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[Iporpamma cocrasnena B coorBerctBur ¢ @I'OC BO no nanpasnenuto 38.03.04
['ocynapcTBeHHOE M MyHUIIUTIIAIIEHOE YIIPABIICHHUE.

Astop W.U. Kazaniesa
PaGouast mporpamma o6CykaeHa 1 YTBEPKICHA HA 3aceTaHuH KadeaIpbl
rOCYJIapCTBEHHOTO YIIPABIICHUSI U YIIPABIICHUS YEIIOBEUSCKUMU PECYpPCaMU

3aenyrommuii kadenpoii E.P. MeteneBa



1. Henu n3y4yeHus1 1M CUMILINHBI

HenssMu  ocBoeHMs  IUCHMIUIMHBI  «OpraHu3allMOHHOE W JIOKYMEHTallMOHHOE
obOecrieueHUE JIEATEILHOCTH OpPraHoOB BJIACTMU U OpPraHU3alUMi» SBISETCS 3HAKOMCTBO
ciymiateneii ¢ ocHoBamMu odopmileHHS JOKYMEHTOB U HaJUIeKalledl  opraHu3anuu
JOKyMEHTOOOOpoTa; (QopMHUpOBaHWE 3HAHWN, YMEHUHW U HABBIKOB JOKYMEHTHUPOBaHUS
yIpaBICHYECKON AESITENLHOCTH U OPraHU3allK paboThl C TOKYMEHTAMH.

2. IlepeyeHb MIIaHNPYeMBbIX Pe3yJIbTATOB 00y4eHHs M0 JUCHUILINHE (MOAYJIIO),
COOTHECEHHBIX € IJIAHUPYEMbIMHU Pe3yJIbTATAMH 0CBOCHHS 00pa30BaTeJbHOI MPOrpaMMbl

KoMnerennuu oﬁyqalomerocﬂ, (])opanyeMble B pe3yJjibTaTe 0OCBOCHUA

JUCHMILINHBI
Kon
KOMIIETEHILIUH I10 KomMnerenmus
®I'OC BO

CriocobeH ocylIecTBIATh OpraHU3alMOHHOE 00eCieueHHE CITyKeOHOMH
NEATEIbHOCTH PYKOBOAUTENIEH U CIIELIMAIINCTOB, BECTU ACIIONPOU3BOICTBO U
K-8 TOKYMEHTOOOOPOT B OpraHax MmyOJIMYHON BIACTH, FOCYJapCTBEHHBIX U
MYHULUIAJIBHBIX NPEANPUATUAX U YUPEKICHUAX, HEKOMMEPUECKUX U
KOMMEPYECKUX OpPraHu3ausax

CTpyKTypa KOMIETEeHIIUH
Komnerenius ®opmupyemsbie 3YHel
3. 3HaTh CHCTEMY, IIPUHIIUIIBI, METO/IbI U HHCTPYMEHTBI
[TK-8 Crioco0€eH OCyIIeCTBIATE  [00ECTICYEHHS CIIYKEOHOH NEATETbHOCTH PYKOBOIUTENEH 1
OpraHU3alMOHHOE ObecreyeHne |CHEIUANICTOB, TEXHOIOTHH BEJICHNUs IeTIONPOU3BOJICTRA U

CITy’>KEOHOM JIeATeIbHOCTH NTOKyMEHTOOOOPOTa B OpraHax ImyOJIUYHOMN BJIACTH,
PYKOBOIUTENEH M CIIENUAINCTOB, [[OCYAaPCTBEHHBIX U MyHHIUIIAIBHBIX IIPEANPUATHIX U
BECTH JICJIONIPOU3BOICTBO U YUPEKACHUAX, HEKOMMEPUECKUX U KOMMEPYECKHUX
NTOKYMEHTOOOOPOT B OpraHax OpraHu3alusaX

MyOJIMYHOH BIIACTH, Y. YMETh NPUMEHATh IPUHLUIIBI, METObI U HHCTPYMEHTEI
rOCYJapCTBEHHBIX U oOecrieueHus CIIy:KeOHOM 1eSTETbHOCTH PYKOBOAUTENEH 1
MYHULUNAIIBHBIX NPEANPUATUAX [CHECIHATNCTOB

U yUPEXKICHUAX, H. BiageTs HaBbIKaMH BEICHMS 1€IIONIPOU3BOICTBA U
HEKOMMEPUYECKUX U NTOKyMEHTOOOOPOTa B OpraHax IyOJIM4HON BIIACTH,

KOMMEPUYCCKUX OpraHu3aluax rOCYyJapCTBECHHBIX U MYHUIIUIIAJIBHBIX MIPCANIPUATUAX U
YUPCIKACHUAX, HCKOMMCPUCCKHUX U KOMMCPUCCKHUX

OpraHu3aIMSIX

3. MecTo quCHUILIHHBI (MOYJIsI) B CTPYKTYpe 00pa3oBaTe/IbHOM NPOrpaMMbl

[Mpunagnexxnocts auctumumasl - BJIOK 1 JUCHUITJIMHBI (MOJVYJIN): Yacts,
dopmupyemas ydacTHUKaMH 00pa30BaTEIbHBIX OTHOLICHUH.

[IpenmectByronue TUCHUIUIMHBI (OCBOEHHME KOTOPBIX HEOOXOAMMO [UIsl YCIEHIHOTO
ocBoeHMs JaHHOH): "IIpodeccuonanbHble KOMIETEHIIUH B TOCYIapPCTBEHHOM U MYHUIIMITAIHLHOM
ynpasnenun", "MHpopmMaiioHHbIe TEXHOIOTHH"

JIMCUMIUIMHBL, UCIIOJIB3YIOIME 3HAHUSA, YMEHMS, HaBBIKH, IOJYyYEHHBIE NPU W3Y4YE€HUU
nanHou: "KagpoBas mONWTHKA M YNpPaBIE€HHWE IEPCOHAIOM B TOCYJAapCTBEHHOM U
MYHUIIUTIATLHOM yIpaBieHUH", "Y4eT U OTYETHOCTh B OpraHu3anusax 010 pKeTHON cdephl”



4. O0beM AUCHHMILVIMHBI (MOAYJIs1) B 32a4€THBIX €IMHUIIAX C YKA3aHMEM KOJMYeCTBA
aKa/JleMHYeCKHUX 4acoB, BbIICJICHHBIX HA KOHTAKTHYI0 padoTy 00y4arouuxcs ¢
npenogasareseM (110 BUIaM Y4eOHbIX 3aHSITHII) M HA CAMOCTOATEJIbHYIO padoTy
o0yJaromuxcs

OO01mmast TpyI0eMKOCTh TUCIUIUTHHBI COCTaBISIeT 4 3a4. e.,144 Jacos.

KommuectBo yacos

KomngecTBo yacos

Bun yuebuoit paboret (ouynas ®O) (oyno-3a0uHas PO)
KoHnTtakTHas(aymuTopHas) pabora
Jlexknuu 14 14
[TpakTideckue (cem, 1ab.) 3aHATUS 28 0
CamocTosTenbHas paboTa, BKIIOYast MOATOTOBKY K 102 130
DK3aMEHaM U 3a4eTaM
Bcero yacos 144 144

5. Conep:kanne IuCHUIIMHBI (MOIYJIfA), CTPYKTYPUPOBAHHOE MO TeMaM (pa3jiesiaMm) ¢
YKa3aHHeM OTBEJCHHOI0 HA HUX KOJIMYeCTBA aKaJeMUYeCKHX YaCOB U BUI0B Y4eOHBIX
3aHATHH

5.1. Conep:xanue pa3iesioB TUCUUIIMHBI

OuHo-3a0uHast popma o0yueHunst

Ne Pasies u Tema Ceme-| Tex- Cemunap| Camo- |B HHTepa- ®opmMBbI TEKYyLIET0
JlaGopart.| CTOAIT. | KTUBHOM KOHTPOJIA
n/n AUCHUILTUHBI CTp | uMHU
IIpakTny, pao. (popme yCIeBaeMOCTH
3anaHue Ha
Knaccudukanus COCTaBJICHHE
| AOKYMEHTOB. 71 ) 0 18 3asIBJICHUS O TIpUEME
HopMaTtuBHO-1IpaBoBas Ha paboty. 3aiaHue
0a3a J1eJ10MpOU3BOICTBA Ha COCTaBJICHUE
pe3oMe
Tewmsl Pedeparos.
3ajanue Ha
COCTaBJICHHE
HopmaTtuBHbIE NUCbMa-IIPOChObI 00
TpeOOBaHUS K OKa3aHUH
b o(opMIIeHHIO OCHOBHBIX 1 ) 0 18 CIIOHCOPCKOM
PEKBHU3UTOB IIOMOIIU. 3agaHue
TOKYyMEHTOB. biank Ha COCTaBJICHHE
TOKYMEHTa MMUChMa-TIPOCHOBI 00
OKa3aHUU
0JIarOTBOPUTEIBHON
MTOMOIIIH
TecT Ha Temy
HOPMAaTUBHBIE
TpeOOBaHUS K
3 Opranu3zanuoHHbIE 1 ) 0 20 oopmieHuto
TOKYMEHTBI OCHOBHBIX
PEKBU3HUTOB
TOKYMEHTOB. TecT
Ha TEMY




Ne Pa3znesn u TeMma
n/n JTUCIHUIIINHBI

Ceme-| Jlek-

cTp

10044

Cemunap
Jladopar.
IIpakTuy.

Camo-
CTOST.
pao.

B unTepa-
KTHBHOH

¢opme

®opMbI TEKYLIETO
KOHTPOJIA
ycleBaeMoCTH

OpraHu3alOHHbIC
JIOKYMEHTBHI.
3amaHue Ha
COCTaBJICHHE

MHChMa-

MpUTJIAICHUS Ha
FOOMIIEHHBII

KOHIIEPT. 3a/laHue

Ha COCTaBIICHUE
rapaHTUUHOTO

MKMCbMa Ha OIUIaTy

BBIIOJIHEHHBIX

yeyr

4 Pacniopsaurenbabie
JTOKYMEHTBI

21

18

3amanue Ha
COCTaBJICHHEC
rapaHTUUHOTO
MCchMa Ha
BBIIOJIHEHHE
HEBBIITOJTHEHHBIX
YCIIYT B CPOK.
3amaHue Ha
COCTaBJICHHE
MHChMa-0TBETa Ha
MPEAJIOKEHUE O
COBMECTHOM
eI TeIbHOCTHU

HbopmaninoHHO-
CIIPABOYHBIE JJOKYMEHTHI.
KanpoBbie TOKYMEHTHI.

21

18

[eHHOCTel (Mebenn)

npyroil. 3agaHue Ha

3amaHue Ha
COCTAaBJICHHE
TIPUTJIALIECHUS
MPEeANOIaracMoMy
napTHEpY C
MpEeAJIOKEHUEM
MPUHSATH YU4aCTHE B
MEXIYHAPOAHOU
KOH(EepeHIHH.
3amanne Ha
COCTaBJICHHE
MpHUKas3a o
MPEA0CTaBICHUH
OuYepEeHOTO
OTHyCKa. 3aJjaHne
Ha COCTaBIICHUE
aKTa o mepenaye
MaTepuanbHbIX

M3 OJHOI'O OTACIa
opraHu3aly B

COCTaBJICHUC




n/n

Pa3nen u tema
JTUCIHUIIINHBI

CeMme-
cTp

Jlek-
119707

Cemunap
Jlabopar.
IIpakTuy.

Camo-
CTOST.
pao.

B unTepa-
KTHBHOH

¢opme

®opMbI TEKYLIETO
KOHTPOJIA
ycleBaeMoCTH

npukasa oo
YBOJIbHEHUHT
paboTHUKA 3a
HapyIIeHHe
TPyZLOBOH
JMCIUTIIHHEI

Opranuzanus
ITOKYMEHTOO0O0pOTA.
Perucrpanus 1 KOHTPOJIb
34 MCIOJIHCHHEM
TOKYMEHTOB.
DopMupoOBaHUE U
XpaHEHUE el

21

18

TecT Ha TemMy
XpaHeHue
JIOKYMEHTOB,
3JIEKTPOHHBIN
JIOKYMEHTOO00O0pOT.
3amanue Ha
COCTaBJICHUE
pHKasa o
IIPEIOCTABICHUU
JIEKPETHOTO
OTIycKa. 3agaHue
Ha COCTaBJICHUE
IpHKasa o
MPEIOCTaBICHUHU
BHEOUEPETHOTO
OTIIyCcKa. 3aaHue
Ha COCTaBJIEHHE aKa
0 mepenaye
MaTepHaTbHBIX
LIEHHOCTEN
(OprTeXHUKN) U3
OJIHOTO OTAENA
OpraHu3aIu B
Ipyroii. 3agaHue Ha
COCTaBJICHHE aKTa O
nepegaye
MaTepHaTbHBIX
LIEHHOCTEN
(aBTOMOOMIIS) U3
OJIHOTO OTAENa
OpraHu3aIu B
OpYyrou

PabGota ¢ oOparieHusIMU
rpaKJaH. DJIEKTPOHHBIN
TTOKYMEHTO000POT
OpraHHU3aIuH

21

20

3amanue Ha
COCTaBJICHHE
0OBSICHUTEITbHOU
3alMCKU. 3a/laHue
Ha COCTaBJICHHUE
TrapaHTUWHOTO
MUchMa Ha
BBITIOJTHEHHUE HE
OKa3aHHBIX yCIyT B
CpOK

HUTOI'O

14

130




Ounas ¢popma o0ydeHus1

Pa3zgen u Tema
JTUCIHHUIIINHEI

CeMme-
cTp

Jlek-
10707

Cemunap
Jladopar.
IIpakTuy.

Camo-
CTOST.
pao.

B unTepa-
KTHBHOH

¢opme

@®opMbI TEKYLIETO
KOHTPOJIA
ycleBaeMOoCTH

Knaccudukanus
TTOKYMEHTOB.
HopmaTtuBHO-1ipaBoBas
0a3a en0npon3BoOCTBA

21

14

3amanue Ha
COCTAaBJICHHE
3asIBJICHUS O IIPUEME
Ha paboty. 3ananue
Ha COCTaBIICHHE
pe3rome

HopmaTtuBHbIE
TpeOOBaHUS K

0 OpPMIICHHIO OCHOBHBIX
[PEKBU3UTOB
TOKYMEHTOB. biaHk
TOKyMEHTa

21

14

Tembl Pedepatos.
3anaHue Ha
COCTaBJICHHE
UChbMa-NPOCchObI 00
OKa3aHuU
CIIOHCOPCKOM
IIOMOIIH. 3agaHue
Ha COCTaBJICHUE
MMCHhMa-TIPOCHOBI 00
OKa3aHUU
0J1aroTBOpUTEIHHON
TTOMOIIIH

Opranu3zanuoHHbIE
TOKYMEHTBI

21

16

Tect Ha Temy
HOpPMAaTHBHBIE
TpeOoBaHUS K
0(pOpMIIEHHUIO
OCHOBHBIX
PEKBU3HUTOB
JNOKYMEHTOB. TecT
Ha TEMY
OpraHu3allOHHbIE
JIOKYMEHTBHI.
3ajanue Ha
COCTaBJICHHE
UChMa-
MpUTJIAIICHUS Ha
I0OMIICHHBII
KOHIIEPT. 3a/laHne
Ha COCTaBJICHHE
rapaHTHMHOTO
MKMChbMa Ha OIUIaTy
BBITIOJTHEHHBIX

yeayr

PacnopsiaurensHbie
TOKYMEHTBI

21

14

3amanne Ha
COCTaBJICHHE
rapaHTHMHOTO

mMchMa Ha
BBITIOJIHCHHE

HEBBITTOJTHEHHBIX

YCIYT B CPOK.

3amanne Ha




n/n

Pa3gen u Tema
JTHCHHUININHBI

CeMme-
cTp

Jlek-
119707

Cemunap
Jladopar.
IIpakTuy.

Camo-
CTOST.
pao.

B unTepa-
KTHBHOH

¢opme

®opMbI TEKYLIETO
KOHTPOJIA
ycleBaeMoCTH

COCTAaBJICHHC
MHCHEMa-0TBETa Ha
MPEAJIOKEHUE O
COBMECTHO
JIeSITENLHOCTH

WudpopmannoHHO-
CIIPaBOYHBIE IOKYMEHTBHI.
KanpoBble TOKyMEHTHI.

21

14

3amanue Ha
COCTaBIICHHE
MpUTJalieHus
IpearoIaraeMomMy
napTHepy ¢
MIPEITIOKEHUEM
NPUHSTH y4acTue B
MEKTYHApOAHOMN
KOH(EepeHIINH.
3anaHue Ha
COCTaBJICHHE
pHUKa3a o
MPEI0OCTaBICHUU
OYepeTHOTO
OTIIyCcKa. 3ajaHue
Ha COCTaBJICHUE
aKTa o mepenaye
MaTepUaTbHBIX
[eHHOCTel (Mebern)
U3 OJTHOTO OTAeTa
OpraHHu3aIy B
npyroi. 3agaHue Ha
COCTaBJICHHE
npukasa o0
YBOJIbHEHUU
paboTHHKA 3a
HapyIlIeHue
TPyZIOBOH
JUCITUTLIAHBI

Opranuzanus
TOKYMEHTO000pOTa.
Perucrpanus 1 KOHTPOJIb
32 NCIIOJIHEHUEM
TTOKYMEHTOB.
DopMupoBaHue U
XpaHEHUE J1e]

21

14

TecT Ha Temy
XpaHEHue
JIOKYMEHTOB,
3JIEKTPOHHBIN
JIOKYMEHTOO00O0pOT.
3anaHue Ha
COCTaBJICHHE
IIpHKa3a o
MPEI0CTaBICHUU
JEKPETHOTO
OTHyCKa. 3aJjaHue
Ha COCTaBJICHUE
IIPHUKa3a o
IIPEIOCTABICHUH

BHCOYCPECAHOT'O




n/n

Pa3gen u Tema
JTHCHHUININHBI

Cemunap| Camo- |B unTepa-| ®opMbl TeKyLIEr0
Jlabopart.| CTOAIT. | KTUBHOM KOHTPOJIA
IIpakTnu. pao. ¢opme yCreBaeMoCTH

Ceme-| Jlek-
CTp | HMHU

OTITyCKa. 3aJaHue
Ha COCTaBJICHHE aKa
0 mepeaaye
MaTepuaIbHbIX
LIEHHOCTEN
(OprTEeXHHUKHN) U3
OJTHOTO OTJerna
OpraHu3auy B
Ipyroi. 3agaHue Ha
COCTaBJICHHE aKTa O
nepeaade
MaTepuaIbHbIX
LIEHHOCTEN
(aBTOMOOMIIS) M3
OJTHOTO OTJerNa
OpraHu3aIy B

Apyrou

Pabota ¢ oOpameHusIMu
rpakJaH. DJICKTPOHHBIN
TOKYMEHTO000pOT
OpraHu3aIu

3amanue Ha
COCTAaBJICHHEC
00BSACHUTEIHHOM
3aIMCKH. 3aJaHue
Ha COCTaBJIEHUE
rapaHTHWHOTO
nucbMa Ha
BBIIOJIHCHHE HE
OKa3aHHBIX YCIYT B
CPOK

21 2 4 16

NTOI'O

14 28 102

5.2. JlekunoHHbIE 3aHATHS, UX COJEpP/KaAHHE

Ne HanmMeHnoBanue
Coneprxanue
/1 pa3zienoB U TeM

OO61as kiaccudukanys J0KyMEHTOB: 110 clloco0y pukcanun
MH(POPMAIINH; TI0 FOPUIMYECKON CHUIIE; TI0 CTETIEHH TIIACHOCTH; 110
CpOKaM XpaHEHHsI; 10 MECTY COCTABIICHHSI; 10 CPOKaM
VCTIOJTHEHUS; TI0 CTAMSIM TIOJITOTOBKH; IO TTPOUCXOKICHHUIO; TIO

Knaccudukanus i o A i P 1 >
CTETIEHU 00s13aTEILHOCTH; [0 CTETNIEHU CIIOKHOCTH; 110 CTENEHH

TTOKYMEHTOB.

1 Honmarmsio YHA(DUKALINY; TI0 XapaKTepy COAEPIKaHUs; TI0 CIIOCO0Y
. 53 opas Gasa [peICTaBICHUS; IO HEOOXOIMMOCTH TEXHUYECKHX CPEJ/ICTB.
P AZIMHHUCTpPATHBHASI CUCTEMA IOKyMEHTHPOBAHUSI:

TIeNTOTPON3BOICTBA
OpraHU3alMOHHO-PACTIOPSAUTENbHbBIE JOKYMEHTBI; CIIPABOYHO-
WH(POPMAIIMOHHBIE JOKYMEHTHI;, TOKYMEHTEHI 110 INYHOMY COCTAaBY;
Y4ETHO-pacueTHbIe (OyXranTepcKue) T0KyMEHTHI.
HopmatuBHO-TIpaBoBasi 0a3a AeI0MpON3BO/ICTBA.

HopmaTtuBHBIE

heGoBANI K CocraB u npaBuiia 0hOpMIICHUSI PEKBU3UTOB JTOKYMEHTOB.

2 [P [opsiiok MpUMEHEHHS TIeYaTH OpPraHu3aluu.

oopmienuro
TpeboBanus K O1aHKaM JOKYMEHTOB.

OCHOBHBIX PEKBU3UTOB




/o

Haumenosanue
pa3liesIoB U TEM

Coneprxanue

JTOKYMCHTOB. bnank

TOKYMEHTA
OcHOBHBIE TpeOOBaHMS K 0(OPMIIEHUIO OPraHU3allMOHHbBIX
TOKYMEHTOB: YCTaB OpraHU3al1K; [0JI0KEHUE 00 OpraHu3aluy,
[10JIO)KEHUS O CTPYKTYPHBIX ITOAPA3IEICHUAX, TIOJT0KEHHUS O

3 Opranu3alliOHHbIE  [KOJUIETHMAJIbHBIX U COBELIATENIbHBIX OpraHax yUpexACHHUS;

TOKYMEHTBI periaMeHThl paboThl KOJUIETHAIBHBIX U COBEIIATEIbHBIX OPraHOB,
anapara yrnpasieHHs (PyKOBOJCTBA); IITATHOE PAaCIIMCAHUE;
TOJKHOCTHBIE MHCTPYKLIUU, MHCTPYKLIMH 110 OTJEJIBHBIM BUAAM
NIeSITEJIbHOCTH; PaBUJIa.
OcHOBHBIE TPeOOBaHMs K 0(OPMIICHUIO PACIOPSIIUTENbHBIX
PacriopsiauTesbHbIE
4 TOKYMEHTOB: IIpUKa3, pacloOpsKEHHE, yKa3aHue, I0OCTaHOBIICHUE,
TOKYMEHTBI
pelIeHueE.
OcHOBHBIE TpeOOBaHM K 0()OPMIICHUIO HH(POPMAITMOHHO-
CIPAaBOYHBIX JOKYMEHTOB: IIPOTOKOJIBI, IIepenucka (I1MchMa,
WupopmannoHHO- TeJIerpaMMBbl, Telne(OHOTpaMMBbl), 3aITUCKH (JOKIIAIHbIE,

5 [cTpaBoYHbIe CJ1y’K€OHbIE, OSCHUTENbHbIE, 00BSCHUTEIbHBIE), CIIPABKH, AKTHI,
TOKYMEHTBHI. [IpEJJI0KEHUS, IPEACTABICHUS, 3aKI0YEHUSI, OT3bIBbI, CBOJKH,
KanpoBble 10KyMEHTHI [CIIpaBKH, epeyHr. OCHOBHBIE TPEOOBaHUS K O(POPMIICHHIO

KaJIpOBBIX JOKYMEHTOB: IPUKa3bl, TUYHBIE J€JIa, 3asBICHMUS,
TPYJAOBbIE KHUKKHU, XapaKTEPUCTUKH, AHKETHI, PE3IOME, 1OTOBOPBI.
Opranuzanus Jo0KyMeHToo0opoTa. OCHOBHBIE TAPaMETPHI
TOKYMEHTO000pOTa. DTanbl TEXHOJIOIMUECKON IeTo4Kke 00padoTKH
Opranu3zanus 1 IBIDKEHUS JJOKYMEHTOB: IPUEM U NepBUYHAsI 00paboTKa
TOKYMEHTOO0O0pOTa.  |IOCTYHAIOIIMX B OPraHU3aIUI0 IOKYyMEHTOB; IPEBapUTEILHOE
Perucrpanus u [PacCCMOTPEHUE U pacIipe/ie]IeHHe JOKYMEHTOB; perucTpanus

g [OHTpOID 32 TOKYMEHTOB; KOHTPOJIb 32 UCIIOJIHEHNEM; HH(POPMALIMOHHO-
VICIIOJTHEHUEM cIpaBOYHasi paboTa; UCIOJIHEHHE JOKYMEHTOB, UX COCTaBJIECHUE,
TTOKYMEHTOB. COIJIacOBaHUE, O(OpMIICHHE; OTIIPaBKa WU HAIIPaBJIEHUE B JIENO.
DopMupOBaHUE U Buibl XpaHEHHsI TOKYMEHTOB. Y CTAHOBJIIEHUE CPOKOB XpaHEHUS
XpaHEHUE J1eT e DKCrepTu3a HEHHOCTU JOKYMEHTOB. OCHOBHBIE TIOJIOKEHUS

apxuBHOTO jena B PO. KonpunenuuansHocTh nHGOpMauu u

OrpaHUYeHue JI0CTyna K HHPOpMaluu.

[IpaBa rpasxjaHuHa pU paccMOTpeHUH oOpatenus. Hampasnenue
PaboTta ¢ U perucTpalys NUCbMEHHOTo oopaieHus. PaccmoTpenue
oOpaleHusIMu oOpateHus. Cpoku pacCMOTPEHHS MUCbMEHHOTO 00paIleHUsI.

- [FPakat. KoHTpob 3a co0II0IeHUEM MTOPSAKA PACCMOTPEHHSI OOpaIleHHH.
DIIEKTPOHHBIN CucreMa 3JIeKTPOHHOT0 I0KyMeHToo0opoTa. [ToHsTHE 1 BUIbI
TOKYMEHTO00O0POT hiekTpoHHo noanucu. Utoru peanuzanuu OLIT «nekTponHas
OpraHu3aIu Poccus (2002-2010 rr.)». DnekTpoHHOE MpaBUTENbCTBO. [TopTan

rOCyJapCTBCHHBIX U MYHUIIUIIAJIBHBIX YCIIYT.

5.3. CeMuHapckue, NpaKkTHYeCKHE, 1a00PATOPHbIE 3AHATHS, X COAEPKAHNE

Neo paznena u
TEMBI

Coneprxanue u GOpMbI IPOBEICHUS

1. Cemunap 1no 06001IECHHIO U YIITyOJICHUIO 3HAHUM C 3JIEMEHTaMH JTUCKYCCHH.

1 PelieHne CUTyallMOHHBIX 3aIaHUM HAa COCTABJICHUE 3asiBJICHHUE O MPHUEME Ha

aborTy.




Ne paznena u

Conepxanue 1 POpMBI IIPOBEIECHUS
TEMBI Acp (bop POBCA

1 2. YKaKATe CaMOCTOSITEILHO BCE HCO6XOI[I/IMBIC PCKBU3HUTLI U PE3IHOMC.

3. IIpakTuueckoe 3aHATUE C UCIOIb30BAaHUEM I'PYIIIOBOIO aHAIN3a CUTYaLUiL.
Pemienne cuTyallMOHHBIX 3aJaHUI HA COCTaBJICHHE ITMChMO-TIPOCKOY 00 OKa3aHUH
CIIOHCOPCKOW TOMOIIY U MUCHbMO-TIPOCHOY 00 OKa3aHUM 01aroTBOPUTELHON
OMOITH.

2 4. 3amra pedepaToB 1o BHIOpAaHHOHN TeMe.

5. IIpakTHyeckoe 3aHsATUE C UCIIOJIb30BAHUEM I'PYIIIOBOI0 aHAJIN3a CUTYALIUH.
3 PelieHne cuTyallmOHHBIX 33JIaHUI HAa COCTaBJICHUE MUCHMO-TIPUTIIAIIICHUE Ha
[0OMJICHHBIIN Beuep U rapaHTUITHOE MUCHMO Ha OIJIATY BBIMOJIHEHHBIX YCIYT.

6. BpinoaHeHne TecToBOro 3ajaHus 1o Teme «Bujibl TOKyMEHTOB.
PeKBU3UTBI OpraHN3allMOHHO-PACIOPSIUTEIIBHBIX JOKYMEHTOBY.

4 7. HpaKTI/IquKOG 3aHATHUC C UCITIOJIb30OBAHHUEM I'DYIIIIOBOT'O AHAJIM34a CHTy&HHfI.

8. Pemenue CUTYallUOHHBIX 3aﬂaHHﬁ Ha COCTaBJICHHUC FapaHTI/If/'IHOFO InucbMa Ha
4 BBITIOJTHCHHUC HCBBIIIOJIHCHHBIX YCIIYT' B CPOK. U cocraBneHue NucbMO-0TBET Ha
MMPCAJIOKCHUC O COBMECTHOM JACATCIIBHOCTH.

9. IlpakTHueckoe 3aHATHE C UCIIOIB30BAHUEM IPYNIIOBOrO aHAJIN3a CUTYaLUH.
Pemenune cutyallMOHHBIX 33aHUI HA COCTABJICHHE MTPUTJIAIICHUS

5 [pe/rnoiaraeMoMy apTHEPY C MPEAI0KEHUEM IPUHATh yuacTHe B
MEKTyHAPOIHON KOH(PEPEHINH 1 TIPUKa3a O MPEA0CTaBICHIH 0U9EPETHOTO
OTITyCKA.

10. ITpakTHyeckoe 3aHITHE C UCTIOIB30BAHUEM IPYIIIIOBOIO aHAIN3a CUTYaILIUM.
5 PeleHre cuTyallMOHHBIX 33JJaHUI HA COCTABIICHHE IPUKa3a O MPEIOCTaBICHUN
JIEKPETHOT'O OTIYCKa M MPHUKA3a O IPEJIOCTABICHUN BHEOUEPEIHOTO OTIIYCKa.

11. Cemunap mo 0600IIECHUIO U YIITYOJIEHUIO 3HAHHUH € DIIEMEHTaMU IUCKYCCHUU.
PenieHne cuTyalimoOHHBIX 33/IaHU Ha COCTaBJICHUE OOBICHUTEILHOMN 3aIMUCKH TI0
MOBO/Ty HEMCIIOTHEHUS CITy:KeOHOT0 Mopy4deHus. Bee Heo0XoquMble PEKBU3HTHI
YKQKUTE CAMOCTOSITEIIBHO.

12. U cocTaBneHue rapaHTMHHOTO MUChbMa Ha BBITIOJHEHUE HE OKa3aHHBIX YCIYT B
cpok. I[IpakTrueckoe 3aHATHE ¢ UCIIOJIb30BaHHEM I'PYIIIOBOIO aHAIM3a CUTYaLHil.
BrinonHeHne TecToBoro 3ananus no teme «llopsnok perucrpanuu, UCIIONIHEHUS U
XpaHEHUsl JOKYMEHTOBY.

13. IIpakTryeckoe 3aHITHE C UCTIOIB30BAHUEM IPYIIIOBOIO AHAIN3a CUTYalUM.
Pemienne cuTyallMOHHBIX 3aJjaHN HA COCTABJIEHUE aKTa O IIepeaadye
MaTepUaIbHBIX [IEHHOCTEH (OPTTEXHUKHU) U3 OJJHOTO OT/IeIa OpraHu3alliy B

7 npyroii. M coctaBieHue akra o nepenade MaTepUaIbHbIX HEHHOCTEN
(aBTOMOOWMIIS)) U3 OJTHOTO OT/IEa OPraHU3AlUU B APYTOM.

BrimotHeHNE TeCTOBOTO 3aAaHus 110 TeMe «OdopmiIeHre OTAETbHBIX BUIOB
TOKYMEHTOB»

14. IIpakTHyecKOe 3aHITUE C UCIIOIB30BAHUEM TPYIIIOBOIO aHAIU3a CUTYallui.
PelieHne cuTyallmOHHBIX 33/IaHUI HAa COCTaBJICHUE aKTa O mepeaadye
MaTepUATBHBIX IIEHHOCTEH (Me0Oen) U3 OTHOTO OT/IeNia OpraHu3aIuu B Apyroi. U
nprka3a 00 yBOJIbHEHHH paOOTHUKA 32 HApYIICHHE TPYAOBOM THCIUTIIHHEL.

6. @oHI OLEHOYHBIX CPeACTB /AJs IPOBeIeHHUS IPOMEKYTOYHON aTTecTaluv 10
AUCHHUILINHE (MOJHBIH TEKCT NPUBEACH B NPUIOKEHNHU K padoyeil mporpamme)

6.1. Texkymuii KOHTPOJIb



KOHTpOJ’leble 3aJaHUA WIH
HHbIC MaTepHaJbl,

Onucanune
3Taﬂbl HeOﬁXOHl/lMLle JJISE OIICHKH HokazaTeeii u
MIDOBAHMS 3HAHUH, yMeHH i1, HABBIKOB KDHTEDHEB
¢dopmupo Iepeyenn (3YHLI: o (WJIM) ONbITA purep
Nt KOMIIeTeHIU i 3.1...3 JesITeTbHOCTH. OMCHHBAHII
e (popmupyembix ( .d...2.n, i KOMIeTeHIuii Ha
(Tema u3 - XapaKTepH3YIOIHUX ITANbI
n/n N KOMIIeTeHIHii V.1...Y.n, (bopMupoBaH PasIHYHBIX ITANAX HX
paboueii . ¢dopmuporanus,
no ®I'OC BO H.1...H ll) KOMIIeTeHIHii B Tipoiecce
HporpaMMbI oelloce . .~ ONMHCAaHHE IKAJ
0CBOEHHSI 00pa30BaTeILHOI onexmBanns (o 100-
JUCUMILIHHBI) NpPOrpaMMel u "
0aJIIBHOI 1IKaJIe)
(HaumenoBanue
OLIECHOYHOI0 CPEACTBA)
3.3HatTh cucremy,
[IPUHIIUIIBI, METOABI 1
MHCTPYMEHTBI
oOecreyeHus
CITy>KeOHOM
NeATeIbHOCTH
[pPyKOBOJIUTENEH U
CIICIUAIUCTOB,
TEXHOJIOTHH BEICHUS
1EI0NPOU3BOCTBA U
TOKYMEHT0000pOTa B
opraHax myoJIMYHOI
BJIACTH,
TOCYapCTBEHHBIX U
MYHUIUTATbHBIX
MPEeANPUATHIX U Kputepun
VApEXKISHUSX, OIICHUBAHMS:
HEKOMMEPUYECKHUX U odopmieHre
1. Kimaccuduxanms KOMMEPYECKHX JIOKyMeHTa (¢
TOKYMEHTOB. OpraHu3aLusIX 3agaHue Ha HCTIOb30BAHUEM
1 |[HopmaruBHO- K-8 Y.YMeTh IpUMEHATh  |COCTaBJICHUE 3asBIICHUS | BCEX PEKBU3UTOB
mpaBoBas Oa3a MIPUHITUITEL, METOIBI I [0 TIpHEMe Ha paboTy JIOKYMEHTOB) — 1
1EJI0NPOU3BO/ICTBA MHCTPYMEHTBI Oart, comepykaHue
obOecreueHust — 710 1 6amos.
CITy)KeOHOI HUroro: 2 damna.
e TEIIBHOCTH 2)
PYKOBOJUTEINIEH U
CIICIIUAJIUCTOB
H.Bnaners HaBBIKaMH
BEJICHUS
IEJIONPOU3BOJICTBA U
TOKYMEHT0000pOTa B
OpraHax IMyOJIUYHON
BJIACTH,
rOCYIapCTBEHHBIX U
MYHUIUITATEHBIX
MPEATPUATHIX U
VAIpEXKISHUSX,
HEKOMMEPUECKHUX U
KOMMEPYECKHIX
OpraHu3ausax
3.3Hath cucremy, Kpurepuu
[IPUHLIUIIBI, METOABI U OIICHUBAHMS:
MHCTPYMEHTBI odopmiieHHE
oOecreueHus JIOKyMeHTa (¢
CITy>KeOHO HCIIOIb30BaAHUEM
3amaHue Ha
2 T1K-8 eATeJIbHOCTHU BCEX PEKBU3UTOB
N COCTaBIIEHUE PE3IOMe
[PyKOBOJUTENIEH U JIOKYMEHTOB) — 1
CIIEI[MAJINCTOB, Oa, comepKaHue

TEXHOJIOTUH BEICHHS
NIeTI0NPOU3BOJICTBA U
TOKyMEHTO000pOTa B

— o 1 6aios.
Hroro: 2 Gamna.
(2)




n/n

Tanel
¢opmupoBanus
KOMIIETEeHIIH I
(Tema u3
padoueii
NPOrpaMMbI
JUCUMILIHHBI)

Ilepeuenn
(popmupyembix
KOMIIeTeHI U
no ®1rocC BO

(BYHumr:
(3.1...3.n,
Y.1...¥Y.n,
H.1...H.n)

KOHTpOJ’leble 3aJaHUA WIH

HHbIE MAaTEepPUAJIbI,
Heo0XoMMBbIe JJIsl OLeHKH
3HAHUH, yMeHH i1, HABBIKOB
M (WJIH) ONbITA
J1eiITeJIbHOCTH,
XapaKTepPU3yIMX dTANbI
¢opmupoBanus
KOMIIeTeHIIMii B mpolecce

0CBOEHHSI 00pa30BaTeILHOI

NpPOrpaMmbl
(HaumenoBanue
OLIECHOYHOI0 CPEACTBA)

Onucanne
nokasareJiei u
KpPUTEpHEB
OleHHBAHMS
KOMIIeTeHIIui Ha
Pa3IMYHBIX ITANaX UX|
¢hopmupoBanus,
onMcaHue mKaJ
ouenuBanus (no 100-
0aJIIBHOI 1IKaJIe)

OpraHax myOJIMYHOI
BJIACTH,
rOCYAapCTBEHHBIX U
MYHHUITUTATHHBIX
MpEeANPUATHIX U
YUPEKICHUSX,
HEKOMMEPUYECKUX 1
KOMMEPYECKHAX
OpTraHU3AIHIIX

Y. YMeTh npuMeHsITh
[IPUHITUIIEL, METOIBI 1
MHCTPYMEHTBI
oOecrieueHus
CITy)KeOHOI
nesITeIbHOCTH
PYKOBOJUTEINIEH U
CIICLIHAINCTOB
H.Bnagets HaBBIKAMU
BEIICHUS
IeTTOTIPON3BOICTBA H
TOKYMEHT0000pOTa B
OpraHax IyOJIUYHON
BIIACTH,
TOCyJapCTBEHHBIX
MYHHIIATIATbHBIX
OPEIPUITHIX U
VAPEXKISHUSX,
HEKOMMEPUYECKHUX U
KOMMEPYECKUX
OpraHU3aIHIX

2. HopmaTuBHBIE
TpeboBaHUs K
0(OpMIICHUTO
(OCHOBHBIX
[PEKBH3HMTOB
ITOKyMEHTOB.
bnank goxymeHTa

[1K-8

3.3HaTh cucTEMY,
[IPUHITUITEL, METOIBI 1
MHCTPYMEHTHI
oOecriedeHus
CIryKeOHOM
nesITeIbHOCTH
[PYKOBOJUTENEH U
CIICTINAIINCTOB,
TEXHOJIOTHH BEJCHUS
IeTOTIPON3BOICTBA U
TOKYMEHT0000pOTa B
opraHax myOJMYHOMN
BIIACTH,
rOCyJapCTBEHHBIX U
MYHHITUTATHHBIX
MIPEATIPUATHIX U
YUPEKACHUSX,
HEKOMMEPUYECKUX U
KOMMEPYECKHX
OpTraHU3aIIIX
Y.YMeTb npuMeHsITh
[TPUHITUITEL, METOBI U

3amaHue Ha
COCTaBJICHUE ITHUCHhMa-
MPOChOBI 00 OKa3aHWUU
0JIAarOTBOPHUTENBHOM
TOMOIIU

Kpurepun
OIICHUBAHMS:
odopmIeHHE
JIOKyMeHTa (¢

HCIIOJIb30BAHUEM
BCEX PEKBU3UTOB
JOKyMEHTOB) — 1
Oarut, comepikaHue
— 1o 1 6anos.
Uroro: 2 damna.

2)




Kom‘pom,m,le 3aJaHUA WIH
HHbIC MaTepHaJbl,

Onucanune
3Taﬂbl HeOﬁXOHl/lMLle JJISE OIICHKH HokazaTeeii u
MIDOBAHMS 3HAHUH, yMeHH i1, HABBIKOB KDHTEDHEB
¢dopmupo Iepeyenn (3yHbI: o (WJIM) ONbITA purep
Nt KOMIIeTeHIU i 3.1...3 JesITeTbHOCTH. ONCHIBANITH
e (popmupyembix ( .d...2.n, i KOMIeTeHIuii Ha
(Tema u3 o XAPAKTEPUIYIOMUIX STAMBL ) gy sTamax nx
n/n 6 o KOMIECTCHIMH V.1.. .Y.n, (dopmupoBanus P
paoouen . ¢hopmupoBanus,
no ®I'OC BO H.1...H ll) KOMIIeTeHIHii B Tipoiecce
HporpaMMbI oelloce . .~ ONMHCAaHHE IKAJ
0CBOEHHSI 00pa30BaTeILHOI onexmBanns (o 100-
JUCUMILIHHBI) NpPOrpaMMel u "
0aJIIBHOI 1IKaJIe)
(HaumenoBanue
OLIECHOYHOI0 CPEACTBA)
MHCTPYMEHTBI
oOecreyeHus
CITy>KeOHOI
e TeIbHOCTH
[pyKOBOJUTENEH U
CIIEI[UAIICTOB
H.Biagets HaBBIKAMU
BEICHHUS
IEJI0NPOU3BOCTBA U
TOKYMEHT0000pOTa B
OopraHax IyOJIUIHON
BIIACTH,
TOCYapCTBEHHBIX U
MYHUIUITATBHBIX
MPEeANPUATHIX U
VApEKISHUSX,
HEKOMMEPUECKUX U
KOMMEPYECKHX
OpraHu3alusIx
3.3HaTh cUcTEMY,
[IPUHLIMIIBI, METOABI U
MHCTPYMEHTBI
oOecrieueHUs
CITy>kKeOHO
e TeIbHOCTH
PYKOBOJUTEINIEH U
CIIEI[UAIINCTOB,
TEXHOJIOTHH BEeICHUS
TIEeJI0TIPOU3BO/ICTBA U
TOKYMEHT0000pOTa B
OpraHax IMyOJIUYHON Kpurepun
BJIACTH, OIICHUBAHMS:
rOCYAapCTBEHHBIX U odopmiieHHEe
MYHUILIMITATbHBIX OKyMeHTa (C
YHHI 3amaHne Ha JIOKY (
MPEeANPUATHIX U HCIIOIb30BaHUEM
cocTaBJieHUE MTUChMa-
4 TTK-8 YUPEKICHUSX, BCEX PEKBU3UTOB
MPOCKOBI 00 OKa3aHWUU
HEKOMMEPUYECKUX U . JIOKYMEHTOB) — 1
CITOHCOPCKOM TTOMOIITH
KOMMEPYECKHX Gart, comep)kaHue
OpraHu3aIUsIX — 1o 1 6amnos.
Y. YMeTs NIpUMEHATh Uroro: 2 6anna.
[IPUHLIUIIBI, METO/BI U 2)

MHCTPYMEHTEI
oOecriedeHus
CITyKeOHOM
NesITeIbHOCTH
[pyKoBoJuUTENEH U
CIICIIMAIUCTOB
H.Bianets HaBBIKAMH
BEICHUS
IeTOTIPON3BOICTBA
TOKyMEHTO000pOTa B
opranax myOJMIHON




KOHTpOJ’leble 3aJaHUA WIH
HHbIC MaTepHaJbl,

Heo0X0AMMbIe JUIST OLIEHKH Omucanue
Iranml o1 Lt ot nokasareJeii u
MHUDOBAHUS . 3HAHUH, YMCHHH, HABBIKOB KpHTepHeB
¢dopmup Iepeuenn (3YHLI. H (WIK) onbITa
N KOMIIeTeHIU i 3.1...3 JesITeTbHOCTH. ONCHIBANITH
e (popmupyembix ( .d...2.n, i KOMIIeTeHIii Ha
(Tema u3 - XapaKTepH3YIOIHUX ITANbI
n/n N KOMIIeTeHIHii V.1...Y.n, (bopMupoBaH PasIHYHBIX ITANAX HX
paGoueii o ¢dopmupoBanus,
no ®I'OC BO H.1...H ll) KOMIIeTeHIHii B Tipoiecce
IIpOI‘paMMbI oelloce . .~ ONMHCAaHHE IKAJ
0CBOEHHSI 00pa30BaTeILHOI 100
JUCUMILIHHBI) - ouenuBans (o 100-
0aJIIBHOI 1IKaJIe)
(HaumenoBanue
OLIECHOYHOI0 CPEACTBA)
BIIACTH,
rOCYAapCTBEHHBIX U
MYHHUITUTATHHBIX
MIPEIIPUATHIX H
VUPEKICHUSX,
HEKOMMEPUECKUX U
KOMMEPYECKHAX
OpTraHU3aIHIX
3.3HaTh cUcTEMY,
[IPUHITUIIEL, METOIBI 1
MHCTPYMEHTHI
oOecTieueHUS
CITy>KeOHOI
e TeIbHOCTH
PYKOBOJUTENIECH U Kpurepun
CIIEI[UAIINCTOB, OIICHUBAHMSI:
TEXHOJIOTHH BEeICHUS CBOEBPEMEHHOCTh
[1eJI0NIPOU3BOJCTBA U cnaun — (4
TOKYMEHT0000pOTa B 0aJuIoB), IOTHOTA
OopraHax IMyOJIUYHON ¥ TOYHOCTH
BIIACTH, PacKpHITAS
rOCyIapCTBCHHBIX U BBEIOPAHHOW TEMBI
5 K-8 yaap Temsl Pedeparor p
MYHHITUTTATTHEHBIX — (8 6amoB),
MPEIIPUATHIX H MIPaBHIBHOCTD
YUPEKACHUSX, oopmiienns — (8
HEKOMMEPUYECKUX U 6aJuIoB), OTBETHI
KOMMEPUYECKHUX Ha BOIIPOCHI — 4
OpraHu3aIusIX Gaos.
Y. YMeTh NIPpUMEHATh Wroro: 24 6anna
[IPUHLIAIIBL, METOJIbl U 24)
MHCTPYMEHTHI
oOecrieueHUs
CITy>kKeOHO
nesITeIbHOCTH
[pyKoBoJuUTENEH U
CTIEITUATICTOB
3.3HaTh cucremy,
[IPHUHIUITBI, METOIBI U
MHCTPYMEHTBI
Py Kpurepun
obOecrieueHus
. OIICHUBAHWSI:
ciTy)eOHOM
odopmIeHHE
e TeIbHOCTH
. 3amanue Ha JIOKyMeHTa (¢
[pyKoBoJuTENEH 1
3. COCTaBIIEHUE HCIOJIb30BaHUEM
CIEI[UAJIUCTOB, o
6 |Opranuzauuonss! [[1K-8 rapaHTUIHOIO MUChMa | BCEX PEKBU3UTOB
TEXHOJIOTHH BEeICHUS
€ JJOKYMEHTbI Ha OILIATY JIOKYMEHTOB) — 1

JIeTI0NPON3BOJICTBA
JTOKyMEHT0000pOTa B
opraHax myOJMYHOMN
BJIACTH,
rOCYIapCTBEHHBIX U
MYHHIMIIAIBHBIX

MIPEIIPUATHSIX H

BBITIOJTHEHHBIX YCIIYT

Oarut, comepikaHue
— 1o 1 6aios.
Hroro: 2 Gamna.

2




n/n

Tanel
¢opmupoBanus
KOMIIETEeHIIH I
(Tema u3
padoueii
NPOrpaMMbI
JUCUMILIHHBI)

Ilepeuenn
(popmupyembix
KOMIIeTeHI U
no ®1rocC BO

(BYHumr:
(3.1...3.n,
Y.1...¥Y.n,
H.1...H.n)

KOHTpOJ’leble 3aJaHudA WIH
HHbIC MaTepHaJbl,
Heo0XoMMBbIe JJIsl OLeHKH
3HAHUH, yMeHH i1, HABBIKOB
M (WJIH) ONbITA
J1eiITeJIbHOCTH,
XapPaKTePHU3YIOIIHUX dTAMNbI
¢opmupoBanus
KOMIIeTeHIIMii B mpolecce
0CBOEHHSI 00pa30BaTeILHOI
NporpaMMbl
(HaumenoBanue
OLIECHOYHOI0 CPEACTBA)

Onucanne
nokasareJiei u
KpPUTEpHEB
OleHHBAHMS
KOMIIeTeHIIui Ha
Pa3IMYHBIX ITANaX UX|
¢hopmupoBanus,
onMcaHue mKaJ
ouenuBanus (no 100-
0aJIIBHOI 1IKaJIe)

YUPEXKICHUSIX,
HEKOMMEPUYECKHUX U
KOMMEPYECKUX
OpTraHM3aIHsAX

Y. YMeTh IpUMEHATh
[IPUHLINTIBL, METOBI 1
MHCTPYMEHTBI
oOecriedeHUs
CITy>keOHOI
eATeTbHOCTH
[PyKOBOAMTENEH 1
CIEL[HAINCTOB
H.Bnagers HaBbIKaMu
BEACHUS
NIeTI0NPON3BOJICTBA
TOKyMEHTO000pOTa B
opraHax myoJIMYHOI
BIIACTH,
TOCYAapCTBEHHBIX U
MYHHUINTIATBHBIX
MIPEATIPUATHSIX U
YUPEXKICHUX,
HEKOMMEPUYECKHUX U
KOMMEPYECKHX
OpraHu3almsix

[1K-8

3.3HaTh cucremy,
[IPUHIIUIIBI, MCTOJbI U
MHCTPYMEHTEI
o0ecredeHns
CITy)eOHOM
nesITeIbHOCTH
[pyKOBOIUTEIEH 1
CIICIIHAIIICTOB,
TEXHOJIOTHH BEJICHHUS
JIeTI0NPON3BOJICTBA
TOKYMEHT0000pOTa B
opraHax ImyOJIMIHOM
BJIACTH,
TOCYIapCTBEHHBIX U
MYHUIUIAJIBHBIX
MPENIPUATUAX U
YUPEXKICHUSX,
HEKOMMEPUYECKHUX U
KOMMEpPYECKNX
OpTraHM3aIMAX
V.YMeTh IpuMeHATh
[IPHUHITUITEL, METOIBI H
MHCTPYMEHTBI
oOecriedeHns
CITy)eOHOM
nesITeIbHOCTH
PYKOBOAMTENEH 1

3agaHue Ha
cocTaBjIeHUE ITHCHEMa-
[PUTJIAIICHHUS Ha
FOOMIICHHBIN KOHIIEPT

Kpurepun
OIICHUBAHHS:
odopmIeHHE
JIOKyMeHTa (¢

HCIIOJIb30BAHUEM
BCEX PEKBU3UTOB
JIOKyMEHTOB) — |
Oa, comepaHue
— 1o 1 6annos.
Hroro: 2 Oamna.

2)




KOHTpOJ’leble 3aJaHUA WIH
HHbIC MaTepHaJbl,

Heo0X0AMMbIe JUIST OLIEHKH Onucanue
Iranml on /Lt oxt nokaszareJeii u
MUDOBAHUS . 3HAHUH, YMCHHH, HABBIKOB KpHTepHeB
¢dopmup . Iepeuenn (3YHLI. H (WIK) onbITa
N KOMIIETCHIIUH 3.1...3 JIeATeJIbHOCTH OMCHHBAHII
e (popmupyembix ( .d...2.n, i KOMIeTeHIuii Ha
(Tema u3 - XapaKTepH3YIOIHUX ITANbI
11/[[ . KOMIICTCHIINHN Y.l .. .Y.n dopMuEpoBanus PAa3JIMYHBIX ITanax X
paGoueii ? PMHPC dopmupoBanus
no ®I'OC BO H.1...H ll) KOMIIeTeHIHii B Tipoiecce i
IIpOI‘paMMbI oelloce . .~ ONMHCAaHHE IKAJ
0CBOEHHSI 00pa30BaTeILHOI 100
JUCUMILIHHBI) - ouenuBans (o 100-
0aJIIBHOI 1IKaJIe)
(HaumenoBanue
OLIECHOYHOI0 CPEACTBA)
CITCIIUATTMCTOB
H.Bnanets HaBBIKAMH
BCICHHS
IeIONPOU3BOJICTBA U
TOKyMEHTO000pOTa B
OpraHax myOJIMYHOI
BJIACTH,
rOCYAapCTBEHHBIX U
MYHULIUITAIBHBIX
MpEeANPUATHIX U
YUpEXKACHUSX,
HEKOMMEPUECKUX U
KOMMEPYECKHX
OpraHu3aIsIX
3.3HaTh cucremy,
TIPUHIIUIIBI, METOIBI 1
MHCTPYMEHTBI .
Py Kaxxnprit
0OecIeYeHHs .
N MIPaBUJIbHBII
CITy>keOHOI
OTBET Ha BOIPOC
eATeTbHOCTH
KOBOJIUTENEH U recra
Py onenuBaercs B 0,5
CITCIUAJIUCTOB, TecT Ha TeMy
TEXHOJIOTHH BEJICHUS  [HOPMAaTHUBHBIC Gaswros.
JIeJIOTIPOU3BOJICTBA T (T §6OBaHI/IH K Hroro: 10 Gaios.
8 T1K-8 P P Kaxxnprit
MOKYMEHT0000poTa B |0(hOpMIIEHUIO o
o MIPaBUIIbHBII
opraHax myOJIMIHOM OCHOBHBIX PEKBU3UTOB
OTBET Ha BOIPOC
BJIACTH, ITOKyMEHTOB
TOCYJTapCTBEHHBIX H fecra
ynap onenuBaercs B 0,5
MYHHIIATIATbHBIX
MNPEANPUITUSIX U Ganog.
peap Hroro: 10 6amios.
YUPEXKICHUSX, (10)
HEKOMMEPUYECKUX U
KOMMEPYECKHX
OpraHu3alusIX
3.3Hath cucremy,
[IPUHLIUIIBI, METOABI U
MHCTPYMEHTBI
obOecrieueHus
ciTy)eOHOM
JIeATCIIbHOCTH Kaxaprit
[pPYKOBOJUTENEH U MIPaBUIILHBIN
CIICIIUAJTUCTOB, OTBET Ha BOTIPOC
Tect Ha Temy
TEXHOJIOTMH BEJCHUS TecTa
9 [1K-8 OpraHu3alMOHHBIE
IEJIONPOU3BOJICTBA U onenuBaercs B 0,5
JIOKYMEHTBI
TOKYMEHTO0000pOTa B 0aJuIoB.
OpraHax ImyOJIUYHON HUroro: 15 6amnos.
BIIACTH, (15)

rOCYIapCTBCHHBIX U
MYHHITATATTHHBIX
MIPEIIPUATIIX U
VIPEIKACHUSAX,
HEKOMMEPUYECKUX 1




KOHTpOJ’leble 3aJaHUA WIH
HHbIC MaTepHaJbl,

Heo0X0AMMbIe JUIST OLIEHKH Omucanue
Iranml o1 Lt ot nokasareJeii u
MHUDOBAHUS . 3HAHUH, YMCHHH, HABBIKOB KpHTepHeB
¢dopmup Iepeuenn (3YHLI. H (WIK) onbITa
Nt KOMIIeTeHIU i 3.1...3 JesITeTbHOCTH. ONCHIBANITH
e (popmupyembix ( .d...2.n, i KOMIeTeHIuii Ha
(Tema u3 - XapaKTepH3YIOIHUX ITANbI
n/n . KOMIIeTeHIIMH V.1...¥.n, dopMuEpoBanus Pa3IHYHBIX ITANAX HX
paGoueii ®roc BO . (dopmupoBanus,
mno H 1 H n) KOMIIETCeHIIHH B mpouecce
HporpaMMbI oelloce . .~ ONMHCAaHHE IKAJ
0CBOEHHSI 00pa30BaTeILHOI 100
JUCUMILIHHBI) - ouenuBans (o 100-
0aJIIBHOI 1IKaJIe)
(HaumenoBanue
OLIECHOYHOI0 CPEACTBA)
KOMMEPYECKIX
OpraHu3aIusaX
3.3HatTh cucremy,
[IPUHIIUIIBI, METOABI U
MHCTPYMEHTBI
oOecreyeHus
CITy>KeOHOI
eATeTbHOCTH
[pPyKOBOJIUTENEH U
CIICIUAJIUCTOB,
TEXHOJIOTHH BEJCHUS
1EJI0NPOU3BOICTBA U
TOKyMEHTO000pOTa B
OopraHax myOoJIHM4YHOI
BIIACTH,
TOCYapCTBEHHBIX U
MYHUIUITATbHBIX
MPEeANPUATHIX U Kputepuun
YUpEXKACHUSX, OIICHUBAHMUS:
HEKOMMEPUYECKHUX 1 odopmiieHHe
BagaHue Ha
KOMMEPYECKHX JIOKyMeHTa (¢
COCTaBJICHUE
4. OpraHu3aLusIX < HCTIOIb30BAHUEM
rapaHTUITHOrO MUChbMa
10 [Pacnopsautenshsl [1K-8 Y. YMeTh npuMeHsTh BCEX PEKBU3UTOB
Ha BBITIOJTHEHUE
€ JTOKYMEHTbI [IPUHLIMIIBI, METOABI JIOKYMEHTOB) — 1
HEBBITIOTHEHHBIX YCIIYyT
WHCTPYMEHTHI 5 choK Oau, copepxaHue
obOecreueHust P — 710 1 6amos.
CITy)KeOHOI Hroro: 2 damna.
e TEIIBHOCTH 2)
PYKOBOJUTEINIEH U
CIIEI[UAIICTOB
H.Biagets HaBBIKaMU
BEJICHUS
1EJI0NPOU3BOICTBA U
TOKYMEHT0000pOTa B
OpraHax ImyOJIUYHON
BIIACTH,
FOCYIapCTBEHHBIX U
MYHUIUITATEHBIX
MPEATPUATHIX U
VAIpEXKISHUSX,
HEKOMMEPUECKHUX H
KOMMEPYECKUX
OpraHu3alusIx
3.3Hath cucremy, Kpurepuu
[PUHIINATIBI, METOJIBI U OIICHUBAHMS:
PHIHIL ’ A 3anaHue Ha A
MHCTPYMEHTBI odopmiieHHE
cocTaBJieHUE MTUChMa-
oOecreueHus JIOKyMeHTa (¢
N OTBETa Ha
11 [1K-8 CITyKeOHOM HCIOJIb30BaHUEM
[peIoKEHUE O
eATeTbHOCTH N BCEX PEKBU3UTOB
N COBMECTHOMU
PYKOBOIUTEINEH 1 JIOKyMEHTOB) — 1
eI TeIbHOCTH
CIIEI[MAJINCTOB, Oa, comepKaHue

ITCXHOJIOTUH BECOACHUA

— o 1 6aios.




n/n

Tanel
¢opmupoBanus
KOMIIETEeHIIH I
(Tema u3
padoueii
NPOrpaMMbI
JUCUMILIHHBI)

Ilepeuenn
(popmupyembix
KOMIIeTeHI U
no ®1rocC BO

(BYHumr:
(3.1...3.n,
Y.1...¥Y.n,
H.1...H.n)

KOHTpOJ’leble 3aJaHudA WIH
HHbIC MaTepHaJbl,
Heo0XoMMBbIe JJIsl OLeHKH
3HAHUH, yMeHH i1, HABBIKOB
M (WJIH) ONbITA
J1eiITeJIbHOCTH,
XapPaKTePHU3YIOIIHUX dTAMNbI
¢opmupoBanus
KOMIIeTeHIIMii B mpolecce
0CBOEHHSI 00pa30BaTeILHOI
NporpaMMbl
(HaumenoBanue
OLIECHOYHOI0 CPEACTBA)

Onucanne
nokasareJiei u
KpPUTEpHEB
OleHHBAHMS
KOMIIeTeHIIui Ha
Pa3IMYHBIX ITANaX UX|
¢hopmupoBanus,
onMcaHue mKaJ
ouenuBanus (no 100-
0aJIIBHOI 1IKaJIe)

NIeTI0NPON3BOJICTBA U
TOKyMEHTO000pOTa B
opraHax myOJIHMYHOI
BIIACTH,
rOCYAapCTBEHHBIX U
MYHULIUTATIBHBIX
MIPEATIPUATHSAX U
YIpexICHUSX,
HEKOMMEPUYECKHUX U
KOMMEPUYECKNX
OpTaHM3aIHAX
Y.YMeTh IpUMEHATh
[IPUHLIUTIBL, METOJIBI 1
MHCTPYMEHTBI
oOecrieueHns
CITy)KeOHOI
JIeATeTbHOCTH
PyKOBOAMTENEH 1
CIICI[ATNCTOB
H.Biagets HaBBIKAMU
BEACHUS
NIeTI0NPON3BOJICTBA U
TOKyMEHTO000pOTa B
opraHax myoJIM4YHOI
BJIACTH,
rOCY/IapCTBEHHBIX
MYHHIUITATbHBIX
NpeNpUsITUSIX U
YUPEXKICHUSIX,
HEKOMMEPUYECKHUX U
KOMMEpPUYECKNX
OpraHM3aIMIX

Hroro: 2 Gamna.

@)

12

5.
MubopmannoHHO-
CIIpaBOUYHBIE
TOKYMEHTBI.
Kanpossie
TOKYMEHTBI.

[1K-8

3.3HaTh cUcTEMY,
[IPUHINTIBL, METOIBI 1
MHCTPYMEHTBI
oOecriedeHns
CiTy)eOHOM
nesITeIbHOCTH
[PYKOBOJUTENEH U
CIICTINAJINCTOB,
TEXHOJIOTHH BEJCHUS
JIeTI0NPON3BOJICTBA
JTOKyMeHT0000pOTa B
opraHax myOJMYHOMN
BIIACTH,
rOCYAapCTBEHHBIX U
MYHULINTIATBHBIX
MPEANPUATHSIX U
YIpEXKICHUSX,
HEKOMMEPUYECKHUX U
KOMMEPYECKHX
OpraHM3aIysaX

3agaHne Ha
COCTaBJICHUE aKTa O
nepenaue
MaTepuanbHbIX
LeHHOCTeH (Mebesn) u3
0JTHOTO OTJENa
OpTraHHU3aIiK B IPyron

Kpurepun
OLICHUBAHMS:
odopMmIeHHE
JIOKyMeHTa (¢

HCIIOIL30BAHUEM
BCEX PCKBU3UTOB
JIOKYMEHTOB) — 1
Oarut, comepikaHue
— 10 1 6anos.
Hroro: 2 Gamra.

2)




n/n

Tanel
¢opmupoBanus
KOMIIETEeHIIH I
(Tema u3
padoueii
NPOrpaMMbI
JUCUMILIHHBI)

Ilepeuenn
(popmupyembix
KOMIIeTeHI U
no ®1rocC BO

(BYHumr:
(3.1...3.n,
Y.1...¥Y.n,
H.1...H.n)

KOHTpOJ’leble 3aJaHudA WIH
HHbIC MaTepHaJbl,
Heo0XoMMBbIe JJIsl OLeHKH
3HAHUH, yMeHH i1, HABBIKOB
M (WJIH) ONbITA
J1eiITeJIbHOCTH,
XapPaKTePHU3YIOIIHUX dTAMNbI
¢opmupoBanus
KOMIIeTeHIIMii B mpolecce
0CBOEHHSI 00pa30BaTeILHOI
NporpaMMbl
(HaumenoBanue
OLIECHOYHOI0 CPEACTBA)

Onucanne
nokasareJiei u
KpPUTEpHEB
OleHHBAHMS
KOMIIeTeHIIui Ha
Pa3IMYHBIX ITANaX UX|
¢hopmupoBanus,
onMcaHue mKaJ
ouenuBanus (no 100-
0aJIIBHOI 1IKaJIe)

Y. YMeTh IpUMEHATh
[IPUHLINIIBL, METOJIBI U
MHCTPYMEHTBI
oOecrieueHus
CITy>KeOHOM

eI TeTbHOCTH
PyKOBOAMTENEH 1
CTICI[ATNCTOB
H.Biagets HaBBIKAMU
BEACHUS
NIeTIONPON3BOJICTBA
TOKyMEHTO000pOTa B
OopraHax myOoJIHM4YHOI
BIIACTH,
rOCY/apCTBEHHBIX
MYHULIATAIbHBIX
MIPEATIPUATHSIX U
YIpexICHUSX,
HEKOMMEPUYECKHUX U
KOMMEPUYECKNX
OpraHM3aIMIX

13

[1K-8

3.3HaTh cucTEMY,
[IPUHITUITEL, METOIBI 1
MHCTPYMEHTHI
obOecrieueHust
CITy)eOHOM

e TeIbHOCTH
[pPyKOBOJUTENEH 1
CIIEI[UAIINCTOB,
TEXHOJIOTHH BEeICHUS
IeTOTIPON3BO/ICTBA
TOKYMEHT0000pOTa B
OpraHax IMyOIUYHON
BIIACTH,
rOCYAapCTBEHHBIX U
MYHUIUITATEHBIX
MPEATPUATHIX U
VAIpEXKISHUSX,
HEKOMMEPUECKUX H
KOMMEPYECKHIX
OpraHu3aIusIX

Y. YMeTh npuMeHsTh
[IPHUHITUITEL, METOIBI H
MHCTPYMEHTBI
oOecriedeHUs
CITyKeOHOM

e TeIbHOCTH
[PYKOBOJUTENEH U
CTICIHAIINCTOB
H.Binanets HaBBIKAMH
BEICHUS
IeTOTIPON3BOICTBA H

BagaHue Ha
COCTaBJICHUE
[IpUraeHus
[pearnoiaracMoMy
napTHEPY C
[peI0KEHUEM
IPUHSTH YIacTHE B
MEXAyHapOAHOU
KOH(pEpeHINH

Kpurepuu
OLIEHMBaHMS:
odopmieHHe
JIOKyMeHTa (¢

HCIIOIL30BAHUEM
BCEX PEKBU3UTOB
JIOKyMEHTOB) — |
Oa, comepaHue
— 1o 1 6amios.
Hroro: 2 Gamna.

2)




n/n

Tanel
¢opmupoBanus
KOMIIETEeHIIH I
(Tema u3
padoueii
NPOrpaMMbI
JUCUMILIHHBI)

Ilepeuenn
(popmupyembix
KOMIIeTeHI U
no ®1rocC BO

(BYHumr:
(3.1...3.n,
Y.1...¥Y.n,
H.1...H.n)

KOHTpOJ’leble 3aJaHudA WIH
HHbIC MaTepHaJbl,
Heo0XoMMBbIe JJIsl OLeHKH
3HAHUH, yMeHH i1, HABBIKOB
M (WJIH) ONbITA
J1eiITeJIbHOCTH,
XapPaKTePHU3YIOIIHUX dTAMNbI
¢opmupoBanus
KOMIIeTeHIIMii B mpolecce
0CBOEHHSI 00pa30BaTeILHOI
NporpaMMbl
(HaumenoBanue
OLIECHOYHOI0 CPEACTBA)

Onucanne
nokasareJiei u
KpPUTEpHEB
OleHHBAHMS
KOMIIeTeHIIui Ha
Pa3IMYHBIX ITANaX UX|
¢hopmupoBanus,
onMcaHue mKaJ
ouenuBanus (no 100-
0aJIIBHOI 1IKaJIe)

TOKyMEHTO000pOTa B
opranax myOJIMYHOI
BIIACTH,
rOCYAapCTBEHHBIX U
MYHHIHITATBHBIX
MIPEATIPUATHSIX U
VIpEKACHHUSAX,
HEKOMMEPYECKUX
KOMMEPUYECKUX
OpraHu3aIHsIX

14

[1K-8

3.3HaTh cUcTEMY,
[IPUHITUIIEL, METOIBI 1
MHCTPYMEHTHI
oOecrieueHus
CITy)KeOHOI
nesITeIbHOCTH
[PyYKOBOJUTENEH 1
CIICLIUAJINCTOB,
TEXHOJIOTHH BEJCHHUS
IeTOTIPON3BOICTBA H
TOKYMEHT0000pOTa B
OpraHax IyOJIUYHOM
BIIACTH,
TOCyIapCTBCHHBIX U
MYHHIUITATbHBIX
NpeNpUsITUSIX U
YUPEKACHUSX,
HEKOMMEPUYECKHUX U
KOMMEPYECKHX
OpTraHU3aIIIX

Y. YMeTh npuMeHsTh
[IPUHITUITEL, METOIBI 1
MHCTPYMEHTHI
oOecriedeHus
CIryKeOHOM
nesITeIbHOCTH
[PYKOBOJUTENEH U
CTIEIINAINCTOB
H.Bianets HaBBIKAMH
BEJCHUS
IeTOTIPON3BO/ICTBA U
JTOKyMeHT0000pOTa B
opraHax myOJMYHOMN
BIIACTH,
rOCyJapCTBEHHBIX U
MYHHITUTATHHBIX
MIPEATIPUATHIX U
YUPEKACHUSX,
HEKOMMEPUYECKUX 1
KOMMEPYECKHX
OpTraHM3aIIIX

Bamanne Ha
COCTaBJICHUE MPUKA3a O
[pe1I0CTaBICHUN
OUYepPETHOr0 OTITYCKa

Kpurepun
OLICHUBAHMS:
odopMmIeHHE
JIOKyMeHTa (C

HCIIOIL30BAHHEM
BCEX PEKBU3UTOB
JIOKYMEHTOB) — 1
Oart, cogepikaHue
— 1o 1 6amios.
Hroro: 2 Gamna.

2)

15

I1K-8

3.3HaTh cuCcTEMY,

3aganne Ha

Kpurepuu




KOHTpOJ’leble 3aJaHUA WIH
HHbIC MaTepHaJbl,

Onucanune
3Taﬂbl HeOﬁXOHl/lMLle JJISE OIICHKH HokazaTeeii u
MIDOBAHMS 3HAHUH, yMeHH i1, HABBIKOB KDHTEDHEB
¢dopmupo Iepeyenn (3YHLI: o (WJIM) ONbITA purep
Nt KOMIIeTeHIU i 3.1...3 JesITeTbHOCTH. OMCHHBAHII
e (popmupyembix ( .d...2.n, i KOMIeTeHIuii Ha
(Tema u3 - XapaKTepH3YIOIHUX ITANbI
n/n N KOMIIeTeHIHii V.1...Y.n, (bopMupoBaH PasIHYHBIX ITANAX HX
paGoueii o ¢dopmupoBanus,
no ®I'OC BO H.1...H ll) KOMIIeTeHIHii B Tipoiecce
IIpOI‘paMMbI oelloce . .~ ONMHCAaHHE IKAJ
0CBOEHHSI 00pa30BaTeILHOI onexmBanns (o 100-
JUCUMILIHHBI) NpPOrpaMMel u "
0aJIIBHOI 1IKaJIe)
(HaumenoBanue
OLIECHOYHOI0 CPEACTBA)
MIPUHIIUIIBI, METOABI M |COCTaBJICHUE MPHKa3a OIICHUBAHMS:
MHCTPYMEHTBI 00 YBOJIbHCHUH odopmiicHHE
oOecreueHus paboOTHHKA 32 JIOKyMeHTa (C
CITy>KeOHOI HapyIIeHHE TPYAOBOK | HCIOJIb30BAHUEM
NeATeIbHOCTH JTUCIIMTUTHHBI BCEX PEKBU3UTOB
[PYKOBOJUTEINIECH U JIOKYMEHTOB) — 1
CIICIUAJIUCTOB, Oart, comepikaHue
TEXHOJIOTHH BEICHUS — 10 1 6ammos.
IEJI0NPOU3BOCTBA U Hroro: 2 Gamra.
TOKYMEHT0000pOTa B (2)
OopraHax IyOJIUIHON
BJIACTH,
TOCYapCTBEHHBIX U
MYHUIUITATBHBIX
MPEeANPUATHIX U
VApEKISHUSX,
HEKOMMEPUECKUX U
KOMMEPYECKHX
OpraHu3aLusIX
Y. YMeTh npuMeHsTh
[IPUHLIUIIBI, METOABI U
MHCTPYMEHTBI
oOecrieueHUs
CITy)KeOHOI
e TeIbHOCTH
PYKOBOJUTEINIEH U
CIICIIUAJIUCTOB
H.Bnaners HaBbIKaMH
BEJICHUS
IeJIONPOU3BOJICTBA U
TOKYMEHT0000pOTa B
OpraHax IMyOIUYHON
BJIACTH,
rOCYAapCTBEHHBIX U
MYHUIUITATEHBIX
MPEATPUATHIX U
VAIpEXKISHUSX,
HEKOMMEPUECKHUX H
KOMMEPYECKHIX
OpraHu3aIusIX
3.3HaTh cucremy,
Kpurepun
[IPUHLIUIIBI, METOABI U
OIICHUBAHMS:
6. Opranuzanus MHCTPYMEHTBI 3agaHue Ha D ——
TOKYMEHTO000POT oOecreueHus COCTaBJIEHUE aKa O 10K I?VIGHTa (c
a. Peructpauus u CITy>KeOHO nepenave y
KOHTPOJIb 3a NeATeIbHOCTH MaTepUagIbHbIX HCTIOIIE30BAHHEM
16 P T1K-8 . pHasb BCEX PEKBU3UTOB
MCTIOTHEHUEM [pyKoBoJuUTENEH U [ICHHOCTEH
JIOKyMEHTOB) — |
TOKYMEHTOB. CIIELUAJIUCTOB, (OpTTEXHUKN) U3

DopMupoBaHHE U
XpaHCHHE 1T

TEXHOJIOTUH BEICHHS
NIeTI0NPON3BOJICTBA
TOKyMEHTO000pOTa B
opranax myOJMIHON

OJTHOTO OTIETa
OpraHu3ainuu B Ipyrou

Oa, cofepaHue

— o 1 6aios.
Hroro: 2 Gamna.
(2)




n/n

Tanel
¢opmupoBanus
KOMIIETEeHIIH I
(Tema u3
padoueii
NPOrpaMMbI
JUCUMILIHHBI)

Ilepeuenn
(popmupyembix
KOMIIeTeHI U
no ®1rocC BO

(BYHumr:
(3.1...3.n,
Y.1...¥Y.n,
H.1...H.n)

KOHTpOJ’leble 3aJaHudA WIH
HHbIC MaTepHaJbl,
Heo0XoMMBbIe JJIsl OLeHKH
3HAHUH, yMeHH i1, HABBIKOB
M (WJIH) ONbITA
J1eiITeJIbHOCTH,
XapPaKTePHU3YIOIIHUX dTAMNbI
¢opmupoBanus
KOMIIeTeHIIMii B mpolecce
0CBOEHHSI 00pa30BaTeILHOI
NporpaMMbl
(HaumenoBanue
OLIECHOYHOI0 CPEACTBA)

Onucanne
nokasareJiei u
KpPUTEpHEB
OleHHBAHMS
KOMIIeTeHIIui Ha
Pa3IMYHBIX ITANaX UX|
¢hopmupoBanus,
onMcaHue mKaJ
ouenuBanus (no 100-
0aJIIBHOI 1IKaJIe)

BJIACTH,
rOCYAapCTBEHHBIX U
MYHHUITUTATHHBIX
MIPEIIPUATHIX H
VUPEKICHUSX,
HEKOMMEPUECKUX U
KOMMEPYECKHAX
OpTraHU3aAIHAX

Y. YMeTh npuMeHsTh
[IPUHITUIIEL, METOIBI 1
MHCTPYMEHTHI
oOecrieueHus
CITy)KeOHOI

e TeIbHOCTH
[PyYKOBOJUTENEH U
CIICLIUAINCTOB
H.Bnanetrs HaBbIKaMu
BEIICHIUS
IeTOTIPON3BOICTBA H
TOKYMEHT0000pOTa B
OpraHax IMyOJIUYHON
BIIACTH,
rOCyIapCTBCHHBIX U
MYHHIIATIATBHBIX
OPSANPUSITUIX U
VAPEXKISHUSX,
HEKOMMEPUECKUX U
KOMMEPUECKUX
OpraHu3aIusIX

17

[1K-8

3.3HaTh cucremy,
[IPUHINTIBL, METOIBI 1
MHCTPYMEHTBI
oOecriedeHus
CITy>keOHO

eI TeTbHOCTH
[pPYKOBOJUTENEH U
CIICTIHAINCTOB,
TEXHOJIOTHUH BE/ICHHS
IeTOTIPON3BOICTBA
TOKYMEHT0000pOTa B
opraHax ImyOJIMIHOM
BIIACTH,
rOCYAapCTBEHHBIX U
MYHULINTATIBHBIX
MIPEATIPUATHIX U
YUPEXKICHUSX,
HEKOMMEPUYECKHUX U
KOMMEPYECKUX
OpraHM3aIMAX
Y.YMeTb npuMeHsITh
[IPUHINTIBL, METOBI U
MHCTPYMEHTBI

3amaHue Ha
COCTaBJICHUE aKTa O
nepemaye
MaTepHaIbHBIX
[IEHHOCTE!
(aBTOMOOMIIS) U3
0JTHOTO OTIENa
OpraHU3aIUH B APYTOH

Kpurepun
OLICHUBAHMSI:
odopmIeHHE
JIOKyMeHTa (¢

UCIIOJIb30BaHUEM
BCEX PEKBU3HUTOB
JIOKyMEHTOB) — 1
Oaut, conepikaHue
— 1o 1 6anos.
Uroro: 2 damna.

2)




n/n

Tanel
¢opmupoBanus
KOMIIETEeHIIH I
(Tema u3
padoueii
NPOrpaMMbI
JUCUMILIHHBI)

Ilepeuenn
(popmupyembix
KOMIIeTeHI U
no ®1rocC BO

(BYHumr:
(3.1...3.n,
Y.1...¥Y.n,
H.1...H.n)

KOHTpOJ’leble 3aJaHudA WIH
HHbIC MaTepHaJbl,
Heo0XoMMBbIe JJIsl OLeHKH
3HAHUH, yMeHH i1, HABBIKOB
M (WJIH) ONbITA
J1eiITeJIbHOCTH,
XapPaKTePHU3YIOIIHUX dTAMNbI
¢opmupoBanus
KOMIIeTeHIIMii B mpolecce
0CBOEHHSI 00pa30BaTeILHOI
NporpaMMbl
(HaumenoBanue
OLIECHOYHOI0 CPEACTBA)

Onucanne
nokasareJiei u
KpPUTEpHEB
OleHHBAHMS
KOMIIeTeHIIui Ha
Pa3IMYHBIX ITANaX UX|
¢hopmupoBanus,
onMcaHue mKaJ
ouenuBanus (no 100-
0aJIIBHOI 1IKaJIe)

00eceueHus
CITy>KeOHOM
esITeNNLHOCTH
[pyKOBOJUTENEH U
CIIEI[UAIUCTOB
H.Bnanets HaBBIKAMH
BEJICHUS
1EI0NPOU3BOCTBA U
TOKYMEHT0000pOTa B
OopraHax IMyOJIUIHON
BJIACTH,
TOCYapCTBEHHBIX U
MYHUIUTATbHBIX
MPEeANPUATHIX U
VAPEKISHUSX,
HEKOMMEPUECKUX U
KOMMEPYECKHX
OpraHu3alusax
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[1K-8

3.3HaTh cUcTEMY,
[IPUHITUIIEL, METOIBI 1
MHCTPYMEHTHI
oOecriedeHus
CITy>kKeOHO
nesITeIbHOCTH
[pPyKOBOJUTENEH 1
CIICLIMAJINCTOB,
TEXHOJIOTHH BEJICHUS
IeTOTIPON3BOICTBA U
TOKYMEHT0000pOTa B
opraHax ImyOJIMYHOM
BIIACTH,
TOCYIapCTBCHHBIX U
MYHHITUTTATHHBIX
MPEIIPUATHIX H
VIPEIKICHUSX,
HEKOMMEPUYECKHX 1
KOMMEPYECKHX
OpTraHU3aIIIX
Y.VYMeTh IpUMEHATh
[IPUHIUITBI, METOIBI 1
MHCTPYMEHTHI
oOecriedeHUs
CITyKeOHOM
NesITeIbHOCTH
[pyKoBoJuUTENEH U
CIELIUAINCTOB
H.Bnanerr HaBBIKaMU
BeCHUsI
IeTOTIPON3BOICTBA
TOKyMEHTO000pOTa B
opraHax myOJMIHON
BIIACTH,

BagaHue Ha
COCTaBIIEHUE TIPHKa3a O
[Ipe10CTaBICHUN
BHEOUEPETHOTO
OTITyCKa

Kpurepuu
OLIEHMBaHMS:
odopmiieHHEe
JIOKyMeHTa (¢

HCIIOIb30BaAHUEM
BCEX PCKBU3UTOB
JIOKyMEHTOB) — |
Oa, comepaHue
— 1o 1 6amos.
Hroro: 2 Gamna.

2)




n/n

Tanel
¢opmupoBanus
KOMIIETEeHIIH I
(Tema u3
padoueii
NPOrpaMMbI
JUCUMILIHHBI)

Ilepeuenn
(popmupyembix
KOMIIeTeHI U
no ®1rocC BO

(BYHumr:
(3.1...3.n,
Y.1...¥Y.n,
H.1...H.n)

KOHTpOJ’leble 3aJaHudA WIH
HHbIC MaTepHaJbl,
Heo0XoMMBbIe JJIsl OLeHKH
3HAHUH, yMeHH i1, HABBIKOB
M (WJIH) ONbITA
J1eiITeJIbHOCTH,
XapPaKTePHU3YIOIIHUX dTAMNbI
¢opmupoBanus
KOMIIeTeHIIMii B mpolecce
0CBOEHHSI 00pa30BaTeILHOI
NporpaMMbl
(HaumenoBanue
OLIECHOYHOI0 CPEACTBA)

Onucanne
nokasareJiei u
KpPUTEpHEB
OleHHBAHMS
KOMIIeTeHIIui Ha
Pa3IMYHBIX ITANaX UX|
¢hopmupoBanus,
onMcaHue mKaJ
ouenuBanus (no 100-
0aJIIBHOI 1IKaJIe)

rOCyJapCTBEHHBIX U
MYHULIUTATIbHBIX
MIPEATIPUATHSIX U
YUPEKACHUSX,
HEKOMMEPUECKUX U
KOMMEpPYECKHUX
OpTaHM3aIMAX
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[1K-8

3.3HaTh cUcTEMY,
[IPUHINIIBL, METOIBI 1
MHCTPYMEHTBI
oOecriedeHUs
CITy>keOHOI

eI TeIbHOCTH
[PyYKOBOJUTENEH U
CIICL[HAINCTOB,
TEXHOJIOTHUH BE/ICHHS
NIeTI0NPON3BOJICTBA
TOKyMEHTO000pOTa B
OpraHax myOJHIHOMN
BIIACTH,
rOCYAapCTBEHHBIX U
MYHHUINTIATIBHBIX
MIPEATIPUATHSIX U
YUPEXKICHUSX,
HEKOMMEPYECKUX U
KOMMEPYECKHX
OpraHu3almsix
Y.VYMeTh IpUMEHATH
[PUHLUITBL, METOBI 1
MHCTPYMEHTBI
oOecriedeHus
CITy>kKeOHO

eI TeTIbHOCTH
[pyKOBOAMTENEH 1
CIIEL[AINCTOB
H.Bianets HaBBIKAMH
BeCHUsI
NIeTIONPON3BOJICTBA
TOKYMEHT0000pOTa B
opraHax ImyOJIMIHOM
BJIACTH,
rOCYAapCTBEHHBIX U
MYHULINTATIBHBIX
MIPEATIPUATHIX U
YUPEXKICHUSX,
HEKOMMEPUYECKHUX U
KOMMEpPYECKNX
OpraHu3almsx

Bamanne Ha
COCTaBJICHUE MPHKa3a O
[PE0CTABICHIH
ITEKPETHOTO OTITyCKa

Kpurepuu
OIICHUBAHHS:
odopMIeHne
JIOKyMeHTa (¢

HCTIOJIb30BaHUEM
BCEX PEKBU3UTOB
JIOKYMEHTOB) — 1
Oau, comepxaHue
— 1o 1 6amnos.
Uroro: 2 damna.

2)
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I1K-8

3.3HaTh cUCTEMY,
[IPUHIIUTIBL, METO/IbI 1
MHCTPYMEHTBI
obOecrieueHus

Tect Ha TeMy XpaHEHHUE
TOKYMEHTOB,
PJIEKTPOHHBIN

ITOKyMEHTOO00POT

Kaxprii
TIPaBHJIbHBIN
OTBET Ha BOTIPOC
TecTa




KOHTpOJ’leble 3aJaHUA WIH

HHbIC MaTepHaJbl,

3Taﬂbl HeOﬁXOHl/lMLle JJISE OIICHKH “02::::[1?::; -
MIDOBAHMS 3HAHUH, yMeHH i1, HABBIKOB KDHTEDHEB
‘l)OP po 1 Hepequ]’ (3YHLI: o (W) ONBITA o ZHHBl:lHPm
No KOMIIETCHIIUH 3.1...3 JesATeJIbHOCTH, u o
Y ¢opmupyembIx ( d...5.n, KOMIIeTeHI Ui Ha
(Tema u3 - XapaKTepH3YIOIHUX ITANbI
H/H . KOMIEeTEeHIUH Y.l .. .Y.n, q)OpMMpOBaHlHl PA3JIUYHBIX dTANmax uxX
paboueii . ¢dopmuporanus,
no ®I'OC BO H.1...H ll) KOMIIeTeHIHii B Tipoiecce
IIpOI‘paMMbI oelloce . .~ ONMHCAaHHE IKAJ
0CBOEHHSI 00pa30BaTeILHOI 100
JUCUMILIHHBI) - ouenuBans (o 100-
(HammenoBanne 0aJIIBHOI 1IKaJIe)
OLIECHOYHOI0 CPEACTBA)
CITyKEeOHOM oneHuBaercs B 0,5
NesITETbHOCTU 6aoB.
[PYKOBOJUTENIEH U Uroro: 15 6annos.
CIIELUAJIUCTOB, (15)
TEXHOJIOTUHU BEICHUS
TIEJI0TPOU3BOICTBA U
TOKYMEHT0000pOTa B
OopraHax IyOJIUIHON
BJIACTH,
rOCYAapCTBEHHBIX U
MYHULUITAIBHBIX
MPEeANPUATHIX U
YUpEKICHUAX,
HEKOMMEPUECKUX U
KOMMEPUECKUX
OpraHu3aIusx
3.3HaTh cucremy,
TIPUHIIUITB], METOBI 1
MHCTPYMEHTBI
oOecTieueHUS
CITy>kKeOHO
NeATeIbHOCTH
[pyKoBOJUTENEH U
CITCIUAJIUCTOB,
TEXHOJIOTHUH BEICHUS
TIEeJI0TPOU3BOICTBA U
TOKYMEHT0000pOTa B
opraHax myoJIM4YHOI
BIACTH, Kpurepun
TOCYJTapCTBEHHBIX U OHSHHB:HIM.
MYHULUIATBHBIX odo MJ'IeHI/If;
7. Pabora ¢ MpEeANPUATHIX U BagaHue Ha 10K FI,VIGHTa (c
oOpameHusIMU YUPEXKIECHUSX, COCTaBJICHUE y
aXIaH HEKOMMEPYECKUX 1 rApAHTHIHOTO THCEMa | oo o O BAHEM
21 [P o T1K-8 p P BCEX PEKBU3UTOB
DJIEKTPOHHBII KOMMEPYECKUX Ha BBITIOJIHCHUE HE J1OKyMeHTOB) — |
TOKyMEHTO000pOT OpraHu3aIusaxX OKa3aHHBIX YCIYT B y
Oa, cofepKaHue
OpraHu3anuu Y.YMeTh NpUMEHsITh  [CPOK 710 1 6108
PUHLMIIBI, METO I U )
PHHI ’ A Hroro: 2 Gamna.
MHCTPYMEHTBI 2)
obOecrieueHus
CiTy)eOHOM
NeATeIbHOCTH
[pyKoBoJuUTENEH U
CIIEI[UATIMCTOB

H.Bnanerr HaBBIKaMU
BEJICHUS
IeITOTIPOU3BO/ICTBA H
TOKYMEHT0000pOTa B
opraHax myOJIMIHON
BIIACTH,
rOCyIapCTBEHHBIX 1
MYHHITUTAITHHBIX




n/n

Tanel
¢opmupoBanus
KOMIIETEeHIIH I
(Tema u3
padoueii
NPOrpaMMbI
JUCUMILIHHBI)

Ilepeuenn
(popmupyembix
KOMIIeTeHI U
no ®1rocC BO

(BYHumr:
(3.1...3.n,
Y.1...¥Y.n,
H.1...H.n)

KOHTpOJ’leble 3aJaHudA WIH
HHbIC MaTepHaJbl,
Heo0XoMMBbIe JJIsl OLeHKH
3HAHUH, yMeHH i1, HABBIKOB
M (WJIH) ONbITA
J1eiITeJIbHOCTH,
XapPaKTePHU3YIOIIHUX dTAMNbI
¢opmupoBanus
KOMIIeTeHIIMii B mpolecce
0CBOEHHSI 00pa30BaTeILHOI
NporpaMMbl
(HaumenoBanue
OLIECHOYHOI0 CPEACTBA)

Onucanne
nokasareJiei u
KpPUTEpHEB
OleHHBAHMS
KOMIIeTeHIIui Ha
Pa3IMYHBIX ITANaX UX|
¢hopmupoBanus,
onMcaHue mKaJ
ouenuBanus (no 100-
0aJIIBHOI 1IKaJIe)

MIPEATIPUATHSIX U
YUPEKACHUSX,
HEKOMMEPUECKUX U
KOMMEpPYECKHUX
OpraHM3aIMsX
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[1K-8

3.3HatTh cucremy,
MPUHIUIIBI, METOAbI U
MHCTPYMEHTBI
oOecriedeHus
CITy>keOHOI
eATeTbHOCTH
[PyKOBOAMTENEH 1
CICLHAINCTOB,
TCXHOJIOI'MU BCACHUA
NIeTIONPON3BOJICTBA
TOKyMEHTO000pOTa B
opraHax myOoJIHMYHOI
BIIACTH,
TOCYAapCTBEHHBIX U
MYHHUINTATBHBIX
MIPEATIPUATHSIX U
YUPEXKICHUSX,
HEKOMMEPUYECKHUX U
KOMMEpPUYECKNX
OpraHu3anusiIx
Y.VYMeTh IpUMEHATh
[IPUHIIUIIBI, MCTOJbI U
WHCTPYMEHTBI
oOecreueHus
CITy)eOHOM

eI TeTIbHOCTH
[pyKOBOAMTENEH 1
CIICI[AINCTOB
H.Biagets HaBBIKaMU
BEACHUS
NIeTIONPOU3BOJICTBA U
TOKYMEHT0000pOTa B
opraHax ImyOJIMIHOM
BIIACTH,
TOCYAapCTBEHHBIX U
MYHUIUITAJIBbHBIX
MIPEATIPUATHIX U
YUPEXKICHUSX,
HEKOMMEPUYECKHUX U
KOMMEpPYECKNX
OpraHM3aIMIX

3agaHue Ha
COCTaBIIEHUE
00BACHUTEILHOU
3aIUCKA

Kpurepuun
OLICHNBAHMSI:
odopmireHHEe
JIOKyMeHTa (¢

HCIIOJIb30BaHHEM
BCEX PEKBU3HUTOB
JOKYMEHTOB) — 1
Oau, comepxaHue
— 1o 1 6annos.
Hroro: 2 Ganna.

2)

Hrtoro

100

6.2. IIpomMe:KyTOUYHBIH KOHTPOJIb (3a4eT, IK3aMeH)




PadounM yuyeOHBIM IIAHOM NpeaycMoTpeH 3adeT B cemectpe 21.
BOITPOCHI JJ15 ITIPOBEPKU 3HAHUI:

1-it Bompoc Omieta (40 6amtoB), Bux Bompoca: Tect/mpoBepka 3Hanuii. Kputepwuii: 2 6amna 3a
KaKJIbIF MPaBWIIbHBIA OTBET UTOTO 40 6aIoB.

Komnerennusi: IIK-8 Cmnocob0en ocymecTBJISITb OpPraHu3aluoOHHOEe olecrevyeHHne
CJIY:KeOHOH 1eATeJIbHOCTH PYKOBOAMTE/Iel U CIelHAJTUCTOB, BECTH /1eJI0NPOU3BOJACTBO U
AOKYMEHTO000OpOT B OpPraHax myO0JM4YHO#l BJIACTH, FOCYJAPCTBEHHbIX H MYHMIMIAJBHbBIX
NpeINnpUATHSIX U YUPEKIEHUIX, HEKOMMePYeCKHX 1 KOMMepPYeCKHX OpraHu3anusax

3Hanue: 3HATh CHCTEMY, NPHUHIMIIBI, METOAbl W HMHCTPYMEHTBI OOECICUCHHS CIIy:KeOHOMH
JEATEIIBHOCTH PYKOBOJIUTENEH M CHELUAINCTOB, TEXHOJOTMU BEIACHHS JEIONPOU3BOACTBA U
JOKYyMEHTOO0OpOTa B OpraHax IyOJMYHON BIJIACTH, TOCYJApPCTBEHHBIX M MYHUIMIAIbHBIX
OPENIPUATHIX U YUPEXKICHUAX, HEKOMMEPUECKUX U KOMMEPYECKMX OpraHU3ausaxX

1. B 006paboTKy BXOASIIEro JOKYMEHTA 3TOT 3TaIl HE BXOHT:

2. B paznesn o0miye noia0KeHus: JOKYMEHTa BXOJIAT:

3. Bux opraHn3alinoHHOTO JJOKYMEHTa, KOTOPBIN ONpeeiseT Mopsa 10K 00pa3oBaHus, CTPYKTypy
U OpraHu3anuo padoThl MPeIIPUATHUS:

4. Bunpl 671aHKOB, IPUMEHSIEMBIX OPTaHU3aAIUSIMH.

5. Buapl oprann3anmoOHHO-pacOPsAUTENIBHBIX JOKYMEHTOB.

6. Bunel neuareit. [IpaBuna npocrasienus neyatu B pekBusute «lloanucey.

7. Buzbl cripaBO4HO-UH(OPMAIIMOHHBIX JOKYMEHTOB.

8. Bupl XpaHeHUs JOKYMEHTOB. Y CTAHOBJIEHHE CPOKOB XpPaHEHUS eIl

9. BHyTpeHHee coriiacoBaHUE Ha3bIBACTCA:

10. Bri6op dhopMbl opranuzanuu paboThl C TOKYMEHTaMU 3aBUCHUT OT:

11. I'pud yrBep>KaeHus CTaBUTCS:

12. JlokymeHT He ObIBaeT 0e3:

13. JlokyMeHT, perIaMeHTUPYIOIINN AESITEIbHOCTh COTPYIHUKOB OpraHU3aluu:

14. JlokymMeHTbI, pOpMUPYIOIIHE TUYHOE J1€70 paOOTHHKA

15. K BHyTpeHHEMY JOKYMEHTOOOOPOTY OTHOCST:

16. K rpymnme BXoaAIKX JOKYMEHTOB MOKHO OTHECTH:

17. K kareropusm cnenuanuctoB ciyx0sl IOY oTHoOCAT:

18. K xaTeropusim TexHuuecKux ucnoiaHuresneit cuyxosl IOY oTHOCAT:

19. K oCHOBHBIM periaMeHTUPYIOMUM padoTy ciyx0bl [IOY nokymeHTaM OTHOCSAT:

20. Kakas opma pa®oThl ¢ JOKYMEHTaMH MOJIXOAUT Ul OpraHU3aluid, JeaTeIbHOCTh KOTOPBIX
TpeOyeT 0COOEHHO TIIATEIbHON 3alUThl HH(OPMAIUU:

21. Kakue BOnpochl pacCMaTpUBAIOTCS B PACTIOPSKEHUU:

22. Kakne JOKyMEHTBI MUHYIOT CTAJIUIO IPOEKTA:

23. Kakue u3 NepeuncieHHbIX JOKYMEHTOB OTHOCATCS K OpraHU3allMOHHbIM:

24. KakuM OpraHoM M3/1a€TCsl peIICHUE:

25. Kakoll BuJ paciopsiAMTEIBLHOIO TOKYMEHTA U3A€TCSl €AUHOINYHO PYKOBOIUTEIIEM:

26. Kakoil JOKYMEHT COCTaBisS€TCs MpU HapyIIEHUH TPYIOBOW WM OOIIECTBEHHOMN
JUCIUIINHBL:

27. Kako# peKBHU3UT PacCIIOIaraeTcs B JEBOM HUKHEM YIIIy:

28. Kakyto nHbOopMaIyio coiepkut pazaen Ycrapa «O01ne moa0KeHUs:

29. KonnyectBo pekBu3uToB HOBOro 'OCTa 1o cpaBHEHHUIO € MPeIbIIYIIHUM:

30. Kommiiekc JOKYMEHTOB, PETYJINPYIOIUX A€ATENbHOCTh OPTaHU3alla:

31. KoHTpoJb 32 CpOKaMH UCIIOTHEHUS JOKYMEHTOB OCYIIIECTBIISIET:

32. Ha kakoM JOKyMEHTE HE CTaBUTCS PEKBU3UT HAUMEHOBAHME BUJIA IOKYMEHTA:

33. Ha xakoM ToOKyMeHTe HeT rpuda yTBepKIACHUS:



34. HopMmaTtuBHO-MeTOAMUECKHE JOKYMEHTBHI, perIaMeHTHpYoIne IIPOLIECCHI
JIOKYMEHTHUPOBAHHUS.

35. HopmaTuBHBIH JOKYMEHT, ompeaenstomuid (GoHa 3apabOTHOM IUIaThl COTPYIHUKOB
OpraHu3aIuy:

36. OauH U3 rocyAapCTBEHHBIX PEKBU3UTOB:

37. OcoOEeHHOCTH 3aMOJHEHUS TPYI0BOM KHIDKKH. TpeOoBaHuUs K XpaHEHHUIO U UCIIOIh30BaHHUIO.
38. OcobenHocTr 0(hopMIIEHUS TIOIUCH B MUCbME, aKTE, MPOTOKOJIC.

39. Ocobennocty 0opMIICHHUS MPOTOKOJIA.

40. OcobenHocTH paboTHI C KaJPOBBIMHU IOKYMEHTAMH.

41. OcobGenHoctu pabOTHI C KOH(PUIEHIIUATBHBIMHU JIOKYMEHTAMHU.

42. OcobeHHOCTH cOocTaBleHUsI M 0(hOpMIICHUS TPUKa3a M0 OCHOBHOM JIESTEIILHOCTH.

43. OdopmieHue aapeca Ha KOHBEPTax M JJOKYMEHTaX.

44. Odopmnenue rpuda 1 BU3BI COTIACOBAHUS JJOKYMEHTA.

45. Ilonstue nokymenta. OCHOBHBIE TPU3HAKU U CBOMCTBA JJOKYMEHTA.

46. [lonarue nokymeHT0000pOoTa. OCHOBHBIE MPABHIIA JOKYMEHTOO0OPOTA.

47. IloHsiTUE U BUJBI JICKTPOHHOM MOAMMCH.

48. ITopsnok ohopMIICHUS PE30ITFOIUH.

49. ITopsaaok opopMiIeHUST PEKBU3UTA «AIpecaTy.

50. Ilocnennuii 3tTan paboThl C JOKYMEHTaMU Ha3bIBa€TCS:

51. IlpaBua 3an0THEHUS TUYHBIX KApTOUEK.

52. IlpaBuna opopMiIeHUS aKTa.

53. IlpaBuna odopmienus gatel B AokyMeHTe. COCTaB NaHHBIX PETHCTPAIMOHHOTO HOMeEpa
UCXOJSIIETO JOKYMEHTA.

54. IlpaBuna ohopMIICHHUS TIPHIIOKEHUSI.

55. IlpenBapuTenbHOE pAaCCMOTPEHUE IOKYMEHTOB BKJIIOYAECT:

56. PexBusur — 3to0:

57. PexkBusutsl, hopMupyroime 0JIaHK TUChMa U OJIaHK KOHKPETHOTO BUJIA JOKYMEHTA.

58. C Kakoro MOMeHTa paclopsAUTENbHBIN JOKYMEHT BCTYHAET B CHILY:

59. CBeneHusl, yKa3bIBa€MbI€ B CIIPABOYHBIX JIaHHBIX.

60. CkoJBbKO afpecaToB MOXKET COAEPKATh OAUH JOKYMEHT

61. Cnyxx6a JIOY mMoxeT ObITh IIpe/ICTaBIICHA:

62. COBOKYITHOCTh JIOKYMEHTOB, CBSI3aHHBIX MEXJly COOO0I Ha3bIBAETCS:

63. Crioco6b1 0OpMITEHUSI OTMETKH O 3aBEPEHUH KOTTUH

64. CriocoOb! yTBEpkKI€HUS TOKYMEHTOB.

65. Texymuii KOHTPOJIb OCYIIECTBIISICTCS:

66. TpeboBaHus, MpeabsBIsIeMble K 00pa0OTKE UCXOIALINX TOKYMEHTOB

67. TpeGoBaHus, NpeabsIBISIEMbIE K IEPBUYHON 00pabOTKE BXOIALINX JOKYMEHTOB.

68. TpeOoBaHus, MpeabsIBIsIEMble K CIYKEOHBIM M JOKJIAJHBIM 3amuckaM. OCOOEHHOCTH WX
odopmITeHHUS.

69. TpeboBaHUs, MpeabABIsSEeMble K TEKCTy CIyXeOHoro mucbMa. OCHOBHbIE TpeOOBaHUS K
0hOPMIICHHUIO CITY)KEOHBIX TTUCEM. Pa3HOBUIHOCTH CITYKEOHBIX TTUCEM.

70. Uto npeacTasiisieT HUPKYISIPHOE TUCHMO:

71. Dramnbl JOKYMEHTHPOBAHUS.

72. DTansl NOArOTOBKY IPUKa3a.

73. Drarbl paboThI ¢ BXOSIIMMH TOKYMEHTAMH.

TUITOBBIE 3AJIAHUS J1J151 IIPOBEPKM YMEHUU:

2-i1 Bomipoc Owmiera (30 OamioB), BUa Bompoca: 3amanue Ha ymenue. Kpurepwmii: 30 Gayios
IIPaBUJIBLHBIN U ITOJIHBIA OTBET.

Kommnerennusi: IIK-8 Crnocoben ocymecTBasiTb OpPraHM3allMOHHOE olecrevyeHue
CJIY:KeOHOH eiTeJIbHOCTH PYKOBOAMTE/Iel U CHelHAJUCTOB, BECTH /1eJIONMPOU3BOACTBO U



AOKYMEHT0000pOT B OpraHax myO0JMYHON BJIACTH, rOCYJAPCTBEHHbIX U MYHHUIIMNIAJIbHBIX
NpeANPUATHAX U YUPeKIeHHAX, HEKOMMepPYeCKHX U KOMMep4YeCKHX OPraHu3alusx

YMenue: YMeTh NPUMEHSTh MPUHIUIBI, METOABl M HHCTPYMEHTHI OOECIICUCHHS CIy:KeOHOU
JIESATETLHOCTH PYKOBOIUTEIICH U CIICIIHAINCTOB

3amaua Ne 1. 3amanuie Ha BeIeHHE JIETIOBOM MEPEUCKU

3amaua Ne 2. 3aianre Ha yMEHHE BECTH IOKYMEHTOO00POT

TUITOBBIE 3ATAHMA UL ITPOBEPKH HABBIKOB:

3-it Borpoc Oustera (30 GaymoB), BUA Bormpoca: 3ajaHnue Ha HaBblkk. Kpwutepuii: 30 6amioB 3a
BEPHOE PEIICHUHE U OTBET Ha BCE TIOCTABICHHBIC BOTIPOCHI.

Kovmnerennusi: IIK-8 Crnocoben ocymecTBAsiTb OpPraHM3alMOHHOE o0ecredeHue
cJIyKeOHOH NeATeJIbHOCTH PYKOBOAUTe/ell U CNelHalucToOB, BECTH /JeJ0IPONU3BOACTBO U
JOKYMEHTO000pPOT B OpPraHax my0JMYHON BJIACTH, rOCYJIapCTBEHHbIX U MYHHI[UNAJIBHBIX
NPeINpPUATUIX U YUPEKIEHUIX, HEKOMMePYeCKHX U KOMMepYeCKUX OPraHu3anusax

HaBreik: Bragerp HaBbIKaMu BEACHHS JIEIONMPOU3BOJCTBA M JOKYMEHTOOOOpPOTa B OpraHax
nyOJMYHON BIIACTH, TOCYAAPCTBEHHBIX M MYHUIUIIAIBHBIX MPEANPHATUSAX U YUPEKICHHSAX,
HCKOMMCPUYCCKHUX U KOMMCPUCCKUX OpraHu3alusax

3ananue Ne 1. 3aganue Ha BbIpaOOTKY HaBbIKa BEJICHUS J€JI0NPOU3BOICTBA

3ananue Ne 2. 3ajaHue Ha BbIpaOOTKY HaBbIKa OCYIIECTBIICHUS J€JI0BON MHTEPAKIIUU

OBPA3EIL] bBUJIETA

Hanpasnenue - 38.03.04 'ocynapcTBeHHOE
Y MYHHUIIATIAJILHOE YIIPABJICHUE
MUHHCTEPCTBO HAYKH M BBICIIETO 0Opa30BaHUS _
Poccniickoii dexeparin [Tpoduins - I'ocynapcTBeHHOE U
deepanbHOE FOCYIaPCTBEHHOE OI0KETHO® MYHHULMIIAJIBHOC YIIPABJICHUC
00pa3oBaTeNbHOE YUPEKICHHE Kadenpa rocynapcTBeHHOTO YIIpaBICHHS U

" BHICIICTO 00pasoBaHHi . YIPABJICHUS YEJIOBEUECKUMHU PECYpCaMu
«BAUKAJIBCKUU I'OCYJAPCTBEHHbBIN
Jucturuinaa - OpraHu3aiuoHHOe U

YHUBEPCUTET»
(®T'BOY BO «BI'Y») JOKYMEHTALIMOHHOE 00ecreueHe
JEATEIbHOCTH OPTaHOB BIACTU U
OopraHu3anun
BUJIET Ne 1

1. Tect (40 GamnoB).
2. 3agaHue Ha yMEHHEe BECTH IOKYMEHTO000opoT (30 6anmoB).
3. 3aganue Ha BHIpaOOTKY HaBBIKa OCYIIECTBIEHUS 1€710BOi nHTepakiyu (30 0anos).

CocraBurelb HN.N. Kazaniena

3aBemyronuit kKadeapoi E.P. MeteneBa

7. IlepeyeHb OCHOBHOM U 10NOJHUTENbHOM Y4eOHOH JIUTEpaTyphbl, HEOOXOAMMOMH 1JIA
OCBOECHHUS TUCHMUILINHBI (MOYJIs1)

a) OCHOBHAsl JIMTepaTrypa:



1. BonkoBa E.A. Jlemompous3BOACTBO. MpakTHUecKoe mocobme. DnekTpoHHbId pecype/ E.A.
Bonxkosa.- Kpacuogap, Caparos: FOxHbIi HHCTUTYT MeHEeKMeHTa, Aif [Tu Op Meaua, 2017.-41
C.

2. Mupromknaa HO.B.  [lenonpousBojacTBO M JOKYMEHTAI[MOHHOE  oOecrieueHue
TOCYJapCTBEHHOH M MYHUIUIAIBHOW CIY)KOBI. TMPakTHKyM. OIeKTpoHHBIH pecypc/ HO.B.
Mupromkuna.- CtaBpomnons: CeBepo-Kapkasckuii penepanbHbiii yausepcuret, 2016.-116 c.

3. Kacbsanona I'. }O. JIokyMeHTOOOOPOT B rOCYIapCTBEHHBIX U MYHHIIMIIATBHBIX YUPEKICHUAX/
nox pen. I'. FO. KacesinoBoit.- M.: ABAK, 2013.-336 c.

4. Imutpuena, JI. U. JlokymeHTanmoHHOE OOECreyYeHUe YMIPaBJICHUYECKOW JIEATEIbHOCTH :

yueOnoe mocobue / JI. M. Omurpuesa, . B. PyzaeBa. — HosBocubupck : HoBocuOupckuii
rOCYIAPCTBEHHBIN TexHuueckuil vausepcurer, 2019. — 100 ¢c. — ISBN 978-5-7782-4029-2. —
Tekcr : 3nekTpoHHBIN // DnexkrponHo-Oubanoreynas cucrema IPR BOOKS : [caiit]. — URL:

https://www.iprbookshop.ru/98703.html

5. Kysnenona, M. B. JIokyMeHTaMOHHOE OOecleYeHne YIIPaBACHU IIEPCOHATIOM : y4eOHOE
nocobue s OakanaBpos / M. B. Kysnenosa, I'. A. Xauarpsa. — 2-e¢ uza. — Mocksa : Jlamkos
u K, A I1Tu Op Meana, 2019. — 220 ¢. — ISBN 978-5-394-03124-3. — TeKCT : 3A€KTPOHHBIN
/l  DnektpoHHOo-OubOamoreunas  cuctema IPR BOOKS .  JcaWr]. — URL:
https://www.iprbookshop.ru/83142.html

6. Kyuses, H. H. loxymenTtoBenenue [DnexrpoHuslii pecypc] : yuebnuk / H. H. Kynses, J. H.
VYpanos, A. I'. ®abpuunos ; noa pea. H. H. Kyuges. — DeKTpoH. TEKCTOBBIE JAaHHBIE. M. .
Joroc, 2015. — 352 ¢. — 978-5-98704-329-5. — PexwumMm  jgocryma:
http://www.iprbookshop.ru/70692.html

7. Cumonsn, P. . JlokyMeHTallMOHHOE 00ECIECUYEHUE CUCTEMBI YIIPABJIECHUS OpraHu3aluel :
yuebHoe nocodue / P. SI. Cumonsn. — Capartos : Aii I1lu Op Menna, 2018. — 180 ¢. — ISBN
978-5-4486-0167-5. — Tekcr : 2ieKTpOHHEIN // DiexkrpoHHO-O0mMOMMoreunas cucrema IPR
BOOKS : [caiiT]. — URL.: https://www.iprbookshop.ru/72458.html

0) 10MOJIHUTE/ILHAS JIUTEpaTypa:

1. ITmenko A. B. JlokymeHTallmOHHOE oOOecTeueHus ympaBlieHus. y4eO. s cpea. mpod.
oOpa3oBaHus. pek. PenepanbHbBIM UH-TOM oOpazoBanus. 11-e uzn., crep./ A. B. [lmenko.- M.:
Axanmemus, 2012.-176 c.

2. I'yryeBa T. A. Kon¢puaeHnuaabHoe OeI0NPOU3BOJCTBO. yued. mocodue /sl By30B. 2-€ U31.,
nepepab. u gon./ T. A. I'yryesa.- M.: UHOPA-M, 2017.-198 c.

3. lycaraukosa JI.E. Kaaposas cinyx6a npennpusitus. J{enonpon3BoACTBO, IOKYMEHTO000POT U
HopMatHBHas 0a3a [DnekTpoHHBI pecypc] : yueOHoe mocodbme / JILE. I'ycatHukora, O.M.

3axapkuHa, M.A. IllutoBa. — DJIEKTpOH. TEKCTOBbIE naHHbIC. — CaparoB: Kopnopamus
«JIUI0JIbY, 2012. — 217 C. — 2227-8397. — Pexnm JIOCTYIIA:
http://www.iprbookshop.ru/10555.html

4. JlenoBble KOMMYHHUKAIUK [DIEKTPOHHBIA pecypc] : yueOHoe mocobue / . — DIEKTPOH.
TEKCTOBBIE  maHHble. — CraBponmonb: CTaBpOmOJBCKHH  TOCYIAPCTBEHHBIM  arpapHBIN
YHUBEPCHUTET, 2013. — 92 C. — 2227-8397. — Pexum JIOCTVIIA:

http://www.iprbookshop.ru/47297.html

5. EpmakoBckas, T. A. JIMHIBHCTHKA JEJIOBOIO TEKCTA : y4eOHO-METOAMYECKOE IMOocoOue B
MOAYJIBHON TexHosoruu ooyuenusa. Hanpasinenne noarorosku 46.03.02 JIoOKyMEHTOBEIEHHE U
apxXuBOBeaeHne (HaIpaBIeHHOCTh JJOKYMEHTAIIMOHHBI MEHEHKMEHNT), YPOBEHL OakagaBpuara /
T. A. EpmakoBckast. — Cypryt : CypryrcKui ToCyIapCTBEHHBIN NEeNarornuyecKuii YHUBEPCUTET,
2019. — 90 c. — ISBN 2227-8397. — TeKCT : DIEKTPOHHBIA // DIeKTpOHHO-0MOIMOTEYHAS
cuctema IPR BOOKS : [caiit]. — URL.: https://www.iprbookshop.ru/89982.html

8. Ilepeuenbp pecypcoB HMH(OPMANMOHHO-TEJIEKOMMYHHKANUOHHON ceTH «UHTepHeET»,
He00XO0IUMBIX /IJIsl OCBOCHUS JTMCIHUIUVIMHBI (MOAYJsl), BKJIIO4Yasi npodeccuoHaJIbHbIe 0a3bl
AAHHBIX H MH(OPMAITMOHHO-CTIPABOYHbIE CHCTEMBI
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JIns OCBOEHMsSI IUCHUIUIMHBI OOY4YalomeMycss HEOOXOIUMBI CIEAYIOUIHE PecypChl
UH(POPMAIMOHHO-TEIIEKOMMYHUKAITMOHHON ceTn « THTepHeTY:
— Caiit baiikanbckoro rocy1apcTBEHHOTO YHHUBEPCUTETA, aapec nocrtymna: http://bgu.ru/, moctyn
KPYTJIOCYTOYHBIM HEOTPaHUUCHHBIN U3 10001 Touku HTepHET
— DnektpoHHass OuOnwoTeka KHUT, anapec jgocTtyma: http://aldebaran.ru/.  moctym
HEOTpaHMYCHHBIN
— DnekTpoHHO-OnOMMOTeuHas cuctema IPRbooks, anpec moctyma: http://www.iprbookshop.ru.
JOCTYI HEOTPAaHHYCHHBIH

9. MeTonnyeckue yKazaHusi VISl 00y4al0IMXCsl 10 OCBOEHUIO TUCHMILIUHBI (MOIYJIs1)

N3yuaTh QUCLUIUIMHY PEKOMEHIYETCS B COOTBETCTBHM C TOW IOCIIE€AO0BATEIbHOCTHIO,
KOoTOpasgs o0Oo3HaueHa B €€ cojepKaHWW. J{JIs yCIemIHOro OCBOCHHMS Kypca OOydarommecs
JOJDKHBI UMETh IIepBOHAYaJIbHbIE 3HaHUS B 00J1aCTH .

Ha nexnmsx mpenojaBarenb 03ByYMBAET TEMY, 3HAKOMHT C MEPEYHEM JIMTEPATYpPHI IO
TeMe, OOOCHOBBIBAET MECTO M pPOJIb 3TOW TeMbl B JAHHOM JUCLUIUIMHE, PAcKpbIBaeT ee
NpakTUYecKoe 3HaueHue. B Xoze jeKkuuid CTyAeHTYy HEOOXOAMMO BECTH KOHCHEKT, (pUKCHpys
OCHOBHBIE ITOHATHS U POOJIEMHBIE BOIIPOCHI.

[IpakTryeckne (CEeMHHAPCKHE) 3aHSATHS IO CBOEMY COJCPIKAaHHUIO CBSI3aHBI C TEMATUKOMN
JEKIMOHHBIX 3aHATHHA. HauMHaTh MOATOTOBKY K 3aHATHIO LeJ1eCO00pa3HO ¢ KOHCIIEKTa JICKIUH.
3amanue Ha TPAKTHYECKOE (CEMHHAPCKOE) 3aHSITHE COOOMIAeTCs OO0Yy4aroluMcs 10 €ro
npoBezneHus. Ha ceMuHape mpenojaBarenb OpraHu3yeT oOCYXJIEHUE 3TOW TeMbl, BbICTyINas B
Ka4yecTBE OpraHU3aTopa, KOHCYJIbTaHTA M HKCHEpTa Yy4eOHO-TIO3HABATEIBHOW ESTEIbHOCTH
oOyuarorerocs.

N3ydyenne qucuuminHel (MOIyJs1) BKIOYAET CAMOCTOSATENbHYIO pa0OTy 00y4aroIerocs.

OCHOBHBIMHU BHUJJAMH CaMOCTOSITEIIbHON PabOThl CTY/IEHTOB C y4acTHUEM IIperojiaBaTeseit
SIBIISTFOTCSL:

* TeKYyILIUEe KOHCYJIbTALINY;

* KOJUTOKBHYM Kak (popMa KOHTPOJISI OCBOCHHUS TEOPETUIECKOTO CO/ICPIKAHUS TUCIIHILIIH:
(B 4achl KOHCYJIbTALUH, TPETYyCMOTPEHHbIE YUEOHBIM IIJIAHOM);

* IpUEM U pa300p JOMAIIHUX 3aJaHUH (B 4achl MPAKTUYECKUX 3aHITHI);

* IPUEM U 3allUTa Ja0opaTOpHBIX pabOT (BO BpeMsl MPOBEJCHUS 3aHATHI);

* BBITIOJTHEHHE KYPCOBBIX padOT B paMKax AMCUIHUIUINH (PyKOBOJICTBO, KOHCYJIBTHPOBAHHE
U 3allUTa KYpCOBBIX pabOT B 4achl, NPEAYCMOTPEHHbIE y4EOHBIM IUIAHOM) U .

OCHOBHBIMU BUJIaMU CaMOCTOSITEILHOM pabOTHI CTY/IEHTOB 0€3 y4acTHsl IpernoiaBarenen
SBIISTFOTCSL:

* (hopMupoBaHKE U YCBOCHUE COACPIKaHUS KOHCIIEKTA JICKIMI Ha 0a3e peKOMEHIOBaHHOM
JEKTOpOM Y4eOHOW JMTepaTyphl, BKJIIOYas HHPOpPMALMOHHBIE O00pa30BaTeNIbHBIE PECYPCHI
(97K TpOHHBIE YUEOHUKH, dJIEKTPOHHBIE OMOIUOTEKH U Ip.);

* CaMOCTOSITEJIbHOE HU3yYEHHME OTIENbHBIX TEM WM BOMPOCOB MO YYEOHMKAM MWIIH
y49eOHBIM TTOCOOHSIM;

* HamMcaHue pedepaTos, T0KIA/I0B;

* IOATOTOBKA K CEMHHApaM U JabopaTOpHBIM paboTaM;

* BBINOJIHEHHE JOMAIIHUX 33/laHUil B BUJE pEIICHUS OTIENbHBIX 3a/ad, MPOBEICHUS
TUTIOBBIX PAacyeTOB, pPacCUYEeTHO-KOMITBIOTEPHBIX W WHAMBHIYaTbHBIX pPa0OT IO OTIEIBHBIM
paszenaM coJepXKaHus AUCUUILUINH U Jp.

10. ITepeyenb MHGPOPMALMOHHBIX TEXHOJIOTMI, HCIOJIb3yeMbIX NPH OCYLLECTBJICHUMN
00pa30BaTeJbLHOI0 MPoLEcca Mo JUCHUIINHE (MOYJ/II0), BKJIIOYas NlepeYyeHb
NMPOrpaMMHOI0 o0ecrnevyeHnst

B yueGHOM mpoliecce UCoab3yeTces ciaeayloliee NporpaMMHOe o0ecTieueHue:



— MS Office,
—7-Zip,
— Koncynprantllmoc: Bepcus [Ipod - nndopmanronnas crpaBoyHasi CUCTEMA,

11. Onucanue MaTepuaIbHO-TEXHUYECKOI 0a3bl, HEOOXOAMMOM JISl OCYIIeCTBJICHMSI
00pa3oBaTeILHOIO Mpolecca 1o JMCHUILINHE (MOY110):

B yueGHOM mpoliecce UCoab3yeTces cieaytomiee 000pyI0BaHueE:
— IlomenieHus 1151 CaMOCTOSITENILHOM pabOThI, OCHAILIEHHBIE KOMIIBIOTEPHOM TEXHUKOM €
BO3MOKHOCTBIO MOKIIIOUEHUS K ceTH "MHTepHeT" 1 00ecnieueHreM J0CTyIa B JJIEKTPOHHYIO
nH(OPMaIIMOHHO-00pa30BaTEIHLHYIO CPENY BY3a,
— YueOHble ayTUTOPUU 7Sl IPOBEACHHUS: 3aHATHH JIEKIIMOHHOTO TUIIA, 3aHATUIH CEMUHAPCKOI0
TUIIA, MPAKTUYECKUX 3aHITHIA, BBITIOJHEHHS KYPCOBBIX PabOT, IPYNIIOBBIX M HHIUBUIYATBHBIX
KOHCYJIBTALINI, TEKYILIEr0 KOHTPOJIS U IPOMEXKYTOYHOM aTTECTALMH, YKOMILJIEKTOBAHHBIE
CHeHaIN3UPOBAHHON MEOEIIBIO0 U TEXHUYECKUMU CPEACTBAMU 00YUYEeHMS,
— Habops!l 1eMoHCTpanimoHHOTO 000pyI0BaHuUs U Y4eOHO-HATJISAHBIX TOCOOU



