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1. TEJIX OCBOEHUA JTUCHHUTIINHBI

1.1|enbro u3y4eHus: TUCHMILIMHBI " JJOKYMEHTAIIMOHHOE 00eCTIeYeHUE yIpaBiieHus " sBIIseTCS CHOPMHUPOBATH Y CTYACHTA
MIpeJCTaBICHUE O JOKYMEHTAIILHOW CHCTEME YIIPABJICHUS IIPOU3BOICTBOM M HAyYHTh €r0 3JIEMEHTaM OpraHU3aliu
JOKYMEHTAIbHON IESATENFHOCTH MIPH YIPABICHUHN CTPYKTYPHBIM OTJEIIOM MPEANPHUATHS U paboTe B KauecTBE UCTIOIHUTENS B
JOKYMEHTAJIHOH JIeSITeTIbHOCTH.

2. MECTO JUCHHUILIUHBI B CTPYKTYPE OBPA3OBATEJBHOM ITPOTPAMMBI

Lukx (paszen) OOIT: lor

2.1|TpedoBaHus K NpeaBapUTEIbHOI MOATOTOBKE 00y4aOIIEroCs:

2.1.1|denoBoe obmieHne

2.2 I[l/lCIII/ll'lJ'II/lHLl H MMPAKTUKH, JIA KOTOPbIX OCBOCHUE JAHHOM IUCHUTITHHBI (MOZ[y.]'lil) HEeo0XO0UMO KaK npeaumecTByroiiee:

2.2.1|T'paxnaHcKoe npaBo

2.2.2| TpynoBoe npaBo

3. TPEBOBAHUA K PE3YJbTATAM OCBOEHUA JTUCITUIIJIMHBI

3.1 3uarp

OK-05: OcyuecTBJSITh YCTHYIO H MUCbMEHHYI0 KOMMYHHKAIHIO HA rocyAapcTBeHHOM si3bike Poccuiickoii ®egepanuu ¢ yuetom
0COOCHHOCTEH COUATBHOIO H KYJIbTYPHOI0O KOHTEKCTA.

- IpMeMbl TPAMOTHOI0 U3JI0KEHHsI CBOMX MbIcJIel NpH 0)OpMIIEHHH I0KYMEHTOB 10 Npo)ecCHOHAIBbHOIM TeMaTHKe HA
TrOCy1apCTBEHHOM SI3BIKE.

OK-09: ITorb30oBaThesi npogeccHOHANBLHOI JOKYyMeHTaneil Ha rocyJapcTBEHHOM M HHOCTPAHHOM SI3bIKAX

- IPABUJIA IOCTPOCHHUSI MPOCTHIX U CJI0KHBIX MPeIJI0KeHHI Ha NpodecCHOHATBbHBIE TeMbl; OCHOBHBbIE 001LeYTIOTPeOUTeIbHbIE
rJaroJsl (ObITOBast ¥ MpogeccHOHAILHAS JIEKCHKA);

- JIeKCUYeCKH i MUHHMYM, OTHOCSIIIMIACSI K OMUCAHMIO NIPEIMETOB, CPEACTB U NMPoLeccoB MpodecCHOHATBLHOI 1esITeJILHOCTH ;

- 0COOEHHOCTH MPOM3HOUIEHHS; IPABUJIA YTEHUSI TEKCTOB NMPO(ecCHOHATbHOI HATPABJIEHHOCTH

3.2 Ymerhb

OK-05: OcyuiecTBJSITh YCTHYI0O H MUCbMEHHYI0 KOMMYHHKAIIHIO HA rOCyAapcTBeHHOM si3bike Poccuiickoii Mexepanuu ¢ yueTom
0CO0eHHOCTel CONUAILHOIO H KyJbTYPHOI0 KOHTEKCTA.

- 3¢)()eKTHUBHO BBIPAKATh CBOU MBICJH HA YCTHOM M MUCHbMEHHOM SI3bIKE;

- YYUTHIBATHb 0COOEHHOCTH AYIMTOPUH NMPH KOMMYHHKAIMH..

OK-09: ITorb3oBaThesi NpogeccHOHANBLHOI JOKyMeHTalneil Ha rocyJapcTBEeHHOM M HHOCTPAHHOM SI3BIKAaX

- IOHUMATDb OOLIUI CMBICJ YeTKO MPOM3HECEHHbIX BHICKA3bIBAHUI1 HA H3BECTHBIE TeMBI (MPodecCHOHAIBHBIE H OLITOBBIE), TIOHUMATH
TEeKCThI Ha 6a30BbIe NpodeccHoHATbHbIE TEMBI

3.3 Baagern

OK-05: OcyuecTBJSITh YCTHYI0 H MUCbMEHHYI0 KOMMYHHKAIIHIO HA rOocyAapcTBeHHOM si3bIke Poccuiickoii Mdexepanuu ¢ yueTom
0CO0eHHOCTel CONUATILHOIO U KYJbTYPHOI0 KOHTEKCTA.

- HABBIKAMH I'PAMOTHOI'0 NIOCTPOCHUSI YCTHOM U MMCbMEHHON KOMMYHHKAIIUM HA TOCYAApPCTBEHHOM si3bike Poccuiickoin @eaepaunu
OK-09: Ilosnb30BaThes NpogeccHOHANBHON JOKYMEHTAHEeH HA TOCYyAaPCTBEHHOM M HHOCTPAHHOM SI3bIKaX

- HABBIKAMH NOCTPOEHHUSI MPOCTBIX M CJIO0KHBIX NPeEAI0KeH! i Ha podeccHOHATIbHbIE TeMbl; 0CHOBHBIE 001IeyNIOTpe0uTeIbHbIe
rjaroJisbl (ObITOBas M Npo(eccHOHATBHAS JIEKCHKA);

- 3HAHUSAMH JIEKCHYeCKOr0 MMHUMYMA, OTHOCSILIEr0Csl K ONMUCAHMIO ITPeIMeTOB, CPeICTB U NMpoueccoB NpodeccHoHATbHOM
AesITeJIbHOCTH;

4. CTPYKTYPA H COJAEP KAHUE JUCHUIIJIMHBI (MOLY JISA)

Kox HaunmenoBanue pa3jeioB u TeM /BHJ Cemectp / | HacoB | Komneren- | Jlutepatypa IIpnmeyanue
| 3aHATHA 3aHATHA/ Kvpe 10507
Pazgen 1. OcHOBBI JOKYMEHTHPOBAHMSA
ynpaBJeHYecKoi 1esiTeJbHOCTH
11 JIOKyMEHTHPOBAaHHUE YIIPABICHUECKON 6 2 OK 09. OK J1.1J12.1
nestenbHOCTH. /JIex/ 05. €
1.2 Cocrasienue u opopmiicHHE 6 2 OK 09. OK JI.1J12.1
OpraHu3alMOHHON JoKyMeHTauuy /Jlex/ 05. €]
13 Cocrapnenue 1 0pOpMIIEHUE CIIPABOUHO— 6 2 OK 09. OK J1.1J12.1
MHPOPMAIMOHHOHN TOKYMEHTAIIHH. 05. 31
CocrapineHue obuiero 61aHKa OpraHu3aluy ¢
YTIIOBBIM H TIPOJIOTBHBIM BapHAHTAMU
pacnonoxenus /JIex/




1.4 JIoKyMEHTHPOBaHUE PAOOTHI C IEPCOHATIOM 6 2 OK 09. OK JI1.1J12.1

/JTex/ 05. 31
1.5 Cocrasienue ABroOHorpaduu, perome. 6 2 OK 09. OK JI1.1J12.1
Hcnonb3oBanue madiao0HoB pe3tome /JIex/ 05. 31
1.6 Cocrasienue u oopMIIeHHE 3asBICHUS O 6 2 OK 09. OK JI1.1J12.1
npueme Ha paboty. CocraBieHue U 05. 21
o(hopMIICHHE TPYIOBBIX JOTOBOPOB /JIeK/
1.7 IMoaroroBka pedepaton, COOOIICHUIA, 6 2 OK 09. OK JI1.1J12.1
nokianos /Cp/ 05. 31
1.8 IToaroTtoBka pedepaTos, COOOLICHHH, 6 2 OK 09. OK JI1.1J12.1
noknanos /Cp/ 05. 21
1.9 ITpoBepka NMpaBHILHOCTH COCTABICHHS U 6 2 OK 09. OK JI1.1J12.1
0(hOpMIICHUS IOTOBOPA CTPAaXOBaHUS. 05. 31

ITpoBepka MpaBHILHOCTH COCTABICHUS U
odopmIIeHHs KpeauTHoro porosopa. /IIp/

Paznen 2. Opranusanusi CHCTEMbI
AOKYMEHTALIMOHHOI'0 o0ecrieYeHusl.

2.1 OdopmiieHne TOKyMEHTOB, HEOOXOAUMBIX JUIS 6 2 OK 09. OK JI1.1J12.1
MPUHATHS HYXKIAIOIIUXCS TPAXKIaH, Ha 05. 21
coluaIbHOe 00CITyKHUBaHUE (IOCTOSHHOS WITH
BPEMEHHOE) MM OKa3aHUE Mep CONUAITbHOH
nojyiepxkku /I1p/

2.2 JIOKYMEHTBI 110 BHEIITHE- S5KOHOMUYECKOU 6 2 OK 09. OK JI1.1J12.1
nesitenbHocTH /TIp/ 05. €]
2.3 IIpoBepka NpaBUIBHOCTH COCTaBIICHUS U 6 2 OK 09. OK JI1.1J12.1
0 OPMIICHHUS TUTIOBOTO MEXIYHAPOIHOTO 05. 21
KOHTpakKTa o Kyme-npogaxe /I1p/
24 TIperen3nonHo—uckoBas qokymenranus /TIp/ 6 2 OK 09. OK JI1.1J12.1
05. 21
Pa3nen 3. Opranuszanust
AO0KyMeHT0000poTA.
3.1 Opranu3aiys JOKYMeHT0000pOTa U yYeT ero 6 2 OK 09. OK JI1.1J12.1
obbema /TIp/ 05. €]
3.2 OpraHu3zaiys onepaTuBHOIO XPaHEHUS 6 2 OK 09. OK JI1.1J12.1
nmokymenros. /TIp/ 05. 21
3.3 Cocrasienue HoMeHKIaTypsl aed. /TIp/ 6 2 OK 09. OK JI1.1J12.1
05. €]
3.4 IIpaBuna hopMupoBaHUs pa3IUUHBIX 6 2 OK 09. OK JI1.1J12.1
KaTeropuii JOKyMeHToB B jiena /TIp/ 05. 21
35 Bri6op aBTOMATH3UPOBAHHOM CHCTEMBI 6 2 OK 09. OK JI1.1J12.1
nokymeHnroobopora /Cp/ 05. 21
3.6 Oco0eHHOCTH IeTONIPOU3BOICTRA 110 6 2 OK 09. OK JI1.1J12.1
00palIeHUsIM rpaXkJaH U KOH(QHUICHIIMAIBHOTO 05. 21
nenonpoun3sBojctsa /I1p/
3.7 CocraBieHHe UTOTOBOH CIIPaBKHU O 6 2 OK 09. OK JI1.1J12.1
paccMotpenuu nucbma /TIp/ 05. 21
3.8 TToxnroroBka pedepaToB, COOOIICHUH, 6 6 OK 09. OK JI1.1J12.1
nmoknanos. /Cp/ 05. D1
3.9 JuddepenuupoBannsrii 3auet /Ip/ 6 2 OK 09. OK JI1.1J12.1
05. €

5. ®OHJ OHEHOYHBIX CPEJCTB

5.1. ®oH OLIEHOYHBIX CpeacCTB AJisl IPOBEACHUSA l'[p()Me)RyTO‘IHOﬁ aTrecrauuu

[TpomesxyTouHas aTTecTanus NpoBoauTCs B popme auddepeHIMpoBaHHOTO 3aueTa. B Ounere 2 Bompoca. [lepeueHb BOpocoB kK
U pepeHInPOBAaHHOMY 3a4eTy:

1. OcnHosable moHsATHA JIOY.

2. IlpuHIMIIBI 1e7I0TTPON3BOACTBA.

3. HopmarusHo-npaBoBas 6a3a JJOVY.

4. IonsaTre noxymenTta. Kiaccudukanuu JOKYMEHTOB 0 Pa3JIUYHBIM IIPH3HAKAM.

5. O6nactb npumenerust 'OCT P. 6.30-2003 r «YHuduuupoBaHHas CCTEMa OPraHH3allOHHO-PACTIOPSAUTEIbHBIX




JIOKyMeHTOB. TpeOoBaHus K 0()OPMIICHHIO JOKYMEHTOBY.

6. Ponb JOKYMEHTAIIMOHHOTO 00ECTICUEHUS! YIPABJICHHS B COBPEMEHHON OpraHu3aIluy.

7. CrangapTu3auus 1 yHUGUKAIKS JOKYMEHTOB.

8. OyHKINU TOKYMEHTOB.

9. IloHsTHE «PEKBU3UT JOKYMEHTa», BU/IbI PEKBU3UTOB: 00A3aTeNbHbIE, TOMOJHUTEIBHBIE.

10. bnank nokymeHTa. Bupl 01aHKOB, UX XapaKTEPUCTHKA.

11. TpeGoBaHMS K U3TOTOBJICHUIO, YUETY U XPAHEHHUIO FepOOBBIX OJIAHKOB.

12. Ocobennoctu opopmiieHus fokyMmeHTa «Ilonoxenuey. [loHsITHE, pEKBU3UTEHI.

13. Pa3merienue peKBU3UTOB Ha OJaHKaX JTOKYMEHTOB.

14. Tlonstue norosopa (KOHTpakTa). Buabl JOroBopoB, 0COOEHHOCTH 0(OPMIICHHSI.

15. Haznauenwue, coctaB 1 0COOEHHOCTH OPOPMIICHHUS OpraHU3alIOHHbIX JTIOKYMEHTOB.

16. Haznauenwue, cocTaB ¥ 0COOCHHOCTH OQOPMIICHUS PACTIOPSIUTEIBHBIX JOKYMEHTOB.

17. Haznauenwue, cocraB ¥ 0COOEHHOCTH 0POPMIICHHUS HH(POPMALMOHHO-CIIPABOYHBIX JJOKYMEHTOB.

18. Ocobennoctu opopmiieHus fokymeHTa «IIpukasy». [IoHATHE, PEKBU3UTHI, KIACCH(DUKAIUS TPUKA30B.
19. Ha3HaueHue, 0COOEHHOCTU O(OPMIICHUS JOKYMEHTa «Y CTaB».

20. Ocobennoctr ohopMIleHHS JOKYMEHTa «AKT». [IOHATHE, pEKBU3UTHI, BUJIbI aKTOB.

21. Ocobennoctu opopmiieHus: fokyMmeHTa «IIpoTokom». [loHsTHE, pEKBU3UTHI, BUABI IPOTOKOJIA.

22. BeneHue 1eN0BOM MEPENUCKH ¢ 3apyOeKHBIMU KoppecnoHaeHTaMu. OcoOeHHOCTH 0(OPMIICHHUS.
23. Ha3nauenue u criocoObl COCTaBIICHHS JOBEPEHHOCTH. BUIIbI JOBEpEHHOCTEH.

24. NoxnaaHble ¥ 00bACHUTEIbHBIE 3alIUCKH: Ha3HAUCHUE, COACPKAHKE, COCTAB PEKBU3UTOB.

25. TpeboBaHus, IpeIbBISIEMBIE K COCTABICHHIO TEKCTa TOKYMEHTa, YHU(HKALHS TeKCTa, opMa U3JIOKEHUsI, TIPaBUIa COCTABICHHS.
26. CnpaBKu: BUJbI, 0POPMIICHHE.

27. Cocrapnenue u opopmitenue qokymenta «Teneororpamman.

28. CocraineHue 1 0ohopMIIeHHE IIPETEH3UI.

29. Onenka 3HAaYNMOCTH JOKYMEHTA U CPOKH XPAHEHHSL.

30. OcobeHHOCTH Nepeauu Jell B BeJOMCTBEHHBIN apXUB.

31. Ocobennoctu coctaBieHus u opopmiteHus JokyMeHTa « Terxerpammay.

32. [IpuHIHIIBL, KPUTEPUHU LIEHHOCTH AOKYMEHTOB OpraHU3aliy. JKCIepTH3a LIEHHOCTH Oymar.

33. Kommerorepuszarus JJOY. DieKTpoHHBIA JOKYMEHT.

34. UcnonHeHue J0KyMEHTOB.

35. KoHTpOh HCIIOTHEHUS TOKYMEHTOB.

36. OdopmiieHue nokymeHTa «3asBieHue». [loHsTHE, pEKBU3UTHI.

37. XpaHeHne JOKyMEHTOB B OTIEPaTHBHOMN IESTEILHOCTH U X NOATOTOBKA K JIJHTEIILHOMY XPaHEHUIO.
38. CucremaTtuzanys 10KyMeHTOB. OCHOBHbBIE IPUHIUIBI YIOPSJOYEHHUS ¥ XPAHEHUS JOKYMEHTOB.

39. JIBwxeHne BHYTPEHHUX JOKYMEHTOB MPEANPHUSITHSL.

40. Drarsl ABUKECHUS BXOJSIINX JOKYMEHTOB.

41. Dramsl ABMKEHUS UCXOIAIINX JOKYMEHTOB.

42. Homenknarypa nen. HaznaueHue, IopsoK cocTaBieHus U oopMIIeHHE: TPEOOBAHUS K COICPIKAHHUIO.
43. TpynmupoBka JOKyMeHTOB B aeia. OdopmiieHue aena.

44. TlepBoHauanbHast 00pabOTKa JTOKYMEHTOB B YUPEKICHHH.

45. Opranuzanus paboTHl C ZJOKYMEHTaMH, 00paboTKa, PErucTpalys 1 KOHTPOJIb UCTIOTHEHHS TOKYMEHTOB.
46. Opranuzanys A0KyMEHTO000pOoTa Ha MPEANPUSITUH, Y4eT JOKyMEHTOB.

47. PaccMOTpeHHE JOKYMEHTOB pyKOBOIUTENeM. IHIMBHAYabHbIE H THIIOBBIE CPOKH PACCMOTPEHHSI.
48. No/pKHOCTHBIE HHCTPYKIUH. HasHaueHue, OpsAI0K yTBEpKACHUS, 0COOEHHOCTH 0OpMIICHUS.

49. TlopsnoK YHUYTOXKEHHS JOKYMEHTOB C HCTEKIIMM CPOKOM XPaHEHHSI.

50. CocTaB TOKYMEHTOB, 00ECIIEUHNBAIONINX JOKYMCHTHPOBaHHE PabOTHI ¢ KaApaMHu.

51. Pabora ¢ koH(UISHINATBHBIMI JOKyMeHTaMu. [[pUMepHBIH NepeueHb CBEACHHUI COCTABIISIOIIX KOMMEPUECKYIO TaiiHy.
52. CocraBienue u o)opMIIeHHE UCKOBBIX 3asBJICHUI.

53. Cnyxe6Hoe u aenoBoe nmucbMo. [Tonsatue, TpeboBanus k opopmieHuo. Pa3HoBUAHOCTH.

54. Pabota ¢ oOpaleHus My rpakaan, ee 0COOCHHOCTH.

55. Mopsmok odopmiieHHs 00palIeHH TpaKIaH B apXUB OPTaHU3aIIUH.

56. JloroBop KyIUIU-TIPOJaXKH.

57. SI3bIK ¥ CTUIIB [1€JI0BOM NEPETUCKHU.

58. JlenoBas mepenucka B OpraHu3aliy. Pa3HOBUITHOCTH IUCEM.

5.2. ®oH/1 OLIEHOYHBIX CPEACTB AJI5 NPOBEIEHHA TEKYIero KOHTPOJIsS

[Ipencrasnen B [Ipunoxennu 1 x paboueii nporpaMme AUCIUIUTHHBI

6. YHEBHO-METO/JMYECKOE I HTHOOPMAIIMOHHOE OBECIIEYEHWE JTUCHUIIJIMHBI (MOAY JIS)

6.1. Pexomennyemas autepatypa

6.1.1. OcHoBHas aUTEepaTypa

ABTOPBI, COCTaBUTENHN | 3arnaBue | W3narenscTBO, TOM | Konuu-Bo




ABTODBI, 3arnaBue W3narenbeTBo, Toj1 Konma-Bo
JI1.1 |Kysuemnos, W. H. JlokyMeHTanoOHHOE 00ecTiedeHne Mocksa : UspatensctBo | https://urait.ru/bcode/531526 -
ynpaBieHus. JJokyMeHT0000pOT U IOpaiit, 2023 HEOTPAHMIEHHBIN JOCTYII IS
JIeIIOTIPON3BOICTBO: YUCOHUK U MPAKTUKYM 3apErUCTPUPOBAHHBIX MOJIB30BATENEH
JUISL CpeIHEero NMpo(eCCHOHAIBHOTO
6.1.2. lono/iHUTeIbHAS JIUTEPATypa
ABTODHI, 3arnaBue H3patenscTBO, IO Konuu-Bo
J12.1 |Hoponuna, JI. A. JIoKyMEeHTallMOHHOE 00eCIIeUeHUEe Mocksa : U3narenscto | https://urait.ru/bcode/530252 -
yIpaByieHus : : Y4eOHUK U npakTHKyM i | FOpaiit, 2023 HEOTPaHWYEHHBII JOCTYI JIs
CPEIHETO NPO(ECCHOHAILHOTO 3apErUCTPUPOBAHHBIX MTOJIB30BaTENEH

6.2. ITepeuennb pecypcoB uHGOPMALMOHHO-TEJIEKOMMYHHKAUMOHHOI ceTn "MHTepHeT"

31 |CI/ICTeMa 3IIEKTPOHHOTO JJOKYMEHT0000poTa - http://www.escom-bpm.com

6.3. Ilepeyens MporpaMMHOro odecrneveHust

6.3.1

Bpayszep Chromium

6.3.2

Odoucusrit maker LibreOffice

6.4 Ilepevyenb nHGPOPMAIHOHHBIX CIIPABOYHBIX CHCTEM

6.4.1

CIIC Koncynsrantlnroc -  http://www.consultant.ru/

6.4.2

Iapanr - https://study.garant.ru/

7. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE JUCIUIIJIMHBI (MOAYJIST)

7.1

[TomernieHus 11 NPOBEJCHUS BCEX BUIOB PadOT, MPEIYCMOTPEHHBIX Y4EOHBIM IIAHOM, YKOMILJICKTOBaHbI HE00X0IMMOMN
CHeLHaIN3UPOBAHHON y4eOHOM MeOebI0 i TEXHUIECKIMHU CPEACTBAMH O0yJIeHHS.

8. METOAUYECKHUE YKA3AHUWS JJIS1 OBYYAIOIIUXCS IO OCBOEHUIO JTUCHUILIIMHBI (MOY JIST)

MCTOI[I/I'{CCKI/IC YKa3aHHs 110 OCBOCHUIO NUCHUIUIMHBI IIPEACTABIICHBI B HpI/IJ'IO)KCHI/II/I 2K pa6oqel71 InporpaMMe JUCHUITINHBI.
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®OH/J OINEHOYHbBIX CPEJACTB

OI1.06. TokymeHTaumoOHHOE 00ecneyeHne YIPaBJIeHHsI

IMpuioxenue 1

1. Onucanue mnokasaTejed W KpUTepHeB OIEHUMBAHMS KOMIIETEHUMIA HAa Pa3IMYHBIX 3Tamax MX
(¢popmupoBanusi, onucanue MKAJ OLEHUBAHUS
1.1 ITokazaTenu U KpUTEPHUN OTICHUBAHUS KOMITCTEHITHI:

VYV, cocTaBisrone KOMIIETCHIIHIO

IToka3zaTenu
OLIEHMBAHUS

Kputepuu onieHuBanus

CpencrBa
OIICHUBAHUS

OK-01: BeiOupats crioco0bl penieHus 3a1a4 NpogecCHOHAILHOM AeATeTbHOCTH, IPUMEHUTEIbHO K Pa3THYHbIM

KOHTEKCTaM.
3HaTh: CdopmupoBaBmuecst Yposennb 3HAHM 00 T (1-30)
- aKTyalbHBIA MPO(ECCHOHATBHBIA U | cHcTeMaTH4YecKHe 3HaHUs 00 | OCHOBHBIX HUCTOYHHUKAX
COLIMATBHBI KOHTEKCT, B KOTOPOM | OCHOBHBIX WCTOYHHKAX | ”HOPMAIIMK U pecypcax i
MPUXOMUTCS  paboTaTh W JKWTh; | MHPOPMAIIME U pecypcax Ui | pemieHus: 3ajad W mpoOiieM B
OCHOBHBIEC UCTOYHUKHU MH(OpPMAIINH U | pemieHnst 3a1a4 U mpobieM B | mpodeccroHamIbHOM n/nmm
pecypcel s pemieHus 3amad | | mpodeccHoHaIbHOM W/WIH | COIMaTFHOM KOHTEKCTE;
mpo0JieM B MPOoQeCCUOHATLHOM U/WIIH | COLMATBLHOM KOHTEKCTE; | anropurMax BBITIOJTHCHHUS
COLIMATEHOM KOHTEKCTE; aNropuTMax BBHITIOJIHEHHUS | paboOT B MPOeCCHOHANTBHON U
- QITOPUTMBI BBITIONHEHUST PadoT B | paboT B mpodecCHOHAIbHON M | CMEXHBIX 0071aCTAX;
npodecCHOHANBHOW M CMEXKHBIX | CMEXHBIX 00J1acTsX;
o0nacTix;
Ymern: CdopmupoaBmmecst YpoBeHb yMeHHs TPHMEHSTh I3 (1-6)
- pacmosHaBaThb 3aJady W/WJM | CHCTeMATHYeCKHEe  YMEHHs | METOJbI paboThI B
mpobiieMy B mpodeccHOHAIBHOM | pacrio3HaBaTh 3aady W/WiH | MpodecCHOHaTbHON u
W/WIH COIMAIbHOM KOHTEKCTE; mpooieMy B [ cMexHBIX cepax; cocTaBIATH
- aHaNM3WpOBaTh 3a/ady  W/WIH | MpodeccrOHaIbHOM W/WIY | CTPYKTYPY IJIaHa JJIsl peIeHUs
mpo0JIeMy ¥ BBIJENATH € COCTaBHBIC | COMMAIHLHOM KOHTEKCTE; | 3a/1a4; MOPSAZIOK  OIEHKHU
4acTH; aHAM3UPOBATh 3ajJady W/WIM | pe3yabTaTOB pEUICHUs 3a/1ad
- OIIPEJIEIISATh ATAITBI PEHICHUS 331a4K; | mpobaeMy W BbIeNATh €€ | mpodeccHOHaIbHOM
BEISBISITE W 3(PQPEKTUBHO WCKATh | COCTABHBIE YAaCTH; OIPEACISTH | IeATEIbHOCTH
nHGOPMAIUIO, HEOOXOMUMYIO IS | OTambl  pEIICHUs  3aJayw;
pelIeHuns 3a71a91 1/UIn TpoOJIeMBbl; BBISBISAITE U 3P(PEKTUBHO

HCKaTh nH(bOpMaITHIo,

HEOOXOAMMYIO ISl PEIICHUS

3aJjaud  W/WIH  TPOOJIEMBI,

COCTaBHUTh IUJIaH JICMCTBHS;

OTIPEIeNIUTh HEOOXOIUMBIE

pecypcsl; BJIaJETh

aKTyalbHBIMU METO/IaMHU

paboTel B mpodeccHnOHATBHON

u CMEKHBIX cepax;

peanu3oBaTh  COCTABJICHHBIN

TUIaH.
Baanern: CdopmupoBaBmuecst YpoBeHb BJIaJIeHUsI 113 (1-6)
- YMEHHEM COCTaBUTh IUIaH JEHCTBUS; | cHcTeMaTHYecKHe BJIaJeHusl | CIIOCOOaMU COCTaBJIEHUsI IUIaHa
OTIPEeeNINTh HEOOXOJUMBIC PECYPCHl; | yMEHHEM  COCTaBIATH IUIaH | NEHCTBUH, OTIpeIeIICHHS
- BIAJEeTh AaKTyaJbHBIMH METOJAaMU | IEUCTBUH, MPUMEHSTH 3TO Ha | HEOOXOAMMBIX PECYpCOB IS
pabotel B mpodeccHOHaNbHOM U | MpakTHKE Npd O(GOPMIICHUH | peLICHHUS TOCTABICHHBIX 3a/1a4.
CMEKHBIX cepax; JOKJIaJIOB MO 33/IaHHBIM TeMaM
- peaM30BaTh COCTABIEHHBIN TNIAH; | | npu BBITIOJTHEHUH




- OILICHUBATH pe3yabTaT u
MOCJIECTBUSI CBOUX NEUCTBHHI
CaMOCTOSITEILHO

MPAKTHUYCCKUX Ba)laHI/Iﬁ .

OK-02: Hcnojib30BaTh COBpeMEHHbBIE CPEICTBA MOMCKA, AHAJIM3A H HHTePIpeTaluy HHPOPMAIIUH 1

I/IH(l)OpMaIIHOHHbIe TEXHOJIOTUH IJIS1 BBINIOJIHCHHUSA 3aJa4 npoc])eccnommbnoﬁ ACATECJIbHOCTH

3HaTh: Cdopmuposasmuecst YpoBennb 3HAHUH T (1-30)
- HOMEHKJIaTypy HH(GOPMALMOHHBIX | cHCTEeMAaTHYeCKHe 3HAHUA 00 | HOMEHKIIATYPhI
HUCTOYHHUKOB, NPUMEHIEMBIX B | HOMEHKIIAType WHPOPMALMOHHBIX
podecCHOHANBHON AEATENBHOCTH; MH(POPMALUOHHBIX HUCTOYHHUKOB, IPUMEHIEMBIX B
- IPUEMBI CTPYKTYPUPOBAHUSA | HCTOYHUKOB, NMPHUMEHSEMBIX B | MpOoQecCHOHATBEHON
MH(OpMaluH; npohecCHOHATBHON JIeATEeIbHOCTH; PHEMBI
JeSITeIbHOCTH; MIPUEMBI | CTPYKTYPHUPOBAHUS
CTPYKTYpUPOBaHUS WHpOpMAaIUH; ¢dopmar
nH(pOpMAaIUH; tdhopmar | ohopmneHus pe3yIbTaToB
odopmiteHUS pe3ynbTaToB | Mmorcka HH()OpMaIuu
novcka uHpopManuu
Ymern: CdopmuposaBumecst Yposenn YMEHUs I3 (1-6)
—  HUCHOJIB30BaThb  HOMEHKIATYpy | CHCTeMATHYeCKHWe  YMEHMSs | CTIOJIb30BaTh HOMEHKJIATYPY
WHPOPMALMOHHBIX WCTOYHUKOB, | MCTIOJIB30BaTh HOMEHKIATYPY | MHPOPMALMOHHBIX
MPUMEHSIEMBIX B IpodeccHoHanbHOH | MH()OPMAaMOHHBIX UCTOYHHUKOB, MPHUMEHICMBIX B
JeSITEIBHOCTH; NpUEMBI | HCTOYHHKOB, TMPHUMEHSEMBIX B | MpodeccHoHATBHOR
CTPYKTypHpoBaHusi HH(opMamuu, a | mpodeccnoHanbHON JeSITeTbHOCTH; pUEMBI
Tak ke (Qopmar  odopmieHHS | AEATETBHOCTH; MPUEMBI | CTPYKTYPHPOBAHUS
pe3yIbTaTOB OMCKA HH(POPMAITUH. CTPYKTYpUPOBaHUS WHPOpMAIUH, a TaK ke popMaT
nHpOpMaLUH, a Tak ke popmat | ohopMIICHUS pe3yIbTaToB
odopmieHus pe3yabTaTOB | HOMCKA MH(POPMALIUH.
novcka nHGOpMaIHH.
Baagers: CdpopmuposaBmmecs Yposenn HABBIKOB I3 (1-6)
- HOMEHKJIaTypol MH(OPMALMOHHBIX | cHcTeMaTHYeCKHe BJIaJeHusl | HOMEHKIIATY PO
HCTOYHHUKOB, PUMEHSIEMBIX B | HOMEHKIIATY POt WHPOPMAITMOHHBIX
npodeCCHOHANBHON AEATENIEHOCTH, a | MH()OPMAMOHHBIX HUCTOYHUKOB, MPHUMEHIEMBIX B
TaK e MPUeMaMH CTPYKTYPUPOBAHHUS | HCTOYHUKOB, TPUMEHSEMBIX B | MpodeccnoHanbHOM
HHpOpPMAITUH u ¢dopmarom | mpodeccuoHaTEHON JeATeNIbHOCTH, a TaK Ke
oopMiieHUsT pe3yNbTATOB IIOMCKA | JESITENBHOCTH, a Tak K€ | IpUEeMaMH CTPYKTYPHUPOBAHHS
HHpOpPMAITUH npueMaMH CTPYKTypUpoBaHus | uHGopmarmu W (opMarom
uHpopMaun U GopmaToM | ohOpMIICHHS pe3yNbTaToOB
odopmieHus pe3yabpTaToB | HOMCKa MH(pOpMaLUN
nmorcka nHpoOpMaIuu
OK-4: 3¢ dekTUBHO B3aNMOAeliCTBOBATH U Pa00TATh B KOJUIEKTHBE U KOMaH/Ie
3HaTh: CdopmupoBaBmmecs YpoBenn 3HAHUH T (1-30)
- MICUXOJIOTHYECKHE OCHOBEHI | CMCTeMAaTH4YeCKHe 3HAHUS O | ICUXOJOTMYECKUX OCHOB
JeSITeNbHOCTH KOJUIEKTHBA, | ICUXOIOTrHYECKIX OCHOBAX | JesITeIbHOCTH KOJIJIGKTHBA,
TICUXOJIOTHYECKHE 0CcOOEHHOCTH | IeATENLHOCTH KOJUIEKTHBA, | ICHXOJIOTHYECKIX
JUYHOCTH,  OCHOBBl  IPOEKTHOH | IICUXOJIOTHYECKUX ocobeHHoCTEN JMYHOCTH;
NeSITeNIbHOCTH 0COOEHHOCTSX JIMYHOCTH; | OCHOB IIPOCKTHOM
OCHOB IIPOCKTHOM | AEATEIBHOCTH
JeSITeIbHOCTH
Ymertn: Cdopmuposasmuecst YpoBennb yYMeHHA I3 (1-6)
- OpIraHU30BbIBAThH paboTy | cucTeMaTHYecKHe  YMeHHs | B3aMMOJEHCTBOBATh c
KOJIJICKTHBA  KOMaH/IbI; OpraHU30BBIBATH PAOOTY o0yyaromumucs,




- B3aUMOJICUCTBOBATH C KOJUJICTAMH,
PYKOBOACTBOM, KJIMEHTAaMH B XOJ€
po(ecCHOHaTBHON JACITEITBHOCTH

KOJUUIEKTUBA U KOMAHIbI.
BzaumoneilicTBoBaTh ¢
KOJUIETaMH, PYKOBOJICTBOM,

MPeTo/IaBaTeIsIMU,
COTPYHUKAMH
oOpa3oBatenbHON

KITHCHTaMH. OpraHu3aIiy B X0Ji¢ 00yUYeHHS,
a TakkKe C PYKOBOJCTBOM H
COTPYAHUKAMH
SKOHOMHYECKOTO CyOBEKTa BO
BpeMs MPOXOKACHUS
MPaKTUKH.
Baanern: CdopmupoBaBmuecst YpoBeHb BJIAJIEHUsI 113 (1-6)
- IpueMaMM OpraHu3aluy padoThl B [ cHcTeMAaTHYeCKHe BJajeHUs | IPHEMaMH OpraHu3aLuu
KOJIJICKTHBE 1 KOMaHIe nprueMaMu opraHu3zanuu | paboTel B  KOJUIGKTHBE H
paboThl B  KOJUIGKTHBE W | KOMaH/e
KOMaHie

OK-5: OcymeCTBHHTB YCTHYIO H IUCbMEHHYI0 KOMMYHUKAIUI0 HA TOCYTAPCTBEHHOM SI3BIKE Poccuiickoii

Degepauuu ¢ y4eToM 0CO0EHHOCTEH COLUATBHOIO U KYJbTYPHOI0 KOHTEKCTA.

3HaTh: CdopmupoBaBmecs YpoBenb 3HaHuUsI 00 T (1-30)
- OCOOEHHOCTH COIMAJBHOTO U |[CHCTeMaTH4YecKHe 3HAHUsI 00 [0COOCHHOCTSIX COLMAIBHOTO H
KYJIETYPHOTO KOHTEKCTa; 0COOEHHOCTSIX COIIMANBHOTO U [KYJIBTYPHOTO KOHTEKCTa;
- mpaBuiIa opopMIIeHUs KyJIBTYPHOTO KOHTEKCTa, [ipaBuiIax opOpMIICHUS
JOKYMCHTOB U IOCTPOCHUA YCTHBIX [IpaBUjIax O(bOpMJ'ICHI/IH JIOKYMCHTOB U TOCTPOCHUA
COOOIICHUIA. ITOKYMEHTOB U IIOCTPOECHUS YCTHBIX

YCTHBIX COOOTIIEHMIA.

cooOIIeHNH.
Ymern: CdopmupoBaBmmecs YpoBens 3nanus o rpamotoMm| I3 (1-6)
- TPAaMOTHO HM3JIaraTh CBOM MBICIM M [cMCTeMaTH4YeCKHe 3HAHMA OH3JI0KEHHMH CBOMX MBICIEH M O
0o(opMIISTH TOKYMEHTBHI 10 CPaMOTHOM H3JIOKEHUM CBOHX|[lIpaBUIAX odopmMiIeHUH
npodecCuoHaNbHON TEMAaTHKE Ha MpICIEH M O  IPaBWJIAX|{TIOKYMEHTOB (s
rOCYJapCTBEHHOM SI3BIKE, 0QOpPMIIEHHH JTOKYMEHTOB IMO[IpoeCCHOHAIbHON TEMaTHKE HA|
MPOSBIIATH TOJIEPAHTHOCTH B poheCCHOHAIBHON TeMaTHKE HaIFOCyIlapCTBeHHOM SA3BIKE, KaK
paboueM KOJIJIEKTHBE. rOCYJapCTBEHHOM  SI3BIKE, KakK[IpOSBUTH  TOJIEPAHTHOCTH B

MPOSIBUTh  TOJIEPAHTHOCTH  BjpaboueM KOJJICKTHBE

pabo4YeM KOJUICKTHUBE
Baapers: CdopmupoBaBmmecs YpoBenb Baaaenusi HaBbikamy| II3 (1-6)
- HaBBIKAMHU IPaMOTHOTO MOCTPOCHUS [cHcTeMaTHYecKne  BJIAJAeHUS[TPAMOTHOrO IOCTPOEHUS YCTHOH
yCTHOfI u MMMCHEMEHHON [HaBBIKAMU TpaMOTHOT O MMMCEMEHHOM KOMMYHUKAIIUY|
KOMMYHHKAIIMH Ha TOCYAapCTBEHHOM [[TOCTPOEHHUS yCTHOU HHa  TOCYIAapCTBEHHOM  SI3BIKE

s3p1ke Poccuiickoit denepanyu

MICHEMECHHOM KOMMYHUKAIIUN Ha

rOCyIapCTBEHHOM SI3BIKE

Poccuiickoi denepanun

Poccuiickoii @enepannu

OK-09: ITonrp30BaThCs MPO(ecCHOHATBHON JOKyMeHTAMel HA TOCYyAapCTBEHHOM W HHOCTPAHHOM SI3BIKaX

3HaTh:
- TpaBWIa TOCTPOCHUS IPOCTHIX U
CJIOXKHBIX HpeJIHO)KeHI/Iﬁ Ha
po(ecCUOHAIBHBIE TEMBI, OCHOBHBIC
0011eyIoTpeONTETHLHBIC TJIaroJIbl
(ObpiTOBAT W

JIEKCHKA);

npodeccruoHampHas
- JIEKCUYECKHUI MUHHMYM,
OTHOCSIIIIUHACS K OTICAHUIO
CPEACTB M TMPOLECCOB

npodeCcCHOHANBEHON IeATELHOCTH;

npeamMcEToOB,

00IIEYTOTPEOUTEBHEIC TTIarQJIb

(ObITOBass U MpodeCCHOHANIbHAS]
eKcrKka); JICKCHUYCCKHH
MUHUMYM,  OTHOCSIIMHACA K|

OITMCAaHUIO IMTPEAMETOB, CPEACTB U

CdopmupoBaBmuecst YpoBeHb ~ 3HaHUA  TIpaBUJI

cHCTeMATHYeCKHe 3HAHUS mocTpoeHus MIPOCTHIX u
IIpaBUJI MMOCTPOCHMUA MPOCTHIX H|CIIOXKHBIX HpeIIHO)KeHI/Iﬁ HA|

CIIOXHBIX  TPEUIOKECHUN Halnpoq)eccpIOHanLHHe TEMBI;

npogeccHOoHANBHBIC TEMBL;[0CHOBHBIX

OCHOBHBIX 00IIEeyTIOTPEONTENBHEIC TJIArOJIbI

(ObiToBast 1 mpodeccuoHanbHast
ITeKCHKA); JIEKCHIECKHH
MUHUMYM,  OTHOCSALIMHCS K|
OTIMCAHUIO IPEIMETOB, CPEICTB U

porieccoB  NpodeccHoHATEHOH|

T (1-30)




- 0COOCHHOCTH MMPOU3HOUICHH!A; [IPOLIECCOB HpO(l)CCCHOHaJIBHOfI,I[CSITCHLHOCTI/I; ocobeHHOCTEH]

MpaBuiIa YTEHUS TEKCTOB |IEATENILHOCTH,  OCOOCHHOCTECH[IPOM3HOIICHUS, TPABIII YTCHUS
po(ecCUOHATBHOMN HANPABICHHOCTH [TPOU3HOIICHUS; MPABUII YTCHHUSTEKCTOB poheCCUOHANTBHOMH]

TEKCTOB npodecCUOHATLHON[HATPABIICHHOCTH

HaTpaBJICHHOCTH
Ymerb: CdopmupoBaBmuecst 'Y poBeHb yMeHUsI IOHUMATh 113 (1-6)
- MOHMMAaTh OOIIMI CMBICT YETKO [cHCTeMaTH4ecKHe YMeHUsl CMBICTT YETKO TPOM3HECCHHBIX]
MPOM3HECEHHBIX BBICKA3bIBAHHN Ha [TOHUMATh BHICKA3bIBAHMI Ha H3BECTHBIC
W3BECTHBIC TEMBI | CMBICI YETKO IPOU3HECECHHBIX[TeMBbI (mpodeccuoHa bHBIE Y|

(mpodeccroHabHBIE M OBITOBEIC), [BRICKA3bIBAHWN Ha HM3BECTHHIC|OBITOBBIC), TIOHMMATh TEKCTHI HA|
IIOHUMaTh TEKCTHI Ha  0a30BBIC [TeMBI  (MPOQeCCHOHATLHBIE H[0A30BBIC poQeCCHOHATHHBIC
poecCuoHaIbHBIC TEMBI OBITOBBIC), IOHUMATh TEKCTHI HATEMBI

(0a3oBEIC podecCHOHATBHBIC

TEeMBbI
Baagers: CdopmupoBaBmmecs YpoBensb Baaaenusi HaBbikamy| I3 (1-6)
- HaBBIKAMHU IIOCTPOEHMSI MPOCTHIX U [CHCTeMAaTHYeCKHe  BJIAAEHHUS|IOCTPOCHUS MIPOCTHIX y
CJIOKHBIX MIPEUIOKCHUN Ha [HaBBIKAMH MOCTPOCHUS MPOCTHIX|CIOKHBIX — NPEAJIOKECHUH  Ha|
HpO(bCCCI/IOHaJIBHLIe TEMBI; OCHOBHBIC |1 CJIOKHBIX HpCI[J'IO)KCHI/II\/'I HaalO(I)CCCI/IOHaJIbHI)IC TCMBI,
o0meynoTpeOuTenbpHbIe TJIarofsl [podeccHoHaIbHBIE TEMBL[00IIeyTOTPEOUTETHHBIMHU
(ObrTOoBass W mpodeccuoHabHAas |00IIeYIOTPEONTEILHBIMH CIaroJiaMu (ObITOBas u
JIEKCHUKA); raroamMu (bp1TOBAsS unpodecCHOHANbHAs  JIGKCHUKA);
- 3HAaHUSMHU JIEKCHYECKOro [mpodeccoHanbHas — JIEKCHKA);3BHAHUSIMU JIEKCHUYECKOTO|
MHUHHUMYMaA, OTHOCAILECTOCA K [BHaHUAMU JICKCUYCCKOTOMUHHUMYMA, OTHOCAIIECTOCs K
ONMCAHMIO TIPEIMETOB, CPEICTB M [MUHMMYyMa, OTHOCSIIETOCsS KJOMUCAHUIO IPEAMETOB, CPEACTB U
MPOIIECCOB npodecCHOHAFHOMN |OMTMCaHUIO TPEMETOB, CPECTB HUlIPOIIECCOB  MPO(HECCHOHATBHOM
JeSITeNbHOCTH nporeccoB  npodeccHoHaIbHOMes TenbHOCTH

esITeIbHOCTH

113 — npaxmuueckue 3adanus, T — mecmosbvie 3a0aHus

1.2 lIxaJje!l OLlEHUBAHUS
Tekymuii KOHTPOJH YCIIEBAEMOCTH OCYIIECTBIISIETCS B paMKaxX OaIbHOUM CHCTEMBI B 5-0aJUTBHOM mIKae:
OreHka 5 («OTJIIMYHOY») BBICTABIISICTCS CTYJCHTY, €CJIM BBIMOJIHEHBI BCe TPEOOBAaHUS K OTBETY, 0003HAUYCHBI ITpodiieMa u

000CHOBaHA HX AKTYaJIbHOCTb, COACPIKAHNUEC BOIIPOCOB PACKPBITO MOJIHOCTBHIO, JIOTUYHO HU3JIOKCHA CcoOCTBEeHHAs Io3unus,
OaHbl TIPAaBUJIBHBIC OTBETBI Ha AOOIIOJIHUTCIIBHBIC BOIIPOCHI; BBIIIOJHACT IIPABUJIBHBIC, YBCPCHHBIC HGfICTBPISI 10
MNPUMCHCHUIO IMTOJTYUCHHBIX 3HAHUHU IIpU pCIICHUU TCCTA,

OHGHKa 4 (((XODOH_IO») BBICTABJIACTCA CTYACHTY, C€CJIM BBIIIOJIHCHBI OCHOBHBIC Tpe6OBaHI/I$I K OTBCTY, HO IpU 3TOM

JIOMYIIeHbl HEJ0YeThl. B YacTHOCTH, HMMEIOTCSI HETOYHOCTH B H3JIOXKEHWH MaTepualia, OTCYTCTBYET JoTHuecKas
MOCJIEI0BAaTEIFHOCTh B CY)KICHHMSX, Ha JOTOJHUTEIbHBIE BONPOCH! JJaHBl HE MOJIHBIE OTBETHI; BBIIOJHSIET MPAaBUIIbHBIC
JICHCTBUS IO TPUMEHEHHUIO 3HAHUI MTPH PEIICHUH MTPAKTUIECKOTO 3aJ[aHus;

OrieHka 3 («y/IOBJIETBOPUTEILHOY) BBICTABISETCS CTYACHTY, €CIIH CYNIECTBEHHbBIE OTCTYIUICHHSI OT TpeOOBaHMI K OTBETY.

B wacTHOCTH, BOTIPOCHI OMIIETa OCBEIIEHBI JIUIIL YaCTHYHO, JOMYIIEHBI (PaKTUIECKUE OIIUOKH MPH U3JI0KEHUH OTBETA UIIH
IIpru OTBETEC HAa JOMOJHUTCIIBHBIC BOIIPOCHI; IMOKA3BIBACT B ILCJIOM IIPAaBUJILHBIC HeﬁCTBHﬂ 10 MPUMECHCHUIO 3HAHUH nmpu
pelIeHNH TPaKTHYECKOTO 3a/1aHus;

Omnenka 2 («HEYIOBIETBOPUTENEHO») BBICTABISETCS CTYACHTY, €CIIM BONPOCH! OMJIeTa HE PAaCKPBITHL, OOHAPYKUBACTCS

CYLIECTBEHHOE HENOHMMaHHe MpeaMeTa Kypca; He TIOKa3bIBaeT CHOCOOHOCTH TPUMEHSTh 3HAHUS IPH PEIICHUH
MPAKTUYCCKOTO 3a/IaHuUA.

2 TunoBble KOHTPOJIbHbIE 3aJaHUS WIN UHbIe MAaTEPUAJIbI, HEO0X0AUMBIE IJI51 OLleHKN 3HAHUI, yMEeHU, HABBIKOB
U (WJIM) ONBITA esITeIbHOCTH, XapaKTePU3yIIUX 3TANnbl (POPMHPOBAHMUS KOMIETEHINH B Ipolecce OCBOCHMS
o0pa3zoBaTe/IbHOM MporpaMmbl




Hpalcanecmle 3alaHUA:

3aganme Ne 1.

1. OdopmuTs 3asBNeHNE Kaccupa 3aBoja «CBeT» ¢ Ipoch00i MPeI0CTaBUTh YaeHnIeckuii oTryck ¢ 06.03.20  mo
18.03.20  mpoaomkuTenbHOCThIO 13 KaleHAapHBIX JHEH Ha OCHOBaHMM cIipaBKM — BbIzoBa Ne 5655 or 01.03.20 .
®.1.0. kaccupa MBanosa Upuna IleTposHa.

2. OdopmMuTh mpHKa3 1Mo TMIHOMY COCTaBy Ha ocHOBe MaHHBIX 3amanus Ne 1. [Ipukaz Ne 65k ot 05.03.20  «O
MIPEeIOCTAaBICHUM YYEHHYECKOro OTHmycka» Kaccupy 3aBoja W.II. Meanosnoit ¢ 06.03.20  nmo 18.03.20
MIPOJOJDKATENBHOCTRIO 13 KalleHAapHBIX JHEH Ha OCHOBAaHWMHU CIpaBKH-BbI3oBa No 5655 ot 01.03.20  w 3asBiieHus
kaccupa W.I1. MiBanoBHoii. IIpocTaBuTh BU3y coriacoBanusi HadaabHHUKa oTaena kaapo O.A. CepreeBoil 1 OTMETKY 00
03HAKOMIICHHH C MTPHKa30M IBaHOBOA.

3aganme Ne 2.

1. OpopmuTh IPUKa3 MO0 OCHOBHOM JesiTeNbHOCTH. B cooTBercTBUU ¢ Pacnopspkennem Munwuctpa ot 04.03.20
Ne 115 «O6 ycuneHnH MPOTHBOTIOKAPHOH 0€30MaCHOCTH M YCHIICHUH OXPaHbl B IEPUO/] IPa3AHUYHBIX JHEH» COCTaBUTh
npukaz Ne 245 ot 06.03.20  w3nmaHHbIA IupekTopoM Hay4dHO-ITPOU3BOJICTBEHHOTO OOBEIMHEHUST «ATPONPHOOP» T.
Mocksel M. JI. 'aakuHbIM.

B pacniopsinutenbHoM YacTy BBIAENIUTD 4 ITyHKTA:

1. O6 opranu3zanuu yOOpKH TEPPUTOPHH OOBETMHEHUS

2. O npoBEpKe COCTOSHUS AIEKTPOIPOBOJIKH

3. O mpemocTaBlIeHUH B CEKpeTapuaT IeHepalbHOTO JAWPEKTOpa CIHCKA COTPYIHHKOB, MPEObIBAHUE KOTOPBIX
HEO0XOIMMO Ha TEPPUTOPUN OObEANHEHHS B IPa3AHUYHbIEC JHU

4. KoHTpoIb 32 UCIIOTHEHWEM BO3JIaraeTcs Ha riiaBHoro umwkenepa oobeauaenus [1.P. XKapoga.

Kaxxnpiil myHKT paccmoTpeTh 1o cxeme «Komy?», «HTo HyxkHO cnenats?», «Jlo kakoro cpoka?».

Hanpumep, k 1.1 3aBeayromemy cxiiagom O.H. Hukutuny opranuszoBats yoopky teppuropuu o 07.03.20 .

IIpocTaBuTh BU3Y TJIaBHOTO MHXKEHEpA

IToctaButk oTMETKY 00 ncniosnurene. Mcenonuurenem sisisiercsa ConosbeBa Tenedon 302-34-56

2. Ocdopmuts pacrniopsokenne Ne 137 ot 10.03.20  riaBHOro MHXeHepa MOCKOBCKOTO CTaHKOCTPOUTEIHHOTO
3aBoga «Texmamm» J[.M. ComrneBa «O Baenpenuu crannapra OP/] CTII 02-601» Ha ocHOBe MpeIIoKeHHBIX 00pa3IoB B
MIPUIIOKEHUH 5 1 6.

B pacnopsiaurensHoO# yacTu yka3ath 4 myHKTa:

1. O Bueapenuu crangapra OPJ[ CTII 02-601 Bo Bcex cimy»k0ax, Ha y4acTKax M B CTPYKTYPHBIX IMOAPA3IEICHUSIX
3aBoma ¢ 01.04.20 .

2. O6 opranmzanuu 3aHsaTud mo uzydenuto CTII 02-601 co crnenuanmucraMu ¥ WHKEHEPHO-TEXHOJIOTUYECKUM
nepcoHasioM (¢ ykazaaueM «Komy» u ¢ Kakoro 4mcia)

3. O0 opranuzanuu THpakupoBanus 61ankoB OPJI, TUIIOBBIX TEKCTOB U YHU(PHULIMPOBAHHBIX (HOPM (C YKa3aHHUEM
«Komy?»)

4. KoHTpOJb 32 HCIIONTHEHNUEM PacTOPsHKEHNST BO3JIOKUTH HA 3aMECTHTENS AUpeKTopa mo obmum Bonpocam M.K.
bupoga.

IIpocTaButh Bu3y topuckoncysra I1.K. JlyHoBa

[locraButh oT™MeTKY 00 ncnonuutene. Mcnonnurenem sinsercs XKypasnesa tenepon 308-34-16

3aganue Ne 3.

1. CocraButh akt pesuzuu Kaccol npeanpusatus TOO "Cnaprak" Ne 15 ot 14.03.20 . OcHoBaHMEM SBISIETCS
npuka3 aupexropa Ne 165 ot 13.03.20 .

B cocraB koMuccuu, MpoBOSILIECH PEBU3HIO BXOAAT:

IIpencenarens - 3am. nupekropa C.H. Koznos

Unens! komuccuu: 1. ['n. 6yxranrep H.M. Porosa

1. Cr. oyxrantep 3.A. Opnosa

2. Byxranrep O.U. Yuaera

IIpucyrcrBoBaiu: 3am. ri1. Oyxranrepa I'.H. Koposes



kaccup B.. MakcumoBa

Pepm3us Obuta mpoBemeHa B mepuoxy ¢ 14.03.20 mo 16.03.20 _

B pesynbraTe npoBeeHHON PEeBU3UN YCTaHOBIICHO:

1. OcTatok HaIWYHBIX AEHEr B Kacce mo coctosHuio Ha 14.03.20  corjacHO KaccoBOW KHHATH W JTaHHBIM
OyXranTepcKoro yuera IojbkeH coctaBisats 5000 pyo.

2. ®aKTHYeCKH OCTATOK HATMYHBIX JIeHeT B kacce coctasisieT 4800 py6. Hemocraua nener B xacce - 200 pyo0.

3. HemocTada HaaTu4HBIX IEeHET B Kacce oOpa3oBaiach Mo BUHE kaccupa B.M. MakcumoBoit

AKT COCTaBJIeH B 3-X 3K3eMIuIsipax: 1-if 9k3. - B geno Ne 05-11

2-11 5K3. -TUPEKTOPY MPEIIPHATH

3-11 9K3. - 11 Oyxranrepy

B mpunoxxennn oObsicHUTENRHAS 3amrcka kaccupa B.M. MakcumoBoir Ha 1 1. B 1 9K3. (camy OOBSCHUTETBHYIO
3aIlUCKY IHCaTh HE HY>KHO, HEOOXOAMMO B TEKCTE aKTa CIENaTh IOMETKY O HAIWIUU IPUIIOKEHHHN)

Odopmurts rpud yrepxaeHus: qupekTop A.A. bepkyt, nata yreepxkaenus 18.03.20 .

OdopMuTh pekBU3UT "OTMETKA O HANPABICHUN JOKYMEHTa B JeJo"

Ucnonaurens B.A. Anykun narta 25.03.20 .

2. CocTaBUTh OOBSCHUTEIBHYIO 3aIIMCKY Ha MM 3aBEYIOIIETO OTACICHUEM O MIPUYMHE OMO3AaHUs Ha 1-10 mapy
17.03.20__. B TekcTe yka3aTh OpUYMHY ONO3AaHUS.

3ananue 3.

CocraButh noknaAHyro 3amucky oT 18.03.20 . HamucaHHyr HadaiubHUKOM yrpaBieHusi B.O. UnbuHbiM,
aapecoBannyio ['enepansHomy aupekTopy OAO «llepeBo3km» T.I1. Janununy o nepeBoje Ha JOIKHOCTD.

IIpyunMHOM, MOCIYKUBLIEH COCTABICHUIO AOKIJIAIHOW SIBISIETCS PEOPraHM3alUsl CTPYKTYpPhl YIPAaBICHUS H
YKPYIIHEHHE OTIENIOB B PE3YJIbTATE YEro MPOUCXOIUT Nepepacnpeaeienne QyHKIuii COTPYJHUKOB.

Hauanenuk ymnpasnenus WnbuH npocut mnepeBectd crapmero skoHomucra CT. HukomaeBa w3 otaena
AaBTOMOOMJIBHBIX IIEPEBO30K B TAMOXECHHBIE OTAEI C MOCIEAYIOIUM BHECCHUEM U3MEHEHUH B IITaTHOE PacluCaHue.

3aganue Ne 4.

1. CocTaBuTh 3asiBIIeHHE O IpreMe Ha padoTy.

I/ICHOJ'IHI/ITL HCO6XOZII/IMBIC BHU3bI HA 3asBJICHUU.

HanoxuTh pe30ronnio pyKOBOAUTENS NPESPUATHS Ha 3asBIICHUE.

2. CocTaBuTh Mpo(hecCHOHANBHOE PE3FOMe MTPOrpaMMHICTa

3. CocTaBHTh MPHUKA3 O 3aYMCICHUM Ha PabOTy B COOTBETCTBYIOIIEE MOAPA3ICIICHUE, C ONPEICICHHOIO YUCIa, C
OTIpE/ICICHHBIM UCTIBITATEILHBIM CPOKOM, C YCTAHOBJICHHEM YPOBHSI OMJIATHI TPY/IA COTJIACHO JINYHOMY 3asIBJICHUIO, BU3aM
Y PE30JII0IUK HAa HEM U TPYJIOBOMY JIOTOBODY.

3aganue Ne S.

1. OTBeTHTE HA BOMPOCHI:

- B YeM 3aKJIFOYAOTCS 1SJIN U 3aJ1a4M CIY>KObI 1EI0NPOM3BOICTBA?

- B YeM 3aKJIIOYaOTCs (YHKIMU CITYKO JeI0IpOr3BOCTBa?

- HA30BUTE MpaBa U OTBETCTBEHHOCTH CIIYKO JETOIPOU3BOICTBA

- KaK clIy)k0a JIeIONpOM3BOICTBA B3aUMOJICHCTBYET C APYTUMH HOAPA3ICICHUSIMU IPEIIPUATHS?

2. OrtBerbTe Ha BONPOCH: Kakhe TPeOOBaHUS TPEIBIBIAIOTCI CceKpeTapro-pedepenty?  Kaxumu
po(eCCHOHAIBHBIMU M JTUYHBIMU Ka4eCTBAMU OH JOJDKEH 001a/1aTh?

3. [IpencraBbTe HAJIAIHO OPTaHNU3ALMOHHYIO CTPYKTYPY KaHICIIAPHUH MajIoro IpeApUsaTHS.

4. [IpencraBbTe HATIISAHO OPTAHU3ANUOHHYIO CTPYKTYPY KaHIEISIPUH KPYITHON OpraHu3aIii.

3aganue Ne 6.

1. CocTaBbTe MHPOPMAIIMOHHOE IMUCHMO O TIPOAAXKE YACTHBIM U TOCYAAPCTBECHHBIM MPEAMPUITHIM IEPCOHATBHBIX
KOMIIBIOTEPOB II0 JOTOBOPHOM CTOMMOCTH U O BO3MOKHOCTH IIPUHUMATh 3aKa3bl HA COCTABJICHUE IPOTrPaMM.

2. CocTaBbTe MHUCHMO-TIPUTIIAIIEHUE OPraHU3AIMOHHOTO KOMUTETa «BEpTONIEHTP» C MPEeAIOKEHUEM TTOCETHTh
MEXIYHAPOIHYIO CIICHHUAIM3UPOBAHHYIO BHICTABKY « DKOHOMHUS MATEPUAIBbHBIX U TOILIMBHO-DHEPI€THYECKUX PECYPCOB B
CTPOUTEILCTBE M NIPOMBIIINICHHOCTHY. BBICTaBKa MPOXOUT B MAaBUIILOHE BEICTABOYHOTO KOMIUIEKca B T. PocToBe - Ha -

Hony.



3. OdopMuUTh XKypHAJ ydeTa BXOASAIIMX JOKYMEHTOB: HOMep JokyMeHTa 171/-3; cpok ucnonnenus 27.12 2022;
ucnomautens Ceprees; para gokymenrta 18.12.2022; ucxomsmmii Ne 1-2/82; aBrop-otnpaBurens OO0 «Dpa»; KpaTkoe
coJiepkaHue (3arojIoBOK) JaTa MOCTyIUIeHUs JokyMeHTa 21.12.2022 o cokpamenun nocrtaBok THT 22.12.2022; noanuck
ucrionauTens Ceprees.

Kpurepum oneHuBaHus:

3a ceMecTp CTYICHT IOJDKCH BBITIOJIHUTH BCE 3aJaHUSL.

- OIEHKAa 5 (OTIMYHO») BBICTABISACTCS, €CIM 3aJaHHS BBIIOJHEHBI CAMOCTOSTENHHO, B TIOJIHOM o0ObeMme, Haii/eHa,
000011IeHa U cUCTeMaTH3UpoBaHa HeoOXoauMas HHPOPMALUI

- OLICHKA 4 («XOpOIII0») BEICTABISIETCS CTYACHTY, SCIIH 3a1aHHs BBIIIOJTHEHBI CAMOCTOSATEIHHO, B TIOJIHOM 00BbEeMe, OTHAKO
JOMYIICHbI He3HAYNTEIbHBIC OIINOKH, UCTIPABICHHbIE TIPH YKAa3aHUN HA HUX

- OLICHKA 3 («yIOBJECTBOPHUTEIHHO») BBICTABISACTCS CTYACHTY, SCIHM 3a/laHHs BBITOJHEHBI CAMOCTOSTENBHO, B TTOJHOM
o0BbeMe, 0/THAKO JIOIYIIEHBI OIINOKH, UCTIPABICHHBIE C 3aTPYAHECHUEM IIPU YKa3aHUH Ha HUX

- OIICHKa 2 («HCyZ[OBJICTBOpI/ITCIH)HO») BBICTaBJIACTCA CTYACHTY, €CJIN 3aJaHs HE BBIIIOJIHCHEBI B ITIOJTHOM O6’I)CMC.

TecToBbIe 3a1aHNusA:
1. JlokyMeHTHpOBaHUE — ITO:
a) IpUIaHNE IOPUANICCKON CHITBI IPHHATOMY YIIPABICHYECKOMY PEIICHUIO C TIOMOIIBIO JOKYMEHTOB;
0) 3amKch B COOTBETCTBUH C 3aKOHOJIATEIILCTBOM;
B) CO37IaHUE JOKYMEHTOB, T.€. 3alUCh 110 YCTAHOBJICHHBIM )OpMaM HeOOXOAUMOM /ISl yrpaBlieHUsI MHPOPMAIHH.

2. JlokyMeHTaIMOHHOE 00eCTICUCHHUE YIIPABICHHS — 3TO:

a) OTpacihb JAEATEIThHOCTH, O0ECIeYMBAOIAsl JOKYMEHTHPOBAHHE W OPTaHHM3AIMIO Pa0OTH ¢ OQUIHATEHBIMA
JTOKYMEHTaMHU;

0) mpreM u 00paboTKa TOKYMEHTOB, HEOOXOAMMBIX ISl MPHUHSATHS YIPABICHYECKUX PEIICHUH W pean3aliu
YIIpaBIEHYECKUX (DYHKIIHIA;

B) 3aIIKCh 110 YCTaHOBIICHHBIM (hopMaM HH(POpMaIHK, HEOOXOAUMOH 110 pea3alyy YIPaBIeHYeCKUX PEIICHUH.

3. Onpenenenne TEPMUHA «TOKYMEHT):

a) 3auKcUpOBaHHas Ha MaTEepUAIBHOM HoOcuTene WH(oOpMalMsg C PEKBU3UTAMH, TMO3BOJSIOIMIMME €¢
UICHTU(DUIINPOBATE;

0) cpeacTBO 3aKperuieHHs Pa3IMYHBIM CIIOCOOOM Ha CIEIHalbHOM MaTepHAIILHOM HocuTelle MH(opManuu oo
YIPaBICHUYECKUX PEIICHUSX;

B) MaTepUAbHBIH O0BEKT C 3arevaTIeHHOW HHPOPMAIHEH.

4. CornacHo TtpeOoBanusiv, yctanoBieHHbIM B ['OCT P 6.30-2003, xaxgoe mpeanpustue o0s3aHO
MPUMEHSITh!

a) oOmuii OaHK, OJIaHK MpHKa3a, OJIaHKW KOHKPETHBIX BUIOB JOKYMEHTOB;

0) O6naHK mpeanpusTUs, OJIaHK MHChMa, OJJAHKH KOHKPETHBIX JOJKHOCTHBIX JIHIL;

B) OaHK mEcbMa, oOIHid O1aHK, OJJaHKH KOHKPETHBIX BUJIOB JIOKYMEHTOB.

5. @opmysp-o6pasern OpraHu3aOHHO-PACTIOPSIUTEILHOTO TOKYMEHTA IIPEICTABIISET CO00i:
a) MakeT OJlaHKa JJOKYMEHTA, TIOJITOTOBIIEHHOTO K U3JJAHUIO THITOTPad)CKUM CIIOCOOOM;

0) oOpasen OyiaHKa TOKYMEHTa;

B) CXEMY pacCloOJIOKECHUSA PEKBU3UTOB OPraHU3allMOHHO-PACIIOPAAUTEIIBHOTO JOKYMEHTA,

) 00pazel KOHKPETHOT'O BUJIa OPTraHW3allHOHHO-PACTIOPSAUTEIBHOTO JOKYMEHTA.

6. B kakoM BapuaHTE OTBETa MIPABMIIHHO HA3BaHBI PEKBU3UTHI 00IIIET0 OJIaHKa:

a) HaUMCHOBAaHWE OPraHM3allUW, 3MOJIeMa OpraHW3allMd WIM TOBApHBIA 3HAK, HAMMEHOBAaHWE BUIA JIOKYMCHTA,
OI'PH, MHH/KIIII, 3aroioBoK K TEKCTy, aapecar;

0) HaMMCHOBaHUE OpraHU3aIMK, MECTO JJIS BUAA JOKYMEHTA, JaTa, PerUCTPAIllMOHHBIA HOMEP IOKYMEHTa, MECTO
COCTaBJICHUSI,



B) HAMMEHOBaHUE opraHu3anuu, ko opranuzamnuu, OI' PH, MTHH/KIIII, cipaBo4Hbie faHHBIE 00 OpraHU3alliy, 1aTa,
PETUCTPallMOHHBIM HOMEP, CChUIKA Ha PErUCTPALMOHHBIA HOMEP U JaTy JOKYMEHTA.

7. HyMmepanus cTpaHHL JOKYMEHTA IPOU3BOAUTCS:
a) M0 UEHTPY HUXKHETO TOJIS;

0) B IpaBOM HIDKHEM YTITy TOKYMEHTA;

B) TIO IIEHTPY BEPXHETO TOJIS;

T') B IPaBOM BEPXHEM YTJIy JOKYMEHTA.

8. PekBU3UT JOKyMEHTa — ATO:
a) GpupMEHHBIN OJIaHK;

0) OCHOBHAs YacTh IOKYMEHTA;
B) €T0 OTAETbHAS YaCTh.

9. Kakue cnoco0bl ohopMIteHHS JaThl B JOKYMEHTAX SBISIOTCS HPAaBUILHBIMU?

a) 05.02.07. ) 5 despanst 2007 .
0) 05.02.2007 r. e) 07.02.05
B) 05 ¢espamnst 2007 r. x) 05 pespains 2007

r) 2007.02.05

10. O0s13aTeIbHOMY YTBEPKICHHUIO TIOJIICIKAT:
a) MPUKAa3bI;

0) cimy)xeOHBIC 3aITUCKU;

B) KOHTPAKTHI;

T') IITaTHOE PACIHCaHUE;

) TapaHTHITHBIE THChMa.

11. ABTOpOM cy’KeOHOTO MUChbMa SIBIISIETCS:

a) JOJDKHOCTHOE JIMLIO, TIOATNCABILIEE JOKYMEHT;

0) MCTIOTHUTENb, COCTABUBIINHN TOKYMEHT;

B) OpraHu3alys, OT MIMEHH KOTOPOH OTIPABIISAETCS MHUCHMO.

12. Ha kakoM ci1y>ke0HOM ITUChbME MTPOCTABJISICTCS CChUIKA HA HOMEP U JaTy JIOKyMEHTa!
a) TapaHTHITHOM;

0) COPOBOAUTETHHOM;

B) OTBETHOM;

T') HUPKYJISIPHOM;

1) Ha BCEX MUChMax.

13. Yro siBisieTCs 1aTOM MPOTOKOJIA:
a) mara MOAIHICaHMNS;

0) maTa 3aceaHus;

B) J1aTa PEruCTpaIyH.

14. OTMeTKa 0 KOHTPOJIE IPOCTABIISAETCS HA JOKYMEHTE:
a) Ha BEPXHEM T10JIe B IPaBOM YTITy;

0) Ha HIDKHEM I10JIC B TIPABOM YTIIY;

B) Ha JICBOM TI0JIC;

T') MPOU3BOJIHHO.

15. PexBuzut «[lomnuck» Ha JAOKYMEHTax, MOJIMHCHIBAEMBIX JBYMsI JOJDKHOCTHBIMH JIMIIAMU OJTHOTO YPOBHS,
oopmisiercst:

a) B [1Ba psia Ha OJJHOM YPOBHE;

0) omHA MOIUCH IO APYTOM;



B) T10 OJTHO MOATIHCH B TBOHHOM KOJIMYECTBE IK3EMIUIIPOB JOKYMEHTA.

16. B pe3ynbraTte pacCMOTPEHHS PYKOBOJMUTEIIEM BXOJISIIETO JOKYMEHTA Ha HEM IOSIBIISICTCS
a) TO/THCE;

0) pe30ITIOITHS;

B) BH3a.

17. Pe3onronust OpOCTaBIISETCS:

a) B IPaBOM BEPXHEM YTIIY;

0) Ha TMOJSIX TOKYMEHTA;

B) Ha JIFOOOM CBOOOTHOM MECTE JIOKyMEHTa, KpOMe ITOJIeH;
r) mox pekBusutoM «l[loamuce.

18. Kakoii peKBU3HUT HEe BXOAHUT B POPMYJISp MPUKa3a 0 OCHOBHOW JIESATEIBHOCTH:
a) Ha3BaHME OpPTaHU3aLIUY;

0) BUJ TIOKyMEHTA;

B) MECTO H3JaHUS;

T) aapecar;

1) 3ar0JIOBOK K TEKCTY.

19. JlokyMeHTOOOOPOT YUpEKIECHUS pEATU3yeTCs B BUJIE TOKYMEHTOIIOTOKOB:
a) BHEILIHHUE, BHYTPEHHHUE;

0) opunmanbHBIE, TUIHEIC,

B) MHPOPMAIIMOHHBIE, PACTIOPSIIUTENBHEIE;

T') [0 OCHOBHOM JIEATEILHOCTH, 110 JINYHOMY COCTaBY;

1) BXOASLINE, HCXOASIINE, BHyTPEHHUE.

20. Kakue 10KyMeHTHI SIBISIOTCS PaclopsIIUTEeIbHBIMU:

a) JOJDKHOCTHASI HHCTPYKIIMS, IPUKa3, PELICHUE, YKa3aHUe, yUpEeIUTEIbHbINA 10r0BOp (KOHTPAKT);
0) npukas, penieHue, ykazaHue, I0CTaHOBJICHHE, PACIIOPSHKEHHUE;

B) pelleHHe, 10roBop (KOHTPAKT), yKa3aHUe, IpUKa3, IPOTOKOJ, PACIIOpsIKEHUE.

21. Kakue TOKyMEHTHI SIBIISIFOTCS OPTaHU3alMOHHBIMHU:

a) ycTaB, MOJIOKEHUE, MHCTPYKLUS, CTPYKTYpa U IITAaTHAsl YUCIIEHHOCTD, IITATHOE PAaCIIMCaHKE, IPaBUJIa;
0) ycraB, HOJIOXKEHNE, IPOTOKOJI, IOCTAHOBJIEHHE, IIPaBHJIa, IITATHOE PACIHUCAHUE, 10TOBOP (KOHTPAKT);
B) YCTaB, MOJIOKEHHE, HHCTPYKIIMS, IITATHOE pacluCcaHue, IpaBuiia, IPpUKas3, 10roBop (KOHTPAKT).

22. Bxonsmuit TOKYMEHT TPOXOMT CIIEAYIOIUE ITaIbl 00padOTKH:

a) COCTaBJICHHE IPOEKTa — COrJIacOBaHHE — O(OpMIIEHHE — TOANHCAHWE — PETUCTpalus — HCIOJHEHHE —
HaIpaBJICHUE B A€J10;

0) mpuem — mepBUYHas 00pabOTKa — MpeaBapUTEIbHOE PACCMOTPEHHE — PAacCMOTPEHHE PYKOBOIUTEIEM —
UCIIOJIHEHHE — HallpaBJICHUE B JIE10;

B) COCTaBJIEHHE IIPOEKTAa — COIJIacoBaHWE — O(OPMIICHHE — IOJINHMCAHWE — PETUCTpAIMsi — HCIIOJHEHHE —
OTIIPaBJICHUE;

r) mpueM — TepBUYHAs o0paboTka — IpeaBapUTEIbHOE PACCMOTPEHUE — PETHCTpalds — pacCMOTPEHHUE
PYKOBOAMTEIEM — HCIIOJIHEHUE — HANIPABJICHUE B JIEJIO0;

1) opopMiteHHEe JOKYMEHTOB — MOANHCAHNE — PETHUCTPALs] — COTIIaCOBaHUE — YTBEP)KICHUE — OTIPaBKa.

23. Ucxonmsamniuii JOKYMEHT MPOXOJIUT CICAYIOIINE TAIbI 00paO0OTKU:

a) COCTaBJIeHHE TPOEKTa — COIVIacOBaHWE — O(OPMIICHWE — TIOANUCAHHUE — PETHCTpAIus — HWCIIOJIHCHHE —
HalpaBJICHUE B JIETIO;

0) mpueM — nepBoHaYaIbHass 00pabOTKa — MPEABAPUTEIIEHOE PACCMOTPEHHUE — PACCMOTPEHUE PYKOBOAMTEIEM —
HCIIOJTHCHHE — HAaIIPaBIICHNE B JCJIO;



B) COCTaBJICHHE MTPOEKTA — COTJIACOBaHUE — OPOPMIICHUE — TTO/INMCAHNE — PETUCTPAIINS — UCTIOIHEHHE — OTIPAaBKa;
r) ohopMIIeHHE JJOKYMEHTA — IMOMUCAHUE — PETUCTPAIIUS — COTJIACOBAHUE — YTBEPIKICHHUE — OTIPABKA.

24. BHyTpeHHHI JOKYMEHT MPOXOIUT CIETYIOIINeE 3Tarbl 00paboTKu:

a) COCTaBJICHHE MPOEKTa — COrJIacOBaHWEe — O(OpMIIEHHE — TOAMUCAHWE — PETUCTpalus — HCIOJHEHUE —
HaTpaBJICHHUE B JIEJI0;

0) mpueM — mepBOHaYaJIbHAs 00pabOTKa — MpEeABApUTEIEHOE PACCMOTPEHHE — PACCMOTPEHHE PYKOBOAHMTEIEM —
WCTIOJIHEHNE — HAaMpaBJIeHHE B JIENIO;

B) COCTaBJICHHE MPOEKTA — COTJIACOBaHUE — OPOPMIICHUE — TTOANUCAHNE — PETUCTPAIINS — OTIPABKa;

I) TIpueM — IepBOHavajbHas oOpaboTKa — TpeABApPUTENBHOE PACCMOTPEHHE — PETUCTpalUs — pacCMOTPEHHE
PYKOBOJUTEIIEM — UCTIOJIHEHHUE — HAMTPABIICHHE B JIEIIO;

1) opopMiteHre TOKyMEHTa — MOAMUCAHUE — PETUCTPAIIUS — COTTIACOBAHHE — YTBEPKICHHE — OTIPABKA.

25. OcHOBaHME M3aHUS MTPHUKA3a IT0 OCHOBHOI IEATEIBHOCTH COIEPIKUTCS:
a) B 3aroJIOBKE;

0) B KOHCTaTUPYIOIEH YaCTH TEKCTa;

B) B IIPHJIaracMbIX JOKYMEHTAX;

T') B paclopsaUTEIbHON YaCTH TEKCTa PUKa3a.

26. OcHOBaHME W3aHUS TIPHKa3a 00 YBOJILHEHHU COTPYIHHUKA (DUPMBI COJCPIKUTCS:
a) B 3aroJIOBKE;

0) B KOHCTaTHUPYIOIIEH YacTH pHKa3a;

B) B Mo3uLIMU TekcTa «OCHOBaHUEY;

I') B IPAWJIaraeMbIX JOKyMEHTAX;

1) B paCHOPAJUTEIbHOM YaCTH TEKCTa IPUKa3a.

27. Cpoku XpaHEHUs JOKYMEHTOB MOTYT YCTaHABJIUBATh:

a) pyKOBOJHTEIh OpraHU3aINH;

0) 3aBeAyIONIHii BETOMCTBEHHBIM apXUBOM;

B) HaYaJIbHUK Ciyx0b1 JJOY;

T') DKCTIEPTHO-TIPOBEPOYHBIC KOMUCCUH APXUBHBIX YUPEIKICHUH.

28. HomenkmaTypa aen — 3T1o:

a) CIIMCOK CTPYKTYPHBIX TO/Ipa3ieieHuil Gupmsi;

0) cricok aen GUpMBI ¢ yKa3aHHEM CPOKOB XpaHEHHS;
B) CIIMCOK JIeI, Tiepe/IaBacMbIX B apXUB.

29. HomeHnkmatypa Aesl OpraHu3aliui MOAIEKHUT epeyTBEPIKICHHUIO:

a) Ka) bl TOJT;

0) pa3 B 1Ba roza;

B) pa3 B TPH r'oja;

T') pa3 B IATH JIET (B Clly4yae, €clii CTPYKTypa M QYHKIMK OpraHu3alul KOPEHHBIM 00pa3oM He 3MEHSUTUCD).

30. KakuM U3 nepevnciIeHHbIX HOPMATHBHBIX aKTOB PyKOBOACTBYeTCs ciyx6a J0Y?
a) IOTOBOPOM

0)IIOCTaHOBJICHUEM

B)3aKJIIOYCHUEM

I')[IOJIOKEHUEM

HNHCcTpyKIus M0 BHIMOJTHEHHIO.

[Tpy BBIMOTHEHWU TECTOBBIX 33aJ]aHUN OOYYAIONIMKCS JOJDKEH BBHIOPATH OJMH WM HECKOJLKO BEPHBIX OTBETOB M3
MPEIOKCHHBIX BAPHAHTOB.

Kputepuu oneHuBanus:

- OIICHKA 5 («OTJIMYHO») BBICTABIIACTCS, €CIIH MPABIIIbHBIE OTBETHI JaHbI Ha 85-100% Bompocos



- OIIeHKa 4 («XOpOIII0») BRICTABISIETCA CTYICHTY, €CIIH MTPaBIIIbHBIE OTBETHI TaHbI Ha 65-84% BompocoB

- OIIeHKa 3 («yIOBJIETBOPUTEIBHOY) BHICTABISICTCS CTY/ICHTY, €CITU MPaBUIIbHBIC OTBETHI AaHbI Ha 50-64% BompocoB

- OlleHKa 2 («HEYOBICTBOPUTEIIEHO») BHICTABISCTCS CTYACHTY, €CIIM NpaBUIbHBIC OTBETHI JaHbl Ha MeHee 50%
TECTOBBIX 3a/JaHUN

3. MeToguueckue MaTepuabl, ONpeaesiiolue Npoueaypsl OlleHUBAHUS 3HAHU I, YMeHUI1, HABBIKOB U (UJIH)
ONbITA 1eATETbHOCTH, XapaKTePHU3yIOIIHX 3ITAanbl (opMUPOBAHUSA KOMIETEHIIHIT

[Iportenypa oneHwBaHUS 3HAHWN, YMEHWH, HABHIKOB W (WJIM) OMBITA JEATENFHOCTH, XapaKTEPHU3YIOUIUNX O3TaIlbl
(hopMUPOBaHUS KOMITIETEHIMI COCTOUT U3 TEKYIIETO KOHTPOJIS.

Texkymmii KOHTPOJIb YCIIEBAEMOCTH MMPOBOAMTCS C MCIIOIB30BAHNEM OLIEHOYHBIX CPE/ICTB, IPEACTaBICHHBIX B II. 2
JMAaHHOTO TPWIOKEHHA. Pe3ynpTaThl TEKYIIETO KOHTPOJS JOBOISATCS IO CBENCHHS CTYJISHTOB A0 MPOMEXKYTOYHOM
aTTECTAIlUHN U YUUTHIBAIOTCS MPY OIICHUBAHUY 3HAHWUN, YMEHUM, HABBIKOB U (MJIM) OTIBITA ACSITEILHOCTH.



IMpuioxenue 2
METOIUYECKHUE YKA3AHUS JJ151 OBYUYAIKOIIUXCA IO OCBOEHUIO JUCIUITIIMHBI
OI1.06. lokyMeHTAMOHHOE 00ecniedyeHHe yIIpaBJIeHUs!

Meronudeckue yKa3zaHUs Ui CTYISHTOB 1o ocBoeHno quctuiinabl OI1.06. JlokymeHTamoHHOE o0ecriedeHune
yTpaBICHHS SBISIOTCS YAaCThIO pabodell MporpaMMbl TUCHUTUIMHBI (IPUIIOKEHUEM K pabodell mporpamme).

Pabouass mporpamma mmcruruiiael OI1.06. JlokymMeHTannoHHOE oOOecIeueHue YIPaBICHUS YTBEPIKIAETCs
JUPEKTOPOM KOJUIeIKa I U3yUeHHU TUCUUIUIMHBL. OnpenenseT el U 3a1adl TUCHUIUINHBL, (OPMHUpPYEMEBIE B XOJIE €€
N3y4YCHHS KOMIETECHIMH U UX KOMIIOHEHTHI, COAEPKaHUE H3y4aeMOIo MaTepuania, BUAbl 3aHITHH U 00BbEM BBIAEISIEMOTO
y4e0HOTO BPEMEHH, a TakKe MOPAJOK M3Y4eHHWs W mpernojaBaHus yueOHoW mucrummuasl OI1.06. [lokymeHTanmmoHHOE
o0ecrieyeHue yrpaBieHHS.

s camocTosiTenbHON y4eOHOM paboThl CTYACHTa BAXKHOE 3HAUCHUE UMEIOT paszenbl «CTpYKTypa U colepiKaHue
JTUCIUTUTAHBI (MOAYIIS)» U «Y 4e0HO-METOuUeCcKoe U MHPOPMALMOHHOE oOecTiedeHne AUCIUILTHHBL (MOIyJIs)». B mepBoM
YKa3bIBAlOTCA pPas3iaciibl U TCMbI 1/13yqaeM0171 JUCHUIINIMHBI, a TaKXC BHIBI 3aHATUN H HHaHpreMLIﬁ O6T>CM (B
aKaJeMHYeCKMX  dacax), BO  BTOPOM  —  pEKOMEHIyeMas  JUTeparypa W  IEepeueHb  PECcypcoB
WHPOPMALMOHHO-TEIeKOMMYHHKaMoHHo cetn  "MHTepHer". Pabortas ¢ paboyeld mnporpaMMold AMCHUILIHHEI,
HE00X0IMMO OOpaTHUTh BHIMAHKE Ha CIIeIyolee:

— HeKoTopble paznensl win TeMbl aucuuiuimHbl OI1.06. JlokymMeHTanmoHHOE oOecrieyeHue YIpaBieHHUs He
pa3buparoTcsi Ha JEKIHSIX, & BBIHOCATCS Ha CAMOCTOATEILHOE W3y4YeHHE MO PEKOMEHIyeMOW y4eOHOH JmTeparype M
y4e0HO-METOJMIECKUM Pa3padOoTKaM;

— COACpKAHUC TEM, BBIHECCHHBIX Ha CAMOCTOATCIIbHOC U3Yy4YCHUC, B O65[3aT€J'II)HOM IMOPAAKE BXOAUT COCTaBHOM
YacThIO B TEMbI TEKYILETO U IPOMEKYTOUHOTO KOHTPOJIS;

Jis MOArOTOBKM K TEKyIIEMY KOHTPOJIIO CTYIEHTBI MOTYT BOCIHOJB30BaThCS OLIEHOYHBIMH CPEICTBAMHU,
npencrasieHHbME B [Ipunoxkennu 1 x pabodeit mporpamme aucuumminabl OI1.06. JlokymeHTanmoHHOE oOecredeHue
yIpaBJICHHUSI.

1. Onucanue noc/1e10BaTeIbHOCTH /1€HCTBHIA CTy1eHTa

IlpucTtynas K M3y4eHHIO AWCLUILIMHBI HEOOXOAMMO B NEPBYIO OUYepelb O3HAKOMMTLCS COIep)KaHHEeM padoueit
nporpammel guctumuinabl OI1.06. [lokymeHTarmmoHnHoe obecrieueHrue yIpaBieHus, Tne B pasaene «CTpykTypa u
coJiep>KaHue AUCLUILIMHBI (MOLYJIs )» IPUBEAEHO 00Iee pacipeesieHue YacoB ay JUTOPHBIX 3aHATHH U CaMOCTOATEIILHON
pab6oThI 1o Temam guctumuinibl OI1.06. JlokyMeHTallMOHHOE 00ECIICYCHHE YIIPABICHUS U BHIaM 3aHATHIA.

3anorom ycremHoro ocBoeHus auciuminael OI1.06. JlokymMeHTalMoHHOe OoOecriedeHre yIpaBlieHHs SBISETCS
MOCEIICHUE JICKIMOHHBIX 3aHSATUH M BBINOJIHEHHE MPAKTHYECKUX 3a/JaHUM, Tak Kak HPOIyCK OJHOro, a TeM Oojee
HECKOJIbKHX 3aHATHI MOXKET OCJIOXKHHUTHh OCBOSHHUE Pa3JeNIoB Kypca.

Jlexuuu MMET LENbI0 JaTh CUCTEMATU3MPOBAHHBIE OCHOBBI HAayUYHBIX 3HAHUM MO COAEP)KAHUIO JAHCLUIUIMHBIL
OI1.06. loxymeHTanmoHHOe obecriedeHue yrpasieHus. [Ipu u3ydeHMHM W TpopabOTKE TEOPETHUYECKOr0 MarepHaa
HE00XO0IUMO:

— TOBTOPUTH 3aKOHCIEKTHPOBAHHBIM HA JIEKIMOHHOM 3aHATHUM MaTepual U JAONOJHUTh €ro C Y4EeTOM
PEKOMEHIOBAaHHOM 110 JAHHOM TEME JINTEPaTyphl;

— IIPY CaMOCTOSITEIbHOM M3Y4EHHH TEOPETUUECKON TEMBI TIOATOTOBUTH KOHCIIEKT, HCIIOJIB3Ysl PEKOMEHIOBaHHBIE B
pabodeii mporpamMme TUCIUILINHBI JINTEPATypHBbIE HCTOYHHUKH U 3JIEKTPOHHBIE 00pa30BaTeNbHbIE PECYPCHI;

— OTBETUTH Ha KOHTPOJIBHBIC BOIIPOCHI 110 TEME.

[IpakTryeckue 3anaHU MPOBOJSATCS C LIENbIO YIIIyONIeHUsl M 3aKpelyieHUs] 3HAHWH, MOJyYeHHBIX Ha JIEKLUUSX, B
MpoIiecce caMOCTOSATENFHON paboThl ¢ y4eOHOH TUTepaTypoi.

B xozme mpakTuueckoro 3agaHus O0O0YyYaloLIHecs BBIIOJHSAIOT OAHO MPAKTUYECKOE 3aJaHUe MOJ PYKOBOACTBOM
MpernogaBareis B COOTBETCTBUH C U3y4aeMbIM COJepKaHUeM yuyeOHOro MaTepurana.

Beinonuenne o0y4arommmMes IpakTHUECKUX 3alaHUH IPOBOAUTCS C LEJIbIO:

- CUCTEMATH3ALIMHU U 3aKPETIIEHNS [TOJTyYEHHBIX TEOPETUUECKHUX 3HAaHUH U MPAaKTUYECKUX YMEHUM;

- yTIIyOJIeHUS TEOPETUIECKUX 3HAHUN B COOTBETCTBHH C 33IaHHON TEMOW;

- (hopMHPOBaHUS YMEHUI IPUMEHSATH TEOPETUUECKIE 3HAHHUS NIPU PEIICHNH OCTABJICHHBIX BOIPOCOB;

- pa3BUTHUS OOLINX KOMIIETEHIHH y 00yYarOINXCs;

- Pa3BUTHUS TBOPUYECKOI HHUIIMATUBbI, CAMOCTOATEIHOCTH, OTBETCTBEHHOCTH U OPraHU30BaHHOCTH.



Brinonuenue o0y4aonMucs NPaKTUYECKUX 3aJaHUi HAIIPaBJICHO Ha!

- 000011IeHIEe, CUCTeMAaTH3aLuIo, yTiIyOIeHne, 3aKperjIeHrue MOTYYeHHBIX TEOPETHUECKIX 3HAHUH 10 KOHKPETHBIM
temam aucuuriuabl OI1.06. JJokymeHTanmoHHoe obecrneyeHne ynpaBieHus;

- (QopMmupoBaHME YMEHHIl IPUMEHATh MOJIYYECHHBbIC 3HAHMS Ha IPAKTUKE, pPEANIM3alUi0 EeIWHCTBA
VHTENIEKTYaIbHON U MPaKTUUECKOH eATeNbHOCTH;

- BbIpa0OTKYy IpU pEIIEHUHM [OCTaBIEHHBIX 337ad TaKUX MPO(QECCHOHANBHO 3HAYMMBIX KaudecTB, Kak
CaMOCTOSITEIBHOCTb, OTBETCTBEHHOCTh, TOUHOCTH, TBOPUYECKAsi HHULIUATHBA.

[Tpy MOArOoTOBKE K MPaKTHYECKOMY 33JaHUI0 HEOOXOAWMO HM3YyYUTh WM MOBTOPHUTDH JIEKIMOHHBIA MaTepHal Mo
COOTBETCTBYIOLLEH TEME.

2. CamocTosiTeIbHasl padoTa CTy/IeHTa

CamocTosiTenpHas paboTa - 3TO BHI y49eOHOU IEesATeNbHOCTH, NpeAHa3HAUYEHHBIH Ui MPUOOpPETEHUs 3HAHUM,
HaBBIKOB U YMEHHH B 00beMe u3ydaemoi nucuuruinasl OI1.06. JlokyMeHTamoHHoe obeciieueHre ypaBieHHs COTIacHO
TpeboBanmsiMm  DPI'OC cpegHero mpodeCCHOHANBHOTO O00pa3oBaHMS, KOTOPBIM BBHITONHIETCS OOYYarOIIUMUCS
WHIWBUAYaIBHO U MIPEIONaraeT akTUBHYIO POJIb CTYJICHTa B €€ OCYLISCTBICHUH U KOHTPOJIE.

Llenu camocToATeNbHON paOOTHI:

- CcHCTEeMAaTH3aIus U 3aKpeIICHUE MOTYYECHHBIX TCOPETUICCKUX 3HAHUHN U MPAKTUUECKUX YMEHHM CTYJICHTOB;
- yriayOJIeHUE W PacIIupeHUe TEOPETUICCKUX 3HAHUIA,

- ¢opMupoBaHHE YMEHHMH HCIOJb30BaTh HOPMATUBHYIO, IIPABOBYIO, CIIPABOYHYIO JOKYMEHTALMIO H
CHEHUATBHYIO JUTEPaTypy;

=~ Pa3BUTUEC TIO3HABATCIIbHBIX CIIOCOOHOCTEHl W aKTUBHOCTH CTYACHTOB!: TBOp‘IGCKOﬁ NMHHUIIUATHUBBHI,
CaMOCTOATCIIBHOCTHU, OTBETCTBCHHOCTH U OPTraHN30BaAHHOCTH;

- (dopMHpOBaHNE CAMOCTOATEILHOCTH MBIIIICHHUS, CIOCOOHOCTEH K CaMOpPa3BUTHIO, CAMOCOBEPIICHCTBOBAHUIO
Y camopeaTu3aluy;

= BOCHHUTAaHHUEC CAMOCTOATCIIbHOCTH, KaK JINYHOCTHOI'O Ka4y€CTBa 6y11yuler0 crienualincTa,

- pa3BUTHE UCCIIENOBATEILCKAX YMEHHIA.
CaMocTosiTenibHass pabora cryaeHta no ydeOnoit muctmmiude OI1.06. JlokymMeHTalMOHHOE oOOecreueHue
YHpaBJICHUS BBIIIOJHACTCA:

- CaMOCTOSITEIBHO BHE PACIUCaHUs YICOHBIX 3aHSITHIA;
- C ACHOJb30BaHHEM COBPEMEHHBIX 00pa30BaTEIbHBIX TEXHOJIOTHI;

- MapajuieNbHO U BO B3aUMOJICHCTBUHU C Ay TUTOPHBIMU 3aHATUSAMH.

Bormpocsl, He pacCMOTpEHHBIE Ha JIEKIHSIX U MIPAKTUICCKUX 3aJaHIH, TOMKHBI ObITh H3yUEHBI CTYJACHTAMH B XOJIC
CaMOCTOSITeIbHONH paboTel. KOHTPOJIL €aMOCTOATENLHOW pPadOThl CTYACHTOB Haj Yyd4eOHOW MporpaMMoi Kypca
OCYIIECTBIISIETCS B XO/I€ 3aHATUI METOIOM orpoca. B xoze camocTosTenbHON paboThl KaKbIH CTYIEHT 0053aH POYNTATh
OCHOBHYIO M JIOTIOJIHUTENIbHYIO JIUTEpaTypy MO HM3y4aeMOW TeMe, JOMNOJHUTh KOHCHEKTHl JIEKIUHA HEIOCTAIOIIUM
MaTepuanioM. BrIMuckaMu HU3 PEKOMEHIOBAHHBIX IEPBOMCTOYHUKOB. BBIIENUTH HEMOHSATHBIE TEPMUHBI, HAUTH HX
3HAUYEHUE B SHUUKIONEANYECKUX CIOBAPSX.

3. Pexomenaanuu no padore ¢ JUTEPATYPOH U HCTOUHUKAMU

Paboty ¢ nmTepaTypoil cieayer HauMHATH C aHanmu3a pabodei mporpammer  gucruiuimael - OI1.06.
JlokyMeHTanoHHOE o0ecTieueHUe yIpaBieH s, COAEprKalleil CTUCOK OCHOBHOM U JOTIOJTHUTENBHON JINTEPaTypHI.

B cnyyae BO3HHMKHOBEHUS 3aTpyJHEHHH B NMOHMMaHMM y4eOHOro Marepualia CIEAyeT OOpaTUThCS K APYrHM
WCTOYHHKAM, T/I€ N3JI0KEHHE MOYKET OKa3aTbcsa 00JIee JOCTYIHBIM.

Pabota ¢ nutepaTypoii He TOJIBKO MOJIe3Ha KaK CPeJICTBO Oojiee Ti1yOboKoro n3ydenus aoooit aucuumnuast OI1.06.
JlokyMeHTaInoHHOE 00ecTieueHre YIPaBIeHUs, HO U SIBJISIETCSI HEOThEMIIEMOW YacThio PO(eCCHOHABHO AeSTeIbHOCTH
OyZayLIEero BBITYCKHHKA.



