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1 Iessn, nuianHnpyeMble pe3yabTaThl 00y4eHHUs 10 JUCHHUIIIMHE (MOIYJII0)

Ilens w3ydeHHUs AUCHUIUIMHBI - TIOJYYCHHE TEOPETHYECKUX 3HAHUKW B 00JacTu
JEIONPOU3BOACTBA M (OPMUPOBAHHWE KOMIIETEHTHOCTH B paboTe C  YIpaBICHYECKOH
JIOKYMEHTALUECH.

3ana4yn U3y4eHHs TUCHUIUIUHBIL:

- OCBOCHHE TMOHITHIMHOTO ammapaTta Kypca (MOHSTHE TOKYMEHTa, €ro CBOWMCTBA, CHOCOOBI
JOKYMCHTHPOBAHUS; IMpaBHUJIia COCTABJICHUA H O(i)OpMJIeHI/ISI OpTraHru3alMOHHO-PACTIOPAANUTCIIbHBIX
JIOKYMEHTOB; CHUCT€Ma W THUIOBasg TEXHOJOTHS TOKyMEHTALMOHHOTO O0OeCledYeHHs YIpaBIICHUS;
OCOOCHHOCTH  JICTIOTIPOM3BOJICTBA 1O  OOpalieHHusM TpaxAaH U KOH(HUIESHIIMAIBHOTO
JIeJIOTIPOM3BO/ICTBA);

- (¢opmupoBanue  mpo(hecCHOHANBHBIX  KOMIIETEHIIMH B  YacTh  O(OpMIICHUS
OpraHU3aIMOHHO-PACIOPSAIUTEIBHBIX JIOKYMEHTOB B COOTBETCTBUHU ¢ aeicTBytomuM ['OCTowm;
OCYIIECTBIICHUSI 00paOOTKU BXOJSIINX, BHYTPEHHUX M HCXOASIINX JOKYMEHTOB, KOHTPOJIA 32 UX
UCTIONTHEHUEM; 0(hOPMIICHHUS TOKYMEHTOB JUIS TIepe/iadll B ApXHUB OPraHU3alInN );

- IPUMEHEHME MTOJTYYEHHBIX 3HAHUM IIPU Pa3peIICHNN Pa3IuYHbIX IOPUIUIECKUX CUTYALHM.

[TnanupyemMbIMu pe3ynbTaTaMyd OOy4YeHUs MO AMCLUUIUIMHE (MOMYIIO), SBISIOTCS 3HAHMS,
yMEHHUs, HaBbIKH. llepedeHb MIaHUPYEMBIX PE3YJAbTaTOB OOyUYCHHS IO JUCLHIUIMHE (MOIYIIO),
COOTHECEHHBIX C IUIAHUPYEMBIMH pe3ylbTaTaMHd OCBOEHHS 00pa30BaTeNbHOM MpOTrpamMMBbl,
npecTaBieH B Tabnuie 1.

Tabmuna 1 — Komnerenmuu, popMupyeMbie B pe3yIbTaTe U3YYSHUS AUCIUILTUHBI (MOJTYJIs)

Kon n PesynbraTel 00y4eHus IO TUCLUILIMHE
Hazpanue OITOIT Konn (opayspoBKa
BO, cokparmerHoe (hopmympoBKa HMHIUKAaTOpa Kon
KOMIIETCHIINH AOCTIHEHMSA pesyib ®opMyIUpOBKa Pe3yibTaTa
KOMIIETEHLIUU
TaTa
40.03.01 IIKB-4 : IIKB-4.4x : PI3 3HaHue | Ha3bIBaTh JJOKYMEHT, B KOTOPOM
«Opucnpynenmus» | Crnocoben Otpaxaer OTpaXkaeTcs ONpeCIICHHAsA
(B-IOIT) BBINOJIHATh coJepAKAHUE npoleccyanbHas AeATEIbHOCTh
JIOJDKHOCTHBIE | FOPUAUYECKOI U MHAs I0pUANIECKast
00513aHHOCTH JeSITeNbHOCTH, B JIeITeIbHOCTh
o TOM YHUCIIE P3 YMeHue | xapakTepu3oBaTb OCHOBHBIE
o0ecleueHnIo | MpoleccyaabHbIX TpeboBaHUs coAepiKaHue
3aKOHHOCTH U JIeHCTBUH B JIOKyMEHTalluu, B KOTOPOi
[IPAaBONOPAJKA, | IOPUIUYECKON U OTpakaeTcsl ONpeieNIeHHas
Oe3zomacHOCTH | WHOM npoleccyanbHas AeSTEIbHOCTh
JIMYHOCTH, JIOKYMEHTaIUH ¥ WHAs I0pUANIECKast
oOmecTBa, EITENBLHOCTD
rocynapcraa P13 HaBbik | uMmeTs ombIT cocTaBieHUs
JIOKYMEHTalUH, B KOTOPO’
OTpaxkaeTcs FOpHIUNUEecKas 1
UHasl IesITeNbHOCTD

2 MecTo aucuuninnbl (MoayJsi) B ctpykrype OINIOII

Hucnunmuaa  "JlokyMeHTalMOHHOE OOecredeHue YMpaBieHUs'", OTHOCUTCA K 4YacTu
y4eOHOro TUTaHa, (OPMHUPYEMON Y4YaCTHHKAMHU OOpa30BaTENbHBIX OTHOIICHUH, HM3ydaeTcs B 3
ceMecTpe.  YCBOGHHE CTYJACHTAMH KOMIICTCHIIUH JUCIUIUIMHBI KOHTPOJIUPYETCS (OHIOM
orieHouHbIX cpeacTs (POC).

3. O0beM AUCHUNIMHBI (MOIYJIA)

OO0beM JUCHUIIIMHBI (MOIY/sl) B 3a4eTHBIX E€IWHUIIAX C YKa3aHUEM KOJIHYECTBa



aKaJIeMUYECKUX YacoB, BBIICICHHBIX HA KOHTAKTHYIO paboTy ¢ oOydarommmucs (IO BHIAM
y4eOHBIX 3aHATUI) U HA CAMOCTOSITENbHYIO paboTy, PUBEIEH B Tabaue 2.

Tabnuna 2 — O61mas TpyJ0eMKOCTh AUCIUTIITMHBI

Tpyno- OO0beM KOHTaKTHOH paboThI (Yac)
Cemectp | €MKOCTh
o | e | | e P R L
OI1OIT BO viI OpHa!
HUs (300, (.E.) Bcero roprad Talux
0300)
nek. | mpak. | ma6. | IIA | KCP
lOp:c?T.g;loelﬁum O0D0 b1.B 3 3 37 18 18 0 1 0 71 3

4 CTpyKTypa U coiepkaHue IMCUUILIHHBI (MO1YJIsA)

4.1 CTpykrypa JMcuuIuIuHbl (Moayas) aiasa OPO

TemaTnueckuil miaH, OTpaXkarolUi cofepxKaHue AUCHUIUINHBI (IEpeYeHb Pa3AesioB U TEM),
CTPYKTYPUPOBAHHOE IO BUJAaM Y4YeOHBIX 3aHATUH C yKa3aHHEM HUX OObEMOB B COOTBETCTBUM C
y4eOHBIM IIJIAaHOM, MTpHUBEeH B Tabmuie 3.1

Tabmuma 3.1 — Pa3gensl nucuurmuiiHbl (MOIYs), BHIBI YY€OHOW JEATEILHOCTH U (DOPMBI
TeKymero KoHTpos aiust OPO

Kon pe- Kon-Bo yacoB, oTBeicHHOE HA
Ne Ha3Banue Tembl 3yJbTaTa
00yueHust
PI1, P11,
Jlenonpou3BoJICTBO Kak P/1, P12,
1 | ogHa 3 QpyHKIMH P2, P/12, 3 3 0 9
yHpaBJIeHUS P13, P/13,
P13
PI1, P11,
PI1, P2,
P2, P/12, 2 2 0 9
PI3, P13,
P/I3
PI1, P11,
PI1, P2,
P2, P/12, 2 2 0 9
PI3, P13,
P/I3
PI1, P11,
PI1, P2,
P12, P12, 2 2 0 9
P13, PA3,
P/3
Pa1, P11,
PI1, P/12, CobecenoBanue,
P12, PL12, 2 2 0 9 TECTUPOBaHHE, KeHC-
P13, P/13, 3a/1a4u, IPOEKT
P/3
PI1, P11,
Opranusanus PA1, PLI2,
6 | moxymenrooGopora B P2, P12, 2 2 0 9 cobecelioBarKe, TECTEL,
S — PJI3, PJI3, MPaKTUYECKOE 3aIaHKE.
P/3

P11, P/,
PJI1, P/I2,
P12, PJI12, 2 2 0 9
P13, PJ13,
PII3

dopma
Jlex [pakr JIab CPC TEKYIEro KOHTPOJIS

co0eceloBaHKE, TECTHI,
MIPaKTUYECKOE 3a/JaHue.

cobecenoBaHue, TECTHI,
MPaKTHYECKOe 3a/1aHue.

OdopmieHne PEKBU3UTOB
JIOKYMEHTOB

cobecenoBaHue, TECTHI,
NPaKTHYECKOC 3aJaHue.

CocraBnenue U opopmIeHHE
CITy>Ke€OHBIX JOKyMEHTOB.

cobeceloBaHUE, TECTHI,
MPaKTUYECKOE 3aIaHHE.

Odopmienne KaapoBoi
JIOKYMEHTALIH.

Pabota ¢ obOparieHusIMU
rpaxkJiaH.

cobecemoBaHue, TECTHI,
MPaKTHYECKOe 3a/1aHue.

Homenkinatypa u
(dhopMupoBanue aen.




PI1, P11,
Toxrorosxa aex P, P2, cobeceioBaHue, TECTHI,
8 | mocneayroneMy XpaHeHHUIo P12, PL12, 3 3 0 8
U WCIIOJI30BaHUIO. P13, P/I3, MPAKTHHEECKOE 3A/ARHC.
P/3
HToro no tadaune 18 18 0 71

4.2 Copeprxanue pa3iesoB M TeM TUCUUILINHBI (MoayJas) aiass ODO

Tema 1 Jlenonpousz600cmeo kax 00Ha u3 yHKYuil ynpaeieHus.

Conepxxanne Tembl: Mctopusi cranoBnenus u paszputua JOY B Poccumn. HopmartusHo-
Metonudeckas 6aza JIOY. OpranuzanimoHHO-TIpaBOBbIe JOKyMeHTHI. Kiaccudukanus 10KyMEHTOB.
®opmel opranuzanuu JJOY u kareropunt yupexIeHuu. .

@opMBl U METOABI TPOBEACHHS 3aHATHI MO TeMe, NpUMEHseMble 00pa3oBaTeIbHbIC
TEXHOJIOTHH: BBOJIHAS JICKITHS, PAKTUIECKOE 3aHITHE, COOECEeTOBaHUE.

Bunapl camMmoCTOATENTbHON TOATOTOBKH CTYACHTOB IO TEME: MOATOTOBKA K MPAKTHUYECKOMY
3aHATHIO, COOECEOBAHUIO MTyTEM U3YUYEHHS] OCHOBHOW U IOMOJHUTEILHOM TUTEPaTyPHI.

Tema 2 Oghopmnenue pexeuzumos 0OKyMeHmos.

Copepxanne Tembl: DopMmynsip - o0paszerl OpraHu3alMOHHO-PACIIOPSTUTEIbHBIX
JIOKYMEHTOB. Buibl 1 Ha3HaueHue OyiaHkoB. TpeOoBaHus k odopmiieHHIo TOKyMeHTOB. [IpaBuia
o(popMIIEHUS PEKBU3UTOB JOKYMEHTOB.

@opMBI M METOABI TPOBEACHHS 3aHATHH 1O TeMe, NpPUMEHsSEeMble 00pa3oBaTeIbHBIC
TEXHOJOTHH: JIEKIUS-TUCKyccHsl (ITpoOiieMHast JeKIus), MpakTUYEeCKoe 3aHsATHe, coOece0BaHue,
TECTUPOBAHUE, BBHITIOIHEHUE MPAKTUYECKUX 3a/IaHUH.

Buasl caMocTOsITENBHOM MOATOTOBKH CTYIEHTOB IO TEME: MOATOTOBKA K JIEKITUU-TUCKYCCUI
(Tpo0GIEeMHOM JISKITHH ), MPAKTHIECKOMY 3aHSTHIO, COOECEI0BAaHHUIO, TECTUPOBAHHIO U BBITOJTHEHUIO
MPAKTUYECKUX 3aJaHHUH MyTeM U3Y4YEHHs] OCHOBHOW U IOMOJHUTEILHOMN TUTEPATYPHI.

Tema 3 Cocmasnerue u oghopmaeHue CryHceonbix OOKYMeHMmO8s.

Copnepxanne Tembl: CrpaBo4HO-MHPOPMAIIMOHHAS JOKYMEHTAIMS: CIIy)KeOHbIE MHCHhMA,
JIOKJTAJTHBIC W OOBSICHUTEIBHBIC 3aIMCKH, MPOTOKOJI M BBIMMHCKA M3 MPOTOKOJA, CIY)KEOHBIC aKThI.
PacniopsimuTenbHasi JOKyMEHTAIMS: TIOCTAHOBJICHUS, PEIICHUS, PACTIOPSDKEHUS, TIPUKA3bI, BHITHCKH
U3 MPUKa30B. PacueTHO-eHEe)KHAS JOKYMEHTAITHS.

@®opMbI ¥ METOJBI TPOBEACHUS 3aHATHH 10 TeMme, NpPUMEHsIeMble 00pa3oBaTEIbHBIC
TEXHOJOTHH: JIEKIUI-TUCKyccust (MpoOJieMHast JIeKIUs), MPaKTUYecKoe 3aHATHe, cobeceqoBaHue,
TECTUPOBAHUE, BBHITTOJIHEHUE MPAKTUICCKUX 3aIaHUH.

Bupl caMoCTOSTETbHON TOJATOTOBKY CTYJCHTOB 110 TEME: TIOJrOTOBKA K JICKIIMU-IUCKYCCHU
(mpobneMHOMN JIEKIUH ), MPAKTUIECKOMY 3aHATHIO, COOECEIOBAHUIO, TECTUPOBAHUIO U BBHITIOTHEHUIO
MPAKTUYCCKHUX 3aJaHHI ITyTeM H3YYCHHS OCHOBHOW U JIONIOJHUTEILHOM JTUTEPATYPHI.

Tema 4 Ogopmnenue kadpogol OOKyMeHmMmayuu.

Conepxanve TeMbl: Buabpl U Ha3HauYE€HHE KaJapOBOM JOKyMEHTalMU. Bunbl 3asiBIeHU 1Mo
TUYHOMY cocTaBy. JIluunas kaprouka (opmbl T-2, aBrobuorpadus, JTUYHBIA JHUCTOK MO Yy4YETy
KaJI[pOB, COCTaB JIOKyYMECHTOB JIMYHOTO JEJia, TPYIOBBIC KHWKKH, MPHUKA3 IO JHUYHOMY COCTaBy,
pe3roMme.

@opMBI M METOABI TPOBEACHHS 3aHATHH 1O TeMe, NpPUMEHsSEeMble 00pa3oBaTeIbHBIC
TEXHOJIOTHH: JICKIHUS-TUCKyCcCHsI (TTPOOJIEMHAsT JICKITUs), MMPAKTHICCKOE 3aHATHE, coOece0OBaHHE,
TECTUPOBAHUE, BBHITIOIHEHUE MPAKTUYECKUX 3a/IaHUH.

Bubl caMOCTOSTeTbHOM MOATOTOBKH CTYACHTOB IO TeME: MOATOTOBKA K JIEKIIUU-IUCKYCCUN
(Tpo0GIEeMHOM JISKITHH ), MPAKTHIECKOMY 3aHSTHIO, COOECEI0BAaHUIO, TECTUPOBAHHIO U BBITOJTHEHUIO
MPAKTUYECKUX 3aJaHHI MyTeM U3Y4YEHHs] OCHOBHOW U IOMOJHUTEILHOMN TUTEPATYPHI.

Tema 5 Paboma c obpaweHusmu epaxcoan.



Copnepxanne Tembl: Buabsl oOpamenuil rpaxngad. Peructpamus oOpamienuit. KonTposb
WCIIOJTHEHUS OOpaIeHMi.

@opMbl M METOJbl NPOBENEHUS 3aHATUH IO TeMme, NpUMEHseMble 00pa3oBaTelbHbIC
TEXHOJIOTUH: JIEKIUSA-TUCKyCcCus (MpoOieMHast JIeKIHs), TPAKTHUECKOe 3aHsTHE, cobeceoBaHue,
TECTUPOBAHUE, BBINOJIHEHUE TPAKTUYECKUX 3a1aHUI.

Bunbl camocToATEIbHON MOATOTOBKH CTYACHTOB IO TEME: TOATOTOBKA K JIEKLIUU-AUCKYCCUN
(mpoOaeMHOMN JIEKIMK), TPAKTUYECKOMY 3aHATHIO, COOECEI0BaHUIO, TECTUPOBAHUIO U BBIIIOJHEHUIO
NPAaKTUYECKUX 3a/laHU ITyTeM U3y4eHHsI OCHOBHOU M JIOTIOJIHUTEIBHOMN JINTEPATyPhI.

Tema 6 Opeanuzayusi OOKYMEeHMO0O0POmMa 8 YupedcoOeHuUl.

Copepxanne Tembl: OOIIMe MpaBWiia OpraHU3allMU JOKYMEHTOOOOpPOTa B YUPEKIACHUU.
[Ipuem u o00OpaboTKa MOCTYHAIOMIMX JOKYMEHTOB. Perucrpamuss W WHICKCAIUs JOKYMEHTOB.
®opMmebI peructparyu J0KyMeHTOB. [Topsaok MPOX0KICHHS CO3/1aBaeMbIX JOKYMEHTOB.

@opMBI U METOABI TPOBEACHHS 3aHATHH MO TeMe, NpPUMEHseMble 00pa3oBaTeIbHBIC
TEXHOJIOTUH: JIEKIUSA-TUCKYCCUs (MTpoOieMHast JICKIHsI), TPAaKTHUECKOe 3aHsTHE, coOeceoBaHue,
TECTHPOBAHUE, BHIMIOJIHEHUE MTPAKTUYCCKHUX 3aIaHUH.

Bunbl caMoCTOSATENbHONW TOATOTOBKM CTYJAEHTOB MO TEME: : MOATOTOBKA K JICKI[UU-
nucKkyccun (TpoOJIEMHOM JICKITUH), MPAKTHYECKOMY 3aHATHIO, COOECeIOBAaHUIO, TECTUPOBAHUIO U
BBITTOJIHCHHUIO MPAKTHYECKUX 3aJ]aHUN TTyTEM U3Y4YCHUSI OCHOBHOM U JIOTIOJTHUTEIBHOM JIUTEPATYPHI.

Tema 7 Homenxnamypa u ¢hopmuposanue oen.

Copneprxanue Tembl: HazHaueHne ¥ BUABI HOMEHKIIATYPHI Jell. TpeOoBaHUs K COCTABICHUIO
HOMEHKJIATYPHI Je]l.

@opMbl M METOJBl NPOBEAEHUS 3aHATUH IO Teme, NpUMEHseMble 00pa3oBaTElIbHbIC
TEXHOJIOTUH: JIEKIUSA-TUCKyccus (MpoOieMHast JeKIHs), MPaKTHUECKoe 3aHsTHe, cobeceoBaHue,
TECTHPOBAHUE, BHIMIOJIHEHUE MTPAKTHICCKHUX 3a/TaHUH.

Bupsl camocTosTenbHON NOATOTOBKY CTYJCHTOB 110 TEMe: OJATrOTOBKA K JIEKIIMU-AUCKYCCUU
(mpoGIeMHOM JEKIMHN ), TPAKTHYECKOMY 3aHATHIO, COOECEI0BAHUIO, TECTUPOBAHUIO U BHITIOTHEHUIO
IPAaKTUYECKUX 3a/laHUI TyTeM U3y4eHHs] OCHOBHON U JIOTIOJIHUTEIBHOMN JINTEPATYPhI.

Tema 8 I[loocomoska Oen Kk nociedyroujemy XpaHeHuro u UCnoab308aAHUIO.

CogepxaHue TeMbl: DKCIEepTH3a IIEHHOCTH JOKYMEHTOB. CocTaB M (hyHKIIMU SKCIIEPTHOU
komuccuu. Odopmienue nen. Onuck JOKYMEHTOB, HaXOAAmuXcs B fene. COCTaBICHUE OMHCH JIe.
XpaHeHue JeN B TeKylieM aenonpou3Bojactse. [lepenada gen B apxus. OdopmiieHrne JOKyMEHTOB U
JIeNT K YHUYTOXKCHUIO U CHATHUIO UX C yUeTa. .

@DopMBI M METOJABI TPOBEACHHS 3aHATHH TIO0 TeMe, NPUMEHsSEMbIe 00pa30BaTeIbHBIC
TEXHOJOTHH: 3aKJIIOUUTENIbHAsA JIEKIUs, MPaKTHYECKOe 3aHATHE, coOeceloBaHUE, TECTUPOBAHUE,
BBITIOJTHEHHE MTPAKTUYECKHUX 3aJaHH.

Bunbl caMoCTOSTETEHOM MOATOTOBKH CTYACHTOB IO TeME: MOATOTOBKA K 3aKITIOUUTEIIEHON
JIEKIIMH, IPAKTHYECKOMY 3aHSTHIO, COOECeOBAHNIO, TECTUPOBAHUIO U BBIITOJIHEHUIO MPAKTUYECKUX
3aJlaHUM IyTEM U3YYEHUS OCHOBHOM U JOIOJHUTEIBHOM JINTEPATYPHI.

5 MeToanueckue yKka3zanus AJs 00y4alomuXcs M0 M3YYEHHIO M Peau3alii TUCHUTLIUHBI
(MomxyJin)

5.1 MeToanyeckue PpPeKOMEHJAANMU O0yYAKIIMMCS 10 H3YYEHMI0 JUCUMINVIMHBI M 10
o0ecrneYyeHNI0 CAMOCTOATEILHOI padoThI

[ToaroToBka K JEKIMOHHBIM TeMaM, OIpEJelIeHHbIM B pabouell mporpamme ydeOHOM
TUCUUTUTMHBL "J[OKyMEHTaIllMOHHOE OOECIIeYeHHEe YTpanBICHUS" OCYIIECTBISIETCS CTYACHTaMHU
nepes 3arIaHuPOBAHHOM JISKIMEH ompeeieHHOW yueOHbIM pacniucanueM. [1oaroToBka K JEKIMH
JIOJDKHA HOCHTH OOIIMI O3HAKOMHUTEIBHBIN XapakTep, JJs BBIBICHUS MPOOJIEMHOrO MOJS TEMbI



JeKIMu M oOecrieueHuss OOpaTHOW CBSI3U CTYJIEHT — MpenojaBaTesb. Tembl JUIs MOATOTOBKU K
MPAKTUYECKUM  (CEMUHApCKUM) 3aHSATHSIM  YCTaHOBJIEHbl mporpammoi. IloaroroBka
MPAKTUYECKUM (CEMHHAPCKUM) 3aHSATHUSM MPEANoaraeT caMOCTOATEIbHBIA aHalu3 JEKIHOHHOTO
Marepuana, PeKOMEHJIOBAHHOM JIMTEPATyphl, IONOJHUTEIBHBIX TEOPETHYECKUX U IPAKTUYECKUX
UCTOYHUKOB. JIJi MOATOTOBKHM K 3a4€Ty CTYIEHT 00si3aH mpopaboTaTb HOPMATHBHO-IPABOBBIE
MCTOYHUKHU 10 TeMaM JUCIHILTUHBI, OCHOBHYIO U JOMOJHUTEIBHYIO TUTEPATypy (C 00sS3aTeIbHBIM
KOHCIIEKTUPOBAHUEM U3y4aeMOro MaTepuaa).

5.2 OcoOenHocTH opraHu3anuu OOy4YeHUs] JIS1 JIMI € OTPAHHYEHHBIMM BO3MOKHOCTSIMH
310POBbS U HHBAJIU/I0B

[Tpu HEOOX0MMOCTH 00YYaIOLIMMCS U3 YHUCHIA JIULL C OTPaHMYEHHBIMH BO3MOKHOCTSIMH 3/10pPOBbS U
MHBAJIUAOB (110 3asIBJICHUIO 00YYaIOLIErocs) NpeaoCTaBIsieTcs yueOHas HHPOpMAaLus B TOCTYITHbBIX
¢dbopMax ¢ yueToM UX UHJIMBUIYAbHBIX ICUXO(PU3NYECKUX 0COOEHHOCTEH:

- JJIs UL ¢ HApYUIEHUSIMU 3PEHUs: B e4aTHON (GopMe yBeIHMUeHHbIM MpupTOoM; B Gpopme
AIIEKTPOHHOI'O JIOKYMEHTA; VHAUBU1yaJIbHbIE KOHCYJIBTallH c IPUBJICYEHUEM
TU(IIOCYpIONIEPEBOAUNKA; UHIMBUAYAJIbHBIE 3aaHNS, KOHCYJIbTALUU U JP.

- 17151 JIMIL C HApYLICHUAMH CyXa: B Ie4aTHoi gopme; B (hopMe 3IEKTPOHHOTIO JIOKYMEHTA;
MHAWBUAYaJIbHbIC KOHCYIBTAIlMM C PUBJICYEHUEM CYypIONIepEBOAUNKA; UHIMBUYaJIbHbIE 3a/1aHNUS,
KOHCYJIbTAIlM U JIp.

- s AL ¢ HApYIIEHUSIMH OMOPHO-ABUraTeIbHOTO anmnapaTa: B nedaTHoi opme; B popme
AIIEKTPOHHOTO JOKYMEHTA; MHIMBUIyalIbHbIC 3a/1aHuUsl, KOHCYJIbTALUU U JIP.

6 ®oHA OLEHOYHBIX CPeICTB A NMPOBEJIEHUs TeKYyIero KOHTPOJIA M NMPOMEKYTOYHOI
arrecTalyy 00y4aroIMXcs 1o JMCUMIIIMHE (MOAYJII0)

B coorBerctBum ¢ TpeboBanmsimu DPI'OC BO gms arrectanuu  0Oydarommxcs Ha
COOTBETCTBUE UX TEPCOHAIBHBIX JOCTHKCHUN TMJIAHHUPYEeMbIM pe3ylbraraM OOy4YeHUs II0
TUCHUIITHHE (MOIYNI0) CO3JaHbl (DOHIBI OLIEHOYHBIX CPENACTB. THUMOBBIE KOHTPOJIbHBIC 3aaHUS,
METOAMYECKUE MaTePHAJIbl, ONPEACIISIONINE MPOICAYPhl OIICHUBAHUS 3HAHWUH, YMEHHH W HaBBIKOB,
a TaKKC KPUTCPpUHU W IOKA3ATCIIH, HCOGXO,Z[I/IMBIG IJIs1 OLICHKH 3H3.HPII>1, YMGHHﬁ, HABBIKOB "
XapaKTepU3yIOIIre 3Tanbl (POPMUPOBAHUS KOMIIETCHIIMHA B MPOIECCE OCBOEHHUs 00pa30BaTeIbHOM
porpaMMel, TipescTaBieHsl B [Ipunoxxenun 1.

7 Y4yeOHO-MeTOAMYECKOE M NH(POPMALIMOHHOE 00ecneuyeHue TUCIUIJIMHBI (MOILYJIs1)

7.1  Ocnoenasa rumepamypa

1. Hoponuna, JI. A. OpraHuzanusi ¥ TEXHOJIOTHS JOKYMEHTAI[MOHHOTO OOECIeYeHUs
yOpaBleHus : yueOHHUK U TpakTukym ains By3oB / JI. A. Jloponuna, B. C. UputukoBa. — 2-e u3n.,
nepepab. u gon. — MockBa : MzmarensctBo IOpaiit, 2024. — 270 c. — (Boicmee

obpazoBanmue). — ISBN 978-5-534-16016-1. — Tekct : snextponHsiii // OOpa3zoBarenbHas
iatdopma FOpaiir [caiit]. — URL: https://urait.ru/bcode/536404 (nata obpamenus: 18.06.2024).

2. Ky3nenos, U. H. JlokyMeHTaIoHHOE OOCcIieueHue yrpasieHus. [JokyMeHTO000pOT 1
JIEIONMPOU3BOJICTBO : Y4eOHUK U mpakTukyM ais By3oB / U. H. Ky3ueuoB. — 4-e u3zn., nepepab. u
morn. — Mocksa : WznmatenbctBo FOpaiir, 2024. — 545 c. — (Bwicmiee oOpaszoBanue). —
ISBN 978-5-534-16003-1. — Tekcrt : snexktpoHHbl // OOpa3zoBarenbHas miatgopma FOpaiit
[caiiT]. — URL: https://urait.ru/bcode/535548 (nara oOpamenus: 18.06.2024).

7.2 /lononnumensnasn tumepamypa

1. Abymamze, JI. I. JlokymeHTarimoHHOE oOOecCIleueHHEe YIPaBICHUS IMEPCOHATIOM
y4ueOHUK U mpakTukyMm i By3oB / JI. I. AGynanze, U. b. Bempsikkuna, B. M. MacnoBa. — 3-e



u3l., nepepab. m nmom. — MockBa : HznarensctBo IOpaiit, 2024. — 374 c. — (Bricmee
obpazoBanme). — ISBN 978-5-534-16669-9. — Tekct : snextpoHHsiii // OOpa3zoBarenbHas
iatgopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/536724 (nata obpamenus: 18.06.2024).

2. beixoBa, T. A. JIokyMeHTaIMOHHOE OOECIIEUCHHE YIIPABJICHUS (IEIIOTPONU3BOACTBO) :
yuebnoe mocobue / T. A. beikoBa, T. B. Ky3nemnona, JI. B. Cankuna ; mox obm. pen. T. B.
KysnenoBoit. — 2-e u3n., nepepab. u mon. — Mocksa : UHOPA-M, 2024. — 304 c. + [om.
MaTepuaibl [DIeKTpoHHBIH pecypc]. — (Briciiee oOpa3oBanue: bakanaspuar). - ISBN 978-5-16-
004805-5. - Tekcr : anextponsld. - URL: https://znanium.ru/catalog/product/2110037 (mata
obpamienus: 18.06.2024). — Pexxum noctyna: it aBTOPU3. MOIB30BATEICH.

7.3 Pecypcovr ungpopmayuonno-menekommynuxkayuonnou cemu "UHnmepnem',
6KNI04as npogeccuonanvuvie 0a3vl OAHHLIX U UHOOPMAUUOHHO-CHPAGOUHDbLE
cucmemsl (npu HeobX00UMOCmu):

1. WudopmarmonHo-npaBoBoi noprain "["apant": https://www.garant.ru

2. NudopmannoHHo-cripaBoYHast cucrema "Koncynsrantllmoc"  —
http://www.consultant.ru/

3. Hayunas snextponHas 6unbnuotexa — Pexxum moctyna: https://elibrary.ru/

4. OG6pasosarensHas muatdopma "FOPAUT"

5. DOnexrponHo-oubimoreyHas cuctema "ZNANIUM.COM"

6.  Open Academic Journals Index (OAJI). [IpodeccuonanpHas 6a3a maHHBIX - Pexum
nocryna: http://oaji.net/

7. [Ipesunentckass Oubnmoreka um. b.H.Enpumna (6a3a [gaHHBIX pa3iMyYHBIX
npodeccuoHanbHbIX 00nacteit) - Pexxum noctyna: https://www.prlib.ru/

8 MarepuajbHO-TeXHHYECKOe oO0ecneyeHHe AUCHMIUIMHBI (MOAYJsI)) H IepevYeHb
HH(GOPMALIMOHHBIX TEXHOJIOTHii, HCIOJIb3yeMbIX NPH OCYIIECTBJIEHHH 00pPa30BaTeJIbHOIO
npouecca no JUCHUILVINHE (MOAYJII0), BKJIOYAasl epeYeHb NPOrpaMMHOro odecredyeHust

OcHOBHOE 000pPYIOBAHUE:

- [Ipoekrop

[IporpaMMHoe obecrieyeHme:

- VMware Horizon ViewStandard
- Microsoft Office 2010 Standart
- Mouzilla Firefox Russian
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1 Ilepeyenb popMHEpyeMbIX KOMIIETEHIHIT

Hassanue OITOII BO, | Koxa n popmynuposka komnereHun | Ko u opMyIMpoBKa HHAMKATOPA JOCTIKEHUS
COKpaIlleHHOE " KOMIIETEHIINH
40.03.01 «¥Opucnpyn | IIKB-4 : Cnocoben BoimonusTth gos1 | ITKB-4.4k : OTpakaeT colepx aHue IpUANIECKO
SHIIUS YKHOCTHBIC 0053aHHOCTH 110 o0ecrie 1 1eATeNILHOCTH, B TOM YHUCJIE IPOLECCYabHBIX I
(b-FOIT) YEHUIO 3aKOHHOCTH U MPABOMIOPSIK €HCTBHI B IOPUANYECKON 1 HTHOW JOKyMEHTAlUN
a, 0e30ITaCHOCTH JIMYHOCTH, O0IIECT
Ba, TOCYAapcTBa

pe3ynbTaThl

Komnerenus cunrtaercst cOpMUpOBAaHHONW Ha JTaHHOM ATale B CIy4yae, €CIH MOJIyYEHHbIE
oOydyeHUs: MO JUCHMIIMHE OLIEHEHbI
OLICHUBAHMSI PE3YJILTaTOB O0YUYEHUS «3a4TECHO», «YIOBIECTBOPUTEIHHOY, «XOPOIIO», KOTIUIHOY). B
cllydae OTCYTCTBHSI IIOJIO)KMTEIbHOW OLIEHKM KOMIIETEHI[MS Ha JaHHOM »JTale CYHUTaeTcs
Hec(pOPMHUPOBAHHOM.

IIOJIOKHUTCIIbHO (zmana30H KpUTCPUCB

2 Tloka3aTe/M OLlCHNBAHUS IVIAHUPYEMbIX Pe3yJIbTATOB 00y4YeHHus

Komnerennus [IKB-4 «Croco0eH BBITOIHATS JODKHOCTHBIE 00S3aHHOCTH 10

00€CIIeYeHHIO 3aKOHHOCTH B IIpaBOINIOpAAKa, 0e30IMacHOCTH JINYHOCTH, O6IJ_I€CTBa, rocyaapcTtBa»

Ta6muia 2.1 — Kputepuu OlleHKH UHANKATOPOB TOCTHXKCHHUS KOMITETEHIIUN

Koa u popmynupoBka uHAUKAT
0pa JIOCTH)KEHUSI KOMIIETCHIINH

Pe3ynbraTsl 00y4eHus 10 JUCLUIUINHE

[IKB-4.4k : Otpaxkaer coaepxa
HUE IOPUINYECKOM NeSITENbHOCT
U, B TOM YHCJIE IIPOLECCYaJIbHBI
X JCHCTBUH B IOPUIUYECKON U U
HOM IOKyMEHTaluu

T
K " Kpurepuu onieHuBaHus pe3yyibT
on L aToB O0YYCHUS
pe Pesynbrat
pe
3_
3_
Ta
Ta
Ha3bIBaTh JJOKYMEHT, B KOTOPOM
P 3H | oTpa)kaeTcs OIpeJeleHHas PO
KOPPEKTHOCTbH U MOJIHOTA OTBET
pil| aH | LeccyajpHas JAEATEIbHOCTh U U a
3 e | Has IOpUINIEcKas IesTeIbHOCT
b
XapaKTepU30BaTh OCHOBHBIE TP
P v e00BaHMA COepKAHUE TOKYME
1 M HTalluH, B KOTOPOH OTpaxkaeTcst | KOPPEKTHOCTH U IMOJHOTA OTBET
3 €H | ompeneneHHas mpoueccyaibHas | a
e | AEATeNbHOCTh M MHAS IOpHINYE
CKasl 1esITeIbHOCTD
P H | uMeTh OIBIT COCTABICHHUS JOKY
n aB | MEHTaluH, B KOTOPOM OTpaxkaeT | KOPPEKTHOCTH U MOJHOTA OTBET
3 Bl sl FOpUANYECKas U MHAs JiesiTen | a
K BHOCTH

Tabnuma 3anmomaHsSETCs] B COOTBETCTBUU C pasnenoM 1 Paboueit mporpammbl AMCIMITTUHBI
(Moyst).

3 IlepeyeHb OLIEHOYHBIX CPEACTB

Tabnuua 3 — [lepedeHpb OLIEHOYHBIX CPEICTB MO0 TUCHUIUTMHE (MOYIIIO)




KonTponupyemsle MIaHUpyeMbIE pe3y
JBTaThl 00y4eHUS

Konrtpoaupyembie TeMbl

HaumeHoBaHHE OIIEHOYHOTO CPEACTBA U TP
encrasienne ero B DOC

JIACLIMIUIMHBI

Texyuii KOHTPOIb

ITpomesxyTouHas at
TecTalus

Ounas dopma oOyueHns

P1 3HaHue : HA3BIBATH BUbI 1.1. enomnpou3BoICTBO K
. . . 3a4er B NIUCEMEHHO
IOPUANICCKON M HHOM JI0 ak onHa u3 QyHkuumi ynpa | CobecenoBanue it opme
KyMEHTaIllH, B KOTOPOil 0 | BICHHA
TpaXkaeTcst ONpeIeIICHHAS
p pei 1.2. OcdopmieHue pekBu3 3aueT B IMCbMEHHO
IOPUIINIECKast I TEITLHOC CobecenoBanne N
WUTOB JJOKYMEHTOB i popme
Th, B TOM YHCJIE TIPOIIECCY
i 1.3. CocraBnenue u 0¢o
AIBHBIC JICHCTBIL bop 3adeTr B MUCbMEHHO
MJICHUE CITYKEeOHBIX JOKY CobecenoBanue it popme
MCHTOB.
1.4. Odopmienue kagpoB 3auer B NMCHbMEHHO
N bop AP CobecenoBanue N
Oif JIOKyMEHTAIINH. i popme
1.5. Pabota ¢ obpameHus 3ayeT B MICEMEHHO
CobecenoBanne N
MU TpaXKIaH. i popme
1.6. Opranusamus 10Kym
P 1L 0Ky 3aueTr B MUCbMEHHO
eHTroobopoTa B yupexnaeH | CobecenoBanue N
it popme
UH.
1.7. Homenkmnarypa u ¢o 3auer B NMCbMEHHO
CobecenoBanne N
PMUpOBaHUE JICI. i popme
1.8. IloaroTroBka Jien K 1o
3aueTr B MUCbMEHHO
CJIEAYIOLIEMY XPaHEHUIO CobecenoBanue i hopme
1 MCIOJIB30BaHUIO.
P11 YMeHHE : XapaKTepHu30BaT PazHoypoBHeBbIE 32 | 3aueT B IUCbMEHHO

b OCHOBHBIE TPEOOBaHHS
K COJEPKAHUIO IOpUANYEC
KO M MHOM TOKyMEHTAallU
U, B KOTOPOM OTpakaeTrcs
ofpezieeHHas IOPUIUYEC
Kas JIeSTeIbHOCTD, B TOM
YHCIIE IPOLECCYATIbHBIE [
elcTBUs

1.1. /IenonpousBoACTBO K

Jadyr v 3aJaHus

it popme

ak ofHa u3 QyHKUUH ynpa
BIICHHMS

Tect

3ageT B MICEMEHHO
it opme

1.2. OdopmiteHre pekBu3

PazHoypoBHeEBbIE 32
Jlaud ¥ 3aJaHus

3a4yeT B MUCEMEHHO
it popme

HUTOB JOKYMCHTOB

Tect

3a4eT B MUCHbMEHHO
it popme

1.3. CocraBienue u odop

PazHoypoBHEBBIE 32
Jlaud U 3aJaHUL

3a4yeTr B MUCEMEHHO
i popme

MIICHHE CITY)KeOHBIX JOKY
MEHTOB.

Tect

3ayeTr B MUCEMEHHO
it popme

1.4. OdopmineHne KaapoB

Pa3noypoBHeBrIE 32
Jlaudl U 3aJJaHus

3a4yeT B MUCEMEHHO
it popme

Ol JOKyMEHTALlUU.

Tect

3auer B MUCbMEHHO
i Gopme

1.5. PaboTa ¢ oOpameHus

PazHoypoBHeEBbIE 3a
Jlaud ¥ 3aJaHus

3a4yeTr B MUCEMEHHO
i popme

MU TPaXKAaH.

Tect

3auer B MUCbMEHHO
it popme

1.6. Opranuzanus 10KyM

Pa3noypoBHEBBIE 32
JTa9¥ U 3aJaHUsL

3ageT B MICEMEHHO
it opme

€HTO000POTa B yUPEKIEH
UH.

Tect

3a4yeT B MUCEMEHHO
it popme

PazHoypoBHEBBIE 3a
Ja4Yu U 3aJ1aHUs

3a4eT B MUCHbMEHHO
it popme

1.7. Homenknarypa u ¢o




pPMHUPOBAaHUEC CII.

Tect

3a4yeT B MUCEMEHHO
it popme

1.8. IToaroroska Jei K 110
CIICYIONIEMY XPaHCHHUIO
M UCIIOJIb30BAHMIO.

PazHoypoBHEBBIE 3a
Ja4Yu U 3aJ1aHUs

3a4eT B MUCHbMEHHO
it popme

Tect

3ayeTr B MUCEMEHHO
i popme

P11 HaBbIK : IMETb OIIBIT COCT Pa3HoypoBHeBbIE 32 | 3aueT B MMCHMEHHO
aBIJICHUSI FOPUAUYECKON U 1.1. lenonpou3BoCTBO K a4y U 3aJaHUs 71 (bOPMC
MHOM JOKyMEHTaluUH, B KO | aK ojHa n3 QyHKIui ynpa
TOPO# OTPaXkaeTCst ONpest BIICHHS Tecr 3a4er B MIUCbMEHHO
€JICHHAas FOPUINYECKAs J1e i popme
ATCIBHOCTD, B TOM HHCIIC PasHOypoBHEBBIE 32 | 3aueT B MHCHMEHHO
npoLeccyalbHbIe JCHCTBU o
Hp Y 1.2. Odopmienue pekpuz | A&TH M 33/1aHNA it popme
UTOB JOKyMCHTOB 3aueT B MUCHMEHHO
Tect o
it popme
PazHoypoBHEBbIC 32 | 3adeT B MUCHMEHHO
1.3. CocraBnenue u 000p | naum u 3amanus it Gopme
MJICHUE CITYKEeOHBIX JOKY
MEHTOB. Tecr 3ayeT B MICEMEHHO
it popme
PazHoypoBHeBbIE 32 | 3adueT B MUCHMEHHO
1.4. Opopmienue xkagpop | A&9M M 331aHuA it popme
Olf IOKYMEHTAITHH. 3aver B MIHCHMEHHO
Tect -
i popme
PasHoypoBHEBEIE 3a Cfa(;er B HHUCHMCHHO
it popme
1.5. Pa6ora c oGpamenus | A&TH 1 3a/aHus
MU IPaKaaH.
3ayeT B IUCbMEHHO
Tect -
it popme
Pa3HoypoBHeBbIe 32 | 3a4eTr B MHCbMEHHO
1.6. Opranuszaims 10KyM Jlaud ¥ 3aJaHus it popme
€HT0000POTA B YUPEXKIICH
3a4er B NIUCEMEHHO
Hu. Tect o
i Gopme
PasHoypoBHeBEIe 32 | 3a4eT B MHCEMEHHO
1.7. Homenknarypa u ¢po | A&TH M 3aJaHHA it popme
PMHPOBAHUE ACIL. 3a4yeT B MUCEMEHHO
Tect N
it opme
PazHoypoBHEBbIE 32 | 3adueT B MUCHMEHHO
1.8. [loaroToBKka 1en K M0 | naup u 3amanus it gopme
CIICIyIOLIEMY XPaHCHHUIO
1 MCIIOJIB30BAHKIO. Tecr 3auer B NIUCbMEHHO
it popme
P2 3HaHue : NOJ0KEHUI HOp 1.1. denomnpou3BoICTBO K
. 3a4er B MUCEMEHHO
MaTUBHBIX aKTOB, OIIpeIe ak onHa u3 GyHkuumii ynpa | CobecenoBaHue it opme
JSFOLIUX CTAaTyC Cyle U ¢ | BIICHUS
EHCKYIO ATHK
ya y y 1.2. OcopmieHue pekBu3 3aueT B IMCbMEHHO
CobecenoBanue -
WUTOB JJOKYMEHTOB i popme
1.3. CoctaBnenue u odop
3ayer B IUCbMEHHO
MJICHUE CITYKEeOHBIX JOKY CobecenoBanue it popme
MCHTOB.
1.4. Odopmienue kagpoB 3auer B NUCbMEHHO
. bop AP CobecenoBanue N
Oif JIOKyMEHTAIINH. it opme
1.5. Pabota ¢ obpameHus 3ayer B MICEMEHHO
CobecenoBanue

MH IpakaaH.

it popme




1.6. Opranu3zamnus JOKyM

3ayeTr B MUCEMEHHO

enroobopora B yupexkaeH | CobecemoBanue o
p YUpEK A it popme
WM.
1.7. Homenknatypa u ¢o 3a4eT B MUCHMEHHO
CobecenoBanue z
PMUpPOBAHUE JICI. i popme
1.8. IloaroroBka aei K Mo
3ayeTr B MUCEMEHHO
CIIEYIOIIEMY XPaHEHHUIO CobecenoBanne

" UCIIOJIB30BAHUIO.

i popme

P12 YMeHHE : OIpEACISTE MO PazHoypoBHeBbIe 32 | 3ader B MUCEMEHHO
neinb noBeneHust B kojwrek | 1.1, JlenonpousBoacTBo K | nauy u 3apanus it hopme
THBE 1 OOIIEHUS ¢ CyOheK | aK ofHa u3 GyHKIUH ympa
TaMH MPaBa B COOTBETCTB | BIICHHS Tect 3auer B MUCHMEHHO
WU C HOPMAaMHU 3aKOHOJAT i popme
CIBECTBA O CTATyce CyIeH, PasHoypoBHeBEIe 32 | 3adeT B MICEMEHHO
CyIeHCKOM 3TUKH o
1.2. Opopmnenue pexpuz | 1891 ¥ 3a1aHus it popme
UTOB I0KyMCHTOB 3ageT B NICEMEHHO
Tecr .
it popme
Pa3HoypoBHeBEIE 32 | 3adeT B MICEMEHHO
1.3. Cocrapienne 1 ohop | pauy u 3amanms it opme
MIICHHE CITy’KEOHBIX JIOKY
MCHTOR. Tect 3aueT B MUCbMEHHO
i popme
PazHoypoBHeBbIe 32 | 3aueT B MUCbMEHHO
1.4. Opopmienue xkaapop | Ad9M M 33j1aHus i popme
Oif IOKyMEHTAIINH. 3a4er B MIUCbMEHHO
Tect -
it popme
PazHoypoBHeBble 32 | 3aueT B IUCbMEHHO
1.5. PaGora ¢ obpauennst | A&TH 1 33/1aHNsA it popme
MH TpaKaH. 3ayeT B NUCbMEHHO
Tecr N
it popme
PasHoypoBHeBEIE 32 | 3adeT B MICEMEHHO
1.6. Opranuzamnus 10KyM a4y U 3a7aHUS it Gopme
€HTO000POTa B yUPEXKIEH
HIL. Tecr 3ageT B NIICEMEHHO
it popme
Pa3zHoypoBHeBEIE 32 | 3adeT B MICEMEHHO
1.7. Homenknarypa u o | A@9M M 33/1aHuA it popme
PMHPOBAHHEC ACI. 3adeT B MICHMEHHO
Tect -
i popme
PazHoypoBHeBbIe 32 | 3aueT B MUCbMEHHO
1.8. TloaroToBka 1en K 00 | naup u 3amanus it hopme
CIIETyOIIEMY XPaHEHUIO
U UCIIOJIb30BAHUIO. Tecr 3a4eT B MICHMEHHO
it popme
P2 HaBbIK : pH BBITIONHEHH PazHoypoBHeBble 32 | 3aueT B IUCbMEHHO

1 y9eOHBIX 33/1a4 IEMOHC
TPHUPOBATH STHIECKOE TIOB
e/icHue

1.1. /Ilenonpou3BoACTBO K
ak oxHa u3 QyHKIHH ympa
BJICHMS

Jauu U 3a1aHuA

i Gopme

Tect

3auer B MUCbMEHHO
it popme

1.2. OdopmiieHne pekBu3
UTOB JIOKyMEHTOB

Pa3noypoBHEBBIE 32
JTa9¥ U 3aJaHUsL

3ageT B MICEMEHHO
it opme

Tect

3a4yeT B MUCEMEHHO
it popme

1.3. CoctaBnenue u opop
MIICHHE CITy’KeOHBIX JTOKY
MEHTOB.

PazHoypoBHEBBIE 3a
Ja4Yu U 3aJ1aHUs

3a4eT B MUCHbMEHHO
it popme

Tect

3a4yeTr B MUCEMEHHO
i popme




1.4. OdopmiieHre KaapoB
Ol TOKYMEHTAIIH.

PazHoypoBHeEBbIE 3a
Jlaud ¥ 3aJaHus

3a4yeT B MUCEMEHHO
it popme

Tect

3a4eT B MUCHbMEHHO
it popme

1.5. Pabora ¢ oOparieHus
MH IpaXIaH.

PazHoypoBHEBBIE 3a
Jlaud U 3aJJaHUL

3ayeTr B MUCEMEHHO
i popme

Tect

3ayeTr B MUCEMEHHO
it popme

1.6. Opranu3zanys JOKyM
€HTO000pOTa B yUPEXKIIEH
ui.

Pa3noypoBHeBrIe 32
Jlaudl U 3aJJaHus

3a4yeT B MUCEMEHHO
it popme

Tect

3auer B MUCbMEHHO
i Gopme

1.7. Homenknarypa u ¢o
PMHUpOBaHUE /el

PasHoypoBHEBEIE 3a
JIA91 ¥ 33JJaHHS

3auer B MUCbMEHHO
it popme

Tect

3ageT B MICEMEHHO
it opme

1.8. IToaroroska Jei K 1o
CIIEYIOIEMY XPaHEHHUIO

PazHoypoBHeEBbIE 3a
Jlaud ¥ 3aJaHus

3a4eT B MUCEMEHHO
it popme

3a4eT B MUCHbMEHHO

Y UCITOJI30BaHHUIO. Tect
i Gopme
P13 3HaHue : Ha3bIBATh JOKYM 1.1. denomnpou3BoJICTBO K 3496 B HHCEMEHHO
€HT, B KOTOPOM OTpakaeT ak ogHa u3 ¢pyHkuuit ynpa | CobecemoBanue it opme
s ONIpeJICTICHHAS TIPOLIECC | BJICHUS
yalbHas JCeITCIBHOCTE U 3a4eT B MHCBMEHHO
1.2. Odbopmitenne pexBu3 >
WHas I0pUInYecKas esre dbop p CoGecenoBanue it opme
JIBHOCTE UTOB TOKYMEHTOB
1.3. CocraBnenue u odop 3446T B IHCBMCHHO
MIIeHHe cykeOHbIX MoKy [ CobecemoBanme i hopme
MEHTOB.
1.4. Odbopmitenune kaapoB 3a4yeT B MUCEMEHHO
L bop Ap CobecenoBanne >
Oif IOKyMEHTAIINH. it popme
1.5. Pabota ¢ obpareHust 3a4eT B MUCHbMEHHO
CobecenoBanue >
MU TpaxKiaH. i Gopme
1.6. Opranuzanus JoOKyMm 344ET B HHCHMEHHO
enroobopoTta B yapexaern | CobecemoBanue i Qopme
WM.
.7. Homenxkiarypa u ¢o a4yeT B IUCbMEHHO
1.7.H y 3
CobeceroBanne >
PMHpPOBAHUE JEIT. it popme
1.8. IToaroroBka Jei K 1o
3ayer B NMCHbMEHHO
CIICAYIOMEMY XPaHECHUIO CobecenoBanue 1‘/’1 ‘1’0 Me
M HCIIOIb30BaHMIO. P
PI3 YMeHHE : XapaKTepu30Bat Pa3HOypoBHEBBIE 32 | 3aueT B MACHMEHHO

b OCHOBHBIE TpeOOBaHUS C
oJiep)KaHUe JOKYMEHTALH
U, B KOTOPOH OTpaxaeTcs

OIIpeieNIeHHas IpoLeccya
JIbHAS IEATENFHOCTD U MH
asi OpUANIECcKast NeaTelb

HOCTb

1.1. Jlenonpou3BoCTBO K
aK oJHa U3 QYHKIUH ynpa
BIIEHUS

a4y ¥ 3aaHus

it popme

Tect

3a4yeTr B MUCEMEHHO
i popme

1.2. OcopmieHue pekBu3
UTOB JIOKYMEHTOB

Pa3noypoBHeBbIe 3a
Jlaud U 3aJaHus

3ayeTr B MUCEMEHHO
it popme

Tect

3a4yeT B MUCEMEHHO
it popme

1.3. CocraBnenue u odop
MIJICHHUC CJ'Iy)KC6HI>IX JOKY
MCHTOB.

Pa3HoypoBHEBEIE 3a
JTau¥ U 3aJIaHUs

3auer B MUCbMEHHO
i Gopme

Tect

3auer B MUCbMEHHO
it popme




1.4. OdopmiieHre KaapoB
Ol TOKYMEHTAIIH.

PazHoypoBHeEBbIE 3a
Jlaud ¥ 3aJaHus

3ayeTr B MUCEMEHHO
i popme

Tect

3a4eT B MUCHbMEHHO
it popme

1.5. Pabora ¢ oOparieHus
MH IpaXIaH.

PazHoypoBHEBBIE 3a
Jlaud U 3aJJaHUL

3ayeTr B MUCEMEHHO
i popme

Tect

3ayeTr B MUCEMEHHO
it popme

1.6. Opranu3zanys JOKyM
€HTO000pOTa B yUPEXKIIEH
ui.

Pa3noypoBHeBrIe 32
Jlaudl U 3aJJaHus

3a4yeT B MUCEMEHHO
it popme

Tect

3auer B MUCbMEHHO
i Gopme

1.7. Homenknarypa u ¢o
PMHUpOBaHUE /el

PasHoypoBHEBEIE 3a
JIA91 ¥ 33JJaHHS

3auer B MUCbMEHHO
it popme

Tect

3ageT B MICEMEHHO
it opme

1.8. IToaroroska Jei K 1o
CIIEYIOIEMY XPaHEHHUIO
Y UCITOJI30BaHHUIO.

PazHoypoBHeEBbIE 3a
Jlaud ¥ 3aJaHus

3a4eT B MUCEMEHHO
it popme

Tect

3a4eT B MUCHbMEHHO
it popme

P/I3

HaBbIk : UMEThH ONBIT COCT
aBJICHUS JOKYMEHTAIUH, B
KOTOPO# OTpaxaercs 1opu
JUYEeCcKast U MHasl JeATelb

HOCTBH

1.1. JIenonpou3BoACTBO K
aKk ofHa u3 QYHKIWH ynpa
BIICHHS

PazHoypoBHEBBIE 3a
Jlauy U 3aJJaHUL

3ayeTr B MUCEMEHHO
i popme

Tect

3ayeTr B MUCEMEHHO
it popme

1.2. Ocopmienue pekBu3
UTOB JIOKYMEHTOB

Pa3noypoBHeBrIe 32
Jlaudl U 3aJJaHus

3a4yeT B MUCEMEHHO
it popme

Tect

3auer B MUCbMEHHO
i Gopme

1.3. CocraBnenue u odop
MJICHUE CITYKEeOHBIX JOKY
MCHTOB.

PasHoypoBHEBEIE 3a
JIA91 ¥ 33JJaHHS

3auer B MUCbMEHHO
it popme

Tect

3a4eT B MICEMEHHO
it opme

1.4. OdopmiieHre KaapoB
Ol TOKYMEHTALHH.

PazHoypoBHEBbIE 32
Jlaud ¥ 3aJaHus

3a4yeT B MUCEMEHHO
it popme

Tect

3a4eT B MUCHbMEHHO
it popme

1.5. Pabora ¢ oOparieHus
MH IpaXIaH.

PazHoypoBHEBBIE 3a
Jlaud U 3aJJaHUL

3ayeTr B MUCEMEHHO
i popme

Tect

3ayeTr B MUCEMEHHO
it popme

1.6. Opranu3zanys JOKyM
€HTO000POTa B yUPEXKIIEH
ui.

Pa3noypoBHeBrIe 32
Jlaudl U 3aJJaHus

3a4yeT B MUCEMEHHO
it popme

Tect

3auer B MUCbMEHHO
i Gopme

1.7. Homenknarypa u ¢o
PMHUpOBaHUE /el

PasHoypoBHEBEIE 3a
JIa91 ¥ 33JJaHHS

3auer B MUCbMEHHO
it popme

Tect

3ageT B MICEMEHHO
it opme

1.8. IToaroroska Jei K 1o
CIICIYIOLIEMY XPAHCHHUIO

PazHoypoBHeEBbIE 3a
Jlaud ¥ 3aJaHus

3a4yeT B MUCEMEHHO
it popme




U UCIOJIb30BAHUIO. 3a4eT B MUCHbMEHHO

T
et it popme

4 Onucanue Npoueaypbl ONCHUBAHUS

KadectBO CcPOpMHUPOBAaHHOCTH KOMITCTEHIIMH HAa JaHHOM OJTame OICHUBACTCS 10
pe3yibraTaM TEKYIIMX W MPOMEXKYTOYHBIX aTTECTAI[Mi TPU MOMOIIM KOJUYECTBCHHOM OILICHKH,
BEIpOKEHHOW B Oaymax. MakcuMmanbHas cymma 0auioB mo guciuruimHe (Momymoo) pasHa 100

Oasiam.

O1neHoYHOE CPEeaCTBO
Bupn yuebHoit nestensHOCTH Cobecenonarie EE;H;ZSESEETIG 381 ooy Yroro
Jlexuunu[1] 10 10
[IpakTuueckue 3aHATUS 10 30 40
CamocrosiTensHas pabora 30 30
[IpomexyTouHas aTTecTanus 20 20
Htoro 20 60 20 100

[1] B cootBercTBuu ¢ [lomokeHremM 00 opraHu3ayy ¥ MPOBEACHUN TEKYIIIETO KOHTPOJIS
YCIEBAEMOCTH, TEKyLIEH 1 mpoMexyTouHoi arrectauuu cryaeHToB CK-CTO-I1J1-04-1.114-2019
(BBeneH B neiictBue npuka3oM pektopa BI'YOC ot 29.01.2019 Ne54), a umenHo 1. 4.4, nocemieHue
JIEKIUHI 1O JUCLMILTUHE OlleHuBaeTcs B 1 Oait 3a 3aHsTHe (B cymme He 6omee 20 6amioB 3a

ceMecTp.

Cymma 6annoB, HAOpaHHBIX CTYACHTOM IO BCEM BHJaM YUeOHOW JCSITEIHHOCTH B pamMKax
JVCIIATUTMHBI, TICPEBOIUTCS B OIIEHKY B COOTBETCTBUU C TAOJUIICH.

CymMma OanioB

0 JTUCHHUITIINHE

O1neHKa 10 IPOMEXY
TOYHOH aTTeCTalnuu

XapaKTepI/ICTI/IKa KaduecCTBa Cq;)OpMI/IpOBaHHOCTI/I KOMIICTCHI WU

«3a4TCHOY /

CTyIeHT 1eMOHCTPUPYET CHOPMHPOBAHHOCTD JHUCLUILUTHHAPHBIX KOMIIETEHINH, 00
Hapy>KMBaeT BCECTOPOHHEE, CUCTEMAaTHYECKoe U NTy0oKoe 3HaHHE y4eOHOro Marep
1aJla, yCBOMJI OCHOBHYIO JIUTEPATypy U 3HAKOM C JONOJIHUTEIBHOU JIUTEpaTypoH, pe

ot 91 no 100 «OTIIUIHO» KOMEHIOBaHHOMH MPOTpaMMOid, yMeeT cBOOOTHO BBITIONHATH MPAKTHUCCKHIE 3aAaHHS,
MIPEayCMOTPEHHBIE IPOTrPaMMO, CBOOOIHO ONepHpyeT NPHUOOPETEHHBIMH 3HAHUSAM
U, YMEHUSIMH, IPUMEHSIET UX B CUTYaLUsIX ITOBBILICHHOHN CJIOXKHOCTH.
CTyneHT AeMOHCTPHPYET CHOPMUPOBAHHOCTD AUCHHUILIMHAPHBIX KOMIIETCHIIUIA: OC
ot 76 110 90 «3auTeHo» / HOBHBI€ 3HAHMS, YMEHHUS OCBOEHBI, HO JIOIIYCKAIOTCS HE3HAYUTEILHbIE omuu61<1/1, HET
«XOPOLIO» OYHOCTH, 3aTPYIHEHUS [IPY aHAJTUTHUYECKUX OINEepalysix, IEpeHOCce 3HAaHUI U YMEHU
Y Ha HOBBIC, HECTAHJAPTHBIC CUTYalluH.
CTyIeHT IEeMOHCTPUPYET CHOPMUPOBAHHOCTh TUCIUAIUIMHAPHBIX KOMIICTCHITHIA: B X
«3a4TEeHO» / 0J1¢ KOHTPOJIBEHBIX MEPOIIPUSTHH JOITyCKAIOTCS 3HAUUTEIIbHBIE OIIMOKH, IPOSIBIISIETC
ot 61 1o 75 «YIIOBIIETBOPHUTEIEH s1 OTCYTCTBHE OTJIEJIbHBIX 3HAHUH, YMEHUN, HABBIKOB 110 HEKOTOPBIM JUCUUIUIMHAPH
o» BIM KOMIIETEHLIMAM, CTYIECHT HMCIBITHIBACT 3HAYNUTEIbHBIC 3aTPYAHEHUS IIPU ONIEPUP
OBaHWHU 3HAHUSIMU M YMEHUSIMH [IPU UX IIEPEHOCE HA HOBBIC CUTYALIUH.
«HE 3aUTCHOY /
or 41 10 60 P —— V crynenrta He C(poleHpOBaliLI JHCLHATIIMHAPHBIE KOMIIETEHIINH, TIPOSBIIACTCSA HENO
CTaTOYHOCTb 3HAHUW, YMEHHUH, HABBIKOB.
HO»
«HE 324TCHOY /
ot 0 10 40 P — JucuuninuHapHble KOMIIETEHIUH He cdjopMHpmiaHm. IIposiBisieTcst monHoe WU
oy NPAaKTHYECKH ITOJTHOE OTCYTCTBHE 3HAHWUM, YMEHUM, HABBIKOB.

5 IlpumepHbIe OlIeHOYHBbIE CPeCTBA

5.1 CobecegoBanue — 3amuTa HHIAUBUAYAJBHOI'0 3alaHUSA
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NN R DD =

[ToHATHS «IOKYMEHTAIIHOHHOE 00ECTIEYeHNE YITPABICHHUS» U «JI€TOMPOU3BOJICTBOY
Cayx6a 10V — dyHKIUYU U CTPYKTYpa, IIpaBa U OTBETCTBEHHOCTh

HopmartuBHo-11paBoBasi 6a3a JOKyMEHTUPOBAHHMS

[TonsiTHEe «yHU(UKAIUSA TOKYMEHTOB)» U €r0 3HAYCHHE B COBPEMEHHOM JEJIONPOU3BO/ICTBE
Crannaptuzanus 1okyMeHToB. TpedoBanus ['OCT P.6-30-2003

PexBusut. Pacnionoxenue u pasmep peKBU3UTOB

ITonsTHe «1OKYMEHT». DYHKIIMU JOKYMEHTOB

Knaccugukarus 10KkyMeHTOB

9. Cucrtembl JOKYMEHTOB
10. OpraHu3amoHHO-PaCTIOPAIUTEIbHAS CHCTEMA JOKYMEHTAIIUN
11. PacnopsauTtenbHble JOKYMEHTHI
12. OpraHu3anroHHO-IIPABOBBIE TOKYMEHTHI
13. MadopManioHHO-CITPAaBOYHbIE JOKYMEHTHI
14. JIOKyMEHTBI 10 IMYHOMY COCTaBY
15. TexHonorus paboTHI C JOKyMEHTaMH
16. OmnpeneneHne NOHATHS «IOKyMEHTO000pOTay, 00IIHe IPUHIMIIBI U METOAUYECKHE OCHOBBI
OpraHu3aluyi JOKYMEHTO00OopoTa
17. CtpykTypa u olmias XapakKTepUCTHKA JOKYMEHTOIIOTOKOB
18. Perucrpanus kak cocraBHas 4acTh TexHojoruu JJOY
19. Drarnbl NpoX0KAEHUS U UCIIOJIHEHUS UCXOASIINX U BHYTPEHHUX IOKYMEHTOB
20. Peructpaiusi TOKyMEHTOB. 3a1a4¥ ¥ MPUHIUIIBI PETUCTPALlUU
21. OcHOBHBIE NpaBUJIa UHAEKCALMH IOKYMEHTOB
22. ®opMHpPOBAHUE U XPaHEHHE JIEJI B JIEJIIONPOU3BOCTBE
23. OmnpezeneHue NOHATHS HOMEHKIIATYPHI J1el1. Buabl HOMEHKIIATyp Jein
24. TpeboBanus K (GopMyIupOBKE 3aT0JIOBKOB JIeJI B HOMEHKJIAType
25. OOpa3zoBaHue MHACKCA JeJIa B HOMEHKJIATYpe
26. Cpoxu XpaHeHUs el
27. XpaHeHHE JOKYMEHTOB B CTPYKTYPHBIX IOJPA3ACICHUSAX OpraHu3aluu
28. IloaroroBka u nepenaya Jiej B BEAOMCTBEHHBIN apXUB
29. TpeboBanus K 0POPMICHHIO JIEJT
30. OmpeneneHue U COCTaBICHUE OMUCEHN

TEMaM

Kpamkue memoouueckue ykazanusi
[Tpy mOATOTOBKE K MPAKTUYECKOMY 3aHATHUIO CTYIEHT 00s3aH MpopadoTaTh UCTOYHUKH T10
TUCHMIUIMHBL, OCHOBHYIO M  JIONOJIHUTENbHYIO JIUTEparypy (c  00s3aTeIbHbIM

KOHCIICKTUPOBAHHUEM H3YYACMOI'0 MaTCpUalia — IpHU COGCCGI{OB&HI/II/I C IpenoaaBaTejieM CTYIACHT
MOXCT UCIIOJIB30BaTh CBOU 3an1/1c1/1).

Illkana oyenku

Ornenka Bamisr Onucanue

5 5 CTYZACHT NPEACTaBII OTIMYHOE HCIIOTHEHHE C HE3HAUUTEIbHBIM YHCIIOM OIINOOK

4 4 CTYZCHT MOKa3aJ ypOBEHb BIIAJICHUS MaTEPUAJIOM BBIIIIE CPETHETO C HECKOJIBKAMH OIIHOKaMH
3 3 B 1[EJIOM NPABUJILHO, HO CO 3HAYUTEJIBHBIM KOJMUYECTBOM HEIOCTATKOB

2 0 B LIEJIOM TPABUIIBLHOE UCIIOJHEHUE ¢ KPUTHYECKUM KOJIMYECTBOM CYIIECTBEHHBIX OIINOOK

5.2 Bonpocsl k 3a4eTy (mucbMeHHas popMma)

SNk =

1.TloHATHS «TOKyMEHTAIIMOHHOE 00ECIIEYCHUE YIIPABICHUS U «JICTIOTIPOU3BOICTBOY

Cnyx06a JIOY — QpyHKIUM U CTPYKTYpa, IpaBa U OTBETCTBEHHOCTh

HopmartuBHo-1IpaBoBasi 6a3a JOKyMEHTUPOBAHHS

[TonsiTue «yHuUKaIys TOKyMEHTOB» U €r0 3HaYeHHE B COBPEMEHHOM JIETIONPOU3BO/ICTBE
Crannapruzanus nokymenToB. Tpeboanus ['OCT P.6-30-2003

PexBuzur. Pacnionoxxenue u pazmep peKBU3UTOB

[TonsiTue «10KyMeHT». DYHKIIMU JOKYMEHTOB



10.
I11.
12.
13.
14.
15.

16.
17.
18.
19.
20.
21.
22.
23.
24.
25.
26.
27.
28.
29.

Knaccugukarus 10KyMeHTOB

Cucrembl JOKYMEHTOB

OpraHu3alroHHO-pacopsIUTeIbHAs CUCTEMA TIOKYMEHTAIlUN

PacniopsinutensHbIe TOKYMEHTHI

OpraHu3alOHHO-NIPaBOBbIE JOKYMEHTHI

WHpopMannoOHHO-CIIPABOYHBIE JOKYMEHTBI

JIOKyMEHTHI 110 TMYHOMY COCTaBYy

TexHomorust paboThl ¢ JOKyMEHTaMHU

OnpezaeneHue NOHATHS «IOKyMEHTO000POTa», OOIIME TPUHITUIBI K METOJMUECKUE OCHOBBI

OpraHu3aluy J0KyMeHTo000poTa

CtpykTypa 1 o0111ast XapaKTepUCTHKa JOKYMEHTOIIOTOKOB
Perucrpanus kak cocraBHas yacTb TexHojoruu JOY

Oransl IPOXOXKACHUS U UCIIOJTHEHUS UCXOAIINX U BHYTPEHHUX JJOKYMEHTOB
Perucrparus 10KyMeHTOB. 3a1a4l ¥ IPUHIHIIBI PETUCTPALIIH
OcHoBHbIE IIPaBUJIa MHAEKCAIUU JJOKYMEHTOB

dopMupoBaHHE U XPAaHEHUE JIEJT B 1€JI0NPOU3BOJICTBE

OnpezneneHye NOHATHS HOMEHKIIATYPHI J1e1. Bubsl HOMEHKIIATYp J1en
TpeGoBanus Kk GpopMyIHUPOBKE 3aT0JIOBKOB JIEJI B HOMEHKIIATYpE
OO6pa3oBaHue MHJIEKCA Jle1a B HOMEHKIIAaType

Cpoku XxpaHeHus Ael

XpaHeHHe JOKYMEHTOB B CTPYKTYPHBIX [TOJIPA3/I€ICHUAX OpraHU3aluu
[ToaroToBka u nepenava Jei B BEIOMCTBEHHBIN apXuB

TpeboBanust K 0POPMIICHUIO J1ETT

Omnpenenenne 1 cOCTaBICHUE OIUCEH

Kpamxue memoouueckue yxazanus
[Ipy moaroroBke K 3a4eTy CTYAEHT 00s3aH NpopadoTaTh HUCTOYHUKU IO TemMam
JUCLUIUINHBIL, OCHOBHYIO U IOIIOJHUTENIBHYIO JINTEPATYPY.

IlIxana oyenku

Orenka Bamnel

Omnucanue

91-100

CTYACHT ITOKAa3bIBACT rﬂy60KI/IC OCO3HAaHHBIC 3HAHUS 110 OCBCIIAEMOMY BONIPOCY, BIAJCHUEC
OCHOBHBIMH IIOHATHSIMH, TCpMHHOHOFHCﬁ; BJIAICET KOHKPETHBIMU 3HAHUAMHU, YMEHUSAMU 10 JTaHHOM
JUCHHUIIIIMHE, OTBECT TTOJTHBIN I[OKa3aTeJ'II:HLIfI, ‘-IeTKHﬁ, FpaMOTHBIﬁ, WUTIOCTPUPOBAH MPAKTUYCCKUM
OITIBITOM HpO(i)eCCHOHaHLHOfI JACATCIIBHOCTU

76-90

CTYZAEHT IOKa3bIBaeT IIyOOKOE U TIOJIHOE YCBOGHHE COAEPKaHUs MaTepuala, yMEeHUe IPaBUiIbHO U
JI0Ka3aTelbHO U3J1araTh IporpaMMHBINA MaTepuall, JOIyCKaeT OTAEIbHbIC HE3HAUUTEIbHBIC HETOUHO
cTu B ()OpMe U CTHIIEC OTBETA.

61-75

CTYACHT NOHUMAET OCHOBHOEC COZICPIKAHUE y‘-Ie6H0ﬁ nporpamMmbl, YMECT ITOKa3bIBATh IMTPAKTUYECKOC
NPUMCHEHHUEC ITOJTYYCHHBIX 3HaHuil. BmMecrte ¢ Tem JOITyCKAaeT OTACJIbHBIC OHII/I6KI/I, HETOYHOCTHU B CO
ACPKaHUU U Oq)OpMJ'IEHI/II/I OTBETA; OTBET HEAOCTATOYHO IMOCIEAOBATEIICH, JOKA3aTCIICH U TPaMOTCH.

menee 60

CTY/ICHT UMEET CYIECTBEHHBIC IPOOEIBI B 3HAHUSIX, JOMYCKACT OMIHMOKU, HETOYHOCTH B COJICPKAHU
M paccKa3bIBaEMOT0 MaTepuaa, He BBIIEINSACT TTIaBHOTO, CYIIECTBEHHOTO B 0TBeTe. OTBET MOBEPXHO
CTHBIH, O€3/10Ka3aTeNBHBIH, JOMYCKAIOTCS PEUCBBIE OIIUOKH.

1.

5.3 UTorosblii TeCcT

1. Cucrema AOKYMEHTAIUH — 3TO COBOKYITHOCTH TOKYMEHTOB, IPUMECHAECMbIX

a) B cepe ynpaBIiIeHNUS,

0) B KaKoii-nmubo cdepe AeATeIbHOCTH;

B) B JAHHOM YUPEKICHHM;

') B KOHKPETHOM CTPYKTYPHOM IOJIPa3/ICIICHUH.

2. Ha xojajernaJibHOH OCHOBE U3AIOTCH:

a) TIOCTaHOBJICHUS,
0) mpuKa3bl M0 OCHOBHOMU JEATEIbHOCTH;
B) IPUKa3bl [0 IUYHOMY COCTaBY;

T') CTIPaBKH.




1. 3. IIpoekT npuka3za no JUYHOMY COCTABY FOTOBUTCH:
a) HAaYaJIbHUKOM KaHIIETISIPUH;
0) HAaYaTFHUKOM OTJela KaJapoB;
B) IOPUCKOHCYJIBTOM;
T') CEKpeTapeM.

1. 4. IIncbMmo, copeprxaniee coo0EeHNE 0 KAKOM-JIN00 (paKTe WM MEPONPHATHH,
nponaraHaupymoiee 1esiTeJIbHOCTh KAKOH-1100 OPraHU3alu1, Ha3bIBACTCH:
a) pa3bsICHEHUEM;
0) nH(pOPMAITMOHHBIM;
B) HAIIOMUHAHUEM;
T') TapaHTUHHBIM.

1. 5. IIpuem Ha paGoTy NpPOU3BOANTCH HA OCHOBAHUU:
a) pacropsKeHUs HadyalbHUKA OT/ela KaJlpoB;
0) IMYHOTO KeJaHus pabOTHHKA;
B) JINYHOTO 3asIBJICHUsI paOOTHHKA;
r) aBToOuorpadum.

1. 6. IucbMeHHOe corJiallieHne MeKIy OpraHu3anueid H YacTHbIM JIMIIOM 00
YCTAHOBJIEHHH TPYAOBBIX OTHOIIEHUIT HA3BIBAETCH:
a) TPYJOBBIM KOHTPAKTOM;
0) KOMMEpPUYECKIUM KOHTPAKTOM;
B) KOMMEPYECKUM JIOTOBOPOM.

1. 7. ABTOOHOrpagus COCTABJISACTCS € HEJIbIO:
a) Moucka padoThl;
0) TpyIOyCTpPOICTBA;
B) YCTaHOBJICHUS TINYHOCTH;
T') 3aBECTH TPYAOBYIO KHIKKY.

1. 8. Cayxe0Hble MMCbMA HE HMEIOT PeKBU3UTA:
a) pe30JTIoLIHS;
0) Ha3BaHUE BHJIA;
B) CCBhIJIKA Ha MHJEKC U JIaTy;
I') OTMETKA 00 UCIIOIHUTENE.

1. 9. ITouToBBIH agpec B pEKBU3NTE «aJpecar» yKa3bIBaeTcs:
a) BO BCEX JIOKyMEHTaX;
0) pa30BOMY KOPPECIIOHICHTY;
B) BBILIECTOSAIIUM OpPTaHU3ALINSAM;
') OpraHaMm BJIaCTU U YIIPaBJICHUS.

1. 10. Crangaprusanus:
a) MpOoILeCcC YCTAaHOBJICHUS U PUMEHEHUS 00pa3LioB, ITAIOHOB,;
0) mporuecc npuMeHeHUs! YHU(ULIUPOBAHHBIX (HOPM JOKYMEHTOB;
B) MPOLIECC YCTAHOBIJIEHUS MTPaBUII 0OPaOOTKU TOKYMEHTOB;
T') IPOLIECC PETUCTPALIUU JTOKYMEHTOB.
Kpamxue memoouueckue ykazanusi
Bomnpoc conepxut oauH BapuaHT oTBeTa. CTyIEHT JOJDKEH BhIOpaTh NMPaBWIBHBIA OTBET U
HanucaTh €ro HOMEpP HaIpOTHUB HOMEpa BOIIPOCca Ha JIMCTE OTBETA.

ILllxana oyenuxu



Ouerxa Basubt Onucanue

KOJIM4YECTBO BEPHBIX OTBETOB COCTABJISICT 6omee 90% ot O6IIICFO YHCIIa TECTOBBIX 3aJaHUK

KOJIMYECTBO BEPHBIX OTBETOB COCTABIACT OT 75% 110 89% 0T 0011Iero Yrcia TeCTOBBIX 3aJaHu i

KOJIMYECTBO BEPHBIX OTBETOB cocTaBisieT oT 60% 10 74% oT o0mIero ymcna TECTOBBIX 3alaHUH
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KOJIMYE€CTBO BEPHLIX OTBETOB COCTABJISICT MCHEC 60% ot o6u1er0 quciia TCCTOBBIX 3a/1aH1/1171

5.4 Ilpumep pa3HOYPOBHEBBIX 33/1a4 M 3aIaHU I

1. CocraBbTe NpHKa3 pyKOBOIMUTEISI OPraHU3aIMK O TIpHEMe Ha paboTy IOPHCKOHCYIIBTOM.

2. CocraBbTe npUKa3 00 0CBOOOXKIECHHH OT PaOOTHI B OPraHU3AIMH B CBS3U C IIEPEE3I0M Ha
HOBOE MECTOXHTEIBCTBO.

3. CoctaBbTe npuKa3 00 YBOJIbHEHUH MIEPEBOIOM B JPYTYIO OpPraHU3alHUIO.

4. CocTaBbTe XapaKTEPUCTUKY-PEKOMEH/IAIIMIO HA pA0OTHUKA BAIIETO TPEIIPUITHS JIS
MOCTYIUICHHUS €r0 B aCIIUPAHTYPY.
5. Hanmmmre 3asBjeHHE O IpUeMe Ha paboTy IOPUCKOHCYIBTOM B FOCY1apCTBEHHOE
NPEINPUSATHE 1O CBSA3U U HH(opMaTHKe «PocCBA3bUHPOPMY.
6. Hanummute 3asBieHue 0 MPeAOCTaBICHUH aJMUHIUCTPATUBHOTO OTITYCKA [0 CEMEWHBIM
0OCTOSITEIILCTBAM.
7. Hanummre aBrobuorpaduio u pesroMe, Heo0XoauMbIe 1715 0pOpMIIEHUSI JOKYMEHTOB IPU
MOCTYIUICHUHU Ha paboTy.
8. Odopmure 3amuch B TPYJO0BON KHUKKE 00 YBOJTBLHEHUH:
a) o0 COOCTBEHHOMY JKEJIaHUIO;
0) B CBSI3M C JIMKBUJAIMEH IPEATIPUATHS;
B) B CBS3M C HECOOTBETCTBHUEM BBITIOJIHIEMON PabOTHI MPEIbSIBISIEMBIM
TpeOOBaHUSM BCIIEICTBUE HETOCTATOYHON KBATU(UKALIUH.

1. CoctaBbTe IPOEKT TPYAOBOI'O AOIOBOpPA M0 HAalMY, OIIATE U YBOJIbHEHMIO.
2. CocraBbTe MpHUKa3 0 MEPeBO/I€ Ha pabOTy BHYTPH OpPraHU3alUU.
3. CocraBbTe npuka3 00 yBOJIbHEHUH pa0OTHUKA B CBSI3U C JIMKBUAALUEH MPEIPUATHSL.
Kpamxue memoouueckue ykazanus
YroObl BBINOJHUTH 3aJlaHHE, HEOOXOIUMO O3HAKOMHUTBCA C IAKETOM JOKYMEHTOB IIO
JMyHOMY cocTaBy. COBOKYMHOCTh B3aMMOCBSI3aHHBIX JIOKYMEHTOB, B KOTOPBIX 3a()MKCHPOBAHBI
ATamnbl TPYA0BOH 1€ATENbHOCTH paOOTHUKA, HA3bIBAIOTCS TOKYMEHTALUEN IO TUYHOMY COCTaBY.
Hoxymenmayuio no auunomy cocmagy (IepcoHay, Kaapam) MOXKHO KJIacCU(PHULIHUPOBATh Ha
YEThIPE FPYIIIbL:
- JIOKYMEHTaIUs, CBSI3aHHAs C KOMIIEKTOBAaHUEM IEPCOHAJIAa OPTaHU3alINY;
- JOKYMEHTALMs, CBA3aHHAs C IPOLECCOM MPOJABHKEHUS INEPCOHANa IO
ciyxoe;
- JOKYMEHTALUs], CBSI3aHHAsl C BBINOJIHEHUEM PAaOOTHUKOM TpeOOBaHMI
TPYZAOBO! AVCLMIIIINHBL
- JIOKYMEHTallUsl, CBSI3aHHAsl C MPEKpAlllEeHUEM TPYAOBbIX OTHOIIECHUMN
paOOTHUKOB C OPraHU3alUEH, C YBOJIbHEHUEM.
Oghopmnenue 0oKymenmos npu nocmynienuu Ha pabomy
[TprieM Ha MOCTOSTHHYIO pabOTy HOBOTO COTPYAHHUKA IIPHU HAJIMYUU BAaKaHTHOM TOJIKHOCTH,
IPEIyCMOTPEHHOM ITaTHBIM paclyuCaHUEM, COTIPOBOXKIAETC OPOPMIICHHEM JOKYMEHTOB: Pestome
- Ankera - TpynoBoii konTpakT - [Ipuka3 o mpueme Ha paboTy
IlIxana oyenku

Ouenka Bamner Ormnucanue

5 5 CTYCHT MPEACTABIII OTIMYHOE HCIOTHEHHE C HE3HAYUTEIBHBIM YHUCIIOM OIIHMOOK

4 4 CTYICHT [OKa3aJl yPOBEHb BIACHUS MaTEPHAIOM BBIIIE CPSJHETr0 C HECKOIbKUMH OLINOKaMH
3 3 B I[€JIOM IIPABUIILHO, HO CO 3HAYHUTEIbHBIM KOJIMYIECTBOM HEIOCTATKOB

2 0 B I[CJIOM MPABUIBHOE UCIIOJHEHUE C KPUTUYECKUM KOJIMYCCTBOM CYIICCTBCHHBIX OITHOOK
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