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Hamnpasnernocts (mpoduis): « DHHAHCOBEIN CEPBUCH
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IIporpammy cocraBuii(u):

Pe3yn Cpernana IOpbeBHa

[Mpu HamuuK 00yYaArOUIMXCS M3 YHCIA JIUL C OTPAaHUYEHHBIMHU BO3MOKHOCTSIMH 37I0POBbSI, KOTOPBIM HEOOXOIUM OCOOBIH OPSIOK
OCBOCHHS AUCLUILIMHBI (MOAYJIS), O UX JKEIaHUIO pa3pabaTbIBaeTCs aJanTHPOBAHHAS K OTPAHUYEHHSIM X 3JJ0POBbs pabouast

porpamMMa JUCLHIUIUHEI (MOILYJIsT).

PabouasnporpaMMa uCIUIITHHBL

I[eJ'IOl'lpOI/BBOZ[CTBO

paspaborana B coorBercTBuu ¢ ®I'OC BO:

DepepabHbIi TOCYAapCTBEHHBIH 00pa30BaTeIbHBII CTAHAAPT BHICIIET0 00pa3oBaHus — GaKalaBpHaT 110 HANPABICHHUIO TOATOTOBKU
43.03.01 CepBuc, yTBep K ICHHBIH nprKa3oM MuHucTepcTBa 00pasoBanus 1 Hayku Poccuiickoit denepanun ot 8 urons 2017 r. Ne 514

COCTaBJICHA HAa OCHOBAHUHA y‘IEGHOFO IJ1aHa:

Hamnpasnenue noarorosku: 43.03.01 Cepsuc
Hanpagsnennocts (npoduib): « DHHAHCOBBIN CEPBUC»

yTBepkaeHHoro YuéneiM coeroM CI'CITY ot 31.08.2020 mpotokosn Ne 1

Pa6ouas mporpamma oro0peHa Ha 3aceanuu Kadeapsl

YnpasieHus, cepBHCHBIX TEXHOJIOTHI U IKOHOMUYECKOT0 00pa3oBaHus

ITpoTokoi ot 25.08.2020 r.  Nel

IMepeyTBepxeHa Ha OCHOBaHUH peleHus ydeHoro cosera CI'CITY
[Iporokoin 3acemanus Yaernoro coera CI'CITY ot 25.02.2022 r. Ne7.
3aB. kapenpoii JI.. Oumman

Hauanenuk YOIT
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% H.A. lomanuna
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Hanpasnenne noarorosxu: 43.03.01 Cepsuc
HanpasnerHocTs (po¢miib): «DHHAHCOBBIN CEPBHCH
Paboyast mporpamMma JUCHMILIMHBI «J{eITompor3BOACTBO»

1. HEJIX U 3AJAYHN OCBOEHUSA JUCIUITIJIMHBI (MOAYJIS)

Hesab nzyyenusi qucuumiannbl: copmuponats 3aganabie OITOIT BO acnekTbl KOMIETEHIMH.
3agauu U3y4yeHHs AMCHUTIMHBI. COOPMUPOBATH 3aIUIAHUPOBAHHBIE 00PA30BaTEIILHBIE PE3yIbTAThI
ObaacTb npogeccHoHANIBHOI T1eATeTbHOCTH

08 ®uHAHCHI ¥ DKOHOMHKA,

40 CxBo3HbIC BBl PO(HECCHOHATIBLHO IESTEIHPHOCTH B IPOMBIIICHHOCTH

2. MECTO JUCHMILTUHBI (MOAYJIsI) B CTPYKTYPE OBPA3OBATEJBbHOM ITPOTPAMMObI

Iuka (paszen) OI: [51.0.03

2.1|Tpe60|3amm K NpeIBapUTeJbHOI NOATOTOBKE 00y4Yalouerocs:

Coaep)l(aHHe JUCIHUIIIMHBI 63.3I/IpyeTC${ Ha MaTepuaje:

OCHOBHI MCHEPKMEHTA B CCPBHCE

MertobI IPUHSTHS pelIeHUi

Pycckuii sI3bIK U KyJIbTypa pedn

IIpaBoBoe perymupoBaHue TPYIOBBIX OTHOIICHUN

2.2| AucuuIuIMHbI (MOAYJIM) U MPAKTHKH, IJISI KOTOPHIX 0CBOEHHE TAHHOM THCHUIINHBI (MOIYJIsl) HEOOX0INMMO KaK
npeaecTByoniee:

Oprasu3aiioHHOE IPOEKTHPOBAHUE B CEPBUCHOM JIEATEIHHOCTH

BI/ISHCC'HJ’[aHI/IpOBaHI/Ie

3. KOMIIETEHIIMX OBYYAIOIIEI'OCs, @OPMUPYEMBIE B PE3YJIbTATE OCBOEHUS JUCITUIIJINHbI
MOoAayJist)

YK-4. Cioco0eH oCylecTBJIATH A€JI0BYI0 KOMMYHHKALMIO B YCTHOH M MHCbMEHHOH (hopMax HA rocyJapCcTBEHHOM fI3bIKe
Poccuiickoii @eaepanyu 1 HHOCTPAaHHOM(bIX) sI3bIKe(aX)

YK-4.1. BeioupaeTt Ha rocyiapcTBeHHOM U HHOCTPAHHOM(bIX) fI3bIKe(aX) KOMMYHHKATHBHO NPHeMJIeMble CTU/Ib 1eJI0BOI0
001enns, BepdajabHble H HeBepOaJIbHbIe CPEJACTBA B3aMMO/IEICTBHUSI ¢ NAPTHEpPaAMH

3HaeT: 0COOCHHOCTH U CTHIIH OCbI/IL[I/IaJ'H:HO-IIeJIOBBIX TEKCTOB, ITpaBHJIa O(I)OPMJIGHI/IH ACJIOBOTO IMMCbMaA,; MpaBUJia COCTABJICHUA U
O(l)OpMJ'ICHI/IH YHOpaBJICHYCCKUX JOKYMEHTOB (HSLIKOBLIC (pOpMyJ'ILI 0(1)I/II_II/IaJ'[I)HI>IX L[OKyMeHTOB).

YK-4.2. Ucnoab3yeT nHGOPMAIHOHHO-KOMMYHUKAIMOHHbIE TEXHOJOTHHU NPH NMOUCKe He00X0uMoii nHopManuu B mpoiecce
peleHusi pa3JIHYHBIX KOMMYHHKATHBHBIX 32124 HA TOCYJapCTBEHHOM U HHOCTPAHHOM(BIX) s3bIKe(ax)

3Haer: IpaBuJia COCTAaBJICHUSA U 0(1)OpMJ'[eHI/I$[ YIPaBJICHYCCKUX JOKYMEHTOB ITPU MCIIOJIb30BAHUN TEXHUICCKUX CPCICTB.

YK-4.3. Benet 1e10BY10 nepenucKy, y4uThIBasi 0COOEHHOCTH CTUIMCTHKH 0UIHAIBHBIX H HeO(PUIIMAIBHBIX MUCEM,
COIIMOKYJIBTYPHBbIE pa3jiuyusi B GopMaTe KOPPECHOHIEHIIMH HA TOCYJAPCTBEHHOM U HHOCTPAHHOM(BIX) A3bIKe(aX)

3HaeT: NpU3HAKU U QYHKIUHN JOKYMEHTA; CTPYKTYpPY CHCTEM JOKYMEHTAlMU; COCTaB YHU(HUIUPOBAHHON CUCTEMBI IOKYMEHTALIUH.
VMeeT: BECTH JENOBYIO NEPENUCKY; HCHONB30BaTh HAOOP PEeKBU3UTOB JOKYMEHTA, OTPAXKAIONIHIl eT0 0COOCHHOCTH U Ha3HAa4YCHUE;
CHCTEeMAaTH3UPOBATh JOKYMEHTHI I10 BU/IAM YIIPABICHUYECKON NeITeIbHOCTH (OCHOBHAS JESITEILHOCTD, padoTa 10 IMYHOMY COCTaBy U
T.JI.); HCHONB3yS HHGDOPMAINOHHBIC TEXHONOTWH, MOATOTABIMBAaTh MyONMYHOE BBICTYINICHHE: TeMa, MONCK MaTepHana,
apryMEHTUPOBAaHUE, HAYAJIO0, pa3BEPTHIBAHUE U 3aBEPLICHUE.

OIIK-2. Cnoco0eH ocyliecTBJISTh OCHOBHbIE (DYHKIIMHU YIIPABJIeHHSs CEPBUCHON 1eATeJIbHOCTbIO

OIIK-2.2. Ucnoab3yeT 0CHOBHBIE METObI H NPHeMbI NJIAHUPOBAHUS, OPTAaHU3AIHH, MOTHBAIIMH H KOOPAMHAIUA
JesITeJILHOCTH MPeANPUsITUi (moaApa3aeennii) npeAnpusaTHii cgepbl cepBuca Win Apyrux cepax, B KOTOPbIX HEOOXOTUMO
OCYIIECTBJICHHE CEPBHCHOI AesiTeJbHOCTH

3HaeT: TpeGOBaHUS K NOIYYEHUIO (II0JIHOTA, CBOEBPEMEHHOCTh, HE3aBUCHMOCTb, JOCTOBEPHOCTD), IIEPEPA0OTKE U XPAHEHUIO
nH(OpMaH; OCHOBHBIE METOBI, CIIOCOOBI M CPEICTBA MOIYYESHHUS, XPaHEHHUS U MepepaboTKku HHPOPMALH; COBPEMEHHbBIE METOMbI
nepeBosia HHGpOpPMAaLUK B YIPABICHUYECKHE JOKYMEHTBI: COCTAaBIEHHE PACIOPSHKECHUM, IPUKA30B, MHCTPYKLUI U APYTrUX
YIIPaBIEHIECKUX JOKYMEHTOB; TPEOOBaHMUS K PAllHOHAIBHOM OpraHU3aIiy padoTHI ¢ JOKYMEHTaMH B YCIOBHUSX HCIIOJIB30BAaHHS B
arrmapare yrnpaBJICHUA 0pFaHPl3aLlPlOHHOﬁ W BBIYHCIIUTEIILHON TCXHHUKH, KaHaJIbl JOBCICHUA PIH(bOpMaLlI/II/I A0 COTPYAHUKOB
OpraHu3aIHH.

VYmeerT: MPUMEHSAA NPOrpaMMHOC O6CCHC‘{€HI/IC, CO3J1aTh YIIPABJICHYCCKHUC NOKYMCHTBHI B TPAAUIIMOHHBIX W aBTOMAaTH3UPOBAHHBIX
TEXHOJIOTHSIX; HAa OCHOBE MNPOTPaMMHOr0 oOecreyeHus KiIacCHPpUUUpOBaTh M CHUCTEMATU3UPOBATh JOKYMEHTHI Ha CTaJuU HUX
00paboTKM M XpaHEHUs, OPraHW30BaThb JOKYMEHTOOOOPOT Ha NPENNPHUITHH, HCHONB3Ys OCHOBHbIC O(UCHBIE NPOTPaMMBIL:
MicrosoftOfficeWord, MicrosoftOfficeExcel u ap.; ocymiecTBisaTh apXWBHPOBaHHWE YIPABICHYECKAX JTOKYMEHTOB C MOMOIIBIO
KOMITBPIOTEPHBIX ~TPOrpaMM; IIOATOTAaBIUBaTh JOKYMEHTbl K XPaHEHMIO, HCIIOJIb3Yysl OCHOBHBIE O(QUCHBIE NPOrpaMMBbIL:
MicrosoftOfficeWord, MicrosoftOfficeExcel u ap.

OIIK-6. Cnnoco0eH NpuMeHsiTh B IPo(heccHOHAJIbLHOI JesiTeJIbHOCTH HOPMaTHBHbBIE IPABOBbIe aKThI B cdepe cepBuca
OIIK-6.1.0cyimecTBjseT MOUCK U MPUMeHsIeT HE00X0AMMYI0 HOPMATHBHO-NIPABOBYI0 TOKYMEHTALMIO /ISl 1eATeIbHOCTH B
H30panHoii npodeccHoHATbLHOI cdepe
3HaeT: yCTpOoHcTBa CO3JaHMA JIEKTPOHHOH yIpaBieHYecKol HH(OpMaIiH, JIEKTPOHHbIE CITPABOYHBIE CIIYKOBI (BUIEOTEKA,

TEJIETEKCT, TeneaBTorpad), KaHaJIbl U CETH JJICKTPOHHOM MOYTHI AJIs TOBEeICHUs HH(OPMAIIMH 10 TTOTYHHEHHBIX.

YMeeT: aHaIM3UpOBaTh 3aKOHOATEILCTBO M IPAKTUKY €r0 MPUMEHEHHS AJIsl pabOTHI C YIIPABIEHYECKOH IOKYMEHTalreH.
OIIK-6.2.Co0.11012eT 3aK0HO01aTeIbCTBO Poccuiickoii Depepanuu o npegocTaBJIeHHH YCIyTr

3HaeT: HOPMbI IIpaBa U HOPMATUBHO-IIPABOBBIE AKTbI, PETYJIUPYIOIINE B3aUMOOTHOILICHHS OPTaHU3allUl U KOHTPOJIUPYIOLINX

OPraHoOB; JIEHCTBYIOIINE TOCYAAPCTBEHHBIE HOPMATHBHO-METOJUUECKUE IOKYMEHTHI, PErIaMEeHTHPYIOIHIE NesITeIbHOCTh
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Hanpasnenne noarorosxu: 43.03.01 Cepsuc
HanpasnerHocTs (po¢miib): «DHHAHCOBBIN CEPBHCH
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opraHu3alui cepBuca.
Ymeer: o6ecniednTh COONI0IEHNE JOKYMEHTOB JIEHCTBYIOIEMY 3aKOHOJATEIbCTRY.

OIIK-6.3.06ecnieunBaeT JOKYMEHTO0G0POT B COOTBETCTBHH C HOPMATHBHBIMH TPeOOBaAHUSIMU

3HaeT: BUIBI yIPABIEHUYECKOH TOKYMEHTALNH; 00IIe TpeOOBaHMS K COCTABICHHUIO YIIPABICHIECKUX TOKYM EHTOB (IIOJI0KEHHUS,
JIOJDKHOCTHOM MHCTPYKIMHU paOOTHHKA, IITATHOTO PACIIUCAHUS U T.[I.), TOPSIOK BHECEHHS] U3MEHEHHIA; aITOPUTM HOATOTOBKU
pacnopsaIuTenbHON TOKyMEHTAlllH, COTJIACOBAaHUS U BU3UPOBAHUS.

Ymeer: GopMHpPOBATh NAKET JOKYMEHTOB, OTPAKAIOLIHNX JIESTEILHOCTh OPTaHU3aH B COOTBETCTBUU C HOPMATUBHBIMHU
TpeOOBaHUAMH KOHTPOJIHPYIOMINX OPTaHOB 1 HOPMAaTHBHO-METOIMYECKUMH JOKYMEHTaMH; 0(pOPMIITH U COCTaBIIATD
yHpaBJeHYECKHE JOKYMEHTHI: IIPUKa3bl, IPOTOKOJIBI, TOKJIAAHbIE U OOBSICHUTEIbHBIE 3aIIUCKU, CIIPABKH, CIY)KeOHbIE MMHChMa, aKThI;
OCYILECTBIIATh PErUCTPALMIO BXOASIIEH U MCXOAAIIEN TOKyMEHTAIHH.

Brnaneer: TexHonorueit opraHu3anyy AeJI0NpOU3BOACTBA IPH MTPHEME Ha BAKAHTHYIO JOJDKHOCTD.

4. CTPYKTYPA U COJEP KAHUE JUCHUIIJIMHBI (MOLY JIA)

Kon HanmeHoBaHuUe pa3e/10B U TeM /BUJ 3aHATHS/ Cemectp | Yacos | MuTepakr.
3aHSATHS
Paznen 1. Jles0npon3BoACTBO, ero 3aK0HOJATeIbHOE "
HOPMATHBHO-METOIHYECKOE PeryJIHPOBaHNE
1.1 HopMaTHBHO — 3aKOHOATENbHBIE OCHOBBI CUCTEMBI JeJI0NpOU3BoACcTBa /JIeK/ 7 2 0
1.2 HopmatuBHO — 3aKOHOAATENIbHBIE OCHOBBI CHCTEMBI JIeNIonpou3BoacTaa /I1p/ 7 2 0
1.3 HopmatruBHO — 3aKOHOATENIbHBIE OCHOBBI CHCTEMBI Jienionpon3BojicTia /Cp/ 7 21 0
1.4 Cuctems! jokyMeHTanuy. CTanaapTusaiyst ¥ yHuuKaus J0KyMeHToB /JIex/ 7 2 0
1.5 Cucremsl jokymeHTanuy. CtaHmapTu3anys 1 yHudHUKams 1oKkymeHTos /IIp/ 7 4 1
Pasgen 2. TexHOJOrMHM BeleHHs JAeJONPOM3BOACTBA B  OPTraHH3AINH,
yupexIeHuu
2.1 JlokyMeHT0060pOT B Opranu3arwu /JIex/ 7 2 1
2.2 JlokymeHnToo60opoTt B opranuzaimu /I1p/ 7 4 1
2.3 TexHosoruy BeAeHus fesonpoussocraa /Cp/ 7 21 0
Pa3znes 3. CocTaBjieHne u opopmiaeHne JOKYMEHTOB B OPraHH3aluU
3.1 OcHoBHBIE TpeOOBaHHS K O(OPMIICHHIO YIPaBICHUYSCKHX (OpPraHU3allMOHHO - 7 2 0
pacIopsUTEIbHBIX) TOKYMEHTOB /JIex/
3.2 OcHoBHBIE TpeOoBaHHS K O(OPMIICHHIO YIPaBICHUYECKHX (OpPraHU3allMOHHO - 7 4 0
pacnopsauTenbHbIX) JoKyMeHTOB /I1p/
3.3 CoBpeMeHHOE J1eJI0BOe MUChMO /JIek/ 7 2 1
3.4 CoBpemeHHoe jesioBoe nucbmo /TIp/ 7 4 1
3.5 OpraHu3aloHHbIe JOKYMEHTBI, UX COCTaBleHue U opopmieHue /JIex/ 7 2 1
3.6 OpraHu3aloHHbIe JOKYMEHTHI, HX cocTaBieHue U odopmienue /IIp/ 7 4 1
3.7 PacropsiturensHbIe JOKYMEHTHI, HX cocTaBieHne u odopmienue /Jlek/ 7 2 1
3.8 PacnopsiiitenbHbIe JOKYMEHTBI, HX cocTaBieHue U ohopmieHue /T1p/ 7 4 1
3.9 MHpopMamoHHO-CIIpaBOYHbIC JOKYMEHTHI, UX cocTaBiieHHe 1 opopmienue /Jlex/ 7 2 1
3.10 MHudopMalmoHHO-CIIpaBOvHbIC JOKYMEHTHI, UX cocTaBiieHune U odopmienue /TIp/ 7 4 1
3.11 Kanposas noxymenTarus /Jlek/ 7 2 1
3.12 Kanposas nokymenTanus /IIp/ 7 2 1
3.13 Cocrasiienue U oopMIIcHHE TOKYMEHTOB B opranu3saimu /Cp/ 7 22 0
Pasnen 4. Homenkaarypa nes
4.1 O06ume TpeboBaHHUs K CHCTEMATU3aIMK JOKYMEHTOB U (opMupoBanuto aen /Jlex/ 7 2 0
4.2 O61mre TpeOGoBaHMs K CHCTEMATH3AINK JOKYMEHTOB U (hopMupoBanmio e /Ip/ 7 2 0
4.3 IToAroToBKa JOKYMEHTOB K apXUBHOMY xpaHeHuro /JIex/ 7 2 1
4.4 IToaroToBka JOKyMEHTOB K apXUBHOMY XpaHeHuio /I1p/ 7 2 0
4.5 Howmenkiatypa nen opranusaru /Cp/ 7 22 0
5. OneHo4YHbIC M METOAHYECKHE MaTePHaJIbl 10 JMCHUILIMHE (MOLYJII0)
5.1. Conepixanune ayAuTOPHOI padoThl 10 JMCHMILIUHE (MOAYJII0)
7 cemectp, 11 nexkuuii, 18 npakTHYeCKNX 3aHATHI
Pa3znen 1. [lesionpon3BoacTBoO, €ro 3aKOHOAaTeJIbHOE H HOPMATHBHO-METOANYECKOE PeryIHpPOBaHHe
Jlextust Ne 1 (2 gaca)
HopmaTuBHO — 3aKOHOAATEIbHBIE OCHOBBI CHCTEMBI 1EJIONIPOU3BOICTBA
Bompoce! u 3aganHust:
1. Hcropus ynpaBieHUs U ACIONPOU3BOACTBA.
2. HopmaTuBHBIE TpaBOBBIE aKThl (elepabHBIX OpPraHOB HCIOJHHUTENBHOW BIIACTH, PETVIAMEHTUPYIOUIAE BOIPOCHI
JIOKYMEHTAIIMOHHOTO 00eCIeYeHusI.
3. T'ocynmapcTBeHHBIC CTaHIAPTHI Ha BECHUE JJOKYMEHTAIIUH.
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Ipakruueckoe 3ansTre Ne 1 (2 gaca)
HopMaTHBHO — 3aKOHOAATEIbHBIE OCHOBBI CHCTEMBI IEJIOMPOU3BOICTBA
Bompocs! u 3aganmst:

1. Bo3HUKHOBEHHE U pa3BUTHE AEIONPOU3BOACTBA B yupexaeHusx Poccun XVI— XVII BB.

2. OcCHOBHBIC YEpPTHI M OTIHYHUS JENONpoM3BojAcTBa B yupexneHusx Poccum XVIII B, or genonpousBojicTsa
IpeIIeCTBYIOIEro NepHoa.

3. JenonpousBoactso B yupeskaeHuax Poccun XIX — Hayana XX B.

4. CTaHOBICHHE U Pa3BUTHE ACIOMPOU3BOJICTBA B COBETCKHX TOCYAAaPCTBCHHBIX YUPEKICHHSAX.

5. Oprasuzanus cryx0bl JOKYMEHTAIIMOHHOTO 00ECIICUCHHUs yIIPaBICHHS Ha COBPEMCHHOM 3Talle.

Jlexuus Ne 2 (2 gaca)
Cuctemsl fokymenTaunu. CtanaapTusanys 1 yHUQHUKALUs T0KyMEHTOB
Bompocs! u 3amanmst:
CymHoCTh MOHATHUS «JJOKyMEHT».
JoxymenT kak cuctema. CBoiicTBa nokymenta. [Ipu3naku qokymenTta. OyHKIIMH TOKyMEHTA.
CucTeMbl JOKyMEHTALIUH.
Crangaptuzanus 1 yHHUKaIUs JOKyMEHTOB.
YHUpUUIUPOBaHHBIE CUCTEMBI IOKYMEHTAIIHH.
[paktudeckue 3ansatust Ne 2-3 (4 gyaca)
Cucremsl fjokymeHnTauuu. CranaapTusanus 1 yHUQHUKALUs TOKYMEHTOB

agrwnE

Bompocs! u 3amanwst:
1. JIoKyMeHT: onpeJie/ieHue, CBOICTBa, (YHKLUH.
2. Cranaptusaiys U yHU(DUKAIUS JOKYMEHTOB.
3. OcHoBHBIC (enepanbHble 3aKOHBI M HOPMATHBHO-METOIMYECKHE JIOKYMEHTBHI, pEerjJaMeHTHPYIOUIME IpaBuia paboThl C
JOKYMEHTUPOBAaHHOW HH(pOpMAIIHEH.
4. lonsaTHe n KIaccuuKanys JOKYMEHTO000pOTa PEANPUATHS.
5. O01Ire NPUHIMIIE OPTaHU3aLIH PAIIMOHAIBHOTO JOKYMEHTO000pOTa HA MPEATIPUSITHH.
6. DOTanbl JBIKEHHUS BXOASIIECTO, HCXOASIIET0 U BHYTPEHHETO IOKYMEHTOIIOTOKOB Ha MPEIIPUSITHH.
7. Peructpanus TOKyMeHTOB (BXOASIINX, HCXOIAIINX, BHYTPEHHHX): 3HAUCHHE, MpaBmia, (JOPMBI.
8. O0beM U rpad K TOKYMEHTOO00POTA.
9. 3HayeHUe M TEXHOJIOTUS OCYIIECTBICHHSI KOHTPOJISI HCIIOIHEHHUS JOKyMEHTOB.
Paznen 2. Texnoioruu BeeHusI 1eJ10MPON3BOICTBA B OPraHU3aNHU, YUPeKIeHHU
Jlextust Ne 3 (2 gaca)
JIoOKyMEeHTO00O0pOT B OpraHu3aluu
Bompocs! u 3amanmst:

1. OCHOBHBIE 3Talbl JBIKEHUS JOKYMEHTOB B OpraHU3allUH.
2. Peructpanus u nnaexcamys JOKyMEeHTOB.
3. Kontpons 3a ucronmnennem nokymMeHToB. CpOKH UCIIOTHEHUS JOKYMEHTOB.

IMpakTuueckue 3anatus Ne 4-5 (4 gaca)
JloKyMeHTOO0OpOT B OpTaHU3AIAN
Bomnpocs! u 3ananus:

1. O0paboTKa UCIONMHEHHBIX M OTHPABISIEMBIX JOKYMEHTOB.

2. AHanM3 CTPYKTYpBI JOKYMEHTOO00pOTA.

3. Merto[pl yueTa u COKpaIleHns: TOKyMEHTO000poTa.

4. Opranuzaiys palyoHaIbHOTO ABWKEHHS JTOKYMEHTOB BHYTPH NPEAIIPUSITHS.

Pazgen 3. CocraBienne u opopmiieHHE JOKYMEHTOB B OPraHH3allH
Jlexiust Ne 4 (2 yaca)
OcHoBHBIE TPeOOBaHUS K 0(OPMIICHIIO YIPaBIEHUECKUX (OpPraHU3alHOHHO - PaCHOPSAAUTENBHBIX) JOKYMEHTOB
Bomnpocs! u 3ananus:
IpaBnna ohopMIICHUS JOKYMEHTOB IIPH UCIOJIB30BAHIN TEXHHIECKUX CPE/ICTB.
Enunble TpeOoBaHus K GiaHKaM JOKYMEHTOB.
CocTaB peKBU3UTOB OPraHU3ALMOHHO - PACIIOPSIUTENIBHBIX JOKYMEHTOB.
PexBu3uThI CofiepkaTeNbHON YacTH TOKYMEHTA.
PexBusuts! oopmiAtomieil 4acTH JOKYMEHTA.
IMpakTuueckue 3auatus Ne 6-7 (4 gaca)

OcHOBHBIE TPeOOBaHUS K 0pOPMIICHIIO yIpaBIeHUECKUX (OpraHU3alHOHHO - PaCHOPSAIUTEIBHBIX) JOKYMEHTOB

Bomnpocs! 1 3ananus:

agrwNE

1. HazoBute 0CHOBHBIE BHIBI JOKYMEHTOB, IPUBEIUTE HX KIacCH(pUKAINIO.

2. OxapaxTepu3yiHTe CUCTEMBI YIPaBICHYECKUX JOKyMEHTOB. [10 KakoMy IPHU3HAKY BBILAEIEHBI CUCTEMbI JOKYMEHTALUH?
IpuBenute mpuMepsl JOKYMEHTOB MO KaXKIOW CUCTEME YIPABICHYSCKUX TOKYMEHTOB.

3. OxapakTepu3yiTe CTpYKTYpy AOKYMEHTa (TIOCTOSHHBIE U IIEPEMEHHBIE PEKBU3UTHI, IPOAOILHOE U YITIOBOE PACIIOI0KEHNE
PEKBHU3HTOB).

4. Coopmynupyiite obmue npaBuia 0GOpMIICHHS YIIPaBICHYECKNX (OpraHU3aOHHO-PACTIOPSIUTENbHBIX) JOKYMEHTOB

5. PackpoiiTe pekBU3HTHI cIyXeOHBIX JokyMeHTOB coriiacHo ['OCT P 7.0.97-2016) «TpeGoBanus kK opopMIIeHUIO
JOKYMEHTOBY.

6. Chopmynupyiite mpaBuiia 0popMIICHAS PEKBU3UTOB TOKYMEHTOB, PErIAMEHTHPYEMBbIE TOCYAaPCTBEHHBIM CTaHIAPTOM

(TOCT P 7.0.97-2016) «TpeboBanust K 0GOPMIICHHIO TOKYMEHTOBY).
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Jlexuus Ne 5 (2 vaca)
CoBpeMEHHOE JIEI0BOE MMUCHMO
Bompocs! u 3aganmst:

1. JlenoBoe MUCbMO KaK CPEJCTBO CBSA3M OpTraHU3alUi.

2. SI3bIK ¥ CTHIIB O(UITHATIBHBIX TTHCEM.

3. CrpykTypa nucbMa. OCHOBHBIE TPEOOBAaHUS K TEKCTY.

4, CocraBieHHe TEKCTOB CIYXeOHBIX IHCEM: COIIPOBOAUTENILHOE, FApaHTUITHOE, PEKJIaMHOE, TTHCEMO-OTBET.

[paktudeckue 3anatust Ne 8-9 (4 gaca)
CoBpeMeHHOE JIeN0BOE MICHEMO

Bompocs! u 3apanmst:
Omnpenenure NOHITHE OPUIMATBEHOTO JCTOBOT0 MUChMa. [IpUBeINTE IPUMEPHI.
Oxapaxrepu3yiTe 0COOCHHOCTH A3bIKA M CTHIA O(QUINATBHO-IETIOBBIX TEKCTOB.
Omnpenenure CTPYKTYPY MUChMa.
Cdopmynupyiite nmpaBuina oGopMIICHHS IEIOBOTO MUChMa
[peioKuTe aNropUTM COCTABIICHUS TEKCTOB CITY)KESOHBIX MHCEM.

Jlexuus Ne 6 (2 gaca)

OpraHu3aioHHbIe TOKYMEHTBI, HX COCTaBJICHHE U 0(OpMIICHHE

arwnE

Bompocs! u 3apanmst:
OO6u1re TpeOoBaHUs K OPraHU3alMOHHBIM JIOKYMEHTaM.
VcraB npeanpusTus.
JIOIKHOCTHASE MHCTPYKIIHSL.
ITonoxenue.
IlTaTHOE pacnucaHue.
CTpyKTypa TOKYMEHTOB U HX cojiepkanue. [IpaBnia opopMIIeHHs! OpraHH3alHOHHBIX JOKYMEHTOB.
Ipaktuueckue 3ansatust Ne 10-11 (4 gaca)
OpraHu3anoHHbIe TOKYMEHTHI, HX COCTaBJIeHHE H 0(OpMIICHHE

ISEUENC N

BOI'[pOCI)I U 3aJ1aHus .

1. Ormpenenute TOHATHE OPTAHU3AIMOHHBIX JOKYMEHTOB. [IpuBeuTe IpUMEpBL.

2. Coopmynupyiite obume TpeOOBaHHS K COCTABICHHIO OPraHW3alMOHHBIX JOKYMCHTOB (3TAambl MOATOTOBKH M IOPSIOK
odopmIIeHuS).

3. Iepeuncnure TpeOOBaHMSA K COCTABICHUIO YcTaBa NpeanpusaTHs. Jlaiite comepKaTelIbHYI0 XapaKTEepHUCTHKY OCHOBHBIX
pazzenoB Ycrasa.

4. IepeuncnuTe TpeOOBaHNS K COCTABICHHUIO TOJDKHOCTHOH HHCTPYKIMH. JlaliTe colepKaTelbHy 0 XapaKTepPUCTHKY OCHOBHBIX
Pa3IenoB HHCTPYKITHH.

5. Coopmynupyiite nmpaBuiia 3al0IHEHUS U 0OPMIEHHS IITATHOTO PACIIUCAHUSL.

Jlexiust Ne 7 (2 yaca)
PacriopsimuTensHbIE JOKYMEHTHI, X COCTaBICHHE U 0(popMIeHHE
Bomnpocs! u 3ananus:
IIpukassl, UX BUIBL.
ITpaBuna odopmieHUs IPUKA30B.
OCo0eHHOCTH COCTaBIICHUS IIPUKA30B 10 OCHOBHOH JEATEILHOCTH U IIPUKA30B 110 JUYHOMY COCTaBY.
Oco0eHHOCTH B COCTABIEHUHM 3ar0JI0OBKOB U ()OPMYIUPOBOK KOHCTATUPYIOIIEH YacTH.
CxeMa NOCTPOEHUS! PACIOPAAUTENBHON YaCTH.
HpaBMna BU3UPOBaHUs, IIOANIUCAHUA U PETUCTPALIHH.
CpoKy UCIIOJIHEHMs M BpeMsl JOBEJEHUS 10 UCIIOJIHUTEICH.
[paktuueckue 3ansatust Ne 12-13 (4 gaca)
PacriopsimuTensHBIE JOKYMEHTHI, HX COCTaBIEHHE U 0hopMIICHHE

NoghrwhE

Bomnpocs! u 3apanust:
1. MaiiTe MOHATHE pACHOPSIUTEIBHBIX TOKYMEHTOB, H3/JaBAEMbIX HAa OCHOBE NPHHLIMIIA eAMHOHAaYauA. [IpuBeiuTe npumMepsl.
2. [laiiTe MOHATHE PACTIOPSAAUTEIBHBIX JOKYMEHTOB, U3/JaBAEMbIX HA OCHOBE NMPHHLUIIA KOJUIETHAILHOCTH. [IpUBEINTE MPUMEPHI.
3. ChopmymupyiiTe TOPSIOK MOATOTOBKU PACIIOPSIUTENBHBIX JOKYMEHTOB.
4. ChopMynupyiTe aNrOpuT™M COCTABJICHUS MPUKA30B MO0 OCHOBHOMW AEATEILHOCTH U IMYHOMY COCTaBY M BBINHUCOK U3 MPUKa3a.
5. ChopmynupyiTe alrOpUTM COCTABIICHHSI IOJIHOTO U COKPAIIEHHOTO MIPOTOKOJIOB.
Jlexuus Ne 8 (2 vaca)

HHdpopManmoHHO-CIIPaBOYHBIE JOKYMEHTHI, HX COCTaBICHUE U 0(OPMIICHHE
Bomnpocs! 1 3ananus:
1. Cocrasienue u 0ohopMIIEHHE CIIPABOK, JOKIAIHBIX, CITY)KEOHBIX 1 O0BSICHUTEIHHBIX 3aITUCOK.
2. TpeOoBaHUs K COCTABICHUIO 1 OOPMIICHUIO aKTOB M IPOTOKOJIOB.

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

MHpopMallnOHHO-CTIPaBOYHBIC JOKYMEHTBI, UX COCTaBJICHHE U 0(OopMIICHHE

Bomnpocs! 1 3aganus:

1. HazoBuTe BBl HHMOPMALIMOHHO-CIIPABOYHBIX JJOKYMEHTOB M OIPEICIUTE X Ha3HAYCHHUE.

2. INepeuncauTe cOCTaB U PacloNOKEHHE PEKBU3UTOB HH(POPMALHOHHO-CIIPABOYHbIX JOKYMEHTOB MO BHIAM.

3. Coopmynupyiite mpaBuia (IIOPSAIOK COCTaBIEHUS U 0popMiIeHHsT) HHPOPMAIMOHHO- CIIPABOYHBIX JOKYMEHTOB.

4. Ompenenure Ha3Ha4YeHHE aKTOB B jesrenbHocTH mpexnpusatus. Chopmymmpyiite mpaBmina (MOPSTOK COCTABICHHA U

0pOpMIICHHST) aKTOB.
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Jlexuus Ne 9 (2 vaca)
KaznpoBast JOKyMeHTaLusI
Bompocs! u 3aganmst:
CoctaB ¥ BUJIbI IOKYMEHTAIMH TI0 IAYHOMY COCTaBY.
YuuduuupoBanHsie GOPMBI JOKYMEHTOB.
IMpuka3s: opopmieHue Ha paboTy, IEPEBOJ Ha APYTYIO PabOTY, MPEIOCTABICHHE OTIIYCKa, YBOJILHEHHE C PA0OTHI.
JIudyHOE 3asIBJICHUE: €r0 Pa3HOBUIHOCTH, OCOOCHHOCTH HATIMCAHUSL.
XapaKTepUCTHKA: COCTaBHBIE YaCTH, IPaBUIIa 0QOPMIICHHSI.
[Ipaxruueckoe 3ausiTue Ne 16 (2 gaca)
KanpoBas nokymenTamnms

IS

Bomnpocs! 1 3aganus:
TpyznoBble 1oroBopa: Ha3HaUEHHE, COJCPIKaHUE, TIPABUIIA COCTABICHUS U 0OPMIICHHSI.
3asBneHUs: BUIbI, HA3HAYEHHUE, [IPABUIIa COCTABIICHHUSI.
IMpuxassl 0 INYHOMY COCTaBY: PEKBU3HUTEIL, TIOPSIO0K COCTABIECHHS M 0QOPMIICHUSL.
TpynoBble KHWKKH: Ha3HauYCHHE, IpaBuiIa 0QPOPMIICHUS.
JInunbie kapTouku Gopmbl T-2 U THUHBIC JIeNa: Ha3HAYCHHUE, TIPaBUIIa 0()OPMIICHHS.
Pa3nen 4. Homenkaartypa e
Jlexuus Ne 10 (2 gaca)
OO6mye TpeOoBaHMS K CHCTEMATU3AIMK JOKYMEHTOB 1 (DOPMUPOBAHUIO JIEJT

agrwdE

Bompocs! u 3amanwst:

1. Bunsl HOMEHKIIATYpBI Jell.
2. OCo0EHHOCTH COCTaBJICHHSI HOMEHKIIATYPBI J1eJl OpTaHU3allH.
3. Iopsinok cocTaBleHUS ONUCH JIEl.

IIpaktudeckoe 3anstie Ne 17 (2 gaca)
OO0mue TpeOoBaHNs K CUCTEMAaTU3aLUH JOKYMEHTOB U ()OPMHPOBAHUIO ]I
Bompocs! u 3amanwst:
1. [aiite onpenenenue HOMEHKIATYpHI €.
2. JlaifTe moHATHE IPUMEPHOHN 1 TUITOBOW HOMEHKIATYPHI Aell. OXapakTepu3ylTe MPUMEHEHNE Pa3INIHBIX BU0B HOMEHKIIATYPHI eI
3. Ilepeuncnure TpeOOBaHUS K CUCTEMATU3ALUK 3aT0JIOBKOB €], HHAEKCY Jie]l B HOMEHKIIAType
4. Packpoiite 3Tamnbl pa3pabOTKH HOMEHKIATYPHI A€
9. Ilpusenute anroputm aestenabHocT DIIK.
Jlexrus Nell (2 gaca)
[TonroToBka JOKyMEHTOB K apXUBHOMY XpaHEHHUIO
Bompocs! u 3amanmst:
1. OkcnepTu3a LEHHOCTH TOKYMEHTOB.
2. Opranu3zanys MoAroTOBKU IOKYMEHTOB K apXUBHOMY XPaHEHHUIO.
IIpaktudeckoe 3anstie Ne 18 (2 gaca)
HOZ[FOTOBKa JAOKYMCHTOB K apXNBHOMY XpaHCHUIO
Bomnpocs! 1 3aganus:
1. IloAroTOBKa JOKYMEHTOB K YHUUTOXKEHHUIO.

5.2. Conep:xanue caMoCTOSITeIbHOI PaGOTHI MO AMCUUNINHE (MOAYJIIO)

Conep:xaHue 00s13aTeJILHOM CAMOCTONATEIHLHON PadoThI MO AUCHUILINHE

Ne . IIpoayKThl JeATEIbHOCTH
wn TeMbl IHCIHMIITIHHBI Copep:kaHue caMOCTOATEIbHOM PadoThI
1 HopmaruBHO-3aKk0HOMaTeNbHBIE | [I3ydeHne COBpeMeHHBIX HampaBieHHH u | [InmcbMeHHas paboTa — Ha OCHOBE aHAIN3A
OCHOBBI cucteMsl | GopM ITOKYMEHTALMOHHOTO OOECIeueHMsl | COBPEMEHHBIX HAmpaBlIeHUH u  (opM
JEeJI0NPOU3BOACTBA YIIpaBIECHUS JOKYMEHTallUOHHOTO obecrieyeHust
yIIpaBJIeHUS pas3paborath MOJENb
OpraHu3aLu pi(0)% KOHKPETHOU
OpraHu3alyu
2 TexHonorun BeaeHus | Vzyuenne mpaBun  cocraBieHus U | [IucemeHHas paboTa — pa3paboTka Moaenu
JEJI0NPOU3BOACTBA odopmieHus yIpPaBICHUYECKUX |OpraHu3allMd  JOKYMEHTOOOOopoTa IO
JOKYMEHTOB (SI3BIKOBBIE (GOopMyIBI | IPEIOKCHHBIM BHIAM IOKYMEHTaM WU
oduManbHBIX JOKYMEHTOB); OIIPEEIEHHbIM o0y4aroImumcest

palMoHANFHOW OpraHu3alu paboThl € | CAMOCTOSATEIHLHO
JIOKYMEHTAMH B YCIIOBUSAX UCIIOIb30BAHUS
OpPTaHW3al[MOHHONM W  BBIYMCIUTENLHOMN

TEXHUKHU
3 CocraBnenue u odopmieHue | M3yuenume ocoOeHHocTeit yctHoit u | [lucbmeHHass paboTa — coCTaBIICHHE
JOKYMEHTOB B OpraHH3alliu MTUCbMEHHOW MYOJIHYHOH peun; MaKeTa JOKYMEHTOB Ul HOATOTOBKU H

TpeOoBaHUIl K O(OPMIICHUIO M BEICHUIO | OohOpMIICHHS MpHeMa KaHAugaTta Ha
JOKYMEHTAIIWH, CBA3aHHOI C BHEAPEHUEM | BaKAHTHYIO JOJDKHOCTb.

TEXHOJIOTHYECKUX, MPOTYKTOBBIX
MHHOBAlMH WM  OpPTaHM3alOHHBIX
M3MEHEHHH, KapaMH U UX ABWKEHHEM C
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KaJpaMu U UX JBUKEHHEM
4 Homenknarypa nen | M3ydenue tpeGoBanuil k nepepaborke u | Ilucbmennas pabGora —  pa3paboTka
OpraHu3aluu XpaHeHHIo nHdopmManumy; mpoliecca COCTaBJICHUS HOMEHKIATYphl
OCHOBHBIX METOJIOB, CIIOCOOOB U CPEJCTB | JeJl KOHKPETHON OpraHu3aliuu
XpaHeHHs U TiepepaboTKu HMHPOpPMAIUH;
KIaccupUKalMy U CUCTEMaTU3aluu
JOKYMEHTOB Ha CTaJuM UX 00paboTKu U
XpaHEeHHUS;
apXMBHPOBAHUS YIIPaBIEHUYECKUX
JOKYMEHTOB C IIOMOIIbI0 KOMITBIOTEPHBIX
IpOorpaMm
Conep:xaHne caMOCTOSITeJbHOI padoThl 10 JUCHUILJINHE HA BbIOOD
Ne . IIpoayKThl 1esiTeTbHOCTH
w/n TeMbl IMCHHMIITIHHBI Copep:kaHue caMOCTOATEIbHOH padoThI
1 HopmaTuBHO-3akoHOaTenbHble | *  M3ydenue TpeGoBaHui coBpeMeHHbIX | I[IlucbmenHas paGora — Ha ocHose
OCHOBBI CHCTEMBI | 3aKOHOJATENbHBIX, HOPMAaTUBHBIX AKTOB U | U3y4eHHs TpeOOBaHMH COBPEMEHHBIX
JIeJI0NIPOU3BO/ICTBA HOPMATHBHO-METOMYECKUX IOKYMEHTOB, | 3aKOHOJATEeJbHBIX, HOPMAaTHUBHbIX aKTOB U
periIaMEHTUP YIOLIHUX BOIIPOCHI | HOPMAaTUBHO-METOJUUYECKUX JJOKYMEHTOB,
OpraHu3anuu JIOKYMEHTAI[HOHHOTO | PErjlaMeHTHPYIOLIHX BOIIPOCHI
obecrieyeHust AesSTeIbHOCTH OpraHu3aluu JIOKYMEHTaIlLUOHHOTO
obecniedeHUsl JEATENbHOCTH  HAIHCATh
QHAIUTUYIECKYIO paboTy, paCKPBIBAIOLIYIO
CJIEAYIOIINE BOIPOCHI:
. Lenu roCy1apCTBEHHOTO
perymupoBanust JOY
o Hedununnys THOHATUH
«JIeJIOTIPOU3BOJICTBO u
«JOKyMEHTAllUOHHOE obecrieueHue
YIIpaBJICHUEY.
* XapaxkTepuCTUKa 3aKOHOJATENbHBIX U
HOPMAaTHUBHBIX aKTOB,
periaMeHTupyoomux Bonpocel JOY
» JlokaspHblE HOpPMATHUBHBIE AKThl Kak
OpraHu3alliOHHas OCHOBa
JIeNIOIIPON3BO/ICTBA
* [TpoGnemsl perynuposanus JJOY
2 Texnonoruu BeaeHus | M3yuuts KpUTEpUHU paummonansHO# | [lmcemennass  pabora -  BrisiBuTh
JIeTIONPOU3BOACTBA OpraHm3aliy  JOKYMEHTOOOOpoTa IO | mpoOJeMbl  OpraHM3alMd  JBHXKCHUS
TUIaM JIOKyMEHTOB OpraHU3aluu JOKYMEHTOB BHYTPU TPEANPHUATHS U
000CHOBATh IIPE/ITIOKEHUS o
COBEPIIECHCTBOBAHUIO JOKYMEHTO000POTa
3 CocraBnenne u odopmienue | M3yuursb CHOCO0BI cozganus | [luceMenHas pabora — B mpemmosxeHHO#
JOKyMEHTOB B OpraHM3aluu YIIPaBICHYECKUX JOKYMEHTOB B | ympaBieHUYecKoil curyanuu oGOpMUTH U
TPaJUIMOHHBIX W ABTOMAaTHU3UPOBAHHBIX | COCTABUTh COOTBETCTBYIOIIUE
TEXHOJIOTUSIX YIPaBICHYECKUE JOKYMEHTBI
4 Homenxknarypa nen | M3yuurs npaBuiIa apxuBupoBaHus | [IucemenHas pabdora - COCTaBUTH OIHCH
OpraHu3aluu YIPaBICHYECKUX JOKYMEHTOB C IIOMOIIBIO | Ha Jena (IOCTOSHHOTO U BPEMEHHOTO
KOMIBIOTEPHBIX IPOTPaMM XpaHeHus, [0 UIeKAIIHe Clauye B apXUB
5.3.00pa3oBaTe/ibHbIE TEXHOJIOTHH
Ilpu  opraHu3anuy  W3ydYeHHs  JWUCHUIUIMHBI ~ OYAYT  WCIONB30BaHBI  CIEAyIOUNIMEe  00pa3oBaTeNbHBIE  TEXHOJOTHH:
MH()OPMAIIMOHHO-KOMMYHHKAIIUOHHBIE ~ TEXHOJOTUM, TEXHOJNOTHS OpraHM3allid  CaMOCTOSTENbHOW pabOoThl, TEXHOJOTHS

pedIieKCUBHOTO OOYYEHUsI, TEXHOJOTHS MOJIYJIBHOTO OOYYeHHs, TEXHOJIOTHS HIPOBOTO OOYYCHHS, TEXHOJOTMH TPYIIIOBOI
JTUCKYCCHH, WHTEPAKTUBHBIE  TEXHOJIOTHH, TEXHOJIOTHSI poOJIEeMHOTO o0y4eHus, TEXHOJIOT S OpraHu3aIyn
y4eOHO-HCCIIeI0BATENbCKOM NEesITeIbHOCTH, TEXHOJIOT Ul IPOEKTHOTO O0YYEHUs], TEXHOJIOT Ul Pa3BUTHSI KDUTHYECKOTO MBIIUICHHSL.

5.4. Texymmii KOHTPOJIb, IPOMEKYTOYHbII KOHTPOJIb M IPOMEKYTOYHAS ATTECTALUS

bannbHO-pedTHHTOBas KapTa AUCUUILIMHEI 0(OopMIIeHa KaK NPUIOKEHHE K paboueil mporpaMMe JUCIUIUINHEL.
@OoHZ OLEHOYHBIX CPEACTB UL IPOBENCHUS IPOMEKYTOUHOH aTTECTAIMH OOYYAIONIUXCS 10 JUCHUININHE 0()OPMIICH OTACITBHBIM
JIOKYMEHTOM.
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6. YYHEBHO-METOANYECKOE I THOOPMAIIMOHHOE OBECIIEYEHHUE

6.1. PekoMeHayeMas JiuTepaTypa

6.1.1. OcHOBHas JUTEpaTypa

ABTODBI, COCTaBHTEIH 3arnaBue, CChUIKa Ha YJIKTPOHHYIO OMOIHOTEUHYIO CHCTEMY W3paTenscTBo, roj
JI1.1 |Tpunbepr, A.C. JIoKyMeHTalMOHHOE 00eCTICUeHUE YIIpaBJICHHS : YIeOHHK / Mockga : FOnuTH-/laHa,
A.C. I'pun6epr, H.H. I'op6aués, O.A. MyxameTuyHa. 2017
URL.: https://biblioclub.ru/index.php?page=book red&id=684757
JI1.2 |Poroxun, M.IO. JenonpousBoacTBo: Kypc nekuuil : yueOHoe nmocodbue / M.IO. Poroxun|Mocksa ; bepiuH :
URL.: https://biblioclub.ru/index.php?page=book&id=253702 . Jlupexr-Menua, 2014
6.1.2. /lonoJHUTeIbHASIINTEPATYPa
ABTODBI, COCTABHTEITH 3arnaBue, CChUTKA HA QJICKTPOHHYIO OMOIHOTEUHYIO CUCTEMY H31aTenseTBO, TOX
JI2.1 |T'po3zora, O.C. Jenompoussoacto : yueonoe nocobue / O.C. I'po3osa ; pen. JI.C. [ToBomxckuit
XKypasnesa; [DnekTpoHHBIH pecypc]. - rOCYIapCTBEHHBIN
URL.: http://biblioclub.ru/index.php?page=book&id=439196. TEXHOJIOTMYECKHUit
YHUBEPCHTET. -
ﬁonncap-Ona CITTY,
2015
JI2.2 |Ko3uHa, E.C. Jenorpou3BoacTBo : yueOHo-MeToauyeckoe nocoodue / E.C. Ko3una. - [Mockaa :
[DmexTponHsIif pecypc]. - Hupexr-Menna, 2013.
URL.: http://biblioclub.ru/index.php?page=book&id=141469
JI2.3 |Poroxwun, M.IO. Jlenonmpou3BOICTBO B KaAPOBOH CIyXk0e : yueOHO-ITPAKTHIECKOE Mockga ; bepinn :
nocobue / M.IO. Poroxus. - 3-e u3z., nepepad. u gom. - Jupexr-Menua, 2014.
[2mexTponHsIif pecypc]. -
URL.: http://biblioclub.ru/index.php?page=book&id=253703.

6.2 Ilepeyens mporpaMMHOro odecreveHust

- Acrobat Reader DC

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

- GIMP

- Microsoft Office 365 Pro Plus - subscription license (12 month).

- Microsoft Windows 10 Education

- XnView

- Apxusarop 7-Zip

6.3 Hepeqeﬂb I([H(l)OpMalIl/IOHHbIX CIIPABOYHbIX CHCTEM, l'lpO(l)eCCI/IOHaJII)HLlX 0a3 JAHHBIX

- OBC «YHuBepcuTerckas OMOIMOTEKa OHIIANHY

- basel nanseIx Springer eBooks

- 1C:UTC ITPOD BY3

- CIIC «'APAHT-AHanuTuk»

- CIIC «Koncynprant-Ilmocy

7. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHME JUCIIUITJINHBI (MOAY JIS)

7.1|HaumeHOBaHUE CIIEIMAIBHOTO MOMEIIECHHS: TOMEIICHHE Il CAMOCTOSITENbHON paboThl, UnTanbHbIi 3a1. OCHAIICHHOCTS!
TK-411T. ¢ BO3MOXKHOCTBIO MTOJKITIOUEHHS K ceTH «HTepHeT» H 00ecriedeHreM JOCTYIIA B JJIEKTPOHHYIO
nH(OpMaIOHHO-00pa3oBaresbHyto cpeny CI'CITY, IucbMmeHHslH cTon-4 wr., [Tapra-2 mr.

7.2|HanmeHOBaHHe CHEIMAILHOTO TOMEIICHHUS: yaeOHas ayUTOPHS JUIS TPOBEICHUS JICKIMOHHBIX 3aHATHH, MPaKTHIECKUX
3aHATUH, TPYNIIOBBIX KOHCY/IbTalUi, HHAUBUAYAIbHBIX KOHCYIBTALUH, TEKYLIET0 KOHTPOJIS, IPOMEKYTOYHON aTTECTALHH,
VYuebnas ayauropust. OcHameHHOCTh: MenoBast qocka-1mT., KommiekT yaeOHoi Mebenu, HoyTOyK, IPOEKIIMOHHOE
000py0BaHKe (MYJIBTUMEIUHHBIN IPOEKTOP U SKpaH).

8. METOAUYECKHUE YKA3AHUSA IO OCBOEHUIO JTUCHUIIJIMHBI (MOY JIS)

Pabota Hag TeOpeTHIECKHM MaTepHaIoM MPOUCXOIUT KPAaTKO, CXEMAaTHYHO, IIOCIEA0BATENbHO (PUKCHPOBATH OCHOBHBIE TIOJIOKCHUS,
BBIBOJBI, (hOPMYIMPOBKY, OOOOLICHHS; MOMEYaTh BaXKHBIE MBICIIH, BBIAEISTH KJIIOYEBBIE CIOBA, TePMUHBL [IpoBepka TEpMHUHOB,
HOHSATUH ¢ IOMOLIBIO SHLUKIONEAUH, cioBapeil, CIIPaBOUYHUKOB C BBIIMCHIBAHMEM TOJKOBaHUI B TeTpaigb. OO03HAUUTH BOIPOCHL,
TEPMHHBI, MaTepuall, KOTOPBI BEI3bIBAET TPYIHOCTH, IOMETHTh M HOMBITAThCS HAHTH OTBET B PEKOMEHIyeMoil quteparype. Eciu
CaMOCTOATENBHO He yHaeTcs pa3o0paThcst B MaTeprale, Heo0XoguMo chOpPMYITHPOBATE BOIPOC U 331aTh IIPEIOIaBaTeNIo.
IIpopaboTka pabodell mporpammbl JUCLUMIUIMHBL, yAeNsst ocoboe BHMMaHUE LEJSIM M 33jadaM, CTPYKTYpE M COIEPIKaHUIO
JVCIUIDIAHEL. KOHCIEKTHpOBaHHE HCTOYHHKOB, MOATOTOBKA OTBETOB K KOHTPOIBHBIM BOIPOCaM, IPOCMOTP PEKOMEHIyeMoit
JUTEepaTyphl, padoTa ¢ HHGOPMALMOHHBIMU HCTOYHUKAMH B Pa3HBIX GopMmarax.

Taxke B Ipoliecce U3yu4eHUs JUCHUIUIMHBI METOANYECKHE PEKOMEHIALMU MOT'YT ObITh U3/1aHbl OTAEIbHBIM JOKYMEHTOM.
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[Ipunoxenue
BaibHO-peATHHTOBAsT KapTa JUCIUTUTHHEL «JeT0mpOU3BOACTBOY
Kypc 4 Cemectp 7
BuakoHTpoJIs MUHUMAITBEHOE KOJIHYECTBO MakcumanbHoe
OamoB KOJIMYECTBO 0ayIoB

HaumeHoBaHne pa3fena: «/leJIONPOH3BOICTBO, €r0 3aKOHOAATEIbHOEe H HOPMATHBHO-METOINYeCKOe PeryJIHPOBAHHE)
Texymuil K OHTPOJIb [0 Pa3JeIy:
1 AynutopHas pabota - -
2 CamocrostenbHas pabota  (cnenuanbHble 00s3aTeNnbHbIE (POPMBI) 3 6
3 CamocrosiTenbHas paboTa (crnenuanbHbie POPMBI Ha BBIOOD) 5 8
KoHTposbHOE MEpOTIPHUSITHE 110 pa3ieity 4 6
IIpomexyTOUHBII KOHTPOJIb 12 20
HaunmeHoBaHue pa3nena: «TeXHOJTOTHH BeleHHs JeJIONPOU3BOICTBA B OPraHH3AIMH, YIPEKACHUN»
Texkymuii KOHTPOJIb IO pa3Aeny:
1 AynutopHas pabota - -
2 CamocrostenbHas pabora (cnenuaibHble 00s13aTeNnbHbIe (OPMBI) 3 6
3 CamocrositenbHas pabora (cnenuanbHble OPMBI Ha BBIOOD) 6 12
KoHTposbHOE MEPOTIPHUSITHE TI0 pa3ieity 4 6
IIpomexyTOUHBII KOHTPOJIb 13 24
HaumeHoBaHue pa3nena: «CocraBieHne H 0(popMiIeHHE TOKYMEHTOB B OPraHU3aIII»
Texymuii KOHTPOIIb TIO pa3feny:
1 AyauTopHast paboTa - -
2 CamocrosrtenbHas pabota (crenuaibHble 00s13aTeNbHbIC (OPMBI) 3 6
3 CamocrositenbHas pabora (crieruanbHbie (OpMbI Ha BBIOOD) 4 6
KoHTponsHOE MeponpusTre TIo pa3aeny 4 5
TIpoMexyTOYHBII KOHTPOJIh 11 17
HaumenoBanue pasnena: «Homenkiiatypa gen»
Tekyumil KOHTPOJIb MO pa3ieny:
1 AyautopHast paboTa - -
2 CamocrostenbHas pabora (cnenuaibHble 00si3aTebHbIe (HOPMBI) 3 6
3 CamocrosiTenbHas paboTa (crenuanbHbie POPMBI Ha BBIOOD) 5 5
KoHTposbHOE MeponpHATHE IO pa3ieny 5 8
TIpoMexyTOYHBIH KOHTPOJIb 13 21
IpomexyroyHas arTecrauusi (10 BCEM pasziesiam) 49 80
3ayeT ¢ OLEHKOM 7 20

HUroro: 56 100

Buibl KOHTPOJISI IlepeueHp WK MPUMEPHI 33JaHK, KPUTSPHHU OLCHKH U KOJIMYECTBO OaIOB Tembl 7151 M3y4deHHs ¥ 00pa30BaTe/IbHBIC PE3YIIBTATHI
Tekymuii KOHTPOJIL IO pa3fesy «/1eJonpon3BoCTBO, €r0 3aKOHO1aTeJIbHOE M HOPMATHBHO-MeTOJYeCKOe PeryIMpOBaHue»
1 | AynuropHas paborta -
2 | CamocrostensHas pabora (00s3aTeNbHBIE Ipumep 3amanus: HopMaTHBHO — 3aKOHOJATENbHBIE OCHOBBI CHCTEMBI
¢dopmeI) Hanummre pa3sBepHyThIi OTBET Ha TeMy: «JIOKyMEHT U €r0 (DYHKLIUIY. JICJIONIPOU3BOJICTBA
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Kpurepuu oneHku.

Kpurepuii / Ouenka Brimonuen Brimonuen He O0pazoBaTenbHbIE PE3YIIBTATHL:
MIOJTHOCTBIO YaCTUYHO BBIIOJIHEH 3HaeT: OCOOEHHOCTH W CTWIM OQUIHAIBLHO-AEIOBBIX
PackpbITO OCHOBHOE TOHSITHE 2 Oamia 1 Gayt 0 GaytoB TEKCTOB, NpaBuna oQpOpMIIEHHs JENOBOr0  IHChMA;
IMepeuncieHs BCE 2 Gamia 1 Gamn 0 GaoB MpaBUiia COCTaBJICHUS U O(GOPMIICHHUS YIpPaBICHYECKUX
COCTAaBJIAIOIINE 3JIEMEHTHI JOKYMEHTOB  (SI3BIKOBBIE  (OPMYJIBI  OQHIIMATBHBIX
(cTpykTypa) npeaMera JIOKyMEHTOB).
(saBHICHMS) 3HaeT: TOpaBUIA  COCTaBIeHHA U O(OpMICHHSA
Jlana XapaKTepHCTHKA 2 6ayuia 1 6amt 0 6aI0B YIpaBJIEHUYECKUX JOKYMEHTOB IIPH  HCIIOJIb30BaHUU
COCTaBJIIOIIUX ~ DJIEMEHTOB TEXHUYCCKUX CPCACTB.
(cTpyKTYpHI) npeaMera 3HaeT: NpU3HaKU ¥ (PYHKINUU JTOKYMEHTa; CTPYKTYPY
(ABTICHNS) CHCTEM JIOKYMEHTAIMH; COCTaB YHU(PHIIMPOBAHHON
CHUCTEMBI JIOKYMEHTAIUH.
3 | CamoctosTenbHas paboTa (Ha BIOOD) Ilpumep 3amamms:l. W3yunTh TpeOOBaHUS COBPEMEHHBIX 3aKOHONATENBHBIX, | HOpMaTMBHO — 3akOHOAATENbHBIE OCHOBBI CHCTEMBI
HOPMAaTHUBHBIX aKTOB u HOPMAaTHUBHO-METOANYECKUX JIOKyMEHTOB, | IEJIONPOU3BOACTBA

pEraMeHTUPYIOIIUX BOIIPOCHl OPTaHM3AIMK JTOKYMEHTAIIHOHHOTO OOecTeueHus
JearenbHocTH. Ha ocHOBe cOOpaHHBIX MaTepHUaJIOB HAIIMCATh AHATUTHUECKYIO PaboTy,
PaCKpBIBAIOIIYIO CIIEIYIOIIIE BOIIPOCHL:
* [lenu rocynapcTBeHHoro peryiuposanus JOY
» JlebWHUINS TIOHATHI «IEIOTPOM3BOICTBO» H «IOKYMEHTAIMOHHOE OOECIeUCHHUE
YIIpaBJICHUEY.
» XapakTepucTHKa 3aKOHOJATEIbHBIX M HOPMATHBHBIX aKTOB, PErJIAMEHTHPYIOLINX
Bompocel JJOY
* JlokanbHbIe HOPMATHBHBIEC aKThl KaK OPraHU3alMOHHAst OCHOBA JCJIONPOU3BOICTBA
* [Ipo6nems! perynupoBanus JOY
Kputepuu ouenku.

1. PackpbITEl OCHOBHBIE AJIEMEHTHI aHAIUTHIECKON paboThl (o 1 Gamty 3a KaXkIblid
apryMEHTUPOBAHHBIN OTBET)

2. TIpemnoxeHbl BapuaHThl pelieHus npobdiiem perynupoBanus JIOY. (1-3 6amia B
3aBUCHMOCTH OT 00OCHOBAHHOCTH NPEJIOKEHHOTO PEILCHUs]).

O6pa3oBaTenbHbIC Pe3yIbTaThI:

YMeeT: HUCIOIb30BaTh HAOOp PEKBU3UTOB JOKYMEHTa,
OTpaXalOMHUH ero OCOOCHHOCTH W  Ha3HAYeHHE,;
CHCTEeMaTU3UPOBATh JOKYMEHTBI o BUJIaM
YIIPaBICHIECKON AEATENBHOCTH (OCHOBHAS AESATENBHOCTS,
paboTa o TMYHOMY COCTaBY U T.JI.)

KonTponbsaoe Meponpusitue no paszaeny 1

IIpumep 3ananus:

Ha ocHoBe u3yueHust COBpeMeHHBIX HampasieHuil 1 popM 1OV mpeanoxuTs CBOO
Mozenb opranuzauuu JOY (B Buze Mpe3eHTalud IPOEKTa).

Kpurepun orneHky (BBIIOJHEHHE KaXOTO KPUTEpHs OLiCHUBaeTcs B 2 Oauia, eciu
BBIIIOJIHEH IIOJIHOCTBIO, B 1 Oal1, €ciu BBINOIHEH YACTHYHO).

1. BriOpaHo yupexaenue (IpeanpusiTie) 1 JeMOHCTpanuy opranusanun JOY.

2. Onmcana cucrema opranuzanuu JJOY B BBIOpaHHOM yUpexIeHUH (IPEATPUITHH).
3. OGocHOBaHa HEOOXOAMMOCTh W3MEHEHHH (mocTosHCTBa) opranmsanuu JOVY B
BbIOPaHHOM YYpEKACHUH (IPEATIPUATHH).

4. IIpernoskena cBos Mojenb opranuzanuu JJ0OVY.

5. Mozens odopmiIeHa B BUE IPE3CHTALMY IPOEKTA.

OO6pa3oBaTeNbHbIE PE3yIbTAThL:

3HaeT: mpu3HaKM M (QYHKIUU JOKYMEHTa; CTPYKTYpY
CHCTeM JOKYMEHTAIlWH; COCTaB YHHU(HUIMPOBAHHOM
CHCTEMBl JOKYMEHTAallUH, 3HaeT: YCTpOHCTBa CO3MaHUS
3JIEKTPOHHOM yIIpaBJIE€HYECKO nH(pOpMaIHN,
JNICKTPOHHBIE  CIPaBOYHBIE  CIYXOBI  (BHAEOTEKa,
TEJIETEKCT, TeleaBTorpad), KaHajbl U CETU 3IIEKTPOHHOM
MOYTHI JUT 10BEACHHS HHGOPMAIMHU IO TOJYNHEHHBIX.
VMeeT: cHCTEMaTU3UpOBaTb JOKYMEHTHl II0 BHIAM
YIIPaBIEHUECKOH eITeNLHOCTH (OCHOBHAS AEATEIBHOCTD,
pabora IO JHYHOMY COCTaBy H T.A.); HUCIONB3Ys
UH(OPMAIIOHHBIE TEXHOJIOTHH.

TTpoMeKyTOYHBIH KOHTPOJIb (KOJMYECTBO OAIIOB)

TeKy[l_[l/Iﬁ KOHTPOJIb 110 pasaenay «TexHoyaoruun BEICHUS 1€JI0IPOU3BOACTBA B OPraHU3AlUM, YUPEKICHUN»
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1 | AyautopHas paborta - JIoKyMeHTO00OPOT B OpraHH3aIHH
2 | CamocrosTenbHas paboTa (00s3aTebHbIC IIpumep 3aganms: TexHOJI0THH BeIeHUS JeIOMPON3BOICTBA
(bopmbI) Hanumure pa3BepHyThIl OTBET Ha TeMy: «OCHOBHBIC 3Talbl IBHKEHHS TOKYMEHTOB B | OOpa3oBaTesIbHbIC Pe3ybTaThl:
OpraHu3aIuny. 3HaeT: TpeOOoBaHUS K IOJIYYCHHUIO (TIOJIHOTA,
Kpurepun OlieHKH: CBOCBPEMEHHOCTH, HE3aBHCHMOCTb, JOCTOBEPHOCTH),
Kpurepuii / Ouenka Brimonuen Brimonuen He nepepaboTKe M XpaHEeHHIO HH(HOPMALIUH; OCHOBHBIE
MOJTHOCTBIO YaCTHYIHO BBIITOJIHEH METOJIBI, CIOCOOBI M CPEJICTBA TIOYUCHUS, XPAHCHHS U
PacKpbITO OCHOBHOE TIOHSATHE 2 6anna 1 6amn 0 6a10B nepepaboTky MH(GOPMAIUU; COBPEMEHHBIE METOIbI
IepedncieHs: BCE 2 6amna 1 6amt 0 6aI0B nepeBoia HHOOPMAIIUH B YIIPABICHYSCKHE TOKYMEHTHI:
COCTABJISIONINE JJIEMEHTBI COCTaBJICHUE PACIIOPSDKEHHH, IPUKA30B, HHCTPYKIUH 1
(cTpykTYpa) npeaMera JPYTHX YIPaBICHIECKUX JOKYMEHTOB; TPEOOBAHUS K
(s1BIICHHN) panMoOHATBFHOM OpTaHU3aLUH PaOOTHI C TOKYMEHTaMH B
Hana XapaKTepUCTHKA 2 Gamna 1 Gamn 0 6amtoB YCHIOBIAX HCIONB3OBAHNMS B AIlIIApaTe yIpaBICHHUA
COCTABISAIOMMX  3JIEMEHTOB OPTaHM3aLHOHHON U BEIYUCIHTEIFHON TEXHUKH; KaHAJIbI
(CTPYKTYpbI) npeaMera JOBeIeHHs HHGOPMAIIUH 10 COTPYAHUKOB OpPTaHU3aI[HH.
(s1BICHMS) YMeeT: npuMeHsis IporpaMMHOe o0ecTieueHne, co31aTh
yIpaBIeHIECKUE TOKYMEHTHI B TPATUIIMOHHBIX U
ABTOMATHU3UPOBAaHHBIX TEXHOJOTHAX; HA OCHOBE
HPOrPaMMHOT0 obecHeYeH s KIacCH(GUIMpPOBaTh U
CHCTeMaTH3UPOBATh TOKYMEHTHI Ha CTaIHU UX 00paboTKU
U XpaHEHUsI, OpraHU30BaTh JOKYMEHTOOOOPOT Ha
NPEANIPUSATHH, UCTIONIB3YS OCHOBHBIE O(QHCHEIE
nporpammsl: MicrosoftOfficeWord,
MicrosoftOfficeExcel u ap.; ocymiecTBisTh
apXHMBUPOBAHUE YIIPABICHYECKUX TOKYMEHTOB C
MOMOIIBIO KOMITIBIOTEPHBIX MIPOrpaMM; MOATOTABINBATH
JIOKYMEHTHI K XpaHEHHIO, HCIIOJIb3YsI OCHOBHBIE O(MCHBIE
nporpammsl: MicrosoftOfficeWord,
MicrosoftOfficeExcel u mp.
3 | CamocTrosTenbHas paboTa (Ha BEIOOD) TIpumep 3aganus: TexHONOTHH BEICHUS ACIOIPOU3BOJICTBA

CoBepLIeHCTBOBaHHE JTOKYMEHTOOOOPOTA: OpTraHM3alMsl PAMOHATEHOTO JBWKEHHUS
JIOKYMEHTOB BHYTPH TIPEATIPUSATHSI.

Kpurepun oneHkH: (BBIIOJHEHUE KaXIOTO KPUTEPHs OLEHWBAaeTcs B 2 Oaiia, ecin
BBITMIOJIHEH IIOJIHOCTBIO, B 1 0ai1, eciu BBINOJHEH YaCTHYHO).

1. BoiOpano yupexienue (nmpeanpusaTue) i 1eMoHcTpanuu opranuzanuu JJOY.

2. Ommcana cucteMa JOKyMEHTO000POTa B BEIOPAHHOM YUPEKICHUHU (IIPEAIPUSITIN).
3. IlpoaHanu3upoBaHbl OCHOBHEIE 3TAIbl IBHKEHHS JOKYMEHTOB B OpTaHU3aIInH.

4. PackpbIThl OCHOBHBIC HEJOCTATKHA OpPraHU3aIMU JOKYMEHT000OpoTa (000CHOBaHA
3G GEKTHBHOCTH UCTIONB3YEMOM CXEMBI JOKYMEHTO000POTa).

5. TIpemnoxxkeHsl crocoOBl COKpAIEHHsI TOKYMEHTOOOOPOTa € LEbI0 COKpAIIeHUS
BPEMEHU JIBIKECHUSI JOKYMEHTOB B OpraHU3aIny.

6. JlaHa oOLEHKa pEaJbHOCTU IPEUIOKEHHBIX
JIOKyMEHT0000pOTA.

BAPUAHTOB  palMOHAIM3ALUU

O0pa3oBarenbHbIe PE3YIIbTATHI:

3Haer: yCTpOHCTBa CO3JaHuUs JJIEKTPOHHO
YIIpaBIEHIECKOM rH(pOpMaIHH, JIIEKTPOHHBIE
CIIpaBOYHbBIE CITY)KOBI (BuIeoTEKA, TEJIETEKCT,

TeneaBTorpad), KaHaIbl ¥ CETH JJIEKTPOHHOW MOYTHI IS
JTOBEJICHUST HH()OpMAIIMH JI0 IO TYNHEHHBIX.
YMeer: aHaATM3UPOBATh 3aKOHOATENBCTBO U MPAKTUKY €T0

OpUMEHEeHust 11 paboTel € yHpaBlICHYECKOH
JIOKYMEHTalUEeH.

3Haer: HOPpMBI IIpaBa W HOPMATUBHO-IIPABOBBIC AaKTHI,
perynupyomuye B3aUMOOTHOLIEHHS OpraHU3alud U
KOHTPOJHMPYIOLINX OpTaHoB; JIeHCTBYIOLIHE
rocylapCTBEHHbIE HOPMAaTHBHO-METOANYECKHE
JOKYMECHTHI, PETIIaMCHTHUPYIOIINE JCATCIBbHOCTh
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OpraHM3allMil cepBHUCa.
VYwmeer: 00€eCIIeunTh CcoOITIOIEHNE
JICWCTBYIOLIIEMY 3aKOHOJATEIbCTRY.

JOKYMECHTOB

KoHTposipHOE MEpOIpHATHE TO pa3aery 2

IIpumep 3aganus:

CocTaBUTh MOJENb OpraHU3alMM JOKYMEHT000OpoTa (UCIONB3ys MaTepHalIbl
KOHKPETHOTO MPEANIPHUATHS WM COOCTBEHHYIO pa3paboTKYy) 1O OJTHOMY U3 BBIOpAHHBIX
HaIpaBJIeHUH JBHKEHHS JOKYMEHTOB (JIBMYKEHHE BXOISIINX JOKYMEHTOB, HCXOISIIUX
JOKYMEHTOB, BHYTPEHHHX JOKYMEHTOB). DBrImomHss 3amaHne HEOOXOAMMO
OIIpeIeNIUTh COCTAB JIOJDKHOCTHBIX JIMI], YYaCTBYIOUIMX B 00paOOTKe M HCIOIHEHUH
JOKYMEHTOB; H3Y4UTb CXEMBI JABW)KEHHS [OKYMEHTHBIX IIOTOKOB OpTaHU3alliH.
CocTaBuUTh OIEPOTpaMMy JIBMJKEHHsS JOKyMeHTOB. OmeporpamMma  BXOISIINX
JOKYMEHTOB JOJDKHA OTPakaTh IepeMelleHne JOKYMEHTOB OT MOMEHTa IpHeMa 10
MOJIIMBKYA MX B JEJ0 MOCJe 3aBeplIeHUsl HcroyiHeHus. OneporpaMma UCXOSIIUX
JOKYMEHTOB JIOJDKHA OTPaXaTh IepeMelIeHHe TOKYMEHTOB OT MOMEHTA ITOJrOTOBKU
UX MPOEKTOB JI0 OTIPABKH UX M3 yupexkaeHus. OneporpaMMa ABHKEHUS BHYTPEHHUX
JOKYMEHTOB — OT MOMEHTA ITOJrOTOBKH MPOEKTa JOKYMEeHTA JI0 TIOIIIUBKH B JIEJIO.
Kputepun omeHkn (BbIMOJHEHHE KAXKAOT0 KpUTepHsl OLleHHBaeTcs B 2 DaJia,
€CJIM BBINOJIHEH MOJIHOCTBIO, B 1 0aJ11, ec/Ii BBINOJTHEH YACTUYHO).

1. Omucana Mozenb OpraHM3alli JOKYMEHTOOOOpOTa (MCHOJNB3Ys MaTepHalIbl
KOHKPETHOTO MPEANPHUSITUS MU COOCTBEHHYIO Pa3paboTKy).

2. OmpezienieH cocTaB AOJDKHOCTHBIX JIML, YYaCTBYIOLINX B 00pabOTKE U UCTIOIHEHUH
JOKyMEHTOB.

3. [IpeacraBiieHbl CXEMbI JBH)KEHHS JOKYMEHTHBIX IOTOKOB OpPraHU3aI[UuH.

4. CocraBjeHa oneporpaMmma JBHKEHHsI JOKYMEHTOB C YY€TOM CTaHIAPTHOH CXEMBbI
JBIDKEHUSI TI0 BEIOPaHHOMY HaIpaBJIeHHIO.

5. HpC,HJ'IO)KeHbI BapHaHThI ONTHUMU3AalIUU ABUXKCHUS JOKYMCHTOB B OpraHu3aliu.

O0pa3oBartenbHbIe PE3YIIBTATHI:

3HaeT: BUABl YNPaBIEHUYECKOH JIOKyMeHTaluu; oOLue
TpeOOBaHUs K COCTABIICHUIO YIIPABICHYECKUX JOKYyMEHTOB
(monoxeHUs, MOJDKHOCTHOM MHCTPYKIMU pPabOTHHKA,
IITaTHOTO pAacIUCaHWsi M T.JI.), TOPSIOK BHECEHUS
U3MEHEHUl; alropuTM HOATOTOBKH PAaCHOPSAUTEIbHON
JIOKYMEHTAIUH1, COTJIaCOBAHUSA U BU3UPOBAHHUSI.

Ymeet: hopMUpPOBATh MAKET JOKYMEHTOB, OTPaXKArOLIUX
JIESTEIbHOCTh ~ OpraHW3allud B COOTBETCTBHHM  C
HOPMAaTUBHBIMU  TPEeOOBAHUSIMU  KOHTPOJHPYIOIIUX
OpraHOB M HOPMAaTHBHO-METOJMYECKUMH JIOKYMEHTaMU;
0opMIIATE U COCTABIATH YIPABICHUYECKHE NOKYMEHTBI:
NPUKAa3bl, MPOTOKONBI, AOKIAJHBIE W OOBSICHUTEIHHBIC

3alUCKH,  CHOpPaBKH, CIOyXeOHble  IMUChbMa,  aKTh;
OCYILIECTBIISTh PETUCTPALMIO BXOIAIIEH M HCXOJAIIei
JIOKYMEHTAIHH.

Brageer: TexHomormelr opraHW3aINH IEIOMPOU3BOICTBA
[pU TIpUeMe Ha BAKaHTHYIO JIOJDKHOCTb.

IIpoMeKyTOYHBIH KOHTPOJIB (KOJMYECTBO OAIIOB)

Tekywmuii KOHTPoJIbL 110 pasaeay «CocTapienne H 0popMIIeHUE JOKYMEHTOB B OPraHU3alllI»

1 | Aymutopnas pabota

CoBpeMeHHOe JIeNI0BOE MHCHMO

OpFaHI/I?)aHI/IOHHbIC JAOKYMEHTBI, HX COCTaBJICHHUC U
opopmienne.  PacmopsaurenbHble  TOKYMEHTBI,  HX
cocTaBieHHe U 0(opMIIeHHE
NH}popMaLIOHHO-CIIPaBOYHBIE
cocTaBieHHe U 0 opMIIeHHE
KanpoBast JokyMeHTaIHs

JAOKYMCHTEI, ux

2 | CamocrostenpHas pabora (00s3aTeNbHbIC
¢dbopmer)

IIpumep 3aganns:

Hamumure pasBepHyTHIE 0TBeT Ha TeMmy: «OOmiue TpeGoBaHUS K OGOPMICHHIO
OPraHM3aIMOHHBIX JOKYMEHTOBY.

Kputepun onenku:

Kpurepwmii / Onenka Brimonnen Brinonnen He

HOJHOCTBIO JaCTHYHO BBINIOJTHCH
PackpbITO OCHOBHOE TIOHSITHE 2 6amna 1 Gamn 0 6atoB
IMepeuncnenst BCE 2 Gamna 1 G6amn 0 6amoB
COCTaBJISIIOIINE JJIEMEHTBI

Cocrasnenne 1 0(OpMIICHHE TOKYyMEHTOB B OpraHU3aI[iN
OO6pa3zoBaresbHbIC Pe3yIbTAThI:

3Haer:

0COOCHHOCTH WM CTHJIM O(HIIHATIBbHO-IEIOBBIX TEKCTOB,

npaBmia  OoQOpMIICHHS JETOBOTO MHChMa; IIpaBHia
COCTaBJICHHS u odopmnenust YIPaBIEHUECKUX
JOKYMEHTOB  (S3BIKOBBIC  (OPMYNIBI  O(QUIMATIBHBIX
JIOKyMEHTOB),

3HaeT:  IpaBWia  COCTaBIE€HMA U OGOpMICHHUS
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Hamnpasnenne noarorosku: 43.03.01 CepBuc
Hanpagnernocts (npoduib): «OUHAHCOBBII CEPBUCH
Paboyast mporpamMma JMCLIMILINHBI «J{eT0mpor3BOACTBO»

(ctpykTypa) npeaMera

(s1BIICHUS)

Hana XapaKTepUCTUKA 2 Gamna 1 6amn 0 6an10oB
COCTaBISIIOIINX  DIEMEHTOB

(cTpyKTYpBI) npeaMera

(stBIICHNS)

YIpaBJICHUYCCKUX  JOKYMCHTOB npu
TCXHUYCCKUX CPEIACTB.

HCIIOJIb30BaAHUH

3 | CamocrostensHas pabota (Ha BEIOOD)

ITpumep 3apanus: CocraBbTe IpuKa3 00 uTorax paboTsl ¢ JokyMeHTamu B 2012 . B
OAO «Ponmuna». B KOHCTaTUpyOIIEH YacTH YKaKUTE Ha HU3KYHO TPeOOBaTEIbHOCTD
PYKOBOIHTEIEH Moapa3IeNieHri K KadeCTBY IIOATOTOBKH JOKYMEHTOB U KOHTPOJIS 32 UX
UCTIOJIHEHHEM. B pacropsanTensHON 4acTH o0paTuTe BHUMaHHE PYKOBOIUTEIECH Ha
MOBBIIICHHE TPEOOBATEIHLHOCTH K PA0OTHUKAM B 4acTH paboTHI ¢ JOKyMeHTaMu. JlaiiTe
3aJjaHie COTPYIHMKY, OTBEYAIOLIEMY 3a JAENONPOU3BOJCTBO, Pa3paboTaTh MEpHI IO
VIAYYIICHUIO 3TOH pabOTHI.

Kpurtepun ouenkn (BbImoJIHeHHE KAMXKAOT0 KpUTepus ouenuBaercs: B 1,5 6amna,
€CJIM BBINOJIHEH MOJIHOCTBIO, B 1 0aJ11, ec/Ii BBINOJTHEH YACTUYHO).

1. ITpuxazodopmiieH Ha OaHKE OpraHU3aLUM U COJEPXKaT CIEAYIOUINE PEKBU3UTHI:
HaUMEHOBaHWE  OpraHM3alli{, HaUMEHOBaHWE  BHOA  JOKYMEHTa,  JaTa,
PEruCTPallMOHHBIH HOMEp, MECTO COCTaBJIEHMS, 3arojOBOK K TEKCTY, OTMETKa O
KOHTpOJIe, TEKCT, IMOJNUCh, BU3Bl COTJACOBAaHHMS W O3HAKOMIICHHS, OTMETKa 00
UCIIOJHUTENE (TIPU HEOOXOIUMOCTH).

2. B KoHCTarupyromei 4YacTh OTpakeHbl (akTBl W COOBITHS, MOCITY)KHUBIINE
OCHOBaHMEM JJIs U3/1aHUs TIPUKa3a.

3. B pacmopsauTeNpHOW YacTH YKa3aHBl NPEIIHCHIBAEMBIE PAaCHOPSIUTEIbHBIC
NeicTBUS (3aaHus, TOPYUYCHNS ); HAMMEHOBAHUE OJDKHOCTEH, (PaMUIIMK U MHULIHAJIBI

Cocrasnenue 1 0(OpMIICHHE JOKYMEHTOB B OpraHU3aIuN
OO0pazoBatenbHbIe PE3YIIbTATHL:

YMeeT: BeCTH AENOBYIO MEPETNCKY; UCIIOIb30BaTh HAOop
PEKBHU3UTOB JJOKYMEHTA, OTPAXKAIOUIN €r0 0COOCHHOCTH U
Ha3HAUeHHe; ITOATOTaBIMBATh IyOINYHOE BBICTYILICHHE:
TeMma, MOUCK Marepuaia, apryMEHTHPOBAaHHE, Hadvalo,
pa3BepTHIBAHUE U 3aBEpLICHHE

ML, KOTOPbIM IOPYYEHO BBIIOJHEHUE 3aJaHUHl MM KOTOpBIE SBILIOTCS
OTBETCTBEHHBIMU 3a BBIIOJIHEHUE [IPUKA3a; CPOK UCIIOIHEHUS IPUKa3a.
4. CobmozieH anroput™ 0(hOpMIICHHS TIPHKa3a.
KonTtponbHOE MeponpuaTHe 10 pa3leny 3 Ipumep 3apanusa: Ha  matepuane  u3BectHoro  Bam  mpemmpustus | OOpasoBaTeibHbIE pe3yIbTaThl:

MPOJIEMOHCTPUPYHTE PEATU3AIMI0 TEXHOJIOTHH OpPTaHU3alMU JeJIONPOU3BOCTBA MTPH
npHeMe Ha BAKAHTHYIO JIOJKHOCTb.

Kputepun ouenku (BbINOJHEHHE Ka}KA0ro0 KpuTepusi oueHuBaercs B 1 6ann,
€CJIM BBITIOJIHEH MOJHOCTBIO, B 0,5 0ajl1a, ecjin BBHINMOJHEH YaCTHYHO).

1. Onwcana cUTyalus U3MEHEHHs ASSTEIBHOCTH OPTaHU3aLUH, OTPAKAIOIIAs
HEOOXOANMOCTh NPUBJICUESHHS HOBBIX COTPYIHHKOB,;

2. CdopmynupoBaH nepedeHb TpeOOBaHUI K BAKAHTHOW JOJKHOCTH;

3. CocraBlieHa JIMYHOCTHash  chneuuukanus Ui 0TOOpa  HYXKHBIX
COTPYJIHUKOB;

4, BHeceHbl H3MEHEHUSI B THITOBYIO JJOJDKHOCTHYIO HHCTPYKIUIO;

5. Pazpaborana ¢opma aHKeTHl Ha BakKaHTHYIO JODKHOCTE M ¢opma
OLIEHOYHOT'O JIUCTA,

6. CocrapineH nmpuka3 1 0pOpMIICH TPYAO0BOH JOTOBOP

7. OdopmiteHBI IMYHOE JIeNI0, TINYHAsl KapTO4Ka U TPYIOBask KHIKKA,

VYwmeer: MNPpUMEHAA NPOrpaMMHOE O6GCH6‘IGHI/I6, CcO31aTh

yIOpaBI€HUYECKHE JOKYMEHThl B TpPAAULHMOHHBIX H
AaBTOMATH3MPOBAHHBIX  TEXHOJOTHAX; HA  OCHOBE
OpOrpaMMHOT0  OOecHedyeHuss KIacCU(QUUUPOBATh U

CUCTEMATU3UPOBATH JOKYMCHTHI Ha CTalUU UX 06pa6OTKI/I
nu XpaHCHUA; OpTraHU30BaTh ,E[OKyMeHTOO60pOT Ha
MpeaAnpuATUn, HCIIOJIB3YS OCHOBHBIC O(bl/ICHI)IC
nporpammsr: MicrosoftOfficeWord, MicrosoftOfficeExcel
A Jp.;, OCYIICCTBIATH apXMBHPOBAHUE YIPABJICHYECKUX
JOKYMCHTOB C IIOMOINBIO KOMIBHOTEPHBIX IIPOrpaMm;
MOATOTaBIMBATE JOKYMCHTBI K XpPaHCHUIO, HCIIOJIb3Yysd
OCHOBHBIE o¢ucHBIE mporpammel: MicrosoftOfficeWord,
MicrosoftOfficeExcel u ap.

ITpoMeXyTOYHBIH KOHTPOIIB (KOJIMYECTBO OAJIIOB)

Texymmii KOHTpPoJIb 10 pasneiay «Homenkaarypa gen»
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Hamnpasnenne noarorosku: 43.03.01 CepBuc
Hanpagnernocts (npoduib): «OUHAHCOBBII CEPBUCH
PaGoyast mporpamMma JMCLIMILIMHBI «J]eTompor3BOACTBO»

1 | AynuropHas pabota

OO01ue TpeOOBaHHS K CUCTEMATU3AUH JOKYMEHTOB H
(hopMHUpPOBaHUIO JIeI
IToAroTOBKA JOKYMEHTOB K apXHBHOMY XPaHEHHUIO

2 | CamocrosTenbHas paboTa (00s3aTebHbIC
dbopmbl)

IIpumep 3aganms:

Hanummure pa3BepHyThIi 0TBET Ha TeMy: «OCcOOEHHOCTH COCTABIICHNSI HOMEHKIIATYPHI
JieT] OpTaHU3ALINY.

Kputepuu ouieHKH: cM. BbIIIE.

Homenknarypa nen opraHu3anuu

OO0pa3oBaTeNbHbIE PE3YIIBTATHL:

3HaeT: NpU3HAKM W (QYHKIHH JOKYMEHTa; CTPYKTYPY
CHCTEM JOKYMCHTAIlUH; COCTaB YHU(UIMPOBAHHOM
CHCTeMBl JOKYMEHTAllM¥, 3HAeT: yCTPOWCTBA CO3JaHUS
3IIEKTPOHHOMN yIIpaBJIcHYCCKON uHbOpMaIHy,
QJICKTPOHHBIE  CIIPaBOYHBIC  CIYKOBbI  (BHJCOTEKA,
TENIETEKCT, TeleaBTorpad), KaHaJIBl U CETH ICKTPOHHON
TOYTHI JUTS I0BeAEHHs HHYOPMAIIMH 10 IO TYNHEHHBIX.

3 | CamoctosTenbHas padoTa (Ha BEIOOD)

TIpumep 3amanus:CoCTaBUTh OMKCH HA Jena (MOCTOSHHOTO M BPEMEHHOTO XpaHEeHHUS,
MOJJIeXKAIHE Cclaye B apXWB — Ha BBIOOp). OmpemenuTh IOCIEN0BATENLHOCTD
PAcCIONIOKEeHHUsI IS B OIMKCH, COCTaB JOJUKHOCTHBIX JIMII, IPUHUMABIINX y94acTHE B
COCTaBJIEHHH, BU3UPOBAHNUH U COTJIACOBAHUH THX JTOKYMEHTOB

Kpurepun olieHKH (BBIONHEHHE KaXKIOT0 KPUTEPHS OlleHuBaeTcs B 1 Gasm).

1. CocraBiieHa OIIUCH Ha Jelia.

2. Omnpenernena mocie0BaTeNbHOCTD PACIIONIOKEHHUS €T B OTIHCH.

3. OmpeneneH cocTaB  JODKHOCTHBIX —JIMI[, NPUHUMABIIMX y4acTHEe B
COCTaBJIEHHH, BU3UPOBAHUH U COTIIACOBAHUH THX JTOKYMEHTOB.

4, CocTaBiieHa UTOTOBast 3aIUCh.

5. BHyTpeHHSs OMKCH MOANNUCaHA COCTABUTENEM.

O0pazoBaTebHbIC PE3YIbTATHL:
VMeer: HpUMEHssl MPOrpaMMHOe OOecreyeHre, Co3/aTh

YIIpaBJICHUYCCKHUE  TOKYMCHTBI B TpaIULIMOHHBIX H
ABTOMATU3UPOBAHHBIX TEXHOJIOTHAX, Ha OCHOBC
MporpaMMHOI'0O obecreueHus KJ'IaCCI/I(i)I/IIlI/IPOBaTL u

CHUCTEMAaTHU3UPOBATh TOKYMEHTBI Ha CTAJMU UX 00pabOTKH
U XpaHCHHs; OpPraHW30BaTh JOKYMEHTOOOOPOT Ha
MpeanpusAaTuu, HCIIOJIB3Ys OCHOBHBIC 0(1)I/ICHI>I€
nporpammsr: MicrosoftOfficeWord, MicrosoftOfficeExcel
U JIp.; OCYIIECTBJIATh apXMBUPOBAHHUE YIPABICHYECKHX
JOKYMEHTOB C TIIOMOINBI0O KOMIBIOTEPHBIX IIPOrpaMM;
MOATOTaBJIMBATh JOKYMCHTBI K XpaHCHUIO, HCIIOJIb3Ys
OcHOBHBIE o¢ucHBIe mporpammel: MicrosoftOfficeWord,
MicrosoftOfficeExcel u ap.

KoHTponsHOE MeponpHsiTHE 110 pa3neny 3

IIpumep 3ananus:

CocTaBUTh HOMEHKIIATYPY JIeJl KOHKPETHOH OpraHu3aluu

Kpurepun orneHku (BBITOJHEHHE KaXIOTO KPHTEPHs OLEHUBAeTCs B 2 Gaiuia, ecin
BBINOJIHEH MOJIHOCTBIO, B 1 01, €CIIM BHINOJIHEH YaCTHYHO).

1. Bri6paHo yupexaeHne (IpeipusiTie) A5 COCTaBICHHS] HOMEHKIATYPbI JIe].
2. IIpencraBneHo INTATHOE pACIUCAaHHME ISl ONPEICICHHS CTPYKTYpBHI
HOMEHKJIATYPBI JEIL.

3. 3anonHeHsl rpadbl TaOIUIBI OCHOBHOM 4aCTH HOMEHKJIATYPHI eIl

4. ITpuBeneHa UTOrOBas 3aMHCH O KATETOPHUIX U KOJINYCCTBE 3aBEACHHBIX JIEIL.

5. Homenknarypa yTBepik/ieHa pyKOBOJUTENEM OpTraHU3aluHU.

OO0pa3oBarenbHbIe PE3YIIbTATHI:
YMeeT: HpUMeHss NPOTpaMMHOE OOecleueHue, co3uaThb

YHOpaBJI€HUYCCKUE  JOKYMCHTBI B  TpaJULIUOHHBIX U
ABTOMATU3UPOBAaHHBIX TEXHOJIOTUAX, Ha OCHOBEC
nporpaMMHOIo obecrieueHust KJIaCCI/I(l)I/IL[I/IPOBaTL u

CHCTEeMAaTU3UPOBATh JOKYMEHTHI Ha CTaJUU UX 00paboTKU
W XpaHEeHHWs; OpraHU30BaTh JOKYMEHTOOOOpPOT Ha
HpeANpPUITHH, UCTIONB3YS OCHOBHBIE oducuele
nporpammsr: MicrosoftOfficeWord, MicrosoftOfficeExcel
U Jp.; OCYIIECTBIATh apXUBHPOBAHUE YIPABICHUYECKHX
JNOKYMEHTOB C TIOMOIIBIO KOMITBIOTEPHBIX IPOTPaMM;
MOATOTAaBINBATh JOKYMEHTHl K XPaHEHHIO, HCIOJb3Ys
ocHoBHbIe oducusie nporpammbr: MicrosoftOfficeWord,
MicrosoftOfficeExcel u ap.

ITpoMeXyTOYHBIH KOHTPOIIB (KOJIMYECTBO OAJIIOB)

HpOMC)KyTO‘-IHa?I aTTeCTanus

HpeHCTaBHCHLI B (I)OH,HG OLCHOYHBIX CPEACTB IAJIA HpOMe)I(yTO‘IHOﬁ aTTeCTali 10 JUCIHUIIIINHE
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