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Pacnpene.ﬂeﬂue YaCoB ITUCUHHUILIMHBI [0 ceMecTpaM
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OCHOBAHHE

®denepanbHBIA TOCYJAPCTBEHHBIH 00Pa30BaTENbHBIN CTAHAAPT CPEIHEr0 MPOPEeCcCHOHATLHOTO 00pa30BaHUS 10
cnermanbHOCTH 09.02.07 MHDOpManmonnsle cuctemsl 1 mporpammupoBanne (IIpukas MunmncTepcTBa 00pa3oBaHus U
Hayku Poccuiickoit @enepanyu ot 9 nexkadpst 2016 r. Ne 1547)

Pabouas mporpamma cocraBiieHa mo oopasoBaTenbHoM porpamme Hanpasienue 09.02.07 MHbopmariioHHbBIE CUCTEMBI U
nporpaMMupoBanue st Habopa 2023 rona

porpaMma cpeiHero nmpoheCCUOHAIBHOIO 00pa30BaHUs

Y4eOHblii TUIaH YTBEPKIACH yu€HbIM coBeTOM By3a oT 29.08.2023 nporokos Ne 1
[Iporpammy cocraBun(u): [IpenonaBarens, Katomosa E.B.

[Ipencenarens LIMK: bornaaps E.A.

Paccmotpeno Ha 3aceganun LIMK ot 30.08.2023 nporoxon Ne 1



1. HEJIX OCBOEHUS TUCIIUTLINHBI

1.1|Lenbto n3y4yeHus: qUCHUILIHHEI "J[OKyMEHTaIOHHOE 00ECTICUeHUE YIIPaBICHUS " SBIseTCS (POPMUPOBAHUE Y OyaymuX
CIELHAIUCTOB TEOPETUUECKUX 3HAHUM U IPAKTUUECKUX YMEHUII U HABBIKOB B 001acTU JIOKyMEHTAallMUOHHOTO 00€CIIeUeHHs
yIIpaBIIeHHs, HEOOXOIUMBIX B TPO(ECCHOHANBHOHN NeATEeNbHOCTH.

2. MECTO JJUCHUATUIAHBI B CTPYKTYPE OBPA30OBATEJBHOM ITPOT'PAMMBI

Huxn (pasnen) OOIT: | OIl

2.1| Tpe6oBanus K MpeIBAPUTEILHOI MOATOTOBKE 00y4al0OMIET0OCs:

2.1.1) Ceprudukarms HHGOPMAIMOHHBIX CHCTEM

2.1.2|Cranpmaprusanys, cepTU(UKAINS U TEXHIYECKOE TOKYMEHTOBEICHIE

2.2 I[l/lCIII/ll'lJ'II/lHLl U NIPAKTUKH, 1JIsI KOTOPbIX OCBOCHHE JAHHOM THCUMILTAHBI (MOZ[yJ'Iﬂ) He00X0IUMO KaK npeaumecTByrouiee:

2.2.1|IIpaBoBoe obecredeHue MPOheCCHOHATEHON IeSITEITBHOCTH

3. TPEBOBAHUS K PE3YJbTATAM OCBOEHUSA JUCIHUILINHBbI

3.1 3narTn

OK-01: BeioupaTth cnoco0bl pemieHust 3a1a4 npogeccuoHaJIbLHOM AeATeIbHOCTH NPUMEHUTENBHO K PAa3TUYHbIM KOHTEKCTaM

- AKTYaJIbHBIN TPO(ECCHOHANBHBIA U COIMATbHBIN KOHTEKCT, B KOTOPOM MPUXOIHUTCS Pab0TaTh M KUTh; OCHOBHBIE HCTOUYHHKU HH(POPMAIIUH
1 pecypchl A7 pelieHus 3a1a4u 1 IpoobiieM B IPpo(ecCHOHAILHOM U/UIM COLIMAIBHOM KOHTEKCTE;

- aJITOPUTMBI BBITIOJHEHUS pab0T B IPOQECCHOHABHON U CMEXKHBIX 00JIACTSIX; METOIbI paOOTHI B MPOPECCHOHAILHON M CMEKHBIX cdepax;
- CTPYKTYpY IUIaHa JUIS PELICHUS 3a/1a4; MOPSIOK OILICHKU Pe3yJIbTaToOB pellIeHHs 33/1a4 MPO(PeCCUOHANBHON AEATENbHOCTH

OK-02: HUcnoib30BaTh COBpEMEHHBIE CPEICTBA MOUCKA, AHAJIN3A U HHTEPNpeTAud HHPOPMAMH 1

uHGopManHOHHbIe TEXHOJIOTHH /I BHINOJIHEHMS 33124 NPodecCHOHANBHOI AesITeTbHOCTH

- HOMEHKJIaTYpy HH()OPMAIMOHHBIX UICTOYHUKOB, IPUMEHSEMBIX B IPO(ECCHOHATBHOMN NIESITENIbHOCTH;

- IpUEMbI CTPYKTYPHPOBaHUS HH(OpMALINY;

- bopMmaT oopMIIeHHUS pe3yIbTATOB MOUCKA HH(POPMALIUU

OK-04: I¢pdexTHBHO B3aNMO/1eiicTBOBATH U Pa00TATh B KOJUIEKTHBE U KOMAaH/IE.

- IICUXOJIOTHYCCKUEC OCHOBBI JICATCIIPHOCTH KOJIJICKTHUBA, IICUXOJIOTHYCCKUEC 0C06€HHOCTI/I JIMYHOCTH, OCHOBBI HpOCKTHOﬁ JACATCIBbHOCTH
OK-05: OcymiecTBJISITh YCTHYIO H NACbMEHHYI0 KOMMYHHKAIMIO HA TOCyAapCcTBeHHOM si3bike Poccuiickoii ®enepanuu ¢ yueTom
0cO0eHHOCTel CONUATBLHOr0 U KYJbTYPHOT0 KOHTEKCTA.

- IPUEMBI TPaMOTHOTO M3JI0)KEHHSI CBOMX MBICIIEH IIPH 0POPMIICHUH JOKYMEHTOB 10 IIPO(ECCHOHATBHON TEMAaTHKE Ha TOCYIapCTBEHHOM
A3BIKE.

OK-09: ITosib30BaThest npogeccHOHANBLHON JOKYMEHTALMEH Ha rocyIapCTBEHHOM M HHOCTPAHHOM SI3bIKAX

- IpaBUJIa IOCTPOCHUSI MPOCTHIX U CJIOKHBIX MPEIOKEHU Ha IpodeccroHaIbHbIE TEMbI; OCHOBHBIE 00IEYIOTPEOUTENILHbIE I1ar0JIbl
(6nITOBas M podeccHoHaNbHAS JIEKCHKA);

- ICKCUYECKUH MUHUMYM, OTHOCSILIIMHCS K ONMCAHHUIO MPEIMETOB, CPEJCTB U MPOLECCOB MPOPECCHOHAIBHON NESTEIbHOCTH;

- 0COOEHHOCTH NIPOM3HOLICHYS; PABHJIA YTEHHUS TEKCTOB PO(ECCHOHATBHON HANPABICHHOCTH

3.2 YMmeTnb

OK-01: BeiOupaTts cnioco0bl pemieHust 3aa4 NpogeccuoHaJILHOM AeATeJJbHOCTH NPUMEHUTEIBHO K Pa3JINYHbIM KOHTEKCTaM

- pacrio3HaBaTh 3aJa4y /Wi npodsieMy B po(heCCHOHAIBHOM W/UITH COLMAIbHOM KOHTEKCTE;

- AaHAIM3UPOBATH 33/1a4y W/WIIHM IPOOJIeMy U BEIIEITh €€ COCTaBHBIE YaCTH;

- ONIPEAENATH ATAIbI PELUICHHS 33/1a4H; BEIABIATE U () (HEKTUBHO UCKATh HHGOPMANNIO, HEOOXOIUMYIO AJISI PEIICHUS 3aJaull W/ Hin
rpo6eMsr;

- COCTAaBUTb IIJIaH JEHCTBHUS; ONPENCIUTh HEOOXOIUMBIC PECYPCHI

OK-02: HcnoJib30BaTh COBpeMeHHbIE CPeICTBA MOMCKA, AHAIN3a U HHTepnpeTanun nHopManuu u

MH(pOPMaNMOHHBIE TEXHOJOTHH VISl BBINOJTHEHHUS 32124 NPo(ecCHOHATBbHOM 1esITeJbHOCTH

- MCTI0JIb30BaTh HOMEHKIJIATYpy HH()OPMAIIMOHHBIX HCTOYHUKOB, IPUMEHSIEMBIX B ITPO(GECCHOHATBHOM NesTeIbHOCTH; IIPHEMBI
CTPYKTYpHpoBaHHs HH(POPMAIHH, & TaK ke hopMaT oGopMICHHUS pe3yabTaTOB OUCKa HHGOPMAIHH.

OK-04: DpdexTHBHO B3anMoelicTBOBATH U PafOTATH B KOJJIEKTHBE U KOMaH/IE.

- OpPraHU30BbHIBaTh PA0OTY KOJUIEKTUBA U KOMaH/Ibl;

- B3aHMOJICHCTBOBATE C KOJUIETaMH, PYKOBOJCTBOM, KJIMEHTAMH B X0OZi€ IPOGECCHOHANBHO IeATeIbHOCTH

OK-05: OcyuiecTBJISITh YCTHYIO H MUCbMEHHYI0 KOMMYHHKAIMIO HA TOcyAapcTBeHHOM si3bike Poccuiickoii ®egepanuu ¢ yueTom
0cOOEHHOCTel COUAILHOIO U KyJIbTYPHOI0 KOHTEKCTA.

- 9 peKTHBHO BBIpAXXaTh CBOM MBICITH HA YCTHOM M MTUCEMEHHOM SI3BIKE;

- YYUTBIBAaTH OCOOCHHOCTH ayAUTOPHH IIPU KOMMYHHUKALUH.

OK-09: ITosib30oBaThes NpodeccHoHANBLHOM A0KYMEHTALMelH HAa rocyiapCTBEHHOM U HHOCTPAHHOM SI3bIKAX

- HOHUMATh OOLINI CMBICT YETKO MPOU3HECEHHBIX BHICKA3bIBAHMI Ha U3BECTHBIE TeMBI (IIpodeccroHanbHbEIEe H OBITOBEIE), HOHUMATh TEKCTHI
Ha 6a30Bble IPO(ECCUOHATBHBIE TEMbL

3.3 Baagersn

OK-01: BoioupaTth cnoco0bl pemieHust 3aa4 nNpogeccuoHaJILHOM AeATeIbHOCTH NPUMEHUTEIBHO K PAa3JIUYHbIM KOHTEKCTAM

- HaBBIKaMH PabOTHI ¢ COBPEMEHHBIMH HHCTpyMeHTaMu MojenupoBanus [10;

- YMEHUEM OLIEHUBATh 3P PEKTUBHOCTH BHIOPAHHBIX METOIOB.

OK-02: cnosib30BaTh COBpeMEHHBbIE CPEICTBA MONCKA, aHAJIN3a U HHTepnpeTanun nHGopManun U HH(GpopManHOHHBIE TEXHOJIOTHH
17151 BBITIOJIHEHHUS 32124 NPodecCHOHATBHOI AesITeIbHOCTH




- HOMEHKJIaTypOoii HH(OPMALIMOHHBIX HCTOYHUKOB, IPUMEHAEMBIX B IPO(PECCHOHAIBHOM IESTEIbHOCTH, a TaK e IpHUeMaMu
cTpykTypupoBanus uHGopMaiuu 1 GopmaTom opOpPMIICHHUS PE3yIbTATOB MOUCKA HH(POPMALIUU

OK-04: O¢dpdexTHBHO B3aNMO0/1eiicTBOBATH U Pa00TATHh B KOJUIEKTHBE H KOMAaH/IE.

- IpHEeMaM{ OpTaHU3aLUH PaOOTHl B KOJUIEKTHBE M KOMaH/e

OK-05: OcyuiecTBJSITh YCTHYIO H MHUCbMEHHYI0 KOMMYHHKAIMIO HA rocyAapcTBeHHOM si3bike Poccuiickoii ®egepanuu ¢ yuerom
0cOOeHHOCTel CONUATILHOrO U KyJIbTYPHOI0 KOHTEKCTA.

- HABBIKAMHU TPAMOTHOTO ITOCTPOCHHS YCTHOW U MUChbMEHHON KOMMYHHUKAIIMN Ha TOCYIapCTBEHHOM si3bike Poccuiickoii @eneparmm
OK-09: ITonb30BaThest npogeccHOHANBLHOM JOKYMEHTAMEH Ha roCyIapCTBEHHOM M HHOCTPAHHOM SI3bIKAX

- HAaBBIKAMH [TOCTPOSHHUS MPOCTHIX M CIIOKHBIX MIPEATI0KEHHH Ha MPOo(ecCHOHATbHbBIE TEMBI; OCHOBHBIE 00IIEYIOTPEONTEIBHBIE Tar0JIbI
(ObITOBast M MpodecCHOHaANbHAS JIEKCHKA);

- 3HAHUSIMHU JISKCHYECKOTO MUHMMYMa, OTHOCSIIIIET0CsI K ONIMCAHUIO MPEMETOB, CPEICTB M IPOLECCOB NMPOPEeCCHOHANBHOM AeSTeIbHOCTH;

4. CTPYKTYPA U COAEPKAHUE JUCHUITIMHBI (MOAYJIST)

Kox HaunmenoBaHue pa3eioB U TeM /BUJ Cemectp/ | Yacos | Kommeren- | Jluteparypa | Ilpumeuanue
3aHATHSI 3aHsATHS/ Kypce A
Paznen 1.
11 IMousiTue U ponb AeNONPOU3BOJICTBA B 6 2 OK 01. OK | JI1.1JI1.2J12.1
ynpasieHun. [IoHATHE « TOKyMEHTAIlMOHHOE 02. OK 04. 31
oOecrieyeHne yrpaBiIeHIeCKOH OK 05. OK
nesirenbHocT (JOY). Yrpasienue 09.

JOKyMEHTaleH Kak 0JHO U3 QyHKIHi
ympasinenus. JJOVY kak obecriednBaronast
¢ynkuus ynpasnenus. Cinyx6a JOY. /Jlex/

1.2 JokyMmeHT u ero ¢pyHkuuu. CUCTeMBbI 6 2 OK 01. OK | JI1.1 JI1.2J12.1
nokymenTanuu. Knaccudukarms 02. OK 04. 21
JOKYMEHTOB. YHU(pUKAINSA U OK 05. OK
CTaHJAPTH3AIUS B IETIONPOU3BO/ICTBE. 09.

YHUPHUIHPOBAHHBIE CHCTEMBI
JMOKyMeHTanuu. /JIex/

13 OO0muii nopsok 0popMIICHUS JOKYMEHTOB. 6 2 OK 01. OK | JI1.1JI1.2J12.1
bnanku noxymenToB. TpeGoBaHuUs K 02. OK 04. €]
oopMIIEHIIO PEKBU3UTOB OK 05. OK 09.

OpraHU3aIMOHHO-PACTIOPSAUTEIILHBIX
JNOKyMeHTOB. /JIex/

14 OdopmiteHHE TEKCTOB JOKYMEHTOB. 6 2 OK 01. OK | JI1.1J11.2J12.1
[paBuna odopmileHHS U BbIAAYH KOTTHIA 02. OK 04. 21
noxkymentos. /Ip/ OK 05. OK 09.

15 [TonsTrHe 1 Ha3HAYEHUE OPTaHN3AIIOHHO- 6 2 OK 01. OK | JI1.1 J11.2J12.1
IIPaBOBBIX JOKYMEHTOB. BHIbI TOKyMEHTOB. 02. OK 04. ol
IMopsnok ux opopmiaeHus, 0COOEHHOCTH OK 05. OK 09,

conepxanusi. /Jlex/

1.6 [lonsATHe 1 Ha3HAUYEHUE PACTIOPSAAUTEIBHON 6 2 OK 01. OK | JI1.1 J11.2J12.1
NOKYMEHTAUK. BUibl JOKyMEHTOB. 02. OK 04. 21
[IpaBuna opopmienus. /Jlex/ OK 05. OK 09,

17 OdopmiteHHEe OpraHU3aIMOHHO — IPABOBBIX 6 2 OK 01. OK | JI1.1JI1.2J12.1
noxymenTos /TIp/ 02. OK 04. o1

OK 05. OK 09,

1.8 Cocrasnienue u opopmiIeHHE 6 2 OK 01. OK | JI1.1J11.2])12.1

pacrnopsiauTensHol nokymentauuu. /IIp/ 02. OK 04. o1
OK 05. OK 09.

19 [NousiTue HPOPMALTMOHHO-CIPABOYHBIX 6 2 OK 01. OK | JI1.1 JI1.2J12.1

JTOKyMeHTOB. Bunpl nokymentos. [Ipasmia 02. OK 04. o1

odopmienust. /Jlex/




OK 05. OK 09.

1.10 Odopmienre HHGOPMALIOHHO- OK 01. OK | JI1.1J11.2J12.1

CNPaBOYHBIX JOKyMeHToB /IIp/ 02. OK 04. o1
OK 05. OK 09.

111 Poub 1 Ha3HaUEHKE TOKYMEHTOB IO OK 01. OK | JIL.1 JI1.2J12.1
TPYIOBBIM OTHOIIEHHIM. OCOOEHHOCTH 02. OK 04. 91
JIOKYMCHTOB I10 TPYIOBBIM OTHOILIICHUSIM. OK 05. OK 09,

JIex/

112 IMopsinok cocTaBneHus u 0GOpMICHUS OK 01. OK | JIL.1 JI1.2J12.1
JIOKYMEHTOB I10 TPYJIOBBIM OTHOILICHHUSIM. 02. OK 04. €]

Mp/ OK 05. OK 09.

1.13 JloxymeHTanbHOE oopMIleHHE TIpHeMa Ha OK 01. OK | JI1.1 JI1.2J12.1
paboty /Ilp/ 02. OK 04. 91

OK 05. OK 09,

1.14 TloHsATHE TOKYMEHTAITMOHHOTO O0ECTICUCHHUS OK 01. OK | JI1.1 J11.2J12.1
YIIPaBICHIECKON IESTeTHHOCTH 02. OK 04. 21
opranuzaimu. Opranuzanus Ciyx0sr I0VY. OK 05. OK 009,

Tonoxenue o ciayx6e JOY. MHcTpykims
TI0 JIeNONPOM3BOACTBY. JlOIDKHOCTHAS
uHcTpyKuus. /Cp/

1.15 Pa3paboTka JToKaIbHBIX aKTOB, OK 01. OK | JI1.1 JI1.2J12.1
onpeIensomux paboTy ciyxosr JOV /Mp/ 02. OK 04. o1

OK 05. OK 09,

1.16 TlonsTHE ¥ MPUHIUTIBI JOKYyMEHTOOOOPOTA. OK 01. OK | J1.1 JI1.2J12.1
JIOKYMEHTONOTOKY B OpTraHU3alMH. 02. OK 04. D1
Opranu3aioHHbIe HOPMBI OK 05. OK 09,
JIeTIOTIPON3BOACTBA. Perucrpanyst
JIOKyMEHTOB: MTOHSATHE, LIEJIH, 3aa9H.

Cucrtembl ¥ HOPMBI pETUCTPALUH
(KypHaIBHas, KAPTOYHASI,
aBTOMaTH3upoBaHHast). OCOOCHHOCTH
perucTpaniy BXOASIINX, HCXOISIIHIX 1
BHYTPEHHHX JIOKyMEHTOB. /JIek/

117 Opranuzaiys rnpuemMa, pacCMOTPeHUs U OK 01. OK | JI1.1 JI1.2J12.1

perucTpanuy BXOASIIMX ToKkyMeHToB /I1p/ 02. OK 04. 21
OK 05. OK 09,
1.18 Juddepenunpopannsiii 3auet /3auérCOLY OK 01. OK | JI1.1 JI1.2J12.1
02. OK 04. 91
OK 05. OK 09,

5. ®OHJ1 OHEHOYHbIX CPEJICTB

5.1. ®oHa OLIEHOYHBIX CpeacCTB AJisl MPOBEICHUSA l'lpOMe)KyTO‘lHOﬁ aTrecraluuu




[TpomexyTo4Has aTTecTanus IpoBoauTcs B hopme auddepennuposanHoro 3adera. [lepedeHs BonpocoB Kk auddepeHInpoBaHHOMY 3a4eTy:
1. OcuoBuebie mousitus JJOVY.
2. TIpuHIMITBL IETONPOU3BOACTBA.
3. HopmarusHo-mpaBoBas 6aza JJOY.
4. Tlonsitue nokymeHra. Knaccupukanyy TOKyMEHTOB 0 pa3iiniHbIM MPH3HAKAM.
5. O6nacts npumenenus 'OCT P. 6.30-2003 r «YHudumupoBanHas cHcTeMa OpraHA3alHOHHO-PACIOPSTUTEIBHBIX JOKYMCHTOB.
TpeboBanus K 0QOPMIICHHIO JOKYMEHTOBY.
6. Posb TOKYMEHTAIIMOHHOTO OOECIICUCHHS! YIIPABICHHS B COBPEMEHHON OpraHU3aIlnH.
7. CrannapTu3anus U yHUPHUKAIKS JOKYMEHTOB.
8. OyHKINH TOKYMEHTOB.
9. [lonsTHE «PEKBU3UT AOKYMEHTa», BUIIBI PEKBU3UTOB: 00s3aTENbHbIE, JOTIOIHUTEIIBHBIE.
10. bnank noxyMeHTa. Bujpl 0J1aHKOB, MX XapaKTEPHCTHKA.
11. TpeGoBaHUs K M3TOTOBIICHHIO, YUETY M XPaHCHHUIO TepOOBBIX OJIAHKOB.
12. OcobenHocTr odopmierus fokymeHta «Ilonosxenue». [IoHATHE, PEKBU3HUTHL.
13. Pa3mernieHre peKBU3UTOB Ha OJIaHKaX IOKYMEHTOB.
14. Tlonsarue noroopa (KOHTpakTa). Busl 1oroBopoB, 0coOEHHOCTH 0QOpPMIICHUSI.
15. Ha3Hauenue, cocTaB U 0COOEHHOCTH 0(OPMIICHHS OPraHU3aIIMOHHBIX JOKYMEHTOB.
16. Ha3sHaueHue, COCTaB M OCOOCHHOCTH O(OPMIICHHUS PACIOPSIUTEIBHBIX TOKYMEHTOB.
17. Haznauenue, cocTaB U 0COOCHHOCTH OopMIieHHs] HHYOPMAIIHOHHO-CIIPABOYHBIX JIOKYMEHTOB.
18. Ocobennoctu odopmnenus nokymenta «Ilpuxasy. IlonsaTue, peKBU3UTHI, KIacCU(HKAIMSI IPUKA30B.
19. Ha3nauenue, 0coOeHHOCTH O(hOPMIICHUS JOKYMEHTa «Y CTaBy.
20. Ocobennoctu oopmiIeHUs JOKyMeHTa « AKT». [loHsTHE, PEKBU3UTHI, BUMIBI AKTOB.
21. Ocobennoctu oopmiieHus: fokymenra «IIpotokomn». [ToHsATHE, pEKBHU3HUTHI, BUBI IIPOTOKOJIA.
22. Benenue 1enoBoi IEPENICKU C 3apyOeKHBIMU KOppecnoHeHTaMu. OCOOeHHOCTH 0OpMIECHHUSL.
23. Ha3HaueHue u criocoObI COCTaBIICHHS TOBEPCHHOCTH. BUIIbI TOBEpEHHOCTEHH.
24. JToxnaHble ¥ 0OBSICHUTEIBHBIC 3aIIMCKH: Ha3HAYCHHE, COAEPIKAHUE, COCTaB PEKBU3HUTOB.
25. TpeboBaHuUs, IPEABIBIICMBIC K COCTABICHUIO TEKCTa JOKYMEHTA, YHU(GUKAIUS TEKCTa, popMa H3II0KEHUS, TIPaBHIa
COCTaBJICHHS.
26. CripaBku: BUIBI, 0hOpMIICHHE.
27. Cocrasienue u opopmiieHHue JoKkyMeHTa « TenedoHorpamMmay.
28. Cocrasienue u 0(OpMIICHHE MPETEH3HIA.
29. OrieHKa 3HAYUMOCTH JJOKYMEHTA U CPOKH XPaHECHHSL.
30. OcoGeHHOCTH Iepeiautl 1eJl B BEAOMCTBEHHBIH apXUB.
31. Ocobennoctu cocTaBneHus U opopmiteHust tokymeHTta « Tenerpamma.
32. [IpuHIUIIBI, KPUTEPUU LIEHHOCTU AOKYMEHTOB OpraHU3aliuy. DKCIepTH3a LIEHHOCTH OyMar.
33. Kommnsrorepuzaims JJOY. DiIeKTpOHHbII TOKYMEHT.
34. UcniosTHeHUE TOKYMEHTOB.
35. KoHTpOJIb HCTIOJTHEHUSI TOKYMEHTOB.
36. OdopmiieHne noKkymeHTa «3asBieHue». [IoHATHE, pEKBU3UTHI.
37. XpaHeHne JOKYMEHTOB B OIIEPAaTUBHOM ISSTEIFHOCTH M HX IIOATOTOBKA K JUTUTEIHHOMY XPaHEHHIO.
38. Cucremarun3anus 10KyMeHTOB. OCHOBHbIC IPHHIHUITEI YIIOPSAOYCHHS U XPaHSHUSI IOKYMEHTOB.
39. JIBmxeHue BHYTPEHHUX JOKYMEHTOB NPEIIIPUSTHSL.
40. Dranbl ABMKCHUS BXOSIIUX JOKYMEHTOB.
41. Dransl ABMKEHHS HCXOSIINX JOKYMEHTOB.
42. Homenknarypa nen. HazHaueHue, mopsiioK COCTaBlIeHUs U 0pOpMIICHHE: TPeOOBAHHUS K CO/ICPKAHUIO.
43. I'pynnupoBKa JOKyMeHTOB B aena. OdopmieHue nena.
44, TlepBoHavanbHast 00pabOTKa JOKYMEHTOB B YUPEKICHHN.
45. Opranuzarnus paboThl ¢ JOKyMEHTaMHU, 00paboTKa, pErUCTPaLst U KOHTPOJIb UCTIOJIHEHUSI IOKyMEHTOB.
46. OpraHu3zanus J0KyMeHT0000pOTa Ha MPEANPUITHH, YIET JOKYMEHTOB.
47. PaccMOTpEHHE TOKYMECHTOB PYKOBOAHUTEIEM. VIHMBHAYAIbHBIC H THIIOBBIC CPOKH PACCMOTPEHHMSL.
48. JloypKHOCTHBIE MHCTPYKIMY. HazHavueHue, MOpsIOK YTBEPIKACHHUS, 0COOCHHOCTH O(QOpMIICHHSI.
49. TIopsSIOK YHUYTOXKCHUS JOKYMEHTOB C HCTEKIIHM CPOKOM XPaHCHHSI.
50. CocTaB TOKyMEHTOB, 00ECIICUYHBAIONINX JOKYMEHTHPOBaHHE PabOTHI ¢ KaIpaMu.
51. Pabota ¢ koHpUAECHINATEHBIMU JOKyMEHTaMHU. [IpuMepHbIi NlepedeHb CBEACHNI COCTABIIMIONINX KOMMEPUECKYIO TalHy.
52. Cocrapinenue u 0hopMIICHHE HCKOBBIX 3asBICHUM.
53. CiiyxebHoe u genoBoe nucbMo. [Tonstue, TpeboBanus k oopMiIeHnI0. Pa3HOBHIHOCTH.
54. PaboTa c oOpamieHus MU TpaxIaH, €e OCOOCHHOCTH.
55. IMopsok odopmiteHust oOpallieHU rpaXkJIaH B apXHUB OpraHH3aLHH.
56. JIoroBop KyIUIH-TIPOJAXKH.
57. SI3BIK U CTHIIb IETIOBOH MEPEHHCKH.
58. JlenoBas nepemnucka B Oprann3alyi. Pa3HOBUIHOCTH MIHCEM.
Kpumepuu oyenuganus:
5 GaJIOB BBICTABILSIETCSI CTY/ICHTAM 32 TOJHBIH M IPAaBHUIBHBIN OTBET Ha BCE BOIPOCHI OMJIETA C JIOTHYECKAM 000CHOBAaHHEM apryMEHTOB, B OTBETE
HEeT OIHOOK.
4 Gajuia BBICTABISICTCS CTYCHTAM, CCIIH BOIIPOCHI OHIETa PACKPBITHI MOJIHOCTBIO, HO OOOCHOBAHMSI [JOKA3aTEIbCTBA HEJOCTATOYHBI, IIPH ITOM
10Ty IICHBI BE-TPH HECYIIECTBEHHBIC OLIMOK, HCIIPABJICHHbIC 110 TPEOOBAHMIO [PEIIO{aBATEIs.
3 Oayta CTaBUTCS CTyJEHTaM 3a IPaBHIbHBIM OTBET HA BOIIPOCH! OuieTa, MU 3TOM AOIMYLIEHO Oosiee OJHOM OMMOKH 10 M3JI0KEHUIO (aKTOB MIH
Gostee IBYX-TpEX HEMOUCTOB B OTBETE.
2 Gaiia CTaBUTCS CTYACHTAM, SCIH AOMYLICHBI CYLICCTBEHHbIE OIIMOKH, TOKa3aBIINE, YTO 00yJaOIIHiics He 001a1aeT 00sM3aTeIbHBIMU YMEHHAMH
10 1aHHOM TeMe B IIOJIHOM Mepe.




5.2. ®oH OLIEeHOYHBIX CpeacCTB JJisd IPOBEACHUSA TEKYLIEI0 KOHTPOJIsA

[pencrasnen B [Ipunoxennu 1 k paboueit mporpamMme TUCHUTLITHHBI

6. YA EBHO-METOJUYECKOE 1 HH®OPMAIIMOHHOE OBECIHEYEHHUE JUCHUIUVIMHBI (MOAY JIS)

6.1. PekomeHIyeMast THTepaTypa

6.1.1. OcHOBHas JINTEpaTypa

ABTOpHI, 3arnaBue HzparenscTBO, TOA Kommu-Bo
COCTAaBUTENHN
JI1.1|Ky3nenos, . H. | JokymenrainoHHoe obecnieuenue ynpasienus. |Mocksa: Uznatensctso | https://urait.ru/bcode/531526 -
JIOKyMeHTOOOOPOT U AETONPOU3BOICTBO: IOpaiir, 2023 HEOTrpaHUYCHHBIH JOCTY JUIS

y4eOHHUK U IPAKTUKYM JUTS CPEIHETO
po¢ecCHOHAIILHOTO 00pa30BaHuUs

3apEruCTPUPOBAHHBIX
II0JIb30BaTeICH

JI1.2|Doponuna, JI. A. | JokymMeHTannoHHOE obecnieueHue yrpasieHus: |Mocksa: 3maTenbcTBo
YUeOHHUK ¥ IPAKTUKYM JJIsl CPETHETO IOpaiit, 2023
npodeccuoHanbHOro 00pazoBaHUs

https://urait.ru/bcode/530252

HEOrpaHUYEHHBIN T0CTYI JJIs

3aperUCTPUPOBAHHBIX
TOJIB30BaTENICH
6.1.2. lono;THATEIbHAS JINTEPaTypa
ABTODHI, 3aryaBue HznaTenscTBO, TOA Komu-Bo
COCTaBHUTENIH

JI2.1|IyBanoBa H. H. | lokymeHTannoHHOe obecniedeHue ynpasnenus: |Mocksa: FOpaiit, 2023
yaeOHUK U npaktukyM s CI1O

https://urait.ru/bcode/531240

HEOTPaHMYCHHBIN JOCTYII IS
3aperucTpUPOBAHHBIX
MOJIb30BaTeNei

6.2. IlepeyeHb pecypcoB HH(POPMANHOHHO-TEJIEKOMMYHHKAUOHHOH ceTn ""MuTepHeT"

21 |9neKTp0HHLn“4 nokymeHToobopot https://biz-l.ru/servisy-shis/edo/?ut

6.3. IlepevyeHs MPOrpaMMHOT0 o0ecnedeHust

6.3.]0¢ucHsrit maxer - LibreOffice

6.3.41urepuer-6paysep - Chromium

6.4 IlepeyeHb HH(POPMALMOHHBIX CHIPABOYHBIX CHCTEM

6.4.J1CC «KoncynsrantIocy_

6.4.qICC «T"apanT»

7. MATEPUAJIbHO-TEXHUYECKOE OBECIIEYEHUE JUCHUIIJIMHBI (MOIY JIST)

7.1{TTomemenus uis IPOBEACHUS BCEX BUJOB PabOT, IPEAYCMOTPEHHBIX yIEOHBIM IIAHOM, YKOMIUIEKTOBAHBI

HEOOXOIUMOM CIIEIMATN3NPOBAHHON YIeOHON MEOEIBIO M TEXHUUECKUMHE CPEICTBAMH 00yJIEHHS.

8. METOAUYECKHUE YKA3AHUS JJIS1 OBYYAIOIIUXCSI IO OCBOEHUIO JTUCHUITJINHBI

(MOJLYJIST)

Meroaudeckue yKa3aHus 10 OCBOSHUIO AUCLUIUINHEL TpecTaBieHs! B [Tpuioxenun 2 k padoueil mporpaMMe TUCHMILTHHBL



https://urait.ru/bcode/531526
https://urait.ru/bcode/530252
https://urait.ru/bcode/531240
https://biz-l.ru/servisy-sbis/edo/?ut

IIpunoxenne 1

POHJ OHEHOYHBLIX CPEJACTB

OI1.13 JloxymMeHTallMOHHOE O0ecnieYeHue YIpaBjIeHUust

1. Onucanue nmoka3aresieii U KpuTepueB OLEHUBAHMS KOMIIETEHIIUI HA Pa3JIMYHbIX 3Tanax
uX (popMupoBaHus, ONMCAHNE KA OLEHUBAHUS

1.1 IMokazaTenu U KpUTEPUH OLICHUBAHUST KOMIICTEHIIHA:

VYV, cocTaBisronye
KOMIIETEHIINIO

IToka3zaTenu
OILICHUBAHUS

Kputepuu orieHuBanus

CpencrBa
OILICHUBaHUS

OK-01: BeiOupats cnoco0bl penieHus 3a1a4 nNpogecCHOHAILHOMN AesAITeTbHOCTH, TPUMEHHUTETbHO K

Pa3/IYHBIM KOHTEKCTaM.

3HaTh: CdopmupoBaBmuecs YpoBeHb 3HaHUi 00 T (1-30)
- aKTyaJbHBII NPO(EeCCHOHATBHBIN | CHCTeMATHYECKHE 3HAHUS | OCHOBHBIX HCTOYHHKAX

W COIMANbHBIH  KOHTEKCT, B | 00 OCHOBHBIX HCTOYHHKAX UHQOPMAIUH U pecypcax A

KOTOPOM NPHUXOAMTCS padoTaTh M | MHGOpPMALNHK U pecypcax Ul | pemeHus 3a1ad 1 mpodieM B

KHUTh,  OCHOBHBIC  HCTOYHHKH | pEIICHHS 3a/a4d U MpoOaeM B | IpohecCHOHaTbHOM H/HITH

nHpOpPMALIUH U npo¢eCCHOHATBHOM W/UITH COLIMAJIHLHOM KOHTEKCTE;

pecypcel JUIS pellieHHs 3ajad | | COIMAIbHOM KOHTEKCTE; ITOPUTMAaX BBITIOJTHEHUS

mpobiieM B TPO(ECCHOHANTBHOM | aNTOPUTMaX BBITIOTHEHHS paboTt B mpodeccrnoHaTEHON

W/WIIN COIIMATIbHOM KOHTEKCTE; pabot B mpoecCHOHANBHON | M CMEXHBIX 00JIaCTAX;

- aNrOPUTMBI BBITIOJIHEHUs paboT B | M CMEXKHBIX 00J1acTsX;

MPOPECCHOHATTEHON W CMEXHBIX

00JacTsAX; MeTomsl  paboOTHl B

Mpo(eCCHOHATIBHON M CMEKHBIX

chepax;

- CTPYKTYpY IUIaHa JJIsl pEIICHHs

3a7a4; TOPSJOK OIIEHKH

pe3yIbTaTOB PELICHUS 3a/1a4

npodeccroHAIBLHO IeSTeIbHOCTH

Ymern: CdopmupoaBmuecs YpoBeHb yMeHust I3 (1-6)
- pacmosHaBaThb 3ajJauy W/WJIM | CHCTeMATHYeCKHe YMEHHs | IPHUMEHSTh METO/bl PabOThI

npobsieMy B MPOodeCCHOHATBHOM
W/WIH COIHATbHOM KOHTEKCTE;

- aHAJIM3WPOBATH 3a1ady W/ WM
npobieMy W BBICHATH €€
COCTaBHbIC YaCTH;

- ONpEeneNsATh dTalbl PEIICHUS
3a]]aui; BBUIBISATH W A(PHEKTHBHO
HCKaTh nH(pOopMaIHIio,
HEOOXOIMUMYIO  JUISI  pELICHUs
3aa44 W/UIn

MpOOJIEMBI;

- COCTaBUTH ILJIaH }.IeﬁCTBPISI;
OInpCaACINTb HCO6XO,I[I/IMLIC

pecypcesl

pacro3HaBaTh 3a/1a4y H/WIN
mpo0yieMy B

PO ECCHOHATIEHOM H/WITH
COLIMAJIbHOM KOHTEKCTE;
aHAJIM3UPOBATH 32J1a4y W/WIN
po0JIeMy U BEIIETATH €€
COCTaBHbBIC YaCTH;
OMPEACIIATh STAIbl PEIICHHS
3a]1a4uM; BBISIBIIATh U
3(PEKTUBHO UCKATH
nH(popMaIuIio,
HEOOXOIUMYIO JIJIsI PELICHUS
3aJla4y¥ U/WIH IPOOIIEMBI,
COCTaBUTH IIJIaH JICUCTBUS;
OTIPEICTUTh HEOOXOAMMBIC
pecypchl; BIaieTh
aKTyaJIbHBIMU METOJaMH
paboTHI B
npodeccuoHanbHON U
CMEXKHBIX chepax;
peannu30BaTh COCTABICHHBIN
TUTaH.

B IPO(eCCUOHAITBHOMN U
CMEXKHBIX chepax;
COCTaBIIATh CTPYKTYPY IUIaHA
JUTSL PEIIIEHUS 3a/1a4;
TIOPSIAOK OLIEHKH
pe3yIbTATOB PEIICHHUS 3a/1a4
poeCCHOHATTEHOM
JEeSITETBHOCTH




Baaners:

- HaBBIKAMH paboThI c
COBPEMEHHBIMH  HMHCTPYMEHTaMH
mozenupoBanus [10;

- YMCHHEM OIICHUBATh
3 PEKTUBHOCTD BBIOpaHHBIX
METOJIOB.

CdopmupoBaBuiuecs
cucTeMaTHYeCKHe
BJIAJIEHUS] YMEHUEM
COCTaBJIATH IIAH JICHCTBHI,
NPUMEHSTD 3TO Ha MPaKTUKE
pu 0(OPMIICHUH JTOKJIAI0B
10 3a/ITaHHBIM TEMaM U MPU
BBITIOJIHEHUH MTPAKTUYECKUX
3alaHM.

YpoBeHb BilajeHUsT
croco0aMu COCTaBIICHHS
naHa JSUCTBUH,
onpeaeacHust HeOOXOTUMBIX
PECYPCOB IS PEIICHUSI
[MOCTaBJIEHHBIX 3a7a4.

13 (1-6)

OK-02: Mcnosp30BaTh cOBpeMEHHbIE CPEICTBA NMOUCKA, AHATN3A M HHTepIpeTanuu nHopManuu u
HHGpOpMaLMOHHbIE TEXHOJOIHH /ISl BBINOJTHEHUs 3a1a4 NPo¢ecCHOHATBHOM e TeJTbHOCTH

3HaThb: CdopmupoBapiuecst YpoBeHb 3HAHMIT T (1-30)
- HOMEHKJIaTypy UHGOPMALIMOHHBIX | CHCTeMATHYeCKHe 3HAHUS | HOMEHKIIATYPBI
HUCTOYHUKOB,  MpPHUMEHSIEMBIX B | 00 HOMEHKJIaType | HHPpOpMaIMOHHBIX
npodecCUOHANBHON AEATENBHOCTH; | MHPOPMAaIIMOHHBIX HUCTOYHUKOB, IPUMEHAEMBIX
- IOpuUeMbl  CTPYKTYPUPOBAHMS | HCTOUHHKOB, IPUMEHSIEMBIX | B IPO(pECCHOHATIBHOM
nH(pOpMaIInN; B po(ecCHOHAIBHOM | IeATEIBHOCTH; IPHUEMBI
- hopmar odopmieHus JeSITebHOCTHY; MPUEMBI | CTPYKTYPHUPOBAHHUS
Pe3yJIbTaTOB MOUCKA MHPOPMALMK | CTPYKTYpPUPOBAHHUS undopmanuu; hopmaT
nHpOpMaLUH; ¢dopmar | ohopmIIeHHS PE3yIbTAaTOB
opopmieHuss  pe3ynbTaTOB | MOMCKA HHPOPMAIUH
Mo¥CKa HH()OPMALIUN
Ymersn: CdopmupoBaBuiuecs YpoBenb ymenust 113 (1-6)
— MCIIOJIb30BAaTh HOMEHKJIATYPY cucTeMaTHYecKHe YMEeHHsl | HCIIOJIb30BaTh HOMECHKIIATYPY
WH(POPMALMOHHBIX UCTOYHUKOB, HCTOJIB30BaTh HOMEHKIIATYPY | MHPOPMAaITMOHHBIX
MPUMEHSIEMBIX B WH(POPMALMOHHBIX HCTOYHUKOB, IPUMEHSIEMBIX
npodecCUOHANBHON AEATENBHOCTH; | HCTOUHUKOB, IPUMEHSAEMBIX | B IPO(ECCHOHATIBHOM
MPUEMBI CTPYKTYPHUPOBAHUSI B ipodeccroHanbHOR JESITeTIbHOCTH; TIPHEMBI
nHpOpMAIIUH, a Tak xe popmat JeSITEIBHOCTH; TIPHEMBI CTPYKTYpUPOBAHUS
oopMiteHHs Pe3yIbTATOB IOUCKA | CTPYKTYPHUPOBaHUS nHpOPMALIUH, a TaK JKe
nH(pOpMAITUH. nH(pOpMAaIUH, a TaK Ke thopmat ohopmieHHS
(dhopmat ohopmiIcHHS Pe3yJIbTaTOB MOKMCKA
pe3yabTaTOB MOUCKA nHpOpPMAaLIUH.
nH(pOpMAITUH.
Bnapers: CdopmupoaBmuecs YpoBennb HAaBbIKOB I3 (1-6)
- TpUeMaMH CTPYKTYPUPOBAHHS | cHCTeMaTHYeCKHe UHQOPMAITHOHHBIMH
HHpOpPMAITUH 17§ dopmaToM | BiIageHus UCTOYHUKAMH,
oopmiieHUsT pe3ynbTaTOB TOHUCKA | MHPOPMATMOHHBIMH [IPUMEHIEMbIMH B
HHpOpPMAITUH HMCTOYHUKAMH, npodecCHOHATEHON
MIPUMEHSIEMBIMH B | AEATENLHOCTH, a  TaKke
npodeccnoHanbHON pueMaMu
NESITeNbHOCTH, a  TaKXke | CTPYKTypHUpOBaHUs
pueMaMu nHpopMaMu U (dopMaToMm
CTPYKTYpUPOBaHUS oopmieHusT  pe3yNbTaTOB
uHpopManu U ¢popmaroM | Houcka HHPOpPMALUU
opopMIIEeHUSI  pPE3yNbTAaTOB
norcka nHdopMarmu
OK-4: ¢ dekTUBHO B3aNMOAeliCTBOBATH U PAa00TATh B KOJUIEKTHBE U KOMaH/Ie
3HaTh: CdopmupoBaBmuecs YpoBeHnb 3HAHUH T (1-30)
- TICUXOJIOTHYECKHE OCHOBBI cUcTeMAaTHYeCKHEe 3HAHMS O | TICUXOJIOTHYECKUX OCHOB
JeSITeNbHOCTH KOJJIEKTHBA, MICUXOJIOTHYECKUX  OCHOBaxX | AEATENILHOCTH  KOJUIEKTHBA,
MICUXOJIOTHYECKHEe 0COOEHHOCTH JESITENIBHOCTH  KOJUIEKTHUBA, | TICUXOJIOTUYECKUX
JIUYHOCTH; OCHOBBI MPOEKTHOM MICUXOJIOTHUECKUX 0ocoOeHHOCTEH  JIMYHOCTH;
JeSITebHOCTH 0CcO0EHHOCTAX JUYHOCTH; | OCHOB MPOEKTHOM
OCHOB MIPOEKTHOM | AEATEILHOCTH
JeSITEIbHOCTH
Ymeth: CdopmupoBaBuiuecs YpoBeHb yMeHust 113 (1-6)

- OpraHu30BbIBATH pa60Ty
KOJIJICKTHBA U KOMaH/bI;

- B3aMO/ICHCTBOBAThH C KoJIieraMu,
PYKOBOACTBOM, KIIMCHTAMM B XOJIC

CHCTeMaTH4YeCKHe YMEeHUsI
OpTraHU30BEIBAThH pabOTy
KOJUIEKTHBA M KOMaH/IbI.
BzanmoeiicTBOBaTh €

B3aMMO/ICHCTBOBATH C
00y4aIOITUMHUCH,
MPETo1aBaTeIIMH,
COTPYJAHUKAMH




npoheccCHoHaIbHON AEATETbHOCTH

KOoJuI€raMu, pyKOBOACTBOM,
KIIMCHTaMMU.

00pazoBaTeILHOM
OpTraHM3aIlUU B XOJIC
00yJeHMS, a TAKKE C
PYKOBOJICTBOM U
COTPYTHUKAMU
9KOHOMHYECKOT0 CYOBEKTa
BO BpeMsl TPOXOKICHUS
MIPaKTUKHU.

Biaagern:
- IPUEMaMHU OPTaHU3AIUU PadOTHI B
KOJUIEKTUBE M KOMaHJIE

CdopmupoBaBuuecs
CHCTEeMATHYEeCKHe
BJIAJIeHUs IPHeMaMu
OpraHu3anuu paboTHl B
KOJUICKTUBE U KOMaH/Ie

YpoBenb BJIaJICHUSA
prueMaMu OpraHM3aIuu
paboTBl B KOJUIGKTHBE |
KOMaH7Ie

113 (1-6)

OK-5: OcymecTBJIATh YCTHYI0O M MHICbMEHHYI0 KOMMYHHKAIIMIO HA TOCYIapCTBeHHOM si3bike Poccmiickoii

®deepanuu ¢ y4eToM 0co0eHHOCTE

# COLMATBHOIO U KYJIbTYPHOI'0 KOHTEKCTA.

3HaTh: CdopmupoBaBmuecs YpoBenb 3HaHUsI 00 T (1-30)
- NIPUEMBI IPAMOTHOTO H3JIOKEHHS [CHCTeMATHYecKHe 3HAHUS 00 J0OCOOCHHOCTSAX COLUAIBHOTO U
CBOUX MbIcTel mpu odopMieHHH [0COOEHHOCTSIX COLMAIBHOTO U [KyJIBTYPHOTO KOHTEKCTA,
JIOKYMEHTOB 10 [KyJIBTYPHOI'O KOHTEKCTA, npaBuiiax opopMiIeHus
npodecCHOHANBHOW TEeMaTHKe Ha [mpaBuiax oGopMIIeHUs TOKYMEHTOB U IIOCTPOEHHUS
rOCyJapCTBEHHOM SI3BIKE. ITOKYMEHTOB U IIOCTPOCHHUS  [yCTHBIX

YCTHBIX COOOIIICHUIA.

COOOIICHUH.
Ymern: CdopmupoBaBuiuecs YpoBeHb 3HAHMA O I3 (1-6)
- 3(¢eKTUBHO BBIpAXaTh CBOH [CHCTEMATHYeCKHe 3HAHUS O [[PAMOTHOM H3JI0KEHUH CBOUX
MBICJIM Ha YCTHOM U NHUCBMCHHOM [PaMOTHOM H3JI0OKCHHUU CBOUX MBICJIEH U O ImpaBujIax
S3BIKE; MBbICIIEH U O TTpaBUJIax 0 OpMIIECHUH TOKYMEHTOB I10
- YYUTHIBATh 0COOEHHOCTH [0(OpMIICHHN JOKYMEHTOB 110  [IPO(ECCHOHANBHON TEMaTHKE
ayJIMTOPUU IIPU KOMMYHUKAIUH. podeccHoHaIbHON TEMAaTUKE |[HA TOCYIaPCTBEHHOM SI3BIKE,

HAa TOCYJapCTBCHHOM A3LIKE, KAaK IIPOsABUTH TOJICPAHTHOCTH

KaK IIPOSIBUTH TOJIEPAHTHOCTH |B pabo4eM KOJUICKTHBE

B pabovYeM KOJUIEKTHBE
Bnapers: CdopmuporaBmumecs YpoBeHb B1ageHHs 13 (1-6)

- HaBbIKaMH T'PaMOTHOTO
[IOCTPOEHUS YCTHOU U MUCBMEHHOM
KOMMYHHKAaLUU Ha
TOCY/IapCTBEHHOM SI3BbIKE
Poccuiickoit @enepanuu

cHCTeMaTHYeCKHe BJIaJeHus
HAaBBIKAMH TPAMOTHOTO
[TOCTPOCHUS YCTHOU U
[MMCEMEHHONW KOMMYHHUKAIIUN
Ha TOCYJapCTBEHHOM SI3BIKE
Poccuiickoii @enepanuu

HaBbIKaMH I'PaMOTHOT'O
[MOCTPOCHUS YCTHOM U
[MICbMEHHONH KOMMYHUKALMH
Ha TOCYJAapCTBEHHOM SI3bIKE
Poccuiickoit @enepannu

OK-09: ITonb3oBaThest npogeccHOHANBLHOM JOKYMEeHTAMel Ha rocyIapcTBeHHOM M MHOCTPAHHOM SI3bIKaX

3HaTh:

- TpaBWJIa TIOCTPOCHUS MPOCTHIX U
CJIOKHBIX HpeZI.HO)KeHI/Iﬁ Ha
npodeccuoHaIbHbIC TEMBI;
OCHOBHBIC 00IIEyOTPEOUTETHHBIC
[JIaroJibl (ObrTOBas u
npodeccuoHasbHasK JICKCHKA);

- JICKCHUYECKHIA MHHAMYM,
OTHOCSTIIUHCS K OITUCAHUIO
MpEeJIMETOB, CPEICTB M MPOIECCOB
po(heCcCUOHATIBHON IEATEIIbHOCTH;

- OCOOCHHOCTM MPOU3HOIICHHUS;
npaBuiIa YTCHUS TEKCTOB
PO ECCUOHATTEHOM
HaIpPaBIEHHOCTH

CdopmupoBaBuIuecs
CHCTeMaTHYeCKHe 3HAHUSA

TIPaBHUII TTOCTPOEHHUS MPOCTHIX
M CITOMKHBIX TIPEITIOKECHUI Ha
podeccHOHANBHBIC TEMBI;
OCHOBHBIX
001IeyTIOTpeONTETHHBIC
riarossl (ObITOBas U
podeccruoHasbHasK JICKCHKA);
JIEKCUYECKUIT MUHUMYM,
OTHOCSIIIMNCS K OTIMCAHHIO
[IPEIMETOB, CPEACTB U
[TpOIIeCCOB
podeccnoHambHON
1esITeIbHOCTH;, 0COOEHHOCTEN
[TPOM3HOIICHUSI; TPABUIT
UTEHUS TEKCTOB
podeccnoHambHON

HAITPaBJICHHOCTHU

'Y poBeHb 3HAHUS [IPABUII
[TOCTPOCHUS IPOCTHIX U
CII0’KHBIX ITPEJIOKEHUN Ha
Mpo¢eCCHOHATLHEIE TEMBI;
OCHOBHBIX
00IIeyoTpeOUTENbHEIC
raross! (ObITOBas U
podeccuoHanbHAas JICKCUKA),
ITeKCUYECKUT MUHUMYM,
OTHOCSIIIIUHICS K OITMCAHUTIO
[IpeIMETOB, CPEJICTB U
[IPOLIECCOB
MpoQeCCHOHATTEHOM
1esITeIbHOCTH; 0COOEHHOCTEH
[TPOV3HOIICHUS; TIPABUI
UTCHUS TEKCTOB
MpoQeCCHOHATTEHOM
HAITPaBIEHHOCTH

T (1-30)




Ymersn: CdopmupoBaBuIuecs 'Y poBeHb yMeHHsI IOHUMATh 113 (1-6)

- TOHHUMATh OOLMH CMBICI YCTKO |cpcTeMaTHYECKHE YMeHHsi | CMBICI YETKO IPOH3HECCHHbIX

TIPOM3HECEHHBIX BBICKA3BIBAHUN HA [ o oo BBICKa3bIBAHMI HA U3BECTHBIC

W3BECTHBIC TEMBI TeMbI (TIpoheCCHOHATBHBIC 1
CMBICJT YETKO MPOU3HECEHHBIX

(mpodeccroHanbHbIE U OBITOBHIE), o OBITOBBIC), TOHUMATh TEKCTHI
BHICKa3bIBAaHHI Ha N3BECTHBIC

MOHUMATh TEKCTHl Ha 0a3oBbIE Ha 0a30BbIe

TeMBbI (TIpodhecCHOHATBHBIE 1
PO eCCHOHATTEHBIE TEMBI poQeCCHOHATEHEBIE TEMBI
OBITOBBIC), TOHUMATh TEKCTHI

Ha 0a30BEIC
MpoQeCCHOHALHBIE TEMBI

Baanern: CdopmMupoBaBuInecs 'Y poBeHb BJIaIeHUSA 113 (1-6)
- HaBBIKAMU [IOCTPOCHHS IPOCTHIX [cHCTEMATHYeCKHe BJIajeHUsl [HaBbIKAMH ITOCTPOCHHUS
U CIIOKHBIX NPEATIOKECHUH Ha HABBIKAMH ITIOCTPOCHUS [IPOCTHIX M CIIOKHBIX
podeCCHOHANTBHBIC TEMBL; [TPOCTHIX M CIIOKHBIX peUIoKeHUH Ha
OCHOBHBIE OOMIEYNOTPEONUTENBHBIC  [TPEITIOKEHI Ha PO eCCHOHALHEBIC TEMBI;
riaroiisl (ObITOBast U podeccnoHaNbHBIC TEMBL; 001IeyIOTpeOUTEIBHBIMU
npodeccuoHanbHas JIEKCHKa); 001IeyTOTPeOUTETHHBIMU raroniamu (ObITOBas U
- 3HAHUSAMH JIEKCHYECKOTO rarongamu (OBITOBAS U poeccuoHaIbHAS JEKCUKA);
MUHHMYMa, OTHOCSIIIIETOCS K podecCHOHANbHAS JICKCUKA); [3HAHUAMU JICKCHYECKOTO
OIMMCaHUIO MPEAMETOB, CPCACTB U BHAHUAMU JICKCUYCECKOI'O MUHHUMYMa, OTHOCAIICTOCA K
MPOIIECCOB MPOQECCHOHATHLHON MUHUMYMa, OTHOCSIIIIETOCS K |OTTMCAHUIO TIPEIMETOB,
JeSITEITBHOCTH OTMCAHUIO TIPEIMETOB, CPE/ICTB U MPOIECCOB
CPEZICTB U MPOIECCOB npodecCHOHANTBEHON
podeccuoHaabHON e TeIbHOCTH
esITeNTbHOCTH

113 — npakmuuecxue 3a0anus, T — mecmogvle 3a0anus

2 TunoBble KOHTPOJIbHBbIE 3aJaHUSI MM MHbIe MaTepHaJibl, HEOOX0AUMbIe 1JIsl OLEHKH 3HAHMIA,
YMeHMii, HABBIKOB M (WJIM) ONBITA [eATEJbHOCTH, XapPaKTepU3YIOIIUX 3Tanbl (OpMUPOBAHMA
KOMIIeTeHIHI B Mpolecce 0CBOeHNs 00pa3oBaTe/IbHOI NPOrpaMMbl

HpaKanecmle 3aaHuA .

3aganue Ne 1.
1. Odopmurs 3asBieHHe Kaccupa 3aBoja «CBeT» C MPOCHOOM MPEIOCTABUTh YUCHHUYECKHH OTITYCK C

06.03.20  mo 18.03.20 mpomoIKUTENBHOCTBIO 13 KaJeHIApHBIX JHEH HAa OCHOBAaHUM CIPaBKU — BbI3oBa Ne
565501 01.03.20 . ®.1.0. xaccupa Banosa Mpuna IlerposHa.

2. OpopMuUTH IPHKA3 MO JIMIHOMY COCTaBY Ha OCHOBE JaHHbIX 3axanust Ne 1. ITpukas Ne 65k ot 05.03.20
«O mpenocTaBlIeHUH Y4YEHHYECKOro OTmycka» kaccupy 3aBoja W.II. MBanosno#t ¢ 06.03.20  mo 18.03.20
MIPOJIOJDKUTENBHOCTRIO 13 KalleHAapHBIX JHEH Ha OCHOBaHWM CIIpaBKU-BhI3OBa Ne 5655 ot 01.03.20 m
3asBieHust kaccupa M.II. VBanoBHO#. IlpocTaButh BH3y corjacoBaHUs HadalbHUKA oTAena KagpoB O.A.
CepreeBoii 1 0OTMETKY 00 03HAKOMJICHWH C MTprKa3oM MIBaHOBOM.

3aganue Ne 2.
1. Odopmuts mpuKa3 1Mo OCHOBHOW JesiTeNbHOCTH. B cooTrBercTBuM ¢ Pacmopsokenmem MwuHHCTpa OT

04.03.20_ Ne 115 «O06 ycuneHUH IpOTUBOIIOKAPHOM O€30MaCHOCTH U YCHJICHHH OXPaHbl B IEPUO/] Pa3AHUIHBIX
nHei» coctaBuTh mpukaz Ne 245 or 06.03.20 wm3ganHell  jgupekTopoM HaydHO-IpoM3BOJACTBEHHOTO
obwpemuHEeHUS «ATporpudop» T. Mockssl M. /1. ["aKuHBIM.

B pacnopsanTenbHOR YacTH BBIACTUTD 4 TyHKTA:

1. O6 opranmzanuu yOOpKH TEPPUTOPUN OO0BECTUHEHUS

2. O npoBepKe COCTOSHUS IMEKTPOIPOBOIKU

3. O mpemocTaBiIeHHH B CEKpeTapuarT T'€HEPaJbHOIO AWPEKTOpa CIHUCKA COTPYIHUKOB, NpeObIBaHHE
KOTOPBIX HEOOXOAUMO Ha TEPPUTOPUHN OOBETUHEHUS B [IPA3IHUUHBIC THU

4. KoHTpoIb 32 UCIIOTHEHUEM BO3JIaraeTcsl Ha riiaBHoro umkenepa oobequaenus [1.P. XKaposga.

Kaxxmprit myHKT paccMoTpeTh 1o cxeMe «Komy?», «HTo Hy)KHO cienaTh?», «J1o kakoro cpoka?y.




Hanpumep, x n.1 3aBemyromemy ckmagom O.H. HukutuHy opranu3oBaTh yOOpPKY TEPPHTOPHH [0
07.03.20__.

[IpocTaBUTh BU3Y ITaBHOTO UHKEHEPA

[ToctaButk oTMETKY 00 ncnionnutene. Mcnonuaurenem ssisiercs ConosbeBa Tenedon 302-34-56

2. Odopmuts pacnopsoxkenne Ne 137 ot  10.03.20 rnaBHOTO uWHKeHepa MOCKOBCKOTO
crankocTpouTeapHoro 3aBoma «Texmamn» J[.M. CommneBa «O BuHempenmum ctranmapta OPJI CTII 02-601» Ha
OCHOBE TPEIOKCHHBIX 00Pa3I[0B B MPUJIOKESHUH 5 1 6.

B pacnopsinuTenbHoO# yacTH yka3aTh 4 MyHKTa:

1. O Buemgpennm cranmaptra OPJI CTII 02-601 Bo Bcex ciyx0ax, Ha ydacTKaXx M B CTPYKTYPHBIX
nozpaszaeneHusx 3asoaa ¢ 01.04.20 .

2. O06 opramm3amuu 3aHsatuii Mo m3ydenumto CTII 02-601 co chmemuanmucraMum W HHXKEHEPHO-
TEXHOJIOTHYECKUM TIEPCOHANOM (¢ yKa3zaHueMm «KoMmy» 1 ¢ Kakoro ducia)

3. O0 opranuzanmu THpakupoBanus OmaHkoB OPJl, THIOBBIX TEKCTOB M YHH(PHUUIUPOBaHHBIX GOpM (C
ykazaaneM «Komy?»)

4. KoHTpoJib 3a HCIIOJHCHHEM pACIOPSHKCHHS BO3JIOKUTh Ha 3aMECTHUTENsl JAMPEKTOpa IO OOIIMM
Bonpocam M.K. buposa.

[IpocraButs Bu3y ropuckoHcyasTa I1.K. JlynoBa

IToctaButh 0OTMETKY 00 McnosHuTene. Mcnomuautenewm sigisercs JXKypasnesa Tenedon 308-34-16

3amanne Ne 3.

1. CocraButrp akt peBusuum kaccel npeanpustus TOO "Cmaprak" Ne 15 or 14.03.20 .
OcHoBaHueM sBisieTcs npukas aupexkropa Ne 165 ot 13.03.20 .

B cocraB komuccnu, IpoBoAsILIEN pEBU3HIO BXOAT:

ITpencenarens - 3am. qupekropa C.H. Kosnos

Unenst komuccun: 1. ['n. 6yxrantep H.M. Porosa

1. Cr. oyxranrep 3.A. Opnosa

2. byxranrep O.U. Yuaesa

[TpucyrcTBoBamu: 3am. ri. Oyxranrepa I'.H. Koposes

kaccup B.M. MakcumoBa

PeBusus Obina mpoBenena B mepuox ¢ 14.03.20  mo 16.03.20__

B pe3ynbrare npoBeicHHON peBU3UH YCTaHOBIIEHO:

1. OcTaTtok HalnM4HBIX JEHET B Kacce Mo cocrosHuio Ha 14.03.20  corymacHO KacCOBOM KHUTH U
JTaHHBIM OYXTaJTepPCKOro y4era JojikeH coctaBiiath 5000 pyo6.

2. ®aKTUYEeCKU OCTaTOK HAIWYHBIX JieHer B kacce coctamisier 4800 py0. Hemocraua nener B
kacce - 200 py0.

3. Henocraua HaM4HBIX JIEHET B Kacce oOpa3oBajachk Mo BuHe kaccupa B.W. MakcumoBoit

AKT cocTaBlieH B 3-X dk3eMIuIsipax: 1-i 7k3. - B gemo Ne 05-11

2-11 9K3. -AUPEKTOPY NPEANPHUITUS

3-11 9K3. - TJ1. OyXTanTepy

B npunoxenun oOwsicHUTENbHAsA 3amucka kaccupa B.M. MakcumoBoit Ha 1 1. B 1 9Kk3. (camy
OOBSICHUTENIbHYIO 3alIUCKY MHCATh HE HY>KHO, HEOOXOMMO B TEKCTE aKTa CHeNaTh MOMETKY O HAJMYHH
MIPUIIOKEHUIA)

Odopmuts rpud yreepxaeHus: nupektop A.A. bepkyt, nara yreepxkaenus 18.03.20 .

OdopmMHTh peKBU3UT "OTMETKA O HAIIPABJICHUM JOKYMEHTA B JI€JI0"

Ucnonmautens B.A. Anykun narta 25.03.20 .

2. CocTaBUTh OOBSICHUTENBHYIO 3allUCKy HAa MMs 3aBEIYIOLIEr0 OTAEJICHHEM O MpUYUHE
ono3aanus Ha 1-to mapy 17.03.20 . B TekcTe yka3arh NpUYMHY OITO3/IaHHUS.

3ananue 3.

CoctaBuTh JOKJIagHyI0 3anmucky or 18.03.20 . HamucaHHYX HaydajdbHHKOM yrnpasieHus B.O.
WNnsunsiM, anpecoBannyto I'enepanbHomy aupekropy OAO «IlepeBosku» T.II. Jlanununy o nepeBoae Ha
JOJKHOCT.

IIpnunHOM, NOCIYKMBLIEH COCTABJICHHUIO JOKIAIHOW SABJISICTCS pEOpraHu3anus CTPYKTYpBI
VhpaBieHuss M yKpylNHEHHUE OTIENOB B PE3y/lbTaTe 4Yero MPOUCXOIUT IepepachpeneseHue (QyHKIUH
COTPYJIHUKOB.

Hauvaneauk ynpasnenus WnabuH npocut nepeBectu crapiiero skoHomucta CT. HukonaeBa u3
OT/eNia aBTOMOOMJIBHBIX MEPEBO30K B TAMOXKEHHBIE OT/EN C MOCIEAYIOUIMM BHECEHUEM W3MEHEHHH B



IOTaTHOC pacIIMCaHucC.

3aganue Ne 4.

1. CoctaBuTh 3asiBIEHUE O NpHEME Ha padoTy.

HcnonHuTh HEOOXOJUMBbIE BU3bI HA 3asBICHUH.

Hanoxuts pe3oaronuio pyKoBOAUTENS IPEANPUATUS HA 3asBICHUE.

2. CocraBuTh NPO(HEeCCHOHATIBHOE PE3IOME IPOrpaMMHUCTA

3. CocTaBUTh NpHUKa3 O 3a4MCICHUM Ha paboOTy B COOTBETCTBYIOIIEE TMOApA3JCICHHE, C
OIIPEJICJIEHHOIO YUCIIA, C ONpPEJEJIEHHBIM HCIIBITaTEIbHBIM CPOKOM, C YCTAHOBJIEHHMEM YPOBHS OIUIAThI
TpyZAa COTJIAaCHO JIMYHOMY 3asBJICHUIO, BU3aM U PE30JIIOLMU HA HEM U TPYAO0BOMY JOIOBOPY.

3aganue Ne 5.

1. OTBeTbTE HA BONPOCHI:

- B YeM 3aKJIIOYAIOTCS ISJTU M 33]]a9M CITYXKObI IEITONPOU3BOICTBA?

- B YeM 3aKJIOYAIOTCS (PYHKIMH CITYXO JEIONPOU3BOICTBA?

- HA30BHUTE NPaBa M OTBETCTBEHHOCTh CIYXO JETI0NPOU3BOICTBA

- KaK ciyx0a JIeIoNnpoOr3BO/ICTBA B3aUMOJICHCTBYET C IPYTUMH MOIPA3ICICHUIMH MTPEANPHATHS?

2. OTBeThTEC HA BONPOCHI: KaKUe TPEOOBAaHUS MPEIBABIAIOTCA cekpeTapro-pedepenty? Kakumu
poeCCHOHATFHBIMU U JIMYHBIMH Kau€CTBAMU OH JIOJDKEH 00J1a1aTh?

3. IlpeacraBbTe HATIAIHO OPraHU3AIMOHHYIO CTPYKTYPY KaHIEISIPUU MaJIoro MPEANPHSITHS.

4. IIpencTaBbTe HATJISITHO OPTaHU3AMOHHYIO CTPYKTYPY KaHIICISIPHUH KPYITHOM OpraHu3alny.

3aganue Ne 6.

1. CocraBpTe HHPOPMAIMOHHOE MHUCHBMO O TMPOAAXKE YACTHBIM U TOCYJapCTBEHHBIM
MPEANPUITHAM MEPCOHATBHBIX KOMITBIOTEPOB MO JOTOBOPHOUM CTOMMOCTH M O BO3MOXKHOCTH IPUHUMATD
3aKa3bl HA COCTABJICHUE MPOTPAMM.

2. CocraBbTe NUCHMO-TIPUTJIAIIEHUE OPraHU3allMOHHOTO KomuTeTa «BepTommeHTtp» ¢
MPEAJIOKEHUEM  TMOCETUTh  MEXAYHApPOJHYI0  CHEIUAIM3UPOBAHHYKO  BBICTABKY  «OKOHOMMS
MaTepUalIbHBIX M TOIUTUBHO-DHEPreTUYECKUX PECYpCOB B CTPOUTEIHCTBE M MPOMBIIUICHHOCTH.
BricTaBka mpoXouT B MaBUILOHE BHICTABOYHOTO KOMILIeKca B T. PocToBe - Ha - JloHy.

3. OdopmMuth >KypHaT ydeTra BXOJAIIMX JIOKYMEHTOB: HOMeEp JOKyMmeHTa 171/-3; cpoxk
ucnonHenus 27.12 2022; ucnonuutens Ceprees; mata mokymenta 18.12.2022; ucxomsmmii Ne 1-2/82;
aBrop-otnpaButenb OOO «3Dpay; KpaTkoe cojepkaHHe (3aroJioOBOK) Jara TMOCTYIUICHUS JTOKYMEHTa
21.12.2022 o cokpamenuu noctaBok THT 22.12.2022; noanuck ucnonnutens Ceprees.

Kpurepun onenuBanus:
3a ceMecTp CTY/ICHT JAOJDKEH BBIMOJIHHUTH BCE 33/IaHUS.

- OLEHKa 5 (KOTIMYHOY») BBICTABISICTCS, €CJIM 3aJaHUs BBINOJIHEHBI CAMOCTOSTEIBHO, B IIOJTHOM 00beMe, HaliieHa,
000011IeHa U CHCTeMaTH3UpOBaHa HeoOXoauMasi HHPOpPMAITUs

- orieHKa 4 («XOpOIIO») BEICTABISAETCS CTYACHTY, €CIU 3aJaHus BBITOTHEHBI CAMOCTOSITEIHHO, B TIOJTHOM 00BEME,
OJTHAKO JIOMYILIEHbl HE3HAYUTEJIbHBIC OIIMOKH, UCTIPaBICHHBIE TPY YKa3aHUHU HA HUX

- omeHka 3 («yIOBIETBOPUTEIHHO») BBICTABISIETCS CTYIEHTY, €CIIM 3aJlaHMs BBIMOJIHEHBI CaMOCTOSTENHHO, B
MOJTHOM 00BEME, OJJHAKO JIOMYIIEHBI OIIMOKH, UCIIPABIICHHBIE C 3aTPYAHEHHEM IPH YKa3aHUU Ha HUX

- OIleHKa 2 («HEYIOBICTBOPHUTEIHLHOY) BBICTABISIETCS CTYACHTY, €CIIA 33/IaHUS HE BEITIOJHEHBI B TIOJTHOM 00bEMe.

TecToBBIC 3a1aHUA

1. JIOKyMEHTUPOBaHUE — 3TO:
a) TpUJlaHUE OPUAMYECKON CHJIbl TNPUHATOMY YIPABIEHUYECKOMY pPEIICHHIO C IOMOIIBIO
JOKYMEHTOB;

0) 3aIUCh B COOTBETCTBUH C 3aKOHOJIATEIHCTBOM;
B) CO3/IaHHUE JIOKyMEHTOB, T.€. 3aIHCh [0 YCTAHOBJICHHBIM (pOpMaM HEOOXOAUMOM ISl yIpaBICHHUS
nHpopMaIuu.

2. JIoKyMEeHTaIlMOHHOE 00ECTIICUCHHE YITPABICHUS — ITO:
a) OTpaciib JESATEIbHOCTH, 00eCHeunBaionias IOKYMEHTHPOBAHWE W OPTraHU3alMI0 pPabOThHl ¢



o(UIMaTBHBIMU IOKYMEHTaMU;

6) nmpuem U 00pabOTKa TOKYMEHTOB, HEOOXOIMMBIX JUIsI IPUHATHS YIPABICHUECKUX PELICHUH U
peann3anuy yrpaBIeHIeCKuX (QyHKITHIIH;

B) 3allUCh IO YCTAHOBJIEHHBIM (opMaM HMHPOpPMALUHU, HEOOXOOUMOH MO peanu3aluu
YIIPaBICHYECKUX PELICHUH.

3. OmnpeneneHne TEPMUHA «TOKYMEHTY:

a) 3aUKCHpOBaHHAs HAa MaTepUaIbHOM HOCUTENe MH(OpPMAIHs C PEKBU3UTAMU, MMO3BOJISIFOIIIMMU
ee UICHTU(UIPOBATS;

0) CpeAcTBO 3aKpeIIeHHs PAa3JIMYHBIM CIIOCOOOM Ha CHEUHaTbHOM MAaTEpUAIbHOM HOCHTENE
nHpoOpMaIKU 00 YIPaBICHYSCKHX PEIICHUSX;

B) MaTepUABHBINA OOBEKT C 3alleUaTIICHHON HHpOpMaIuei.

4. Cornacuno tpeboBanusaM, ycranoBieHHBIM B ['OCT P 6.30-2003, kaxxmoe mpeanpustue
00513aHO IPUMEHSATH:

a) oOmmii 61aHK, OJTaHK MpUKa3a, OJJAHKH KOHKPETHBIX BUIOB IOKYMEHTOB;

0) OyiaHk mpeAnpusTUs, OJaHK MHCbMa, OJIAaHKH KOHKPETHBIX JTOJDKHOCTHBIX JIHII,

B) OJIaHK TTUChbMa, 00N OJIaHK, OJIAHKM KOHKPETHBIX BUJIOB JOKYMEHTOB.

5. @opmynsp-o0pazel; OpraHu3aluOHHO-PACIOPAIUTENILHOTO TIOKYMEHTA IIPEICTaBISIET COOO0M:
a) MakeT OJIaHKa JOKYMEHTA, TOATOTOBJIEHHOI'0 K M3/1aHUI0 TUIIOTPahCKUM CIOCOO0M;

0) oOpa3ser OJaHKa JOKYMEHTA;

B) CXEMY PacIOJI0KEHUs PEKBU3UTOB OPraHU3al[MOHHO-PACIOPSIAUTEILHOTO JOKYMEHTA;

r) oOpa3el] KOHKPETHOIO BUa OpraHu3allMOHHO-PACIIOPSIUTENBHOIO JOKYMEHTA.

6. B kakoMm BapuaHTe OTBETa MPABUIHLHO HA3BaHBI PEKBU3UTHI O0IIETO OJIaHKA:

a) HAMMCHOBAHHUE OPTraHM3alliy, dIMOJIeMa OpraHHu3aIliy WM TOBAPHBIM 3HAK, HAMMEHOBAHUE BUJA
nokymenta, OI'PH, MHH/KITIII, 3aronoBok kK TEKCTy, ajpecar;

0) HauMEHOBAaHHME OpTraHHW3aIlMM, MECTO JUIs BHAA JOKYMEHTa, JaTa, PErHMCTPAIlOHHBIM HOMEp
JIOKYMEHTa, MECTO COCTABJICHHUS;

B) HaMMEHOBaHUE opraHuzauuu, koj opranusamuu, OI'PH, MHH/KIIII, cnpaBouHbie gaHHBIE 00
OpraHM3allfy, AaTa, pETUCTPALIMOHHBIN HOMED, CChUIKA HA PETUCTPALMOHHBIA HOMEP U ATy JOKYMEHTA.

7. Hymeparus cTpaHul] JOKYMEHTA MPOU3BOIUTCA:
a) 1O LEHTPY HUKHETO T0JIS;

0) B IpaBOM HUKHEM YTy TOKYMEHTA;

B) 110 LIEHTPY BEPXHETO MO,

I') B [IpaBOM BEPXHEM YTy JOKYMEHTA.

8. PEKBU3HUT TOKyMEHTA — 3TO:
a) (pupMeHHBbIN OJaHK;

0) OCHOBHas 4acTh JOKYMEHTA;
B) €r0 OT/JENIbHAs YacTb.

9. Kakue croco0sI O(I)OpMJ'ICHI/ISI AAaThbl B JOKYMCHTAX ABJISIFOTCA HpaBI/IJ'IBHLIMI/I?

a) 05.02.07. 1) 5 ¢espans 2007 T.
0) 05.02.2007 r. e) 07.02.05

B) 05 denpans 2007 r. x) 05 despansg 2007
r) 2007.02.05

10. O6s13aTeIbHOMY YTBEPIKICHHIO MOJICHKAT:
a) MPUKa3bl;

0) cy>keOHBIE 3aICKH;

B) KOHTPAKTBI;

T') ITaTHOE PaCIUCaAHUE;

1) rapaHTUIHbIE MHCbMa.

11. ABTOpOM Ci1y’>keOHOTO IHCbMa SIBJISETCS:



a) IOJDKHOCTHOE JIUIIO, TIO/IMHUCABIIEE TOKYMEHT;
0) UCTIOTHUTEIb, COCTABUBIIUH JTOKYMEHT;
B) OpraHu3aIys, OT UMEHHU KOTOPOU OTIPABIISIETCS TUCHMO.

12. Ha xakom ciy>ke0HOM MUCbME IPOCTABIIAETCS CChIJIKa HA HOMEP U JaTy JOKYMEHTa:
a) rapaHTUHHOM;

0) COITPOBOIUTEIHLHOM;

B) OTBETHOM;

T') IUPKYJISPHOM;

1) Ha BCEX MHUChMaX.

13. Yro siBRsieTcs JaTOM MPOTOKOJIA:
a) JaTa MOANUCAHUS;

0) maTta 3aceaHus;

B) JlaTa PETUCTPALIUU.

14. OT™MeTKa 0 KOHTPOJIE IPOCTABIIAETCS HA TOKYMEHTE:
a) Ha BEPXHEM I10JI€ B IPaBOM YTIIY;

0) Ha HIKHEM T0JIe B TIPABOM YTIIY;

B) Ha JIEBOM I10JI€;

T') MPOU3BOJILHO.

15. PexBusur «lloamuch» Ha MTOKYMEHTaX, MOIIMMCHIBAEMBIX JBYMS JIOJDKHOCTHBIMH JIMI[AMH
OJTHOTO YPOBHS, 0OPMIISICTCS:

a) B J1Ba psijia Ha OJJHOM YPOBHE;

0) 0JTHa TIOJIITUCH TIOJ] IPYTOIA;

B) 10 OJTHOM MOJIKCH B TBOWHOM KOJHYECTBE IK3EMILIAPOB JOKYMEHTA.

16. B pe3ynbTare pacCMOTPEHUS pYKOBOJUTEIEM BXOISIIETO JOKYMEHTA Ha HEM TTOSIBIISIETCSI:
a) MO/IIHKCH;

0) pe3otonus;

B) BU3a.

17. Pe3onronyst MpocTaBiseTCs:

a) B IPaBOM BEPXHEM YTIIY;

0) Ha MOJIAX JOKYMEHTa;

B) Ha JII0OOM CBOOOJTHOM MECTE IOKYMEHTAa, KpOME TOJIEH;
r) noj pekBuzuToM «lloamnuce.

18. Kakoii pekBU3UT HEe BXOIUT B (hOpMYJIsip IPUKa3a [0 OCHOBHOMU JI€ATEIbHOCTH:
a) Ha3BaHHE OpraHU3aluy;

0) BUJ JOKYMEHTA;

B) MECTO M3/IaHUS;

I) aapecar;

1) 3ar0JIOBOK K TEKCTY.

19. JIoOKyMEHTOOOOPOT YUPEIKICHUS PEATU3YETCs B BUJIE JOKYMEHTOIIOTOKOB:
a) BHEIITHUE, BHYTPEHHUE;

0) opuIaNbHbIe, TUYHBIE;

B) MHGOPMAIMOHHBIE, PACTIOPSAUTEIHHBIC;

T') 10 OCHOBHOM AESITENbHOCTH, IO JTUYHOMY COCTaBY;

1) BXOJAIIUE, UCXOISIINE, BHYTPEHHUE.

20. Kakue 1OKyMEHTBI SIBJISIFOTCS PACIOPSAIUTEIbHBIMMU:

a) JOJDKHOCTHAsI MHCTPYKIIHS, IPUKa3, pelIeHNne, YKa3aHue, yUpeIUTeIbHbIN T0roBOp (KOHTPAKT);
0) mpuKkas, peleHue, yKazanue, MoCTaHOBJICHUE, PACTIOPSHKCHHE;

B) pelLIEHHE, JOrOBOP (KOHTPAKT), YKa3aHUE, IPUKa3, IPOTOKOJI, PACIIOPSKEHUE.



21. Kakue TOKyMEHTHI ABIISIOTCS OpraHU3allMOHHBIMU:

a) ycTaB, IOJOXEHHUE, MHCTPYKLUS, CTPYKTypa M IITaTHAs YHUCIEHHOCTb, IITAaTHOE paclUCaHUE,
MIpaBUIIa;

0) ycraB, IOJIOXKEHHME, MPOTOKOJ, IMOCTAHOBJIEHME, IpPaBUJA, IUTATHOE paclUCaHHE, JOTOBOP
(KOHTpAKT);

B) YCTaB, IIOJIOKEHHUE, MHCTPYKLUS, IITATHOE PACHUCAHUE, TpaBUiIa, IPUKa3, JOroBOp (KOHTPAKT).

22. Bxoasmuii JOKYMEHT MPOXOAUT CICAYIOIINE 3Tarbl 00padOTKH:

a) COCTaBJICHHE TPOCKTa — COIVIACOBaHUE — oOQopmIIeHHE — MOMANUCAHUE — PETUCTpaIUs —
WCIIOJTHEHUE — HAIpaBJICHUE B JIENIO;

0) mpuem — mepBuyHas oOpabOTKa — TPEIBAPUTEIHLHOE PACCMOTPEHUE — PACCMOTPEHUE
PYKOBOJMTENIEM — UCIIOJIHCHHE — HAIIPaBJICHUE B JICIIO;

B) COCTaBIIEHHE MPOEKTa — COTJacoBaHWE — OQOPMIICHHE — TMOANHCAHUE — PETUCTPALUS
WCIIOTHEHUE — OTIPABJICHHE;

r) TpueM — TepBHYHAsS 00paboTKa — NPEIBAPUTEIHLHOEC PACCMOTPEHUE — PErHCTpaIus
paccMOTpeHHe PYKOBOAUTENEM — UCIIOTHEHUE — HAPaBIIEHUE B JIENI0;

1) odhopmiieHUE JOKYMEHTOB — IOJINMCAHUE — PETUCTPALHS — COTJIACOBAHHE — YTBEPKICHHE —
OTIpaBKa.

23. Vcxonsmuii TOKyMEHT MPOXOAUT CIICAYIOIINE 3Talbl 00pa0OTKH:

a) COCTaBJICHHE IPOEKTa — COIIacoBaHWe — O(OpMIICHHWE — TOANUCAHHE — PETHUCTPALs
WCIIOJTHEHUE — HAIIPABJICHHE B JIEJIO;

0) mpueM — TiepBOHAYallbHAs 00pa0OTKa — TPEABAPUTEIHHOEC PACCMOTPCHHE — PAacCMOTPEHHUE
PYKOBOJIUTEIIEM — UCIIOJIHEHHE — HAIIPABJICHHUE B JICJIO;

B) COCTaBJIEHHE IPOEKTa — COIJaCOBaHME — OQOpPMIICHHE — MOJNHCAHUE — PETUCTpalus —
WCIIOJTHEHUE — OTIPABKa;

r) odopmieHne NOKyMEHTa — TOANMCAHWE — PETHCTPAlHsS — COTJIACOBAHWE — YTBEPKICHUE —
OTIIpaBKa.

24. BHyTpeHHHH JOKYMEHT IPOXOAUT CIEAYIOIIUE 3Tanbl 00pabOoTKu:

a) COCTaBICHHE IIPOEKTa — COINIacoBaHME — O(OpMIEHHE — TMOANHUCAHHE — pPErucTpanus —
WCIIOJIHEHUE — HAIPaBIIEHUE B JIENO;

0) mpueM — mepBOHadalbHas O0pabOTKAa — IMPEABAPUTEIBHOE PACCMOTPEHUE — PACCMOTpPEHHE
PYKOBOJUTENIEM — UCIIOJIHEHUE — HAIIPABIICHUE B JIEJIO0;

B) COCTaBJICHHE IPOEKTAa — COIJIACOBaHUE — OQOpPMIICHHE — MOJNHCAHUE — pPETUCTpalus —
OTIIPaBKa;

r) IpueM — IepBOHavalbHas 00paboTKa — MpeABapUTENbHOE PACCMOTPEHUE — pErucTpanus —
paccMOTpEHHE PYKOBOAUTEIIEM — UCIIOJHEHUE — HAIIPABIEHUE B JIENIO;

1) oopMieHHE TOKyMEHTa — IMOJINHCAHUE — PETUCTpalUs — COIIACOBAaHME — YTBEP)KACHUE —
OTIIpaBKa.

25. OcHoBaHuUeE U3AaHUs MPUKa3a IO OCHOBHOM JIEATEbHOCTH CO/IEPIKUTCS:
a) B 3aroJIOBKE;

0) B KOHCTaTHPYIOLIEH YacTH TEKCTa;

B) B IIpUJIaraeMbIX JOKYMEHTAaX;

T') B pacloOpsIIMTENIbHONW YaCTH TEKCTa MPHKa3a.

26. OcHoBaHUeE U3/AaHUs IPUKa3a 00 YBOJIBHEHUH COTPYAHUKA (PUPMBI COIEPIKUTCS:
a) B 3aroJIOBKE;

0) B KOHCTaTHPYIOLIEH YacTH MPUKaA3a;

B) B o3uuu Tekcta «OcHOBaHUEY;

T') B IpUJIaraeMbIX JOKYMEHTAX;

1) B paCHOPSIAUTEIIbHOM YacTH TeKCTa MPUKa3a.

27. CpokH XpaHEHHs JOKYMEHTOB MOT'YT YCTaHABJIMBATh:
a) pyKOBOJIUTEb OpraHU3allu;
0) 3aBeyIOIINN BEIOMCTBEHHBIM apXHBOM;



B) HaYaJIbHUK CyKOb1 IOV
T') 9KCIIEPTHO-TIPOBEPOYHBIC KOMUCCHH aPXUBHBIX YUPEKICHUH.

28. Homenkunarypa nien — 3t1o:

a) CIIMCOK CTPYKTYPHBIX TOApa3elieHH GUpMBI;

0) criucok z1e1 PUPMBI ¢ yKa3aHUEM CPOKOB XpaHEHUS;
B) CIIMCOK JIJI, TIEPEIaBAEMbIX B apXUB.

29. HoMeHKIIaTypa JieJl OpraHu3aliy MOIJICKHUT NEPEYTBEPIKICHHIO:

a) KaXIbIH TOJI;

0) pa3 B J1Ba roja;

B) pa3 B TpH roja;

I') pa3 B IIATh JIET (B CiIy4ae, €ClId CTPYKTypa M (DYHKIHMH OPTraHU3AIMH KOPEHHBIM 00pa3oM He
HU3MCHSLTHCH ).

30. KakuM u3 nepeunciieHHbIX HOpPMaTUBHBIX aKTOB PYKOBOJCTBYeTCA ciryx0a JI0Y?
a) JIOTOBOPOM

0) MOCTaHOBJICHUEM

B) 3aKJIFOYCHUEM

I') IO0JIOXKEHUEM

HNHcTpyKIUs M0 BHIMOJTHEHUIO.

[Ipy BHINOTHEHHHM TECTOBBIX 3aJaHUI OOYYAIOUIMIiCS JOHKEH BHIOpaTh OJWH MIU HECKOJIbKO
BEPHBIX OTBETOB W3 MPEIIOKEHHBIX BAPUAHTOB.

Kputepuu onenvuBanus:

- OLICHKA 5 («OTJINYHO») BBICTABIIACTCS, €CIIU IIPaBUIIbHBIE OTBETHI 1aHbl Ha 85-100% Bompocos

- OIIcHKA 4 («XOPOIII0») BBICTABJISCTCS CTY/ICHTY, €CJIH IIPaBUIIbHBIC OTBETHI NaHbl Ha 65-84% Bompocos

- OIICHKA 3 («YJOBJICTBOPUTEIBHOY») BBICTABIISICTCS] CTYJICHTY, €CJIM MPaBUIIbHBIC OTBETHI JaHbl Ha 50-64%
BOIPOCOB

- o1leHKa 2 («HEeYIOBIETBOPUTEIHHOY) BHICTABISAETCS CTY/ICHTY, €CJIH MPaBUIIbHBIC OTBETHI IaHbI HA
Menee 50% TeCcTOBBIX 3aJaHUi

3. Meroanyeckue MaTepuaJibl, ONpe/e/siioliue Npoue1ypbl OleHUBAHUS 3HAHMI, YMEHUI,
HABBIKOB M (WJIM) ONBITA 1S TeJbHOCTH, XapaKTePU3YIOIIMX 3Tanbl (JOPMUPOBAHUS KOMIIETEHIU I

IIpouenypa oueHMBaHMS 3HAHWW, YMEHHWH, HaBBIKOB U (WIM) ONBITa JEATENbHOCTH,
XapaKTEepU3YIOMINUX 3TAIbl JOPMUPOBAHUS KOMIETEHIIMNA COCTOUT U3 TEKYILIEro KOHTPOJIS.

Texkymmii KOHTPOJIb YCIIEBAEMOCTH IIPOBOAMUTCS C HCIIOJIB30BAHMEM OLIEHOYHBIX CpEACTB,
MIPE/ICTAaBICHHBIX B 1. 2 JAHHOTO MPUJIOKEHUS. Pe3ynbTaThl TEKYIIEro KOHTPOJISI TOBOAATCS IO CBEICHUS
CTYJEHTOB JI0 IPOMEKYTOYHON aTTECTALIUU U YUYUTHIBAIOTCS NIPU OLICHWBAHNHN 3HAHUM, YMEHMM, HABBIKOB
U (MJIK) OMBITA ACSITENBHOCTH.



puioxenne 2

METOJIWYECKHE YKAZAHMS J1JI51 OBYYATOINXCS IO OCBOEHUIO
TACIATLITAHBI

OIl.13. lokymMeHTAllHUOHHOE 00ecreyeHue ynpaBjieHust

Metoauueckue yKa3aHus JUisl CTYACHTOB 110 ocBOeHMIO aucuuiuiebl OI1.13. JlokymeHTanmonHoe
oOecrieyeHrne YIpaBIeHHs SBISIOTCS YacThio paboueil mporpamMmbl JUCHUIUIMHBL (TIPHIIOKEHHEM K
paboueii mporpamme).

Pabowas mporpamma mucrmmmuHsl OIL13. JlokymMeHTanmmoHHOE OOECTIeYeHNE YIpPaBICHHUS
YTBEPXKAACTCA AUPEKTOPOM KOJIEIKA MUl M3ydeHus AUcUUIIMHBL Omnpenenser Leau U 3a4adu
IMCUUIUIAHBL, (OpMHUpYEMBbIE B XOJA€ €€ HM3yYeHHS KOMIIETEHIIMM M MX KOMIIOHEHTHI, COJIEp)KaHHE
M3y4aeMoro Marepuaia, BUJbl 3aHATUH U 00bEM BBLIACIAEMOro y4eOHOIO BPEMEHH, a TaKXKe MOPsAIOoK
u3ydeHus: W mpenogaBaHusi ydeOHoM muctmmummebl  OIL13.  JlokymeHTanmmoHHOE obecneueHue
yIIpaBJICHHSL.

Jist  caMoCTOsITeNNbHON yueOHOH pabOTHl CTYACHTa BaXHOE 3HAUCHUE WMCIOT pa3Jieibl
«CTpyKTypa U cojep)kaHue JUCLUIUIMHBL (MOAYIA)» U «Y4eOHO-METOAMYECKOe M MH(POPMALMOHHOE
o0ecrieueHrne JUCHUIUIMHBI (MOAyns)». B mepBoM yKka3bpIBalOTCSl pas3ieiabl U TEMbl H3ydyaeMoi
JUCLUIUIMHBL, a TaK)Ke BUIBI 3aHATHH U IUIAHUPYEMbIl 00beM (B akaJeMHYECKHX 4Yacax), BO BTOPOM —
peKoMeHayemMasl JuTepatypa M IepeuyeHb pPecypcoB HH(GOPMallMOHHO-TEIEKOMMYHHKAIMOHHON CETU
"NutepHer". Pabotas c¢ pabodeil mporpaMMol IUCHMIUIMHBI, HEOOXOIUMO OOpaTUTh BHMMaHHE Ha
clieayolee:

— HeKoTopble pazzaensl uian Tembl aucuumuimHbel OIL13. JlokymeHTanMoHHOE oOecreueHue
yIOpaBleHUs HE pa3OUparoTCs Ha JIEKIMSIX, a BBIHOCATCS Ha CAMOCTOSTEIbHOE H3YyYEHHE 10
pekoMeHayeMoi yueOHO! TuTepaType U ydeOHO-MeTOAMUECKUM pa3padoTKaM;

— cojepKaHHE TEM, BBIHECEHHBIX Ha CaMOCTOSTEIbHOE H3Y4YEHHE, B 00s3aTEIbHOM MOpSIKE
BXOJIUT COCTABHOM YacCThIO B TEMBI TEKYILLETO U MPOMEKYTOYHOTO KOHTPOJIS;

Jlis MOAroTOBKM K TEKyLIEMY KOHTPOJIIO CTYJAEHTbI MOTYT BOCIOJIB30BAaThCS OLEHOYHBIMU
cpeAcTBaMu, TMpejacTaBieHHbIMU B Ilpmnoxenun 1 kx pabouel mporpamme aucuumuinebsl OI1.13.
JIoKyMeHTaIlMOHHOE 00ecTieueHNe YIPaBICHUS.

1. Onucanue NoC/1e10BATEIbHOCTH JAeHCTBHII CTYy/eHTA

[Mpuctynmas K W3Y4YEHHWIO MUCHUIUIMHBI HEOOXOJMMO B TIEPBYIO OdYepelb O3HAKOMUTHCS
comepxkanueM paboueir mporpammbl auctumuiiHbl - OI1.13.  JlokyMeHTanmMoHHOE OOecTeueHUe
yhpaBieHus, rae B pasaene «CTpyKTypa U CoJepikKaHue TUCHUIUTMHBI (MOJYIsi)» TpHUBENEHO oOlIiee
pacrpeiesieHie 4acoB ayIUTOPHBIX 3aHITHI M CAaMOCTOSATEIHLHON paboThI o TeMam nuctuuruiiabl OI1.13.
JIoKyMeHTaIlMOHHOE O0ecTieueHUE YIIPABICHUS U BUJAM 3aHSATHIA.

3aorom ycmemHoOro ocBoeHus guciuiuimHabl  OIL13.  JlokymeHTarimoHHOE OOecTIeUeHHe
YIPABICHUS SIBISETCA MOCEUIEHUE JEKIIMOHHBIX 3aHATUN U BBIMOJIHEHUE IPAKTUYECKUX 3a/IaHHH, TaK KaK
MIPOITYCK OJTHOTO, a TeM 00Jiee HECKOJIBKHUX 3aHATUN MOXET OCJIOKHHUTH OCBOCHHE Pa3zesioB Kypca.

Jlekuuy UMEIOT LENbIO 1aTh CUCTEMAaTU3MPOBAHHBIE OCHOBBI HAYyYHBIX 3HAHHMM MO COAEPHKAHUIO
mucturmuabel OI1.13. JlokymeHTanmoHHoe oOecrniedeHue ympaBieHus. [Ipu u3ydeHnn u mpopaboTke
TEOPETUYECKOT0 MaTepraia HeoOX0aUMO:

— IOBTOPHUTHh 3aKOHCIEKTHUPOBAHHBIA HA JIEKIMOHHOM 3aHATUM MaTepHall U JOMNOJHUTH €ro C
Y4€TOM PEKOMEHOBAHHOM 110 JaHHOU TEME JINTEPaTyphl;

— IIPU CAMOCTOSITEJIbHOM M3YYEHHHM TEOPETUYECKOW TEMBbI MOATOTOBUTh KOHCHEKT, MCHOJb3Ys
PEKOMEHIOBaHHBIE B pabouell mporpaMme AUCIMILIUHBI JIUTEPATYpHbIE HCTOYHHKU W DJICKTPOHHBIC
o0pa3oBaTeNbHbIE PECYPCHI;



— OTBETUTh Ha KOHTPOJIBHBIE BOIIPOCHI 110 TEME.

[TpakTuyeckue 3aJaHUs MPOBOISATCS C LENbIO YIITYOJeHHUS W 3aKperyIeHUs 3HaHUM, MOTy4eHHBIX
Ha JICKIHSIX, B TIPOIIECCE CAMOCTOSTEIHPHOM paOOTHI C yUeOHOM TUTEPaTypOil.

B xone mpakTHueckoro 3agaHus 0OydaroIMecss BBIMOJIHSAIOT OJHO MPAKTUYECKOE 33/JaHUE IO
PYKOBOJICTBOM IpenojaBaTessl B COOTBETCTBUU C U3y4aeMbIM COJEpKaHUEM y4eOHOro MaTepuaia.

Brimonnenune o0y4daronMes NpakTHYECKUX 3aJaHUH IIPOBOAUTCS C LENbIO:

- CUCTEMaTHU3aLUH U 3aKPEIICHUS MOJIYyYCHHBIX TEOPETUYECKUX 3HAHUN U MPAKTUYECKUX YMEHUH;

- YIi1yOJIeHUs] TEOPETUUECKUX 3HAHUN B COOTBETCTBUHU C 3aIaHHOU TEMOM;

- (GOopMHpOBaHHUA YMEHHH HPUMEHATh TEOPETUYECKUE 3HAHUSA IPU PEIIEHUH IOCTaBJIECHHBIX
BOIIPOCOB;

- pa3BUTHS OOLIMX KOMIIETECHLIUH Y 00yJaromuxcs;

- Ppa3sBUTHS  TBOPYECKOM  WHMIMATUBBI,  CAMOCTOSATEIBHOCTH,  OTBETCTBEHHOCTH U
OpPraHU30BAHHOCTH.

Brimonnenue 00y4aronmMucs NpakTHYECKUX 3a1aHUI HAaIlPaBIICHO Ha:

- 000011IeHIe, CUCTEMATU3ALUIO, YIIIYOJIeHHE, 3aKPEIUIEHUE TIOIYYEHHBIX TEOPETUYECKUX 3HAaHUM
10 KOHKpeTHBIM TeMaM auciumuiuabl OI1.13. JlokymeHTanmonHoe obecriedeHue yrpaBieHus,

- (hopMupoBaHKE YMEHUIN MPUMEHSTh MOJYYECHHbIE 3HAHUS HA MPaKTHKE, pealu3alMio eJUHCTBA
MHTEJUIEKTYAJIbHOW U ITPAKTUYECKON NEeATEIbHOCTH;

- BBIPA0OTKY IpU PELICHUM MOCTABJICHHBIX 33Jau TaKuX Mpo(ecCHOHANIBHO 3HAYUMBIX KadyecTs,
KaK CaMOCTOSATEIBHOCTh, OTBETCTBEHHOCTh, TOYHOCTh, TBOPYECKAsI HMHUI[UATUBA.

[Tpu moAroToBKe K MPaKTUUYECKOMY 33JaHUI0O HEOOXOIUMO M3YYUTh UM IOBTOPUTH JIEKLIMOHHBIN
Marepual 110 COOTBETCTBYIOIIEH TEME.

2. CamocTosiTe/ibHAsi paboTa CTy/1eHTa

CamocrosTenbHas paboTa - 3TO BHJ Y4eOHOH JeATeNbHOCTH, IpeJHa3HAuYeHHBIH Ui
npuoOpeTeHus] 3HAaHWW, HABBIKOB M yMEHUH B o0beme wu3ydaemoil mucrmmamael  OIL13.
JlokyMeHTallMOHHOe ~ o0ecreyeHue  ympasiieHus corjacHo — TpeboBanusim  PI'OC  cpennero
npodeccnoHalbHOTO  00pa30BaHUsA, KOTOPBIM BBINNOJHAETCA OOYYaAIOUIMMUCS HMHIMBUIYaIbHO U
IpernosiaraeT akTUBHYIO POJIb CTYJCHTA B €€ OCYILECTBICHUH U KOHTPOJIE.

[{enu camocTOsTENIbHON pabOTHI:

= CHUCTCMATH3alusgd M 3aKpCIJICHUC IIOJTYUCHHBIX TCOPCTUUCCKUX 3HaHUH | MMPAKTUYICCKUX YMGHPIﬁ
CTYJICHTOB;

- yruyOJieHHe U paciiupeHne TEOPEeTHUECKUX 3HAHUH;

- ¢opMHpOBaHHE YMEHHMH MCIHOJb30BaTh HOPMATUBHYIO, IIPABOBYIO, CIIPABOYHYIO JOKYMEHTALUIO WU
CHELUAIBHYIO JIUTEPATYPY;

- Ppa3BUTHE II03HABATENIBHBIX CIHOCOOHOCTEH W AaKTHMBHOCTH CTYIEHTOB: TBOPYECKOH HHUIMATHUBHI,
CaMOCTOSITETILHOCTH, OTBETCTBEHHOCTH M OPTaHU30BAHHOCTH;

= q)OpMI/IpOBaHI/Ie CaMOCTOATCIIBHOCTHU MBIIIJICHHA, cIocoOHoCTEH K CaMOpPAa3BUTHIO,
CaMOCOBEPHICHCTBOBAHHIO U CaMOpC€ain3aiinum,

= BOCHHUTAaHHUEC CAMOCTOATCIbPHOCTH, KaK JINYHOCTHOI'O Ka4€CTBa 6y11ymero crienualimucra,

= Ppa3BUTHUC UCCIICAOBATCIIBCKUX yMeHI/Iﬁ
CamocrositennpHass pabota crynaeHta mo ydeOHod mucummuimae OIL13. JlokymeHTarmoHHOE
obecrieueHre ypaBICHHS BBITIOTHICTCS:

= CaMOCTOATCIIbHO BHC paCIliuCaHusAg yqe6Hbe 3aH§[THﬁ;
= C HCIIOJIb30BAHUEM COBPEMCHHBIX 06pasoBaTeanHx TCXHOHOFHI;'I;

= MapajuiCJIbHO U BO BBaHMOHCﬁCTBHH C ayAUTOPHBIMH 3aHATUAMU.

Bonpocsl, He paccMOTpeHHbIE Ha JEKIHUSIX U MPAKTHUECKUX 3aJlaHHH, JOJDKHBI ObITh HM3yYeHBI
CTYIGHTAaMHM B XOJ€ CaMOCTOSTENbHOW paboThl. KOHTpOIb caMOCTOSATENbHOW pabOThl CTYAECHTOB Hal
y4eOHOI TporpaMMoil Kypca OCYIIECTBISICTCS B XOZ€ 3aHATHH MeToaoM ompoca. B xoxe
CaMOCTOSITENIbHOM pabOThl KaXIbld CTYAEHT 00s3aH IPOYUTaTh OCHOBHYIO M JONOJHUTEIbHYIO
IuTepaTypy IO HU3y4aeMOM TeMe, JONOJHUTh KOHCIEKTHl JICKIMM HEAOCTAIOIKUM MaTepUaIOM.
BeinuckaMu K3 pEKOMEHIOBAHHBIX IEPBOMCTOYHHMKOB. BBIIENUTH HENOHATHBIE TEPMHHBI, HAWUTH HX
3HAQYECHUE B DHIMKIIONECIUYECKUX CI0BAPIX.

3. PexoMeHnaanuu no padore ¢ JUTEPATYpPOil U HCTOYHMKAMU



Paboty ¢ nuteparypoii ciaeayeT HauMHATh C aHayim3a padodeit mporpamMmbl auctumumasl OI1.13.
JlokyMeHTaIllMoHHOe O0ecrieueHre YIpaBlIeHUs, COJIEpKallell CIUCOK OCHOBHOW M JOMOJIHUTEIBLHON
JUTEpaTypHl.

B ciyqae BO3HUKHOBEHUS 3aTpyIHEHU B TOHUMAaHUU Yy9eOHOTO MaTepuaia ClIeyeT 00OpaTUThCS
K IpYTMM UCTOYHUKAM, TJI€ U3JI0’)KEHUE MOXKET OKa3aTbcs 00Jiee TOCTYITHBIM.

Pabora ¢ nmuTeparypoil He TOJIBKO MOJIE3HA KAaK CPEICTBO Oosiee TiIyOOKOro M3ydeHUs 000U
mucturuabl OI1.13. JlokymMeHTanmoHHOE OOecredeHue YIpaBICHUs, HO M SIBISETCS HEOThEMIIEMOM
9aCcThIO MPOPECCHOHATBHON ACSITETLHOCTH OYAYIIETO BBITYCKHUKA.



