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1. HEJIX OCBOEHUA JUCHUTIIINHBI

1.1|enbro u3yueHus AUCHMILIMHBL " JJOKyMEHTaIIMOHHOE 00eCTIeYeHUE yIIpaBlieHHUs" SIBISETCS CPOPMUPOBATD y CTYACHTA
MpEJCTaBICHUE O JOKYMEHTAJILHOW CHCTEME YITPABJICHHUS IIPOU3BOJICTBOM M HAYYHTh €T0 DJIEMEHTaM OpraHU3aluu

1.2 Z[OKyMeHTaHLHOfI ACATCIIBHOCTHU TIPU YIIPABJICHHUU CTPYKTYPHBIM OTACIIOM IIPCATIPUATUS U pa60Te B KQYCCTBC UCIIOJIHUTCIIA B
HOKyMeHTaHBHOﬁ JACATCIIbHOCTH.

2. MECTO JUCIUATIJIMHBI B CTPYKTYPE OBPA3OBATEJILHOM MPOTPAMMBI

Huka (pazgen) OOIT: |OH

2.1|TpebdoBanus K nMpeABaPUTEIbLHOIl MOATO0TOBKE 00y4al0IIerocs:

2.1.1{OcHoBBI (prHAHCOBOM TPAMOTHOCTH

2.1.2|OcHOBBI TPOEKTHON AESITENTLHOCTH

2.2|IncuunIMHbI U MPAKTUKH, 1JI51 KOTOPBIX OCBOEHHE TAHHOW TUCHUILIMHBI (MOAY 1) HE00X0AUMO KAaK NMpealiecTByIolIee:

2.2.1|’paxgaHckoe paBo

2.2.2|TpyznoBoe npaBo

3. TPEBOBAHMUS K PE3YJIbTATAM OCBOEHMS JUCIUILIINHBI

3.1 3uarthb

OK-05: OcymecTBJIATh YCTHYIO M MUCbMEHHYI0 KOMMYHUKAIMIO HA TOCYyJapCTBEeHHOM si3biKe Poccuiickoii denepanum ¢ yueTom
0CO0EHHOCTel COLHAILHOIO U KyJIbTYPHOI0 KOHTEKCTa.

- IPHEMBbI TPAMOTHOI0 HU3JI0KEHHS CBOMX MBICJICH NPH 0)OPMJIEHHH JOKYMEHTOB N0 NPOo(ecCHOHAIbHOM TeMaTHKe Ha
rocyiapcTBEHHOM fI3bIKe.

OK-09: ITorp3oBaThCst NpogecCHOHANBHON JOKYMEHTalMel Ha rocyAapcTBeHHOM H HHOCTPAHHOM fA3bIKAX

- IPABUJIA IOCTPOCHHUSI IPOCTBIX U CJOKHBIX NPENI0KeHUI Ha IPO(eCcCHOHATbHbIE TeMbl; OCHOBHbIE 00111eyIOTPe0HTe/IbHbIE
rJjarojsl (0bIToBasi 1 NpogecCHOHAILHAA JIEKCUKA);

- JIeKCHYeCKU MUHUMYM, OTHOCSIIIMIICA K ONMCAHUIO NIPEIMETOB, CPE/ICTB M NpolueccoB NpodeccHoHAILHOI 1eTeIbHOCTH;

- 0CO0OCHHOCTH NPOM3HOILCHYUS; IPABU/IA YTEHHUSI TEKCTOB NPO(eCCHOHANBHOI HAIPABJICHHOCTH

3.2 Ymerhb

OK-05: OcyuiecTBJIsITh YCTHYIO M TUCbMEHHYI0 KOMMYHUKALMIO HAa TOCyJapcTBeHHOM si3bike Poccuiickoii degepanum ¢ yueTom
0COOCHHOCTEH COIMATIBLHOIO U KyJIbTYPHOI0O KOHTEKCTA.

- 3¢)(peKTHBHO BBIPAXKATH CBOU MBICJIH HA YCTHOM M MMCHbMEHHOM SI3bIKE;

- YYUTBHIBATh 0CO0EHHOCTH AYAMTOPHH NPH KOMMYHHUKAIUH..

OK-09: ITonb30BaThes IpodecCHOHANBHOI JOKYMEHTAIHel Ha rocyAapCTBEHHOM H HHOCTPAHHOM SI3bIKaX

- NOHUMATH OOLIMIA CMBICJI YeTKO NMPOU3HECEHHBIX BHICKA3BIBAHUI HA U3BECTHBIE TeMbl (MpodeccHOHATbHBIE H OBITOBBIE),
NOHMMATh TEKCThI HAa 6a30BbIe NPodecCHOHATBHbIE TeMbI

3.3 Baagernb

OK-05: OcyuiecTBJIAAITh YCTHYIO M NUCbMEHHYI0 KOMMYHUKALMIO HAa TOCyJapcTBeHHOM si3bike Poccuiickoii ®degepanum ¢ ydueTom
0CO0CHHOCTEH CONATBLHOIO U KyJIbTYPHOI0 KOHTEKCTA.

- HABBIKAMH I'PAMOTHOI'0 NOCTPOCHUSA YCTHONH M MUCbMEHHOH KOMMYHHUKALIMU HA FOCYIapCTBEeHHOM si3bIKe Poccuiickoii @enepanun
OK-09: IToab30BaThest MpogeccHOHANBHOM JOKyMeHTAMel Ha rOCy1apCTBEHHOM M HHOCTPAHHOM SI3BIKAX

- HABBIKAMH MOCTPOEHHS MPOCTHIX U CJI0KHBIX NMPeEI0KeHH Ha MpodeccHOHATbHBbIE TeMbl; 0CHOBHBIE 001IeyNoTpeduTeIbHbIe
rJaaroJsl (0bLITOBasi U MpogeccHoHAIBLHAS JEKCHKA);

- BHAHUSIMH JIEKCHYeCKOI'0 MUHHMYMA, OTHOCSILEr0csl K ONUCAHUIO NIPeIMETOB, CPEACTB U NPoLeccoB NpodecCHOHATBHOI
AesiITeIbHOCTH;

4. CTPYKTYPA U COJIEP’)KAHME IV CLATIIMHBI (MOLY.JIST)

Kon HanmeHoBaHue pa3ienoB U TeM /BHJ Cemectp / | Hacos | Komneren- | JIuteparypa IIpumevyanne
| 3aHATHA 3aHATHSA/ Kvne 10705
Pazgean 1. Pazgen 1. OcHoBbI
AOKYMEHTHPOBAHHS YIPAaBJIeHYeCKOit
AesiTeJIbHOCTH

1.1 JIOKyMEHTHPOBaHUE YIIPABICHIECKON 3 2 OK 09. OK JI1.1J12.1
nesitenbHOCTH. /Cp/ 05. 31

1.2 Cocrasienue u oopmIICHHE 3 2 OK 09. OK JIT.1J12.1
OpraHu3alMoOHHON fokymMeHTauuu /Cp/ 05. €]

13 Cocrapnenue U 0popMIICHUE CIIPABOYHO— 3 2 OK 09. OK JIT.1J12.1
HH(POPMAITMOHHOHN TOKYMEHTAIHH. 05. 21
Cocranenue o0mero O1aHKa OpraHu3aluu
C YIJIOBBIM ¥ TIPOJIOTEHBIM BapHaHTaMHU
pacrionoxenus /Cp/




1.4 JlokymeHTHpOBaHuE pabOTHI C 3 2 OK 09. OK JIL.1J12.1

nepconainom /Cp/ 05. 21

1.5 Cocrasienue ABToOHOTrpaduu, pe3rome. 3 2 OK 09. OK JI.1J12.1
Hcnosns3oBanue mrabiaoHos pestome /Cp/ 05. €)!

1.6 Cocrapnenue u opopMIICHUE 3asSBICHUS O 3 2 OK 09. OK JI1.1J12.1
npueme Ha padoty. CocraBieHue u 05. 21
o opMIICHHE TPYAOBBIX JOroBOpoB /JIek/

1.7 [MoaroroBka pedeparos, cOOOLICHNUH, 3 2 OK 09. OK JI.1J12.1
noknaios /Cp/ 05. 21

1.8 IMoarororka pedepatoB, COOOLICHNU, 3 2 OK 09. OK JI.1J12.1
noknanos /Cp/ 05. 21

1.9 [IpoBepka npaBUIBLHOCTH COCTAaBJICHUS U 3 2 OK 09. OK JI1.1J12.1
0(hOpPMIICHHUSI TOTOBOpPA CTPAXOBAHUSL. 0s. Ol

ITpoBepka MpaBHIBHOCTH COCTABICHUS U
odopMIIeHHUs KpeaAuTHOTo norosopa. /Cp/

Paznen 2. Pazgen 2. Opranuzanus
CHCTeMbl JOKYMEHTALHOHHOI'0

obecneyeHusl.
2.1 OdopmiieHHEe TOKYMEHTOB, HEOOXOIUMBIX 3 2 OK 09. OK JI.1J12.1
JUTSL TIPUHSITUST HYKTAFOMIUXCS TPaK/IaH, Ha 0s. 31

colanbHOe 00CITy)KUBaHHE (IOCTOSIHHOE
WM BPEMEHHOE) WIIH OKa3aHHEe Mep
couunansHOU noanepxku /TIp/

22 JIOKyMEHTBI 110 BHELITHE- SKOHOMHYECKON 3 2 OK 09. OK JI1.1J12.1
nesitenbHoCcTH /Cp/ 05. 21
23 [IpoBepka npaBUIBHOCTH COCTAaBICHUS U 3 2 OK 09. OK JI1.1J12.1
0(OPMIICHHUS TUIIOBOTO MEXTYHAPOIHOTO 05. 21
KOHTpaKTa o Kymie-rpoaaxe /Cp/
2.4 [Iperen3nonHO—MCcKOBas foKymeHTauus /I1p/ 3 2 OK 09. OK JI.1J12.1
05. €)!
Paznen 3. Paznen 3. Opranuzanus
JOKYMEHT0000poTA.
3.1 Opranuzanus TOKyMEHT0000pOTa 1 yUeT ero 3 2 OK 09. OK JI.1J12.1
oowema /Cp/ 05. 21
32 OpraHuzanyst OIepaTuBHOIO XpaHEHHS 3 2 OK 09. OK JI1.1J12.1
nokymeHnTtoB. /Cp/ 05. €]
33 CocraBieHue HOMeHKIatypsl aen. /Cp/ 3 2 OK 09. OK JI.1J12.1
05. €)!
34 ITpaBuia (hopMHPOBAHUS PA3ITUIHEIX 3 2 OK 09. OK J1.1J12.1
KaTeropuit JOKyMeHTOB B jiena /Cp/ 05. 91
35 Bp100p aBTOMAaTH3UPOBAHHOW CHCTEMBI 3 2 OK 09. OK JI1.1J12.1
nokymeHntoobopora /Cp/ 05. €]
3.6 OCOOEHHOCTH JIENTOTIPOU3BOJICTBA IO 3 2 OK 09. OK JI.1J12.1
oOparmieHusM TpakaaH 1 05. 21
KOH(UICHIIUATIBHOTO JIEJIONPOU3BOICTBA
/Cp/
3.7 CocTaBJIeHHE UTOTOBOM CIIPABKHU O 3 2 OK 09. OK JI.1J12.1
paccMoTtpeHuu nuceMa /Cp/ 05. o1
3.8 IToarororka pedepaTtoB, COOOIICHNUA, 3 6 OK 09. OK JI.112.1
noknanoB. /Cp/ 05. 21
3.9 Juddepenunponannsiii 3auet /TIp/ 3 2 OK 09. OK JI.1J12.1
05. €)!

5. ®OHI OHEHOYHBIX CPEJACTB

5.1. (I)OHZI OIECHOYHBIX CPEACTB /15l IPOBEACHUSA l'lpOMe?KyTO‘-IHOﬁ aTrecranun

[TpomexxyTouHas aTrectauus npoBoauTcs B popme auddHepeHIpOBaHHOTO 3aUeTa.

Tlepeyens BorpocoB Kk AuhepeHIIMPOBAHHOMY 3a4eTy:

1. OcHoBuble nousaTHs JJOVY.

2. [IpyuHIMIIBL IETOTIPOU3BOICTBRA.

3. HopmaruBHo-nipaBoBas 6aza JJOVY.

4. Ionstne nokymenta.Knaccupukanuu JOKyMEHTOB 110 Pa3IMYHbIM MIPU3HAKAM.

5. O6nacts npumerenns 'OCT P. 6.30—2003 r «YHauduupoBaHHas CHCTEMa OPraHU3alliOHHO-PACIOPS ANTEIbHBIX




JOKyMeHTOB. TpeboBaHust K 0)OPMIICHHIO JOKYMEHTOBY.

6. Ponb OKyMEHTAIIMOHHOTO 00ECTICYCHHUS YIIPABJICHUS B COBPEMEHHOW OpraHu3alu.

7. CranmapTu3anus ¥ yHU(PHUKAIHS JOKYMEHTOB.

8. OyHKINU TOKYMEHTOB.

9. HOHﬂTHC((pCKBl/ISI/IT JOKYMCHTa», BUJIbl pECKBU3UTOB! OGHSaTCJ’lebIC, JOIIOJITHHUTCIIbHBIC.

10. brank nokymeHTa. Buibl OJaHKOB, HX XapaKTePHCTHKA.

11. TpeOGoBaHHS K U3TOTOBJICHUIO, YUETY U XPAHEHHIO FepPOOBBIX OJIAHKOB.

12. OcobennocTu odopmienus fokyMmeHTa «llonoxenuey. IloHaTHe, pEKBU3UTHIL.

13. Pa3menienne peKBU3UTOB Ha OJIaHKAX IOKYMEHTOB.

14. TlonsTue noroBopa (KOHTpakTa). Buabl JOroBopoB, 0COOEHHOCTH OGOPMIICHHUSI.

15. Ha3HaueHue, cOCTaB U 0COOEHHOCTU O(OPMIICHUS OPraHU3ALHOHHBIX JOKYMEHTOB.

16. Haznauenwue, coctaB 1 0COOCHHOCTH 0()OPMIICHHUS PacIIOPSAUTEIBHBIX JOKYMEHTOB.

17. HaznaueHue, coctaB 1 0COO€HHOCTH 0(opMIIeHUs HH(OPMAIIOHHO-CIIPABOYHBIX JOKYMEHTOB.

18. Ocobennoctu oopmienus gokyMenTa «[Ipukasy. [ToHsTHE, peKBU3UTHI, KIacCH(UKALUS IPUKA30B.
19. Ha3znaueHue, 0cOOCHHOCTH O(OPMIICHHS TOKYMEHTA «Y CTaBy.

20. OcobenHocTH 0hOpMIIEHHS TOKYMEHTa «AKT». IIoHATHE, pEKBU3UTHI, BUJIbI AKTOB.

21. Ocobennoctu oopmienust fokyMenTa «IIporokomy. [loHsATHE, pEKBU3UTEL, BHIBI TPOTOKOJIA.

22. BeneHue 1e0BOM MEPENUCKH ¢ 3apyOeKHBIMU KoppecnoHieHTaMu. OCOOCHHOCTH 0(OPMIICHHSI.

23. Ha3HaueHue U criocoObl COCTaBIEHUs JJOBEPEHHOCTU. Busibl 1oBEpeHHOCTEH.

24. NoknamHbie U OOBSICHUTEIIBHBIC 3aMTUCKH: HA3HAUCHHE, COJICPIKAHUE, COCTAB PEKBU3UTOB.

25. TpeboBaHus, NpeIbIBISIEMBbIE K COCTABICHUIO TEKCTa JOKYMEHTa, YHU(DUKAIUA TEKCTa, popMa H3I0KEHHS, IPABUIIA COCTABICHUS.
26. CripaBKU: BUIBL, O(OPMIICHHE.

27. CocraBnenue u opopmiieHue 1okymenTa « TenehoHorpaMman.

28. CoctaBieHue 1 ohopMIICHHUE IPETCH3UN.

29. OreHKa 3HAYUMOCTH JJOKYMEHTA U CPOKH XPaHEHUSI.

30. OcoOeHHOCTH Mepejayuu el B BEJOMCTBCHHBIN apXUB.

31. OcobGenHocTH cocTaBleHUs U 0opMIIeHHs 10KyMeHTa «TenerpamMmay.

32. [IpUHIMIIBI, KPUTEPUHU LIEHHOCTH JOKYMEHTOB OpraHM3anuu. DKCIepTH3a IEHHOCTH OyMar.

33. Komnsrorepusanust JOY. DneKTpOHHBIN TOKyMEHT.

34. UcnonHeHne JOKyMEHTOB.

35. KoHTpOIb UCTIONHEHNST JOKYMEHTOB.

36. OdopmiteHre foKyMeHTa «3asBieHue». [loHsATHE, pEKBU3UTHI.

37. XpaHeHne TOKyMEHTOB B OIIEPATHBHON IESTEIFHOCTH M X MOATOTOBKA K JUTUTEIIEHOMY XPaHEHHIO.
38. Cucremaruzanus Jo0KyMeHTOB. OCHOBHBIE IPUHIIMIIBI YIIOPSIOUYCHHS U XPAHEHUSI TOKYMEHTOB.

39. JIBr>xeHHE BHYTPEHHUX JTIOKYMEHTOB MPEAPHUSITHSL.

40. Dramsl IBMKEHUS BXOISIINX TOKyMEHTOB.

41. Dramsl ABMKEHUS UCXOSIIMX TOKYMEHTOB.

42. Homenknarypa zen. HazHaueHue, NOPsIOK COCTaBICHUS U 0OpMIIEHHE: TPEOOBAHUS K COAEPAKAHUIO.
43. T'pynnupoBka TOKyMEHTOB B Jena. OdopmiieHue ena.

44. TlepBoHayasnbHast 00pab0TKa JOKYMEHTOB B YUPEXKICHUH.

45. Opranmsanus paboThl ¢ JOKyMEHTaMH, 00paboTKa, PErruCTpanysi U KOHTPOJb UCIIOTHEHHS JOKYMEHTOB.
46. Opranusanys JOKyMEHTO000pOTa Ha MPEIIPUSITHH, YYET JTIOKYMEHTOB.

47. PaccMOTpeHUE JOKYMEHTOB pyKoBoAuTeneM. VHIUBUyalIbHbIE U TUIIOBBIE CPOKH PACCMOTPEHMUS.

48. JlomxHOCTHBIC HHCTPYKIMU. HazHaueHue, MOPAIOK YTBEPKACHHS, OCOOCHHOCTH 0(OPMIICHHS.

49. IlopsAnoK YHUYTOKEHHS JOKYMEHTOB C HCTEKIIUM CPOKOM XPAHEHHUS.

50. CocTaB JOKYMEHTOB, 00€CIIEUNBAIOIINX JOKYMEHTHPOBAHHIE PA0OTHI C KaJpaMIL.

51. Pabota ¢ KOHpHUIECHIIMATBHBIMU TOKYMEHTaMH. [IpuMepHbIi IepedeHb CBEICHUH COCTABIISIOIINX KOMMEPUYECKYIO TalHY.
52. CocraBieHnue U 0(opMIICHHE UCKOBBIX 3asiBICHUN.

53. CiyxeOHoe 1 aenoBoe nmuckMo. [ToHsaTre, TpeboBanus k opopmieHUI0. Pa3HOBHIHOCTH.

54. Pabota ¢ oOpalleHUsIMH IpaXkJjaH, e 0COOCHHOCTH.

55. Ilopsinox odopmieHus oOpaleHuil rpaxkiaH B apXUB OpraHU3aluu.

56. JloroBop KyTIIH-TIPOIAKH.

57. SI3bIK ¥ CTUIIb 1€JI0BOM NEPEMUCKH.

58. [lenoBast mepenucka B OpraHu3aliy. Pa3sHOBHAHOCTH MHCEM.

Kpurepuu onenuBanus:

5 ©aJ10B BBICTABIAETCA CTYJEHTaM 3a [OJIHBIN U IPABUIBHBIM OTBET HA BCE BOIPOCH! OMIIETA € IOTMYECKUM OOOCHOBAaHHEM apIyMEHTOB, B
OTBETE HET OLINOOK.

4 Gana BBICTABJIAETCS CTYJEHTAM, €CIIH BOIIPOCHI OMIETa PACKPBITHI IIOJIHOCTHIO, HO 000CHOBAHUS JOKA3aTeIbCTBA HEIOCTATOYHBI, IPH
3TOM JIOIIYILIEHBI JIBE-TPU HECYLIECTBEHHBIE OLINOKU, UCIIPABIECHHbIE 110 TPEOOBAHUIO IIPENOIaBATENLS.

3 Ganya CTaBUTCS CTY/AEHTAM 3a PABUIIBHBIA OTBET Ha BOIPOCH! OHMIIETa, IPH 3TOM JOIYLICHO 0oJiee OAHON OMMOKH 10 U3JIOKESHUIO
(baxTOB Hu Gosee ABYX-TPEX HENOYETOB B OTBETE.

5.2. ®oH/1 O1IEHOYHBIX CPECTB /sl NPOBEIEHHs TEKYIero KOHTPOJIst

Ipencrasien B mpuiaokeHuH | kK pabouei mporpaMme JTUCIUTUTAHBI




6. YYHEBHO-METOJMYECKOE U UTH®OPMAIIMOHHOE OBECHEYEHUE JUCHUIIJIMHBI (MOY JIs)

6.1. Pexomenayemasi iutepaTypa

6.1.1. OcHoBHas1 TUTEpaTypa

ABTODHI, 3arnaBue H3patenbCcTBO, TO Konuu-Bo
JI1.1 |Ky3uenos, U. H. JloKkyMeHTaIOHHOE o0ecieYeHne Mocksa : M3naTenscTBo https://urait.ru/bcode/531526 -
ynpasieHus. JJokyMeHT0000pOT 1 IOpaiir, 2025 HEOTpaHWYEHHBIH JOCTYH IS
JICIIOTIPOU3BOJICTBO: YYECOHHK U MPAKTHKYM 3aperMCTPUPOBAHHBIX MOJIb30BaTeNeH

JJIA CpEAHETO HpOCbeCCI/IOHaJ'ILHOFO

6.1.2. [lonoJiHMTe/ILHAS JIUTEpaTypa

ABTOpHI, 3arnasue W3 natenscTBo, roq Konuu-Bo
JI2.1 |Hdoponuna, JI. A. JlokyMeHTaIoHHOe o0ecIieyeHue Mocksa : U3narenscTBo https://urait.ru/bcode/530252 -
YIPaBJIEHHUS : | YICOHHUK ¥ MPAKTUKYM JUIS IOpaiir, 2025 HEOrpaHWYEHHbIH NOoCTyn It
cpenHero npohecCHOHAIBHOTO 00pa30BaHus 3aperuCcTPUPOBAHHBIX [10JIb30BaTEICH

6.2. [lepeyennb pecypcoB HHGOPMAIMOHHO-TEJIEKOMMYHHKAUMOHHOI ceTn "UHTepHeT"

21 |CHCTeMa 3JIEKTPOHHOTO JJOKYMEHT0000pOoTa

6.3. Ilepeuens NporpaMMHOro odecneyeHnst

6.3.1|Onepanuonnas cucrema. RedOS 7.3

6.3.2|OducHerii maker LibreOffice

6.3.3|Bbpay3epst Chromium

6.4 Ilepeuyens HHPOPMANMOHHBIX CIIPABOYHBIX CHCTEM

6.4.1|UCC «Koncymnsrantllrocy

6.4.2|UCC «I"apant»

7. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE JUCHUIIIMHBI (MOZAY JIS)

7.1|ITomenieHus aJst NPOBEACHHS BCEX BUIOB paboT, MPEIyCMOTPEHHBIX YYEOHBIM ITTAHOM, YKOMIUIEKTOBAHBI HEOOX0TUMOM
CIEIMANTN3UPOBAHHOM yueOHOMH MeOeIbI0 M TEXHUUECKUMH CPEACTBAMH 00yUYCHHUSI.

8. METOANYECKHE YKA3AHMUS JJIS1I OBYYAIOIIIUXCS ITIO OCBOEHUIO JUCHUTIIMHBI (MOY JIST)

MCTO,HI/I‘IGCKI/IC YKa3aHus 110 OCBOCHUIO JUCHUIIIIMHBI IIPEACTABJICHLI B HpI/IJ'IO)KeHI/II/I 2k pa60qel71 nporpaMme OIUCHUTIUIAHBIL.



https://urait.ru/bcode/530252
https://urait.ru/bcode/531526

®OH/I OHEHOYHbLIX CPEJACTB

OI1.06. lokyMeHTAlHOHHOE 00ecTieYeHrue YIpaBJIeHUsI

Ipnaoxenune 1

1. Onmcanue mnokasarejieii H KPUTEPUEB OUCHUBAHHUS KOMl'leTeHIIl/lﬁ Ha Pas3sanvHbIX J3Tamnax Hx

(opmupoBanus, onucanue MKaJI OLeHUBAHUSA

1.1 Iloka3zarenu U KpUTEPUH OLICHUBAHUSA KOMITETEHIIHIA:

VYV ]I, cocTaBisitonue KOMIETEHIIUIO

Ilokazarenu
OLICHHUBAHMS

Kputepuu onennBanus

CpenctBa
OLICHUBAHUA

OK-01: BpioupaTh cnoco0bl pelieHus 3a1a4 NpopheccCuoHaTbHOM AeATeJIbHOCTH, MPUMEHUTENbHO K PA3JIMYHBIM

KOHTEKCTaM.
3HaTh: CdopmupoBaBmiuecst YpoBeHb 3HAHMIT 00 T (1-30)
- aKTyallbHBIA TPOPECCHOHANBLHBINA U | CHCTEMATHYeCKHEe 3HAHUS 00 | OCHOBHBIX HUCTOYHHUKAX
COIMAJIbHBI KOHTEKCT, B KOTOPOM | OCHOBHBIX HCTOYHMKAX | MHpOPMAIIMKA U pecypcax s
NPUXOAUTCS  paboTaTh W KUTh; | MHGOPMALIMU U pecypcax s | pelieHus 3aaad U mpodyieM B
OCHOBHBIE MCTOYHUKH HH(OpPMALMU | pelieHus 3aJad U NmpodiieM B | mpodheccCHOHaTIbHOM W/AIH
W pecypchl JIsl pelieHusl 3a1ad | | mpodecCHOHATEHOM W/WIT | COIIMATEHOM KOHTEKCTE;
mpobiieM B mpodecCHOHATBHOM | COLMATBHOM KOHTEKCTE; | anroputmax BBITIOJTHCHHUS
W/WJIHA COLIMATIBHOM KOHTEKCTE; aJIropuTMax BBIMOJIHEHUS | paboT B MpOQecCHOHATBLHOU U
- QITOPUTMBI BBITIONHEHHS PabOT B | paboT B MpodheCcCHOHANBLHON U | CMEKHBIX 00NACTSIX;
npo()eCCHOHANIBHOM M CMEXHBIX | CMEKHBIX 00JIACTSIX;
001acTiIX;
YMeTh: CdopmupoBaBmuecst YpoBeHb yMeHHMS TIPUMEHSTH 113 (1-6)
- pacmosHaBaTh 3amady  W/WIM | cHcTeMaTHYecKHe  YMeHMS | METOJbI paboThI B
npobsieMy B mpodecCHOHaIbHOM | pacro3HaBaTh 3ajady W/WiU | IPOPEeCCHOHATLHOM u
W/WTU COIMATLHOM KOHTEKCTE; po0IeMy B | cMexHBIX cepax; cOCTaBIATH
- aHAIM3WPOBaTh 3aladyy W/WiK | IpoecCHOHATEHOM W/WIH | CTPYKTYPY T1aHa JUIS
po0JIeMy ¥ BBIJICNATh €€ COCTaBHBIC | COLMAIBHOM KOHTEKCTE; | pelieHust  3ajad;  IOPSI0K
4acTu; AHAIIM3UPOBATh 33Ja4y W/ | OLIEHKH PE3yIhTaTOB PEIICHUS
- ONpedeNaTh JTallbl pemeHus | mpobdieMy | BBIISHATH e€ | 3amad poheCCUOHAIBHOM
3a7a4¥; BBISABIATH W 3((GEKTHBHO | COCTABHBIC YACTH; OMPEICIATh | NEATCIHOCTU
WCKaTh MHPOPMAIIHIO, HEOOXOAUMYIO | 3TAallbl  PELICHHUS 3aJa4u;
UL pemieHus  3aJad9d  W/WIM | BRIBIATE W 3(h(EKTUBHO
MPOOIIEMBL; HCKATh nH(pOpMAIHIO,
HEOOXOMMMYIO0 [UISI PEUICHUS
3aaud  W/WIA  TPOOIEMBI;
COCTaBUTh IUIAH JICHCTBUS,
OIIPEICITUTh HEOOXOTUMBIC
PECYpCHI; BIIAJICTh
aKTyaJbHBIMHU METOIaMH
paboTel B mpodeccHoHaIbHOI
u CMEKHBIX chepax;
peann3oBaTh  COCTaBJICHHBIN
IUIaH.
Baapnern: CdopmupoBaBmmecst YpoBennb BJIA/ICHUA 113 (1-6)
- yMEGHHMEM  COCTaBUTh  IUIAH | CHCTEeMaTH4YecKHe BJIaJieHus | crioco0amu COCTaBJICHHUSI
JIeUCTBUS; ONpPENEINTh | YMEHHEM COCTAaBJIATh IUIAH | IJiaHa JIEHUCTBUH,
HEOOXOMMEBIC PECYPCHI; JNCHCTBUN, MPUMEHATh 3TO HA | OMPEACICHUS  HEOOXOJUMBIX
- BIIQJICTh AKTYAIbHBIMH METOJIAMHM | MPakTHKE TpH O(GOPMIICHUH | pecypcoB Uit  peIICHHS

pabotel B mpodeccHoHambHON U

CMEKHBIX cepax;

JOKJIaa0B 1o 3aJaHHBIM

TEMaM MW TIIPpU BBIIIOJIHCHHUN

IIOCTABJICHHBIX 3aJ1a4.




- pean30BaTh COCTABJICHHBIN IJIaH;

- OIICHUBATH pe3ysbTar "
MIOCJICICTBUA CBOMX IeUCTBUN
CaMOCTOSITEITBHO

MPaKTUYECKHUX 3aJaHUM.

OK-02: Ucnonb30BaTh COBpeMeHHbIE CPeACTBA MOMCKA, AaHAJIN32 U MHTEPNpeTAlNH HH(pOPpMALHNHT U

I/IH(l)OpMalII/lOHHble TEXHOJOI'UHM JAJisl BBINOJIHCHUA 3a1a4 HpO(l)eCCl/IOHaJILHOﬁ ACATCJABbHOCTH

3HaTh: CpopmupoBaBmecst Yporenn 3HAHMH T (1-30)
- HOMEHKJATypy WH(OPMAaLMOHHBIX | cHcTeMaTHYecKUe 3HAHMS 00 | HOMEHKIaTypbl
WUCTOYHUKOB,  NPUMEHAEMBIX B | HOMEHKJIAType MHPOPMAaIOHHBIX
poQeCcCHOHANIBHON e TEIbHOCTH; | MH(OPMALIMOHHBIX HCTOYHHUKOB, IIPUMEHAEMBIX B
- MpUEMBI CTPYKTYPUPOBAHUS | HCTOYHUKOB, NMPUMEHIEMBIX B | MpodecCHOHaIbHOM
uH(OpMAIH; npoecCHOHATBHON JIeATEILHOCTH; [IPHEMBI
NS TEIbHOCTH; MPUEMBI | CTPYKTYPHPOBAHUS
CTPYKTYPHPOBaHHUS UHQOPMAIHIH; ¢dopmar
nHpopMaImy; dhopmar | opopmiteHns pe3yIbTaTOB
oopmenus pe3yIbTaTOB | HOMCKA HHPOPMALIUH
rorcKa nH(OpMaIIH
Ymersn: CdopmupoBaBmmecst Yposenn YMeHUA 113 (1-6)
—  HCIOJb30BaTh  HOMEHKJIATYPY | CHCTeMAaTHYeCKHe  YMEHMs | UCIIOJIb30BaTh HOMEHKIATYPY
MHPOPMAIIOHHBIX WCTOYHHUKOB, | HCTIONB30BaTh HOMEHKJIATYPY | MH(POpMaIIMOHHBIX
NPUMEHSIEMBIX B IPOQecCHOHATBEHON | HH(OPMAIMOHHBIX HUCTOYHUKOB, PUMEHSECMBIX B
JeSITENbHOCTH; MPUEMBbI | HCTOYHUKOB, NMPUMEHSIEMbIX B | Ipo(decCHOHaIbHOI
CTPYKTypupOBaHusi WH(popManuy, a | npodeccHOHaIbHOM JIeSITeNbHOCTH; TIPUEMBI
Tak ke (Qopmar  odopmieHus | AeATEIBLHOCTH; MIPUEMBI | CTPYKTYPHUPOBAHUS
Pe3yIbTAaTOB OUCKA HHPOPMAMH. | CTPYKTYPHPOBaHUS uHpOpMaIMKM, a TaK Ke
nHpopManu, a Tak ke | popmar odopmieHus
¢dopmar odopmiieHus | pe3yabTaToB MIOUCKa
pe3yNbTaToOB novcka | uHpopManuu.
WH(pOPMAITHIH.
Baagers: CdpopmupoBaBuecs Yporennb HABBIKOB 113 (1-6)
- HOMEHKJIaTypoil HHQOPMALIMOHHBIX | cHcTEeMaTHYecKHe BJIaJieHUsl | HOMEHKIaTypoi
WUCTOYHUKOB,  MPUMEHSIEMBIX B | HOMEHKJIATypOu WHPOPMAaIOHHBIX
npoQecCHOHANBHON NeSITeNbHOCTH, a | HH(OPMALMOHHBIX HCTOYHHUKOB, PUMEHSAEMBIX B
TaK xKe npreMaMy | ICTOYHHKOB, MPUMEHSIEMBIX B | MpodeccrHoHambHO
CTPYKTypupoBaHusi HHGpoOpManuu H | NpodhecCHOHATIBHON JESTENbHOCTH, a TaK Ke
¢dopmarom odopMIIeHUS | AeSITENBHOCTH, a TaK JKe | IpueMaMH CTPYKTYPHPOBaHUS
pe3ynbTaToOB MOUCKA WH(OPMAIIH npreMaMy CTPYKTYpPHpOBaHUs | vHpopMaimun u  (Gopmarom
nHpopMarn ¥ (opMaToM | OpOpMIIEHUS pe3yIbTaToOB
odopmieHus pe3yabTaTOB | MOMCKA HHPOPMALTUH
ToucKa HH(HOPMAITHH
OK-4: D¢ dexTBHO B3auUMoAeilicTBOBATh U Pad0TaTh B KOJLUIEKTHBE U KOMAaH/e
3HaTh: CdopmupoBaBuuecs Yposennb 3HAHMH T (1-30)
- MICUXOJIOTMYECKHE OCHOBBHI | cMCTeMaTH4YeCKHe 3HAHMA O | ICUXOJOTHYECKUX OCHOB
JIeSITeNbHOCTH KOJIJIEKTUBA, | ICUXOJOTHYECKUX  OCHOBAaX | IEATENIbHOCTH  KOJIJIEKTHBA,
MICUXOJIOTUIECKHE 0COOEHHOCTH | ACATENBHOCTH  KOJUICKTHBA, | ICUXOJIOTUYECKUX
JUYHOCTH;  OCHOBBI  TPOCKTHOH | IICHXOJIOTHYECKUX ocobeHHOCTEeH JIUYHOCTH;
JESITENbHOCTH 0COOCHHOCTSIX JUYHOCTH; | OCHOB IIPOEKTHOM
OCHOB MIPOEKTHOM | AECATENEHOCTH
JeSITETFHOCTH
YMeTh: CdopmupoBaBuiuecst YpoBenb YMeEHUs 113 (1-6)
- OpPIaHU30BbIBATH paboty | cucreMaTHyeckue  yYMEHMsl | B3aMOJelCTBOBATh c
KOJIUIGKTHBA M KOMaH/Ibl; OPTaHU30BBIBATH paboTy oOyyaromumucs,

- B3211/IMO)Z[GI7[CTBOB3TB C KOJuIeramMu,

KOJIJICKTHBA U KOMaH/IbI.

MIPEeTo1aBaTeISIMH,




PYKOBOJICTBOM, KIHWEHTAMHU B XOJE
po¢heCCHOHANBHOI e TeNFHOCTH

B3aumMonelicTBOBaThL C
KOJUIETaMH, pYKOBOJCTBOM,
KIIMEHTAMHU.

COTPYAHHUKAMU
o0pazoBaTeILHOM
OpraHu3anuu B xoze
oOydeHusi, a TaKkxke ¢
PYKOBOACTBOM u
COTpYAHHUKAMU

SKOHOMHYECKOTO CyOBEKTa BO

BpeMs MIPOXOXKJICHUS
MIPAKTHKH.
Baaners: CdopmupoBaBuuecst YpoBenb BJIQJICHUSA 113 (1-6)
- IpreMaMH OpTraHW3aluy paboTHl B | cHCTeMAaTHYeCKHe BJIaJeHHUA | TpUEeMaMH OpTraHHU3aIHN
KOJUIEKTUBE U KOMaH/IE npueMaMu opraHu3anuy | paboThl B KOJUICKTHBE U
paboTel B  KOJUIEKTHBE U | KOMaHIe
KOMaH/JIe

OK-5: OcymecTBJASITh YCTHYIO M IMCbMEHHYI0 KOMMYHHUKAIIMIO HA TOCY/1apCTBeHHOM si3biKe Poccuiickoii
Denepanuu ¢ y4eToM 0COOEHHOCTE COUATBHOI0 H KYJbTYPHOI'0 KOHTEKCTA.

3HaTh: CdopmupoBaBmuecst YpoBeHb 3HaAHMA 00 T (1-30)
- OCOOCHHOCTH CONHAaJIbHOTO | |[cHCTeMaTHUYecKHe 3HAHUsA 00 [0COOEHHOCTSX COIMaIbHOTO U
KyJIETYPHOTO KOHTEKCTa; 0COOEHHOCTAX COLMANBHOTO M [KYJIETYPHOTO KOHTEKCTa,
- ipaBuIIa 0(hOpMITCHHUSI KyJIbTYPHOTO KOHTEKCTA; npaBwiiax oopmiteHus
JOKYMEHTOB U IOCTPOCHHUS YCTHBIX  [IpaBHiax ohOpMIICHHS TOKYMEHTOB U TIOCTPOCHHUS
COOOIICHUI. TOKYMEHTOB U MIOCTPOSHHS [YCTHBIX

YCTHBIX COOOTIIEHMIA.

COOOIICHUIA.
Ymersn: CdopmupoBaBumuecst [YpoBenb 3Hanust o rpamotaom 113 (1-6)
- TPAaMOTHO HM3JIaraTh CBOM MBICIIM I [cHcTeMaTHYecKHe 3HAHUSI O[M3JI0KEHUH CBOMX MBICIEH U O
0(QOPMIIATE JOKYMEHTBHI 110 rPaMOTHOM M3JIOKEHUU CBOMX|IpaBHIIaX odopmieHnn
npodecCHOHANILHON TeMaTHKe Ha MBICTIEH M O  NpaBHIAX{IOKyMEHTOB 1o
TOCYZIapCTBEHHOM SI3BIKE, 0QOpMIIEHUN JIOKYMEHTOB TIO[IPO(QECCHOHALHON — TeMaTHKe]
NPOSIBIISITH TOJIEPAHTHOCTH B podecCHOHAIFHON — TeMaTHKeHa FOCyJapCTBEHHOM SI3BIKE, KaK
paboueM KOJIJIEKTHBE. Ha TOCYJapPCTBEHHOM SI3bIKE, KaK[IPOSIBUTh  TOJICPAHTHOCTH B

[POSIBUTE  TOJIEPAHTHOCTh  B[paboOdYeM KOJUICKTHBE

[paboveM KOJJICKTHBE
Baapnern: CdhopmupoBaBmmecst YpoBenb Biaanenusi HaBeikamy| 13 (1-6)
- HaBBIKAMU IPaMOTHOTO TIOCTPOCHHS [cHcTeMaTHYeCKHe BJajeHHs [FpaMOTHOTO MOCTPOCHUS]
YCTHOU u MUCbMEHHOM |HaBBIKAMHU CPaMOTHOT O]y CTHOM u MHUCbMEHHOMH|
KOMMYHHKaLIUH Ha [mocTpoeHus yCTHOU H[KOMMYHUKAIH Ha)
rOCyJapCTBEHHOM A3BIKE [MMCHMEHHONW KOMMYHUKAIMH Ha|T00yIIapCTBeHHOM A3BIKE]
Poccuiickoit deneparuu FOCY1apCTBEHHOM si3pike|Poccuiickoit deneparuu

Poccuiickoit denepanuun
OK-09: ITonp30BaThCA MPOgecCHOHANBHOM JOKYMEHTALHEH Ha rOCYyIapCTBEHHOM H HHOCTPAHHOM SI3BIKAX
3HaTh: CpopmupoBaBuecs YpoBenb  3nHanus  mpaswi T (1-30)
- TpaBWiIa TOCTPOSHHs TPOCTHIX H [cMCTeMaTH4ecKHe 3HAHMS MOCTPOCHUS MPOCTHIX 17|
CIIOKHBIX NPEATIOKCHU T Ha | IpaBUJI MOCTPOCHUS MPOCTHIX H|CIIOKHBIX — MPEJIOKCHUH — Hal
npodeccuoHalbHbIE TEMBI; [CIOXKHBIX  HPEIJIOKEHUH  HajupodeccrHoHaIbHbIE TEMBI;
OCHOBHBIE  001IeynOoTpeOuTeNnpHbIe [MpodeccuoHanbHbIe TEMBI;J0OCHOBHBIX
TJIaroJIbl (6p1TOBAs 1 [0OCHOBHBIX 00IIeyIOTPEOUTETHLHBIC
npogecCHOHAIbHAS JICKCUKA); 001IeyoTpeOUTENbHEIC rJ1aroJibl (ObITOBas u
- JIEKCHYECKH MUHHMYM, [[JIaroJIbl (ObiTOBas unpodeccroHanbHas — JEKCHKa);
OTHOCSIIMNCS K OINHUCaHuIoO [upodeccHoHaNbHAs  JIEKCHKA);IeKCHUECKHUil MHUHHUMYM,
NpPEMETOB, CPEACTB M MPOLECCOB [TEKCHUECKHUHA MUHHMYM,[OTHOCSIIIUACS K  OIHCAHUIO
npoQecCHOHANBHON e TEIbHOCTH;  [OTHOCSIIUICA K  ONMCaHHUIOIPEIMETOB, CpeACTB u

peaMEeTOB, CpEICTB ujporeccoB NpodeccHoHaIbHOM]




- OCOOCHHOCTM  MPOM3HOLICHHUS; [MporeccoB MpodhecCHOHATbHOM|IEATETPHOCTH;  OCOOCHHOCTEH
TpaBwia YTEHHSA TEKCTOB |IEATENBHOCTH;  OCOOSHHOCTEH[IPOU3HOIICHHUS; TPABIII YTCHHS
npodeccHoHATEHON [IPOM3HOILEHHS; MTPABUJI YTCHUS(TEKCTOB npodeccHoHAIBEHON
HaIlpaBJICHHOCTH TCKCTOB HpO(i)eCCHOHaJIBHOﬁ HaIlpaBJICHHOCTH

HATIPaBICHHOCTH
Ymeth: CdopmupoBaBmmuecs YpoBeHb yMeHHsI TIOHUMATh 113 (1-6)
- TOHUMaTh OOMIMH CMBICT YETKO [cMCTeMaTHYecKHe YMeHUs CMBICIT YETKO TMPOU3HECEHHBIX
ITPOU3HCCCHHBIX BBICKQ3bIBAaHUN Ha [[TOHHUMATh BHICKA3bIBAHUN Ha W3BECTHEHIE]
W3BECTHBIC TEMBI | CMBICIT YETKO TPOW3HECEHHBIX[TeMbl (TIpodeccCHOHANBbHBIE ||
(mpodeccronanbHbie ¥ OBITOBBIC), [BHICKA3bIBAaHMI Ha W3BECTHHIE|OBITOBEIC), TOHUMAThH TEKCTHI HA
MMOHUMAaTh TEKCTBI Ha 0a3oBBIC [TeMBl (Tpod)eccHOHANBHBIE H[0a30BBIE  MPodheCCHOHAIBHEIC
npogecCHOHANBHBIE TEMBI OBITOBBIC), TOHUMATh TEKCThI HA[TEMBI

0a3oBble  MpodecCHOHATbHEIE

TEMBI
Baaners: CdopmupoBaBmuecst [YpoBenb Baagenusi HaBbikamu| 113 (1-6)
- HaBBIKAMU IMMOCTPOCHUS IMPOCTHIX U |[CHCTEMATHYeCKHE  BJIAJEHHA[IOCTPOCHHUS MPOCTBIX u
CJIOKHBIX HpeIIJIO)KeHI/Iﬁ Ha [HaBbIKaMU MMOCTPOCHUA|CITIOKHBIX HpeIUIO)KeHI/Iﬁ Haj
npo¢ecCHOHANBHEIE TEMBI; [[IPOCTHIX u CIIOXKHBIX[TpoheccHoHaNbHBIE TEMBI;
OCHOBHBIE  OOIIEYNOTPEOUTENHHBIE [IPENTIOKEHHUIA HajoOIIEYTOTPEOUTENbHBIMU
TJIaroJIbl (6bprTOBAs U [mpodeccruoHaIbHbIC TEMBI;[TJIarojiaMu (6p1TOBAs 13|
npodeccuoHabHast JEKCUKa); 001IeynoTpeOUTEIbHBIMU npodeccuoHanbHas — JICKCHKA);
- 3HAHUSAMUA JIEKCUYECKOTO [rTIarojiaMu (ObrTOBas WPBHAHUSMHI JIEKCUYECKOTO|
MUHUMYMa, OTHOCSIIIETOCs K [mpodeccnoHanbHasl  JISKCHKA);[MUHUMYMa, OTHOCSIIErocst K
OIMMUCAaHUIO TMPEAMETOB, CPEACTB U [SBHAHUAMU JICKCUYCCKOT'O[OTTMCAHUIO TIPEAMETOB, CPCIACTB
MPOIECCOB po(heCCHOHANBHON [MUHUMYMa, OTHOCSIIETOCS —KlH MIPOIECCOB
JEeSITETbHOCTH OMMCAHUIO TIPEAMETOB, CPEACTBIPOQEeCcCHOHATBEHON

158 MIPOTIECCOB|IEATETFHOCTH

pohecCUOHANBHOM

esITeNTbHOCTH

113 — npaxmuuecxue 3a0anus, T — mecmogvie 3a0anus

1.2 IIIxanbl OLleHUBAHUS:

Texymuii KOHTPOIIb YCIIEBAEMOCTH OCYIIECTBIISIETCS] B PAMKaX OallbHON CUCTEMBI B 5-0alTbHOM HIKale:

5 («OTIWMYHO») BBICTABISIETCS CTYICHTY, ©CJIH BBHIIONHEHHI BCce TpeOOBaHWSA K OTBETy, 0003HaYeHBI MpoldiieMa H
000CHOBaHa MX aKTYyaJIbHOCTb, COJEpKaHUE BOIPOCOB PACKPHITO MOJHOCTHIO, IOTHYHO U3JI0KEHa COOCTBEHHAS TTO3UIIHS,
JaHBl TPAaBHJIBHBIE OTBETHl HAa JOMOJHUTEIBHBIE BONPOCHI; BBINOJHIET TPABWIbHBIE, YBEPEHHBIE EHCTBHS TIO

MMPUMCHCHUIO MMOJTYYCHHBIX 3HAHUI IIpyu PCUICHUU TCCTA,

4 1«XO[201HO»! BBICTaBJIACTCA CTYIACHTY, €CJIKM BBIIIOJITHCHBI OCHOBHBLIC Tpe60BaHI/I$I K OTBETY, HO IIPpU 3TOM OOITYyHICHBI
HCIOYCThI. B YaCTHOCTU, UMCHKOTCS HCTOYHOCTU B U3JIOKCHUHN MAaTCpHraia, OTCYTCTBYCT JIOTMYCCKAA MOCICAOBATCIILHOCTD
B CYXICHUAX, HA JONOJHUTCIIBHLBIC BOIIPOCHI JaHbl HE IIOJIHBIC OTBETHI; BBLIIIOJHACT IIPABUJILHBIC )Z[GﬁCTBI/IH 10

TMPUMEHEHHUIO 3HAaHUH IIpU pEIICHUN ITPAKTHICCKOT'O 3a/IaHUA;

3 («YIOBJIETBOPHUTENEHOY») BBICTABISETCS CTYACHTY, €CIIM CYLIECTBEHHBIC OTCTYIUIEHHS OT TpeOoBaHMH K oTBeTy. B

YaCTHOCTH, BOIIPOCHI ounera OCBCIICHEI JTUIb YaCTUYHO, JOITYIICHBI Q)aKTH‘-IeCKI/IC OIINOKHU IIpU U3JIOKECHHUU OTBETA UJIN
IIpy OTBCTC Ha AOMOJHHUTCIBHBIC BOIPOCHI; MOKA3BIBACT B LICJIOM IMPABUJIBHBIC Z[eﬁCTBHH o MpUMCEHCHUIO 3HAHUH npu

PCIICHUH ITPAKTUYCCKOI'O 3a1aHM;

2 («HCV,I[OBJ'ICTBODI/ITGJ'H:HO») BBICTABJISICTCA CTYACHTY, CCJIIM BOIIPOCHI ounera He PAaCKpBITHI, 06Hapy>KHBaeTCH

CYIICCTBECHHOC HCIIOHMMAHUC IIPpEAMETa KypcCa, HC IIOKa3bIBACT CIIOCOOHOCTH MNPUMCHATH 3HAHUA TpU PCHICHUN

IIPAKTHYCCKOI'O 3aJaHuA.




2 TunoBbie KOHTPOJIbHBIE 3aJaHUS MJIM MHbIEe MaTepHaJbl, He0OXOAUMBIE /ISl OLEHKH 3HAHUN, YMEeHMH, HABBIKOB
U (MJIM) ONBbITA AeATEJbHOCTH, XapPAKTEPU3YIOIIMX 3Tanbl (JOPMHPOBAHUSI KOMIIETEHUMI B npouecce OCBOCHHS
o0pa3oBaTeIbHOI MPOrpPaMMBbI

IIpakTH4Yeckne 3aqaHuA:

3aganme Ne 1.

1. Opopmuts 3asBiIeHHE Kaccupa 3aBoja «CBeT» ¢ MPOChOOH MPeIoCTaBUTh yueHudeckuit otmyck ¢ 06.03.20
o 18.03.20  npoaomKUTENbHOCTBEO 13 KaleHIapHbIX THEH HAa OCHOBAaHUM cHpaBKU — Bbi3oBa Ne 5655 ot 01.03.20 .
®.1.0. xaccupa VMBanosa HUpuna IlerposHa.

2. OdopMuTh MpHKa3 1Mo JUYHOMY COCTaBy Ha OocHOBe AaHHBIX 3amanus Ne 1. [Ipukaz Ne 65k ot 05.03.20 «O
MPEIOCTaBICHUM YUYEHUYECKOro oTmycka» Kaccupy 3aBoga W.II. HMeanoBuoit ¢ 06.03.20  mno 18.03.20
MIPOIOJDKUTENBHOCTRI0 13 KajdeHAapHBIX JHEH Ha OCHOBAaHWM CIpaBKHU-BBI3oBa Ne 5655 ot 01.03.20 u 3asBieHHS
kaccupa W.I1. IBanoBHO#. [IpocTaButh BU3y corjacoBaHus HadambHUKA oTAena kanpoB O.A. CepreeBoil U OTMETKY 00
03HaKOMJIEHHH ¢ TIprKa3oM BaHOBOI.

3aganue Ne 2.

1. OdopMHuTE TIpUKA3 TT0 OCHOBHOM JiesiTeNbHOCTU. B cooTBeTcTBHM ¢ Pacmopspkennem Mununctpa ot 04.03.20
Ne 115 «O06 ycuieHnu POTHBOIIOXKAPHON OE30MMaCHOCTH U YCHIICHHH OXPaHbI B MEPHOJ] TIPa3THUYHBIX JHEI» COCTABUTh
npukaz Ne 245 ot 06.03.20  wmzpgaHHbBId qupekTopoM HaydHO-TIpOM3BOACTBEHHOTO OO0BEAMHEHHS «ATrpompuOop» T.
Mockssl M. /1. 'ankuHBIM.

B pacnopsinuTenbHOM 4acTH BBIICIUTH 4 MyHKTA!

1. O6 opranmszanmu yOOpKH TEPPUTOPUH O0BETNHEHUS

2. O mpoBepKe COCTOSHUS HIEKTPONPOBOIKH

3. O mpenocTaBiIeHUH B CEKpeTapuaT IeHepalbHOTO AMPEKTOpa CIHCKAa COTPYIHUKOB, MPEObIBAHHE KOTOPBIX
HEOOXOJMMO Ha TEPPUTOPUH OOBEIMHEHNUS B IPA3IHUYHBIC THU

4. KoHTpoub 32 HCIIOJTHEHUEM BO3JIaraeTcs Ha rllaBHOTO MHxkeHepa oobeannenus [1.P. XKapoga.

Kaxknprit myHKT paccMoTpeTh o cxeme «Komy?», «UTo Hyx)HO caemats?y», «Jlo kakoro cpoka?y.

Hampumep, k 1.1 3aBenyromemy ckinagom O.H. Hukutury opranuzoBats yoopky teppuropuu o 07.03.20 .

[IpocTaBuTh BU3y TJIaBHOTO HHKEHEpa

[TocraButk oT™MeTKYy 00 ncnomautene. Mcnomaurenem spisercss ConoBbeBa TenedoHn 302-34-56

2. Odopmuts pacropspxerrne Ne 137 ot 10.03.20  rmaBHOrOo WH)XeHepa MOCKOBCKOTO CTaHKOCTPOUTEIHEHOTO
3aBoja «Texmanm» J[.M. ConnneBa «O BHenpenuu crangapta OPJ] CTIT 02-601» Ha ocHOBE NMPeaIokKEHHBIX 00pa3IoB B
MIPUIIOKEHHUH 5 1 6.

B pacnopsanuTtensHON yacTH ykas3aTh 4 MyHKTA:

1. O Bueapenun crangapra OPJ] CTII 02-601 Bo Bcex ciyx0ax, Ha y4acTKax U B CTPYKTYPHBIX NOApa3aeICHUsX
3aBoza ¢ 01.04.20 .

2. O0 opranmzanuu 3aHsaTuii o u3ydenuro CTIT 02-601 co crnenuanucTaMu U HHKECHEPHO-TEXHOJIOTHYCCKHM
nepcoHajoM (¢ ykazanneM «Komy» U ¢ Kakoro Jrciia)

3. O06 opranu3zanuu TupaxkupoBanus 01ankoB OPJI, THTIOBBIX TEKCTOB M YHU(DHUIIMPOBAHHBIX (POpM (C yKazaHHEM
«Komy?»)

4. KoHTpOJIh 32 UCTIOJTHEHUEM PACTIOPSIKEHHS BO3JIOKUTH HA 3aMECTHTENS AUPEKTOopa 1o obumm Borpocam W.K.
buposa.

IIpoctaButh Bu3y ropuckoncyibta I[1.K. JIlynHoBa

[TocraButh oT™METKY 00 McnomHutene. Mcnonnurenem siisiercs XKypasnesa tenedon 308-34-16

3ananne Ne 3.

1. CoctaButh akt peBm3uu kaccol npeamnpusatus TOO "Cmoaprak" Ne 15 ot 14.03.20 . OcHOBaHUEM SIBIISICTCSI
npukas gupexropa Ne 165 ot 13.03.20 .

B cocraB koMuccuu, IpOBOASIICH PEBU3HIO BXOIST:

[Ipencenarens - 3am. qupekropa C.H. Kozmos



Ynensl komuccu: 1. I'n. 6yxranrep H.M. Porosa

1. Cr. oyxranrep 3.A. Opiosa

2. Byxrantep O.1. YuaeBa

[MpucyrcrBoBanu: 3am. ri. Oyxranrtepa [.H. Kopones

kaccup B.1. MakcumoBa

PeBusus Obuta mposenena B mepuon ¢ 14.03.20 1o 16.03.20

B pesynpTaTe mpoBeeHHOI pEBU3NN YCTAaHOBJICHO:

1. OcraTok HaJIWYHBIX JACHET B Kacce mo coctosHuio Ha 14.03.20  cornacHO KAacCOBOM KHUTH U JaHHBIM
OyXranTepcKoro ydera fojbkeH coctaisats S000 pyoO.

2. @akTUYeCcKH 0OCTATOK HAJMYHBIX JIeHeT B kacce coctasisieT 4800 py6. Henocraua nener B kacce - 200 pyO.

3. HepocTtaua HanW4HBIX JIeHET B Kacce 00pa3oBanach 1o BuHe kaccupa B.U. MakcumoBoit

AKT cocTaByieH B 3-X dK3eMInIsIpax: 1-i 9k3. - B gemo Ne 05-11

2-1 9K3. -IUPEKTOPY NPEAIPUATHUSL

3-ii 9K3. - TJI. OyXTanTepy

B mpunoxennn o0bscHUTENbHAS 3amucka kaccupa B.M. MakcumoBoii Ha 1 1. B 1 3k3. (caMy 0OBACHUTENHHYIO
3allMCKY NHCaTh HE HY>KHO, HE00OX0ANMO B TEKCTE aKTa cAeaTh TOMETKY O HAJTMUUH MPUI0KECHUI)

Odopmuts rpud yrBepxaenus: nupextop A.A. bepkyT, nata yrBepxnaenus 18.03.20 .

OdopMuTh peKBU3UT "OTMETKA O HAIIPABJICHUH JJOKYMEHTA B 10"

Wcnonmaurens B.A. Anykun gata 25.03.20 .

2. CocTaBUTh OOBSICHUTEIBHYIO 3aIMCKY Ha UM 3aBEYIOLIEr0 OTACICHHEM O MPUYUHE ONO3JaHus Ha 1-10 mapy
17.03.20 . B TekcTe yka3aTh IpUYMHY OIMO3AAHUS.

3ananue 3.

CoctaButh noknazHyro 3amucky oT 18.03.20 . HammcaHHyro HadanpHUKOM ympasieHus B.O. WnbusbiM,
anpecoBannyio ['enepanpHOMy aupektopy OAO «llepeBozkm» T.I1. JlaammmHy 0 iepeBojie Ha TOKHOCTb.

[IpyumHON, NOCITYXUBIIEH COCTAaBICHHIO IOKIAJHOW SBISETCS PEOPraHM3alus CTPYKTYphl YIPaBIEHUS H
YKpYIHEHHE OTAEIIOB B pe3yJIbTaTe Yero MPOUCXOAUT IepepacipeeneHie GyHKIUA COTPY THHUKOB.

Hauansnuk ymnpasnenus WnbuH npocut mnepeBectu crapuiero skoHomucta CT. Hukomaesa u3 otaena
ABTOMOOMJIBHBIX TIEPEBO30K B TAMOKEHHBIE OTJIEJ C MOCTIECTYIONINM BHECEHUEM U3MEHEHHH B IITATHOE PacHCaHHe.

3ananne Ne 4.

1. CocTaBuTh 3asBJICHHUE O IpHEeME Ha paboTy.

HcnomHuTh HE0OXOAMMEBIE BH3BI Ha 3asIBICHUH.

Hanoxxuth pe30sronuo pyKOBOAUTEIS IPEANPUSATHS HA 3asBIICHUE.

2. CocTaBHUTh MPOGECCHOHATEHOE PE3IOME IIPOTPaMMHCTA

3. CocTaBuTh MPHKa3 O 3aYMCIICHUU Ha pabOTy B COOTBETCTBYIOIICE MOpa3IeICHUE, C ONPEACISHHOTO YUCIa, C
OMPEACICHHBIM HCIILITATCJIBHBIM CPOKOM, C YCTAHOBJICHUEM YPOBHA OIUIATBEI TPpyAda COIJIACHO JIMYHOMY 3asBJICHUIO,
BH3aM U PE30JIOLUU HA HEM U TPYJIOBOMY JOTOBOPY.

3amanme Ne 5.

1. OTBeTHhTE HA BOIIPOCHI:

- B YeM 3aKJIIOYAIOTCS L U 33/1a41 CITy>KObI JeONpON3BOACTBA?

- B 4eM 3aKJIIOYAIOTCsl (DYHKIIUH CITYKO JIEOPON3BOICTBA?

- Ha30BUTE MpaBa U OTBETCTBEHHOCTH CITYKO JIEIOMPOU3BOICTBA

- KaK cIry>x0a JIeIONpOU3BOJICTBA B3aUMOJICHCTBYET C JPYTUMU TMOPA3/ICICHUIMU PEATPUITHS?

2. OrtBeTbTe Ha BONPOCH: Kakue TPeOOBAaHMS TPEOBABIIOTCS  cekperapro-pedepenty? Kakxumu
po(eCCUOHANBHBIMY U JIMYHBIMU Ka4€CTBAMU OH JIOJDKEH 00J1a/1aTh?

3. [IpeacTaBpTe HATISAHO OPTaHU3AMOHHYIO CTPYKTYPY KaHIESAPUN MAJIOTO MPEAPHUSTHS.

4. IlpencraBbTe HATIISATHO OPTAHU3ANMOHHYIO CTPYKTYPY KaHIEISPUH KPYITHON OpraHu3aIlii.

3aganue Ne 6.

1. CocraBpTe HHPOPMALUMOHHOE THCHMO O TMPOAAXKE YACTHBIM M TOCYJApCTBCHHBIM HNPEANPHATHIM
MEPCOHATBHBIX KOMIIBIOTEPOB IO JOTOBOPHON CTOMMOCTH W O BO3MOYKHOCTH TPHHHUMATh 3aKa3bl Ha COCTAaBJICHHE
Mporpamm.



2. CoctaBbTe MUCHMO-TIPUTIIAIICHIE OPTaHU3ALMOHHOTO KOMHTETa «BepTonueHTpy» ¢ mpeiokeHneM HOCeTUTh
MEXTyHapOTHYIO CIIEIIHAIM3UPOBAHHYIO BBICTABKY «DKOHOMHUS MaT€pPHAIBHBIX U TOTUTUBHO-I)HEPT€TUYECKUX PECYPCOB B
CTPOUTENHCTBE M MPOMBIIUIEHHOCTHY. BBICTaBKa MPOXOIUT B MaBUILOHE BRICTABOYHOTO KOMIUIEKca B T. PocToBe - Ha -
Hony.

3. OopmuTh XXypHAI yueTa BXOIANINX JOKYMEHTOB: HOMep mokymeHTa 171/-3; cpok ucnomuenus 27.12 2022;
ucnonutenb Ceprees; nara gokymenrta 18.12.2022; ucxonsamuit Ne 1-2/82; aBrop-ormpasutens OO0 «3pay; KpaTkoe
coziepKaHue (3arojoBOK) /laTa MoCTyIwieHus qokymenTta 21.12.2022 o cokpamienuu moctaok THT 22.12.2022; moanuck
ucnonautens Ceprees.

Kputepun onennBanus:

3a ceMecTp CTYJIeHT AOJIKEH BBIIOJIHUTh BCE 3aJaHUsL.

- 5 (OTIMYHO») BBICTABISICTCS, €CIIM 33JaHUs BBIIOIHEHBI CAMOCTOSTENIFHO, B IIOJTHOM o0BbeMe, HaleHa, 00o0mieHa 1
cHcTeMaTU3upoBaHa HeoOxoauMasi HHpOpMaIUs

- 4 («XOpoI0») BBICTABIAETCS CTYIEHTY, €CIH 3aJaHusl BBIIOJIHEHBI CAMOCTOSTENIBHO, B IOJHOM OOBEME, OJHAKO
JOMYLICHBI HE3HAYNTENbHBIC OIIMOKH, NCTIPaBICHHBIC IPU YKa3aHUH Ha HUX

- 3 («yZOBIETBOPUTENBHOY») BBICTABISIETCS! CTYACHTY, €CIIM 3aJaHUS BBINOJIHEHbI CAMOCTOSITENBHO, B TIOJIHOM 00BEME,
OJTHAKO JIOMYILEHBI OIIMOKH, UCTIPABIICHHBIE C 3aTPyAHEHHEM TP YKa3aHUU Ha HUX

- 2 («HEYOBIETBOPUTEIHHO» ) BEICTABIISIETCS CTYICHTY, €CIIM 3a/1aHUS HE BHITIOJIHEHBI B TOJTHOM OOBEME.

TecToBBIE 3a1aHUS:
1. JlokyMeHTHUpOoBaHUE — 3TO:
a) MpUIaHUE FOPUINYECKON CHUITBI IPUHATOMY YIPABICHUECKOMY PEIICHHIO C TIOMOIIBIO JOKYMEHTOB;
0) 3amMCh B COOTBETCTBUU C 3aKOHOAATEIIHCTBOM;
B) CO3JIaHHE JOKYMEHTOB, T.€. 3aIlUCh I10 YCTAHOBJICHHBIM (pOpMaM HEOOXOAMMOH [Tl yIpaBIeHHUS WH(OPMAIIH.

2. JlokyMeHTaunoHHOE oOeclieueHre yIpaBICHUs — 3TO:

a) oTpacib IesTEeNbHOCTH, OOECHeuuBaromas JTOKYMEHTUPOBAHME M OpPraHW3alui0 paboThl ¢ O(QUIUATBHBIMH
JOKyMEHTaMH;

0) mpueM n 00paboTKa JOKYMEHTOB, HEOOXOIMMBIX Ul NPUHATHS YNPaBICHYECKUX PEUICHWH U peann3aluu
yHpaBiIeHUYECKUX (PyHKITHI;

B) 3aIMCh 110 YCTAHOBJIEHHBIM (opMaM HH(POPMALUH, HEOOXOJUMOM MO Peannu3aliy yIpaBIeHYECKUX PEILICHUH.

3. Omnpenenenue TEPMUHA «JOKYMEHT»:

a) 3aduKcCHpOBaHHAsT Ha MaTepUAILHOM HOCHTENEe HWHGOpPMALUs C PpEKBU3UTAMH, IIO3BOJSIOIIUMH €€
WACHTU(UITPOBATD;

0) cpeacTBO 3aKpEIUICHUs Pa3IMYHBIM CIOCOOOM Ha CIEHUaJIbHOM MaTepUaJbHOM HocuTene MH(popmanmu 00
YIPaBIICHUYECKUX PEIICHUSX;

B) MaTepHAIbHBIN OOBEKT C 3alevaTICHHON HH(OpMAaIe.

4, CormmacHo TpeOoBanusaM, ycranoBieHHBIM B ['OCT P 6.30-2003, kaxmoe mnpeamnpuarue o00s3aHO
MPUMECHSTH!

a) obmuii OaHK, OJIaHK MpHKa3a, OJIaHKW KOHKPETHBIX BHIOB JTOKYMEHTOB;

0) OnaHk TIpeanpuUATHS, OTaHK MMChMa, OJTAHKH KOHKPETHBIX JOJDKHOCTHBIX JTUIL;

B) OJIaHK MHUChMa, 00U OJaHK, OJIAHKM KOHKPETHBIX BUJIOB JIOKYMEHTOB.

5. ®opmysip-oOpaszer; opraHu3alOHHO-PACIOPAUTEILHOTO JOKYMEHTA IPEICTABIISET COOOI:
a) MakeT OJlaHKa JIOKYMEHTa, TOJIrOTOBJICHHOTO K U3/IaHUI0 TUTIOTPad)CKUM CIIOCO00M;

0) oOpaser OyiaHKa JOKYMEHTAa,

B) CXEMY PaCIOJIOKEHHUS PEKBU3UTOB OPraHM3allHOHHO-PACTIOPSANTEIBHOTO TOKYMEHTA;

r) 0Opa3ser; KOHKPETHOTO BH/Ia OPraHU3aLHOHHO-PACTIOPSTUTEIBHOTO JOKYMEHTA.

6. B xakoMm BapmaHTe OTBETA MPABIILHO Ha3BaHBI PEKBU3HUTHI OOIIETo OaHKa:



a) HaMMEHOBaHWE OPTaHW3alluyu, SMOJIeMa OpraHW3allii WM TOBapHBIN 3HAK, HAMMEHOBAHHWE BUIA JTOKYMEHTA,
OI'PH, MHH/KITIII, 3aroyioBoK K TEKCTY, aapecar;

0) HaMMEHOBaHHWE OpPraHHW3alliK, MECTO I BHJIAa TOKYMEHTA, JaTa, PerUCTPAMOHHBIA HOMEp JIOKYMEHTa, MECTO
COCTAaBJICHUS,

B) HaMMEHOBaHHWE opraHm3aiuu, konx opranusanuu, OI'PH, MHH/KIIII, cripaBodHble maHHBIE 00 OpTraHW3aITUH,
JlaTa, PEeTUCTPAIIMOHHBI HOMEP, CChUIKA Ha PETUCTPAIIMOHHBIA HOMEP U JaTy TOKYMEHTa.

7. Hymepanus cTpaHuIl JOKYMEHTa IIPOU3BOIUTCS:
a) 10 IEHTPY HWKHETO TOJIS;

0) B IpaBOM HIDKHEM YTy TOKYMEHTA,

B) M0 LEHTPY BEPXHETO MOJIS;

T) B TIPaBOM BEpXHEM YTJIy JIOKYMEHTA.

8. PexBu3uT MOKyMEHTA — 3TO:
a) pupmeHHbIH OJaHK;

0) OCHOBHas YacTh IOKYMEHTA;
B) €0 OTHEIbHAS YacTh.

9. Kakne crioco0b1 0(hopMIIeHNS AATHI B JOKYMEHTAX SIBIISIFOTCS MTPABHIIBHBIMU ?

a) 05.02.07. ) 5 pespans 2007 .

0) 05.02.2007 . e) 07.02.05

B) 05 dheBpamst 2007 r. k) 05 despans 2007
r) 2007.02.05

10. O6s13aTenbHOMY YTBEP)KICHUIO TTOAJIEHKAT:
a) MPHUKAa3bl;

0) ciryxeOHBIE 3aITUCKH;

B) KOHTPaKTHI;

T) IITaTHOE pacIUCaHuE;

1) TapaHTHIHBIEC TTHCHMA.

11. ABTOpOM CITy’k€0HOTO NHChMa SBIISETCA:

a) TOJDKHOCTHOE JIUIIO, TIO/IHCABIIee TOKYMEHT;

0) MCTIOJTHHUTENh, COCTABUBIIHNI JOKYMEHT;

B) OpraHu3alysi, OT IMEHH KOTOPOH OTIPaBISIETCS MUCHMO.

12. Ha kakoM ciry>ke0HOM ITHUChbME MTPOCTABIIACTCS CChUIKA HA HOMED U J1aTy JTOKYMEHTa:
a) rapaHTHIHOM;

0) COTPOBOAUTETHHOM;

B) OTBETHOM;

T') MAPKYISAPHOM;

1) Ha BCEX MUChMax.

13. Yro siBAsieTCs AaTOM NpOTOKOJIA!
a) ara MOJANUCaHNUS,

0) mata 3aceqaHmus;

B) JIaTa PErUCTPAaLIUY.

14. OTMeTKa 0 KOHTPOJIE IPOCTABIISIETCS. HA TOKYMEHTE:
a) Ha BEPXHEM I10JIe B IPABOM YTIIY;

0) Ha HIDKHEM I10JIe B TIPaBOM YTITY;

B) Ha JIEBOM IIOJIE;

T') MPOU3BOJILHO.



15. PexBusut «Iloamuchk» Ha JOKyMEHTax, MOJMUCHIBAEMBIX JBYMs JOJKHOCTHBIMHU JIMIIAMH OJIHOTO YPOBHS,
odopmiiseTcs:

a) B [IBa psiJa Ha OJJTHOM YPOBHE;

0) oJiHA MOAMHKCH TIOJ| IPYTOM;

B) 10 OJHOM TIOAIUCH B JBONHOM KOJHYECTBE SK3EMIUIAPOB TOKYMEHTA.

16. B pe3ynbraTe pacCMOTPEHHS PYKOBOAUTENEM BXOSIIETO JOKYMEHTA HA HEM MOSIBIIACTCS:
a) TOJIITUCK;

0) pe3oronus;

B) BH3a.

17. Pe3omtouus mpocTaBiseTcs:

a) B IpaBOM BEpXHEM YIIIY;

0) Ha TMOJISIX TOKyMEHTA;

B) Ha JIIOOOM CBOOOTHOM MECTe JOKYMEHTa, KpOMe IMOJIeH;
T) Mo peKBU3UTOM «IloaIHChY.

18. Kaxoii peKBH3UT HE BXOAUT B (POPMYJISIp MPHKa3a IO OCHOBHOW JEATEIHHOCTH:
a) Ha3BaHME OPraHMU3aLUH;

0) BUJ TOKYMEHTAa;

B) MECTO M3/IaHUS;

T) ajpecar;

IT) 3ar0JIOBOK K TEKCTY.

19. J1okyMeHTOOOOPOT YUPEIKIACHHS PEATU3YETCS B BUC JOKYMEHTOIIOTOKOR:
a) BHEIIIHUE, BHYTPECHHHE;

0) ounranbHbIE, JINYHBIE;

B) HH(OPMAIIMOHHEIE, PACTIOPSTUTEIIBHEIC;

T') IO OCHOBHOM JA€ATENBFHOCTH, 110 INYHOMY COCTAaBY;

1) BXOJISIIIHE, UCXOISIITNE, BHYTPECHHHE.

20. Kakue 1OKyMEHTHI ABISIOTCS pacopSAUTEIbHBIMU:

a) TOIDKHOCTHAS WHCTPYKIIHS, TIPHUKa3, pelIeHne, YKa3aHue, YIpeAUTeNbHbIN JOT0BOp (KOHTPAKT);
0) mpukas, peleHne, ykazaHue, IoCTaHOBJIEHUE, PACIIOPSKEHNUE;

B) peleHne, J0roBop (KOHTPAKT), yKa3zaHUe, MPUKa3, MPOTOKOJI, paCIOpssKEeHNE.

21. Kakue NOKyMEHTHI ABISIOTCS OPraHU3allMOHHBIMHU:

a) ycTaB, MTOJIOKEHUE, HHCTPYKLUS, CTPYKTypa M IITAaTHAS! YUCICHHOCTD, IITATHOE PacliCaHue, IPaBUIIa;
0) ycTaB, OJI0XKEHHUE, TPOTOKOJ, TIOCTAHOBJICHNE, [TPAaBUIIA, IITATHOE PaCIMCaHKe, JOTOBOP (KOHTPAKT);
B) yCTaB, IIOJIOKCHUE, UHCTPYKLUS, LITATHOE pacluCcaHue, paBuia, puKas, J0roBop (KOHTPAKT).

22. Bxopsmuii TOKyMEHT IPOXOIUT CIEAYIOIIHNE dTarbl 00paboTKu:

a) COCTaBIICHHE TMPOEKTa — COTJacoBaHWE — O(POPMIICHHE — TMOJMHCAHWE — PETUCTpalus — HCIONHCHHE —
HarpasJieHHE B JIEIIO;

0) mpueM — mepBHYHas 00paboTKa — TpPEABAPUTENIEHOE PACCMOTPEHHE — PACCMOTPEHHE PYKOBOAHMTEIEM —
UCIIOJIHEHHE — HAIIpaBJICHUE B JIEJIO;

B) COCTaBJICHWE INPOEKTa — COrlIacoBaHHe — O(GOpMIICHHE — TOAMUCAHUE — PETHCTPals — HCIONHCHUE —
OTIIPaBJICHUE;

r) TpueM — TMepBHYHAs 00pabOTKa — TpeNBapUTENFHOE PACCMOTPEHHE — PErucTpalus — pPacCMOTPEHHE
PYKOBOJIMTENEM — UCITOTHEHUE — HATIPABJICHHUE B JIEJIO;

1) opopMiIeHHE JOKYMEHTOB — NOJMHUCAHUE — PETUCTPALHs — COTJIACOBAHHE — YTBEPIKACHHE — OTIIPABKa.

23. Vcxonsamumii JOKYMEHT IIPOXOJIUT CIIETYFOIINE 3Tarbl 00paboTKH:



a) COCTaBJICHHE MPOEKTa — COrjacoBaHue — OQOPMIICHUE — MOANHMCAHHE — PETUCTpauusi — HCHOJHEHHE —
HarpasJieHHE B JIEIIO;

0) mpueM — mepBOHaYanbHas 00paboTKa — MpeIBapUTENbHOE PACCMOTPEHHE — PACCMOTPEHHE PYKOBOIUTEIEM —
UCIIOJIHEHHE — HAIIPaBJICHUE B JIEJIO;

B) COCTaBJIEHHE IIPOEKTA — COTIacOBaHKUE — O(hOpMIIEHHE — IOANHUCAHUE — PETUCTPALMs — UCIIOJIHEHHUE — OTIIPaBKa;

r) opopMiieHrE JOKyMEHTa — MOANHCAHIE — PETHCTPALHSI — COTJIACOBAHUE — YTBEPKACHUE — OTIIPABKA.

24. BHYTpeHHUI JOKYMEHT IPOXOANT CIIEAYIOIUE dTabl 00paOOTKH:

a) COCTaBJICHUE IPOEKTa — COIJacoBaHHE — O(GOpMICHUE — MOJNMCAHUE — PETHCTPAlUs — HUCIOJTHEHHE —
HalpasJICHHE B JIEJI0;

0) mpueM — mepBOHaYanbHas 00pabOTKa — MpenBapUTENbHOE PACCMOTPEHHE — PACCMOTPEHHE PYKOBOJUTEIEM —
UCIIOJIHCHHE — HAIIPABJIEHUE B JIEJI0;

B) COCTaBJICHHE MIPOEKTA — COTrJIacOBaHKUE — O(hOpMIICHHE — OANMKUCAHUE — PETUCTPaLHs — OTIIPABKa;

r) ImpueM — IepBOHauagbHas 00paboTKa — IMpeABapUTENbHOE PACCMOTPEHHE — PETHCTpalus — PAacCMOTPEHHE
PYKOBOIMTENEM — HCIIOJHEHUE — HAIIPABJICHHUE B 1€T10;

1) oopMIiIeHHE JOKYMEHTa — [TOJIICAaHNe — PETHUCTPALUs] — COTIIACOBaHUE — YTBEPIKACHUE — OTIIPABKA.

25. OcHoBaHME U3/AaHUs TPHUKa3a IO OCHOBHOU AEATEIBHOCTH COACPIKUTCA:
a) B 3ar0JIOBKE;

0) B KOHCTaTHPYIOIIEH YaCTH TEKCTa;

B) B IpMJIaraeMbIX JOKYMEHTaX;

T) B pacCHOPSAUTEIHHON YaCTH TEKCTa ITPHUKA3a.

26. OcHOBaHME M3aHU MTPHKa3a 00 YBOIBHEHUH COTPYIHUKA (DUPMBI COAEPIKUTCS:
a) B 3aroJIOBKE;

0) B KOHCTAaTUPYIOLIEH YacTH MpUKa3a;

B) B IIO3ULUH TeKCTa «OCHOBaHHEY;

T') B IpWJIaraeMbIX JOKyMEHTaXx;

1) B paCIOpAJUTENbHON YaCTH TEKCTa PHKa3a.

27. Cpoku XpaHeHHS JOKYMEHTOB MOTYT yCTaHABJIMBATD:

a) PYKOBOJIMTENIb OPTraHU3aIUH;

0) 3aBeayIONMIUA BEIOMCTBEHHBIM apXHBOM;

B) HavabHUK ciry k061 IOV

T') SKCIEPTHO-ITPOBEPOYHBIC KOMHUCCUH aPXUBHBIX YUPEKICHUH.

28. Homenknarypa aen — 31o:

a) CIIMCOK CTPYKTYPHBIX MOJpa3ieIeHIiH QUPMBL;

0) cricok Jen GUPMEI ¢ yKa3aHNEM CPOKOB XPaHEHUS,
B) CITUCOK JIe], TIepeiaBacMbIX B apXUB.

29. HomeHkatypa Jes OpraHu3aliy [MOJISKUT TePEy TBEPIKICHHIO:

a) KaxIbId TOJ;

0) pa3 B 1Ba ro/1a;

B) pa3 B TPHU rofia;

T) pa3 B IATH JeT (B cliydae, eCii CTPYKTypa B (PYHKITUN OpraHU3allii KOPEHHBIM 00pa3oM HE M3MEHSUINCH).

30. Kaxum n3 nepeyncieHHbIX HOPMaTUBHBIX aKTOB PYKOBOJCTBYeTCS ciryk6a JJOY?
a) IOTOBOPOM

0)ocTaHOBICHHEM

B)3aKTIOYCHHEM

T')IOJI0KEHUEM

HNHCcTpyKIus M0 BHINOJTHEHHUIO.



[Tpu BBINOJHEHUH TECTOBBIX 33/JaHUH O0YYarOLIMICs TOJKEH BHIOPATh OJUH WJIM HECKOJBKO BEPHBIX OTBETOB U3
NPEATIOKCHHBIX BAPHAHTOB.

Kpurepuu onieHnBaHUS:

- 5 (XOTIUYHO») BBICTABIISIETCS, €CIM TPAaBUIIbHBIE OTBETHI AaHbI Ha 85-100% Bompocos

- 4 («XOpOIIO») BHICTABISIETCS CTYIAEHTY, €CIH MTPAaBIIIbHBIE OTBETHI JaHbI Ha 65-84% BompocoB

- 3 («YOBIIETBOPHUTEIILHO») BBICTABISICTCS CTYACHTY, €CJIN MPaBUIIbHBIE OTBETHI AaHbl Ha 50-64% BompocoB

- 2 («HEYZOBIETBOPUTEIHHO») BHICTABIAETCS CTYJICHTY, €CIIM MPABHIIbHBIE OTBETHI JaHbl HA MeHee 50% TecTOBBIX
3aIaHUN

3. MeToanyeckue MaTepHuaJibl, ONpeAe/siiolMe NPOueAyPhl OLeHUBAHMS 3HAHUH, YMEHUI1, HABBIKOB M (MJIH)
ONBbITA 1eSITeJILHOCTU, XapaAKTEePU3YIOIIUX 3TANbl (()OPMUPOBAHUS KOMIETEHIMIA

[Iponienypa oleHNBaHMS 3HAHWH, YMEHWH, HAaBBIKOB M (WUIH) OIBITA JEATENBHOCTH, XapaKTEPU3YIOIIUX ITallbl
(hopMHUPOBaHUS KOMITETEHIIMI COCTOUT U3 TEKYIIEro KOHTPOJIS.

Tekymmuii KOHTPOJIb YCIIEBAEMOCTH TIPOBOIUTCS C MCTIOIB30BAHUEM OIIEHOUHBIX CPEZCTB, MPEICTABICHHBIX B II. 2
JTAHHOTO MPUJIOKEHUS. Pe3yipTaThl TEKYIIETO KOHTPOISA IOBOJSATCS JO CBEIACHUS CTYJIEHTOB JI0 MPOMEKYTOUHOU
aTTECTAIlH U YYUTHIBAIOTCS TIPY OLIEHUBAHUY 3HAHWN, YMEHUI, HABBIKOB U (WJIM) OTIBITA JESATETFHOCTH.



Ipuaoxenue 2
METOJIUYECKHUE YKA3ZAHUSA JJIA OBYUAIOIIUXCSA 1O OCBOEHUIO JUCHUITJIMHBI
OI1.06. lokymMmeHTAUMOHHOE o0ecneYeHue YyIpaBJieHus1

MeTtoandeckre yka3aHus sl CTy/ICHTOB Mo ocBoeHuto nuciumuinabl OI1.06. JlokymeHTanmonHOe o0ecTieueHre
yIpaBlieHH SBJISIOTCS YacTb0 pabouell mporpaMMbl JUCHUILUTUHEI (IPUIOKEHHEM K pabodeil mporpamme).

Pabouass mporpamma mucrumuasl OI1.06. JlokymeHTalioHHOEe oOecredueHrne YIMPaBICHUS YTBEPKIAETCS
JUPEKTOPOM KOJUIEIXKa Ul 3yUeHHs JUCUUILTUHBL. OnpeaersieT Ueld U 3a1a4i AUCLUUILIHHBL, (POPMHPYEMBIE B XOIE €€
W3yUYCHHs] KOMIIETEHIINK U UX KOMIIOHEHTBI, COJiep)KaHue U3y4aeMOoro MaTepraia, BUbl 3aHATHI U 00bEM BBLACISIEMOTO
y4eOHOTO BpEeMEHH, a TakXe MOPSAOK M3ydeHHs W mpernoaaBanus ydeOHou mucrumumabel OI1.06. JlokymeHTanmoHHOE
o0ecrieueHue yrnpaBieHHS.

s camocTosTenpHON y4aeOHOM paboThI CTyIeHTa BaKHOE 3HAUCHHE UMEIOT pa3zensl « CTpyKTypa U collepiKaHue
JUCLUIUTUHBL (MOIyNs)» U «Y4eOHO-MeToandeckoe M HMH(OpMalMOHHOE oOecredeHrne AMCUUIUIMHBL (Momyis)». B
NEPBOM YKAa3bIBAIOTCS pa3zieiibl U TEMbl M3y4aeMOW JTUCIUIUIMHBI, a TAaK)Ke BUIbI 3aHITUH U IJIAHUPYEMBIH 00beM (B
aKaJeMHYecKuX Yacax), BO BTOPOM — pEKOMEHJyeMas JHUTepaTypa H TIepedeHb pecypcoB HWHGOPMAIOHHO-
TEJIEKOMMYHUKaIMOHHON cetn "MHTepHer". Pabortas ¢ pabodeld mporpaMMoi JUCHMIUIMHBI, HEOOXOJUMO OOpaTHUTh
BHHUMAaHHE Ha CIIeAyIOoIIee:

— HEeKOTophle pasznensl wian Tembl aucuuruabl OI1.06. JlokymeHTanMoHHOE OOecreueHHEe YMpaBleHUS HE
pa3dmparoTcs Ha JIEKIHUAX, a BBHIHOCATCS Ha CaMOCTOSITENIbHOE HM3YYCHHE MO0 PEKOMEHIyeMoil ydeOHOHW JuTepaTrype H
y4eOHO-METOANYECKUM pa3padoTKam;

— coJlep)KaHUe TE€M, BBIHECEHHBIX Ha CAMOCTOSITENIbHOE M3Y4YEHHE, B 0053aTeIbHOM MOPAIKE BXOAUT COCTABHOU
YacThIO B TEMBI TEKYIIETO M MMPOMEKYTOYHOTO KOHTPOJIIS;

Jns MOATOTOBKM K TEKYIIEMY KOHTPOJIO CTYIJEHTBI MOTYT BOCIIOJIB30BATHCS OIIGHOYHBIMH CpPEACTBAMH,
npencraBieHHbBIME B [Ipmnoxxernn 1 k paboueit mporpamme mucnuriuHbl OI1.06. JlokymMeHTanmoOHHOE OOeCIIeUCHIHE
yIpaBlICHHS.

1. OnucaHue MocjieJ0BaTeIbLHOCTH 1eiiCTBUIA CTYyJ€HTA

[puctynast K U3y4eHHIO AUCHMILIMHBI HEOOXOAUMO B TIEPBYIO OYepeIb O3HAKOMHTHLCS CoJepKaHUeM paboueii
nporpammbl  guctioinabl OI1.06. JlokymeHTanmoHHOe oOecmedeHue ympaBieHus, rae B pasgene «CTpykTypa H
coJep)kaHUE JAUCHMIUIMHBI (MOIYJs)» TPUBEACHO OOlee pacmpenesiieHHe YacoB ayAWTOPHBIX 3aHATHH H
camocToSTeIpbHON paboTel Mo TemaMm auciuiuimHael OI1.06. JlokymeHnTtanmonHoe oOecrieueHHe yMNpaBiIeHHS W BHIIAM
3aHATHI.

3ajorom ycrnemHoro ocsoeHus aucuuuimabl OI1.06. JJokymeHTanmoHHOE oOecIieueHe YIpaBiIeHUs sSBISIETCS
MOCEIIEHNE JICKIIMOHHBIX 3aHATUI W BBIIOJHEHHE NPAKTUYECKUX 3aJaHui, Tak Kak IPOIyCK OIHOro, a TeM Oojee
HECKOJIbKHX 3aHATUN MOYKET OCJIO)KHUTh OCBOEHHE Pa3JIeioB Kypca.

Jlexuy MMEIOT LENbI0 AAaTh CUCTEMAaTH3UPOBAHHBIE OCHOBBI HAYYHBIX 3HAHWHU MO COACPKAHUIO NUCLUATIIMHBL
OIL.06. loxyMmeHTamMoHHOE oOecrieueHre ymnpasieHus. [Ilpu H3ydeHMM M TPOPadOTKE TEOPETHYECKOro Marepuana
HE00X0AUMO:

— TMOBTOPHUTH 3aKOHCIIEKTHPOBAaHHBIM HAa JIEKIMOHHOM 3aHATUM MaTepual W JONOJHUTh €ro C Yy4eTOM
PEKOMEHI0OBaHHOM 110 TaHHOH TEME JIMTEPATYPBL;

— IIPH CaMOCTOSITEIBHOM M3YyYEHHH TEOPETHYECKOM TEMBI IOATOTOBUTH KOHCIIEKT, UCTIONb3Yysl pEKOMEHIOBAHHBIE
B paboueil mporpaMMe AUCIMIUIMHEBI JIUTepaTypHble HCTOYHUKH U SIEKTPOHHbBIE 00pa3oBaTeIbHbIe PECYPCHI;

— OTBETUTH Ha KOHTPOJIbHBIE BOIIPOCHI IO TEME.

[IpakTuueckue 3agaHusi IPOBOAATCS € LEbIO YIIyOJeHUs M 3aKpEIUICHUsl 3HAHWH, MTOJYUCHHBIX Ha JICKIHAX, B
NpPOIIecce CaMOCTOSTEIbHOM PadOThI C YUeOHOM TUTEPATYPOii.

B xome mpakTtrdeckoro 3agaHusi oOydaromiuecs: BRITOJHIIOT OJHO NMPAKTUYECKOE 3aJaHue IMO0J PYKOBOICTBOM
NpenoaBatelisi B COOTBETCTBUH C H3Y4aeMbIM CO/ICPKaHHEM YUeOHOTo MaTepHaa.

BrinonHeHne 00y4arommMces IPaKTUIECKUX 3aJaHui IPOBOIUTCS C LIEJIBIO:

- CHUCTEMAaTH3allMU U 3aKPETJIEHNs MOJyYEHHBIX TEOPETUUECKUX 3HAHNHN U IPAKTUUECKUX YMEHHH;



- yri1yOJIeHUs! TEOPETUYECKUX 3HAHHUI B COOTBETCTBUH € 3a1aHHON TEMOH;

- (hopmupoBaHus YMEHUH IPUMEHSTH TEOPETHUECKIE 3HAHHS TIPU PEIICHUN TIOCTABJICHHBIX BOIIPOCOB;

- pa3BUTHUS OOLIMX KOMIETEHIMH Y 00YJarOLuXCs;

- pa3BUTHUS TBOPUYECKOIN MHUIIUATHUBBI, CAMOCTOSITEIEHOCTH, OTBETCTBEHHOCTH U OPTaHU30BaHHOCTH.

Brinonnenne 00y4aromyuMucs NpakTHYeCKUX 3aaHuil HalpaBJIeHO Ha:

- o00o0menue, cUCTEMaTU3alMI0, YIIyOJeHHe, 3aKpemyieHWEe IOJNyYeHHBIX TEOPETHYECKUX 3HAaHUHK 10
KOHKpEeTHBIM TeMaM nuctuiuimabl OI1.06. JlokyMeHTannoHHOE o0ecieueHre YIpaBIIcHUS;

- ¢opMupoBaHME YMEHHIl NPUMEHATH IONyYEHHbIE 3HAHMS Ha MPAKTHKE, pealu3alHi0 eJUHCTBA
UHTEJUIEKTYalIbHOU U IPAKTUYECKOU JEATENBHOCTH;

- BbIpa0OTKy IpH pEIIEHUH IIOCTABJIEHHBIX 3alad TaKUX NPO(EeCCHOHAIbHO 3HAYMMBIX KauyecTB, Kak
CaMOCTOSITEIbHOCTh, OTBETCTBEHHOCTh, TOYHOCTb, TBOPYECKAsI NHUIMATHBA.

[Ipu moAroToBKE K MPAKTHYECKOMY 33aJaHUI0O HEOOXOIUMO W3YYHUTh WM TOBTOPHUTH JICKIIMOHHBIA MaTtepHai Mo
COOTBETCTBYIOIIEH TEME.

2. CamocTrosiTe/ibHasi padoTa CTyIeHTa

CamocTtosiTenbHas paboTa - 3TO BUA Y4eOHOU NEsTEIbHOCTH, MpEeIHa3HAYCHHBIA AJISl PUOOpPETEHUs] 3HAHUH,
HAaBBIKOB M YMEHHHU B 00beMe n3ydaemont nucnuitiuael OI1.06. JlokyMeHTaImoHHOE 00ecTieueHrne YIIPaBIeHUS COTJIACHO
tpeboBanussM DPI'OC cpemHero mnpodecCHOHANBHOTO 00pa3oBaHUs, KOTOPBI BBIMOJHSIETCS  OOYYarOLIMMUCS
WUHJIMBUIyabHO U TPEAIIONaraeT akTHBHYIO POJIb CTYJICHTA B €€ OCYIICCTBICHHN M KOHTPOJIE.

Lenu camocTosiTeTbHON paOOTHI:

- CHCTEMaTHU3allMsl U 3aKPETICHHE MOYYCHHBIX TEOPETUUCCKUX 3HAHUN U MPAKTUUECKUX YMEHUH CTYICHTOB;
- yriyOJieHHE U paclIMpPEHUE TCOPETHUSCKUX 3HAHUM;

- (QopMupoBaHHE YMEHUU HCIONB30BaTh HOPMATHBHYIO, TIPABOBYIO, CIPaBOYHYIO JOKYMEHTAIUIO H
CIELUANbHYIO JIMTEPATYPY;

= Pa3BUTHC 1I03HABATCJIbHBIX CIIOCOOHOCTENN M aKTHMBHOCTH CTYJACHTOB!: TBOp‘ICCKOﬁ WHHUIIMATHUBEI,

CaMOCTOATCIIBHOCTH, OTBETCTBCHHOCTH U OPTaHU30BAHHOCTH;

- (dopMupoBaHHE CaMOCTOSTEIHLHOCTH MBIIUICHHUS, CTIOCOOHOCTEN K CaMOpPa3BUTHIO, CAMOCOBEPIIEHCTBOBAHUIO
W CaMOpeaH3aInm;

= BOCIIMTaHHC CaMOCTOATCIBHOCTH, KaK JHYHOCTHOI'O Ka4€CTBa 6yz[y1uer0 crienuainucra,

- Pa3BUTHE UCCIEAOBATEIILCKUX YMEHHUIA.
CamocrosiTennbHas paborta cryneHTa mo yueOHoW auciumuimHe OI1.06. JlokyMeHTanMOHHOE OOecleYeHue
yIpaBIICHHS BITOTHSICTCS:

= CaMOCTOATCIIbHO BHC pacliMCaHuA y‘i€6HBIX 3aH$[TPlf/’I;
= C HUCIIOJIb30BAHUEM COBPCMCHHBIX 06pa3OBaTCJ'ILHI>IX TeXHOHOFI/Iﬁ;

- MapajuieabHO U BO B3aUMOJCHCTBUU C Ay JUTOPHBIMH 3aHATHUSIMU.

BOHpOCI)I, HE paCCMOTPCHHBIC Ha JICKIUAX U IIPAKTUYCCKUX 3a[1aH1/1171, JOJIZKHBI OBITH H3YUYCHLI CTYJICHTaAMHU B XOA€
CaMOCTOSTETbHONH paboTel. KOHTpONbh camMocTOSTENPHOW paboThI CTYOEHTOB HaJ Yy4eOHOW mporpamMmon Kypca
OCYIIECTBJISICTCS B XOJIe 3aHATHH METOAOM oOmpoca. B Xo/e caMOCTOSTENBHON pabOThl KaKIBIH CTyJEHT O0O0s3aH
MPOYNTATh OCHOBHYIO U JIOTIOJHHUTENBHYIO JIUTEPAaTypy II0 H3y4aeMOH TeMe, [OTOJHHUTh KOHCIEKTHI JIEKIIUH
HEJOCTAIOIIUM MaTepuaioM. BrimuckaMu U3 peKOMEHAOBAHHBIX MEPBOUCTOYHHUKOB. BBIACIUTH HEMOHSATHBIE TEPMUHBI,
HaWTH UX 3HaUCHUE B OHIUKIIOMCIUYCCKUX CJIOBApAX.

3. PexomeHaanmu no padore ¢ JUTEPATYPOii 1 HCTOYHUKAMH

Paboty ¢ nmwmTeparypoil ciemyeT HAuMHATH C aHanmW3a pabodeil mporpammer  gucruiummHbl - OI1.06.
JlokyMeHTalnnoHHOe 00eCIIeYeHHE YIPaBICHHUS, COACPKAIICH CITMCOK OCHOBHOM U JOTIOJHUTEIILHON JIUTEPATYPHL.

B ciiydae BO3HHMKHOBEHHS 3aTpyJHEHHH B NMOHWMaHHM y4eOHOTO MaTepuala clemyeT OO0paTHUThCS K IPYTHM
UCTOYHHKAM, T]Ie U3JI0KECHIE MOXKET 0Ka3aThCs O0Jiee JOCTYITHBIM.

Pabora ¢ sMTepaTypoii HE TOJBKO MOJIE3HA KaK CPEICTBO OoJiee TIIyOOKOro M3y4YeHHs JIH0O0OM AMCHUIUIAHBI
OI1.06. [loxyMeHTanmnOHHOE OOecledeHrne YTpaBICHUs, HO U SBIAETCS HEOTHEMIIEMOW YacThIO MPO(ECCHOHAIBHON
JICATSIILHOCTH OYAYIIEero BHITYCKHUKA.,
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