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Busuposanmne PII/] 115 ucnosiHeHnsl B 04epeHOM Y4eOHOM roay

PaGouas mporpamma nepecMoTpeHa, o0cyxaeHa u ogodpena st ucronenus B 2023-2024 yyebrom
roJIy Ha 3acelaHiH arpOKOJIIEIK

HOAMUCH  pacHIU(pOBKa
BusupoBanue PII/L 1j1si MCTIOJIHEHUS B 0YepeTHOM Y4eOHOM IOy

PaGouast mporpamma nepecMoTpeHa, o0cyxaeHa u ogoopena ajis ucrnosHeHus B 2024-2025 yue6HOM
rojly Ha 3ace/laHuy arpoKOJUIEK

NOJNHCh  pacum(poBKa
Busuposanmue PII/ 1151 ucnosiHeHusi B 04epeHOM Y4eOHOM roay

PaGouas mporpamma nepecMoTpeHa, o0cyxeHa u ogoopenHa st ucroyineHus B 2025-2026 yuyedrom
roJ1y Ha 3aCe/laHiH arpoKOJIIEIK

HOAMUCH  paclIu(poBKa
Busuposanmue PII/] 1151 ucnosiHeHnsl B 04epeHOM y4eOHOM roay

PabGouas nporpaMma nepecMoTpeHa, o0cykaeHa u oJo0peHa i ucnoiaHenus B 2026-2027 yue6GHOM
ro/ly Ha 3aCelaHiM arpoKOJIIeIK

HOANUCE  PACHIN(POBKa



1. HEJIb U1 3AJAYHY OCBOEHHMSA JUCHUIIINHBI

Iens:

HPUOOPETeHHEe CTYJEHTAMH TEOPETHYSCKUX 3HAHMHA B 00JACTH JOKYMEHTALMOHHOIO OOECHEYCHHS YIPABIEHHUs, O3HAKOMIICHHE C
BUJIAMH JOKYMEHTOB, HCIIONB3yeMBIMH B JCSATCIBHOCTH OPTaHW3alMil, IOJNy4eHHE HPAKTHYECKHX HABBIKOB II0 CO3JAaHHIO H
00paboTKe 3TUX JOKYMEHTOB.

3agauu:

- (opMHUpOBaHHE YETKOTO TPEACTABICHHS O HEOOXOAWMOCTH W PpOJM JOKYMEHTHPOBAHUS B JAEATEIBFHOCTH MPEANPUSITHH,
YUpexKIeHUH;

- O3HAKOMIJICHHUE C OCHOBaMH ACJIONPOU3BOJACTBA U Z[OI(yMeHT0060p0Ta B YUPCKICHUAX U HCKOMMEPUYECCKUX OpPraHru3alusiax,

- O3HAKOMJICHHE C OCOOCHHOCTSIMH 3all[UThI CIY)KEOHOH M KOH(QUACHIUAIbHONW WHPOPMAIMH, 00ECIIEYCHUSI OTKPBITOIO JIOCTYIa
rpaxaaH K HHQOpPMaLUK B COOTBETCTBHH C IONIOKCHUSIMHU 3aKOHOIATEIIbCTBA;

- (1)OpMI/IpOBaHI/Ie CIIOCOOHOCTH OPUCHTHUPOBATHCA B CUTYyalluAX, Tpe6yfom1/1x n3JaHusI COOTBECTCTBYIOIIUX JOKYMCHTOB.

2. MECTO JUCHUIIJIUHBI B CTPYKTYPE YUYEBHOTI' O IIVIAHA

Luk (paszmen) OIT: |

2.1|BxoaHoii ypoBeHb 3HAHMIA:

2.1.1|BXo/{HO¥ YpOBEHb 3HAHUM, YMEHHH, OIBITA JAEITEIBHOCTH, TPEOYEMBIX JUIS HU3yUEHUs! TUCIUILTHMHBI (MOIYJIsT),
onpezeinsiercst GpenepabHbIM rOCYAapCTBEHHBIM 00pa30BaTeIbHBIM CTAHAAPTOM CPEIHET0 00LIero oopa3oBaHus
(yrBepkaen nmpukazom Muno6pHayku Pocenu ot 17.05.2012 Ne 413 (pen. ot 31.12.2015))

2.2| IMcOMIUIMHBI H TPAKTHKH, IJIS1 KOTOPBIX 0CBOCHHME JAHHOW JUCIMILTHHBI (MOIYJI51) HEOOX0IUMO KaK
npeAmecTBy0IIee:

2.2.1|{IToxroroBka BBITYCKHOM KBaNU(HUKAIMOHHON paboTh

2.2.2|TIpon3BoACTBEHHAS IPAKTHUKA (10 IPOGHIIIO CHELMATBHOCTH)

2.2.3|TTPOU3BOJICTBEHHA A ITPAKTUKA (ITPEJJJUITTIOMHA )

2.2.4| TexHOJIOTHS COCTABICHUS OyXTaITEPCKON OTYETHOCTH

2.2.5|DK3aMeH 1o MO0

3. KOMIIETEHLIMY OBYYAIOLIETOCSl, POPMUPYEMBIE B PE3YJIbTATE OCBOEHHWSI JUCLOUIIIMHBI
(MOZYJIST)

OK 10.: IToab30BaThbest NPOecCHOHANBLHOI TOKyMeHTanMell Ha rocyJapcTBEHHOM H HHOCTPAHHOM fI3bIKaX;

3HaTh:

VYposens 1

Yposens 2

VYposens 3

YMeTh:

VYposens 1

Yposens 2

VYposens 3

Baaners:

VYposens 1

YposeHs 2

VYposens 3

OK 09.: Ucnoaib30BaTh MH(POPMAIIMOHHBIE TEXHOJIOTHH B PO(ecCHOHAILHOI 1eATeIbHOCTH;

3HaTh:

Yposens 1

Yposens 2

Yposens 3

YMmerh:

VYposens 1

YpoBens 2

Yposens 3

Baagern:

Ypogens 1

Yposens 2

VYposens 3




IIK 1.1.: O6pabaTbiBaTh NepBHYHbIC OyXrajaTepcKue A10KYMeHTbI;

3HaTh:

VYposens 1

VYposens 2

VYposens 3

YMmeTnb:

VYposens 1

VYposens 2

VYposens 3

Baaners:

VYposens 1

VYposens 2

VYposens 3

OK 05.: OcymecTBJIsiTh YCTHYH0 H MHCbMEHHYI0 KOMMYHHMKAIIMIO HA TOCYyAapCTBEeHHOM si3bIke Poccuiickoii @enepanum ¢

y4eToM 0cO0eHHOCTel COIHAIBbHOI0 H KYJILTYPHOI0 KOHTEKCTA;

3HaTh:

VYposens 1

VYposens 2

VYposens 3

YMmeTnb:

VYposens 1

VYpoBens 2

VYposens 3

Baaners:

VYposens 1

VYpoBens 2

VYposens 3

OK 04.: Pa6o

TATh B KOJUIEKTUBE M KOMaH/e, 3G eKTHBHO B3aMMO/1eliCTBOBATDH ¢ KOJLIEraMHU, PYKOBOJICTBOM, KJIUEHTAMH;

3HaTh:

VYposens 1

Yposens 2

Yposens 3

YMeTh:

VYposens 1

VYposens 2

VYposens 3

Baaners:

VYposens 1

VYpoBens 2

Yposens 3

OK 03.: HJ’IaHHPOBaTB U peajin30BbIBATH c00CTBEHHOE l'lpO(l)eCCPlOHaJ'leOE U JTAUYHOCTHOC PAa3BUTHE;

3HaTh:

Yposens 1

Yposens 2

VYposens 3

YMmerh:

VYposens 1

VYposens 2

VYposens 3

Baagern:

VYpogens 1

VYposens 2




VYposens 3

OK 02.: OcymecTBJIsAITh MOUCK, AHAIN3 U HHTEPNIPETANIMIO HH(OpPMAILINH, HEOOXOAMMOIi 1151 BBINOJTHEHHUS 32124
npo¢ecCHOHAJILHOI 1eATeJIbHOCTH;

3HaTh:

Ypogens 1

Yposens 2

Yposens 3

YMmeTnb:

Ypogens 1

Yposens 2

Yposens 3

Baaners:

VYposens 1

Yposens 2

Yposens 3

OK 01.: BbioupaTh crioco0bl penieHust 3a1a4 NpohecCHOHAILHOI 1eATeIbHOCTH NPUMEHUTEILHO K Pa3JHYHBIM
KOHTEKCTaM;

3HaTh:

Ypogens 1

Yposens 2

Yposens 3

YMmeTb:

Ypogens 1

Yposens 2

Yposensb 3

Baaners:

VYposens 1

Yposens 2

Yposens 3

B pe3yabTaTe 0cBOeHUS AUCHHMIIMHBI 00y4aOIIMIACS 10/KEeH

3.1{3nare:

3.1.1|- nonsTHe, 1eTH, 331241 U IIPUHIUIIB JETONPOU3BOICTBA,;

3.1.2|- ocHOBHBIE MOHATHS JOKYMEHTAIIMOHHOTO 00eceYeH s yIpaBICHUS;

3.1.3|- cucremsl JOKYMEHTAIIUOHHOT'O obecreueHus YIIpaBJICHUSA,

3.1.4]- xnaccudukaimo J0KyMEHTOB,;

3.1.5|- TpeboBaHMs K COCTABICHHIO H ODOPMIICHHIO JOKYMEHTOB;

3.1.6|- opraHu3anuio JOKyMEHTOO00POTA: ITpHUeMa, 00pabOTKY, PETUCTPALHIO, KOHTPOJIb, XpaHEHHE JOKYMEHTOB, HOMEHKIATYPY

JCIL.

3.2|Ymern:

3.2.1|- nonsTHe, 1M, 331241 U IIPUHIUIIBL JEIONPOU3BOICTBA,;

3.2.2|- OCHOBHEBIE ITOHSTHS JOKYMEHTAIIUOHHOT'O obecreueHus YIIpaBJICHUA,

3.2.3|- cucremsl JOKYMEHTAaTUOHHOT'O oOecreueHus YIIpaBJICHUA,

3.2.4]- xknaccuUKaIUIO TOKYMEHTOB;

3.2.5|- TpeboBaHMs K COCTABICHHIO H ODOPMIICHHIO TOKYMEHTOB;

3.2.6]- opranuzanuo JOKyMeHTO00O0pOTa: IpremMa, 00paboTKy, pETHCTPAIHI0, KOHTPOIIb, XpaHEHNE JOKYMEHTOB, HOMEHKIIATYPY

pI(SAI

3.3|Baajern:

4. CTPYKTYPA U COAEPKAHUE JUCHUIIJIMHBI (MO Y JIST)

Yposens AKT. B
Kon HanmenoBanue pasnesioB u teM | Cemectp / Yacos Komneren- chopm-TH unt. | Jurepa- | Dopmbl
3aH. /Bun 3ausTus/ Kype 1170/ KJ)M“ ¢dopmel | Typa | KoHTpOJSs
) 00yY-1i.




Paznen 1.

1.1 |AOYV: nousrue, 3anaun, Gpynxuun /Jex/ OK 02. OK | OK 02 OK JI1.2 | Cobecenos
09. 0K 10. | 09 OK 10 J1.1712.2 aHue
2.1
21
1.2 |Knaccudpukanus gokymentos /JIex/ OK 02. OK | OK 02 OK JI1.2 | Cobecenon
09.0K 10. | 09 OK 10 J1.1J12.2 aHue
2.1
21
1.3 |Knaccuduxaums goxymenros /TIp/ OK 02. OK | OK 02 OK J1.2 Tecr,
09.0K 10. | 09 OK 10 JI1.1J12.2 | TBOpYecko
2.1 e 3aJlaHue
21
1.4 |PexBM3HTEI JOKYMEHTOB U OOIINE OK 02. OK | OK 02 OK JI1.2 | Cobecenos
npaBuiIa ux opopmitenus /Jlex/ 09. OK 10. | 09 OK 10 JI1.1J12.2 aHue
2.1
21
1.5 |PexBU3HTHI JOKYMEHTOB M OOIINE OK 02. OK | OK 02 OK JI1.2 Tecr,
npaBuiIa ux opopmienus /Tp/ 09. OK 10. | 09 OK 10 JI1.1J12.2 | TBOpUEcKO
J12.1 € 3a/1aHKe
21
1.6 |Odopmienne nHGopMaOHHO- OK 02. OK | OK 02 OK JI1.2 | Cobecenos
CIPaBOYHBIX JOKyMeHTOB /JIex/ 05. 0K 09. | 050K 09 JI1.1J12.2 aHune
OK 10. OK 10 2.1
21
1.7 |Odopmienue nHPOPMAIHOHHO- OK 02. OK | OK 02 OK JI1.2 | TBopuecko
CIPaBOYHBIX HOKyMeHTOB /I1p/ 05.0K 09. | 05 OK 09 JI1.1J12.2| e 3apaHue
OK 10. OK 10 2.1
31
1.8 |[JoxyMeHTHpOBaHHE OPTaHU3ANNOHHO- OK 02. OK | OK 02 OK JI1.2 | CobecenoB
pacmopsaUTeNbHBIX JOKYMEHTOB /JIek/ 05. 0K 09. | 050K 09 JI1.1J12.2 aHune
OK 10. OK 10 2.1
21
1.9 |HdoxymeHTHpOBaHHE OpPraHU3aUOHHO- OK 02. OK | OK 02 OK JI1.2 | TBopuecko
pacmopsaMTeNbHBIX JoOKyMeHTOB /I1p/ 05. 0K 09. | 050K 09 JI1.1J12.2 | e 3amaHue
OK 10. OK 10 2.1
31
1.10 |HoxyMmeHTHpOBaHHE OPraHU3aLUOHHO- OK 02. OK | OK 02 OK J1.2 | Cobecenos
pacropsiuTenbHbIX JoKyMeHToB /Cp/ 05. 0K 09. | 050K 09 J1.1J12.2 aHue
OK 10. OK 10 2.1
31
1.11 |Oprauusarms nokymeHToodopora /Jlex/ OK 02. OK | OK 02 OK JI1.2 | Cobecenos
05.0K 09. | 050K 09 J1.1712.2 aHue
OK 10. OK 10 2.1
31
1.12 |[Opranmsamms mokymerToobopota /T1p/ OK 02. OK | OK 02 OK JI1.2 Tect
05.0K 09. | 050K 09 J1.1712.2
OK 10. OK 10 2.1
31
1.13 |Opranuzanus pabOThI C JOKYMEHTaAMH, OK 01. OK [ OK 01 OK JI1.2 | CobecenoB
COJICPIKAIIUMHU KOHPHUICHIIUATBHYIO 05.0K 09. | 050K 09 JI11.1J12.2 aHue
uapopmarmro /Jlex/ OK 10. OK 10 2.1
01
1.14  [Opranuzamus pabOThI ¢ JOKYMEHTaMH, OK 01. OK | OK 01 OK JI1.2 Tect
coJIepKauMA KOHPUACHINAITBHYIO 05.0K 09. | 050K 09 JI1.1J12.2
unpopmarmro /TIp/ OK 10. OK 10 J2.1
31
1.15 [OdopmieHre JOKYMEHTOB [0 JUYHOMY OK 02. OK' [ OK 02 OK JIT.2 | Cobecenon
cocraBy /Jlex/ 05. 0K 09. | 05 OK 09 JI1.1J12.2 aHue
OK 10. OK 10 2.1
51
116 |Odopmienue 1OKyMEHTOB 10 JIHUHOMY OK 02. OK' | OK 02 OK JI1.2 Tect
cocrasy /IIp/ 05. 0K 09. | 050K 09 JI1.1J12.2
OK 10. OK 10 2.1

o1




1.17 |Cocrasnenwue pestome /Jlex/ OK 02. OK | OK 02 OK JI1.2 | Cobecenon
05.0K 09. | 050K 09 J1.1J12.2 aHue
2.1
31
1.18 [CocraBnenue pestome /TIp/ OK 02. OK | OK 02 OK JI1.2 | TBopuecko
05. 0K 09. | 050K 09 JI1.1J12.2 | e 3amaHue
2.1
51
1.19 [CocraBnenue pestome /Cp/ OK 02. OK | OK 02 OK J1.2 | Cobecenos
05. 0K 09. | 050K 09 JI1.1J12.2 aHue
2.1
51
1.20 |OdopmiieHre U MOPSATOK 3aKIFOYCHUS OK 02. OK | OK 02 OK JI1.2 | Cobecenos
TpymoBoro gorosopa /Jlex/ 05.0K 09. | 050K 09 J1.1J12.2 aHue
2.1
51
1.21 |OdopmieHne 1 HOPSIOK 3aKITIOUCHUS OK 02. OK | OK 02 OK JI1.2 | TBopuecko
TpyaoBoro morosopa /TIp/ 05. 0K 09. | 050K 09 JI1.1J12.2 | e 3ananue
2.1
51
1.22 |OdopmiieHre U MOPSAIOK 3aKITFOYCHUS OK 02. OK | OK 02 OK JI1.2 | Cobecenon
TpynoBoro porosopa /Cp/ 05. 0K 09. | 050K 09 J1.1J12.2 aHue
2.1
31
1.23 |HdoxymeHTupoBaHUE NEpeBOAA OK 01.OK | OK 01 OK JI1.2 | Cobecenos
pabOTHHKA Ha JPYTyI0 paboTy U 02.OK 04. | 02 OK 04 JI1.1J12.2 aHue
yBOJIbHEHHs paboTHUKA /JTek/ OK 05. OK| OK 05 OK J2.1
09. 0K 10. | 09 OK 10 31
1.24 |JlokyMEeHTHpOBaHHUE MEPEBOIA OK 01.OK | OK 01 OK J.2 Tecr,
paboTHHKA Ha JPYTryI0 paboTy U 02. 0K 04. | 02 OK 04 JI1.1J12.2 | TBOpUECKO
yBOJIbHEHHs padoTHuKa /TIp/ OK 05. OK| OK 05 OK 2.1 € 3aJaHue
09. 0K 10. | 09 OK 10 21
1.25 |Ponp Oyxranrepuu B pelICHUH OK 01.0K | OK01OK JI1.2 | CobecenoB
(MHAHCOBBIX CTPATETHYECKUX 3381 02. OK 05. | 02 OK 04 JI1.1J12.2 aHue
npennpuatist. CriocoObl HCTIPaBIeHHS OK 09. OK| OK 05 OK 2.1
omuOOoK B MHAHCOBO-PACYETHOM 10. IIK 09 OK 10 o1
nokymenTanuu /Jlex/ 1.1. K 1.1
1.26 |Ponp Oyxrajarepuu B pelieHUN OK 01 OK JI1.2 | TBopuecko
(MHAHCOBBIX CTPATETMYECKUX 332 OK01.0OK | 020KO04 JI1.1J12.2 | e 3aganue
npeanpuatusi. CriocoObl UCTIpaBIeHUS 02. OK 05. | OK 05 OK n.1
omuOOoK B PMHAHCOBO-PACYETHOM OK 09. OK| 09 OK 10 o1
nokymentanuu /TIp/ 10. TIK MK 1.1
1.27 |Ponb OyXraarepuu B peIEHHH L.L OK 01 OK JI1.2 | Cobecenor
(hDMHAHCOBBIX CTPATETHUYECKHX 3a/1a4 02 OK 04 JI1.1J12.2 aHue
npennpuatus. CnocoObl HCIPaBIEeHUS OK 01.OK | OK05OK J2.1
omuboK B PMHAHCOBO-PACUETHOMN 02. 0K 05. | 09 OK 10 21
nokymenTarun /Cp/ OK 09. OK K 1.1
1.28 |OcHoBHbBIE BU/IBI JOKYMEHTOB 110 10 Tk OK 01 OK J1.2 | Cobecenos
(hMHAHCOBO-PACUETHBIM OTIEPALIUSIM. 11. 02 OK 05 JI1.1J12.2 aHue
JIOKYMEHTBI 110 CHa0XEHHUIO U COBITY OK 09 OK 2.1
[JTex/ OKO01.0K | 10IIK 1.1 91
1.29 |OcHOBHbIE BH/IbI JOKYMEHTORB 110 UZ. ORUS. [ OK 01 OK JI1.2 | TBopuecko
(MHAHCOBO-PACYETHBIM ONIEPALIUSIM. OK 09. OK| 02 OK 05 JI1.1J12.2 | e 3amanue
JIOKyMEHTBI IO CHA0)KEHHIO U COBITY 10. TIK OK 09 OK mn1
Mp/ 11 10TIK 1.1 D1
1.30 |OcHOBHBIE BH/IbI JOKYMEHTORB 110 ORUI.OK'["OK 01 OK JI1.2 | Cobecenon
(hMHAHCOBO-PACUYETHBIM OTIEPALIUSIM. 02.0K05. | 02 OK 05 JI1.1J12.2 aHue
JIOKYMEHTBI 110 CHa0XEHHUIO U COBITY OK 09. OK| OK 09 OK J2.1
ICp/ 10. IK 10TIK 1.1 a1
1.31 |DxcnepTu3a LHEHHOCTH JOKYMEHTOB £ OK 02 OK JI1.2 | CobecenoB
IMex/ OK 01. OK [ 05 OK 09 J1.1712.2|  anue
02. OK 05. OK 10 mi
OK 09. OK 31
1.1.
OK 02. OK
05. OK 09.

OK 10.




1.32 |Dkcneprusa nieHHoCcTH MO0KyMeHTOB /TIp/ OK 02. OK | OK 02 OK JI1.2 Tect
05. 0K 09. | 05OK 09 J1.1J12.2
OK 10. OK 10 J2.1
o1
1.33 |Dkcnepru3sa nenHocTy JokymeHTos /Cp/ OK 02. OK | OK 02 OK JI1.2 | CobecemoB
05.0K 09. [ 05 OK 09 J11.1J12.2 aHue
OK 10. OK 10 2.1
91
1.34 |OmnepaTuBHOE XpaHEHHE JOKYMEHTOB H OK 01.OK | OK 01 OK J1.2 | Cobecenos
MOATOTOBKA €N K [UTUTEIEHOMY 02. OK 05. | 02 OK 05 JI1.1J12.2 aHue
xpanenuto /Jlex/ OK 09. OK | OK 09 OK 121
10. 10 91
1.35 |OmnepaTtuBHOE XpaHEHHE JOKYMEHTOB H OK 01.OK | OK 01 OK JI1.2 | TBopuecko
HOATOTOBKA A€ K JUIUTEILHOMY 02. OK 05. | 02 OK 05 JI1.1J12.2 | e 3amaHue
xpanenuio /[1p/ OK 09. OK | OK 09 OK 2.1
10. 10 91
1.36 |OmnepaTuBHOE XpaHEHHE JOKYMEHTOB H OK 01.OK | OK 01 OK JI1.2
MOATOTOBKA €N K [UTUTEIEHOMY 02. OK 05. | 02 OK 05 JI1.1J12.2
xpanenmuto /Cp/ OK 09. OK | OK 09 OK J2.1
10. 10 o1
1.37 |ObecneyeHne cOXpaHHOCTH JOKYMEHTOB OK 01.0OK | OK 01 OK J1.2
Tex/ 02.OK 04. [ 020K 04 JI1.1J12.2
OK 05. OK | OK 05 OK 2.1
09. 0K 10. [ 09 OK 10 91
1.38 |OOGecneyeHne COXPaHHOCTH JOKYMCHTOB OK 01.OK | OK 01 OK JI1.2 | TBopuecko
Mp/ 02. 0K 04. | 020K 04 JI1.1J12.2 | e 3amanue
OK 05. OK | OK 05 OK 2.1
09. 0K 10. [ 09 OK 10 91
1.39 |[Obecneyenne cOXpaHHOCTH JOKYMEHTOB OK 01.0K | OK01 OK JI1.2 | CobecemnoB
/Cp/ 02.OK 04. | 02 OK 04 J11.1J12.2 aHue
OK 05. OK | OK 05 OK 121
09. 0K 10. | 09 OK 10 91
1.40 |/3auérCOu/ OK 01.0OK | OK01 OK J11.2 Bomnpockr k
02. OK 03. | 02 ox 03 OK JI1.1J12.2| 3auéry
OK 04. OK| 04 OK 05 121
05. 0K 09. [ OK 09 OK
OK 10.IIK| 101K 1.1
1.1.

5. ®OH/J1 OHEHOYHbIX CPEICTB

Bormpocs! k 3adeTy 1o TUCHUILIHHE «J[0KyMEeHTaIHOHHOE 00eCcTIeUeHHE YIIPpaBICHHD)

1. JTaiiTe onpeeeHne TOKyMEHTA.

2. HazoBute BUbI JOKYMEHTOB.

3. KakoBbI OCHOBHBIE TPEOOBaHUS K U3IOKEHUIO TEKCTa JOKYMEHTa?

4. OxapakTepu3yiiTe JOKYMEHTHI, TOUTHHHEIE 10 FOPHAMIECKOI CHITe.

5. OxapakTepu3yiTe HOHITHE «yNPaBICHYECKUH JOKYMEHT».

6. Uto Takoe BXOASIIHIA JOKYMEHT?

7. Uto Takoe UCXOIAIINI JOKYMEHT?

8. Kitaccudukanus 10KyMeHTOB (IpU3HAKK Ki1accu(puKanum).

9. YUro Takoe AeN0MpOU3BOJICTBO?

10. Yto Takoe peKBU3HUT?

11. CKonbKO PEKBU3HUTOB CYLIECTBYET?

12. Kaxwue cocraBHbIe yacTH (pexBu3nTHI) BoI 3HAaeTE?

13. PacnionoxeHre OCHOBHBIX PEKBH3UTOB B JOKYMEHTAX.

14. HazoBuTe peKBU3UTHI, He 00sI3aTeNbHBIC IS OHUINATEHOTO HCHMA.

15. BobIIMHCTBO JOKYMEHTOB UMEIOT OAHH U T€ XK€ PEKBU3UTHI, HO Ka)KIbIi BUA JOKyMeHTa — cBOH (opmyisap. Otuero 3to
3aBUCHT?

16. Yro Takoe Gpopmyisp foKymeHTa?

17. Yro BrutouaeT B ceOs HOHATHE «YTBEpKACHHUE JOKyMeHTa»? Kakne peKBU3HTHI BXOAAT B cocTaB rpuda yreeprkaerusa? I'ne omn
pacnonaratorcs?

18. HazoBuTe peKBU3HT, KOTOPBIA 0(QOPMIIETCS IIPH PETHCTPAINH JOKYMEHTOB.

19. O6BsAcHUTE Ha3HAYCHNE PEKBU3UTA IIOAIHCH», KAKUAE IIEMEHTHI BXOAT B 3TOT PEKBU3UT?

20. B xakmx cirygasx o0sS3aTeTbHO HAJO 3aMONHATh PEKBU3UT «CCBUIKA HAa HHJCKC H ATy BXOAAIIETO JOKYMEHTA»?
21. Kaxue peKBU3UTHI IPOCTABISIOTCS B IPAaBOM BEPXHEM YIily OnaHka?

22. Kakoit pekBH3UT onpesenseT MOATHHHOCTh TOKyMeHTa?




23. O0OBsICHUTE HA3HAYCHUE PEKBU3UTA «PE30IIOLIUS.

24. Yto Takoe «BU3a» HA JJOKyMeHTE?

25. O0ObsICHUTE Ha3HAYECHHE PEKBH3UTA «COTTIACOBAHHE TOKYMEHTa». 113 KaKnUX 3JIEMEHTOB COCTOUT I'pH( coriacoBaHms?

26. Kax opMupyeTcs 3aroI0BOK K TeKCTy? B KakuX TOKYMEHTaX 3aroJIOBOK COITIACYETCs C HANMEHOBAHUEM BHJIA JOKYMEHTA B
nagexe?

27. OdopMuTe HECKONBKO 3ar0JIOBKOB K TEKCTaM: ITIChMa, aKTa, IPOTOKOJA, HOKIAHOMH 3aliCKH

28. Uro takoe OPJ] (opraHu3aniiOHHO-paCcOPSUTENbHAS JOKYMCHTALIHs)?

29. O0OBsCHUTE Ha3HAYECHHE PACIIOPSIAUTEIBHBIX JTOKYMEHTOB.

30. [TpuBeanTe NpUMEPHl PacOPSIAUTENBHBIX JOKYMEHTOB.

31. OxapaxTepu3yiTe Ha3HAUCHUE OPTaHU3ALHOHHBIX JOKYMEHTOB.

32. IlpuBeanTe NPUMEPHl OPraHU3AOHHBIX JOKYMEHTOB.

33. O6bscHuTe Ha3HAYEeHHE HH()OPMAOHHO-CIPABOYHBIX JOKYMEHTOB.

34. TlpuBeauTe npuMepbl HHPOPMAITHOHHO-CITPABOYHBIX JTOKYMEHTOB.

35. OOBscHUTE Ha3HAYCHHE JOKYMEHTA «JOKJIaHas 3amucKa». Kakne peKBH3UTHI HCIIONB3YIOTCS IPH COCTABJICHUH JIOKJIATHOH
3aIUCKu?

36. Uto Takoe 0ObSICHUTENbHAS 3aHCcKa?

37. K xaxomy Bugy OPJl otHOCHTCS TpoToK0? Kakie peKBU3UTHI HCHOJIB3YIOTCS TIPH COCTaBICHHH MpoTokoya? 13 Kakux JacTei
COCTOHT TEKCT MPOTOKOJIA?

38. K xaxomy Buxy OPJl otHOCcHTCS akT? Kakne peKBU3HTHI HCTIONB3YIOTCS IPH COCTaBJICHNH akTa? Kakue BUIBI aKTOB II0JUIEKAT
YTBEPKICHHUIO?

39. Yto Taxkoe JOIKHOCTHASI HHCTPYKLIUS?

40. CocTaBbTe JOKIATHYIO 3aIIHCKY O IPHYMHAX HECBOEBPEMEHHOTO MPEICTABICHUS HH(YOPMAINY O BBIOJHEHHH MIPUKa3a
JIPEKTOpa.

41. CocraBbTe JOKJIAHYIO 3aIIHCKY HAYaJIbHHUKA INIAHOBO-(DMHAHCOBOTO OT/IENa PYKOBOAUTEIIO IPEAIPHATHS 00 00ecIIeueHIH
OTJIeNa YeTHIPbMS KOMITBIOTEPAMH.

42. CocraBbTe CIPaBKy O 3apIUIaTe Ballero COTPYJHUKA JUIS MPEIOCTaBICHHS 110 MECTY TpeOOBaHMS.

43. U3 KkakuX 4acTeil COCTOUT TEKCT MpuKa3a?

44. Kak GopMUpPYIOTCS IIYHKTHI PaCIIOPSIAUTEILHOM 4acT puKa3a?

45. OdopmiteHHE TPUKA30B TI0 JINYHOMY COCTABY.

46. Yro Takoe «ayOIMKaT» TPYAOBON KHIKKHU?

47. CocTaBbTe pe3tome.

48. CocraBbTe IpHKa3 0 IpHeMe Ha pabory 6yxranrepom UBAHOBOM W.IT.;

49. HanmmuTe 3asBICHIE O IpreMe Bac Ha paboTy 5KOHOMHCTOM B TOCYIapCTBEHHOE MPEITIPUSITHE.

50. HanmmnTe 3asiBiIeHIe O MIPEJOCTABICHNN BaM aIMUHHCTPATHBHOTO OTITYCKa MO CEMEHHBIM 00CTOSTENBCTBAM.

51. CocraBbTe mpHKa3 0 TepeBoic Ha pabOTy BHYTPU OpPraHU3allyy.

52. Kakue cpoku HCIOJTHEHUs JOKYMEHTOB Brl 3HaeTe?

53. Kakoe JOJKHOCTHOE JIMLIO0 CHUMAET JOKYMEHT C KOHTPOJIS?

54. Uro sBisieTcsi 00BbEKTOM KOHTPOJIISI HCTIOTHEHHS TOKYMEHTOB?

55. U3 kakux 3J€MEHTOB COCTOUT PErHCTPAIIMOHHBIH HHIEKC JOKYMEHTa?

56. B ueM 3akirouaeTcs eib JOKyMeHTooOopoTa?

57. Yo Takoe TOKyMEeHTO000pOT?

58. Uro Takoe perucrpanus J10KyMeHTOB?

59. Ykaxute OCHOBHBIE CTAJMHU JETOIPON3BOJICTBA.

60. HazoBuTe aTansl paboThl ¢ JOKYMEHTaMH, XapaKTepHBIE ISl JOKYMEHTO000pOTa.

61. KTo ocymiecTBIIsieT IpeJBapUTEIIbHOE PACCMOTPEHHE JOKYMEHTOB?

62. ITo kakoMy IPHHIMITY TPOUCXOAUT OTOOP HOKYMEHTOB Ha XpaHEHHE UM YHUUTOXKEHHE?

63. JaiiTe ompeaeneHne SKCIEPTH3bI LEHHOCTH TOKYMEHTOB.

64. B yeM 3aKIIIOYAIOTCS 331241 SKCIIEPTH3bI JOKYMEHTOB?

65. Ha xaxue rpymmnsl MOXKHO pa3OUTh CPOKU XpaHEHHs JOKYMEHTOB, YCTaHABIUBAEMbIe IIEPEUHAMNU?

66. Kakue TpeboBanust HEOOXOAUMO COOIOIATH TIPH IIEPEIUIETE WITH TIOIIMBKE A€ MTOCTOSHHOTO, BpeMeHHOro (cBbime 10 ser)
XpaHEeHUs U 110 JINYHOMY COCTaBY?

®DOoH/1 OLIEHOYHBIX CPEJCTB MPEACTABICH B PUIIOKEHHUH K paboueii mporpamme

6. IEPEYUEHb MH®OPMAIIMOHHBIX TEXHOJIOT U

6.1 IlepeyeHb MPOrpaMMHOIO odecneyeHust

CrpaBouHo-nipaBoBas cucrema "Koncynsrant ITmoc"
Apache OpenOffice 4.1.1.

Oducnbiit maker LibreOffice

Bpaysep Mozilla Firefox

6.2 Ilepeyenb HHPOPMALMOHHBIX CIIPABOYHBIX CHCTEM

CrpaBouHo-nipaBoBas cucrema "Koncynprant [lmtoc”
[Toptan busnec-HaBuraropa

"Koncynprant [Inroc" - 3akononatensctBo PO
OenepanpHas ciyx0a rocyJapcTBEHHON CTaTUCTHKH
DKOHOMHYECKast SKCIIEPTHAS TPYIIIa




[2BC "3emna 3nanmit"

7. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE JUCHUNJIUHBI (MOIY JISI)

Homep ayn. |Haznauenue

Oo6opynoBanue u 110

|Bw1 3aHATHS

2202

JACATCIIBHOCTHU

Kabuner nH(pOpMaLUOHHBIX
TEXHOJIOTHH B MPO(ECCHOHANBHOM

menoBast 1 mr., KOJIOHKH - 1 1.

CTOJIBI yUeHHYecKHe — 32 mT., CToJ npenoaasatens — 1 wr.,
ctynbs — 37 wrt., Cuctemuslit 6510k — 18 mit., Monutop — 18
., mpoekrop 1 mwit., 3xkpan 200%200 cmM, 1 wt., ocka

8. YYEBHO-METOANYECKOE U UTH®OPMALIMOHHOE OBECIHEYEHUE JUCHUITIJIMHBI (MOAYJIST)

8.1. Pexomenayemasi iuTeparypa

8.1.1. OcHoBHas JUTepaTypa

ABTOPEI, COCTaBUTENN 3ariaBue W3naTenscTBO, roa
JI1.1 |BeikoBa T.A JIoKyMeHTAIIMOHHOE 0OeCIIeYeHNE YIPaBICHHUSI , 2021
(memonpousBoICTBO) :
JI1.2 |Tnanwmit, E. B. JlokyMeHTalmoHHOe 00ecreyeHne ynpasieHus : yaeOHoe , 2020
mocodue
8.1.2. Jlono/iHNTeILHAS JINTEPATYPA
ABTOpBI, COCTaBUTENN 3arnaBue W3znarenscTBo, rof
JI12.1 |beikoBa, T. A JIoKyMeHTaIMOHHOE 00eCTIeYeHUE YIpaBICHHs , 2022
(memompousBoacTBO) : yuebHoe mocodue / T.A. Brikosa, T.B.
Kysnenosa, JI.B. Cankuna ; moa o6mur. pex. T.B. Ky3uenosoi.
JI2.2 [ITanacenko [O.A. Jlenonpoun3BoCTBO: JOKYMEHTAMOHHOE 00ecTiedeHue M.:PUOP, UHDOPA-M, 2016
yIpaBiieHus: YuebHoe nocodue
8.2. Pecypchl MHGOpPMaUMHHO-Te1eKOMMYHHKAaMOHHOH ceTn ""UnTepHeT"
91 |9BC "Znanium"

9. METOAUYECKHME YKA3AHMS 151 OBYYAIOIIMXCSA IO OCBOEHUIO JUCHUIIJIMHBI (MOZY JIST)

MCTO,I[I/I‘IGCKI/IE YKa3aHud 110 U3YUCHUIO JUCHUIUIMHBI U BBIITOJTHEHUIO CaMOCTOSTEIHLHON pa6OTLI
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