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1. MACIIOPT PABOYEN NPOT'PAMMBI YYEFHOM JUCITATIJIMHBI
JlokyMeHTallMOHHOE o0ecnieyeHne YIpPaBJIeHUus

1.1. O6saacTh npuMeHeHus1 pado4eil MPOrpaMmbl

Pabouass mporpamMmma y4eOHOW JUCIMIUIMHBI SIBISETCS YacThIO MPOTPAMMBI  TIOJTOTOBKHU
crienuanucToB cpeaHero 3seHa B cooTBeTcTBUU ¢ PI'OC no cnennanbHocT 40.02.04 FOpucnpyneHius.

Pabouass mporpamMma y4eOHON JMCHUILIMHBI MOXKET OBITH HCIIOJNB30BaHA B JOIMOJHUTEIHHOM
npodeccuoHaTbHOM 00pa30BaHUU, NI MOJTYYEHHs JOTOTHUTEIbHBIX KOMIIETEHIUH, YMEHUN U 3HAHUH,
HEOOXOIUMBIX JUIsI 00eCIeYeHHs] KOHKYPEHTOCITIOCOOHOCTH BBIMTYCKHUKA HA PBIHKE TPYAA U MPOJIOJKEHUS
o0pa30BaHMUsl 110 CHEIUATbHOCTH.

1.2. MecTo y4eOHOM AMCHUILVIMHBI B CTPYKTYpe NPOrpaMMbl NMOATOTOBKH CIENHAJNCTOB
Cpe/lHero 3BeHa

Hucuunimna OI1.06 JlokyMeHTanmoHHOE obecrieueHne yIIpaBJICHUS SIBJISICTCSI
o0menpodpecCHOHATBHON TUCIUTITTHON

Juctunimna 06a3upyeTcss Ha 3HAHMSX, MOJYYEHHBIX CTyJEHTaAaMH NIpPU H3YyYEHUU IJUCIHUILIUH
"I'paxnanckoe npaso", "MHPpOopMaMOHHbIE TEXHOJIOTUHU B IOPUIUYECKON JeSTEIbHOCTH" .

1.3. Hean u 3apa4m y4eOHOM AMCUMILIMHBI - TPeOOBaHUS K pe3yJIbTaTaM OCBOCHHUSI Y4eOHOI
AUCUMILIUHBI:

Llenpto y4eOHOW JAWMCHUIUIMHBI SBISETCS W3YyYEHHE BUAOB OQUIHMATIBHBIX JOKYMEHTOB U
TpeOOBaHUM K UX COCTABICHUIO U O()OPMIICHHUIO

B pe3ynbrare ocBOE€HUS AUCHUIIIMHBI O0YyUYaIOLIUICS T0JIKEH 3HATh!

- TepmuHoNOTHIO B 00/1aCTH AOKYMEHTAIIMOHHOTO obecnieuenus ynpasienus (OK 01, OK 02, OK
05, OK 09, TIK 1.2, I1K 1.3);

- HopmaTuBHBIE JOKYMEHTBI, pETJIaMEHTUPYIOLIME COCTaBIeHUEe U 0POpMIICHHE JOKYMEHTAIUH U
nopsok ee oopadorku (OK 01, OK 02, OK 05, OK 09, TIK 1.2, TIK 1.3);

- [IpaBuna cocraBieHus 1 0opMIIEHUS] OpraHU3allMOHHO-PACTIOPAIUTEIbHBIX JOKYMEHTOB,
BXOJALIMX B YHUPUIIMPOBAHHYIO CUCTEMY OpraHU3aLMOHHO-PACIIOPSIUTENbHBIX JOKYMEHTOB,
YHU(UIUPOBAHHYIO CUCTEMY MIEPBUYHOM YyUeTHON JOKYMEHTAIMM B YaCTH JOKYMEHTALUH 110 YUETy TpyAa
(OK 01, OK 02, OK 05, OK 09, I1K 1.2, TIK 1.3);

- [lopstok mpoBeeHNs SKCIIEPTU3bI LIEHHOCTH JOKYMEHTOB U ITOATOTOBKH JI€]I K apXUBHOMY
xpanenuto (OK 01, OK 02, OK 05, OK 09, I1K 1.2, TIK 1.3);

- TexHONOTHIO OpraHu3aluy J0KyMEeHT0000poTa B opranuzanusx (yapexxaenusx) (OK 01, OK 02,
OK 05, OK 09, TIK 1.2, TIK 1.3).

B pe3ynbrare ocBO€HUS AUCHUIIIMHBI 00 YyYaIOLIUICS T0JKEH YMETh!

- [IpuMeHATh Ha MPaKTUKE TOCYJaPCTBEHHBIE CTAHJAPTHI, JPYTHE HOPMAaTUBHO-METOANYECKHE
JOKYMEHTBI, PETIAMEHTHPYIOIINE OPraHU3aINI0 JOKYMEHTallMOHHOTo obecnieuenus ynpasienus (OK 01,
OK 02, OK 05, OK 09, TIK 1.2, TIK 1.3);

- CocTaBisTh U MPaBUIBHO O(POPMIIATH OCHOBHBIE BUJIbI OPraHU3aLOHHO-PACTIOPSIUTENbHBIX
nokymenToB (OK 01, OK 02, OK 05, OK 09, IIK 1.2, [IK 1.3);

- OpopmisaTe nHPOpMaMoOHHO-cTipaBouHyro JokyMeHTtanuio (OK 01, OK 02, OK 05, OK 09, ITIK
1.2, IIK 1.3);

- Opopmisats kagpoByto gokymenTanuio (OK 01, OK 02, OK 05, OK 09, I1K 1.2, TIK 1.3);

- Oopmisate mpeTeH3noHHO-ucKoBYI0 HokyMeHTanuio (OK 01, OK 02, OK 05, OK 09, TIK 1.2, TIK
1.3).

B pesynpTaTe OCBOCHHSI MUCIUILIMHBI OOYYAIOIMIMUICS JODKEH BJIAAETh CICAYIOIIMMHU OOIMMHU
(OK) u mpodeccuonansubivu (I1K) komneTeHImusIMHI:



- OK 01 Br16upath ciocoOsI pernieHus 3a1a4 npo(ecCHoHaIbHON ASITEIPHOCTA MPUMEHUTEITHLHO K
Pa3IMYHBIM KOHTEKCTaM;

- OK 05 OcymiecTBisITh yCTHYIO ¥ MUCbMEHHYI0 KOMMYHHUKAIMIO Ha TOCYJaPCTBEHHOM SI3BIKE
Poccwuiickoit @eaeparuu ¢ yaeToM 0COOEHHOCTEH COIMATBLHOTO U KYJIBTYPHOTO KOHTEKCTA;

- OK 09 ITonp3oBatbes mpodecCHOHATBHON TOKYMEHTAllMeH Ha TOCYAapCTBEHHOM i HHOCTPAHHOM
SI3bIKAX;

- [IK 1.3 Bnagers HaBbIKaMU MOATOTOBKH HOPUIUYECKUX IOKYMEHTOB, B TOM YHUCIIE C
MCIOJIb30BaHNEM MH(POPMAITMOHHBIX TEXHOJIOTHIA,

- OK 02 Hcrnonb30BaTh COBpEMEHHBIE CPEJICTBA MTOMCKA, aHAIM3a U HHTEPIIpETaIluy H(popManuu u
nH(OPMAIIMOHHBIC TEXHOJIOTUH JJIsI BEITIOTHEHHMS 32/1a4 MPOPECCHOHATBHON JIEITeIbHOCTH;

- [IK 1.2 [TpumeHATh HOPMBI TIpaBa Jyisl pelieHus 3a/1a4 B MPOPECCUOHAITBHON IEATEIbHOCTH;

1.4. Kosim4ecTBO 4aCOB HA OCBOEHME MPOrpaMMbl Y4eOHO JUCUMIIJIMHBI:
MaxkcumanbHON yueOHOU Harpy3ku oOyuatomierocst 36 4acoB, B TOM YHCIIE:
00s13aTeIbHON ayIUTOPHON HArpy3ku oOydaromierocs 34 Jaca;
CaMOCTOSITENIHOM Harpy3Kku o0yJaromierocs 2 Jaca.



2. CTPYKTYPA U COJIEP)KAHUE YUEBHOM JUCIUILIAHBI

2.1. O0beM y4eOHOM TMCHUILIMHBI U BUbI Y4eOHO# padoThl

Buj yueO6Hoii paboThl O0bem yacoB
6 cemecTp

MakcumanbHasi yueOHasi Harpy3ka (BCero) 36

OO0s13aTenbHas ayuTopHas yueOHast Harpy3ka 34

(Bcero)

B ToMm uncie:

JIEKIIMOHHBIE 3aHATUS 16

IIPAKTHUYECKUE 3aHATHUS 18

nabopaTopHbIe pabOTHI

KOHTPOJIbHBIE pabOThI

KypcoBasi paboTa / MHAMBUAYAIbHBIN MPOEKT 0

CamocrositensHast paboTta oOydaronierocs (Bcero) 2

Wrorosas arrecranus B popme PeliTuHronas oneHka

2.2. TemaTnyeckuii IJIaH U co/lep:KaHMe Y4eOHOM AU CHMIIIMHBI

HaumeHoBanue pa3aenoB v TeM CogepxaHnue yueOHOro MaTepHarna, O6beM | YpoBeHb
nabopaTopHbIe padOThI U MMPAKTUUECKHUE YacoB | OCBOCHUS
3aHATHUSA, CAMOCTOSITEeNbHAs paboTa
00yJaronmxcst
1 2 3 4
6 cemecTp
Paznen 1 OCHOBBI IOKYMEHTHPOBAHHSI
yIpPaBJIeHYEeCKOIl 1eSITeIbHOCTH
Tema 1.1 IlonsTHE O Cooeporcanue yuedbnoeo mamepuana
JIOKYMEHTAILIMOHHOM 00eCIIeUCHUH | [Texyuonnsie 3anamus. JJOKyMEHT U CHCTEMBI 2 1
yHOpaBJiCHUA, JOKYMCHTC U JToKyMeHTaIuu. TpeOoBaHUs K COCTABIICHUIO U
croco0ax JOKYMCHTHUPOBAHUA. 0(1)OpMJ'IeHI/II'O JIOKYMEHTOB.
HopmarusHo-npasoBas 0asa IIpaxmuueckue zanamus. TpeGoBaHus K 2 2
JOKYMEHTAI[MOHHOT 0 00ecrieuyeHus 0(OPMIIEHHIO JOKYMEHTOB. Brianku
yIpaBIeHUS JOKYMEHTOB.
Camocmosmenvras paboma 06y4arouuxcs. 2 3
['ocynmapcTBeHHbIE CTaHIAPTHI HA
VHU(DUITIPOBAHHBIC CUCTEMBI JJOKYMEHTAITHH.
Pa3nea 2 Opranunsanus cucTeMsbl
JOKYMEHTAIlMOHHOI0 o0ecrevyeHHust
Tewma 2.1 Odopmnenue Cooeporcanue yuebno2o mamepuana
OpraHu3allMOHHO- Jlexyuonnvie 3ansamus. OCHOBHBIE TPYTIIIbI 2 1

pacropsAIUTEIbHON JOKYMEHTALINU

OpraHu3alMOHHO-PACTIOPAANTCIIBHBIX
JIOKYMEHTOB. XapaKTepUCTUKA U COCTaB
OpraHU3aIMOHHBIX JOKYMEHTOB (ycTaBa,
MOJIOKEHUS, HHCTPYKIUH, JOKHOCTHON
MHCTPYKIUH), TpeOOBaHUS K OPOPMIICHHUIO.
XapaKkTepuCTUKA M COCTAB PACHIOPSIUTEIBHBIX
JIOKYMEHTOB (TIOCTaHOBJIEHUS, IPUKa3a,
pelLIeHHs, PACIOPSDKEHUS, YKa3aHUsl),
TpeOoBaHUs K UX 0()OPMIICHHIO.




Ipaxmuyeckue 3ansmus. Odopmienue 4
OpraHU3aIMOHHBIX JOKYMEHTOB. OdopmieHue
pacnopsIIUTENbHBIX IOKYMEHTOB.
Tewma 2.2 Odbopmierue Cooeporcanue yuebno2o mamepuana
MH()OPMAIMOHHO-CIIPaBOYHOM Jlexyuonnvie sanamus. XapakTepUCTUKA U 2
AOKYMEHTall1 COCTaB CIIPaBOYHO-MH(POPMAITTOHHBIX
JIOKYMEHTOB (CITY’>KEOHBIX TTUCEM, CTIPABOK,
3as1BJICHUH, aKTOB, IPOTOKOJIOB, TOKJIAJAHBIX U
OOBSICHUTEIIBHBIX 3aITMCOK), TPEOOBAaHUS K MX
0(OPMIICHHUIO.
Ipakmuuecxue 3auamus. OpopmiecHue 2
WH(OPMAIIMOHHO-CIIPABOYHOHN JIOKYMECHTAIIHH.
Tema 2.3 OdopmieHue KaapoBoi Cooepoicanue yuebHo2o mamepuana
AOKYMEHTall1 Jlexyuonnwie 3anamus. Odopmienue 2
KaJIPOBOM JIOKYMEHTAIIUH.
Ipaxmuyeckue 3ansmus. Odopmienue 2
KaJIpOBOM TOKYMEHTAIIUH.
Tewma 2.4 JloroBopHO-TIpaBOBast Cooeporcanue yuebno2o mamepuana
nokyMeHTauus. [IpeTeHsuoHHo- | Jlexyuonnvie 3ansmus. TIoHsATHE TOrOBOpA. 2
HCKOBasA JOKYMCEHTaIUA OcHOBHBIE pa3fieinl 10roBopoB. [Topsaok
odopMIIeHUS TPYIOBOTO JOTOBOPA, JOTOBOPA
MOCTaBKH, IOTOBOPA KYILIH-ITPOIAKH.
[IpeTeH3nOHHO-NCKOBAsT TOKYMEHTAIIUS.
Ipaxmuuecxue 3anamus. OdopMicHue 4
noroBopoB. OdgopmMiieHre TPETEH3UOHHO-
VICKOBOW TOKYMEHTAIUH.
Paznen 3 Opranu3anusi padoThl C JOKYMEHTAMH B
OpraHu3anusx (y4pexaeHusix)
Tema 3.1 Texnonorus Cooepoicanue yuebnoeo mamepuana
OpraHU3alMyU JOKyMEHTO000pOTa B | [lexyuonHnvie 3anamus. TeXHONOTHS 2
opraHu3anuax (YUpEKACHUAX) | opraHM3alUK JOKYMEHTOOO0POTa B
oprau3aiusx (yUpexaeHusX).
Tema 3.2 OcobGenHoctu Cooepoicanue yuebHo20 mamepuana
JIEJIONIPOU3BO/ICTBA 110 Jlexyuonnwvie 3anamus. OCOOCHHOCTH 2
0OpalIeHHSIM TPaXK/IaH U JIETIOTIPOM3BO/ICTBA M0 OOPAIICHHIM TPaXaaH U
KOH(l)HIICHHHaHBHOFO KOH(pHL[eHuI/IaJIbHoro JEJI0NPON3BOJICTBA.
ACJTOUPOU3BOACTBA IIpaxmuueckue 3ansamus. J|enONpONU3BOICTBO 2
10 OOpaIIeHHSIM TPAKIaH.
Tema 3.3 CucremaTu3anus Cooepoicanue yuebHo20 mamepuana
JIOKYMEHTOB, POPMHUPOBAHUE UX B | Jlexyuonnvie 3anamus. CucTeMaTH3anus 2
Aca u rnepeaada B apxue JIOKYMEHTOB, (hOpMUpOBaHHE UX B Aeja U
Opranu3sanyiu rnepeaaya B apXuB OpraHu3aliu.
Ilpakxmuueckue 3ansmus. DopMupoBaHue Jaei. 2
Bcero: 36




3. YCJOBUSA PEAJIN3AIIMM YYEBHOM TUCIHUILIVHBI

3.1. TpeGoBaHusA K MUHMMAJIBHOMY MATEPHAJIbHO — TEXHHYECKOMY 00ecreyeHH 0

Jlaboparopus nHOOPMAIMOHHBIX TEXHOJIOTHH B TPOPECCHOHATBHON ACSITETFHOCTH

Komruiekt yuebHO-MeToaudeckux mocoouit; 12 kommprotepoB: CPU-Intel 15-4690/MB-GA-H97-
HD3/RAM-SAMSUNG 2*2gb; mpoexkrop NEC V302X; »skpan nacrenusld Lumien Master Picture;
ckanep Epson Perfection 2400 Photo

JlexumonHas aynuropus
IIpoexTop, IPOEKIMOHHBIN 3KPaH, IEPCOHAIBHBINA KOMIIBIOTED.

[TporpamMmMHOe oOecrieueHue:

7-Zip (GNU LGPL)

Google Chrome (JInuensnonnoe cornamenue Google)

Koncynprantllntoc (I'pakmaHcko-npaBoBod J0roBop 00 HWHGOPMAIIMOHHOW TOMJIEPKKE OT
01.01.2021r.)

Kaspersky Endpoint Security mis 6usneca - Crannaptaeiid Russian Edition. 500-999 Node 2 year
Educational Renewal (mpomnenne) (I'pakmaHCKO-TIpaBOBOM JOTOBOP OIOKETHOTO — YUPESKICHUS
Ne2020.526633 ot 23.11.2020 rozga)

PEJl OC (Cornamenne Nel40/05-21Y ot 18.05.2021 roga o coTpyaHUYEeCcTBE B OOJIACTH HAYKH,
pa3BUTHS WHHOBAIIMOHHOW JESTEILHOCTH )

Microsoft Access (Ilporpamma Microsoft Azure Dev Tools for Teaching (Order Number:
IM126433) )

Microsoft Office Standard 2019 Russian OLV NL Each Academic AP (CyOmuiieH3MOHHBIN
noroop Ne0221/15 Ha nmepenady HEHCKIIIOUUTENBHBIX MIPAB HA UCIIOJIB30BAHKUE MPOTPAMMHBIX MPOTYKTOB
ot 08.02.2021 rona)

Adobe Acrobat Reader DC (OG6mmue ycnoBusi HCoiab30BaHus NpoaykToB Adobe)

3.2. UugopmanuonHoe odecriedeHrne 00y4eHust
[lepeyeHp peKOMEHAYEMBIX YYE€OHBIX W3JaHUH, WHTEPHET — PECYpCOB, JOTOJHUTEIEHOU
JIUTEPaTypHI.

OCHOBHBIE UICTOUHUKU:

1. Kyzuenona, . B. JlokymeHnTannonHoe odecnedeHue yrpasieHus : yaeonoe nocodue s CI10
/ W. B. Ky3nenosa, I'. A. Xaugarpsa. — 3-e uzn. — Caparos : [IpodobpazoBanue, 2024. — 168
c.. https://www.iprbookshop.ru/135470.html

2. JlokymeHTanmoHHoe oOecrnieueHue yrpasieHus. CocTaBieHne U 0ohopMIIeHUE JIETOBBIX
NOKyMeHTOB : yueOHoe nocobue s CI1O / cocraBurenu E. . bammakoBa. — 2-e uzg. —
Caparos, Mocksa : [IpogobpazoBanue, Aif [Tu Ap Menua, 2024. — 144 c. .
https://www.iprbookshop.ru/142218.html

3. Jlankuna, H. H. JlokymeHTanmonHoe obecrieueHune ynpasieHus : yaeonoe mocobue ans CIIO /
H. H. Jlankuna. — Caparos : [IpodobpazoBanue, 2026. — 160 c..
https://www.iprbookshop.ru/158233.html

JlonomHUTENbHBIE HCTOYHUKH:

1. Kanomwuna, T. 0. JJokymeHTanmonHoe obecrieueHue padoThl ¢ IEPCOHANIOM B IIUGpe U Ha
Oymare : yaebnoe nocobue / T. FO. Kanommuna. — HoBocubupck : HoBocubupckuit
roCyJapCTBEHHBIN TEXHUYECKUH yHUBEpcUTeT, 2022. — 124 ¢. .
https://www.iprbookshop.ru/126489.html

2. JlokyMeHTanmoHHOE 00ecTieueHHe yIpaBIIeHHs | y4eOHUK JUIS CTY/ICHTOB BY30B, 00YyUJaIOIHXCS
0 HaIpaBJICHUSIM «DKOHOMUKaA» H «MEHEIKMEHT», crielnaibHOCTIM «H(popMaTHKay,
«JlokyMeHTOBeIeHUE U JOKYMEHTAIIMOHHOE 00eCIIeYeHUE YIIPABICHUM», «ABTOMATH3AIUS 1
ynpanenue» / A. C. I'pun6Gepr, H. H. I'op6aués, H. H. ['op6aués, O. A. MyxameruinHa. —
Mocksa : KOHUTU-JAHA, 2023. — 391 c.. https://www.iprbookshop.ru/142685.html



3. 3aiinera, E. B. /lenonpoun3BoicTBO U JOKYMEHTOOOOPOT B CHCTEME T'OCYIapCTBEHHOTO U
MYHUIIUIATBHOTO yrpasieHus : yaeoHoe nocodue st CIT1O / E. B. 3aiiuesa, H. B. 'onuaposa.
— 3-e u3n. — Caparos : [IpodoOpazoBanne, 2024. — 176 c. .
https://www.iprbookshop.ru/139528.html

NuTepHeT-pecypcesl:
1. CIIC «Koncynbrant [Timocy, URL: http://www.consultant.ru/
2. DnektponHas bubnmmoreunas cuctema «IPRbooks», URL: http://www.iprbookshop.ru



4. KOHTPOJIb U OLIEHKA PE3YJIbTATOB OCBOEHMS YYEBHOM JUCHUILIVNHBI

Pe3yabTaThl 00yueHus1 (0OCBOEHHbIE YMEHHS, YCBOCHHbIE 3HAHHA)

®opMbI U METOABI
KOHTPOJISI M OLEHKHU

pe3yJabTaToB
00y4eHust

[IpuMeHATh HA MpaKTUKE TOCYIAPCTBEHHbIC CTaHAAPTHI, IPyrMe HOPMATHBHO- | TecTupoBaHue,

METOJIMYECKHE JIOKYMEHTBI, periaMeHTUPYIOIIIE OPTraHU3aIUIO | BHIMOJHEHUE

JOKYMEHTAIIMOHHOTO 00ECIIeYEHUs YIPABICHUS MPAKTUYECKUX
3aJaHui

CocTaBisATh M TpaBUIBHO O(GOPMIISATH OCHOBHBIE BHJBI OPTraHHM3allMOHHO- | TecTupoBaHwme,

pacnopsIIUTENbHBIX JIOKYMEHTOB BBITIOJIHEHHUE
MPAKTUYECKHUX
3aJaHui

OdopmisTe HHGOPMAITMOHHO-CITPABOYHYIO IOKYMEHTAIIHFO TectupoBanue,
BBITIOJIHEHHUE
MPAKTUYECKHUX
3aJaHui

OdopMIATh KAAPOBYIO TOKYMEHTAIIUIO TectupoBanue,
BBIITOJIHEHHE
MPAKTUYECKUX
3aJaHuM

OdopMIATh MPETEH3NOHHO-UCKOBYIO IOKYMECHTAIIHIO TectupoBanue,
BBIITOJIHEHHE
MPAKTUYECKUX
3aJaHui

TepMuHoOTHIO B 00JIaCTH TOKYMEHTALIMOHHOTO 00ecIiedeH sl YIIpaBIeHUs YcTHBIN o1mpoc,
TECTUPOBAHUE

HopMaTuBHBIC TOKYMEHTHI, periiaMEeHTHPYIOIIHE COCTaBlieHHE U odopmiieHue | Y CTHBIM o1poc,

JOKYMEHTAIH U TOPSJIOK ee 00paboTKu TECTUPOBAHUE

[IpaBuna coctaBieHuss u OQOPMIIEHUS OPraHU3ANUOHHO-PACTIOPSIUTENBHBIX | Y CTHBIN ompoc,

JOKYMEHTOB, BXOISIIUX B YHU(DUIMPOBAHHYIO CHUCTEMY OpPraHU3allMOHHO- | TECTUPOBAHUE

pPaCIOPSIAUTENBHBIX JIOKYMEHTOB, YHU(DHUIIMPOBAHHYIO CHCTEMY TMEPBUYHOMN

YU4ETHOM JOKYMEHTAIIMU B YaCTH JJOKYMEHTAIIMH 110 YUETy TpyAa

[Topsinok mpoBeaeHUs: HKCIEPTU3bl IEHHOCTH JOKYMEHTOB U MOATOTOBKH €N K | Y CTHBIN o1mpoc,

apXUBHOMY XPaHEHUIO TECTUPOBAHUE

TexHonorH0 Opranu3anuu J0KyMEeHTO000pOTa B OpraHu3alusX (YUpexkIeHUusx) | Y CTHBIN o1mpoc,

TECTUPOBAHUE




Ilpunoscenue
DoH/1 OLIECHOYHBIX MATEPHAJIOB (CPEeACTB) MO AUCHHUILINHE
JlokyMeHTaIMoHHOE oOecrieueHne ypaBlieHus

1. OHeHO‘IHbIe MaTepuaJbl AJ NPOBCACHUS TEKYIICI0 KOHTPOJISA yCII€EBAEMOCTH

o JMCIUIIJIMHE
Tembl ycTHOTO Ompoca

1) HaiiTe onpenencHUe MOHITHS «TOKYMEHT.

2) Ilepeuncnure OCHOBHBIE (DYHKIIMH JOKYMEHTOB.

3) o kakuMm mpU3HAKAM MOXHO KJIACCU(PUIIUPOBATH JOKYMEHTHI?

4) HazoBuTEe OCHOBHBIE BUJIbI JOKYMEHTOB.

5) Urto npencraBiseT co00i YHUDUKAIUS JOKYMEHTOB?

6) Uro Takoe cTaHIapTU3aLMs YIPABICHYECKUX JOKYMEHTOB?

7) HazoBuTe cocTaB peKBU3UTOB JOKYMEHTOB.

8) Kakumu ObIBatoT OJaHKH JOKYMEHTOB?

9) Kakue popmarsl 1OKyMEHTOB BbI 3HaeTe?

10) Packpotite npaBuia opopMIIeHHUS J1aT.

11) Pacckaxkure npaBuiia HyMepaliy CTPaHHII.

12) Packpoiite npaBuia ohopmiieHUs: GopMy.

13) PackpoiiTe npaBuia ohopmiIeHUsS TaOJIHII.

14) Packpotite npasuiia opopmiieHus: tupoBoit nHOpMAIHH.

15) Jlaiite monsaTue nHGOpPMaIIUHU.

16) JlaiiTe noHsATHE TOKYMEHTHPOBAHUS.

17) Ilepeuncaute TpeOGoBaHUs K HHGOPMAITUH.

18) [lepeuncnure ocHOBHBIE HH(POPMAITMOHHBIE TOKYMEHTHI.

19) Onpenenute OCHOBHBIE PEKBU3UTHI HH(POPMALIMOHHBIX TOKYMEHTOB.

20) Ilepeuncaure OCHOBHBIE CLIPABOYHbBIE TOKYMEHTHI.

21) KakoBo OCHOBHOE Ha3HAYEHHE CIIPABOYHBIX JOKYMEHTOB?

22) OxapakTepu3yiTe IpaBuiia COCTABICHUSI CIIPABOYHBIX JOKYMEHTOB?

23) UTo OTHOCHUTCS K KaJpOBOM TOKyMEHTAIIUN?

24) Kakue pa3HOBUIHOCTH CIYEOHBIX MHCEM Bbl 3HaeTe?

25) Onumute obume TpedoBaHusA K 0hOPMICHHUIO CITY>KEOHBIX ITHCEM.

26) Yto 3aKkpernsieTcsl B yUpeJUTeNbHbIX JOKYMEHTaX OpraHu3auu?

27) Kakue TOKYMEHTbI OTHOCSTCS K OpraHU3allMOHHBIM?

28) Kakue nomxHOCTHBIE JTHUIA (pPaOOTHUKH) JOJIKHBI CO3/1aBaTh JIOKYMEHTHI?

29) YUro obecnieunBaeT JeIONPOU3BOJICTBO B OpraHU3aluu?

30) Ha mpakTudeckyro MAESITENbHOCTh KaKMX JOJKHOCTHBIX JIMI] HE paclpoCTpaHsIeTCs
yIlpaBJIeHUE TOKYMEHTaMu?

31) Kakue Bonpocs! GUKCHPYIOTCS B paCHOPSAUTEIbHBIX JOKYMEHTAX OpraHu3anun?

32) Yro mpu3BaHa 00€CHEYUTh CUCTEMA CIIPABOYHOMN JTOKyMEHTAIUN?

33) Kakoii TOKyMEHT CYUTAETCS JOCTOBEPHBIM?

34) MaiiTe MOHATHE OPraHU3AMOHHOTO JOKYMEHTA.

35) OxapakTepu3yiTe cOCTaB OPraHU3aIMOHHON IOKYMEHTAIIUH.

36) Ilepeuncnure ocHOBHBIE TPeOOBAaHUS K O(POPMIICHHIO OPraHNU3aAIUOHHBIX TOKYMEHTOB.

37) JlaiiTe moHATHE TOTOBOPA.

38) HazoBuTe 0OCHOBHBIE pa3zeibl J0TOBOPOB.

39) OnumuTe nopsAIoK 0pOpMIIEHUS TPYIOBOTO JOTOBOPA.

40) OnumuTe MopsI0K 0pOpPMIIEHHS JOTOBOPA MOCTABKH.

41) OnumurTe NOpsSAOK 0POPMIIEHHS JOTOBOPA KYIUIU-ITPOJAKH.

42) OnuirTe OCHOBHBIE PEKBU3HUTHI MPETEH3UH.

43) Onumute mopsiiok 0hOpMIICHHSI PETEH3M, OTBETOB Ha MPETEH3HIO.

44) JlaiiTe TOHATHS MPEJUI0KEHNUS, 3asIBICHUS U KaJIOOBI.

45) PackpoiiTe mopsiIOK MprUeMa U PErUCTPALUN MTHCEM TPaK/IaH.



46) PackpotiTe 0cOOEHHOCTH KOH(DHICHIIMAILHOTO JEIONPOU3BOICTRA.
47) [aiiTe mOHATHE JOKYMEHTOO0O0POTA.

48) Ilepeuncnure 00IIKME MPUHITUAIIBI OPTaHU3AUNA TOKYMEHTOO0O0pOTA.
49) HazoBuTe OCHOBHBIE 3TaIlbl JOKYMEHTOOO0POTA.

50) PackpoiiTe mOHITHE HOMEHKJIATYPHI JIe71.

51) OnumuTe mopsiioK 00pabOTKU AEI IS OCTISAYIOIIETO XPAHCHHUS.

52) OnummmuTe MOpsAI0K CAAYU JIET B ApXUB.

TecThl

1) PexBU3UT TOKyMEHTa — 3TO:
a) ero OTJEIbHBIN 2JIEMEHT
0) 4acTh CITy’K€OHOTO TTUChMa
B) pUpMEHHBIH Oi1aHK
2) C noMoIIIbI0 KAaKOTO peKBU3UTA 0(OPMIIETCS] BHELITHEE COITIACOBAHUE IOKyMeHTa?
a) BU3bl, COTJIaCOBaHUs
0) rpuda coriaacoBaHus
3) B xakoMm cirygae npaBmwIbHO O(opMIleH peKBH3UT «OTMETKA O HAIWYHH MPHIIOKCHUS,
€CJIM B TEKCTE COIPOBOJUTEIHHOIO MMCbMA HE YIIOMHHAJIOCh O IPUJIOKEHUN?
a) [Ipunoxenue: 1. CnpaBka o corinacoBaHuu mpoekta Ha 4 1. B 1 3k3.
2. OT3bIB IO IPOEKTY Ha 2 JI. B 1 7K3.
0) Ilpunoxxenue: Ha 6 1. B 1 3K3.
4) Kak B JOKyMEHTE OTpa)aeTcsi peKBU3UT «JaTa»?
a) pUMCKHUMU I pamMu
0) apabckumu udpamMu
B) apaOckuMu 1udpamMu U CIIOBECHO-IU(POBBIM CITOCOOOM
5) B pexBusute «Anpecar» HHULMAIIBI CTABAT:
a) epen haMuiIHel agpecara
0) mocie ¢pamMuIuu aapecara
6) KeM noamnuceIBatoTCsi JOKYMEHTBI, COCTaBIISIEMbIE KOMUCCHEN?
a) pyKOBOJUTEJIEM OpraHU3aluu
0) npezacenareneM
B) MpejiceiaTesIeM U WieHaMH KOMUCCHU
I) IpenceaaresneM U ceKpeTapeM
7) Ha xakom ciyxe0HOM MUChbME MPOCTaBiIsAeTCsl peKBU3UT «CChUIKa Ha PEruCTPaIllMOHHBIN
HOMEp M J1aTy JOKYMEHTa»?
a) mpocb0ax
0) COIPOBOIUTETHHBIX
B) MH(OPMAIIMOHHBIX
') OTBETax
8) B xakoM ciyuae npaBuiibHO 0OpPMIIEH PEKBU3UT «Apecary»?
a) lupexropy mkossl Ne 269
MartseeBou Tamape IletpoBHe
0) dupekropy mkoisl Ne 269
T.I1.MatBeeBou
B) 129128, Mocksa, yn. Pocronunckas, 7
Hupektopy mkomusl Ne 269
r-xe Marseesoit T.II.
9) K pacniopsiiuTebHbIM IOKyMEHTaM OTHOCSTCS:
a) TPOTOKOJIBI
0) ycTaBbl
B) IIPUKa3bl
10) [aroii mpoTokoia sBiseTcs
a) JaTa MOAMKUCAHUS ITPOTOKOJIA



0) maTta 3acemaHus

B) JlaTa pErucTpaluy IpoToKoIa

11) HWadbopManMOHHO-CIIPABOYHBIH JTOKYMEHT, COCTaBISEMbI HECKOJBKUMHU JIUIIAMH,
MOJITBEPKTAIOIIUI YCTAaHOBIIEHHBIC (DaKThI, COOBITUS WM JCHCTBUS

a) MPOTOKOJT

0) aKT

B) JIOKJIQJHAs 3alKCKa

12) Kakast yacTh TeKCTa IpUKasa sSBISETCS 0053aTebHON?

a) KOHCTaTUpYOIIas

0) pacropsiiuTenbHas

13) B kakom cirydae npaBuiibHO ohopmiteH pekBU3UT «lloamucey» B mpoToKoJe?

a) lupektop JInuHas noanuce M.B.JIapun
0) [Ipencenarens komuccuu JInyHas MoANMKUCH A.N.I1letpoB
UieHbl KOMHCCUU JInuHas noanuce B.A.CMupHoBa
JInyHasg nmoamnuch N.K.MoxkeeBa
B) [Ipeacenarens JInuHas noanuce A.N.ITerpoB
Cexkperapb JInunas noanucey O.H.Hukutuna

14) Ilnan paborel mkoiasl Ha 2025-2026 y4eOHbBII TOA YTBEPXKIEH pELICHUEM
nearornyeckoro coseta. B kakom ciywae npaBuiibHO odopmiieH pekBU3UT «['pud yTBepkaeHUs
JIOKyMEHTa»?
a) YTBEPXIAIO
Pemenne negarornyeckoro cosera
ot 12.08.2025 r. Ne 14

0) YTBEPXIEH
Pemennem negaroruyeckoro coBera
ot 12.08.2025 Ne 14

B) YTBEPXIEH
Pemenne negarornyeckoro cosera
ot 12.08.2025 r. Ne 14

15) Kakue pacniopsiauTenbHble TOKYMEHThI H3JAI0TCS Ha OCHOBE €IMHOHAYAIIHS?

a) peuieHus

0) mpuKa3bl

16) [enoBoe MUCHbMO, MCMONB3YyeMOE JI OTIPABKU JOKYMEHTOB (IIPOEKTOB HOPMATHBHBIX
MPaBOBBIX aKTOB, JJOTOBOPOB, KATAJIOTOB, MPOTOKOJIOB, aKTOB U Jp.), HE UMEIOIIHNX aJPECHON YacTH,
Ha3bIBACTCS:

a) MUCHMO-TIOJITBEPKICHUE

0) nH(hOpPMaLIMOHHOE TUCHMO

B) COTIPOBOJUTEIHHOE MUCHMO

17) T'apaHTUHHBIM Ha3bIBAETCS MHUCHMO, KOTOPOE

a) COZEPKUT 00513aTENHCTBO WM MOTBEPKACHHUE OIIaThl pa0O0ThI, CPOKOB MTOCTaBKH.

0) MoATBEp)KAAeT TMOJy4YeHHE CBEACHHM, JOKYMEHTOB WIM JAPYTUX MaTepuaioB, paHee
JIOCTUTHYTBIE€ IOTOBOPEHHOCTH

B) COZEPXKUT 3asiBJIeHHe 00 0OHAPYKEHHH HECOOTBETCTBUS TOBapa WU YCIYT TPeOOBaHUSM,
3asBJIEHHBIM B JIOTOBOPE.

18) JlokyMeHT, aipeCOBAaHHBIN BBIMIECTOSIIEMY PYKOBOAMUTETIO C M3JI0OKEHHEM KOHKPETHOM
poOJIEMbI HJIA TIOCTAHOBKOW BOIMIPOCA U COACPIKAITII BBIBOIBI U TIPEITIOKECHHS

a) cykeOHas 3amucKa

0) cBOZIKa

B) JOKJIa/IHAasl 3aIlKCKa.

19) B kakom cirydae npaBuibHO oopmiieH pekBu3nT «lloamucey Ha O1aHKe JOKyMEHTa

a) dupextop OO0 «AnbsiHC» JInynas noanuce A.A.bopucos

0) Hupexrop Jlnunas moanuck A.A.bopucon

20) B xakux ciy4asx UCHOIb3yeTcs MUCbMO-HAIIOMUHAHUE?

a) KOoTJ1a He0OXO0AMMO COOOITUTh O KAKOM-TTHOO0 (PaKTe Wil COOBITUH



0) xorjga He0OX0IUMO TTOATBEPIUTD MOTYUEHUE JOKYMEHTOB WM MaTEPHAJIOB

B) KOT'Jla OpraHu3alus-napTHEP HE BBIMOJIHSCT B3AThIC HA ceOsl 005M3aTeNbCTBA W IPUHSITHIE
JIOTOB

21) O6muii cpoK pacCMOTPEHHSI MMCBbMEHHOTO OOpAIEHHs IPaXK/1aH COCTABIISET:

a) 10 paGouux gHEH

0) 30 xaneHnapHbIX AHEH

B) 45 KaJleHIapHBIX JHEH

r) 30 pabouux nHel

22) Ha kakoi Cpok pyKOBOAMTENb UMEET MPaBO MPOUTUTH PACCMOTPEHUE OOpaIieHus ?

a) He Oosiee yeM Ha 15 guen

0) He Oosee yem Ha 30 mHEH

B) He Oounee ueM Ha 10 nHel

T') IPOJUICHUE HE JI0MYCKAeTCs

23) B kakoii cpok oOpaleHue MoIeKUT 003aTeNbHOIN peructpan’?

a) B ICHb MOCTYIIJICHUS

0) B TeueHue 3 THEH

B) B TeueHue 1 Hexenu

I') CPOK PETUCTPALIMU HE YCTAaHOBJIEH

24) Kakoe 13 onpeaeneHuii COOTBETCTBYET MOHATHIO «0Kano0a»?

a) mpoch0a rpakaIaHnHA O COACHCTBUH B PEaM3alMH €T0 MPaB

0) peKOMeHJaIus 10 COBEPIICHCTBOBAHUIO 3aKOHOB

B) IpoCch0a 0 BOCCTAHOBJIEHUH IIPaBa, HAPYIIEHHOT'O AEUCTBUAMHU JOJKHOCTHOTO JIUIIA

T') YBEIOMJICHHE O MPOBEJICHUN MUTHHTA

25) Jlomyckaercs 1M HampaBlieHHE >KAIOObI TpaKAaHWHA HAa PACCMOTPEHHE TOMY
JOJIKHOCTHOMY JIUILY, YbH ICUCTBUSA 00XKAITYIOTCS?

a) Ja, eciy Jkano0a 1mojjaHa 4epe3 BHIIIECTOSIIYI0 OPTaHU3aIINI0

0) 1a, eciy Ha ATO €CTh MMCbMEHHOE COTJIACUE 3asBUTENS

B) HET, 9TO KATETOPUYECKH 3aIPELICHO

T) J1a, €CIIH CPOK PACCMOTPEHUS UCTEKAET

26) Ha xakue JOKyMEHTOIOTOKHU JEIUTCS TOKYMEHTAIIUS:

a) MUChMa, PacIopsHKEHUS, TOTOBOpa

0) 1oroBOpa, TOKYMEHTHI OPTaHOB BJIACTH

B) BXOJSIINE, UCXOSIINE, BHYyTPEHHUE TOKYMEHTHI

T) oOpaleHus rpaxkia (KajoObl, TPEAJIOKEHUS U 3asIBICHUS)

27) Kakue hopMbl perucTpayiv JOKYMEHTOB CYIECTBYIOT?

a) )KypHaJlbHasl, KAPTOYHAS U aBTOMATU3UPOBAHHAs

0) eHTpaIn30BaHHasl, JeleHTpaTn30BaHHAsl, CMEIIIaHHAS

B) yUYET IOKYMEHTOB, KOHTPOJIb 3a UX UCIIOJIHEHUEM, CTIpaBOYHas padoTa Mo T0KyMEeHTaM

r) anbOOMHas1, KHIKHAS

28) JIoKyMEHTOIOTOK UCXOSAIIMX JOKYMEHTOB COCTABIISIOT:

a) OTBETHBIC M MHUIIMATUBHBIE MMHCHhMa

0) nmuchMa, aKThl, TPUKA3BI

B) TIOCTAHOBJICHUS, PEIICHUS, PACTIOPSKSHHUS, TPUKA3bI, MMChMa U T.I1.

I') JIOKYMEHTHI ITOJBEJIOMCTBCHHBIX OpPTaHH3AIMi, MPUCHUIAIONIUX TEPBUYHYIO OTYCTHO-
YUETHYIO TIOKYMEHTAIIMIO U PA3IMYHOTO POJIa 3allPOCHI

29) O6BeM TOKYMEHTOO0O0pOTa — ITO:

a) 9TO MaKCHMallbHO pAaIlMOHANFHOE COKpAIllleHHE KOJIWYEeCTBAa YEro-iubo IMmyTemM
CTaHJapTU3aLUH K €IUHON Popme

0) MarepualbHBI OO0BEKT, cojepXkamuii WHPOpMAIUI0 B 3apUKCUPOBAHHOM BHJIIE H
CHeIHalIbHO NMpeAHa3HAuYEHHBIN [Tl ee epejaud BO BPEMEHU U IIPOCTPAHCTBE

B) YCTaHOBJICHHE KOJHMYECTBA M COCTaBa ApXUBHBIX JOKYMEHTOB B EIUHUIIAX Yy4eTa U
bukcanys NpUHAAICKHOCTH Ka)XJI0H €IUHHIIBI yuyeTa K ONpe/IeIeHHOMY KOMILIEKCY U o0emMy ux
KOJIMYECTBY B YUETHBIX JJOKYMEHTaX



I') KOJIMYECTBO JOKYMEHTOB, MOCTYNUBUIMX B OPraHU3AIMIO U CO3JAHHBIX €I0 B TEUCHUE
OTIpEeICIEHHOTO MEPHO/Ia BPEMEHH, KaK MPaBUiIo, rojia

30) KTo MOKeT OCyIIeCTBIIATh MIEPBOHAYAIBHBIN MMPHUEM U 00padOTKY TOKYMEHTOB:

a) CeKpeTaphb

0) TUPEKTOP

B) HAaYaJIbHUK OT/IeJIa KaJIpoB

r) crnennaibHoe moapasneneHue ciyxowl IOV, paborauk ciayxosr JOY wmmm cekperapb
PYKOBOIUTENS

31) B uHIEKC TOKyMEHTa HEe BXOJAUT

a) koa no OKVY /I

0) HOMEep Jie1a IO HOMEHKJIAType

B) HOMEP CTPYKTYPHOIO MOAPA3ACICHUS

32) O0513aHHOCTH WICHA SKCIIEPTHOW KOMUCCHUH MTPEATIPUSITHS:

a) MPOBEPATH COXPAHHOCTh JOKYMEHTOB B IMOIpa3ICICHUSIX

0) OLICHUBATh CTENEHb CEKPETHOCTU JOKYMEHTOB

B) TIPOBEPSITH MPABUIHLHOCTH COCTABJICHHS IOKYMEHTOB

T') IPOBOAUTDH SKCIIEPTU3Y IEHHOCTU JOKYMEHTOB

1) KOHTPOJIUPOBATH UCTIOTHEHUE JOKYMEHTOB

33) Ilepen coaueii JOKYMEHTOB Ha apXMBHOE XpaHEHHE CIEAYET ...

a) CrPYNIHUPOBATH M MOAIMUTE JOKYMEHTHI B TIATIKA

0) ohopMHUTH U ONKCATH JIeTa

B) COCTaBUTH OIHCH JJOKYMEHTOB M IEPETUISCTH MX

') CHCTEMaTU3UPOBATh U YTOUYHUTH JTOKYMEHTHI /1) CKOITUPOBATH 0CO00 BaXKHBIE IOKYMEHTHI

34) JIOKyMEHT, UMEIOUIM B TEKCT€ NMOMETKY K CPOYHOMY HCIOJIHEHHIO, JOJDKEH OBITh
UCIIOJTHEH B ...

a) IeHb MOCTYIJICHUS

0) TeueHue CyToK

B) 3-AHEBHBIN CPOK

T') JECSTUIHEBHBII CPOK

35) Heno ¢popmupyercs ...

a) B Ipeeax KaJeHAapHOoro rojia (3a HCKIIUYEHHUEM MepeXoIsIIX JAem)

0) 10 TOCTUKEHUSI MAaKCUMAJIBHOTO 00BbeMa B JIUCTaxX, T. €. 10 250 1.

B) IO YCMOTPEHHIO OpPTaHU3allun

T') 10 OKOHYAHHUSI pEIICHUsI BOIIPOCA, HE3aBUCUMO OT KAJICHIAPHBIX CPOKOB

1) HET MPaBUIBLHOTO OTBETA

36) CBosnHasg HOMEHKIIATypa el GupMbl BBOAUTCS B J€HCTBHE:

a) ¢ | sHBaps CIEaYIONIEeTO KaleHAapHOTO rojia

0) ¢ nexalps TEKYIIETO ToJla B) KaXKbI€ MOJIToa TEKYIIETo nmepruoja

T) 10 Mepe HaIOOHOCTH

37) 3a popmupoBaHue ae]1 OTBEYAECT:

a) pyKOBOJHUTENb OpraHU3aIHH

0) 3aMEeCTUTENh PYKOBOAUTEISI OPTaHU3AIUN

B) CEKpeTapH CTPYKTYPHBIX MOpa3ieICHHMA

') PYKOBOJMTEINN CTPYKTYPHBIX MOJAPA3ACICHHUM /1) HET MPABHJIBHOTO OTBETA

38) Homenknatypa nen pazpabareiBaeTcs MOCIIe CO3AaHMs OPTaHU3alUu | ...

a) IeHcTByeT OECCPOUHO

0) eXXeroIHO BBOJIUTCS B ACHCTBHE MPUKA30M PYKOBOTUTEIS

B) MIEPEYTBEPKIACTCS OJMH pa3 B TSATh JIET

T') HET MPaBUIBLHOTO OTBETA

39) Ilpu mnoaroToBke jnena K Ieperade B apXUB BHYTPEHHSS OINUCh JOKYMEHTOB,
coJiepKaluxcs B JeJie OMEIAETCs ...

a) B KOHIIE JIeJa

0) B HauaJje jaena

B) Ha JIMIIEBO CTOPOHE OOJIOKKH JIesia



') B CAMOCTOSITEIILHOE JIETIO

40) Homenkinarypa gen — 3710 ...

a) epeyeHb 3arojI0OBKOB JI€J U CPOKOB UX XpPaHEHUS
0) CITUCOK BCEX JeJl, MMCIOIIUXCS Ha MPEATPUITUI
B) IIepeyeHb JieJ U1 epeiaud B apXuB

I') CIIUCOK 0C000 BaXKHBIX JOKYMEHTOB

[IpakTuueckue 3a1anus:

1. CoctaBuTh BapuaHThl OJAHKOB IpPHKa3a C YIVIOBBIM M INPOJOJIBHBIM DPACHOJOKEHUEM
PEKBU3UTOB ISl OpraHU3aLUH.

2. IIpencraBbre CTPYKTYpy yCTaBa Y IpaBICHHUE COLIMAIBHOM 3aIlUThl HACEICHHUS.

3. CocTaBbTe MOJIOKEHUE O TO/Apa3iesieHuu (0TIeNa COLMAIbHON 3aIIUThI HACEJICHHUS ).

4. CocraBbTe NOJKHOCTHYIO HHCTPYKLMIO

5. CocTaBpTe IITAaTHOE pacluCaHUE

6. CocraButh mpukaz nmo YC3H Bnagumupckoil oOmacth 0 BBEAEHWHM WHCTPYKIIUU TI0
JIeTIOTIPOU3BOJICTBY B LENAX COBEPUICHCTBOBAHHMS PAOOTHI C JIOKyMEHTAaMH M OOECIECUYEHUH HX
COXpPaHHOCTH. B pacnopsaurenbHOlM 4YacTu ciegyeT YTBEpAUTHh MHCTPYKLHIO, YKa)KMTE CpPOK
BBEJICHUS €€ B JielcTBUE (OTBETCTBEHHBIN — cekperapb Ky3nenos I[1.B.), 00sbkuTe Bce CTpyKTypHBIE
noapasnenenuss u corpyaHukoB YC3H pykoBoJaCTBOBaThCs IpaBuiIaMu paboThl € JOKYMEHTaMH,
3aKperyieHHbIMU B MHCTpykuuu (OTBETCTBEHHblE — HauaJdbHUKU Mojapasaenenuit). Ilopyuute
3aBe/yIoUlel KaHIeaspuel obecneunTs TUpaxupoBaHue VHCTpyKIMU MO J€IONPOU3BOJCTBY U €€
nepefayy B CTPYKTypHbIE mojpasjeneHus. KoHTponap 3a MCHOJHEHMEM IpHKa3a BO3JIO0XKUTh Ha
3aMEeCTUTEINS JUPEKTOpa.

7. CoctaBbTe mpukasz 06 urorax paboTsl ¢ qokymeHTamu B 2025 r. Otaena mo opraHu3auu
IPEOCTABIICHUS] COLMAIBHOIO O0CIHyXHBaHHUA. B KOHCTaTHpyrOLIeH 4acTu YKaXXUTe€ Ha HU3KYIO
TpeOOBATENILHOCTh PYKOBOAUTEIEH MOJAPAa3AENCHUN K KadyecTBY IOJATOTOBKHU JIOKYMEHTOB H
KOHTPOJIS 32 UX MCIOJIHEHHeM. B pacniopsiiutensHol yacTu oOpaTuTe BHUMAaHUE PYKOBOJUTENECH Ha
MOBBIIIIEHNE TPeOOBATEIHLHOCTH K PAa0OTHHKAM B 4YacTH paboThl ¢ JAoKkymeHTamu. [laiite 3amanue
COTPYAHHUKY, OTBEYAIOIEMY 3a JEJIOIPOM3BOJCTBO, pa3paboTaTh Mepbl M0 YIYUIICHUIO 3TOH
paboThL.

8. CocraBbTe MpHKa3 00 yTBEP)KICHUH MOJIOKEHHS O 3aLIUTe NePCOHANbHBIX AaHHBIX 110 ['KY
OC3H no ropony Mypomy u Mypomckomy paiioHy. B KoHcTaTHpyromied 4acTu yKaKuTe Ha
HEO0XO/IMMOCTh CO3/IaHUs M YTBEPXKIEHUS TAKOTO JOKYMEHTa B LIEJsIX 00ecreueH sl 3aluThl IpaB U
cBO0OO/ YelloBeKa U rpakJaHUHA MPU 00pabdOTKe ero NepCOHANbHBIX JAHHBIX, B TOM YHCJE 3allUThI
IIPaB Ha HEIIPUKOCHOBEHHOCTh YaCTHOW >KM3HM, JINUYHYIO U CEMENHYIO TaiiHy, OpraHu3aluu €JUHOTO
nopsiika 00pabOTKM TEpPCOHAJIbHBIX JaHHBIX, Ha OCHOBaHMU TInaBbl 14 TpymoBoro kojekca
Poccuiickoit @enepaunu, denepanbHoro 3akoHa Poccuiickoin @enepaunn ot 27 utonsa 2026 r. N
152-®3 «O mnepcoHanbHBIX JaHHBIX». B pacnopsaurensHoil wactu yrBepaute Ilomoxkenue,
Ha3HaubTe OTBETCTBEHHBIX 3a peanu3anuio TpeboBanuil Ilomoxenus, opranuzanuio oOpabOTKH,
pacnpocTpaHeHusl, MCIOJIb30BAaHUS W YHUYTOXKEHHUS NEPCOHAIbHBIX JaHHbBIX. KoHTponb 3a
VCIIOJIHEHUEM TIPUKa3a BO3JIOKUTE HA KOHKPETHOTO COTPYIHUKA YUPEKICHUS.

9. CocraBbpTe mpuKka3 JlemapraMeHTa COIMAILHON 3alUThl HaceleHusl Topojga MOCKBBI 00
YTBEPXKJICHUHM MPUMEPHOM (hOpMBI JOroBOopa O MPEAOCTABICHUM CyOCHIMM U3 OroJKeTa ropoja
MockBel. B KOHCTaTHUpyIOIIEW 4acTH CHIEIalTe CCBUIKY HAa JOKYMEHT, NMOCITYKUBIIWA IMPUYMHON
u3nanus npukasa - [loctanosnenue IlpaBurensctBa Mocksel oT 5 ampensa 2026 r. Ne 109-I1IT «O
MPEIOCTaBIEHUU CyOcuIui u3 Oro/pkeTa ropoja MOCKBBI IOPHINYECKUM JIMLAM, UHAWBUAYAIbHBIM
npenpuHUMaTeNIM, GU3NYECKUM JIUIaM, a TakXKe TPaHToB B (hopme cyOcuauii u3 Oropkera ropoja
MOCKBBI FOPUIMYECKUM JIMIIAM, WHIUBUAYAIbHBIM MpealprUHUMATENsIM, (GU3HUECKUM JUIamM» U
[TocranoBnenue IlpaButensctBa MockBbl oT 28 nexalpst 2025 r. Ne 656-I1I1 «O6 yTBepxaeHUH
[Topsinka npenocraBieHus: cyocuanii u3 OrokeTa ropoaa MOCKBBI IOPUINYECKUM JIUIAM B LIEJSAX
BO3MEILEHHs 3aTpaT, CBS3aHHBIX C OCYILECTBIEHUEM JAEATEIbHOCTH B chepe COLMANbHON 3alUThI
HacelieHus: ropojia MockBel». B pacnopsiinTenbHON 4acTu yTBepAUTe NPUMEPHYIO (popMy J0roBopa,
BO3JIOKUTE KOHTPOJb 3a BBINOJIHEHMEM IIpHUKa3a BO3JIOKUTh Ha 3aMECTUTENIEH PYKOBOIUTEIS
JlemaprameHTa 1o HanmpaBJIeHUSIM JI€ATEIbHOCTH.



10. CoctaBbTe pOTOKOI 3aceqanust oomectsenHoro Cosera npu JlemapraMeHnTe coruaibHOM
3amuUThl HaceneHus FIBaHOBCKOM 00s1acT 00 M3MEHEHUU MEPUOTUNIHOCTH PsiJIa COIMATBHBIX BBITIAT
B MIBanoBckoii o6mactu ¢ 01.10.2026.

B kawectBe BeIcTymaromero ykaxute M.A. KabGanoBa, HauvanpHuka Jlemapramenra
COLIMAJILHOM 3aIuThl HaceleHus: FiBaHOBCKOi o6acTu.

B pesynbrare 00CyXIEHUS OTMEYEHO, 4TO C 1 OKTAOpsi Tekymero rojga B MBaHOBCKOM
o0JyacTy MiaaHUpPyeTCs U3MEHHUTh NMEPUOJUYHOCTh MPEJOCTaBICHUS psAla COUUANbHBIX BhILIAT. [Ipu
TOM BCE COLMAIBHBIC JBIOTHI COXPAHAT B TOJIHOM OOBEME, a CpeAcTBa OynyT MEpeUHCIATHCA
rpakIaHaM €XeKBapTallbHO B CyMMe 3a Tpu Mecsa. COOTBETCTBYIOLIUE 3aKOHBI OOCYKIAIOTCS B
WBanoBckoit obnactHoit Jlyme. Bce BBIIIIATHI, MPEAOCTaBISIEMbIC )KUTEIISIM PErHOHA, COXPAHATCS, a
M3MEHEHUE KOCHETCS TOJIBKO MEPUOJUYHOCTH NIEPEBOIA JEHEKHBIX CPEICTB IPaXKAaHaM.

I'onocoBanue MpOBOAMIIOCH OTKPBITHIM IyTeM. Pe3ynbTarhl ojcyeTa roocoB: «3a»
yen., «[IpotuBy  wen., «Bo3znepxkanuchk»  4en.

11. 3anonHuTe AMYHYIO KapTOUKY.

12. CoctaBbTe mpuKa3 MO JUYHOMY COCTaBy (O mpueme Ha paboTy, MEepeBOJEe Ha JIPYryIo
JIOJIKHOCTD, YBOJIBHEHHUN).

13. CocraButh mnmchMo-0Onarogaprocts MBanoBoit — Jlrogmuiaer  IlaBmoBHBI B ajpec
[Ipencenarenss KOMUTETa COMMAIBLHOM 3amUTHl Bragumupcekoir obmactu ['opmikoBa A.3. 3a 4yTKoe
OTHOIICHHE K MHBaJIHJaM KOJIJIEKTHUBA U JUPEKTOpa peabUINTAIMOHHOTO eHTpa «BecHay.

14. CocraBbTe IprKa3 00 yTBEpKACHUHM HHCTPYKLUHU IO JEJIONPOU3BOJICTBY B OpraHU3al1H.

15. CocTaBbTe HOMEHKIIATYPY J€J1 CTPYKTYPHOIO MOAPA3ACICHHUS.

OO0uee pacnpenesieHue 0a/JI0B TeKYLIero KOHTPOJISA M0 BUAAM Y4eOHBIX padoT 1AJisl CTyIeHTOB

Peittunr-kontposs 1 TecT, ycTHBIN ompoc, o 10
MIPaKTUYECKHE 3aJaHus
Peittunar-konTposns 2 TecT, ycTHBIN ompoc, o 10
MPAKTUYECKHE 3a/IaHus
Peittunr-kontpois 3 TecT, ycTHBIN onpoc, 1o 10
MIPaKTUYECKHE 3aJaHus
Ilocemenune 3aHaTuit ITocenienne NEKIMOHHBIX, no 10
CTYJICHTOM MPAKTUYECKUX 3aHSATUN
JlonomHUTENBHBIE OaIITBI AKTUBHOCTb Ha TIpaKkTuyeckux | 10 30
(Gonychr) 3aHATHUSIX, KAYECTBO
BEBIIIOJIHEHUS 3aJaHu
BrinonHenue cemecTpoBOro Brinonnenue miaxna 1o 30
IIJIJaHA CaMOCTOSTEIIbHON CaMOCTOSITENIbHOIN pabOThI
paboThI

2. IIpoMeskyTOUHASI ATTECTAIMS 1O AMCIUTIIHHE
IlepeyeHb BONpoCOB K 3Kk3aMeHY / 3a4eTy / 3a4eTy ¢ OLleHKOM.
Ilepeyenn npakTHYecKHX 32124 / 3aJaHUH K IK3aMeHY / 3a4eTy / 3a4eTy ¢ OleHKOMH (nmpu
HAJIUYHH)

O1eHOYHBIE CpPENCTBA ISl TPOMEKYTOYHON aTTECTAllMK B BUJIE HTOTOBOTO TECTa MPHBEICHBI
Ha HudpopmannonHo-oo6pazoBaTeIbHOM rnopraie MU Bal'Y 1o CCBUIKE:
https://www.mivlgu.ru/iop/question/edit.php?courseid=4076&cat=76238%2C187751 &qpage=0&del
eteall=1&category=63630%2C187751&qbshowtext=1&recurse=0&recurse=1&showhidden=0&sho
whidden=1



Ha

MeTtoauyeckue MaTepuabl, XapaKTepU3yOIIUX NPoLeIypPbl OLleHNBAHUS

OCHOBE  THUIOBBIX  3aJ@aHMM  NPOrpaMMHBIM  KOMILJIEKCOM  HMH(POPMALUOHHO-
oOpaszoBatensHoro moprana MU Bal'V ¢opmupyroTcss B aBTOMAaTH4ecKOM pEXHME TECTOBBIC
3aJaHusl Ul CTYICHTOB. Pe3ynpTaTOM TECTUPOBAHMSA SBISETCS NPOLEHT IPABWIBHBIX OTBETOB.
PefiTuarosas ouenka (opMHpPYETCs C yU€TOM HHIUBUAYATILHOTO CEMECTPOBOTO PEUTHHTA CTY/ICHTA.

MaxkcumanbsHast cymMmMa 6asuioB, Habupaemasi CTyIeHTOM 1o aucuuiuimHe pasaa 100.

OneHka
B
Oajutax

O1ieHKA 10 IIIKaJIe

O06ocHOBanue

Yposenw
chopmuposannocmu
KomnemeHnuuil

Boiee
80

«OTInYHO»

Copepxanne Kypca OCBOCHO
MOJTHOCTBIO, 06€3 IPo0eIoB,
HE0OXO0IMMBIC TPAKTUICCKHIE HABBIKU
paboThI C OCBOCHHBIM MaTEPHAIOM
c(OpMHPOBAHBI, BCE
MPEyCMOTPEHHBIC IPOTPAMMOi
o0ydeHust yueOHbIC 3adaHus
BBIITOJIHEHBI, KAYE€CTBO UX
BBIITOJHEHUS OI[CHEHO YHCIIOM
0ayI0B, OJIM3KUM K MAaKCUMAJIbHOMY

Buvicoxuii yposens

66-80

«Xopouio»

Conep:kanue Kypca OCBOCHO
MTOJIHOCTBIO, 0€3 MpoOeoB,
HEKOTOPbIE MPAKTUYECKHE HABBIKH
paboThl C OCBOEHHBIM MaTEPUATIOM
copMUpPOBaHBI HEJOCTATOYHO, BCE
MPEyCMOTPEHHBIE IPOTPAMMOMA
oOyueHus: yueOHbIE 3aJaHUs
BBINIOJIHCHBI, KAUYECTBO BBIMOITHEHUS
HU OZIHOTO U3 HUX HE OLIEHEHO
MUHUMAaJIBLHBIM YHCIIOM 0aJlIoB,
HEKOTOPbIE BUIBI 3aJaHUI
BBIITOJTHEHBI C OIIMOKaMH

IIpoosunymutii
ypoeeHb

50-65

«y,Z[OBJ'IeTBOpI/ITCJ'IBHO»

Copepxanue Kypca OCBOCHO
YaCTUYHO, HO NMPOOEbl HE HOCST
CYLIECTBEHHOI'O XapakKTepa,
HE00XO/IMMBIE TIPAKTUIECKHE HABBIKU
paboThI ¢ OCBOCHHBIM MaTEpUAJIOM B
OCHOBHOM C()OpMHPOBAHBI,
OOJIBIIIMHCTBO MPETyCMOTPEHHBIX
porpaMMoii o0yueHus: yueOHbIX
3aJJaHU BBITTOJIHEHO, HEKOTOPBIE U3
BBITIOJTHEHHBIX 3a/1aHU, BO3MOKHO,
coJiepKat OUIMOKH

Ilopozoewiit yposens

Memnee
50

«HCy,Z(OBJ]CTBOpI/ITCJIBHO»

Copaep:kaHue Kypca HE OCBOEHO,
HGO6XO)II/IMI)IG MMPAKTUYCCKUE HABBIKU
paboThI He CHOPMHUPOBAHBI,
BBIITOJIHEHHBIC yqe6HLIe 3alaHUsA
coJiepKat rpyoble OMIMOKH

Komnemenyuu ne
cghopmuposanui

3. 3aganus B TecTOBOM (popMe MO TUCHHUIINHE
[Ipumeps! 3ananuii:




1 CrtocoOHOCTH JOKYMEHTA MOBJIEYh 32 COOOM MPaBOBBIC MOCIEACTBUS — ATO €TO...

- "H(OPMATUBHOCTD

- IOCTOBEPHOCTh

- IOpUaMYECKasi 3HAUUMOCTb

- JOpUaUYecKas Cuia

2 B azapec VYmpaBieHus COIUATbHOW 3aIIMTBl HACENEHHUs TMOCTynuia jxanoba lBanoBa
I'puropuss BnagumupoBuua Ha JeiicTBUs cOTpYIHHMKOB ympasieHHs. CyTh *kajoObl: 3asBUTEINb
ABJIIETCS. OTLOM HECOBEPILIEHHOJETHEN Jouepu. 3asBUTEIb 0OpaTUIICS C 3asBJICHUEM O HAa3HAYEHUU
€XKEMECSIUHOro 1Mocobus Mo yxoay 3a pedeHkoM. OAHaKO 3asBUTENb NOJIYYMJ OTKa3. 3asBUTEIb
IIPOCUT OKa3aTb COJAEWUCTBHSA B BOCCTAHOBJIEHMM €ro HapyuleHHbIX npaB. Corpynnuku Y3H,
paccMOTpeB kajlo0y B IMOJIOKEHHBIE CPOKH COCTABHIIM IHCBMO- IPaXIAHUHY
WBanoBy ['puroputo Bnaaumuposuuy (BcTaBbTe IPOIYIIEHHOE CI0BO).

[TomHBIN TIEpedeHb TECTOBBIX 33JJaHU C YKa3aHUEM MPABHIILHBIX OTBETOB, pa3MeIlleH B OaHKe
BOIIPOCOB  Ha  WH(POPMAIMOHHO-00pa30BaTEIbHOM  IMOPTaJie  MHCTUTYTa IO  CCBUIKE
https://www.mivlgu.ru/iop/question/edit.php?courseid=4076&cat=63655%2C187751&qpage=0&del
eteall=1&category=63645%2C187751&qbshowtext=1&recurse=0&recurse=1&showhidden=0&sho
whidden=1

OreHKa pacCUUTHIBACTCS KaK MPOICHT MPABUIIBHO BBITIOJHEHHBIX TECTOBBIX 3aJaHU M3 UX
o01ero uucnia.



