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1. O0mas xapakTepucTHKa pado4yeil NPOrpaMMbl AU CHHUILIMHBI

1.1. MecTo iMcuMIJIMHbI B CTPYKTYpPe OCHOBHO# 00pa3oBaTeIbHON NPOrpaMMbl
VyebHas IUCHUILIAHA OI1.02 «J/lokyMEeHTaIlMOHHOE H TpaBoOBOe obecreueHne
yIpaBJICHUS» SBISIETCSA YacThIO 00HIENPO(ecCHOHAIIEHOTO UKJIAa OCHOBHOW 00pa30BaTEeIbHOM
MIPOTPaMMBI B coorBerctBUU ¢ @DI'OC CIIO mo mpodeccun 09.01.03 Omnepatop
UH(POPMALIMOHHBIX CHCTEM U PECYPCOBY.
Oco0oe 3HaueHne nNpoQecCuoOHANbHBIN MOAY/Ib HMeeT Mpu (GOPMUPOBAHUU U PA3BUTUU

OK 01.; OK 02.; OK 04.; OK 05.; OK 09.; IIK 1.1.; TIK 1.2.
1.2. llenn 4 mi1aHupyeMble pe3yJibTaThl 0CBOEHHS TUCHUILIUHBI:
B pamkax mporpaMMbl y4eOHOM TUCHUIUIMHBI OOY4YarOIIMMHUCS OCBAUBAIOTCS YMEHUS

Y 3HAHUS

Koa IIK, OK Yvennsa 3Hanus
OK 01, - IPUMEHSTh cpezcTsa | - OCHOBHBIE TOHSATHS
OK 02, MH(POPMAIMOHHBIX TEXHOJOTHH JUIs | JOKYMEHTAIIMOHHOTO  00eCreYeHHs
8§ 8451, petieHus MpopeCCHOHANBHBIX 3aa4; | YIIPABJICHHS,
OK 09, - TPaMOTHO HW3JIaraTh CBOM MBICIHM U | - HOMEHKJIATypa HH(POPMAIHOHHBIX
HK 1.1, oopmIIATH JIOKYMEHTBI 10 | HCTOYHUKOB, PUMEHSEMBIX B
IK12 npo(ECCHOHANBHON  TEMaTHKe Ha | Mpo(eCCHOHATBHON IeSITEIHOCTH,

rOCyJapCTBEHHOM SI3BIKE;

- c037aBaTh JOKYMEHTbl Ha OCHOBE
11a0JIOHOB;

-0pOpMIIITE  JJOKYMEHTALUIO B
COOTBETCTBUU C HOPMaTUBHOMN
0a30i, ucnoabp3ys HWH(GOPMAIIHOHHBIE
TEXHOJIOTHH;

- B3aUMOJCHUCTBOBATH C KOJIJICraMH,

- TOHSTHS MYOJUYHBIX U TPUBATHBIX
JIOKYMEHTOB;

- TpeOOBaHUA K
0(hOpMIICHHIO TOKYMEHTOB;

COCTaBJICHHUIO H

- OCHOBHbBIE CTaHJApThl O(OPMIICHUS
TEKCTOBBIX U TAOJIMYHBIX JTOKYMEHTOB;
- OCHOBHBIE MpaBuja U TpeOOBaHUS K
CTPYKTYpE JOKYMEHTOB;

PYKOBOJACTBOM, KIMEHTAaMH B XOJI€ | -OPTaHU3AlHMI0  JIOKYMEHTO00O0poTa:
npohecCHOHANBEHOM NesTeNbHOCTH npuemM, 00paboTKy, perucTparmuio,
-HCII0JIb30BATh KOHTPOJIb, XPaHEHHE JIOKYMEHTOB,

TCIICKOMMYHHUKAIIMOHHLIC
TCXHOJIOTHHN B QJICKTPOHHOM

JIOKYMEHTO000pOoTE.

HOMCHKIJIATYpy ACII.

1.3. KoanyecTBO 4acos,

O0TBOAMMOC Ha

JTUCIHUIIINHEI

Bcero yacos —36 yacos

C npenooasamenem 30 uacos,
B TOM YHCII€ CAaMOCTOsITeNIbHasE paboTa —6 JacoB.

2.

ocBOeHHe oOmenpodeccnoHATbHON

CTpykTypa u coaep:kanue 00uenpodeccHOHAIbHOH TMCUMILINHBI
2.1. O0beM AMCHUILIUHBI M BH/IbI Y4eOHOH padoThl

Buj yue6Hoii padoThl

O0beM B
yacax




O0bem 00pa3oBaTeIbHOI NPOrPaMMBbl

36

KoncyabTanum

CymmapHasi yueOHasi HArpy3Ka BO B3aHMO/IeiiCTBHH ¢ NpenogaBaTeieM 30
B TOM YHCJIE:

JICKIINH, YPOKH 10
IPAKTUYECKHE 3aHSTHS 20
JlaGopaTopHnas pabota

CamocrosiTeibHas pabora 6

HpOMe)KyTO‘lHaH aTTecTanms — 3a4eT ¢ OMEeHKOH

2.2. TemaTuyeckuii MJIAH U coJep:KaHue YUeOHOH TUCIMILTHHBI

®opmupye

Haumeno Coaepxxanue yueOHOro MaTepuaa, O0b 6Mble

BaHHe Ja0opaTopHble U MPaAKTHYecKHe padoThbl, IPUKJIATHON eM n(;)ol;:cecﬁo

pasiaesioB MOAYJ1b yaco
U TeM (ecu mpeyCMOTPEHBI) B HaTbHbIe
KOMIIeTEeHI]
U
1 2 3 4
Pa3nes 1. HopmaTuBHO-MeTOoANYecKast 6a3a JOKYMEHTALMOHHOIO
o0ecrnieyeHusi ynpaBJeHHs
Tema 1.1. | Coaep:xkaHue yueOHOIro MaTepuasa 1 OK 01, IIK
Beenenne | 1. [lonstue o nokymenrte. Bussl, GyHKIIUHU, CBONCTBA, 1.2.
B THUIIBI U CTPYKTYpa JOKYMEHTOB.
nokymeHnt | 2. JlokymeHTannoHHoe obecnieuenue ynpasienus (JJ0Y):
alMOHHOE | 11U, 337a4U U OCHOBHbBIE IIPUHIIUIIBI.
obecnieuen | 3. Knaccudukanus, METOIbI U CLIOCOOBI
ue JIOKYMEHTUPOBAHUS.
ynpasJjieH | B TomM 4yucie NpaKTHYeCKUX 3aHATHH 2
us 1. PemieHue cUTyallMOHHBIX 33Ja4 1O BOIIPOCAM TEMBI.
2. Jlokyazpl o BOIIPOCAM TEMBI.

Tema 1.2. | Coaep:kaHue yuedOHOI0 MaTepuasa 1 OK 01.; OK
3akonoaa | 1. 3akoHonaTenbHbIE U IPaBOBBIE aKThl Poccuiickoil 02.; TIK 1.1.
TeabHas u | @enepanun, 'OCTrI B chepe nndopmanmu,
HOPMATHUB | JOKYMEHTOBEJIEHUS U JIE€JIONPOU3BOJICTBA.
HO- 2. YHu(uUuupoBaHHbIE CUCTEMBI JOKYMEHTAIUH.
meroauyvec | 3. TOCT P 7.0.97-2016. «HanmonaneHsbIi cTaHAapT
Kast Poccuiickoit @enepanuu. Cucrema cTaHAApTOB 110
OCHOBBI uHpopmanuu, OMOINOTEUHOMY U U3ATEIBLCKOMY JIEIy.
JOY. Opranu3anOHHO-pacopsAUTEIbHAS JOKYMEHTAIUA.
Cranpapt | TpeGoBaHus K 0pOpMIICHHIO JOKYMEHTOBY.
U3anus CamocrosiTesibHas padoTa o0yuyaroumuxcst 1
npouecca | 1. OGmepoccuiickuii kaccuukaTop ynpaBieHYeCKon
AOKYMEHT | TOKYMEHTaIlUH.
upoBanus | 2. HopMaTuBHBIE TOKYMEHTHI, KIaCCU(PUKATOPHI.

Paspnen 2. Cucremsl fokymeHnTanuu. TpedoBanusi K 0popMIIeHUIO
OPraHu3alOHHO-PACIIOPSIAUTEIbHBIX JOKYMEHTOB




Tema 2.1. | Coaep:kaHue y4eOHOI0 MaTepuasa OK 01 OK
Buabi 1. IlonATHE OpPraHU3aMOHHO-TIPABOBBIX, 04.; OK 05.;
CHCTEM pacropsauTeIbHbIX, HTHPOPMAITHOHHO-CIIPABOYHBIX OK 09.;.
JAOKYMEHT | JOKYMEHTOB.
alnum. 2. Buspl opraHu3anoHHO-IIPABOBBIX JOKYMEHTOB.
Cucrema | 3. TpeboBanus k 0(OpMIICHUIO OPTaHU3AIIMOHHO-
OpraHu3al | IpaBOBbIX JTOKYMEHTOB.
HOHHO- CamocrosiTesibHasi padoTa 00yYarOmmMXxcst
npaBoBoil | PaccMoTpeHue BUI0OB OPraHU3allMOHHO-TIPABOBBIX
JOKYMEHT | JOKYMEHTOB, UX MPUMEPOB
anumn
Tema 2.2. | Coaep:kaHue yueOHOI0 MaTepuasa OK0I.; OK
Cucrema 1. JIokyMeHTBI, U31aBa€MbI€ B yCIOBUAX 02.
pacmopsii | KOJUIETMaJbHOCTU. JJOKYMEHTHI, U3aBacMbI€ B YCIOBUSIX
UTEeJbHON | €MHOJIMYHOIO IPUHATHS PEILICHUN.
aokymeHT | 2. [Ipouenypsl IOArOTOBKH JOKYMEHTOB, U3/1aBAEMBbIX
anum B YCJIOBHSIX KOJIJIETMAJIBHOCTH, U IOKYMEHTOB,
13/1aBa€MbI€ B YCIIOBUSAX €IMHOJINYHOTO MPUHSITUS
pelICHHUIA.
3. IIpuxa3sbl 1 yka3sl. OpopmiieHrne IpUKa30B U YKa30B.
Yuudunuposanusie popmsl. [Iprkasel Mo 0CHOBHON
NEeSTEIbHOCTH U JIMYHOMY COCTaBY.
4. IlocranoBnenus u pemenus. OdopmieHue
ITIOCTAHOBJICHUH U PELICHUMN.
5. Vkazanus u pacniopspkenusi. OpopmiieHre ykazaHui u
pacopsKEHUH.
B ToM 4nciie npaKTHYECKUX 3aAHATHI
1. OdbopmiieHrE pacOpsSAUTEIBHBIX JOKYMEHTOB.
Tema 2.3. | Conepxxanue y4eOHOT0 MaTepuasa OK01.; OK
Cucrema 1. CoctaB HH(QOPMAIIIOHHO-CIIPABOYHBIX JOKYMEHTOB. 02.; OK 04.;
undopman | 2. JloknaaHas 3anucka, ciyxeoHast
HOHHO- 3anMcka, 00bSICHUTEIbHAS 3aMHCKa.
cnpaBouH | 3. [Ipennoxenus, npeacrapiaeHus, 3asBICHUS.
oit 4. [lenoBas nepenucka.
aokymeHT | 5. OdopmiieHue nNpoToKOIOB, aKTOB, CIIPABOK,
anuu 3aKJIFOUYEHUH, OT3bIBOB, CBOJIOK, CIIUCKOB, IEPEYHEN.
B ToM 4mciie NPAKTHYECKUX 3aHATHI
1. Opopmienue ciyeOHbIX MUCEM, TPOTOKOJIOB U aKTOB.
Tema 2.4. | Coaep:kanue y4e0HOro MaTepuasa OK 09.; IIK
Joxyment | 1. KBanuduxanus 10KyMeHTOB [0 JTUYHOMY COCTABY. 1.1; K 1.2
bl 110 2. CocraB nmuuHoro jaena pabotauka. OpopmieHue
JIMYHOMY | TPYZIOBBIX OTHOIICHH.
COCTaBYy 3. YaudunupoBaHHbie GOpMbI JOKYMEHTOB 10 IHNYHOMY

COCTaBY.

B ToM 4mciIe NPAKTHYECKUX 3aAHATHI
1. PemieHne cuTyallmOHHBIX 3a/1a4 IO BOIIPOCAM TEMBI.
2. O6¢cysxieHre BOTIPOCOB TEMBI.

Pa3nen 3. Opranusanus paéoTsl ¢ JOKYMEHTAMH




Tema 3.1.
Opranusa
uus
AOKYMEHT
oodopora.
JloxkymeHT
OMOTOK

Conep:xaHue yueOHOro MaTepuaJa

1. JIokyMEHTOTIOTOK: CTPYKTypa, 00bEeM, IIIOTHOCTD U T.]I.
2. Dransl J0KyMEHT0000pOTA.

3. [Ipuem u nepBuyHast 06pabOTKa MOCTYMAOIINUX B
OpraHM3alMI0 JOKYMEHTOB; [IPEIBAPUTEIILHOE
paccMOTpEHHE U pacIipe/iesieHHe JOKYMEHTOB.

4. Peructpanusi JOKyMEHTOB.

5. Opranu3zanus ABM>KEHUS JOKYMEHTOB BHYTPH
OpraHH3alMH.

6. KoHTpob UCIIOJIHEHUS JOKYMEHTOB.

7. O6paboTKa UCIIOJIHEHHBIX U OTIPABIISEMBIX
JTOKYMEHTOB.

8. ABTOMaTH3UpOBaHHBIC cUCTeMbl U TexHoJoruu JIOVY.

OK 05.; IIK
1.1,; TIK 1.2.

B TOM umciIe NIPAKTHYECKUX 3aAHATHI
1. Pemrenne CUTYallMOHHBIX 3a/1a4 I10 BOIIPOCAM TCMBI.
2. [lonroroBka JOKJIaOB U 00CYKJIEHUE BOIIPOCOB TEMBI.

CamocrosiTesibHas paboTa 00y4arOUMXCs

1. CucreMsl 2JIEKTPOHHOIO IOKYMEHTO000pOTa: IPUMEPBI,
GbyHKIHOHAT.

2. Heo0xoauMOoCTh U 3371a4l KOMIUIEKCHOM
aBroMmaruzanuu JI0OY.

3. OcHOBHbIE TPEOOBaHMS U XaPAKTEPUCTUKU
aBTOMAaTU3HpoBaHHOU cuctembl JJOVY.

4. Pabota ¢ koHbUICHIIMATbHBIMUA JJOKYMEHTAMHU

Tema 3.2.
Xpanenue
AOKYMEHT
0B

Conep:xanue yueOHOro MaTepuaJia

1. OTBETCTBEHHOCTh 32 COXPAHHOCTH IOKYMEHTOB.
[ToHsITHE «IKCTIEPTU3A IEHHOCTU JOKYMEHTOBY.

2. [lonstue «oopmienue aenay. OCHOBHbIE TPEOOBAHUS,
penbsBIsieMblie K odopmieHuro aei. [loaroroska mem k
apxuBHOMY XpaHeHuto. [IpaBuna popmupoBanus
Pa3IMYHBIX KaTErOPUi IOKYMEHTOB B JIeTa.

3. HazHaueHwue 1 BUJbI HOMEHKJIATYPHI JIE.

4. TpeboBaHus1, IPEABABISIEMbIC K COCTABIICHUIO 1
3aMoTHEHNUI0 OPMBI HOMEHKIIATYPHI JIEJ OpraHu3alliu.

OK 09.; TIK
1.2.

B ToM uyHcIIe NPaKTHYeCKUX 3aHATHH
1. Pemienue cuTyanMoHHBIX 3a/1a4 [0 BOIPOCAM TEMBI.
2. [loaroroBka JOKIaJ10B U 00CYX/I€HHUE BOIPOCOB TEMBI.

CamocrosiTesibHas padoTa 00y4arOMMXCsH
Cpoxu xpaHeHHs! JOKYMEHTOB

Pasznea 4. 11

aBoOBoOe o0ecneYeHHne yInpaBJaeHUs

Tema 4.1.
I'paxnanc
KO€ MpaBo

Conep:xanue yueOHOTro MaTepuaJia

1. TTonHsiTHie ¥ IPU3HAKH TPABA.

2. IlonsiTHe, mpeaMeT, MPHHIUIBI M HCTOYHUKH
POCCHIICKOr0o Tpa’kJaHCKOTo MpaBsa.

3. 'paskpaHCKHE TIPaBOOTHOIICHUSI.

OK 01.; TIK
1.1,; TIK 1.2.

B ToM 4nciie NpaKTHYECKUX 3aHATHH
1. Pemenre cuTyalimOHHBIX 337124 IO BOITPOCAM TEMBI.
2. IloaroTroBka MOKJIAM0B M 00CYK/IEHHE BOIPOCOB TEMBI.

CamocrosiTeibHasA padoTa 00y4yaommxcst
1. Ilopsaok 3aKiIr0YeHNsI, U3BMEHEHUS U PACTOPKEHHS
JI0OTOBOpA.




2. YOpunnueckue GpaxTsl B rpaXIaHCKUX

MPaBOOTHOILIEHUAX.
Tema 4.2. | Coaep:kanue yueOHOro MaTepuaJia 1 OK 01.; IIK
Aavuauct | 1. AAMUHUCTpAaTUBHOE MPABO KaK OTPACIb U €ro 1.1,; TIK 1.2.
paTMBHOE | UCTOYHUKHU.
npaso 2. AAMUHHCTpaTUBHbIC IPABOHAPYIICHHUS: TIOHSTHUE,

NIPU3HAKHU.

B ToM umciie mpaKkTHYeCKUX 3aHATHI 2

1. Pemienue cuTyalMoOHHBIX 3a/1a4 IO BOIIPOCAM TEMBI.
2. IToAroToBKa I0KJIAI0B U OOCYKIECHUE BOIIPOCOB TEMBIL.

CamocrosiTesibHAasi padoTa 00y4ar0IMXCs 1
Konekc Poccuiickoii @eneparuu 06 aAMUHUCTPATHUBHBIX
IIPABOHAPYUICHUAX

IIpome:kyTouHas arrectanus - {uddepeHunnpoBaHHbIi 3a4eT

Bceero: 36

3. YcaoBus peajim3anuy nNporpaMMbl y4eOHOM AHCHMILIMHBI

3.1. Jlna peaqu3anuy NPOrpaMmbl y4eOHOW JUCHUILIMHBI NPeIyCMOTPEHbI CJeaylliue
crenyaJbHbIe MOMEIeHU:

YuebHas ayIUTOpHUs 1J1s IPOBEACHUSI 3aHATUH JICKIIMOHHOTIO THUIIA, 3aHATUH NPAaKTUYECKOTO U
71a00paTOPHOTO THIA, IPYNIOBBIX U MHAWBUIYAIBHBIX KOHCYJIbTALUN, TEKYILIEI0 KOHTPOJIS U
IIPOMEKYTOUYHOM aTTeCTallun

Aymutopus Ne - 509:

CTOJIbI KOMIIbIOTEpHBIE —20 1IT.,

cTybs — 20 .,

CTOJI ¥ CTYJI TIpenoiaBarens — | mrT.,

TpuOyHa — 1 mr.,

HarJsiHble TOCOOUS — B DJIEKTPOHHOM BHJIE,

MeJIoBas Tocka — 1 miT.,

komnbtorep — 20 mr.,

yueOHO-HarJIsJHble TOCOOUS - B QJIEKTPOHHOM BUJIE.

JIMueH3nOHHOE MTpOrpaMMHOE 0OecTieueHHe:

- MicrosoftWindows (JIunienzust Ne 60290784), 6eccpounast,

- MicrosoftOffice (JIuensus Ne 60127446), 6eccpounas,

- ABBY FineReader (muniensus Ne FCRP-1100-1002-3937), 6eccpounas,

- CalculateLinux (BHecén B EPPII ITpuka3zom MunkomcBsizu Ne665 ot 30.11.2018-2020),
Oeccpounas,

- Google G Suite for Education (IC: 01i1p5u8), 6eccpounas,

- Kaspersky Endpoint Security (JTumensus Ne 1CE2-230131-040105-990-2679), ¢ 31.01.2023 mo

03.03.2025 r.




3.2. UudopmanmnonHoe odecriedeHne peaau3amumn nNporpaMmmbl
Jluyenzuonnoe npoepammuoe obecneverue:

- Microsoft Windows (JIumiensus Ne 60290784), 6eccpounas,

- Microsoft Office (JIutensust Ne 60127446), Geccpounas,

- ABBY Fine Reader (muniensust Ne FCRP-1100-1002-3937), 6eccpounas,

- Calculate Linux (Baecén B EPPII Ipukazom Munkomcesizu Ne665 ot 30.11.2018-2020),
OeccpoyHas,

- Google G Suite for Education (IC: 01i1p5u8), 6eccpounas,

- Kaspersky Endpoint Security (JTuuensus Ne 1CE2-230131-040105-990-2679), ¢ 31.01.2023
no 03.03.2025 1.

3.2.1. OcHOBHBIe TeYaTHbIE M YJIEKTPOHHbIE H3IAHUSA

1. 1. A6ynanze, . I'. JlokymeHTanimoHHoe oOecreueHrue YIpaBJIeHUs TEPCOHATIOM !
y4eOHHMK M TPaKTHKYM Ui cpenHero mpodeccuonanbHoro obpazoBanus / [l. I'. AGymanse,
. b. Beimpsikkunaa, B. M. MacnoBa. — 3-e 3., nepepad. u mon. — Mocksa : M3naTenbcTBO
FOpaiir, 2023. — 374 c. — (Ilpodeccuonansuoe obpazoBanue). — ISBN 978-5-534-16657-6.
— Tekcr : onextponuwii // OOpaszoBarenbHas 1iatdopma IOpait [caidt]. —
URL.: https://urait.ru/bcode/531449.

2. Kopuee, MU. K. JlokymMeHTallmOHHOE OOECIIEYEHUE YIPABICHUS . YYCOHUK H
NpPaKkTUKYM JJIsl cpeiHero npodeccuonanbHoro oopazosanus / Y. K. Kopnaees, A. B. [Tmenko,
B. A. MamypueB. — 3-e u3z., nepepad. u nom. — Mocksa : M3narensctBo HOpaiit, 2023. —
438 c. — (ITpodeccuonanmsHoe obpazosanme). — ISBN 978-5-534-16002-4. — Tekcr
3JIEKTPOHHBIN // ObpazoBatenbHast wiatdopma Opaiit [caiiT]. —
URL: https://urait.ru/bcode/523611.

3. KyznenoB, U.H. JlokymeHTanmonHoe oOecnieueHre YIpPaBICHUS IEPCOHAIIOM :
y4eOHUK U TPAKTUKYM JUIsl cpenHero npodeccruonanbHoro oopasosanus / M. H. Ky3nernos. —
3-¢ wm3n., mepepab. m gmom. — Mocksa: WM3marenscTBo [Opaiir, 2023.— 397c.—
(ITpodeccuonanpuoe obpazoBanme). — ISBN 978-5-534-09155-7. — TekcT : 2IeKTpOHHBIN //
O6pasoBarenbHas wiathopma KOpaiit [caiit]. — URL: https://urait.ru/bcode/531526.

4. Kysuenos, 1. H. JlokymeHTanmonHoe obecriedeHue ynpapieHus. JJokyMeHTo000pOT
U JICNOTIPOM3BOJCTBO . YYEOHMK W TPAKTUKyM IS CpeIHEero mpodeccHoHAIBHOTO

obpaszoBanusi / U. H. Ky3neunoB. — 4-e uzn., nepepab. u jomn. — Mocksa : M3aarenseTBo
FOpaiit, 2023. — 545 ¢. — (IIpodeccronanbroe odpaszoBanue). — ISBN 978-5-534-16004-8.
— Teker : onexktponHbslii // OOpazoBarenbHas miardpopma IOpaiit  [caiit]. —

URL: https://urait.ru/bcode/523613.

3.2.2. JlonoJiHUTEIbHbI€ HCTOYHUKH

1. ®epepanbublii 3akoH «O0 apxuBHOM Jene B Poccuiickoit ®Denepauuu» OT
22.10.2004 N 125-@3.

2. OenepanbHblii 3ak0oH «O0 wHpOpManmu, WHYOPMAIMOHHBIX TEXHOJIOTHUSX U O
3amure uHpopmanum» ot 27.07.2006 N 149-D3.

3. ®enepanbHblil 3aK0H «O0 31ekTpoHHOM Toamuck» oT 06.04.2011 N 63-D3.

4. TOCT 6.10.5-87. YHupUUUpOBAaHHBIE CUCTEMbI JOKyMeHTaluu. TpeOoBaHMs K
MOCTPOEHHUIO popMyIIsipa-oopasia.

5. T'OCT P 7.0.8-2013. HaumonanbHslii ctannapt Poccuiickoit deneparuu. Cuctema
CTaHJapTOB N0 MHGOPMAINHU, OMOIMOTEYHOMY U M3JaTEIhCKOMY Aeny. Jlenonpon3BoacTBO U
apxuBHoe jaeno. Tepmuubl u onpenenenus (yrB. IIpukazom Poccrangapra ot 17.10.2013 N
1185-cT).

6. T'OCT P 7.0.97-2016. HaunonansHslii cranaapt Poccuiickoit deneparyu. Cucrema
CTaHJApTOB MO HHQOpMaNUU, OMOTUOTEUHOMY M U3IATEIbCKOMY neny. OpraHuzanmoHHO-
pacriopsauTenbHas JoKymeHTanus. TpeboBanus k odopmieHuto 10kyMeHToB (yTB. [Ipukazom
Poccranmapra ot 08.12.2016 N 2004-cT).


https://urait.ru/bcode/531449
https://urait.ru/bcode/523611
https://urait.ru/bcode/531526
https://urait.ru/bcode/523613

7. OK 011-93. OO6mepoccuiickuii Kiaccu(pukaTop ympaBICHUYECKOW MTOKYMEHTAIMU
(yTB. IlocTtanoBnenuem I'occrangapra Poccun ot 30.12.1993 N 299).

8. Ilpuka3z Munduna Poccun ot 30 mapra 2015 1. N 528 «O06 yrBep)knenun hopm
MEPBUYHBIX YYETHBIX JOKYMEHTOB M PETUCTPOB OYXTalITEPCKOTO Y4YeTa, MPUMEHSEMBIX
OpraHaM# TOCYJIapCTBEHHOW BJIACTH (TOCYIapCTBCHHBIMH OpraHaMH), OpraHaMH MECTHOTO
CaMOYIIpaBJICHUs, OpraHaMH YIPaBJIEHHUS TOCYAapCTBEHHBIMU BHEOIOJUKETHBIMU (HOHIAMH,
rOCYJapCTBEHHBIMH (MYHUITUTIAILHBIMHU) YUPEKACHUSAMHU, U METOIMYECKUX YKa3aHUH M0 WX

IIPUMEHEHHUIO.

9. IIpuka3 PocapxuBa ot 20.12.2019 N 236 «O06 yrtBepkaenuu llepeuHss THIOBBIX

YIOpaBJICHUYCCKHUX APXUBHBIX JOKYMCHTOB,

o0pa3ylomuxcsi B Ipolecce JIesATeIbHOCTH

rOCYZapCTBEHHBIX OPTaHOB, OPraHOB MECTHOT'O CaMOYIPABJICHHS M OpPraHu3aluid, ¢ yKa3aHHEeM
CPOKOB UX XpaHeHus» (3apeructpupoBaHo B Muntocre Poccun 06.02.2020 N 57449).

10. KupcanoBa, M. B. Kypc nemompousBoicTBa: AOKyMEHTAI[MOHHOE OOECHeYeHHe
ynpasieHus: yueoHoe nocodbue / M.B. Kupcanosa, FO.M. AkceHoB. - 6-¢ u3a., UCIIp. U JOM. -
Mocksa: UHOPA-M, 2020. - 257 c. - ( Beiciiee oOpa3zoBanue: bakanaBpuar). - ISBN 978-5-

16-006789-6. -

14.07.2020). — PeskuM mocTyma: mo moamucke. - TeKeT: 3IeKTPOHHBIIA.
11. OcHOBBI fenonpou3BOACTBA: yueObHoe mocodue / A.M. Acamues, 1.11. MupoHosa,
E.A. Kocapesa, ['.I'. BykoBuu. - 2-¢ u3z., uctp. u gon. - Mocksa: UHOPA-M, 2020. - 146 c. -

URL: https://znanium.com/catalog/product/1088888 (mata oOpamieHus:

ISBN 978-5-16-015831-0. - URL: https://znanium.com/catalog/product/1059311 (mara
oOpamenus: 14.07.2020). - Pesxxum noctyna: mo Noanucke. - TeKCT: AIeKTPOHHBIH.

4. KOHTPOJIb ¥ OLICHKA Pe3yJIbTATOB OCBOCHUS YU4eOHOM IMCUMILINHBI

Kon n PesyabTaTsl Kpurepun ouenku Metoasl
HAHMeHOBaHUe | 00y4eHHus OIIEHKH
(¢popmupyembIX

KOMIIeTeHIH

OK 01.; OK02.; | 3BHAHUA: Orenka «5» - «OTIIMYHO)» CTaBUTCH, Orenka
OK 04.; OK 05.; | akryanbHbIi €CJIM 00yYaOIMICS TIOJIHO M3JIaraeT pe3yJIbTaToB
OK 09 TIK 1.1; | ppoteccronanbHeiii | MaTepual (OTBEHaeT Ha BOIPOC), AACT YCTHOT'O
IIK1.2. U COLIMAJIbHBIN IIPABUJIBHOE OIPENIETICHNE OCHOBHBIX orpoca

KOHTCKCT, B KOTOPOM

U CMEKHBIX
00JIaCTSX; METO/IbI
paboThI B
npoheccCHoHaNBHOM
U CMEXHBIX cepax;

MOHATUI; OOHApYKMBAET MOHUMAHNE

NPUXOJUTCS Marepuaa, MoXXeT 000CHOBATh CBOU
pa6OTaTB " XKUTh, CYXKACHUS, IPUMCHUTL 3HAHWA HAa
OCHOBHbIE HpPaKTHKE, TPUBECTH HEOOXOIUMBbIE
NUCTOYHHUKHN MMPUMCEPEBI HE TOJIBKO U3 yqe6H1/1Ka, HOH
UHpOpPMALIUU U CaMOCTOSTEJILHO COCTABJICHHBIE,
pecypes st u3J1araeT MaTepuall OCIeI0BATEIbHO U
peleHus 3a1a4 u NPaBUWIBHO C TOYKH 3pEHUS] HOPM
npobsem JUTEPATyPHOTO SA3bIKA.

B OrneHka «4» - «XOpOIL0» CTaBUTCH,
MPOPECCHOHAIBHOM | €CJTH 00yJaroIIHUiACs 1aeT OTBET,

W/WIIM COLTMANIBHOM | YJIOBJIETBOPSIIOILUI TEM Ke

KOHTCKCTC, Tpe6OBaHI/I$[M, qTO U IJI OLICHKU
AITOPUTMBI «OTIIMYHO», HO Jomyckaer 1-2
BBITIOJTHCHU A pa60T B OIHI/I6KI/I, KOTOPBIC CaM K€ HUCITPABIIACT,
npodeccuoHaIbHON | M 1—2 HEJ0YeTOB MOC/IeA0BATEILHOCTH

U SI3bIKOBOM O(OPMJICHUH H3JIaraeMoro.

Orerka «3» - «yIOBIETBOPUTEIHHO»
CTaBUTCS, €CITH 00 yJaIOIIUACS
OoOHapyKMBaeT 3HAHUE U TOHNMAaHUE
OCHOBHBIX HOJ'IO)KeHI/Iﬁ TEMBI, HO




CTPYKTYpY IJIaHa
JUISL peIlieHus 3a]1a4;
HOPSII0K OLIEHKU
pe3yIbTaToOB
peleHus 3aaa4
npodeccuoHanbHOM
JeSITeTbHOCTH;
HOMEHKJIaTypa
UH(POPMALIMOHHBIX
HUCTOYHUKOB,
MPUMEHSIEMBIX B
JOKYMEHTAITMOHHOM
obecrieueHuu
yIpaBJICHUS;
MIPUEMBbI
CTPYKTYpPHUPOBAHHUS
nHpopmanuu;
coJiepKaHue
aKTyaJIbHOMN
HOPMAaTHUBHO-
MPaBoOBOI
JOKYMEHTAIUH B
chepe
JOKYMEHTAI[HOHHOTO
obecrnieueHus
yIIpaBJICHUS;
COBpEMEHHas
Hay4Has U
npodeccuoHanpHas
TEPMUHOJIOTHS,
MpaBuJia BEACHUS
JIEJIOBOM MEPENUCKH;
npaBuIIa
odopmIIeHUs
JIOKYMEHTOB U
MIOCTPOCHHS YCTHBIX
COOOIIIEHHI;
COBpPEMEHHBIE
CpeicTBa U
YCTpOMCTBA
uH(pOpMaTU3alINH,
MOPSITIOK MX
MPUMEHEHUS

U IPOTpaMMHOE
o0ecrieyeHue B
JOKYMEHTAITMOHHOM
o0ecrieyeHnn
yIIpaBJICHUS;
npaBuia |
XpaHEHUs
[IEPBUYHOMN
OyxraiaTepckoi
JIOKyMEHTAIu!

CpOKH

u3JIaraeT MaTepuai HEeToJIHO 1
JIOITYCKaeT HETOYHOCTH B OTIpeeTICHUN
MOHATUH WK GOPMYITUPOBKE MPABUIL;
HE YMeET I0CTaTOYHO TITyO0KO U
JI0Ka3aTe’abHO 000CHOBATH CBOU
CY>KICHHS U IPUBECTH CBOU MIPUMEPBI;
U3J1araeT MaTepHuai Hermoce10BaTeIbHO
U JIONYCKAeT OMIUOKHU B SI3bIKOBOM

o OpMIICHIH U3TIaraeMoro.

Onenka«2y» - «HEYAOBIETBOPUTEIILHOY
CTaBUTCS, €CIH 00yJarouiics
0OHapyXUBACeT He3HAHKUE OOJbIICH
YacTH COOTBETCTBYIOILIETO BOIIPOCa
JIOMYCKaeT OHOKH B (OPMYIHUPOBKE
OTIpeNIeICHNI U MPaBUJI, UCKaXKAIOIIKe
UX CMBICII, O€CIIOPSAIOYHO U
HEYBEPEHHO M3JIaraeT MaTepuall.
Orenka «2» oTMeYaeT Takue
HEJOCTaTKHU B MOATOTOBKE, KOTOPHIE
SIBIISTIOTCS CEPHE3HBIM MPEMNSATCTBUEM K
YCIIEUTHOMY OBIIJICHUIO MOCTIETYIOIIUM
MaTepUaIOM.

«5» - 85-100% BepHBIX OTBETOB
«» - 69-84% BepHBIX OTBETOB
«3» - 51-68% BepHBIX OTBETOB

«2» - 50% u menee

Ouenka «5» - «OTIUYHO»
BBICTABIIACTCSL 00YYaOIIEMYCsl, €CITH
JEMOHCTPUPYIOTCSI BCECTOPOHHEE,
CUCTEMaTHYECKOE U ray0oKoe
3HaHHE Y4eOHOTO MPOrPaMMHOTO
MaTepuaia, CaMOCTOSATEIIEHO
BBITTOJIHUBIIHNH BCE MPETyCMOTPEHHBIE
MIPOTpaMMO¥t 3a/1aHus, TITyOOKO
YCBOUBIIIHIA OCHOBHYIO U
JIOTIOJTHUTEIILHYIO JINTEPATYPY,
PEKOMEHI0OBAaHHYIO TIPOTPaMMOii,
AKTUBHO Pa0OTABIIMN HA TIPAKTUICCKUX,
CEMHHAPCKHX, Ta00paTOPHBIX 3aHATHUSX,
pazouparomuncs B OCHOBHBIX
HAYYHBIX KOHIENIUAX M0 U3y4aeMoi
JTUCITUTUIAHE, TTPOSIBUBIIIHIA
TBOpUYECKHE CIIOCOOHOCTH U HAyYHBIN
MOJTXO/] B IOHUMAHWUW ¥ U3JI0KCHUN
y4eOHOT0 MPOTrPaMMHOTO MaTeprMa,
OTBET OTJIMYAETC OOraTCTBOM M
TOYHOCTBIO MCTIOJIb30BaHHBIX
TEPMUHOB, MaTepUAIT U3JTaracTcs
MOCJIeIOBATEIHHO M IOTHYHO.

Ounenka «4» - «Xopomoy»
BBICTaBJISIETCS] O0yJarOIeMycs, eCIu
JIEMOHCTPUPYIOTCS IOCTATOYHO ITOJTHOE

Orenka
pe3ysIbTaToB
TECTHUPOBAHUS

Ouenka
pe3yJIbTaTOB
muddepeHmp
OBAHHOTO
3aueTa




YMEHUA:
pacrno3HaBaTh
3a1ady u/uim
npobaemy

B
npodeccuoHaTLHOM
W/WJIH COITUAIBHOM
KOHTEKCTE;
AHATM3UPOBATH
3a/1a4qy u/uim
npo0emMy u
BBIJICTISITH €€
COCTaBHBIE YaCTH;
OTIPECIISATh ATAIBI
pelleHus 3a1a4u;
BEISBIISITH

3¢ PeKTUBHO UCKATh
UH(OpMaLHIO,
HEOOXOUMYIO IS
peIICHUS 3a1a49u
W/AI TPOOJIEMBI,
COCTaBIISTh TUIAH
JEUCTBUS,
OTIPE/ICIIATh
Heo0XO0aUMBIE
pecypcChl; BIaIeTh
AKTyaJIbHBIMH
MeTOoJ1aMH paboThI B
npodeccuoHanbHOM
U CMEXHBIX cdepax;
peain30BbIBATh
COCTaBJICHHEIN IIJIaH;
OIICHUBATh
pe3yybTar u
MOCTIEACTBHSI CBOUX
JIEHCTBHIA,
OTIpeeIATh 3aJa4u
JUTSI TIOUCKA
uHpOpMaINH;
OTIPE/ICIIATh
HEOOXO0IUMbIE
UCTOYHUKHU
uHpOpMaINH;
TUTAHUPOBATH
MPOIECC MOUCKA;
CTPYKTYpHUPOBATH
MOJTy4aeMyIo
uH(pOpMalLIHIO;
BBIIEIATh HanOoee
3HAYUMOE B TIEpPEUHE
uHpOpMaInH;
OIICHHBATH
MPAKTHIECKYIO
3HAYUMOCTh

3HaHHE y4eOHO-TIPOTPAMMHOTO
Marepuana, He JOMYCKaroIIHi B
OTBETE CYILECTBEHHBIX HETOYHOCTEH,
CaMOCTOSITEJIHO BBIMOJTHUBIINM BCe
IIPEyCMOTPEHHBIE IIPOTPaMMON
3aJJaHHs, YCBOUBIINI OCHOBHYIO
JUTEPATypy, PEKOMEHI0BAaHHYIO
MIPOrpaMMOi, aKTHBHO PabOTaBIINN Ha
MPAKTUYECKUX, CCMUHAPCKHUX,
1a00PaTOPHBIX 3aHITHUSIX, TOKA3ABIIHMA
CUCTEeMaTUYECKUN XapaKTep 3HAaHUU MO
JUCLUILIMHE, TOCTaTOYHbIN JUIs
JTbHEHIIIEH y4eObl, a TakKe
CIIOCOOHOCTh K HX CAMOCTOSITEJIbHOMY
MIOTIOJIHEHUIO.

Onenka «3» - «y10BJIETBOPUTEIHLHO»
BBICTaBJIsIETCSl 00yYaroIeMycs, eciu
JEMOHCTPUPYIOTCSI 3HAaHUSI OCHOBHOT'O
y4eOHO- MPOrPaMMHOT0 MaTepHana B
00BEME, HEOOXOAUMOM JIsS
JanpHeimei yueOsl U mpeacTosiei
paboThI 1o podeccuu, He
OTJIMYABIIUNCS aKTUBHOCTBIO Ha
IIPAKTUYECKUX (CEMUHAPCKUX) U
71a00paTOPHBIX 3aHATHSIX,
CaMOCTOSITEJIEHO BBIMOJHUBIINM
OCHOBHBIE MPETYCMOTPEHHBIE
IIpOrpamMMoii 3a/1aHusl, OIHAKO
JIOITYCTUBIIHIA TOTPEIIHOCTH MIPU UX
BBIIIOJITHEHUH U B OTBETE HA DK3aMEHE,
HO 00JIagaromuii He0OXOIUMBIMHA
3HAHUSAMU JUI1  YCTPaHEHHUs O]
PYKOBOJICTBOM IpENoJaBaTes
HamOoJIee CYIIEeCTBEHHBIX
MOTPEIHOCTEMN.

OneHka «2» - «HeyJOBIECTBOPUTEIHHO
BBICTABJISIETCS 00yUaroIeMycs, eCIi
0OHApY>XUBAIOTCSI TIPOOETBI B 3HAHUSIX
WM OTCYTCTBHUE 3HAHUU IO
3HAYUTEIbHON YaCTU OCHOBHOTO
yueOHO- IPOrpaMMHOTO MaTrepuana, He
BBINOJIHUBIIEMY CAMOCTOSITEIIbHO
IIPESYCMOTPEHHBIE TPOrPaMMON
OCHOBHBIE 33/1aHUS, JOMYCTUBLIEMY
MPUHIIUIIAATIBHBIE OIIHMOKH B
BBITIOJTHEHUH TTPETYCMOTPEHHBIX
[IpOrpamMMoi 3aJJlaHui, HE
0TpaboTaBLIEMY OCHOBHbBIE
MPaKTUYECKHE, CEMUHAPCKUE,
nabopaTopHbIE 3aHATHS,
JIOMYCKAIOIIEMY CYILIECTBEHHBIE OIIMOKH
IpU OTBETE, U KOTOPBIA HE MOXKET
MPOJIOJDKUTH 00YUYEeHUE WU
MPUCTYNHUTH K MPOhecCHOHATTbHON




pe3ynbTaTOB
MOMCKa; 0hOPMIISITH
pe3yNbTaThI TOUCKA;
OTIpEeIeIIATh
aKTYyaJIbHOCTh
HOPMAaTHUBHO-
IIPaBOBOI
JIOKYMEHTAIuH B
JIOKYMEHTAIlMOHHOM
obecrieueHun
yIpaBICHUS;
PUMCHSITh
COBPEMEHHYIO
HAYYHYIO
npodeccuoHaIbHYIO
TEPMHUHOJIOTHUIO;
B3aMMOJICIICTBOBATH
C KOJlJIeTaMH,
PYKOBOJICTBOM,
KJIIMEHTAMH B XOJI€
npodeccuoHanbHOM
JesATeIbHOCTH;
rPaMOTHO U3JIarath
CBOU MBICIIH

1 0pOpPMIIATH
JIOKYMEHTBI 110
npodeccuoHanbHOM
TEMaTHUKe Ha
roCy1apCTBEHHOM
SI3BIKE;

MPUMEHSTh CPE/ICTBA
MH(OPMaLMOHHBIX
TEXHOJIOTHH IJIs1
pelieHus 3aaa4y
JIOKYMEHTAIMOHHOTO
obecrieueHus
yIpaBIeHHUS,
UCIIOJIH30BaTh
COBPEMEHHOE
MIporpaMMHOE
ob0ecIeyeHue;
OpPTaHU30BBIBATH
JIOKyMEHTO000pOT;
pazbupatbcs B
HOMEHKJIaType Ael

NCATCIIBHOCTU 683 JOITOJIHUTCIIBHBIX
3aHATUH TIO COOTBETCTBYIOIICH
JUCLMILINHE.

Onenka «5» - «OTIUYHO»
BBICTaBJISIETCS, €CIU 00yJarOIIUICs
UMeeT rI1yOoKue 3HaHHus y4eOHOTro
Marepuasna 0 TEME MPAKTHYECKON
paloTBhI, OKa3bIBAET YCBOECHHUE
B3aMMOCBSI3U OCHOBHBIX ITOHSTUH,
UCIOJIb3YEMBIX B paboTe, cMor
OTBETUTH HA BCE YTOUHSIOLINE U
JIOTIOTHUTEIIbHBIE BOMIPOCHL.
OOyuaromuiics 7eMOHCTPUPYET 3HAHUS
TEOPETUYECKOTO U IPAKTUYECKOTO
MaTepuaia 1o TeMe IpakTHYECKON
paloThl, onpeensieT B3auMOCBA3H
MEXIY IT0Ka3aTesIMu 3a7a4uu, 1aéT
MPAaBUJIbHBIANITOPUTM PELICHHUS,
oIpeieNnseT MEKAUCIUIUIMHAPHbIE
CBSI3H IO YCIIOBHIO 3a/1aHUS.

Ouenka «4» - «Xopoio»
BBICTaBJISIETCS, €CTIM 00y4JaroLuiics
1oKa3aJl 3HaHHe yueOHOro Marepuana,
YCBOWJI OCHOBHYIO JIUTEPATYPY, CMOT
OTBETUTH ITOYTH ITOJIHO Ha BCE 3aJJaHHbIE
JIOTIOJTHUTEILHBIE Y YTOYHSIOIINE
Bornpockl. O0yyarolmiics
JEMOHCTPUPYET 3HAHUS TEOPETUUECKOTO
Y IPAKTHUYECKOT0 MaTepualia 1o TeMe
MPAKTUYECKON pabOThI, TOMyCKas
HE3HAUUTENIbHbIE HETOYHOCTH TpU
pELIEHNN 3a7]a4, UMEsI HEMIOJTHOE
MOHMMaHHUE MEXTUCIMITITMHAPHBIX
CBsi3ell pU MPaBUIIBLHOM BbIOOpE
ITOPUTMa PELICHUS 3aJaHMUs.

OneHka «3» -«yI0BIETBOPUTEIBLHO»
BBICTABIIICTCS, €CITH OOYJAIOIIHIiCS B
LIEJIOM OCBOWJI MaTepuall MPaKTUYECKON
paboThI, OTBETUJI HE Ha BCE
YTOYHSIOIIUE U JOTIOJTHUTEIbHBIE
Bonpockl. OOyyaronuiics 3aTpyaHsaeTcs
C IPAaBWJIBHOW OLIEHKOU MPEIIOKEHHON
3aj1a4y, JTa€T HETIOJIHBIN OTBET,
TpeOyIOIUI HaBOAIIUX BOIIPOCOB
IperoiaBaTessi, BBIOOp alropuTMa
pelIeHus 3a1a4l BO3MOXKEH NPU
HABOJAIIUX BOIIPOCAX MpernoaBaTes.
Onenka2» - «HEeyIOBIETBOPUTEIHHO
BBICTABIIICTCS O0yUJaOIIEeMycs,

€CII OH MMEET CYIIECTBEHHBIE MPOOEIbI
B 3HAHMUSIX OCHOBHOTO Y4€OHOTO
Marepuaa MpakTH4ecKoi paboThl,
KOTOPBIN MTOJIHOCTBIO HE PACKPBUI

Ouenka
pe3yJIbTaToB
BBITIOJIHEHUS
MPaKTUYECKOU
paboThI




co/iepaHuEe BOIPOCOB, HE CMOT
OTBETUTH Ha YTOUHSIOUINE U
JIOTIOJIHUTEbHBIE BOIPOCHI.
OO6yuaronuiics: 1aéT HEBEPHYIO OIIEHKY
CUTYyalli, HETPAaBUIBLHO BEIOMpaeT
AITOPUTM JICUCTBUH.

OneHka «5» - «OTIUYHO»
BBICTaBJISICTCS, €CIIH J1aeTCA
KOMIUICKCHAsI ~ OLIEHKA MPEeJII0KEHHOM
CUTYaIlMH; JeMOHCTPUPYIOTCS TITyOOKHe
3HAHUS TEOPETUUECKOr0 MaTepuaia u
YMEHHE WX MPUMEHSTH;
MOCJIEZI0BATEIHLHOE, IPABUIIBHOE
BBINTOJIHEHUE BCEX 33JaHUI; YMEHHE
000CHOBaHHO M3JaraTh CBOU
MBICIIH, JIeJIaTh HEOOXOIUMBbIE BHIBOJIBI.
Ouenka «4» - «xXopoio»
BBICTABIISICTCS, €CIIU J1aeTCs
KOMIUIEKCHAsI OIICHKA MPEII0KEHHOMN
CUTYAaIlNH; JeMOHCTPUPYIOTCS TITyOOKHe
3HAHUS TEOPETUUECKOT0 MaTepuaia u
YMEHHE WX MPUMEHSTH;
MOCJIE0BATEIHLHOE, TIPABHIILHOE
BBITIOJIHEHUE BCEX 3a/IaHUK;
BO3MOYKHBI €IMHUYHBIC OIIUOKH,
UCHpaBIISIEMbIE CAMUM CTYIEHTOM TOCTe
3aMeuYaHusl MPeroaaBaTes; yMEHHUE
000CHOBaHHO M3J1araTh CBOU MBICIIH,
JIeJIaTh HEOOXOIUMBIEC BHIBOJIBI.
Onenka«3»- «yA0BICTBOPUTEIHLHOY
BBICTABJISIETCS, €CITU CTY/ICHT
JIEMOHCTPUPYET 3aTPYAHEHHUS C
KOMILUIEKCHOM OLIEHKOW MPEI0KEHHON
CUTYalll{; HEMOJIHOE TEOPETUUECKOE
o0ocHOBaHMeE, TPEOYIOIIee HABOASIINX
BOIIPOCOB MPENOAABATENS; BBIIOIHAET
3aJlaHus TIPY TIOJICKA3Ke TPETIoIaBaTels;
3aTpyAHseTcs B QOpMYyITUPOBKE
BBIBOJIOB.

OueHka «2» - «<HeYAOBIETBOPUTEIBHO»
BBICTABJISIETCSA, €CJIM JaHa
HENPABWIbHAS OLICHKA MPEAJIOKEHHON
CUTYallUH; OTCYTCTBYET TEOPETHUECKOE
000CHOBaHHE BBINIOJHEHUS 3aJaHUN.

OrneHka «5» - «OTIUYHO»
BBICTABIIICTCS, €CITU 00yUJaIOIIHIACS
BBINOJIHWI paboTy 6e3 ook u
HEJI0YETOB, JOMYCTUI He 0oJiee OJJHOTO
HeJ04YeTa.

OneHka «4» - «XOpOII0» BBICTABIISETCS,
eciy 00y4JaroLiics BBIMOIHUI padoTy
ITOJIHOCTBIO, HO JIOITYCTUJI B HEN HE

OrneHka
pe3yabTaToOB
perieHus
CUTYaIIMOHHBIX
3a7a4

Orenka
pe3yJIbTaTOB U
MUCHEMEHHOTO
orpoca




Oosiee 0HOM HerpyOoii OMMOKH U
OJIHOTO HeJloueTa, Ui He OoJiee IByX
HE/I0YETOB.

OrnieHKa «3» - «yJIOBJIETBOPUTEIBHOY
BBICTaBJISICTCS, €CJIA 00 YJArOIIIUHCS
MIPAaBUIIHHO BBHITOIHUII HE MeHee
MOJIOBUHBI pabOTHI WM IOMYCTHII HE
Oonee NBYX IpyOBIX OIIMOOK, WJIM HE
Oornee oHOM TPyOOH M 0HOM HErpyOoit
OLIMOKH U OJJHOTO HEJ0YeTa, UIH He
OoJiee IBYX-TpPeX HErPyOBIX OIMIMOOK,
WM OJTHOM HerpyOO# OMMOKU M Tpex
HE/I0UETOB, WM IIPU OTCYTCTBUU
OIHMOOK, HO MPU HAJIMYHUHU YEThIPEX-
IISTU HEJIOYETOB, IJI0XO0 3HAET
TEOPETHUYECKUI MaTepuall, JOMyCKaeT
HCKaXeHHUE (PAKTOB.

OneHka «2» -«HEey10BIETBOPUTEILHO
BBICTaBJISIETCS, €CITU 00yJarOIUNCs
JOMYCTHJI YMCJIO OMIMOOK ¥ HEZJ0YETOB,
MIPEBOCXOIAIIEE HOPMY, IIPU KOTOPOI
MOJKET OBITh BBICTABJICHA OIICHKA
«3», WM eClH MPaBUJIBHO BBITOJIHUI
MEHEE MOJIOBUHBI

paboThLI.

5. Tumnossie KOHTPOJIbHBIC 3aJaHusl WJ/IH MHbIC yqeﬁﬂo-MeTonnquKue MaTepualbl,
H606X0)II/IMI>IC AJid OCHUBAHHUA CTCIICHH C(l)OpMHpOBaHHOCTI/I KOMIIeTEHLIUIl B nmpouecce

OCBOEHHUS Y4eOHOI TN CHUNIHHBI

5.1. Tect k mpakTH4YecKUM padoTaM 1Mo JUCHHUIJIMHE:

KoaudurmpoanHslii HOPMAaTUBHBIN IIPaBOBOI axT,
SIBJISTFOLLIUICS. ICTOYHUKOM aJMUHHCTPATUBHOTO MIpaBa - 3TO:

1) Koncrutymus Poceun;

2) Kogekc P® 06 aniMUHUCTpaTUBHBIX TPABOHAPYIICHUSIX;

3) AAMUHHCTpATUBHBIN Kogekc PD;

Howmep | [IpaBunbHbIi Coneprxkanue Borpoca IKoMnereHIusa
BalaHUA | OTBET
3ajaHusA 3aKPHITOr0 THIA ¢ OAHUM NPABUWIBHBIM 0TBETOM
1 3 IIpounTaiiTe TeKCT, BbIOCPUTE NPABUJIbHBINH OTBET OK 01
IIpukas — ato0...
1) KoM OCHOBHOM YacTH JJOKYMEHTA,;
2) pacropsAWTENbHBIN JTOKYMEHT, W3/1aBacMblii OpTraHaMH
rOCYJJapCTBEHHOTO YINpaBJIEHUS, OPraHU3alUsIMH IO BOIIPOCaM
OpTaHU3aIIOHHO-METOINYECKOTO XapaKTepa,
3)npaBoOBOM aKT, 3aBaeMblil pyKOBOAMTEIEM YUPEKICHHUS, IS
pa3pelieHrst OCHOBHBIX U ONIEPATHBHBIX 3aJ1a4 MPEATPHITHS;
2 2 IIpouuraiite TekcT, Bbi0epuTe NPABUJIbLHBINA 0TBET OK 01




4) Kogekc 00 aiMUHUCTPATUBHON OTBETCTBEHHOCTH PD.

3 2 IIpounTaiiTe TeKCT 1 BbIOEpUTE NPABUJILHBINI OTBET. K 1.1.
OcHoBHOM  (QopMar nmcrta Oymaru, UCIOJB3YEeMBbIH B
JIeTIOTIPOU3BOICTBE!
1) C4;
2) A4;
3) Al2;
4) B12.
4 3 IIpouuTaiiTe TeKCT U BbIOEpPUTE NPABUJIbHBII 0TBET. OK 09
Howmenknarypa nen — 3to:
1) apxuBHOE XpaHWIIUIIIE;
2) mepeBOJ| MEPCIEKTUBHBIX pPAOOTHUKOB Ha PYKOBOJALIME
JOJKHOCTH;
3) cucTeMaTHU3UpPOBaHHbBIM IepedyeHb 3arojiOBKOB BCEX JIEll,
3aBOIMMBIX B JICJIONPOHM3BOJICTBE YUPESKACHUH, C YKa3aHUEM
CPOKOB UX XpaHEHMS;
4) orpeniesieHUe CYMMBI IPEMHH TIO BHITTOJIHEHHOMY 331aHUIO.
5 3 IIpounTaiiTe TEKCT M BLIOEPHUTE MPABUJILHBII OTBET. K 1.2
OCHOBHBIMH pa3jiellaMd TEKCTa JOJDKHOCTHOM WHCTPYKIIMU
SBJISIIOTCSL:
1) koHCTaTHpyIOIIas U PACIIOPSIUTENbHAS YACTH;
2) cucrema ynpaBJeHHUs;
3) dbyHKIIMY, TpaBa U 00S3aHHOCTH,
4) CpOKM MCIIOJHEHUS U UCITOJTHUTEIIH.
3aganus 3aKpHITOro THNA ¢ HECKOJIBKUMH MPABWJILHBIMH OTBETAMH
6 12 IIpounTaiiTe TeKcT M BbIOEpUTE NpaBWIbHbIe OoTBeThI. | [IK 1.2
Ob6ocHoBanue: | O6ocHyiiTe BHIGOP.
JlaaHbie K pexBusuram nokymentoB B coorBerctBuu ¢ I'OCT P 7.0.97-
PEKBU3UTHI 2016 oTHOCATCS:
onpeneneHsl B | 1) 1ara JOKyMEHTa;
I'OCT 0 | 2) perucTpaloHHbII HOMEP JOKYMEHTA;
0(pOPMIICHUIO 3) oOmwmii OaHK;
OpraHM3aloHH | 4) meyars.
o-
pacropsIuTesb
HBIX
JTIOKYMEHTOB.
7 13 IIpouuTaiiTe TeKCT U BbIOEPHUTE NMPABWIbHbIE OTBETHI. OK 09
CornacHo I'OCT P 7.0.97-2016 ycraHaBiuBarOTCs CIeIYIOIINE
BU/IbI OJJAHKOB JJOKYMEHTOB OpraHM3allMu:
1) o6mmit OaHK;
2) GmaHK MpuKasa;
3) 6i1aHK NUCbMa;
8 13 IIpounTaiiTe TeKCT U BbIOEepUTE NPABUJIbLHBIC OTBETHI. MK 1.1

Kakne cmocoOwsr odopmieHuss naThl B JTOKYMEHTAX SIBISTIOTCS
npaBuibHbIME coriacHo 'OCT P 7.0.97-20167

1) 05.06.2024;

2) 05.06.2024 r.;

3) 5 utonst 2024 r.;

4) 5 urons 2024.




13

IIpoumuTaiiTe TeKcT U BbIOEpPUTE NPABUJIbHbIE OTBETHI.

Kakue pa3mepsl IOIyCKarOTCsS Ui JIEBOTO TOJS JIOKYMEHTa
cornacao 'OCT P 7.0.97-20167

1) vHe menee 20 MM (mpu cpoke xpaHneHus He 6oinee 10 jer);

2) He menee 40 MM (ipu cpoke xpaneHus 6oxaee 10 jaer);

3) e menee 30 MM (ripu cpoke xpaHeHus o6osee 10 jer);

4) ne menee 50 MM (ipu cpoke xpaHeHus 6onee 10 ser).

[IK'1.1

10

14

IIpouyuTaiiTe TeKCT M BbIOEpHUTE NPABUWIbHbIE OTBETHI.
OcHOBHBIE BUIbI IOKYMEHTOIIOTOKOB B OpraHU3aluy — 37O ...:
1) BxosIIMe TOKYMEHTHI;

2) apXUBHBIE IOKYMEHTBI;

3) ucxopsumue JOKYMEHTHI.

OK 09

11

IIpounTaiiTe TEKCT W YCTAHOBHTE COOTBETCTBHE MEMKIY
Pa3HOBUIHOCTBIO JIOKYMEHTOB M TPYIIAaMH, K KOTOPHIM OHH
OTHOCSITCS: K KaXKIOW TO3WIMH, JaHHOW B TIEPBOM CTOJOIIE,
moAOEpUTE COOTBETCTBYIOIIYIO MO3UITMIO U3 BTOPOTO CTOJIONA.

OK 05

JoxkymeHT I'pynna 1oKymMeHTOB

a) IIpukaz o mpueme Ha 1) opraHu3aIMOHHEIE;
paboTy. 2) pacnopsAUTEIbHBIC;
0) JoxnagHas 3ammcka. 3) uHpOpMAHOHHO-

B) Pacniopsoxenue. CTIPaBOYHEIC

12

213

b-1
B-3

IIpounTaiiTe TeKCT M YCTAHOBHTE COOTBETCTBHE MEXIY
TCPMHHOM U €ro OIIPCACICHHUEM: K Ka)KﬂOﬁ 103U 1N, HaHHOﬁ B
HEepBOM CTOJIOLE, MOAOEPUTE COOTBETCTBYIOUIYIO IO3UIHMIO H3
BTOPOT'O CTOJOLA.

Tepmun Omnpenesienne

A) JoxymeHTHpOBaHUE JIBUKEHUE IOKYMEHTOB C MOMEHTA

b) JloxymeHTo0o00poT MOJIyYEHUs 0 OTIPABKH;

B) Henomnpoun3Boactso 3aMmuch nH(pOopMaUU Ha
pa3IMYHBIX HOCHTEJISIX o
YCTaHOBJICHHBIM TIPABHJIAM;
JIEeSTENIbHOCTh 1O  pa3paboTKe,
0 OpMIICHHUIO, OpraHu3aIyu
JBIKCHHS, ydeTa W XPaHCHUS
JIOKYMEHTOB.

OK 02

13

123

A-1
b-2

IIpouMTaiiTe TEeKCT M CONOCTaBbTE PACIOPSAUTEIHHBIC
JOKYMEHTBI C MX OTPEeNIEHUsIMU: K KaXKION MO3UIUH, TaHHOH B
MEePBOM CTOJIOIE, MOJ0EPUTE COOTBETCTBYIOIIYIO TMO3HIIMIO U3
BTOpOTO CTOJIOLA.

PacnopsiaureabHbIN

Omnpenesienune
TOKYMEHT

—

A) VYxkazaHue 1) moxkyMmeHr, W3/1aBacMH
b) Pemenue PYKOBOJHUTENIEM OpPraHU3alyy 10 BOIIPOCA
B) Pacnopsbkenue | MH(pOpPMaMOHHO-METOANYECKOTO
XapakTepa;
JOKYMEHT KOJIJIETHATEHOTO opra

jan)

yhOpaBieHUs,  H3AaBaeMbli B IIeJifl
paspelieHusi Haubosiee Ba)XHBIX BOIPOCO
JeSITEIbHOCTH;

JIOKYMEHT, M37JaBAEMBII DVKOBOIIUTEIEM

OK 09




LEJIAX pa3pellieHus] ONEepaTUBHBIX BOMPOCP
MOBCEHEBHOM NEATETLHOCTH MPEIIPUATH.
14 312 IIpounTaiiTe TeKCT M YycTaHOBHTe cooTBercTBHe Mexay | OK 09
MOHATUSAMH M MX OINpPENENEeHUsAMH: K KaKIAO0H NO3ULUU IEPBOTO
A-3 CTOJNIONA TOAOEPUTE COOTBETCTBYIONIYIO TO3HIIMIO M3 BTOPOTO
b-1 crosoma.
B-2 IMousitue Onpenenenne
1) moKyMeHT, coxepaimiuii  TpaBuila,
YKa3aHus nin PYKOBOACTHA,
YCTaHABIUBAIOIINE IMOPAJOK U CHOCOO
BBINIOJIHCHUA UJIK OCYIIECTBJICHUA YE€TO-
1m0o;
A) Permament 2) cBoA [IpaBul, PETryIUPYIOLIHX
b) Uuctpyxmus OpraHU3aIHIO0 u
B) VYcras MTOPSIIOK AEATETHFHOCTH KaKOT0-THO0
roCy/IapCTBEHHOT'O opraga,
OpraHusanuvu, y4pexxKaeHus U T.11.;
3) [OKyMEHT, ONPENCISIIONMIA  MOPSIIPK
B3aUMOJICUCTBUSL  TOJAPA3ACICHUN |HU
pabOTHHKOB OpraHu3alil B PaMKaX
OTIPEJICICHHOTO MPOILECcca.
15 312 IIpouuraiiTe TeKCT M comocTaBbTe BHAbI mucem ¢ ux | OK 05
XaPAKTEPUCTHKAMHU: K KaXIOM MNO3MLMU IEepBOro crosdia
A-3 noA0eprTe COOTBETCTBYIONIYIO MO3UITUIO U3 BTOPOTO CTOJIOIA
B'; Bua nucema XapakrepucTHKa
B A) HudopmamuoHHOE | [1EIOBOE MUCHMO, HCIIOJIB3YeMOE
HUCHMO. B CIydYasX, KOIrJa OpraHu3alusi-
b) Ilucemo- MAPTHEP HE BBINOJHAET B3STHIE
HallOMUHaHUE. Ha ce0st 00s3aTeNbCTBa,

B) Ilucbmo-u3BenieHue. | AEIOBOE IHCbMO, B KOTOPOM
ajipecary COOOILAIOTCS CBEICHMS
0pHUIIHATEHOTO XapaKTepa;
ciyxe0OHoe MMCHMO,
uH(popMupyromnee 0 MmyOIMYHbIX
MEpONPUATHSIX.

3agaHus 3aKPBITOr0 TUIIA HA YCTAHOBJIEHHE IPABU/ILHOM M0OC/Ie10BATEIbHOCTH

16 3124 IIpouuTaiiTe TeKCT U yCTaHOBHUTE NocjaeaoBaTeabHocTh. | OK 02
Onpenenure MOCIENOBATEIBbHOCTh 3TanoB  00paldoOTKw,
KOTOpBIE ITPOXOUT BXOISIINN JOKYMEHT:
1) npenBapUTENBEHOE PACCMOTPEHHUE;
2) perucrpanus;
3) npuem;
4) ucroJHEHNE.

17 3241 IIpounTaiiTe TEKCT M yCTAaHOBUTE NOcCJae10BaTeIbHOCTh. | OK 02
VKaxure  IMOCIeO0BaTeNIbHOCT,  3TamoB  00paboOTKH,
KOTOpPBIE MTPOXOTUT UCXOIAIINMN TOKYMEHT:
1) orripaBka;
2) coriacoBaHue;
3) cocraBieHME NIPOEKTA;
4) perucrtpanus.




18 1324 IIpouuTaiiTe TeKCT U yCTAaHOBHUTE NocjaeaoBaTeabHOCcTh. | OK 02
Onpenenure MOCIEAOBATEIHPHOCTh 3TAnoB  00pabOTKH,
KOTOpbIE MPOXOAUT BHYTPEHHUH TOKYMEHT:
1) cocTaBieHue MPOEKTa;
2) noAmnucaHue;
3) cornacoBaHue;
4) ucroJHEHHE.

19 1423 IIpounTaiiTe TEKCT M yCTAHOBUTE MOCae0BaTeIbHOCTD. | [IK 1.2
VYkaxure IIOCJIEI0BATEIbHOCTD (cBepxy BHU3)
pacrnonoxxeHus pekBu3uToB B coorBerctBuu ¢ ['OCT P
7.0.97-2016:
1) sm0Osiema;
2) MOJIKCH;
3) oTMeTKa 00 UCTIOTHUTEIIE;
4) HaMMEHOBaHUE OPraHU3AIMH - aBTOPA JIOKYMEHTA.

20 213 IIpounTaiiTe TEKCT M yCTAHOBHTE MOCaeI0BaTeIbHOCTL. | OK 09
Pacnonoxure DOKYMEHTHI B MOpSAKE YOBIBAaHHS CPOKOB
XpaHEHUS:
1) nmpuka3ssl 0 mpueMe Ha paboTy;
2) HOpMaTHBHBIE MPABOBBIE aKThl CyOBEKTOB Poccuiickoii
Oenepan (yKa3bl, TOCTAHOBIICHHUS, PACHOPSIKECHHUS,
NPUKAa3bl) 10 MECTY U3AaHUs, IPUHSITHUS;
3) 1OTrOBOPHI OKa3aHUsI KOMMYHAJIBHBIX YCIYT OpraHU3alHH.

3ajaHus OTKPHITOr0 THIA HA JOMOJHEHHE
21 3anummTe TEPMHUH, 0 KOTOPOM HAET peyb. OK 04
rpaxaanckoe mpaBo | OTpacnp TpaBa, peryjiupyromias TOBApHO-IEHEXKHbIE U

WHBIE ~ OCHOBaHHbIE  HAa  pPaBEHCTBE  YYaCTHUKOB
UMYIIECTBEHHbIC OTHOILIEHUS, a TaKXe CBS3aHHBIE C
UMYIIECTBOM JIMYHBIE HEUMYIIECTBEHHBIE OTHOUICHUS, - ...
(OTBET 3aUIINTE CTPOYHBIMU OYKBAMH)

22 TPYZIOBOM JOTOBOP 3anummMTe TEPMHUH, 0 KOTOPOM HIET pedb. OK 04
Cornamienne MeXJy paOOTHHKOM € paboTojaTeseM,
KOTOpPO€  YCTaHaBJIMBAaeT MX B3aWMHbBIE TIpaBa M|
0053aHHOCTH, - ... .
(OTBeT 3aMUIINTE CTPOYHBIMU OYKBAMH)

23 cucreMa 3anuiuMTe TEPMHUH, 0 KOTOPOM HIET peyb. OK 09

JIOKYMEHTalluU COBOKYIHOCTh ~ JTOKYMEHTOB,  B3aUMOCBSI3aHHBIX IO

NpU3HAKaM TPOUCXOXKACHUS, HAa3HAYCHHS, BUAA, CQEpHI
NeSITeIbHOCTH, €IUHBIX TpeOOBaHUN K UX O(POPMIICHMIO, -
(OTBeT 3aNUIINTE CTPOYHBIMHU OYKBAMH)

24 JIOKYMEHT 3anummTe TEPMHUH, 0 KOTOPOM HAET peyb. OK 09
MarepuanbHblii HOCHTENb € 3aUKCUPOBAHHON Ha HEM B
mo0oit popme nHPOpManUe, KOTOPHI UMEET PEKBU3HTHI,
MO3BOJISIOIINE €ro WACHTU(UIMPOBATh, M IpeIHa3HAueH
JUIA TIepeladd BO BPEMEHH M B TIPOCTPAHCTBE B IENSAX
OO0IIECTBEHHOT'O MCIIOJIb30BaHUS U XPAHEHUS, - ... .
(OTBET 3aNUIINTE CTPOYHBIMU OYKBAMHU)

25 IIPOTOKOJI 3anummTe TEPMHUH, 0 KOTOPOM HAET peyb. OK 09

VYrpaBneHueckni JIOKYMEHT, bukcupyomun Xon
00CYX/IeHUS! BOIPOCOB U MPUHATHS PEHICHUH HECKOJIbKUMHU




JULAMM, - ... .
(OTBET 3aNUIINTE CTPOYHBIMU OYKBaMH )
3agaHuA OTKPBHITOI0 THIIA C PA3BEPHYTHIM 0TBETOM
26 OTPULIATENIBHO IIpounTaiiTe TEKCT M 3aNHUIINTE Pa3BePHYTHINH OTBET OK 01
ckaxxeTcs Ha pabote | JupekTop opraHuzanuu H3Aan Opuka3z o0 ympazIHEHUU
CIIy>KOBI I€TIONTPOM3BOICTBA, MepeaB (YHKIMU yIIPaBICHUS
JOKyMEHTaMHu cliy’)kOe  MHGOPMAlMOHHON — MOJIEPIKKH.
Ouenure 3P PEKTUBHOCTD IIPUHSTOrO pelieHus
JTUPEKTOPOM.
27 HET, cinenyet | [IpounTaiiTe TEKCT M 3aNIMIIMTE Pa3BEPHYThIA 0TBET OK 01
UCII0JIb30BaTh Cekperapb IUPEKTOpa IOPUIUYECKON (HUPMBI MpeIoKUIa
Oymary  QopmaroB | pacniedaThiBaTh OTBETHl TpaxJaHaM Ha Oymare Jir000ro
Adu AS dopmata. MOXKHO 1M TaK JAelaTh COIJIACHO 3aKOHY H
IpaBHJIaM JEJoNpPOn3BOACTBA?
28 HalMEHOBAaHUE IIpounTaiiTe TEKCT M 3aNMIINTE PAa3BEPHYThIH 0TBET K 1.2
JIOJKHOCTH  Jnna, | [lepeuncnure, uro BXOAMT B cocTaB pekBuzuta «l'pud
€ro MOAMNUCH, | yTBEpKIeHus», nomumo cioBa «YTBEPXK/IAIO», B
uHumansl, ¢pamunus | coorserctBuu ¢ 'OCT P 7.0.97-2016 npu yrBepx’aeHUu
U jara JIOKYMEHTA JI0JDKHOCTHBIM JIULIOM.
29 MOYTOBBIN aapec | IIpouyuTaiiTe TEKCT U 3aNMIIMTE Pa3BePHYTHIN 0TBET [IK 1.2
OpraHu3aluu Hanummure, uro BXOOUT B cocTaB pekBu3uTa «CrpaBOuHbIE
JTaHHble 00 OpraHu3aluu», MOMUMO HOMepa TenedoHa,
¢dakca, agpeca 3JIEKTPOHHOM IOYTHI, CETEBOTO ajpeca, B
cootBerctBuu ¢ ['OCT P 7.0.97-2016.
30 HalMEHOBAaHUE IIpouuTaiiTe TEKCT M 3aNMIINATE Pa3BEPHYThI 0TBET K 1.2.
JTOJKHOCTH  Jna, | OnumuTe, 4To BXOAUT B cocTtaB pekBu3uTa «lloamuce» B
ero moanuck, | coorsercteuu ¢ 'OCT P 7.0.97-2016.
WHUIMANBI, pamMunus

5.2. Bonpoce! AJist YCTHOTO Onpoca

1. Vuudukanus u craHzapTU3anus yIpaBIeHYECKUX JOKYMEHTOB.

2. Dransl pa3BUTHS IEIONPOU3BOCTBa B Poccum.

3. ®yHKIMU JOKYMEHTOB.

4. 3akoHojaTenbHbIE U MpaBoBble akThl PO B obnacTtu MHPOpMAINK, JOKYMEHTOBEIECHUS
U JIeTIONPOU3BO/ICTBA.
I'ocynapcTBeHHas cucTeMa TOKYMEHTAIIMOHHOTO 00eCTieueH sl YIIPaBICHNUSI.
Oobmepoccuiickue KiaccuPpUKaTopbl HHHOPMAIHH.
Ob1epoccuiickuii KjacCuPpUKaTOp yIpaBlIeHYeCKON HHpopMaluu.
Knaccugukanus ynpaBieHUECKUX JOKYMEHTOB.
. CtpyKTypa ynpaBieHYeCKOro IOKyMEHTa.

10. TpeGoBanust Kk OG(OPMIEHUIO PEKBU3UTOB
JIOKYMEHTOB.

11. bnanku. OcobeHHOCTH OGOPMIIEHUS Pa3IUYHBIX BHJIOB OnaHkoB. TpebGoBaHus K
OJlaHKaM JJOKyYMEHTOB.

12. JIoxyMeHTBI OrpaHUYEHHOI'0 JOCTYyIA.

13. Buapl opraHu3anmOHHO-TIPABOBBIX JOKYMEHTOB.

14. CrpyxTypa n ohopMieHrEe pa3IMUHbIX BHJIOB OPraHU3allMOHHO-TIPABOBBIX TOKYMEHTOB.

15. Hasznauenwue, coctaB, 0ohOpMIICHHE yCTaBa.

16. Hasnauenwue, coctaB, 0pOpMIICHHE PETIIAMEHTA.

17. Ha3nauenwue, coctaB, 0pOpMJIEHHE LITATHOIO PACIIUCAHUSI.

18. JlomkHOCTHAs MHCTPYKIIHUS.

19. OdopmiieHre MpUKa30B U YKa30B.

©o~No O

OpTraHHU3allUOHHO-PACIIOPAAUTCIIBHBIX




20. OdopmiteHrEe TOCTAHOBICHUHN U PEIICHUMN.

21. OdopmiieHne yka3aHUN U paCIOPSIKCHHIA.

22. Tlpouecc MOATOTOBKH PacHOPSAUTEIbHBIX JOKYMEHTOB MPH KOJIJIETHATbHOM IMPUHSITUN
peLICHU.

23. TloaroToBka MpUKa30B U KX 0GOPMIICHHE.

24. TloaroToBka MOCTaHOBIICHUH U X o(opMIIeHHE.

25. CmyxeOHbIe TUChMA: BHJIBI, TPEOOBAaHUS K O(YOPMIICHHIO.

26. IIpotokoun: hopmbl, cocTa, TpebOBaHUs K 0opMIIeHUIO. Brimucka u3 npoTokoia.

27. OdopmiieHHE aKTOB.

28. Ilepenucka: Ha3HaYECHUE, COCTAB.

29. JloxyanHas, ciykeOHas, 0ObSICHUTEIIbHAS 3aITUCKH.

30. Odopmienue crpaBok.

31. Cpoku xpaHEeHHUs JOKYMEHTOB I10 JINYHOMY COCTaBYy.

32. YuudunupoBanHsie GOPMBI TOKYyMEHTOB IO JUYHOMY COCTaBY.

33. TexHomornueckas mernoyka o0pabOTKH U IBHKEHUS IOKYMEHTOB.

34. Cpoxu XxpaHeHHs JOKYMEHTOB.

35. HasznaueHue u cocTaB MHCTPYKIUU 1O JEJIONPOU3BOJICTBY.

36. IlepedyeHbh THUIIOBBIX YIPABJICHYCCKUX apPXUMBHBIX JOKYMEHTOB, OOpa3yroIIMXCs B
MpoLecce JIeATEIbHOCTH TOCYIApPCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CaMOYIpPAaBICHUS U
OpraHu3alyii, ¢ yKkazaHueM CPOKOB XPaHEHHUSI.

37. Ilpuem u nepBuyHas 006pabOTKa MOCTYMAOIIUX B OPraHU3ALUIO0 JTOKYMEHTOB.

38. [IpenBaputenbHOE PACCMOTPEHHE U PACTIPE/ICTICHNE TOKYMEHTOB.

39. Perucrpauusi TOKyMEHTOB.

40. KoHTpOJIb UCTIOTTHEHUS JIOKYMCHTOB B OpTaHH3AIIH.

41. CopneprkaHrue HOMEHKIIATYPHI JIEJI OpraHU3aluu.

42. OpraHu3zanus XpaHeHHUs JOKYMEHTOB.

43. OcHOBHBIE TpeOOBaHUS, IPEABIBIAEMbIC K OPOPMIICHHUIO JIC]I.

44. TlpaBuna GopMUPOBAHUS PATMYHBIX KATETOPHIA JOKYMEHTOB B JIeia.

45. DkcriepTH3a IEHHOCTH TIOKYMEHTOB.

5.3. Bonpocel k 1u(pepeHIUPOBAHHOMY 3a4eTy

1. CyuHocTb U CTpyKTYypa TOKYMEHTALIMOHHOTO 00€CIIeYeHUsl YIIPaBICHUSI.

2. Pomp  nOKyMEHTAalMOHHOrO  oOecreueHus  YOpaBlIeHHS B JIEATEIIbHOCTH
roCy/1apCTBEHHBIX OPTaHOB.

3. JlokyMeHT, OCHOBHBbIE MTOHATHUS, PYHKIIUU U CLIOCOOBI JOKYMEHTUPOBAHMSL.

4. Ha3znauenne Enunoit rocymapctBeHHO# cuctembl nenonpousBojctsa (EI'CI) u ee
POJIb B JOKYMEHTAITUOHHOM O0ECIIEYCHUH YIIPABICHHUS.

5. Hasnauenne u crpykTypa I'ocynapcTBEHHONH CHUCTEMBI JIOKYMEHTAIlHOHHOTO
obecnieuenus ympasnenus (I'CHLOYV).

6. Cucrembl 3JEKTPOHHOTO JOKYMEHTOO0OpOTa, WX KiaccuuKamus, OCOOEHHOCTH
BHE/IPEHMS U TEHICHLIUU Pa3BUTHS.

7. VYHUHKANMA ¥ CTaHIAPTU3ALUS KaK OCHOBHOE HAIlpaBJICHUE COBEPIICHCTBOBAHUS
JIOKYMEHTOB.

8. Cucrembl TOKyMeHTaUU. Y HU()UIIMPOBAHHBIE CUCTEMBI JOKYMEHTAIIHH.

9. CoctaB M Ha3Ha4eHHE TOCYIAPCTBEHHBIX  (HALIMOHAJBHBIX)  CTAHIApPTOB,
PEryIUpYIOIUX TOKYMEHTAlMOHHOE 00ecriedeHre yrpaBIeHHs.

10. CocraB u Ha3HaueHWe 3aKOHOJATENbHBIX akToB Poccuiickoit ~ ®exnepauuu,
PEryIUpPYIOIINX TOKYMEHTAlMOHHOE 00ecieueHre YIpaBiIeHUs.

11. Xapakrepuctuka, coctaB u coaepxkanue [OCT P 7.0.97-2016.

12. CocraB pekBusutoB OPJl, mpaBmia ux ohopMIICHHS.

13. Buasl OnaHKOB JOKYMEHTOB, MX XapakTepuctuka. [IpaBunma odopmieHus,
U3TOTOBJICHHUSI, YU€Ta, UCTIOIb30BAHUS U XpaHEHUs OJJaHKOB OpraHHU3aIliH.

14. FOpunuyeckas cuiia J0KyMEHTOB.



15. XapakTepuCTHKa M COCTaB OpPraHWU3AIIMOHHO-TIPABOBBIX JOKYMEHTOB: TpeOOBaHUS K
COCTaBJICHUIO M 0(OPMIICHHIO.

16. XapakTepuCTMKa ¥ COCTaB pPacCHOPSAIUTEIBHBIX JOKYMEHTOB: TpeOOBaHUS K
COCTaBJICHUIO ¥ 0(OPMIICHHIO.

17. XapakrepucTuka u cocTaB HH(POPMAIIHOHHO-CIIPABOYHBIX JOKYMEHTOB: TPEOOBAaHUS K
COCTaBJICHUIO ¥ 0(OPMIICHHIO.

18. Hopmsl cTiiist ynpaBieH4YECKUX JTOKYMEHTOB.

19. VauduuupoBanusie GOpMbl IEPBUYHON YUETHON TOKYMEHTALUHU IO y4ETy Tpyda U
ero oriatel. O0mue nmpaBmia 0pOPMIICHHUS IPUKA30B 110 TMYHOMY COCTaBY.

20. CrpykTypa OpraHu3alMOHHO-PACTIOPSIIUTEIHON JOKYMEHTAIIHH.

21. OcoOeHHOCTH [TOKYMEHTHPOBAHUS JTAallOB TPYJOBOH MAEATENBHOCTH pabOTHHKA!
npueM, TepeBoJ]l, OTIYCK, KOMaHIUPOBKA, YBOJBHEHHE, TOOLIPEHUE, JUCHUILUIMHAPHOE
B3bICKaHHE.

22. 3anauu, GYHKIMU U TUTIOBBIE CTPYKTYPBI CIIY>KOBI TOKYMEHTAITMOHHOTO 00eCIIeueHUs
yIIpaBJICHUSL.

23. OcoOeHHOCTH OpraHu3auy paboThl ¢ KOHPHUICHIMATHHBIMHA JOKYMEHTAMHU.

24. HomeHknaTypa [Jel: TOPSOOK COCTaBICHMS, OGOPMIICHHMS, YTBEp)XKICHUS U
NPUMEHEHUS.

25. TlpuHumns! 1 GOPMBI OpraHU3aLUH JISIONPOU3BO/ICTBA HA MPEIIPUSITHH.

26. TlonaTne, MPUHIUIIBI M XapaKTEPUCTHKHU TOKYMEHTOOOOPOTA.

27. OcHOBHBIE ATanbl JOKYMEHTOO0O0POTA.

28. IlepBoHauanbHas 00pabOTKa JOKYMEHTOB B OpraHU3aIUH.

29. TexHONOTHS PACCMOTPEHHUS TOKYMEHTOB B OpPTraHU3aIH.

30. DxcmepTH3a HEHHOCTH JOKYMEHTOB.

5. TpeGoBanus K ycJa0BHAM peaju3anuu padoyeil NporpaMMspl AU CHUIIIMHBI

6.1.001mecucTeMHble TpeOOBaAHUS
DnexTpoHHas nHQOpManoHHO-00pa3oBarensHas cpeaa PI'BOY BO «KUT'Y»

http://kchgu.ru - anpec odurmansHOrO caiita yHUBEpPCHTETA.

https://do.kchqu.ru - snexTponnas napopManonHo-00pa3zoBarenbHas cpena KUI'Y.

ONEeKTPOHHO-OMOINOTEUHbIE CUCTEMBI (3IEKTPOHHBIE OMOIMOTEKHN)

. HanmeHoBaHMe JOKYMEHTA ¢ YKa3aHHEM Cpoxk aeiicTBust
YueOHbII roja
PEKBU3HTOB JAOKYMEHTa
2024-2025 DneKTpOHHO-OMOIMOTEUHAs cucTema 000

ot 23.04.2024r.

y4eOHBli roj «3Hanuym». Jlorosop Ne 238 50c ot 23.04.2024 r. 10 23.04.2025r.

DnexTpoHHBIN aapec: https://znanium.com
2024-2025 DIeKTPOHHO-ONOINOTEUHAS cucrema  «JlaHb».
Y4eOHBII TOJ Horosop Ne 36 ot 14.03.2024 r. Beccpounsrii
DnextponHbii aapec: https://e.lanbook.com
2024-2024 OnextponHas 6ubdanoreka IOpaiit Jorosop Ne 25 ot ot 28.05.2024r.
y4eOHBIN TOJ 28.05.2024 r. 1o 28.05.2025r.

2024-2025 DneKTpOHHO-0MOIMoTeYHAs cucrema KUry.
Y4eOHBIN TOJ [Tonmoxxenne 00 Db yTBEpKIeHO YUEHBIM COBETOM OT

30.09.2015r. Tipotokon Ne 1. becepounbri
Onekrponubii agpec: http://lib.kchgu.ru
2024-2025 Hammonanwuas snextponnas 6ubimoreka (HOB).
y4eOHBIN TOJ Jlorosop Ne101/HOB/1391-mm ot 22. 02. 2023 1. beccpounsbiii
OnextpoHHbIH aapec: http://rusneb.ru
2024-2025 Hayunas AJIEKTPOHHAS Ooubamoreka N
beccpounsblii

y4eOHBIH roj «ELIBRARY.RUy». JIMIeH3MOHHOE COIIALICHHE



http://kchgu.ru/
https://znanium.com/
https://e.lanbook.com/
http://lib.kchgu.ru/
http://rusneb.ru/

Nel15646 or 21.10.2016 1.
Dnekrponublid aapec: http://elibrary.ru

2024-2025 OnextponHbIN pecypc Polpred.comO630p CMU.
Y4eOHBIN TOJT Cornamenue. becrinmaTtHo.
DnextpoHHbI aapec: http://polpred.com

beccpounsrii

6.2. Mamepuanvho-mexuuueckoe u yueoHo-memoouueckoe ooecnedeHue OUCUUNIUHbL

HaumveHoBaHWe IOMeNIEeHMId /IJIs TPOBEJAEHHs] BCeX BHIOB Yy4eOHOW
JesiITeJIbHOCTH, TPEIyCMOTPEHHOIH Y4YeOHbIM IUIaHOM, B TOM 4HCJe
NMOMeIleHHsI ISl CaMOCTOSITeJbHOH padoThl, ¢ yKa3aHMeM IepevHsi
OCHOBHOT0 o0opy/0BaHusl, Y4eOHO-HATJISITHBIX nocooui "
HCII0JIb3YEMOro MPOrpaMMHOT0 00eceYeH st

Ajpec momemeHui
AJ1s IPOBeIeHNs BCexX
BH/IOB Y4eOHOM
JAeSITeJIbHOCTH,
NpeAyCcMOTPeHHOI
Y4e0HbIM IIAHOM

YuyebHaa ayamTopua Ana nposBeseHUA 3aHATUIN NEKLMOHHOTO TUMa, 3aHATUN
NpaKTUYeckoro n N1abopaTtopHOro Tvna, rPYnnoBbIX U UHANBUAYAIbHbBIX KOHCYIbTaLMiA,
TEKYLLLEro KOHTPO/IA U NPOMEXKYTOUYHOM aTTecTaumm

IAyautopus Ne - 509:

CTOJIBI KOMIIbIOTepHBIE —20 IIT.,

cTysbs — 20 wrT.,

CTOJ U CTYII IpenojaBareis — 1 mrT.,

TpubyHa — 1 mrT.,

HATJISITHBIC TIOCOOMS — B SJICKTPOHHOM BHUJE,

MeoBast Jocka — 1 mrT.,

KommbroTep — 20 mrT.,

[y4eOHO-HaTJIATHBIE TOCOOUS - B SJIEKTPOHHOM BHUJIE.

UlniieH3nOHHOE MIPOTPaMMHOE 00ecTIeUeHHE:

- MicrosoftWindows (JIumensus Ne 60290784), 6eccpounasi,

- MicrosoftOffice (JIumensus Ne 60127446), 6eccpounas,

- ABBY FineReader (tiuniensust Ne FCRP-1100-1002-3937), 6eccpounast,

- CalculateLinux (Baecén B EPPII Ilpukazom Munkomcssizu Ne665 ot 30.11.2018-2020),
OeccpouHas,

- Google G Suite for Education (IC: 01ilp5u8), 6eccpounasi,

- Kaspersky Endpoint Security (JIunensus Ne 1CE2-230131-040105-990-2679), ¢
31.01.2023 o 03.03.2025 .

369200, KapagaeBo-
Yepxecckas
PecmyOimka, .
Kapauaesck, yi1.
Jlenuna, 29. YuebOHo-
J1a00paTOPHBIN KOPITYC,
5 sTax, momemieHue Ne
509, momaas
roMelnneHus 57,6 KB.M.

AyauTopus Uil CaMOCTOSTENbHON pabOThl 00YUYarOIUXCS.
Cneyuanusupogannas meoens:
CTOJIbI YIYCHUYECKHE, CTYIIbS, I0CKA MEIOBasl.
Yuebno-naenaonvie nocobus (8 anexkmponrom suode).
Texuuueckue cpedcmea obyuenus:
HOYTOYKH B KOJHMUYECTBE 3 LIT. ¢ OAKIIOUSHUEM K HH()OPMAIUOHHO-
TENeKOMMYHHKAIIMOHHOM ceTr «IHTepHEeT» 1 06eCeYeHHeM IOCTYIIa B SJIEKTPOHHYO
HH(OPMAIHOHHO-00Pa30BaTEIbHYIO CPEly YHHBEPCHUTETA.
Jluyensuonnoe npocpammuoe obecneyenue:
—  Microsoft Windows (JIunensust Ne 60290784), Geccpounast
—  Microsoft Office (JIutiensust Ne 60127446), 6eccpounas
— ABBY Fine Reader (nuniensust Ne FCRP-1100-1002-3937), 6eccpounas
— Calculate Linux (Buecén B8 EPPII Ipukazom MunkomcBszu Ne665 ot
30.11.2018-2020), 6eccpounast
— Google G Suite for Education (IC: 01i1p5u8), 6eccpounast
—  Awnrusupyc Kacnepckoro. Jleficteyer g0 03.03.2025r. (JJorosop Ne 56/2023 ot
25 suBaps 2023r.)

369200, Kapauaeso-
UYepkecckast Pecrrybmika,
r. Kapauaesck, yi1.
Jlenuna, 29.
Y4ebHO-1a00paTOpHBII
Kopmyc, aya. 507



http://elibrary.ru/
http://polpred.com/

YuraneHsrii 3a11, 80 MecT, 10 KOMITBIOTEPOB. 369200, Kapauaeso-

Cneyuanusuposannas medeib: CTOIbl y4eHUYECKHUE, CTYIIbS. Yepkecckast
Texuuueckue cpedcmea 00Oyuerus: PecnyOnuka, r.
Hucmeit bpaiins ALVA ¢ nporpammoii akparHoro ysenuuurens MAGic Pro; Kapauaesck, yi1.
CTalMOHAPHBIN BUAcOyBenuuuTens Ciear View ¢ MOHUTOpOM; Jlennna, 29. YueOHo-

2 komnbloTepHbIX posuiepa USB&PS/2; knaBuarypa ¢ Haknaakoi (JLIIT); 71ab0paTOpHBIN KOpITYC,
aKyCcTHYECKas cucteMa cBOOOIHOT0 3ByKOBOro moJist Front Row to Go/$; 1 sTax, nomenieHue Ne
HepPCOHAIbHBIC KOMIIBIOTEPHI ¢ BO3MOXKHOCTBIO MOAKIIOYEHHS K ceTH «HTepHeT» U 102a, mromaas
obecrieyeHreM JI0CTYTIa B NIEKTPOHHYIO HH()OPMAITHOHHO-00pa30BaTeIbHYIO CPEIy nomerenus 131,9
YHUBEPCUTETA. KB.M.

Jluyensuonnoe npocpammmoe obecneuenue:

—  Microsoft Windows (JIutiensust Ne 60290784), 6eccpounast

— Microsoft Office (JIuriensus Ne 60127446), 6eccpounas

— ABBY Fine Reader (uriensust Ne FCRP-1100-1002-3937), 6eccpounast

— Calculate Linux (Buecén 8 EPPII Iprkazom MunkomcBszu Ne665 ot
30.11.2018-2020), 6eccpounas

— Google G Suite for Education (IC: 01i1p5u8), 6eccpounast

— Awntuupyc Kacniepckoro. letictByer 1o 03.03.2025t. (Jorosop Ne 56/2023
ot 25 sHBaps 2023r.)

7. OcobeHHOCTH peajm3anuu JUCHUIIJIMHBI 1JISI THBAJIU/I0B U JIUIl COrPAaHUYCHHBIMUA

BO3MO’KHOCTSIMH 310POBbS
Huns mun ¢ OB3  wwmmm ¢ uwaBamuaHocthio  PITJI  paspabateiBaeTcst  Ha
ocHoBaHuu «[lonoxxeHuss 00 opraHum3zanuu oOpa30OBaTENBHOIO Ipolecca Uil 00ydeHUs
WHBAIMAOB ¥ JIMIl C OTPAaHMYCHHBIMH BO3MOXHOCTSIMH 3JI0pOBbsi B  (heaepaTbHOM
rOCYyJapCTBEHHOM  OIO/PKETHOM  00pa30BaTEIbHOM  YUPEXKJIEHHHM BBICHIETO 00pa3oBaHMs
«KapauaeBo-Uepkeccknii rocy1apCTBEHHbI YHUBEPCUTET UMeHN Y. JI. Anuesay.
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