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Hampasnenne noarorosku: 43.03.01 CepBuc
Hanpasnexnrocts (poduis): « DHHAHCOBBII CEPBUCH
Paboyast mporpamMma JUCLIMILINHBI «J{eompor3BOACTBO»
[IporpammycocraBuii(u):

Pe3yn Cpernana IOpbeBHa

[Mpu HamuuK 00yYaArOUIMXCS M3 YHCIA JIUL C OTPAaHUYEHHBIMHU BO3MOKHOCTSIMH 37I0POBbSI, KOTOPBIM HEOOXOIUM OCOOBIH OPSIOK
OCBOCHHMS AUCLMIUIMHBI (MOAYJIS), O UX JKEJTaHUIO pa3padaTbiBaeTCs aJaTHPOBAHHAS K OTPaHUYEHHSIM UX 37J0pOBbs pabouas
porpamMMa JUCLHIUIUHEI (MOILYJIsT).

PabouasnporpaMMa uCIUIITHHBL

I[eJ'IOl'lpOI/BBOZ[CTBO

paspaborana B coorBercTBuu ¢ ®I'OC BO:

DepepabHbIi TOCYAapCTBEHHBIH 00pa30BaTeIbHBII CTAHAAPT BHICIIETO 00pa3oBaHms — OaKalaBpHaT 110 HAPABICHHUIO 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»

yTBepxkaeHHoro YuénsiM coeroM CI'CITY ot 25.03.2026 npotoxon Ne 8

Pa6ouas mporpamma oro0peHa Ha 3aceanuu Kadeapsl

YnpasieHus, cepBHCHBIX TEXHOJIOTHH U IKOHOMUYECKOT0 00pa30BaHMs
ITpoTokoi ot 23.06.2026 r. Ne 11

3aB. kadpenpoii JI.U. Oumiman

Hauansruk YOII

P H.A. lomannHa
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1. IEJIM U 3AJIAYM OCBOEHUSI JUCLUILIMHBI (MOJLYJIST)

Hesb nzyyenust ucuuiInHbl: chopmuposath 3ananasie OTTOIT BO acnekThl KOMIETEHIIHA.
3agauu U3y4yeHHs AUCHUIIMHBI. COOPMUPOBATH 3aIUIAHUPOBAHHBIE 00PA30BaTEIILHBIE PE3yIbTAThI
O6snacTb npodeccHoHANBHOI 1eATeTbHOCTH

08 dHuHAHCH U 9KOHOMHKA;

40 CxBo3HbIC BHIbI TPO(ECCHOHATBHO NESITETEHOCTH B POMBIIICHHOCTH

2. MECTO JUCHMILIUHBI (MOAYJIs) B CTPYKTYPE OBPA3OBATEJbHOM ITPOTPAMMBbI

Iuka (paszen) OI: [51.0.03

2.1|Tpe60|3almﬂ K NMpeJIBapUTeJbHOI NOATOTOBKE 00y4alouerocs:

Coz(epn(aHHe JUCIHUIIIIMHBL 633preTC${ Ha MaTepuajic:

OCHOBHI MCHEPKMEHTA B CCPBHCE

MeTozapl IPUHATHS PELIEHUI

Pycckuii s13bIK U Ky/lbTypa peuu

IIpaBoBo€ perymupoBaHue TPYJOBBIX OTHOUICHUN

2.2| AucuumianHbl (MOIYJIM) U NPAKTUKH, VIS KOTOPbIX 0CBOECHHE TAHHOM TUCHUILIMHBI (MOIYJIsl) HEOOXOAMMO KaK
NpeecTBYIOLIee:

Oprasu3aiioHHOE IPOEKTHPOBAHUE B CEPBUCHOM JIEATEIHHOCTH

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

YK-4. Cioco0eH oCyliecTBJIATH AeJI0BYI0 KOMMYHHKALUIO B YCTHOI M MUCbMEeHHOI ¢opMax Ha rocy1apCTBEHHOM SI3bIKe
Poccuiickoii @eaepanyu 1 HHOCTPAaHHOM(bIX) sI3bIKe(aX)

YK-4.1. Bei0upaeT Ha rocyiapcTBeHHOM U HHOCTPAHHOM(bIX) fI3bIKe(aX) KOMMYHHKATHBHO NpHeMJIeMble CTU/Ib 1eJI0BOI0
o01ennsi, BepdajbHble H HeBepOaJIbHbIe CPEJACTBA B3AUMOAeHCTBHS C MapTHEPaAMHU

3HaeT: 0COOCHHOCTH U CTHIHM O(GHLHUAILHO-IEIOBBIX TEKCTOB, IpaBuia 0GOPMIIEHHUs AENIOBOrO MHUChMA; MPaBUIAa COCTABICHHS U
oopmIIeHHsT yIpaBIeHYECKHX JOKYMEHTOB (SI3BIKOBBIE (HOPMYIIBI OQUIHATEHBIX JOKYMEHTOB).

YK-4.2. Ucnoab3yeT nHGOPMAIHOHHO-KOMMYHUKAMOHHbIE TEXHOJOTHHU NPH MOUCKe He00X01uMoii nHGopMauu B mpoiecce
peleHusi pa3JIHYHBIX KOMMYHHKATHBHBIX 33124 HA IrOCY/IapCTBEHHOM H HHOCTPaHHOM(bIX) sI3bIKe(ax)

3HaeT: mpaBmiIa COCTABICHIS M 0(OPMIICHHS YIPABICHUYECKHX JOKYMEHTOB IIPH HCIIOJIh30BAaHHN TEXHUUECKHX CPEACTB.

YK-4.3. Bener 1e/10BY10 nepenucKy, YYUTHIBask 0COOEHHOCTH CTUJIMCTHKU 0QUIIHATIBHBIX U HeO(PH LM AJLHBIX NMHCEM,
COIMOKYJIBTYPHBbIE pa3jiu4usi B GopMaTe KOPPECHOH/IEHIIMH HA TOCYJAPCTBEHHOM U HHOCTPAHHOM(BIX) A3bIKe(aX)

3HaeT: NpU3HaKU U QYHKIUHN JOKYMEHTA; CTPYKTYypPYy CUCTEM JOKYMEHTAlUH; COCTaB YHUGHULIUPOBAHHOI CUCTEMBI JOKYMEHTAIUH.
YMeeT: BECTH JENOBYIO MEPENUCKY; HCIOIB30BaTh HA0Op PEKBU3UTOB JOKYMEHTA, OTPaXKaroUIHi ero 0COOCHHOCTH U Ha3HAaUCHUE;
CHCTEeMaTH3UPOBATh JOKYMEHTHI I10 BU/IaM YIIPABIEHUECKON eITeIbHOCTU (OCHOBHAS I€ATEIBHOCTD, paboTa 10 INYHOMY COCTaBY U
T.JI.); HCHONB3Yys WHGOOPMAIMOHHBIE TEXHOJOTHH, IOArOTAaBIMBATh ITyOIMYHOE BBICTYIUIEHHE: TeMa, MOWCK MarepHuana,
apryMeHTHPOBAHUE, HA4YaJIO, pa3BEPThIBAHHUE U 3aBEPIICHUE.

OIIK-2. CnocobeH ocyliecTBJISTh OCHOBHbIE (DYHKIIMH YIIPABJICHHSI CEPBHCHOM 1esITeIbHOCTBIO

OIIK-2.2. Ucnoab3yeT 0CHOBHBIE METO/AbI H NPHEMbI IUIAHMPOBAHMS, OPraHNU3ALMU, MOTHBALMHA U KOOPAUHALNHU
JIesITeJILHOCTH MPeANPUsITUi (moaApa3aeiennii) npeAnpusaTuii cgepobl cepBuca Win Apyrux cepax, B KOTOPbIX HEOOXOTUMO
OCYIIECTBJICHHE CEPBHCHOI AesiTeJbHOCTH

3Haer: TpeOOBaHUSA K TMOIYYEHHIO (IIOJHOTA, CBOEBPEMEHHOCTh, HE3ABHCHMOCTH, JOCTOBEPHOCTBH), MEpepaboTKe M XPAHEHHIO
uH(GOPMAIMH; OCHOBHBIE METO/IbI, CIIOCOOBI U CPEJCTBA IOJIYUCHHsI, XPAHEHHS U IepepadOTKU UH()OPMAIINK; COBPEMEHHBIE METOIbI
nepeBoa HMH(GOpPMALMH B YIPABICHYECKHE JOKYMEHTBI: COCTABIEHHE PACIOPSUKEHM, MPUKA30B, HWHCTPYKIHH U JIPYTHX
YIPABJIEHUECKUX JIOKYMEHTOB; TPEOOBaHHs K PAlMOHAILHOW OpraHu3aluy paboThl ¢ JOKYMEHTAMU B YCJIOBUSX HCIIOJIb30BAHUS B
arrapare yIpaBJeHHs OPraHU3allMOHHOW U BBIYHCIUTENLHOW TEXHUKH, KAHAIBI JOBEJAECHUS WHPOPMALMU JO COTPYIAHHUKOB
OpraHn3aLHH.

VMeer: mpuMeHsiss MPOrpaMMHOE OOECHeUeHHe, CO3aTh YIIPABIECHYECKHE JOKYMEHTHI B TPAJUIMOHHBIX M aBTOMATH3UPOBAHHBIX
TEXHOJIOTHSX; HA OCHOBE IPOTPAMMHOIO OO0ECIEUECHHs KIaCCHUPHUIMPOBATh U CHCTEMAaTH3UPOBATH JOKYMEHTHI HA CTAJUHM HX
00pabOTKM W XpaHCHHs; OpPraHW30BaTh IOKYMEHTOOOOPOT HAa MPEINpPHUSTHH, HCIONb3Ys OCHOBHbIC O(HCHBIC IPOTPAMMBIL:
MicrosoftOfficeWord, MicrosoftOfficeExcel u ap.; ocyiiecTBisaTh apXWBHPOBaHHWE YHPABICHYECKUX JTOKYMEHTOB C TOMOIIBIO
KOMITBIOTEPHBIX ~MPOrpaMM; TOJArOTABIMBATE JOKYMEHTHl K XPAaHEHWIO, WCIOJNb3Ys OCHOBHBIE O(UCHBIE MPOrPAMMEL:
MicrosoftOfficeWord, MicrosoftOfficeExcel u ap.

OIIK-6. Cnioco0eH NpuMeHSITh B IPo(deccnonaJILHOM AesATeIbHOCTH HOPMaTHBHbIE IPABOBbIE AKTHI B cdepe cepBrca

OIIK-6.1.0cyuiecTB/IsIeT MOUCK M MPUMeHsieT He00X0IMMYI0 HOPMATHUBHO-TIPABOBYIO IOKYMEHTAIUIO /ISl 1eATeIbHOCTH B
u30paHHoii npodeccuonaIbHOI chepe

3HaeT: YCTpOWCTBA CO3JaHUS D3JIEKTPOHHOW YIIpaBJIEHUECKOW HH(OPMALMH, 3JIEKTPOHHBIE CIPAaBOUYHBIE CIY)KObI (BHUIEOTEKA,
TEJIETEKCT, TeneaBTorpad), KaHAIbl U CETH JJICKTPOHHOM MOYTHI AJIs IOBEACHUS HH(GOPMAIMU A0 MOTYMHEHHBIX.
YMeer: aHaTU3UpOBaTh 3aKOHOATEIbCTBO M MPAKTHUKY €r0 MPUMEHEHHS AJIsl pabOThI C YIIPaBIEHYECKOH IOKYMEHTalueH.

OIIK-6.2.Co0.11012¢eT 3aK0HO0aTeIbCTBO Poccniickoii Penepanyu o nperocTaBieHuu yCJayr

3HaeT: HOpPMbI IpaBa U HOPMATUBHO-IIPABOBBIE AKThl, PETYJIUPYIOIIUE B3aUMOOTHOILEHHS OPraHU3allMd U KOHTPOIMPYIOLIMX
OpraHoB; JEHCTBYIOIIHE TOCYJapCTBEHHbIE HOPMATHBHO-METOIMYECKHE JOKYMEHTH, pPErJIaMEeHTHPYIOMHE JesTelbHOCTh
opraHu3anuii cepsuca.

YMeeT: obecneunTs CoOJI0AeHIE JOKYMEHTOB IeHCTBYIOIIEMY 3aKOHOJATENbCTBY.
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OIIK-6.3.00ecneunBaeT JOKYMEHTO00OPOT B COOTBETCTBHH ¢ HOPMATHBHBIMH TPeGOBAHUIMHE

3HaeT: BUABI YIPABICHUYECKOH NOKYMEHTALUH; OOIIue TPeOOBaHUS K COCTABICHUIO YNPABICHYECKHX TOKYMEHTOB (TIOJIOKEHUS,
JIOJDKHOCTHOM HMHCTPYKIMHM pa0OTHHKA, IITATHOTO PACIMCAaHUS U T.X.), MOPSAAOK BHECEHUS HM3MEHEHHI; aJrOpUTM MHOJTrOTOBKU
pacnopsaIuTenbHON TOKyMEHTAlllH, COTJIACOBAaHUS U BU3UPOBAHUS.

Ymeer: QopMupoBaTh MaKeT JIOKYMEHTOB, OTPAXAIOIIUX JEATENLHOCTh OpTraHU3alil B COOTBETCTBHM C HOPMATHBHBIMU
TpeOOBaHMUSAMH KOHTPOJHPYIOIIMX OPTraHOB M HOPMAaTHBHO-METOIUYECKMMH [TOKYMEHTaMH; O(QOpMIIAITH W  COCTaBIIATDH
YHpaBJIeHYECKHE TOKYMEHTHI: IPUKa3bl, IPOTOKOJIbI, JOKJIAJHbIE U O0BICHUTEIbHBIC 3aIIUCKH, CIIPABKH, CIIy)KEOHbIE THCbMA, aKThI;
OCYILECTBIIATh PErUCTPALIMIO BXOAALIEH U HCXOIAIIEH TOKyMEHTAlUH.

Brnazeer: TexHOIOTHEH OpraHu3aliy AeJI0NPON3BO/ICTBA P NPHEME Ha BAKAHTHYIO JIOJDKHOCTb.

4. CTPYKTYPA U COJEPKAHUE JUCHUIIJIMHBI (MOLYJISA)

Kon HaumenoBaHue pa3iesoB U TeM /BUA 3aHATHUSI/ Cemectp|Yacos |AuTepakT.
3aHSATHS
Pasnea 1. [lejonpou3BoaCTBO, €ro 3aKOHOJAaTeJbHOe M HOPMATHBHO-METOAMYECKOe
peryJaupoBaHue
1.1 |HopmaTuBHO-3aKOHOJATEIbHBIC OCHOBBI CHCTEMBI Jesonpoun3BoicTa /Cp/ 9 32 0
Pa3znes 2. TexHoaoruu BeieHus AeJIONPOM3BOICTBA B OPraHU3ALUH, YIPeKIeHUH
2.1 | dokymeHT0000pOT B Opranu3anuu /JIex/ 9 1 0
2.2 | dokymenTooboport B opranu3aiuu /IIp/ 9 1 0
2.3 |Texnonoruu BegeHus aenonpoussoactsa /Cp/ 9 32 0
Pa3zpena 3. CoctaBiaenue u opopmiieHHe JOKYMEHTOB B OPraHU3AIMH
3.1 |OcHoBHBIe TpeOOBaHUS K  OQOPMIICHHIO  YIpaBJICHYECKHX  (OpraHU3aIl[HOHHO - 9 1 0

pacnopsauTeNbHBIX) NOKyMeHTOB. COBpeMEHHOe JeloBoe muchbMo. OpraHu3aldoOHHbIC
JIOKYMEHTBI, HX cocTaBiieHue u opopmienue /Jlek/

3.2 |CoBpemeHnHoe nenoBoe nmucbmo /I1p/ 9 1 1
3.3 |OpraHuzanuoHHbIe JOKYMEHTBI, UX cocTaBieHue u opopmiienue /I1p/ 9 2 1
3.4 |PacnopsimutenbHbIe JIOKYMEHTBI, 174 COCTaBJICHHE u odopmIieHue. 9 1 0
VH(OopMaMOHHO-CIIPABOYHBIC JOKYMEHTBI, HX COCTaBIeHHE U odopmieHue. Kanposas
nokymenrarms /JIex/
3.5 |PacnopsauTenbHble JOKYMEHTHI, UX cocTaBieHue U odopmiuenue /IIp/ 9 1 1
3.6 |MubopMannoHHO-CIIpaBOYHbIE JOKYMEHTHI, HX cocTaBleHue u odopmuenue /IIp/ 9 1 0
3.7 |Kanpogast nokymenTanus /TIp/ 9 2 1
3.8 |Cocrapnenue u opopmieHHe JOKYMEHTOB B opranu3anuu /Cp/ 9 32 0

Pa3nen 4. Homenkaartypa e

4.1 |OG6wmue TpeOOBaHUS K CHCTEMATH3alMH IOKYMEHTOB U (HOpMHpOBaHUIO jaei. [loAroroBka 9 1 0
JJOKyMEHTOB K apXHUBHOMY XpaHeHuto /JIex/

4.2 |OO6mue TpeOOBaHMs K CHCTEMAaTH3alUN JOKYMEHTOB U popmupoBanuto aein /TIp/ 9 2 0
4.3 [TloaroroBka JOKYMEHTOB K apXMBHOMY XxpaHenuto /T1p/ 9 2 0
4.4 |Homenknatypa nen opranusaiuu /Cp/ 9 32 0

5. OnieHOYHbIE U MeTOIMYeCKHe MATePHAJIbI 0 TUCHMILINHE (MOAYJI10)

5.1. Conep:xaHne ayIMTOPHOI padoThI O TMCHUTINHE (MOIYJII0)

9 cemecTp, 2 JIeKI[UH, 6 TPAKTUYECKUX 3aHATHIT
Pa3znen 2. TexHonornu BeeHus AeJJONMPOU3BOACTBA B OPraHU3ALUH, YUPeKIeHUH
Jlexrust Ne 1 (1 gac)
JlokyMeHTOO0OpOT B OpraHu3aiu
Bompocs! u 3ananHust:
OCHOBHBIE 3TaIlbI JABWXKXCHUS JOKYMCEHTOB B OpraHHU3alllu.
Perucrpanus u HHIEKCaIHs JOKYMEHTOB.
KOHTpOﬂb 3a UCIIOJIHCHUEM JOKYMCHTOB. CpOKl/l HCIIOJIHCHUST JOKYMCHTOB.
O0paboTKa UCMIONHEHHBIX M OTIPABISIEMBIX JOKYMEHTOB.
AHanu3 CTpyKTypsl JOKyMEHTO00O0pOTa.
Merto[pl yueTa u COKpaIleHus: TOKYMEHTO000pOTa.
OpFaHmaum{ PaMOHAJIBHOTO ABMKCHUA JOKYMEHTOB BHYTPHU MPCATIPUATHUA.
IIpaxruueckoe 3ausTre Ne 1 (1 gac)
JIoKyMeHTOO0OpOT B OpraHu3aIiu

Nog,rwpnE

BOHpOCI)I U 3aJIaHus:

1. Bo3HuKHOBEHHE 1 pa3BUTHE AETONPOM3BOACTBA B yupexxaeHusx Poccun XVI - XVII BB.

2. OCHOBHBIE YepTHl M OTIIMYMA AEJONPOU3BOICTBA B yupexaeHusx Poccun XVIII B. oT genonpoun3BocTBa NpeecTByOIero
nepHuoza.

3. JenonpousBoactso B yupexaeHusx Poccun XIX — nauana XX B.

4. CraHOBJIEHHE U PA3BUTHE JEJIOMPOU3BOCTBA B COBETCKUX FOCYAAPCTBEHHBIX YUPEK ACHHSX.

5. OpranHu3zanys cryX0bl JOKyMEHTAlMOHHOTO 00ecneueH s yIpaBieHHUs Ha COBPEMEHHOM 3Talle.

Paznen 3. CocraBienne u opopmiieHHe JOKYMEHTOB B OPTraHM3alMl
Jlexuus Ne 1 (1 yac)
OcHOBHbIE TpeOOBaHUS K O(OPMIICHUIO YIIPABICHYECKUX (OPraHU3alMOHHO - PACTIOPSAUTENBHBIX) TOKyMeHTOB. COBpEeMEHHOE
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JenoBoe mucbMo. OpraHu3anoOHHbIE TOKYMEHTHI, NX COCTaBIeHHe 1 0hopMIIeHUE
Bomnpocs! U 3a1aHust:
IMpaBwiia oopMIeHHS JOKYMEHTOB IIPH HCIOJIB30BAHUN TEXHUUECKUX CPENICTB.
Enunble TpeOOBaHUs K OJaHKaM JOKYMEHTOB.
CocTaB peKBU3UTOB OPTaHU3AIMOHHO - PACTIOPSTUTENBLHBIX JOKYMEHTOB.
PeKBU3UTHI COMlePKATETBHON YaCTH JJOKYMEHTA.
PexBu3UTHI 0(OPMIISIONICH YaCTH JOKYMEHTA.
JlenoBoe mUChMO KaK CPEACTBO CBSI3U OPTaHM3ALNH.
SI3BIK ¥ CTHITb O(UIUATIBHBIX MTHCEM.
CrpykTypa nrcbMa. OCHOBHBIC TPEOOBAHHUS K TEKCTY.
CocTaBieHHe TEKCTOB CITYKEOHBIX MUCEM: COMPOBOAUTEIBHOE, FAPAHTHIHHOE, PEKIIAMHOE, THChMO-OTBET.
0. OO6urre TpeOOBaHUS K OPraHU3aIMOHHBIM JIOKYMEHTAM.
1. VYcraB npeanpusiTus.
12. JIOIKHOCTHASI MHCTPYKITHSL.
13. [onoxenue.
14, [TatHOE pacnrcaHue.
15. CTpyKTypa JOKYMEHTOB U HX cojiepkanue. [IpaBuia opopMIICHHST OpraHH3aHOHHBIX JJOKYMEHTOB.

Ipakruueckoe 3ausTre Ne 1 (1 gac)
CoBpeMEeHHOE JeJI0BOE ITHCHMO

RBRBoo~NoOMwhE

Bompocs! u 3amanwst:
Onpenenure NOHATHE ODUIUATEHOTO JIEJIOBOTO MMCEMA. [IpUBEUTE IPUMEPHI.
Oxapakrepu3yiTe 0COOCHHOCTH S3bIKA M CTHIIA O(QUIHATBEHO-IETIOBBIX TEKCTOB.
Omnpenenure CTPYKTYpy MUCbMa.
CdhopmynupyiiTe nmpaBuia oHopMIICHHS ETOBOTO MUChMa
Tpeu1oXKuTe aNrOPUTM COCTABICHUS TEKCTOB CITY)KCOHBIX MHCEM.
IIpaktudeckoe 3anstie Ne 2 (2 qaca)
OpraHu3aIlMOHHbIE TOKYMEHTHI, KX COCTaBJICHHE 1 0(OPMIICHHE

agrwnE

Bompocs! u 3amanwst:

1. Onpexenure MOHATHE OPraHU3AIMOHHBIX JTOKyMeHTOB. [IpuBeauTe npruMepsl.

2. Coopmynupyiite oOmme TpeOOBaHUS K COCTABICHHIO OPTaHM3alMOHHBIX JOKYMEHTOB (3Tamlbl MOATOTOBKU H TOPSIOK
odopmiieHus).

3. Tlepeunciure TpeOOBaHUS K COCTaBICHHIO YcTaBa mpeAnpustus. [laiTe comepaTelbHYH XapaKTepHUCTHKY OCHOBHBIX
pasnenoB Ycrasa.

4. Iepeuncaure TpeOOBaHUS K COCTABICHHUIO JOJDKHOCTHOW MHCTPYKIMH. JlaiiTe comepikaTenpbHyI0 XapakTepHCTHKY OCHOBHBIX
pa3lenoB MHCTPYKIIHU.

5. CdopmynupyiiTe nmpaBuia 3an0JHEHUS U 0QOPMIICHHSI IITATHOTO PaCIHCAHUSI.

Jlextust Ne 2 (1 gac)
PacnopsiiurensHble JOKYMEHTBI, UX cocTaBieHue U opopmiieHre. MH(opMaIoHHO-CIIpaBOYHbIE JOKYMEHTBI, X COCTAaBICHUE U
odopmnenne. Kagposas nokymeHTanus
Bomnpocs! u 3ananus:
Ipukassl, UX BHIHL.
ITpaBuna odopmieHUs IPUKA30B.
OCOOEHHOCTH COCTaBIICHHUS TPUKA30B 10 OCHOBHOM JEATELHOCTH U MPUKA30B 110 JHMYHOMY COCTaBY.
Oco0eHHOCTH B COCTABIEHUHM 3ar0JI0BKOB U ()OPMYIUPOBOK KOHCTATUPYIOIIEH YacTH.
CxeMma OCTPOSHUS PacHOPSAUTEIHHON YaCTH.
HpaBI/ma BU3UPOBaHUs, IIOATIUCAHUA U PETUCTPALIHH.
CpOKM UCTIONHEHHS M BpEeMsI JOBEICHUS 110 HCTIOJTHUTEIEH.
Cocrasnenue 1 0popMIIEeHUE CIPABOK, JOKJIATHBIX, CIY>KEOHBIX U OOBSICHUTENIBHBIX 3aIIUCOK.
TpeboBaHMs K COCTABICHHUIO M OPOPMIICHHIO aKTOB ¥ IPOTOKOJIOB.
0. CoctaB ¥ BBl JOKYMEHTAIMH 10 JIMYHOMY COCTaBY.
11. YHudumpoBaHusie GopMbI JOKyMEHTOB.
12. TIpuka3: opopmieHne Ha paboTy, MEPEBO Ha APYTYIO paboTy, MPEIOCTABICHHE OTITYCKa, YBOJIbHEHHUE C paOOTHI.
13. JluyHOE 3asiBJICHUE: €ro pa3HOBUIHOCTH, OCOOCHHOCTH HAITHCAHUSL.
14, XapaKTepUCTHKA: COCTABHBIC YaCTH, MPaBuia 0()OPMIICHHS.
IIpaxruueckoe 3ansTre Ne 3 (1 vac)
PacnopsimutenbHbIe JOKYMEHTBI, X COCTaBJICHHE U 0(OpMIICHHE

BOo~NoOMwWNE

Bomnpocs! 1 3aganus:
1. JlaiiTe noHsATHE PACHIOPSTUTEIBHBIX TOKYMEHTOB, H3/IaBAEMBIX HA OCHOBE MPHHIIUIA ¢IMHOHAYaNMs. [IprBeuTe IpUMEpHI.
2. JlaiiTe MOHATHE PACTIOPSIUTEIBHBIX TOKYMEHTOB, H3/JaBA€MBIX HAa OCHOBE NPHHLUIA KOJUlerHaabHOCTU. [IpuBenyTe npuMepsl.
3. ChopmynupyiiTe NOPsIOK MOJTOTOBKH PACTIOPSUTENBLHBIX JOKYMEHTOB.
4. ChopMynupyiiTe alrOpUTM COCTABIICHHUS MTPUKA30B 110 OCHOBHOM JESATENHHOCTH U IMYHOMY COCTaBY M BBIIIHCOK U3 MPHKa3a.
5. ChopmynupyiiTe arOpuTM COCTABJICHHS TOJHOTO U COKPALIEHHOTO MPOTOKOJIOB.
IIpaxruueckoe 3ansTue Ne 3 (1 gac)

WNHpopMamoHHO-CIIpaBOYHbIC JOKYMEHTBI, UX COCTaBJICHHE U 0(OopMIICHHE
Bompocs! u 3ananust:
1. Hazosure BB HHPOPMATMOHHO-CIIPABOYHBIX JTOKYMEHTOB U ONPECINTEe X Ha3HAUCHHUE.
2. Ilepeuncanre cocTaB 1 PacloOkKeHNE PEKBU3UTOB HH)OPMAIIMOHHO-CITPABOYHBIX JOKYMEHTOB MO BHJIAM.
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3.
4.

Cdhopmynupyiite nmpaBuia (MOPAAOK COCTABICHUS M OPOPMIICHNS ) HHPOPMAITHOHHO- CIIPABOYHBIX JOKYMEHTOB.
Omnpenenure Ha3HAYCHHE aKTOB B JesTeNbHOCTH mpeampusitus. Chopmynupyiite mnpaBuia (HOPSAOK COCTABICHUS WU
0 OpMIICHHS) AKTOB.

Bomnpocs! 1 3aganus:
TpynoBble oroBopa: Ha3HaueHHE, COAEePKaHKe, IPaBUIIa COCTaBIICHHUS U 0(OPMIICHHUS.
3asBIeHUA: BUJIbl, HA3HAYEHHUE, [IPaBUJIa COCTABIICHHUS.

[IpuKasbl 10 TMYHOMY COCTABY: PEKBU3UTHI, OPSIOK COCTABICHUS U O(hOPMIICHHSL.
TpynoBble KHIDKKY: Ha3HAUEHHE, PaBHiIa 0)OPMICHHS.

JInunble kapTouku popmbl T-2 1 THUUHBIE J1eNa: Ha3HAYECHUE, IPpaBuIia 0(hOPMIICHHS.

akrwnE

[paxruueckoe 3ansTre Ne 4 (2 gaca)
Kanposast noxymenTarst

Pa3nen 4. Homenkiarypa el
Jlexrust Ne 2 (1 gac)

OO0mue TpeOGoBaHMs K CHCTEMAaTU3alUH JOKYMEHTOB B (POpMHUPOBAHMIO Jell. [I0Ar0TOBKa TOKYMEHTOB K apXHBHOMY XPaHEHHIO
Bomnpocs! 1 3aganus:

oukrwhE

Bunst HOMCHKJIaTYpPhI OCJI.

OCOOCHHOCTH COCTaBICHUS HOMCHKIJIATYPbI ACJT OpTraHru3aluu.

HOp}I,Z[OK COCTAaBJICHUA OIIMCHU  JICII.
3Kcnepmsa HEHHOCTHU JOKYMCHTOB.

OpraHu3aiys oAroTOBKU TI0KyMEHTOB K apXUBHOMY XPaHEHUIO.
TTonroToBka JOKyMEHTOB K YHHUTOXEHUIO.

IIpaktudeckoe 3anstie Ne 5 (2 qaca)

OO0mue TpeOoBaHUs K CUCTEMAaTU3aLUH JOKYMEHTOB U ()OPMUPOBAHUIO

Bompocs! u 3amanmst:
Ha3zoBure oCHOBHBIE BUIIBI JOKYMEHTOB, IIPUBEIUTE UX KIACCU(DUKALIUIO.
OxapakTepu3yiTe CHCTEMBI YIIPaBISHIECKUX JOKYMEHTOB. [10 KakoMy IIPH3HAKY BBIAEIEHBI CUCTEMbI JOKYMEHTALUH?
ITpuBenure npuMepsl JOKYMEHTOB MO KaXKI0H CUCTEME YIPaBICHIECKUX JJOKYMEHTOB.
OxapakTepu3yiTe CTpYKTYpy JOKYMEHTa (TIOCTOSHHBIE U IIEPEMEHHbBIE PEKBU3HUTEI, IPOIOIBHOE U YTIIOBOE PACTIONOKEHHE
PEKBU3UTOB).
Coopmynupyiite odmue npaBmia 0GOpMIICHHUS YIIPaBIeHYECKX (OpTaHU3aIl[HOHHO-PACTIOPSTUTENbHBIX) JOKYMEHTOB

Packpoiite pekBu3uTHI City:keOHbIX JoKyMeHTOB cornacHo [OCT P 7.0.97-2016) «TpeboBanus K 0OPMIICHUIO JOKYMEHTOBY.
Coopmynupyiite mpaBuia opopMIICHNS PEKBU3UTOB JOKYMEHTOB, PETIAMEHTHPYEMBIE TOCYAapPCTBEHHBIM CTaHIApTOM

(TOCT P 7.0.97-2016) «TpeboBanus kK 0OPMICHHIO TOKYMECHTOBY).

1.
2.

3.
4.

5.
6.

IIpakTudeckoe 3anstie Ne 6 (2 qaca)

HOZ[FOTOBKa JAOKYMCHTOB K apXWBHOMY XpPaHCHUIO

Bomnpocs! u 3ananus:

1.

JlaiiTe onpezneneHne HOMEHKIATYPBI

ACII.

2. JlaiiTe MOHATHE IPUMEPHON U TUIIOBOH HOMEHKJIATYpPHI Aeil. OXapakTepu3yidTe IPUMEHEHHE Pa3InuHbIX BUJOB HOMEHKIIATYPBI el
3. Ilepeuncnure TpeOOBaHUS K CHCTEMATU3ALUH 3aT0JIOBKOB €], HHAEKCY /€]l B HOMEHKIIAType
4. Packpoiite 3Tamnsl pa3paboTKu HOMEHKJIATYpPBI el

5. [lpusenure anmroputm nestensHoctr JIIK.

5.2. Conep:xanue caMOCTOSITEIbHOI PaGOTHI MO AMCHUIINHE (MOAYJIIO)

Conep:xaHue 00513aTe/IbHOI CAMOCTOSATE/ILHOI PadOThI 10 JUCHUILIMHE

Ne n/m Tembl IHCHUTINHBI CoaeprxkaHue caMOCTOSITeIbHOI padoThI IIpoayKThl fesiTeILHOCTH
1 HopmaTuBHO-3akoHOaTeNbHbIe | MI3yueHHe COBpeMEHHBIX HampaBieHud U | IlucbMeHHas paboTa — Ha OCHOBE
OCHOBBI cucTeMbl | GopM  JOKYMEHTAIlMOHHOTO  OOeCHeYeHUs | aHau3a COBPEMEHHBIX
JIEJIONPON3BOJICTBA YIpaBIeHUs HampaBJIeHUI u bopm
JIOKYMEHTAI[HOHHOTO ~ o0OecrieyeHus
yhpaBieHHsl pa3paboTatb MOJIEINb
opraum3amn ~ JIOY  KOHKpeTHOM
OpraHu3aluu
2 TexHonorun BezieHus | Mzydenue npasui cocraBinenus u opopmienus | [lucbmenHass pabora — paspaboTka
JIEJIONPON3BOICTBA YIPaBJICHYECKMX  JOKYMEHTOB  (SI3BIKOBBIC | MOJAECIH OpraHu3alun
(hopMyITBl 0QUIHATEHBIX JOKYMEHTOB); JIOKYMEHT0000poTa o
palMOHAIbHONH  OpraHu3aii  paboThl € | MPEIUIOKEHHBIM BUAAM JIOKyMEHTaM
JIOKYMEHTaMH B YCJOBUSAX HCIOJb30BAHUS | MM OIPEICICHHBIM O00YYaloUIMes
OpraHU3alMOHHON u BBIUUCIIUTENIFHOW | CAMOCTOSITEIBEHO
TEXHUKH
3 CocraBnerne u odopmienue | M3ydeHue ocobeHHocTel YCTHOM u | IlucemenHas pabota — cocTaBieHHE
JOKYMEHTOB B OpraHU3aI[1 MUCbMEHHOW MyOJIMYHO peun; MakeTa JJOKYMEHTOB JIJIsl IOATOTOBKU
TpeOboBaHWN K OGOPMIICHWIO W BeAeHHIO | H OhOpPMIICHHS IpHeMa KaHAWAaTa
JIOKYMEHTAllUM, CBA3aHHOW C BHEIPEHHEM | Ha BAKAHTHYIO TOJKHOCTb.
TEXHOJIOTHYECKHUX, TNPOJYKTOBBIX WHHOBAIUN
WM OPTaHU3AlMOHHBIX U3MEHEHUH, KapaMH U
UX ABWKEHUEM C KaJpaMH U UX JIBKCHHEM
4 Howmenknarypa nen | M3ydyenne TpeboBaHuii k mnepepabotke u | [luceMeHHas pabota — pa3paboTka
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OpraHu3aLu XpaHeHHUI0 HH()OPMAIINH; nporiecca COCTaBIICHHS
OCHOBHBIX METOJIOB, CIIOCOOOB M CPEICTB | HOMEHKIATYPhl JIeNl KOHKPETHOi
XpaHeHHss H  mepepaboTku  WHGPOpPMAIKHU; | OpraHU3aIlH

KJIacCHU(pUKAIIH " CUCTeMaTH3aluu
JIOKYMEHTOB Ha CTagul HuX OOpabOTKH U
XpaHEHHUS,;

apXUBUPOBAHUS YNPABICHYECKHX JOKYMEHTOB
C IIOMOUIbIO KOMITBIOTEPHBIX NIPOrPaMM

CoaepikaHue caMOCTOSITeIbHOI padoThI MO0 TMCHUNJIHHE HA BHIOOP

Ne n/n TeMbl IHCIHMILIHHBI Conep:xaHne caMOCTOSITeJIbHOM paboThl IIpoayKThI JeATEILHOCTH

1 Hopmarusao — | Uzyuenue TpeboBaHuit coBpeMeHHbIX | ITucemenHas pabora — Ha ocHose
3aKOHOJATEIIbHbIC OCHOBBI | 3aKOHOJATENIbHBIX, HOPDMAaTUBHBIX AaKTOB M | M3y4YECHUs TpeboBaHMIH
CHCTEMBI JEJIONIPOU3BOICTBA HOPMAaTUBHO-METOAUYECKUX JOKyMEHTOB, | COBPEMEHHBIX  3aKOHOAATEIbHBIX,
perlaMEHTUPYIOLIMX BOIPOCHl OPTraHU3allud | HOPMATHUBHBIX aKTOB u
JIOKyMEHTallUOHHOT'O obecrieyeHus! | HOPMAaTUBHO-METOUYECKUX
JIeATEILHOCTH JIOKyMEHTOB,  pPErIaMEHTUPYIOLIUX
BOIIPOCHI opraHu3aluu
JOKYMEHTaIlHOHHOTO ~ oOecIeyeH s
JIeSTeIbHOCTH HaIucarh
aHATUTHIECKYIO pabory,
PaCKpBIBAIOLIYIO cienyouume
BOIIPOCBI:

. Hemn TOCYIapCTBEHHOTO
perynuposanus JJOY

. Jedunurms MTOHSATHIH
«J1eJIOTIPOU3BOJICTBO u
«IOKYMEHTalHOHHOe ~obecredeHne
YIpaBJICHUEY.

. XapakTeprucTuka
3aKOHOJIATeJIbHBIX U HOPMAaTHBHBIX
aKTOB, perlaMEHTUPYIOLIHUX
Bompockl JJOY

* JlokanpHble HOPMATUBHBIE AKThI
KaKk  OpraHM3allMOHHAs  OCHOBA

JIeTIONPOU3BOICTBA
* [TpoGuiemsl peryauposanus 10Y
2 Texnonoruu BeneHus | Uzyuuts KpUTEpUHU pammonanpHOl | [Iucemennass pabGota - BEIIBUTH
JeTIONPOU3BOACTBA OpTaHM3allM¥ JOKYMEHTOO0OpOoTa IO THIIAM | NMPoOIeMbl OpPraHU3alMU IBHKECHUS
JIOKYMEHTOB OpTaHU3aluu JIOKyMEHTOB BHYTPHU TPEIIPHITUS U
000CHOBAaTh  NPEJIOKEHHS IO
COBEPIICHCTBOBAHUIO
JIOKYMEHT0000poTa
3 CocraBnenue u odopmiieHue | M3yunTb crnocoObl co3maHus ympaBieHueckux | ITncpMmeHHas pabora - B
JOKYMEHTOB B OpraHH3aIliu JIOKYMEHTOB B TPaJULIHOHHBIX W | IPEUIOKEHHOH  yIpaBlIeHYeCKOH
ABTOMATHU3UPOBAHHBIX TCXHOJIOTHUAX cuTryaunuu O(l)OpMI/ITb n COCTaBHUTb
COOTBETCTBYIOIINE YIPaBICHIECKHE
JIOKYMEHTBI
4 Homenknatypa nen | Usyduth npaBmiIa apxuBupoBanus | IlucemenHas pabora - CocTaBHTH
OpraHmsanvu YIIpaBJICHYECKUX HOKYMEHTOB C IOMOIIBIO OIMIUCb Ha Aacia (HOCTOHHHOFO n
KOMITBIOTEPHBIX ITPOTPaMM BPEMEHHOTO XpaHeHHs],

TNoJIC)Kaue caavye B apxus

5.3.00pa3oBaTe/ibHbIE TEXHOJOTHH

Ilpu  opraHmzanuu  W3y4eHUs  JAUCUMIUIMHBI  OyOyT  WCIOJB30BaHbl  ClleAylolMe  oOpa3oBaTelbHblE  TEXHOJOTHU:
MH()OPMAIIIOHHO-KOMMYHHKAIIMOHHBIE ~ TEXHOJOTWH, TEXHOJOTHS OpraHU3allid  CaMOCTOSTENBHOM  pabOoThl, TEXHOJOTHUS
pedIieKCUBHOTO 00yYeHHsI, TEXHOIOTHS MOIYJIBHOTO OOYYEHUS, TEXHOJIOTHS UTPOBOTO 00YUEHHSI, TEXHOJIIOTHHU IPYITIOBOM IHCKYCCHH,
MHTCPAKTUBHBIE TEXHOJOTUH, TEXHOJOTHS NPOOJIEMHOro OOY4eHMs, TEXHOJIOTHS OpraHH3alud Y4eOHO-HCCIIEN0BATEIbCKOM
JIeSITEIIbHOCTH, TEXHOJIOTHsI IPOEKTHOTO O0YYEHHS!, TEXHOJIOTHS PA3BUTHUSI KDUTHYECKOTO MBIIIUICHHSL.

5.4. Tekymuii KOHTPOJ1b, IPOME:KYTOYHbIH KOHTPOJIb H IIPOME:KYTOYHASI ATTECTALUS

bannbHO-pedTHHTOBas KapTa AUCHUILIMHEI 0(OopMIIeHa KaK MPHIOKEHHE K paboueil mporpaMMe JUCIUILINHEIL.
@DOoH OIEHOYHBIX CPEACTB IS IPOBEACHHS MPOMEXKYTOYHOH aTTECTAMH OOYJarOIUXCS 110 AUCIHUILIHHE O(QOPMIICH OTAETEHBIM
JIOKYMEHTOM.

6. YHAEBHO-METO/MYECKOE I THOPOPMAIIMOHHOE OBECIIEYEHHE

Jlata oOpaleHus K 31eKTPOHHBIM yIeOHBIM H3IAaHUSM, dJIEKTPOHHBIM 00pa30BaTeIbHBIM pecypcaM, COBPEMEHHBIM 0a3aM JaHHBIX U
HH()OPMAIIOHHBIM CITPAaBOYHBIM CHCTEMaM COBIANACT C IATOH YTBEpKACHUS pabodeil mporpaMMBbl

6.1. Pexomenayemas Jutepatypa
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6.1.1. OcHOBHAs1 JUTEpPaTYpa

ABTOpBI, cocTaBUTeNnH | 3ariaBue, CChUIKA Ha YIEKTPOHHYIO OMOIHOTEUHYIO CHCTEMY H3atenscTBO, TOX
J1.1  |I'punoepr, A.C. JloKyMeHTalluOHHOE 00ecIIeueHUe YIpaBICHUS | y4eOHUK / Mocksa : FOnutu-/lana, 2017
A.C. T'punoepr, H.H. T'op6aués, O.A. MyxameTInHa.
URL:
https://biblioclub.ru/index.php?page=book red&id=684757
JI1.2  |Poroxwun, M.IO. Jlenonpou3BOACTBO: Kype JIEKIUH : yueOHOe rocobue / Mockgsa ; bepnun :
M.IO. Poroxun Hupexr-Menua, 2014
URL.: https://biblioclub.ru/index.php?page=book&id=253702 .
JI1.3  |JloBueBa, M.B. YnpasieHue NepCcOHANIOM: TEOPHA U MIPAKTUKA. Mocksa : IIpocnext, 2014

Jlenonpou3BOCTBO B KaJIPOBOI CIIyx)0e :
yueOHo-IpakTudeckoe nocodue / M.B. Jlouea, E.H. ['ankuna,
E.B. I'yposa ; pea. A.51. Ku6anos.

URL: http://biblioclub.ru/index.php?page=book&id=449586.

6.1.2. JIomoJIHHTeJIbHASNIHTEPATYPA

ABTODBI, cocTaBuTeNH | 3arjaBue, CChIIKA HA DJIEKTPOHHYIO OMOIMOTEUHYIO CHCTEMY W3paTenscTBo, rox
JI2.1 |I'pososa, O.C. Henonpoussoactso : yuebHoe nocodue / O.C. I'po3osa ; pen.  |IloBomkckuil rocyaapcTBEHHbIH
JI.C. XKypagneBa; [ DnekTpoHHBIH pecypc]. - TEXHOJIOTHYECKUN YHUBEPCHUTET.
URL: http://biblioclub.ru/index.php?page=book&id=439196. |- Momkap-Omna : IITTY, 2015
JI2.2  |Ko3uHa, E.C. Jenonpoun3BoACTBO : yueOHO-MeToAn4ecKoe nocobue / Mockga : Tupexr-Menua, 2013.

E.C. Ko3una. - [DnexkTpoHHBII pecypc]. -

URL.: http://biblioclub.ru/index.php?page=book&id=141469

JI2.3  |Poroxwun, M.IO. Jlenonpou3BoACTBO B KaAPOBO# cyxk0e : Mocksa ; bepnun :

yueOHo-mipakTuaeckoe nocodue / M.IO. Poroxun. - 3-e uzn., |Jdupexr-Menua, 2014,

nepepad. u A0m. - [DIEKTPOHHEIHN pecypc]. -

URL.: http://biblioclub.ru/index.php?page=book&id=253703.
6.2 IlepeyeHb MpOrpaMMHOro odecreveHust

- Acrobat reader DC

- Dr.Web Desktop security, Dr.Web Server security

- GIMP

- Moii oduc, cepucsl Sunexc 360 mist oo6pazoBanus (mouta, Suaekc Juck, SAunexc Tenemoct, SHaeke nokymenTs, KaneHaapn)

- MHoro¢yHKIMOHaJIBHBIH cepBuc 0OMeHa nHpopManuein Max

- Apxusarop 7-Zip

- bpaysep Snaekc 11 opraau3anui

6.3 Ilepeuenb HHGOPMALMOHHBIX CIPABOYHBIX CHCTeM, PodeccHOHAJbHBIX 023 JaAHHBIX

- OBC «YHuBepcuTerckas OMOINOTeKa OHIIANHY

- Basel mannbix Springer eBooks

- 1C:UTC ITPOD BY3

- CIIC «I'APAHT-AHaauTHK»

- CIIC «Koncynmprant-Ilmocy

7. MATEPUAJIBHO-TEXHNYECKOE OBECIIEYEHHUE JUCHUIIJIMHBI (MOJYJIS)
7.1|HanmeHOBaHHME CIIEMAIBHOTO IOMEIICHHUS: IOMEIIEHHE [UIi CaMOCTOSTENIbHOM paboThl, UMTanbHBIA 3.
OcHamenHocTs: [TK-41mT. ¢ BO3MOXKHOCTBIO MOIKITIOUEHHUS K ceTH « MTHTepHeT» 1 o0ecrieueHreM JI0CTyMa B 3JEKTPOHHYIO
nHpOpMaIMoHHO-00pasoBarenbhyto cpeny CI'CITY, ITucbMenHsblit cton-4 mr., [Tapra-2 wir.
7.2|HanMeHOBaHHE CIIEIHANTBLHOTO IOMEIICHNUS: Y9eOHas ayIUTOPHS ISl IPOBEICHNS JIEKIIMOHHBIX 3aHATHH, MPAKTHYECKUX
3aHSATHH, TPYNINOBBIX KOHCYJIbTAllMH, WHIUBHIYaJbHBIX KOHCYJIBTAllUH, TEKYIIEro KOHTPOJIS, IPOMEKYTOYHOM
aTrectanuy, Y4eOHas ayauropus. OcCHAIEHHOCTH: MenoBasi nocka-lmr., Komruiekr ydeOHOW Mebenu, HOYTOYK,
MIPOEKIIMOHHOE 000pyI0BaHKE (MYIBTUMEIUIHBIN TPOSKTOP U SKPaH).

8. METOANYECKHUE YKA3AHMUS 11O OCBOEHUIO IUCIHUAITIJIMHBI (MOJYJIS)

Pabora Hayx TeOpEeTHYECKMM MAaTEpUAlIOM TPOUCXOIUT KPATKO, CXEMATUYHO, TIOCIIEA0BATEIbHO (PUKCUPOBATH OCHOBHBIE MOJIOKEHNS,
BEIBOJIBI, ()OPMYITUPOBKH, OOOOIICHUS; TIOMEYaTh Ba)KHBIE MBICIIH, BBIICISATH KIIIOUEBBIE CJIOBAa, TEPMUHBL. [IpoBepka TepMUHOB,
MOHATHH C MOMOIIBIO SHIMKIIONEANHN, CIOBapeil, CIIPAaBOYHUKOB C BBIMHMCHIBAHUEM TOJIKOBAaHHH B TeTpaab. OO03HAUUTH BOMPOCHI,
TEpPMHUHBI, MaTepuai, KOTOPbIA BBI3BIBAET TPYIHOCTH, IOMETUTh U TOMBITATHCS HAUTH OTBET B pEKOMEHIyemou iureparype. Eciu
CaMOCTOSITEIILHO HE YAaeTCs pa3o0paThes B MaTepualie, He00X0IUMO C(OPMYJIUPOBATh BOMIPOC U 334aTh MPETOIaBATEIIIO.
TIpopaboTka pabodeit mporpaMMbl TUCIUTLIAHEL, YACISIE 0c000€ BHUMaHUE LEJSIM U 3a/1a9aM, CTPYKTYPe U COAEPIKaHUIO AUCIIUATUINHEL.
KoHcnektupoBaHnue HCTOYHUKOB, IOJrOTOBKA OTBETOB K KOHTPOJIBHBIM BOIIPOCAM, MPOCMOTP PEKOMEHIYEMOI TUTepaTypsl, paboTa ¢
HH()OPMAMOHHBIMU HCTOYHUKAMH B Pa3HBIX (popmarax.

Taxoke B rporecce M3y4eHHUs TUCIUIUIMHBI METOTUYECKUE PEKOMEH IAIIMU MOTYT OBITh W3JIaHbI OT/ICJIbHBIM IOKYMEHTOM.
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Hampasnenne noarorosku: 43.03.01 CepBuc
Hanpagnernocts (npoduib): «OUHAHCOBBII CEPBUCH
Paboyast nmporpamMma JUCLIMILINHBI «J{eI0mpor3BOACTBO»

[Ipunoxenue
BaibHO-peATHHTOBAsT KapTa JUCIUTUTHHEL «JeT0mpOU3BOACTBOY
Kypc 5 Cemectp 9
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 T Opa3Aeity 4 6
IIpomexyTOUHBII KOHTPOJIb 12 20
HaumeHoBaHue pa3nena: «TeXHOTOTHH BeeHHs IeT0NMPON3BOACTBA B OPraHH3AIMH, YIPEKACHAN
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 (cnenuanbHble 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 (crenuanbHbie 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 | [lepedeHp WM MpUMEpHI 3aTaHHi, KPUTEPHU OLICHKH U KOJMYECTBO OAJLIOB Tembl 1715t H3y4CHHS 1 00pa30BaTe/IbHBIC PE3YIBTATHI
Tekymuii KOHTPOJIL 1O pa3fesy «/leJonpon3BoCTBO, €r0 3aKOHO1aTeJbHOe H HOPMATHBHO-MeTOJNYeCKoe PeryIMpoOBaHue)»
1 | AynuropHas paborta -
2 | CamocrostensHas padora (00s3aTenbHble | [IpuMep 3amaHus: HopMmaTHBHO —  3aKOHOZATENbHBIE  OCHOBBI ~ CHCTEMBI
¢dopmeI) Hanummre pa3sBepHyTHIi OTBET Ha TeMy: «JIOKYMEHT U €ro (DYHKLIUI». JIeJIONIPOU3BOJCTBA
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Hampasnenne noarorosku: 43.03.01 CepBuc
Hanpagnernocts (npoduib): «OUHAHCOBBII CEPBUCH
PaGoyast mporpamMma JMCLIMILIMHBI «J]eTompor3BOACTBO»

Kpurepuu oneHku.

Kpurepuii / Ouenka Broimonnen | Brimomxen He O0pazoBaTenbHBIE PE3YIIBTATHI:
ITOJIHOCTBIO YaCTUYHO | BBINOJHEH 3HaeT: 0COOCHHOCTH W CTWIIM O(HINAIBHO-AETIOBBIX TEKCTOB,
PackpeiTo OcHOBHOE TIOHSITHE 2 Ganna 1 6amn 0 G6auioB npaBuia ohopMIICHHUS JEI0OBOTO MUChMa; IPABUIIA COCTABIICHUS
u odopMieHHUs yIpaBIIEHYECKUX JOKYMEHTOB (SI3BIKOBBIC
Iepeuncnensl Bce 2 Oamia 1 Gamn 0 GatoB (opmyBl 0HIHATBHEIX JIOKYMEHTOB).
COCTABJISIOIINE DIICMEHTBI 3HaeT: mpaBHiia COCTaBJICHUS M O(QOPMIICHHS YIPaBICHYECKHX
(cTpyKTypa) IpeaMeTa JIOKYMEHTOB IIPY HCIIOJIb30BaHUHN TEXHUUECKUX CPE/ICTB.
(sABIICHHSN) 3HaeT: NpU3HaKM M (QYHKIMM JOKYMEHTa; CTPYKTYpY CHCTEM
JlaHa XapaKTepHCTHKA 2 Gaia 1 6ant 0 GaLIoB JIOKyMEHTAllNY; COCTaB  yHU(WIMPOBAaHHOH  CHCTEMBI
COCTABIISIOLINX JIEMEHTOB JAOKYMEHTALlH.
(cTpyKTYpBI) IpeaMeTa
(s1BIICHMS)
3 | CamoctosTenbHas paboTa (Ha BEIOOD) Tlpumep 3amanus:l. UW3yuuTh TpeOOBaHHMS COBPEMEHHBIX 3aKOHOJATEIbHBIX, | HOpMaTHBHO  —  3aKOHOJATENbHBIE  OCHOBBI  CHCTEMBI
HOPMAaTHUBHBIX aKTOB u HOPMAaTHBHO-METOINYECKUX JIOKYMEHTOB, | JIEJIONPOU3BOJICTBA
periaMeHTUPYIOIINX BOMPOCHl OpTraHM3allid JTOKYMEHTAIlHOHHOTO obecreueHus: | OOpa3oBaTeNbHBIC Pe3yIbTaThL:
nesitenbHOCTH. Ha 0cHOBE COOpaHHBIX MaTepHAaJIOB HAITUCATh AHAIMTHYECKYIO pa0doOTy, | YMeeT: HCIOJb30BaTh HAa0Op  PEKBH3HTOB  JIOKYMEHTa,
PaCKpBIBAIOIIYIO CIIEIYIOIIIE BOIIPOCHL: OTpaKaroIuit ero 0c00EHHOCTH u Ha3HAueHHUE;

* [{en rocymapcTBeHHOTO perymupoBanus JOY
o JlepuHUIMS TOHATHIA «IENOTPOU3BOJICTBO» H <JIOKYMEHTAIIHOHHOE OoOecreueHue
yIpaBJICHHE».
» XapaKTepucTHKa 3aKOHOJATEJIbHBIX U HOPMATHBHBIX aKTOB, PErJIAMEHTHPYIOLINX
Bonpocsl JIOY
* JlokanbHbIe HOPMATHBHBIEC AKThl KAK OPraHU3alMOHHAst OCHOBA JCJIONPOU3BOICTBA
* [Ipo6nems! perynupoBanus JOY
Kputepuu ouenku.

1. PackpbITBl OCHOBHBIE 3JIEMEHTHI aHATUTHIECKOH padoTsl (mo 1 Gamty 3a KaxIblit
apryMEHTUPOBAHHBIN OTBET)

2. TIpemioskeHbl BapuaHThl peleHus npodnem perymuposanus JJOVY. (1-3 6amna B
3aBUCHMOCTH OT 00OCHOBAaHHOCTH NPEJIOKEHHOTO PEICHUs]).

CHCTEMaTHU3UPOBATh JOKYMEHTHI IO BHAaM YIPaBICHYECKOM
JEeSITeNbHOCTH (OCHOBHASI NEATEIBHOCTh, padoTa 10 JIMYHOMY
COCTaBY H T.J.)

KonTponbsHoe MeponpusiTue 1o paszaeny

IIpumep 3ananus:

Ha ocHoBe n3yueHust COBpeMeHHbIX HampaBieHuil 1 popM 1OV mpeansoxuTs CBOO
Mozenb opranuzauuu JOY (B Buze Ipe3eHTalud IPOEKTa).

Kpurepun oreHky (BBINOJHEHHE KaXJOro KpUTEpHs OLEHHBaeTcs B 2 Oaiuia, eciu
BBIIIOJIHEH IIOJIHOCTBIO, B 1 Oal1, €ciu BBINOIHEH YACTHYHO).

1. BriOpaHno yupexaenue (mpeanpusTue) s JeMOHCTpanuu opranusanuu JJOY.

2. Onmcana cucrema opranuzanuu JJOY B BBIOpaHHOM yUpexIeHUH (IPEATPUITHN).
3. OGocHOBaHa HEOOXOAMMOCTh W3MEHEHHH (IOCTOsHCTBA) opranusamuu JJOY B
BbIOPaHHOM YYPEKACHUH (IPEATIPUATHH).

4. IIpernoskena cBos Mojenb opranuzanuu JJ0OY.

5. Mozens odopmieHa B BUE IPE3CHTALMY IPOEKTA.

O6pa3oBaTenbHBIC PEe3yIbTaTHI:

3HaeT: mpu3HakU U (QYHKIUM JOKYMEHTA; CTPYKTYPY CHUCTEM
JOKYMEHTallH;  COCTaB  YHH(WIIMPOBAHHOH  CHCTEMBI
JIOKYMEHTaIMK, 3HaeT: YCTPOWCTBA CO3JaHUSI 3JIEKTPOHHON
yIpaBieHUeckolf HH(OPMAIHH, 3JIEKTPOHHBIE CHPAaBOYHBIC
CIryKOBI (BUIEOTEKA, TEJICTEKCT, TeNeaBTorpad), KaHajbl U CETH
SNIEKTPOHHOW TMOYTHl JUIA JOBENCHUS wWHOpMamuu 1o
IIOJYUHCHHBIX.

VYMeeT:  CHCTEMaTH3HpOBATh  JOKYMEHTH 110  BHIaM
VIPaBJICHUECKOW JICATENbHOCTH (OCHOBHAs JESITENBbHOCTS,
pabora 1O JIMYHOMY COCTaBY M  T.J.); HCIONB3YS
MH(OPMAIIMOHHBIE TEXHOJIOTHH.

IIpomesxyTounsrit
0ayuioB)

KOHTPOJb  (KONHUYECTBO
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Hampasnenne noarorosku: 43.03.01 CepBuc
Hanpagnernocts (npoduib): «OUHAHCOBBII CEPBUCH
PaGoyast mporpamMma JMCLIMILIMHBI «J]eTompor3BOACTBO»

TeKy].l.[l/Iﬁ KOHTPOJIb 110 pasaenay «TexHoJIOrMU BeaeHHs A€JI0IPOU3BOACTBA B OPraHu3alvu, YUpeKACHUN

1 | AynuropHas paborta

JloKyMeHTO000POT B OpraHU3aliu

2 | CamocrosTensHas paboTta (00s3aTeIbHBIC
(bopmbI)

TIpumep 3aganus:

Hamumure passepHyTHIi OTBET Ha TeMy: «OCHOBHBIE STaIlbl IBH)KEHUS TOKYMEHTOB B
OpraHu3aluny.

Kpurepun onenku:

Kpurepnii / Onenka Bemonnen | Bemmonnen He
MONHOCTBIO | YaCTHYHO BBITIOJTHEH

PackpbITO OCHOBHOE TOHSITHE 2 Gaya 1 Gamn 0 6ayioB

Ilepeuncnens! Bce 2 Gamna 1 Gamn 0 6annoB

COCTABIISIONIHE 3TEMEHTHI

(ctpykTypa) mpeamMera

(stBICHMS)

JaHa xapakTepucTHKa 2 Gamna 1 Gamn 0 6annoB

COCTABIIIOIINX HIIEMEHTOB

(cTpyKTypbl) IpeaMeTa

(s1BIICHMST)

TeXHONOTUH BeICHHS ACIONPOU3BO/ICTBA

O0pa3oBaresbHbIE PE3YIbTATHL:

3HaeT: TpeOOBaHUs K MOJYICHUIO (TI0JIHOTA, CBOCBPEMEHHOCTb,
HE3aBHCUMOCTB, JIOCTOBEPHOCTH), MepepaboTKe M XpaHEHHIO

“HQOpMAIIMK; OCHOBHBIC METONBI, CIHOCOOBI U CpeACTBa
MOJIyYCHHsI, XpaHeHHs ©  1mepepaboTKH  WHPOpPMAIUH;
COBPEMEHHBIE ~ METOJABI  TepeBoja  WHPOpPMAIMKM B
YIPABICHICCKHE JOKYMEHTBI: COCTABJICHHE PAaCIOPSDKCHHI,
MPUKA30B, HWHCTPYKIUHA ©W  JPYrHX  YIPaBICHYSCKUX
JOKYMEHTOB; TpeOOBaHMS K PpAIMOHATBHON OpraHU3aIuu
paboTel ¢ JOKyMEHTAaMH B YCIIOBUSAX HCIOJNB30BAHUS B

anmapare ynpaBlIeHHs OPraHH3al[MOHHOW M BBIYMCIUTEIbHOM
TEXHHUKH; KaHAIbl JOBeJCHHUs HHPOPMAIUU JO COTPYIAHHUKOB
OpraHU3aLHH.

VMeer: mpuUMeHss INporpaMMHOE OOecleueHue, Cco3Jarh
yIOpPaBICHYCCKHE  OOKYMCHTHI B TPAAULHOHHBIX U
ABTOMATHU3MPOBAHHBIX TEXHOJIOTHSX; HA OCHOBE IIPOTPAMMHOTO
obecrieueHnsi  KiaccUDUIUPOBATH M CHCTEMaTH3HPOBAThH
JOKYMEHTBI Ha CTaAud WX O0OpabOTKH |  XpaHCHHS,
OpraHU30BaTh JOKYMEHTOOOOPOT Ha MPEANPUATHH, UCTIONB3YS
ocHOBHBIE o(ucHble mporpammer:  MicrosoftOfficeWord,
MicrosoftOfficeExcel u nap.; ocyiiecTBIsATh apXUBUPOBaHHE
YIPABICHYCCKUX JIOKYMEHTOB C IIOMOIIBIO KOMITBEOTEPHBIX
Iporpamm; IIOAroTaBJIMBATH JAOKYMCHTBI K XpaHCHUIO,
HCTIONB3YS OCHOBHBIE otucHbIe POrPaMMBI:
MicrosoftOfficeWord, MicrosoftOfficeExcel u ap.

3 | CamocrosTenbHas paboTa (Ha BIOOD)

Ipumep 3amanws:

CoBeplLIEHCTBOBaHHE JOKYMEHTOOOOPOTA: OpraHM3alMs PALMOHAILHOTO ABMXKEHMS
JOKYMEHTOB BHYTPH IPEIIPHUSITHSL.

Kpurepun oneHku: (BBIIOJHEHUE KaXOr0 KpUTEpUs OLICHUBAeTcs B 2 Oaia, eciu
BBITIOJTHEH TIOJTHOCTBIO, B | 0ail1, eciu BBIIIOJHEH YaCTHYHO).

1. BoiOpaHo yupexaenue (mpeanpusTue) At AeMoHCTpanuu opranusanuu JJOY.

2. OnmcaHa cucreMa JJIOKyMEHTOO00pOTa B BBIOPAaHHOM YUPEXKIEHUH (TIPEIIPUATHN).
3. IIpoaHanu3upoBaHbl OCHOBHBIE ATAIbI ABWKEHHS JOKYMEHTOB B OPraHU3alny.

4. PackpbIThl OCHOBHbBIE HEJOCTATKHA OPraHU3aAIMU JOKYMEHT000opoTa (000CHOBaHa
3¢ GEKTUBHOCTH UCTIOIB3YEeMOM CXeMBI JOKYMEHTO000POTa).

5. IpemnoxkeHbl COCOOBI COKpAIeHUsT TOKYMEHTOO00OPOTa € LENbI0 COKpAIICHHUS
BPEMEHH JBIKEHUS JOKYMEHTOB B OPraHU3aluy.

6. [lana OUEHKAa pPEATPHOCTH MPEIUIOKESHHBIX
JIOKYMEHT0000poTa.

BAapHUAaHTOB  palMOHAJIU3allun

TexHOTOTHH BeJeHHs ASNONPOU3BOACTBA

OO0pazoBaresibHbIE PE3YIbTATHL:

3HaeT: ycTpoiicTBa CO3MaHUS SJICKTPOHHOW yIpaBIeHYECKOit
UH(OPMAIMHU, HICKTPOHHBIE CIIPAaBOYHBIE CIYXKObI (BUICOTEKa,
TEIETEKCT, TeNeaBTorpad), KaHaIBI M CETH 3IEKTPOHHOI OYTHI
JUISL IOBEIeHUSI UH(POPMALUK A0 OJYUHEHHBIX.

VYMeeT: aHANMM3MPOBATH 3aKOHOAATENCTBO W IIPAKTHKY €ro
NpUMEHEHUs ATl padOThI ¢ YNPaBISHYECKOH JOKyMEHTaIUEH.
3HaeT: HOPMBI TIpaBa ¥ HOPMATHBHO-TIPABOBBIC  AKTEHI,
peryaupyromue B3aUMOOTHOIIECHUS OpraHu3aIyu "
KOHTPOJIMPYIOIINX OPraHOB; NEHCTBYIOMHE TOCYIapCTBEHHBIE
HOPMaTHUBHO-METOJMUYECKUE TOKYMEHTHI, PErIaMeHTHPYIOIUe
JeATeIFHOCTD OpraHU3alli cepBHca.

YMeeT: obecnednTh COOMIOCHNE JOKYMEHTOB JEHCTBYIOIEMY
3aKOHOJATEeNbCTBY.

KoHTponbHOE MeponpusThe 1o pa3aeiny

Ilpumep 3aganus:

OO6pa3oBarenbHbIC PE3yIbTATHL:
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Hampasnenne noarorosku: 43.03.01 CepBuc
Hanpagnernocts (npoduib): «OUHAHCOBBII CEPBUCH
PaGoyast mporpamMma JMCLIMILIMHBI «J]eTompor3BOACTBO»

CocTaBUTh MOJENb OpPraHU3alMM JOKYMEHT000OpoTa (UCIOJB3ys MaTepHallbl
KOHKPETHOTO MPEANPHUATHS WM COOCTBEHHYIO pa3paboTKYy) 1O OJTHOMY M3 BRIOpaHHBIX
HaIpaBJICHUH TBHKEHHSI IOKYMEHTOB (JIBUKEHUE BXOASAIIMX JOKYMEHTOB, HCXOISIINX
JOKYMEHTOB, BHYTPEHHHX JOKYMEHTOB). BBINONHAS 3amaHue HEOOXOIUMO
OIpeIeNITh COCTAB JIOJDKHOCTHBIX JIMI, YYaCTBYIOUIMX B 00pabOTKe M MCHOJIHEHUH
JOKYMEHTOB; H3YYUTh CXEMBI IBI)KEHHS JOKYMEHTHBIX MOTOKOB OpraHW3aldH.
CocTaBuUTh OIEPOTpaMMy JIBIDKEHHsS JOKyMeHTOB. OmneporpamMma  BXOJSIIUX
JOKYMEHTOB JIOJDKHA OTpakaTh IepeMelleHHe TOKYMEHTOB OT MOMEHTa IpHeMa 10
MOJIIMBKY MX B JEJO IOCie 3aBepiieHus ucroyHeHus. OneporpamMma HUCXOSAIINX
JOKYMEHTOB JIOJDKHA OTPaKaTh IepeMeNIeHHe TOKYMEHTOB OT MOMEHTa IOJITrOTOBKU
UX MIPOEKTOB JI0 OTIPABKH HX U3 yupexeHus. OneporpaMma JIBIKEHUS BHYTPEHHUX
JOKYMEHTOB — OT MOMEHTA ITOJrOTOBKH MPOEKTa JOKYMEHTa JI0 TIOIIIUBKH B JIEJIO.
Kputepun ouneHkn (BbINOJHEHHE KAMKAOT0 KpUTepHs olleHHBaeTcs B 2 DaJuia,
€CJIM BBINOJIHEH MOJIHOCTBIO, B 1 0aJl1, ec/Id BBINOJTHEH YACTUYHO).

1. Omucana Monenb OpraHM3alUM JOKyMEHTOOOOpoTa (MCHOJB3ys MaTepuallbl
KOHKPETHOTO MPEANPHUSITUS MU COOCTBEHHYIO Pa3paboTKy).

2. OmpezienieH cocTaB JODKHOCTHBIX JIMI, YYacTBYIOIIUX B 00pab0TKe U UCTIONHEHUH
JOKyMEHTOB.

3. [IpeacraBiieHbl CXEMbI JBHKEHHS JOKYMEHTHBIX TIOTOKOB OpPraHU3aI[UH.

4. CocraBneHa omeporpamMma JIBIKEHHs TOKYMEHTOB C YI€TOM CTaHJAPTHOH CXEMBI
JIBIDKEHUS TI0 BEIOpAaHHOMY HAaIlpaBIICHUIO.

5. IlpeutoxeHsl BApHAHTH! ONTHMH3AIIMHN IBIKSHHUS] TOKYMEHTOB B OpraHH3aliH.

3HaeT: BUABI  YNpPaBICHYECKOH JOKyMEHTauu;, oOIue
TpeOOBaHHMsI K COCTABICHHIO YIPABICHYECKUX JTOKYMEHTOB
(mostoxeHus, TOJHKHOCTHOW MHCTPYKIMH PabOTHHKA, ITATHOTO
pacnucaHus ¥ T.J.), OPS/IOK BHECEHHS U3MEHEHUIT; alrOpUT™M
MIOJITOTOBKU PacTOPSAUTENILHON TIOKYMEHTAIMY, COTJIaCOBAHUS
Y BU3UPOBAHUSL.

Ymeer: ¢GopMupOBaTh IAKeT JOKYMEHTOB, OTpPa)KarolIHX
JIESITENIbHOCTh OPTaHU3alliK B COOTBETCTBHU C HOPMATHBHBIMHU
TpeGOBaHUSIMU KOHTPOJIHUPYIOMIHX OpraHoB u
HOPMATHUBHO-METOJMYCCKUMH JIOKyMEHTaMH; o(opMiIaTeh U
COCTaBJIATh yIpaBIEHYECKHE JIOKYMEHTHI: MIPUKa3bl,
MIPOTOKOJIBI, IOKJIAHBIC ¥ OOBACHUTEIILHBIC 3aITHCKH, CIIPABKH,
CIIy>)keOHbIe TIHChbMa, aKThl; OCYLICCTBJIATH PErUCTPALHIO
BXOJIAIICH U UCXOASIIEH TOKYMEHTAIIUH.

Brnazeer: TexHONOTHEH OpraHU3alMU JEJIONPOU3BOJICTBA TIPU
MpreMe Ha BAKAHTHYIO JOJKHOCTb.

IIpomesxyTounsIit

KOHTPOJb  (KOJUYECTBO

6aJioB)

TeKyIl.ll/Iﬁ KOHTPOJIb IO pa3aeinay «CocTaBjieHne O(IIOI)MJ'IeHI(le AOKYMEHTOB B OpraHv3anum»

1 | AynuropHas paborta - CoBpeMeHHOE A€7I0BOE TUCHMO
OpraHm3anoOHHEIE ~ JOKYMEHTBI, HX  COCTaBICHHE U
odopmienue. PaciopsanTenbHble JOKYMEHTHI, HX COCTaBICHUE
u ohopmIteHHE
WudopManioHHO-CIIPpaBOYHbIE JOKYMEHTBI, UX COCTABICHUE U
odopmiteHue
Kagposast nokymeHTanus

2 | CamocrosTensHas pabota (o0s3arensuble | [Ipumep 3apanus: CocraBnenne u oopMiIeHHEe JOKYyMEHTOB B OPTaHU3AIHIH

¢dbopmer)

Hanmumure pasBepHyTHIi 0oTBeT Ha TeMmy: «OOmme TpeGoBaHUS K OGOPMICHHIO
OPraHM3aIlMOHHBIX JOKYMEHTOBY.
Kputepun onenku:

Kpurepnii / Onienka Boinonnen | Beimosnen He
HOJHOCTBIO | YAaCTHYHO BBIIIOJIHEH

PackpbITO OCHOBHOE TOHATHE 2 Gamna 1 Gamn 0 6anoB

[Tepeuncnens! Bce 2 6amna 1 Gamn 0 6ammoB

COCTAaBJIAIOIINE HIICMEHTEI
(cTpykTypa) nmpenmera
(s1BIICHUS)

OO0pazoBaresibHbIE PE3YIbTATHL:

3Haert:

0COOEHHOCTHU M CTUIHN O(GHLIUATIBHO-AETOBBIX TEKCTOB, IIPaBHIIa
Oo(OpPMIICHUS JENIOBOTO TIMCHEMa; IIPAaBHJIA COCTABICHUS U
OohOpPMIICHUS ~ YNPABICHYECKHX  JOKYMCHTOB  (S3BIKOBBIC
(dbopMyIbl 0PUIHANBHBIX TOKYMEHTOB),

3HaeT: ImpaBmila COCTaBICHUS M O(QOPMIICHUS yIpaBIEHYECKIX
JIOKYMEHTOB IIPU UCIIOJIb30BAaHUH TEXHUYECKHUX CPEACTB.
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Hampasnenne noarorosku: 43.03.01 CepBuc
Hanpagnernocts (npoduib): «OUHAHCOBBII CEPBUCH
Paboyast mporpamMma JMCLIMILINHBI «J{eT0mpor3BOACTBO»

JlaHa XapakTepucTuKa 2 Gamna 1 Gamn 0 6annoB
COCTABIISIOIINX JIIEMEHTOB
(cTpyKTypbl) IpeaMeTa
(stBIICHNS)

3 | CamocrostensHas pabota (Ha BEIOOD)

ITpumep 3apanus: CocraBbre pUKa3 00 UTOrax paboThl ¢ JoKyMeHTamu B 2012 1. B
OAO «Ponmuna». B KoHCTaTupyrolleil yacTH yKa)kuTe Ha HU3KYH TPeOOBaTEIbHOCTD
pyKoBoIuTeleH noapa3ieeHuil kK KadecTBY IOJTOTOBKY JOKYMEHTOB M KOHTPOJIS 33 UX
UCTIOJIHEHHEM. B pacropsanuTenbHON 4acTi 00paTuTe BHUMaHUE PYKOBOIUTENCH Ha
HOBBIIIEHNE TPEOOBATENBHOCTH K PAOOTHUKAM B 4aCTH paboThI C JoKyMeHTaMmHu. Jlaiite
3aJaHie COTPYIHHKY, OTBEYAIOLIEMY 3a AENONPOM3BOIACTBO, Pa3pabdOTaTh MeEpHI IO
YILy4IIEHUIO 3TOH PabOThI.

Kputepnn oneHkH (BbINOJIHEHHE KAXKI0I0 KPHTepHs oueHuBaercs B 1,5 6amna,
€CJIM BBITIOJIHEH MOJHOCTBIO, B 1 62171, €CJIH BHINOJIHEH YACTHYHO).
1.IlpuxazodopmiieH Ha OJaHKE OPraHU3allUM U COJEPXKaT CIEAYIOUIME PEKBH3UTHI:
HalMEHOBAaHHE  OpraHW3allid,  HAaUMEHOBAaHWE  BHAA  JIOKYyMEHTa,  JaTa,
PErUCTPAlMOHHBIH HOMEp, MECTO COCTaBJIEHMS, 3arojOBOK K TEKCTy, OTMETKa O
KOHTpOJIe, TEKCT, IMOJNUCh, BU3Bl COTJIACOBAaHHMS W O3HAKOMIICHHS, OTMETKa 00
UCTIOJHUTENE (IIPU HEOOXOAUMOCTH).

2. B koHcTartupyromied 4YacTH OTpaKeHbl (AKTBI W COOBITHS, TOCITYXHBIIHE
OCHOBaHMEM JJIs U3/1aHUS TIPHUKa3a.

3. B pacrnopsauTenpHOM YacTH yKa3aHbl IPEINHMCHIBAEMBIE PACHOPSIUTEIbHBIE
JedcTBuUS (3a1aHKs, IOPYUCHHUS ); HAUMEHOBaHME JODKHOCTEH, (paMUIMy U MHULAAIIBL

CocraBnenue 1 0popMIICHHE JJOKYMEHTOB B OpIraHU3aLuU
O0pazoBaresbHbIE PE3YIbTATHL:

YMeer: BecTH JENOBYIO MEpPEeNHCKy; HCIOIb30BaTh Habop
PEKBH3HUTOB JOKYMEHTa, OTPAKAIOIIMHA €ro OCOOCHHOCTH U
Ha3HaueHHE; MOJr0TaBINBaTh MMyOJIMYHOE BBHICTYIUICHHE: TEMA,
IIOWCK MaTepuaia, apryMeHTHPOBaHNE, HaYaj0, pa3BepTHIBAHUE
Y 3aBeplICHHE

JHL, KOTOPBIM IOPYYEHO BBIIIOJHEHWE 3aJaHUH WIM KOTOpBIE  SIBISIOTCA
OTBETCTBEHHBIMH 32 BBIITOJHEHUE MPUKA3a; CPOK HUCIIOJHEHUS MPHKa3a.
4. ColumosieH aropuT™ O(OPMIICHHS ITPHUKa3a.
KonTponbsHoe MeponpusiTue 1o pasaeiy Ilpumep 3amammsi: Ha  martepmase  m3BecTHoro  Bam  mpemmpustus | OOpa3oBarenbHBIE PE3YIIbTATHL:

MPOIEMOHCTPUPYHUTE PEATU3AIMI0 TEXHOJIIOTHH OPraHU3ally JIEJIOTPOU3BOICTBA MPH
npHUeMe Ha BAKAHTHYIO JOJDKHOCTb.

Kputepun ouenku (BbIMOJHEHHE KAMXKAOT0 KpUTepusi oueHuBaercs B 1 6as,
€CJIM BbINOJIHEH MOJHOCTHIO, B (0,5 0asia, ecid BBINOJIHEH YACTUYHO).

1. OmmcaHa cuTyalust U3MEHEHHS JICSITEIbHOCTH OPraHU3aIMK, OTPaXKAOIIast
HEeoO0XOMMOCTh NTPUBIICUYCHIUSI HOBBIX COTPYIHUKOB,;

2. CdopmynupoBan repedeHb TpeOOBaHHH K BAKAHTHOMN JIOJIKHOCTH;

3. CocraBieHa  JHWYHOCTHas  cHemudukamus Uit orbopa  HYKHBIX
COTPY/HHKOB;

4. BHeceHBI I3MEHEHHS B THIIOBYIO JOIDKHOCTHYIO HHCTPYKITHIO;

5. Pazpaborana ¢opma aHKeTHI Ha BaKaHTHYIO JOJDKHOCTH M ¢opma
OLIEHOYHOT'O JINCTa,

6. CocraBieH npuKa3 u 0(hOpPMIICH TPYLOBOH TOTOBOP

7. OdopmieHs! IMUHOE AeJ10, JMYHAs KapTouKa U TPYA0Bask KHIXKKA,

VMeer: mNpuUMeEHsSs NPOrpaMMHOE OOECIeueHHe, COo3IaTh
yIpaBieHUeCKHe  JOKYMEHTHl B TPAaJULHOHHBIX U
ABTOMATH3MPOBAHHBIX TEXHOJIOTHSX; HA OCHOBE NMPOTrPaMMHOI0
obecnieyeHust  KIacCHGUIUPOBATH WM CHCTEMaTH3UPOBAThH
JOKYMEHTBl Ha CTaJjud HUX O0OpabOTKM U  XpaHEeHus,;
OpraHM30BaTh JOKYMEHTOOOOPOT HAa MPEINPHATHU, HCIOJIB3YS
ocHoBHBIe o¢ucHbie mnporpammber:  MicrosoftOfficeWord,
MicrosoftOfficeExcel u mp.; ocymecTBisiTh apXMBHpOBaHHE
YIPABICHYECKUX HTOKYMEHTOB C MOMOIIBIO KOMIIBIOTEPHBIX
porpamMM;  TMOATOTABIMBAaTh JOKYMEHTHl K  XpaHEHHIO,
HCIIOJIB3YS OCHOBHBIC otucHbIC HPOrpaMMBI:
MicrosoftOfficeWord, MicrosoftOfficeExcel u ap.

IIpomexyTounslit
6asioB)

KOHTPOJb  (KOJIMYECTBO
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Hampasnenne noarorosku: 43.03.01 CepBuc
Hanpagnernocts (npoduib): «OUHAHCOBBII CEPBUCH
PaGoyast mporpamMma JMCLIMILIMHBI «J]eTompor3BOACTBO»

Texyummii KOHTpoJib M0 pa3aeny «HomeHkaaTypa aean»

1 | AynuropHas paborta

OO6uire TpeOOBaHUs K CHCTEMATU3AIMU JIOKYMEHTOB U
(hopMHUpPOBaHHIO JIeIT
IToAroToBKa JOKYMEHTOB K apXHBHOMY XPaHCHHIO

2 | CamocrosTensHas pabota (00s3aTeIbHBIC
(bopmbI)

TIpumep 3aganus:

Hanwumre pa3BepHyThIi 0TBET Ha TeMy: «OCOOCHHOCTH COCTABIICHNSI HOMEHKIIATYPBI
JIeJl OpraHu3aLumy.

Kpurepun onieHKH: cM. BBIIIE.

HowmeHnknarypa aen opranuzanuu

OO0pa3oBareibHbIC PE3yIbTATHI:

3HaeT: Mpu3HAaKu U (QYHKUUHM JTIOKYMEHTA; CTPYKTYPY CHCTEM
JIOKYMEHTAIINH; cOCTaB YHUDUITUPOBAHHON CHCTEMBI
JOKYMEHTAallUM, 3HAeT: YCTPOHCTBAa CO3JaHUS 3JICKTPOHHON
yrpaBJieHUeCKoW HH(OpMAIMK, 3JIEKTPOHHBIC CHPAaBOYHBIC
CIIy>KObI (BUI€OTEKA, TEJIETEKCT, TeJeaBTorpad), KaHaJIbl U CETH

9JIEKTPOHHOW IMOYTHI Ui  JOBedeHHs HHPOpMAUUM 10
HOTYMHCHHBIX.
3 | CamocrosTensHas pabora (Ha BEIOOD) IIpumep 3aganusa:CocTaBUTh ONUCH HA Jiesia (IOCTOSIHHOTO U BPEMEHHOro XpaHeHus, | O6pa3oBaTelbHbIE pe3yIbTaThl:
HOJUIeXKAIINE caaue B apXUB — Ha BBIOOP). OnpeneuTh nocie10BaTeIbHOCTD VMeer: mnpuMeHsis IporpaMMHOe oOecreyeHHe, CO31aTb
PACIIOJIOKEHUS JIeIT B OIIMCH, COCTaB JOJDKHOCTHBIX JIHILI, IPUHUMABIINX YYacTHE B yIpaBJICHYECKHE  JTOKYMEHTBI B TPaAUIHOHHBIX U

COCTaBJIEHHH, BU3UPOBAHUH U COTJIACOBAHUM ITHX JTOKYMEHTOB
Kpurepun orieHKH (BBIIONHEHHE KaXKIOT0 KPUTEPHS OlleHuBaeTcs B 1 Gasm).
1. CocraBiieHa OIIUCH Ha JIelia.

ABTOMATH3UPOBAHHBIX TEXHOJIOTHSIX; HA OCHOBE MPOTPAMMHOTO
obecnieyeHusi  KiIacCUUIUPOBATH U CHCTEMATHU3UPOBATH
JOKYMEHTBl Ha CTaJud HUX OOpabOTKM MW  XpaHEHHS,;

2. Orpe/ieneHa mocie0BaTeIbHOCTh PACIIONIOKEHHUS J1eJT B OIHCH. OpraHu30BaTh JOKYMEHTOOOOPOT Ha MPEIIPUATHH, HCIIOIb3YsI
3. Ompenernen cocTaB A0JKHOCTHBIX JIAI, IPHHAMABIINX YIaCTHE B ocHOBHBIE oducHble mporpammer:  MicrosoftOfficeWord,
COCTaBJICHHH, BU3UPOBAHUH M COTJIACOBAHUH 3THX JOKYMEHTOB. MicrosoftOfficeExcel u map.; ocymiecTBisATh apXUBUpPOBAaHHE
4. CocraBiieHa UTOTOBAs 3AIUCh. YOPABJICHYECKUX JOKYMEHTOB C TIOMOIIBIO KOMIIBIOTEPHBIX
5. BHyTpCHHHfI OITHCH IMoAITMCaHa COCTAaBUTCIICM. IporpamMm; IoAroTaBJINBATh JOKYMCHTBI K XpaHCHHIO,
UCTIONB3Ys OCHOBHBIE oducHbIe [POrpaMMBbI:
MicrosoftOfficeWord, MicrosoftOfficeExcel u ap.
KOHTpOJIbHOE MEPONIPHATHE O Pa3Ieny [pumep 3ananmus: OGpa3oBarenbHbIe PE3YIbTATHL:
CocTaBuTh HOMEHKJIATYPY JIe] KOHKPETHOM OpraHu3alum VMeer: mnpuUMeHss TPOrpaMMHOE  OfecredeHHe, COo31aTh
Kpurepuu oueHky (BBIMOIHEHHE KaXIOTO KPUTEPHUS OIIEHMBAETCA B 2 0aiuia, €CIM | yIpaBICHYECKHE  JOKYMEHTBl B TPAJMIMOHHBIX  H

BBITIOJIHEH MOJIHOCTHIO, B 1 OaI, €CiIi BBINIOJHEH YaCTHYHO).

1. BeiOpano yupesxaeHue (IpeanpHusITue) JUsl COCTABICHNsI HOMEHKIIATYPBI AEII.
2. IpencrapiaeHo IITaTHOC pACIHMCAHUE JUIL  ONPEACNICHUS CTPYKTYpBI
HOMEHKJIATYPBI JeIL.

3. 3anonHeHsl rpadbl TAOIUIBI OCHOBHOM 4aCTU HOMEHKJIATYPHI Je]l.

4. IpuBeneHa HTOrOBas 3aIICh O KATETOPUAX U KOJIMIECTBE 3aBEICHHBIX JIEIL.

5. Homenknarypa yTBepik/ieHa pyKOBOJIUTENIEM OpraHU3aLuu.

ABTOMATH3MPOBAHHBIX TEXHOJIOTUSIX; HA OCHOBE NMPOIPAMMHOIO
obecnieyeHust  KIacCHGUIUPOBATH WM CHCTEMaTH3UPOBAThH
JOKyMEHTBl Ha CcTagud ux oOpaboTKM U  XpaHEHus,
OpraHM30BaTh JOKYMEHTOOOOPOT HAa MPEINPHATHU, HCIOJIB3YS
ocHoBHBIe o¢ucHbie mnporpammber:  MicrosoftOfficeWord,
MicrosoftOfficeExcel u mp.; ocymecTBisiTh apxXuBHpPOBaHHE
YIPABICHYECKUX HTOKYMEHTOB C MOMOIIBIO KOMIIBIOTEPHBIX
mporpamMM;  MOATOTABIMBATH JOKYMEHTHl K  XPaHEHHIO,
HCIIOJIB3YS OCHOBHBIC otucHbIC HPOrpaMMBI:
MicrosoftOfficeWord, MicrosoftOfficeExcel u ap.

IIpomexyTouHblit
0aJuIoB)

KOHTPOJb  (KOJIMYECTBO

HpOMC)KyTO‘-IHa?I aTTeCTanus

HpeHCTaBHCHLI B (I)OH,HG OLCHOYHBIX CPEACTB IJIA HpOMe)I(yTO‘IHOﬁ aTTCCTali 110 JUCIUIIIINHE
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