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MOAYJIb "OPI'AHU3AIIHOHHO-
YIIPABJIEHYECKHUN"
Jeonpou3BoacTBo

paboyas nporpaMma JUCIHUIIIAHBI (MOTYJIS)

3akperuieHa 3a kadeapoit YnpasieHnusi, CepBUCHBIX TEXHOJOTHH M IKOHOMHYECKOIro 00pa3oBaHust

Y4eOHsblit m1an OOV C-6225510(5r)
Hanpasnenue noarorosku: 44.03.05 Ilenaroruueckoe odpasoBanue (¢ AByMs NpodUIIMU
MMOATOTOBKH)
HanpasnenHocts (mpoduib) «IkoHOMUKaY U «IHOCTpaHHBIN SA3BIK» (AHTIIMHACKUIL)

Kpanmuduxarus O0axanasp

Dopma 00yaeHHS o4Hast

OO0w1as Tpy10eMKOCTh 43ET

YacoB no yueOHOMY TUTaHY 144 Buner koHTpONST B cemecTpax:
B TOM 4YHUCIJIE! 3a4€Thl C OLEHKOMN 7

ayJTUTOPHBIE 3aHATUS 58

caMOCTOsTeNIbHasE paboTa 86

Pacnpeueﬂeﬂne YacCoB JUCHUIIJIMHBI 11O CEMeECTpamM

Cemectp(Kypc.Homep cemectpa Ha kypce) 7(4.1) Hroro
Bun 3ansaruit VII | PITA | VIT | PTIJ
Jlexuuu 221 22 | 22| 22
TpakTHyeckue 36| 36 | 36| 36
B Tom umcrne uHT. 14 14 | 14| 14
Hroro ay. 58 | 58 | 58 | 58
Konrakrhas pabdora 58 | 58 | 58 | 58
Cawm. pabora 86| 86 | 86 | 86
Htoro 144 | 144 | 144 144




Hanpasnenue noarorosku: 44.03.05 Ilenarorudyeckoe o0pazoBanue (¢ AByMs MPOGHISIMH HOATOTOBKH)
HampasnennocTs (mpoduis): «OkoHOMEKa» U «VIHOCTPAaHHBII A3BIK» (AHTIHMHCKHIA)
Pabouas nporpamMma AUCIUILIHHEL «/{eI0IPOH3BOICTBOY

IIporpammy cocraBuii(u):

Pe3yn Csernana IOpbeBHa

[pu HanmMuuKM 00YJAIOIIMXCS U3 YHCIIA JIUI C OTPAHWNYEHHBIMU BO3MOXKHOCTAMHE 37J0POBbSI, KOTOPEIM HEOOXOAUM OCOOBII HOPSIOK
OCBOCHHS IUCIMIUIMHBI (MOLYJIS), TIO MX JKEJIAHHUIO pa3pabaThiBaeTCs aJlalTHPOBAHHAS K OTPAaHHYSHUSIM X 3/10pOBbs paboyast
porpaMMa JUCIMIUIMHEL (MOIYJIS).

Pabouast nporpamMma AUCIHUIUINHEL

IICJIOHPOI/BBOIICTBO

paspabotana B cootBercTBuM ¢ ®I'OC BO:

®denepanbHBIil TOCYIapCTBEHHBI 00pa30BaTENBHBINA CTAaHAAPT BBICIIETO 00pa30BaHus — OaKkajaBpHaT IO HAIPABJICHUIO OATOTOBKH
44.03.05 IMenaroruueckoe oOpazoanue (¢ IByMs IpOoQUISIMUA TOATOTOBKH). Y TBEpK/IeH Mprka3oM MuHHUCTEpCTBa 00pa3oBaHue U
Hayku Poccuiickoit @eneparuu ot 22 deppains 2018 r. Ne 125

COCTaBJICHA HAa OCHOBAHUH yqe6H0r0 IJ1aHa:

Hanpasnenue noxrorosku: 44.03.05 Ilenaroruueckoe odpasoBanue (¢ AByMs IPOGUIIMHU IOJIOTOBKH)
HanpasnenHocts (mpodunb): «OkoHOMUKa» U «THOCTpaHHBIN A3BIK» (QHTITMHACKUIT)

yrepkaeHHoro Yuénem coperom CI'CITY ot 24.09.2021 nporokom Ne 2.

Pabouas nporpamma o100peHa Ha 3aceJaHuu Kadeapbl

YnpasieHus, cCepBUCHBIX TEXHOJIOTHii 1 IKOHOMUYECKOro 00pa3oBaHus

TIpotokoi ot 26.08.2021 r. Ne 1
IlepeyrBepikieHa Ha OCHOBaHUM peleHus Yuenoro cosera CI'CITY
IIporokomn 3aceqanns Yuenoro coBera CI'CITY ot 25.02.2022 1. No7.

3aB. kademnpoit JI.U. Oumman

Havanpuuk YOIT

S H.A. TomanuHa
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Hampasnenue noaroroku: 44.03.05 Ienaroruueckoe oopazoBanue (¢ AByMst pOMIISIMH HOATOTOBKH)
HampasnennocTs (mpoduis): «OkoHOMEKa» U «VIHOCTPAaHHBII A3BIK» (AHTIHMHCKHIA)
PaGovast mporpamMma JUCIMILIHHBI «J{eI0mpOH3BOACTBO»

1. HEJIM U 3AJIAYY OCBOEHUSI JUCLIUIIIMHBI (MOLYJIST)

Heab nzyyenus pucuumianubl: copmuporats 3aaanabie OITOIT BO acnekThl KOMIETESHINHA.
3agayu uU3yyeHUs AUCHUIIMHBI. CPOPMUPOBATh 3aIUIAHUPOBAHHBIE 00PA30BaTEIILHBIE PE3YIbTATHI
Qobaacth npodeccuoHanbHoi aesTeabHocTH: 01 OOpasoBaHue 1 HayKa

2. MECTO JUCUMILIUHBI (MOJY.JI81) B CTPYKTYPE OBPA30BATEJIBHOM ITIPOI'PAMMBbI
Iy (pasnen) OI1: — [B1.B

2.1|Tpe60|32um;| K NMpeJIBapUTeJbHOI NOATOTOBKE 00y4alomerocs:
CozeprkaHue AUCIMIUIMHBI 0a3UpYyeTCsi Ha MaTepHalle: CIeyIOIHX TUCIUTUINH!
OCHOBBEI MEHEDKMEHTA B 00pa30BaHUU
Pycckuit sI3bIK B KybTypa peun
MeTonbl DPUHATHS PEHICHUI
2.2| AucuumiMHbl (MOAYJIM) U MPAKTHKH, IJIsI KOTOPHIX 0CBOEHHE TAHHOM THCHUIJINHBI (MOIYJIsl) HEOOX0TNMMO KaK
npefuiecTBYIOLIee:
HopmatnuBHO-TIpaBOBbIE OCHOBBI NPO(ECCHOHAIBHOM AEATEIbHOCTH U AHTUKOPPYIIIMOHHOE TIOBE/ICHHE
Yrpasienue o6pa3oBaTebHBIM NPOLECCOM B 00pa30BaTeNbHON OpraHu3aliu

3. KOMIIETEHL{Y OBYYAIOIIETOCSl, ©OPMUPYEMBIE B PE3YJIbTATE OCBOEHMS JUCLIATITAHBI
(MOZYJIS)

IIK-4 Crioco0HOCTh Yy4aCTBOBAThL B Pa3padoTKe M peaju3alii NPOorpaMMbl pa3BUTHS 00pa30BaTeIbHOM OPraHU3aluM U
aHaan3e 3ppeKTHBHOCTH 3aHSITHI U MOAXO0A0B K 00Y4eHHIO U BOCIIUTAHUIO
IIK-4.1 3naeT: 3aKOHOMEPHOCTH OCYIIECTBJIEHHUSI OPraHN3ALMOHHO-YIPABJIEHYECKOii esTeJLHOCTH B 00pa3oBaTeIbHOM
OPraHu3alMy U YIpaBJIeHHH 00pa3oBaTe/bHbIM IPOLECCOM

3HaeT:

HOPMBI TIpaBa M HOPMATHBHO-TIPaBOBBIC aKTHI, ICHCTBYIOINE TOCYJapCTBEHHbIE HOPMATHBHO-METOJMYECKHE JOKYMEHTHI,
perynupyronye B3aUMOOTHOUIEHUsI 00pa30BaTEIbHOIO YUPEXKJICHUS U KOHTPOJIUPYIOUIMX OPraHoB, TpeOOBaHUSA K OpraHU3aluu
JeTOTIPOM3BO/ICTBA, PaBmiIa 0(OPMIICHUS, BEICHUS U XPAHCHUS JOKYMEHTAIIH, CBI3aHHOH ¢ BHEPEHHEM TEXHOJIOTHIECKHIX HITH
OPraHM3allMOHHBIX U3MEHEHHUH, KaJjpaMH U UX JBI)KEHHEM; CTPYKTYpY CHCTEM JOKYMEHTAllUU B 00pa30BaTEIbHOM YUPEXICHUM;
NpaBHIa COCTABICHHS W O(QOPMICHHS YHPAaBICHYECKHX JOKYMEHTOB (S3BIKOBBIE (OPMyNBl O(UIMAIBHBIX JOKYMEHTOB);
0COOCHHOCTH YCTHOI ITyOINUHON peun; TpeOOoBaHUS K NOJYYEHUIO (II0IHOTa, CBOEBPEMEHHOCTb, HE3aBUCUMOCTD, JOCTOBEPHOCTH ),
nepepaboTKe M XpaHEHHI0 WH(GOPMAIM; OCHOBHBIE METOIbI, CIIOCOOBI M CPEICTBA IMONYYCHHUS, XPAHCHUS W IepepadoTKH
uH(opMaLuy; COBPEMEHHbIE METOJbl IepeBoja HH(pOpMAalUU B YIpPaBIEHUYECKHE JOKYMEHTBI: COCTaBIECHHE PacCHOpsDKEHUi,
NPUKA30B, WHCTPYKIMH W APYTUX YIPaBICHYECKHX JOKYMEHTOB; TpeOOBaHMS K pPaIOHANBHOM OpraHM3annu paboTHl C
JOKyMEHTaMH B 00pa30BaTeIbHOM YYPESKACHHM IIPH HUCIOJIB30BAaHUU B ammapaTe YHOpaBIeHUS OPraHU3alMOHHOW U
BBIYUCIUTEIBHON TEXHHUKH; KaHANBl JOBEICHHS WHQOPMAlWH 10 COTPYIHUKOB; yHH(DUIMpPOBaHHBIE (OPMBI 00pabOTKH
uHpopmanuy; UHGOPMAIIMOHHBIE TEXHOJIOTHH, UCTIOIb3yeMbIe TP cOope, 00paboTKe, XpaHEHUH U 3alUTe HHGHOPMALIIH; KaHAIIbI
U CETH HIICKTPOHHO MOUTHI IJIsI JOBEIECHHS HH(POPMAIUH 0 ITOJIHHCHHBIX.

IIK-4.2 YMeeT: ocymiecTBJIATH AeiiCTBUS 10 CTPATErH4eCKOMY, IPOEKTHOMY M ONIEPATUBHOMY YIIPABJIECHHIO
o0pa3oBaTeJbHOI Opranu3aiueil 1 00pazoBaTeJJbHBIM MPOLECCOM B Heil

VmMmeer:

(bOopMHUPOBATH MAKET JTOKYMEHTOB, OTPAXKAIOLINX JEITEIbHOCTh 00PA30BATENFHOTO YUPESXKICHHS B COOTBETCTBHU C HOPMATHBHBIMH
TpeOOBaHUSAMHU KOHTPOIHUPYIOIIMX OPTaHOB M HOPMATHBHO-METOANYECKUMH JOKYMEHTAMH; 00ECIICUUTh COOMI0ACHHE JOKYMEHTOB
JEHCTBYIOIIEMY 3aKOHOAATENIbCTBY; TPUMEHSISI MPOrPaMMHOE 00ecCIiedeHHe, CO3/1aTh YIPABICHYECKHE JOKYMEHTHI B TPANIIHOHHBIX
U aBTOMATH3MPOBAHHBIX TEXHOJIOTWAX; HA OCHOBE IMPOIPAMMHOTO OOECICYCHHs KIACCH(PUIMPOBATH M CHCTEMATH3MPOBATH
JOKYMEHTHI Ha CTQANU X 00pabOTKU U XpaHEHUs; OPraHU30BaTh JOKyMEHTOOOOPOT B 00pa30BaTEIbHOM YU PEXKACHUH, HCIOIb3Ys
ocHoBHBEIE o¢ucHBe mporpammer: Microsoft Office Word, Microsoft Office Excel u mp.; ocymiecTBisTh apXwBHpOBaHHUE
yIPaBJIEHIECKAX JOKYMEHTOB C MOMOIIBIO KOMIIBIOTEPHBIX MPOTPaMM; MOArOTABIMBATH JOKYMEHTBHI K XPaHEHHIO, HCHOJb3Ys
ocHoBHEIE oducHBIe mporpammer: Microsoft Office Word, Microsoft Office Excel u mp.; cucremarn3npoBaTh JOKYMEHTHI [0 BHIAM
yIPaBJIEHIECKOH JIEATENHHOCTH B 06pa30BaTeNbHOM yUpeKAeHHH (OCHOBHAsS JEATENbHOCTD, paboTa Mo JUYHOMY COCTaBY H T.I.);
UCIIONB3Ys. MHGOPMALMOHHBIC TEXHOJIOTUH, IPOCKTHPOBATh OJNAHKA M YHH()UIUPOBaHHBIC (DOPMBI JOKYMEHTOB; HCIIOJIB30BAThH
TEXHUYECKHE CPEICTBA M JIOKAIBHBIC CETH B JOKYMCHTAallHOHHOM OOCCICYEHHH YYacCTHHKOB OOpa30BaTENLHOTO MpOLEcca;
[PUMEHSATh METOJbl ONTUMH3ALMH JOKYMEHTOIIOTOKOB B 00pa30BaTENbHOM YYPEKACHUH IOCPEICTBOM HCIIOJIb30BaHHS
KOPIIOPATHBHBIX HH(POPMAIMOHHBIX CHCTEM; OCYLIECTBIATh KOHTPOJIb 3a pealn3alieil yIpaBIeHISCKHX PEUICHHH MOCPEICTBOM
KOPIOPAaTUBHBIX HH()OPMAIIMOHHBIX CTPYKTYP.

4. CTPYKTYPA U COAEP KAHUE JUCHUIIJIMHBI (MOLY JIS)

Kon HaumeHnoBaHue pa3jiejioB U TeM /BUA 3aHATUS/ Cemectp | YacoB |MuTepakT.
3aHATH
st

Paznen 1. lIeJ'lOl'lpOHSBOI[CTBO, €ro 3aKOHOAATECJIbHO0C¢ U HOPMATHBHO-METOANIECKOE

peryJupoBaHue
1.1 |HopMaTHBHO — 3aKOHOJATENbHBIE OCHOBBI CHCTEMBI JeJI0NpOn3BoACTRa /JIeK/ 7 2 0
1.2 |HopmaTuBHO — 3aKOHONATENBHbIE OCHOBBI CHCTEMBI Aenonpon3BojacTsa /I1p/ 7 2 0
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1.3 [HopmatuBHO — 3aKOHOJIaTEIbHBIC OCHOBBI CUCTEMBI Aienonpon3BoacTea /Cp/ 7 21 0
1.4 [Cucremsl nokymentanuu. Crannaprusaims U yHudukaus 1okymeHTos /Jlex/ 7 2 0
1.5 |Cucremsl fokymeHtanuu. Crangaptusaiyst 1 yaudukarms gokymentos /IIp/ 7 4 0
Pa3nen 2. TexHOJ0THY BeleHNSI 1eT0NMPON3BOCTBA B OPraHH3AINH, YIPeKIeHHH
2.1 |doxymentoo6opot B opranusaituu /JIex/ 7 2 1
2.2 |HdoxymeHtooboport B opranusauus /IIp/ 7 4 1
2.3 |Texuonoruu BemeHwms aenonpoussoxacTsa /Cp/ 7 21 0
Paznen 3. CocraBjieHne U opopmiieHne JOKYMEHTOB B OPraHU3aluu
3.1 [OcHoBHBIE TpeOOBaHMS K ODOPMIICHUIO YIIPABICHYSCKUX (OPTaHU3ALHOHHO - 7 2 0
pacopsIMTENbHBIX) TOKYMEHTOB /JIek/
3.2 |OcHoBHbIE TpeOOBaHUS K OQOPMIICHUIO YIIPABICHYECKUX (OPraHU3alMOHHO - 7 4 0
pacnopsaUTeNbHbIX) JoKyMeHTOB /I1p/
3.3 |CoBpemenHoe aenoBoe mucbMo /Jlex/ 7 2 1
3.4 [CoBpemenHoe menoBoe mucsMo /TIp/ 7 4 1
3.5 [OpranmsarmoHHBIC TOKYMEHTHI, HX COCTaBIICHNE H o(opMieHue /JIex/ 7 2 1
3.6 |OpranusannoHHbIE JOKYMEHTHI, HX cocTaBienue u opopmienne /I1p/ 7 4 1
3.7 |PacmopsutensHble JOKYMEHTHI, HX COCTaBlieHne U odopmirerne /Jlex/ 7 2 1
3.8 [PacmopsiiuTensHbIC TOKYMEHTHL, HX cocTaBieHue 1 opopmienue /Ip/ 7 4 1
3.9 |MudopmaimioHHO-CIIpaBOYHBIC JOKYMEHTHI, HX cOCTaBlieHHE 1 opopmienue /JIex/ 7 2 1
3.10 [MudopmarmoHHO-CIIpaBOYHBIC TOKYMEHTHI, X cocTaBieHue u opopmienue /IIp/ 7 4 1
3.11 |[Kapposas moxymenranus /JIex/ 7 2 1
3.12 [Kapposas moxymenrarst /TIp/ 7 2 2
3.13 [CocraBnenue u opopmiieHre TOKyMEHTOB B opranuzaimu /Cp/ 7 22 0
Paznen 4. Homenkiaarypa nes
4.1 |O6ume TpeOoBaHMs K CHCTEMATU3aIlMH JJOKYMEHTOB U (opMupoBanuto aen /Jlex/ 7 2 0
4.2 |O6mwme TpeboBaHms K CHCTEMATH3AIMN TOKYMEHTOB 1 opmuposanuio aei /TIp/ 7 2 0
4.3 |IToxroroBka JOKYMEHTOB K apXHBHOMY XpaHeHHI0 /JIek/ 7 2 0
4.4 |[IToxroroBka JOKYMEHTOB K apXMBHOMY XpaHeHHIo /IIp/ 7 2 0
4.5 |Homenkiarypa nen opranusanuu /Cp/ 7 22 0
5. OuneHo4yHbIe U MeTOAHYECKHEe MATEPUAJIbI 0 AUCHUILIMHE (MOLYJII0)
5.1. Conep:xanue ayTMTOPHOI padoThHI MO TUCHUILIHHE (MOIYJIIO0)
7 cemectp, 11 nexknuii, 18 npakTHYECKNX 3aHATHI
Pa3nen 1. [lesonpon3BoacTBo, €ro 3aK0OHOAaTeJIbHOE H HOPMATHBHO-METOANYECKOE PeryTHpPOBaHHE
Jlextust Ne 1 (2 gaca)
HopmaTuBHO — 3aKOHOAATEIbHBIE OCHOBBI CUCTEMBI JICJIONPOU3BOJICTBA
Bompocs! u 3aganus:
1. Hcropus ynpaBieHUs U ASIONPOU3BOACTBA.
2. HopMaTuBHBIE TIpaBOBBIE AaKTHl (eJepajbHBIX OPraHOB HCIOJHUTENBHON BIIACTH, DPEIIAMEHTHPYIOIIHE BOIPOCHI
JIOKYMEHTAI[IOHHOTO 00ECIICYCHHSI.
3. T'ocynapcTBeHHBIE CTaHOAPTHI HAa BEICHNUE JOKYMEHTAIINH.
Ipaxruueckoe 3ansTre Ne 1 (2 gaca)
HopmaTHBHO — 3aKOHOAATEIbHBIE OCHOBBI CHCTEMBI JIEJIONPOU3BOJICTBA
Bormpocs! v 3aganus:
1. BosnukHOBeHME U pazBuTHE AeTONPOU3BOACTBA B yupexaeHusx Poccum XVI — XVII BB.
2. OcCHOBHBIC 4YepThl M OTJIMYUS JeJonpousBojcTBa B yupexnaeHusx Poccum XVIII B. or nenompousBoactsa
IPEAIIECTBYIOLIETO EPUOa.
3. Jemonpounssoacteo B yupexaeHusx Poccun X1X — magama XX B.
4. CraHOBJIEHHE U Pa3BUTHE JEIONPOU3BOJICTBA B COBETCKUX FOCYAAPCTBEHHBIX YUPEKICHHUIX.
5. Opranuzanus ciryX0bl TOKYMEHTAI[HOHHOTO 00eCTICUeHNs! YIIPABJICHHUs Ha COBPEMEHHOM JTaIle.

Jlexuus Ne 2 (2 yaca)
Cuctemsl okymenTaunu. CranaapTu3anyst 1 yHUQHUKALUsI TOKYMEHTOB
Bomnpocs! u 3apanust:
CymHoCTh MOHATHUS «J{OKyMeHT».
JoxymeHT kak cuctema. CBoiicTBa nokymeHTa. [Ipu3naku nokymenTta. OyHKIIMN TOKYMEHTA.
CucreMbl JOKyMEHTALUH.
CrangapTuzanus 1 yHU(UKaLUsI JOKyMEHTOB.
YHUUIUPOBaHHBIE CUCTEMbI JOKYMEHTAIIHUH.
IMpakTnueckue 3auatus Ne 2-3 (4 gaca)
Cuctemsl nokymenTauuu. CranaapTusanyst 1 yHUQHUKaIus T0KyMEHTOB

agrONE

Bomnpocs! u 3apanust:

1. JIokyMeHT: onpe/ielIcHUe, CBOICTBA, (HYHKLUY.

2. CranpapTu3anys ¥ yHUQUKAIHS JOKYMEHTOB.

3. OcHoBHbIE (elepanbHble 3aKOHbl KM HOPMATUBHO-METOJUUYECKHUE JOKYMEHTHI, PErIaMEHTHUPYIOLIME IpaBuiia padoThl C
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JIOKYMEHTUPOBAHHOM HHPOPMAITHCH.
4. Tlonstie u xaccu(pHUKAUI TOKYMEHTO000pOTa IPEATIPUSTHS.
5. O0ume NpUHIMIBI OPTaHU3AMH PAHOHATBHOTO JOKYMEHTO000pOTa Ha MPEAPUSITHH.
6. DTambl IBIKCHUS BXOASIIETO, HCXOJUIIIEr0 M BHYTPEHHETO JOKYMEHTOIIOTOKOB Ha PEITPUSTHH.
7. Peructpanyst JOKyMEHTOB (BXOSIINX, HCXOASAIINX, BHYTPEHHUX): 3HAUCHHUE, TIpaBuiIa, GOpMEI.
8. O6beM U rpaduk 10KyMEeHTO000pOTa.
9. 3HauCHNE U TEXHOJIOTHS OCYIIECTBICHHS KOHTPOJIS HCTIONHEHNS JIOKYMECHTOB.
Pa3gen 2. TexHOJI0THY BeeHNS 1eT0NMPON3BOACTBA B OPTAaHH3AINH, YIPeKIeHHH
Jlexuus Ne 3 (2 gaca)
JIOKyMEHTO00OpOT B OpraHu3aIluu
Bompocs! n 3aganus:

1. OCHOBHBIC 3Tanbl JBIKEHHUS JOKYMEHTOB B OpraHU3allUH.
2. Perucrparnus u nHaEKCANUs TOKYMEHTOB.
3. Kontposs 3a ucrionHenueM JoKkyMeHTOB. CpOKH MCIIOJIHEHHS JOKYMEHTOB.

[paktuueckue 3ansatust Ne 4-5 (4 gaca)
JIoKkyMeHTO00OPOT B OpraHU3aLHH
Bomnpocs! 1 3aanust:

1. O06paboTKa UCTIOTHEHHBIX U OTIPABJISIEMbIX JOKYMEHTOB.

2 AHaNIHU3 CTPYKTYPBI TIOKYMEHTOO00pOTA.

3. MeToap! yueTa U COKpalIeHUs TOKYMEHTO000pOTa.

4 OpraHuzaiys paroHAIFHOTO ABHKEHHS JOKYMEHTOB BHYTPH MPEINPHUATHS.

Paznen 3. CocraBienue u opopmiieHHEe TOKYMEHTOB B OPTraHH3alMH
Jlexiust Ne 4 (2 yaca)
OcHOBHBIE TpeOOBaHUS K 0ODOPMIICHHIO YIPaBICHYECKUX (OPTaHU3AIMOHHO - PACTIOPSIUTENEHBIX) TOKYMEHTOB
Bonpocs! 1 3aanust:
IpaBuna opopMiIeHUS TOKYMEHTOB P UCIIONBb30BAHUH TEXHUIECKHX CPEACTB.
Enunbie TpeboBanus k O1aHKaM JTOKYMEHTOB.
CocTaB peKBU3UTOB OPTaHU3AIMOHHO - PACTIOPSITUTENBHBIX JOKYMEHTOB.
PekBU3HTHI COZIepKaTENFHON YacTH TIOKYMEHTA.
PexkBu3uTHI 0pOpMITSIONICH YaCTH JOKYMEHTA.
[pakruueckue 3ansatust Ne 6-7 (4 gaca)

OcHoBHBIE TpeOOBaHUS K OOPMIICHUIO YIIPABICHYECKUX (OPTaHU3AIMOHHO - PACTIOPSIUTEIBHBIX ) JOKYMEHTOB

Bomnpocs! 1 3aanust:

A

1. HasoBuTe OCHOBHBIE BHBI JOKYMECHTOB, IPUBEANTE HX KIACCH(DUKALHIO.

2. OxapakTepu3yiTe CHCTEMBI YIIPaBICHIECKUX JOKYMEHTOB. [10 KaKOMY TPH3HAKY BBIZEICHBI CHCTEMbI JOKYMEHTAIMN?
[IpuBeauTe npuMepsl JOKYMEHTOB I10 KaX/101 CUCTEME yIPaBIEHUECKUX JOKYMEHTOB.

3. OxapakTepu3yiite CTPYKTypy HOKyMEHTa (IOCTOSIHHBIC U [IEPEMEHHbIE PEKBU3HTHI, IIPOIOJIBHOC M YIIIOBOE PACIIONIOKEHUE
PEKBU3UTOB).

4. Coopmynupyiite 061me npaBuia 0pOPMICHHS YIIPABICHISCKUX (OpraHN3aHOHHO-PACTIOPSAUTEIBHbIX) TOKYMEHTOB

5. Packpoiite pekBu3uTHI CitykeOHbIX JoKyMeHTOB corsiacHo [OCT P 7.0.97-2016) « TpeGoBanus k 0(opMIICHHIO
JIOKYMEHTOBY.

6. Coopmynupyiite nmpaBuia 0GopMICHUS PEKBU3UTOB JOKYMEHTOB, PETJIaMEHTUPYEMbIE FOCYIapPCTBEHHBIM CTaHAAPTOM

(TOCT P 7.0.97-2016) «TpeboBauus K 0(OPMIIEHHIO TOKYMEHTOBY).
Jlexiust Ne 5 (2 yaca)
CoBpeMeHHOE JeTI0BOE THCHMO
Bomnpocs! u 3ananus:

1. JleroBoe MUCEMO KaK CPEICTBO CBSA3W OpraHHU3aIii.

2 SI3BIK U CTHIIb O(UITMATBHBIX TTHCEM.

3. Crpykrypa muckMa. OCHOBHBIE TPeOOBAHUS K TEKCTY.

4 CocTaBieHHE TEKCTOB CIYKEOHBIX MHCEM: COIIPOBOAMUTEIILHOE, FAPAaHTUITHOE, PEKJIaMHOE, TTHCEMO-OTBET.

[IpakTnueckue 3austus Ne 8-9 (4 gaca)
CoBpeMeHHOE J1€J10BOE MMUCHMO

Bompocs! u 3aganus:
Omnpenenure NoHATHE O(GUIMANBEHOTO AETI0BOro MUckMa. [IpuBeanTe npuMepsl.
Oxapakrepusyiite 0COOEHHOCTH SI3bIKa U CTHIIS O(HUIMATBHO-/IEJIOBBIX TEKCTOB.
Onpenenure CTPyKTypy MUChMa.
Coopmynupyiite mpaBuia oopMIIeHUS JeTOBOTO MICbMa
TIpenyoxuTe aIrOpuTM COCTABICHUS TEKCTOB CIIYKEOHBIX MTHCEM.

Jlexuus Ne 6 (2 vaca)

OpraHu3aloHHbIe JOKYMEHTHI, HX COCTaBJICHHE U 0(OpMIICHHE

arwbE

Bompocs! u 3aganus:

OO6u1re TpeOoBaHUs K OPraHU3alMOHHBIM JIOKYMEHTaM.

VYcraB npeanpusTus.

JloKHOCTHAS MHCTPYKLMSL.

ITonoxenne.

LITaTHOE pacnucaHue.

CTpyKTypa JOKYMEHTOB U MX cojepskanue. [IpaBmia o(opMIeHHs OPraHU3alHOHHBIX JOKYMEHTOB.

ocoukrhwhE
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IMpaktuueckue 3anatus Ne 10-11 (4 gaca)
OpraHu3aIoHHbIE JOKYMEHTHI, HX COCTaBICHNE 1 0(OpMIICHIE
Bomnpocs! u 3aganus:

1. Omnpenenure NOHATHE OPTAHW3ALMOHHBIX TOKYMEHTOB. [IpuBeauTe mpuMepsl.

2. Cdopmynupyiite obuie TpeOOBaHHS K COCTABICHHIO OPraHW3AIlMOHHBIX IOKYMEHTOB (3Tamlbl MOATOTOBKH M IMOPSIOK
odopmnenus).

3. Iepeuncnure TpeOOBaHMS K COCTaBJICHHIO YcCTaBa Mpeanpustus. JlaiTe colnepKaTelbHYIH XapaKTEPHCTHKY OCHOBHBIX
pasznenoB Ycrasa.

4. Iepeuncnute TpeOOBaHMS K COCTABJICHHIO [OJDKHOCTHOM WMHCTPYKIMH. JlaiiTe coJepiKaTe/bHYI0 XapaKTePUCTHKY
OCHOBHBIX Pa3/IeJIOB HHCTPYKIIUH.

5. CdopmynupyiiTe mpaBuia 3a0IHEHUS 1 0QOPMIICHHSI IITATHOTO PaCIIMCAHUS.

Jlexuus Ne 7 (2 gaca)
PacriopsimurensHble JOKYMEHTHI, HX COCTaBIeHUE U 0(OpMIICHHE
Bompocs! n 3aganus:
[Ipuka3el, UX BUIBIL.
IMpaBuiia ohopMIICHUS TPUKA30B.
OCoOEHHOCTH COCTaBIICHHUS TPUKA30B 10 OCHOBHOH JEATENHLHOCTH U MPUKA30B 110 TUMYHOMY COCTaBY.
Oco0eHHOCTH B COCTABIECHUH 3ar0JI0BKOB U ()OPMYIUPOBOK KOHCTATUPYIOLIEH YacTH.
Cxema MmoCTpOoeHHsI paCOPSIAUTEIHHON YacTH.
IpaBuiia BUSHPOBAHMS, TIOJIIIMCAHNS U PETHCTPALIUHL.
CpOKH UCTIONHEHHS M BpeMsI JOBEJCHUS 10 HCTIOJTHUTEIEH.
[paktuueckue 3ansatust Ne 12-13 (4 gaca)
PacmiopsimurensHble JOKYMEHTHI, HX COCTaBIeHUE U 0(OpMIICHHE

NogkrwhE

Bonpocs! 1 3aanust:
1. MaiiTe NOHATHE PACHOPSIUTEIBHBIX IOKYMEHTOB, H31aBa€MbIX Ha OCHOBE NPUHLUIA eAnHOHAYanus. [IpuBegure npumepsl.
2. JlaliTe MOHATHE PACHOPSIIUTEIbHBIX TOKYMEHTOB, N3/[aBAEMbIX HA OCHOBE MPHUHIUIA KOJUIETHAILHOCTH. [IprBeuTe IpUMEpHI.
3. Chopmynupyiite MOPSI0K MOATOTOBKH PACTIOPAAUTENBHBIX JJOKYMEHTOB.
4. CopmynupyiTe anropuTM COCTaBICHHUS IPHUKA30B IO OCHOBHOM AEATEILHOCTH U INYHOMY COCTaBY M BBIIMCOK U3 MPUKa3a.
5. ChopmynupyiiTe alropuT™M COCTaBJICHHS MOJTHOTO U COKPAIICHHOTO MPOTOKOJIOB.
Jlexiust Ne 8 (2 yaca)

HHadopManmoHHO-CIPaBOYHBIE JOKYMEHTHI, UX COCTaBICHUE U 0(OPMIICHHE
Bomnpocs! 1 3aanust:
1. Cocrapnenue 1 0popMIIEHHE CIIPABOK, JOKJIATHBIX, CIIYKEOHBIX H OOBSICHUTENBHBIX 3aIUCOK.
2. TpeOoBaHHUs K COCTABICHUIO 1 OOPMIICHUIO aKTOB M IPOTOKOJIOB.

[paktuueckue 3ansatust Ne 14-15 (4 gaca)

HHdopManmoHHO-CIpaBOYHBIE JOKYMEHTHI, UX COCTaBICHUE U 0(OPMIICHHE

Bormpocs! u 3aganust:

1. HazosuTe BHABI HHOOPMAIIMOHHO-CIIPABOYHBIX JJOKYMEHTOB H OTIPEIENUTE X Ha3HAUCHHE.

2. IlepeuncnuTe COCTaB U PACIOIOKEHHE PEKBU3UTOB HH(GOPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB 110 BU/IAM.

3. CoopmynupyiiTe npaBiIa (IOPALOK COCTABICHUS U 0(OopMITeHNST) HHQOPMAMOHHO- CIIPABOYHBIX JOKYMEHTOB.

4. Omnpenenure Ha3HA4eHHE akTOB B JeATeldbHOCTH Hpexnpustus. ChopMmynupyiite mpaBuwia (HOPSIOK COCTaBICHUS U

odopMIIeHHS) aKTOB.
Jlexiust Ne 9 (2 yaca)
KaznpoBast moxyMeHTamust
Bomnpocs! u 3ananus:
CocraB ¥ BUABI JOKYMEHTALMH 110 IMYHOMY COCTaBYy.
YHaupuuupoBaHHble GOPMBI JOKYMEHTOB.
Ipukas: opopmiieHne Ha paboOTy, MEPEBO Ha IPYTYI0 paboTy, MPEeAOCTaBICHUE OTITYCKa, YBOJIbHEHUE C pabOTHI.
JlnuHoe 3asBiIeHHE: €r0 Pa3HOBUIHOCTH, 0COOCHHOCTH HANKCaHMS.
XapaKkTepHUCTHKA: COCTaBHBIE YaCTH, IPaBUIia 0QOPMIICHHUSL.
Ipakruueckoe 3ausiTue Ne 16 (2 gaca)
KaznpoBast qokyMeHTaLust

SAE S

Bomnpocs! u 3ananust:
TpynoBble noroBopa: Ha3HaueHHE, COAEPKaHNE, IPABUIIA COCTABICHUS U 0(OPMIICHHS.
3asBIICHUS: BUADI, Ha3HAUCHUE, IPABHUIIA COCTABICHHUS.
IIprkassl M0 JIMYHOMY COCTaBY: PEKBH3UTHI, TIOPSAOK COCTABICHHS H 0OPMIICHUSL.
TpynoBble KHWKKH: Ha3HAUCHHE, paBuiIa 0POPMIICHHUS.
JIngnble kapTouk hopmbl T-2 U THYHBIE eNa: Ha3HAYEHHE, TpaBiiia 0)OPMIICHUSL.
Paznen 4. Homenknartypa e
Jlexuus Ne 10 (2 gaca)
OO6uye TpeOoBaHMS K CUCTEMATU3AIMK JOKYMEHTOB H ()OPMHUPOBAHUIO JIEJT

agrONE

BOHpOCBI U 3aJaHus:

1. Bunbsr HomeHknaTypsI ne.
2. OCoOEHHOCTH COCTaBJICHHSI HOMEHKIIATYPBI JIeJI OpraHU3allH.
3. Topsinok cocTaBlIeHUS OTUCH JIEI.
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[Ipaxruueckoe 3ansTue Ne 17 (2 gaca)
O6mme TpeOoBaHHS K CHCTEMATH3AIMK JJOKYMEHTOB B (DOPMHUPOBAHHIO JIEIT
Bomnpockl 1 3ajaHus:
1. JaiiTe onpenenenne HOMEHKIATYPHI €.
2. JlaiiTe MOHITHE TPUMEPHON M TUTIOBON HOMEHKIATYpHI Jei. OxapakTepu3yiiTe MPUMEHEHHUE Pa3IMIHBIX BUIOB HOMECHKIATYPHI
Jen.
3. ITepeuncnure TpeOOBaHHS K CHCTEMATH3aLlUH 3aT0JIOBKOB JIEN, HHAEKCY JIell B HOMEHKJIAType
4. Packpoiite 3Tambl pa3pabOTKH HOMEHKIIATYPhI JeT
9. llpuBenute anroput™m AesrensHocTH DIIK.
Jlexuus Nell (2 yaca)
IMoaroroBka TOKyMEHTOB K apXUBHOMY XPaHEHHUIO
Bormnpockl 1 3ajaHus:
1. DkcnepTu3a HeHHOCTH TOKYMEHTOB.
2. OpraHu3aiys HoArOTOBKH JOKYMEHTOB K apXHBHOMY XPaHECHUIO.
Ipakruueckoe 3ausTre Ne 18 (2 gaca)
IToAroToBKa TOKYMEHTOB K apXUBHOMY XPaHEHHUIO
Bormpocsr u 3aganus:
IToAroTOBKA TOKYMEHTOB K YHHUITOXKCHHIO.

5.2. Conep:xanue caMoCTOATEILHON PaGoTHI MO AMCHUIIIIMHE (MOIYJIIO)

Conep:xaHue 00513aTe/IbHOM CAMOCTOATE/ILHOI PadOTHI IO JUCHUILIMHE

Ne . IIpoayKThl 1esITEILHOCTH
w/n TeMbl TUCHUTLTHHBI Conep:xaHue caMOCTOSITETbHON padoThI
1 HopmaTuBHO-3akoHOaTeNnbHble | M3ydeHne CoBpeMEHHbIX HampaBieHuid u ¢opm | [luceMennas pabora — Ha
OCHOBBI CHCTEMBI | JOKYMEHTAIIMOHHOTO 00ECIeYeHUsI YIIPaBICHHS OCHOBE aHallM3a COBPEMEHHBIX
JIeTI0IPOU3BOJICTBA HarpaBJIeHUI u bopm
JOKyMEHTAMOHHOTO
obecrieyeHust yIIpaBJIeHUS
paspaboratb MO/IeITb
opraam3annu JJOY koHKpeTHOM
OpraHu3aIvu
2 TexHoI0THH BeZieHus1 | M3yuenue mpaBuil cocraBieHus U odopmienus | [TuceMeHHas pabora -
JICTIOTIPON3BO/ICTBA YIpaBICHYECKHX JIOKyMEHTOB (13bIKOBBIC | pa3paboTka MOJIeTH
(hopMyITBl 0(DUIHATEHBIX JOKYMEHTOB); OpraHu3aINA
palnroHaIbHON OpraHu3aluu padoTs C | IOKyMeHT000opoTa o
JOKYMEHTaMH B  YCIIOBHUSX  HCIIOJIb30BAaHUS | MPEIUIOKESHHBIM BUJIAM
OpFaHMSaLlPIOHHOﬁ M BBIYHMCINUTEIBHON TEXHUKH JOKYMEHTaM nin
OIIPEACIEHHBIM O0YUJarOLIIHMCSI
CaMOCTOSITENBHO
3 CocraBnenne u odopmiienne | M3yueHue ocobeHHOCTEH ycTHOH M mHchbMeHHOH | ITucemeHHas pabota -
JIOKYMEHTOB B OpraHu3aiuu yOINMYHON peun; COCTaBJICHUE raKkeTa
TpeOboBaHWN K OQOPMIICHHIO ¥  BEACHHIO | JOKYMEHTOB JUIS HOATOTOBKH H
JIOKYMEHTALlMK,  CBS3aHHOH C  BHeApeHueM | odopMiieHus rnpuema

TEXHOJIOTHUYCCKUX, MPOAYKTOBBIX WHHOBALUN WK KaHaugara Ha BAKaHTHYIO
OpraHn3alMOHHbIX M3MCHCHPII>’I, KaapaMu W HUX | HJOJDKHOCTB.
JABWKCHUEM C KaJIpaMU U UX OBHKCHHUEM

4 Homenxknarypa nen | Usydenme TpeboBaHmi Kk  mepepaborke U | [luchMeHHas pabora -
OpraHU3aluu XpaHeHHIO HH(OPMALUHL; pa3paboTka npoiiecca
OCHOBHBIX ~METOJIOB, CIIOCOOOB M CPEICTB | COCTaBICHHS  HOMEHKIATYpHI
XpaHeHHs M 1nepepaboTku  uH(OpMaunuy; | Aesl KOHKPETHON OpraHu3aluu
KIaccu(UKauyd U CUCTEMATU3aLUU JOKYMEHTOB
Ha CTaJuM UX 00pabOTKHU U XpaHEeHNUS,
apXMBUPOBAHUs YIPaBICHUYECKUX JOKYMEHTOB C
MIOMOIIBI0 KOMIIBIOTEPHBIX MPOTPaMM

Coaep:;kaHue caMOCTOSITeIbHOI padoThI MO IMCHUNJINHE HA BHIOOP

Ne . IpoayKThI AeATETLHOCTH
w/n TeMbl TUCHMITHHBI Copep:xaHue caMOCTOSITEIbHOI PadoThI
1 HopmaruBHo-3akoHOAaTenbHBIE | M3yueHue TpeOoBaHMHA coBpeMmeHHbIX | [Iucemennas pabora — Ha
OCHOBBI CUCTEMBI | 3aKOHOJATENBHBIX, HOPMATHBHBIX  aKTOB M | OCHOBE H3yuYeHHsS TpeOOBaHMIA
JIeJIOTIPOU3BO/ICTBA HOPMAaTHUBHO-METOINYECKIX JIOKYMEHTOB, | COBPEMEHHBIX
pErIaMEeHTUPYIOIIMX ~ BOMPOCHI  OPraHU3allUU | 3aKOHOAATENILHBIX,
JIOKYMEHTAIIMOHHOTO 00eCIeYeHns 1eTeIbHOCTH | HOPMAaTHUBHBIX aKTOB u
HOPMAaTUBHO-METOIMUECKIX
JIOKYMEHTOB,
PeriIaMeHTHUPYIOMIUX  BOMPOCHI
OpraHu3aluu
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JOKYMEHTAIMOHHOTO
obecrieueHus JIeSTEILHOCTH
HaIucarh AQHATNTHIECKYTO
paboty, PACKpPBIBAIOIIYIO
CIIETYFOIIIHE BOTIPOCHL:

e Ilenu  rocyaapCTBEHHOTO

perymupoBanus JOY

o Hedununus MOHATHIA
«JIeJIOTIPOU3BOJICTBO U
«JIOKYMEHTAIIHOHHOE
obecrieyeHue yrpaBICHHEY.

. XapakrepucTruka
3aKOHOJIaTEeNIbHBIX u
HOPMAaTUBHBIX aKTOB,

pErIaMeHTUPYIOIUX  BOIPOCHI
J0Y

* JloxkanpHBlE HOpPMAaTHBHBIE
aKkThl KaK OpraHuM3alOHHas
OCHOBA JIEJIONPOU3BOACTBA

e TIpoOnembl perynupoBaHHS

JA0Y

2 Texnomoruu BeZicHUs | V3yuuTh KpUTEpHH pallioHalbHOW opranu3aiuu | [TuceMeHHas pabota - BriaBUTH
JIeTI0IPOU3BOJICTBA JOKyMEHTOOOOpOTa IO TUIAM JIOKYMEHTOB | IpoOJIeMbl OpraHu3aIuU
OpTaHU3aINI IBIDKEHUS JTOKYMEHTOB BHYTPH
OpeanpusTis u  00OCHOBAThH
TIPE/IOKEHNUS o
COBEPILECHCTBOBAHUIO
JIOKYMEHT0000poTa
3 CocraBnenne u odopmwieHue | M3yunTb cnocoObl co3naHus ympaBieHueckux | Ilucemennas pabora — B
JOKYMEHTOB B OpTaHH3aI[HH JIOKYMEHTOB B TPaIULIHOHHBIX U | IpeIoKeHHON
ABTOMATU3HPOBAHHBIX TEXHOJIOTHIX yIpaBJICHYECKON CHUTYallUH
o(hopMHTh " COCTaBHTh
COOTBETCTBYIOLINE
YIIPaBJICHYECKHE TIOKYMEHTBI
4 Howmenknarypa nen | U3yduth npaBuiIa apxuBupoBaHus | [IucpMeHHas pabora -
OpraHHu3aluH yOpaBICHYECKUX  JOKYMEHTOB ¢ momompio | CocTaBUTh oOmMch Ha  Jena

KOMIIBIOTEPHBIX IPOTPpaMM

(IIOCTOSITHHOTO ¥ BPEMEHHOTO
XpaHEeHMs, TIOUIeXKaIUe claue B
apxuB

5.3.00pa3oBaTe/ibHbIE TEXHOJIOTHH

IMpu opranu3anuy U3y4eHUs JUCHUIUIMHBI OYAYT UCHOIb30BaHbI CIEAYIONE 00pa3oBaTe/IbHbIE TEXHOIOTUU:
MH(POPMAIOHHO-KOMMYHHUKAI[OHHbBIE TEXHOJIOTHH, TEXHOJIOTHS OPTaHU3AIIH CAMOCTOSTEIIBHON PabOTHI, TEXHOJIOTUS
pediaekcuBHOro 00yUeHHUS, TEXHOJIOTUS MOAYIBHOTO 00y4eH s, TEXHOIOTHSI UTPOBOTO 00YUEHHMsI, TEXHOJIOTHU TPYNIIOBOH
JACKYCCHH, HHTEPAKTHBHBIE TEXHOJIOTHH, TEXHOJIOTHS IPOOIEMHOT0 00yUeHH s, TEXHOIOTHS OpTaHU3aIIN
y4e0HO-HUCCIIE0BATEILCKON JEATeIbHOCTH, TEXHOIOTUsI HPOEKTHOTO 00YUSHHUS], TEXHOJIOTHS Pa3BUTHSI KPUTHUECKOTO MBIIIICHUSL.

5.4. Texkymmii KOHTPOJIb, IPOMEKYTOYHBII KOHTPOJIb M IPOMEKYTOYHAS ATTECTALUS

bampHO-pedTHHTOBas KapTa AMCIMILUTHHEL 0hopMIIeHa KaK MPIIOKEHHE K padoyeil mporpaMMe THUCIUIUTHHEL.
®DOH/1 OLIEHOYHBIX CPEJICTB LIS NPOBECHUS IPOMEKYTOUHOM aTTECTAllMU 00Yy4YarOIUXCs 110 TUCIUIUIMHE O(POPMIICH OTICIbHBIM

JIOKYMEHTOM.
6. YYHEBHO-METOANYECKOE U THOOPMAIIMOHHOE OBECIIEYHEHHE
6.1. Pexomenayemas iuTepatypa
6.1.1. OcHoBHast TMTEpPaTYypa
ABTOpHI, 3aryiaBue, CChUIKA Ha AJIEKTPOHHYIO OUOIMOTEYHYIO CUCTEMY UznarenbcTBO, TOX
COCTaBHUTENN
JI1.1 |'punbepr, JokymeHTannoHHoe obecrneueHue ynpasienus : yaeouuk / A.C. I'pundepr,|Mocksa : FOuuTH-/lana, 2017
A.C. H.H. T'op6aués, O.A. MyxameTuHa.
URL.: https://biblioclub.ru/index.php?page=book red&id=684757
JI1.2 |Poroxum, Jleronpou3BOACTBO: Kypce JeKuuii : yaeoHoe nmocobue / M.IO. Poroxxun Mocksa ; bepnun : lupekt-
M.IO. URL.: https://biblioclub.ru/index.php?page=book&id=253702 . Menwua, 2014
6.1.2. lonoJiHNTeIbHAS JTHTEPATYpPa
ABTOpHI, 3aryiaBue, CChUIKA Ha AJIEKTPOHHYIO OMOIMOTEYHYIO CUCTEMY UznarenbcTBO, IO
COCTaBHUTENN
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JI2.1 [Tposzosa, O.C. |[emnomnpousBoactBo : yueObHoe mnocobue / O.C.I'pozoBa ; pexn. JI.C.|[IToBomxckuit
XKypasnesa; [OnexTponHsIit pecypc]. -|rocynapcTBeHHBII
URL: http://biblioclub.ru/index.php?page=book&id=439196. TEXHOJIOTHIECKHIA
yHHBepcuTeT. - Homrkap-Oia :
nrr1y, 2015
J12.2 |Ko3uHa, E.C. [[lemonpousBonactBo : ydeOHO-Meroauueckoe mocobue / E.C. Kosuna. -|Mocksa : Jlupekr-Meaua,
[OnexrpoHHbIH pecypc]. -|2013.
URL.: http://biblioclub.ru/index.php?page=book&id=141469
JI2.3 |Poroxus, JlenonpousBoACTBO B KaJpoBOi ciyx0e : yueOHOo-IIpakTHdecKoe nocodue /{Mocksa ; bepnun : Jlupext-
M.1O. M.IO. Poroxus. - 3-¢ u3f., nepepad. u gomn. - [DeKTpoHHBIA pecype]. -|Menua, 2014.
URL: http://biblioclub.ru/index.php?page=book&id=253703.

6.2 Ilepeuens mporpaMMHOro oéecneveHust

- Acrobat Reader DC

- Dr.Web Desktop Security Suite, Dr.Web Server Security Suite

- GIMP

- Microsoft Office 365 Pro Plus - subscription license (12 month) (ITaket mporpamm Word, Excel, Access, PowerPoint, Outlook,
OneNote, Publisher, Teams, OneDrive, Yammer, Stream, SharePoint Online).

- Microsoft Windows 10 Education

- XnView

- Apxusarop 7-Zip

6.3 Ilepeuyenb nHGPpOPMAIMOHHBIX CIPABOYHBIX CHCTEM, MPO(decCHOHATBLHBIX 023 TaHHBIX
- OBC «YHuBepcuterckas OUOIMOTEKa OHIIAWHY
- ba3bl nannbIx Springer eBooks
- IC:UTC ITPOD BY3
- CTIC «I’”APAHT-AHanuTuk»
- CIIC «Koncynprant-Ilorocy

7. MATEPUAJIBHO-TEXHUYECKOE OBECIHEYEHUE JTUCHUIIJIMHBI (MOY JI)

7.1|HanmeHOBaHME CHIELUAIBHOTO TIOMEIIEHHUS: IOMEIECHUE IS CaMOCTOATEeNIbHON paboThl, UnuTanbHbli 3a1. OCHAILEHHOCTS:
TTK-41mt. ¢ BO3MOXHOCTBIO IOJKIIOYCHNUS K ceTH «HTepHeT» 1 00ecTiedeHueM JOCTYIA B DJICKTPOHHYIO
nHpopMaoHHo-00pa3oBarensHyto cpeny CI'CITY, IucbMeHHsblH cToa-4 mit., [Tapra-2 mr.

7.2|HammeHOBaHNE CIIEIHANTBHOTO IOMEIICHNS: ydeOHas ayJUTOPHS [T IPOBEACHNUS IeKIIMOHHBIX 3aHATHH, IIPAKTHIECKAX
3aHATUH, TPYNIOBBIX KOHCYJIbTALMN, MHAUBUIYAIBbHBIX KOHCYJIBTALMM, TEKYILIETO KOHTPOJIS, IPOMEXKYTOYHOM
aTTecTanuy, Y4eOHas aynuToprs. OcHameHHOCTh: MenoBas nocka-1mr., Kommexkr yae6HOM Mebenn, HOyTOYK,
IIPOEKIHOHHOE 000pyA0BaHUE (MYIbTUMEIUNHHBIN IPOEKTOP U SKPaH).

8. METOAUYECKHUE YKA3AHMS IO OCBOEHUIO JUCIHTUIIJIMHBI (MOY JIST)

PaboTa Hax TeoOpeTHYECKUM MaTEPUAIOM IIPOUCXOAUT KPATKO, CXeMaTHYHO, MOCJIE0BATEILHO (PMKCHPOBATh OCHOBHBIC MOJIOKEHMUS,
BBIBOIBI, ()OPMYJIUPOBKH, 00OOIICHHUS; TOMEYATh BaXKHBIC MBICIIH, BBIIENATH KIFOYEBBIC CJIIOBA, TEPMHUHBL [IpoBepka TEPMHHOB,
MOHATHIA C MOMOIIBIO YHLIUKIONEIUH, CIIOBAPE, CIIPABOYHUKOB C BBIMHCHIBAHUEM TOJKOBaHUH B TeTpanb. OO03HAUYNTH BOIPOCHI,
TEPMUHBI, MaTE€PHall, KOTOPBIA BBI3BIBAET TPYAHOCTH, TIOMETUTH U TOMBITATHCS HAWUTH OTBET B peKOMEHAyeMol iureparype. Eciam
CaMOCTOSTEIILHO HE yJaeTcs pa3o0paThcs B MaTepuae, Heo0X0auMo chOpPMYJIMPOBATh BONIPOC U 33/aTh MPEo1aBaTellto.
IIpopaboTka paboueil mporpaMMbl AUCHHUILIHHBI, yhelsis 0co00e BHHUMAaHUE LENIIM M 3ajJadaM, CTPYKTYpE U COJCPIKAHHUIO
nucrumuinHel. KoHcnmekTupoBaHWe HCTOYHHKOB, MOJArOTOBKA OTBETOB K KOHTPOJIBHBIM BOINPOCaM, MPOCMOTP PEKOMEHIYEMO U
JUTEepaTypsl, paboTa ¢ HHGOPMAIIMOHHBIMH HCTOYHUKAMU B Pa3HBIX opMaTax.

Taroke B mpolecce H3y4eHUs TUCIUTUIMHBI METOIMUECKUE PEKOMEHIAIIMH MOTYT OBITh M3JIaHbI OT/ACIbHBIM JIOKYMEHTOM.
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Hanpasnenue noarorosku: 44.03.05 Ilenarorudeckoe o6pazoBanue (¢ AByMs POGHISIMH HOATOTOBKH)

HampasnennocTs (mpoduis): « 9koHOMHKa» U «/IHOCTpaHHEIH S3BIK» (AHITTHHCKHIN)
Paboyast nmporpamMma JUCLIMILINHBI «J{eI0mpor3BOACTBO»

[Ipunoxenue
BaibHO-peATHHTOBAsT KapTa JUCIUTUTHHEL «JeT0mpOU3BOACTBOY
Kypc 4 Cemectp 7
BuakoHTpoJIs MUHUMAIBEHOE KOJIHYECTBO MakcumainbHoe
OasoB KOJIMYECTBO OAJIIOB

HanmeHoBaHue pa3nena: «/leJionpou3BoACTBO, €ro 3aKOHOIaTeJIbHOE M1 HOPMATHBHO-METOTNYECKOE PEryJINPOBaHUE»
Texynmii K OHTPOJIb 110 paszey:
1 AynutopHas paborta - -
2 CamocrosrenbHasi paboTa (cnelnuaibHble 00s3aTelIbHbIE (POPMBL) 3 6
3 CamocrosrenbHas pabora (crenuaibHble OpPMBI Ha BEIOOD) 5 8
KoHTposapHOE MepornpusTre 1 opazzaeny 1 4 6
ITpoMeKyTOUYHBII KOHTPOJIb 12 20
HaunmeHnoBaHue pa3nena: «TexHOI0rnu BeeHUsI JeJIONPOU3BOACTBA B OPraHU3AINM, YIPEKIEHUI»
Texymuil KOHTPOJIb IO pa3aeny:
1 AynmutopHas paborta - -
2 CamocrosrenbHast paborta (crenuaibHbie 00s3aTebHbIe HOPMBI) 3 6
3 CamocrosrenpHast pabora (cnenyaisHble OpMBI Ha BEIOOD) 6 12
KoHTpoJIbHOE MEPOTIPHSTHE 110 pa3ieny 2 4 6
[TpoMeKyTOUYHBII KOHTPOJIb 13 24
HanmenoBaHue paznena: «CocraBiieHne u 0popmieHne JOKYMEHTOB B OPraHH3alUN»
Texymuit KOHTPOJIb TIO pa3feny:
1 AynuTopHast paboTa - -
2 CamocrosrenbHast paborta (crenuaibHbie 00s3aTebHbIe HOPMBI) 3 6
3 CamocrosrenpHast pabora (cneuyaibHble OpMbI Ha BEIOOD) 4 6
KoHTpobHOE MEpOonpHsTHE 10 pa3aeny 3 4 5
[IpoMexXyTOUHBIIi KOHTPOJIH 11 17
Haunmenosanue pasnena: «Homenkiaarypa gein»
Tekymuil KOHTPOJIb MO pa3Aeny:
1 AynuTopHast paboTa - -
2 CamocrosrenbHast pabora (crenuanbHble 00s3aTelbHbIe HOpMBbI) 3 6
3 CamocrosTenbHas pabora (crenuaibHble GOpPMbI Ha BEIOOD) 5 5
KoHTposbHOE MeponpusiTHe 10 pazaeny 4 5 8
ITpoMeKyTOUYHBIH KOHTPOJIb 13 21
[TpomesxyTouHas aTTecTanus (10 BCEM pa3Jiesam) 49 80
3ayer ¢ OLEHKOM 7 20

HWroro: 56 100

Bubl KOHTPOJIS I IepeueHp vy IpHMEPHI 3aIaHHH, KPUTEPHHU OILIEHKH U KOJIMYECTBO OAIIIOB | Tembl ju1st M3yueHns 1 06pa30BATEIBHBIC PE3y/IbTATHI
Texkymuii KOHTPOJIb N0 pa3aey «/leJonpon3BoACTBO, €ro 3aKOHOaTeJIbHOE H HOPMATHBHO-METOIHYECKOE PEryIHPOBaAHHE»
1 | AyauropHas pabota -
2 | CamocrostenbHas padora (00s3aTenbHbIe TIpumep 3ananus: HopmaTtnBHO — 3aKOHOIATEIbHBIE OCHOBBI CHCTEMBI
Hanumre pa3BepHyTHId OTBET Ha TeMy: «JIOKYMEHT M ero ()YHKIUIY. JIeTIONPOU3BOJICTBA

(hopmE)
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Hampasnenue noaroroku: 44.03.05 Ienaroruueckoe oopazoBanue (¢ AByMs MpOMUISIMH HOATOTOBKH)

Hamnpasnennocts (mpoduis): « 9koHOMHKa» U «/IHOCTpaHHBIH 361K (AHTTHHCKHI)
Paboyast mporpamMma JMCLIMILIMHBI «J]eITompor3BOACTBO»

Kpurepuu oneHku.

Kpurepuii / Ouenka Brimonuen Brimon He
MOJTHOCTBIO HEH BBITIOJTHEH
qacTH4
HO
PackpbITO OCHOBHOE TIOHSITHE 2 Gaya 1 Gamn 0 6ayioB
Iepeuncnensl Bce 2 Gaya 1 6amn 0 GaymioB
COCTABJISIOIINE DIICMEHTBI
(cTpykTypa) mpenmera
(stBICHMS)
JlaHa XapaKTepuUCTHKA 2 Gaya 1 6amn 0 GayioB
COCTABJIIOIINX JIEMEHTOB
(cTpyKTYpBI) IpeaMeTa
(s1BIICHMS)

O0pazoBaTenbHbIE PE3YIIBTATHL:

3HaeT: 0cOOEHHOCTH W CTHJIM O(QHUIHATBHO-IEIOBBIX
TEKCTOB, IpaBmiIa OGOPMIIEHHS NEJIOBOTO IHCHMA;
paBuIa COCTaBIICHHS u odopmIIeHUs
YIIPaBIEHUYECKUX JTOKYMEHTOB (SI3BIKOBBIE (HOPMYJIBI
OoUIHAIBHBIX JOKYMEHTOB).

3HaeT: TMpaBWiIa COCTaBICHUS H  O(QOpMIICHHUS
YIpaBJIEHUYECKUX JOKYMEHTOB IIPH HCIIOJIb30BaHUU
TEXHUYECKUX CPEJCTB.

3HaeT: NpU3HaKU ¥ (PYHKINUU JTOKYMEHTa; CTPYKTYPY
CHCTEM JIOKYMEHTAIMH; COCTaB YHU(PHIIMPOBAHHON
CHUCTEMBI JIOKyMEHTAIUH.

3 | CamocrosTenbHas paboTa (Ha BEIOOD)

Tlpumep 3amanus:1. UM3yuuTh TpeOOBaHHS  COBPEMEHHBIX  3aKOHOJATEIBHBIX,
HOPMATUBHBIX aKTOB M HOPMAaTHBHO-METOJMYECKHX JOKYMEHTOB, PErJIaMEeHTHPYIOLIHX
BOIIPOCHI OPTaHM3AIMH JTOKYMEHTAIIMOHHOTO olecrieueHns nestensHocTH. Ha ocHOBe
COOpaHHBIX MaTepUalioB HANWCATh aHAJIHTHYECKYI0O paboTy, pPacKpBIBAIOIIYIO
CJIEJLyIOIINE BOIIPOCHIL:

* [{en rocymapcTBeHHOTO perymupoBanus JOY

o JlehuHNIMS TOHITUH «AEIONPOU3BOACTBO» U «IOKYMEHTALIMOHHOE obOecreueHue
yIpaBJICHHE».

* XapakTepucTHKa 3aKOHOAATENILHBIX W HOPMATHBHBIX AaKTOB, PErIaMEHTHUPYIOIIHUX
Bonpocsl JIOY

* JlokanbHbIe HOPMATHBHBIC aKThl KaK OPraHU3alMOHHAst OCHOBA JEJIONMPOU3BOCTBA

* [Ipo6nems! perynupoBanus JOY

Kputepuu ouenku.

1. PackpbITEI OCHOBHBIE JIEMEHTHI aHATUTHYECKOW paboThl (Mo 1 Gammy 3a KaXkAbIid
apryMEHTUPOBAHHBIN OTBET)

2. TlpennoxeHsl BapuaHThI perieHuss npodiem perymupoanus JIOVY. (1-3 Oamna B
3aBUCHMOCTH OT 00OCHOBAaHHOCTH NPEJIOKEHHOTO PEIICHUs]).

HopMaTnBHO — 3aKOHOIATENbHBIE OCHOBBI CHCTEMBI
JIeJIONPOU3BOJICTBA

O0pazoBaTenbHbIE PE3YIIBTATHL:

YMeeT: ucmonp30BaTh HAOOP PEKBU3UTOB JOKYMEHTA,
OTpaXaIOIU ero OCOOCHHOCTH M Ha3HAueHME,
CHCTEeMATH3UPOBaTh  JOKYMEHTHl [0  BHAaM
YIIPaBIEHYECKOH JIeSITeTbHOCTH (ocHOBHas
IS TENbHOCTD, paboTa 1o TMIHOMY COCTaBY H T.J.)

KontponsHoe meponpusTue 1o paszeny 1

IIpumep 3ananus:

Ha ocHoBe u3yueHust coBpeMeHHbIX HampasieHui u opm 1OV npeanoxuTs CBOIO
Mozenb opranuzanuu JOY (B Buze Ipe3eHTalud IPOEKTa).

Kpurepun oneHku (BBIIOJHEHHE KaXKAOTO KPUTEpHsl OLEHMBaeTcs B 2 Oaia, eciu
BBIIIOJIHEH IIOJIHOCTBIO, B 1 Oal1, €ciu BBINOIHEH YACTHYHO).

1. BriOpaHno yupexaenue (IpeanpusTue) A IeMoHCTpaluy opranu3anuu JJ0Y.

2. Onmcana cucrema opranuzanuu JJOY B BBIOpaHHOM yUpexJIeHUH (PEATPUITHH).

3. O6ocHoBaHa HEOOXOAMMOCTb M3MEHEHMH (TmocTosHCTBA) opranmzamuu 1OV B
BEIOpaHHOM yUpeXACHUH (TIPEATPUSTHH).

4. IIperioskena cBos Mojenb opranuzanuu JJOVY.

5. Mogens odopmiieHa B BUJIE MIPE3CHTAlNH IPOEKTA.

OO6pa3oBaTeNbHbIE PE3yIbTAThL:

3HaeT: NpU3HaKu U QYHKIMU JOKYMEHTa; CTPYKTYPY
CHCTEM [JOKYMEHTAallUH; COCTaB YHU(DUIMPOBAHHON
CHCTeMBl  JOKyMEHTalluW, 3HaeT:  yCTpPOMHCTBa
CO3JaHUs 3JIEKTPOHHOM YIIPaBJIEHYECKOM
nH(OpPMAIMH, 3JICKTPOHHbBIE CIIPABOYHBIE CIIY>KOBI
(BHIEOTEKa, TEJNETEKCT, TeyeaBTorpad), KaHaiabl U
CeTH  DYICKTPOHHOM  MOYTHl 1  JOBEACHUS
UH(POPMAIUHA 10 TOTYHHEHHBIX.

YMeeT: cuCTeMaTH3UPOBaTh JOKYMEHTHI IO BHAAM
YIpaBIeHYECKOH JIeITeTbHOCTH (ocHOBHas
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Hampasnenue noaroroku: 44.03.05 Ienaroruueckoe oopazoBanue (¢ AByMs MpOMUISIMH HOATOTOBKH)
Hamnpasnennocts (mpoduis): « 9koHOMHKa» U «/IHOCTpaHHBIH 361K (AHTTHHCKHI)
Paboyast mporpamMma JMCLIMILIMHBI «J]eITompor3BOACTBO»

JIeSITeIbHOCTh, paboTa MO JIMYHOMY COCTaBy H T.1.);
UCTIOJIBb3YS HHPOPMALMOHHbIE TEXHOIOTHH.

ITpoMeXyTOUHBIN KOHTPOJIb (KOJHYECTBO OAJLIOB)

TeKlelI/[i/i KOHTPOJIb IO pasaeay «TexHO0JIOTHHN BeJeHUs JAEJOMPOU3BOJICTBA B OPTaHU3AMH, YIPECKICHUN»

1 | AyauropHas paboTa - JIoKyMeHTO00OPOT B OpraHU3aLHU
2 | CamocrositenbHas padoTta (00s3aTenbHbIC TIpumep 3ananus: TexHONMOTHH BEICHHUS ACTIOMPOU3BOJICTBA
(hopmbr) Hanumure pa3BepHyThIi OTBET Ha TeMy: «OCHOBHBIC dTaIlbl IBUKESHUS TIOKYMEHTOB B OO6pa3zoBaresbHbIe pe3yIbTaThl:
OpraHu3aIuny. 3HaeT: TpeOoBaHUS K IOJIYYCHHUIO (TIOJIHOTA,
Kpurepuu onenku: CBOEBPEMEHHOCTbD, HE3aBUCHMOCTb, JOCTOBEPHOCTH),
Kpurepuii / Ouenka Brinmonnen Beimon He nepepaboTKe U XpaHEeHHI0 HH(OPMAIUN; OCHOBHbIE
MIOJTHOCTBIO HEH BBITIOJTHEH METOJIBI, CIIOCOOBI M CPEJICTBA TTOIYYCHUS, XPAHSHHS
4acTh4 U niepepaboTKH MH(QOPMAIH; COBPEMEHHBIE METOIbI
HO nepeBoa HHHOPMALUH B yIpaBICHIECKHE
PackpbITO OCHOBHOE MOHSTHE 2 Gayuta 1 Gamn 0 6ayutoB JIOKYMEHTBI: COCTAaBICHUE PACIOPSKEHUH, IPUKA30B,
WHCTPYKIHH U APYTUX YIPABICHUSCKHX
[epeuncnens! Bce 2 damia 1 Gayn 0 6atoB JOKYMEHTOB; TPeOOBaHHUsI K PALIHOHAIIbHOM
COCTABJISIFOIIME DIIEMEHTHI OpTaHH3aLH PabOTHI C TOKYMEHTaMHU B YCIOBHIX
(CprKTypa) npeamMeTa HCIIOJIb30BaHUA B allliapaTe yIpaBJICHUA
(sA1BJICHMS) OPTaHM3aLMOHHON U BEIYUCIUTENFHOM TEXHUK
JaHa xapakTepucTHKa 2 Gamna 1 Gann 0 6annoB KaHAIbl I0BEJCHUS HHPOPMALIHH 10 COTPYAHUKOB
COCTABIISIFOIINX DJIEMEHTOB OpraHu3aluy.
(CTPYKTYpBI) IIpeaMeTa YMeeT: npUMeHss NporpaMMHoe o0ecreueHue,
(stBCHHS) CO3JaTh yIpaBlIeHYECKHE TOKYMEHTHI B

TpaAUuUOHHBIX 1 aBTOMAaTU3UPOBAaHHBIX
TEXHOJIOTUSIX; HA OCHOBE IIPOTPaMMHOTO
obecrieueHns Knaccu(GUIUPOBaTh U
CHCTEMaTH3HPOBATh JOKYMEHTHI Ha CTa[HU HX
00pabOTKK U XpaHEHHs; OpraHU30BaTh
JOKYMEHTOOOOPOT Ha MPEINPUITHAH, HCIIOIb3YS
OCHOBHBIE O(HCHBIE IPOTPAMMBIL:
MicrosoftOfficeWord, MicrosoftOfficeExcel u ap.;
OCYHICCTBJIATH apXUBUPOBAHUE YIIPABJIICHYCCKUX
JOKYMEHTOB C TOMOIIBIO KOMITBFOTEPHBIX
nporpamMM; NMOATOTaBJIMBATHL JOKYMCHTBI K
XpaHEHHI0, UCIIOJIb3Ysl OCHOBHBIE O(DHCHBIE
nporpammsr: MicrosoftOfficeWord,
MicrosoftOfficeExcel u mp.

3 | CamocrosrenbHas paboTa (Ha BEIOOD) IIpumep 3aganus: TexHonOTMM BeIEHUS AETIONPOU3BOICTBA
CoBeplLIEHCTBOBaHHE JOKYMEHTOOOOpOTa: OpraHM3alusl paluoHaJIbHOro JBMKeHUs | OOpasoBaTebHBIE PE3ybTaThl:
JIOKYMEHTOB BHYTPH IPEATIPUATHSI. 3HaeT:  ycTpoiicTBa  CO3MaHMA  3JEKTPOHHOMN
Kputepun oneHku: (BBIMOJHEHHE KAXAOTO KPUTEPHUS OLICHUBAETCS B 2 Oajuia, €ClM | YHpaBJICHYECKOM nHpopmanuy, JIEKTPOHHBIE
BBITIOJTHEH TIOJTHOCTBIO, B | 0al1, €cii BBITOIHEH YaCTHYHO). CIpaBOYHbIE  CIYXOBI  (BHIEOTEKa,  TENETEKCT,
1. BeiOpaHo yupexaeHue (MpeanpusTue) As 1eMoHcTpanuu opranusauu JJOVY. TeneaBTorpad), KaHajbl U CETHU AJIEKTPOHHOM MOYTHI
2. OnncaHa cucTeMa JOKyMEHT0000pOTa B BRIOPAHHOM YUpeKIeHUH (IPEINPUITHH). JUTSL TOBeIeHHs] HH(POPMAIIMH [0 IO TYNHEHHBIX.
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HampasnennocTs (mpoduis): « 9koHOMHKa» U «/IHOCTpaHHEIH S3BIK» (AHITTHHCKHIN)
Paboyast mporpamMma JMCLIMILIMHBI «J]eITompor3BOACTBO»

3. TIpoaHanu3upOBaHbl OCHOBHBIC ATAIbI JBHKECHHS JOKYMEHTOB B OpraHU3aIlnH.

4. PackpbIThl OCHOBHBIC HEJOCTATKH OpPTraHU3allMU IOKyMEHT000OpoTa (00OCHOBaHA
3 HEKTHBHOCTD UCTIOIB3YEMON CXEMBI TOKYMEHTOO00pOTa).

5. TlpemmoxeHbl CrOCOOBI COKPAIICHHsST AOKYMEHTOOOOPOTa C ILIENBIO COKPALICHHUS
BPEMCHU JIBHKCHUSI JOKYMEHTOB B OpTraHU3aIlnH.

VYmeer:  aHanu3uUpoBaTh
OPaKTHKy €ro HPUMEHEHUs

YIpaBJIEHYECKOH TOKYMEHTALUEH.
3HaeT: HOPMBI [IpaBa ¥ HOPMATHBHO-TIPABOBBIE AKTHI,
PETyIUPYIOLIME B3aMMOOTHOIIEHHUA OpPraHU3alUHd U

3aKOHOJATENILCTBO U
Ui paboThl ¢

6. Jlama oOLEHKa peaJbHOCTH IMPEJIOKCHHBIX BapHaHTOB  PAlHOHAIM3ALMH | KOHTPOJIHMPYOIIUX OpraHoB,; JeHCTBYIOLIHE

JIOKYMEHT0000pOTa. roCyIapCTBEHHBIC HOPMATHBHO-METOINYECKHE
JOKYMEHTBI,  PETJIAMEHTUPYIOIIHE  JACSITCIBHOCTh
OpraHu3allMil cepBHca.
VYmMmeer: obecrieduTh  COONIIOACHHE JIOKYMEHTOB
JICWCTBYIOLIIEMY 3aKOHOJATEIbCTRY.

KoHTponbpHOE MeponpHsTHE 110 pa3aeny 2 TIpumep 3ananusi: O0pa3oBarenbHbIE PE3YIIBTATHL:
CoctaBuTh MOJETb OpraHMW3alMd JOKYMEHTOOOOpoTa (HCHONB3ys Marepuaibl | 3HaeT: BUAbI yIPaBICHICCKON JOKYMEHTALUH; O0IITe

KOHKPETHOTO MPEINPHUITUS I COOCTBEHHYIO pa3pabOTKy) MO OJHOMY M3 BBHIOPaHHBIX
HANpaBJIeHUI JBHXKCHUS TOKYMEHTOB (ABMKEHHE BXOJSIIMX TOKYMEHTOB, UCXOJSIINX
JIOKYMEHTOB, BHYTPEHHHX JIOKYMEHTOB). BBINONHSS 3alaHie HEOOXOMMO ONPEICIUTh
COCTaB JIOJDKHOCTHBIX JIHII, y4acTBYIOIIMX B 00OpaOOTKE M HCHOJIHEHUH JOKYMEHTOB;
MU3y4UTh CXEMbl JIBWKCHHS JOKYMEHTHBIX IOTOKOB opraHuzanuu. CoOCTaBUTH
oreporpaMMy JBHXKEHHUSI JOKyMEHTOB. OrneporpaMma BXOJSIIMX JOKYMEHTOB JOJDKHA
OTpakaTh epeMelleHIe JOKYMEHTOB OT MOMEHTA IIPUEeMa JI0 MTOIIIUBKY UX B JIEJI0 TTOCIIe
3aBeplleHus ucnonHeHus. OneporpaMma UCXOISIIMX JIOKYMEHTOB JIOJDKHA OTpa)kaTh
nepeMeleHue JOKyMEHTOB OT MOMEHTA MOJTOTOBKH MX IPOEKTOB JI0 OTIPABKH MX W3
yupexaeHus. Oneporpamma JBH)KCHUS BHYTPEHHHX JOKYMEHTOB — OT MOMEHTa
IIOArOTOBKH npoeKTa I[OKyMCHTa J0 NOAIIMBKHU B ICJIO0.

Kpurtepun onenku (BbINoJiHEHHE KAKI0T0 KPUTEPHUS OLIEHUBAaeTCs B 2 §aJjLia, eciin
BBITNIOJHEH MOJHOCTHIO, B 1 6aJL1, eC/T BBHINMOJTHEH YaCTUYHO).

1. Onmcana Mojedb OpPraHU3alUH JTOKYMEHTOO0OpOTa (HCIOJB3YSl MaTepUalIbl
KOHKPETHOTO MPENPHUITUS MU COOCTBEHHYIO pa3paboTKy).

2. OmpefeneH COCTaB JOJDKHOCTHBIX JIMI[, YYaCTBYIOIIMX B 00pabOTKEe M MCIIOJHEHUH
JIOKYMEHTOB.

3. [IpeacraByieHbl CXEMbI JBH)KCHHS JOKYMEHTHBIX TIOTOKOB OpPraHU3aI[UH.

4. CocraBiieHa omneporpamMma JIBH)KCHUS JIOKYMEHTOB C y4ETOM CTaHAapTHOW CXEMBbI
JIBHOKEHHUS TI0 BRIOPAHHOMY HAIPaBJICHUIO.

5. HpC,HJ'IO)KeHbI BapI/IaHTI)I OIITUMHU3ALNU IBUXKXCHUS IlOKyMCHTOB B opraHmaunn.

TpeOOBaHUS K  COCTaBICHUIO  YIPaBICHYECKUX
JIOKyMEHTOB (II0JIOKEHUS], JOJDKHOCTHOM HHCTPYKIIMU
pabOTHHKA, IITATHOTO PACIHCAHMSA U T.X.), HOPSIOK
BHECCHUS  M3MEHEHHMH; alTOpPUTM  IOJOTOBKH
PacTIOpsAAUTENILHON JIOKYMEHTAIMH, COTJIACOBAHUS U
BU3UPOBAHHSI.

Ymeer: (hopMupoBaTh MaKeT JTIOKYMEHTOB,
OTPaXAIOIIUX  JIEATENIbHOCTh ~ OpraHu3allud B
COOTBETCTBHH C HOPMATHBHBIMH TPEeOOBaHUSIMHU
KOHTPOJMPYIOIIUX  OpraHoB ¥ HOPMAaTHUBHO-
METOAMYECKUMH  JIOKyMEHTaMu;  oQopMiIsiATh U
COCTaBJIAITh YIIPABICHYECKHE NOKYMEHTBI: NpPHKa3bl,
MPOTOKOJIBI, JOKJIAHBIE U OOBSCHUTENbHBIC 3aMUCKY,
CIIpaBKH, CIy)KeOHbIE MHCHbMa, aKThI, OCYIIECTBIATH

perucTpanuo BXOJISIIEH u Hucxozsmen
JIOKYMEHTAIHH.
Bnaneer: TEXHOJIOTHEN OpraHu3aluu

JACJIONPOMU3BOACTBA IIpU MNPHUEME Ha BaKAHTHYIO
JOJDKHOCTbD.

[TpomeKyTOUYHBII KOHTPOJIb (KOJNYECTBO OAJITIOB)

Texyuii KOHTPoJIb 10 pa3aeny «CocraBieHue U

ocpopMne}me JOKYMEHTOB B OpraHu3anum

1 | AyauropHas pabora

CoBpeMEHHOE JIEJI0BOE MMUCHMO

OpraHu3alioHHbIe JTOKYMEHTBI, X COCTaBICHHE U
odopmnenune. PacnopsauTenbHble TOKYMEHTBI, HX
cocTaBJIeHHE U 0hopMIICHHE
NudopmarrioHHo-CrIpaBOYHbIE
cocTaBJIeHHE U 0hOpMIICHHE
Kanposas nokyMmeHTanus

JOKYMEHTBI, ux
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HampasnennocTs (mpoduis): « 9koHOMHKa» U «/IHOCTpaHHEIH S3BIK» (AHITTHHCKHIN)
Paboyast mporpamMma JMCLIMILIMHBI «J]eITompor3BOACTBO»

2 | CamocrosTenbHas padboTa (00s3aTeIbHbIe
(hopmbr)

IIpumep 3apanus:

Hanummre pasBepHyThIli OTBeT Ha TeMmy: «OOmue TpeOoBaHus K odopMIICHUIO
OpTaHU3aIMOHHBIX IOKYMEHTOBY.

Kpurtepun onenku:

Kpurepnii / Onenka Beimonnen Beimon He
HOJTHOCTBIO HEH BBITIONTHEH
4acTHY
HO
PackpbITO 0OCHOBHOE OHATHE 2 Gamna 1 Gamn 0 6annoB
Ilepeuncnens! Bce 2 Gamna 1 Gamn 0 6annoB
COCTABIISIOIIHE 3IEMEHTHI
(ctpykTypa) mpeamMera
(stBIICHUS)
JaHa xapakTepucTHKa 2 Ganna 1 Gann 0 6annoB
COCTABIIIOIINX HIIEMEHTOB
(cTpyKTypBl) IpeaMeTa
(stBIICHMS)

CoctaBrenne 1 opopMIIeHHE JOKYMEHTOB B
OpTaHHM3aLNH

OO0pa3oBaTeNbHbIE PE3YIIBTATHL:

3Haer:

OCOOGHHOCTH ¥ CTHIM  O(UIMAIBHO-IETOBBIX
TEKCTOB, IpaBmiIa OGOPMIEHHS NEJIOBOTO IHCHMA;
HpaBuIa COCTaBJICHUS u ocopmreHUS
YIIPaBIEHUYECKUX JTOKYMEHTOB (SI3BIKOBBIE (HOPMYJIIBI
oUIHAIBHBIX JOKYMEHTOB),

3HaeT: TMpaBWiIa COCTaBICHUS H  O(QOPMIICHHUS
YIPaBJICHICCKUX JOKYMEHTOB IIPH HCIIOJIb30BAHUU
TEXHHYECKUX CPEJICTB.

3 | CamocrosTenbHas padboTa (Ha BBIOOD)

IIpumep 3apanusi: CocraBbTe NMpuka3z 00 uTorax pabotel ¢ qokymeHtamu B 2012 1. B
OAO «Ponuna». B KOHCTaTtupymomeid 4acTH YKa)KUTE€ Ha HU3KYH TpeOOBaTebHOCTH
PYKOBOIHTEINEH IToapa3ieNieHnii K KaueCTBY MOATOTOBKM JOKYMEHTOB U KOHTPOJIS 33 UX
UCTIOJIHEHHEM. B pacnopsauTensHONH 4YacTH oOpaTHTE BHHMAaHHE PYKOBOAMTENEH Ha
MOBBIIICHHE TPEOOBATEIHLHOCTH K paOOTHUKAM B YacTH paboThl ¢ JoKyMeHTaMu. [laiiTe
3aJjaHie COTPYAHHUKY, OTBEYAIOLIEMY 3a JAENONpPOM3BOACTBO, pa3paboTarb Mephl IIO
VIIYYIIEHHIO 3TOH PaOOTEHI.

Kputepun omeHkn (BbINOJTHEHHE KAKI0T0 KpuUTepus omeHusBaercss B 1,5 Gasia,
€CJIM BbITIOJIHEH MOJHOCTBIO, B 1 62111, €C/Id BBINOJIHEH YACTUYHO).
1.IMpukazopopmiern Ha ONaHKE OpraHM3alM M COAEPXKAT CIEAYIOIINE PEKBH3HUTHI:
HavMEHOBaHHE OpraHU3aly, HAMMEHOBaHUE BUA JTOKYMEHTA, J1aTa, PEerHCTPalMOHHbINA
HOMEp, MECTO COCTABJIEHMUS, 3ar0JIOBOK K TEKCTY, OTMETKA O KOHTPOJIE, TEKCT, MOIHUCH,
BU3BI COTJIACOBAHUS U 03HAKOMJICHHSI, OTMETKA 00 UCTIONHUTENE (TP HEOOXOAUMOCTH).
2. B xoHCTaTHpYIOLIEeH YaCTH OTPa)KEeHbI (PaKThl U COOBITHUS, MOCTYKUBIINE OCHOBAHHEM
JUTSL N3IaHHS TIPHKa3a.

3. B pacnopsianTenbHON 4acTH yKa3aHbl IPEANUCHIBAEMbIE PACTIOPIUTENbHBIE 1eHCTBUS
(3amaHusl, MOPYYEHHs); HAMMEHOBAHWE JOJDKHOCTEH, (aMWIMM W WHULUAIBI JIUIL,
KOTOPBIM IIOPYYEHO BBIIIOJTHCHUEC 33.}13HI/II71 HJIA KOTOPBIC ABIAIOTCA OTBETCTBCHHBIMU 3a
BBITIOJTHEHUE MTPUKa3a; CPOK UCTIONHEHHS IPHKa3a.

4. CobmrozieH anroput™ opopMIICHHS TPUKa3a.

Cocrasnenne 1 0hopMIIeHHE TOKYMEHTOB B
OpraHu3aluu

O0pazoBarenbHbIe PE3YIIbTATHI:

YMeeT: BeCTH JEIOBYIO IEpENuCKy; HCIONb30BaTh
Ha0Op PEKBH3HUTOB MOKYMEHTa, OTPAaXKAIOMIUH ero
O0COOGHHOCTH ¥  Ha3HA4YeHWE, MOJrOTaBINBATh
MyONMYHOE BBICTYIUICHHE: TeMa, ITOMCK Marepuala,
apryMEHTUPOBAHME, Hayajo, pa3BepThIBAHHE U
3aBepIIeHNe

KonTponbsHOE MeponpusiTHe 10 pazaeny 3

IIpumep 3aganusi: Ha matepuane usBectHOro Bam npeanpusitust mpoaeMOHCTpUpyHTe
peaM3alio TEXHOJIOTUH OpraHU3alluy JeJONPON3BOICTBA IIPH NPHEME Ha BAaKaHTHYIO
JIOJDKHOCTb.

Kputepun onenku (BbInoJIHeHHE KAKI0T0 KpUTEPHs oneHuBaeTcs B 1 6am, ecan
BBINOJIHEH MOJHOCTHIO, B (0,5 6aJ1a, ecJi BHINOJHEH YACTHYHO).

OO6pa3zoBaresbHbIC Pe3yIbTATHL:

VYMeeT: mnpuUMEHsss porpaMMHOe oOecredeHHe,
co3ziate YIIpaBICHYECKUE JIOKYMEHTBI B
TpaaulIMOHHBIX u AaBTOMAaTU3UPOBAHHBIX
TEXHOJIOTHSIX; Ha OCHOBE OPOrpaMMHOTO
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1. OnmnucaHa cuTyauuss U3MEHCHHUS NESATEIBHOCTH OPTAHHM3AI[MH, OTpaXKarolast
HEOOXOANMOCTD MPUBIICYECHHUS HOBBIX COTPYIHHKOB;

CthopmynupoBaH nepedeHs TpeOOBaHU K BAKAHTHON JTOJDKHOCTH;
CocraBiieHa IMYHOCTHAS crieU(UKAINS [UII 0TOOpa HYKHBIX COTPYAHUKOB;
BHeceHbI H3MEHEHUSI B THITOBYIO JIOJDKHOCTHYIO HHCTPYKIIHUIO,

Paspaborana ¢popma aHKeThl Ha BAKaHTHYIO JJOJDKHOCTh U (pOpMa OIL[CHOYHOTO
JIACTA,

CocrapieH nmpuka3 1 0pOpMIICH TPYA0BOM JOTOBOP

7. OdopmiieHBI TUYHOE NS0, THYHAS KapTO4Ka U TPYIOBask KHIKKA,

arwn

S

obecrieueHus KIacCU(UIUPOBATH u
CUCTEMATU3UPOBATh HOKYMCHTBI Ha CTaauud HX
06p3.60TKI/I u XpaHCHUs, OpraHu3oBaThb
JIOKYMEHTOOOOpOT Ha MPEANPHATHH, HCIOIb3Ys
OCHOBHBIC oucHsle MporpaMMBI:
MicrosoftOfficeWord, MicrosoftOfficeExcel u mp.;
OCYHICCTBJIATH aApXUBHUPOBAaHUC YIpaBJICHYCCKUX

JIOKYMEHTOB € IIOMOLIBI0 KOMIIBIOTEPHBIX IIPOIPaAMM;
MOATOTaBINBATh JOKYMEHTHI K XPaHCHHIO, NCIIOJIb3YS
OCHOBHBIE oducHbIC IpOrpaMMBbl:
MicrosoftOfficeWord, MicrosoftOfficeExcel u ap.

[IpoMexyTOUHBI KOHTPOJIH (KOJIHMYECTBO OAIIIIOB)

Tekyumii kouTpoas no pasaeny «Homenkiaarypa

JAECJD>

1 | Aynuropnas pabota

O0mue TpedoBaHMs K CUCTEMATU3aLUl JOKYMEHTOB
U (OPMUPOBAHHIO JEJT
IToAroToBKa JOKYMCHTOB K apXHBHOMY XPaHECHHIO

2 | CamocrositenbHas padoTta (00s3aTenbHbIC
(hopmeI)

IIpumep 3amanms:

Hanummure pa3BepHyThIii 0TBET Ha TeMy: «OCOOCHHOCTH COCTABICHHS HOMEHKJIATYPHI
JIeT] OpTaHU3aLAN.

Kputepuu onieHKH: CM. BBIIIE.

Homenxkmnarypa nen oprannzanun

O0pazoBaTeNbHbIE PE3YIIBTATHI:

3HaeT: NpU3HaKud U QYHKIMH TOKYMEHTA; CTPYKTYPY
CHUCTEM JOKYMEHTAllUW; COCTaB YHU(DUIIMPOBAHHOMN
CHCTeMBl  JOKYMEHTAallWH, 3HAaeT:  YCTpPOWCTBa
CO3JaHuUs 3JIEKTPOHHON YIIpaBJICHYECKOH
HH(POPMAIMH, DJICKTPOHHBIC CIPABOYHBIC CIIYKOBI
(BHIEOTEKA, TEJIETEKCT, TeyeaBTorpad), KaHaibl W

CeTH  DJIEKTPOHHOH  TOYTHl UL JOBEICHHUS

WHPOPMAIMH JI0 TOAYNHEHHBIX.

3 | CamocrositensHas paboTa (Ha BHIOOD) IMpumep 3ananns: COCTaBUTH ONKCH Ha Ielia (IIOCTOSHHOTO U BPEMEHHOTO XpaHeHH S, OOGpa3zoBaTeNbHbIC Pe3yIbTATHL:
HOIJIeKAIINE CAAYe B apXUB — Ha BEIOOP). OIpeAeInTh OCICA0BATEILHOCTS VYMeeT: mpUMeHsss [pPOrpaMMHOe — OobecredeHwe,
PACIIOJIOKEHMS IeTT B OIIFCH, COCTaB JOJDKHOCTHBIX JIHII, IPUHAMABIINX YYacTHE B co31aTh yIpaBlIeHIECKHE JOKYMEHTBI B
COCTaBJICHNUHY, BUSUPOBAHUHN U COTJIACOBAHUU 3THUX JOKYMCHTOB TpaaAulIMOHHBIX u AaBTOMAaTU3UPOBAHHBIX
Kpurepun omeHkr (BBIIONHEHHE KaXKIOT0 KPUTEPHst OLleHHBaeTcs B 1 Gam). TEXHOJIOTHSIX; Ha OCHOBE HPOrPaMMHOT0
1. CocraBieHa onuch Ha Aena. obecrieueHus KJIaccU(UIUPOBATH u
2. OrnpepeneHa MmociIe0BaTeIbHOCTD PACTIONOKEHHS eI B OTIHCH. CHCTEMAaTH3MpOBAaTh JOKYMEHTHl Ha CTaguH WX
3. OmpepeneH cocTaB JOJDKHOCTHBIX JIMII, TPUHAMABIINX YYacTHE B 00paboTKu u XpaHCHHSL; OpraHu30BaTh
COCTaBJICHHUHY, BUSUPOBAHUHU U COTIACOBAHUU 3THUX JOKYMECHTOB. }IOKyMCHTOO60pOT Ha TPCANPUATUH, HUCIIOJIB3YS
4. CocraBneHa HTOTOBas 3aIHCh. OCHOBHBIE o¢ucHsle HPOTrPaMMBI:
5. BHYTpeHHss OITHCh MOANMKMCAHA COCTABUTEIICM. MicrosoftOfficeWord, MicrosoftOfficeExcel u np.;
OCYILIECTBIATh ~ APXMBHPOBAaHHE  YIPaBICHYECKHX

}IOKyMCHTOB C IMOMOIIBIO KOM]’[BIOTeprIX nporpaMM;
MOATrOTaBJIMBATh JOKYMEHTHI K XpaHCHUIO, UCIIOJIb3Y A
OCHOBHBIC oducHsle MporpaMMBbl:
MicrosoftOfficeWord, MicrosoftOfficeExcel u ap.

KonTponbsHOE MeponpusiTHe 10 pazaeny 3

IIpumep 3aganus:

CocTaBUTh HOMEHKJIATYPY JIeJl KOHKPETHOM OpraHu3alyu

O0pazoBaTenbHbIC PE3YIbTATHL:
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KpI/ITepI/II/I OLCHKH (BI)IHOJ'IHCHI/IG KaXXJA0ro KpuTepust OLCHUBACTCA B 2 6anna, €ClIn

BBITIOJIHEH TIOJIHOCTBIO, B 1 Gas1, eClii BBIIOJHEH YaCTHIHO).

1. Bribpano yupexaeHue (MpeanpusITHe) U COCTABICHUS HOMEHKIIATYPBI JeJ.
2. IlpencraBieHo  [ITAaTHOE  pACIHCAHUE JUIL  OMNPEACICHUS  CTPYKTYpHI
HOMCHKJIATYPHI JICI.

3. 3arnosiHeHbI rpadbl TA0IUIBI OCHOBHOW YaCTH HOMEHKJIATYPHI [

4. IIpuBeeHA HTOTOBAS 3AMUCH O KATErOPHSX U KOJNYECTBE 3aBEACHHBIX JICTL.

5. HomenknaTypa yTBepkKIeHa pyKOBOAUTEIEM OpPTaHHU3AIIHH.

YMeeT: NpuUMEHSAs INPOrpaMMHOE  OOEcHeuYeHUe,
CO31aTh YHPaBJICHYCCKHUE JOKYMCHTBI B
TpaaAuLIMOHHBIX u ABTOMATU3HUPOBAHHBIX
TCXHOJIOTHUAX, Ha OCHOBC IIporpaMMHOTO
obecrieueHus KIacCU(UIUPOBATH u
CUCTEMATU3UPOBATh HOKYMECHTBI Ha CTaauud HX
06p3.60TKI/I n XpaHCHUS; OpraHmn3oBaTh
JIOKYMEHTOOOOpOT Ha MPEANPHATHH, HCIOIb3Ys
OCHOBHBIC oucHsle MporpaMMBI:
MicrosoftOfficeWord, MicrosoftOfficeExcel u mp.;
OCYHICCTBJIAATH ApXUBHUPOBAHUEC YHIpaBJICHYCCKUX
JOKYMEHTOB C IIOMOIIBIO KOMITBIOTEPHBIX IIPOTrPaMM;
MOATOTaBIMBATh JOKYMEHTHI K XpPaHCHHIO, UCITOJIb3YS
OCHOBHBIE oducHbIC IIPOTPaMMBI:
MicrosoftOfficeWord, MicrosoftOfficeExcel u ap.

[IpoMexyTOUHBI KOHTPOJIH (KOJIHMYECTBO OAIIIIOB)

HpOMC)KyTO‘{HaH aTrecrauus

Hpe,}.’[CTaBJ’[eHH B (1)OHZ[C OLCHOYHBIX CPCACTB IJId HpOMC)I(yTO‘IHOﬁ aTTeCTalyy 1o JUCIHUIIIINHE
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