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1. O0mas xapakTepucTHKa pado4eil nporpaMMsl 001e00pa3oBaTeJbHOM TUCHUIIINHBI

1.1. MecTo THCHUIIMHBI B CTPYKTYpe OCHOBHOI 00pa3oBaTe/ibHOIi POrpaMMblI

VYuebnas pucuumuinHa «OI1.06 JlokyMeHTanMoOHHOE OOeclieueHue YIpaBICHUS SBISIETCS
00513aTeNbHOM  YacThlO0 OO0IIENPOPECcCCHOHATBHOIO IHMKJIA 00pa3oBaTeIbHONM MPOTpPaMMBbl B
cootBercTBUU ¢ ®I'OC mo cnenmanbHocTd 38.02.01 DxoHOMHUKA M OyXraiaTepckuil yder (mo
OTpacysim).

Ocoboe 3HaueHKHe TUCIUIUIMHA uMeeT pu popmupoBannn u pazsutun OK 01, OK 02, OK
03, OK 04, OK 05, OK 09, IIK 1.1.

1.2. ]_Ie.]'ll/l H INIAHUPYEMBIC PE3YJbTAThl 0CBOCHUSA TUCHUIIIMHBI:

OO01me KOMIETEHIINN

=
:
S g @opmyanposka 3HaHus, yMEeHUs
= 2 KOMIIETEHLIMH
=
2
OK 01 | Beibupats crmocoOsl YMeHHsI: pacmo3HaBaTh 33ady W/WIH TpoodiieMy
pelieHus 3aaad B NMPO(PECCUOHANTBHOM W/UIU COLIMAJTIbHOM KOHTEKCTE;
npodeccHOHaTBLHON AaHAJM3UPOBATh 3a/a4y W/WiIH TpoOJIeMy U BBIICIATH
JeSITeNIbHOCTH €e COCTaBHBIE YACTH; OMPEAENATh OSTalbl PEIIeHUs
MIPUMEHUTEIBHO K 3aJaud;  BBSIBIAT M O(G(EKTHBHO  HCKATh
pa3IMYHbIM uH(pOpMaLIMI0, HEOOXOAUMYIO [JIsl PEIICHUs 3a7auu
KOHTEKCTam W/Wd IpoOJIeMBIL;
COCTaBIISITh IU1aH NEeICTBUS; OTIpeNeTsATh
HE0OXO0IUMBIE PECYPCHI;
BIIQ/IETh aKTyallbHBIMH METOJIaMU paboThI
B  NpodeccMOHalIbHOM U  CMEXHBIX  cdepax;
peanu30BbIBaTh COCTABJIEHHBIN IUIaH; OIIEHUBATh
pe3yiabpTaT M MOCIHEACTBUSL  CBOMX  JCHCTBHI
(caMOCTOSATEIHHO WJIH C TOMOIIHI0 HACTABHHUKA)
3Hanun: aKTyaJIbHBIN npodeccuoHaNbHBIN
U COLMAIbHBIA KOHTEKCT, B KOTOPOM HPUXOAUTCS
paboTaTh M KUTh; OCHOBHBIE UCTOYHUKU UH(POpPMAIIUU
U pecypchl i pelieHus 3agad U [poOsieM
B MMPO(eCCHOHATHPHOM U/HIIA COIUATBHOM KOHTEKCTE;
QITOPUTMBI BBITIOTHEHUS padoOT B MPO(hecCHOHATBHOM
u CMEKHBIX 00J1acTX; METO/IbI paboTsl
B MIpoeCCHOHATBHON M CMEXHBIX c(hepax; CTPYKTypy
MmjaHa JUisl  pelIeHus] 3ajad; TOpPSJAOK  OIICHKHU
pe3ynbTaTOB pelleHusl 3afad  npodeccnoHalbHON
JIESATETLHOCTH
OK 02 | Ucnonp3oBaTh YMeHus: ONpeAeNsATh  3aJaud  JUId  IIOUCKa
COBPEMEHHBIC CPECTBA | MH(POPMAILIMH, OMPEILISITh HEOOXOAMMBIC HUCTOYHUKH
MOKCKA, aHaTIN3a U uH(pOpMallMK;  TUIAHUPOBAaTh  MpOIECC  TOUCKA;
WHTEpIpeTaIu CTPYKTYpPUPOBaTh MOJTy9aeMyF0 nHpopMaIuio;
uHhopManuu u BBIICTIITh ~ HauOollee  3HAYMMOE B IEpEYHe
nH(pOpMaIMOHHBIE nH(pOpMaInK; OLIEHUBATh MPAKTUYECKYIO 3HAYUMOCTh
TEXHOJIOTUU JJIS pE3yNbTATOB MOUCKA; 0OPMIISITh PE3YNIbTATHI MOMCKA




BBITIOJIHEHU S 3a1a4

3HaHuA: HOMEHKJIaTypa MH(OPMaLIMOHHBIX

npodeccuoOHaTbHON UCTOYHUKOB, NPUMEHSIEMBIX B MpOodecCHOHATBLHON
JESTeNbHOCTH JeSITEIbHOCTH; IPUEMBI CTPYKTYPUPOBAHUS
uHpopmanuu; ¢Gopmar oGOPMIICHUS PpE3YIbTATOB
NIOKUCKa UHPOPMALIUU
OK 3 | IlnanupoBats U | YMeHusl: OIpeneisaTh aKTyaJbHOCTh HOPMAaTHUBHO-
peann30BbIBATH IPaBOBOM  JOKyMEHTalMM B  HpodecCHOHAIbHOU
coOCTBEHHOE NEeSITeIbHOCTH; TPUMEHITh COBPEMEHHYIO HAy4YHYIO
npodecCHOHATbHOE U | IPOPECCHOHATBHYIO TEPMUHOJIOTHIO; ONIPEAEISTh
JMYHOCTHOE pA3BUTHE, | U BBICTPAMBATh TPACKTOPHUH MPO(HECCHOHAIBLHOTO
IPEIIPUHUMATENBCKYIO | Pa3BUTHS U CaMOOOpa30BaHUs
JeSITebHOCTD B
npodeccuoOHaTbHON 3HaHMA: COJEp)KaHUE aKTyalbHOW HOpPMAaTHUBHO-
cdepe, HCIOIB30BATH | MPABOBOM JOKYMEHTAIIUH; COBPEMEHHAs HAYYHAs
3HaHMA 110 NPABOBOM M | U TpodecCHOHANbHAS TEPMUHOJOIHUS; BO3MOXKHBIC
¢buHaHCOBOH TPaeKTOPUH NMPO(HECCHOHATLHOTO PA3BUTHS
IPaMOTHOCTH B | U caMOOOpa3oBaHMsI
Pa3IMYHBIX KU3HEHHBIX
CUTYyaLUsAX
OK 04 | DdbdexTuBHO YMenusi:  OpraHu3oBbIBaTH  PabOTy  KOJIJIEKTHBA
B3aMMOJICHCTBOBAaTh U | U KOMaH[Bl; B3aHMOJICHCTBOBATH C  KOJUICTAMH,
paloTaTh B KOJUIEKTUBE | PYKOBOJCTBOM, KIMEHTaMU B XOJ€ MPOo(ecCHOHAIBHOM
Y KOMaH/Ie JIeATETIbHOCTH
3HaHUSA: TICUXOJIOTUYECKUE OCHOBBI JAEATEIbHOCTU
KOJIJICKTHBA, TICUXOJIOTHYECKUE 0CcOOEeHHOCTH
JIMYHOCTHU; OCHOBBI ITPOEKTHOM 1E€ATEILHOCTH
OK 05 | OcymiecTBasiTh YCTHYIO | YMeHHMsl:  TpaMOTHO  HW3JlaraTh ~ CBOM  MBICIH
U IMCbMEHHYIO U 0opOopMIIATH JIOKYMEHTBI MO MpodecCHOHATBbHON
KOMMYHHUKAIIIIO Ha TEMAaTUKEe Ha TOCYZApCTBEHHOM SI3BIKE, MPOSBIATH
rOCyJJapCTBEHHOM TOJIEPAHTHOCTh B pa00UYEeM KOJJICKTUBE
sa3bike Poccuiickon 3HaHMA: 0COOEHHOCTH COLMANBHOIO U KYJIBTYPHOTO
denepanyy ¢ y4eTom KOHTEKCTa; IMpaBuja O(OPMIIEHUS JOKYMEHTOB
0COOEHHOCTEM Y TIOCTPOEHUS YCTHBIX COOOIIEHU I
COLIMAJIBHOTO U
KYJIBTYpHOTO
KOHTEKCTa
OK 09 | Ilonbs3oBaThCs YMeHusi:  TOHMMAaTh ~ OOIIMH  CMBICI  YETKO
npodeccuoHaTbHON MPOM3HECEHHBIX BBICKA3bIBAHUI HAa HM3BECTHBIE TEMBI

JTOKYMEHTalMen Ha
rOCYJIapCTBEHHOM U
WHOCTPAHHOM SI3bIKAX

(mpodeccuoHambHble U OBITOBBIE), TIOHUMATh TEKCTHI
Ha 0a3zoBble MPO(ECCHOHATBHBIE TEMbI; Y4acTBOBATH

B nraorax Ha 3HAKOMBIE oO1ue u
npodecCHOHANbHBIE ~ TEMBI;  CTPOUTH  MPOCTHIC
BBICKA3bIBAHUS 0 cebe

U 0 CBOEH Mpo(eCCHOHATBLHON AEATENIbHOCTH; KPATKO
000CHOBBIBaTh U OOBSCHATH CBOU JIEHCTBUS (TEKyILHE
U IUIAHUPYEMBIE); THCaTh  IPOCTbIE  CBSI3HBIC
COOOLIEHHA Ha 3HAKOMBIE WM HHTEPECYIOIINe
npo¢ecCHOHATIbHBIE TEMBI




3HaHUsI: TPaBUIIA TIOCTPOCHUSI TMPOCTHIX M CIOXHBIX
OpeyIoKeHNH  Ha  Tpo(decCHOHANBHBIE  TEMBI,
OCHOBHBIEC OOIICYIOTPEOUTEIbHBIE TJIarofibl (ObITOBas
U npodeccHOHaNbHAs  JIGKCHKA);  JIGKCUYECKUN
MUHHMYM, OTHOCSIIMICS K OIHMCAaHUIO IPEIMETOB,
CpeAcCTB u IPOIIECCOB npodeccuoHaTbHON
NeSITeTbHOCTH; OCOOCHHOCTH TIPOM3HOIICHUST; IPaBUIIa
YTEHUS TEKCTOB MPOECCUOHATHLHON HAIPABICHHOCTH

[IpodeccronanbHbie KOMIIETEHIIUU

OcHOBHBIE BU/IBI Kon u HammeHoBaHuUe Iloka3aTenu ocBoOeHHS

AeATEeJIbHOCTH KOMMETEeHI[HN KOMIIETEeHI[UH
B 1. IIK 1.1. O6pabarsiBats | [IpakTHYECKHUIi ONBIT:
JIOKyMEHTUPOBaHHE MEpPBUYHbBIE JIOKYMEHTHUPOBAHUS XO3SHCTBEHHBIX
XO3SICTBEHHBIX OyxrajuTepckue orepanuii ¥ BEJJCHUH OYXTaJITePCKOTO
orepanuid W BEJCHUE | JOKYMEHTBI ydeTa akKTUBOB OpraHH3aIuu
OyXTraJITepCKOTo yvera YmeHus:
AKTUBOB OpPTaHU3AI[UN MPUHUMATH [TPOU3BOJILHBIC

NIEPBUYHBIE OyXTaNTepPCKHUE
JOKYMEHTBI, pacCMaTpUBAEMbIE KaK
HMUCbMEHHOE JI0Ka3aTeIbCTBO
COBEpILEHUS X035 CTBEHHON
olepalyy WM MoJIyuyeHHe
paspelleHus Ha ee IPOBEJICHUE;
NPUHUMATh [IEPBUYHbBIE
OyXxTanTepcKue JOKYMEHTHI Ha
OyMa)XHOM HocuTeNe U (WIK) B BUAE
AJIEKTPOHHOTO JOKYMEHTAa,
MTOATIMCAHHOTO JIEKTPOHHOMN
MOJIIHCHIO;

IPOBEPATH HAJTMYKE B MPOU3BOJIBHBIX
NEPBUYHBIX OYXTaJITEPCKUX
JIOKYMEHTax 00s3aTelbHbIX
PEKBU3UTOB;

MPOBOJUTH (POPMABHYIO TIPOBEPKY
JIOKYMEHTOB, IPOBEPKY IO CYIIECTBY,
apru(MeTHYecKyIo MPOBEPKY;
MPOBOJIUTH IPYNITUPOBKY MEPBUUHBIX
OyXranTepcKux JOKYMEHTOB 10 PAIY
MPU3HAKOB;

MIPOBOJIUTH TAKCUPOBKY U KOHTUPOBKY
MEPBUYHBIX OYXTaITEPCKUX
JIOKYMEHTOB;

OpraHU30BBIBATH JJOKYMEHTOOOOPOT;
pa3bupaTbcs B HOMEHKIIAType JIE;




3aHOCHUTbH JIaHHBIC T10
CTPYNIIUPOBAHHBIM JOKYMEHTaM

B PETUCTPHI OyXTalTePCKOro y4eTa;
nepeaBaTh NEPBUUHBIC
Oyxrantepckue JOKyMEHTHI

B TEKYIIUI OyXTaJITEPCKHUI apXUB;
nepeaBaTh IEPBUYHBIC
OyXrantepckue JOKYMEHTBI

B MTOCTOSTHHBIA apXUB MO UCTEYCHUU
YCTaHOBJICHHOTO CPOKA XPAHECHUS;
UCIIPABIISATH OMIMOKY B IEPBUYHBIX
OyXranatepckux JIOKyMEHTax

3HaHuA:

oOurre TpeboBaHus K OyXranTepckoMy
YUYEeTy B YaCTH JOKYMEHTUPOBAHUS
BCEX XO35MCTBEHHBIX ICUCTBUI

U OIIEpALINN;

MOHSTHE IEPBUYHOM OyXTanTepCKo
JIOKYMEHTAIUH;

ompezeNieHne IePBUYHBIX
OyXranTepcKux JTOKyMEHTOB;

(bOopMBbI IEPBUYHBIX OyXTalTEPCKUX
JIOKYMEHTOB, COJIEPKAIINUX
00s3aTeNnbHble PEKBU3UTHI
MEPBUYHOTO YYETHOTO JOKYMEHTA;
MOPSIOK TIPOBEICHHSI TPOBEPKH
MEPBUYHBIX OYXTAJITEPCKUX
JIOKYMEHTOB, (popManbHOI IPOBEPKU
JIOKYMEHTOB, ITPOBEPKH I10 CYILIECTBY,
apu(pMeTHYECKON POBEPKH;
MPUHIIMIIBI ¥ IPU3HAKU TPYMIIUPOBKU
MEPBUYHBIX OYXTAJITEPCKUX
JIOKYMEHTOB;

MOPSIOK TIPOBEIEHHS TAKCUPOBKU

¥ KOHTUPOBKHU TIEPBUYHBIX
OyXranTepcKux JOKYMEHTOB;
MOPSII0K COCTABIICHUS PETUCTPOB
OyXrajnTepcKoro yuerta;

IpaBUJIa U CPOKHU XPaHEHHS
MEePBUYHOMN OyXraJlrepckoi

JOKYMCHTaIun

2. CTpykTypa u coaep:xaHue 001eo0pa3oBaTe/IbHON TUCIUIIMHBI




2.1. O0beM QM CHUIIMHBI U BHAbI Y4eOHOIl padoThI

O0bem B yacax
Buna yueOHo# padoThI OuHo-
O4YHast
3a04yHas
O0beM 00pa3oBaTeIbHON MPOrpaMMBbl 60
Koncyabranumn
CymmapHasi yyeOHasi HAarpy3Ka BoO B3aUMO/I€eiiCTBUH C 48 20
npenojaaBarejieM
B TOM 4HCIIE!
JIEKINH, YPOKH 32 14
MPAKTUYECKHUE 3aHATHS 16 6
CamocrosiTenpHas padbora 12 40
IIpoMe:kyTouHasi aTTeCTAUsI — 3a4eT ¢ OLleHKOii 3 cemecTp
2.2. TeMmaTH4ecKHii IUIaH U cojiep:KaHue Y4eOH O THCIMIIMHBI
dDopmupye
Haumeno Conep:xanue yueOHOro MaTepuaJa, (01138 Mbie 0mme
BaHHUe JIa0OpaTOpPHBIE U NPAKTHYECKHE Pad0Thl, NPUKJIAIHOM emM "
pa3eioB MOIYJIb 4yaco npogeceno
U TeM (ecu mperyCMOTPEHBI) B HaJbHbIC
KOMIIETEeHI]
101
1 2 3 4
Paznen 1. HopmaTuBHO-MeTOoAMYecKast 0232 JOKYMEHTAIIMOHHOTO
olecreyeHust ypaBJIeHHSA
Temal.l. Copaepxxanue ydyeOHOIro MaTepuasa 2 OK 01, OK 02,
Beegenue | 1. MH(popmanus B yrpaBieHYeCKON JEATETHHOCTH. OK 03, OK 04,
B 2. JloxymenTannonHoe obecneuenue ymnpasienus (J0Y): OK 05, OK 09,
JAOKYMEHTA | 1IeJIU, 3a]1a4l U OCHOBHBIE IIPUHIIHIIBI. IIK 1.1
HHOHHOE 3. lonstwitaenii anmapat J0Y.
obecneuen | 4. Knaccudukaius, METOABI U CIIOCOOBI
ue JIOKYMEHTHPOBaHUSI.
ynpasJjienu | CamocrosiTeJibHast padoTa 00y4aromuxcs 2 OK 01, OK 02,
b VcTopust pa3BUTHS CHCTEMBI TOCYIapCTBEHHOTO OK 03, OK 04,
Jenornpoun3BozicTBa B Poccun OK 05, OK 09,
IIK 1.1
Tema 1.2. | Copepxxanue yd4eOHOIro MaTepuasa 4 OK 01, OK 02,
Buael, 1. Busl, pyHKIMH, CBOMCTBA U TUIIBI JOKYMEHTOB. OK 03, OK 04,
¢pynkuun, | 2. CTpykTypa JOKYMEHTAa. OK 05, OK 09,
THUIIBI, 3. O6mue TpedoBaHus K 0(HOPMIIEHUIO JOKYMEHTOB. IIK 1.1
cTpykTypa | 4. PeKBU3UTHI JOKYMEHTOB, X Ha3HAUCHHE.
ynpasJieHd | 5. b1aHK#u JOKYMEHTOB.
€CKHX B ToM 4nciie NpaKTHYECKUX 3aHATHH 2 OK 01, OK 02,
MOKYyMeHTO | 1. PelmeHue CUTyallMOHHBIX 3a/1a4 MO BOIIPOCAM TEMBI. OK 03, OK 04,
B 2. Jloksazpl 1O BOIIPOCAM TEMBI. OK 05, OK 09,
IIK 1.1
Tema 1.3. | Coaepxxanue yueOHOIro MaTepuasa 2 OK 01, OK 02,
3akonoaar | 1. 3akoHomaTenbHbLIE M IPABOBEIE aKThl POCCHICKOM OK 03, OK 04,
eaxpHasi U | @epepaunu, [OCTH B chepe nnpopmarmu, OK 05, OK 09,




HOPMAaTHUB | JOKYMEHTOBEICHUS U EJIONPOU3BOACTBA. MK 1.1
HO- 2. YHU(pULIUPOBAHHBIE CUCTEMBI TJOKYMEHTALINH.
mMetoamnyec | 3. HopmaTuBHbBIE JOKYMEHTHI, KJIACCU(PUKATOPHI.
Kast 4. TOCT P 7.0.97-2016. «HanuonanbHbIi crangapT
OCHOBBI Poccuiickoit ®enepanuu. CucremMa cTaHIapTOB 110
A0Y uH(popMaInu, OUOIHMOTEYHOMY U U3JATCILCKOMY JICITY.
Opranu3aMOHHO-PACTIOPAAUTEIbHAS JOKYMEHTALIHS.
TpeboBanust K 0hOPMIICHUIO TOKYMEHTOBY.
CamocrosiTe/IbHast padoTa 00y4aAIIHXCS OK 01, OK 02,
1. O6epoccHiicKuit KITacCU(PHUKATOP YIIPaBICHUECKOM OK 03, OK 04,
JOKYMEHTAIHH. OK 05, OK 09,
2. YauduuupoBaHHas cUCTEMa JOKyMEHTAlUN IIK11
OyXrajTepckoro y4era OpraHu3aryi.
3. YauduuupoBaHHas cucreMa OyXraaTepcKoi
(MHAHCOBOM, YYETHON M OTYETHOM IOKYMEHTAITUN
OpraHu3aIfii rOCyJapCTBEHHOTO CEKTOPA.
4. YHu(uuyupoBaHHas CUCTEMa OTYETHO-CTaTHCTHUECKOM
JIOKYMEHTAIUH.
Tema 1.4. | Copepxxanue y4eOHOIro MaTepuasa OK 01, OK 02,
Crangapr | 1. CocTaB peKBU3UTOB JIOKYMEHTOB. OK 03, OK 04,
n3anus 2. TpeboBanus K 0hOPMIICHHIO PEKBU3UTOB JTOKYMEHTOB. OK 05, OK 09,
npouecca | 3. TpeboBanus k 6;1aHKaM TOKYMEHTOB. IIK 1.1
JIOKYMEHT | B TOM 4mc/ie IPAKTHYECKUX 3aHATHIA OK 01, OK 02,
upoBanusi | 1. OpopmiicHHE PEKBUZUTOB JIOKYMEHTOB B COOTBETCTBHUH C OK 03, OK 04,
I'OCT P 7.0.97-2016. «HarmonanpHbIi cTaHAAPT OK 05, OK 09,
Poccuiickoit @enepanuu. Cucrema cTaHAapTOB 110 IIK 1.1
uH(popManuu, OHOIMOTEYHOMY M N3ATEIbCKOMY JETy.
Opraan3anroHHO-PaCTIOPAIUTEIbHAS JOKYMEHTAIHS.
TpeboBaHust K 0OPMIICHUIO TOKYMEHTOBY.
Paznen 2. Cucrembl 1okymenTanuu. TpedoBanus k opopmiieHH 10
OPraHM3alMOHHO-PACTIOPSANTEIbHBIX IOKYMEHTOB
Tema 2.1. | Conep:kanue yueOHOro MmaTepuaJia OK 01, OK 02,
Buabl 1. TTousiTHE OpraHU3aI[MOHHO-TIPABOBHIX, OK 03, OK 04,
cucTeM pacropsauTeNbHbIX, HH)OPMAIIMOHHO-CIIPABOYHBIX OK 05, OK 09,
JAOKYMEHTA | JOKYMEHTOB. IIK 1.1
M. 2. Buzpl opranu3aliMOHHO-TIPaBOBBIX JOKYMEHTOB.
Cucrema 3. TpeboBanus Kk 0OPMIICHUIO OPTaHU3AIUOHHO-TIPABOBBIX
opraHm3ain | JJOKyMEHTOB.
HOHHO- CamocrtosiTeibHast padoTa 00y4yaommxcst OK 01, OK 02,
npaBoBoii | PaccMoTpeHne BHIOB OPraHU3aIOHHO-TTPABOBBIX OK 03, OK 04,
JAOKYMEHTAa | JJOKYMEHTOB, X IPUMEPOB OK 05, OK 09,
u K 1.1
Tema 2.2. | Conep:xkaHue yueOHOro MaTepuasa OK 01, OK 02,
Cucrema 1. JIOKyMEHTHI, U31aBaEMBIE B YCIOBUAX KOJIETHAILHOCTH. OK 03, OK 04,
pacnopsiiu | JJOKyMeHTBI, 3/1JaBaeéMbI€ B YCIOBHSIX €IMHOIMYHOTO OK 05, OK 09,
TeJbHOM MIPUHSATUS PELICHUH. IIK 1.1
nokymenrta | 2. [Ipouenypsl NOArOTOBKY JOKYMEHTOB, H3/IaBa€MbIX
UM B YCJIOBHUSX KOJUIETHAIBHOCTH, H JJOKYMEHTOB, N3/IaBacMbIe

B YCJIOBUSIX €IUHOJIMYHOIO IIPUHATHS PELICHUMN.
3. IIpukasel u yka3pl. OpopmiieHne NprUKa3oB U YKa30B.
Yuuduuuposanusie popmbl. [Iprka3sl 10 OCHOBHON




JESITEIbHOCTH U INYHOMY COCTAaBY.

4. ITocranoBnenus u pemenus. Opopmienue
MIOCTAHOBJICHUM U PEIICHUM.

5. Ykazanus u pacnopspkenus. OdopmiieHue ykazanuii u
pacCopsKEHUH.

B ToM umciie NIpaKTHYeCKUX 3aHATHI OK 01, OK 02,
1. OdopmieHne pacopsaaUTENFHBIX JOKYMEHTOB. OK 03, OK 04,
OK 05, OK 09,
K 1.1
Tema 2.3. | Coaepxxanue ydueOHOIro MaTepuasa OK 01, OK 02,
Cucrema 1. CocraB nH(OPMAIHOHHO-CIIPABOYHBIX TOKYMEHTOB. OK 03, OK 04,
nnpopman | 2. JlokiaaHas 3amucka, cayxedHas OK 05, OK 09,
HOHHO- 3aIKCcKa, OOBSCHUTENbHAS 3AIHCKA. IIK 1.1
cnpasouno | 3. [Ipeanoxenus, npeacTaBicHuUs, 3asBICHUSI.
71 4. JlenoBasi nepenucka.
pokymeHnta | 5. OdopmiieHre NPOTOKOJIOB, aKTOB, CIIPaBOK, 3aKIIOYEHUH,
UM OT3bIBOB, CBOJIOK, CIIMCKOB, TIEPEYHEH.
B ToM umciie NpakTHYeCKUX 3aHATHI OK 01, OK 02,
1. OdopmiteHHE IPOTOKOJIOB U aKTOB. OK 03, OK 04,
OK 05, OK 09,
IIK 1.1
Tema 2.4. Coaep:xanue yueOHOro MaTepuaJia OK 01, OK 02,
Mokyment | 1. KBanudukanus 10KyMEHTOB 110 JIHYHOMY COCTAaBY. OK 03, OK 04,
bl 110 2. CocTaB IMYHOTO jiena pabOTHHKA. OK 05, OK 09,
JauuyHomy | 3. YHuduuuposaHusie GOpMbI JOKYMEHTOB TI0 JIHYHOMY IIK 1.1
COCTaBy COCTaBy.
B ToM 4mc/Ie NPAKTHYECKHUX 3aHATH I OK 01, OK 02,
1. PemreHne CUTYalMOHHBIX 33/1a4 110 BOIIPOCAM TEMBI. OK 03, OK 04,
OK 05, OK 09,
IIK 1.1
Tema 2.5. | Copepxxanue yueOHOro MaTepuasa OK 01, OK 02,
HMoxkyment | 1. OGmias xapakTepucTUKA JJOKYMEHTOB MO (PUHAHCOBO- OK 03, OK 04,
15811 pPacYeTHBIM OIIEPAIMSIM, IX OCHOBHBIE BUIBI. OK 05, OK 09,
¢punancam, | 2. Knaccuduxanus yd4eTHbIX JOKYMEHTOB. IIK 1.1
cHa0kenu | 3. CriocoObl ucnpaBiieHus OMIMOOK B (PHAHCOBO-PAcYETHOM
10 M COBITY | JOKYMEHTAIINH.
4. JIOKyMEHTBI TIO CHAaOXKEHHUIO U COBITY: JOTOBOPBI,
JIOBEPEHHOCTH, HAKJIaJ[HbIC, HAPSIIbl, KOMMEPUYECKHE aKThI,
IPETEH3MOHHBIC MMChMa, NCKOBBIC 3asBICHUSL.
B ToM umciie npakTHYeCKUX 3aHATHI OK 01, OK 02,
1. PemieHne CUTYal[MOHHBIX 33144 110 BOIIPOCAM TEMBI. OK 03, OK 04,
2. OdopmiieHue TOKyMEHTOB IO CHa0KEHUIO U COBITY. ?IE (1)51, OK 09,
Pa3nes 3. Opranusanusi padoThl ¢ JOKYMEHTAMH
Tema 3.1. | Coaepxxanue ydueOHOIro MaTepuasa OK 01, OK 02,
Opranusa | 1. JIOKyMEHTONOTOK: CTPYKTYypa, 00bEM, INIOTHOCTD | T.JI. OK 03, OK 04,
uus 2. DTankl JOKyMEHTO000pOTa. OK 05, OK 09,
noxkymento | 3. [Ipuem u nepBuuHas o0paboTKa NOCTYMAIOIINX B IK11
obopora. OpraHHU3alHIo TOKYMEHTOB; TIPEIBapUTEIbHOE
JIOKYyMEHT | paCCMOTPEHHUE U pacrpe/esieHue TOKYMEHTOB.
OTOTOK 4. Peructpanusi TOKyMEHTOB.

5. Opranu3zanus ABUKEHUS JOKYMEHTOB BHYTPH
OpraHu3aluu.




6. KoHTpoJIb HCTIOJTHEHUS IOKYMEHTOB.
7. OOpaboTKa UCTIOTHEHHBIX U OTIPABISEMBIX JOKYMEHTOB.

B ToM umciie npakTHYeCKUX 3aHATHI 2 OK 01, OK 02,
1. PeieHue CUTYAIMOHHBIX 3a/1a4 [0 BOIIPOCAM TEMBI. OK 03, OK 04,
2. O0cyXIeHHE BOTIPOCOB TEMBI. OK 05, OK 09,
IIK 1.1
CamocrosiTesbHAasi padoTa 00y4ar0IMXCs 2 OK 01, OK 02,
Pa6ora ¢ KOH(pHUAEHIHATLHBIMHA JOKYMEHTAMH OK 03, OK 04,
OK 05, OK 09,
IIK 1.1
Tema 3.2. Conep:kanue y4eOHOT0 MaTepuaJia 6 OK 01, OK 02,
Xpanenne | 1. OTBETCTBEHHOCTD 32 COXPAHHOCTH TOKYMEHTOB. [ToHsTHE OK 03, OK 04,
JIOKYMEHTO | «IKCIIEPTU3a LIEHHOCTU IOKYMEHTOBY. OK 05, OK 09,
B 2. [Monsitue «odopmiienue aenay». OCHOBHBIE TPEOOBAHUS, IIK 1.1
npeabsBisieMble K odopmiieHuto nen. [loaroroska aen k
apXUBHOMY XpaHeHuI0. [IpaBuna GpopmMupoBanus
pa3InYHBIX KaTErOPUil TOKYMEHTOB B JIeJa.
3. Ha3HadeHwue 1 BUBI HOMCHKJIATYPHI JICI.
4. TpeboBaHUs, IPEIBSIBIIIEMbIC K COCTABICHHUIO U
3aIOTHCHUIO ()OPMBI HOMEHKJIATYPHI JIJT OpraHU3aIlNu.
B ToM umciie npakTHYeCKUX 3aHATHI 2 OK 01, OK 02,
1. Perienne CUTyalmoOHHBIX 3a71a4 I10 BOIIPOCAM TEMBI. OK 03, OK 04,
2. [ToarotoBka JOKIa0B U 0OCYXKICHHE BOIIPOCOB TEMBI. gﬁ (1)51, OK 09,
CamocrosiTesibHas padoTa 00yYarOIIUXCs 2 OK 01, OK 02,
Cpoku XpaHeHHUS JOKyMEHTOB OK 03, OK 04,
OK 05, OK 09,
IIK 1.1
Tema 3.3. Conep:xanue yueOHOTro MaTepuaJia 2 OK 01, OK 02,
ABtomarn | 1. KoMIObIOTEpHBIE CHCTEMBI U TEXHOJIOTHH CO3/IaHHS OK 03, OK 04,
3MPOBAaHH | JJOKyMEHTOB. OK 05, OK 09,
ble 2. HeoOX0IMMOCTh | 33J1aui KOMITJICKCHON aBTOMaTHU3alluu IIK 1.1
cucrembl n | JIOVY.
TexHosoru | 3. OcHOBHBIE TPEOOBaHUS U XapaKTEPUCTUKU
u 10Y aBTOMaTu3upoBaHHo cuctembel JIOVY.
CamocrosiTeibHast padoTa o0y4yaommxcst 2 OK 01, OK 02,
CHCTeMBI IIEKTPOHHOTO JOKYMEHTO000pOTa: TIPUMEPHI, 8§ 82, 8§ 83,
GyHKIIMOHAI. K L1
IIpoMe:RyTOYHAAATTECTALUA - 324Y€T C OLEHKOM
Bcero: 60

3. YcioBus peaau3anuy NporpaMMbl y4eOHOM JHCHUIINHBI

3.1. [na peaju3auvu NpPOrpaMmbl Y4eOHOH AMCUUIJIMHBI

crenuaJbHble IOMeIeHHs
JlaGopatopus JloOKyMEHTaIlMOHHOTO 00eCTIeYeHus YIPaBICHHUS,
OCHAWeHHbIU 000PYOOBAHUEM:
KOMILJIEKT OJJaHKOB YHU(HUIIMPOBAHHBIX MEPBUYHBIX JOKYMEHTOB,
KOMIUIEKT opM Oyxranrepckoil ((pMHaHCOBOW) OTYETHOCTH,

NPeAyCMOTPEHbI  CJIeAyIoIHe




KOMIUJIEKT TJIaHa CYETOB,

COOpHUKH 337124,

KOMIUIEKT ()OPM YUETHBIX PETHCTPOB;

CTOJBI — 12 mT.,

CTyJbs — 24 WT.,

CTOJI ¥ CTYJI Ipenoasaresns — | mr.,

MeIoBast Jocka — 1 mr.,

TeneBusop — 1 mr.,

KoMIbroTEp — 12 1IT.,

TpuOyHa — 1 mir.,

y4eOHO-HATJISAHBIE TOCOOHS - B AJICKTPOHHOM BHUJIC,
JIuneH3nOHHOE MPOrpaMMHOE oOecrieueHHe:
- MicrosoftWindows (JTuuensus Ne 60290784), 6eccpounas

- MicrosoftOffice (JIuuensust Ne 60127446), 6eccpounas

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

- CalculateLinux (Buecén B EPPII IIpukazom MunkomcBsizu Ne665 ot 30.11.2018-2020),
OeccpouHas

- Google G Suite for Education (IC: 01il1p5u8), 6eccpounas

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

- aKeT MPUIIOKCHUH [IsT 00bEKTHO-OPUEHTHPOBAHHOIO porpamMupoBanus Embarcadero
(ltemNumber: 2013123054325206. Cpok JaeiicTBHS JIUICH3UU: OeCCPOUHasi);
- MaKeT BU3YaJIbHOIO pelakTUpoBaHus pacTpoBbix nzoopaxenuit GIMP (JIuuenszus GNU GPLV3.
Cpok neiicTBus IMIEH3UH: OecCpovHas);
- makeT Maremaruueckoro moaenuposanus Mathcad (ContractNumber (SCN) 4A1913127. Cpok
JeMCTBUS JIMIICH3UH: OecCpovHas);
- cCUCTeMa MOUCKa 3aMMCTBOBaHuH B TekcTax «AHturaruat BY3» (KOHTPAKT
Ne0379400000323000002/1 ot 27.02.2023 1.);
- Undpopmannonno-npasosas cucrema «Muoppmuo» (JJorosop Ne HK 2846 ot 18.01.2023 r.);
- maket Bu3yanbHoro 3D-monenuposanus Blender (JIuuensus GNU GPL v3. Cpok aelicTus
JMILIEH3UU: 6eccpouHas);

- BeKTOpHbIN rpaduueckuii penakrop Inkscape (JIunensus GNU GPL v3. Cpoxk aeiicTBust
JMIIEH3UU: 6eccpouHas);
- mporpaMMHBIid KoMruteke st Bepetku Scribus (JInnensus GNU GPL v3. Cpok neiicTBust
JMIIEH3UU: OeccpouHas);

- Autodesk AutoCAD (JTutiensus Ne 5X6-30X999XX. beccpounas o6pa3zoBaTenbHast
(axameMuyeckas) TUIEH3US);
- Autodesk 3DS Max (JIumensust Ne 5X5-93X928XX. Beccpounast oOpazoBarenbHast
(axameMuyeckas) TUIEH3USA).

3.2. UupopMmannoHHoe obecrnedeHne peajn3alui NPorpaMMbl
3.2.1. OcHOBHBIENEYATHBIENIJIEKTPOHHBIEH3TAHUSA
1. Abynamze, J.I. JlokymeHTaunOHHOEe oOOecreyeHre YIpaBJICHUS IEPCOHAJIOM :
yu4eOHMK M TPaKTHUKYM s CpeaHero mnpodeccuoHaabHoro obpaszoBanus/ [l I'. AGynanse,

U. b. Bempsikkuaa, B. M. MacnoBa. — 3-e u3a., nepepabd. u gomn. — Mocksa : M3garenscTBo
FOpaiit, 2023. — 374 c. — (IIpodeccuonansuoe obpazosanue). — ISBN 978-5-534-16657-6. —
Texkcr : onexktpoHHwnidi //  OOpaszoBartenbHass — mnatdopma  FOpait  [cait]. —

URL: https://urait.ru/bcode/531449.

2. Kopnees, U. K. JlokymeHTaIiMoHHOE 00OecredeHrne YIpaBaeHus | yYeOHUK U MPAKTHKYM
mns cpennero  mpodeccuonambHoro  obpaszoBanmsi/  U. K. Kopuees,  A. B. [lmenko,
B. A. MamypreB. — 3-e u3a., nmepepald. u gon. — Mocksa : M3parensctBo FOpaiit, 2023. —
438 c. — (IIpodeccuonampHoe oOpa3oBanue). — ISBN 978-5-534-16002-4. — Texker



https://urait.ru/bcode/531449

AJICKTPOHHBINA /l OO6pazoBaTenbpHas maTdopma FOpaiir [caiT]. —
URL: https://urait.ru/bcode/523611.

3. KysnenoB, MW.H. JlokymeHTalmoHHOEe OOECIIEYCHUE YIPABJICHUS IEPCOHAIIOM :
Y4eOHHMK U TIPAKTUKYM IJIs1 cpeaHero npodeccrnonansuoro oopasosanus / M. H. Ky3nenos. — 3-e
u3n., mnepepad. u  gom. —  MockBa: M3marensctBo  HOpaiir, 2023. — 397c.—
(ITpodeccuonanbuoe obpazosanue). — ISBN 978-5-534-09155-7. — Tekct : 27eKTpOHHBINA //
OopazoBarenbHas miardopma FOpaiir [caiit]. — URL: https://urait.ru/bcode/531526.

4. Kysuenos, U. H. JlokymeHTannonHOe obecnieueHre yrpasieHus. JJoKkyMeHTO000pOT u
JICTIONIPOM3BOCTBO : YY4EOHUK M TPAKTHKYM JUIS CPEIHEro mpodeccHoHaIbHOro oOpa3zoBaHus /
U. H. Ky3nenoB. — 4-¢ usn., nepepad. m gon. — Mocksa : M3parensctBo FOpaiit, 2023. —
545 c. — (IlpodeccuonansHoe obOpazoBanue). — ISBN 978-5-534-16004-8. — Teker
AJICKTPOHHBIN /l OO6pazoBaTenbpHas maTdopma FOpaiir [caiiT]. —
URL.: https://urait.ru/bcode/523613.

5. Ulysanosa, H.H. JlokymeHTannoHHOE oOOeCHeUYeHHE YIpPaBICHHS .| Yy4YeOHUK H

NPakTUKyM Ui cpenHero mnpodeccroHanbHoro obpaszosanusi / H. H. lllyBamoBa. — 3-¢ w3n.,
nepepad. u jgon. — Mocksa : MznarenberBo FOpaiir, 2023. — 247 ¢. — (IIpodeccronaibroe
obOpazoBanue). — ISBN 978-5-534-16538-8. — Tekcr : anekrtponHsii // ObOpazoBaTenbHas

wiatdopma tOpaiir [caiit]. — URL: https://urait.ru/bcode/531240.

3.2.2. JlonoJIHUTEIbHbIE HCTOYHHKH

1. ®enepanbhblii 3akoH «O0 apxuBHOM Jene B Poccuiickoit @enepanuu» ot 22.10.2004 N
125-®3.

2. ®enepanbHblii 3akoH «O0 nHGOpMaWK, HHPOPMAIIMOHHBIX TEXHOJIOTHSX U O 3aIIUTE
uHpopmanum» ot 27.07.2006 N 149-D3.

3. @enepanbHbIii 3akoH «O0 smekTponHol oamuck» ot 06.04.2011 N 63-03.

4. TOCT 6.10.5-87. VYHubuuupoBaHHblE CHUCTEMBl JTOKyMEHTaluu. TpeboBaHUsA K
noctpoeHuro popmymnsipa-odpasua.

5. 'OCT P 7.0.8-2013. HanmonansHblii ctangapt Poccuiickoit ®enepanun. Cucrema
CTaHJapTOB MO WH(OpMaIuu, OMOIMOTEYHOMY U HW3JIaTEIhCKOMY jeny. Jlemonmpous3BOACTBO U
apxuBHoe 1eno. Tepmunsl u onpenenenus (yrB. Ilpukasom Poccranmapra ot 17.10.2013 N 1185-
CT).

6. TOCT P 7.0.97-2016. Hauumonanbubiii crannapt Poccuiickoit ®enepanuu. Cuctema
cTaHfapToB 10 wuHMOpMaIuu, OUOIMOTEYHOMY M H3AaTENbCKoMy jeny. OpraHu3anuoHHO-
pacriopsiauTenbHas JOKyMeHTauusa. TpeGoBaHus K opopmiieHHIO JOKyMeHTOB (yTB. Ilpukazom
Poccranpgapra ot 08.12.2016 N 2004-cT).

7. OK 011-93. O6mepoccuiickuii kiaccupukaTop ynpaBieHYECKOH TOKyMeHTauuu (yTB.
[TocTanosnennem ['occrangapra Poccuun ot 30.12.1993 N 299).

8. Ilpuka3 Munduna Poccun or 30 mapra 2015 r. N 52 «OO0 yrBepxkaeHuu (opm
NEPBUYHBIX YUETHBIX JOKYMEHTOB U PETUCTPOB OYXTalTEPCKOTO y4yeTa, MPUMEHSEMbIX OpraHaMH
roCyJapCTBEHHOM BJIACTH (TOCYapCTBEHHBIMU OpraHaMM), OpraHaMM MECTHOT'O CaMOYTIpaBJICHUS,
OpraHaMM YIpaBJI€HUS TOCYIAapPCTBEHHBIMH BHEOIOKETHBIMH (OHJAMH, TOCYAapCTBEHHBIMU
(MyHMLIMTIAIBHBIMU ) YUPEKICHUAMHU, U MEeTOANYECKUX YKa3aHUH 110 UX IPUMEHEHUION.

9. llpukaz PocapxmBa ot 20.12.2019 N 236 «O0 yrtBepxaeHuu IllepedHss THUTIOBBIX
yIpaBIEHYECKUX apXMBHBIX JIOKYMEHTOB, 0Opasymloluxcs B Ipolecce JesTeIbHOCTH
rOCy/IapCTBEHHBIX OPraHOB, OPTaHOB MECTHOI'O CaMOYIIPaBJIEHUS W OpraHHU3alfil, ¢ yKa3aHHEeM
CpOKOB HX xpaHeHus» (3aperucrpupoBano B Muntocte Poccun 06.02.2020 N 57449).

10. KupcanoBa, M. B. Kypc nenonpousBoAcTBa: JOKYMEHTAIMOHHOE oObOecreueHune
yrpaBieHus: yaeoHoe mocooue / M.B. Kupcanosa, FO.M. AkceHos. - 6-¢ u3a., ucnp. u AOM. -
Mocksa: UTHOPA-M, 2020. - 257 c. - ( Boicuiee obpa3oBanue: bakanaspuar). - ISBN 978-5-16-
006789-6. - URL.: https://znanium.com/catalog/product/1088888 — Pexxum mgocTyma: 1o MoamucKe.
- TekcT: IIeKTPOHHBIN.


https://urait.ru/bcode/523611
https://urait.ru/bcode/531526
https://urait.ru/bcode/523613
https://urait.ru/bcode/531240

11. OcHoBBI nenonpou3BojcTBa: ydeOHOoe mocooue / A.M. Acammes, WM.MI. Muponoga,
E.A. Kocapesa, I'.I'. BykoBuu. - 2-e¢ uzn., ucnp. u jnomn. - Mocksa: UH®PA-M, 2020. - 146 c. -

ISBN 978-5-16-015831-0. -

JIOCTYIIA: 110 IIOANMCKE. - TEKCT: 3JIEKTPOHHBIN.

URL: https://znanium.com/catalog/product/1059311 - Pexwum

4. KoOHTpOJIb U OLIeHKA Pe3yJIbTATOB OCBOCHHS Y4eOHOM AU CHMIIINHBI

Kon u Pe3syabrarnsiodyyen | Kpurepumounenku MeTtoabioneH
HaMMEHOBaHUE | Usl KH
(popMupyembIx

KOMIIeTEHIM

OK 01, OK 02, SHAHUSI: OneHKa «5» - «OTINYHO) OrneHka

OK 03, OK 04, | akTyanbHBbIH CTaBUTCS,ECINO0 yJAIOIUICATIONHO pe3yiabTaToOB
OK 05, OK 09, | mpodeccuoHanbHBIN | W3MaracTMarepua (OTBEYaeT Ha YCTHOT'O

[K 1.1 Y COLUAJIbHBIN BOIIPOC), AA€T MPAaBUIILHOE ompoca

KOHTEKCT, B KOTOPOM
MIPUXOIUTCS
paboTaTh ¥ KUTh;
OCHOBHBIE
UCTOYHUKHU
UHPOpPMALIUHU 1
pecypcesl st
peleHus 3a1a4 u
npo0em

B
npoeCCUOHATIBHOM
U/WJIA COITUATBHOM
KOHTEKCTE;
AITOPUTMBI
BBITIOJTHEHHS padoT B
npodecCuoHATIbHON
U CMEXKHBIX
001aCTIX; METOIBI
paboThI B
npodecCuoHATIbHON
U CMEXHBIX cepax;
CTPYKTYpY IJIaHA
JUTSL pEIIeHUs 33124,
MOPSIIOK OLIEHKH
pe3yIbTaToOB
pereHus 3a1aq
npoheccCHoHaNBHOM
NeSITeTbHOCTH;
HOMEHKJIaTypa
MH(}OPMaILlMOHHBIX
HUCTOYHUKOB,
MIPUMEHSICMBIX B
JIOKYMEHTAI[MOHHOM
obecrieyeHnn
yIpaBICHUS;
TIPHEMBI
CTPYKTYpHUPOBAHHUS

oTpesieNIeHUEe OCHOBHBIXITOHSATHIA;
0OHapy>XMBaeT MOHUMAaHUE
MaTepuaa,MoKeTOO0CHOBATHCBOUCY KT
SHHUS,IIPUMEHHUTD 3HAHUSHAPAKTHKE,
MIPUBECTUHEOOXOTUMBIE
MIPUMEPBIHETOIBKON3 YUeOHUKA, HOU
CaMOCTOSITENTLHO

COCTaBJICHHbBIE; U3J1araet
MaTepUasnociaeI0BaTeIbHO
UIPaBUIBHOC TOYKU
3pEHUSIHOPMIIUTEPATYPHOTO S3bIKA.
OreHka «4» - «XOpOoII10» CTaBUTCS,ECIIU
oOyuaromuicsaaer OTBeT,
YAOBJIETBOPSIIOIINAN TEM e
TpeOOBaHUAM, YTO U JUIS
OLICHKH«OTIUYHO», HO Jlomyckaer 1—
201n0KH, KOTOpbIECaMKe
ucnpasiser,u 1—-
2HEeI0YETOBIOCIIEI0BATEILHOCTH U
SI3BIKOBOM O(POPMIIEHUH U3JIaraeMoro.
OneHka«3»-«y10BIETBOPUTEIHHOY
CTaBUTCS,ECIH 00YJarOIIHIACS
00HapyKMBaeT3HaHUEU
MTOHUMAaHUEOCHOBHBIXITOJIOKEHUTEMBI,
HO M3JIaraeT MaTepuall HeToJIHO U
JIOTTYCKaeT HETOYHOCTUBOIPEACTICHUU
MOHATUHUIU(POPMYTUPOBKETPABUIT; HE
YMEET OCTaTOYHO II1y0O0KO
UJI0Ka3aTeIbHOOOOCHOBATh CBOU
CYXXIIEHUSH TIPHBECTH

CBOMIIPUMEPBI; U3JIaraeTMaTepual
HEMOoCIe0BaTEIbHOU
JIOITyCKAeTOIUOKIB
S3BIKOBOMO(OPMIIEHHH HU3JIaraeMoro.
OneHka«2» -«HEyI0BIETBOPUTEIHHO»
CTaBUTCSA,ECIU 00 yJaArOITUICS
oOHapy>KUBaeTHE3HaHUEOOIbIIIeHYacTu




nHpopmanuu;
coJiepXKaHue
aKTyaJIbHOM
HOPMAaTUBHO-
MPaBOBOI1
JIOKYMEHTAIUH B
chepe
JIOKYMEHTAIMOHHOTO
obecrnieueHus
yIIpaBJICHUS,
COBpEMEHHas
Hay4YHas U
npodeccuoHanpHas
TEPMHHOJIOTHS;
IpaBHJia BEACHUS
JIEJIOBOM IEPENNCKH;
npaBuIia
odopmIIeHUS
JIOKYMEHTOB U
MOCTPOCHHUS YCTHBIX
COOOILIEHUN
COBPEMECHHEIC
CpelcTBa U
YCTpOMCTBA
uH(pOpMaTU3alny,
MOPSTIOK MX
MPUMEHEHUS

U TIPOTpaMMHOE
o0ecrieyeHue B
JIOKYMEHTAITMOHHOM
o0ecrieueHNH
yIIpaBJICHUS,
npaBWiia |
XpaHEHUs
NEPBUYHOU
Oyxraiarepckoin
JIOKYMEHTAIu!

CpOKH

YMEHUA:
pacro3HaBaTh
3a1auy u/uin
npobaemy

B
poeCCHOHATHPHOM
W/WIIN COITUAIEHOM
KOHTEKCTE;
aHaJM3UPOBATh
3a/1avy u/mim
npobaemy u
BBIJICIIATH €€
COCTaBHBIC YaCTH;
OTIPENIENISTh ATAITBI

COOTBETCTBYIOIIET0 BOIIPOCa
JIOIYCKAeTOIMOKMB(OPMYITHPOBKE
OIpeNIeNICHUIN TIPaBUII,
MCKaKAIOIIMEHXCMBICII, OECTIOPSAI0YHO U
HEYBEPEHHOM3JIaraeT MaTepHal.

Onenka«2» 0TMeYaeTTaKueHeA0CTaTKU
BIIOJIFOTOBKE, KOTOPBIE
SIBJISTFOTCSICEPBE3HBIM MPETIATCTBUEMK
YCIIEHITHOMYOBJIAJICHUIO
MOCTIeIYIOIIMMMATEPHATIOM.

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

2»-50%mu meuee

OneHka«S»-«0TINYHO» BBICTABIISAETCS
00y4aromeMycs,eclii IEMOHCTPUPYIOTCS
BCECTOPOHHEE, CUCTEMATUYECKOE
UriayooKoe 3HaHHE Y4eOHOTo
IporpaMMHOromMaTepuaia,
CaMOCTOSITENILHO BBIMOJIHUBIINIBCE
MIPEyCMOTPEHHBIE
MporpaMMon3aganus,
1yOOKOYCBOUBIIMHOCHOBHYIOUIOIIONH
UTENBHYIO JTUTEPATypYy,
PEKOMEH0BAaHHYIO
MPOrpamMMoii,akTUBHOPAOOTaBIIMHATIPA
KTUYECKUX, CEMUHAPCKUX,
nab0opaTOPHBIX3AHATHUSAX,
pazOuparommuiics B
OCHOBHBIXHaYy4HBIX
KOHUENIUAXITON3y4aeMONIUCIUIUIMHE,
MPOSIBUBLIMHTBOPUYECKHE CIIOCOOHOCTH
Y Hay4YHBIUIIOAXOAB
MMOHUMaHUHUHUH3II0KEHNUN
y4e0HOTrOIPOTrPaMMHOTO
MaTepuMa,oTBET
OTIINYAETCAO0TaTCTBOMU TOYHOCTHIO
WCIOJIb30BAHHBIXTEPMUHOB,MAaTEPHAIT
M3JIaraeTcs nociae10BaTeabHO U
JIOTHYHO.
OneHka«@»-«X0poIIO» BBICTABIISAETCS
00y4aroIeMycs,eciu IeMOHCTPUPYIOTCS
JIOCTATOYHO IOJIHOE 3HAaHNEY4eOHO-
IIPOrpaMMHOI'0 MaTepHana,
HEIOMYCKAIOIIMIBOTBETE
CYLIECTBEHHBIX
HETOYHOCTEM,CaMOCTOSTEIIEHO
BBITNOJIHUBIINIBCE PEAYCMOTPEHHBIE
MPOrpaMMOM3a/IaHNs],YCBOUBIIIMITOCHOB

Orenka
pe3yJIbTaToOB
TECTUPOBAHUS

OueHkapesyJib
TaTOB
nuddepeHmp
OBAHHOTO
3aueTa




pelleHus 3aauu;
BBISBIISITH U

3¢ PexTUBHO HCKATh
UH(OpMaLHIO,
HEOOXOAUMYIO JIJIst
peleHus 3aa9u
W/UI TPOOJIEMBI,;
COCTaBIISITh TUIAH
JIEHCTBHS,
OTIPEICIIATh
HEeo0XO0aUMBIE
pecypchl; BIaIeTh
aKTyaJIbHBIMU
METOJJaMH padOThI B
npodeccuoHanbHOM
U CMEXHBIX cdepax;
pean30BbIBATh
COCTaBJICHHEIN IIJIaH;
OILICHUBATh
pe3ynbTar u
MOCIIEACTBHSI CBOUX
JIEHCTBHI,
OTIpEeeIATh 3341
JUTSI TIOUCKA
nHpopmanuu;
OTIPE/ICIIATh
HeoOXO0aUMBIE
UCTOYHUKHU
uHpOpMaINH;
TUTAHUPOBATH
MPOIECC MTOUCKA;
CTPYKTYypHUPOBAThH
MOJTy4aeMyIo
uH(pOpMaIIIO;
BBIIAEIATh HanOoIee
3HAYMMOE B ITEPEUHE
uHpOpMaINH;
OIICHHUBATH
MPAKTHIECKYIO
3HAYUMOCTH
pe3yIbTaToOB
noucka; opopmIIsATh
pe3yNIbTaThl TOKUCKA;
OTIPE/ICIIATh
AKTyallbHOCTh
HOPMAaTUBHO-
[IPaBOBOI
JIOKyMEHTAITUH B
JIOKYMEHTAI[MOHHOM
obecrieueHnn
yIpaBICHUS;
IPUMCHSITh

HYIO JIUTEPATypy, PEKOMEHI0BAaHHYIO
MIPOrpaMMOii,aKTHBHOPAOOTaBIIMITHA
MPAKTUYECKUX,CEMUHAPCKHUX,
71a00paTOPHBIX3AHATHUSX, TIOKA3ABIIHIA
CUCTeMaTHYeCKUXapakTep
3HAHUHTIOIUCITUILINHE,
JIOCTATOYHBIM IS JATbHEeHIeydeObl,a
TaKKECITOCOOHOCTHKHIX
CaMOCTOSITENIbHOMY IOMOJIHEHHUIO.
OneHka«3»-«y10BIETBOPUTEILHO
BBICTaBJISIETCS 00yYaroIIEeMYyCs,eCcliu
JEMOHCTPHUPYIOTCS3HAHUIOCHOBHOIOyU€e
OHO-TIpOrpaMMHOrOMaTepuasan
00BEME, HE0OX O TUMOM IS
JaJIbHEeUIIEHyueObIn
MIPEACTOSAIIEHPAOOTHINO
npodeccun, HeOTINYaBIIUICS
AKTHBHOCTBIOHAIIPAKTUIECKUX
(ceMHHApCKUX )1
71a00paTOPHBIX3AHATHSIX,
CaMOCTOSITENTLHO
BBITTOJTHUBITUHOCHOBHBIC
MIPEeTyCMOTPEHHBIE
[IpOrpaMMOoi3aaH1s,0JTHAKOI0ITYCTHBII
Wi MOTPEIIHOCTUNIPUMX BBITIOTTHEHUH U
B OTBETE Ha IK3aMEHE,HO00J1aJatoIHii
HE0OXOIMMBIMU3HAHUSMH IS
yCTpaHEHUs
HOJPYKOBOJICTBOM
npernoiaBaTensiHanoosnee
CYLIECTBEHHBIX ITOTPELTHOCTEMN.
OrneHKa«2»-«HEYIOBICTBOPUTEIILHOY
BBICTaBIISIETCS 00YUaIOIIEMYCs,eCIN
0OHAPYKUBAIOTCATPOOEITHI
B3HAHUSIXUIMOTCYTCTBUE
3HAHUWIMO3HAYUTEIbHOM
4aCTHOCHOBHOTOYU€OHO-
IporpaMMHOromMaTepuaia,
HEBBITIOJTHUBILIEMYCaMOCTOSITEIHHO
MIPETyCMOTPEHHbIE
IIPOrpaMMONOCHOBHBIE
3aJJaHUSL, JOITYCTUBIIEMY
MPUHIMITHATHEHBICOIINOKH
BBBITTOJTHEHUH TTPETyCMOTPEHHBIX
IpOrpaMMOMN3aIaHU, HE
0TpaboTaBIIEMYOCHOBHBIE
IIPAKTUYECKHE, CEMUHAPCKHE,
11a00paTOPHBIE3AHATHSL, TOIYCKAIOLIEMY
CYIIIECTBEHHBICOITNOKH
MIPUOTBETE,UKOTOPBINHE
MO>KETTIPOIONIKUTh
00yUYEHUEHTUIIPUCTYITUTh

Onenkapesyinb
TaTOB
BBITTOJTHEHHS
MPaKTUYECKOU
paboTbI




COBPEMEHHYIO
HAYYHYIO
po¢eCCHOHAIBHYIO
TEPMHHOJIOTHIO;
B3aHMMOJICHCTBOBATh
C KOJIJIeTaMH,
PYKOBOJICTBOM,
KJIIMEHTAMH B XO/I€
npodeCCHOHAIBHON
JIEATEIIbHOCTH;
rPaMOTHO U3JlaraTh
CBOH MBICIIH

1 0pOpPMIIATH
JIOKYMEHTHI 110
npodeCcCHOHAIbHON
TeMaTHKE Ha
roCy1apCTBEHHOM
SI3BIKE;

MIPUMEHSTH CPEACTBA
UH(POPMAIIMOHHBIX
TEXHOJIOTUH 1A
penieHus 3a1a4
JIOKYMEHTAIlMOHHOTO
obecreueHust
yIpaBiIeHHUS,
HCII0JIH30BaTh
COBpPEMEHHOE
IPOrpPaMMHOE
ob0ecIeyeHue;
OpPTaHU30BBIBATH
JIOKyMEHTO000pOT;
pazbupatbcs B
HOMEHKJIaType Ael

KIpodeccrnoHaIbHOM 1eATeThHOCTH
0€310IMOTHUTEIIBHBIX3a

HATHI

[OCOOTBETCTBYIOIIEH AU CIIUIIIIUHE.

OneHka«S»-«OTINIHO»
BBICTaBIIETCS, eCINO0yHatoicIumMeeT
riyOOKHe 3HaHUSl y4eOHOro MaTrepuana
IoTEME
IIPAKTUYECKONPAOOTHL, IOKa3bIBAETYCBOE
HUE B3aMMOCBSI3UOCHOBHBIX
MOHSTHM,UCIIOJIb3YEMBIXB
paboTe,CMOrOTBETUTHHA
BCEYTOUHSIOIINEN
JIOTIOJTHATEIbHBIEBOIIPOCHI.
OOyuaroiuiics J1eMOHCTPUPYET3HAHUS
TEOPETUYECKOTOU
[paKTU4YeCKoroMarepuana
MOTEMENPAKTUYECKON
palboThL,ONpeAeseT B3aUMOCBI3UMEKITY
[IOKA3aTesIMU 3a1a4u, TaET
MIPaBUJIbHBIAAIITOPUTM
PELLEHUS,0NPENCIAET
MEXTUCLIUIIIIMHAPHBIECBA3UIIOYCIOBHUIO
3a/laHusl.
OneHka«d»-«XxopouIo»
BBICTaBJISIETCS,ECIIU
oOyyaromuiicsnokasai 3HaHHEey4eOHOTro
MaTepuaa,yCBOMII
OCHOBHYIOJIUTEPATYPY,
CMOTOTBETUTHIIOYTHIIOIHO
HaBce3aJlaHHbIE JONOJHUTEIbHBIE U
yTouHsroIreBonpocel. O0yJaronuiics
JI€MOHCTPHUPYET3HAHUS
TEOPETUYECKOTON
MpaKTU4YecCKoroMarepuana
MOTEMETIPAKTUYECKON pabOThLJOMyCKas
HEe3HAuUTENIbHbIE
HETOYHOCTUIIPUPEUICHUH
3a]1a4, IMESHETI0THOE
MTOHUMAaHUEMEX TUCLUIUINHAPHBIX
CBA3EH IPU NPABUIBHOM
BBIOOpEANTOpUTMA PELICHUS 3aJaHHUS.
OneHka«3»-«y0BIETBOPUTEIILHO
BBICTaBIISIETCS,ECIN 00yUaroImuiics
BIIEJIOM OCBOMJIMaTepual
MIPAaKTHUECKOHPaOOThI, OTBETUIIHE
HaBCe YTOYHSIIOIINEN
JIOTIOJTHUTEIbHBIEBOIIPOCHI.
OO6yuaromuiics
3aTpyAHAETCACIPaBUIBHON
OIIEHKOMIIPEIJIOKEHHOM 3aa4H,

OreHka
pE3yIbTaToOB
pelIeHUs




NAéTHENOIHEBIN
OTBET, TPEOYIONINI HABOASILIMXBOIIPOCOB
IIpenojaBarens,BbI00p
aJropuTMapelIeHusI13a1aun
BO3MO’KEHIIPUHABOSIIUX BOPOCaX
npenoaasatelid. OueHka«2y»-
«HEYIO0BJIETBOPUTEIILHO» BBICTABIISETCS
oOyuatoiemycs, €CJIOH
HMMEETCYIIECTBEHHBIE TPOOEBIB3HAHUAX
OCHOBHOT'Oy4€OHOT0
MaTepUaNanpakTHYECKON
PabOTBLKOTOPBIH MOTHOCTHIOHEPACKPBLT
COJIEp>KaHUEBOIIPOCOB,HE
CMOTOTBETUTHHAYTOYHSIOIINEH
JIONOJIHUTEIbHBIE BOIIPOCHI.
OO0yuaronmiica1aéT HEBEpHYIOOLIEHKY
CUTYyallUU,HETIPaBUIIbHO
BbIOMPAETAIITOPUTM JACHCTBUI.

O1eHkKa «5» - «OTIUIHO»
BBICTABJISIETCS, €CIIN JaeTCs
KOMILJICKCHAs
OLICHKAIPEI0)KEHHOMCUTY AN
Y;IEMOHCTPHUPYIOTCATITYOOKHE3HAHUS
TEeOpeTHYECKOoroMaTepuasa
WYMEHUCUXITPUMEHSTh;T0CIIEIOBATEIbH
oe,
MPaBUJILHOEBBINIOIHEHUEBCEX3aJaHU;y
MEHHE 00OOCHOBAaHHO H3J1ararh
CBOUMBICIIN,JICTIATh HEO0XOIUMEIC
BBIBO/IBL.
OreHKa«4»-«XOpOIIO»
BBICTaBJISICTCS,eCINAACTCS KOMIUICKCHAS
OIICHKA
MPEAI0KEHHONCUTYaINH;
JIEMOHCTPHUPYIOTCATITYOOKHE3HAHUS
TEeOpeTHUUECKOoroMaTepuana
WYMEHUEUXTTPUMEHSTh;TOCIIEIOBATEIbH
0€, IPaBUJIbHOEBBIITOJHEHHE
BCEX3aJaHUI;BO3MOKHEI
€ AMHUYHBICOIITHOKH,
HCITPABIIIEMBIECAMUMCTYICHTOMITOCIIE
3aMEUYaHMs
Mpemno/1aBaTelist;yMEHHe0OOCHOBAaHHO
M3j1araTh CBOU MBICIIH,
JIeJIaTbHEOOX OJUMBIE BBIBOJBI.
Onenka«3»-«yA0BIETBOPUTEIHHOY
BBICTABJIAETCS,ECITH
CTYJEHTAEMOHCTPUPYET 3aTPYTHEHUSIC
KOMILIEKCHOMOIICHKOM
MPEAI0KEHHONCUTYaINH;
HETOJIHOETEOPETUUECKOE

CUTYalMOHHBIX
3aaad

Ouenkapesyinb
TaTOBHU
MUCbMEHHOTO
orpoca




00ocHOBaHME, TpEOyIOIIICEe
HaBOJAIIMXBOIIPOCOB
IIPEI01aBaTeNs ; BEINOJIHACT
3aJaHUSATIPUIIOICKA3KE ITPETIOIaBaTeNs;
3aTpyIHIAETCABYOPMYINPOBKE BBIBOIOB.
OneHka«2»-«HeyJ0BIETBOPUTEIBHOY
BBICTABJISIETCS,ECIUaHa
HENPaBUIIbHASOLIEHKA
IIPEAJIOKEHHONCUTY AL,
OTCYTCTBYETTEOPETHUECKOE
000CHOBAHUEBBINOIHEHUS 3aJaHUH.

OueHka «5» - «OTIUYHO»
BBICTaBIISICTCS,ECITN
00yJaronUiCABBITOIHIII padboTy 0e3
OMMOOK ¥ HEJ0UETOB, JOMYCTHII HE
OoJiee OJJTHOrO HEeJJ0YeTa.
Onenka «4» - «xopoio»
BBICTaBIISETCS,ECIN 00ydarouiics
BBIIIOJIHUII pabOTy OJHOCTHIO, HO
JIONCTHII B HeH He OoJiee 01HOM
HEerpyOo# OIMOKY M OTHOTO HEJ0YeTa,
WM He 0oJiee IBYX HEJJOUYETOB.
OneHka«3»-«y10BIETBOPUTEILHO
BBICTaBIISIETCS,ECIN 00yUaroIuiics
PaBUIEHO
BBIITOJTHUITHE MeHee
10JIOBUHBIPAOOTHININ
JIOMyCTHIIHEO0IeeABYX
rpyObIXOIIHNOOK, UIIHHE
6osieeoTHONTpYyOOIiN 0THOM HEerpyOoii
OIUOKU U OJTHOTOHEA0YETa, NIIHHE
Ooee IBYX-TpeX HErpyObIx
OIINOOK, MJTHOIHOM
HEerpyooHomMOKHUUTPEX
HEJIOYETOB, WITUTIPH
OTCYTCTBUHOIINOOK,HO
MPUHATHYUHYETHIPEX -TIATH
HEJI0YETOB,IOXO3HAET
TEOpeTHYECKUIMaTepuall,
JIOIyCKaeTUCKaKeHUE(aKTOB.
OneHka2»-«HEeyTOBIETBOPUTEIHHOY
BBICTaBIISIETCS,ECITU
00y4aromUNHCAAONYCTHIT YUCIIO
OLIOOKH
HEJI0YETOB,ITPEBOCXOIAIIIEe
HOPMY,IIPUKOTOPOHMOXKET
OBITHBBICTABIICHAOIIEHKAK3 », UITHECITUTIP
aBWJIBHO BBITMOJHUIMEHEETIOJIOBUHBI
paboTHI.




5. TumoBble KOHTPOJbHBIE 32JaHUS WIN HHbIE Y4e0OHO-MeTOANYeCKHEe MaTePHaJIblI,
Heo0X0AuMBbIe IVISl OLICHNBAHMS CTeNeHH ¢()OPMHPOBAHHOCTH KOMIIETEHIIHII B poiecce
O0CBOEHHUS Y4eOHOI TN CHUNIHHBI

5.2. Bonipocsl 1151 YCTHOT'O olpoca

Sl

4.

VHuUKanusa u cTaHAapTU3aLns YIPaBICHUYECKUX JOKYMEHTOB.

Oranel pa3BUTHUS JEI0NPoU3BoAcTBa B Poccum.

OyHKIUHN TOKYMEHTOB.

3akoHOaTeNbHBIC U MpaBoBble akThl P B obnactu nHpopManuu, JOKYMEHTOBEICHUS U

JACJIOIIPOU3BOJACTBA.

5.

©ooNe

10.

I'ocynapcTBeHHas cucTeMa JOKYMEHTAlMOHHOTO 00eCTIeueHH sl YIpaBICHUSI.
Ob6mepoccuiickue KiaccupuKaTopbl HHPOPMAIIUH.

Oobmepoccuiickuii KilaccupUKaTop yrpaBlIeHIeCKOH HH(POPMAIIHH.

Knaccudukanus ynpaBieHUECKUX JOKYMEHTOB.

CTpyKTypa ynpaBIeHYECKOTO JTOKYMEHTA.

TpeOoBanust K  OQOPMIICHHIO  PEKBHU3UTOB  OpPraHU3AlMOHHO-PACTIOPSIUTEIBLHBIX

JIOKYMEHTOB.

11.

bnanku. Oco6enHocTy ohopMIIeHUS pa3NTUYHbIX BUOB OaHKoB. TpeGoBanus K OmaHKaM

JAOKYMCHTOB.

12.
13.
14.
15.
16.
17.
18.
19.
20.
21.
22.

JIOKyMEHTBI OTPaHUYEHHOTO JOCTYIIA.

Busl oprann3aioHHO-IIPAaBOBBIX JOKYMEHTOB.

Crpykrypa u opopMIIEHHE PA3IMYHBIX BUIOB OpPraHU3allMOHHO-TIPABOBBIX JOKYMEHTOB.
Ha3znauenwue, coctaB, oopmiieHUE yCTaBa.

Haznauenwue, coctaB, opopMIIeHHE PETIaMEHTa.

Ha3znauenwue, coctaB, oopMiIeHUE IITATHOTO PACIIUCAHUS.

JIOJKHOCTHAS! MHCTPYKIIMS.

OdopmiieHre MpUKa3oB U YKa30B.

OdopmiieHre MOCTaHOBIEHUN U PEIICHU.

Odopmiienne ykazaHUi U pacOpsKEHUH.

[Ipouiecc MOATOTOBKU PacHoOpsAMTENbHBIX JAOKYMEHTOB IPU KOJUIETHAILHOM TPUHSATUU

pELIEHU.

23.
24.
25.
26.
27.
28.
29.
30.
31.
32.
33.
34.
35.
36.

[ToaroroBka npukazoB U UX oQpOpMIIEHHUE.

[TonroToBka MocTaHOBICHUN U UX OOPMIIEHHE.

CnyxeOHble ICbMa: BU/IbI, TPEOOBaHUS K OPOPMIICHHUIO.

ITpoTokomn: hopMmel, cocTa, TpebOBaHUS K 0opMIIeHHUIO0. Boinmucka U3 mpoTokona.
Odopmiienne akToB.

[lepenucka: Ha3HaYEHHE, COCTAB.

Joxnannasi, ciy:keOHast, 00bsICHUTEIbHAS 3aIMUCKH.

OdopmneHue crpaBok.

Cpoku XxpaHeHHs JOKYMEHTOB 10 JIUYHOMY COCTaBYy.

YHuuuupoBaHHsie GOPMbI JOKYMEHTOB 10 JITYHOMY COCTaBY.

TexHonornyeckas 1enoyka oOpabOTKU U IBUKEHUS TOKYMEHTOB.

Cpoku XpaHeHHUs! JOKYMEHTOB.

Haznauenue u coctaB HHCTPYKIIMH T10 JI€JONPOU3BOJICTBY.

[lepedyeHb TUNOBBIX YNPaBIEHYECKUX apXMBHBIX JOKYMEHTOB, 00pa3yIOIIMXCs B Ipolecce

ACATCIIBHOCTH T'OCYAAapCTBCHHBIX OpPraHOB, OPraHOB MECTHOI'O CaMOYIIpPaBJICHUA U opralesauHﬁ, C
YKa3aHUEM CPOKOB XpaHCHUA.

37.
38.

[Ipuem u nepBuuHas 00pabOTKa MOCTYMAIOIINX B OPraHU3AIMIO TOKYMEHTOB.
[IpenBapuTenbHOE pACCMOTPEHHUE U PACTIPEACIEHUE TIOKYMEHTOB.



39. Perucrparmusi JOKyMEHTOB.

40. KoHTpoJsb UCTIOIHEHHS JOKYMEHTOB B OpTraHU3allHH.

41. CopneprkaHrue HOMEHKIIATYPBI JIEJI OpraHU3aIuu.

42. OpraHuzanus XpaHeHUs JOKYMEHTOB.

43. OcHoOBHBIE TpeOOBaHUS, IPEABIBIIEMbIC K OOPMIICHHUIO JIC]I.

44. TlpaBuna popMHUPOBaHUS Pa3IMYHBIX KATETOPUI TOKYMEHTOB B JIeja.
45. DkcrepTu3a EHHOCTH JOKYMEHTOB.

5.3. Bonpocsl k 1 dpepeHIIIPOBAHHOMY 3a4eTy

1. CymHocTh U CTPYKTYpa JOKYMEHTAMOHHOTO 00ECIIEYEeHUs] YIIPABIICHHS.

2. Posp nokymMeHTanmMmoOHHOTO 0OecrieueH s YIPaBICHHs B ICATEIIEHOCTH TOCY/1apCTBEHHBIX
OpIaHoB.

3. JloKyMeHT, OCHOBHBIE MTOHATHUS, PYHKIIUH U CTIOCOOBI JOKYMEHTHUPOBAHHUS.

4, Ha3znauenue Enunol rocymapcTBeHHoM cucteMbl aenonpousBozacTBa (EI'CJl) u ee ponb
B JIOKYMEHTAIIHOHHOM 00€CIICYeHUH YIIPABIICHHUS.

5. Hasnauenme wu cTpykTypa l'OoCymapCTBEHHOW  CHCTEMBl JIOKYMEHTAI[HOHHOI'O
obecnieuenus ynpasienus (CHOY).

6. Cucrembl 53JIEKTPOHHOIO JOKYMEHTOOOOPOTa, HX KiIacCUpUKALMsI, OCOOEHHOCTH
BHE/IPEHHS U TCHICHIIUU PA3BUTHSI.

7. VYHuukanmMs W CTaHAApTU3allMs KaKk OCHOBHOE HAIpaBJIEHUE COBEPLICHCTBOBAHUS
JIOKYMEHTOB.

8. Cucremsl TOKyMeHTallUU. Y HUDUIUPOBAHHbBIE CUCTEMBI JJOKYMEHTALUH.

9. CocraB 1 Ha3zHauYEHHE TOCYJAPCTBEHHBIX (HAIMOHAIBHBIX) CTAHAAPTOB, PETYIUPYIOMINX
JIOKYMEHTAIMOHHOE 00eCIIeYeHNE YIIPABICHHUS.

10. CoctaB W Ha3Ha4YeHHWE 3aKOHOJATENFHBIX akTOB Poccuiickoii ~ Dexpepanuwu,
PEryaupyroImuX JOKYMEHTAMOHHOE 00eCIIeYeHUEe YIIPABICHHUS.

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

12. CocraB peksusutoB OP/], npaBuia ux oopmieHus.

13. Buzapl 61aHKOB TOKYMEHTOB, MX XapakTepucTtuka. [IpaBuia odopmiieHus, H3roTOBJICHUS,
yuéTa, UCTOJIb30BAHUS U XpaHEHUs OJIAaHKOB OpraHU3alluy.

14. IOpunudeckas cuia J10KyMEHTOB.

15. XapakTepucTHka ¥ COCTaB OPraHU3ALMOHHO-IIPABOBBIX JOKYMEHTOB: TpeOOBaHMS K
COCTaBJICHUIO ¥ 0()OPMIIEHUIO.

16. XapakTepucTHKa M COCTaB PACHOPSAUTENIBHBIX TIOKYMEHTOB: TPEOOBAaHUS K COCTABIICHUIO
1 0(popMIIEHHIO.

17. XapakrepucTika U cocTaB MH(POPMAIMOHHO-CIIPABOYHBIX JIOKYMEHTOB: TpeOOBaHMS K
COCTaBJICHUIO ¥ 0()OPMIIEHUIO.

18. Hopwmsbl cTuiIst ynpaBieHYECKHX T0KYMEHTOB.

19. VaudunmpoBaHHble GOPMBI IEPBUYHON YYETHOH TOKYMEHTAILMH 10 YYETy TPYAa U ero
omarbl. O61ue npasuia 0pOpMIIEHHUS IPUKA30B 110 JTUYHOMY COCTABY.

20. CrtpykTypa OpraHH3aIlMOHHO-PACTIOPSIINTEILHON JOKYMEHTAIIHH.

21. OcoOeHHOCTH TOKYMEHTHPOBAHHUS JTAllOB TPYAOBOM NEATENBHOCTH PaOOTHHUKA: MPHEM,
HepeBo/l, OTMYCK, KOMaHAUPOBKA, YBOJIbHEHHUE, MOOIIPEHNE, TUCIIMITTMHAPHOE B3bICKAHUE.

22. 3amaun, GYHKIMHA W THUIIOBBIE CTPYKTYPHI CIYKOBI JOKYMEHTAIIMOHHOTO OOecreueHUs

yIpaBJICHHUS.
23. OCcoOCHHOCTH OpTraHu3auy PabOThl C KOH(PHUICHITUATBHBIMU JIOKYMEHTAMH.
24. HomeHnknaTypa Jen: TOPAJOK COCTaBIEHUs, O(OpMIIEHUS, YTBEPKIACHUS n
MIPUMEHEHUS.

25. TpuHuuns! 1 GopMbI OpraHU3aLUH JIETONPOU3BOJICTBA HA MPEANIPHUITHH.
26. TlonsaTHe, MPUHIIUTIBI M XapaKTEPUCTHKH IOKYMEHTOOOOPOTA.
27. OCHOBHBIE ATaITbl JOKYMEHTOO00POTA.



28. IlepBoHauanmbHast 00pabOTKa TOKYMEHTOB B OpraHU3aIliH.
29. TexHONOTHsS paCCMOTPEHHS JOKYMEHTOB B OpraHU3allHH.
30. DxcrepTu3a IEHHOCTH JOKYMEHTOB.

6. TpeboBaHusl K YCJOBHSM peau3anuu padoyeii mporpaMMbl U CHHILTHHBI

6.1.00mecucreMHble TPeOOBAHUS

OnexTpoHHas nHpopMaImoHHo-00pa3oBarenbHas cpeaa PI'EOY BO «KUI'Y»

http://kchgu.ru- agpec oduimansHOro caiita yHHBEPCUTETA.

https://do.kchqgu.ru- snekrponnas uadopmaimonHo-oopazoBatTenbHas cpena KUI'Y.

DNEeKTPOHHO-0MOIMOTEYHBIE CUCTEMBI (JIEKTPOHHBIE OUOINOTEKN)

YyeOHbIii roa HaumenoBaHue 10KyMeHTa € Cpoxk aeiicTBust
yKa3aHHEeMPEKBU3HTOB JOKYMEHTA
2024/2025 Jlorosop Ne238 30c OO0  «3HaHUyM» OT JleticTByeT 110
yueOHbii Tog | 23.04.2024r. 23.04.2025r.
DneKTpOHHO-0MOIMoTeyHas cucrema «JIaupy. beccpounsiii
JloroBop Ne36 ot 14.03.2024r.
2024/2025 OnekrponHas oubnuoreka KUI'Y (O.b.).Ilonoxenue beccpounblii

y4eOHBIN ToJ

06 Db yTBepxkaeHO YUEHBIM COBETOM OT
30.09.2015r. ITporokosn Ne 1). DIeKTPOHHBIM
ajapec:

https: kchgu.ru/biblioteka - kchgu/

2024/2025 OnexTponHas 6ubnanorexa IOpaiit Jlorosop Ne 25 o11  [lelictByeT 10
yueOnbIii roq | 28.05.2024r. 28.05.2025r.
2024/2025  [DyeKTpOHHO-OMOIMOTEYHBIC CUCTEMBI:
y4eOHBIN ToJ
Hayunas ANEKTPOHHAS OnbIMoTeKA beccpouno

«ELIBRARY.RU» - https://www.elibrary.ru.
JIuniensnonnoe cornamnrenue Nel5646 ot 21.10.2016r.
lbecruiaTHO.

HannonansHas anektponHas Oubnuorexka (HDB)—
https://rusneb.ru. JTorosop Nel01/HDB/1391 or

22.03.2016r. becruatHo.

OnektponHsbii pecype «Polred.com O630p CMW» —
https://polpred.com. Cornamenue. becratao.

6. 2. MaTepuajibHO-TeXHHYECKOE U YHeOHO-MeTOIHYeCKO0e obecnedeHHne TUCIUTIUHBI

HaumMmeHnoBaHnue

noMeleHn J1Jas nmpoBe€aAcHUsA BCEX BHUHI0B

YueOHOiIesITeIbHOCTH, NMPeIyCMOTPEeHHOH Yy4YeOHbIM IIJIAHOM, B

TOM

YHCJICNIOM eIEHUSIVISICAMOCTOATEIbHOHPAOOThI,CyKa3aHH eMIIepeY
HSI OCHOBHOIO 00OpYIOBaHHs, y4eOHO-HALJISIAHBIX IOCOOWMI ©
HCII0JIb3YeMOro NMPOrpaMMHOro odecnevyeHus

Anpec
TOMeLeH U1
NPOBe/IeHNSIBCEXBH
JI0BY4€e0HOi1
eI TeJIbHOCTH,
NpeAyCMOTPEeHHOI
Y4eOHBIM IJIAHOM



http://kchgu.ru-/
https://do.kchgu.ru-/
https://www.elibrary.ru/
https://rusneb.ru/
https://polpred.com/

Jlabopatopust JIOKyMEHTAI[HOHHOTO OOECIIEUECHUsS] YNpPaBICHUsI Ul IPOBEICHMS
3aHATHH  JIEKUOHHOTO THMNA, 3aHATHH IPaKTHYECKOTO THUIA, KypCOBOTO
MPOEKTUPOBAHMA (BBINOJHEHUSI KypCOBBIX PabOT),IPYNIIOBBIX M HMHAWBUAYAITbHBIX
KOHCYJIbTAllMH, TEKYIIEro KOHTPOJIS U POMEXXYTOYHOH aTTeCcTaluy,

CTOJIBI KOMIBbIOTEpHBIE — 20 ImT.,

CTyibs — 20 mr.,

CTOJI M CTYJI Tperofasarens — 1 mr.,

MernoBas Jocka — 1 mr.,

TpuOyHa — 1 mr.,

KOMIUIEKT OJIaHKOB YHH(UIIMPOBAHHBIX IEPBUYHBIX JOKYMECHTOB,

KOMIUIEKT popM OyxranTepckoi ((pHMHAHCOBOIT) OTIETHOCTH,

KOMIUIEKT IUTaHa CYETOB,

cOOpHUKH 3a/1a4,

KOMIUTEKT (DOPM YYETHBIX PETHCTPOB;

YueOHO HarJsIIHbIe TOCOOHS B 3JIEKTPOHHOM BH/IE

TexHn4eckue cpeacTBa 00YUCHHUS:

TeneBu3op - 1 mr.,

KOMITBIOTEpP C TIOAKIIOYCHHEM K HH(OPMAIMOHHO-TEICKOMMYHUKAIIMOHHONH CETH

«VHTEepHET» noOeceYeHNEeMI0CTYIaBAICKTPOHHYOMH(OPMAIIOHHO-
00pa3oBaTeNbHYIOCPELYyHUBEPCHUTETA.
JlunensnonHoe MIPOTPaMMHOE obecrieuenue:

- Microsoft Windows (JIurensus Ne 60290784), 6eccpounast

- Microsoft Office (JIuniensust Ne 60127446), 6eccpounas

- ABBY Fine Reader (sumen3us Ne FCRP-1100-1002-3937), 6eccpounas

- Calculate Linux (Brecén B EPPII Ilpukazom Munkomcsszu Ne665 ot 30.11.2018-
2020), 6eccpounas

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

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

- MakeT NPWIOKEHUH 1 0OBEKTHO-OPHEHTHUPOBAHHOTO  NPOrpPaMMHPOBAHUS]
Embarcadero (Item Number: 2013123054325206. Cpox [IeicTBHSA JIMICH3UU:

6eccpouHas);

- MaKeT BH3YaJbHOTO DPENAKTUPOBaHHsA pPacTpoBhIX H300paxkenuit GIMP (JInuensus
GNU GPLVv3. Cpoxk JIEUCTBUS JIULIEH3UU: Oeccpounas);
- maker Maremarmdeckoro wMonenupoBanus Mathcad (Contract Number (SCN)
4A1913127. Cpok IEUCTBUS JIULIEH3UH: OeccpodHas);
- cHcTeMa TIOWCKa 3auMCTBOBaHMA B TekcTtax «AHTturuiardat BY3» (KOHTPAKT
Ne0379400000323000002/1 oT 27.02.2023 r.);
- WudopmaunonHo-npaBoBast cucrema «MHoppmuo» (HJorosop Ne HK 2846 o
18.01.2023 r.);

- maker BusyanbHoro 3D-mozpenupoBanus Blender (JIuuensuss GNU GPL v3. Cpok
JCUCTBHUS JINIEH3MH: OeccpovHast);
- BEKTOpHBIN Tpaduueckuit pemakrop Inkscape (Jlmmemsus GNU GPL v3. Cpox
JeHCTBUS JMLEH3WH: Geccpounas);
- TmporpaMMHBIH KomIuiekc aist Bepctku Scribus (JIumemsuss GNU GPL v3. Cpox
JeHCTBUS TUICH3UN: OeccpoyHas);

- AutodeskAutoCAD  (JIumemsus  Ne  5X6-30X999XX.  beccpounas

oOpa3oBaTenbHas (axamemmuueckast) JIUIIEH3HA);

- Autodesk 3DS Max (Jlumensus Ne 5X5-93X928XX. Beccpounas

oOpa3oBaTenbHas (aKaieMUUecKasi) JTUIEH3HU).

KapauaeBo-Uepkecckas
Pecmry6iuka, T.
Kapauaesck, yiL
Jlennna, 29. YueGHO-
nabopaTopHBIN KOpIyC,
5 arax, nomemenue Ne
506




AynuTtopust Ui CaMOCTOSATEIbHON pab0Thl 00YYaOIIHXCSL.

Crienpanu3upoBaHHas MeOeb:

CTOJIBI — 12 mmiT.,

CTyJbs — 24 mr.,

JIOCKa MeJioBast -1 mmiT.,

Y4eOHO-HarIAAHbIe T0co0us (B AIEKTPOHHOM BHIE). TeXHIHUECKHE CPEeACTBAa O0yUCHHUS:
HOYTOYKH C OJKJTFOUCHHEM K HH()OPMAIHOHHO TEJICKOMMYHUKAIIMOHHOW CETH
«HTEpHET» M 00ECIIEYCHHUEM IOCTYIIA B JICKTPOHHYIO HH()OPMAIOHHO-
00pa3oBaTeNpHYIO Cpely YHUBEpCUTeTa — 3 MIT.,

JIuneH31noHHOE IPOrpaMMHOE ODeCTIeueHHE:

- MicrosoftWindows (Jlutien3ust Ne 60290784), 6eccpounas

- MicrosoftOffice (JIumensus Ne 60127446), 6eccpounas

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

- CalculateLinux (Buecén B EPPII IIpukazom Munkomcessizu Ne665 ot 30.11.2018-
2020), 6eccpounas

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

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

369200, Kapauaeso-
Uepkecckast
Pecny6nuka, r.
Kapauaesck, yi1.
Jlenuna, 29. YuebHo-
1ab0paTOpHBIN KOpITyC,
5 staxk, moMenieHue No
507

YuraneHsiii 3a1, 80 Mect, 10 koMIsioTepoB. Cneyuanusupoganuas mebens: CTOIBI
ydeHU4ecKue, CTyIbs. Texuuueckue cpeocmea ooy4enus:

Hucnneii bpaitns ALVA ¢ nporpammoit sxpansoro ysenuuuteiast MAGicPro;
CTAalMOHAPHBIN BUeoyBennunTenpCiearView ¢ MOHHTOPOM;

2 xommbioTepHbIX posuiepa USB&PS/2; knaBuarypa ¢ nHaxiamakoit (JILIIT);
aKyCcTHUYeCKasl cCcTeMa cBOOOIHOTO 3ByKoBOro mouist FrontRowtoGo/$; mepconasbHbie
KOMITBIOTEPHI C BOBMOXKHOCTBIO TTOJKITIOYEHUS K ceTH «/IHTepHeT» 1 o0ecrieueHreM
JIOCTYIIa B JIEKTPOHHYIO HH(OPMAIIIOHHO-00pa30BaTENbHYIO CPEY YHHBEPCHUTETA.
Jluyensuonnoe npozpammuoe obecnevenue:

- MicrosoftWindows (JIutiersus Ne 60290784), 6eccpounas

- MicrosoftOffice (JIuuenszus Ne 60127446), 6Geccpounas

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

- CalculateLinux (srecén B EPPII ITpukazom MunakomcBszu Ne665 ot 30.11.2018-
2020), 6eccpounas

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

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

369200, KapauaeBo-
Uepkecckas
PecnyOmuka, .
Kapauaesck, yiu.
Jlenuna, 29.
YueOHo-1a00paTopHBbIii
KopIryc, kab. 102 a.

7. OcodeHHOCTH peamn3alvu JUHCHUIIVIMHBI AJI1 HHBAJTH/IO0B U JIMI ¢ OrPAaHUYICHHBIMH

BO3MOKHOCTAAMHU 310POBbA

Hna mun ¢ OB3 w/wnmu ¢ usBamuanocthio PIIJ[ paspabaTwiBaeTcss Ha OCHOBaHUU
«ITonoxxeHus: 006 opraHu3anuu 00pa3z0BaTEIHLHOTO Mpoliecca Il 00yYEHUs] MHBAIMIIOB U JIUIL C
OTPaHMYEHHBIMH BO3MOXKHOCTSMU 3I0pPOBbsi B (heepaqbHOM TOCYIapCTBEHHOM OOKETHOM
«KapauaeBo-Uepkecckuii

00pa3oBaTeIbHOM YUPEXKIEHUU BBICILIETO
roCyJapCTBEHHbIN yHUBEpCUTET UMeHHU Y. J[. AnueBay.

oOpa3zoBaHUs
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