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1. IlepeyeHp mNIAHHpPYEMBIX Ppe3yJabTATOB O0y4eHMs 10 JHCHUILUINHE, COOTHECEHHBIX C
INIAHMPYEMbIMH Pe3y/1bTATAMM 0CBOCHHUSI 00Pa30BATE/ILHOM IPOrPaMMbI

[Ipouecc u3ydyeHus: TUCUMILIMHBI HampaBieH Ha GopmupoBaHue cienyrommx xommnereHuuii OII BO
U OBJIaJICHHE CIEAYIOIIMMU Pe3yJIbTaTaMU O0Y4YEHUS 10 TUCIUILIMHE:

Kon 1 HaumeHnoBanue Kon u [Tepeuens TUIAHUPYEMBIX PE3YIBTATOB O0YUEHUS TI0
KOMIIETEHIIUH HanMEHOBAaHUE JTUCHUIUIMHE
HUHJUKATOpa
JIOCTUKEHUS
[1K-2 Criocoben | TTK-2.1 3HaeT
ydacTBOBaTh B pa3pabotke | CocTaBiser cenu( KA U MPUHIIUIIOB COCTABIICHUS POCKTOB
MIpOrpamMMBbI MTPOCKTHI pactopsIUTEIbHBIX U OPTaHU3AIMOHHBIX JOKYMEHTOB,
OpraHu3alMOHHOTO pacmiopsiIuTeNb | OCYIIECTBICHHS UX UH(DOPMALIMOHHON 00paboTKH Mpu
pa3BUTUSL U HW3MEHEHHU, | HBIX U BHEJIPEHUHU TEXHOJOTUYECKUX, MMPOTYKTOBBIX MHHOBAIUI WITH
o0ecrnieunBaTh UX | OpraHU3alMOH | OpraHU3alMOHHBIX U3MEHEHUI B YIIPABICHYECKYIO
peann3anuio HBIX NeSATEeTLHOCTh B PaMKax MPOrpamMM OpraHU3aIlMOHHOTO
JIOKYMEHTOB, pa3BUTHS
OCYHIECTBJIACT yMeeT
ux MMOHUMATh ITPOLECC COCTABJIEHUS IIPOCKTOB
HH(pOPMALIOH pacnopsiAUTENbHBIX U OPraHU3alMOHHBIX TOKYMEH-TOB,
HYIO OCYIIECTBIICHUS UX WH()OPMAIIMOHHON 00paboT-Ku Tpn
00paboTKy 1pu BHEIPEHUU TEXHOJIOTUYECKUX, TPOTYKTOBBIX WHHOBALIMM WU
BHCApCHUHN OpraHU3alMOHHBIX U3MEHEHUN B YIIPABIECHYECKYIO
TEXHOJIOTHYCCK | nedaTenbHOCTh B paMKaXx MPOrpaMM OpraHU3allMOHHOTO
ux, pa3BuUTHs
TPOAYKTOBLIX | gianeer HaBbIKaMu
WMHHOBAINK HABBIKAMH COCTABJICHHS TTPOEKTOB PACTIOPSAUTENBHBIX U
1 OpraHU3alMOHHBIX JIOKYMEHTOB, OCYIIECTBICHHS UX
OpraHM3altMOn | yyhopmanoHHON 06pabOTKN TIPU BHEIPEHNH
HBIX . TEXHOJIOTUYECKUX, MPOJTYKTOBBIX MHHOBAIIUN WU
MSMEHCHUU B | oy ragy3alOHHBIX M3MEHEHHUH B yIPaBIeHUECKYIO
YIPAaBICHUCCKY | regrenpHOCTh B paMKaX HPOrpaMM OpPraHM3alHOHHOTO
fo pasBUTHS
e TETbHOCTD
B paMKax
rporpamm
OpraHu3alMOH
HOT'O pa3BUTHUSA

2. lepeyeHb OLIeHOYHBIX CPEACTB MO AUCHUNIHHE

O1eHoYHOE CPESICTBO
MIPOBEPKU PE3YJILTATOB
JOCTHIKCHUST UHITUKATOPOB
KOMITETECHITHI

Kon nnaukaropos
JOCTHXKEHUS
KOMITETCHIIUI

Ne HaumeHnoBanue paznena/remsl

Cemectp

1. |1 paznmen.




[IpaKkTHKO-OpHEHTUPOBAHHBIC
11 CymHOCTE ¥ OCHOBHBIE  MOHSTUS  JOKYMEHTHPOBAHUS IK-2.1 3a/[a4H U CHTYAIHOHHbIE
""" | ympaBreHuecKol 1eATeNbHOCTH 3a1aun
[IpakTHKO-OpHEHTHPOBAHHBIE
1.2. | OpraHu3aliOHHO-IIPABOBAs JOKYMEHTALHS TK-2.1 3aadM M CUTYallMOHHbIC
3a7a4n
1 3 PaCHOpH}lI/ITeHI)HHe JOKYMCHTBI: JTaIlbl COCTAaBJICHUSA u TIK-2.1 KOHTpOJIBHaH pa6OTa
" | npaBuia opopmiteHus
[IpakTHKO-OpHEHTUPOBAHHEIE
14 I/IH(bOpMaI_[I/IOHHO-CHpaBO‘{HaH JOKYMCHTaIUs B 3a71a4M U CUTyallMOHHbBIE
" | ynpaBiieHU€CKOU NeATEeIbHOCTH 3a1aun
IIpakTuKO-OpUEHTUPOBAHHBIC
15 Pemennss xak BHZ YIIPaBIEHYECKOTO JOKyMEHTa M CPEICTBO 3a/[a4H U CHTYAIIHOHHbIE
7" | peanu3anuy OpraHu3alluOHHBIX U3MEHEHUN 3amaun
1.6. | JoxyMeHTamOHHOE OOecIeYeHUE ITEPErOBOPOB M COBEIAaHUN Kontponbhas pabora
IIpakTuKO-OpUEHTUPOBAHHBIE
1.7. | denoBas nepenucka 3a/1aii U CUTYallHOHHBIC
3a1aun
IIpakTHKO-OpHEHTHPOBAHHBIC
1.8. | lokyMeHTaIHs! IO INYHOMY COCTAaBY 3ajiain M CHTYallHOHHBIC
3a1aun
1.9. | Opranuzanus 10KyMEHTOO6OPOTA Kontponbhas pabora
I[IpoMeskyTOUHAs ATTeCTALHS 3a
3. OueHo4HbIe CPeACTBA (OLIEHOYHbIE MATEPHAJIbI)
[IpuMepHBII TNEepedYeHb OLEHOYHBIX CPEACTB Uil TEKYLIEro KOHTPOJIS — YCIIEBAEMOCTH U

HpOMC)KyTO‘-IHOfI aTTeCTalnu

Ne  |HammeHoBanue Kpatkas xapakrepucruka IIpencrasieHne OLEHOYHOTO CPEJICTBA B
/I | OEHOYHOTO CPe/ICTBA OLICHOYHOI'0 CPENICTBA ¢donzae (OneHouHbIE MaTEpPHATIBI)
TexyImmi KOHTPOJIb
JIJ1s1 OlleHKH 3HAHUM
JIJ1s1 OlIeHKM yMEHUH
1 KonTponpHas padora CpenctBo npoBepKu KOMIUIEKT KOHTPOJIBHBIX 3aJaHUH 110
YMEHMN IPUMEHSTh BapHaHTaM
IIOJIy4CHHBIC 3HAHUSA JJIs
peleHus 3a1a4
OIPEJIEIICHHOTO THIIA 10
TEeMe WIN Pa3Aeiy
2 [TpakTuko- 3alayy HallpaBJICHHBIE HA KoMIIIeKT NpakTHKO-OpUEHTUPOBAHHBIX U
OpUEHTHPOBAHHBIE HCIIOJIb30BaHUE CUTYalIMOHHBIX 3a/1a4
3aJa4d ¥ CUTYyallMOHHbIE | IPUOOPETEHHBIX 3HAHUN U
3a7a4u YMEHUH B IPAKTUYECKON

NEITEIHLHOCTH U
HOBCEIHEBHOI KU3HU

JIJ1s1 OLICHKM HAaBBIKOB

[IpomexyTouHast aTTeCTaIus




3 3auer CpencTBo KOHTpOIIA [IepeueHs BONIPOCOB K 3a4€Ty
YCBOEHUS y4eOHOTO
MaTepuaia NpakTUIECKUX U
CEMUHAPCKUX 3aHATHH,
YCIIELTHOTO IPOXO0XKIEHUS
IPAKTHUK U BHIIIOJHEHUSI B
IIPOLIECCE ITUX MPAKTUK
BCEX Y4eOHBIX MMOPYUCHUN B
COOTBETCTBUH C
YTBEPKIICHHON
IIPOrpaMMON ¢
BBICTABJICHUEM OLIEHKU B
BUJIE «3aUTEHOY,
«HE3a4YTEHOM.

4. IlpumepHbIH (POHA OLEHOYHBIX CPEACTB JJIsl MPOBeIEHHs TEKYIIero KOHTPOJISI U NMPOMEKYTOYHOMH
arrecTauMu O0y4alIIUXCA MO JUCHMIVIMHe (Moay.uaw) "JlokyMeHTHpOBaHHMe YyIpaBJeHYeCKOM
AesiTeJIbHOCTH'"

Ilpumepnoie oyenounvlie mamepuanvl 01 MEKyu €20 KOHMPOIA yCneeaemocmu

TumnoBsle TECTOBBIE 3a1aHUS

l. JlokyMeHT 310:

A OnaHK, UMEIOINI HANMEHOBAHHUE YUPEKICHUS U TIOPSIKOBBIN HOMED

B 3adukcupoBaHHbIM B MMCEMEHHOH (OpME aKT, YAOCTOBEPSIOUINI HaIu4ne (GaKToB

(KaK MpaBWIIO IOPUIUICCKOTO 3HAUCHHUS )

C crangapTHbIil TUCT OyMaru, UMEIOIUI TEKCT U MOAIUCH aBTOpa

D cranpgapTtHBId JUCT OyMaru, UMEIOMNUNA TEKCT, MOANUCH aBTOPa U TIeYaTh

MPE P THS

2. JIBukeHHe TOKYMEHTOB C MOMEHTA MX CO3/IaHUs WJIU TIOJIYYEeHHsI 10 MOMEHTA UX

YHUYTOXKEHUS WIK TIepeiayyl Ha apXUBHOE XpaHEHHE, ATO:

A perucrpanusi JOKyMEHTOB

B ¢bopmupoBanue nen

C KOHTpOJIb UCIIOIHEHUS! JOKYMEHTOB

D nokymeHTO000pOT

3. TekcT moKyMeHTa JOMKEeH OBITh MPEJCTaBJICH B BUJIC:

A aHKeThI

B tabaumst

C cnutHOrO TEKCTA

D ngomyctumMo UCHONb30BaHUE BCEX MEPEUUCIEHHBIX (hopM

4. PexBusur «I'pud orpaHndeHus 10CTyna K JOKYMEHTY» MOXKET COCTOATh U3

CIIEIYIOIIErO CJI0Ba:

A «CornacoBaHo»

B «KonpunenmnuanbsHo»

C «YrBepxaaro»

D mro60€e u3 mepedrciIeHHbIX CIIOB

5. JlokyMeHTBI, (PyHKIMOHUPYIOIIKE B chepe yrnpaBleHus IpeAnpHsITHEM:

A opraHHW3aIMOHHBIE TOKYMEHTHI

B pacniopsiauTenbHble JOKYMEHTBI

C cpaBoYHO-HH()OPMAIIMOHHBIE JOKYMEHTHI

D Bce nepeuyucieHHble IPyIIbL

6. l'ocynapctBennbim  cranmaptom  «['OCT P 7.0.97-2016. HanwonansHBIN  cTaHmapT
Poccuiickoit ®enepanuu. Cuctema CTaHapToB MO HHpopManuu, OMOIMOTEYHOMY M HU3IATENbCKOMY JEily.
OpraHuzallMOHHO-paclopsiAMTENbHAs ~ JOKyMeHTauus. TpeboBaHus K  OQOPMIIGHHIO  JTOKYMEHTOB)»
YCTaHOBJIEH KOMILJIEKC PEKBU3HUTOB B

KOJINYECTBE:

A 21 pexBusur

B 31 pekBuzur

C 42 pexBusura



D 30 pexBu3uToB

7 TloanucaHHBIM W HaJUIeKANIMM 00pa3oM OQGOPMIICHHBIN SK3EMIUIApP TOKYMEHTa, COCTABJICHHBIA B
HepBbIi pas, 3To:

A nybnukar

B nogimnHHuK

C xomus

D Bbinucka

8. JIOKyMEHT, B KOTOPOM PaOOTHUK MPEAIPUATHS U3JIaraeT MPUUNHBI

HEBBINIOJHEHUSI KaKOr0-1100 MOpyUYeHHsl, 3TO:

A noknaaHasl 3aIucKa

B cnpaBka

C oOBsicHUTENBHAS 3alIHMCKa

D akr

9. Pemenne kakoro Bompoca, 1o Bamemy MHEHHIO, HE MOXET OBITh OTPaXCHO B NpPHKa3e I10
JUYHOMY COCTaBY:

A 1mepeBoJ Ha IpYTyI0 J0JKHOCTh

B yBonbHeHUe coTpyaHUKa

C usmenenue rpaduka padboTbl

D npenocraBieHue oTirycka

10. [Ipuka3 1o JIMYHOMY COCTaBY JIOJIKEH OBbITh MOANMCAH:

A pyKOBOIUTENEM HPEAIPUATHS

B pykoBoautenem CTpyKTYpHOI'O HOJpPa3AeICHUS

C pykoBoauTeneM oTeina KajipoB

D 1t00BpIM U3 IEPEUNCIEHHBIX TOHKHOCTHBIX JIMIL

Ilpumepnuvie oyenounvie mamepuansl
0J151 NPOBEOCHUA NPOMENCYMOUHOU ammecmauuu (3auem, IK3ameHn)
nO UMOo2am 0ce0eHUs OUCYUNIUHBL (MOOYIs)

Bormpocks! k 3auery:

1. [TonsaTue nenonponsBoaACTBa

2. CymHocTh ¥ QyHKIIMM TOKYMEHTa

3. Knaccudukamnus 10KkyMeHTOB

4. Yaudukaus ynpaBieH4eCKOW JTOKYMEHTAUN

5. CranmapTu3zanus ynpaBieHUYECKOW JOKYMEHTAIMU

6. PexkBU3UTBI TOKYMEHTOB: NIOHATHE U COCTaB

7. 3apoKIEeHUE CUCTEMBI JIETIOPOU3BOJICTBA B J[pEeBHEPYCCKOM rOCY1apCTBE
8. IIpuka3Hoe 1e101pon3BOACTBO

9. Konnexckoe aenonpon3BoicTBO

10. MuHucTEpCKOE AENONPOU3BOACTBO

11. CoBeTckuii nepuo rocyJapCTBEHHOTO JIEIONPOU3BOICTBA
12. ITonsiTHE OpraHNU3alMOHHBIX JOKYMEHTOB

13. VYcraB: noHATHE, TPOLIEAYPHI YTBEPKACHUS U PETUCTPAIIUN
14. CrpykTypa ycTaBa U €ro OCHOBHBIE PEKBU3UTHI

15. YupenutenbHblil 10roBOp

16. ITonoxeHus Kak OpraHU3alMOHHbBIC TOKYMEHTBI

17. [lITaTHOE pacniucanue

18. NHCcTpyKIMM KaK OpraHU3alMOHHbBIE JOKYMEHTHI

19. JIOJKHOCTHAsI UHCTPYKIIMS

20. [TonsiTHe, Lenu U Ha3HAYCHHE WH(POPMALIMOHHO-CIIPABOYHON JTOKYMEHTAIIUH
21. Bupl cipaBok v mpaBUiia UX COCTaBJICHUS

22. OcHoBHbIE TPeOOBaHMS K aKTaM

23. Jloknmagablie 3amucKu

24. OOBsicCHUTENbHBIEC U CITY>KEOHbIE 3aIMCKU

25. [TonsiTHE pacnopsAaUTENBHBIX TOKYMEHTOB

26. OcHoBHbIE TPeOOBaHMS K PACIOPSHKEHUIO

27. [TocTaHOBIIEHHE KaK paCHOPSAUTEIbHBINA JOKYMEHT



28.
29.
30.
31.
32.
33.
34.
35.
36.
37.
38.
39.
40.
41.
42.
43.
44.
45.
46.
47.
48.
49.
50.
51.
52.
53.
54.
55.
56.
yIpaBICHUS.
57.
58.
59.
60.
YIPABIICHHUS.

[TonsiTue ykazanus
[TonsiTre, BUBI U TIOPSTIOK TIOJTOTOBKH TIPUKA30B
OcHOBHBIE 3TaIrbl pabOThI C PACTOPSIAUTEIBHBIMU JJOKYMEHTAMHU
OcHOBHBIE TPeOOBAHUS K PEIICHUIO
[TonsiTue, CylTHOCTH U OCHOBHBIE 3TAIbl MPOBEICHUS [IEPETOBOPOB M COBEIIAHUN
CoBelanue: MOHATHE U JOKYMEHTAIBHOE COIPOBOKICHHE
JlokyMeHTHpOBaHHE Pe3yIbTaTOB JIEIOBBIX BCTPEU U MEPETOBOPOB
[ToHsiTHE TPOTOKOJIA U €TO OCHOBHBIE PEKBU3UTHI
[IpaBuna opopmiieHHs OCHOBHOM YacTH MPOTOKOIA
OcHOBHBIE TPeOOBaHUS K IOTOBOPY
Cy1HOCTh ¥ BUJIBI 1€JI0BOI NEPENuCKU
[ToHsiTHE M Pa3HOBUAHOCTHU JIEJIOBBIX MTUCEM
OcHoBHbIE TpeOOBaHUSA K JI€TIOBBIM MUCHMaM
Cranuu NOATOTOBKH JETOBBIX MHCEM
Tenerpammsl, pakcorpammsel 1 TeneOHOrpaMMBbI KaK CPECTBA BHEITHUX KOMMYHUKAIIUH
[Tepenucka ¢ 3apyOeKHBIMU MAPTHEPAMU
[TonsiTve u coctaB KaJipoBON JOKYMEHTAIIMH
TpynoBoii 10roBop: MOHATHE U MpaBUiia 0HOPMIICHUS
OcCHOBHbIE U IONOJTHUTEIbHBIE YCIOBUS TPYAOBOTO JOrOBOpa
JInunsle xapTouku (popma T- 2).
JIndHOe [1eJ10 U ero CTPYKTypa.
[Topsimok BeACHHS TPYIOBBIX KHUKEK.
[Topsimox odopmiieHus: U BeJieHHs BKJIaIbIIIa TPYAOBOH KHUKKU
Opranuzanust JOKyMEHTO000pOTa, €ro KOJTMYECTBEHHbIE U KaueCTBEHHBIE XapaKTEPUCTHUKH.
TexHosnornu 00pabOTKH BXOSIINX JOKYMEHTOB.
BHyTpeHHU JOKYyMEHTOOOOPOT.
Pabota c ucxomsmieit 1oKyMeHTaIuew.
Opranu3zaiiys dIeKTPOHHBIX KOMMYHHKAITHH.
3amaun, QYHKIMU M THUIOBBIE CTPYKTYPBI CIIYKObl JOKYMEHTAIMOHHOTO oOOecredeHus

Pernamenrarust paboThl CIIyKObI TOKYMEHTAITMOHHOTO 00ECIICUeHUsI YIIPaBICHHUS.
Ilenp u 3a1aun ynpaBiieHUs TOKyMEHTAlMEd OpraHU3aluu.
Oco0eHHOCTH OpraHu3aIui PaboThl ¢ KOHPUACHITMATBHBIMUA JTOKYMEHTAMHU.
COBpeMeHHbIe I/IH(l)OpMaI_[I/IOHHBIe TCXHOJIOTMU B  JOKYMCHTAIIMOHHOM OGCCHC‘ICHI/II/I

Temwt nucomennvix padom (3cce, peghepamot, Kypcoswvie padomast u op.)



Bormpocs! qy1s yetHoro onpoca
Tema 1 CymHOCTh U OCHOBHBIE€ TIOHATHSI JOKYMEHTHPOBAHUS YIIPaBICHYECKON JACSTEIHHOCTH
1.IlonaTHe 1enonpon3BOACTBA U CYITHOCTh JOKYMEHTA
2. Knaccuduxanus J0KyMEHTOB
3.Yaudukamus U cTaHAapTH3aAIUS YIIPaBICHUYECKOW JOKyMEHTAlUN
Tema 2. ITopsimok cocTaBieHus: 1 OPOPMIICHUST OPTaHU3AIMOHHON JOKYMEHTAIINN
1.IToHsiTHEe OpraHU3alMOHHON TOKYMEHTAIU!
2 YcTaB M yuypenuTeNnbHbIN JOrOBOP
3. IonoxeHust Kak OpraHu3aMOHHbBIE TOKYMEHTBI
4. llltatHOE pacnucaHue
5. MHCTpyKIIMU Kak OpraHu3aluOHHbIE IOKYMEHTBI
Tema 3. PacniopsiiutenbHbIe JOKYMEHTBI: 3Talbl COCTABIICHUS U MTPaBUIa OPOPMIICHUS
1. TloHsATHE pacnoOpAIUTENbHBIX TOKYMEHTOB
2. IlocTaHoBNEHUE U PACHIOPSIKEHUE
3. IlonsTue yka3zaHus U nMpuKasa
4. OcHOBHBIE TPEOOBAHUS K PEIICHUIO.
Tema 4. OCOOEHHOCTH U TpaBUJIa COCTABIICHUSI U PaOOTHI C PELICHUEM
1. TpeGoBanust K 0OOPMIICHHIO PEIICHUS.
2 OcHOBHBIE 3TanaM pabOThl C HUMH: COCTABIIEHHE IMPOEKTA pPELICHHs, COTrJlacoBaHUE, MOAMMCAHUE,
peanuzanus.
Tema 5. UndopmanmoHHO-cripaBOYHasl ¥ TEXHUYECKAs JOKYMEHTALIUS
l. [TonsiTre, ey 1 Ha3HaYeHUE HHPOPMAIIMOHHO-CIIPABOYHON U TEXHUYECKOU JOKYMEHTAIIHH
2. Buppl cripaBoK ¥ paBWIa KX COCTaBIICHUS
3.0OcHOBHbIE TPEOOBAHMS K aKTaM
4. loknaaHble, OOBSICHUTEIbHBIC U CITY)KEOHBIE 3aITUCKU
Tema 6. JlokyMeHTallMOHHOE O0ecIieYeHne TIEPErOBOPOB U COBEIIAHHI
1. [ToHsiTHE, CYIIIHOCTh ¥ OCHOBHBIE 3TAIbl MPOBEACHUS MIEPETOBOPOB U COBEIIAHUMN
2. [IpoTokon Kak oTpaxxeHUE KOJUIETHATBHOTO CIIOCO0a MPUHATUS pEIIeHUN
3.JlokyMeHTHpOBaHHE PE3YyJIbTATOB JAEIOBBIX BCTPEY U IIEPErOBOPOB
Tema 7. [lenoBas nepenucka
1. TloHsiTHE M Pa3HOBUIHOCTH JICJIOBBIX MMHCEM
2. OcHoBHBIE TpeOOBaHUS K JEIIOBBIM MUCbMaM U CTaJIUU UX MOATOTOBKU
3. Ilepemnucka c 3apyOeKHBIMH TAPTHEPAMH
Tema 8: JlokymMeHTaLMs O JUYHOMY COCTaBY
1. ITonsiTie u cocTaB KaApOBOM JOKYMEHTAIlUU
2. TpynoBsie noroBopa U JUYHBIE KAPTOUKU
3. JIu4HOE [1e710 U ero CTpyKTypa
4. Tlopsimok BeIEHUS TPYIOBBIX KHUXKEK
Tema 9. Opranuzarust JOKYMEHTO000pOTa
KonudecTBeHHbIE U KAa4€CTBEHHBIC XapaKTEPUCTUKU TOKYMEHTO000pOTA.
Texnosnornu 06pabOTKH BXOISIIMX JOKYMEHTOB.
BHyTpeHHHU JOKYyMEHTOOOOPOT.
Pabota c ucxomsieit JOKyMeHTaIueH.
Opranuzanus 3MeKTPOHHBIX KOMMYHHUKAIUH.
DNEKTPOHHBIN JIOKyMEHTOOOOPOT

S
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