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1. LIEJIM Y1 3AIAYM JUCLUATITAHBI

1.1{ e OCBOEHUS TUCHUILIMHBI - COPMHUPOBATH OCHOBHBIE HABBIKK M 3HAHUS, O3BOJIAIOLINE TPAMOTHO TOTOBUTh
JOKYMEHTALUIO U BECTH JOKYMEHTOO00POT B MPpOo(eCCHOHATBHOMN ASTENEHOCTH

3anaum :

- 3HaHHE KJIACCU(DHUKALUK JOKYMCHTOB [I0 OCHOBHBIM COBPEMEHHBIM CHCTEMaM JOKYMCHTALHN;

— 3HAHHUE MMPABUILHOTO MPO(ECCHOHATBHOTO 0GOPMIICHHS H IIPEICTABICHHS OQUINATIBHBIX U HEOPUIHATIBHBIX JOKYMEHTOB, @ TAKKE
PE3YNIbTATOB HAYIHO-UCCIICAOBATENILCKHUX U TPOU3BOICTBEHHO-TEXHOJIIOTMIECKUX PabOT MO yTBEPIKACHHBIM (hopmam;

— yMEHHE BBISBILITH U UCIIOIB30BAaTh HOPMATHBHO-TIPABOBYIO U METOMYECKYIO 0a3y IpH OpraHu3alui paboThl ¢ JOKYMEHTaMH;

— BIIQJICHUC MIOHATHHHBIM aNnapaToM, HEOOXOIUMBIM TSl OJATOTOBKH JOKYMEHTAUH MPOPECCHOHANBHOM AeATEIbHOCTH, TOUCKOM
MHPOPMAIIUH B TTI00ATLHON CETH HHTEPHET.

2. MECTO JUCHUIIIMHBI B CTPYKTYPE OOII

Hukn (pa3nein) OI1: b1.0

2.1| TpeGoBaHusl K NpeIBAPHUTEILHON MOATOTOBKE 00y4AIOIIEr0Cs:

2.1.1{Pyccknif sI3BIK U KyJIbTYpa pedn

2.1.2| OcHOBBI HAYYHO-UCCIIEIOBATENBCKOI eI TEITIEHOCTH

2.1.3|[MpaxTuka o OoTaHUKe

2.1.4[[TpaxTyKa 10 arpoTeXHUKE

2.1.5(WHoCcTpaHHbIi A3bIK

2.1.6[[TpakTrKa 10 camgoBOJCTBY

2.1.7[[IpaBoBbl€ acIEKThI B CEILCKOM U JIECHOM X034HCTBE

2.1.8|Hayuno-uccnenoBatenbckas pabora

2.1.9[TexHOMOTHYECKAS TIPAKTHKA

2.1.10] ITpon3BoACTBEHHAS TIPAKTHKA

2.2| IucuMminHbI (MOIYJIM) U MPAKTHKH, 1J18 KOTOPBIX 0CBOEHHE JIAHHON THCHHIUINHBI (MOYJIs1) HEOOX0AMMO KaK
npeauecTByonee:

2.2.1) OxoHoMHYecKas 3 PEKTUBHOCTD B CEIBCKOM H JIECHOM XO3SIHCTBE

2.2.2|TIpenauruioMHas MpakTHKa

2.2.3| TexHonoruyeckas mpakTHKa

2.2.4|IIpou3BOACTBEHHAS IPAKTUKA

3. INTAHUPYEMBIE PE3YJIbTATBI OBYUYEHHUSA 11O JUCIHUIIVIMHE, COOTHECEHHBIE C INTAHUPYEMBIMH
PE3YVJIBTATAMHU OCBOEHMS OBPA3OBATEJBHOM ITPOTPAMMBI

YK-4.2: Bener 1e/10BYI0 EpPeNUCKY HA PYyCCKOM SI3BIKE € Y4eTOM 0CO0eHHOCTeH CTHIMCTHKY OPUIIUATBHBIX U
HeoUIHAIBHBIX MHCEM

YK-4.3: Beaer Aes10BYI0 NepenucKy HAa MHOCTPAHHOM SI3bIKe € Y4eTOM 0CO0eHHOCTeH CTHIMCTHKY OHIUATBHBIX HCEM U
COLMOKYJIBTYPHBIX Pa3Iu4Yuil

OIIK-2.1: T'oTOBUT I0OKYMEHTALMIO U BeeT JOKYMEHTO000POT B NMpodecCHOHAILHOM AeATeTbHOCTH

4. CTPYKTYPA U COJAEP KAHUE JTUCHUIIJIMHBI (MOAYJISA)

Kon HaumeHnoBaHue pa3iesioB U TeM Bupn 3a- | Cemectp /| YacoB | Uctounuku | Ilpumeuanue
3aHSATHS HSTHS Kype

Pazgen 1. lokymeHTOBeleHHE M JOKYMEHT

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

Pa3nen 2. CucremaTu3anusi U KiaccupuKamusi
JOKYMEHTOB

2.1 OO011Ke NPUHIIMITBI KJIaCCUPHUKAIIMN 1 Jlex 7 2
CHUCTEMAaTU3aIUH JOKYMEHTOB. [Ipu3HaKu
JIOKYMEHTOB KaK OCHOBaHHS KJIacCH(UKAIIUH.
TIpuHIHUIBl GOPMUPOBAHUS TIEPBUYHBIX
JIOKYMEHTHBIX KOMILJICKCOB.

Paznen 3. CucreMbl JOKYMEHTALUM U
KJIACCH(UKATOPBI JOKYMEHTHOH HHpOpManHH.

3.1 OO1HeE TOI0KEHUS U OCHOBHBIE MOHATHSA. OCHOBHBIE Jlex 7 2
(YHKIIMOHAILHBIE CHCTEMBI IOKYMEHTOB.
YHUPHIHNPOBAHHBIE U JICKTPOHHBIE CHCTEMBI
JIOKYMEHTAIIHH.

Paznen 4. PekBH3UTBI JOKYMEHTOB H 001IMii
nopsiiok 0opMJIecHUS JOKYMEHTOB
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cTp. 5

41

OcHoBHbIE TPeOOBaHUsI K 0QOPMIEHHIO JOKYMEHTOB.

IIp

4.2

OO0uMii TOPsIIOK K 0(OPMIICHHIO JOKYMEHTOB.

Jlex

Pa3nen 5. Branku J0KYMeHTOB M MOPAI0K UX
o(opMIIeHUS

51

OOmuil 61aHK K0KyMeHTa. biaHk KOHKpPEeTHOro BUJa
JoKyMeHTa. brank miucema. baHKM JOKHOCTHBIX
JIMI ¥ CTPYKTYPHBIX NOJPa3AeIeHUN.

IIp

5.2

O6urue TpeboBaHUs K OJaHKaM JIOKYMEHTOB.

Jlex

Pa3nen 6. Opranu3aniioHHO-NIPaBOBbIe JOKYMEHTBI

6.1

- YupeuTenbHbIi JOrOBOP.

- YcraB opranusanuy.

- [NonoxeHue 00 opraHU3alHH.

- CTpyKkTypa U IITaTHas YUCICHHOCTb.

- llltaTHOE pacnucanue.

- [TonokeHne o CTPYKTYpPHOM IOJIpa3IeICHUH.
- JloKHOCTHAS MHCTPYKIIHSL.

- Uactpykums.

- IIpaBuna.

- [lonoxenue.

IIp

Pazgen 7. Pacnopsigure/ibHbIE JOKYMEHTBI

7.1

- [Iprka3 mo OCHOBHO¥ IEATEIHHOCTH U BBINHCKA U3
MPYKa3a 0 OCHOBHOMW JICATEILHOCTH.

- Pacmiopspxenmue.

- [IpoTOKOI U BBINKCKA U3 IPOTOKOJIA.

IIp

Pa3nen 8. UndopmanuoHHo-cripaBoYHbIe
AOKYMEHTBI

8.1

- 3anucka.

- Ciiyxe0OHOe MHCHMO.

- Tenerpamma.

- AKT (KaK BHII JOKYMEHTa IOPUINIECKOTO JTUIA).
- [IpoTokoun neperoBopos.

- CpaBka.

- 3aKIIro4eHue.

- OT3BIB.

IIp

Pa3nen 9. lokyMeHTBI (pM3HYECKUX JHIY

9.1

- [Ipennoxenue.
- 3asBIICHHUE.
- XKanooba.

Ip

Paznen 10. Texnonorust paéoTsbl ¢ JOKyMEHTAMH Ha
NpeanpHsITHH

10.1

Texnomorus pa6OTLI C JOKYMCHTaMHU Ha NPECANIPUATUN

Jlex

10.2

TexHosnorus paboTh! ¢ JOKYMEHTaMH Ha IPeIIPUATHH

Ilp

Pazgen 11. FOpuanveckas cuiia JOKyMeHTa,
dopmyasp nokymenta u popmyasip-oopasen
AOKYMEHTA

111

IOpununueckas cuna foKkymMeHTa, GopMyIsip TOKyMEHTa
U GpopmMyisp-oOpasel] TOKyMeHTa

Jlex

Paznen 12. CamocrosiTeibHast padoTa

12.1

TToaroToBka K TeKyIeMy KOHTPOJIIO

Cp

78

5. OEHOYHBIE MATEPHUAJIBI JIUISI TPOBEJEHUSA TEKYIIENA U TPOMEXKYTOUYHOU ATTECTALIUM

5.1. OneHo4yHble MaTePHAJIbI /I IPOBE/ICHUs TeKyLleil aTTecTanuu

[Ipunoxenue 1.

5.2. OueHounble MaTepuaJbl 1J51 NIPOBEACHUSA l'[pOMe)KyTO'-IHOﬁ aTrrecraumu

[Tpunoxenne 1.




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

6.1. Pexomennyemas autepatypa

(OcHOBHas IUTEpaTypa:

1. [dokymenroBeneHue: yueOHoe mocobue / coctapurens C. B. Mumyk. — Jlumenk : Jlumenkuit I'TTY, 2020 — Yacts 2|
— 2020. — 49 c.— Tekcr: osnekrtpoHHblit / Jlamp : amexkTpoHHO-OMOMMOTedHas cuctema. — URL:
https://e.lanbook.com/book/169371

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

3. Kysnenos, U. H. [lokymenTannonHoe obecrieueHre yrnpasieHus. JJokyMeHTOO00pOT U JIeJIONPOU3BOICTBO © YUEOHHK]
u npakTukyMm st By3oB / U. H. Ky3nenos. — 3-e u3a., nepepad. u non. — Mocksa : MznarensctBo FOpaiit, 2022. —
461 c. — (Bricmee o6pasosanue). — ISBN 978-5-534-04275-7. — URL : https://urait.ru/bcode/488697

/loTToTHUTEIbHAS :

1. JokymeHTOBeneHHE: y4eOHUK M MPAaKTHKyM Ul akagemmdeckoro OakamaBpmata / JI. A. JloporuHa [u ap.] ; mox
penakmueit JI. A. JlopoHuHOH. —2—¢ u3z., mepepad. n mom. —Mocksa : WzmatensctBo FOpaiit, 2019. —309 c.
[Onexrponnsiii 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 : U3zmatensctBo 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 npoctyma: mo moamucke. — URL:
https://biblioclub.ru/index.php?page=book&id=84880

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

5. VYmakosa O.A JlokymeHToBeneHue: Yueonoe nocodoue. M.:HULl 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 npodeccronanphbiii miroc 2013
6.3.1.2

6.3.1.3|Kaspersky Endpoint Security 10 mms 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

6.3.2 CoBpeMeHHbIe NPo(eccHOHATIBHBIE 0a3bI JAHHBIX U HHGOPMALMOHHBIE CIIPABOYHbIE CHCTEMbI

6.3.2.1|35C «ZNANIUM.COM»

6.3.2.2|9BC «}OPAUT»

6.3.2.3|9bC «YHuBepcureTckas OMONIMoTeKa OHIaNH»

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 O0pa3oBaTebHbIE TEXHOJIOT U

6.4.1) IuckyccuoHHble TexHOJIOTHH ((popyM, CUMIIO3MYM, J1e0aThl, akBapHyMHas! JUCKYCCHs, TaHEeJIbHAsl INCKYCCHS,

KpYTIIbIT

6.4.2| AKTUBHOE CITyIIIaHUE

6.4.3| Indopmanmonnsie (1dpoBbIe) TEXHOIOTHN

6.4.4| MeTtomabl rpymImoBOro pelieHns TBOpYeCcKuxX 3aaad (Meroxa Jleabdu, MmeTox 6—6, METO ] pa3BUBAOIIECH KOOTEpaIuHy,

7. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE JUCHUIIJINHBI (MOAY JIs)

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

8. METOAUYECKHUE MATEPHUAJIBI JIUVIA OBYYAIOIUXCSA IO OCBOEHHIO JUCIIATIJINHBI

[punoxenue 2.



https://urait.ru/bcode/489431
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https://urait.ru/bcode/491585
https://biblioclub.ru/index.php?page=book&id=84880
https://e.lanbook.com/book/113186
http://znanium.com/go.php?id=809874
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5.1. OneHo4Hble MaTepHAaJIbl JJIsl IPOBEAeHHUSA TeKyLeH aTTecTalun

Tematuka pedeparon:

IlonsiTue CHAOKYMCHT», OTJIMYUTCIIbHBIC IPU3HAKA JOKYMCHTA, UCTOPHS pa3BUTHUA IOHATUA, COBPEMCHHOC
COCTOSHHE BOIIpOCa.

JIOKyMEHT Kak cucTeMa. DJIEMEHTHI, OPMHUPYIOIINE JOKYMEHT KaK CHCTEMY.
OO0s13aTenpHbIe IPU3HAKY JOKYMEHTa, CBOMCTBA TOKYMEHTA, (QyHKIMU JOKYMEHTA.
JlokyMeHT B cdepe oXpaHbl OKpY>Karoleid NpUPOJHOI Cpesibl, ero CBOMCTBa U (QYHKIMN
JloKyMeHTHas IeITeNbHOCTD, IIPOLECChl 00paleHs JOKyMEHTa.

Kraccudukanms 10KyMeHTOB 110 crioco0y (ukcanuu HHPOPMAIHHU B TOKYMEHTE.
Krnaccudukanms 10KyMEHTOB 110 BUJaM MaTepHaIbHOW OCHOBBI IOKYMEHTA.
Krnaccudukanms JoKyMEeHTOB 110 BUJaM HHGOpPMaIKH, 3aUKCUPOBAHHON B IOKYMEHTE.

Krnaccudukanms JOKyMEHTOB 110 BUAaM PEKBH3UTOB, IPUMEHIEMBIX JJIsl HACHTU(UKAINY JOKYMEHTA.
Knaccudukanms 1oKkyMeHTOB 110 crioco0y uAeHTH(GUKAIMK HHPOPMAIHH, 32 UKCUPOBAHHOMN B JOKYMEHTE.
OcHoOBHBIE (PyHKIIMOHAJIBHBIE CHCTEMbI JOKYMEHTAIIHH.

YHrpUINPOBaHHBIE CUCTEMbI JOKYMEHTAIHH.

ONEeKTPOHHBIE CUCTEMbI JOKYMEHTAIHH.

KnaccudukaTopsr 1oKyMeHTHPOBaHHOH HHpOPMANH.
JokymeHTHBIE pecypchl ApxuBHOro (oHna Poccutickoit @enmeparum.

JloKkyMeHTHBIE pecypchl (eIepalbHOTO PErHCTpa HOPMATHBHBIX ITPABOBBIX aKTOB CYOBEKTOB POCCHHCKOM
®denepanui.
JloKyMeHTHBIE Pecypchl TOCY/IapCTBEHHON CUCTEMBI HAYYHO-TEXHHYECKOH HHPOpMAIIHH.

JokymeHTHble pecypebl ['ocynapcTBeHHOro nareHTHoro Gouna Poccuiickoii deneparmu.

JlokyMeHTHbIEe pecypchl (enepanbHOro HHGpOpMaIrOHHOTO (OHa TEXHUYECKUX PETJIAMEHTOB M CTaH/IapTOB.
Enunas napopMaIioHHas cucreMa 1o TEXHUIECKOMY PeTyJIMPOBAHHIO.

JIOKyMEHTHBIE pecypchl OpraHu3aIuil.

JIoKyMeHTHBIE PECypChl, CO/IepKalle rOCyJapCTBEHHYIO TalHY: MOPsAA0K (GOPMHUPOBAHHMS U MOPSIOK
HCIONb30BaHUs.

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

JIOKyMeHTHBIH pecypc, Cofep Kalni KOMMEPUECKyIo TaiiHy: MOpsaI0K GopMUPOBaHHS U TOPSIIOK
HCTIONB30BaHUs.

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

OdunuasibHbIe U CITYKEOHBIC TOKYMEHTHI.
HopmaTuBHBIEC IPABOBBIE aKThI, COCPIKAIINE TEPMHUHBI, IPUMEHIEMBIC B JOKYMEHTOBEICHHH.

Opranuszanus CIyX0bl TOKyMEHTAIIHOHHOTO 00eCTIeUeHHsI YIIPaBICHUS

29. Cucrema rocynapcTBeHHbIX opraHoB. CTpYKTypa ¥ (DYHKIMHU CITyKO JeI0PON3BOICTBA HA TIPETIPHSITHHN.

30 OpFaHI/IBaL{I/IH ,HOKyMCHTOO60pOTa Ha MpeANpUATUAX, B OpTraHU3aludgX U YYPCIKACHUAX.

31. HopmatuBHbIe IpaBoBble aKThl MHHHCTEpPCTBA IPUPOIHBIX PECYPCOB U 3Koj0ruu TBepckoii 061acTu

32. PeruoHanbHble HOPMATHBHbIE IIPABOBBIE AKTHI B C(hepe OXPaHbl OKPYKAIOMIEH CPEIbI.

33 PerunonannsHere HOPMAaTUBHBIC IIPABOBBLIC aKThI B C(bepe BOJIOIIOJIB30BaHMA.

34. PernonanbHble HOPMATHBHbIE IIPABOBBIE AKTHI B C(hepe HEIPOTIOITb30BAHHS.

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

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

37 PerunonannsHere HOPMATUBHBIC IIPABOBBLIC AKThI TOCYJAPCTBEHHOI'O 9KOJIOTUYCCKOTO HAaA30pa TBepCKOﬁ o0yacTu.

38.

HOpMaTI/IBHLIe IIPABOBLIC AKThI UCIIOJHUTCIHbHOI'O OpraHa FOCY,HapCTBeHHOfI BJIaCTHU TBCpCKOﬁ obactu




TunoBblie KOHTPOJIbHBIE 3a/IaHUA U cmocood MnmpoBeACHUSA KpnTepml OICHUBAHUA H
TeKyHleﬁ aTTeCTalluu IKa/Jia OoucHUBaHUA

IIpumepHbIe TeCTOBbIE 3aJaHUS:

1. KoHTponb 32 HCTIOJIHEHUEM AOKYMEHTOB HAUMHAETCS C lpasunvno evibpan eapuanm
a)  PpEerucTpaiyu JOKyMEHTOB; omeema — 1 6an
0) mnpeaBapUTEIHHOTO PACCMOTPEHHS JOKYMEHTOB;
B) TEPBUYHON 0OpaOOTKM TOKYMEHTOB;
T) HCIIOJIHEHHUS JOKYMEHTa
2. Pacnionoxenue PEKBU3UTOB Ha OnaHKe

JOKyMEHTA OTIPEIEIAETCS:
a)  COCTaBHUTEJIEM IOKYMEHTa;
0) mpaBmIaMH YHH(DUKAUN JOKYMCHTOB;
B) TOCYAapCTBEHHBIM CTAHAAPTOM.
3. Kakue peKBU3UTHI OTHOCATCS K FOPUANIECKH 3HAUUMBIM?
a) JaTa, perHCTPAallMOHHBIH HOMEp JOKYMEHTa;
06) 3aroJIOBOK K TEKCTY, OTMETKA 00 UCIIOIHUTEIE;
B)  PE3OJIIOLHS, OTMETKA O HAMUUHU NPHIOKCHUH.
4. Kaxast pyHKIMSI OTHOCHUTCS K CIIELUATIbHBIM (DYHKIHSAM JOKyMeHTa?
a) yIopsI0YMBAIOIIAs;
0) ympaBneHUYeCKas;
B) HH()OPMAIIOHHAS.
5. B xakoMm ciydae mpaBMIIEHO 0(OPMIICH PEKBU3UT «ApecaT»?
a) dupexropy mkonsr Ne 269  MBanosoit Tamape IlerpoBHe
0) dupexropy mrxomsl Ne 269  Manosoii T. I1.
B) 129128, Mocksa, yi. Pocrokunckas, 7 upexropy mkois Ne 269

r-xe MBanosou T. IL.

r) Aupexropy MockoBckoif mkomnsl Ne 269 T. I1. FiBanoBoit
6. JIoKyMeHTBI, COCTaBIsIeMble KOMUCCHEH, TOIICHIBAIOTCSA:
a) PYKOBOJHUTEIEM OpTaHU3AIHH;
0) mpencenareneM KOMUCCHH;
B) IIpe/iceiaTelIeM U YJIeHaMH KOMHCCHUH;
T) TIpeJiceIaTeeM KOMUCCHH M CEKPETapeM.
7. JIOKyMEHT ¥ TOKYMEHTHO-KOMMYHHUKAIIHOHHASL AEATEIbHOCTD 3TO ...
a) IpeMeT JTIOKYMEHTOBEICHHS;
0) 00BEKT JOKYMEHTOBEICHHS;

B)JIOKYMEHTOBEICHUE.

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

JIOKyMeHT Kkak cuctema. JIeMEeHTHI, (OPMUPYIOIIHE TOKYMEHT KaK CHCTEMY.
O0s13aTebHBIE IPU3HAKY JIOKYMEHTa, CBOMCTBA JOKYMEHTa, (YHKIIMN JOKYMEHTA.
Cucrematu3amys U KITacCUPHUKAINSI JOKyMEHTOB
CurcTeMbl TOKYMEHTAIIUH U KIacCH(UKATOPHI TOKYMEHTHOM HHPOPMAIIUT

1.
2.
3.
4.
5. Knaccudpuxkanuu no GpyHKIHOHATLHO-EJEBOMY HA3HAYEHHIO JOKYMEHTOB.
6. CrocoGsl 1 cpeacTBa JOKYMEHTHPOBAHHS

7. PekBU3NTHI JIOKYMEHTOB ¥ OCHOBHBIE TPEOOBaHHS K 0(OPMIICHHUIO TOKYMEHTOB.
8. dopmysnsap noxymeHTa.

9.

HopmaruBHbIE PaBOBbIE AKThI M HHbIE JOKYMEHTBI, CO3/IaBaeMbI€ MPH 3aKOHOTBOPUYECKO# U HOPMOTBOPUIECKOU
JIeITeNIbHOCTH (peZiepabHbIX OPraHOB BIACTH B Chepe IKOJIOTUH U
OHOJIOTHH.

10. OcroBHEIE GOPMBI HCTIONB30BAHMS JOKYMEHTHPOBAHHON HH(DOPMAIHH.




11. Odopmnenue nen.

12. Cucrema oTyeTHO# TOKyMeHTAIMH.

13. O6uime Bonpock Opranu3alyy AeI0NPOU3BOICTBA U JOKYMEHTOOO0POTA HA MPEANPHATUSX, B
OpTaHM3AIMAX U YIPEKICHUAX.

14 TexHomorus pa6OTI)I C TOKYMCHTaMU Ha NPCATIPUATHUH.

15. ®opmupopanue u XxpaHeHHE TEKYITUX JE.
16. JloxymenTHpoBaHUe IeATENLHOCTH OPTraHU3AINN.

17. YOpunuueckas cuna 1okymeHnTa, GopMyJIsp J0KyMeHTa U pOpMYJIsp-06pasell JOKyMEHTa.

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

YTBEPKACHHS.

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

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

22. XapakTepucTHKa, COCTaB U TpeGOBaHHS K ODOPMIECHUIO T0KyMEHTOB (DM3MUYECKUX JIHIL.

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

24 SHCKTpOHHHe CHUCTEMbI JOKYMCHTALlUU.

25. OuimanbHble 1 CiTykeOGHbIE TOKYMEHTHI.

26 OpFaHI/ISaI_II/ISI CJ'Iy)K6bI JAOKYMCHTALIMOHHOT' O obecrneueHus YyIipaBJICHUA.

TunoBbie KOHTPOJIbHbIC 3aJaHUsA 1JIA l'[pOMe)KyTO'-lHOi;I arreCranmumu

ILnanupyemblii
. TunoBbie KOHTPOJIbHbIE 32JAHUS U CIIOCO0
o0pa3oBaTeIbHBII N Kputepuu oueHuBanus u mkajaa
NMpoBeAeHUsI MPOMEKYTOYHOI
pe3yabTart OlleHNBaHUS
aTTecTaluu
(koMIeTeHI U,
HHANKATOP)
1. Yto Takoe HOKyMeHTO000pOT ? 3 6ama —  ;maHbl

YK-4.2: Benet nenoByto
MEPEIUCKY Ha PYCCKOM SI3bIKE

c y4eTOM
0COOEHHOCTEN CTUIIUCTUKHI
oduIHATEHBIX )5 ¢

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

2. Kak Ha3pIBaeTCs yCTaHOBJICHHE €AMHO00pa3us
cocraBa 1 (GOpM yIpaBIeHIECKUX JOKYMEHTOB,
(DMKCHPYIOIIMX OCYILECTBICHHE OJJHOTUITHBIX
yIpaBICHYECKUX QYHKIIMNA?

TTOJIHBIEC UCUCPIIBIBAIOIINE

OTBETHI Ha BCC BOIIPOCHI.

2 OaJia — JaHbl HEJIOCTATOYHO

MOJIHBIC OTBETHI HA BCE BOMPOCHI
(unM  nmaHBl OTBETHI HE Ha BCE
BOTIPOCKI) WK JIOTYIIECHBI ONTHOKH.

1 Oamn —  JIaHbI

OTBETHI ~ TOJIBKO  Ha
9acTh BOIIPOCOB (TITH
JIaHEbI

(parMeHTapHBIC
OTBETHI), TOMYIICHBI
CepbE3HBIC OIINOKH.

0 oOaioB —  JIaHBI
(parMeHTapHBIC

OTBETHI U JIOMYIICHBI
CEPbE3HBIC OINOKH.

YK-4.3: Beger ngenoByro

1 . Yro takoe nokymenT?

2. OOpa3zer] Kakoro TOKyMEHTa MPe/ICTaBJICH Ha
pucyHke?

3 oGamma —  JaHBI
IIOJIHBIC
HCUYEPIIBIBAIOIIHE

OTBCTHI Ha BCC
BOIPOCHI.

2 Oamma —  JaHBI
HENIOCTATOYHO

[IOJIHBIE OTBETHI HA

BCE BOIPOCHI (MJIM JaHbl OTBETHI HE




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

POCAPXYE
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Ten ipaec (055) 7187874
E-mad: mal@vniidad v

DD Dwww vidas
OKNO 02842708, ONPH 1007700380798,
VAT 7708003 1407771001001

N

Hade or

Ha BCE BOMPOCHI) WM JOMYIICHBI
OIINOKH.

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

JIaHBI

(parMeHTapHbIC

OTBETHI), TOMYIICHBI

CEPbE3HBIC OIIHOKU.

0 oGamios -
(bparmeHTapHbIe

aHbI

OTBETHI U IOMYIICHBI
CEPHE3HBIC OIIHOKH.

OIIK-2.1:
JIOKYMEHTAIUIO U BEAET

T'otoBUT

JIOKYyMEHTO000pOT B

npo¢eCCHOHATBHOMI

JACATCIBbHOCTU

1. Uro
M000T0 0(HUIIATFHOTO TOKyMeHTa?

SABJISACTCA 00s13aTEILHBIM 9JICMCHTOM

2. Kakue [MOKyMEHTBI OTHOCATCS K

TpyIIE
OpraHU3allIOHHO-TIPaBOBLIE?

Uro BKIIIOYACT B ce0s1 TOKIagHAS (Cay)eOHas )3anucka’?

3 Gaiia — 3aaHue
BBIMOJTHEHO MPABUIIBHO U B
TOJIHOM 00BbeMe. 2 Gania —
3a/IaHHe BBIITOJIHEHO MOJHOCTBIO,
JTOTYIIICHBI HE3HAYUTCIIHHBIC
OIIHOKHU.

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

JIOTYIICHBI CEPhE3HBIC OIUOKH.




MMPUJIOXEHUE 2.

1. METOAUYECKHE PEKOMEHIALIMY 110 HAITMCAHUIO PEDEPATA:

Pedepar — sto mucemennast pabora oobemoMm 10-18 medaTHBIX CTpaHMIL, BBINOJHSAEMAas CTYICHTOM B
TEYEHHWEe AIUTENLHOTO CpoKa (OT OXHOM HeAenw A0 Mecsna). B pedepare HyXHBI pa3BepHYTBHIC apryMEHTHI,
pacCyXIeHns, CpaBHEHUs. MaTepuas MOJaeTCsl HE CTOJBKO B Pa3BUTHH, CKOIBKO B (hOpME KOHCTATALMH WIIH
onucanus. ConepkaHue peeprupyeMoro Nporu3BeACHHS U3IaraeTcsi 0ObeKTHBHO OT UMEHHU aBTOPA.

Crpykrypa pedepara:
TuTyabHBIA TUCT

1. Tocne TutynbHOrO NMMCTa HAa OTJAENBHOM CTpaHHIE ClEAyeT oraBieHue (IU1aH, CoAepkKaHue), B KOTOPOM
yKa3aHbl Ha3BaHMs BCEX Pa3JelioB (ITyHKTOB IUIaHa) pedepara U HOMEpa CTPaHUII, YKa3bIBaIOIIUe Ha4yaao
9THX Pa3JeiioB B TeKcTe pedepara.

2. Ilocne ornapiaeHus CJICOYCT BBCACHUC. O6bem BBCACHUS COCTABJIACT 1,5-2 CTpaHUIIbI.

3. OcHoBHas yacTh pedepaTa MOKET MMETh OAHY HJIM HECKOJBKO TJaB, COCTOAIMX U3 2-3 maparpaos
(MIOAMYHKTOB, Pa3AeiioB) M MPENIoaracT OCMBICICHHOE U JIOTHYHOE M3JI0KEHHE TJIaBHBIX IOJIOKCHUI 1
UIeH, colepKalluXcsl B U3yYEHHOU JuTeparype. B TekcTe 00s3aTeNIbHBI CCHIJIKH Ha NMEPBOMCTOYHHMKU. B
TOM CjIyda€ €CJIM LOUTUPYETCA W HUCIIOJIb3YyCTCA Ybs-IH00 HCOpJWHApHas1 MbICIb, HWIACA, BBIBOI,
IPUBOJUTCS Kakoi-mnbo mudpoi MaTepuai, Tabnuiy - 00sA3aTeNbHO CliellaliTe CChbUIKY Ha TOrO aBTopa y
KOT'O BbI B34JIU )laHHI)Iﬁ Matepual.

4. 3aKIroueHue COACPIKUT TJIaBHBIC BBIBOABI, U UTOTU N3 TCKCTa OCHOBHOM 4yaCcTu, B HCM OTMCYACTCsA, KaK
BBITIOJTHEHBI 3aJa49u U JOCTUTHYTHI JIX LICJIH, C(I)OpMyJ'II/IpOBaHHI)Ie BO BBCIACHHHU.

5. IpunoskeHue MOXKET BKITHOYATh IPadUKH, TAGIHUIIbI, PACUETHI.

6. Bubmuorpadus (CIMCOK JIMTEPaTypbl) 3/€Ch YKA3bIBAETCSA PEalbHO MCIONb30BAHHASA [JIsl HAMHCAHUS
pedepara mureparypa. CIHCOK COCTaBISETCS COTVIACHO MpaBMiIaM OHOIHOTpadnuecKoro ONuCcaHusl.

IIpumepsI MeToAMYECKHUX PeKOMEHAALMI K MPAKTHYECKUM 3aHATUAM.

Tema. OcHOBHbIE TPeGOBAHUS K 0()OPMIICHHIO TIOKYMEHTOB.

Pabota Ha ceMrHape CBOIUTCS K COCTaBJICHUIO Pa3HOTO Po/ia IOKYMEHTOB, HanOoJee paclpoCTPaHEHHBIX B
NIPaKTHKEe padOThl YUYPEKIACHUH SKOJOTMYEeCKOW u Ouonormdeckoi cdepsl. B xome »Toi pabOTBI Takke
3aKPEIUIAIOTCS 3HAHNS! TEPMUHOJIOTHH B cepe Ie0NpOn3BO/ICTBA.

CTyzneHTbI I0JDKHBI OCBOUTH NPABUIIA COCTABJIEHUS 3asBICHUH, TPOTOKOJIOB, IIPUKAa30B, CIPABOK, IEIOBBIX
TIHCEM.

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

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

- brranku JAOJKHOCTHBIX JIUI U CTPYKTYPHBIX nonpaueneﬂnﬁ.

Tema. OpraHu3anMOHHO-NPaBOBbIE TOKYMEHTBI
Wzydenue 00Opas3IoB HIDKEIPUBEICHHBIX THIIOB JJOKYMEHTOB Ha MMPUMEPE YKOJIOTHYSCKON
OpraHu3aIuy.

- YupeauTeabHbIN 10r0BOp.

- YcTaB opraHuzaiuu.

- [Tonoxxenne 00 opranu3anuy.

- CTpyKTypa ¥ mTaTHast YUCICHHOCTb.

- llItaTHOE pacnucanue.

- [TonoxxeHue o CTPYKTYpPHOM MOJPa3IEICHHUH.
- JIomKXHOCTHAsI HHCTPYKIIUSL.

- UucTpyxkums.

- IIpaBuna.



- Ilonosxenue.

Tema. Pacnopsigute/ibHble JOKYMEHTbI
N3zyyenne 00pa3oB HIKEPUBEICHHBIX THIIOB JOKYMEHTOB Ha IIPUMEPE IKOJIOTUIECKON
OpraHU3aI}H.

- IIpuxa3 no OCHOBHOM AEATENBHOCTH U BBINUCKA U3 IPUKa3a 10 OCHOBHON JIEATEIBHOCTH.
- Pacnopsioxenue.

- IIpoToKoI ¥ BEIMKCKA U3 TIPOTOKOJIA.

Tema. UudopmManuoHHO-CIPABOYHbIE JOKYMEHThbI
PaccMmoTpeHue npuMepoB HUXKETIPUBEIEHHBIX TUIIOB TOKYMEHTOB U COCTABJICHUE CTyAEHTaAMU
HEKOTOPBIX TOKYMEHTOB.
- 3amucka.
- CiryxeOHO€ TIHCEMO.
- Tenerpamma.
- AKT (KaK BHJ JOKyMEHTa IOPHUINYECKOTO JINIA).
- [IpoTokon neperoBopos.
- CnpaBka.
- 3akoueHue.

- OT3BIB.

Tema. JlokyMeHTBI (pH3HYECKHUX JTHIL

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

- 3agBiieHue.

- XKaio6a.

MeToauveckue PEKOMEHAAUMH MO OPraHv3aluu CaMoOCTOATEIbHOM paﬁoTu

CaMocTosiTenbHbIe pabOTHl MPENCTABISAIOT COOOW OAMH W3 OCHOBHBIX BHJOB Y4YeOHOW IeSTEITBHOCTH
cryneHToB. Ha coBpeMeHHOM 3Tarie 00pa3oBaHUs 3TOMY BHUIY ICATEIHHOCTH MPHUIACTCS CYIIECTBEHHOE 3HAUCHHE.
BrImoHEHNE CaMOCTOSATENBFHBIX PadOT CIIOCOOCTBYET CO3HATEIFHOMY YCBOCHHIO TEOPETHYECKOTO MaTepHala,
BEIPAOOTKE HABEIKOB PabOTHI C JUTEPaTypol, IIOMOTraeT B MOATOTOBKE K 3a4eTy. Kpome Toro, 3TO OJUH W3 BHIOB
TEKYIIET0 KOHTPOJISl B pEUTHHTOBOM crcTeMe 00ydeHusl.

OcHOBHas 4YacThb NpeIJIaraeMbIX 3aJaHUN I CaMOCTOATENILHOW paOOThl HalelIeHa Ha HW3yYeHHE
TEOpEeTUYeCKoro Marepuana. s caMOCTOSITENILHOTO HM3y4YeHUsl CTYACHTaM NPEeIOKEH MaTepual, KOTOpPhIA He
paccMaTtpuBaeTCs Ha JICKIUSIX WIN PaCCMAaTPHBACTCS JIUIIH 0030PHO.

TpebGoBaHUs K OTYCTHOCTH:

3amaHus HEOOXOAWMO BBITOJHATHL B TETPaad ISl CaMOCTOSTENBHBIX pPaboT To IuiaHy: |
®opMyIupoBKa BOIIPOCA;

2. OTBeT Ha BOMpPOC;
3. CnmcoK UCTIONL30BaHHON TUTEPATyPhI C YKa3aHUEM CTPaHHUIIL.

Tembr JJIA CaMOCTOATEIIBHOT'O U3YUCHUA !

1. PernonanbHble HOPMATUBHBIE MPABOBbIE AKTHI B chepe OXpaHbl OKPYKaIOMIei Cpeibl, BOJOMNO0Ib30BaHH,
HEAPOIIOIb30BaHUs U JIp.

OpFaHI/IBaIII/IH ,HOKyMCHTOO60pOTa Ha MpeANpUATUAX, B OpTraHU3aluAgX U YIYPCIKIACHUAX.

Cucrema rocyapcTBeHHBIX opraHoB. CTpyKTypa u pyHKINH CITy>KO AEI0NpPOU3BOICTBA Ha TIPEINPHITHH.
HopwmaruBHbIe 1paBoBble aKThl MUHHCTEPCTBA NPUPOTHBIX PECYPCOB M KOJIOTHH TBepckoii obnactu

HOpMaTI/IBHLIC MPaBOBLIC AKThI UCIIOJTHUTCIIBHOI'O OpraHa rocyz[apCTBeHHoﬁ BJIaCTH TBepCKOﬁ obnactu

o UEwWN

JokymenTtHble pecypchl ApxuBHoro goHnna Poccuiickoit deneparum.



7. OpFaHI/BaHI/IfI CJ'Iy)KGLI JAOKYMCHTALIMOHHOT' O obecneueHus yrpaBJieHUusA

TpeGoBanus K peHTHHI-KOHTPO.TI0

Monyan | Tembl Buasl padot banabl
8 cemectp
I Moy.1b JloxyMeHTOBeIeHHE U JOKYMEHT: Jlexun 15
KiaccuduKanys, cucTeMaTu3anys, IIpaKTHYCCKNE 3aHATHS 20
PEKBU3UTHI JOKYMEHTOB, TIOPSIOK
odopmiieHHs, OJTaHKH JOKYMCHTOB. Pecdepar 15
Hroro: 50
IT moayan JIOKYMEHTBI: OpraHU3aluOHHO- ‘ Jlexnuu 10
HpaBOBLIe, paCHOpH[{I/ITeHbHHe, HpaKTI/I‘{eCKI/Ie 3aHATUI
HHPOPMAMOHHO-CIIPaBOYHBIE, 25
JOKYMEHTHI (PU3HMUECKHX JIHIL.
TexHomornss pabOTBl ¢ JOKyMEHTaMH Ha
IpEIIpUATHAX.
peanp Pedepar
15
Hroro: 50
Bcero: 100
9. CBeeHusi 00 00HOBJIEHMH padoyeli MPOrpaMMBbI JMCIUIIIMHBI (MM MOAYJIS)
Ne Oo0HoBJIeHHBbIN pa3aen padoyeii Onucanue BHeCEHHbIX PexkBH3UTHI JOKYMEHTA,
ILIL NMPOrpaMMbl JTUCHHILIAHBI HU3MEeHCeHUI YTBEpAMBIICT0
H3MCEHCHUS

el R




