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1. HauMeHoOBaHHe AU CHMILIHHBI
JIOKyMEHTAIMOHHOE 00eCTIeueHUE YITPaBICHUS

2. MecTo IMCHHUILIMHBI B CTPYKTYpeE 00pa30BaTeIbHOM NMPOrpaMMBbI

JucrtummHa BxoauT B biiok « ITPO® » oGpa3zoBarenbHO# MporpaMMbl 10 HAIPABJICHHUSIM TOATOTOBKH
(ceruanbHOCTSIM):

Hamnpasnenue: 40.02.01 IIpaBo u opranuzaiusi COIMAIBHOTO 00ECTICYCHUS

HAIpPaBIEHHOCTh HE MPEyCMOTpEHa



3. [lnanupyembie pe3y/ibTaThl 00y4eHUs M0 AUCHUILINHE

B pesynbrare ocBoeHUS AUCHUILTHHBI JloKyMeHTallHOHHOe o0ecnieyeHHe YIPaBJIeHUs Y 00yJaromerocs
JOJKHBI OBITH CPOPMHUPOBAHBI CIIETYIOINE KOMITETEHITHH:

40.02.01 IIpaBo u opraHu3aIus COIMAIBHOTO 00eCTICYeHHS (HAPaBICHHOCTD : HE TIPETYyCMOTPEHA)

OK.1 [ToHuMaTh CyITHOCTh M COIMATBLHYIO 3HAUUMOCTh CBOEH OyyIien mpodeccuu, MposBISTh K HEl
YCTOMYHMBBIA HHTEPEC

OK.2 Opranu3oBsIBaTh COOCTBEHHYIO AESTEIbHOCTD, BEIOUPATh TUIIOBBIE METO/IbI U CIIOCOOBI BHIMOTHEHUS
npodeccuoHaNbHBIX 3aj1a4, OLIEHUBATh UX A()(PEKTUBHOCTH U KAUECTBO

OK.3 [IpuHuMaTh pernieHus: B CTaHAAPTHBIX M HECTAHAAPTHBIX CUTYaIUsIX U HECTH 32 HUX OTBETCTBEHHOCTD

OK.4 OcyuiecTBidTh MOUCK U UCIIOJIb30BaHUE MH(OpMaLIUU, HEOOX0AUMOM 1715 3P PEKTUBHOTO
BBITTOJIHEHUS TPO(ECCHOHANIBHBIX 3a/1a4, TPOPECCHOHATBHOTO U JIMYHOCTHOTO PAa3BUTHUS

OK.5 Ncnonp3oBaTh HHPOPMALMOHHO-KOMMYHHUKAITMOHHBIE TEXHOJIOTHU B TIPO(ECCHOHATBHOM
JEeSTEIbHOCTH

OK.8 CaMoCTOATENBHO OMPEEIIATh 331a4H MPO(ECCHOHATBHOTO M IMYHOCTHOTO PA3BUTHUS, 3aHUMATHCS
camMo00pazoBaHHEM, OCO3HAHHO TUTAHUPOBATH MOBBIIICHUE KBATH(PUKAIIUU

OK.9 OpueHTHpoBaThCs B YCIOBUAX TOCTOSIHHOTO U3MEHEHHsI TPaBOBOM Oa3bl

IIK.1.1 OcymecTBasITh NPoQecCHOHANTBHOE TOIKOBAHHE HOPMATHUBHBIX MTPABOBBIX aKTOB IS Peau3alun
MpaB rpakJaH B cepe NEHCHOHHOTO 00eCTIeYeHUs M COIIMAIbHOM 3aIIUThI

ITK.1.2 OcymiecTBisTh MPUEM TPaKIaH MO BOMPOCaM MEHCUOHHOTO 00eCIeYeHHs U COLIMaIbHON 3alUThI

ITK.1.3 PaccMaTpuBath MakeT JOKYMEHTOB JJIsl HA3HAYEHUs IEHCHUM, TTOCOONH, KOMITCHCAIIHH, IPYTHUX
BBIILJIAT, & TAK)KE MEP COLMAIBHON MOAAEPKKH OTACIBHBIM KATETOPHAM TpaXaaH, Hy KAAOIUMCS B
COIMAILHOM 3allUTe

I1K.1.4 OcymiecTBiATh YyCTaHOBJICHUE (HA3HAUCHUE, TIEPEPACUET, IEPEBO/T), MHJICKCAITUIO U KOPPEKTUPOBKY
NEHCH, Ha3HaYeHUEe MO0COOUH, KOMIIEHCAU U IPYTUX COLMAIBHBIX BBIIJIAT, UCHOJIb3Ysl HH(OPMAIMOHHO-
KOMIIBIOTEPHBIE TEXHOJIOTUU

IIK.1.6 KoHcynbTHpOBaTh IpaX/1aH U NpeACTaBUTENEH IOPUINIECKUX JIHI] 110 BOIIPOCAM IIEHCHOHHOTO
o0ecreYeHnsl U COIMAIbHOMN 3aIIUThI



4.

O0beM U coepkaHue TUCHHUILINHBI

HanpasJ/ieHus MOATOTOBKHU 40.02.01 IlpaBo u opranu3anus COMHAILHOTO 00ECTICUEHUS
(HampaBJIEHHOCTb: HE MPEAyCMOTpeHa) Ha 0a3e OCHOBHOT'O 0OIIEro
¢opma o0yuenus OYHas
NeNe TpumecTpoB, 4
BbI/ICJICHHBIX 1JIS1 U3y4YeHUS
AUCHMILINHBI
O0beM AUCIHUILIMHBI (3.€.) 2
O0beM JUCHUILIMHBI (AK.YaC.) 72
KonTakTHasi padora ¢ 48
npenoaaBartesieM (aK.4ac.),
B TOM 4HcCJIe:
IIpoBenenue JeKIUOHHBIX 32
3aHATHH
IIpoBeneHne NpakKTHYECKHUX 16
3aHATHI, CECMHMHAPOB
CamocTrosiTesbHast padoTa 24
(ak.4ac.)
®opMbI TEKYLIET0 KOHTPOJIA HtoroBoe koHTposbHOE Meponpustue (1)
[TuceMeHnHOE KOHTpOJIbHOE MeponpusTue (2)
DopMbI IPOMEKYTOUHOM HuddeperurpoBanubiii 3aueT (4 TpUMeECTp)
arrecTanuu




5. AHHOTHpOBaHHOC OonmucaHue CoaAcpKanusd pasacjaoB U TEM TUCHUIIJIHHBI

Paznea 1. JlokyMeHTHpPOBaHUE YIIPABJIEHYECKOH 1eATEILHOCTH
[ToHATHE TEPMHUHOB «IOKYMEHT», «TOKYMEHTOBEACHUEY, «TOKYMEHTAITMOHHOE 00eCIIeueHIE YIIPaBICHUS.
HcTopus cTaHOBIEHUS U pa3BUTHSA Jesonpou3BojcTBa. HopmatuBHo-npaBoBas 6a3a opraHuzanuu
JOKYMEHTAIMOHHOIO 00ECIeYeH)s YIIPaBJIEHHs KaKk OCHOBA TEXHOJIOTUHU IpolieccoB ynpanieHus. CocTas
YIPaBIEHYECKUX JOKYMEHTOB. YHHM(DULIMPOBAHHAS CUCTEMA OPraHU3aLMOHHO-PACTIOPSAUTEIbHON
noxkyMmeHTaiuu (OP/]). JloroBopHo-nipaBoBas JoKyMeHTauusl. JlOKyMEHThI 10 BHEITHEAKOHOMUYECKON
NesATenbHOCTH. [IpeTeH3MOHHO-NCKOBAs JOKYMEHTALM

Tema 1.1. 3HaueHue U coepKaHNe TUCHUILIUHBI. JIOKyMeHTHPOBaHUE YIIPABJIeHYECKO
AeATeJIbHOCTH
WcTopust cTaHOBIEHUS U pa3BUTHUA JeI0npon3BocTBa. HopMmaTtuBHO-paBoBas 6a3a opraHuzaiuu
JOKYMEHTAIIMOHHOTO o0ecrieueHus ynpanieHus. CoCcTaB ynpaBlIeHYECKUX JOKYMEHTOB.

Tema 1. 2. Cucrema OpraHu3alMOHHO-PACTIOPSAAUTEILHON TOKYMEHTALMU
TpeboBanue k ohopMIeHHIO JOKyMeHTOB. Kimaccudukarus opraHu3aiioHHO-PacIOPSIUTEILHON
JIOKyMEHTAIUN

Tema 1.3. JloroBopHo-nnpaBoBasi J0KyMeHTaIlMsI
[TonsiTue moroBopa (KOHTpaKTa), corjamieHue, npoTokona. OdopmieHue 10roBopa

Tema 1.4. JIokyMeHTBI 110 BHEIIHEIKOHOMHYECKOH 1eATETbHOCTH
Knaccudukanus qoOKyMEHTAIIUU 110 BHEITHEIKOHOMHUYECKOH AesTenbHoCcTH. OcoObie TpeOOBaHUS K TEKCTaM
KOMMCpLICCKI/IM Z[OKyMeHTaM

Tema 1.5. IIpeTeH3MOHHO-UCKOBAaA TIOKYMEHTALUS
JIoKyMeHTBI, OPOPMIISIONINE TTOPSIAOK PACCMOTPEHUS CITOPOB MEXKY IOPUINICCKAMHU JINLIAMU

Paznen 2. Opranuzanusi padoThl ¢ J0OKYMeHTaAMHU
CtpykTypa 1 GyHKIHH CITYKO0 TOKYMEHTAlIMOHHOTO o0OecrieueHus ynpasieHus. OpraHu3aims
JIOKyMeHTooOopoTa npeanpusatusa. CrucreMaTu3aius JOKyMEHTOB U UX XpaHeHue. Pabota ¢
KOH(I)I/I,Z[GH]_II/IEUIBHBIMI/I AOKYMCHTaMH1

Tema 2.1. CTpykTypa U QYHKIHMH CJIY:K0O JOKYMEHTAIMOHHOTO O0ecneYyeHusl ynpaBjaeHHs.
CrpykTypa 1 GyHKIHUH CITYKO TOKYMEHTAIMOHHOTO o0OecreueHus ynpasieHus. JJoIKHOCTHBIE HHCTPYKIIUH
COTPYJIHHUKOB CTy:k0. Oprann3ainoHHble CXeMbl JOKYMEHTAIIMOHHOTO oOecrieueH s yrpaBieHus. MHCTpyKIus
M0 IOKyMEHTAllMOHHOMY 00€CIIEYeHHIO YIIPaBICHUS

Tema 2.2. Opranuzanus J10KyMeHTO000pOTa NPeANPUSITUHS
CocraB 1 y4€t 00bEMa JOKYMEHTOO00POTa MPEANPUATHI 1 opranuzanuii. Opranuszamus paboThl ¢
JOKyMEeHTanue. Y4ér konuuecTBa J0KyMeHTOB. KOHTPOJIb HCIIOHEHUS JOKYMEHTOB. DJIEKTPOHHBIN
JIOKyMEHTOOOOPOT.

Tema 2.3. CucremaTuzaums 10KyMEHTOB U UX XpaHEeHUe
Odopmrnenre HOMEHKIATypbl 1ed. TpeboBanus Kk opopmiieHuto nen. [ToaroroBka aen k cjade B apXuB.

Tema 2.4. Pabora ¢ KOHPUIEHIIUAIbHBIMH JOKYMEHTAMH
Opranuzanust paboThl ¢ TOKYMEHTaMHU, COJIEPKAIIMMU KOMMEPUYECKYIO TallHy U MIePCOHAJIbHBIC TaHHBIE



6. MeToanueckue YKa3aHus /151 00yYaIOUIMXCH 10 OCBOCHHIO JUCIHUIIIHHBI

OcBoeHme JUCIUIUIMHBI TPeOYeT CUCTEMATHYECKOT0 U3YUEHHUs BCEX TEM B TOM IOCIIE0BATEIBHOCTH, B
KaKoW OHM yKa3aHbl B paboueil mporpamme.

OcCHOBHBIMU BUAAMH y4€OHOU pabOTHI ABJISIOTCS ay IUTOpPHBIE 3aHATUA. VX 1ensb - pacmmputh 6a3oBbie
3HaHUA 00yYaIOIIKXCs 10 OCBAMBAEMOM AUCLHUIIIIMHE U CUCTEMY TEOPETHUECKUX OPUEHTHPOB IS
HOCJIEAYIOIEro 6osee riry00Koro OCBOSHHUs IIPOrpaMMHOT0 MaTepualia B X0/1€ CaMOCTOSATEIbHOM PaboOTHI.
OOyuaronieMycst BAXKHO IOMHHUTb, YTO KOHTaKTHas1 paboTa ¢ mpernoaBaTeneM 3(h(HEeKTUBHO TOMOTAET eMy
OBJIa/IETh MMPOTPaMMHBIM MaTepUaioM Ojarogaps pacCTaHOBKE HEOOXOIUMBIX aKLIEHTOB U yAECPIKaHUIO
BHUMAaHMS MHTOHAIIMOHHBIMH MOJTYJISIIIUSIMH TOJIOCA, A TAKXKE MOAKIIIOUYCHUEM ayAHO-BH3YalbHOTO MEXaHU3Ma
BOCIIPUATHS HHPOPMALIUY.

CamocrodTenbHas paboTa MpecienryeT ClIeAyIoHe Heu:

— 3aKpEeIUIEHNE U COBEPIIEHCTBOBAHUE TEOPETUUECKUX 3HAHHUM, TIOTYYEHHBIX Ha JIGKLIMOHHBIX 3aHATHAX;

- (hopMupoBaHKE HaBBIKOB MOATOTOBKU TEKCTOBOW COCTABIIAOLIEH HHpOpMALUK y4eOHOTO U HAy4YHOTO
Ha3HAYEHUs JUIsl pa3sMELCHHs] B PA3JINYHBIX MH(POPMALMOHHBIX CUCTEMAX;

- COBEPIIIEHCTBOBAHUE HABBIKOB [TOMCKA HAYYHBIX MyOIMKaluil 1 00pa30BaTENIbHBIX PECYPCOB,
pa3MeleHHbIX B cetn HTepHeT;

- CAMOKOHTPOJIb OCBOEHUS IIPOrPaMMHOI0 MaTepHaa.

Ooyuatomiemycst HEOOXOAUMO MOMHUTB, YTO PE3YJIbTAaThl CAMOCTOSTENIFHON paOOThl KOHTPOIUPYIOTCS
MIPEeroIaBaTeNIeM BO BPEMSI IIPOBEICHHSI MEPOTIPUSATHIA TEKYIIETO KOHTPOJIS M YUUTHIBAIOTCS TIPH
IIPOMEKYTOYHON aTTECTaLUN.

Ooyuatonmmces ¢ OB3 1 nHBaNMMI0B MPEIOCTaBIAETCS BO3MOXKHOCTh BbIOOpa (popM nmpoBeeHust
MEPONPUATHIA TEKYIIIETO KOHTPOJIS, aTbTEPHATUBHBIX (OpMaM, MPEAyCMOTPEHHBIM pabodel MporpaMMoii
aucuuIuinHel. [IpegycmarpuBaeTcss BO3SMOXKHOCTD YBEJTMUEHUS B Ipejienax | akaJeMHUuecKoro yaca BpeMeHH,
OTBOJIMMOTO Ha BBIIIOJIHEHUE KOHTPOJIBHBIX MEPOIIPUATHI.

ITponetypa onieHMBaHUS Pe3yJIbTATOB 00YUEHHS MHBAJIUAOB U JIUI C OTPaHUYEHHBIMU BO3MOXKHOCTSAMU
3JI0POBbsI [0 JUCLUIUIMHE MPEeIyCMaTPUBAET MPeA0CTaBIeHUE HHPOpMaLH B (popMax, aTanTHPOBAHHBIX K
OIPaHUYEHUSM UX 310pPOBbS U BOCIIPUATHSA HHPOPMALIUY.

ITpu npoBeieHNH TEKYyIEro KOHTPOJI IPUMEHSIOTCS OLIEHOUHBIE CPEACTBA, 00eCIeUnBaroLIe nepeaavy
nH(popMalnu, OT 00yyaroLIerocs K IpernoaaBaTesio, C y4eToM ICUX0(PU3N0IOTHYECKUX 0COOEHHOCTEN
3I0POBBST O0YJAFOIITIXCS.

7. llepedyeHb y4eOHO-MeTOAMYECKOT0 00ecTiedeH s AJIsl CAMOCTOSAITEIbHOM PadoThI
o0y4aromuxcs o JUCIUIINHE

[Ipu camocTosTeNbHON paboTe 00yUaIOMIUMCS CIETYET UCIOIB30BaTh!

— KOHCIIEKTHI JIEKITHIL,

— JINTEPATypy U3 MEePEYHSI OCHOBHOU U JOTOJTHUTEIHHOM Y4eOHOH TUTEpaTyphl, HEOOXOIUMOMN ISt
OCBOCHMS TUCIUIUIUHBI (MOJTYJIST);

— TEKCT JIEKIUN Ha SJIEKTPOHHBIX HOCUTEISX;

— pecypchl HH()OPMAITMOHHO-TEIIEKOMMYHHUKAITMOHHOH ceTn "MHTepHeT", HEOOXOAMMBIE JIIST OCBOCHUS
JTUCIUTUIUHBL,

— JIMIIEH3UOHHOE U CBOOOIHO pacpOCTpaHIEMOE MPOrpaMMHOE 00eCTIeUeHNEe U3 TIEPEUHSs
MH(OPMALIMOHHBIX TEXHOJIOTHH, UCIIOJIb3YEMbIX IIPHU OCYIIECTBICEHUH 00pa30BaTeIbHOrO MpoIecca mno
JUCIUIUINHE;

— METOAMYECKHE yKa3aHUs i1 00y4arOIIUXCs 0 OCBOSHUIO AUCIUILTUHBIL.



8. IlepeyeHb OCHOBHOM M IONOJTHUTEILHON Y4eOHOH JTUTEPATYyPHI
OcHoBHas:

1. [llyBanosa, H. H. JlokyMeHTarionHoe obecriedyeHre yupaBieHus : Y4eOHUK U MTPAKTHUKYM ISl CPEIHETO
npodeccuonabHOro oopazoanus / H. H. lllyBanoBa. — 2-e uzn. — Mocksa : M3gatensctBo FOpaiit, 2020. —
265 c. — (Ilpodeccuonansuoe oopazoBanue). — ISBN 978-5-534-00088-7. — Tekcr : anextponnsiii // DbC
FOpaiir [caiiT]. https://urait.ru/bcode/451067

2. KazakeBuu, T. A. JlokyMeHTallMOHHOE OOECTICUCHUE YIIPABJICHUS ;| YUCOHHUK U MPAKTUKYM JJIsl CPETHETO
npodeccuonansHoro oopazosanus / T. A. KazakeBuu, A. U. Tkanuu. — 2-e u3f., ucop. u gon. — Mocksa :
NznarensctBo HOpaiit, 2020. — 177 ¢. — (IIpodeccuonanbroe obpazoBanue). — ISBN 978-5-534-06291-5.
— Texcr : anextponnsiit // OBC I0paiit [caiit]. https://urait.ru/bcode/452800

3. loponuHa, JI. A. JlokyMeHTamoHHOE 0OECTieYeHHE yIpaBIeHHs | yUeOHUK U MPAKTUKYM ISl CPEIHETr0
npodeccuonanbHoro oopazosanus / JI. A. Jloponuna, B. C. UpurukoBa. — Mocksa : M3natensctBo FOpaiir,
2020. — 233 ¢. — (IIpodeccuonansuoe odpazoBanue). — ISBN 978-5-534-05783-6. — TeKcCT : 37€KTPOHHBIN
/I OBC KOpaiT [caiiT]. https://urait.ru/bcode/453767

JdomosHuTeIbHAS:

1. Ky3uenos, . H. JlokymeHTanmmonHoe obecriedeHne ynpapieHus. JJokyMeHTO000pOT U AETOMPOU3BOICTBO :
y4eOHMK U PAaKTUKYM Ul CpeHero npodeccuonaabHoro oopazosanus / U. H. Ky3nenos. — 3-e u3n.,
nepepabd. u gon. — Mocksa : M3natensctBo HOpaiit, 2020. — 462 c¢. — (IIpodeccuonanbHoe oOpazoBaHue). —
ISBN 978-5-534-04604-5. — Texcr : anexkrponHslii / DBC FOpaidt [caiit]. https://urait.ru/bcode/451242

2. IOKyMEHTOBE/ICHHE : YYEOHHK U MIPAKTUKYM JIJIS CpeHero nmpodeccuoHaIbHOTo oOpasoBanus / JI. A.
Hoponuna [u 11p.] ; nox penakuueit JI. A. JloponnHoi. — 2-e uzj., nepepad. u gon. — Mocksa : M3naTenbcTBO
FOpaiir, 2018. — 309 c. — (IIpodeccuonansHoe o6pazoBanue). — ISBN 978-5-534-04330-3. — TekcT :
anexktpoHHbli // OBC FOpaiir [caiit]. https://urait.ru/bcode/413710

3. I'pozosa, O. C. [denonpon3BoacTBO : yueOHOE Mocodue s cpennero npodeccuoHanbHoro oopazosanus / O.
C. I'pozoBa. — Mocksa : UznatensctBo FOpaiit, 2018. — 126 c¢. — (Ilpodeccnonansnoe oOpa3zoBanue). —
ISBN 978-5-534-04295-5. — Tekcr : anextponHsiii / DbC FOpaiuT [caiit]. https://urait.ru/bcode/415839



9. Ilepeuenn pecypcoB cetu UHTEpHET, HEOOXOAUMBIX /IJII OCBOCHHUSA TUCIUILINHBI

www.vniidad.ru atepHer-ctpanuiia Becepoccuiickoro Hay4HO-HCClIe10BaTEILCKOTO HHCTUTYTA
JOKYMEHTOBE/ICHHUS U apXUBHOTO JeNa
7. www.consultant.ru CIIC KoncynsrantlLttoc
HoxkymenT.RU [JokymeHTPY
10. Ilepeyenb UH(POPMAITUOHHBIX TEXHOJIOTHIA, HCIOJIb3yeMbIX IIPH OCYIIECTBJICHUMN
00pa3oBaTeJIbHOI0 MpoIecca Mo JMCUUIIIHHE

OO6pa3oBarenbHblii Ipoliece Mo AUCHUILINHE JJOKyMeHTallMOHHOe o0ecnieyeHue YpaBJeHUs!
IpeAIoaraeT UCIoIb30BaHHE CIETYIONIET0 TPOrPaMMHOTO 00ecTieueHHs M HH(POPMAIIHOHHBIX CITPaBOYHBIX
CHCTEM:

[TepeueHp UCTIONB3yeMBIX HHPOPMAIIMOHHBIX TEXHOJIOTHH:

Npe3eHTAIOHHbBIE MaTepralIbl (CIalabl IO TeMaM JICKIIMOHHBIX U MPAaKTUYECKUX 3aHITHH);

JI0CTYM B pexxuMe on-line B DnekTpoHHyI0 6ubnuoreunyto cucremy (ObC);

JOCTYTI B 3JIEKTPOHHYIO HH(OPMALTMOHHO-00Pa30BaTENbHYIO CPEAy YHUBEPCUTETA,;

HHTEpHET-CepBUCHI U 3JIEKTPOHHBIE PECYPCHI (TIOMCKOBBIE CUCTEMBI, DJIEKTPOHHAS MOYTa, TPOPeCcCHOHATbHbIE
TEMaTUYEeCKHEe YaThl U (POPYMBI, CHCTEMBI ayJIO M BUJEO KOH(EPEHIINH, OHJIAIH SHIIUKIONECIUH U T.1I.).

IlepeyeHp HEOOXOIUMOTO JIUIEH3UOHHOTO U (WJIM) CBOOOJHO pacpOCTPaHIEMOTr0 IPOTPaAaMMHOTO

obecrieyeHus: cipaBoyHas rnpasosasi cucrema KoncymnpranT [lmioc, oducHslil naker npuioskenuit LibreOffice.
IIpu ocBoeHMM MaTepHasa v BBIIIOJHEHUS 3aJaHUH 110 TUCUUIUIMHE PEKOMEHYETCSl UCII0JIb30BaHUE

MaTepHaoB, pa3MelieHHbIX B JInunbix kabunetax odyvaromuxcs ETUC [ITHUY (student.psu.ru).

11. Onucanue MaTepHAJIbLHO-TEXHUYECKOI 0a3bl, HEOOX0AMMO AJIs1 OCYIIeCTBJICHUS
00pa30BaTeJBHOI0 NpoLecca 1o JMCUHILINHE

JlexOHHAs ay TUTOPHS: TIPOEKTOP, FIKPaH, KOMITBIOTEP/HOYTOYK, MeJIoBast (M) MJIM MapKepHasi 10CKa.

Ayautopust JUisi IPAaKTUYECKUX 3aHATUN U TEKYIIET0 KOHTPOJIs: KaOMHET NMpodecCuOHAIbHBIX
JTUCIHILTNH/KaOUHET TOKyMEHTAallMOHHOTO o0ecrieueHus ynpasieHus. [I[poekTop, skpaH, KOMIbIOTEP/HOYTOYK,
MeJoBas (M) WM MapKepHas JOCKa.

['pynmoBeie (MHIUBHUAYaTIbHBIC) KOHCYIbTAIIUU: MEJIOBas (M) UM MapKepHas JOcCKa.

Aynuropus Ui caMOCTOSTeNIbHON paboThl - noMenieHuss Hayunoit 6ubnuorexku [IIT'HUY: kommnbroTepHas
TEXHHMKA C BO3MOXHOCTBIO MOJAKIIOUEHUs K ceTH «IHTepHeT», obecredeHHast JOCTYIIOM B JIEKTPOHHYIO
MH(POPMALIMOHHO-00pa30BaTENbHYIO CPETy YHUBEPCUTETA.

[Tomemenust HayuHoii 6nbmuoreku [II'HUY mist oGecrieueHns: caMOCTOATEIbHONU PabOThl 00yUYaOIUXCS:

1. Hayuyno-0ubnuorpadudeckuit otaen, xopi.l, aya. 142. O6opynoBaH 3 nepcoHaIbHBIME KOMIIBIOTEpA C
JOCTYTIOM K JIOKQJIBHOM U II100aJIbHON KOMITBIOTEPHBIM CETSIM.

2. YuTanpHbli 3aJ1 TyMaHUTApHOM JUTEpaTyphl, KopI. 2, ayd. 418. O60opyaoBaH 7 nepcoHabHBIMU
KOMIIBIOTEPAMH C IOCTYIIOM K JIOKaJIbHOM U INT00AIbHOM KOMIIBIOTEPHBIM CETSM.

3. UuranbHbIH 3a1 €CTECTBEHHOM auTeparypsl, kopi.6, aya. 107a. O6opyaoBaH 5 nepcoHanbHBIMU
KOMIIbIOTEPAMH C IOCTYIIOM K JIOKaJbHOM U INT00AIbHOM KOMIIBIOTEPHBIM CETSM.

4. Otnen MHOCTpAaHHOM HUTEpaTyphl, Kopm.2 aya. 207. O6opynoBaH | mepcoHaTbHBIM KOMIBIOTEPOM C
JOCTYIIOM K JIOKQJIBHOM U I100aJIbHOM KOMITBIOTEPHBIM CETSIM.

5. bubnuoTteka opunuyeckoro axkynprera, kopmn.9, aya. 4. O6opynoBana 11 nepcoHaIbHBIMU



KOMITBIOTEPAMH C JOCTYTIOM K JIOKaJbHOU U TT100aTbHONW KOMIBIOTEPHBIM CETSIM.

6. UutanbHbIi 3a1 reorpadudeckoro dakynaprera, kopn.8, aya. 419. O6opynoBaH 6 nepcoHaIbHBIMU
KOMITBIOTEPAMH C JOCTYIOM K JIOKaJbHOW U T7100a1bHONH KOMIBIOTEPHBIM CETSIM.

Bce koMmbioTephl, yCTaHOBIIEHHBIE B TIOMEIIECHUAX HAYYHONH OMOIMOTEKH, OCHAIIEHBI CIIETYIOIINUM
MIPOTrpaMMHBIM 00€CTICUeHUEM:

Omneparmmonnas cuctema ALT Linux;

OducHerii naker Libreoffice.

CnpaBouno-npaBoBast cuctema «Koncynprantlnocy»



@oH/IbI OLIEHOYHBIX CPEICTB AJIsl ATTECTAMM MO AUCHHUIIIMHE
JlokyMeHTalMOHHOEe o0ecIieyeHne ynpaBJIeHUs

HﬂaanyeMue Pe3yJIbTaThbI oﬁyqul/m o AMCIMIIJINHE I (l)OpMHpOBaHHH KOMIICTCHIIMHU U
KPHUTEPUHA UX OLICHUBAHUSA

Komnerenuus IInanupyemble pe3y/bTaThl Kputepun oneHuBanus pe3yibTaToB
o0y4eHust o0y4eHust
OK.5 yMeTb 0(hOPMIISITh TOKYMEHTHI U HeynosierBopure
Hcnonb3oBath 00pabaThIBaTh JOKYMEHTHI C He ymeeT opopmIATh U 00padaThIBaTh
MH(pOPMaLMOHHO- IIPUMEHEHNEM UH(POPMAIIMOHHBIX | JOKYMEHTBI
KOMMYHHUKAI[HOHHBIE ¥ KOMMYHHKAIIMOHHBIX Y0BIeTBOPUTEIbH
TEXHOJIOTHH B TEXHOJIOT U umeet olmue 3HaHust 00 opopmiIeHUn
podheccuoHaIbHOM JOKYMEHTOB, HO O(OPMJIISITH HE YMEET
JIEATEIIbHOCTH Xopomo
3HaeT Kak 0(opMIIATh U 00padaThIBaTh
JOKYMEHTBI, HO IpY 0(hOPMIIEHHUH IOITYCKAeT
onoOKu
OTtiam4yHo
3HAeT U ymeeT opopMIIsATh U 00padaTHIBATH
JOKYMEHTHI ¢ IPUMEHEHUEM HH(OPMAIIMOHHBIX
Y KOMMYHHMKAIIMOHHBIX TEXHOJIOTHH
OK 4 3HATh NPUHLMIIBI OCYIECTBICHUS Heynosiiersopuren
OcCyIeCTBIATL IOMCK U | XpaHEHUS U TIOMCKA JOKYMEHTOB, | HE YMEET U HE 3HAET KaK OCYIIECTBIATh
UCIIONIb30BaHUE yMETh HaXOIUTh HH(OpMAIIHIO, | XPAHEHHE U IIOUCK IOKYMEHTOB
nHpopmanuu, HEOOXOAUMYIO JIJIS YnoBiaerBopuTeIbLH
HEOOXOIUMOM IS Ka4yeCTBEHHOT'O BBIIOJIHCHUS JaCTUYHO 3HACT KaK OCYMICCTBIIATE XPAHCHUC U
3 PEKTUBHOTO npoQecCHOHAIbHBIX 3a1a4 U ITOMCK IOKYMCHTOB
BBITTOJTHEHUS JIMYHOCTHOT'O Pa3BUTHS. Xopouro
npodeccnoHaNIbHbIX 3HAET KaK OCYLIECTBIISITh XpaHEHUE U TIOUCK
3ajady, JOKYMEHTOB, HO UCIIBITBIBAET HE3HAYUTEIIbHbIC

MPOPECCUOHAITBHOTO U
JIMYHOCTHOT'O pa3BUTHUMA

3aTpyAHCHUS
OT1an4yHO

YMEET U 3HAET KaK OCYIIECTBISATh XPAHEHHUE U

TIOUCK TOKYMEHTOB

OK.2

OpraHu3oBbIBaTh
COOCTBEHHYIO
JeSTeIbHOCTh, BBIOMPATh
THUIIOBBIE METOMBI U
CIIOCOOBI BBITTOJTHEHUS
npodeccHoHaIbHBIX
3aj1a4, OLICHUBATH UX

3¢ peKTUBHOCTD U
Ka4ecTBO

3HaTh NPUHLIHUIEI OPOPMIICHUS
JIOKYMEHTAIIUU B COOTBETCTBHUHU C
HOPMAaTUBHOW 06a30H, B TOM 4HCIIe
C MCIOJIb30BaHUEM
UH(POPMALMOHHBIX TEXHOJIOTUH,
YMETb IPUMEHUTH CBOU 3HAHUS
JUIsL KAYECTBEHHOTO BBIIIOJHEHUS
poeCCHOHANTBHBIX 3a7ad.

HeynosiaerBopure
HE 3HAeT U He yMeeT opopMIIATh
JOKYMEHTAIMIO B COOTBETCTBUHM C HOPMaTUBHOM
0a30ii, B TOM YHUCJIE C UCIIOIL30BAHUEM
MH(POPMALMOHHBIX TEXHOJIOT U

YnoBaerBopuTeabH
oopmMIIsieT JOKyMEHTAIMIO B COOTBETCTBUU C
HOpPMaTUBHO 0a30i, B TOM 4HUCIIE C
MCTIOJIb30BaHNEM HH(OPMAIIHOHHBIX
TEXHOJIOT Ui, HO C JOMYyIIEHUEM
HE3HAYUTENIbHBIX OMINOOK




KoMnerennus

IInanupyemble pe3y/ibTaThl
o0y4ueHust

Kpurepun oneHuBanus pe3yibTaToB
o0y4eHust

Xopomuo
3HaeT Kak 0(OpMIISThH TOKYMEHTAIIUIO B
COOTBETCTBUH C HOPMAaTUBHOU 0a30ii, B TOM
YHCIie C UCTIOIb30BAaHHEM HH(DOPMALIMOHHBIX
TEXHOJIOTHH, HO 3aTPyAHSICTCS TIPH
oopMIIeHUN

OT1an4yHO
3HaeT U yMeeT 0(hopMIIATh JOKYMEHTAIINIO B
COOTBETCTBUH C HOPMATUBHOU 0a30ii, B TOM
YHUCJIE C UCTIOIh30BaHUEM HH(POPMAITMOHHBIX
TEXHOJIOTHI

OK.8

CaMoCTOSTEIIFHO
OTIPENIETIATh 3a/1a4u

PO ECCUOHATBHOTO U
JUYIHOCTHOTO Pa3BUTHS,
3aHUMAThCS
caM000pa30BaHUEM,
OCO3HaHHO IJIAHUPOBATh
MTOBBIILICHHE
KBaJIU(DUKAIIH

ITonnMmarts 3amaun

PO eCCHOHAIIBHOTO U
JMYHOCTHOTO Pa3BHUTHS,
3aHUMAThCA CaMOOOPa30BaHUEM,
OCO3HAHHO IIAHUPOBATH
MOBBIIIIEHUE KBATU(UKAIIH,
OCBaMBaTh TEXHOJIOTUU
aBTOMATH3UPOBAHHOM 00pabOTKH
JOKYMEHTAIUH.

HeynosierBopure
HE 3HAET ¥ HE OPUEHTHUPYETCS B OCHOBHBIX
TEXHOJIOTUSX aBTOMaTH3UPOBAHHOM 00paboTKH
JOKYMEHTAaIluU
Y10BJ1€TBOPUTEIbH
3HAeT YaCTUYHO U OPUEHTHUPYETCS C TPYAOM B
OCHOBHBIX TE€XHOJIOTUSX aBTOMAaTU3UPOBAaHHON
00pabOTKH TOKYMEHTAIIHH
Xopomuro
3HAaeT OCHOBHBIE TEXHOJIOTHH
aBTOMAaTHU3MPOBAHHOW 00pabOTKH
JOKYMEHTAIH, HO clTab0 OpUEHTHPYETCS
OT1iu4HO
3HAeT U OPUEHTUPYETCS B OCHOBHBIX
TEXHOJIOTUSIX aBTOMaTH3UPOBAHHOM 00paboTKH
JOKYMEHTAIluU

OK.3

[TpuHuMaTh pemieHus B
CTaHJIAPTHBIX U
HECTaH/IapTHBIX
CUTYaIMsIX U HECTHU 3a
HUX OTBETCTBEHHOCTh

3HaTh OCHOBHBIC NIPaBUIIA
OpraHu3aIuy paboThI C
KOH(HICHIIHATHHBIMH
AJOKYMCHTaMHU, MCPbI,
HaITpaBJICHHBIC HA
PEIOTBpAIIICHHUE
MOIICHHUYCCKUX CI/ITyaLII/If/'I,
YMETh OMO3HABATh
HCCTAHAAPTHBIC CUTyalluu U
MPUHUMATH COOTBETCTBYIOIIINE
MEpBI.

HeynosierBopureJ
HE 3HA€T OCHOBHBIE MPABUJIA OPraHU3aLUU
paboThl ¢ KOHPUACHIIUATHHBIMU JOKYMEHTAMH,
HE yMEET MPUMEHSTh Ha TIPAKTUKE
YaoBy1eTBOPUTEBH
YaCTUYHO 3HAET OCHOBHBIE MPaBUJIa
opranuzanuu padboTsl ¢ KOHPUACHIIUATHLHBIMU
JTOKyMEHTaMHU
Xopomuro
3HaeT OCHOBHBIE MTPaBUJIa OPTaHU3AIUH PAOOTHI
C KOH(PHUICHIIUATHHBIMU JTOKYMEHTAMH, HO
WCIIBITBIBACT 3aTPYIHEHHUS TPUMEHCHUS
OT1an4yHO
3HAeT OCHOBHBIC MTPABUJIA OPTaHU3AIUN PAOOTHI
C KOH(PHUICHIIMATHHBIMU JTOKYMEHTAMH, yMEET
MIPUMEHSATH HA IPAKTUKE

OK.1
ITonnmats CyIHOCTD U

3HaTh 11eJIH,3a1a91
JIETIOTIPON3BOJICTBA U

HeynosierBopureJ
He 3naer eI 1 3ala4r JCJIOIIPOU3BOJACTBA, U
MPUHIUIIBI CUCTEMAaTU3allUuU JOKYMEHTOB U MX




KoMnerennus

IInanupyemble pe3y/ibTaThl
o0y4ueHust

Kpurepun oneHuBanus pe3yibTaToB
o0y4eHust

COLIMAJIbHYIO 3HAUUMOCTh
cBOEH Oymytei
npodeccuu, MposIBIATH K
HEW yCTOMYHMBBIN
HHTEpEC

HOMEHKJIATYPY JeJT pa3THIHBIX
OpraHu3aIUi, TPUHITUITHI
CHCTEMaTH3aluU JIOKyMEHTOB U
UX XpaHCHUsSI B COOTBETCTBHH C
npodecCHOHATTbEHBIMU
CTaHJapTaMH.

HeynosierBopureJ
XpaHEHUs B COOTBETCTBUH C
npodeccHoHaNbHBIMU CTaHAAPTAMH, HE 3HACT
HOMEHKJIaTypy A€J pa3InYHbIX OpraHu3aluil
YaoBaerBopuTeabH

uMeeT o0IIre, HO He CTPYKTYPUPOBaHHbBIE
3HaHUSA LeJeH U 3aJa4 JeJI0NPOU3BOCTBA U
MPUHIUIIOB CUCTEMATU3AIMH TOKYMEHTOB B
COOTBETCTBUH € NPOPECCHOHATBHBIMU
CTaHJIapTaMU, UMEET 0011ee MPeCTaBICHUE IO
HOMEHKJIaType JIe] pa3IMYHbIX OpraHu3auui

Xopomuo
3HAET YaCTUYHO LIEJIU U 33]1a4l
JEJIONPOU3BOCTBA, U IPUHIIUIIBI
CUCTEMAaTHU3AINH TOKYMEHTOB U UX XPAaHEHUS B
COOTBETCTBUH C MpodeccrnoHaTbHBIMU
CTaHAApTaMHM, JAET YACTUUHYIO XapaKTEPUCTHUKY)|
110 HOMEHKJIaType JeJ pa3IMuHbIX OpraHu3aluii

OT1iu4HO
3HAET LIEeJIN U 33]1a4y JAEJIONPOU3BOACTBA U
MIPUHLUIIBI CUCTEMATU3alUHA JOKYMEHTOB U X
XPaHEHMS B COOTBETCTBHH C
npodeccuoHaNbHBIMU CTaHAAPTAMU, TACT
MOJIHYIO XapaKTEPUCTUKY IO HOMEHKJIAType Aell
pa3IMYHBIX OpraHU3aLMI

nK.1.1

Ocy1iecTBISThH
npodeccuoHaIbHOe
TOJKOBaHUE
HOPMATHBHBIX MPABOBBIX
aKTOB JIJISl pean3auu
paB rpaxkaaH B cepe
ITEHCHOHHOTO
obecreyeHus U
COLMAJILHOM 3aIlUTEI

3HaTh Oa30BbIE IPUHIINIIBI
po(hecCHOHATLHOTO TOJKOBAHHUS
HOPMATHUBHBIX MPABOBBIX aKTOB
JUTSL peau3alliy IpaB TPaKIaH B
cdepe MeHCHOHHOTO 00ecTieueHus
U COIMAJILHOM 3aIlUTHI, YMETh
NPUMEHHTD Ha MMPAKTHKE
NIOJTyYCHHBIC 3HAHUSL.

HeynoBiaerBopuren
OTCyTCTBYIOT:
3HaHus 0230BBIX PUHIIAIIOB
PO ECCUOHAIIBHOTO TOJIKOBAHUS
HOPMATHBHBIX MPABOBHIX aKTOB JIsI
peanu3alyy npas rpaxaaH B cpepe
MIEHCUOHHOTO 00€CIIeUYeHUs U COLMAIbHOM
3aIUTHI,
YMeHus: NpUMEHUTh Ha MPAKTUKE MOTy4YCHHBIE
3HAHUS.

YoBj1eTBOPUTEIbH
YactiuuHo c(hOpMUPOBAHHBIE:
3HaHus 0a30BBIX IPUHIIUIIOB
po¢eCCUOHATILHOTO TOJIKOBAHUS
HOPMAaTUBHBIX NIPABOBBIX aKTOB JJIsI
peanu3aluy mpas rpaxkaaH B cdepe
MIEHCMOHHOTO 00eCTeueHus U COLUAIbHOMN
3aIUTHI,
YMeHHs: NPUMEHHUTD Ha MMPAKTHKE MOTyYSHHBIE
3HAHWUSL.




KoMnerennus

IInanupyemble pe3y/ibTaThl
o0y4ueHust

Kpurepun oneHuBanus pe3yibTaToB
o0y4eHust

Xopomuo
CdopmupoBaHHBIE, HO UMEIOIIHE OTACTbHBIC
HETOYHOCTH:
3HaHus 0a30BBIX TPUHIIUIIOB
pohecCHOHANBFHOTO TOJIKOBAHUS
HOPMAaTUBHBIX IIPABOBBIX aKTOB JJIsI
peanu3anuy mpas rpaxkjaH B cdepe
MIEHCMOHHOTO 00eCTeueHus! U COUAIbHOMN
3aIUTHI,

YMeHus IPUMEHUTH Ha MPAKTUKE MTOJTy9ICHHBIC
3HAHUS.

OT1iu4HO
CucremHo cpopMupoBaHHBIC:
3HaHus 0a30BBIX IPHHIIAIIOB
PO eCCUOHAIIBHOTO TOJTKOBAHUS
HOPMATUBHBIX TIPABOBBIX aKTOB JJIsI
peai3anuu mpas rpaxkaH B cepe
MIEHCUOHHOTO 00ECTIeUeHUS ¥ COITUAITBHOM
3aIUTHI,

YMeHus: IpUMEHUTh Ha MPAKTUKE MOTyYCHHBIC
3HAHUS.

nK.1.2
OcymecTBISITh IPUEM
rpakKJaH 1o BOIIpOcam
MMEHCHOHHOTIO
obecreyeHus U
COIMAJILHOM 3aIlUTEI

3HaTh CUCTEMY
JIOKYMEHTAIMOHHOTO
o0ecrieueHus Ipu npueme
rpakJiad 1o BOIpocam
IIEHCHOHHOT'0 00ecneueHus 1
COLIMAJIBHON 3aIlUTHI, YMETh
NPUMEHHUTD Ha MMPAKTHKE
NOJTyYCHHBIC 3HAHUSL.

HeynosiaerBopurei
OTCyTCTBYIOT:
3HaHUS CUCTEMBI JIOKYMEHTALIMOHHOT'O
o0ecrnieueHus pu MprueMe rpakaaH mno
BOIIPOCaM MEHCUOHHOTO 00ecreYeHus 1
COLIMAJIbHOM 3alUTHI,
YMEHHS MPUMEHUTH Ha MPAKTUKE MOTyUYeHHBIE
3HaHUS.

Y10BJ1€TBOPUTEJbH
YactuyHo chopMUPOBAHHEIE:
3HaHUSI CUCTEMBI JOKYMEHTAIMOHHOTO
o0ecrniedeHus pu MpruemMe rpakiaaH 1no
BOIIPOCaM MEHCUOHHOTO 00ecreyeHus 1
COITMAJILHOM 3aIUTHI,
YMEHHUS MPUMEHUTDH HA MPAKTUKE TTOJTyICHHBIC
3HAHMS.

Xopouo
CdopmupoBaHHbIe, HO UMEIOIINE OTAETIbHBIE
HETOYHOCTH:
3HaHUS CUCTEMBI JIOKYMEHTAIIHOHHOTO
o0ecrieyeHns: Ipy IpueMe rpaxiaH 1mo
BOIIPOCAM MEHCUOHHOT'O 00ECTICYeHUS U
COILIMAJIbHOM 3aIllUTHI,

YMEHUS IPUMEHUTD HA MPAKTUKE NOJyUCHHbBIC




KoMnerennus

IInanupyemble pe3y/ibTaThl
o0y4ueHust

Kpurepun oneHuBanus pe3yibTaToB
o0y4eHust

Xopomuo
3HAHUSL.

OT1iau4HO
CuctemHO chopMupOBaHHEIE:
3HaHUS CUCTEMBI IOKYMEHTAIIMOHHOTO
o0ecreyeHns: Ipy IpueMe rpaxiaH 1mo
BOIPOCaM MEHCHOHHOTO 00eCTIeYeHUs U
COLIMAJIbHOM 3aIlIUTHI,
YMEHUS IPUMEHUTH Ha MIPAKTUKE MOJTYUYCHHBIE
3HAHWUSL.

nK.1.3

PaccmarpuBaTh naket
JIOKYMEHTOB 151
Ha3HAYCHUS IICHCHUH,
IMOCcOOMH, KOMITEHCALIMI,
JIPYTUX BBIIUIAT, @ TAKKE
MEp COUHAITBHOMN
MOAJIEPKKU OTACIIbHBIM
KaTeropusiM TpaxaaH,
HY>K/IaIOIIUMCS B
COLIMAJIbHOM 3aIlUTe

3HaATh CUCTEMY
JIOKYMEHTAIlHOHHOTO
obecrieueHus Mpu PacCMOTPEHUHN
nakeTa JIOKYMEHTOB st
Ha3HA4YeHUs [IEHCHUH, [I0OCOOHU,
KOMITEHCAIINM, IPYTUX BBIILUIAT, a
TaK)Xe Mep COLUAIbHOU
MOJIEPKKU OTACIbHBIM
KaTeropusiM rpaxkiaH,
HYXJAIOIKUMCS B COLMAIBHOMN
3allUTe, yMETh IPUMEHUTH Ha
MpPaKTUKE MOJyYECHHbIC 3HAHMUSL.

HeynosierBopureJ
OtcyrcTBUE:
3HaHUsL CUCTEMBI IOKYMEHTALIMOHHOT'O
oOecrieueHus Mpu PaCCMOTPEHUH TTaKeTa
JIOKYMEHTOB JIJII Ha3HAYCHHS TICHCUH, TTOCOOUH,
KOMIIEHCAIINH, APYTUX BBIILJIAT, @ TAKKE MEP
COIMAJIbHOW MOJJEPKKH OTIEITbHBIM
KaTeTOPHsIM TpaxkaaH, HYKIAIOIUMCS B
COITMAJIbHOM 3aIUTE,
YMEHUS MPUMEHUTDH HA MPAKTUKE TOJTyUCHHBIE
3HAHHSA.

YnoBaerBopuTeabH
YactruyHo c(hopMUPOBAHHBIE:
3HaHUS CUCTEMBI JIOKYMEHTAIIHOHHOTO
o0ecrieueHus Pu PaCCMOTPECHHH TTaKeTa
JIOKYMEHTOB JIJI1 Ha3HAUCHUS TICHCUH, TTOCOOUH,
KOMIICHCAIINH, IPYTUX BBIIIAT, @ TAKXKE MEP
COLIMAJIbHOW MOAIEPKKUA OTACIbHBIM
KaTeropusiM TpaxiaH, Hy KIaroUUMCs B
COIIMAJIbHOM 3alllUTe,
YMEHUS IPUMEHUTD Ha MPAKTUKE TOJTyYECHHbIE
3HaHUA.

Xopomuo
CdopmupoBaHHbIe, HO UMEIOIIHE OTACTbHBIC
HETOYHOCTH:
3HaHUS CUCTEMBI JOKYMEHTAIIMOHHOTO
oOecrieueHus Mpu PaCCMOTPEHUH TTaKeTa
JIOKYMEHTOB JIJII Ha3HAYCHHS TICHCUH, TIOCOOUH,
KOMIIEHCAIIMH, APYTUX BBIILJIAT, @ TAKKE MEP
COIMAIBHON MTOAICPKKUA OTACIbHBIM
KaTeTOpHsIM TpaxkaaH, HYKIAIOIUMCS B
COITMAJIbHOM 3aIUTE,

YMEHUS PUMEHUTDH HA MPAKTUKE TOJyUCHHBIE
3HAHUSA.

OT1anyHo




KoMnerennus

IInanupyemble pe3y/ibTaThl
o0y4ueHust

Kpurepun oneHuBanus pe3yibTaToB
o0y4eHust

OT1ian4yHo
CuctemMHO c(hopMUpOBaHHBIE:
3HaHUS CUCTEMBI JOKYMEHTAIMOHHOTO
o0ecrniedeHus Mpu PaCCMOTPEHHH TMaKeTa
JIOKYMEHTOB JIJII Ha3HAYCHHS TICHCUH, TTOCOOUH,
KOMITCHCAIINH, IPYTUX BBITIAT, @ TAKXKE MEP
COIMAIBHON TTOAICPKKH OTACIbHBIM
KaTeTOpHsIM TpaXKaaH, HYKIAIOITUMCS B
COITMAJIbHOM 3aIIUTE,
YMEHHS MPUMEHUTH HA MTPAKTUKE TOJTyUYCHHBIC
3HaAHMSI.

IK.1.4

Ocy1iecTBISThH
yCTaHOBIICHHE
(Ha3zHaueHwue,
nepepacuer, NepeBo),
WHCKCAIINIO U
KOPPEKTUPOBKY MEHCHUH,
Ha3Ha4YeHHe MOCOOuH,
KOMIIEHCAINH U APYTUX
COLIMAJbHBIX BBITLIAT,
UCIIONB3YS
nH(pOpMaITMOHHO-
KOMITBIOTePHBIC
TEXHOJIOTHH

3HaTh CUCTEMY
JOKYMEHTAIIHOHHOTO
o0ecrieyeHns Py yCTaHOBJICHUN
(Ha3HaueHUH, IepepacyerTe,
NEPEeBO/IE), UHACKCAINH U
KOPPEKTUPOBKE MEHCHH,
Ha3HAYCHUH [TOCOOUH,
KOMITCHCAIIHIA U IPYTHX
COLIMAJIbHBIX BBITUIAT, YMETh
UCTIOJIB30BaTh HH()OPMAITMOHHO-
KOMITBIOTEPHBIE TEXHOJIOTHH.

HeynosiierBopuren
OrcyTcTBHE:!
3HaHUS CUCTEMBI JIOKYMEHTAIIHOHHOTO
oOecrniedyeHus pyu yCTAaHOBJICHUH (Ha3HAYCHUH,
nepepacuere, IepeBoie), MHIEKCALUU U
KOPPEKTUPOBKE MEHCUI, HA3HAYCHUH TTOCOOUI,
KOMIICHCAIIMI U IPYTUX COLMAJIbHBIX BBIILIAT,
YMEHHUS HCTIOIh30BaTh HH()OPMAIIMOHHO-
KOMITbIOTEPHBIE TEXHOJIOTHH.

YaoBaerBopuTeabH
YactiuuHo c(hopMUpPOBAHHEIE:
3HaHUS CUCTEMBI JIOKYMEHTALIMOHHOTO
oOecrieueHus Py YCTAaHOBIICHUH (Ha3HAYCHUH,
nepepacyere, epeBoie), MHIEKCAlluu 1
KOPPEKTUPOBKE MEHCHIA, HAa3HAYCHUH MTOCOOUIA,
KOMIIEHCAIUI U IPYTUX COLMAJIbHBIX BBIILIAT,
YMEHHS UCTI0NIb30BaTh HH()OPMAIIMOHHO-
KOMITbIOTEPHBIE TEXHOJIOTHH.

Xopomuo
CdopmupoBaHHbIe, HO UMEIOIIHIE OTAETbHBIC
HETOYHOCTH:
3HaHUsS CUCTEMBI JIOKYMEHTALIMOHHOIO
oOecrieueHus NPy yCTAaHOBIICHUH (Ha3HAYCHHH,
nepepacuere, epeBo/ie), MHIEKCALUU U
KOPPEKTUPOBKE MEHCHI, HA3HAYCHHUH ITOCOOHI,
KOMITCHCAIINI M IPYTUX COIMAJIbHBIX BBITLIAT,
YMEHHUS HCIIOJIH30BaTh HH()OPMAIIMOHHO-
KOMITbIOTEPHBIE TEXHOJIOTHH.

OtanyHo
CucremHO chopMHUpOBaHHbIE:
3HaHUsL CUCTEMBI JIOKYMEHTAIIHOHHOTO
o0ecrieyeHrst Ipy YCTAaHOBJICHNH (HAa3HAUYCHUH,
nepepacuere, NepeBo/ie), MHACKCALUU U
KOPPEKTUPOBKE MCHCHIA, HA3HAYCHHUH MTOCOOUA,




KoMnerennus

IInanupyemble pe3y/ibTaThl
o0y4ueHust

Kpurepun oneHuBanus pe3yibTaToB
o0y4eHust

OT1an4yHO
KOMIICHCAIIMI U IPYTUX COLMAJIbHBIX BBIILIAT,
YMEHHsI UCII0JIb30BaTh HH()OPMAIIMOHHO-
KOMITbIOTEPHBIE TEXHOJIOTHH.

IIK.1.6
KoncynbTupoBath
rpakaaH u
NpeacTaBuTENEH
FOPUANYECKUX JTUIT TTO
BOITPOCAM IMIEHCHOHHOTO
oOecrieyeHus u
COITHAJIbHOM 3aIIUTHI

3HaTh CUCTEMY
JIOKYMEHTAI[MOHHOTO
obecrnieyeHus B mpolecce
KOHCYJIbTUPOBAHUS TpaXkiaH U
npecTaBuTeNel I0PUINYECKUX
JIUIT TIO BOTIPOCaM TIEHCHOHHOTO
obecreueHus U COIuaIbHOM
3aIUThI, yMETh TPUMEHUTH Ha
MPAKTUKE TIOTyYEHHBIC 3HAHUS.

HeynosiaerBopurei
OtcyrcTBUE:!
3HaHUs CUCTEMBI IOKYMEHTALIMOHHOT'O
obecreyeHus B MpoLecce KOHCYJIbTUPOBAHUS
TPaKJaH U IPEICTaBUTENICH IOPUINYECKHUX JTHI]
0 BOIIPOCaM NEHCHOHHOTO 00ecTeueHus 1
COLIMAJIbHON 3alUThl, YMEHUSI IPUMEHUTH Ha
MIPAKTUKE TOJyYeHHbIE 3HAHUS.
Y0BJ1€TBOPUTEJbH
YactuyHo chopMUPOBAHHBIE:
3HaHUSI CUCTEMBI JOKYMEHTAIMOHHOTO
o0ecrnieueHus B MPOLecce KOHCYIbTUPOBAHUS
rpa)<IaH U IpecTaBUTeNeH I0PUINYECKUX JTUI]
10 BOIIPOCaM IIEHCHOHHOT'O 00ecreyeHus 1
COIMAIPHON 3aIUTHI, YMEHHS IPUMECHUTH Ha
MPaKTUKE TIOJyYCHHbIC 3HAHUS.

Xopouo
CdopmupoBaHHbIe, HO UMEIOIINE OTAETIbHBIE
HETOYHOCTHU:
3HaHUS CUCTEMBI JIOKYMEHTAIIHOHHOTO
o0ecrieyeHurs B MpoIecce KOHCYIbTUPOBAHUS
TPaKJaH U PEICTaBUTENICH IOPUTNYECKUX JTHI]
10 BOMPOCaM TMIEHCUOHHOTO 00eCTICYeHHS U
COLIMAJIbHOM 3aIlUThI, YMEHUS IPUMEHUTH Ha
MPaKTUKE MOJyYCHHbIC 3HAHUS.

Otiamn4yHo
CuctemMHO c(hopMupOBaHHBIE:
3HaHUsL CUCTEMBI JIOKYMEHTALIMOHHOT'O
obecreyeHus B MpoLecce KOHCYIbTUPOBAHUS
TPaKJaH U IPEICTaBUTENICH FOPUINYECKHUX JTHI]
0 BOIIPOCaM MEHCHOHHOTO 00ecTeueHus 1
COLIMAJIbHOM 3alUTHI, YMEHUSI IPUMEHUTH Ha
MIPAKTUKE TOJy4YeHHbIC 3HAHUA.

OK.9
OpueHTHpoBaThCS B
YCJIOBHSIX ITOCTOSTHHOTO
WU3MEHEHUS IPaBOBOM
0a3bl

YMeTh NIPpUMEHSTh
TEOpETUUECKHE 3HAHUSI 110
JUCIUIUIMHE B YCIOBUSX
MOCTOSIHHOTO U3MEHEHMUS
IIPaBOBOM 0a3bl.

HeynosierBopure
He ymeer npumeHsTh TEOpEeTUYECKHE 3HAHUS 110
JTUCITUTIIMHE B YCIOBUSX MTOCTOSTHHOTO
W3MEHEHUS TTPaBOBOM Oa3bl.
Y10BJ1€TBOPUTEbH
YacTU4HO yMEET NPUMEHSTh TEOPETUUECKUE
3HAHUS 10 TUCIUTINHE B YCIOBHIX
MTOCTOSTHHOTO M3MEHEHHMSI IPaBOBOW Oa3bl.




KoMnerennus

IInanupyemble pe3y/ibTaThl
o0y4ueHust

Kpurepun oneHuBanus pe3yibTaToB
o0y4eHust

Xopomuo
YMeeT NpuMeHsTh TEOPETUUECKUE 3HAHUS 110
JUCUUIUIMHE B YCIOBUAX MOCTOSHHOTO
M3MEHEHUs IPABOBOM 0a3bl, HO HE BCETa
YBEpPEHHO.

OT1an4yHO
YMeer NpuMeHsTh TEOPETUUECKUE 3HAHUS 110
JUCUUIUIMHE B YCIOBUAX MOCTOSHHOIO
W3MEHEHUS MTPaBOBOM Oa3bl.




OueHoYHbBIE CPEACTBA TEKYIIEr0 KOHTPOJISI M IPOMEKYTOUYHOM aTTecTanun

Cxema gocTaBku ;. ba3zoBas

Bua MeponpusiTusi NPoMe:KyTOUHOI aTTectanmu : JluddepenunpoBanuslii 3auet
Cnoco0 npoBeeHust MepoONPHUATHS MPOMEKYTOYHOM aTTecTanuy : OlEHKa 10 JUCHUILUIMHE B paMKax
IPOMEKYTOUHON aTTEeCTAllUU OIPEIENIIETCSl Ha OCHOBE 0ayIoB, HAOpAHHBIX 00YUYAIOIIUMCS Ha KOHTPOJIbHBIX

MEPONPHUITUSX, TPOBOJIUMBIX B T€UEHHE YUYEOHOTO TIEpUO/Ia.
MakcuMajbHOe KoJIu4ecTBo 0ayioB : 100

KonBepranusi 6a/U10B B 0TMETKHU

«otau4Ho» - ot 81 g0 100

«xopomo» - ot 61 no 80

«YJOBJIETBOPUTEJbHO» - 0T 43 10 60
«HeYI0BJIETBOPUTEIbHO» / «<He3a4TeHo» MeHee 43 Oaia

Komnerenuus Meponpusitue
TeKYUIero KOHTPOJIsI

Koutposmpyemblie 3jieMeHTbI
pe3yJibTAaTOB 00y4eHHsI




Komnerennus

Meponpusitue
TeKyl1ero KOHTPoJIst

KonTposnpyemble 3jieMeHTbI
pe3yJbTaTOB 00yUeHUus

IK.1.1

OcymiecTBIsITh
npodeccuoHanbHOE TOJIKOBAHNE
HOPMAaTUBHBIX IIPABOBHIX aKTOB
JUTS pealii3alvy MpaB Tpak]iaH B
chepe NEHCHOHHOTO 00ECTICYCHUS
Y COLMAJIBHOM 3aIlATHI

IIK.1.2

OcCy1IecTBISATh IPUEM TPaKIaH 110
BOIIPOCAM IMEHCHOHHOTO
o0ecrieueHus U COUanbHON
3aIUTHI

IIK.1.3

PaccmaTpuBath maket JOKYMEHTOB
JUTSI HA3HAYEHUS TICHCHIA, TTOCOOHIA,
KOMIIEHCAIINH, JPYyTUX BBIILJIAT, a
TaK)Ke MEp COIMAILHOM
MOAJEPKKH OT/IETIbHBIM
KaTeropusiM TpaxkJiaH,
HYKJAIOUIUMCS B COLUAIBHON
3aIuTe

IK.1.4

OcCy1IecTBISTh YCTAaHOBJICHHUE
(Ha3HaueHue, nepepacyer,
MepeBO/), MHICKCALIUIO 1
KOPPEKTUPOBKY IIEHCUH,
Ha3HAYCHHE ITOCOOUI,
KOMIIEHCAINH U JPYyTHUX
COLIMAJTILHBIX BBITLJIAT, UCTIONB3YS
MH(GOPMaLIMOHHO-KOMIIBIOTEPHBIE
TEXHOJIOTHH

IIK.1.6

KoncynpTupoBats rpaxian u
IpeJICTaBUTENEH IOPUANYECKUX
JIUIT TIO BOTIPOCaM TIEHCHOHHOTO
obecrieueHust ¥ COIUaIbHOM
3aIUTHI

OK.9

OpHEeHTHUPOBATHCS B YCIOBUIX
MTOCTOSTHHOTO U3MEHCHHSI
paBoOBOM 0a3bl

Tema 1. 2. Cucrema
OpraHU3aIMOHHO-PACTIOPSIUT
€IbHOW IOKYMEHTAalluH
ITucbMeHHOE KOHTPOJIbHOE
MeponpusiTHe

3HaHHUE CUCTEMBI
OpraHU3aAIMOHHO-PACTIOPS TUTEITHHOM
JIOKYMEHTAIUU 110 IKOHOMUYECKUM,
MIPaBOBBIM, COLIUATLHBIM, BOIIPOCAM,
CTpaxOBOMY U OAaHKOBCKOMY JIe]Ty, YMEHHE
MIPUMEHUTH Ha MPAKTUKE TOJIyYCHHbBIE
3HaHUS.




Komnerennus

Meponpusitue
TeKyl1ero KOHTPoJIst

KonTposnpyemble 3jieMeHTbI
pe3yJbTaTOB 00yUeHUus

OK.2

Opranu3oBbIBaTh COOCTBEHHYIO
JIESITEIbHOCTD, BHIOMPATh THIIOBBIC
METO/]IbI ¥ CIIOCOOBI BHIIOTHEHUS
po¢eCCHOHAIBHBIX 337124,
OLICHUBATh UX 3(PPEKTUBHOCTD U
KayecTBO

OK.3

IIpuHuMaTe penieHus B
CTaHJIAPTHBIX U HECTAHIAPTHBIX
CUTYaIUsX U HECTH 32 HUX
OTBETCTBEHHOCTb

OK 4

OcCyIIecTBIATh MOUCK U
UCIIONIb30BaHUE HH(POPMAIIHH,
HeoOXxoauMo 1715t 3¢ (HEKTUBHOTO
BBITIOJTHEHUSI TPO(ECCUOHANBHBIX
3aja4, mpohecCuOHaNBLHOTO U
JUYHOCTHOTO Pa3BUTHUS

OK.8

CaMOCTOSATENBHO ONPEAETATh
3a/1auu MPo(PEeCcCHOHATBHOTO U
JUYHOCTHOT'O Pa3BUTHS,
3aHUMATbhCS CaMOOOPa30BaHUEM,
OCO3HAHHO MJIAHUPOBATh
MOBBIIICHUE KBATH(DUKAIIUT

Tema 2.2. Opranu3zanus
JOKYMEHT0000pOoTa
MPEPUITHS

ITncbMeHHOE KOHTPOJIbHOE
MeponpusiTue

3HaHue 0a30BBIX MPUHLIUIIOB CUCTEMBbI
JOKYMEHTO000pOTa MPEIIPUSATHS, YMEHUE
IPUMEHHUTDH Ha MPAKTHKE MOTy4YEHHbIE
3HaHUS.




Komnerennus

Meponpusitue
TeKyl1ero KOHTPoJIst

KonTposnpyemble 3jieMeHTbI
pe3yJbTaTOB 00yUeHUus

OK.1

[ToHumath CymHOCTb U
COLIMATIbHYIO 3HAYUUMOCTb CBOEH
Oynyiei npodeccuu, IposBIATh K
HEW yCTOWYHMBBIA HHTEPEC

IIK.1.1

Ocy1iecTBIsAThH
MpoeCCHOHAIBHOE TOJIKOBAaHUE
HOPMATUBHBIX TIPABOBBIX aKTOB
JUTSL peaniu3aliiy MpaB rpaxk/iaH B
cdepe MeHCUOHHOTO 00eCTIeUeHUs
Y COLMAJIBHOM 3aIlUTHI

IIK.1.2

OcCyIecTBIATh IPUEM TPasKIaH 1Mo
BOITPOCAM IEHCUOHHOT'O
obecreyeHust ¥ COLMaTbHOM
3aIUTHI

IIK.1.3

PaccmaTpuBath naker JOKYMEHTOB
JIUIS Ha3HAYEHHS IIEHCHH, TTOCOOUH,
KOMIIEHCAIIU, JPyTruX BBIILJIAT, a
TAKXKE MEp COUUAITBHOM
MOJIEPKKU OTACITbHBIM
KaTeropusiM TpaxiaH,
HY>K/IaIOIIUMCS B COLIMAIBHOM
3alluTe

IIK.1.4

Ocy1ecTBISATh YCTAHOBJICHUE
(Ha3HaueHue, mepepacyer,
MEPEeBO/T), MHACKCAIUIO U
KOPPEKTUPOBKY MEHCHUH,
Ha3Ha4YeHHe MOCOOuH,
KOMIIEHCALNI U APYTUX
COLIMAJIbHBIX BBIILJIAT, UCIOJB3YS
MH()OPMAITMOHHO-KOMITBIOTEPHBIE
TEXHOJIOTHH

IK.1.6

KoncynbpTupoBath rpaxaan u
IIPEACTABUTENEH FOPUIUIECKUX
JIUII TIO BOTIPOCaM NIEHCUOHHOTO
o0ecrieueHus U COUanbHON
3aIUTHI

OK.2

Opranu3oBbIBaTh COOCTBEHHYIO
JIESITEIbHOCTD, BHIOMPATh THIIOBHIE

Tema 2.3. CucremaTnsanus
JIOKYMEHTOB U UX XpaHECHHE
HNTOrosoe KOHTPOJIbHOE
MeponpusiTue

3HaHue 6a30BBIX IPUHIIUIIOB
CUCTEMATHU3AINH JOKYMEHTOB U UX
XpaHeHue B cdepe IpeanpusTuid,
KPEIUTHBIX OpPTaHU3allui, CTPAXOBBIX
KOMITAaHHM, yMEHHE TPUMEHUTH Ha
MPaKTUKE MOJIyYCHHBIC 3HAHMUSL.




Komnerennus

Meponpusitue
TeKyl1ero KOHTPoJIst

KonTposnpyemble 3jieMeHTbI
pe3yJbTaTOB 00yUeHUus

METO/JIbI ¥ CIIOCOOBI BHIMOTHEHUS
npodeccuoHaNbHBIX 3a71a4,
OIICHUBATh UX YP(HEKTUBHOCTH U
Ka4yecTBO

OK.3

IIpuHuMaTe penieHus B
CTaHJIAPTHBIX U HECTAHJIAPTHBIX
CUTYyalMsAX U HECTHU 32 HUX
OTBETCTBEHHOCTh

OK 4

Ocy1ecTBIATh MOUCK U
UCIIOJIb30BaHUE HH(POPMAIIHH,
HeoOxoauMoi A71st 3 PeKTUBHOTO
BBITIOJTHEHHSI TPO(ECCUOHATBHBIX
3aj1a4, Npo(hecCHOHAIBHOTO U
JUYHOCTHOTO Pa3BUTHUS

OK.5

Hcnons3oBaTh HHGOPMAITMOHHO-
KOMMYHHKAI[MOHHbIE TEXHOJIOTUU
B Npo¢eCcCHOHATHHOM
JeSITeTbHOCTH

OK.8

CaMoCTOsITEILHO ONIPEACIIATh
3a1aun Mpo(ecCHOHATLHOTO
JMYHOCTHOTO Pa3BHUTHS,
3aHUMATbCs CaMOOOPa30BaHUEM,
OCO3HAHHO IJIAHUPOBATH
MOBBIIIEHUE KBATH(PUKAITUT
OK.9

OpueHTHUPOBATHCS B YCIOBUIX
MOCTOSIHHOTO U3MEHEHHUSI
MPaBOBOI 0a3bI

Crnenudukanusi MeponpuATHI TEKylIero KOHTPOJIA

Tema 1. 2. CucreMa OpraHu3allMOHHO-PACIIOPAIUTEIbLHON JOKYMEHTALMHU

HpOI[OJ'I)KI/ITeJ'IBHOCTB IMPOBCACHUA MCPOIIPUATHUA HpOMe)KYTOqHOﬁ arrectanuu: 1 yaca

VYcnoBus TpoBEAEHUS MEPOTIPUSITHUS: B YAChl ayAUTOPHOM padoThI

MakcumanbHBIA 0ajl, BRICTABISEMBIN 32 MEPOTIPUITHE MPOMEKYTOUHOM atTectanun: 30

[Tpoxoxnoii 6amr: 13

Iloxka3atenu oueHMBaHUSA Banasbi
ITpaBmibHOCTSH pemienus B quanasone oT 90% no 100% 30
ITpaBuibHOCTH penieHus B quana3zoHe oT 75% 1o 89% 20




ITpaBmiibHOCTB penieHus B quana3zone oT 55% no 74%

13

Tema 2.2. Opranuzanusi J0KyMeHT0000pOTA NMpeaNPUATHS

[Tpo10IKUTETLHOCTD MTPOBEICHUS MEPOTIPUSATHS IPOMEKYTOUHOM aTtTecTanuu: 1 yaca
Y coBUs TPOBEICHUS MEPOTIPUATHS: B YACHI aAYINTOPHOH PadoThI

MaxkcuMaibHBIN 0aJi1, BEICTABIIIEMBIH 32 MEPONPHUATHE MPOMEKYTOUHOM aTTecTanuu: 30
[Tpoxoxnoii 6amr: 13

IMoka3aTe/n oneHNBaHUS Banabr
3HaeT NPUHLUIIBI OPTraHU3aLUHU JTOKYyMEHTO000pOTa, yMEEeT apryMEHTUPOBAHHO JIEJIaTh BHIBOJIBI. 10
3HaeT MPUHLUIBI U MPaBWJIA y4eTa U KOHTPOJIS UCTIOIHEHHSI TOKYMEHTOB. Y MeeT 10
PETHCTPUPOBATH JOKYMEHTBI, OCYIIECTBIISATH KOHTPOJIb HCIIOTHEHHS
3HaeT HOpMaTHUBHO-TIPaBOBYIO 0a3y B 00J1aCTH 3JEKTPOHHOTO JOKYMEHTO000pOTa, yMEET 7
HNPUMEHATh TEXHOJIOTUU aBTOMAaTH3HMPOBAHHON 00pabOTKH IOKYMEHTOB
3HAET OCHOBHBIE MPAaBUJIa OPTaHU3AINH PAOOTHI C KOHPHUICHIIMAIHHBIMH JTOKYMEHTaMH 3
Tema 2.3. CucremaTu3anus J0KyMEHTOB U UX XPaHEHH e
[Tpo1oKUTETBHOCTD IPOBEACHHS MEPOIIPUATHS MPOMEXKYTOUYHOU arTectanmu: 1 yaca
VY cnoBus MpOBEICHHUS MEPOIIPUATHS: B 4ACHI Ay AUTOPHON PadoThI
MakcumanbHbIH 0asu1, BEICTABISIEMBII 32 MEPONIPUSATHE IIPOMEKYTOUHOH arTecTanuu: 40
[Tpoxoxnoii 6amr: 17
IMoka3aTe/n oneHNBaHUS Banabr
IIPaBWJIBHOCTH pelieHus B quana3one oT 90% no 100% 40
IIPaBWJIBHOCTH pelIeHUs B [uana3zoHe oT 75% 1o 89% 25
IIPaBWJIBHOCTH pelIeHUs B [uana3zoHe oT 55% no 74% 17




