®epnepanbHblil 3akoH oT 22.10.2004 N
125-@3 (pexn. ot 23.05.2016) "OO6
apxXuBHOM Jene B Poccuiickon
Oenepannn'// KoncynaprantlImoc
[DneKTpOHHBIHN pecypc] : opuIMaIbHbII
caiit / Kommanust Koncynsrantlmroc. -
URL:
http://www.consultant.ru/cons/cgi/online
.cgi?req=doc;base=LAW;n=198260
(mara obpamienus 06.01.2019).

2,7

IBC

®enepanbublii 3akoH oT 02.05.2006 N
59-®3 (pex. ot 03.11.2015) "O nopsinke
paccMOTpeHUs 0OpaleHui TpaxaaH
Poccwuiickoit ®eneparuun’ //
KouncynbrantlIntoc [DnekTpoHHbIN
pecypc] : opuIMaNbHbII calT /
Komnanus Koncynerantllnroc. - URL :
http://www.consultant.ru/cons/cgi/online

.cgi?req=doc;base=LAW;n=188358
(mara obpamienus 06.01.2019).

2,5

IBC

"TpynoBoil koaekc Pocculickoit
®eneparun” ot 30.12.2001 N 197-03
(pexn. ot 03.07.2016) (¢ u3M. u jgor.,
BeTym. B cuity ¢ 01.01.2017) //
Koncynprantlintoc [OneKTpoHHBIH
pecypc] : obunUanbHbIN caT /
Komnanus Koncynpsrantllmoc. - URL :
http://www.consultant.ru/cons/cgi/online

.cqi?reg=doc;base=LAW;n=201079
(mara obparienus 06.01.2019).
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IBC

ITocranosnenue IIpaBurenscrea PO or
15.06.2009 N 477 (pex. ot 26.04.2016)
"O06 yrBepxkaenuu [paBun
JIEJIONPOU3BO/ICTBA B (peiepalIbHbIX
OpraHax UCTHOJHHUTENIbHON BIacTu" //
Koncynprantllntoc [DnekTpoHHBIM
pecypc] : opuIMaNbHbII calT /
Kommanus Koncynerantllntoc. - URL :
http://www.consultant.ru/cons/cgi/online

.cgi?req=doc;base=L AW;n=197373
(mara oopamienus 06.01.2019).

2,5

IBC

IToctanosnenue ['occranmapra PO ot
03.03.2003 N 65-cT "O npuHATHHN U
BBEJICHHUU B N€HCTBHE
roCyJapCTBEHHOT'O CTaHAapTa
Poccutickoit ®deneparnuu (BMecTe ¢
"TOCT P 6.30-2003. I'ocynapcTBeHHBII

2-5
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crannapt Poccuiickoit denepanum.
YHu(UIUpOBaHHBIE CUCTEMBI
JOKyMEHTaluu. Y Hu(puuupoBaHHas
CHUCTEMa OpraHU3aIllMOHHO-
pacrnopsiAuTeIbHON JOKYMEHTAIIUH.
TpeboBanus kK 0opMIICHUIO
nokymeHToB") // Koncynsrantllimtoc
[DneKTpOHHBIHN pecypc] : opuIaIbHbII
caiit / Kommanust Koncynsrantlmroc. -
URL:
http://www.consultant.ru/cons/cgi/online

.cgi?reg=doc;base=LAW;n=44595 (nara
obpamienns 06.01.2019).

"TOCT P 7.0.8-2013. HaunoHanbHbI#I
crannapt Poccuiickoit denepanum.
Cucrema cranapToB 1o HH(pOpMaLuH,
OMOTMOTEYHOMY U U3/1aTEIbCKOMY JIENy.
Jlenonpou3BoACTBO U apXUBHOE JIEJIO.
Tepmunsbl u onpenenenus” (yTB.
ITpuxa3zom Poccrangapra ot 17.10.2013
N 1185-cT) // Koncynsrantlitoc
[DnexTpoHHBIH pecypc] : oduHManTbHBINR
caiit / Komnanus Koncynsrantllntoc. -
URL:
http://www.consultant.ru/cons/cgi/online

.cgi?req=doc;base=LAW;n=163800
(mara obpamienus 06.01.2019).
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10

Anpnpeesa, B.1. [lenonpousBoacTBoO:
OpraHu3alys U BeIeHue : yueOHoe
nocobue [DnekTpoHHsIi pecype] / B.U.
Anpgpeesa. — M.: KnoPyc, 2016. —
294 c.— URL:
https://www.book.ru/book/918552/view
(mata oopamienus 05.01.2019)
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11

Bbopucosa, E. DnemMeHTbI cTHIIA:
INPUHIIMIIBI YOeIUTEIbHOIO JEI0BOTO
nuceMa [DnektponHslit pecypce] / E.
bopucosa ; nox pen. E. Kpyuenuukoi. -
M. : Anbniuna busnec bykc, 2016. - 126
c. - («MacTepcTBO pabOTHI CO CTIOBOMY).
—URL:
/lbiblioclub.ru/index.php?page=book&id
=229832 (nara obpamienus 05.01.2019)

IBC

12

['pun6epr, A.C. JIokyMeHTaIIMOHHOE
obecrievueHne yrnpaBieHHs : YIeOHUK
[DnexTponnstit pecype] / A.C.
I'punGepr, H.H. ['opGaués, O.A.
MyxamermnHa. - M. : FOnnTH-/lana,
2015. - 391 c. : Tabm., rpad., UII., CXEMBI
- bubnmorp.: c. 382-383. — URL :
//biblioclub.ru/index.php?page=book&id
=115031 (mara obpamenus 05.01.2019).
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13

HenonpousBojctBo [Tekct] : o6pasiisl,
JTOKyMeHThI. Opranuzanus u
texHosiorus padotsl / B. B. I'anaxos, U.
K. Koprees u ap. - 2-e uzj., nepepad. u
nor. - M. : IIpocnekt, 2007. - 456 c.

3-5

45

14

Hemun, KO.M. Jlenonpoun3BoacTBo.
JlokyMEeHTallMOHHBIA MEHEHKMEHT :
yaeOHOoe ocooue [ DNEeKTPOHHBIH
pecypc] / FO.M. Jlemun. - M. ; bepnuH :
Hupexr-Menaua, 2014. - 205 c. : Tabu.,
cxem. - bubmuorp. B ka. — URL :
//biblioclub.ru/index.php?page=book&id
=253657 (mara obpamenus 05.01.2019).
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15

Hemun, FO.M. Cekperapckoe z1emo:
YHHUBEPCATbHBIA CIIPABOYHHUK :
CIIPaBOYHO-METOIMYECKOE Iocobue
[DnexTponnslii pecypc] / HO.M. [lemuH.
- M. ; bepnun : Jupexr-Menua, 2014. -
321 c. : puc., Tabma. - bubnuorp. B KH. —
URL :
//biblioclub.ru/index.php?page=book&id
=253658 (mara obpamenus 05.01.2019).
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16

KagpoBuk [Tekcr] €XKEeMECSYHbIN
Hay4YHO-TIPAKTUYECKUM KypHaJ /
yUpeauTenh PernonanpHas
OylaroTBOpUTEIbHAS oOLIecTBEHHAs
OpraHu3aIus WHBAJIHJIOB u
nercuonepoB «lIpoceemienney. — 2002 -

— MockBa : H3marenbckuii oM
[Tanopama, 2016 - . — Exxemec. — ISSN
2074-0107.

IBC

17

Kupcanosa, M.B. Kypc
JIeNIOTIPOU3BO/ICTBA:
JlokyMeHTalmoHHOe obecrieueHne
yrnpasneHus [Tekcer] : yaeOHoe mocoOue
/ M. B. Kupcanona, 0. M. AkceHoB. -
6-e u3a., ucnpas. u J0I. - M.;
Hosocubupck : THOPA-M: Cubupckoe
cornamenue, 2008, - 367 c.
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18

Ky3nenos, 1.H. /IenoBoe nucemo :
y4eOHO-CIIpaBOYHOE ITocodue
[DnexTponnsIit pecype] / U.H.
Ky3Heros. - 5-e uzna. - M. : JlamkoB u
Ko, 2015. - 196 c. - (YueOHbIe n3anus
muist 6akanaspoB). — URL :
/lbiblioclub.ru/index.php?page=book&id
=229283 (nara oopamienus 05.01.2019).

IBC

19

Muxaiinos, FO.M. Kak npaBuibHO 1
OBICTPO pa3paboTaTh JOKYMEHTAIUIO
IPENNPUATHS : IPaKTUYECKOe Tocodue
[DnexTpoHHBIi pecypc] / FO.M.
Muxainos. - M. ; bepnun : [lupekt-
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Menua, 2014. - 232 c. : un. - bubauorp.
BKH. - URL:

/Ibiblioclub.ru/index.php?page=book&id
=253689 (nara obpamenus 05.01.2019).

20

Muxaiinos, FO.M. JIuunsie gema
COTPYAHUKOB KOMIaHUU: KaK
MpaBUILHO ODOPMIIATE, BECTH U
XPaHUTB : IPAKTUYECKOE 110COOUE
[DnexTponnsbIit pecype] / FO.M.
Muxaiinos. - M. ; bepnun : Jlupekr-
Menua, 2014. - 160 c. : un. - bubauorp.
B kH. — URL :
/[biblioclub.ru/index.php?page=book&id
=253691 (mara obpamenus 05.01.2019).

IBC

21

ITepcuanos, B.B. Cuctembl
AIIEKTPOHHOTO JIETONPOU3BOJICTBA :
yuebHoe mocodue [ DNeKTPOHHBIH
pecypc] / B.B. Ilepcuanos. - M. ;
bepnun : [lupexr-Menua, 2016. - 215 c.
: Wi, Tabi. - bubnuorp. B kH. — URL :
//biblioclub.ru/index.php?page=book&id
=434747 (nara oopamienus 05.01.2019).
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22

Ilepcuanos, B.B. KomnbroTepHsie
TEXHOJIOTHH aJIMUHUCTPATUBHOTO
JIEJIONPOU3BOJICTBA : IPAKTUKYM
[DnexTponnsIii pecype] / B.B.
[lepcuanos, P. Kynobaes. - M. ; bepnuun
: dupext-Menua, 2016. - 56 c. : uin.,
Tabm. - bubauorp. B ku. — URL :
//biblioclub.ru/index.php?page=book&id
=434745 (nara obpamnienus 05.01.2019).
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Poroxwun, M.IO. JlenoBbie JOKYMEHTHI B
npuMepax 1 o0pasuax : COOpHUK
TUIIOBBIX IOKYMEHTOB [ DJIEKTPOHHBIN
pecypc] / M.YO. PoroxuH. - M. ; bepnun
: dupext-Menua, 2014. - 496 c. : un. -
bubnuorp. B kH. — URL :
/lbiblioclub.ru/index.php?page=book&id
=253701 (nara obpamienus 05.01.2019).
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Poroxun, M.IO. [lokymeHTanimonHoe
o0ecrieyeHue yrpaBieHHS :
MPaKTUYECKOe MOcoOre [ DMEeKTPOHHBIH
pecypc] / MLYO. PoroxuH. - M. ; bepnun
: Mupekr-Menaua, 2014. - 398 c. : ni. -
BbuGmuorp. B ku. — URL :
/lbiblioclub.ru/index.php?page=book&id
=253705 (nara obpamienus 05.01.2019).
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Poroxxun, M.}O. HactonpHas kanra
ceKperapsi: MOAr0OTOBKA JOKYMEHTOB :
MpaKTUYECKOe ocoOre [ DMEeKTPOHHBIH
pecypc] / MLYO. PoroxuH. - M. ; bepnun
: lupexr-Menua, 2014. - 363 c. : ui. -
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bubnuorp. B ka. — URL :
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=253707 (mara obpamenus 05.01.2019).

26

Poroxwun, M.1O. Opranuzanus
KaJIpOBOI pabOThI MPEATIPUATHS :
y4eOHO-TIpaKTHUECKOe TocoOue
[DnexTponnsbIit pecypc] / MLIO.
Poroxun. - M. ; bepnun : Jlupekt- 3) 4 IBC
Menua, 2014. - 240 c. : un. - bubauorp.
BKH. — URL:
//biblioclub.ru/index.php?page=book&id
=253710 (nara obpamenus 05.01.2019).
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Cokomnosa O.H., Axumoukuna T.A.
JlokyMeHTaImoHHoe o0ecredeHrne
yIpaBieHUS B OPraHU3alliy : yueOHOe
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Mocksa : KnoPyc, 2016. — 156 ¢. —
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https://www.book.ru/book/918509/view-
ISBN 978-5-406-04782-8 (nara
obpamenus 05.01.2019).
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CmupnoBa, ['.H. DnexTpoHHBIE CHCTEMBI
yIpaBJIEHUS T0KYMEHTOO00POTOM:
YyebHoe mocobue, mMpakTUKYM I10
JTUCIUILIMHE : yueOHOoe mocooue /

I''H. CmupnoBa. - Mockaa :
MoOCKOBCKUI rOCYAapCTBEHHBIN
YHHUBEPCUTET SKOHOMUKHU, CTATUCTUKU U
uHpopmaruku, 2004. - 115 c. - ISBN 5-
7764-0399-5 ; To e [ DneKTpOHHBIH
pecypc]. -

URL.: http://biblioclub.ru/index.php?pag
e=book&id=90954 (06.12.2019).

3-5 4 IBC
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SukoBuy, II.A. Jlenonpon3BoacTBO B
KaJIpOBOM ciryx0e : yaeOHHUK
[DnexTponnsIii pecype] / HILA.
SlakoBuu. - M. : FOnuTn-/lana, 2015. - 5 4 9BbC
161 c. - bubauorp.: c. 112. —URL :
//biblioclub.ru/index.php?page=book&id
=119021 (nara obpamienus 05.01.2019).

5.3. basbl gaHHBIX, HHOOPMAITMOHHO-CIIPABOYHBIC U TTOMCKOBBIE CUCTEMBI

1.

eLIBRARY.RU [OnekrponHslii pecypc] : HaydHas 3JeKTpoHHas OuOmmoteka. — JlocTyn

3apErHCTPUPOBAHHBIM  [OJIB30BATENsIM MO Hapoiro. —  Pexum  jpocryma:

http://elibrary.ru/defaultx.asp (nara oopamenus: 15.10.2019).

Polpred.com O630p CMU [DsaekTpoHHbIii pecype] : cailT. — J[ocTymm mociie perucTpamnuy u3

aro0oii ToukH, UMeroniel goctyn k MaTepuery. — Pexxum nocryma: http://polpred.com (mara

obpamenus: 15.11.2019).

bubmmoreka NMxrtuka (MxTtroreka) [DneKTpOHHBIA pecypc] : 3JeKTpOHHAs OMOIHOTEeKa. —
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http://biblioclub.ru/index.php?page=book&id=253710
http://biblioclub.ru/index.php?page=book&id=253710
https://www.book.ru/book/918509/view-%20ISBN%20978-5-406-04782-8
https://www.book.ru/book/918509/view-%20ISBN%20978-5-406-04782-8
http://biblioclub.ru/index.php?page=book&id=90954
http://biblioclub.ru/index.php?page=book&id=90954
http://biblioclub.ru/index.php?page=book&id=119021
http://biblioclub.ru/index.php?page=book&id=119021
http://elibrary.ru/defaultx.asp
http://polpred.com/

Pexum noctyna: http://www.ihtik.lib.ru, ceo6oamsIit (nata ooparmienus: 15.10.2019).

4. KubepJlennnka [DnekTpoHHBIA pecypc] | HaydHas SJIEKTpOHHAs OHOIHOTEKa. — Pexum
nocryna: https://cyberleninka.ru, cBo6oanbli (1aTa oopartenus: 15.10.2019).

5. Koncymprantllnroc [OnekTpoHHBI pecypc| : odumManbHBIN caiiT. — Pexxum pocryna:
http://www.consultant.ru, ceo6oanslii (1ara oopamenus: 15.10.2019).

6. Hayunas 6ubmmoreka PI'Y umenu C. A. Ecenuna [DneKTpoHHBIN pecypc] : caldT. — Pexxum
noctyna: http://library.rsu.edu.ru, ceo6oausbIit (1ata oopartenus: 15.10.2019).

7. YuuBepcurerckas OuoOnmuoreka ONLINE [OnextponHslld pecypc] @  3JIE€KTpOHHas
Ooubmmoreka. — JlocTym K TONHBIM TEKCTaM IO TMapoir. — Pexum jgocryma:
http://biblioclub.ru/index.php?page=main_ub_red (mata obpamenus: 15.10.2019).

8. DOmnextponnsii katasior Hb PI'Y umenu C. A. Ecenuna [DnekTpoHHBIH pecypc| : 0a3za
JIAHHBIX COJICPXKHUT CBEICHHS O BCEX BUIAX JUTEpaTyphl, nmocrynatroumx B ¢oug Hb PI'Y
umenn C. A. Ecenmna. — Pszanp, [1990 - ]. — Pexum gocryna:
http://library.rsu.edu.ru/marc, ceo6oausrii (1ata oopamenwus: 15.10.2019).

9. IOpaiitr [DneKTpoHHBIA pecypc] : IneKTpoHHas 6ubnmoreka. — J[ocTym K MOJHBIM TEKCTaM
1o maposo. — Pexxum gocryma: https://www.biblio-online.ru (nata obparenus: 20.04.2019).

5.4. Ilepeuenb pecypcoB HH(OPMAIIMIOHHO-TEICKOMMYHUKALIMOHHOM cetn «HTepHeT» (nanee —
ceTb «MHTEepHET»), HEOOXOJUMBIX /Il OCBOEHUS IUCLUIUIMHBI (MOZYIIs )™

1. OdunmanbHbIli HTHTEPHET-MIOPTAN IPABOBOM MHpopManuu : ['ocymapcTBeHHas cucTema
npaBoit nupopmarnuu [DnexkTpoHHbIi pecype]. — URL: http://pravo.gov.ru/index.html
(mara obpamenus: 15.10.2019).

2. Koncynbrantllmtoc [DneKTpoHHBIH pecypc] : CIpaBOYHO-IPaBOBas cCUCTeMa : 0a3a JAAaHHBIX /
Peruon, neatp npasosoit nuadopm. Madopmmpaso. — [b.m., 2002-J. — JIocTyII K MOIHBIM TEKCTaM
u3 cett PI'Y umenu C. A. Ecenuna: http://www.consultant.ru/ (nara obpamenus: 17.12.2019).

6. MATEPHUAJILHO-TEXHUYECKOE OBECIIEYEHUE
JCITUTUIMHEL (MOIYJIS)

6.1. TpebGoBanusi k ayauTopusiM (NOMEIICHHUSIM, MECTam) [JIsi TPOBEICHUS

3aHATUN:

CrannapTHo 00OpY/HOBaHHbBIE JIEKIMOHHBIE AyTUTOPUU Ul IPOBEACHUS 3aHATHH B
OOBIYHOM ¥ MHTEPAKTUBHON (hOpMax: BUIEOMPOEKTOP, HOYTOYK, IKpaH.

CrannapTHO 000py/IOBaHHbIE ayIUTOPHM Ul MPOBEAEHUS J1TAOOPATOPHBIX 3aHATUH, Kak
B TPAAMIMOHHOM, TaKk W B HHTEPAKTUBHOM ¢opMe: HOYTOYK, TPOEKTOp, HKpaH WU
KOMIIBIOTEPHBIN KJIacc.

6.2. TpebGoBanuss Kk 000pyIOBaHMIO pabOYMX MECT TMpenojaBaTeNsl W

O0yYarOIINXCS:
BupeonpoekTop, HOyTOYyK, IIEpeHOCHOH SKpaH. B KOMIIBIOTEPHOM KJIacce JOJKHBI OBITh
ycranosineHsl cpeactsa MS Offise: World, Power Point.

7. OBPA3OBATEJIbHBIE TEXHOJIOI'MWU (3anoausemcs moavko 07s
cmanoapma @I'OC BIIO)
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8. Meroauyeckre ykazaHus ISl OOYyYarOUIUXCS IO OCBOCHHUIO JIUCIUILIMHBI

(Momymst)

By yueOHBIX 3aHATHIA

OpFaHI/I3aL[I/IH ACATCIIBHOCTH CTyICHTA

Jlekusa

Hammcanue KOHCIIEKTa JICKITHM: KpaTkKo, CXEMaTHU4HO,
MoCIIeI0BaTeNbHO (UKCUPOBATh OCHOBHBIE MOJIOKEHUS, BBIBODI,
(hopMyIUpOBKH, 0000IIIEHUS; TOMEYATh BaKHBIE MBICIH, BBIICTIATh
KJIFOYEBBIE CJIOBa, TepMUHBI. [lpoBepka TEpMHMHOB, IMOHATUNA C
MOMOIIBK  JHIMUKIONEAWWA,  CJIOBaped,  CIPAaBOYHHUKOB  C
BBIIIMCBHIBAHUEM TOJKOBAaHUN B TeTpaab. OO0O03HAUYUTH BOMPOCHI,
TEPMUHBI, MaTEpPHaJl, KOTOPBIM BBI3BIBAET TPYAHOCTU, IIOMETUTHh U
MONBITATbCS HAWTU OTBET B PEKOMEHAYyeMoH mnuteparype. Ecnm
CaMOCTOSITENILHO HE  yJaeTcs pa3oOpaThCsi B Marepuale,
Heo0xoIuMo chOpMYyITUPOBATH BOIPOC M 337aTh MPENOAaBaATEIIO
Ha KOHCYJIbTAIIMH, HAa TIPAKTUYCCKOM 3aHATUU. Y ICIUTh BHUMAHUE
CJIeIYIOLUM MOHATUSAM (IOKyMeEHT, JOKYMEHTaus,
JIeJI0NPOU3BO/ICTBO, JIOKYMEHTAallMOHHOE obecrnieueHue,
JOKYMEHTUPOBaHUE, OQPUIUAIBHBIM  JTOKYMEHT,  CIy>KeOHBII
JIOKYMEHT, YIIPaBJICHYECKUH JOKYMEHT.) U JIp.

[IpakTrueckue 3aHATUA

[IpopaboTka paboueld MporpaMMbl JUCHUIUIMHBL, YAEss 0coboe
BHUMaHHE MM U 3aJadaM, CTPYKType U  COJEP)KaHHIO
mucuuiuiiHbel.  KoHcmekTupoBaHue  MCTOYHHMKOB. Pabora ¢
KOHCIIEKTOM JIEKIIMH, TMOJrOTOBKA OTBETOB K KOHTPOJBHBIM
BOIPOCaM, MPOCMOTP PEKOMEHIYEeMOW JUTeparypbl, padoTa C
tekcToM (DenepanpHplii 3akoH oT 27.07.2006 N 149-®3 (pen. ot
19.12.2016) "O6 undopmanuu, HHGOPMAITMOHHBIX TEXHOJIOTHIX U
o 3amute uHopManuu" (C WU3M. W JOM., BCTYIl. B CHIYy C
01.01.2017).

Pemenune ynpaBieHYeCKHX 3aa4, COCTABICHNE IOKYMEHTOB U JIp.
B u3yueHuu qUCHUILTUHBI OONBIIOE 3HAYEHNE UMEET 3HAKOMCTBO C
Pa3IMYHBIMU BUIaMU YIIPABIEHUECKUX TOKYMEHTOB, TIPEXKIIE BCETO
OpraHU3aIMOHHBIX, pacmopsiAUTEIbHBIX, nH(OPMAIIMOHHO-
CIPAaBOYHBIX JTIOKYMEHTOB, a TAK)KE JOKYMEHTOB, 00pa3yIOIIUXCS B
NEeSITeTbHOCTH TPENNpUsATHl cepsl TOCTHHUYHOTO OW3Heca |
TypHU3Ma.

KoHTtponbHas
paboTa/uHANBUAYyaIbHbBIE

3aJaHus

3HAaKOMCTBO C OCHOBHOH H JIOTIOJTHUTEIbHOMN JIHTCpElTypOI\/’I,
BKJIIO4asA CHpPaBOYHBIC U3AaHUA, KOHCIICKT OCHOBHBIX HOHOX(CHHﬁ,
TCPMHUHOB, CBeﬂeHHﬁ, Tpe6yfoumxcs[ M1 3allOMHMHAaHuA U
SIBJISTFOIIMXCS.  OCHOBOIIOJIATAIOIIMMH B 3TOH TEME. CocraBieHue
aHHOTAIUH K IMPOYNUTAHHBIM JIMTCPATYPHBIM UCTOYHHUKAM U IP.

IToaroroBka k 3a4CTy

[Ipu moAroToBKeE K 3a4eTy HEOOXOAMMO OPUEHTHPOBATHCS HA
KOHCIIEKTBI JIEKIINI, PEKOMEHIYEMYIO JIMTEPATYPY U AP.
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9. Ilepeuers HHPOPMAITMOHHBIX TEXHOIOTUIH, HCITOIb3YEMbIX IIPH OCYIIECTBICHUH
00pa3oBaTeILHOTO MPOIEcca M0 TUCHUTUTHHE (MOYIIIO), BKIFOYas MIePEUCHb
IPOrPaMMHOT0 00eCIeYeHNsT ¥ HHPOPMAITHOHHBIX CIIPABOYHBIX CUCTEM (npu
Heobxoo0umocmi)

1. IlpumeneHune cpecTB MyIbTHMEANA B 00pa30BaTeIbHOM IIpoliecce (IIpe3eHTalum, BUEO).
2. IlpoBepka JOMaIIHUX 3aJaHUI U KOHCYJIBTUPOBAHUE IIOCPEACTBOM JIEKTPOHHOM MOYTHI.

10.TpeboBanus kK MporpaMMHOMY 0O€CIIeYeHHIO Y4eOHOTO mpoIiecca
[lepeuenb HHGOPMALMOHHBIX TEXHOJIOTUH (JIMIIEH3MOHHOE MMPOrpaMMHOE o0ecTieueHue,
MH(POPMAIMOHHO-CIIPABOYHBIC CHCTEMBbI )

Hazganue 110 No nmunien3um

Awntusupyc Kaspersky Endpoint noroBop Nel4/03/2018-014201
Security 30/03/2018r.);

Oducnoe npunoxenne LibreOffice | cBo6oaHO pacnpoctpansiemoe [10
Apxwuarop 7-zZip cB00OIHO pacnpoctpansemoe [10
bpaysepuzobpaxenuii Fast Stone | ceobomHO pactipocTpansiemoe [10
ImageViewer

Menua MIPOUTPHIBATEIIb VLC | cBob6oano pacnpoctpansemoe [10
mediaplayer

3anuck nuckos ImageBurn cB00OIHO pacnpoctpansemoe [10
DJVU 6pay3epDjVuBrowser Plug-in | ceo6oaH0 pactipocrpansiemoe [10

11. Uuble cBeneHus
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IIpunoxenue 1

MoH/1 O1IEHOYHBIX CPECTB /151 MPOBeIeHUs MPOMEKYTOUHOM aTTecTaAlMU
00ydJaIOIIHXCS N0 THCIUTILUIAHE (MOLYJIIO)

Ilacnopm ¢honoa ouenounvix cpedocme no oucyuniune (M00yJno) 01
HPOMENHCYMOUHO20 KOHMPOJIA YCReeaemocmu

KonTponupyemsle pazaensl (TEMBbI)
JUCLUIUIMHBI (pe3ybTaThl 110
paznenam)

Kox xoHTpOonupyeMon
KOMITETCHIINH (UITH €&
YacTH)

HaunmenoBanue
OIIEHOYHOTO CPEeJICTBA

[Ipenmer, conepxanue U 3aga4u
Kypca. Mctopus pazButus
JIEJIOTPON3BOJICTBA

OK-4, OK-7, OIIK-3

3auer

HopmatusHo-TipaBoBas u
MeTou4eckas 6a3a
JIeITOTIPOU3BO/ICTBA,
JAOKYMCHTAITUOHHOT'O obecrieueHus
ynpasnenus (JJOVY).
Jenonpon3BocTBEHHAs CITyK0a

OK-4, OK-7, OIIK-3

3auer

Joxyment. O0mue TpeboBaHus K
COCTaBJICHHIO U O(POPMIICHUIO
JIOKYMEHTOB

OK-4, OK-7, OIIK-3

3ader

JoxyMeHTupoBaHUE OpraHu3alOHHO-
pacnopsaIUTEeNbHON NEATENbHOCTU

OK-4, OK-7, OIIK-3

3auger

OcobenHocTH HHPOPMALTUOHHO-
CIIPAaBOYHBIX JOKYMCHTOB.
Opranmzamus paboThl ¢ JOKyMEHTaMU
0 JJUYHOMY COCTaBY. JIOKyMEHTBI 110
o0palIeHusIM rpaXkJIaH

OK-4, OK-7, OIIK-3

3auger

HokymeHnTo0o00poT

OK-4, OK-7, OIIK-3

3auer

XpaHeHue JOKYMEHTOB B
JIEJIONPOU3BOACTBE

OK-4, OK-7, OIIK-3

3auger
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TPEBOBAHUA K PE3VJIbTATAM OBYUYEHUA 110 JMCHUIUIMHE

Nnnexc
KOMIIETEHIINHA

Coneprxanue
KOMITCTCHITHH

DJIeMEHTHI KOMIIETEHITUNA

Nunexc
JJIEMEHTA

OK 4

CHOCOOHOCTh
HCTIONIb30BaTh OCHOBBI
[IPaBOBBIX 3HAHUM B
pa3nu4HbIX chepax
JKU3HEJIEATEIbHOCTH

3HATb

1 ocHOBEI  TOCYnapCTBEHHOM MOMMTHKU B 061aCTH
nHpOpMannN, THPOPMAINOHHBIX TEXHOJIOTHIA,
JOKYMEHTAIIMH U JeJIONPOU3BOJICTBA;

OK4 31

2 HOPMATHBHO-TIPABOBbIE U METOIMYECKHE
JOKYMEHTBI, PETJIAMEHTHPYIOIINE BOIIPOCHI
JIeTIONPON3BOJICTBA, TOKYMEHTAI[IOHHOTO
obecriedeHns M TOKyMEHTO000POTa,

OK4 32

3 OCHOBHBIE HOPMATHBHBIE TIPABOBHIE AKTHI,
periaMeHTHPYIOIINE TOCTHHUYHBINA On3Hec U chepy
TypH3Ma.

OK4 33

yMeTh

1 BEIGUpaTH B KOHKPETHBIX TPO(ECCHOHATBHBIX
CHUTYaIMIX HEOOXOANMbIE HOPMATHBHBIC IPAaBOBHIC
aKThl U METOAMYECKUE TOKYMEHTBI,
periaMeHTHPYIOIIUE BOTIPOCH! IOKYMEHTAI[HOHHOTO
obecrieyeHnsi TOCTHHUYHOTO OM3Heca U cepsl
TypHu3Ma,

OK4 V1

2 NpYHUMATH IPABUIbHBIE PEIIEHHS, B TOM YHCIe
YIpaBICHYECKHE, W OCYIIECTBIATH BCE BUIIBI
podeCcCHOHANBHOMN EeSITENbHOCTh Ha OCHOBE HOPM
IpaBa.

OK4 y2

3. OIIEpUPOBATh FOPUANYECKUMU MTOHATUIMU
Y KaTEroOpusiMU

OK4 V3

BJIAJETh

1 IIOHSITUHHBIM armaparoM JUCHHUIIINHBI;

OK4 Bl

2. HaBbIKaMH IMPpaBUJIILHOTO IIPUMECHCHU A
HOPMATHUBHBIX IIPpaBOBBIX aKTOB u
METOINYECKHX JIOKyMEHTOB,
perJIaMeHTHPYIOIIHX JOKyMEHTAIIMOHHOE
oOecriedeHne BceX BHJOB MPOQECCHOHAITLHON
JIeSATeIbHOCTH B TOCTUHUYHOW WHIYCTPUU U
TypHU3Me

OK4 B2

3. Meromamu pabOTBl ¢ HOPMATHBHBIMU
IIPaBOBBIMU aKTAMY,

OK4 B3

OK 7

CIOCOOHOCTH K
CaMOOpraHu3ally 1
caM000pa30BaHMIO

3HATh

1 Bumbl JOKyMEHTAIMM COBPEMEHHOM OpraHH3aIlHIL;
0COOCHHOCTH JIOKYMEHTHPOBAHUS YIIPABICHUYCCKON
JESITEIBHOCTH B cpepe TOCTHHUYHOW HHIYCTPUU U
Typu3Ma; TpeOOBaHMSI K MOATOTOBKE, COCTABICHHUIO U
O(pOpPMIJICHHIO OCHOBHBIX BHJOB JOKYMEHTOB B
TOCTHHUYHOM OHM3HECE U TYypHU3ME;

OK7 31

31




2  CIPYKTYpy [ENOIpPOHM3BOJACTBEHHOH CITyXKOBI,
0013aHHOCTH, paBa, OTBETCTBEHHOCTD ee
PabOTHHKOB; TIPUHITATIBI OpraHu3aIH
JICITOTIPOU3BOICTBEHHOTO 00CTYKIBAHNUS;

MpaBUja OpraHM3alui pabOTBHl C IOKYMCHTAMHU B
OpraHax BJIACTH W YIPABJICHUS, B YUPEKICHUIX H
OpraHu3alusiX; TIPUHITHITEI u 0COOEHHOCTH
OpraHu3aluu JIEIOTIPOU3BOICTBEHHOTO
00Cny»XMBaHHsI B TOCTHHUYHON UH/IYyCTPHUH;
0COOEHHOCTH IOKYMEHTAI[MOHHOTO OOEcHeueHNs B
VUPEXKICHUSAX W MPEANPHITUSIX TOCTHUHUYHOTO
Om3Heca W Typu3Ma Tpu paboTe C MapTHEpaMH,
KJIIMEHTaMU;

OK7 32

3 npaBuna cucTeMaTH3AIMH TOKYMEHTOB;
TpeOOBaHUs K COCTABICHUIO HOMEHKJIATYPHI €T,
OpraHM3alui0 ONEPATUBHOIO XPAHEHHS JOKYMEHTOB
1 TIOATOTOBKH JTOKYMEHTOB K IIepelaue B apXUB;
COBpPEMEHHBIE CHUCTEMBI aBTOMATH3aLHN
JETIONPON3BOJICTBA M JOKYMEHTO000POTa;

OCHOBHBIE  HANpaBJICHUS  pa3BUTHA U IYTH
COBEpPILIECHCTBOBAHHUS JIENONPOU3BOACTBA
MIPEANIPUATHI U yIPEKACHUH TOCTHHIYHOTO On3Heca
U Typu3Ma B YCIOBHAX IIPUMEHEHUS HOBBIX
nH(pOpPMaMOHHBIX

TEXHOJIOTHH.

OK7 33

yMeTh

1 paspaGareiBath, cocTaBaATE M O(OPMIIATH
OCHOBHBIE BHUJBI U PAa3HOBUAHOCTH YNPaBIEHYECKUX
JOKYMEHTOB,  BO3HMKAIOIIMX B  JAEATEIBHOCTH
MIPEANIPUATHI U yIPEKACHHH TOCTHHUYHOTO Ou3Heca
U TYpU3Ma;

ONlEpaTHBHO  paboTaTh C  pa3sHBIMH  BUAAMH
JOKYMEHTOB;

BHEAPATh PAlMOHAIBHYIO TEXHOJIOTHIO IpHEMAa,
MIPOXOXJICHNS,, M OTHPaBKH HOKYMEHTOB (Kak B
TPaANIMOHHBIX YCJIOBHSAX, TaK U B YCIOBHUIX PaOOTHI
C  IPUMEHEHHEM  CPEICTB  BBIYMCIUTEIBHOM
TEXHUKH);

OPraHU30BBIBATh YUET U PETHCTPALUIO JOKYMEHTOB;
¢dbopmMupoBaTh M BeCTH 0a3pl JaHHBIX o
JJOKYMEHTaM OpraHH3alliy,

OK7 V1

2 cucTeMaTH3HpOBaTh JOKYMEHTHI U (hOPMHUPOBATH
UX B JIeNa;

OpraHu30BaTh TEKYIIEE XpPaHEHUE TIOKYMEHTOB;
COCTaBJIATh  KJIACCU(UKALMOHHBIE  CIPABOYHUKH
JIOKyMEHTOB (HOMEHKJIATYphI e, KJIaCCU(PHKATOPHI
Pa3IMYIHBIX BHJIOB JIOKYMEHTOB, MepeYHN
JOKYMEHTOB C yKa3aHHEM CPOKOB MX XpaHEHHUS) U
OpPTraHU30BBIBATH WX BHEAPEHHE B YUPEIKICHHH;
OpPTraHU30BHIBATH cUCTEMY KOHTPOJISL 3a
HCIIOJIHEHUEM JIOKYMEHTOB U ONIEPATUBHOE XPaHEHUE
JIOKYMEHTOB;

OK7V2

3. NmoATOoTaBJIMBATG JOKYMCHTBI K II€p€aadyc Ha
XpaHEHHE B BEJIOMCTBEHHBII apXUB (OpraHN30BBIBATh
U TNPOBOJAUTH OJBKCHCPTHU3Y HEHHOCTU OOKYMCHTOB,
0(pOPMIISITH JIeNa, COCTABIISTh HA HUX OIUCH).

OK7Y3

BJIAJETh
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1 mwaBeikamu  paGoThI C pasHBIMH BHUJIAMH
JOKYMEHTOB 1 MX MPUMEHEHUS B MPO(ECCHOHAIBHOMN
JIeATEIbHOCTH B chepe TOCTHHUYHON MHIYCTPHU U
TypHU3Ma;

OK7 Bl

2 HaBBIKAMH  JIOKYMEHTAIBLHOTO  O(OpMIIEHHUS
OCHOBHBIX YIPaBICHUYECKHUX MIPOLEAYP;

HaBBIKAMHA CaMOCTOSATEILHON MOATOTOBKH,
COCTaBIEHH M O(OPMICHHS OCHOBHBIX BHJIOB
JOKYMEHTOB B TOCTHHUYHOM OM3HECE U TypH3ME;

OK7 B2

3  HaBbIKAMH  CHCTEMAaTHM3alluM  JOKyMEHTOB;
HaBBIKAMHU COCTABJICHUS HOMEHKJIATYpPHI Ae;
HaBBIKAMHA panuoHaIbHON OpTaHM3aIIH
JETIOTIPON3BO/ICTBA " JOKyMEHTO0000poTa
MIPEIIPUATHA U YIPESKICHAN TOCTHHUIHOTO OM3HEeca
U TypHU3Ma.

OK7 B3

OIIK 3

TOTOBHOCTB IIPUMEHSTh
HOPMaTHBHO-TIPABOBYIO H
TEXHOJIOTHYECKYIO
JIOKYMEHTALHIO,
periIaMeHTHPYIOLIYI0
TOCTUHUYHYIO
JIeSITeTIbHOCTD

3HATb

1 cucremy u cTpyKTYpy 3aKOHOJATENBCTBA B cdepe
TOCTHHUYHOTO OM3HEca M TypHU3Ma, , 3aKOHbI U HHBIE
HOPMAaTHBHBIE TIPABOBHIE AKTHI, PETYIUPYIOLIHE
cdepy rOCTHHUYHOH WHILyCTPUH, TEXHOJIOTHIECKYIO
JOKYMEHTAIIHIO, PETJIAMEHTHPYIOIIYIO TOCTHHHIHYTO
JICATEIILHOCTB.

OIIK3
31

2. Konctutynuio PD, MexayHapoIHbIe HOPMBI U
MEXAYHapOIHbIE JOTOBOPHI

OIIK3
32

3. 3aKOHBI U MHBIE HOPMATUBHEIE IPABOBHIE AKTHI,
perynupyroiue chepy roOCTHHHYHON HH/YCTPHUH,
TEXHOJIOTHYECKYIO JOKYMEHTALIUIO,
PETNaMEHTUPYIOIIYIO TOCTUHUYHYIO A€ TEINBHOCTD.

OIIK3
33

yMeThb

1 MNPUMCEHATH CYHICCTBYIOINE IMTPABOBLIC HOPMBI,
TCXHOJIOTHICCKYIO JOKYMCHTAIIHIO,
PErIaMCHTUPYIOITYIO TOCTUHUYHYIO ACATCIbHOCTD.

OIIK3
V1

2. IPUMEHSATH CUCTEMY U CTPYKTYPY
3aKOHOJIATEJILCTBA B C(hepe TOCTUHUIHOTO
OM3Heca U Typu3Ma,

OIIK3
y2

3.mpumensats Koncturynuio PO,
MEXTyHapOHbIE HOPMBI U MEXKTyHaPOTHBIE
JIOTOBOPBI B chepe TOCTHHUIHOTO OM3HECa U
TypHu3Ma

OIIK3
V3

BJIAJETh

1 maeikamMm  opraEmamuu  HpogecCHOHATBHOM
NESTEIbHOCTH B cepe TOCTHHUYHON WHIYCTPHH B
COOTBETCTBUM  C  MPABOBBIMM  HOpPMaMU U
TEXHOJOTMUECKON JTOKyMEHTAIUEH.

OIIK3
B1

2. METOJaMM HCIIONbL30BAHUS 3aKOHOB M HHBIE
HOPMAaTHBHBIX TIPaBOBBIX aKTOB,
PETYIHUPYIONIUX chepy TOCTHHHYHOMN
WHIYCTPUHU, TEXHOJIOTMUYECKYIO JOKYMEHTAIUIO,
PErIaMEHTUPYIOIIYIO TOCTUHUYHYIO

OIIK3
B2
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JCATCIIBHOCTD

Typu3Ma

3. Meronamu ucnonb3oBanus Koucrurynuu PO,
MEXIYHapOIHBIX HOPM U MEXAYHApOAHbIX | B3
JIOTOBOPOB B cepe TOCTHHUYHOTO OW3HECA M

OIIK3

KOMIUIEKT OLIEHOYHBIX CPEJICTB JIJIS IIPOMEXYTOYHOM
ATTECTALIMUA (3AYET 4 CEMECTP)

*CoJiepkaHue OLIEHOYHOT'O CPEeACTBa

Nunekc onennBaeMon
KOMIIETEHIMU U €€ JIIEMEHTOB

1 | [Ipeamer, conepxkanue, 3a1a4u, 3Ha4€HUE Kypca OK4 31 32,33, V1, Y2,V3,BI
«loxymeHnTanmonHoe odecreueHrne B TOCTHHUYHOM B2,B3
Ou3Hece.

2 | 3HaueHHUE IOKYMEHTOB, JIOKYMCHTAIIHH, OK4 31 32,33, V1, Y2,V3,BI
JIEJIIONPOU3BOJICTBA B OpraHU3alMU KOMILIEKCHOTO B2,B3
TOCTHHUYHOTO 00CITYKUBaHUS OK7 31,32,33,B1,B,B3

OIIK 331 V1 Bl

3 | CoBpemeHHOE Aenonpon3BoaAcTBO PD: cocrosiame, OK4 31 32,33, V1, Y2,V3,BI
po0OJIeMBI, IEPCIIEKTUBBI PAa3BUTHUS B YCIOBUSIX B2,B3
WH(OPMAIMOHHBIX TEXHOJIOTHH U AJIEKTPOHHOTO
JIOKyMEHTO000pOoTA. OK7 31,32,33,B1,B,B3

OIIK3 31,32,33, V1,¥2,V3,
B1,B
,B

4 | HopMaTUBHO-TIpaBOBast U MeToAn4ecKas O6a3a OK4 313233 V1 BI
COBPEMEHHOTO JISJIONPOU3BOJICTBA: cocTaB, ocobennoctr, | OITK 3 31 OIIK 3 32, OIIK 3
3HadeHre. OCHOBHEIC H3MEHEHMS B 3aKOHOIATEILHOM, 33 OIIK 3 V1, OIIK 3V¥2,
HOPMaTUBHO-TIPaBOBOM U MeToauueckoM peryauposanun | OIIK 3¥3, OIIK 3B1, OIIK
JIOKYMEHTHPOBAHUS U OpraHU3aIlK paboThI ¢ 3B2, OIIK 3B3 OK4 V3
JTIOKYMEHTaMHU OK4 B2

OK4 B3

5 | YHudumupoBaHHbIE CUCTEMBI JOKYMEHTAIIHH. OK4313233V1BI1
Obmepoccuiickue Ki1acCuPpUKaTopbl TEXHUKO- OIIK 331 V1 Bl
SKOHOMMYECKOH M cOlabHON HH(OPMAaLINH.

6 | TOCT P UCO 15489-1-2007 «Cuctema cTanaapTOB IO OK4 313233 V1 BI
uHpopmalu, ONOINOTEYHOMY U U3ATETHCKOMY JIETTy. OIIK 331 Y1 B1
VYmpasnenue gokymeHTamu. O01mmue TpeOoBaHMs» Kak
OCHOBa HOPMaTHUBHO-METOIMYECKOTO 00eCTIeyeHHs B
obnacTu yrnpaBieHHUs TOKYMEHTaMH Ha OCHOBE HOBBIX
WH()OPMAITMOHHBIX TEXHOJIOTHM.

7 | OCHOBHBIE IPUHITUIIBI, 0COOCHHOCTH U METO/IBI OK4 313233 V1 BI1
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opranu3aryu YQpGEeKTUBHOTO JACIONPOU3BOICTBA OK732 33 B3

8 | OcHoBHBbIC 32/1a4 ¥ (PYHKIIHH CITYKOBI OK4313233V1VY2BI
nenonpou3BojcTBa. Cexkperapp B cTpykType ynpasienus. | OK7 31 32 B3
OpraHu3anroHHbIE U JOKYMEHTAIIMOHHBIE (PYHKIHH
CeKpeTaps.

9 | Ponb JOKYMEHTAIIMOHHOTO O0ECIICUeHUS B OK4313233V1VY2BI
COBEPIICHCTBOBAHUU YIPABJICHUS NPEANPUATUIMUA U OK7313233VY1B1B2B3
YUPEXKIECHUSIMHU B chepe TOCTUHUIHON MHIYCTPUU U OIIK3 31 Y1 B1,B2,B3
TypusMa. Buapl 1esTenbHOCTH 10 TOKYMEHTALIUOHHOMY
o0ecre4eHn0 B TOCTUHUYHOM OM3HeEce.

CoBepllieHCTBOBaHHE JIEJIOMPOU3BOJICTBA B TOCTHHHUYHBIX
MOPEINPUATHSIX B YCIOBHUSIX MPUMEHEHHS HOBBIX
MH(OPMAIIMOHHBIX TEXHOJIOTHIA.

10 | Opranu3amus yrpaBieHUs JOKYMEHTAIUEeH Ha OK4313233V1VY2BI
MPEANPUITHIX TYpU3Ma U TOCTHHUYHOTO OM3HEca. OK7313233VY1B1B2B3
OCHOBHBIE HANIPABJICHHS pa0OTHI C JOKYMEHTaMHU. OIIK3 31 V1 Bl

11 | JoxymentupoBanue B [IpeBHepycckom rocyaapctse (IX — | OK4 Bl
XV B.). OK7 32

12 | XapaktepucTrka pa3BUTHSI JEIOMPOU3BOJCTBA B IIEPUO]T OK4 Bl
NPUKA3HOTO JeIO0Npon3BoACcTBa. Opranuzanus paboTsl C OK7 32
JIOKYMEHTaMU B TIPUKa3ax.

13 | XapakTepucTHKa pa3BUTHSI ISITOMPOU3BOJICTBA B TICPUO/T OK4 B1
KOJUIEKCKOTO JIEJIONPOU3BOCTBA. OK7 32
Opraauzanus paboThI ¢ TOKYMEHTAMHU B KOJUIETHSIX.

14 | XapakrepucTuka pa3BUTHsI J€I0IPOU3BOJCTBA B [IEPUOJT OK4 Bl
MUHUCTEPCKOro Aenonpoun3Boacta. Opranuzanus padorsr | OK7 32
C IOKyMEHTaMH B MUHHCTEPCTBAX.

15 | CraHOBJICHHE COBETCKOTO JICTIONPOU3BOICTBA. BinsiHue OK4 B1
HOVT na pazsutne nenonpounsBozctsa B 1920-1930-e rr. | OK7 32

16 | [IpoGyiembl COBEpILICHCTBOBAHUS IEJIONPOU3BO/ICTBA B OK4 B1
1950-1980-x rr. OK7 32

17 | CooTHomeHre MOHATUH «MHPOPMALIUA» U «TOKYMEHT. OK4 31 BI
Pa3BuTne MOHATHS «TOKYMEHTY.

18 | [IpeumymiecTBa u HeTOCTATKU OyMakHbIX U 3JeKTpoHHbIX | OK4 31 Bl
JIOKYMEHTOB.

19 | Cnocobbl 1 cpecTBa JOKYMEHTUPOBAHUSI. OK4 31 B1

20 | dyHKIMHA JOKYMEHTA. OK4 31 B1

21 | Knaccudukais JOKYMEHTOB I10 IIPU3HAKAM. OK4 31 B1

22 | YHubukanys 1 cTaHIapTU3aHs JOKYMEHTOB. OK4 313233 V1 BI

OK7 31 B2
OIIK3 31 V1 Bl

23 | PexBusut nokymenTta. CocTaB peKBH3UTOB JIOKyMEHTOB, OK4 313233 V1BI

npaBuiIa uX OQPOPMIICHHS. OK7 31 B2
OIIK3 31 V1 Bl

24 | TpeGoBaHus K cocTaBlIeHUIO 1 opopmiieHHto TokymeHToB. | OK4 31 32 33 V1 Bl
I'OCT P 6.30-2003 «I"ocynmapcTBeHHBIN cTaHmapt PD. OK7 31 B2
YHUGHUIUPOBaHHBIE CUCTEMBI IOKYMEHTAIIHUH.

YHUpUIUpoBaHHas CHCTEMa OpTraHU3aI[MOHHO-
pacropsauTenbHON TokyMeHTauuu. TpeGoBaHus K
0(OPMIIEHHIO TOKYMEHTOB» U CEPHI €ro NpUMEHEHUSI.
25 | IlonsTue «topuauveckas cuiia J0KyMeHTa». PeKBU3UTHI, OK4 313233 V1 BI1
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OTpeeNAoNne IOPUINYECKYIO CUITY TOKYMEHTA.

OK7 31 B2

26

XapaktepucTuka O6JaHKa JOKyMeHTa. Bunibl 61aHKOB,
npaBWiIa X coctaBieHus u opopmieHus. O0s3aTeabHbIC

BUbI O1aHKOB, pekomenaoBanubsie 'OCTom P 6.30-2003.

OK4 313233 V1 Bl
OK7 31 B2

27 | TpeGoBaHus K TeKCTy JoKyMeHTa. CriocoObl OK4 313233 V1 BI
MIPEJICTABJICHUS CBEICHUM B JIOKYMEHTAX. OK7 31 B2
28 | OcobeHHOCTH OPUIHATTEHO-/IETIOBOTO CTHIIS. OK4 313233 VY1BI1
OK7 31 B2
29 | JIokyMEeHTHPOBAHUE YIIPABICHYCCKOU JIEATEITHHOCTH. OK4313233V1VY2BI
CocTtaBieHue IOKYMEHTOB I10 Pa3JIMYHbIM aCTIEKTaM OK731 VY1 B2

yIpaBiieHUs. Buapl ynpaBieH4eCKUX JOKYMEHTOB
COBPEMEHHOI OpraHu3aluu.

OIIK3 31 V1 Bl

30

OCOo0EeHHOCTH TOKYMEHTHPOBAHUSA B Chepe TOCTUHUIHON
UHIyCTPUH U TypH3Ma.

OK4313233V1VY2BI
OK731 VY1 B2
OIIK3 31 V1 Bl

31 | KoMruiekc opraHu3aiuoOHHBIX IOKYMEHTOB, €70 COCTAB. OK4313233V1VY2BI
[TpaBuiia coctapneHus: 1 0hOpMIICHUSI. OK731 V1 B2

32 | PactiopsiauTenbHbIe TOKYMEHTHI. TpeOoBaHus K MX OK4313233V1VY2BI
cocTaBieHUIO U opopmiieHnuro. CTaauu MoAr0OTOBKH OK731V1B2

PacCIopAAUTCIIbHBIX TOKYMCHTOB.

33 | UndopmaninoHHO-CIIpaBOYHBIE JOKYMEHTBI, UX BUIBI U OK4313233VY1VY2BI
Ha3HA4YCHHE. OK731 V1 B2

34 | Knaccudukanus nucem (1o GyHKIHOHATBHOMY OK4 313233 VY1 VY2BI
MIPU3HAKY). OK731 VY1 B2

35 | 35. Buzpl J0KyMEHTOB 110 JMYHOMY COCTaBY, UX OK4 313233 V1 V2BI
odopmIIeHHE. OK731 VY1 B2

36 | TpeGoBaHMs K OpraHU3AIMH JEIOMPOU3BOICTBA 110 OK4313233VY1VY2BI
00OpaleHusIM TPaK/IaH. OK731 VY1 B2

37 | O6mas xapakTepuCTHKa OPTaHU3aIIMOHHOM, OK4313233V1VY2BI
OPraHU3alMOHHO-TIPAaBOBOM U MPOU3BOJICTBEHHOMN OK731 VY1 B2

nokymeHTaruu Typupmel. [IpaBuna opopmienus
JIOKYMEHTOB, UCTIOJIb3YIOIINXCSI TOCTHHUYHBIM
peInpUsITHEM IIPH paboTe ¢ MapTHEpaMH,
notpedutensMu (kueHTaMu). OCOOEHHOCTH TTOATOTOBKHU
WH(OPMAIIMOHHBIX MaTEPHUAIIOB JIJISl MOTPEOUTENEH.

OIIK3 31 V1 Bl

38

[TonsiTue «tokymeHTo000poT». [IpaBuiia opranuzanuu
JIOKYMEHTO000pOTa U €ro XapakTepUCTHKa
JI0oKyMeHTOOOO0POT TOCTUHUYHOTO NPEIPUSITHUS.

OK4 313233 V1 VY2BI
OK733V¥1V2B3
OIIK3 31 V1 Bl

39

[Topsiiok nBY>KEHHS U 00paOOTKH MOCTYHAIOITUX
JIOKYMEHTOB.

OK4 313233 V1 V2BI
OK733V1VY2B3

40

[Topsinox nBHKeHUS U 00OpabOTKH OTIPABIIIEMBIX
JIOKYMEHTOB

OK4313233VY1V2BI
OK733V1VY2B3

41

[Topsimok nBUKEHUSI U 00paOOTKH BHYTPEHHUX
JIOKYMEHTOB.

OK4313233VY1V2BI
OK733V1VY2B3

42

ITpouecc peructpanuu 1 HHAEKCUPOBAHUS IOKYMEHTOB.
Crnioco0sI peructpanuu J0KyMeHTOB. PeructpainoHabie

bopMBI.

OK4313233VY1V2BI
OK733V1VY2B3

43

Opranu3zanust KOHTPOJISI UCTIOJTHEHUSI TOKYMEHTOB.
3amaun, OCHOBHOE COZIepKaHUE, 3HAUCHHE.
TeKymuii 1 UTOTOBBIM KOHTPOJIb UCIIOJIHEHUS

OK4 313233 V1VY2BI
OK733VY1VY2B3
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JIOKYMEHTOB.
44 | Opranu3anus OepaTUBHOIO XpaHEHUsI JOKYMEHTOB. OK4 313233 V1VY2BI
OK733 V2 B3
45 | Homenknatypa jiel, ee BUJIbl 1 Ha3HAYCHUE. OK4313233V1VY2BI
OK733 V2 B3
46 | TpeOoBaHMS K COCTABICHHUIO M O()OPMIICHHIO OK4 313233 VY1 VY2BI
HOMEHKJIATYpbI J€J1. OK7 33 V2 B3
47 | IlpuHimmsl GopMUPOBAHUS JIEI. OK4 313233 V1VY2BI
OK733 V2 B3
48 | IloHsATHE «LIEHHOCTh IOKYMEHTOBY. 3aJ1a4 1 MOPSAIO0K OK6 313233 V1 V2 BI
MPOBEJICHUS SKCIIEPTU3bI IECHHOCTH JIOKYMEHTOB. OK733 V2 B3
[TpUHIMITBI ¥ KPUTEPHUH MTPOBEICHUS IKCIIEPTU3HI
IIEHHOCTU JOKYMEHTOB.
49 | Tlopsimox odopmienus nen. [loaHoe u yacTHIHOE OK4313233V1VY2BI
odopmiienue aen. CocrapineHue u 0hOPMIICHHE OTHCEH OK733 V2 B3
JelL.
50 | Opranu3zanus XpaHeHus TOKYMEHTOB, HoMeHKiIarypa gen | OK4 31 3233 V1 V2 Bl
TOCTHHHUYHOTO npeanpusaTusa. KommiaekcHbIi moaxon K OK733 Y2 B3
CHCTEME 3allUThl HH()OPMAIIUHU, XPAaHEHHUS U OIIK3 31 Y1 BI
ApPXUBUPOBAHUS B JICATEIBHOCTH MPEATPUATUI
TOCTUHUYHOTO OM3HEcaA.

TTOKA3ATEJIN Y KPUTEPUM OLJTEHMBAHW S KOMITETEHIN

(Ixana olieHUBaHMS)

PGBy.]'II)TaTbI BBIITOJIHCHU A 06y‘-IaIOH_II/IMC$I

OLCHUBAIOTCI 110 IIKAJIC «3a4TCHO» - «HC 3a4TCHO».

BBICTABIISICTCS  oOydJaromemycs,
IIPOrPaMMHBIM  Martepuail,

«3BadYTCHO» —

M CYEPIBIBAIOIIIE,

3aJaHuNl  Ha

OLICHKAa COOTBETCTBYET MOBBILICHHOMY YPOBHIO U
€CIM OH TJIYyOOKO U TPOYHO YCBOUII
IIOCJIEI0BATEIBHO,

3a4CTC

YCTKO H

JIOTUYECKA CTPOMHO €ro u3jaraer, yMeeT TECHO YBS3bIBaTb TEOPHUIO C
MPAKTUKON, CBOOOIHO CIIPABIISIETCS C 33Jja4aMu, BOIIPOCAMHU U IPYTUMU BUIAMHU
MPUMEHEHUS 3HAHUH, TPUYEM HE 3aTPYIHSIETCS C OTBETOM IPU BUIOM3MCHCHHH
3aJlaHul, WCIOJB3yeT B OTBETE Marepuan MOHOTpadHUUECKOW JHTEpPaTypHI,
MPaBUILHO OOOCHOBBIBAET MPUHATOE PEIICHUE, BIIAEET Pa3HOCTOPOHHUMH
HaBBIKAMH W IPUEMaMHU BBITTOJTHCHHS MPAKTUYECKUX 3a/1a4.

«HE 3aYTeHO» - OIICHKa BBICTABISICTCA OOydaromeMycs, KOTOPBIA He
JIOCTHTAaeT TIOPOTOBOTO YPOBHS, JEMOHCTPHUPYET HEIIOHMMAaHHE MPOOJIEMBI, HE
3HAET 3HAYMTEJILHON YacCTH MPOTPAMMHOI0 MaTepHuaa, JOMyCKaeT CYIIECTBEHHbIE
OIIMOKHU, HEYBEPEHHO, C OOJIBIIMMHU 3aTPyIHCHUSIMHU BBITIOJTHSIET MPAKTHICCKUE
paboTHI.
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