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®onp omeHOUHBIX cpencTB mo aucnurumue OI1.06  JIOKyMEHTAMOHHOE OOecrcHeniic
yIpaBJIEHHsI COCTaBJE€H B COOTBETCTBHU C TpeGoBaHMsAMH (DenepanbHOrO rocyJapCTBEHHOLC
obpaszoaTensHOro cragmapra (nanee — ®I'OC) cpenHero mpodecCHOHaNbHOro 00pa3oBaHmsl
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®onp oneHouHbIX cpencTs (POC) apnseTcs npuitokeHueM K paboueil mporpaMMe JUCIUTUTHHEL
(MomyIist) M mpeacTaBisieT CO00M COBOKYITHOCTh KOHTPOJIBHO M3MEPUTEIIBHBIX MaTepUaIoB (JOKIaIbI,
pedepatsl, 3am1aun (3a1aHUsI), KOHTPOJIBHBIE Pa0OThI, TECThl U Jp.) U METOJOB WX HCIOJIH30BAHMUS,
MpeIHa3HAYEHHBIX JJIi U3MEPEHHsS] YPOBHS JIOCTHIKEHHUS CTYIEHTOM YCTAaHOBJIEHHBIX DPE3yJlIbTaTOB
o0Oy4eHusl.

B pesynapraTte ocBoeHust yueOHou aucruiuinHbl OI1.06 [lokymeHTanimoHHOE OOecredYeHHe
yrpaBieHus: o0yJaromuiics 1omken odnanats npexycmorpeHHsiMu @I'OC no cneumansuoctu CITO
40.02.04 ¥Opucnpynenuust 6a30BOM MOATOTOBKH CISAYIOIIMMH YMEHUSIMU, 3HAHUSIMU.

yMeThb:

— IlpuMeHsAT, Ha NOpPAKTHKE TOCYJAPCTBEHHBIE CTAHIAPTHI, APYrMe HOPMATHUBHO-METOIUYECKHE
JOKYMEHTBI, PETrIaMeHTUPYIOIINE OPraHU3aINI0 JOKYMEHTAIIMOHHOTO 00ecTieyeH s YIPaBICHUS;

— CocraBnaTh ¥ NpaBWIbHO O(OPMIISATH OCHOBHBIE BBl OPraHU3allMOHHO-PACHIOPSAUTEIBHBIX
JIOKYMEHTOB;

— OdopmisaTe HHPOPMAIMOHHO-CIIPABOYHYIO IOKYMEHTAIIHIO;

— OdopMIATh KaAPOBYIO JTOKYMEHTAIUIO;

— OdopMIATh NPETEH3NOHHO-UCKOBYIO TOKYMEHTAIIUIO.

3HATH:

— TepMuHONIOTHIO B 00J1aCTH JOKYMEHTAIIMOHHOTO 00ECTICYEeHUs YIIPABIICHHUS;

— HopMmaTuBHBIC JOKYMEHTBI, PETIIAMEHTHPYIOIIUE COCTaBIICHUE W O(QOPMIICHUE TOKYMCHTAI[MH U
MOPSIIOK ee 00paboTKH;

— IlpaBunma cocraBieHuss W O(OPMIICHUS OpraHU3AIMOHHO-PACTIOPSAUTEILHBIX TOKYMEHTOB,
BXOJAIMX B YHUDUIUPOBAHHYIO CHCTEMY OpPraHH3alMOHHO-PACIOPSIUTENbHBIX JTOKYMEHTOB,
YHUPHUIIUPOBAHHYIO CUCTEMY MEPBUYHON YYETHOW TOKYMEHTAIlMU B YaCTH JOKYMEHTAIMH IO y4eTy
Tpyna;

— Tlopsimok mpoBeAeHHs] IKCHEPTU3BI IIEHHOCTH JOKYMEHTOB M TOJTOTOBKM el K apXUBHOMY
XpaHEHHUIO.

—TexHonoruto opranu3any JOKyMEHTO000pOTa B OpraHU3alusaxX (YUpEeKICHUAX ).



1. HACIIOPT
()oH/1a O1IEHOYHBIX CPEACTB MO AMCHUILINHE
OI1.06 lokyMeHTALMOHHOE O0ecnedeHHe YIpaBJIeHUs

1.1.0cHOBHBIE CBEeACHHUSA 0 TUCLHUILIHHE:
OO6mmast TpyA0eMKOCTh JUCIUIUIMHBI 1)1 32804YHOI0 oTAesieHust cocTaBisieT 40 akaieMHUYECKHUX YacoB.

Bun yueOHo# padoThl Oobvem uacos

MakcumajibHas yueOHas Harpy3Ka (Bcero) 40
Ob6s13aTesibHAs AyIUTOPHAs y4eOHasi HAarpy3Ka (Bcero) 10
B TOM YHCJIE:

TEOPETUUECKOE 00yUeHNE 8

[IPAKTUYECKUE 3aHATUSA 2
CamocrosiTesibHas padora 26
- TECTUPOBaHUE 14
- IOJrOTOBKA K YCTHOMY OIIPOCY 12
Ilpomesrncymounaa ammecmauusn ¢ gpopme +KOHTPO/b 4
3auema

1.2. TpeboBanus K pe3yJbTaTaM 00y4eHus M0 AUCUHHUILINHE, POPMbI X KOHTPOJIS U BH/bI
OLICHOYHBIX CPEACTB

Pa6oueit nporpammoii auctumiuael OI1.06 JlokymeHTaoHHOE 0OecriedeHre ypaBieHus
MIPETYyCMOTPEHO (POPMUPOBAHHE CIICIYIOIIMX KOMIICTCHITHIA:

O0mue KOMIETEHIUH:

OK 01. Bri6upath crioco0Osl pemieHus 3agad npopecCuoOHaIbHON AeATEIbHOCTH TPUMEHUTEIbHO
K pa3JIM4HbIM KOHTEKCTAM;

OK 02. Mcnonb30BaTh COBPEMEHHBIE CPECTBA MTOMCKA, aHATN3a U UHTEPIIPETalli HH(POpMAIIH
1 UHGOPMAIIMOHHbIE TEXHOJIOTUH JIJIs1 BBINOJIHEHUS 33/]1a4 TPo(ecCcroHaIbHOMN 1eATeIbHOCTH;

OK 03. [TnmaHnpoBaTh U peaqn30BbIBaTh COOCTBEHHOE MPO(ECCHOHATBHOE U IMYHOCTHOE

pa3BUTHE, MPENNPUHUMATEIBCKYIO JEITEIbHOCTh B NMPOQPECCHOHANBHON cdepe, UCIOIb30BaTh
3HaHUS 110 NPaBOBOI U (PMHAHCOBOW I'PAaMOTHOCTH B PA3JIMYHBIX )KU3HEHHBIX CUTYAIUIX;

OK 04. D¢ dexTnBHO B3aUMOIEHCTBOBATh U pabOTaTh B KOJUIEKTUBE U KOMaH/E;

OK 05. OcymecTBiATh yCTHYIO M IUCbMEHHYI0 KOMMYHHKAIIMIO HA TOCYAAPCTBEHHOM S3BIKE

Poccuiickoit deneparuu ¢ yueToMm 0COOEHHOCTEN COMATIBHOTO U KYJITYPHOTO KOHTEKCTA;

OK 06. ITposiBIATh TpakJaHCKO-MIATPUOTUYECKYIO MO3UIINI0, IEMOHCTPUPOBATh OCO3HAHHOE

MOBE/IEHNE HAa OCHOBE TPAJAUIIMOHHBIX O0IIEYEIOBEYECKUX [IEHHOCTEN, B TOM YHCJIE C YUETOM

rapMOHU3ALUN MEKHALMOHATIBHBIX U MEKPEIUTHO3HBIX OTHOLICHUH, TIPUMEHSATh CTaHJapThl

AHTUKOPPYIMLHUOHHOTO MOBEICHUS;

OK 09. TIlonp3oBaTtbcs NpOoQecCHOHATBHONM JOKYMEHTAallMel Ha TOCYIapCTBEHHOM U
MHOCTPAHHOM SI3bIKAX.

IpodeccnonanbHbIe KOMIIETEHIIUN:

[1K 1.2. IIpuMeHsATH HOPMBI TIpaBa JIsl pEIIeHHs 3a/1a4 B MPOPECCHOHATBHON AeSITENFHOCTH.

I[IK 1.3. Brnamerb HaBbIKaMW TOATOTOBKHA IOPHAMYECKUX JOKYMEHTOB, B TOM 4YHCIE C
UCIOJIb30BaHNEM UH(POPMAITMOHHBIX TEXHOIOTHIA.

JINYHOCTHBIE Pe3yJIbTATHI:
JIP 1. Ocoznatonmuii ce0si TpakIaHWHOM M 3aIIUTHHUKOM BEIWKOW cTpaHbl. OCO3HAHHO

BBIPAXKAIOMIMI  CBOIO  POCCHMCKYI0  TPaKJAHCKYI0  NPUHAMJIEKHOCTh  (MJACHTHMYHOCTH) B
MOJUKYIbTYPHOM, MHOTOHAI[MOHAIBHOM M MHOTOKOH()ECCHOHAIBHOM POCCHICKOM OOIEeCTBE, B
MUPOBOM coobmectBe. Co3HarOmuUil CBOE €IMHCTBO C HapoaoM Poccuy kKak MCTOYHWUKOM BJIACTH U
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CyOBEKTOM ThICSIUEIETHEH POCCHHCKOM TOCylapCTBEHHOCTH, C PoccuiickuM TocyIapcTBOM,
OTBETCTBEHHOCTH 32 €r0 Pa3BUTHE B HACTOAIIEM U OyayIlleM Ha OCHOBE HCTOPUYECKOTO MPOCBEIICHUS,
POCCHUICKOTO  HAIMOHAJIBHOTO  HCTOPUYECKOro  COo3HaHWs.  [IposBisrommii  rpakIaHCKO-
NAaTPUOTUYECKYI0 MO3MIMI0, TOTOBHOCTh K 3ammre PoauHBL, CHOCOOHBI apryMEHTHPOBAHHO
OTCTauBaTh CyBEPEHUTET U JOCTOMHCTBO Hapoja Poccum m Poccuiickoro rocynapcrsa, COXpaHsaTh U
3alUIIATh HMCTOPUYECKYIO npaBay. OpHEHTUPOBAHHBI Ha AKTUBHOE TIPaXKIaHCKOE Yy4dacTHE B
COLIMAJIbHO-TIOJIMTUYECKUX IIPOLECCaX HAa OCHOBE YBaXEHHS 3aKOHA M IIPaBOIIOPSAKA, NpaB U cBOOO.
corpaxgaH. OCO3HaHHO U JEATEJIbHO BBIPAXKAIOIIMKA HENpusATHE JI000H JAUCKPUMMHALUM 110
COLIMAJIbHBIM, HAlIMOHAJIBHBIM, PACOBBIM, PEJIMIHMO3HBIM IIPU3HAKAM, IPOSBICHUN HSKCTpEMU3MA,
Teppopu3Ma, KOPPYyIHIUHU, aHTUTOCYIAPCTBEHHOM AesTenbHOCTH. O01a1al0MInid OMBITOM TPak/1aHCKOM
COLMAIBHO 3HAUYUMOW JIEATENBHOCTH (B CTYJEHUYECKOM CaMOYIPAaBICHHUH, JOOPOBOJIHYECKOM
JBIKEHUH, TPEIIPUHUMATEIBCKON AEITEIBHOCTH, 3KOJIOTMYECKUX, BOCHHO-TIATPUOTUYECKUX W AP.
00bEIUHEHHUSX, AKLIUAX, TPOrpaMMaXx.

JIP 2. TIposiBNsAIOIMIMI AKTUBHYIO IPAKJAHCKYIO TTO3ULUIO, TEMOHCTPUPYIOLIUN TPUBEPKEHHOCTh
IIPUHLUIIAM YECTHOCTH, MOPSAIOYHOCTH, OTKPBITOCTH, YKOHOMUYECKH AKTUBHBIM M y4acCTBYIOIIHNA B
CTY/IEHYECKOM U TepPUTOPUAILHOM CaMOYIPABJICHUHU, B TOM YHCIE Ha YCIOBHUSIX T0OPOBOJILYECTBA,
MPOAYKTHBHO B3aUMOJICHCTBYIOIINI M YIaCTBYIOIIMI B IEITEILHOCTH OOIIECTBEHHBIX OpraHU3alni.

JIP 3. Cobrogarominii HOPMBI TIPABOIIOPSIKA, CICAYIOIIUNA HeaaM TPaKIAHCKOTO OOIIeCTBa,
obecrieyeHuss Oe3omacHOCTH, HpaB U cBobox rpaxaaH Poccuu. JlosibHBII K ycTaHOBKaM U
MPOSIBJIICHUSIM TIPEACTAaBUTENCH CyOKyNbTyp, OTIMYAIOMUN HMX OT TPYNI C JECTPYKTUBHBIM U
J€BUAHTHBIM [TIOBEJCHUEM. JIEMOHCTPUPYIOLIUI HENPUATHE U ITPELYNPEKAAOINN COLUAIBHO OITaCHOE
IIOBE/ICHUE OKPYXKAIOUIUX. YBAKAIOLWIUN IyXOBHO-HPABCTBEHHYIO KYJIBTYpPY CBOEH CEMBH, CBOEIO
Hapoja, CEMEMHbIE IEHHOCTU C YYETOM HAallMOHAJIBHOM, peIUruo3Hoi npuHaiexxHocTi. Co3Haromui
LIEHHOCTb Ka)XKJIOM 4EIIOBEYECKOM KU3HHU, MIPU3HAIOIINN UHAUBUAYAIbHOCTh U JOCTOMHCTBO KaXKIOT'O
YeJIOBEKa. YMEIOIIMI OLEHUBATH ITOCTYNKH C MO3UIHU MX COOTBETCTBUS HPABCTBEHHBIM HOpMaw,
OCO3HAIOIIUN OTBETCTBEHHOCTD 33 CBOU ITOCTYIIKH.

JIP 5 JleMOHCTpUpPYIOIIUN NPUBEPKEHHOCTh K POAHOU KYJIbTYpE, UCTOPUYECKOM IMaMATH Ha
OocHOBe Jt00BU K PonuHe, ponqHOMY Hapoay, Majol pOJUHE, IPUHATHUIO TPAJULIUOHHBIX LEHHOCTEH
MHOTOHAallMOHAJIBHO Hapoja Poccun

JIP 6 IlposBisiromuii yBaKEHHE K JIFOASAM CTapIIEro IOKOJIEHHS U TOTOBHOCTb K y4acTHIO B
COLIMAIBHOMN MOAJIEPKKE U BOJOHTEPCKUX JBHKEHUAX

JIP 7 Oco3Hatomuii IpUOPUTETHYIO IIEHHOCTh JTMYHOCTH YeJIOBEKa; YBa)KAIOUINH COOCTBEHHYIO U
Yy)KYI0 YHUKaJIbHOCTb B PA3JIMYHBIX CUTYalLlUsAX, BO BceX (popMax U BUAAX NESATEITBHOCTH.

JIP 8 IlposBisitominiA ¥ JEMOHCTPHUPYIOIIMI YBAKEHUE K MPEACTABUTEIISIM Pa3IMYHBIX
STHOKYJBTYPHBIX, COLUAIBHBIX, KOH(PECCHOHATIBHBIX U UHBIX Ipymil. CONpUYaCTHBIN K COXpaHEHHUIO,
MIPEYMHOKEHUIO W TPAHCIALMM KYJIbTYPHBIX TpPaAULUNd W LEHHOCTEH MHOTOHAIMOHAIBbHOIO
POCCHICKOr0 rocyzapcraa

JIP 9 CoOGmroaronuii ¥ npomnarasaupyoLIfi mpaBuia 310poBoro U 6e3onacHoro odpasa KU3HH,
CHOpTa; MPEayNpeKIAIoNINil MO0 MPeo0JIeBalONIMi 3aBUCUMOCTH OT aJIKOrojisi, Tabaka, IMCHUXO-
aKTUBHBIX BEIIECTB, a3apTHbIX UIp M T.A. COXpaHAIOLMI ICHXOJOTHYECKYI0 YCTOMYMBOCTH B
CUTYAaTUBHO CIJIOKHBIX UM CTPEMUTEIIBHO MEHSIOIUXCS CUTYaLUsAX

JIP 10 3aboTsmumiicst 0 3aIUTe OKpYKaroIeh cpeabl, COOCTBEHHOW M Uy)KOW 0€30MacHOCTH, B
TOM 4Hcie HuppoBoi

JIP 11 TlposBnstommii yBaKEHHE K OICTETHYECKUM IICHHOCTSIM, OOJagaroniuii OCHOBaMH
ICTETHYECKOHN KYJIbTYPBI

JIP 12 ITpuHuMaromuii ceMeHble IIEHHOCTH, TOTOBBII K CO3JaHUI0 CEMbHU U BOCIIUTAHUIO ACTEM;
JEMOHCTPUPYIOIINN HENPUATHE HACUIUSA B CEMbBE, YXOJa OT POAUTEIBCKOM OTBETCTBEHHOCTH, OTKa3a
OT OTHOILIEHUN CO CBOMMHU JIETHbMH U X (PMHAHCOBOTO COJICPIKAHUS

JIP 13 JIeMOHCTpPUPYIOIIUNA TOTOBHOCTh M CIHOCOOHOCTH BECTH TUAJIOT C JIPYTMMHU JIOJBMH,
JIOCTUraTh B HEM B3aMMOIIOHUMAaHHUs, HAXOJUTh OOIIME IeJU U COTPYAHMUYAThH AJIS UX JIOCTUIXKECHUS B
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poeCCHOHATILHOMN 1eATENbHOCTH
JIP 14 TlposBasromunii cO3HATEIbHOE OTHOLICHHE K HEMPEPHIBHOMY 00pa30BaHHIO KaK YCIOBHUIO
ycnenHoi npoeccuoHaIbHOM U O0IECTBEHHOM JesITeNbHOCTH
JIP 15 IlposBusromuii TpakJaHCKOE OTHOIIEHHE K MPO(pECCHOHATBHON IESITENbHOCTH KaK K
BO3MOKHOCTH JIMYHOT'O YYacTHsl B PELICHUM OOLIECTBEHHBIX, TOCYAAPCTBEHHBIX, OOIIEHAIIMOHAIBHBIX

poOJeM.
1.3.TemaTuyeckuii NJIaH U coJep:KaHue YUeOHOH THCIMILIAHBI
Ne KonTpoampyembie Nupexc OueHo4yHbIE CpeCcTBA Cnoco6
n/n MO/YJIH, pa3/ieabl KOHTPOJIUPYeMOii KOHTPOJIst
(TeMbI) KOMIIETeHIIMH (HJIH
AU CIHHUILIMHBI €€ 4acTH) HauMeHOBaHHe Ne 3ananmii
1 | Tema 1. KpaTkas OK 01, OK 02, OK 03, | TectupoBanue/pe B YcrHO
HCTOpUs OK 04, OK 05, OK 06, [IEHUE Pa3HO- COOTBETCTBUH ITnceMeHHO
OpPraHM3anuu 1 OK 09, IIK 1.2, TIK 1.3. YPOBHEBBIX C TEMOW TECTUPOBAHUE
TEXHOJOTHH JIP 1, JIP 2, JIP 3, JIP 5, 3aJlaHui
neaonpousBoacrea B | JIP 6, JIP 7, JIP 8, JIP 9,
Poccun. JIP 10, JIP 11, JIP 12,
JIP 13, JIP 14, JIP 15
2 | Tema 2. OK 01, OK 02, OK 03, | TectupoBanue/pe B VYcrHO
CoBpeMeHHasn OK 04, OK 05, OK 06, [IEHUE Pa3HO- COOTBETCTBUH IIucemenno
opraHuszaunms OK 09, IIK 1.2, IIK 1.3. YPOBHEBBIX C TeMoM TECTUPOBAHUE
neaonpousBoacrea s | JIP 1, JIP 2, JIP 3, JIP 5, 3aJJaHuH
Poccumn. JIP 6, JIP 7, JIP 8, JIP 9,
JIP 10, JIP 11, JIP 12,
JIP 13, JIP 14, JIP 15
3 | Tema 3. OK 01, OK 02, OK 03, | TectupoBanue/pe B YcTHO
JoxymMeHTOOOOpOT OK 04, OK 05, OK 06, [IEHUE Pa3HO- COOTBETCTBUU [TucemenHo
OpraHM3anuu. OK 09, IIK 1.2, IIK 1.3. YPOBHEBBIX C TEMOM TECTUPOBAHUE
JIP 1, JIP 2, JIP 3, JIP 5, 3aJaHuH
JIP 6, JIP 7, JIP 8, JIP 9,
JIP 10, JIP 11, JIP 12,
JIP 13, JIP 14, JIP 15
4 | Tema 4. Texnoaoruu | OK 01, OK 02, OK 03, | TectupoBanue/pe B VcrHO
o0padoTkn OK 04, OK 05, OK 06, HIEHUE Pa3HO- COOTBETCTBUH ITucemenHo
AOKYMEHTOB B OK 09, IIK 1.2, IIK 1.3. YPOBHEBBIX C TEMOU TECTUPOBAHUE
ciayxoe JIP 1, JIP 2, JIP 3, JIP 5, 3aJaHui
JAeJIONPON3BOICTBA. JIP 6, JIP 7, JIP 8, JIP 9,
JIP 10, JIP 11, JIP 12,
JIP 13, JIP 14, JIP 15
5 | Tema 5. Texnoqorun | OK 01, OK 02, OK 03, | TectupoBanue/pe B VYcTHO
padoThI € OK 04, OK 05, OK 06, [IEHHUE pa3HO- COOTBETCTBUH ITnceMeHHO
AOKYMEHTaMHU OK 09, IIK 1.2, IIK 1.3. YPOBHEBBIX C TEMOU TECTUPOBAHUE
BHYTpPH JIP 1, JIP 2, JIP 3, JIP 5, 3aJIaHui
OpPraHu3alMu. JIP 6, JIP 7, JIP 8, JIP 9,
JIP 10, JIP 11, JIP 12,
JIP 13, JIP 14, JIP 15
6 | Tema 6. OK 01, OK 02, OK 03, | TectupoBaHue/pe B YcTHO
Opranusanus u OK 04, OK 05, OK 06, [IEHUE Pa3HO- COOTBETCTBUH ITnceMeHHO
TEXHOJIOTHSI OK 09, IIK 1.2, TIK 1.3. C TEMOU TECTUPOBAHUE

6




Tekyulero xpanenusi | JIP 1, JIP 2, JIP 3, JIP 5, YPOBHEBBIX
JOKYMEHTOB. JIP 6, JIP 7, JIP &, JIP 9, 3aJlaHui

JIP 10, JIP 11, JIP 12,
JIP 13, JIP 14, JIP 15

2 KOHTPOJIBHBIE 3AJJAHUSA U UHBIE MATEPHUAJIbI OHEHKHA
3HAHUI, YMEHM i, HABBIKOB M (MJIH) ONBITA AeSATEJIbHOCTH, XaPAKTEPU3YIOLIM e ITANbI
(popmupoBanus KOMIIETEHIMI B IpoLecce
OCBOEHUS IMCHUILIMHBI (MOIYJIs1)

OII. 06 «/lokymMeHTalIMOHHOEOOECTIeYeHHe YIIPABJICHHU S

2.1 KOMILIEKT PASHOYPOBHEBBIX 3AJIAY (3AJAHUI)

Tema 1. KpaTkasi ucTOpPHS OPraHU3AIMH U TEXHOJIOTHH /1eJIONPOU3BOAcTBa B Poccnm.

Heanb: hopmMupoBaHHE NPeICTaBICHUI 00 UICTOPHH OPTaHU3ALMH U TEXHOJIOTHUH JICIONPOU3BOICTBA
B Poccun.

IIpoBepsiembie komnerenuu: OK 01, OK 02, OK 03, OK 04, OK 05, OK 06, OK 09, I1K 1.2, [IK
1.3.JIP 1, JIP 2, JIP 3, JIP 5, JIP 6, JIP 7, JIP 8, JIP 9, JIP 10, JIP 11, JIP 12, JIP 13, JIP 14, JIP 15.
Hoponuna, JI. A. JlokyMeHTallMOHHOE O0O€CIeYeHNE YIPABICHUS .| YUEOHUK U HPAKTUKYM JUIS
cpenHero mnpogeccuonansHoro oopasoBanus / JI. A. Jloponuna, B. C. UputukoBa. — 2-¢ u3n.,
nepepad. u gon. — Mocksa : M3natenberBo FOpaiit, 2025. — 270 c¢. — (IIpodheccrnonansroe
obpasoBanue). — ISBN 978-5-534-16017-8. — C. 144 — 179 — Tekcr : anekTpoHHbIH //
O6pazoBarenbHas miatdopma FOpaiir [caiit]. — URL: https://urait.ru/bcode/530252/p.144-179
IpakTuueckoe 3aganme: hitps://urait.ru/viewer/dokumentacionnoe-obespechenie-upravleniya-
530252?#page/32

Tema 2. CoBpeMeHHasi OpraHu3anus AeJ10Npou3BoacTBa B Poccnn.

Hean: hopmupoBanue npeacrapieHuit 0 CoBpeMeHHOM opraHu3aluu JeJI0npon3BoicTBa B Poccun.
IIpoBepsiemblie komnetrennuu: OK 01, OK 02, OK 03, OK 04, OK 05, OK 06, OK 09, TIK 1.2, TIK
1.3.JIP 1, JIP 2, JIP 3, JIP 5, JIP 6, JIP 7, JIP 8, JIP 9, JIP 10, JIP 11, JIP 12, JIP 13, JIP 14, JIP 15.
Hoponuna, JI. A. JlokyMeHTallMOHHOE OOeCreYeHre YIpPaBICHUS | YUEOHUK U MPAKTUKYM JUIS
cpennero npodeccuonanbHoro oopazosanus / JI. A. loponuna, B. C. UputukoBa. — 2-e u3f.,
nepepad. u gon. — Mocksa : UsnatensctBo FOpaiit, 2025. — 270 c. — (IIpodeccuonanbHoe
obpazosanue). — ISBN 978-5-534-16017-8. — C. 144 — 179 — TekcT : 3ACKTPOHHBIH //
O6pazoBarenbHas miatpopma FOpaiir [caiit]. — URL: https://urait.ru/bcode/530252/p.144-179
IMpakTuueckoe 3aganme: hitps://urait.ru/viewer/dokumentacionnoe-obespechenie-upravleniya-
530252?#page/63

Tema 3. IokyMeHT0000POT OpraHu3aluu.

Heab: GopmupoBaHue npeACcTaBISHU O MPUHIIUIIAX OPraHU3aluU JOKYMEHTO000pOTa
IMposepsiembie komnerenuuu: OK 01, OK 02, OK 03, OK 04, OK 05, OK 06, OK 09, IIK 1.2, TIK
1.3.JIP 1, JIP 2, JIP 3, JIP 5, JIP 6, JIP 7, JIP 8, JIP 9, JIP 10, JIP 11, JIP 12, JIP 13, JIP 14, JIP 15.
Jloponuna, JI. A. JOKyMEHTAIIMOHHOE OOECIICYCHHUE YMPABICHUS .| YUCOHUK M TPAKTUKYM ISt
cpennero npodeccuoHanpbHoro oopazosanus / JI. A. Jloporuna, B. C. UputukoBa. — 2-¢ u3f.,
nepepab. u gon. — Mocksa : UsnatensctBo FOpaiit, 2025. — 270 c. — (IIpodeccuonanbnoe
obpazoBanme). — ISBN 978-5-534-16017-8. — C. 144 — 179 — TeKcCT : 3ACKTPOHHBIH //
OopasoBarenbHas miatdopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/530252/p.144-179
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IpakTuueckoe 3aganme: https://urait.ru/viewer/dokumentacionnoe-obespechenie-upravleniya-
530252?#page/101

Tema 4. TexHoJsiorun 00padOoTKH JOKYMEHTOB B CJIy:k0e 1eJIONPOU3BOACTBA.

Heab: dopmupoBanue npeacTaBieHuii o popmax opranuzanuu padboThl ¢ TOKYMEHTaMHU.
IIpoBepsiembie komnerennuu: OK 01, OK 02, OK 03, OK 04, OK 05, OK 06, OK 09, I1K 1.2, IIK
1.3.JIP 1, JIP 2, JIP 3, JIP 5, JIP 6, JIP 7, JIP 8, JIP 9, JIP 10, JIP 11, JIP 12, JIP 13, JIP 14, JIP 15.
Jloponuna, JI. A. JJOKyMEHTAIIMOHHOE OOCCIICYCHHUE YIPABICHUS .| YUCOHUK M TPAKTUKYM IS
cpennero npodeccuoHanbHoro oopazosanus / JI. A. Jloponuna, B. C. UputukoBa. — 2-¢ u3n.,
nepepad. u gom. — Mocksa : UznarensctBo FOpaiit, 2025. — 270 ¢. — (Ilpodeccronansuoe
obpasosanue). — ISBN 978-5-534-16017-8. — C. 144 — 179 — TekcT : 3JCKTPOHHBIH //
OopasoBarenbras miathopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/530252/p.144-179
IMpakTuueckoe 3aganme: https://urait.ru/viewer/dokumentacionnoe-obespechenie-upravleniya-
530252?#page/143

Tema 5. TexHosiornu padoThl ¢ JOKYMEHTAMH BHYTPHU OPraHU3alMu.

Heab: ¢popmupoBaHue npeacTaBiIeHUN 0 ATanax 00padOTKH BHYTPEHHUX JTOKYMEHTOB
IIpoBepsiembie komnerennuu: OK 01, OK 02, OK 03, OK 04, OK 05, OK 06, OK 09, I1K 1.2, IIK
1.3.JIP 1, JIP 2, JIP 3, JIP 5, JIP 6, JIP 7, JIP 8, JIP 9, JIP 10, JIP 11, JIP 12, JIP 13, JIP 14, JIP 15.

Hoponuna, JI. A. JIokyMEHTalMOHHOE OOECIEYEeHUE YINPaBJICHUS : Y4EOHMK M HPAKTUKYM JJIs

cpennero mpodeccuonanbHoro obpaszosanusi / JI. A. Jloponuna, B. C. UpurukoBa. — 2-¢ u3n.,
nepepab. u gon. — MockBa : M3parensctBo Opaiit, 2025. — 270 c¢. — (Ilpodeccuonansroe
obpazosanmue). — ISBN 978-5-534-16017-8. — C. 144 — 179 — Tekcr : snekTpoHHbId //

O6pazoBarenbHas miatpopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/530252/p.144-179

IMpakTuueckoe 3aganme: https://urait.ru/viewer/dokumentacionnoe-obespechenie-upravileniya-
530252?#page/179

Tema 6. Opranusanus ¥ TeXHOJIOTHS TEKYIIEro XpaHeHHs JOKYMEHTOB.

Heab: GopmMupoBaHUe MPEICTABICHUN O MMOHATHH, BUIaX U THITAX HOMEHKIIATYPHI JCIT
IIpoBepsiembie kommnetrennuu: OK 01, OK 02, OK 03, OK 04, OK 05, OK 06, OK 09, TIK 1.2, TIK
1.3.JIP 1, JIP 2, JIP 3, JIP 5, JIP 6, JIP 7, JIP 8, JIP 9, JIP 10, JIP 11, JIP 12, JIP 13, JIP 14, JIP 15.

Hoponuna, JI. A. JIOKyMeHTalMOHHOE OOecCredYeHHEe YIPaBJICHUS @ YUYEOHUK M IPAKTHUKYM JJIst

cpeanero mpogeccuoHansHoro obpasoanus / JI. A. Jloponuna, B. C. UputukoBa. — 2-e u3n.,
nepepad. u jgorm. — Mocksa : U3marensctBo FOpaiit, 2025. — 270 ¢. — (IIpodeccronanbHoe
obpasoBanme). — ISBN 978-5-534-16017-8. — C. 144 — 179 — TekcT : 31eKTpoHHBIA //

OopasosarenbHas miatgopma FOpaiit [caiit]. — URL.: https://urait.ru/bcode/530252/p.144-179
IMpakTuueckoe 3amanme:  https://urait.ru/viewer/dokumentacionnoe-obespechenie-upravleniya-
530252?#page/216

Kputepun oneHku pemeHus 3a1a4

Onenka Onucanune
S [IpaBunbHOE pelICHHE 3aaHus], pa3BEPHYTHIE BBIBOIBI IO
ATOraMaHajns3a
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4 [IpaBuibHOE pelieHre  3aJaHus, KpaTKue  BbI

BOJbI IIOUTOIraM aHaljin3a

3 HpaBI/IHBHOC pPEIICHUE 3alaHusA, OTCYTCTBHUE BBIBOIOB
IIouTOoraMaHaljin3a

2 He MMpaBHUJIILHOC PCIICHUC 3aJaHud WA HYaCTUYHOC

pelieHue, ecthenadble 3HAHUS 110 HEKOTOPHIM aclieKTaM
paccMaTpuBaeMoOi 3a/1aun

2.2 KOMILIEKT TECTOB

TecTupoBanue NPOBOAUTCH € HCNOJb30BAHHEM MHTEPAKTHUBHBIX ()JOPMHUPYIOIIMX TECTOB

o0pa3oBartenbHol miargopmsl «FOpaiiT»

JIo TpOXOXIEHUS TEKYIIEr0o W WTOTOBOTO KOHTPOJIE OCBOCHMS AUCLUHUIUIMHBI, OOydaroluecs
CaMOCTOSITENTLHO MOTYT MPAKTUKOBATHCS, BBHITIONHSS PAa3JIMYHbIE TECTOBBIC 3aJaHHs C aBTOMATUYECKOM
IIPOBEPKOM pe3yipTara:

BI)I60p OIHOTO MPAaBUJIBHOT'O BapHaHTa OTBCTA N3 HECKOJIbKUX;

BBIOODP HECKOJIBKO MPABUIIbHBIX BAPUAHTOB OTBETOB U3 HECKOJIBKHX;

BBOJ] OTBETA B BUJIE TEKCTA;

BBOJ OTBE€TA B BUJC YHUCJIA,

YCTAHOBJICHHUEC COOTBCTCTBUA MCIKAY 2JICMCHTAMU

KJaccu(UKanus 3JI€MEHTOB TI0 TPYIITIaMm;

BBICTpaMBaHUE MOCIIEI0BATEILHOCTH 3JIEMEHTOB.

B cmemannom oOyuenun ¢ npumenenuem JIOT Ha oOpaszoBarenbHol mmatdopme «FOpaitT»

CTYZEHTBI MOT'YT UCIOJIb30BaTh JIs1 (POPMUPYIOILIETO OLEHUBAHUS CEPBUC «Y MHBIE TECTBI».

Tema 1. KpaTkasi ucTopusi OpraHu3aluy M TEXHOJIOTHH J1eJI0npou3BoAcTBa B Poccum.

Heas: popmMupoBaHue NpeicTaBIeHU 00 HCTOPUM OPraHU3ALMH U TEXHOJIOTUH JEONPOU3BOICTBA
B Poccun.

IIpoBepsiembie komnerennuu: OK 01, OK 02, OK 03, OK 04, OK 05, OK 06, OK 09, TIK 1.2, TIK
1.3.JIP 1, JIP 2, JIP 3, JIP 5, JIP 6, JIP 7, JIP 8, JIP 9, JIP 10, JIP 11, JIP 12, JIP 13, JIP 14, JIP 15.
Hoponuna, JI. A. JlokyMeHTallMOHHOE OOecreuYeHre YIpPaBICHUS .| YUEOHUK U HPAKTUKYM JUIS
cpemHero npodeccrnoHanbHOrO oOpazoBanus / JI. A. loponnna, B. C. UputukoBa. — 2-¢ w3j.,
nepepad. u gon. — Mocksa : UsnatensctBo FOpaiit, 2025. — 270 c. — (IIpodeccuonanbHoe
obpazosanme). — ISBN 978-5-534-16017-8. — C. 144 — 179 — TekcT : 3ACKTPOHHBIH //
O6pazoBarenbHas miatpopma FOpaiir [caiit]. — URL: https://urait.ru/bcode/530252/p.144-179
Tecruposanme: https://urait.ru/viewer/dokumentacionnoe-obespechenie-upravleniya-
530252?#page/32

Tema 2. CoBpeMeHHas1 OpraHusanus 1eJonpouspoacrsa B Poccun.

Heasn: popmupoBanue npeacrapieHuit o CoBpeMEHHOM opraHn3aluy 1eIonpon3BoacTBa B Poccun.
ITpoBepsiembie komnetenuu: OK 01, OK 02, OK 03, OK 04, OK 05, OK 06, OK 09, I1K 1.2, TIK
1.3.JIP 1, JIP 2, JIP 3, JIP 5, JIP 6, JIP 7, JIP 8, JIP 9, JIP 10, JIP 11, JIP 12, JIP 13, JIP 14, JIP 15.
Hoponuna, JI. A. JlJokyMEeHTallMOHHOE OOECIIEYCHUE YIPABICHUS | YUYCOHUK M MPAKTHKYM ISt
cpennero npodeccuoHanpbHoro oopazosanus / JI. A. Jloporuna, B. C. UputukoBa. — 2-¢ u3f.,
nepepad. u gon. — Mocksa : UsnatensctBo FOpaiit, 2025. — 270 c. — (IIpodeccuonanbnoe
obpazoBanue). — ISBN 978-5-534-16017-8. — C. 144 — 179 — TekcT : 37CKTPOHHBIH //
OopasoBarenbHas miatdopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/530252/p.144-179
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Tecruposanme: https://urait.ru/viewer/dokumentacionnoe-obespechenie-upravleniya-
530252?#page/63

Tema 3. JIokyMeHTO00OPOT OpraHu3aium.

Hean: dopmupoBaHHE MPEACTABICHUH O MPUHIIMIIAX OPTaHU3AIUN TOKYMEHTOO000pOTa
IIpoBepsiembie komneTenuun: OK 01, OK 02, OK 03, OK 04, OK 05, OK 06, OK 09, TIK 1.2, TTIK
1.3.JIP 1, JIP 2, JIP 3, JIP 5, JIP 6, JIP 7, JIP 8, JIP 9, JIP 10, JIP 11, JIP 12, JIP 13, JIP 14, JIP 15.
Hoponuna, JI. A. JlokyMEeHTaIIMOHHOE OOECIIEYCHUE YIPABICHUS | YUYCOHUK M MPAKTHKYM IS
cpenHero npodeccuoHanbHoro obpazopanus / JI. A. loponuna, B. C. UputukoBa. — 2-¢ u3j.,
nepepad. u gom. — Mocksa : UznatensctBo FOpaiit, 2025. — 270 ¢. — (Ilpodeccronansruoe
obpasosanue). — ISBN 978-5-534-16017-8. — C. 144 — 179 — TekcT : 37CKTPOHHBIH //
OopasoBarenbHas maTgopma FOpaiir [caiit]. — URL: https://urait.ru/bcode/530252/p.144-179
TecrupoBanme: https://urait.ru/viewer/dokumentacionnoe-obespechenie-upravieniya-
530252?#page/101

Tema 4. TexHnoJiorun 00padoTKH JOKYMEHTOB B CJIy:K0e /1eJI0NPOU3BOICTBA.

Heawb: dopmMupoBaHue npeacTaBICHUN 0 (popMax opraHu3anuu paboThl C TOKYMEHTAMHU.
IIpoBepsiembie komnerennuu: OK 01, OK 02, OK 03, OK 04, OK 05, OK 06, OK 09, I1K 1.2, IIK
1.3.JIP 1, JIP 2, JIP 3, JIP 5, JIP 6, JIP 7, JIP 8, JIP 9, JIP 10, JIP 11, JIP 12, JIP 13, JIP 14, JIP 15.
Hoponuna, JI. A. JlokyMeHTallMOHHOE O0O€CIeYeHNEe YIPABICHUS .| YUEOHUK U HPAKTUKYM JUIS
cpenHero npodeccruoHabHOro obpazoBanus / JI. A. Jloponuna, B. C. UputukoBa. — 2-¢ w31,
nepepad. u gomn. — Mocksa : MznatenberBo FOpaiit, 2025. — 270 c¢. — (IIpodheccrnonansHoe
obpazosanue). — ISBN 978-5-534-16017-8. — C. 144 — 179 — TekcT : 3ACKTPOHHBIH //
OopasoBarenbHas miathopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/530252/p.144-179
Tecruposanme: https://urait.ru/viewer/dokumentacionnoe-obespechenie-upravleniya-
530252?#page/143

KpnTepml 1 HIKAJIa OHCHUBAHUSA PE3yJIbTATOB TECTUPOBAHUS:

Ne mecmoegvle HOPpMbL: Ouenka

n/ % npasunbHbIX

n omeemos

1. 86-100 OTIINYHO

2. 66-85 XOpOIIIOo

3. 51-65 YIIOBJIETBOPUTEIBHO
6. Menee 50% HEYJIOBJIIETBOPUTEILHO

2.3 MIPUMEPHBIN MEPEYEHD BOITPOCOB K 3AYETY.

IIpukasHoe 1ea0npon3BOICTBO.

KaxkoBbl ocoberHocTH PopMBI 1 (POPMYIIAPHI 1e71a B MPUKA3HOM ITPOU3BOICTBE
Konnexckoe 1emonpon3BoAcTBO.

HcnonuuTenbHOE 1E10MPOU3BOJICTBO.

CKOJIBKO ACJI0 MPOU3BOAUTCIILHBIX onepaunﬁ OCYIICCTBJIAJIOCH B MCIIOJTHUTCIIBHOM
JIeJIONPOU3BOJICTBE

CoBetckoe J1eI0npOU3BOICTBO.

ko E

o
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Ponb rocynapcrea B opraHu3anyu Jea0Iporu3BOICTBA.
CtpykTypa 1 GyHKIHUH CITY>KOBI IETOMPOU3BOJICTBA.
KakoBa cTpykTypa cekperaprara u Kakue (yHKIIMU Ha HETO BO3JIararoTcst

. B xakux OopraHu3anugax o6pa3yeTc>1 KaHICIAPpUA WA OTACI I[OKYMGHTaI_II/IOHHOl"OO6CCHC‘ICHI/IH

yIIpaBJICHUS

Kakue pomxHocTH pabotHuKOB JJOY OTHOCHTCS K KaTeropuu pyKOBOAMUTENEH,CIIEINAaIUCTOB U
TEXHUYECKUX UCIIOJIHUTENEH

HopMmupoBanue Tpyna paOOTHHKOB CITYKOBI 1eJI0MPOU3BOJICTBA.

Uro Takoe JOKyMEHTOO0O0pOT

Kakas posnb B opranuzanuu 10KyMeHTO000pOoTa OTBOUTCS ONepaliy IPEIBAPUTEIHLHOTO
paccMOTpPEHUS JOKYMEHTa

KaxoBbl OCHOBHBIE TapaMeTPbl JOKYMEHTO000pOTa

KauecTBeHHbIC M KOTMYECTBEHHBIE XapaKTEPUCTUKU JOKYMEHTOO0OpOTA.
[TpuHIMIIBI OpraHu3aluu 10KyMEeHTO000poTa.

Mertoapl paliiOHATU3AIMHI TOKYMEHTO000POTa.

@®opmbl OpraHu3aiy padboThl ¢ TOKYMEHTAMHU.

Kaxk peructpupyrorcst BXoas11ue JOKyMEHTbI

Bce nu Bxoadiiue 10KyMEHTHI IOJDKHBI PETUCTPUPOBaThes cayxooi JI0Y
Kaxk perucrtpupoBaTs HOBTOPHO NPUCTAHHBIM JOKYMEHT

Kto nomxken otnpaBiarh (akchl ¥ MMCbMa U3 OPraHU3aIuu

O6paboTKa MOCTYMAOIMINX JOKYMEHTOB.

KaxkoBblI /1Ba acriekTa KOHTPOJIS UCIIOJIHEHUS TOKYMEHTOB

Kak ucuncisitorcst Cpoku UCIOTHEHHUS TOKYMEHTOB

Kak ycranaBnuBaeTcss MHAMBUIYAJIbHBIN CPOK UCIIOJHEHUS JOKYMEHTOB
Kakue 10KyMeHTBI CTaBSITCA Ha KOHTPOJIb IO CPOKAM HCIIOJIHEHUS

KakoB makcuManbHbI TUIIOBOM CPOK UCIIOJIHEHUS TOKYMEHTA
TexHonorus peructTpaiuuu J0KyMEHTOB.

O06paboTka OTIpaBISIEMbIX JOKYMEHTOB.

Oranbl 00pabOTKH BHYTPEHHUX JOKYMEHTOB.

UTo Takoe HOMEHKJIaTypa Jel

KakoBa nocienoBaTeabHOCTh PACIOJIOAKEHUS 3ar0JI0OBKOB JI€JT B KaXKJIOM Pa3AeI€eHOMEHKIATypPhl
nen

KakoBsI mpaBuia cucTeMaTu3auy JOKYMEHTOB B J€JIaX C MEePENnUCKOM
Yto Takoe onuck J1es1 CTPYKTYPHOIO OAPA3AETIEHUS

Yro Takoe neno

Kaxk MoryT cucremaTu3npoBathcs /1€ B HOMEHKIAType /el

UYro Takoe popmupoBaHue aena

3a kakoi nepuoj; GopMUpPYeETCs N0 C MPUKA3aMHU

Opranuzanysi KOHTPOJIA 32 HCIIOJITHEHUEM JJOKYMEHTOB.

PaGora ucnonHureneit ¢ JOKyMeHTaMHU.

[TonsiTHe, BUIBI U THUTIBI HOMEHKJIATYPHI JEIT.

TexHonmorus cocTaBiaeHUs: HOMEHKIIATYPHhI JIE.

[ToaroroBka fien k nepenayde B apxus.

Kpurepun onenku:

«3auTeHo» BHICTABIISICTCS CTYACHTY, €CJIM CTYACHT IIOJIHO H3JIaraCt marcepuala, aacT

MIPaBUIILHOE OIpEJeIICHHEe OCHOBHBIX MOHSATHH; OOHapyXHBaeT NMOHMMAaHHE MaTepuayia, MOXET
000CHOBATh CBOM CYKIEHUS, IPUMEHUTh 3HAHUS Ha MPAKTUKE, IPUBECTH HEOOXOAUMBIE MPUMEPDI
HE TOJIBKO U3 y4eOHUKA, HO U COCTABICHHBIE CAMOCTOSITEIIHHO, 1aeT X aHaJIM3; U3JIaracT MaTeprai
IIOCJIEIOBATEIBbHO U MPABWIBHO C TOYKH 3PEHUS HOPM JIUTEPATYPHOrO SA3BIKA; YETKO M T'PAMOTHO
OTBEYAET HA BOIIPOCHL.

«He 3auTeHO» BLICTaBISCTCS CTYACHTY, CCJIM CTYACHT HCIOJHO H3JIaract Marcpual, Hell



oOHapy>KUBaeT MOHMMaHUE MaTepHajga, HE MOXKET O0OOCHOBAaTh CBOM CYKICHMS;, HE MPHUBOIAMUT
HE00XOAMMBIE IPUMEPBI, HE AAET UX aHaJIU3; HEMOCIeA0BaTeNbHO n3naraeT Marepuan. He nomyden
OTBET 110 0230BOMY BOINPOCY JAUCLUIIINHBI
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