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1. O0mas xapakrepucTHKa pado4eil nporpaMMsl 001e00pa3oBaTeJbHOM TUCIUIIITHHBI

1.1. MecTo IMCHUIIMHBI B CTPYKTYpPe OCHOBHOI 00pa30BaTe/JIbHOM MPorpaMmbl
VYuebnas mucuuruinHa «OI1.06 JlokymeHTarmoHHOE OOecreyeHne YyIpaBJICHUs» SBISETCS
00s13aTeIbHOM  4acThl0  OOLIENPO(ECCHOHANBHOIO LUKIa 00pa30BaTeNbHOW INpPOrpaMMbl B
cootBercTBUU ¢ PI'OC no cnenuansHoctu 40.02.04 FOpucnpyaeHuus.

Ocoboe 3HaueHue TUCIUILTUHA UMEET NMPH (POPMHUPOBAHUU U pa3zBuTHH KomreTreHnuid OK
01.; OK09.; IIK 1.1.; TIK 1.2.; TIK 1.3.

HCJII/I U IIJTAHUPYEMBbIC PE3YyJbTAaThl OCBOCHUSA TUCHHUIIJIMHBI:

Kon
KOMIIETEeH
10707

HaunmMmenoBanue
KOMIIeTeHIMH

IToxa3aTesin 0CBOGHUS KOMIETEHIIUU

OK 1.

CII0COOBI
3a1a4

Bribupats
peleHus
PO eCCHOHATTEHOM
JeSITENIEHOCTH
MPUMEHHUTENEHO K
Pa3INIHBIM KOHTEKCTaM

Ymenus:

pacmo3HaBath 3aqady W/Wiu mpobieMy B IpodecCHOHATEHOM
W/WITA COIMATBEHOM KOHTEKCTE

aHAM3UPOBATh 3a7ady W/WIW TpoOJieMy W BBIACTATH &
COCTaBHBIC YaCTH OMPEACIATE 3TAIbI PEIICHUS 337291
BEISBIISITE ¥ 3¢ (EeKTUBHO UCKATh HH(OOPMAITHIO, HEOOXOINMYIO
JUTSI pEIICHUS 3a1a4 W/WJIH IPOOJIEMBI

COCTaBIISITh IUIaH JICHCTBUSL  ONpEAENiATh HE00XOoAUMBIE
pecypcesl BIaJIeTh aKTyallbHBIMH METOAaMHU PabOThI

B TpodeccHOHANBHONH W CMEXHBIX cepax peann30BBIBATH
COCTaBJICHHBIM IUIAaH OIIGHWBATH PE3yJNbTaT M TOCIEACTBUS
CBOMX JIeHCTBHHA  (CaMOCTOSATEIHRHO WM C  ITOMOIIBIO
HAaCTaBHHKA)

3unanus:

aKTyaJIbHBINH MPO(ECCHOHATBHBIA U COLUAIBHBIN KOHTEKCT, B
KOTOPOM TIPUXOTUTCS paboTaTh U JKUTh

OCHOBHBIC HCTOYHUKH MH(OPMALIMU U PECYPCHI IS PELICHUS
3aa4 ¥ IpobjieM B NPOPECCHOHAIBLHOM H/HIN COILMATbHOM
KOHTEKCTE ANTOPUTMBI BBITIOJTHEHHS pabot B
po(heCcCHOHANBHON M CMEXKHBIX 001aCTIX

METO/ABI PadoThl B MPOPECCHOHANBHOW M CMEXHBIX cdepax
CTPYKTYpy TUIaHa JUIS pelIeHHs 3agad MOpSJ/IOK OLEHKU
pe3yIIbTaTOB pernieHus 3amaq poecCuoHaTbHON
JIeSITeTTbHOCTH.

OK 9

Ilons30BaThCA
npodeccnoHanbHOM
JIOKYMEHTalUen

Ha rocyapCTBEHHOM

Y UHOCTPAHHOM SI3bIKaX

Ymenus:

MOHUMATh OOMIMI CMBICI YEeTKO MPOU3HECEHHBIX
BBICKA3bIBAHUI Ha M3BECTHBIC TEMBI (TIPOdECCUOHATILHBIC
u  OBITOBBIE), TMOHUMATh TEKCTHI Ha  0a30BBIC
npoecCHOHANIbHBIC TEMBl Y4acTBOBATh B JHANOrax Ha
3HaKOMbIe 00IIre U MpodecCHOHANBHBIE TEeMbl CTPOUTH
MpOCThIE  BBICKAa3bIBaHUSI O ce0e W O  CBOEH
npodecCHOHANBEHOM AeITeILHOCTH KPaTKO 00OCHOBBIBATH
U OOBSICHATH CBOM JIEUCTBUSA (TEKYILIUE U IUIAHUPYEMBIE)
MUCaTh MPOCTHIE CBSI3HBIC COOOIEHUSI HA 3HAKOMBIE WU
WHTEPECYIONINE MPodhecCHOHATBHBIE TEMBI

3HaHus:

MIPaBHJIa TIOCTPOSHUS MPOCTHIX U CIOKHBIX MPEIOKCHHIMA
Ha npodeccroHanbHbIe TEMBI OCHOBHBIE
001eynoTpeOuTeIbHbIC TJIaroJIbl (6pITOBAS "
npodeccuoHanbHasl JIEKCUKA) JEKCUYECKUH MUHHUMYM,
OTHOCSIIIMICS K OINHCAaHWUIO TIPEIMETOB, CPEICTB H
MIPOLIECCOB npodeccruoHaIbHOI JeSITeIbHOCTH
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OCOOCHHOCTH TMPOU3HOLICHHs MpaBHJIa YTEHUS TEKCTOB
npodecCHOHATLHON HAMIPABICHHOCTH

K 1.1. I[NIK 1.1. OcymectBnars | HaBbIkn:
npodeccuoHanbHOe OCYILECTBIICHHUS NPO(PECCHOHAIBHOTO TOJKOBAaHUA HOPM
TOJIKOBaHUE HOPM IIpaBa. | IIpaBa;.

Ymenus:
AQHAMU3UPOBATh, TOJKOBaTh M IPaBWIBHO INPHUMEHSITH
IIPaBOBBIC HOPMBI;
XapaKTepu30BaTh,  WHTEPIPETUPOBATH,  AHAJIU3HUPOBATH,
COIIOCTABIATE M HCCIEIOBaTh OCOOCHHOCTH TPaBOBOTO
CTaTyca CyObeKTOB IPAaBOOTHOILICHUH;
CpaBHUBaTh, TOJKOBaTh W KBATU(PULIUPOBATH AESIHUE Kak
MIpaBOHapPYIIEHNUE, perynupyemoe HOpMaMu
aIMUHHCTPATUBHOIO IIPaBa U MpOLecca;
3HaHusn:
MOHSATHE M OCHOBHBIC IOJIOKEHHS M OCOOCHHOCTH HayKu
aJMUHHUCTPATUBHOTO npaBa B qacTu pa3BUTHUA
aJMUHHUCTPATUBHO-TIPOLIECCYAIbHOTO PETyIUPOBAHUS;
CYIIHOCTh, COACPKAHUE OCHOBHBIX TIIOHSTHH, KaTeropui,
KOHCTPYKIIHH, MHCTUTYTOB aJIMMHUCTPAaTUBHO-
MPOLIECCYaNbHOIO, TPYAOBOTO U T'PaKAAHCKO-IIPABOBOIO
3aKOHOJATENbCTRA,

K 1.2 IIpumenste HopMbI paBa | HaBbIKHU:

JUIL  pelieHusl 3ajad B
npoeccnoHaIbHON
JEATeITLHOCTH.

IPUMEHEHUsT HOPM IIpaBa JUIsl  peELIeHus 3a7a4 B
npodecCHOHAIBHON AESTENIbHOCTH;

Ymenusn:

OHCpI/IpOBaTI) IOpI/IILI/I‘-ICCKI/IMI/I IIOHATUSIMU U KaTCI‘OpI/IHMI/I;
aHaJII/ISI/IpOBaTI) IOpI/II[I/I‘IeCKI/Ie q)aKTI)I 1 BO3HUKAKIIUE B CBA3U
C HUMH TIPABOOTHOIIICHUS; pa3rPaHUYMBATH TIPABOBHIE HOPMBI
Y TIPaBOOTHOIICHUSI B 3aBUCUMOCTH OT OTpacJeil mpasa;
aHaJII/ISI/IpOBaTI) U TOTOBUTH HpCILJ'IO)KCHI/Iﬂ 110 yperHI/IpOBaHI/IIO
TPYJIOBBIX CIIOPOB;

aHAM3UPOBATh W peIlaTh IOpPUAWYECKHE MPoOIeMbl B cdepe

aJIMHUHHUCTPATUBHO-TIPABOBBIX,  TPAKIAHCKO-TIPABOBBIX  H
TPYAOBBIX OTHOLICHUH;
aQHAJTU3UPOBATh u TOTOBUTh MPEIIOKEHUS o

COBCPUHICHCTBOBAHUIO HpaBOBOﬁ JACATCIIBHOCTH OpraHru3alivun;

3Hanus:

WUCTOYHUKHN aJJMHUHHCTPATHBHOTO NpOLECCa, TPYAOBOTO MPaBa,
Ipa)x<IaHCKOTO MPOIIecca;

MOHATUE M BUIBl AAMUHUCTPATUBHO-NIPOLECCYAIBHBIX U
IpaXaHCKO-TIPOLIECCYaNbHBIX HOPM; BHABI U IPaBOBOE
coZlepiKaHue CaMOCTOATENBHBIX MIPOU3BOJICTB u
aJMUHUCTPATUBHBIX  IIPOLENYp, BXOJAIIUX B  COCTaB
aIMUHUCTPATUBHOIO NPOLIECCA;

CyILIHOCTb u COJIEpKAHNE craryca Y4YaCTHHUKOB
aIMUHUCTPATUBHO-IIPOLIECCYAIbHBIX OTHOILUEHUM, TPYIOBBIX
OTHOILUEHUH, I'PakIaHCKO-IIPOLIECCYAIBHBIX OTHOILIECHHUI;
MOPSNOK 3aKIKOYCHU, IPEKPALCHUS U U3MEHEHUSA TPYLOBBIX
JIOTOBOPOB;

BH/JIbI TPYOBBIX IOTOBOPOB;

COJIEPIKAHKE TPYIOBOH JIUCIUILIUHEL,

MOPSIOK pa3peLIeHHs TPYIOBbIX CIIOPOB;

BUJIBI pabOYEro BpeMEH! 1 BPEMEHH OT/IbIXA;

(OpMBI B CHICTEMBI OIUIATHI TPYa PaOOTHHKOB;

OCHOBBI OXpaHbI TPY/a;

MOPSZIOK M YCJIOBHS MaTepHaIbHONH OTBETCTBEHHOCTH CTOPOH
TPYJIOBOTO IOrOBOPA;
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MOPSIIOK ~ CymeOHOrO  pa3doMpaTenhcTBa,

ONPOTECTOBAHUS, UCTIOTHEHUSI U IEPECMOTPa PEILICHUS CY1a;
(hOpMBI 3aITUTHI TIPaB TPAXKIAH U IOPUAMYECKUX JIHII,
BAIOBl W TIOPSAOK TPAKIAHCKOTO ¥ aJMHUHUCTPATHBHOTO

00KaIoBaHus,

CyJOIPOU3BOJICTBA;
OCHOBHBIC CTaJMHM TPAKIAHCKOTO M aJIMHUHHUCTPATHUBHOTO
mporiecca.
[IK 1.3 Bmanets HaBbeIkamMu | HaBbIkm:
MOATOTOBKH MOATOTOBKU IOPUIWYECKUX JOKYMEHTOB, B TOM YHCIE C
FOPUIAICCKUX HCITOJIH30BaHHEM WH(GOPMAITMOHHBIX TEXHOJIOTHH.

C

WH(POPMALMOHHBIX

JTOKYMEHTOB, B TOM YHCIIE | YMeHHs:
UCTIONB30BAaHUEM | IPUMEHSTH COBPEMEHHbIC MH()OPMAMOHHBIE TEXHOJIOTHHU IS
norcka u o0paboTku mpaBoBoH MHPOpPMAH U OPOPMIICHUS
TEXHOJIOTHH. . IOPUANYIECKUX JIOKYMEHTOB;
COCTAaBJIATh PA3JIMYHbIEC BUJIBI FOPHINUECKHUX JOKYMEHTOB.

3HaHuA:

ImpaBujia COCTABJIICHUA IOPUANYCCKUX JOKYMCHTOB,

2. CTpyKTypa U coaep:xkaHue 0011e00pa3oBaTe/JbHON AU CHUIIIHHBI

2.1. O0beM IMCUMILIMHBI M BUAbI Y4e0HO# padoThI

O0beM B yacax
Buj yueOHoii padoThl JU1st O4HON (hOpMBI JUISL 3209HOM
o0y4eHus hopmbl
O0BbeM 00pa30BaTEILHOI MPOrPaMMbI 90 108
KoncyabTanum
CymmapHasi ydeOHasi HATpy3Ka BO 80 24
B3aMMO/ICHCTBHMH C IIpenojgaBarTeaeM
B TOM YHCJIE:
JEKIMH, YPOKHU 32 10
IPAKTUYECKHE 3aHSITHS 32 10
JlaboparopHas paboTa 32 4
CamocTosTeIbHAass paboTa 10 84
IIpomMe:kyTOYHAA aTTEeCTALUA 3a4€T C OLCHKOH
2.2. TemaTHYeCKHUil NJIaH U coJlep:KaHNe Y4eOHOH AU CHUIIIMHBI
Dopmup
06 yemble
Conep:xanue yueOHOro MaTepuasa, be o0urue u
HaumenoBanue JIadopaTopHble U MPAKTHYeCKHe PadoThl, MIPUKJIATHON “ npogecc
Pa3iesioB U TeM MOIYJIb qac | HOHAIbH
(ecyu mpeTyCMOTPEHBI) 0B ble
KOMIIETe
HIIUU
1 2 3 4
PA3JIEJ 1. IOKYMEHTALHUMOHHOE OGECIIEYEHHUE YIIPABJIEHUS 56
Tema 1.1. Copaepxanne yueOHOr0 MaTepHuaJia
Conepxanue u locynapcTBeHHast cucteMa JOKYMEHTAIIMOHHOTO OOecreueHus
3HA4YCHHUC YHpaBJICHUA. Pons JAOKYMCHTALIUOHHOI'O obecrieueHust B |4
JAOKYMCHTAIMOHHO | COBCPHICHCTBOBAHUHA ypaBJICHUSA IpeaAnpUuATUAMU
ro obecrieueHus | JlelONpOM3BOICTBO: OCHOBHBIC TOHATHS M IOJOXKCHHS. 3ajadH,
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YIpaBIeHHUS. (GYyHKIIMM W OpraHM3allMOHHOE  TOCTPOEHHE  CITY>KOBI
Coznanue cnyx0bl | genonpous3BojcTBa. DOpMBI  OpraHU3aIMKM  JCIIONPOU3BOJICTBA
JENOTPON3BOACTB | (IIEHTpaIM30BaHHas, JeIICHTPATN30BaHHASI, CMEIIaHHAs ).

a B TOoM uMciie NpakTHYeCKUX 3aHATHIA
OdopMuTh mpHKa3 Ha OJIAHKE C YIJIOBBIM PaCIOJIOKCHUEM
PCKBH3HTOB.
CamocTrosiTeqibHasi paboTa 00y4alonuxcs
Pedepar wa  TemMbr  «3akoHOZATENBPHOE  PETYIHPOBAHHE
JIeTTOTIPOU3BOJICTBAY, «/lokyMeHTalIMOHHOE obecrieueHue
ynpasiaenus (JJOY)», «locymapcTBeHHbIE CTaHIApTHI IO
JIOKYMEHTHPOBAHHIOY.
Copaeprxanue yuedOHOro MaTepuasia
[Nonstue mokymenta. @opmel. Kiaccudukanus u yHudukamnus.
PexBusutsl nokymenToB. TpeboBanus k Omankam. TpebGoBaHus K
hopmymspam. OpraHu3aIoHHEIE, pacTtopsIuTeNbHBIC,
Tenta 1.2 MH(OPMAITMOHHO-CIIPABOYHBIE M CICIMAIBHBIC  KaJpOBBIC
Mma 1.2.
JIOKYMEHTBI KaK coCTaBHas 4acTh JIOKYMEHTAITVH
ITonsiTne N
00pa30BaTEIbHBIX YIPESIKICHHN.
JOKYMEHTa: =
B ToM unciie mpaKTHYECKUX 3aHATHI
¢hopMeI,
Cocraputh npukaz OAO «Pomuna» Ha OJlaHKE C TPOIOIBHBIM
KITaCCH(UKAITHSL. N
Benere pPacoJIOXKEHHEM PEKBU3UTOB 3ar0JIOBOYHON YaCTH.
CamocrosiTeqibHas paboTa 00y4a0IuXcs
JIeTTOTIPOU3BOJICTB

a B OpraHu3alunu

Pedepar Ha  Tembl  «JlokymeHTOOOOpOT.  Opranuzanus
JIOKYMEHT0000poTa. JJOKyMEHTOMOTOK», «OCHOBHBIC JIOKYMEHTHI,
periIaMeHTHPYIOIIKE YIPABICHUE IEPCOHATIOM: IIONOXKEHHE O
NEpCOHANe MpeNupusATHsA, LITaTHOE pAacHUcaHue, IpaBHia
BHYTPEHHETO TPYAOBOr'0 pacropsaKa, JOJDKHOCTHBIE MHCTPYKIIUH,
TPYJIOBBIE TOTOBOPHI (KOHTPAKTBHI)».

Tema 1.3.
OCHOBHBIC BH/IbI
JIOKYMEHTOB U
TpeOOBaHUS K MX
odopMIIEHUIO

Conep:xanue yyeOHOro MaTepuaJia

OcHoBHbIE BUABI JOKyMeHTOB. City>keOHbIe uchbMa. TenerpaMmmel.
Tenedonorpammer. CripaBku. AkTbl. 3anucku. [Ipukassl. [1prkassl
[0 OPraHU3alMOHHBIM BONPOCAM M OCHOBHOHM J€ATEIbHOCTH.
[lopsimox ~ pa3paboOTKH  pacHOpPSAWTEIBHBIX  JOKYMEHTOB:
nmocraHoBka  mpoOsiembl.  [loAroTroBka TmpoeKkTa  MpUKasa.
CornacoBanue Tekcrta okyMmeHnTa. OhopMiieHre B COOTBETCTBUY C
JEHUCTBYIOUIMMU HOpMaMu U mnOpaBwiamu. lloanucanue wu
JOBeJICHUE /10 uctonHuteseid. O0s3arenbHble PpEKBU3UTHI TIPUKA3a.
OcHoBaHus K mNpuKkazam. BeImucku u3 mpukazoB. [IpoTOKOIEL
Brinucku U3 0pOTOKOJIOB

B Tom unciie npakTHYECKUX 3aHATHIA

CocTaBuUTh MUCHMO-0TKA3 HA OJIAHKE C YIJIOBBIM PacIOI0KEHHEM
pexBu3uTOB. J[00aBUTH HEJOCTAIOLINE PEKBU3UTHI, MIOKA3aTh KAaK
npaBwibHO  oHHM  odopmisirorcsi.  OAO  «YamypraHepro»
IpeKTopy HaropHoro mncHXoHEBpOJIOTHYECKOro HHTEpHATa 00
OTCPOUKE ILIAThI 3 NIEKTPOIHEPrUI0. YKa3aTh IPUUUHY OTKa3a.

CamocTtosiTesbHast paboTa 00y4ar0HXCS

I'ocynapctBennsiii repd Poccuiickoit @enepauun. ['epd cydrexTa
Poccwiickoit @eneparyn. OMOnemMa opraHu3aliy WM TOBAPHBIN
3Hak. Koax  oprammsammn. OCHOBHOW  TOCYJapCTBEHHBIN
peructpanuonssiii Homep (OI'PH). UnenTudukaionHsii Homep
Hayoromiarenbiuka. Kon ¢opmer gokymenta. Anpecar. ['pud
yTBEepKACHHUST  JoKyMeHTa. Pesomrormms.  Ilommucs.  I'pud
COTJIACOBaHMs JIOKyMEHTa. Bu3bl coriacoBaHus JTOKyMEHTA.
[Tegars.

Tewma 1.4.
Opraam3anus
JOKYMEHT0000pOT
a Ha

Conep:xxanue y4ueOHOro MaTepuaJia

[onsTne moxymeHTo060pOTa. JJOKyMEHTOOOOPOT MPENNPUATHN U
YUPEXKIECHUH COLUMabHO-KYJIBTYPHOIO CEpBHCA W TypuU3Ma.
OtnuuuTenbHble  OCOOCHHOCTH  000pOTa  JIOKYMEHTOB  Ha
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MPEIIPUITHH.
OcobeHHOCTH
[TOATOTOBKHU U
odhopMIIeHUS

OTJIENLHBIX BUIOB

JIOKYMCHTOB

MIPEANPHUSTHAX U YUPEKICHUAX COIHMATBHO-KYIBTYPHOTO CEpPBHCA.
Opranuzanus JIOKYMEHTO000pOTA. Opranuszanus
Jenonpon3BoacTBa. Pabora ¢ mokymeHTamu. CHCTeMaTH3aIus
nokyMmeHToB. HomeHkmatypa hopMupoBaHus JOKyMEHTO000pOTa.
XpaHeHue JIOKYMEHTOB. Hena. Howmenknartypa JIEIL.
dopmupoBanue aen. [enosas nepenucka. [lpaBuna opopmuenus
Komuil JokyMeHTa. HemomycTuMOCTh HEOpEKHOTO OTHOMICHUS K
MOJTrOTOBKE U O(GOPMIICHHIO TOKYMEHTOB. [lopsAaok 3amonHeHus
TUIOBBIX popm

B TOM uMciie NpakTHYeCKUX 3aHATHIA

CocTaBuTh 1 0OPMUTH MTPOEKT MPHKa3a MO JIMIHOMY COCTaBY «00
yBosnbHeHNn». [Ipuka3 r. Kupo OAO «Ceep» 00 yBOIBLHEHUH 110
coOcTBeHHOMY kenaHuio Oyxranrepa CepreeBa Jleonuna
CepreeBrya B CBSI3M C BBIXOJIOM Ha reHcuio. Ha mprkase nmerorcs
BH3bI TJIABHOTO OyXTajiTepa U HadajdbHHKa oT/ena kaapos OAO.

CamocTtosiTesibHast paboTa 00y4aroHXCs

[loaroroButh cnmMcoK TpeOOBaHMH K H3TOTOBJICHHUIO, YYeTy,
WCTONB30BAaHUI0O W XPaHEHHIO OJAHKOB C BOCIPOU3BEACHUEM
locynapctBenHoro repba Poccumiickoit ®epepanuu, repOoB
cyonekToB Poccuiickoiit denepanuu.

Tema 1.5.
JoxyMeHTUpOBaH
ne paboTsI ¢
[IEPCOHAJIOM

Coaep:xanue yueOHOro MaTepuaJia

Crpyktypa  KagpoBoil  WH(MOPMAIMOHHO-TOKYMEHTAIIHOHHON
CHCTEMBI. HOpMaTI/IBHaSI u HOPMATHUBHO-CIIpaBOYHAaA
JOKyMEHTalusI. [InanoBas KaJapoBast JOKyMEHTauusl.
Opranu3aiMoHHO-IpaBoBasi ~ OOKyMeHTauus.  llepcoHanbpHas
JokyMmeHTanus. JloroBopHas NokyMeHTauus. PacnopsauTenbHas
JOKYMCHTAIMA

B Tom unciie npakTHYECKUX 3aAHATHIA

OdopmuTs 3asBICHNE U IPHKA3 10 TUYHOMY COCTaBY O IIPHEME Ha
paboty Tapacosoit JIroOoBs BnagumupoBHbl. CaMOCTOSTEIBHO
n00aBUTh HeHOCTaroLe peKBU3UTHL. CocTaBUTh U O(OPMHUTH
npukaz no OOO «Cnektp» o npueme Tapacooii JIroO0BbB
BrnagumupoBHBI Ha TIOCTOSIHHYIO pabOTy JKOHOMHCTOM B
IJIAHOBBIH oTeN (pupmbl. Pasmep okiama cocrasisier 15 ThiC. pyo.
OcHoBaHMeM M W3LAaHUS NPUKa3a MOCITYXXUIM 3asiBICHHE
Tapacosoii JI.B. u TpynoBoit gorosop Ne 17.

CamocTosiTe1bHAas padoTa o0yuyalomuxcs
IToaroToBuTh mNpe3eHTanu0 Ha TeMy «JlOKyMeHTauusa 1mo y4ery
MCIOJIb30BaHKs Pab0Yero BpEMEHH U PACUYETOB IO OIIATe TPYIay.

PA3JE 2.

TEXHOJIOTI'UA BEAEHUSA AEJOITPOU3BOIACTBA.

32

Tema 2.1.
Opranuzanus
paboThI ¢
KOH(UICHITHATIEH
BIMH
JIOKyMEHTaMU

Conep:xxanue y4eOHOro MaTepuasia

BezomacHocTs 1eHHBIX WHGPOPMAIMOHHBIX pecypcoB. lleHHas
nH(popMaIus U KOH(QUICHINATBHBIE JOKYMEHTHI. Pernamenranus
cocraBa  KOH(UICHIUAIbHBIX CBEACHUH W  JIOKYMECHTOB.
JIoKyMeHTHpOBaHHE KOH(MHUICHIIMAIBHBIX CBEICHUH

B ToM 4mciie npaKTHYECKUX 3aHATHI

CocraButh 1 opopmuts npukas no OAO «Cenbxo3znapy. Ilpukas
r. [lensza 06 obecrieueHnn MoKapHON OE30MACHOCTH M YCHIICHUU
OXpaHbl NpeanpusaTus. B KOHCTaTHpyOLEH 4YacTH yka3aTb Ha
OMACHOCTh TEPPOPUCTHYECKHX AaKTOB M O0003HAYUTH LEJNb
obecnieueHust 6€30MACHOCTH JIIOIEH U COXpaHeHne uMymiecTa. B
pacHopIIUTENIBHON YacTH CliefyeT 00s3aTh HadaJbHHMKA OTHAENA
oxpanel K.X. Jlo)kkMHa yCHIUTh MPOMYCKHOM pEXHUM U
OpPraHHU30BaTh KpPYIJIOCYTOYHOE MAEKYpPCTBO Ha ckiage Ne 1;
komeHmanta 3xanus B.H. Cyxmx — mpoBepuTh COCTOSIHHE
CUTHAJIM3alNH u 3JIEKTPONPOBOAKH, a HavaJIbHUKA
aamuHuctpatuBHoro otaena O.I1. IlerpeHko — nepeBecTH B CKIaL




Ne 1 Bocnmamensiroruecst Bemectsa. OcTranbHble JaHHbBIE yKa3aTh
CaMOCTOSITENBHO.

CamocTtosiTesibHast paboTa 00y4aroHXCs

IloaroroButh noxnaapl Ha TeMmbl «IloTOKKM KOH(pUIEHLIMATBHBIX
JIOKyMeHTOB»,  «TexHomormueckas  cucremMa  00OpabOTKH
KOHQHJICHIUAIBHBIX JOKYMEHTOBY.

Copaeprxanue yuedOHOro MaTepuasia

Pyunsie MUOIyLHe CpencTBa. Mexannueckue u
3NEKTPOMEXaHUUECKHE CpeJcTBa JIOKYMEHTHPOBAaHMSL.
ABTOMaTHYEeCKHE CpPEICTBA COCTaBIEHMS M  H3TOTOBJICHUSA
nokymeHToB.  CrocoObl  JOKYMEHTHpOBaHHS.  [eKcToBoe
JIOKYMEHTUpPOBaHHE. Crenorpadusi. TexHuueckoe
JIOKYMEHTUPOBaHHE. DOTOIOKYMEHTUPOBAHHE.
KunonokymentupoBanne. ®oHO (ayauo) IOKYMEHTHPOBAHHE.
JIOKyMEHTHpOBaHHUE c IIPUMEHEHUEM 3JIEKTPOHHO-
BBIUHUCIUTENbHON TeXHUKH. CpencTBa XpaHEHUs M IIOUCKa
noxkymenTtoB. Cpenctsa nepeaaun uHpopmauuu. Mcnonb3oBaHue
I[IK B nenompousBoactBe. CpeAacTBa COCTaBIEHUSI TEKCTOBBIX
JOKYMCHTOB. CpeﬂCTBa KOIIUPOBaHUSA u OIICPaTUBHOI'O
pPa3MHOKEHHUSI.

B Tom unciie npakTHYECKUX 3aAHATHIA

OdopMuTs  pacmopspkKeHHE € YIJIOBBIM — PAacIoJIOKEHHEM
pexBu3uTOB. Ha OnaHke ¢ yriiOBBIM PacloiOKEHUEM PEKBH3HUTOB
OAO «DtanoH» TOATOTOBUTH PACIOPSHKEHHE O TPOBEACHUN
PEeMOHTHBIX paboOT B CBA3M C ABapUHHBIM  COCTOSIHUEM
oTonuTensHOU cuctemsl B 1iexe Ne 3. B pacnopsautensHoOi yacTu
MEPEYUCIIUT, HEOOXOINUMBIE MEpbl Ul ycTpaHeHus aBapuu. 1. | 6
[IpoBectn pemonTHBIE paboThl B mexe Ne 3. 2. OzoBy W.IL
JOCTaBUTH HCO6XOI[I/IMI>IG CTPOUTCIILHBIC MaTCpuabl. 3.
OTBETCTBEHHOCTD BO3JIOKHUTH Ha HadaJIbHUKa PEMOHTHO-
TexHI4IecKo# cimyk061 Makaposa /.. Cpok ucnonaenus - 15.02.
13. OcranbHble JaHHBIE YKa3aTh CAMOCTOATENBHO. JlHpekTop
npeanpuatus angHas nognucs JILB. ITonos.

CamocTtosiTeqibHasi paboTa 00y4yaronuxcs

IloaroroButh noknaabl Ha Tembl «COBpEMEHHbBIE CIIOCOOBI M
TEXHHKa CO3JaHMs  JOKyMeHTOB», «llpumHummel  BbIOOpa
MIPOrPaMMHOT0 00ECTICUEHHUS

Tema 2.2.
OcHOBHBIE
TEXHOJIOTHH
HCIIOJIb30BaHMS
COBPEMEHHOU
OPTTEXHUKH TPU
CO3JaHHH
JIOKYMEHTOB

Conep:xxanue y4eOHOro MaTepuaJia
PasButne apxusHoro nena B Poccuu. [loaroroBka JOoKyMEHTOB K
nepegade Ha apxuBHOEe xpaHenue. llepenaua menm B apxuB. Yuer | 4
Tema 2.3. JIOKYMEHTOB B  BEJIOMCTBEHHOM apxuBe. lcrnosib3oBaHue
ApxuBHOE JIOKYMEHTOB BEJJOMCTBEHHOTO apXH1Ba.
XpaHEeHHe B Tom unciie npakTHYECKUX 3aHATHIA
JIOKYMEHTOB CocTaBHTh THIOBOM NEpeyeHb JOKYMEHTOB JJIsl IEPEAayH B apXUB
CamocTosiTe1bHAas padoTa 00y4yalomuxcs
[oxaroroButh noxnan Ha Temy «llopsmok mepemaun qokymeHToB | 1
Ha TOCYJIApPCTBEHHOE XPaHCHHUE)

KoHcyabTanum:

Bcero: 90

I[Ipome:kyToOUHas aTTeCTAIMSA — 3a4eT ¢ OLEHKOH 3 cemecTp

3. YcioBus peaju3anuy NpOorpaMMbl Y4eOHOH JHCIUILTHHBI

3.1. Jlas peanu3anuu NPOrpaMmbl Y4eOHOIl JUCHUIIMHBI TNPETYCMOTPEHBI CJeIyHl[ue
crenuaabHbIe MOMeELIEeHNsI:

KabuneT npodeccruoHanbHbIX TUCIUILINH,
OCHAWeHHBIX 000PYO0BAHUEM:



CTOJIbI KOMIIBIOTEPHBIE — 20 WIT.,

ctyibsa — 20 mr.,

CTOJI U CTYJI IpernojaBatens — 1 mr.,

MeIoBast Jocka — 1 mr.,

Komnerorep — 20 wr.,

TpuOyHa — 1 mrT.,

y4eOHO-HATJIHBIE TOCOOUS - B 3JIEKTPOHHOM BHJIE.

JIuIeH3nOHHOE MPOrPaMMHOE 00ecIIcUeHHE:

- Microsoft Windows (JIuiensus Ne 60290784), 6eccpounast

- Microsoft Office (JIuuensus Ne 60127446), 6eccpounas

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

- Calculate Linux (Baecén B EPPII Ilpukazom Munkomcesizu Ne665 ot 30.11.2018-2020),
OeccpouHas

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

- IAKeT MPUIIOKESHUH [Tl 00bEKTHO-OPUEHTUPOBAHHOTO porpamMupoBanus Embarcadero (ltem
Number: 2013123054325206. Cpok AelCTBHUS JTUIIEH3UH: OecCpoUHas);

- TAKeT BU3YAJIBHOTO peakTupoBaHus pacTpoBbix n3o0paxennii GIMP (JInnensus GNU GPLVS.
CpoK JeiicTBUS JIMIICH3UH: OECCPOYHAs);

- makeT Matematudeckoro mozaenuposanus Mathcad (Contract Number (SCN) 4A1913127. Cpok
JIEHCTBHSI JINIICH3UU: OECCPOYHAs)

- BeKTOpHbIN rpaduueckuii penakrop Inkscape (JIunensus GNU GPL v3. Cpok aeiicTBust
JUIIEH3UH: OeccpoUHas);

- mporpaMMHBIid KoMiuteke it Bepetku Scribus (JInnensus GNU GPL v3. Cpok neiicTBust
JUIIEH3UH: OeccpoUHas);

- AutodeskAutoCAD (JIumensust Ne 5X6-30X999XX. Beccpounast oOpazoBarenbHast
(akagemMuyecKas ) JTUICH3HS ),

- Autodesk 3DS Max (JIumensust Ne 5X5-93X928XX. Beccpounast oOpazoBarenbHast
(axkageMudecKas ) JTUIECH3HS ).

3.2. UupopmannoHHoe obecnedeHne peajsn3aui NporpaMmMsbl
3.2.1. OcHOBHBIE MeYaTHBIE W YIEKTPOHHbIE H3IAHUSA

1. bBacakos, M. U., JlokyMeHTaIlMOHHOE 00ECIICUCHHE YIIPABJICHHUS (C OCHOBAMU apXUBOBEACHHUS) !
yueOHoe rocodue / M. W. bacakoB. — Mocksa : KnoPyc, 2023. — 216 ¢. — ISBN 978-5-406-11367-7. —
URL.: https://book.ru/book/948724 — TekcT : 37€KTPOHHbIIA.

2. Kopnees, 1. K. JlokymMeHTanmmoHHoe obecrieyeHre ynpaBieHus | yueOHUK U IPaKTHKYM [UI CPEIHETO
npogeccuonanbHoro oopasosanus / U. K. Kopnees, A. B. ITiienko, B. A. Maiypuies. — 3-¢ u3sf., nepepa0.
u jom. — Mocksa : M3patensctBo HOpaiit, 2023. — 438 ¢c. — (IlpodeccuonansHoe oOpa3oBaHuE). —
ISBN 978-5-534-16002-4. — Tekcr : anexkTpoHHbIi // ObpazoBatenbHas iatgopma FOpaiir [caiit]. — URL:
https://urait.ru/bcode/523611

3. Kyzuenos, U. H. JlokymeHTanmmoHHOE 0OecIiedeHne yrpasieHus. JJokyMeHToo00poT 1

JICIIONPOU3BOJICTBO : YYCOHHK M ITPAKTHUKYM JUIs CpeaHero npodeccuonanbHoro oopasosanus / M. H.
Kysnuenos. — 4-e u3n., nepepad. u gorn. — MockBa : M3parensctBo FOpaiit, 2023. — 545 ¢c. —
(ITpodeccronansroe obpazosanue). — ISBN 978-5-534-16004-8

4. oponnHna, JI. A. JlokyMeHTallMOHHOE OOeCIeUeHHE YMPaBICHMSA : YYEOHHUK M NPAKTHKYM IS
cpenHero npodeccroHanbHoro oopasosanus / JI. A. [loponuna, B. C. UputukoBa. — 2-e¢ u3j., nepepad. u
morr. — MockBa : HzmarensctBo IOpaiit, 2023. — 270 c. — (IIpodeccuonansHoe obOpa3zoBaHHE). —
ISBN 978-5-534-16017-8. — Tekcr : anexktpoHHsblii // ObpazoBatensHas miatdopma IOpaiir [caiit]. — URL:
https://urait.ru/bcode/530252

5. Aoynamze, /1. I'. JlokyMeHTalMOHHOE oOecTieueHre YIpaBIeHUs IIEPCOHATIOM : YYeOHHK U MPAKTHKYM
Ut cpenHero npodeccuonansHoro obpasosanus / . I'. Abynanze, U. b. Boempsbkkuna, B. M. Macnosa. —
3-e u3n., mepepab. u gon. — Mocksa : M3natensctBo FOpaiit, 2023. — 374 c. — (IlpodeccronansHoe
obpazoBanme). — ISBN 978-5-534-16657-6. — Tekcr : anekrpoHHblii / OOpa3oBarenbHas miardopma
IOpaiir [caiit]. — URL: https://urait.ru/bcode/531449
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6. lysamoBa, H.H. JlokymeHTalmoHHOEe OOECICUYCHUE YIIPABJICHUS . YUYECOHHK WM TPAKTHUKYM JUIS
cpenHero npodeccuoHansHoro oopazosanus / H. H. IllyBanoBa. — 3-e u3n., nepepab. u gor. — Mocksa :
WznatensctBo HOpaiit, 2023. — 247 c. — (IlpodeccuonansHoe oopazoBanue). — ISBN 978-5-534-16538-8.
— Tekcr : oanekrponnsrii // OOpazoBarenpHas 1miatgopma HOpaiit [caiit]. —  URL:
https://urait.ru/bcode/531240

7.

3.2.2. JlomoJHUTEIbHbIE HCTOYHUKHI
1. Poroxwn, M. HO. HacTonpHast KHUTa OTBETCTBEHHOTO 3a JIEIOMPOU3BOICTBO [DIIEKTPOHHBINA pecypc] :
npakTrdeckoe mocobue / M. 0. Poroxun. - Mocksa : Ilpocmekt, 2019. - 127 c. Ccpuika Ha pecypc:
http://biblioclub.ru/index.php?page=book&id=569909
2. T'punbepr, A. C. JlokyMeHTaIMOHHOE OOeCTICUeHHE YIpaBIeHus [ DNeKTPOHHbIN pecypc] : yued. s
ctynenToB By3oB / A. C. I'punbepr, H. H. ['opb6aués, O. A. Myxamermmuna. - Mocksa : FOunTu-/lana, 2015. -
391 c. Cebuika Ha pecype: http://biblioclub.ru/index.php?page=book&id=115031
3. KazakeBuu, T. A. JlokymenroBenenue. JJokyMeHTaIIMOHHBIN cepBUC [DIEKTPOHHBIN pecype] : yuel. u
npaktukym Juist By3oB / T. A. Kazakesuu, A. U. Tkamuu. - 2-e 3., ucnp. u aon. - Mockga : FOpaiir, 2022. -
177 c. Ccoutka Ha pecypc: https://www.urait.ru/bcode/491585
4. UlyBanoBa, H. H. Opranmzauus ¥ TEXHONOTHS IOKYMEHTAIIMOHHOTO OOECIIEUEHUS YIpaBICHUS
[DmexTponHBIl pecype] : yueb. u mpaktukyMm ans By3os / H. H. IllyBamnoBa. - 2-e u3n., mepepad. u jor. -
Mockga : FOpaiit, 2021. - 265 c¢. Ccbuika Ha pecypc: https://urait.ru/bcode/469831
5.Bapmynn, B. B., [lokymeHTannonHoe oOecrieueHue ympasieHus : ydeOHuk / B. B. Bapmynn —
MockBa : HOctummsa, 2022. — 271 c¢. — ISBN 978-5-4365-8902-2. — URL:
https://book.ru/book/942707 — TeKCT : 3IeKTPOHHBIIA.
6. Kopaees, U. K. JlokymeHTaIioHHOE 00eCIieueHUE YIPABICHHMSI | YYSOHUK U TIPAKTUKYM TSI CPETHETO
npodeccuonansHoro oopazosanus / U. K. Kopnees, A. B. [Tmenko, B. A. Mamypues. — 3-e usf.,

nepepad. u mom. — Mocksa : M3marensctBo HOpaiit, 2023. — 438 c. — (IIpodeccrnonansHoe

obpazoBarme). — ISBN 978-5-534-16002-4. — Tekcr : osnextpoHHBIH // OOpazoBaTenbHas

mtatopma FOpaiit [caiit]. — URL.: https://urait.ru/bcode/523611. - TekcT : 37eKTPOHHBIHA.
7.Ky3nenos, M. H. JlokyMeHTallMoHHOe oOecrieueHue ympamieHus. JloKkyMeHTOoOOpoT U

JISIIONIPOU3BOJICTBO : YICOHHK W MPAKTHKYM ISl CpeaHEro mpodeccHoHANbHOTO 00pazoBanus / U. H.
Kysznenos. — 4-e uzn., mepepad. u gon. — Mocksa : U3natensctBo FOpaiit, 2023. — 545 ¢. —

(ITpoeccronansuoe obpazoBanue). — ISBN 978-5-534-16004-8. — TekcT : 3MeKTPOHHBIH //
O0pazoBarenbHas miaarpopma lOpaiit [caidt]. — URL: https://urait.ru/bcode/523613 - Tekcr :
AJEKTPOHHBII.

8. Kysnemnora, . B. JlokymeHTanimonHoe odecriedueHue ynpasieHus : yaeoHoe nocobue mius CIIO / U.
lysanosa, H. H. JlokymeHTanuoHHoe oOeclicueHHe yNpaBlieHHUS @ YYCOHHK W TPAKTUKYM ISt
cpenHero npodeccuonansHoro oopasosanus / H. H. lllysamoBa. — 3-e u3n., mepepab. u gom. —
Mockga : UsnatensctBo HOpaiit, 2023. — 247 ¢. — (IIpodeccuonansuoe odpasoBanue). — ISBN
978-5-534-16538-8. — Tekct : anekTponHHbii // OOpa3oBareibHas wiatdpopma HOpaiit [cait]. —
URL: https://urait.ru/bcode/531240

3.2.3. IlepeuyeHb MpOrpaMMHOro odecrievyenus, NpogeccuoHaTbHBIX 0a3 JaHHBIX U
HH(OPMANMOHHBIX CIPABOYHBIX CHCTEM

1. CnpaBouno-npaBoBass cucrema «Koncynsrantllmroc» [DnexTponsbiii  pecype] / Kommanwms
"KoncynbrantlInroc". URL: www.consultant.ru/

2. DBC IOPAUT URL: https://www.biblio-online.ru/

4. KoOHTpOJIb U OlleHKa Pe3y/JIbTATOB 0CBOCHH YUeOHOM AUCHMIINHBI

Pe3yabTath oGydenus | Kputepun oueHku | Metoan! onenkn
[lepeueHp 3HaHMI, OCBaMBAaEMBIX B paMKax JUCIUILINHBI
TepmuHonorust B obnacta | -  odopmiieHHE  JAOKYMEHTOB M PELICHHE | - 9KCIIEPTHOE
JIOKYMEHTAIIHOHHOTO MPAaKTHYECKUX  CHTyallud ¢  HOPMATHBHBIM | HaONIOIEHUE
oOecrniedeHus yIpaBJIeHus; | TPaBOBBIM 0OOCHOBAHUEM; BBITIOTHEHHUS
HopmatusHbie - HCIIOJIb30BAHUE PA3IIMYHBIX HICTOYHHUKOB, BKIIHOYAsl | MPAKTHYECKUX
JOKYMEHTBHI, 3NIEKTPOHHBIE PECYPCHI, Menna pecypchl, IHTepHeT- | 3a1aHui,
perIaMeHTHPYIONINe pECypchl, MIEPUOIUIECKIE W3JIAHUS 1o
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COCTaBJICHHE U | CHEIMAaIbHOCTH JIJISI PEIICHHUs MPOPECCHOHAIBHBIX | - OIEHKa 0 HMTOram
odopmienue 3aga4y YCTHOTO orpoca
TOKYMEHTAIlNH U TOPSAAOK | - JEMOHCTPAlWs OTBETCTBEHHOCTH 3a TPHHSTHIE | CTYACHTOB,
ee 00paboTKH; pemeHus, 00OCHOBAaHHOCTh  caMoOaHajdW3a © | - HAOMIOICHHE TI0
[lpaBuna cocTaBieHHsT M | KOPPEKIHS PE3yJIbTATOB COOCTBEHHOU pabOTHI; UTOraMm
oopmienus - ACTOJIb30BaHNE 3aKOHOJATENbHBIX 1 HOPMATUBHO- | TECTHUPOBAHMUS,
OpTraHU3aIHOHHO- MIPaBOBBIX aKTOB npu TUIAaHUPOBAHUH | - OIIEHKa B TpoIiecce
pacnopsAUTENEHBIX npeanpUHUMATEIbCKON JeSITeNTbHOCTH B | IpOBEJCHHUS
JOKYMEHTOB, BXOISIIIMX B | Mpo(ecCHOHANBHOI cdepe; POMEXYTOYHOM
YHUDUITPOBAHHYIO - JIEMOHCTpaIus 3HaHWH B o0ylacTh (PUHAHCOBOM | aTTECTAITHH.
CUCTEMY TPaMOTHOCTH;
OpTaHU3alMOHHO- - KOHCTPYKTHUBHOCTh B3aUMOJICHCTBHS c
pacTOpsANTETHHBIX o0ydJalommMucs,  TpernofaBaTeNsiMd B XOJe
JIOKYMEHTOB, o0OydeHwus, PYKOBOAHTEISIMH y4eOHO "
YHU(DUIHPOBAHHYIO MPOU3BOJCTBEHHOH MPAKTHK.
cUCTEMY MEPBUYHON | -cOOII0IeHIEe HOPM MPOECCHOHATEHON 3THKH;
YYETHOW JOKYMEHTAIlUW B | — IOCTPOCHHE MPO(EeCCHOHATHHOTO OOIIEHUS C
YacTH JOKYMEHTAllMH [0 | y9eTOM COIHabHO-TIPO(ECCHOHAIBHOTO CTaTyca,
y4yery Tpyaa; CUTyalluu OOINEHUsl, OCOOCHHOCTSH TPYNIBI |
[opsimox MIPOBEJICHHS | MHANBUIYAIbHBIX ~ OCOOCHHOCTEH  YYaCTHUKOB
IKCTIEPTHU3HI [IEHHOCTH | KOMMYHHUKAITUH;
JIOKYMEHTOB U ITOATOTOBKY | - TPAMOTHOCTb YCTHOM U IMCBMEHHOU peuy;
nen K ApXMBHOMY | - OQOpMIICHHE JOKYMEHTOB B COOTBETCTBHU C
XPAHECHHUIO. I'OCTowm;
TexHoMoTHsT OpraHU3aluy | - SICHOCTh (POPMYJIMPOBAHUS M U3JI0KEHUS MBICTICH;
JOKyMEHT0000poTa B | - IPOSIBJICHNE TOJIEPAHTHOCTH B TIpoliecce OOIIeHUS;
OpTaHHU3AIHIX - coOIroIeHre HOPM TTOBEIEHUS BO BpeMs yUeOHBIX
(yupexneHusx). 3aHSTHH;

- COOIIIOJICHUE CTaHJApTOB AHTHKOPPYNIUOHHOTO

MTOBEICHUS;

- cOOI0AaeT HOPMBI IKOJIOTHIECKOH 0€30MacHOCTH;

— OIpeneNseT HampaBleHHsT pecypcocOepeKeHus B

paMkax Mpo)eCCHOHATBHONW JIEATENFHOCTH TIO

CIEINATEHOCTH;

- 9(QQEeKTUBHOCT,  HCIOJL30BaHUS  CPEJICTB

(GU3MYECKOM  KYJIBTYpbl JJII  COXPAaHEHHUS MU

YKpETUIeHUS 3II0POBBS B mporiecce

Mpo(heCcCHOHANBHOMN NEATENBHOCTH W TIOJEPIKAHUS

HEOOXOIUMOTO YpOBHS (uznveckoit

MOITOTOBIIEHHOCTH;

- 3¢ (HeKTUBHOCTH UCTIOJb30BAHHS B

npo¢eCCHOHANBEHON JIEATENTLHOCTH HEOOXOAMMOM

JOKYMCHTAaIWK, B TOM YHCJIC HAa MHOCTPAHHOM S3BIKE
[lepeueHp yMeHUil, 0OCBaBA€MBIX B PAMKAX JHUCITUTUIAHBI

- JKCIIEPTHOE

[MpuMmeHaTr Ha TpakTHKE | - OQOpMIICHHE JOKYMEHTOB M  pElICHHE | HAaOIIoJeHue
ToCyJapCTBCHHBIC MMPAKTHYECKUX CHTyaHI/Iﬁ Cc HOPMATHUBHBIM | BBIITIOJTHCHUA
CTaHIapTBHI, Jpyrue | IpaBOBBIM OOOCHOBAHUEM; MPaKTUYECKUX 3aJaHuil,
HOPMAaTHUBHO- - HUCIIOJIB30BAaHUEC Ppa3INMYHbIX HCTOYHHUKOB, | - OI€CHKAa II0 HUTOraM
METOIMYECKHE BKIIFOYAsi  DJICKTPOHHBIE  PECypchl, Meaua | YCTHOTO orpoca
JOKYMEHTBHI, pecypcsl, HHTepHET-pecypchl, NEPHUOAMYECKHE | CTYIEHTOB,
periIaMeHTHpYIoIIre W3JaHUsl 10 CHIEUUATBHOCTH ISl pELICHHUs | - HabIIoAeHUe IO UTOraM
OpTaHU3aIINI0 npo¢eCcCHOHANBHBIX 3324 TECTHPOBAHMUSI,
AOKYMCHTAallUOHHOI'O - JEMOHCTpalusd OTBETCTBECHHOCTH 3a IMPUHATBHIC | - ONCHKAa B IIPOLCCCE
o0ecriedeHus yIpaBleHUs; | pemieHns, OOOCHOBAaHHOCTb CaMOAHajiM3a W | MPOBEACHUS
CocCTaBisATh M TPaBUILHO | KOPPEKIUS PE3YIHTATOB COOCTBEHHON PabOTHI; MIPOMEXKYTOUHOU
Oq)OpMJISITB OCHOBHBIC | - HUCIIOJIB30BaHUEC 3aKOHOAATCIIbHBIX u | aTTecrannu.
BUABl  OPTaHU3aLMOHHO- | HOPMaTHBHO-IIPABOBBIX aKTOB npu
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pacropsAUTENLHBIX
JTOKYMEHTOB;
OdopMIsTh
nH(pOPMAITHOHHO-
CTIPaBOYHYIO
JOKYMEHTAIIHIO;
OdopmisaTs
JOKYMEHTAIIHIO;
OdopmisTsb
MPETEH3NOHHO-UCKOBYIO
JOKYMCHTAIIHIO.

Ka/IpOBYIO

TJIAaHUPOBAHHUH MIpe AMPUHUMATEITHCKOH
JIESATEIILHOCTH B IPOeCCHOHAITLHOM chepe;
- JIEMOHCTpAIUs 3HaHUH B 00acTd QUHAHCOBOMH

TPaMOTHOCTH;
- KOHCTPYKTHUBHOCTh B3aUMOJCHCTBUS  C
o0OyvaromuMucs, MpenojaBaTesiMd B XOJe
o0ydeHusi, PpYKOBOAWMTEISIMH  y4eOHOH W

MIPOU3BOCTBCHHOM MTPAKTHK.
-COOJTI0/ICHUE HOPM TPOPECCUOHATLHON ITHKH,
— TOCTpOoeHHEe MPOoQEeCCHOHATHFHOTO OOICHHUS C

Y4eTOM COIUAITLHO-TTPO(ECCHOHATHLHOTO
cTaTyca, CHUTyalluu OOIIEHUs, OCOOCHHOCTEH
TPYNIBI W WHIWBUAYATBHBIX OCOOCHHOCTEH

YYaCTHUKOB KOMMYHHKAIIHH;
- TPaMOTHOCTb YCTHOW M TIMCHbMEHHOM peyu;

- 0o(hopMIICHHE JOKYMEHTOB B COOTBETCTBHHU C
I'OCTowm;

- SICHOCTh (OPMYIHPOBaHUSI ¥  H3IIOKEHUS
MBICJICH;

- TpOSIBICHHE TOJCPAHTHOCTH B TpOIecce
OOIIEHN,

- coOnrofiecHUe HOPM TIOBEACHUS BO BpeMs
Y4EOHBIX 3aHATHIA;

- co0roieHre CTaH/IapTOB
AHTUKOPPYIIIUOHHOI'O IOBEACHUA,

- coOmoaet HOPMBI 9KOJIOTHYECKON
0€30I1aCHOCTH;

— OmpeJeNsieT HalPaBJICHHs PeCypcocOepekeHHs
B paMKax npodeccHoHaTbHON AEATENTFHOCTH 110
CTIEeIHATBHOCTH;

- 5(0(}eKTUBHOCTh HWCIOIB30BAHHUS  CPENCTB
¢u3uuecKo KyJbTYyphl JUII COXPAaHEHHS |
YKpeTUICHUSI 3710pOBbS B nporecce
npodeccroHaIbHOM JEATeLHOCTH "
MOJIePKaAHUS HEOOXO0MMOT0 YpOBHSA
(u3nUecKoil MOATOTOBICHHOCTH;

- 3¢ (HeKTUBHOCTH UCTIOTh30BAHUS B
npodeccroHaIbHOM JeATeITbHOCTH
HEOOXOUMOM JOKYMEHTAIlH, B TOM YHCIIE Ha
MHOCTPAaHHOM SI3bIKE

5. TumoBble KOHTPOJIbHBIE 3aJaHUS UJIH UHBIC y‘leﬁl-IO'MeTOIlﬂ'—leCKl/le MaTtepHualjbl,
H606X0)II/IMbIe AJIF OHCHUBAHUSA CTCIICHU C(l)OpMHpOBaHHOCTI/I KOMIIeTeHIINI B nmpouecce

0CBOEHMS Y4eOHOM M CIUIINHbBI

5.1. Boripochl 111 CAMOCTOSATEIBLHOT0 H3YYeHUS
1. 3akoHonaTenbHOE peryinpoBaHHe JeTONPOU3BOACTBA

2. JlokymeHTO000pOT. Opranu3amnus JOKyMeHTO0000poTa. JJIOKyMEHTOITOTOK

3. TocynapcrBennsiii rep6 Poccuiickoit denepannu. ['ep6 cydowsekta Poccuiickoit denepanuu.
OmOema opraHu3aluu Win ToBapHelil 3HaKk. Kon opranuzanmu. OcHOBHOM
rocyaapcTBeHHbIN peructpannoHusiii Homep (OI'PH). UnentudukanuonHbiii Homep
Hanororuiarensiiyka. Kog gopmer nokymenrta. Anpecar. ['pud yrBepxaeHust JOKyMeHTa.
Pezomonus. [oanuce. I'pu¢ cornacoBanus nokymeHTa. Busbl cornmacoBaHust JOKyMEHTA.

[leuats.
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TpeboBaHMs K U3TOTOBJICHUIO, YUETY, UCIIOJIIb30BAaHUIO U XPAaHEHUIO OJIAHKOB C
BocrnpousBenenueM ['ocynapctBeHHOTO Tepba Poccuiickoit denepannn, repOooB cyObEKTOB
Poccuiickoit @enepanuu.

VYuerHas gokyMeHTanus. JJokyMeHTalus o y4eTy UCIoib30BaHus paboyero BpeMeHu 1
pacyeToB 10 OIUIaTe TPy/a.

[Totoku KOH(UAEHIMATBHBIX JOKYMEHTOB. TeXHOIOrnueckas cucteMa oopadoTKu
KOH(l)I/I[[eHHI/IaJIbHBIX JOKYMCHTOB

CoBpemeHHbIe cIocoObl U TEXHHUKA CO3/IaHusl JOKyMeHTOB. [Ipuniumnsr BeiOopa
POrpaMMHOTO oOecrieueHus. PexomMennaiuu no aHaimsy nporpamm. [puknagasie
POrpaMMHBIE MTPOTYKTHI

[Tepenaya TOKYMEHTOB Ha FOCYJapCTBEHHOE XpaHEHHE

Camocmosmenvhnan paboma 2.
Kaprouku-3ananus

1. 3apeructpupyiite ciry>ke0HOE MHUCHMO B JKypHAaJle PErUCTPAllUU BXOJSIICH KOPPECHOHICHIIUH.
(BHecute He0OX0IUMBIC PEKBU3HTEHI).

Hata mnoctymnenuss u | Koppecnongenr, | Kpatkoe Pe3omrorust niu | OTmeTka 00

HHJEKC TOKYMEHTa JatTa H HUHIEKC | COACpKaHUE KOMY HUCIIOJIHCHUH
MOCTYIUBILIETO JOKyMEHTa HanpasJIeH JOKyMEHTa
JOKYMEHTa JOKYMEHT

1 2 3 4 5

2. 3apeructpupyiTe JOKYMEHT B JKypHaJle PETHCTPAlMU HCXOMISIIEH KOPPECIIOHICHITHH.

(Buecute He0OXOIUMBIE PEKBU3HTHI).

Harta u unaexc | KoppecnonaeHt Kpatkoe  conepkanue | OTMeTka 00
JIOKYMEHTa JIOKyMEHTa VICTIOJTHEHHUH JJOKYMEHTa
1 2 3 4
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3. CocrtaBbTe 0JIOK-CXeMY paOOThI C BXOAAIIUMU JOKYMEHTAMHU

1.

4. CocraBbTe 010K-cxeMy paOOThl C BHYTPEHHUMH JOKYMEHTaMU

1.

5. CoctaBbTe OJOK-CXeMY pabOTHI C UCXOISIIMMU JOKYMEHTaMHU

1.

5.2. Bonpochl AJ151 CAMOCTOSITEJILHOTO H3y4YeHMs
1. Ponb noxymMeHTaMOHHOTrO o0ecnedeHus ynpapieHus: B IpodecCUOHaIbHON AeSITENbHOCTH
2. OCHOBHBIE 1IeJH, 3a/1a41, TPUHIMITBI JOKYMEHTALMOHHOTO 00eCIieYeH s yIpaBIeHUsS
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10.
11.
12.

13.
14.
15.
16.
17.
18.

19.
20.

[TpaBuiia opopmiteHHsI TEKCTA C UCIIOJIB30BAHHEM WH()OPMAIIMOHHBIX TEXHOJIOTHI
OcHOBHBIE TOJIOKEHHSI IO JOKYMEHTHPOBAaHHUIO  YIPaBIEHYECKOW  JI€ATEIbHOCTH.
Yuudukanus v CTaHAapTH3AIUS YIIPABICHUECKUX IOKYMEHTOB

[TepeyeHr HOPMATHUBHBIX JTOKYMEHTOB IS BeaeHus Aenonpou3BoacTBa. 'OCT P 6.30-2003
Bubl TOKyMEHTOB U MX KJIacCH(PUKAIUS

PacnopsimuTenbHble JTOKYMEHTHI: KiaccuduKalus, OIpeneieHre, Ha3HaueHUe, MOPSIOK
0 OpMIICHUSI.

TpeboBanust K OoGOpPMIICHHIO JOKYMEHTOB: TIpHKa3, pacHopshKeHHe, yKa3zaHue,
MIOCTAHOBJICHHE

HNudopmainoHHO-CIIpaBOYHbIE JOKYMEHTHI: Kiaccuukaius, onpeaeicHue, Ha3HaueHue,
nopsiI0K ohopMiIeHusI.

TpeboBanus k 0pOpMIIEHUIO JOKYMEHTOB: MPOTOKOJ, aKT, 3alIUCKU, CIIPABKU

Bub! 3anicok: 00bsICHUTEIbHAS, CITY)KEOHAs, TOKJIaTHAS

[Tepenucka. OOmiast XxapakTepuCTUKa CIIy>)KeOHOM mepenucku. PasHOBUIHOCTH CTyKEOHBIX
nuceM (COMPOBOJUTENBHOE MHCHMO, MUCHMO-NPOCKOA, MUCHMO-3aIPOC, MMHUCHMO-OTBET,
MUCHMO-CO00IIeHNEe, THPOPMAIIMOHHOE MUCbMO, MUCHbMO-TIPUTJIALIICHHE U T.1I.)

[TonsiTHE «IOKYMEHTO000POT». IIpHMHIMIIEI OpraHu3amuu TOKyMeHTooOopoTa. Dopmbl
OpraHu3auy padoThl ¢ JOKYMEHTaMHU

Pabora ¢ koHpUIEHIIMATHEHBIMHU TOKYMEHTAMHU

OcoOenHoctu 00pabOTKH BXOIAIINX JOKYMEHTOB. TpeOoBaHMs K perUCTpallui JOKYMEHTOB
[ToaroroBKa JOKYMEHTOB K QpXUBHOMY XpaHEHUIO. DKCIIEPTH3a IICHHOCTH JIOKYMCHTOB
ABTOMaTH3UPOBAHHBIE  CHUCTEMBI  JEJIOMPOU3BOJICTBA. Cucrema  3JEKTPOHHOTO
nokymeHntoobopota (CO]]), ee cTpykTypa, HacTpoiika cucteMsbl. [{udpoBast moamnuce.
KomneloTepHble cpeicTBa MOATOTOBKM JIOKYMEHTOB. M3rotoBiieHue, KOMUPOBAHUE H
TUPKUPOBAHHUE JOKYMEHTOB

CpenctBa 006paboTku JoKyMeHTOB. [IpaBuia Ge3onacHoOi pabOTHI C OPTTEXHUKON

[Topsimok opranu3anuu J0KyMEHTO000pOTa C UCIIOIH30BAaHUEM CPEJICTB TEIICKOMMYHHUKAITHH

5.3.IlpuMepHbIe BONPOCHI K UTOTOBOM aTTeCTALMH (3a4eT ¢ OLEeHKOMH)
Bapmunanr 1

1. aTth onpeneneHue MOHITHS CTaHAAPTU3AIMS, OTIPECIUTh Ha3HAYEeHUE U HEOOXOIUMOCTh
BBe/leHMs roccTanaaprta B JJOY.

2. late onpenencHue MOHATHSL Y HUDUIIMPOBAHHAS CUCTEMA OPTaHU3aIMOHHO-
pacniopsiautensHoi qokyMmenTanuu (YCOP/JI), onpenenuTsh coCcTaB U JaTh XapaKTEPUCTUKY
JTOKyMeHTaM, Bxoasmux B coctaB Y COP/I.

3. Onpenenuts 1elib KOHTPOJIS UCTIOJTHEHUS JOKYMEHTOB, IEPEYUCIUTD BUABI KOHTPOJIA.

Bapuanr 2

1. aTth onpeneneHue MOHITHS CIIy)0a TOKYMEHTAallMOHHOTO 00ecTieueHus yIpaBieHUs
(CHOY), onpenenuts cTpyKTypy ciayx0s1 IOY.

2. [Iporokoi: moHsITHE, IPaBUJIA COCTABICHUS U OPOPMIICHHUS.

3. JlaTh onpeeneHre NOHATHS TOKYMEHTOOOOPOT, MEPEYUCIUTh COCTABIISIOIINE CTPYKTYPHI
JIOKYMEHTO000pOoTa.

Bapuanr 3

1. latb onpenenenre NOHATHS 00paboTKa BXOISAIINX JOKYMEHTOB, IEPEUNCIUTh U JaTh
XapaKTePUCTHKY dTaIlaM, BBIZCIUTH OCOOCHHOCTH 00pa0OTKH BXOSIIUX TOKYMEHTOBR.

2. lath onpe/ieieHne MOHSITHUS TEXHOJIOTHS 00paOOTKH BXOASIINX TOKYMEHTOB, BBIJICITHUTh
0COOEHHOCTH 00pPaObOTKH MOBPEKIECHHON KOPPECTTOHACHITNHN U C TIOMETKOU «JIMIHOY.

3. IlepeyncnuTh ATAMbl OPraHU3AIMHA PACCMOTPEHUS U UCTIOTHEHHS BXOSIIUX TOKYMEHTOB.

Bapuanr 4
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1. laTb onpeneseHne NOHATHS PETUCTPALIUs JOKYMEHTOB, OIPEAEIUTD IPUHLIUIIBI PA3IUYHbIX
dbopM perucTpanuu JOKYMEHTOB, 0XapaKTEepHU30BaTh OCHOBHI OCTPOEHUSI HHPOPMAIIMOHHO-
nouckoBbix cucreMm (UIIC) mo nokymeHTam.

2. Ilpuka3: nmoHsTHE, MPaBHJIa COCTABICHUS U 0OPMIICHHUS.

3. JlaiiTe noHsATHE AETONPOU3BOACTBO.

Bapuanr 5

1. City>xeOHOE TUCHMO: TIOHATHUE, TIPAaBHJIA COCTABICHUS 1 O(POPMIICHHSL.

2. Ilepeuncnuts TUIOBBIE 331a4H, GyHKIMU U ipaBa C/IOY, onpenenuts COCTaBISAIONINE
KOMITOHEHTHI JJOJDKHOCTHOU MHCTPYKIuH pabotHHKOB CIOY, oxapakTepru30BaTh IEIH CITy>KObI
JOV.

3. IlepeuncnuTh onepanuu 00pabOTKH NCXOIAIINX JOKYMEHTOB, 1aTh XapaKTEPUCTHKY
TEXHOJOTHYECKOMY MPOIIecCy 00padOTKe UCXOIAIINX JOKYMEHTOB.

Bapuant 6

1. IlepeuncnuTh onepanuy 1Mo NOJAroTOBKE JOKYMEHTOB K OTIIPAaBKE, 1aTh UM XapaKTEPUCTHKY.
2. TpeboBanust K 0OPMIICHHIO YIIPABICHYECKON JTOKYMEHTAIIHH.

3. Jlatb onpeneneHue MOHATHS PEKBU3UT JOKYMEHTA, ONPEACIUTh COCTAaB M OXapaKTepPH30BaTh
PEKBU3UTHI, HCTIOJIb3YEMBIE TTPH O(OPMIICHHH JJOKYMEHTOB: TPU(] yTBEPKICHHS, PE30ITIOLIH.

Bapuant 7

1. [laTh onpeneneHue NOHATUS YHUGHUIMPOBaHHAs (popMa T0KyMeHTa, OOBbSICHUTh 3HAaUEHUE
yHH(PUIPOBAHHBIX ()OPM TOKYMEHTOB, OIPEICIINTh Ha3HAYCHNE U OCOOCHHOCTH MPUMEHEHUS
YHU(PULIHPOBAHHBIX (HOPM JTOKYMEHTOB.

2. AKT: IOHSITHE, TIPAaBUJIA COCTABICHUS U 0POPMIICHHUS

3. IlepeuncinTh OCHOBHbIE IPUHIUIBI OPraHU3ALMKA KOHTPOJISI UCIIOJHEHUS TOKYMEHTOB
TPaTUIIMOHHBIM CITIOCOOOM, 0XapaKTEepPU30BaTh OCHOBHBIE TPEOOBAaHUS K CHCTEME KOHTPOJIS
UCITIOJIHEHUS IOKYMEHTOB.

Bapuanr 8

1. [lepeyucnuTh OCHOBHBIE 1I€TM OPTaHU3AlUN KOHTPOJISI UCIIOJIHEHUS TOKYMEHTOB.

2. laTb onpe/enieHre MOHATUS HOMEHKIIATypa Jell, ONPEeeTUTh 0O11e MPUHIIUIIBI COCTABICHUS
HOMEHKJIATyPhbI J1€]1, BBIACTUTh OIX0Abl K COCTABJICHHUIO 3ar0JIOBKOB JIETI.

3. JlaTh XapaKkTepUCTHKY CIEIYIOLIMM PEKBU3UTAM: CIIPABOYHBIE JaHHbIE 00 OpraHU3aIHH,
MPUJIOKEHUE, CChUIKA HAa PETUCTPALIMOHHBIM HOMEpP U J1aTy TOKYMEHTA.

Bapuant 9

1.0OnpenenuTs 3Tanbl COCTaBICHUS U 0(OPMIIEHUS] HOMEHKIIATYPBI J1e]1 CTPYKTYPHOTO
HOJpa3/IeIeHusl.

2. laTb onpeneneHue NoHATUs OJaHK JOKYMEHTOB, 0XapaKTepH30BaTh BUIbI OJIaHKOB,
UCIIOJIb3YEMBIX B OPTaHU3allMU, YUPEKICHUH, BbIICTUTh Ha3HAUEHNE KaX10Tr0 BUa U
0COOEHHOCTH.

3. CrpaBka: MOHSTHE, TPaBHUJIa COCTABICHUS U 0(OPMIICHHUS.

Bapuanr 10

1. laTh onpeieneHre NOHATUS (OPMUPOBAHUE NI, BBIACTUTH MIPU3HAKH (POPMUPOBAHUS Jel,
MpaBUJia U MPUHIUIIBL

2. laTb onpeieNieHne NOHATHS OpraHU3alMOHHBIE JOKYMEHTHI, 0XapaKTepU30BaTh COCTaB
TPyl OpraHU3alMOHHBIX JOKYMEHTOB, BBIACIUTH COCTaB PEKBU3UTOB OPraHU3AIIMOHHBIX
JIOKYMEHTOB.

3. AKT: OHSATHE, IPAaBUJIA COCTaBICHUS U 0(OPMIICHHUSL.

Bapuanr 11
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1./laTh onpeneneHne NOHATHSL PAaCHOPSAIUTEIbHBIE TOKYMEHTBI, 0XapaKTEpU30BaTh COCTaB
TPYIIIBI PACTIOPSAAUTENBHBIX JOKYMEHTOB, BBIJIEINTh COCTaB PEKBU3UTOB PAaCIOPSAIUTEIbHBIX
JIOKYMEHTOB.

2./laTh omnpeneneHue MOHATHS OpraHu3anus padboThl C TOKyMEHTaMH, COJEPKAIIMMHU
KOH(HICHIIMATBHYIO HH()OPMAIUIO, TEPEUNCIUTh JOKYMEHTBI, OTHOCSIIHECS C CO/IepPIKaHNEeM
KOH(UICHIMATBHOM HH(OPMaLIMK, OXapaKTepU30BaTh OCHOBHYIO HOPMAaTUBHO-IIPABOBYIO 0a3y,
PETYIUPYIONLYI0 paboTy C JaHHBIMH JOKYMEHTaMHU.

3. [lepeuncnuth cpaBOYHO-UH(GOPMALMOHHBIE TOKYMEHTHI.

Bapuanr 12

1.IlepeuncanTh HOPMATUBHO-TIPABOBYIO 0a3y MO OpraHU3alnu paboThl C 0OpaICHUSIMA
IpaXkJiaH, BbIIEIUTh ()OPMBI M BUJIbI yueTa oOpallleHUi IpaskaH, ONpeeInTh OCOOCHHOCTH
0(OpMIICHHS TJOKYMEHTOB TI0 00paIeHusIM TpaxIaH.

2. latb onpeneneHue NoHATUN GpopMupoBaHue u opopMieHue aena.

3. JlaTb onpezesieHue NOHATUS JOKYMEHTBI 110 IMYHOMY COCTaBY, IEPEUUCINUTD JOKYMEHTHI 110
JMYHOMY COCTaBY, BBIICIUTh OTIIMYMS MOHITUHN JIMYHBIM JOKYMEHT U JOKYMEHT JTUYHOTO
IIPOUCXOXKICHUS.

BapuanT 13

1. [lepeuncnuth JOKYMEHTHI IIPH 0(OpMIICHUH NpUeMa Ha padoTy, 1aTh ONpeesieHUue MOHATUIM
JIOTOBOP M KOHTPAKT, BBIJICTUTh OTJINYUS U XapaKTePHbIE OCOOCHHOCTH.

2./laTh omnpenesieHre MOHATHS MPUKA3bl IO JUYHOMY COCTaBY, 1aTh XapaKTEPUCTUKY COCTABHBIM
YacTsAM MPUKA3a, BBIICTUTH OTJIMYHUS CJI0KHOTO U CBOAHOTO MPUKA30B.

3. JlaiiTe NOHATHE TOKYMEHT.

Bapuant 14

1. Ilepeuncnute yHU(DUIUPOBAHHBIE CHCTEMBI IOKYMCHTAIIHH.

2. Ilepeuncnuthb cripaBOYHO-UH(DOPMALIMOHHBIE JOKYMEHTHI, 1aTh OMpeesIeHue TOHATUS
CIIPaBOYHO-UH(POPMAITMOHHBIE IOKYMEHTBI, 0XapaKTePU30BaTh, ONPEICIIUTh OCOOCHHOCTH
o(opMIIeHHS CITPAaBOYHO-UH()OPMALIMOHHBIX TOKYMEHTOB.

3. CrpaBka, oOpsiIOK COCTaBIeHUs U 0(OPMIICHUS

Bapuant 15

1. JlaTh onpesienieHre NOHATHUS TPYAOBOI KOHTPAKT (JOTOBOP), ONPEAETUTh OCHOBHBIE YCIIOBHS,
COCTaBJISIOLIUE TPYIOBOM KOHTPAKT (JOTOBOP) U MOPSAIOK 0hOpMIIEHHUS TOKYMEHTOB.

2. JlaTb onpeaeneHne NOHATHS IIPUKa3 M0 JIMYHOMY COCTaBY, IIEPEYUCINTD NOPSAIOK
oopMIIeHH MTPUKA3a MO JUYHOMY COCTaBY, BBIIEIUTH HEOOXOIUMBbIE PEKBU3UTHI U OTMETKHU.

3. IlepeunciuTh NpU3HAKH, SBIAIOIIMECS OCHOBAHUEM NPH (POPMUPOBAHUM JJOKYMEHTOB B JIea.

Bapuanr 16

1. JaTte xapakTepucTuKy oopmiaeHus: 00J0KKH Jea.

2. latb onpe/ienieHne MOHITHUS TOKYMEHT M0 TMYHOMY COCTaBY, EPEYHCIUTh BUABI JOKYMEHTOB
10 JTMYHOMY COCTaBY.

3. YupeaurtenabHbIil 1OroBOp: MOHATHE, IPABUIIA COCTABICHUS U O(OPMIICHHS.

Bapuant 17

1. laTp onpeneneHne NOHIATHUS PACTIOPAIUTENbHBIE JOKYMEHTBI, 0XapaKTEPU30BaTh COCTAB
TPyIIIBl PaCTIOPSIAUTEIBHBIX JOKYMEHTOB, BBIIEIUTH COCTAB PEKBU3UTOB PacIOPSAUTEIbHBIX
JIOKYMEHTOB.

2. 3HaueHue T0KyMEHTA.

3. Kak moryT Ha3biBaThcs ciry k061 JIOY B 3aBUCUMOCTH OT MIPUHAAJICIKHOCTH K OMPEICTICHHOMN
IpyIIIEe OPraHu3aui.

Bapuanr 18
18



1. ITonoxenue o ciyx6e JOY: nonarue, CTpyKTypa TEKCTa, €ro peKBU3UTHIL.
2. Kakue »Tansl IPOXOAAT B OPraHU3AINN BXOISIINE JOKYMEHTHI?
3. YcraB opranusaiyu: MOHATUE, CTPYKTYpa TEKCTa, PEKBU3UTHI.

Bapuant 19

1. UHCTpyKLus 1O AET0NPOU3BOICTBY: IOHATHE, CTPYKTYpa TEKCTa.

2. Cxema paboThI C UCXOAIINUMH TOKYMEHTaMH.

3. IlonoxxeHnue 06 opraHu3aLuu: MOHATHE, CTPYKTYpa TEKCTa, PEKBU3UTHI, IPABO MOJIHUCH.

Bapuant 20

1. [TepeuncinuTh OCHOBHBIE TPUHIUITBI OPTAHU3AIMN KOHTPOJISL UCIIOTHEHHS JIOKYMEHTOB
TPaJULMOHHBIM CIIOCOOOM, OXapaKTEepHU30BaTh OCHOBHBIE TPEOOBAHUS K CUCTEME KOHTPOJIS
WCIIOJIHEHUS JIOKYMEHTOB.

2. JlaiiTe mOHSATHUE perucTpalus JOKyMEHTOB.

3. CTpyKTypa ¥ mITaTHAs YMCICHHOCTh: TIPaBMiia OPOPMIICHHUS U COCTABIICHHSI.

Bapuanr 21

1. Pe3tome: moHsATHE U IPaBUIIA COCTABIICHUS

2. Odopmienure u BblIaua KOMHUM TOKYMEHTa

3. lltaTHOe pacnucaHue: MOHATHE: CTPYKTypa TEKCTa, PEKBU3HUTHI, IPABO MOAMHCH

6. TpeboBaHus K yCJIOBHSIM peaju3anuu padoueil mporpaMmMbl JTHCHUIIHHBI

6.1. Ob0mecucTeMHbIe TPeGOBAHUS
OnexTpoHHas nHGOPMaIMOHHO-00pa3oBarenbHas cpeaa PI'EOY BO «KUT'Y»

Kaxxapiii oOyyaromuiics B TEUEHHE BCETO Iepruoaa oO0yuyeHus oOecredeH MHAMBHIYaIbHbIM
HEOIPaHMUYEHHBIM JIOCTYIIOM K 3JEKTPOHHOM MH(OpMarmoHHo-o0pa3oBarenbHoil cpeae (QMOC)
YuuBepcurera w3 000 TOYKHM, B KOTOPOM MMeEeTcs JOCTYNl K HH(POPMAIMOHHO-
TEJIEKOMMYHUKALIMOHHOMU ceTh «/HTepHEeT», Kak Ha TEPPUTOPUHN Y HUBEPCUTETA, TaK U BHE €€.

O®yuknuonuposanue  DOMOC  oOecneunmBaeTcss ~ COOTBETCTBYIOIIUMH  CPEICTBAMU
UH(POPMALIMOHHO-KOMMYHUKAIIMOHHBIX ~ TEXHOJIOTMH W KBanudukauueil paOOTHUKOB, ee
UCHONB3YIOUMX U noajaepxkuBaromux.  @Oynkuuonupoanue  OUMOC  cooTBeTCTBYET
3aKoHoarenbCTBY Pocculickon Penepauuu.

Anpec odunranapHOrO caiita yauBepcutera: http://kchgu.ru.

Anpec paszmernenus DUOC ®I'BOY BO «KUI'Vy: https://do.kchgu.ru.

DJIeKTPOHHO-0MOJINOTEYHbIEe CHCTEMBbI (3JIEKTPOHHBIE 0UOJINOTEKH)

. Cpox
Y4eOHbIi HanmeHoBaHMe JOKYMEHTA € YKa3aHUEM .
AericTBUS
roj PEKBH3HTOB
JOKYMEHTA
2026-2027 OnexTpoHHO-0ubmnoreyHas cuctema OO0 «3HaHnYyMY.

ot 12.05.2026r.

yuebnsii rog | Jorosop Ne 332 »6¢ ot 02.06.2026 T. 10 11.05.2027r.

DnexkTpoHHbIH aapec: https://znanium.com
2026-2027 DneKTpoHHO-01OIMoTeyHast cuctema «Jlaub». Jlorosop
yueOHbIii ron | Ne 10 ot 11.02.2025 1.
OnekTpoHHBIU aapec: https://e.lanbook.com
2026-2027 DIEKTPOHHO-ONOIMOTeYHAs cucTemMa KUry.
yueOnsblii rog; | Ilonoxxenue 060 Db yTBepxkIeHO YUEHBIM COBETOM OT
30.09.2015r. ITporokom Ne 1.
OnektponHbId aapec: http://lib.kchgu.ru
2026-2027 Hanmonanwsnas snexrponnas oubnuorexa (HOB).
yuebnsiid rog | Jorosop NelO1/HOB/1391-mm ot 22. 02. 2023 r. Bbeccpounsrii
DekTpoHHBIH aapec: http://rusneb.ru

ot 11.02.2025r.
nmo 11.02.2026r.

beccpounsbiii
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2026-2027 Hayunas snexktponnas 6ubnamnorexka « ELIBRARY.RU».
yueOHsbIii rog | Jlunensuonnoe cornamenne Nel5646 ot 21.10.2016 r. beccpounslii
DekTpoHHBIN aapec: http://elibrary.ru

2026-2027 OnextponHsid pecypc Polpred.comO630p CMU.
yueOnblid ron | Cornamenue. becraTHo. beccpounnbiii
DnekTpoHHbIi aapec: http://polpred.com

6.2. MaTepuaJIbHO-TeXHHYECKOE U Y4eOHO-MeToAn4ecKoe o0ecredyeHue TN CIUTIIUHbI

3aHATHA IIpOBOOATCA B y‘le6HI>IX AyJAUTOPUAX, MPEAHA3HAUYCHHBIX IJIA IIPOBCACHUA 3aHATUHA
JIEKLIMOHHOI'O ¥ MPAKTUYECKOT0 TUIIA, KYPCOBOI'O IPOEKTUPOBAHHUS (BBIIIOJIHEHUS KYPCOBBIX padoT),
TPYIIIOBBIX 1 HHAWNBUYAaJIbHBIX KOHCYJ'IBT&HPIIZ, TEKYIIETO KOHTPOJIA U HpOMe)I(YTO‘IHOﬁ arrecraluu
B COOTBETCTBMU C paClMCaHUEM 3aHATUH 1o oOpa3oBaTenbHON mporpamme. C omucaHuem
OCHAIIICHHOCTH ay,Z[I/ITOpI/Iﬁ MO>KHO 03HAKOMUTHCH Ha caiiTe YHHUBCPCUTETA, B pa3acii€ MaTCpUalIbHO-
TEXHHMYECKOTO OOECIeYeHUss W OCHAIEHHOCTH 00pa3oBaTEeNLHOTO MpoIecca IO  ajpecy:
https://kchgu.ru/sveden/objects/

6.3. Heo0xoauMblii KOMILIEKT JIMIEH3MOHHOI0 POTPAMMHOI0 00ecre4eHHs

— MicrosoftWindows (JIunensust Ne 60290784), 6eccpounas

— MicrosoftOffice (JIuuensust Ne 60127446), Geccpounas

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

— CalculateLinux (Baecén B EPPII Ilpuxazom Munkomcszu Ne665 ot 30.11.2018-
2020), 6eccpounas

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

— Kaspersky Endpoint Security. Jlorosop Ne0379400000325000001/1 ot 28.02.2025r.
Cpok nevictBus nuuen3uu ¢ 27.02.2025r. o 07.03.2027r.

6.4. Cospemennvie npogheccuonanvuvie 0a3vl OAHHLIX U UHPOPMAUUOHHbBIE CRPABOUYHDbIE
cucmemul

1. ®enepanpHbiii nopran «Poccuiickoe oopasoBanuex- https://edu.ru/documents/

2. Enunas xomnekuuss 1u¢poBeIX oOpa3oBarenbHbIX pecypcoB (Eaunas
kosmtekiust [JOP) — http://school-collection.edu.ru/

3. ba3bl nanHbIX Scopus U3/1aTeNbCTBA
Elsevirhttp://www.scopus.com/search/form.uri?display=basic.

4. Tlopran ®enepandbHBIX TOCYAAPCTBEHHBIX O0OPa30BaTENIbHBIX CTaHIAPTOB
BBICIIEr0 0OpasoBanus - http://fgosvo.ru.

5. @epepanbHbIi  LEHTP  HMHPOPMAIMOHHO-O00PA30BATEIbHBIX  PECYPCOB
(®LIMOP) —http://edu.ru.

6. Enunas xomnekius nupoBeIX oOpa3oBarenbHBIX pecypcoB (Emmnas
xoutekiust LIOP) — http://school-collection.edu.ru.

7. WudopmanmonHas cucrema «EamHOE OKHO MocTyma K 00pa30BaTENbHBIM
pecypcam» (MC «Eaunoe oknoy) — http://window/edu.ru.

7. Oco0eHHOCTH OPraHU3auMu 00pa30BATEJIBHOIO MPOLECCa IS JHI C OTPAHUYCHHBIMH
BO3MOKHOCTSIMHU 310POBbSI

B ®I'bOY BO «KapauaeBo-Uepkecckuil rocyJapCTBEHHBIM YHHUBEPCUTET HMEHM Y./l
AnueBa»  cO3JaHbl YCIOBMS JJISl TOJYYEHHUS BbICIIEro 0Opa3oBaHUS IO 00pa30BaTENbHBIM
porpaMMam o0ydaroluxcsi ¢ OrpaHMYEHHBIMUA BO3MOKHOCTSIMU 3710poBbs (OB3).

CrnenuanbHble YCIOBUS s TojdydeHuss oOpazoBanuss mo OIIBO oOywaromumucs c
OTpaHMYEHHBIMU BO3MOXKHOCTSIMH 3/10pOBbs onpeaeneHsl «llonoxennem 06 odyuenun iui ¢ OB3 B
KUI'Y», pa3menieHHBIM Ha caiiTe YHHBEpCUTETa 110 ajapecy: http://kchgu.ru.
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