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Hamnpasnernocts (mpoduis): « DHHAHCOBEIN CEPBUCH
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[IporpammycocraBuii(u):

Pe3yn Cpernana IOpbeBHa

[Mpu HamuuK 00yYaArOUIMXCS M3 YHCIA JIUL C OTPAaHUYEHHBIMHU BO3MOKHOCTSIMH 37I0POBbSI, KOTOPBIM HEOOXOIUM OCOOBIH OPSIOK
OCBOCHHS AUCUMILIMHBI (MOAYJIS), O UX JKEJIaHUIO pa3pabaThiBaeTCs afalTHPOBaHHAS K OTPaHUUEHHUAM HX 370pOBbs paboyas

porpamMMa JUCLHIUIUHEI (MOILYJIsT).

PabouasnporpaMMa uCIUIITHHBL

I[eJ'IOl'lpOI/BBOZ[CTBO

paspaborana B coorBercTBuu ¢ ®I'OC BO:

DepepabHbIi TOCYAapCTBEHHBIH 00pa30BaTebHBII CTAHAAPT BBICIIEr0 00pa30BaHus — 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 OCHOBAHUHU yqe6H0ro IJ1aHa:

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

yTBepkaeHHoro YuéneiM coetoM CI'CITY ot 31.08.2020 mpotokosn Ne 1

Pa6ouas mporpamma oro0peHa Ha 3aceanuu Kadeapsl

YnpasieHus, cepBHCHBIX TEXHOJIOTU U IKOHOMUYECKOI0 00pa3oBaHus

[Iporokom 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

At H.A. Tomanuna
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Hanpasnenne nogrorosxu: 43.03.01 Cepsuc
HanpasnerHocTs (po¢miib): «DHHAHCOBBIN CEPBHCH
Paboyast mporpamMma JUCHMILIMHBI «J{eITompor3BOACTBO»

1. HEJI U 3AJIAYY OCBOEHUSI JUCLIUIIIMHBI (MOLYJIST)

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

08 dHuHAHCH U 9KOHOMHKA;

40 CxBo3HbIC BHIbI TPO(HECCHOHATBHOM NESITEIHHOCTH B TPOMBIIIIJICHHOCTH

2. MECTO JUCHMILTUHBI (MOAYJIsI) B CTPYKTYPE OBPA3OBATEJBbHOM ITPOTPAMMObI

Iuka (paszen) OI: [51.0.03

2.1|Tpe60|3amm K MpeIBaApUTEIbHOI MOATOTOBKE 00y4aonierocs:

Coaep)l(aHHe JUCIHUIIIMHBI 633preTC${ Ha MaTepuajic:

OCHOBHI MCHEPKMEHTA B CCPBHCE

MertobI IPUHSTHS pelIeHUi

Pycckuii sI3bIK U KyJIbTypa pedn

IIpaBoBoe perymupoBaHue TPYIOBBIX OTHOIICHUN

2.2| AMcuuIuIMHbI (MOAYJIM) H MPAKTHKH, ISl KOTOPBIX OCBOEHHE TAHHOI TUCIHILTHHBI (MOIYJ151) HEOOX0IUMO KaK
npeaecTByoniee:

Oprasu3aiioHHOE IPOEKTHPOBAHUE B CEPBUCHOM JIEATEIHHOCTH

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

YK-4. Cnioco0eH 0CylIecTBJSITH 1€JI0BYI0 KOMMYHHKAI[HIO B YCTHOH U MMCbMeHHOM GopMax Ha rocyJapcTBEHHOM sI3bIKe
Poccuiickoii @epepanyu 1 HHOCTPAHHOM(BIX) sI3bIKe(aX)

YK-4.1. BoiOupaeTt Ha rocy1apCTBEeHHOM U HHOCTPAHHOM(BIX) sI3bIKe(aX) KOMMYHUKATHBHO NpUeMJieMble CTUJIb 1eJ10BOT0
001IeHNs, BepOajbHble H HeBepOaJbHbIe CPEICTBA B3aMMOEiiCTBHS C TAPTHEPAMH

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

YK-4.2. Henogb3yeT HHGOPMALIMOHHO-KOMMYHUKAIIMOHHbIE TEXHOJIOTHH IIPH NOMCKe Heo0XoauMoii MHGopManuu B pouecce
penieHusi pa3jJMYHbLIX KOMMYHUKATHBHBIX 32124 HA FOCYIapCTBEHHOM M HHOCTPaHHOM(bIX) A3bIKe(aX)

3Haer: IpaBuJIa COCTAaBJICHUA U O(I)OPMJIGHI/I}I YIPaBJIICHYCCKUX TOKYMCHTOB ITPH UCITIOJIB30BAHUH TEXHUYCCKUX CPCIACTB.

YK-4.3. Benert 1e10BYy10 nepenucKy, y4uThIBasi 0COOEHHOCTH CTUIMCTHKH 0UIHAIBHBIX H HeO(PUIIHMAIBHBIX MUCEM,
COIMOKYJIbTYPHBIE pa3inyus B (popmMaTe KOPpPECOHIEHIIUH HA TOCYIAPCTBEHHOM U HHOCTPAHHOM(BIX) sI3bIKe(aX)

3HaeT: IpU3HAKK U QYHKIUH JOKYMEHTA; CTPYKTYPY CHCTEM JOKYMEHTAIIMHU; COCTaB YHU(PHUINPOBAHHON CHCTEMBI JOKYMEHTALUH.
YMeeT: BecTH JEN0BYIO IEPENUCKY; UCIOJIb30BaTh HA0OP PEKBU3UTOB JOKYMEHTA, OTPAXAIOMIMN ero 0COOCHHOCTH U Ha3HAuYEHUE;
CHUCTEMaTU3UPOBATh JOKYMEHTHI 110 BHIaM YIPaBICHYECKON eATEIbHOCTH (OCHOBHAS 1€ATEIIBHOCTD, paboTa 110 IMYHOMY COCTaBy U
T.JA.); HCHONB3Yys HMH(MOPMALMOHHBIE TEXHOJOTHM, IOATOTaBJIUBATh MYOJMYHOE BBICTYIUICHHWE: TeMa, IIOMCK MaTepuaina,
apryMeHTHPOBAHKE, HAYaJI0, pPA3BEPThIBAHHUE U 3aBEpIICHUE.

OIIK-2. Cnoco0eH ocyLIecTBJISITh OCHOBHbIE (DYHKIMHU YIIPABJIEHHS CEPBUCHON 1eATeJbHOCTbIO

OIIK-2.2. Ucnoab3yeT 0CHOBHBIE METOIBI U MPHEMbI MJIAHUPOBAHUSL, OPTaHU3AIHH, MOTHBAIIUH H KOOPAMHAIUH
AeiTeIbHOCTH NMpPeANpPHATUHH (IToapa3aeeHuii) npeanpuaTHii cgepbl cepBuca WIH APYTrux cepax, B KOTOPbIX HEO0X0IUMO
OCYILECTBJICHUE CEPBUCHOM 1esITe/IbHOCTH

3HaeT: TpeOOBaHUS K NOIYYEHUIO (II0JIHOTA, CBOEBPEMEHHOCTh, HE3aBUCHMOCTb, JOCTOBEPHOCTD), IIEPEPA0OTKE U XPAHEHUIO
nH(OpMAaIK; OCHOBHBIE METOBI, CIIOCOOBI M CPEICTBA MOIYYESHHUS, XPaHEHHUS U 1epepaboTKku HHPOPMALH; COBPEMEHHBIE METOIBI
repeBoJia MHPOPMALIUH B YIIPABICHYECKHE JOKYMEHTBI: COCTABJICHUE PACIIOPSHKEHUH, TPUKA30B, MHCTPYKIMHA U JPYTUX
YIIPaBIEHIECKUX JOKYMEHTOB; TPEOOBaHMUS K PAllHOHAIBHOM OpraHU3aIiy PadoTHI ¢ JOKYMEHTaMH B YCIOBHUSX HCIIOJIB30BAaHHS B
arrmapare yrnpaBJICHUA OpFaHH3aLlHOHHOI>’I U BBIYHCIIUTEIbHOM TCXHUKH, KaHaJIbl TOBCACHUA I/IH(i)OpMaL[l/II/I J0 COTPYAHUKOB
OpraHM3alHy.

VYmeerT: MPUMEHSAA NPOrpaMMHOC O6CCHC‘{€HI/IC, CO3J1aTh YIIPABJICHYCCKHUC NOKYMCHTBHI B TPAAUIIMOHHBIX W aBTOMAaTH3UPOBAHHBIX
TEXHOJIOTHSX; Ha OCHOBE IMPOTrPaMMHOTO oOecHedYeHUsl KIacCHOUIMPOBATh M CHCTEMATU3UPOBATh JOKYMEHTHI Ha CTaJHH HX
00paboTKM M XpaHEHUs, OPraHU30BaTh JOKYMEHTOOOOPOT Ha NPENNPHUITHH, HCHONB3Ys OCHOBHbIC O(QUCHBIE NPOTPaMMBIL:
MicrosoftOfficeWord, MicrosoftOfficeExcel u nap.; ocymiecTBisATh apXWBUpPOBAaHHME YIPABIECHYECKAX TOKYMEHTOB C TOMOIIBIO
KOMIIBIOTCPHBIX IIpOrpaMM; MOATOTaBJIMBAaTh JOKYMCEHTBI K XpPaHCHHIO, HCIOJIb3ysd OCHOBHBIC O(I)I/ICHLIG IporpaMmaI:
MicrosoftOfficeWord, MicrosoftOfficeExcel u np.

OIIK-6. Cnoco0eH NpHMEeHsATh B IPodeccHoHAILHON IesiTeJIbHOCTH HOPMATHBHbIE IPABOBbIE AKThI B cdepe cepBuca
OIIK-6.1.0cyimecTBjseT MOUCK U MPUMeHsIeT HE00X0AMMYI0 HOPMATHBHO-NIPABOBYI0 TOKYMEHTALMIO /Il 1eATeIbHOCTH B
H30panHoii npodeccHoHATbLHOI cdepe
3HaeT: YCTpOMCTBa CO3JaHHs AJIEKTPOHHOHN YIpaBiIeHYeCKOW HH(POPMAIIH, JJIEKTPOHHbBIE CIIPABOYHBIC CITYKObI (BHICOTEKA,

TEJIETEKCT, TelieaBTorpad), KaHAIBI ¥ CETH 3JIEKTPOHHOW MOUTHI UTS AOBEICHUS HH(POPMAIMHU 10 TIOAYHHEHHBIX.

YMeeT: aHaIM3UPOBaTh 3aKOHOJATENILCTBO 1 MMPAKTUKY €r0 MPUMEHEHHS AJIsI PabOThI C YIpaBJICHYECKOH JOKyMEHTaIMEH.
OIIK-6.2.Co0.11012eT 3aK0H01aTeIbCTBO Poccuiickoii Deepanuu o npeaocTaBjJeHUH YCJIyr

3HaeT: HOPMBI IIpaBa ¥ HOPMATHBHO-IIPABOBBIC aKTHI, PETYIUPYIONIHE B3aHMOOTHOLICHUS OPraHU3alUl U KOHTPOIUPYIOLIIHX

OpraHoB; ZICI\/’ICTBy}OU_II/IC roCyaapCTBEHHBIC HOPMATHUBHO-METOAUICCKUE JOKYMCEHTBI, PEITIaMCHTUPYIOIINUEC ACATCIbHOCTD

OpraHU3aLyii CepBHCa.
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YMeeT: 06ecneunTs CoOII0ACHIE JOKYMEHTOB ICHCTBYIONIEMY 3aKOHOATEIbCTBY.

OIIK-6.3.00ecneynBaeT JOKYMEHTO000POT B COOTBETCTBHM ¢ HOPMATHUBHBIMH TPe0OBAHUSIMH

3HaeT: BUIbI YIIPaBICHYECKOH TOKYMEHTAlNH; 001ue TpeOOBaHUs K COCTABIICHHUIO YIPABICHUYECKUX JOKYMEHTOB (II0JIOKEHMS,
JIOJDKHOCTHOW MHCTPYKLUH PaOOTHUKA, INTATHOTO PACIIUCAHUS U T.J.), TOPSAAOK BHECEHUS H3MEHEHHI; alTOPUTM ITOATOTOBKH
pacriopsaIuTeIbHOM TOKyMEHTAllUH, COTJIACOBAHUS U BU3UPOBAHUSI.

YmeeT: HopMHUPOBATh MaKeT JOKYMEHTOB, OTPaKAIOMIUX AEATEIBHOCT OPTaHU3AIMU B COOTBETCTBUH ¢ HOPMATUBHBIMHU
TpeOOBAHUSAMHU KOHTPOJIUPYIOIIUX OPraHOB ¥ HOPMAaTHBHO-METOINYECKUMU JIOKyMEHTaMH; OOPMIISTh U COCTABIIATH
yIpaBieHYeCKHue JOKYMEHTHI: IPUKa3bl, IPOTOKOJIBI, TOKIAaAHbIE 1 O0BSICHUTEIBHBIE 3aIIICKU, CIPABKH, CIIyKeOHbIe MICEMa, aKThI;
OCYILECTBIIATh PErHCTPALUIO BXOAALICH U HCXOSIIEH TOKyMEHTAINH.

Brnaneer: TexHonorueil opranu3anyy A€JI00pOU3BOACTBA NIPH ITPUEME Ha BAKAHTHYIO JOJDKHOCTD.

4. CTPYKTYPA U COJIEP’)KAHUE JUCIHUAIIJIMHBI (MOLY.JIST)

Kon HaunmenoBaHue pa3/ie/ioB U TeM /BUJA 3aHATUS/ Cemectp | Yacos | UuTepakT.
3aHSATHS
Pazgesn 1. [le10mpom3BOACTBO, €ro 3aKOHOAATEIbHOE W HOPMATHBHO-MeTOIMYecKOe
peryJupoBaHue
1.1 |HopmaTuBHO-3aKOHOJATEIbHBIE OCHOBBI CHCTEMBI Jesonpoun3BoicTa /Cp/ 9 30 0
Pa3nen 2. TexHoJioruu BeeHus! A1eJIONMPOU3BOICTBA B OPTaHU3ANMHU, YUPeKAeHUN
2.1  |JoxymeHT0000pOT B Opranuzanuu /JIex/ 9 1 0
2.2 | JokymenTooboport B opranu3aiuu /TIp/ 9 1 0
2.3 |Texnonoruu BeneHus aenonpoussoactea /Cp/ 9 30 0
Pa3nen 3. CocTaBieHue u opopMieHue JOKYMEHTOB B OPraHu3anuu
3.1 |OcHoBHBIe TpeOoBaHMS K OGOPMICHHIO  YIPABJICHYCCKUX  (OPraHU3alMOHHO - 9 1 0
PACIOPsUTENEHbIX) TOKYMEHTOB. COBpEMEHHOE JIeJIOBOE MHCHMO /JIex/
3.2 |Cospemennoe aenoBoe miucbmo /IIp/ 9 1 1
3.3 |Opranu3annoHHBIC TOKYMEHTHI, UX COCTaBleHue u opopmienue /Jlex/ 9 1 1
3.4 |OpraHu3anoHHbIC JOKYMEHTHI, HX cocTaBieHHe u opopmieHue /Ip/ 9 2 1
3.5 |PacnopsurenbHble JOKYMEHTBI, HX cocTaBieHue U odopmierue /JIex/ 9 2 0
3.6 |PacnopsimutenbHbIe JOKYMEHTBI, HX cocTaBieHue u odopmienue /TIp/ 9 1 1
3.7 |MubopManmoHHO-CIIpaBOYHbIC JOKYMEHTHI, HX cocTaBiieHHe U odopmieHue /JIex/ 9 1 1
3.8 |MubopMannoHHO-CIIpaBOYHbIE JOKYMEHTHI, UX cocTaBieHue U opopmieHue /IIp/ 9 1 0
3.9 |Kanpogast nokymenTanus /Jlex/ 9 1 0
3.10 |Kanposas noxymenrarus /TIp/ 9 2 1
3.11 |CocraBnenue u opopMIICHHE JOKYMEHTOB B opranuzaruu /Cp/ 9 30 0
Pa3nes 4. Homenkaartypa nen
4.1 |OGwmue TpeOOBaHUS K CHCTEMATHU3allMM JOKYMEHTOB M (opMHpOBaHHUIO nei. [loaroroBka 9 1 0
JIOKYMEHTOB K apXHBHOMY XxpaHeHuo /JIex/
4.2 |O6mue TpebOBaHMS K CHCTEMATH3AIINH JJOKYMEHTOB M (hopMupoBanuio nein /Ip/ 9 2 0
4.3 [TloarotroBka JOKYMEHTOB K apXMBHOMY XpaHenuto /T1p/ 9 2 0
4.4 |Homenkinarypa aen opranusanuu /Cp/ 9 30 0
3auer ¢ oueHkoi /3auerCOn/ 9 4 0

5. OneHo4YHbIe 1 MeTOAUYECKHE MATEPHAJIBI IO AUCHHUILINHE (MOIY.TI0)

5.1. Conep:xanne ayIMTOPHOI padoTHI MO TUCHUILINHE (MOTYJIIO)

9 cemecTp, 4 JeKINH, 6 MPAKTHYECKUX 3aHATHI
Pa3znen 2. TexHonornu BeeHus AeJJONMPOU3BOACTBA B OPraHU3ALUH, YUPeKIeHUH
Jlextust Ne 1 (1 gac)
JloKkyMeHTOO0OpOT B OpraHU3aluu
Bomnpocs! 1 3ananus:
OCHOBHBIE ATaNbl IBIKCHUS TOKYMEHTOB B OpraHHU3aIHH.
PerucTpariyis 1 HHACKCAIUS TOKYMEHTOB.
KoHTpoib 3a ucnonHeHneM T0KyMEeHTOB. CpOKH UCIIOJTHEHHUS TOKYMEHTOB.
O0paboTKa UCHONHEHHBIX M OTHPABISIEMBIX JOKYMEHTOB.
AHaNIH3 CTPYKTYPBI TOKYMEHTOO0O0pOTA.
Mertop! yueTa 1 COKpaIEeHUs JOKyMEHTO000pOTa.
OpraHu3anys parroHAIBHOTO ABWKEHHS JOKYMEHTOB BHYTPH MPEANPUITHS.
Ipakruueckoe 3ansiTre Ne 1 (1 gac)
JIOKyMEHTOO0OPOT B OpraHH3alliu

NogohrwhE

Bomnpocs! u 3ananus:

1. Bo3nukHOBeHHE U pa3BUTHE AeTONPOU3BOCTBA B yupexkaeHusx Poccun XVI — XVII BB.

2. OCHOBHBIC YePTHI ¥ OTJINYUS AETONPOU3BOACTBA B yupexxaeHusx Poccun XVIII B. o1 genonpon3BoacTBa NpeanIecTBYIOMETO
nepHuoJa.

3. JenonpousBoacteo B yupexaeHusx Poccun XIX — navana XX B.
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CTaHOBIECHHE ¥ Pa3BUTHE AENIOMPOU3BOJICTBA B COBETCKHX TOCYAAPCTBECHHBIX YUPEKICHHAX.
Oprasusanus cryx0bl JOKYMEHTAIIMOHHOTO 00ECIICUCHHUs yIPABICHHS HAa COBPEMCHHOM 3Tarle.
Pa3nen 3. CocTaBienue u opopmiieHHe JOKYMEHTOB B OPraHU3AIHH
Jlexuus Nel (1 ygac)
OcHoBHBIE TPpeOOBaHUS K 0OPMIICHNIO YIIPaBICHUECKUX (OPraHU3aIHOHHO - PACIOPSAAUTENBHBIX) TOKyMeHTOB. COBpeMeHHOE
JIEII0BOE MUCHMO

o s

Bomnpocs! u 3aganust:

[MpaBwina ohopMIeHNS JOKYMEHTOB IIPH HCHONB30BaHIN TEXHUUECKUX CPEJICTB.

Enunble Tpe6oBaHUs K OJaHKaM JOKYMEHTOB.

CocTaB peKBU3UTOB OPTaHU3AIMOHHO - PACTIOPSTUTENBHBIX JOKYMEHTOB.

PexBU3UTHI colepKaTENLHON YaCTH JOKYMEHTA.

PekBu3uTHI 0popMITSAIOLICH YACTH JOKYMEHTA.

JlenoBoe MUCbMO KaK CPEACTBO CBA3U OpraHU3aIMil.

SI3BIK ¥ CTHITB OHUIUATIBHBIX THCEM.

Crpykrypa nucbMa. OCHOBHBIE TPEOOBAHUS K TEKCTY.

CocraBieHIe TEKCTOB CITYKEOHBIX IHCEM: COPOBOJUTENBHOE, TAPAHTHHHOE, PEKJIAMHOE, TUCEMO-OTBET.

Ipaxruueckoe 3ansiTue Ne 1 (1 gac)

CoBpeMeHHOE JIeI0BOE MMHCEMO

NN E

Bomnpoch! U 3a1aHust:
Omnpenenure NOHATHE OPUIIHATEHOTO JETOBOTO MIChMa. [IpuBeauTe mpuMepbL.
Oxapaxtepu3yiiTe 0COOCHHOCTH SI3bIKA U CTHIISL OQUIMATBEHO-IEIOBBIX TEKCTOB.
Omnpenennre CTPYKTYPY MHCHMa.
Cdopmynupyiite npaBuina oHopMIIEHHS JETOBOTO MUChMa
[Ipeanoxxute anropuT™M COCTABICHHS TEKCTOB CITY)KEOHBIX ITHCEM.
Jlexuus Ne 2 (1 yac)
OpraHu3aloHHBIE JOKYMEHTHI, HX COCTaBJICHHE U 0(OpMIICHHE

agrwNE

Bomnpocs! 1 3a1aHus:
OO61urre TpeOOBaHUS K OPraHU3aIMOHHBIM IOKYMEHTAM.
VYcras npeanpuArus.
JlomKHOCTHAS. HHCTPYKIIHS.
Ilonoxenue.
[ItaTHOE pacmmcaHwme.
CTpyKTypa TOKYMEHTOB U HX cojiepkanue. [IpaBuia opopMIIeHHST OpPraHU3aIHOHHBIX JJOKYMEHTOB.
IIpaktudeckoe 3anstie Ne 2 (2 gaca)
OpraHu3aioHHbIe JOKYMEHTBI, HX COCTaBJICHHE U 0(OpMIICHHE

ok wnhE

Bomnpocs! u 3ananus:

1. Ormpesienure MOHATAEC OPTraHU3AMOHHBIX JOKYMEHTOB. [IpruBeuTe IIPUMEPBIL.

2. Chopmynupyiite oOume TpeOOBaHHS K COCTaBJICHHIO OPraHW3allMOHHBIX JOKYMEHTOB (3Tambl MOATOTOBKH M MOPSIOK
odopmIiIeHus).

3. Iepeuncnure TpeOOBaHUS K COCTABICHHIO YCTaBa Npeanpusrtus. JlaiTe coaepaTelbHYI0 XapaKTEePHCTHKY OCHOBHBIX
paszmenoB Ycrasa.

4. Tepeuncnute TpeOOBAHHS K COCTABICHHUIO HOJDKHOCTHON MHCTPYKIMU. JlaliTe COmepiKaTelIbHY0 XapaKTePUCTUKY OCHOBHBIX
Pa3IenoB HHCTPYKIIHH.

5. Coopmynupyiite nmpaBuia 3a0IHEHUS U 0DOPMIIEHHS IITATHOTO PACIUCAHUSL.

Jlexrust Ne 2 (1 gac)
PacniopsiiurensHble JOKYMEHTBI, UX COCTaBICHUE U 0(OpMIICHHE
Bomnpocs! 1 3aganus:
IIpukasbl, ux BUABL.
IpaBuna oopmiIeHUs TPUKA30B.
OCoOeHHOCTH COCTaBIICHUS IPUKA30B 10 OCHOBHOM JESITEILHOCTU U MPUKA30B II0 IMYHOMY COCTAaBY.
OCOOEHHOCTH B COCTAaBJICHUH 3ar0JIOBKOB M (POPMYIHPOBOK KOHCTATHPYIOIIEH YaCTH.
CxeMma NOCTPOCHUS PACHOPSAUTETIHHON YacTH.
IIpaBuia BU3MpOBaHMUS, TOMUCAHUS U PETUCTPALH.
CpOKH UCTIONHEHHMS U BpeMsI JOBEJCHUS 10 UCTIOTHUTEICH.
IIpaxruueckoe 3ansTre Ne 3 (1 gac)
PacniopsiutensHble JOKYMEHTHI, HX COCTaBICHUE U 0(OpMIICHHE

Nog,rwnhE

Bomnpocs! 1 3aganus:
1. ﬂaﬁTC TMOHATUEC PACTIOPAAUTCIIBHBIX JOKYMCHTOB, U3JaBa€MbIX Ha OCHOBC ITPUHIIMIIA CANHOHAYAINA. HpI/IBC}II/ITC TIPUMCEPHI.
2. JlaiiTe MOHATHE PACTIOPSIUTENBHBIX JOKYMEHTOB, U3/IaBA€MbIX Ha OCHOBE NPUHIUIA KOJIJIETHATIbHOCTH. [IprBeuTe npuMepsl.
3. ChopmynupyiiTe NOPsIOK MOJTOTOBKH PACTIOPSUTENBLHBIX JOKYMEHTOB.
4. ChopMyaHpyiiTe aNrOpUTM COCTaBICHUS MPUKA30B IO OCHOBHOM JEATEIHHOCTH U JMYHOMY COCTaBY M BBIIIICOK U3 MPHKa3a.
5. ChopmynupyiiTe arOpuTM COCTABJICHHS TOJHOTO U COKPALIEHHOTO MPOTOKOJIOB.
Jlexuus Ne 3 (1 yac)

WudopmanioHHO-CTIpaBOYHbIE JOKYMEHTHI, UX COCTaBICHUE U 0(OpMIICHNE
Bompocs! u 3ananust:
1. Cocrasienue u ohopMIIeHHE CIIPABOK, JOKIAIHbIX, CIIY)KEOHBIX 1 00BSICHUTEIbHBIX 3aIHCOK.
2. TpeOoBaHUs K COCTABICHUIO 1 O(OPMIICHUIO aKTOB M IPOTOKOJIOB.
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Ipakruueckoe 3ansiTre Ne 3 (1 gac)
HHdopManuoHHO-CIPaBOYHbIe JOKYMEHTHI, UX COCTABICHUE U 0(OPMIICHUE
Bompocs! u 3aganmst:

1. HasoBure Bub! HHPOPMALUOHHO-CIPABOUHBIX JOKYMEHTOB U ONPEJEINTE UX Ha3HAUCHUE.

2. [epeuncnuTe COCTaB 1 PacIoN0KEHHE PEKBU3UTOB HHPOPMALMOHHO-CIPABOYHBIX JOKYMEHTOB I10 BHIAM.

3. Coopmynupyiite mpaBuia (IIOpsAROK COCTaBIEeHUS U 0opMIeHNUsT) MHPOPMALMOHHO- CIIPABOYHBIX JIOKYMEHTOB.

4. Ompenenure Ha3Haue€HHE AaKTOB B JeATesnbHOCTU mnpeanpustus. Chopmynupyiite npaBuia (IOPSJOK COCTaBICHUS U

0 OpMJIICHHS) AKTOB.
Jlexuus Ne 3 (1 yac)
Kanposast noxymenTarmmst
Bomnpocs! U 3ajaHust:
CocraB U BUAABI JOKYMEHTALMH IO TMYHOMY COCTaBYy.
YHaupunupoBaHHbie POPMBI TOKYMEHTOB.
Ipuka3s: opopmieHue Ha paboTy, EPEBOJ] HA APYTYIO paboTYy, MPEJOCTABICHHE OTITYCKa, YBOJBHEHHUE C paOOTHI.
JIudyHOE 3asIBJICHUE: €r0 Pa3HOBUIHOCTH, 0OCOOCHHOCTH HATIMCAHUSL.
XapaKTepHUCTHKA: COCTaBHBIE YaCTH, IPaBUIIa 0QOPMIICHHSI.
[paxruueckoe 3ansTre Ne 4 (2 gaca)
Kanposast noxymenTarmst

agrwdE

Bomnpocs! u 3aganust:

TpyznoBble 1oroBopa: Ha3HaUEeHHE, COJEPIKaHUe, TIPABIIIa COCTABICHHUS U 0(OPMIICHHSI.

3asBJICHUs: BUJIbI, HA3HAUCHUE, IPAaBUJIa COCTaBIICHHUS.

IIpukassl 10 TMIHOMY COCTaBY: PEKBH3UTHI, TIOPSAOK COCTABICHHS M 0QOpMIICHUS.

TpynoBble KHWKKH: Ha3HauUCHHE, IpaBuia 0QOpPMIICHUSI.

Jlnunbie kapTouku Gopmbl T-2 U THUHBIC JIeNa: Ha3HAYCHHUE, IPaBUIIa 0(DOPMIICHHS.

Paznen 4. Homenkaarypa e
Jlextust Ne 4 (1 gac)
OO0mue TpeboBaHNs K CUCTEMAaTU3aLUH JOKYMEHTOB U ()OpMUpPOBaHHUIO Jiell. [IoAroToBKa TOKyMEHTOB K apXUBHOMY XPAHEHUIO
Bompocs! u 3amanwst:
Bunsl HOMEHKIIATYpBI Jell.
OCoOEHHOCTH COCTaBIICHUS! HOMEHKJIATYPHI JIe7l OpTaHU3aIiH.
TTopsinok cocTaBlICHUS OMUCH  JIEI.
DKkcnepTu3a UeHHOCTH TOKYMEHTOB.
OpraHu3anys MoJAroTOBKU JIOKYMEHTOB K apXUBHOMY XPaHEHUIO.
IoaroroBka TOKyMEHTOB K YHHUYTOKEHHUIO.
[pakruueckoe 3ansTre Ne 5 (2 gaca)
OO0mue TpeOGoBaHUs K CUCTEMAaTU3aLUN JOKYMEHTOB U ()OPMUPOBAHUIO

agrwNE

SN

BOHpOCLI " 3aJIaHUsA:

1. HazoBure 0OCHOBHBIE BH/IBI IOKYMEHTOB, IPUBEANTE UX KJIACCH(DUKALHIO.

2. OxapakTepu3yiite CHCTEMbI yIPaBICHISCKIX TOKYMEHTOB. [10 KaKOMy MPH3HAKY BBIZEICHBI CHCTEMBI JOKYMCHTAIAN?
IIpuBeaure npuMeps! TOKYMEHTOB 110 KaXK10i CUCTEME yIPaBIEHUECKUX TOKYMEHTOB.

3. OxapakTepu3syiite CTPYKTypy HOKyMeHTa (IOCTOSIHHBIC U [IEPEMEHHbIE PEKBU3HTHI, IIPOIOJIBHOC M YIIIOBOE PACIIONIOKEHUE
PEKBHU3UTOB).

4. Coopmynupyiite 061iune npaBuia 0hOPMICHHS YIIPABICHIECKHUX (OpraHU3aHOHHO-PACTIOPSAUTEIBHbIX) TOKYMEHTOB

5. Packpotite pekBu3uTHI ciy:xeOHbIX J0KyMeHTOB cornacHo [OCT P 7.0.97-2016) «TpeboBaHus K 0QOPMIICHUIO JOKYMEHTOB.
6. Coopmynupyiite npaBiia 0(pOPMIICHHS PEKBU3UTOB JOKYMEHTOB, PETJIaMEHTHPYEMbIE TOCYJaPCTBEHHBIM CTAHIaAPTOM

(TOCT P 7.0.97-2016) «TpeboBaHus K OPOPMIICHUAIO TOKYMEHTOBY).

IIpaktudeckoe 3ansTie Ne 6 (2 qaca)

Howmenknarypa nen opranuzanuu

Bomnpocs! 1 3aganus:
1. [aiite onpenenenue HOMEHKIATYPHI €.
2. JlaiiTe MOHATHE IPUMEPHON M TUIIOBOH HOMEHKJIATYpHI Ae. OXapakTepu3yiTe NpUMEHEHHE Pa3IMYHbIX BUIOB HOMEHKIIATYPHI A€l
3. Ilepeuncaure TpeOOBaHUS K CHCTEMATU3aLUH 3aT0JIOBKOB J€J, HHAEKCY /1e]l B HOMEHKJIAType
4. Packpoiite 3Tansl pa3pabOTKH HOMEHKJIATYPHI A€
5. Ilpusepute anroputMm aestenbHoct JITK.

5.2. Conep:xanue caMoCTOsITeIbHOM PadoTHI 1O AMCUUIINHE (MOAYJIIO)

Conep:kanue 00513aTeIbHOM CAMOCTOATENBHONH PadOTLI 10 IMCIHUIIIIMHE

IpoayKThI 1esITeTLHOCTH

Ne n/m Tembl IHCHUTINHBI Coaep:xaHue caMOCTOSATEJIbHOI padoThI
1 HopmaruBHo-3akoHO1aTenbHBIE | V3yueHue cOBpEMEHHBIX HalpaBICHUH U [Mucemennas pabora — Ha OCHOBE
OCHOBBI CUCTEMBI (l)OpM AOKYMEHTAIIUOHHOT'O O6CC1’IC‘{CHI/IH aHaJInu3a COBPEMECHHBIX
JIeNIONIPON3BO/ICTBA yIpaBJIeHUS HarpaBJIeHHN u bopm

JAOKYMEHTAIIlMOHHOI'O obecrieueHust
yIpaBieHUs pPa3paboTaTb MOAENIb
opranmsauuun  JIOY  koHKpeTHOH
OpraHu3aluu
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2 TexHonorun BeZieHus1 | M3ydenue mpaBui coctaBneHus U opopmiienust | IlucemenHas pabora — paspaboTka
JIeIOIPOU3BOJICTBA YIPaBICHYECKUX JOKYMEHTOB (S3BIKOBBIC MOJIEITH OpraHu3aluu
(hopMysbl 0PUIIHATBEHBIX TOKYMEHTOB); JIOKYMEHT0000poTa o
PAaIOHAIILHON OpraHU3aIMK PAOOTHI C MPE/UTOKEHHBIM BUIaM IOKYMEHTaM
JOKYMEHTaMH B yCIOBHSAX HUCIIOJIB30BAHUS WIH ONPE/ICNICHHBIM 00YJaIOIIIMCS
OPraHU3aLHOHHON U BEIMHUCIHTEIBHON TEXHUKH | CAMOCTOSTEIBHO
3 Cocrasinenue u oopMieHHE N3y4yenune ocobeHHocTel YCTHOH u | IlucbmenHast paboTa — cocTaBiIeHHUE
JOKYMEHTOB B OpraHH3aIu MICEMEHHON ITyOIMYHON peyn; maKera JOKYMEHTOB UL
TpeOoBaHMII K OGOPMIICHHIO M BEJCHHUIO | MOATOTOBKU M O(OPMIICHUS IIpHUEMa
JNOKYMEHTAllNM, CBS3aHHOM C BHEAPCHHEM | KaHIWAATa Ha BaKaHTHYIO
TEXHOJOTHYECKHUX, ITIPOAYKTOBBIX WHHOBAIWH | JOJKHOCTE.
WM OPTAaHU3AIMOHHBIX M3MEHEHUH, KaIpaMHu U
UX JIBOKCHHEM C KaJIpaMH U MX JIBIDKCHHEM
4 Howmenknarypa nen Uzyuenue tpeOoBanuii Kk mepepaborke wu | [luceMenHas pabora — pa3paboTka
OpraHu3aIuu XpaHCHUIO HH()OPMAIINY; nporiecca COCTaBJICHUS
OCHOBHBIX METOJIOB, CIIOCOOOB W CPEACTB | HOMEHKJIATYphl JAel KOHKPETHOMH
XpaHeHHss W mepepabOTKM  WH(POPMAIMH; | OpraHU3AIUU
KIaccudukanyn u CHCTeMaTH3aluu
JOKYMEGHTOB Ha CTaAuM HX 00pabOTKH W
XpaHEHWUS,;
APXUBHPOBAHHS YIPABICHYSCKHX JOKYMCHTOB
C MOMOIIBIO KOMITBIOTEPHBIX IIPOTPAMM
Coaep:xaHue caMOCTOSITEIbHOI padoThHI MO TUCHUNIHHE HA BHIOOP
Ne n/n TeMbl JHCIHUILTHHBI Cojep:kaHHe caMOCTOSATENbHOI PaGoThI MpoxyKTBI AesiTeLHOCTH
1 HopmarusHo — Uzyuenue TpeOOBaHMiA coBpeMmeHHbIX | [TucemenHas pabora — Ha ocHoBe
3aKOHOJJaTeNIbHbIE OCHOBBI 3aKOHOMATCNIBHBIX, HOPMATHBHBIX aKTOB U | H3yYCHHS TpeOoBaHUH
CHCTEMBI JICJIONIPOU3BOICTBA HOPMAaTHBHO-METOANYECKHUX JIOKYyMEHTOB, | COBPEMEHHBIX  3aKOHOJATENbHBIX,
PErIaMEeHTUPYIOIUX  BOIPOCH  OPTaHH3alM{ | HOPMAaTHBHBIX aKTOB u
JIOKyMEHTAIlHOHHOTO obecrieyeHus] | HOPMAaTHBHO-METOHIECKIX
JIeATeIbHOCTU JIOKYMEHTOB, PETJIAMEHTUPYIOIINX
BOITPOCEI OpTaHM3aIU
JIOKyMEHTAIIMOHHOTO 00ecredeHus
JIeSITebHOCTH HaIncaTh
AQHATUTHYECKYIO pabory,
PaCKpPHIBAIOIIYIO ClleIyronue
BOIIPOCBL:
. Lenu TOCYAapCTBEHHOTO
perymuposanus 10Y
. Hebunnmms MOHATHUH
«IEeNONPOU3BOJICTBOY u
«IOKYMEHTallUOHHOE o0ecreueHue
yIIpaBJICHHEY.
. XapakTepucTuka
3aKOHOJATENFHBIX M HOPMAaTHBHBIX
aKTOB, pEeraMeHTUPYIOIUX
Bonpocsr IOY
e JlokanbHbIE HOPMATHUBHBIC AaKThI
Kak  OpraHM3allMOHHAas  OCHOBA
JIeTIONPOU3BO/ICTBA
* [Ipob6nems! perymuposanust JJOY
2 TexHonoruu BeicHUs Nzyuutsb KpUTEpUN paunoHanbHOM | ITncemenHas paboTa - BBIIBHTH
JEJOTIPOU3BOJICTBA OpTaHM3allM¥ JTOKYMEHTOOOOpOTa IO THUIaM | MPOOJEeMBl OpraHH3allid JBIKCHUS
JOKYMEHTOB OpraHuU3alunu JAOKYMEHTOB BHYTPU NPEANIPUATHA U
000CHOBAaTh  MpPENIOKEHHs 1O
COBEPIIICHCTBOBAHUIO
JIOKYMEHT0000poTa
3 Cocrasnenue u opopmieHue N3yunuts cnocoObl co3maHus ynpaBieHueckux | Ilucebmennas  pabora — B
AOKYMEHTOB B OpraHusanuun JOKYMCHTOB B TpaaulIUOHHBIX n l'[pe}l.]'[O)KeHHOﬁ praBHCquCKOﬁ
ABTOMATU3UPOBAaHHBIX TEXHOJOTHIX cutyanud OQOPMHUTh M COCTaBHTh
COOTBETCTBYIOIINE
yIpaBlIeHYECKUE JOKYMEHTHI
4 Howmenknarypa nen Nzyunth IpaBUIa apxuBupoBanus | Ilucomennass pabora - CocTaBUTH

OopraHusalvn

YIPaBICHYECKUX JOKYMEHTOB C IIOMOIIBIO
KOMITBIOTEPHBIX IIPOrpaMM

OnMChr Ha JAcjia (HOCTO?IHHOI"O u
BPEMEHHOTO XpaHCHU,
MoJJIC)Kalmuye c1avye B apxXmuB
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5.3.006pa3oBaTte/ibHbIE TEXHOJIOTHH

I[Ipn  opraHu3amuu  W3y4eHWs  AWCHMIUIMHBI ~ OyIyT  HCHOJNB30BAaHBl  CleAylomue  0o0pa3oBaTelbHBIE  TEXHOJOTHH:
UHPOPMAIIIOHHO-KOMMYHHUKAIIMOHHbIE ~ TEXHOJIOTUH, TEXHOJOTWS OpraHM3alul  CaMOCTOSTENBHON  pabOoThl, TEXHOJIOTHS
pedaekcuBHOTO 00YUYEHUS, TEXHOIOTHS MOLYJIBHOTO O0YUEHHSI, TEXHOJIOTHSI HTPOBOTO 00YUIEHUsI, TEXHOJIOTHH TPYIIIOBOH THCKYCCHH,
UHTEPAKTUBHBIE TEXHOJIOTHH, TEXHOJIOTHS MPOOJIEMHOTO OOydYeHHs, TEXHOJIOTHS OpraHU3alMd y4eOHO-HCCIIeI0BaTEeNbCKON
JIeSATeIbHOCTH, TEXHOJIOTHSI IPOEKTHOTO 00YUEHHSI, TEXHOJIOTHS PA3BUTHS KDUTHUECKOTO MBIIUICHHSI.

5.4. Texyuuii KOHTPOJIb, IPOMEKYTOUHBINH KOHTPOJIb H MPOMEKYTOYHASI aTTeCTALMS

BanmnsHO-peiiTuHTrOBast KapTa AUCHUILIMHBI OOPMIICHA KaK MPUIOKEeHHE K paboueil mporpaMMe TUCIHIUINHBL.
@®oHJ OLEHOYHBIX CPEACTB JUIA IPOBEACHMS NMPOMEXYTOUHOH aTTecTalud 00yJaromuXCs M0 AUCHUILIMHE O(QOPMIICH OTAEIBHBIM
JIOKYMEHTOM.

6. YHEBHO-METO/JMYECKOE U THOOPMAIIMOHHOE OBECIIEYEHHUE

6.1. PexoMeHayeMasiuTepaTypa

6.1.1. OcHoBHasIIUTEpaTYypa

ABTOpBI, cocTaBuTeny | 3ariaBue, CChUIKA Ha AJIEKTPOHHYIO OHOIMOTEYHYIO CUCTEMY W3narenbcTBo, roj
JI1.1  |T'puntepr, A.C. JlokyMeHTalnOHHOE 00eCIICUeHUE YIIPABICHHS : YISOHHK / Mockga : FOuutu-/ana, 2017
A.C. T'punt6epr, H.H. I'op6aués, O.A. MyxameTiinHa.
URL:
https://biblioclub.ru/index.php?page=book _red&id=684757
JI1.2  |Poroxun, M.IO. Jenonpou3BOACTBO: KypC JEKIHi : yueOHOe mocodue / Mocksa ; bepiun :
M.IO. Poroxun Hupexr-Menmna, 2014
URL.: https://biblioclub.ru/index.php?page=book&id=253702 .
JI1.3  |JloBueBa, M.B. VYmpasneHue mepcoHaIoM: TEOPHsI U IPAKTHKA. Mockaga : IIpocmekt, 2014

JletonpoU3BOJICTBO B KaJIPOBOIA CiIyk0€ : yueOHO-IIPaKTHYECKOE
nocobue / M.B. JloBuesa, E.H. T'ankuna, E.B. I'yposa ; pex.

A .S KubaHoB.

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

6.1.2. lonoJIHUTebHASINTEPATYpPa

ABTODBI, cocTaBuTeny | 3aryiaBue, CChUIKA HA IJIEKTPOHHYIO OHOIHOTEYHYIO CHCTEMY W31aTenbeTBo, roj
JI2.1  [I'po3osa, O.C. HenomnpousBoactso : yueoHoe nocobue / O.C. I'po3ora ; pen.  |IToBOIDKCKHUI rocyaapCTBeHHbBIH
JI.C. XypaieBa; [ DneKTpoHHBIH pecypc]. - TEXHOJIOTHYECKHUI
URL_: http://biblioclub.ru/index.php?page=book&id=439196.  |ynmsepcurer. - Homkap-Ona :
Ty, 2015
JI2.2  |Ko3suna, E.C. Jlenonpoun3BoACTBO : yueOHO-MeToAnYecKoe nocobue / Mockaa : Tupexr-Menua, 2013.

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

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

JI2.3  |Poroxwun, M.1O. Jemonpon3BoacTBO B KaApOBOH ciryxk0Oe : yaeOHo-npakTuiaeckoe| Mocksa ; bepiun :

nocobue / M.IO. PoroxuH. - 3-e u3a., nepepad. u jgor. - Hupexr-Menua, 2014.

[DnexTponHsIii pecypce]. -

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

- 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 Ilepeyenb MHGPOPMAIMOHHBIX CIIPABOYHBIX CHCTEM, TPOgecCHOHATBHBIX 623 JAHHBIX

- OBC «YHuBepcuTerckas OMOINOTeKa OHIIANHY

- basel manHbIX Springer eBooks

- 1C:IUTC ITPO® BY3

- CIIC «I'APAHT-AHaauTHK»

- CIIC «Koncynprant-ITmocy

7. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHHUE JUCITUITJIMHBI (MOAY JIST)

7.1|HaumeHOBaHME CIEUUAIBHOTO IOMEIICHHS: TOMEUICHHE [JIi CaMOCTOSTEIbHOW padoThl, UYUWTanbHBIA 3aI.
OcnamenHocts: [IK-41mT. ¢ BO3MOXKHOCTBIO MOIKITIOUEHHUS K ceTH «IHTepHeT» 1 o0ecrieueHreM JI0CTyIa B 3JIEKTPOHHYIO
nH}opMaloHHo-00pa3oBarensHylo cpeny CI'CITY, IlucpmeHHsbIH cTon-4 mr., [Tapra-2 mr.

7.2|HanMeHOBaHHE CIIEIHANTBFHOTO MTOMEIICHNUS: YIeOHas ayIUTOPHS ISl TIPOBEICHNUS JICKIIHOHHBIX 3aHATHH, MPAKTHYECKUX
3aHATHH, TPYNINOBBIX KOHCYJNbTAllMH, WHIWBUAYAIbHBIX KOHCYJbTAllMH, TEKYNIETO0 KOHTPOJIS, NPOMEXYTOUHOU
arTecranuu, YueOHas ayaurtopus. OcHameHHOCTh: MenoBas nocka-lmT., Komruiekr ydeGHOH Mebenu, HOYTOYK,
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[mpoekionHoe 060pyHOBaHKE (MYIHTHMETMIAHBIH TPOCKTOP 1 SKPAH).

8. METOAUYECKHE YKA3AHMA 10 OCBOEHUIO JTUCITUIIJIMHBI (MOY JISI)

Pabota Hax TEOpPETHYECKUM MAaTEPHAIOM MPOMCXOMUT KPATKO, CXeMaTHYHO, MTOCIEA0BATENbHO (DHUKCUPOBATh OCHOBHEIE MTOJIOKEHHUS,
BBIBO/IbI, ()OPMYJIMPOBKH, OOOOIIEHHS; IOMEYaTh Ba)KHbIE MBICIIH, BBIJIENATH KIIOYEBBIE CJIOBA, TepMUHBI. I[IpoBepka TEpMHUHOB,
MOHATHI C MOMOIIBIO SHIMKIIONEANHN, CIOBapeil, CIPaBOYHUKOB C BBIMHMCHIBAHUEM TOJIKOBAaHHW B TeTpaab. OO03HAUUTH BOIPOCHI,
TEPMHHBI, MaTepHal, KOTOPHIH BBI3BIBAET TPYAHOCTH, IOMETUTH M IOIBITATHCS HANTH OTBET B peKOMEHAyeMoH iuteparype. Ecin
CaMOCTOSITEIILHO HE YAaeTcs pa3o0paThbes B MaTepualie, He00X0IMMO COPMYIIUPOBATh BOIIPOC U 331aTh MPETIOIaBaTEIIIo.
IIpopaboTka paboueii mporpaMMbl TUCHUILIMHBL, YAEIAI 0c000e BHUMAHHE LEsM H 3aadaM, CTPYKTYpe U COACP>KaHUIO AUCIIATUIHHEL
KoHcnektupoBaHue HCTOYHUKOB, OJATOTOBKA OTBETOB K KOHTPOJIBHBIM BOIIPOCAM, IPOCMOTP PEKOMEHIYEeMOi IUTepaTypsl, paboTa ¢
MH()OPMAIIMOHHBIMHA HCTOYHHUKAMHU B Pa3HBIX (popMaTax.

Taxoke B rporecce M3y4eHHUs JUCIUIUIMHBI METOIMUECKUE PEKOMEH IAIIMH MOT'YT ObITh W3JJaHbl OT/IEJIbHBIM JIOKYMEHTOM.
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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 pabota (cnenuanbHble 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 (opmyIBl OPHIHATEHEIX JOKYMEHTOB).
COCTABJISIOIINE DIICMEHTBI 3HaeT: mpaBHiia COCTABJICHUS M O(OPMIICHHS YIPaBICHYECKHX
(cTpyKTypa) IpeaMeTa JIOKYMEHTOB IIPY HCIIOJIb30BaHUHN TEXHUUECKUX CPE/ICTB.
(sABIICHHSN) 3HaeT: Npu3HaKku ¥ QYHKIMU JOKYMEHTa; CTPYKTYPY CHCTEM
JlaHa XapaKTepHCTHKA 2 Gaia 1 6ant 0 GaLIoB JOKyMEHTAllUK; COCTaB YHH(OUINPOBAHHON 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 MaTepHAJIOB HAITMCATh AHAIMTHYECKYIO pa0oTy, | YMeeT: HCHOJb30BaTh HAa0Op  PEKBH3HTOB  JOKYMEHTA,
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 HOPMATHBHBIC aKThl KaK OPraHU3alMOHHAst OCHOBA JEJIONMPOU3BOICTBA
* [Ipo6nems! perynupoBanus JOY
Kputepuu ouenku.

1. PackpbITBl OCHOBHEIE 3JIEMEHTHI aHATUTHIECKOH padoTsl (110 1 Oayury 3a Kaskablid
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 pasaeiy

IIpumep 3ananus:

Ha ocHoBe n3yueHust coBpeMeHHbIX HampasieHuil u gopm 1OV npemnokurs cBOo
Mozenb opranuzauuu JOY (B Buze Ipe3eHTalud IPOEKTa).

Kpurepun oreHky (BBINOJHEHHE KaXJOro KpUTEpHs OLEHHBaeTcs B 2 Oaiuia, eciu
BBIIIOJIHEH IIOJIHOCTBIO, B 1 0aJll, €Cly BBINOIHEH YaCTHYHO).

1. BriOpaHno yupexaenue (mpeanpusTue) At AeMoHCTpauy opranmsamuu JOY.

2. Onmcana cucrema opranuzanuu JJOY B BBIOpaHHOM yUpexIeHUH (IPEATPUITHN).
3. OGocHOBaHa HEOOXOAMMOCTh W3MEHEHHH (IOCTOsHCTBA) opranusamuu JJOY B
BBIOPaHHOM YUpEKAECHUH (IIPEATIPUATHH).

4. IIpernoskena cBos Mojenb opranuzanuu JJOVY.

5. Mozens odopmieHa B BUE IPE3CHTALMY IPOEKTA.

O6pa3oBaTenbHBIC PEe3yIbTaTHI:

3HaeT: mpu3HakU U (QYHKIUM JOKYMEHTA; CTPYKTYPY CHUCTEM
JOKYMEHTallH;  COCTaB  YHH(WIIMPOBAHHOH  CHCTEMBI
JOKyMEHTaIMK, 3HAeT: YCTPOWCTBAa CO3JaHUS DJIEKTPOHHOU
yIpaBieHUecKo HH(MOPMAINH, 3JIEKTPOHHBIE CHPABOYHBIC
CIryKOBI (BUIEOTEKA, TEJICTEKCT, TeNeaBTorpad), KaHajbl U CETH
SNIEKTPOHHOW TMOYTHl JUIA JOBENCHUS wWHOpMamuu 1o
IIOJYUHCHHBIX.

VYMeeT:  CHCTEMaTH3HpOBATh  JOKYMEHTH 110  BHIaM
VIPaBJICHUYECKOW JESITENbHOCTH (OCHOBHAs JIESATEIBHOCTb,
pabora 1O JMYHOMY COCTaBY H  T.J.); HCHONB3YS
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 Ganna 1 Gamn 0 6annoB

COCTABIIIOIINX HIIEMEHTOB

(cTpyKTypbl) IpeaMeTa

(s1BIICHMST)

TeXHONOTUH BeICHHS ACIONPOU3BO/ICTBA

O0pa3oBaresbHbIE PE3YIbTATHL:

3HaeT: TpeOOBaHUs K MOJYICHUIO (TI0JIHOTA, CBOCBPEMEHHOCTb,
HE3aBUCUMOCTb, JJOCTOBEPHOCTH), MepepaboTKe U XPAHCHHUIO
“H(OpPMAIIMU; OCHOBHBIE METOIbI, CIOCOOBI U CPE/ICTBA
MOJTyYCHHSI, XPAHECHHUS U NepepaboTKU HHPOPMALINH;
COBPEMEHHBIE METO/IbI IIepeBOia HHHOPMALIUH B
yIIpaBICHYECKUE TOKYMEHTHI: COCTABICHUE PACTIOPSIKEHUH,
MIPUKA30B, MHCTPYKIUHA U IPYTUX YIPABICHUSCKUX
JIOKyMEHTOB; TpeOOBaHUS K PAlHOHATHHON OpTaHU3aIII
paboThI C JOKYMEHTAaMH B YCIIOBHSAX UCTIOIB30BAHUS B
anmapare ynpaBJIeHHs OPTaHU3aOHHON M BEIYHCIHTENBHOMN
TEXHHUKH; KaHaJbl JOBEACHHUS HH()OPMAIIUH JI0 COTPYAHUKOB
OpraHM3aIHH.

YMeer: mpuMeHss IporpaMMHOe oOecIieYeHHe, Co31aTh
yIIpaBJIeHYECKUE TOKYMEHTHI B TPaJUIHOHHBIX H
ABTOMATH3MPOBAHHBIX TEXHOJIOTHUSX; HA OCHOBE IIPOTPaMMHOTO
obecrieueHus KIaccu(UIUPOBATh U CUCTEMATU3UPOBATh
JIOKYMEHTBI Ha CTaJ i X 00pabOTKM U XpaHCHHUS,
OpraHU30BaTh TOKYMEHTOOOOPOT Ha MPEAPUATHHU, UCTIONB3YS
ocHoBHBIE oducHBIe mporpammbl: MicrosoftOfficeWord,
MicrosoftOfficeExcel u ap.; ocyiiecTBIATh apXUBUPOBAHUE
YIIPaBICHYECKUX JOKYMEHTOB C TOMOIIBIO KOMITBIOTEPHBIX
nporpamMmm; noAroTaBJIuBaTh JOKYMCHTBI K XpaHCHHUIO,
WCIIOJIB3YsI OCHOBHBIE O(HCHBIE MPOTPAMMBI:
MicrosoftOfficeWord, MicrosoftOfficeExcel u ap.

3 | CamocrosTenbHas paboTa (Ha BIOOD)

Ipumep 3amanws:

CoBepLICHCTBOBaHHE JOKYMEHTOOOOPOTA: OpPraHM3allMs PAL[OHANIBHOTO JABMXKEHUS
JOKYMEHTOB BHYTPH IPEIIPHUSITHSL.

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

1. BoiOpaHo yupexeHue (IpeanpusTue) A1 JeMoHCTpaluy opranuzanuu JOY.

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

4. PackpbIThl OCHOBHBIE HEJOCTATKH OPraHU3AIMU JOKYMEHTOooOOopoTa (000cHOBaHA
3¢ GEKTUBHOCTH UCTIONB3YEMOM CXEMBI JOKYMEHTO000pOTa).

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

6. [lana OUEHKAa pPEATPHOCTH MPEIUIOKESHHBIX
JIOKYMEHT0000poTa.

BAapHUAaHTOB  palMOHAJIU3allun

TexHOTOTHH BeJeHHs ISIONPOU3BOICTBA

OO0pazoBaresibHbIE PE3YIbTATHL:

3HaeT: ycTpoiicTBa CO3MaHUS SJICKTPOHHOW yIpaBIeHYECKOit
UH(OPMAIMHU, HICKTPOHHBIE CIIPAaBOYHBIE CIYXKObI (BUICOTEKa,
TEIETEKCT, TeNeaBTorpad), KaHaIBI M CETH 3IEKTPOHHOI OYTHI
JUISL OBeIeHUsI MH(OPMALUK 10 OJYUHEHHBIX.

VYMeeT: aHANMM3MPOBATH 3aKOHOAATENCTBO W IIPAKTHKY €ro
NpUMEHEHUs ATl padOThI ¢ YNPaBISHYECKOH JOKyMEHTaIUEH.
3HaeT: HOPMBI TIpaBa ¥ HOPMATHBHO-TIPABOBBIC  AKTEHI,
peryaupyromue B3aUMOOTHOIIECHUS OpraHu3aIyu "
KOHTPOJIPYIOIINX OPraHOB; JEeHCTBYIOMKE TOCYIapCTBEHHBIC
HOPMaTUBHO-METOJUUYECKUE HTOKYMEHTHI, PErIaMeHTHPYIOIIe
JeATeIFHOCTD OpraHU3alli cepBHca.

YMeeT: obecnednTh COOMIOCHNE JOKYMEHTOB JEHCTBYIOIEMY
3aKOHOJATEeNbCTBY.

KoHTponbHOE MeponpusThe 1o pa3aeiny

Ilpumep 3aganns:

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

CocTaBUTh MOJEIb OpPraHU3alUd JTOKYMEHTO00O0pOoTa (UCIIONb3ysl MaTepHallbl
KOHKPETHOTO MPEANPHUATHS WM COOCTBEHHYIO pa3paboTKYy) 1O OJTHOMY M3 BRIOpaHHBIX
HaIpaBJICHUH TBHKEHHSI IOKYMEHTOB (JIBUKEHUE BXOASAIIMX JOKYMEHTOB, HCXOISIINX
JOKYMEHTOB, BHYTPEHHHX JOKYMEHTOB). BbINomHss 3amaHue HEOOXOJHMO
OIIpeIeNITh COCTAB JIOJDKHOCTHBIX JIMI], Y4aCTBYIOIIMX B 00pabOTKe M HCIOJHEHUH
JOKYMEHTOB; H3YYUTh CXEMBI IBI)KEHHS JOKYMEHTHBIX MOTOKOB OpraHW3aldH.
CocTaBuUTh OIEPOTpaMMy JIBIDKEHHsS JOKyMeHTOB. OmneporpamMma  BXOJSIIUX
JOKYMEHTOB JIOJDKHA OTpakaTh IepeMelleHne JOKyMEHTOB OT MOMEHTa IpHeMa JI0
MOJIIMBKY MX B JEJO IOCie 3aBeplieHrs UcroyiHeHus. OneporpamMma HCXOSMIINX
JOKYMEHTOB JIOJDKHA OTPaKaTh IepeMeNIeHHe TOKYMEHTOB OT MOMEHTa IOJITrOTOBKU
UX MIPOEKTOB JI0 OTIPABKH HX U3 yupexeHus. OneporpaMma JIBIKEHUS BHYTPEHHUX
JOKYMEHTOB — OT MOMEHTA ITOJrOTOBKHU 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. Omnucana Monenp OpraHuM3alM JOKYMEHTOOOOpOTa (MCHONB3Ys MaTephalibl
KOHKPETHOTO IPEIIPHATHS WIIH COOCTBEHHYIO pa3padoTKy).

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

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

4. CocrapieHa oreporpaMMa JIBIDKCHHUSI JOKYMEHTOB C YUETOM CTaHIApTHOW CXEMBI
JIBIDKEHUS TI0 BEIOPAaHHOMY HAaIlpaBJICHUIO.

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

3HaeT: BUABI  YNpPaBICHYECKOH JOKyMEHTauu;, oOIue
TpeOOBaHHS K COCTAaBICHHIO YIPABIEHUYECKHX JOKYMEHTOB
(most0okeHus, TOJHKHOCTHOW MHCTPYKIMK PaOOTHHKA, IITATHOTO
pacIucaHus | T.1.), HOPSIOK BHECEHHS M3MEHEHUIA; alrOPUTM
MIOJITOTOBKU PacTOPSAUTENILHON TIOKYMEHTAIMY, COTJIaCOBAHUS
Y BU3UPOBAHUSL.

Ymeer: ¢GopMupOBaTh IAKeT JOKYMEHTOB, OTpPa)KarolIHX
JeSITEeNbHOCTh OPTaHU3ALUN B COOTBETCTBUM C HOPMAaTHBHBIMU
TpeGOBaHUSIMU KOHTPOJIHUPYIOMIHX OpraHoB u
HOPMAaTHBHO-METOANYECKUMH JTOKyMEHTaMH; O(OpMILITE U
COCTaBIISITh yIpaBIEHYECKHE JIOKYMEHTHI: MIPUKa3bl,
IIPOTOKOJIB, JTOKJIATHbIE U OOBSCHUTEIbHBIE 3aIUCKH, CIIPaBKH,
ClIy>)keOHbIE TIMChMa, aKThl; OCYLICCTBJIATH PETHCTPAIHIO
BXOJISAIICH U MCXOSIIEH JOKYMEHTAINH.

Brnazeer: TexHONOTHEH OpraHU3alMU JEJIONPOU3BOJICTBA TIPU
IIpreMe Ha BAKaHTHYIO JOJDKHOCTD.

IIpomesxyTounsIit

KOHTPOJb  (KOJUYECTBO

6aJioB)

TeKyIl.ll/Iﬁ KOHTPOJIb IO pa3aeinay «CocTaBjieHne O(IIOI)MJ'IeHI(le AOKYMEHTOB B OpraHmv3anum»

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 (o0s3arensHble | [Ipumep 3apanus: Cocrasnenne u oopMiIeHHEe JOKYyMEHTOB B OpPTaHH3AI[HN

¢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
(bopMyIbl OPUITHANTBHBIX JOKYMEHTOB),

3HaeT: ImpaBmila COCTaBICHHUSA M O(QOPMIICHUS yHNpaBIEHUESCKIX
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 6ayutoB
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
0aJuIoB)

KOHTPOJb  (KOJIMYECTBO

Texymmii KOHTpoJIb N0 pasaeay «HomenkiaaTypa gemn»
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Hampasnenne noarorosku: 43.03.01 CepBuc
Hanpagnernocts (npoduib): «OUHAHCOBBII CEPBUCH
PaGoyast mporpamMma JMCLIMILIMHBI «J]eTompor3BOACTBO»

1 | AynuropHas pabota

OO6ume TpeOoBaHUs K CHCTEMATU3AIMU JIOKYMEHTOB U
(hopMHpOBaHUIO JEIT
IToAroToBKa TOKYMEHTOB K apXUBHOMY XPaHEHHUIO

2 | CamocrosTenbHas paboTa (00s3aTebHbIC
dbopmbl)

IIpumep 3aganms:

Hanwummure pa3BepHyThIif 0TBET Ha TeMy: «OCcOOEHHOCTH COCTABIICHNSI HOMEHKIIATYPHI
JIeTT OpTaHU3ALAN.

Kputepuu ouieHKH: cM. BbIIIE.

Homenknarypa nen opraHusanuu

OOpazoBareslbHbIE PE3YIbTATHL:

3HaeT: NpHu3HaKM U (QYHKUUH JOKYMEHTA; CTPYKTYPY CHCTEM
JOKYMGHTAallMM;  COCTaB  YHH(UIIMPOBAHHOH  CHCTEMBI
JOKyMEHTaIlH, 3HaeT: yCTPOWCTBA CO3JAHUS DIEKTPOHHOU
yIpaBieHUYeCKOH HH(MOPMAIMH, 3JICKTPOHHBIC CIPABOYHBIC
CITy’KOBI (BUICOTEKA, TEIETEKCT, TeJeaBTorpad), KaHaJIbl H CETH

9NICKTPOHHOW MOYTH JUIA JOBEJCHUS HMHQOpMamuu 1o
O/IYHHEHHBIX.
3 | CamocrosTensHas pabora (Ha BEIOOD) IIpumep 3aganusa:CocTaBUTh ONUCH Ha Jiesia (IOCTOSIHHOTO U BPEMEHHOro XpaHeHus, | O6pa3oBaTelbHbIE pe3yIbTaThl:
HOJUIeXKAIINE Caaue B apXUB — Ha BBIOOP). OnpenesuThb nocie10BaTeIbHOCT VMeer: mnpuMeHsis IporpaMMHOe oOecreyeHHe, CO31aTb
PACIIOJIOKEHHS JIeIT B OIIMCH, COCTaB JOJDKHOCTHBIX JIHILI, IPUHMMABIINX YYacTHE B yIpaBJICHYECKHE  JOKYMEHTBI B TPaAULIHOHHBIX U

COCTaBJIEHHH, BU3UPOBAHUH U COTJIACOBAHUM THX JTOKYMEHTOB
Kpurepun olieHKH (BBIMONHEHHE KaXKIOT0 KPUTEPHS OlleHuBaeTcs B 1 Gasm).
1. CocraBiieHa OIIUCH Ha JIelia.

ABTOMATH3UPOBAHHBIX TEXHOJIOTHSIX; HA OCHOBE MPOTPAMMHOTO
obecnieyeHusl  KIacCUQUIUPOBATH U CHCTEMATHU3UPOBATH
JOKYMEHTBl Ha CTaJud WX OOpabOTKM MW  XpaHEHHUS,;

2. Ornpeenena nocie10BaTeIbHOCTb PACIIOI0KEHHUS JIe B OIHCH. OpraHU30BaTh JIOKYMEHTOOOOPOT Ha HPEAPHSITHH, UCIIOIb3Ys
3. OmnpeferneH cocTas JOJDKHOCTHBIX JIUI, IPUHUMABIIUX Y4acTHE B ocHOoBHBIe o¢ucHble mnporpammber:  MicrosoftOfficeWord,
COCTaBJIEHHH, BU3UPOBAHUH U COTIIACOBAHUH STHX JOKYMEHTOB. MicrosoftOfficeExcel u mp.; ocymiecTBIATh apXUBHPOBaHHE
4. CocTaBiieHa UTOTOBas 3aIIHCh. YIPaBJICHYECKUX JOKYMEHTOB C IOMOIIBIO KOMITBIOTEPHBIX
5. BHyTpeHHSISI OIUCh [OAIINCAHA COCTABHTENEM. [porpaMM; MOATOTABIMBATH JOKYMEHTHI K  XPaHEHHMIO,
HCHOJIB3YS OCHOBHBIC ot ucHbIe HPOrpaMMBI:
MicrosoftOfficeWord, MicrosoftOfficeExcel u ap.
KOHTpOJIBHOE MEPONIPHATHE IO PA3ALIy Ipumep 3amanHust: ObpasoBarenbHbIC PE3yJIbTaTHI:
CocraBiTh HOMEHKIIATYPY A€] KOHKPETHOI OpraHu3alnm VMeer: mnpuMeHsis TporpaMMHOe ofecredeHHe, CO31aTh
Kpurepun oreHky (BBINOJHEHHE KaXJIOTO KPUTEPHs OLEHUBaeTcs B 2 Oayla, eciy | ynpaBieHYECKHe JIOKYMEHTBI B TpaJULAOHHBIX u

BBIIIOJIHEH ITOJIHOCTBIO, B 1 6aJIH, €CJIM BBIIIOJIHEH lIaCTI/I‘IHO).

1. BriOpano yupexaenue (IpeanpusTie) A1 COCTaBICHUs] HOMEHKIATYPBI Jell.
2. IpencrapneHo mTaTHOE pACHHCaHUE JUIL ONpPENENICHUS CTPYKTYpHI
HOMEHKJIATYpHI JIe.

3. 3amonHeHs! Tpadbl TAOTHIEI OCHOBHOI YaCTH HOMEHKIIATYPHI JeT.

4. IIpuBeneHa UTOroBas 3alUCh O KATETOPUSIX U KOIUYECTBE 3aBEACHHBIX JEI.

5. Homenknarypa yTBep)kJeHa pyKOBOJUTENEM OpraHU3alMu.

ABTOMATH3UPOBAHHBIX TEXHOJIOTUSIX; HA OCHOBE MPOTPAMMHOTO
obecrieueHuss  KIacCUPUIMPOBATh W CHCTEMATU3UPOBATH
JOKYMEHTBl HAa CTaJud HMX OOpabOTKM W  XpaHEHHs;
OpraHu30BaTh JOKYMEHTOOOOPOT Ha MPEINPUATHH, HCIIOIb3YSI
ocHOBHBIe oducHble mporpammer:  MicrosoftOfficeWord,
MicrosoftOfficeExcel u mp.; ocymiecTBIsATh apXUBHPOBaHHE
YIPAaBICHYCCKUX JTOKYMEHTOB C MOMOMLIBI KOMIIBIOTEPHBIX
OpOrpamMM;  MOATOTABIMBATH  JOKYMEHTHI K  XPaHEHHIO,
UCTIONB3YS OCHOBHBIC o(ucHbIe [POrPaMMBI:
MicrosoftOfficeWord, MicrosoftOfficeExcel u ap.

IIpomesxyTounbIit
0ayuioB)

KOHTPOJb  (KONHUYECTBO

IIpomesxyTouHasi aTTecTarus

IIpencrapieHsl B (OHAE OLIEHOYHBIX CPEJICTB Uil IPOMEKYTOYHOM aTTECTALIMH 110 JUCIUILITHHE

Crpannna 15 u3 15




