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1. HEJIM U 3AJIAYUN JUCHUTIJIINHBbI
e ocBOCHUA TMCHUIINHBI (MOYJIs):

I{eab OCBOCHMS JUCITUIUIMHBI - COPMHPOBATH OCHOBHBIC HABBIKU U 3HAHHS, ITO3BOJISIOIIHEC
IPAaMOTHO TOTOBUTH JOKYMCHTAIUIO U BECTH JIOKYMEHTOOOOPOT B PO ECCHOHAIBHOM
JIESITEILHOCTH

3agaunm :

- 3HAHUE KJIacCU(PHUKALIMK JJOKYMEHTOB 110 OCHOBHBIM COBPEMEHHBIM CHCTEMaM
JIOKYMEHTAIIUH;

— 3HaHME MPABUIIBHOTO MPOPECCUOHATBHOT0 O(OPMIICHHS U IIPEICTABICHHUS
opUIIHATLHBIX U HEO(PHUIIUAIbHBIX JOKYMECHTOB, a TAK)KE PE3y/IbTaTOB HAyUYHO-HUCCIICI0BATEIbCKUX
1 IIPOM3BOCTBEHHO-TEXHOJIOTHYCCKUX PabOT IO YTBEPKICHHBIM (hopMam;

— YMCHHE BBISBJISATH U UCIIOJIB30BAaTh HOPMATHBHO-IIPABOBYIO M METOJUYCCKYIO 0a3y
IIPU OpraHU3alKMK PaOdOTHI C JIOKYMCHTAMH,

— BJIAJICHUE TIOHSATUIHBIM aIllapaToM, HEOOXO0IUMBIM IS IIOJATOTOBKH JJOKYMCHTAIIHH
PO eCCUOHAIBHON AEATEILHOCTH, IIONCKOM MH(MOPMAILIMK B II100aJbHON CETH HHTCPHET.

2. MECTO JUCIIMIIJIMHBI B CTPYKTYPE OOII
Hukn (pazgen) OIT:  B1.0O
TpeGoBanus k npeaBapuTeIbHOI MOATOTOBKE 00y4al01Ierocs:

Pycckuil s13bIK ¥ KyJbTypa pedu

OCHOBBI HAYYHO-UCCIIEJ0BATENBCKON AEATEIbHOCTU

[TpakTka no 60oTaHuke

ITpakThKa 10 arpoTEXHUKE

IIpakTHka o caoBOACTBY

Hayuno-uccnenoBarenbckas padota

WNHdopmaninoHHbIe TEXHOJIOTHH B MTPO(ECCHOHABHON €A TEIbHOCTH

[TpaBoBbI€ acTIEKTHI B CEIBCKOM U JIECHOM XO031CTBE

TexHonornueckas NpakTUKa

JucuumnHbl (MOLYJ/IH) U IPAKTHKH, VIS KOTOPBIX 0CBOCHUE TaHHOM JMCIHIIIHHbI
(Moay.1s1) He00X0AMMO KAK NpealecTByIoIee:

[TpennumuiomHas npakTUKa

TexHonornyeckas NpakTHKa

OKkoHOMUYecKas 3PPEKTUBHOCTD B CEIIbCKOM U JIECHOM XO3HCTBE

KomriekcHble METObI NCCIIEI0BAaHUI

3. OFBEM JUCHHUIIVIMHBbI

OO0mas Tpy10eMKOCTh 33ET
Yacos 110 yueOHOMY IUIaHy 108
B TOM 4HcCJIe:

CaMOCTOsITeJIbHAs paboTa | 78

4. INTAHUPYEMBIE PE3YJIBTATBI OBYUYEHMUS 110 JUCHUIIVINHE,
COOTHECEHHBIE C INTAHUPYEMbBIMH PE3YJIbTATAMU OCBOEHUA
OBPA3OBATEJIbHOM ITPOT'PAMMBbBI

OIIK-2.1: '0TOBHT JOKYMEHTAIUIO U BEAET JOKYMEHTOOOOPOT B MPOodhecCHOHATBHOM
NEeSATEIbHOCTH



VK-4.2: Benet 1em0ByIO MEPENUCKy Ha PYCCKOM SI3bIKE C YU€TOM 0COOCHHOCTEH
CTHUJIIMCTUKHN O(bI/II_II/IaJIBHI:IX u HGO(I)I/ILII/Ia.HBHBIX IIMcem

VK-4.3: Benet 1em0ByI0 MepenucKy Ha HHOCTPAHHOM SI3BIKE C Y4ETOM OCOOCHHOCTEH
CTHJIMCTUKA OPHUIHATLHBIX TUCEM U COIIMOKYJIBTYPHBIX Pa3Inauii

5. BUAbI KOHTPOJIA

BI/I,[[BI KOHTPOJIA B CEMCECTpax:

3a4eThI | 7

6. SI3BIK ITPEIIOJIABAHUA

SI3BIK MpernojaBaHus: pyCCKUH.

7. CTPYKTYPA U COJAEP)KAHUE JUCHUILINHBI (MOJLY.JI5T)

Ne HanmeHoBaHMe pa3je/ioB U TeM B Cem. | Hacos | Ilpumeuanue
3aHATHSA
Paznen 1. Paznen 1. JlokymeHTOBEeICHUE U
JOKYMEHT
1.1 |JlokyMeHT KaK IMOHSATHE U CUCTEMA. Jlex 7 2
JIoKyMEHTOBEICHUE KaK Hay4yHas
JUCHUIIIINHA

Pazgen 2. Paznen 2. Cucremaruzanus u
KJIacCU(PUKALMS IOKYMEHTOB

2.1 |OO6mume mpyUHIHKIBI KJacCU(DHUKAIIIN 1 Jlex 7 2
CHUCTEMAaTH3allMK JOKYMEHTOB. [Ipu3Haku
JOKYMEHTOB KaK OCHOBAaHHS
KJIaccu(PUKAIIUH.

[TpuHIMIIBL (hOPMUPOBAHUS TICPBUIHBIX
JIOKYMEHTHBIX KOMILIEKCOB.

Pazgen 3. Paznen 3. CucreMsl
JTOKYMEHTAIIUU 1
KJIaCCU(PUKATOPBI TOKYMEHTHOM
yHbopManuu

3.1 [OO0miue mooKeHus 1 OCHOBHEIE ITOHATHS. Jlex 7 2
OcHoOBHBIE (YHKIIMOHATBHBIC CHCTEMBI
JIOKYMEHTOB.

YHUPUITMPOBAHHBIC U DJIICKTPOHHBIE
CHCTEMBI IOKYMEHTAIHH

Paznen 4. Paznen 4. PekBU3UTHI TOKYMEHTOB
1 00U MOpsIIOK 0opMITEHUS

JOKYMEHTOB

4.1 | OOuwmii mopsiioK K 0pOPMIIEHUIO Jlex 7 2
JOKYMEHTOB.

4.2 |OcHoBHBIE TpeOOBaHUS K 0(OPMIICHUIO Ip 7 2
JOKYMEHTOB.

Pasgen 5. Paznen 5. bnanku 1OKyMEHTOB U
MOPSAIOK MX OPOpMIICHHUS

5.1 |OO6mme TpeboBaHus K OIaHKaM JOKyMeHTOB |JIex 7 2




5.2

OOmuii 6mank qokymeHTa. biiank
KOHKPETHOTO BUA JOKyMeHTa. biaHk
nUchbMa. bIaHKK JOKHOCTHBIX JIUIT U
CTPYKTYPHBIX MOJPa3IeICHHUI

Paznen 6. Paznen 6. OpranuzannoHHO-
IPaBOBLIC JOKYMCHTEI

6.1

- YupenuTesnbHbIi JOTOBOD.

- YcTaB opraHuzanuu.

- [lonoxxeHne 006 OpraHU3aIuH.
- CtpykTypa u mratHas
YHCICHHOCTb.

- lllITatHO€E pacnucaHue.

- [Tosio’keHue o0 CTPyKTYpHOM
MOJIpa3ieJICHUH.

- JlomKHOCTHAsI MHCTPYKIIMSL.
- Uncrpykuus.

- [TpaBuna.

- [Tonoxenue.

Paznen 7. Paznen 7. PacnopsimurenbHbie
JIOKYMEHTBI

7.1

- [Ipuka3 no ocHOBHOM

JEeSATEIbHOCTH U BBIIMCKA U3 MIPUKAa3a M0
OCHOBHOM J1€ATEIbHOCTH.

- Pacniopsbxenue.

- [IpoTokoun u BbINIUCKA U3

MIPOTOKOJIA.

Ilp

Paznen 8. Paznen 8. MudopmarnmonHo-
CIIPaBOYHBIE JOKYMEHTBI

8.1

- 3amnucka.

- Cny»ebHoe MUCHhMO.

- Tenerpamma.

- AKT (KaK BUJ TOKYMEHTa
FOPUTAYECKOTO JIUIIA).

- [TpoToKo0J IEPETOBOPOB.
- CripaBka.

- 3aKIIIOueHHe.

- OT3BIB.

Paznen 9. Paznen 9. JlokymMeHTBI
(U3NYECKUX JTHIL

9.1

- [Ipemnioxenue.
- 3agBieHue.
- JKanoo6a.

Pazgen 10. Pazgen 10. TexHomorust paboThl
(o} JIOKYMGHTaMI/I Ha npe)mpmm/m

10.1

Texnonorus paboTsl C TOKYMEHTaMU Ha
peNPUSITHH

Jlex

10.2

Texnonorus paboThl C TOKYMEHTaMU Ha
peNPUSITHH

Ip

Pazgen 11. Pazgen 11. FOpunuueckas cuia
JOKyMeHTa, GopMyIsp TOKyMEHTa U
hopMyIsap-oOpazer TOKyMeHTa

111

IOpunnueckas cuiia qokymeHTa, Gopmyssip
JTOKyMeHTa U (opMyIsip-oOpasen
JOKYMEHTa

Jlex

Pasnen 12. Pazgen 12. CamocrogrensHas
paborta




12.1 |IloaroroBka K TeKyIIeMy KOHTPOIIO Cp 7 78
Cnncok 06pa3oBaTe/IbHbIX TEXHOJIOT Uil
1 JluckyccroHHBIE TeXHOIOTHH ((hopyM, CUMITIO3UyM, 1e0aThl, akBaprHyMHast TUCKYCCHS,

MaHeJIbHAs TUCKYCCUSI, KPYTJIIbIN CTOJ, (pacuIuTHpoBaHHAs U T.1.)

2 |HNudopmarmonnsie (1udpoBbie) TEXHOIOTHH

3 | AKTUBHOE CITyIIIaHHE

MeTo/bI TPYIIIOBOTO PEIIeHUs] TBOpUYECKHUX 3a1au (MeTon Jenbhu, meron 6—6, MeTo
pa3BUBAIOIIEH KOOIEpaIMy, MO3rOBOM IITYpM (METOJ1 FeHEpaIy UAeH ), HETBOPKUHT U T.]1.)

8. OHEHOYHBIE MATEPHAJIbI JI51 IIPOBEJEHUWA TEKYIIEA U
INPOMEXYTOYHOU ATTECTALIUU

8.1. OueHoynble MaTepUAJIbI IJIS1 IPOBEJCHUA TeKYLel aTTecTalul
[Tpunoxenue 1.
8.2. OueHouyHble MaTepuAaJbl 1JIsl IPOBEACHHUS IIPOMEKYTOYHOM aTTecTaluu
[Tpunoxenue 1.
8.3. TpeGoBaHus K peliTHHI-KOHTPOJIIO

[Tpunosxenue 2.

9. YYEBHO-METOJUYECKOE U UH®OPMALIMOHHOE OBECIIEYEHUE
JUCHUILIMHBI (MOLYJIS)

PexoMennyemas jureparypa

OcHoBHAas

Hudp

Jlureparypa

J.1.1

Hoponuna, Banosa, Kapneruepa, [Timenko, Pacuxuna, JJokymentoBeaenue, Mockaa:
IOpaiir, 2024, ISBN: 978-5-534-15753-6,
URL.: https://urait.ru/bcode/536394

J.1.2

KazakeBnu, Tkanuy, JlokymeHnToBeneHue. JlokymeHTallMoHHbIN cepuc, Mocksa: FOpaiit,
2024, ISBN: 978-5-534-06273-1,
URL.: https://urait.ru/bcode/538386

J.1.3

Hoponuna, Banosa, KapnsiueBa, [Tmenko, Pacuxuna, /lokymentoBenenne, Mockaa:
HOpaiit, 2021, ISBN: 978-5-534-03053-2,
URL.: https://urait.ru/bcode/468838

JI.1.4

KynsieB, Ypanos, ®adbpuunoB, [lokymenroBenenue, Mocksa: Jloroc, 2011, ISBN: 978-5-
98704-329-8,
URL.: http://texts.lib.tversu.ru/texts/999648ogl.pdf

Ilepeyenb nmporpaMMHoOro odecrnevyeHust

Kaspersky Endpoint Security 10 ans Windows

Foxit Reader

Google Chrome

AlWIN]|F-

WinDjView




5 Adobe Acrobat Reader

[ep}

OpenOffice

7 Muoro¢dynknuonanbubeiii penaktop ONLYOFFICE

CoBpemMeHHbIe POodeccHoHAIbHbIE 0a3bl JAHHBIX U HMH(OPMAIUOHHBIE CIIPABOYHbIE
CHCTEMBbI

Penozurapuii Tel'Y

OBC Tel'Y

9bC BOOK.1u

9BC «Jlaup»

9BC IPRbooks

OBC «YHuBepcuTeTckas OMOINOTEKa OHIIAMHY

9BbC «IOPAUT»

0| N| o] o ] W N B+~

9BbC «ZNANIUM.COM»

10. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHHME JUCHUIIJIMHBI (MOY JIS)

AyauT-1 Oo6opynoBanue

5-210 MYJIbTUMEAUNHHBINA KOMIUIEKC, IIEPEHOCHOM HOYTOYK, yucOHas MeOelb

5-212 MYJIbTUMEIUNHHBINA KOMIUIEKC, IIEPEHOCHOM HOYTOYK, yucOHast MeOellb, KOMIIbIOTEPHI

11. METOJUYECKHUE MATEPHAJIBI VIS OBYYAIOLIIUXCSI IO OCBOEHUIO
JUCUHMUIIIAHBI

[Ipunoxenue 2.

INPUJIO’KEHMUE 1

5. OHEHOYHBIE MATEPUAJIBI JIJIS TIPOBEJEHUS TEKYIIEA 1
MPOMEXYTOYHOM ATTECTALIUU




5.1. OueHo4HbIe MaTepUAaJIbl 1 POBeeHUs TeKyllel aTTecTaluu

Temaruka pedeparos:

=

IlonsTue «OOKYMEHT», OTIIMIUTECIIBHBIC IPU3HAKU JOKYMEHTA, HCTOPUS PA3BUTHA IIOHATH, COBPDEMEHHOC
COCTOSITHUE BOIIpOCa.

ZlOKyMeHT KaK CUCTeMa. SHGMCHTLI, (bOpMI/IpyIOHH/Ie JOKYMCHT KaK CUCTEMY.

O0s3arenbpHBIC IPU3HAKA TOKYMEHTa, CBOWCTBA JOKYMEHTA, (YHKINH JOKyMEHTA.
JlokyMeHT B cdepe oXpaHbl OKpY>Karoleld IPUPOIHOM Cpeibl, €ro CBOIMCTBA U (YHKIIMN

JlokyMeHTHasl [esTeIbHOCTb, TIPOLIECCH OOpaIIeHHs TOKYMEHTA.

Krnaccudukanms 10KyMeHTOB 110 crioco0y (ukcanuu HHPOPMAIHHU B TOKYMEHTE.

K.]'IaCCI/Iq)I/IKaHI/Iﬂ JOKYMCHTOB 110 BUAaM MaTepI/IaJILHOfI OCHOBBI TOKYMEHTA.

Knaccudukanms 1okyMeHTOB 10 BUAaM MH(POPMAIHH, 3a(UKCHPOBAHHON B JOKYMEHTE.

K.]'IaCCI/Iq)I/IKaHI/Iﬂ JOKYMCHTOB IO BUAAM PCKBU3UTOB, IPUMCHIACMBIX IJISL I/II[CHTI/I(bI/IKaHI/II/I JOKYMCHTaA.

©

Knaccugukarms 1oKyMeHTOB 10 crIoco0y HAeHTA(UKAITNT HHPOPMALNH, 3aUKCHPOBAHHON B JOKYMEHTE.
. OcHOBHbIE ()yHKIIMOHAJIBHBIE CUCTEMBI JIOKYMEHTALIUH.

PER©O N0 A®WN

RN
N -

YHI/I(I)I/ILII/IPOBB.HHBIG CHUCTCMbI JOKYMCHTALINHU.

[
w

9HeKTpOHHBI€ CHUCTCMbI JOKYMCHTAIINHU.

[
e

KrnaccuukaTtopsl JOKyMEHTHPOBAaHHONW HHPOPMAIIIH.

=
ol

. JlokymentHsie pecypcbl ApxuBHoro Gonna Poccuiickoit deneparum.

=
o

JlokyMeHTHBIE pecypchl (elepalbHOTO PErHCTpa HOPMATHBHBIX ITPABOBBIX AKTOB CYOBEKTOB POCCHHCKOM
®denepanui.

17. JloxymenTHBIE pecypchl FOCy1apCTBEHHOI CHCTEMbl HAYYHO-TEXHUYECKOH HHOpMAIIHH.

18. oxymenTHbIe pecypes I'ocyaapcTBeHHOro aTeHTHOTO (hoHna Poccuiickoit denepamum.

19. oxymenTHbIe pecypchl deepanbHOro HHPOPMAIHOHHOTO (OHAA TEXHHUECKHMX PETTaMEHTOB H CTAaHAAPTOB.
20. Enunas nHpOpMAIMOHHAS CHCTEMA 110 TEXHHYECKOMY PETyTMPOBAHHUIO.

21. JloxymeHTHBIE pecypchl OpraHU3aIuii.

22. JlokyMeHTHBIE PECYpPChI, COZIePKAIME FOCYIAPCTBEHHYO TaiiHy: MOPAI0K (GOPMHPOBAHHS U TIOPSIOK
HCIONb30BaHUs.

23. JloxymeHTHEI# pecype ¢ TpudoM «J{1s ciry’keGHOTO MoTb30BaHUA»: MOPAI0K GOPMUPOBAHHUS H MOPAIOK
HCTIOb30BaHUs.

24. JloxymeHTHBII pecypc, cojiepKalinii KOMMEPUECKYIO TaiiHy: opAI0K (OPMHUPOBAHMS M HOPSIOK
HCTIOBb30BaHUS.

25. JloxymeHTHBII pecypc, cojiepkaniuil mepcoHanbHble JaHHbIE: HOPSI0K (HOPMUPOBAHKS H MOPSIOK
UCTIONIb30BAHMS.

26. OdunmansHbIe U CTyKeOHbIE TOKYMEHTHI.
27. HopMaTHBHBIE IPABOBBIE AKTHI, COEPIKAIINE TEPMHHBI, IPHUMEHAEMbIE B TOKyMEHTOBEICHUH.

28. Opranmsamms ciryKObl JOKYMEHTAIIHOHHOTO 00ECTIeYeH s YIPaBIEHHU
29. Cucrema rocy1apcTBeHHBIX opraHoB. CTPYKTypa M (yHKIMH CITYKO IeT0TNPON3BOCTBA HA TIPEMPHATHH.
30. Opranusanus 10KyMeHTO060pOTa HA NPEANPUATHAX, B OPraHU3AIUAX M YUPEKICHUSIX.

31. HopmaruBHble nipaBoBble akThl MHHHCTEPCTBA IPUPOIHBIX PECYPCOB U 3Kojoruu TBepckoii 06macTu
32. PernoHasnbHble HOPMATHBHBIE PABOBBIE AKThI B C(hepe OXPaHbl OKPYIKAIOMIE CpeIbl.

33. PeruonanbHble HOPMATHBHbIE TIPABOBBIE AKTHI B c(hepe BOIONONb30BAHMS.

34. PervonanbHble HOPMATHBHbIE TPABOBBIE AKTHI B C(HEPe HEIPOIIOITH30BAHMSL.

35. PeruonanbHble HOPMATHBHbIE TIPABOBBIE AKTHI B C(hepe OXOTONOIB30BAHHS.

36. PeruonanbHble HOPMATHBHbIE TIPABOBBIE AKTHI B c(hepe PHIO0IOBCTBA.

37. PeruonanbHble HOPMATHBHbIE TIPABOBBIE AKTHI TOCYIAPCTBEHHOTO YKOJNOrHYEcKoro Haasopa TBepckoit 06macTy.

38 HOpMaTI/IBHLIC IIPABOBLIC AKThI UCIIOJHUTCIHbHOI'O OpraHa FOCYI[&pCTBeHHOfI BJIACTHU TBGpCKOﬁ obactu

TunoBble KOHTPOJIbHbIE 32JaHUS U CIIOCO0 MPOBEIEHHA Kpurtepuu oneHnBanus
TeKyIlel aTTecTaluu "
IIKAJIa OLleHUBAHUS




IIpumepHbIe TeCTOBBIE 3a/IAHUS:

1. KOoHTpOJIb 32 HCIIOTHEHNEM JIOKYMEHTOB HAYMHAETCS C Ipasunvho evibpan eapuanm

. omeema — 1 6ann
a)  perucTpanuy JOKyMEHTOB;

0) TpenBapHUTENEHOTO PACCMOTPEHUS JOKYMEHTOB;
B) TEPBUYHON 0OpaOOTKM TOKYMEHTOB;
T) HCIIOJIHEHHUS JOKYMEHTa
2. PacrionoxxeHue PEKBHU3HUTOB Ha OylaHKe
JOKYMEHTA OTpEeIIsieTCs:
a)  COCTaBUTEJEM JIOKYMEHTa;
0) npaBuiIaMu YHH(UKAIMU JOKYMEHTOB;
B) TOCYAapCTBEHHBIM CTaHAAPTOM.
3. Kakue peKBU3UTHI OTHOCSTCS K FOPHIMYECKH 3HAYMMBIM ?
a) Jara, perHCTPalMOHHBIN HOMEP TOKYMEHTa;
0) 3aroilOBOK K TEKCTY, OTMETKAa 00 HCIIOTHHUTEIIE;
B)  PE3OJIIOIMSA, OTMETKA O HAJIMYNH IPHIOKECHHUH.
4. Kakas ¢pyHKIHS OTHOCHTCS K CHIETIMATIbHBIM (QYHKIIHAM JOKYMEHTa?
a) yIopsI0YMBAIOIIas;
0) ympaBneHUYeCKas;
B) nH(pOpMaMOHHAsI.
5. B xakoMm citydae npaBuibHO 0(hOpMIIEH PEKBU3UT «ApecaT»?
a) lupextopy mkonst Ne 269  MBanosoit Tamape IlerpoBHe
6) Qupekropy mkomnsl Ne 269  HMBanosoii T. I1.
B) 129128, Mocksa, yi. Poctokunckas, 7 Jupektopy mkoisl Ne 269
r-xe MBanoson T. IL.
r) Aupextopy MockoBckoit mrkoisr Ne 269 T. I1. UBanoBoit
6. JIOKyMEHTBI, COCTaBII€Mble KOMHUCCHEH, OATTNUCHIBAIOTCSL:
a) PyKOBOJHTEJIEM OpTaHHU3ALUH;
0) mpeacenareeM KOMUACCH;
B) IIpeceiaTeIeM U YJIeHaMH KOMHCCHUH;
T') IpeJiceaTeNIeM KOMUCCHU B CEKPETapeM.
7. JIOKyMEHT 1 TOKYMEHTHO-KOMMYHHUKAIIMOHHASL AESTEIbHOCTD 3TO ...
a) mpeaMeT JOKYMEHTOBEICHNUS,
0) 00BEKT JOKYMEHTOBEICHUS;
B)IOKYMEHTOBEICHHUE.

5.2. OHCHO‘IHBIC MaTtepuajbl 1Jd MPOBEICHUA l'lpOMe)KyTO‘lHOﬁ arrecranumn
HepequL TEM WJIHW BOIPOCOB UL MOJATOTOBKH K 3a4CTY.

JIOKyMeHT Kak cuctema. DJIEMEHTHI, (POPMUPYIOLINE TOKYMEHT KaK CHCTEMY.
OO0si3aTesbHBIE IPU3HAKU JOKYMEHTa, CBOWCTBA JIOKYMEHTa, (DYHKIMU JOKyMEHTA.
Cucremaruzanus 1 Knaccu(UKanus JOKyMEHTOB
CucteMbl JOKyMEHTAIMH U KJIaccH(pUKaTOphl JOKYMEHTHON HHPOpMaIUU

Cnoco0bI 1 cpeacTBa JOKYMEHTHPOBaHHUS
PekBH3HUTHI JOKYMEHTOB U OCHOBHBIE TPEOOBaHMS K 0(OPMIICHHIO JOKYMEHTOB.

1.
2
3
4
5. Knaccudpukanuu no GpyHKIHOHAIEHO-IIEIEBOMY HA3HAYECHHUIO JOKYMEHTOB.
6
7
8. ®opmymsp nokymeHTa.

9

HOpMaTI/IBHLIC IIPaBOBbLIC AKThI U UHBIC NOKYMCHTbI, CO31aBAC€MBbIC IIPHU 3aKOHOTBOp‘l€CKOI7[ n HOpMOTBOp‘lGCKOﬁ

JIeSITeIbHOCTH (peiepaibHBIX OPraHOB BIACTH B Cepe IKOIOTHH U
OUOJIOTHH.

10. OcroBHBIE HOPMBI HCTIONB30BAHKS JOKYMEHTHPOBAHHOM HH(OPMAIIHH.

11. Odopmnenue nen.

12. Cucrema oruerHoi JIOKyYMEHTalNH.

13. O6ume BompOCH OpraHM3alMy AETONPOU3BOACTBA U JOKYMEHTO000POTA HA MPEANPHATHSX, B
OpraHM3aMAX U YUPEIKICHHAX.

14. Texuonorus pa6oTsl ¢ JOKyMEHTaMH Ha MPEINPUATHH.

15. ®opmuposanue u xpaHeHHe TEKYIMX eI




16 Z[OKyMeHTI/IpOBaHI/IC ACATCIbHOCTH OpTaHU3aluu.

17. IOpuanueckas cuna noxyMeHTa, GOpMyYISp JOKyMEHTa U GOpMyIIsp-o6pa3ell JOKYMEHTa.

18. Bnanku 10KyMEHTOB U TIOPSANOK HX 0(hOPMIICHHS.
19. OpranuzanuoHHbIe JOKYMEHTHI, HX HA3HAYEHHUE, XapaKTEPUCTHKA H COCTaB, TpeOOBaHHUA K 0(OPMICHHIO, TIOPAIO0K

YTBEPKACHHUS.

20. PacniopsinuTesbHbIE TOKYMEHTBI, HX Ha3HAYEHHE, XapaKTEPUCTHKA M COCTAB, TPEGOBAHHS K 0(DOPMICHHIO.

21. CnpaBouHBIe TOKYMEHTHI, HX XapaKTEPUCTUKA M COCTaB, TPeGOBAHUS K O()OPMIEHHIO.
22. XapaKTepuCcTHKa, COCTaB U TPeGOoBaHHS K 0DOPMICHHIO TOKyMEHTOB (hH3MUECKUX JIHII.

23 YHI/I(bI/IHI/IPOBaHHLIe CUCTEMbI JOKYMCHTAIIUU.

24. DneKkTpOHHBIE CHCTEMBI JOKYMEHTAIHH.
25. OpunmansHble U CTyKeOHBIE TOKYMEHTEL.

26 OpFaHI/I?;aIII/IfI CJ'Iy}K6I)I JAOKYMCHTAllUOHHOTO obecneueHus yrpaBJ€HUA.

TunoBble KOHTPOJIbHbIE 32JaHUA ISl IPOMEKYTOUYHOM aTTecTaluu

IInanupyemblit
. TunoBbie KOHTPOJIbHBIE 32JaHUA U CIIOCO0
o0pa3oBaTe/bHbIH N Kpurepuu oneHnBanus M KaJa
NMpoBeAeHUsI MPOMEKYTOYHOI
pe3yJibTat ONleHNBAaHUS
aTTecTaluu
(KoMIeTeH M,
HHIMKATOP)
1. Yto Takoe TOKyMEHTOOOOPOT ? 3  6ama —  ;maHbl

VYK-4.2: Benet nenoByto
MEePENUCKy Ha PYCCKOM SI3bIKE

c Y4eTOM
0COOEHHOCTEH CTHIINCTUKH
oduIHATEHBIX u

HeO(I)I/II_II/IaJ'ILHLIX IIMCEM

2. Kax Ha3pIBaeTCsl yCTaHOBJICHHE €IMHOO0pa3Hs
coctaBa 1 ()OPM YIIPaBICHUECKHX JOKYMEHTOB,
(DUKCHPYIOLIMX OCYILECTBICHHE OJJHOTUITHBIX
yIpaBJIeHYECKUX QYHKIIMN?

TMOJIHBIEC UCUCPIIBIBAIOIIUEC
OTBCTHI Ha BCC BOIIPOCHI.

2 Gayia — JaHbl HEIOCTATOYHO

MIOJTHBIE OTBETHI Ha BCE BOIPOCHI
(WM nDaHBl OTBETHI HE Ha Bce
BOTIPOCHI) WITH OTTYIIEHBI OITHOKH.

1 Oamn —  JIaHbI

OTBETHI TOJIKO Ha
4acTh BOMIPOCOB (WK
JTaHbI

(bparmeHTapHbIe

OTBETHI), OITYIIICHEI
Cephe3HbIC OINOKH.

0 OGamtoB — maHbl
(dbparmMeHTapHbIe
OTBETHI U JIOMYIIEHBI

CephE3HBIC OINOKH.

VK-4.3: Bemer nenoByo
HEepEenCcKy Ha
HNHOCTPAHHOM SI3BIKE C
yuyeToM  ocoOeHHocTel
CTHIIUCTUKU O(DUITUATTBHBIX
MICEM U COIIHOKYIbTYPHBIX
paznuuui

. Uro Takoe JOKyMEHT?

2. O6paszer Kakoro JJ0KyMEHTa IIPEACTaBIIeH Ha
pUCyHKe?
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N
Hade or

3 Oamma —  JTaHBI
TOJIHEIE
HCYUCPIIBIBAIOIIUE

OTBETHI Ha BCE

BOTIPOCHI.

2 Oauia -
HEIOCTAaTOYHO

JIaHbI

ITOJIHBIE OTBETHI Ha
BCE BOTIPOCHI (WJIH JTaHBI OTBETHI HE
Ha BCE BONPOCKHI) WM JONMYIICHBI
OIIHOKHU.

1 Gamn — fgaHbl OTBETHI TOJIBKO Ha
9acTh BOIIPOCOB (TIH
JIaHbI

(dparMeHTapHBIC




OTBETHI), IOMYIICHEI
Cephe3HBIC OINOKH.

0 OamioB — paHbI
(parMeHTapHbIC

OTBETHI U IOMYIICHBI
CephE3HBIC OIMOKH.

OIIK-2.1: T'otoBut
JOKYMEHTAIHIO U BEJIET
JIOKYMEHTO000pOT
npodecCHOHATBHON

JACATCIBHOCTHU

1. Uro sBIIsIeTCS 0053aTEIBHBIM 3JIEMEHTOM JFOO0TO
oduIHMaIBHOrO JTOKYMEHTa?

2. Kakue JOKyMEHTBI OTHOCSTCS K  TpYIIE
OpraHU3aIMOHHO-TIPABOBBIC?

Uro BKIMIOYAET B ce0s1 HoKmamgHas (ciyxeOHas )3ammucka?

3 Oasa — 3ajaHue
BBITIOJTHEHO MPABUIILHO U B
ITOJIHOM 00BeMe. 2 Oaa —
3a/IlaHNe BBITOJIHEHO MOJHOCTBIO,
JIOTYIIEHbI HE3HAYUTEITbHBIC
OIIHOKHU.

1 6ann — 3aaHue BBITOJHEHO
YaCTHYHO,
JIONYIIEHBI cepbe3Hble omroku. 0
0aJIJIOB — TaHbI

(bparmMeHTapHbIe OTBETHI U

JONYHICHBI CCPbC3HBIC OIIMOKHU.




IMMPUJIOXKEHUE 2.

1. METOANYECKUE PEKOMEHIOAIINU 11O HATIMCAHUIO PEDQEPATA:

Pedepar — 310 muchmeHHas pabota oObemMoM 10-18 mMmedaTHBIX CTpaHWUI], BBIMOJIHSICMAS
CTYICHTOM B TEUYCHHE IIUTEIHHOTO CpoKa (OT OHHOM Hemenmn a0 Mecsana). B pedepate HyXHBI
pa3BepHyTble apryMEHTBHI, PacCyXAEHUs, CpaBHEHUs. MaTepuana MOAAETCS HE CTOJIBKO B Pa3BUTHH,
CKONbKO B (opme KoHcTartanuu wiu onucanus. CoaepxkaHue pedepupyeMoro IMpOoU3BeIEHHs
n3jaraeTcss OObeKTHBHO OT UMEHHU aBTOPA.

Crpykrypa pedepara:
TuTyabHBIA TUCT
1. Tocne TuTynbHOTO NHCTa HA OT/ETBLHON CTPAHUIE CIEAyeT OraBieHue (I1aH, ColepKaHue),

B KOTOPOM yKa3aHbl Ha3BaHUs BCEX pa3/iesioB (IIyHKTOB IUIaHa) pedepara U HOMEpa CTPaHHUI,
yKa3bIBaIOLIHE Havyajo 3THX Pa3/esioB B TEKCTE pedepara.

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

3. OcroBHas yacTh peepaTa MOKET MMETh OJHY WJIH HECKOIbKO TJaB, COCTOSIIMX H3 2-3
naparpa¢oB (OAMTYHKTOB, Pa3/eioB) U MPEIOJaracT OCMBICICHHOE U JIOTHYHOE W3JI0KEHHE
TJIaBHBIX TIOJIOKCHU U UIEH, CoJiep KaIluXCsl B M3y4EeHHOM uTeparype. B TexcTe 00s3aTenbHbI
CCBUIKM Ha NEPBOMCTOYHHUKH. B TOM cllydae eciy LUTHPYETCS WM MCHOJIB3YeTCs 4Ybsi-TH00
HEOpJWHApHAas MbICIb, HJES, BHIBOA, MPUBOJUTCS KaKOH-11O0 mudpoit MaTepua, tabnuiy -
00s13aTeNBHO ClIeNaiiTe CChUIKY Ha TOTO aBTOpa y KOTO BBI B3SUIM JAaHHBIH MaTepHal.

4. 3aKIroucHIe COACPIKUT TJIaBHBIC BBIBOABI, U HUTOI'M H3 TCKCTa OCHOBHOM qaCTu, B HEM
OTMCUACTCH, KaK BBIIIOJIHCHBI 3adadd W JAOCTUTHYTBHI JIM MLCJIH, C(I)OpMyJ'II/IpOBaHHHe BO
BBCJICHUU.

5. IpunoskeHue MOXKET BKIIOUATh IPadUKH, TAGIHUIIbI, PACUETHI.

6. Bubmuorpadus (CIMCOK IUTEpaTyphl) 37€Ch YKAa3hIBAeTCS peaqbHO MCTIONb30BAHHASA i
Hamucanus  pedepara sureparypa. CIHCOK — COCTaBiseTCs  COIVIACHO — MpaBHIIAM
O6ubIMorpaIecKOTo OMICaHU.

le/lMep])I METOAUYECCKHUX peKOMeHIlaIIHﬁ K NIPAKTHYECCKUM 3aHATUAM.

Tema. OcHOBHBIe TPeGOBaHHUS K 0(hOPMIICHHUIO TOKYMEHTOB.

PaGora Ha ceMuHape CBOJOUTCS K COCTaBICHHIO Pa3HOro poja JOKYMEHTOB, HamOolee
pacpoCTpaHEHHBIX B IIPaKTHKE PaOOTHI yUpEeKICHUH SKOIOTHUECKON 1 Onosormueckoit chepsl. B xone
9TOH PabOTHI TaK)Ke 3aKPETIISAIOTCS 3HAHUSL TEPMUHOJIOTHH B c(hepe eNIONPOU3BOICTBA.

CTyaeHThl [OJKHBI OCBOWTH IIPaBHJIa COCTABJICHHS 3asBICHUIl, MPOTOKOJIOB, NPHKA30B,
CIIPaBOK, JICJIOBBIX MTHCEM.

Tema. bi1aHKH JOKYMeHTOB U NOPSIAOK UX 0(pOpMIIeHHS

PaCCMOTpeHI/Ie MIPUMEPOB HMKCTIPUBECICHHBIX TUIIOB TOKYMEHTOB U COCTABJICHUC
CTYACHTAMU HCKOTOPBIX JOKYMCHTOB.

- OOmuit 61aHK TOKyMEHTA.
- braHk KOHKPETHOTO BHJAa TOKYMEHTA.
- bnank nmucema.

- brranku JAOJKHOCTHBIX JIUI U CTPYKTYPHBIX nonpaueneﬂnﬁ.

Tema. Opranu3annoOHHO-NPABOBbIE JOKYMEHTBI
I/I3y11e1-me 06p8.3]_IOB HWXCTIPUBCACHHBIX TUIIOB JOKYMCHTOB Ha IIPUMEPE
SKOJIOTUYECKOW OpraHu3aIuu.

- YupeauTenabHbI 10roBop.

- YcTaB opraHuzaiuu.

- [onoxeHune 06 opraHU3aIuy.

- CTpykTypa U mTaTHas YACICHHOCTb.

- lITarHoe pacniucanue.

- TlonoxeHue o CTpyKTYpHOM IOAPA3CIICHUY.
- JloJKHOCTHAS MHCTPYKLMSL.

- Uucrpykuus.

- IIpaBuna.



- I[onoxenue.

Tema. PaCﬂOpﬂHl/lTeﬂbHLle JAOKYMEHTbBI
I/I3y‘leHI/I€ 06pa3u013 HWKCIPUBCACHHBIX TUIIOB JOKYMCHTOB Ha MPUMEPE
JKOJIOTUYECKOU OpraHm3aluu.

- IIpuxa3 no OCHOBHOM AEATENBHOCTH U BBINUCKA U3 NIPUKa3a 10 OCHOBHON JIEATEIBHOCTH.
- Pacnopsixenue.

= HpOTOKOJ’I 1 BBITNIMCKA U3 IMPOTOKOJIA.

Tema. UudopManuoHHO-CIIPABOYHbIE JOKYMEHTBI
PaccMmoTpeHue mpuMepoB HUXKETPUBEICHHBIX TUIIOB JOKYMEHTOB U COCTaBIICHUE
CTYJEHTaMH HEKOTOPBIX JTOKYMEHTOB.
- 3anucka.
- Ciry>keOHO€ TIHCEMO.
- Tenerpamma.
- AKT (KaK BUJ JOKyMEHTa IOPUANIECKOTO JINIIA).
- IIpoToxomn neperoBopos.
- CopaBka.
- 3aKimoucHue.

- OT3BIB.

Tema. JlokyMeHTBI (pH3HYECKHUX JIHIL

PaccmoTpenne npuMepoB HUKENPUBEAECHHBIX THIIOB TOKYMEHTOB U COCTAaBICHUE
CTYIEHTaMH HEKOTOPBIX JTOKYMEHTOB.
- IIpeyioxxenue.

- 3agBiieHue.

- JKanob6a.

MeToauveckue PEeKOMEHAAMH MO OPraHv3aluu CaMoOCTOATEIbHOM paﬁoTu

CamocrosiTenbHble Pa0OTBl MPEACTaBIAIOT COOOH OIMH W3 OCHOBHBIX BHJIOB Yy4eOHOM
JeATeIbHOCTH CTYJIeHTOB. Ha coBpeMeHHOM 3Tarie 00pa3oBaHus TOMY BHY AEATEIBHOCTH MTPUAACTCS
CYIIECTBEHHOE 3HAuCHHE. BEBIMOIHEHHE CaMOCTOSTENBHBIX PAabOT CIIOCOOCTBYET CO3HATEILHOMY
YCBOGHHUIO TEOPETHYECKOI0 MaTepHasa, BbIPa0OTKE HaBBIKOB Pa0OTHI C JIMTEPaTypo, IOMOraeT B
MOJITOTOBKE K 3a4eTy. Kpome Toro, 370 0MH M3 BUAOB TEKYILEro KOHTPOJIS B PEHTUHTOBON CHCTEME
00yueHHUS.

OcHOBHasi 4YacTh MpeJlaracMbIX 3aJaHUH ISl CaMOCTOSATEIbHOW padOTHl HamesleHa Ha
N3y4eHHE TEOPETHUECKOro Marepuana. /Il caMOCTOATENBHOTO HM3YYEHHS CTYAEHTAM IIPEUIOKEH
Marepuall, KOTOpbIi He pacCMaTpUBACTCs HA JICKIMSAX WIIM PacCMaTpUBAETCSI JIMIIb 0030PHO.

TpeboBaHuUs K OTYETHOCTH:

3anaHus He0OX0AMMO BBITIOJIHHUTE B TETPAIN IJISI CAMOCTOSATENBHBIX padoT mo miany: 1 .
®DopMyIupoBKa BOIIPOCA;

2. OTBeT Ha BOIPOC;
3. CIHCcOK MCTI0Ib30BaHHON JIUTEPATYPHI C YKa3aHUEM CTPaHMII.

TemBl 17151 CaMOCTOSATENEHOTO U3yUCHHS:

1. PeruonanbHble HOPMATHBHBIE IPABOBBIE AKTHI B chepe OXpaHbl OKPYKAIOMIEH cpejibl,
BOJIONIOJIB30BaHMs, HEPOIOIb30BAHUS U JP.

2. OpraHusanys JOKyMEHT0000pOTa Ha MPENPUATHSX, B OPFAHU3AIMAX U YUPEKICHUAX.

3. Cucrema rocyaapcTBeHHBIX opraHos. CTpyKTypa M (pyHKIMH CITy’KO JeI0TpON3BOICTBA HA
MPEIIPHUSITHN.

4. HopmaTtuBHbIe NpaBOBble aKThl MUHUCTEPCTBA MPUPOIHBIX PECYPCOB M dKOoruK TBepckoit
obnactu

5. HopmaTuBHBIE IPABOBBIE AKTHI HCIIOIHUTENLHOIO OPraHa TOCYNAPCTBEHHOM BIACTH
TBepckoit obmactu



6. JloxymenTHble pecypchl ApxuHoro Gouma Poccuiickoit deneparmn.

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

TpeGoBanus K peHTHHI-KOHTPO.TIO

Monyan Tempbl Buasl padot Banabl
7 cemecTp
I MoayJan JlOKyMEHTOBEICHHE U JOKYMEHT: Jlexuyun 15
Kiaccudukanus, cucreMaru3anys, TIpaKTHIECKHE 3aHATHS 20
PEKBU3UTHI TOKYMEHTOB, IOPSI0K
odopmieHus, GIaHKH JOKYMEHTOB. Pegepar 15
Hroro: 50
IT moayan JIOKyMEHTBI: OpraHu3alluOHHO- ‘ Jlexnuu 10
[paBOBBIC, pacrnopsaanuTeIbHbIC, IIpakTuueckue 3aHATHS
MH(OPMaLMOHHO-CIIPAaBOYHBIE, 25
JOKYMEHTHI (PU3MUECKUX JIHLI.
Texnomoruss pabOTBI € HOKyMEHTAaMH Ha
MPEANPUATHSAX.
peaup Pedepar
15
Hroro: 50
Bceero: 100
9. CBeneHusi 00 00HOBJIEHHH padoyeii MPOrpaMMBbI JUCHUTIMHBI (MJIH MOXYJIS)
Ne OOHOBJIEHHBII pa3aena padoyeii Onucanne BHECEHHBIX PexBU3NTHI IOKYMEHTA,
ILIL. NPOrpaMMbl AU CHUIIHHBI H3MeHeHMit yTBepAUBIIEr0
H3MeHeHHUs




