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1. LIEJIM U1 3ATAYM JUCLHUILTAHBI

1.1{ e OCBOEHUS TUCHUILIMHBI - COPMHUPOBATH OCHOBHBIE HABBIKK M 3HAHUS, O3BOJIAIOLINE TPAMOTHO TOTOBUTh
JOKYMEHTALHUIO U BECTH JOKYMEHTOO00POT B MPOo(eCCHOHATBHOMN AEATENEHOCTH

3anaum :

- 3HaHHE KJIACCU(UKALUH JOKYMEHTOB [I0 OCHOBHBIM COBPEMEHHBIM CHCTEMaM JOKYMCHTALHN,

— 3HAHHE MMPABUIBHOTO MPO(ECCHOHATBHOr0 0(OPMIICHHS H IIPEICTABICHHS OQUINATIBHBIX U HEOPUIHATIBHBIX JOKYMEHTOB, @ TAKKE
PE3YNIbTATOB HAyIHO-UCCIICAOBATEILCKHUX U TPOU3BOICTBEHHO-TEXHOJIIOTMYECKUX PabOT MO yTBEPIKACHHBIM (hopmam;

— yMEHHE BBISBILITH U UCIIOIB30BAaTh HOPMATHBHO-TIPABOBYIO U METOMYECKYIO 0a3y IMpH OpraHu3aluu paboThl ¢ JOKYMEHTaMH;

— BII3JICHUE MIOHATHHHBIM aNapaToM, HEOOXOIUMBIM TSl MOJATOTOBKH JOKYMEHTAUH MPOPECCHOHANBHOM AeATETbHOCTH, TOUCKOM
MHPOPMAIIUH B TTI00ATLHON CETH HHTEPHET.

2. MECTO JUCHUIIIMHBI B CTPYKTYPE OOII

Hukn (pa3nein) OI1: b1.0

2.1| TpeGoBaHHS K NpeBAPATEIbLHOI MOATOTOBKE 00YYAIOIIETr0Cs:

2.1.1{Pyccknii sI3BIK U KyJIbTypa pedn

2.1.2| OcHOBBI HAYYHO-UCCIIEIOBATENBCKO eI TEITEHOCTH

2.1.3|[MpaxTuka o 6oTaHUKe

2.1.4[[TpaxTyKa 1o arpoTeXHUKE

2.1.5(WHocTpaHHbIi A3bIK

2.1.6|[TpakTHKa 10 cag0BOJCTBY

2.1.7[[IpaBoBble acIEKThI B CEILCKOM U JIECHOM X034HCTBE

2.1.8|Hayuno-uccnenoBatenbckas pabora

2.1.9[TexHOMOTHYECKAS TIPAKTHKA

2.1.10] ITpon3BoACTBEHHAS TIPAKTHKA

2.2| JucuMniauHbl (MOIYJIM) U MPAKTHKH, 115 KOTOPBHIX 0CBOEHHE JAHHON JHCIMIIIMHBI (MOYJIs1) HEO0X0IUMO KaK
npeauecTByoIlee:

2.2.1) OxoHoMHYecKas 3 PEKTUBHOCTD B CEIBCKOM H JIECHOM XO3SIHCTBE

2.2.2|TIpenauruioMHas MpaKkTHKa

2.2.3| TexHonoruyeckas mpakTHKa

2.2.4|IIpou3BOACTBEHHAS IPAKTUKA

3. INTAHUPYEMBIE PE3YJIbTATBI OBYUYEHUS 11O JUCIUIIIMHE, COOTHECEHHBIE C ILTAHUPYEMBIMH
PE3YJIbTATAMU OCBOEHMS OBPA3OBATEJbHOM ITPOI'PAMMBI

YK-4.2: Beger 1e/10BYI0 epenucKy Ha PyCCKOM fI3bIKE € y4eTOM 0CO0eHHOCTeH CTHIAMCTUKH 0UIUATBHBIX U
Heo(PHIHMATBHBIX MHCEM

YK-4.3: Bener Ae/10BYI0 epenucKy Ha HHOCTPAHHOM SI3BIKE € Y4eTOM 0CO0eHHOCTel CTHIMCTUKY OQUIIUATBHBIX HCEM U
COLMOKYJIbTYPHBIX Pa3INYHUii

OIIK-2.1: T'oTOBHT JOKYMEHTALIMIO H BeJeT JOKYMEHTO0000pOT B NPO(ecCHOHATBbHOM AesITeJJbHOCTH

4. CTPYKTYPA U COEP’)KAHME JUCIHUAIIIMHBI (MOLY.JIST)

Kon HanmenoBanue pa3iesioB U TeM Bup 3a- | Cemectp /| YacoB | Hcrounuxu | Ilpumeuyanue
3aHATHSA HSATUS Kype

Pazgen 1. lokymeHTOBeleHHE M JOKYMEHT

11 JIOKyMeHT Kak MOHSTHE U CHCTEMA. Jlex 7 2
JlokyMeHTOBeIeHHe KaK HaydHasl TUCIUILTHHA

Pazgen 2. CucremaTuzanus U KJiaccupuKanust
JOKYMEHTOB

2.1 OO011Ke NPUHIIMITBI KJIaCCU(PHUKAIIMN 1 Jlex 7 2
CHUCTEMaTU3aIUH JOKYMEHTOB. [Ipu3HaKu
JIOKYMEHTOB KaK OCHOBaHHS KJIacCH(UKAIUH.
TIpuHIHUIBl GOPMUPOBAHUS TTIEPBUYHBIX
JIOKYMEHTHBIX KOMILJICKCOB.

Pazgen 3. CucreMbl JOKYMEHTALUH H
KJIacCH(HUKATOPBI JOKYMECHTHOH HH(OPMALMH.

3.1 OO1HeE MTOI0KEHUS U OCHOBHBIE MOHATHSA. OCHOBHBIE Jlex 7 2
(YHKIIMOHAILHBIE CHCTEMBI IOKYMEHTOB.
YHUPHIHNPOBAHHBIE U JIEKTPOHHBIE CHCTEMBI
JIOKYMEHTAIIHH.

Pa3nen 4. PekBU3UTHI JOKYMEHTOB U 00 Uit
NopsI0K 0hoOpMJIEHHUSI IOKYMEHTOB
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cTp. 5

41

OcHoBHbIE TPeOOBaHUsL K 0QOPMIEHHIO JOKYMEHTOB.

IIp

4.2

OO0uMii TOPsIIOK K 0(OPMIICHHIO JOKYMEHTOB.

Jlex

Pazgen S. Biianku JOKYMEHTOB H NOPSAIOK HX
oopMiIeHUs

51

OOmuil 61aHK K0KyMeHTa. biaHk KOHKpPEeTHOro BUJa
JoKyMeHTa. brank miucema. biaHKM JOKHOCTHBIX
JIMI ¥ CTPYKTYPHBIX NOJpa3AeieHUH.

IIp

5.2

O6urue TpeboBaHUs K OJaHKaM JIOKYMEHTOB.

Jlex

Pa3znen 6. Opranu3anuoOHHO-NIPABOBbIE JOKYMEHTbI

6.1

- YupeuTenbHbIi JOrOBOP.

- YcraB opranuzanuy.

- [NonoxeHue 06 opraHU3aIMu.

- CTpyKTypa U IITaTHas YUCICHHOCTb.

- llltaTHOE pacnucanue.

- [TonokeHne o CTPYKTYpPHOM IOJIpa3IeICHUH.
- JloKHOCTHAS MHCTPYKIIHSL.

- Uactpykums.

- IIpaBuna.

- [lonoxenue.

IIp

Pa3nen 7. PacnopsizutenbHble JOKYMEHTHI

7.1

- [Iprka3 mo OCHOBHO¥ EATEIHHOCTH U BBIIHACKA U3
MPYKa3a 10 OCHOBHOMW JI€ATEILHOCTH.

- Pacmiopspxenmue.

- [IpoToKOI U BBINKCKA U3 IPOTOKOJIA.

Ip

Pa3nea 8. UndopmanuoHHO-cnIpaBoYHbIE
HOKYMEHTBI

8.1

- 3anucka.

- Ciiyxe0OHOe MHCHMO.

- Tenerpamma.

- AKT (KaK BHII JOKYMEHTa IOPUINIECKOTO JIUIA).
- [IpoTokon neperoBopos.

- CpaBka.

- 3aKIIro4eHue.

- OT3BIB.

IIp

Pa3nen 9. lokymMeHTHI (PU3MYECKUX JHUIY

9.1

- [Ipennoxenue.
- 3asBIICHHUE.
- XKanooba.

Ip

Paznen 10. TexHonorusi pa6oTsl ¢ JOKyMEeHTAMH HA
npeAnpUSITUH

10.1

Texnomorus pa6OTLI C JOKYMCHTaMHM Ha NPECANIPUATUN

Jlex

10.2

TexHomnorus paboTh! ¢ JOKYMEHTaMH Ha IPeIIPUITHH

Ilp

Paznen 11. FOpuanyeckas cuia 10KyMeHTa,
(hopmyasp noxymenta u popmysip-odpasen
JAOKYMeHTa

111

IOpunuueckas cuna foKkymeHTa, GopMyIIsip TOKyMEHTa
U GpopmMyisp-o0Opasel] TOKyMeHTa

Jlex

Pa3nen 12. CamocTosiTebHasi paboTa

12.1

TToaroToBka K TeKyIeMy KOHTPOJIIO

Cp

78

5. OEHOYHBIE MATEPUAJIBI VISl TPOBEJEHUS TEKYIIEN U ITIPOMEXKYTOYHOM ATTECTALIUA

5.1. OueHouyHble MaTepUAJIbI /IS MIPOBEIEHHUs TeKYLIeil aTTecTanun

[Ipunoxenue 1.

5.2. OueHo4yHble MaTepUaJIbl /15l NPOBEIEHHU MPOMEKYTOYHOI aTTecTAluU

[Tpunoxenne 1.




6. YHEBHO-METO/MYECKOE 1 HTH®OPMAIIMOHHOE OBECHHEYEHUE JTUCHUIIJIMHBI (MOAY JIA)

6.1. PexoMeHyeMas JuTepaTypa

(OcHOBHas IUTEpaTypa:

1. [dokymenroBeneHue: yueOHoe mocobue / coctapurens C. B. Mumyk. — Jlumenk : Jlumenkuii I'TIY, 2020 — Yacts 2|
— 2020. — 49 c.— Tekcr: osnekrtpoHHbli / Jlawp : amekTpoHHO-OMOMMOTeuHas cuctema. — URL:
https://e.lanbook.com/book/169371

2. JloxymeHTOBeneHHWe: YyYeOHMK W TpakTHKyM s By3oB/ JI. A. Jlopommna [m 1p.]; mox pemakmuew
JI. A. loponuHoi. — 2-e u3x., nepepad. u pom. — MockBa : U3natensctBo FOpaiit, 2022. — 309 c. — (Bricuee
obpasosanue). — ISBN 978-5-534-03053-2. — URL : https://urait.ru/bcode/489431

3. Kysnenos, U. H. [lokymeHTannonHoe obecrieueHre yrnpasieHus. JJokyMeHTO000pOT U JIeJIONPOU3BOICTBO © YUEOHHK]
u npakTukyMm st By3oB / WM. H. Ky3nenos. — 3-e u3a., nepepad. u non. — Mocksa : MznarensctBo FOpaiit, 2022. —
461 c. — (Buicmee o6pasoBanue). — ISBN 978-5-534-04275-7. — URL : https://urait.ru/bcode/488697

/oTToTHUTEIbHAS :

1. JokymeHTOBeneHHE: y4eOHUK M MPAKTHKyM Ui akagemudeckoro OakamaBpmara / JI. A. JloponmHa [m mp.] ; mof
penakmueit JI. A. JlopoHuHOH. —2—¢ u3z., mepepad. m mom. —Mocksa : UzmatensctBo FOpaiit, 2019. —309 c.
[Onexrponnsiit pecypc] — URL: URL:https://www.biblio-online.ru/bcode/433067

2. Kazakeuu, T.A.JlokymeHToBeneHHe. J{OKYMEHTAIMOHHBIN CEepBHC : YYeOHMK U TMPaKTHKYM Ui BY30B /|
T. A. KazakeBuu, A. U. Tkanuy. — 2-¢ u3f., ucnp. u aomn. — Mocksa : U3matensctBo FOpaiit, 2022. — 177 ¢. —
(Beicriree obpasoBanue). — ISBN 978-5-534-06273-1. — URL : https://urait.ru/bcode/491585

3. Kynses, H. H. [lokymenroBenenue : yueounuk / H. H. Kynses, /. H. Ypanos, A. I'. ®abpuunoB. — Mocksa : Jloroc,
2011. — 356 c. — (Homas yuuBepcurerckas Oubnuoreka). — Pexum poctyma: mo mnoamucke. — URL:
https://biblioclub.ru/index.php?page=book&id=84880

4. VYcanosa, O. I'. JlokymeHTOBeieHHE U apxuBoBeneHue : cioBaph / O. I'. Ycanosa, A. B. JlymHukoBa. — 2-¢ u31.,
crep. — Cankr-IletepOypr: [lmamera wmyseixkm, 2019. — 172 c¢. — ISBN 978-5-8114-3873-0. — Texkcr :
3NeKTpOHHbI // Jlaub: anekTpoHHO-0MbMHnoTeunas cuctema. — URL: https://e.lanbook.com/book/113186

5. VYmakosa O.A JlokymeHnToBeneHue: Yueoroe nocooue. M.:HUL] UHOPA-M, 2017. — 64 c. [DnekTpoHHEIH pecype]
URL: http://znanium.com/go.php?id=809874

6.3.1. |Microsoft Windows 10 Enterprise
1

Microsoft Office mpodeccrnonansusrii mroc 2013
6.3.1.2

6.3.1.3|Kaspersky Endpoint Security 10 mrs Windows

6.3.1.4| Adobe Reader XI (11.0.13) - Russian

6.3.1.5/Google Chrome

6.3.1.6| WinDjView

6.3.1.7| Foxit Reader

6.3.1.8| Muoro¢yukimonansslii pegakrop ONLYOFFICE

6.3.2 CoBpemeHHbIe TpodeccHOHANBHBIE 0a3bI JAHHBIX U HHGOPMAIMOHHBIE CIPABOYHbIE CHCTEMbI

6.3.2.1|35C «ZNANIUM.COM»

6.3.2.2|9BC «}OPAUT»

6.3.2.3|9BC «YHuBepcUTETCKas OMOIHOTEKA OHJIANHY

6.3.2.4|/9BC IPRbooks

6.3.2.5|9BC «JIaub»

6.3.2.6(/35C BOOK.ru

6.3.2.7|9bC TeI'Y

6.4 O6pa3oBaTeibHbIE TEXHOJIOTUH

6.4.1) IuckyccuoHHble TexHOJIOTHU ((opyM, CUMIIO3MYM, N1e0aThl, akBapHyMHas! JUCKYCCHs, TaHEeNIbHAsl INCKYCCHS,

KpYTJIIbIT

6.4.2| AKTUBHOE CITyIIIaHuE

6.4.3| Indopmanmonnsie (1QpoBbIe) TEXHOIOTHN

6.4.4| MeTtombl rpymImoBOro pelieHns TBOpYeCKux 3aaad (Merox Jleabdu, MmeTox 6—6, METO | pa3BUBAIOIIECH KOOTEpaIuHy,

7. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE JUCHUIIJIUHBI (MO JIs)

Aynuropus Oo0opynoBanue
5-210 MYJIbTUMEINIHHBIN KOMIUIEKC, IEPEHOCHON HOYTOYK, yueOHas MeOenb
5-212 MYJbTHMEIMHHBIA KOMITIEKC, IEPEHOCHON HOYTOYK, ydeOHas MeOelb, KOMIBIOTEPHI
5-316 MYJBTHMEIHMHHBIA KOMITIEKC, IEPEHOCHON HOYTOYK, yueOHas MeOenn

8. METOIUYECKHUE MATEPHUAJIBI JUIA OBYYAIOIUXCS ITO OCBOEHHIO JUCHUITITUHBI

[Tpunoxenue 2.
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5.1. OneHo4Hble MaTepHAaJIbl JJIsl IPOBEAeHHUSA TeKyLeH aTTecTalun

Tematuka pedeparon:

IlonsiTue CHAOKYMCHT», OTJIMYUTCIIbHBIC IPU3HAKN JOKYMCHTA, UCTOPUA PAa3BUTUA IOHATUA, COBPEMCHHOC
COCTOSIHHE BOIIpOCa.

JIOKyMEHT Kak cucTeMa. DJIEMEHTHI, (OPMHUPYIOIINE JOKYMEHT KaK CHCTEMY.
OO0s13aTenpHble IPU3HAKY JOKYMEHTa, CBOMCTBA TOKYMEHTA, (QyHKIMU JOKYMECHTA.
JlokyMeHT B cdepe oXpaHbl OKpYsKarolel IPUPOIHOM Cpeibl, €ro CBOICTBA U (PYHKIMN
JloKyMeHTHas IeITeNIbHOCTD, IIPOLECCHl 0OPAILEeHHUs JOKYMEHTa.

Kraccudukanms 10KyMeHTOB 110 crioco0y ¢ukcanyuu HHPOPMAIHHU B TOKYMEHTE.
Krnaccudukanms J0KyMEHTOB 110 BUJaM MaTepHaIbHOW OCHOBBI IOKYMEHTA.
Krnaccudukanms 10KyMEeHTOB 110 BUAaM HHpOpMaIuy, 3aUKCUPOBAaHHOW B JIOKYMEHTE.

Krnaccudukanms J0KyMEHTOB 1O BUJaM PEKBU3UTOB, IPUMEHIEMBIX ISl HACHTH(UKAIMU TOKYMEHTA.
Knaccudukanms 1oKkyMeHTOB 110 crioco0y uAeHTH(GUKAIMK HHPOPMAIHH, 32 UKCUPOBAHHOMN B JOKYMEHTE.
OcHoOBHBIE (PyHKIIMOHAJIBHBIE CHCTEMBI JOKYMEHTAIIHH.

YHrpUIIpOBaHHBIE CUCTEMbI JOKYMEHTAIHUH.

ONEeKTPOHHBIE CUCTEMbI JOKYMEHTAIHH.

KnaccudukaTopsr 1o0KyMeHTHPOBaHHOH HHpOpMaNH.
JokymeHTHBIE pecypcbl ApxuBHOro (oHna Poccutickoit @enepartum.

JloKkyMeHTHBIE pecypchl (eIepalbHOTO PErCTpa HOPMATHBHBIX ITPABOBBIX AKTOB CYOBEKTOB POCCHHCKOM
®denepanui.
JloKyMeHTHBIE Pecypchl TOCY/IapCTBEHHON CUCTEMbl HAYYHO-TEXHHYECKOH HHPOpMAIIHH.

JokymenTHbIe pecypebl ['ocynapcTBeHHOro nareHTHoro Gouna Poccuiickoii deneparmu.

JlokyMeHTHbIE pecypchl (enepanbHOro HHGpOpMaIOHHOTO (OHa TEXHUYECKUX PETJIAMEHTOB M CTaH/IapTOB.
Enunas napopMaIionHas cucremMa o TEXHHIECKOMY PEeTyIHPOBaHUIO.

JIOKyMEHTHBIE peCypChl OpraHu3aIuil.

JIoKyMeHTHBIE PEeCypChl, CO/IepKallKe rOCyJapCTBEHHYIO TalHY: MOPSAA0K GOpMHUPOBAHHMS U MOPSIOK
HCIONb30BaHUs.

JokymeHTHBIH pecypc ¢ rpudom «1i1s ciry>keOHOTo MOJIB30BaHUAY»: MOPSAAOK (POPMHUPOBAHUSA U MOPSAOK
HCIONb30BaHUs.

JIOKyMeHTHBIH pecypc, Cofep Kalni KOMMEPUECKyIo TaiiHy: MOpsI0K GopMUPOBaHHS U TOPSIIOK
HCTIONB30BaHUs.

JlokyMeHTHBI pecypc, cosiep KaIinii epcoHaIbHbIE JaHHbIE: TOPSI0K GOPMUPOBAHHS U MOPSIIOK
UCTIONIb30BAHMS.

OdunuasibHbIe U CITYKEOHBIC TOKYMEHTHI.
HopmaTuBHBIEC IPAaBOBBIE aKThI, COAEPIKAIINE TEPMUHBI, IPUMEHSIEMBIE B JOKYMEHTOBEICHHH.

Opranu3zanus CIyX0bl TOKyMEHTAIIHOHHOTO 00eCTIeUeHHsI YIIPaBICHUS

29. Cucrema rocynapcTBeHHbIX opraHo. CTpYKTypa ¥ (DYHKIMHU CITyKO0 JENONPON3BO/ICTBA HA TIPEITIPHSITHH.

30 OpFaHI/IBaL{I/IH ,HOKyMCHTOO60pOTa Ha MpeANpUATUAX, B OPraHu3aluigX U yIYPCIKACHUAX.

31. HopmatuBHbIe IpaBoBble akThl MHHHCTEpPCTBA IPUPOIHBIX PECYPCOB U 3Kojoruu TBepckoii 06aacTu

32. PeruoHanbHble HOPMATHBHbIE IPABOBBIE AKTHI B C(hepe OXPaHbI OKPYIKAIOIIEH CPEIbI.

33 PerunonannsHere HOPMAaTUBHBIC IIPABOBBLIC aKTHI B C(bepe BOJIOIIOJIB30BaHMA.

34. PernonanbHble HOPMATHBHbIE IIPABOBBIE AKTHI B C(hepe HEIPOTIOITB30BAHHS.

35 Pernonanpabie HOPMAaTHUBHBIC IPAaBOBBLIC aKThI B C(’pepe OXOTOITIOJIb30BaHMU.

36 PerunonannsHere HOPMATUBHBIC IIPABOBBLIC aKThI B C(bepe pBI6OJ'IOBCTBa.

37 PerunonannsHere HOPMATUBHBIC IIPABOBBLIC AKThI TOCYJAPCTBEHHOI'O 3KOJIOTUYCCKOI'0 Ha/130pa TBCpCKOﬁ o0acTu.

38.

HOpMaTI/IBHLIe IIPABOBBLIC AKThI UCIIOJHUTCIbHOI'O OpraHa FOCY,HapCTBeHHOfI BJIaCTH TBCpCKOﬁ obnactu




TunoBble KOHTPOJILHbIE 32JaHUS M CIIOCOD MPOBeIeHUs Kpurepuu oneHuBanus u
TeKYylIeil aTTecTaluu IIKAJIa OLleHHBAHUS

IIpumepHbIe TECTOBbIE 32 JAHUA:
IIpasunvho évibpan sapuanm

1. KoHTponb 3a UCIIOJIHEHUEM JOKYMEHTOB HAUMHAETCS C
omeema — 1 bann

a)  PperucCTpanyu JOKYMEHTOB;

0) TpenBapHUTENLHOTO PACCMOTPEHUS TOKYMEHTOB;

B) NEpBUYHOI 00pabOTKH JTOKYMEHTOB;

I) HCIIOJIHEHUS JOKyMEHTa

2. Pacnonoxenue PEKBU3UTOB Ha OylaHKe
JIOKYMEHTA OIpeeNseTcs:

a)  COCTAaBUTEJIEM JJOKYMEHTA;

0) npaBwiIaMu yHH(UKAIMU TOKYMEHTOB;

B) TOCYAapCTBEHHBIM CTaHAAPTOM.

3. Kakue peKBU3HUTHI OTHOCSTCS K IOPHIMYECKH 3HATHIMBIM ?

a) Jara, perHCTPalMOHHBIN HOMEp TOKYMEHTa;

0) 3aroilOBOK K TEKCTY, OTMETKAa 00 HCIIOTHHUTEIIE;

B)  PE3OJIIOIMSA, OTMETKA O HAJIMYUH NPUIIOKCHHUH.

4. Kaxkast pyHKIIUSI OTHOCHUTCS K CIIEIUATIBHBIM (DYHKIIUAM JOKyMEHTa?

a) YIops0YMBaIoIIas;

0) ynpaBneHueckas;

B) MH(QOpPMAIMOHHAS.

5. B xakoMm citydyae npaBuibHO 0(hOpMIIEH PEKBU3UT «ApecaT»?

a) lupextopy mikonsl Ne 269 MBanoBo# Tamape IletpoBHe

6) HQupexropy mxkomnsl Ne 269  MBanosoii T. I1.

B) 129128, Mockga, yi. Pocrokunckast, 7 Jupekropy mikoist Ne 269

r-xe lBanosoii T. II.

r) dupextopy MockoBckoii nrkonst Ne 269 T. I1. UBaHOBO#

6. JIoKyMeHTBbI, COCTaBIIeMble KOMHUCCHEH, TOAITHUCHIBAIOTCSL:

a) pyKOBOJMTEJIEM OpTraHU3aLnH;

0) mpeacenareeM KOMUCCHH;

B) MpeJiceiaTeNieM U WIeHaMU KOMUCCHH;

T) IpeaceaaTeneM KOMUCCHH U CEKPETapeM.

7. JJOKyMeHT U JOKyMEHTHO-KOMMYHHKAIIMOHHAS AEATEIBHOCTD 3TO ...

a) mpeaMeT JOKYMEHTOBEICHNUS,

0) 00BEKT JOKYMEHTOBEICHUS;

B)IOKyMEHTOBEICHHUE.

5.2. OneHo4YHBIC MATEPHAJIBI JJIsl IPOBEACHUS IPOMEKYTOYHOI aTTecTalnu
HepequL TEM WJIM BOIIPOCOB IJI MOATOTOBKH K 3a4€TY.

JlokyMeHT Kak cucrema. DJIeMeHThI, (POPMUPYIOLIHUE TOKYMEHT KaK CHCTEMY.
O0s13aTenbHBIC IPU3HAKY JIOKYMEHTA, CBOMCTBA JOKyMEHTa, (DyHKIMH JOKYMEHTA.
Cucrematu3amys U KIacCUPHUKANNSI JOKyMEHTOB
CurcTeMbl TOKYMEHTAIIUH U KITaCCU(PHKATOPhI JOKYMEHTHOW HHPOPMAIIUT

L.
2.
3.
4.
5. Knaccuduxkanuu no GpyHKIHOHATLHO-IEJEBOMY HA3HAYEHHIO JOKYMEHTOB.
6. Croco6sl 1 cpeacTBa JOKYMEHTHPOBAHHS

7. PekBU3NTHI JIOKyMEHTOB ¥ OCHOBHBIE TPEOOBaHHS K 0(OPMIICHHUIO IOKYMEHTOB.
8. dopmysnsap noxymeHTa.

9.

HopmaruBHbIE PaBOBbIE AKThI M HHBIE JIOKYMEHTHI, CO3/[aBaEMbIe ITPU 3aKOHOTBOPYECKOM U HOPMOTBOPUECKOM
JIeITeNIbHOCTH (peZiepabHbIX OPraHOB BIACTH B Chepe IKOJIOTUH U
OHOJIOTHH.

10. OcroBHEIE GOPMBI HCTIONB30BAHUS JOKYMEHTHPOBAHHON HH(OPMAIHH.




11. Odopmnenue nen.

12. Cucrema oTyeTHO# TOKyMeHTAIMH.

13. O6ume Bonpock OpraHu3alKy A€I0NPOU3BOACTBA H TOKYMEHTOOO0POTA Ha NPEATNPUITHAX, B
OpTaHM3AIMAX U YIPEKICHUAX.

14 Texuomorus pa6OTI)I C JOKYMCHTAaMU Ha NPCATIPUATHUU.

15. ®opmupopanue u XxpaHeHHE TEKYITUX AE.
16. JloxymenTHpoBaHUe IeATENLHOCTH OPTaHH3AINN.

17. YOpunuueckas cuna fokymenTa, Gopmysisip JoKyMeHTa U GopMyIsp-06pasell JOKyMeHTa.

18. Branku 10KyMEHTOB U MOPAAOK MX OGOPMICHHS.
19. OpraunuzauronHble JOKYMEHTBI, HX HA3HAYCHHE, XapAKTEPUCTHKA H COCTAB, TPEOOBAHUS K 0)OPMIICHHIO, TIOPAIOK

YTBEPKACHHS.

20 PaCHOpSI)II/ITEJ'[I)HI:Ie JOKYMCHTbBI, UX HA3HAYCHUEC, XapaKTCPUCTHKA U COCTaB, Tpe60BaHI/IH K O(l)OpMJ'IeHI/HO.

21 CHpaBO‘IHLIe JOKYMCHTBI, UX XapaKTCPUCTHUKA U COCTaB, TpeGOBaHI/IH K O(l)OpMJ'IeHI/IIO.

22. XapakTepucTHKa, COCTaB U TPeGOBAHHS K ODOPMIECHHIO TOKyMEHTOB (M3MUYECKUX JIHIL.

23 YHI/I(i)I/IL[I/IpOBaHHHC CHUCTCMbI JOKYMCHTALINH.

24 SHCKTpOHHHe CHUCTEMbI JOKYMCHTALIUU.

25. OduimanbHble 1 ciTykeOGHbIE TOKYMEHTHI.

26 OpFaHI/ISaI_II/ISI CJ'Iy)K6bI JAOKYMCHTALIMOHHOT' O obecneueHus yIipaBJICHUA.

TunoBbie KOHTPOJIbHbIC 3aJaHUsA 1JIA l'lpOMe)KyTO‘-lHOﬁ arreCranmumu

ILnanupyemblii
. TunoBbie KOHTPOJIbHBIE 32IAHUS U CIIOCO0
o0pa3oBaTeIbHBII . KpuTtepnn onieHMBaHHUSA U IIKAJIa
NMpPOBeIeHUsI MPOMEKYTOYHOI
pe3yabTart OlleHUBAHUS
aTTecTalllu
(koMIeTeHI U,
HHANKATOP)
1. Yto Takoe 1OKyMeHTO000pOT ? 3 Oama — fgaHbl

YK-4.2: Benet nenoByto
MEPEIUCKY Ha PYCCKOM SI3bIKE

c y4eTOM
0COOEHHOCTEN CTUIIUCTUKHI
oduIHATEHBIX )5 ¢

HCO(I)I/IL[I/IaJ'ILHLIX IIMCEM

2. Kax Ha3bIBaeTCsl yCTaHOBJICHHE €MHOO0pa3us
cocTtaBa 1 (GOpM yIpaBIeHYECKUX JOKYMEHTOB,
(DUKCHPYIOIIMX OCYILECTBICHHE OJJHOTUITHBIX
YIPaBICHYECKUX QYHKIIMNA?

TTIOJIHBIC UCUCPIIBIBAIOIINE

OTBETHI Ha BCC BOIIPOCHI.

2 OaJa — JaHbl HEJIOCTATOYHO

MOJIHBIC OTBETHI HA BCE BOMPOCHI
(unu  nmaHBl OTBETHI HE HA BCE
BOTIPOCKI) WK JIOTYIIECHBI OITHOKH.

1 Oamn —  JaHHI
OTBETHl  TOJBKO  Ha
9acTh BOIIPOCOB (TIIH
JTaHbBI

(parMeHTapHBIC
OTBETHI), TOMYIICHBI
CepbE3HBIC OIINOKH.

0 oOaioB —  JIaHBI
(parMeHTapHBIC

OTBETHI U JIOMYIICHBI
CePbE3HbIC ONNOKH.

YK-4.3: Beger ngenoByro

1 . Yro takoe nokyment?

2. O6pa3zer] Kakoro TOKyMEHTa MPeICTaBJICH Ha
pucyHke?

3 oGamma —  JaHBI
IIOJIHBIC

HCUCPIIbIBAIOIINEC
OTBCTHI Ha BCC
BOIPOCHI.

2 Oama —  J1aHBI
HEZ0CTATOYHO

IOJIHBIE OTBETHI Ha
BCE€ BONPOCHI (WJIM JaHBI OTBETH HE




MEePenucKy Ha
WHOCTPAHHOM SI3BIKE C
y4eToM 0COOeHHOCTeH
CTHIIMCTHKA O(QHUINATBHBIX
IIHCEM U COIMOKYJIBTYPHBIX
pazauuuii

POCAPXME
TOORAMPCTINNCS PNy
B oy ol pacTeTyY
ACKYMERTORAACHNA I ACTHHOD ABNA
(BHAMIAL

ya. A 82, Mocass, 117380
Ton ipaec (095) 7187874
E-mal: mal@vnidas ny
DD Mwwiw vidas n
OKNO 02342708, ONPH 1027700320798,
VRSAGYT 7708003 1407771001001
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Ha BCE BOMPOCHI) WM JIOMYIICHBI
OIINOKH.

1 Oamn — ;maHBl OTBETHI TOJNBKO Ha
4acTh BOIPOCOB (K

JIaHBI

(parMeHTapHbIC

OTBETHI), TOMYIICHBI

CEPbE3HBIC OIIHOKY.

0 oGamios -
(bparmeHTapHbIe

aHbI

OTBETHI U IOMYIICHBI
CEPhE3HBIC ONIHOKU.

OIIK-2.1:
I[OKyMeHTaHI/IIO U BCACT

I'otoBUT

JIOKYyMEHTO000pOT B

npo¢eCCHOHATBHOMI

JACATCIBbHOCTU

1. Yto SABJIACTCA 00s13aTeIbHBIM 3JICMCHTOM|

J1000r0 O(UIHATFHOTO TOKyMeHTa?
2. Kakue

JAOKYMCHTBI OTHOCATCA K

TpymIe
OpraHU3aIIOHHO-TIPaBOBbIE?

Uro BKMIOYAET B ce0s1 TOKIMagHas (ciyxeOHas )3ammcka’?

3 Gaiia — 3aaHue
BBIMOJHEHO MPABUIILHO U B
TOJIHOM 00BbeMe. 2 OGaa —
3a/IlaHHe BBITOJIHEHO MOJHOCTBIO,
JTOTYIIICHBI HE3HAYUTCIIHHBIC
OIHOKHU.

1 ©amn — 3aaHue BBIMIOJTHEHO
YaCTHYHO,
JIOMYIIEHBI Cepbe3Hble OmHOKu.
0aJJIOB — JaHBI
(bparMeHTapHbIe OTBETHI U

JONYHICHBI CCPLE3HBIC OIIHOKHU.




MMPUJIOXEHMUE 2.

1. METOANYECKUE PEKOMEHIOAIINU 1O HATIMCAHUWIO PEDQEPATA:

Pedepar — 310 muceMeHHas pabota oobeMom 10-18 medaTHBIX CTpPaAHMII, BBITIOJHSIEMAs CTYICHTOM B
TEUCHHE IUTEIHHOTO CpoKa (OT OXNHOM Hemenmn A0 Mecsna). B pedepare HYXHBI pa3BepHYTHIC apTyMEHTHI,
paccyXIoeHus, cpaBHEHHsA. MaTepuan momaeTcs HE CTOJIBKO B Pa3BUTHH, CKOJBKO B (opMe KOHCTATAIlMH WIIN
onmcanus. Conepkanue peheprupyeMoro mpou3BeICHHUs U3NIaracTcss 00bEKTHBHO OT UMEHH aBTOpA.

Crpyktypa pedepara:
TuUTynbHBIA TUCT

1. Tocne TuTynbHOrO NMMCTa HAa OTAEABLHOM CTpaHHIE ClEAyeT orjaBieHue (IUIaH, COlepKaHue), B KOTOPOM
yKa3aHbl Ha3BaHMs BCEX Pa3JelioB (ITyHKTOB IUIaHa) pedepara U HOMEpa CTPaHUIL, YKa3bIBaIOIUe Hayaao
9THX Pa3JeiioB B TeKCTe pedepara.

2. Ilocne ornaBpiaeHus CJICOYCT BBCACHUC. O0neM BBCJICHUA COCTABJIACT 1,5-2 CTpaHUIIbI.

3. OcHoBHas wacTh pedepaTa MOKET MMETh OAHY HJIM HECKONBKO IVIAB, COCTOAIMX 3 2-3 maparpados
(MOAMYHKTOB, Pa3AeiioB) M MPENIoaracT OCMBICICHHOE U JIOTHYHOE M3JI0KEHUE TJIaBHBIX IOJIOKSHUI 1
U, colepKalluXCcsl B U3YYCHHOM uTepaType. B TekcTe 00s3aTeNbHBI CCHUIKM Ha NMEPBOUCTOYHHKH. B
TOM CjIyda€ €CJIM LOUTUPYETCA WM HCIOJIb3YyETCA YbsI-TH00 HCOpJWHApHasi MbICIIb, HWACA, BBIBOI,
IPUBOJUTCS Kakoi-mnbo mudpoi MaTepuai, Tabnuiy - o0sA3aTenbHO CliellaliTe CChUIKY Ha TOrO aBTopa y
KOT'O BbI B34JIU IlaHHbIﬁ Matepual.

4. 3aKIroueHue COACPIKUT TJIaBHBIC BBIBOABI, U UTOTU M3 TCKCTa OCHOBHOM 4yaCcTu, B HCM OTMCYACTCA, KakK
BBITIOJTHEHBI 3aJa49u U JOCTUTHYTHI JIX LICJIH, C(I)OpMyJ'II/IpOBaHHI)Ie BO BBCIACHHH.

5. IpunoskeHue MOXKET BKITIOYATh IPadUKH, TAGIHUIIbI, PACUETHI.

6. Bubmuorpadus (CIMCOK JMTEpaTypbl) 3/eCh YKa3biBAaeTCS PeajbHO HMCIONb30BAHHASA VISl HAMHCAHHS
pedepara mureparypa. CIHCOK COCTAaBISIETCS COTJIACHO IpaBHiIaM OMOIHOrpaduuecKoro ONMCaHMs.

IIpumepsI MeToAMYECKHUX PeKOMEHAALMI K MPAKTHYECKUM 3aHATUAM.

Tema. OcHOBHbIEe TPeOGOBaHUS K 0()OPMIIEHMIO IOKYMEHTOB.

Pabota Ha ceMHHape CBOIUTCS K COCTABJICHUIO Pa3HOTO PO/ia IOKYMEHTOB, HanOoJiee pacipocTpaHEHHbBIX B
NIPaKTHKEe padOThl YUYPEKIACHUH OSKOJOTMYeCKOW u Ouonormdeckoi cdepsl. B xome »Toi pabOTHI Takke
3aKpEeIUIAIOTCS 3HAaHNS! TEPMUHOJIOTHH B cepe IeN0NpOU3BOACTRA.

CTyzneHTbI I0JDKHBI OCBOUTD NPABWIIA COCTABIICHHS 3asBICHUM, IPOTOKOJIOB, IPUKA30B, CIIPABOK, JIEMOBBIX
TIHCEM.

Tema. Bi1aHKH JOKYMEHTOB U NOPSIAOK UX 0(popMIIeHHS
PaccMoTpeHne npuMepoB HUKENPUBEJEHHBIX TUIIOB JOKYMEHTOB U COCTABJICHUE CTYACHTaMU
HEKOTOPBIX JTOKYMEHTOB.

- OOmwuii O1aHK JOKYMEHTA.
- braHK KOHKPETHOTO BHJAa JTOKYMEHTA.
- biank nuceMa.

- brranku JAOJKHOCTHBIX JIMI U CTPYKTYPHBIX nonpae.}leneﬂnﬁ.

Tema. OpraHu3anMOHHO-NPaBOBbIE TOKYMEHTBI
Wzydenue 00pas3IoB HIDKSIPUBEICHHBIX THIIOB JJOKYMEHTOB Ha MMPUMEPE YKOJIOTHUESCKON
OpraHu3aIuy.

- YupeauTeabHbIN 10r0BOp.

- YcTaB opraHuzaiuu.

- [TonoxeHune 06 opraHu3aIuy.

- CTpykTypa U mTaTHas YACICHHOCTb.

- lITarHoe pacniucanue.

- TonoxeHue o CTpYKTYpHOM IOAPA3/ICIICHUN.
- JlomKHOCTHAS MHCTPYKLUSL.

- UucTpyxums.

- IIpaBuna.



- I[lonosxenue.

Tema. Pacnopsigute/ibHble JOKYMEHTbI
N3yyenne o0pa3oB HIKEPUBEICHHBIX THIIOB JJOKYMEHTOB Ha IIPUMEPE IKOJIOTUIECKON
OpraHU3aINH.

- IIpuxa3 mo OCHOBHOM AEATENBHOCTH U BBINUCKA U3 MIPUKa3a 10 OCHOBHON JIEATEIBHOCTH.
- Pacnopsioxenue.

- IIpoToKoI ¥ BEINKCKA U3 IIPOTOKOJIA.

Tema. UudopmManuoHHO-CIIPABOYHbIE JOKYMEHTBI
PaccMmoTpeHue mpuMepoB HUXKETIPUBEIEHHBIX TUIIOB TOKYMEHTOB U COCTABJICHUE CTyAEHTaMU
HEKOTOPBIX TOKYMEHTOB.
- 3amucka.
- CiryxeOHO€ TIHCEMO.
- Tenerpamma.
- AKT (KaK BHJ JOKyMEHTa IOPHUINYECKOTO JINIA).
- IIpoTokon neperoBopos.
- CnpaBka.
- 3aKoueHue.

- OT3BIB.

Tema. JlokyMeHTBI (pU3HYECKHUX JIHIL

PaccMoTpeHne npuMepoB HUKENIPUBEICHHBIX TUIIOB JOKYMEHTOB U COCTABIICHUE CTYACHTaMU
HEKOTOPBIX TOKYMEHTOB.
- IIpennioxxenue.

- 3agBiieHue.

- XKaio6a.

MeToauveckue PEKOMEHAAUMH MO OPraHv3aluu CaMoOCTOATEIbHOM paﬁoTu

CaMocrosiTenbHbIe pabOTHl TPEICTABIAIOT cOOOW OIWH W3 OCHOBHBIX BHIIOB y4YeOHOW AEATEIFHOCTH
ctyneHToB. Ha coBpeMeHHOM 3Tare 00pa3oBaHUs 3TOMY BHIY AEATSIBHOCTH MPHUIACTCA CYINIECTBEHHOE 3HAYCHHE.
BrImonHEeHNEe CaMOCTOSATENBFHBIX PabOT CIIOCOOCTBYET CO3HATEIIFHOMY YCBOSHHIO TEOPETHYECKOTO MaTepHhana,
BEIPAOOTKE HABBEIKOB PabOTHI C JHUTEpaTypol, IIOMOTraeT B MOATOTOBKE K 3aueTy. Kpome TOoro, 3TO OJUH W3 BHIOB
TEKYIIETr0 KOHTPOJISl B pEUTHHTOBOM crcTeMe 00yUeHusl.

OcHOBHas 4YacTh NpeIJIaraeMBIX 3aJaHUN T CaMOCTOATEIILHOW paOOThl HaleleHa Ha HW3yYeHHE
TeopeTHYecKkoro Marepuana. st caMOCTOSTENBHOTO HM3y4YeHUsl CTYACHTaM MpEeJIOkKEeH MaTepuall, KOTOPhId He
paccMaTtpuBaeTcs Ha JICKIUSIX WK paCCMaTPHUBACTCS JIUITH 0030PHO.

TpebOoBaHUs K OTYCTHOCTH:

3amaHus HEOOXOAWMO BBIMOJHATHL B TETPaad ISl CaMOCTOSTENBHBIX pPaboT To TuiaHy: |
DopMynupoBKa BOIIPOCA;

2. OTBeT Ha BOMpPOC;
3. CnHcoK UCTIONB30BaHHOM TUTEPATyPhl C YKa3aHUEM CTPaHHUIIL.

Tembr JJIA CaMOCTOATEIIBHOTO U3YUCHUA !

1. PernonanbHble HOPMATUBHBIE MPABOBbIE AKTHI B chepe OXPaHbl OKPYKaIOMIei Cpeibl, BOJOMNOJIb30BaHH,
HEAPOIIOIb30BaHUs U JIp.

OpFaHI/IBaIII/IH )IOKyMeHTOO60pOTa Ha NpeANpUATUAX, B OpraHU3alnAgX U YUPCIKIACHUAX.

Cucrema rocyapcTBeHHBIX OpraHoB. CTpYKTypa ¥ (DyHKIMH CITyKO JeNONpPOU3BOCTBA Ha MPEINPHUITHH.
HopwmaruBHbIe 1paBoBble aKThl MUHHCTEPCTBA NPUPOIHBIX PECYPCOB M 3KOJIOTHH TBepckoii obnactu

HOpMaTI/IBHLIC IMMpaBOBbIC AKThI UCIIOJHUTCILHOI'O OpraHa FOCYHapCTBCHHOﬁ BJIaCTH TBepCKOﬁ obnactu

o U A wWN

JokymenTtHble pecypchl ApxuBHoro ¢onna Poccuiickoii deneparum.



7. OpFaHI/BaHI/IfI CJ'Iy)KGLI JAOKYMCHTAILIMOHHOT'O obecneueHust yrpaBjeHUusA

TpeGoBanus K peHTHHI-KOHTPO.TI0

Monyan | Tembl Buasl padot banabl
8 cemectp
I Moy b JloKyMeHTOBEICHUE U TOKYMEHT: Jlekuuu 15
KiaccuduKanys, cucTeMaTu3anys, TIpaKTHueCKue 3aHATHS 20
PEKBU3UTHI JOKYMEHTOB, ITOPSI0K
o(opmiIeHHs, 61aHKH JOKYMEHTOB. Pedepar 15
Hroro: 50
IT moayan JIOKYMEHTBI: OpraHU3aluOHHO- ‘ Jlexnuu 10
IIpaBOBBIC, pacnopsInTCIIbHBIC, IIpakTuueckue 3aHATH
HHPOPMAMOHHO-CIIPaBOYHBIE, 25
JOKYMEHTHI (PU3HMUECKHX JIHIL.
TexHomornss paboOTel ¢ JOKyMEHTaMH Ha
TIPEATIPUATHSAX.
peatp Pedepar
15
Hroro: 50
Bcero: 100
9. CeegeHusi 00 00HOBJICHHH padoyeii MPOrpaMMbl JMCIHUIIIMHBI (MM MOAYJIsI)
Ne Oo0HoBJIeHHBbIN pa3aen padoyeii Onucanue BHeCEHHbIX PexkBH3UTHI JOKYMEHTA,
LI NMPOrpaMMbl IMCUHMILIHHBI HU3MEeHCeHUI yTBepAUBIIEro
H3MeHeHMsI
1. [[lepeuens nmporpaMmHOro obecrieueHus |B nepeueHb [Tporokoin 3acenanus Kadeapsl
[IPOrpaMMHOrO Oootannku Ne 8 ot 26.04.2024 v

oOecrreueHnst 100aBIIeH

MHOTO(GYHKIIMOHATLHBIH
enaktop ONLYOFFICE
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