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Kpanmuduxarus O0axanasp
Dopma 00yaeHHS ouyHast
OO0w1as Tpy10eMKOCTh 43ET

YacoB no yueOHOMY TUTaHY 144 Buner koHTpONST B cemecTpax:

B TOM YHCJIE: 3a4E€ThI C OLICHKOM 7
ayTUTOPHBIC 3aHIATHS 50

caMOCTOsITeNbHAs paboTa 94

Pacnpenesienne 4acoB THCHHUILJIMHBI IO ceMeCTPaM

Cemectp(Kypc.Homep cemectpa Ha kypce) 7(4.1) Hroro
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Hampasnenne noaroroBku: 44.03.04 IIpodeccronansaoe odydeHue (II0 0TPacisiM)
Hamnpasnernocts (mpoduits): « OKOHOMUKA U yIPABICHUE)
Paboyast mporpamMma JUCLIMILINHBI «J{eI0onpor3BOACTBO»
IIporpammy cocraBuii(u):

Pe3yn Csernana IOpbeBHa

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

Pabouast nporpamMma AUCIHUIUINHEL

IICJIOHPOI/BBOIICTBO

paspabotana B cootBercTBuM ¢ ®I'OC BO:

DenepasbHbIi TOCYIAPCTBCHHBIN 00pa30BaTeNbHBIA CTAHAAPT BHICIIEr0 00pa30BaHus — GaKkalaBpHar 110 HAIPABICHUIO OATOTOBKU
44.03.04 IMpodeccronanbHoe 00yueHue (TI0 0TpacisiM). Y TBEpKACH NpHKa3oM MUHUCTEpCTBA 00pa3oBaHue U Hayku Poccuiickoit
®deneparyu ot 22 despans 2018 r. Ne 124

COCTaBJICHA HAa OCHOBAHUH yqe6H0r0 IJ1aHa:

Hanpasnenue noarorosku: 44.03.04 IpodeccuonansHoe 00ydeHue (1o 0Tpaciisim)
HanpasnenHocTs (poduiib): « DKOHOMHUKA U YIIPABICHUEH

yTBepxeHHoro YuénsiM coBeroM CI'CITY ot 11.04.2025 npotoxon Ne 10.

Pabouas nporpamma o100peHa Ha 3aceJaHuu Kadeapbl

YnpasieHus, cCepBUCHBIX TEXHOJIOTHii 1 IKOHOMUYECKOro 00pa3oBaHus
TIporokou ot 27.05.2025 r. Ne 10
3aB. kadenpoit JI.U. Oumman

Havanpuuk YOII

H.A. lomanuna
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Hamnpagnenue noaroroeku: 44.03.04 IIpodeccuonanpHoe 00ydeHue (1o OTpaciisim)
Hamnpasnennocts (mpoduis): « 9KOHOMHUKA U yIPaBICHUE)
Paboyast nporpamMma JUCHMILIMHBI «J{eITompor3BOACTBO»

1. HEJIM U 3AJIAYY OCBOEHUSI JUCLIUTIIMHBI (MOLYJIST)

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

2. MECTO JUCHMILTUHBI (MOAYJIsI) B CTPYKTYPE OBPA3OBATEJBbHOM ITPOTPAMMObI

Iy (pasnen) OI1: — [B1.B

2.1|Tpe603amm K NMpeBapUTeILHOI NOAT0TOBKe 00y4alonerocs:

CO)ICp)KaHI/Ie JUCIHUTIIINHBIL 6a3preTcs[ Ha MaTepuajie. CICAYIOINX AUCITUIUINH:

OCHOBBEI MEHEDKMEHTA B 00pa30BaHUU

Pycckuit sI3bIK B KybTypa peun

MeTo 16l IPUHATHS PEIICHUIT

2.2|IucuunauHbI (MOAYJIH) U MPAKTHKH, IJIS KOTOPHIX 0CBOEHHE TAHHOW TUCIHMILTHHBI (MOLYJI1) HEOGX0IUMO KAK
npeauiecTByoNIee:

HOpMaTHBHO-HpaBOBBIe OCHOBBI HpO(l)eCCPIOHaJ'IBHOﬁ JACATCIIbHOCTH

VpasieHue 00pa3oBaTeabHBIM IPOIECCOM B 00pa30BaTeIbHON OPraHM3aIii

3. KOMIIETEHL[Y OBYYAIOILIETOCSl, POPMUPYEMBIE B PE3YJIbTATE OCBOEHMSI IMCUUILINHBI
(MOZYJIS)

TIK-3. CnocoGHOCTH Y4aCTBOBATh B Pa3padoTKe M peajn3aliy NPorpaMMbl Pa3BHTHS 00pa30BaTe/IbHON OpraHnu3aluu

MK-3.1 3naeT: 3aKOHOMEPHOCTH OCYIIECTBJIEHUSI OPTaHNU3AIMOHHO-YIIPABJIEHYECKOIi 1eATeILHOCTH B 00pa30BaTe/IbHOM
OPraHU3alMM U YIPaBJeHUH 00pa30BaTe/IbHbIM IPOLECCOM

3HaerT:

HOPMBl IpaBa MU HOPMAaTUBHO-NIPABOBBIC aKThI, JEHCTBYIOIIUME TOCYAAPCTBEHHbIE HOPMAaTUBHO-METOJUYECKHE JIOKYMEHTBI,
PEryNupyonye B3anMOOTHOLIEHHsSI 00pa30BaTeIbHOI0 YUPEKICHUS U KOHTPOJIHUPYIOMINX OPraHoB, TpeOOBaHMS K OpraHU3allld
JeJIONPOU3BOJICTBA, IIpaBHIa 0(OPMIIECHHS, BEACHUS U XPaHEHUs JOKYMEHTALlUY, CBI3aHHON ¢ BHEIPEHUEM TE€XHOJIOTUUECKUX WU
OPTaHM3AIMOHHBIX M3MEHEHHH, KaJpaMH M UX JBHKEHHEM; CTPYKTYPY CHCTEM JOKYMEHTAIMU B 00pa30BaTEIBLHOM yUPEKICHUM,
IpaBUJa COCTaBICHUS M O(GOPMIICHHS YIIPABIEHUECKUX JOKYMEHTOB (A3bIKOBbIE (GOPMYIbl OQUIUAIBHBIX JIOKYMEHTOB);
0COOEHHOCTH YCTHOH MyOIMuHON pevr; TpeOOBaHHUS K MOJIYYCHHUIO (TI0JIHOTA, CBOEBPEMEHHOCTh, HE3aBUCUMOCTb, IOCTOBEPHOCTS),
nepepabOTKe U XpaHEHHIO HMH(GOPMAIMM; OCHOBHBIE METOABI, CHOCOOBI U CPEACTBA IIOJIyYCHHUS, XPAHEHHUS U IepepaboTKu
nHopMannyu; COBpEMEHHBIE METOIbl IepeBoja WH(GOpMAaNWU B YyIpaBlIeHUYECKHE NOKYMEHTHI: COCTaBICHHE PaclOpsDKeHUH,
IPUKa30B, MHCTPYKIUH M JAPYTUX YHpPaBIEHYECKUX JOKYMEHTOB; TpeOOBaHUS K palMOHAIBHONH OpraHusanud paboThl ¢
JOKyMEHTaMH B 00pa3oBaTeIbHOM YYPSKICHHH IIPH HCIIOJB30BaHWM B ammapaTe yIOpaBIeHHs OPraHH3allHOHHOW U
BBIYMCIUTEILHOM TEXHUKH;, KaHaJbl IOBEICHHUS MHPOpPMAlMU 10 COTPYIHHUKOB; YHU(UIUPOBaHHBIE (OPMBI 00pabOTKU
nH(opManny; HHHOPMAIIOHHBIE TEXHOJIOTHH, UCTIONB3yeMble TIpH cOope, 00paboTke, XpaHEHNH H 3alluTe HHHOPMAIIIH; KaHAIIBI
" CETH SHCKTpOHHOﬁ IIOYTHI 111 JOBCACHUS I/IH(i)OpMaLlI/II/I J0 IIOAYUHCHHBIX.

IIK-3.2 YMeeT: ocymecTBJIATH AeiiCTBUS M0 CTPATErHYECKOMY, MIPOEKTHOMY H ONEPATHBHOMY YNPABJIEHHIO
o0pa3oBaTeJIbHOI opranusanueil 1 06pazoBaTeJJbHbIM NPOLECCOM B Hell

Ymeer:

(opMHpOBATH MAKET JOKYMEHTOB, OTPAXKAIOLINX JEITEIbHOCT 00PA30BATENFHOTO YUPEXKICHHS B COOTBETCTBHH C HOPMATHBHBIMH
TpeOOBaHUSIMU KOHTPOJMPYIOLIMX OPTaHOB M HOPMATHBHO-METOANYECKUMHU JOKYMEHTAMH; 00ECIICUUTh COOMI0ACHHE JOKYMEHTOB
JeiCTBYIOIIEMY 3aKOHOAATENILCTBY; MPUMEHSISI MPOrPaMMHOE 00ecIiedeHne, CO3/1aTh YIPABICHYECKHE JOKYMEHTHI B TPAANLIHOHHBIX
U aBTOMATH3HUPOBAHHBIX TEXHOJIOTMSAX; HA OCHOBE IPOIPAMMHOIO oOecredyeHHs KIacCUPUIMPOBATh M CHCTEMAaTHU3HPOBATH
JIOKYMEHTBI Ha CTaJH{ UX 00pabOTKN M XpaHEHHs; OPraHU30BaTh JOKYMEHTO00OPOT B 00Pa30BaTEIbHOM YUPEIKICHUH, HCIIOIb3YS
ocHoBHBIe oducHele mporpammer: Microsoft Office Word, Microsoft Office Excel u mp.; ocymiecTBisTh apXMBHpPOBaHHE
YIPaBICHYECKUX JOKYMEHTOB C MOMOIIBIO KOMIIBIOTEPHBIX IPOTPaMM; MOJArOTABIMBATE JOKYMEHTBHI K XPaHEHHIO, HCHOJb3Ys
ocHoBHBIe oducHsle mporpammbr: Microsoft Office Word, Microsoft Office Excel u np.; cuctemMaTiu3upoBaTh JOKYMEHTEHI 110 BUIAM
yIPaBICHIECKOH JIEATENBHOCTH B 00pa30BaTeIbHOM yUpeKAeHHH (OCHOBHAs JEATENIbHOCTh, padoTa M0 JUYHOMY COCTaBY M T.I.);
UCIIONB3Yys. MHGOPMALMOHHBIE TEXHOJIOIUWH, MPOSKTUPOBATh OJaHKM M YHHU(UIMPOBaHHBIE (OPMBI TOKYMEHTOB; HCIIOIB30BaTh
TEXHHYECKHE CPEJICTBA M JIOKANbHBIE CETH B JOKYMEHTALIMOHHOM OOECHEYeHHHM YYaCTHHKOB O00pa30BaTeNbHOTO Mpoliecca;
HIPUMEHSATh METOJbl ONTHMH3ALMH JOKYMEHTOIIOTOKOB B 00pa30BaTEIbHOM YYPEXKACHHH IOCPEJCTBOM HCHOJIB30BAHHUS
KOPIOPAaTHBHBIX HH(POPMALMOHHBIX CHCTEM; OCYLIECTBIATh KOHTPOJb 3a peajn3alueil ynpaBICHYECKUX PEIICHUH MOCPEICTBOM
KOPHOPATHBHBIX HHPOPMALIMOHHBIX CTPYKTYP.

4. CTPYKTYPA H COJEP KAHUE JUCHUIIJIMHBI (MOLY JIA)

Kon HaunmenoBanue pa3zesioB U TeM /BUJ 3aHATUS/ Cemectp | Yacos |[UHTepakT.
3aHATHSA

Paznen 1. Jlesonmpou3BoACTBO, ero 3aKOHOAATeJbHOe W HOPMATHBHO-
METOIHYECKOe PeryJInpoBaHne

1.1  |HopMaTuBHO — 3aKOHOJATEJILHBIE OCHOBBI CUCTEMBI JEeJIONPOU3BOACTRa /JIeK/ 7 2 0
1.2 |HopmaTHBHO — 3aKOHOJATEIbHBIC OCHOBEI CHCTEMBI JIeNIonpon3BoacTaa /I1p/ 7 2 0
1.3 |HopmaTuBHO — 3aKOHOJATEJILHBIE OCHOBBI CUCTEMBI AeTonpon3BoacTsa /Cp/ 7 21 0
1.4 Cucremsl jokymeHTaunu. CtanaapTusaiys 1 yHUQUKanus TokyMeHToB /Jlex/ 7 2 0
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1.5 |Cucremsr noxkymentanuu. Ctanmaptusaiys 1 yHuukarms rokymentos /I1p/ 7 4 0
Pa3ges 2. TexHOI0TMH BeleHNUS IeT0NPON3BOACTBA B OPTAHH3AINH, YIPEKICHHH

2.1  |HoxymenTtoo6opoT B oprauusaimu /JIex/ 7 2 1

2.2 | dokymeHTo060poT B opranusaimu /T1p/ 7 2 1

2.3 |Texuonoruu BeneHus aenonpouspojactsa /Cp/ 7 21 0
Pa3nen 3. CocTaBiieHue u opopMiieHHe JOKYMEHTOB B OPraHu3anuu

3.1 [OcHoBHble TpeOOBaHHA K OG(GOPMICHHIO YIPABICHYCCKHX (OpPTaHU3AIMOHHO - 7 2 0
PactopsANTENBHBIX) TOKYMEHTOB /JIek/

3.2 [OcHoBHble TpeOOBaHHA K OG(GOPMICHHIO YIPABJICHYCCKHX (OPTaHU3AI[MOHHO - 7 4 0
pacropsAUTENbHBIX) ToOKyMeHTOB /I1p/

3.3 COBpEeMEHHOE JIJIOBOE MHUCHMO /JIeK/ 7 2 1

3.4 [CoBpemennoe nenoBoe muceMmo /Ip/ 7 4 1

3.5  |OpraHu3zanyioHHbIC TOKYMEHTHI, X COCTaBIICHHE U OQopMIIeHHE. PacriopsanTensHbie 7 2
JOKYMEHTBI, X cocTaBiieHue u odopmienue /Jlex/

3.6  |OpranmsannoHHbIE JOKYMEHTHI, HX cocTaBienue u opopmienue /TIp/ 7 4 1

3.7  |PacmopsimurensHBIe JOKYMEHTHI, HX cocTaBiieHne u opopmirerne /Ip/ 7 4 1

3.8  [MudopmanmonHO-cripaBOYHBIC JOKYMEHTHI, HX COCTaBIICHNE H ohopmiieHue /JIek/ 7 2 1

3.9  |MHdopmanroHHO-CIIpaBOYHBIE JOKYMEHTHI, UX cOCTaBiIeHue u opopmienue /I1p/ 7 2 1

3.10 [Kaamposas moxymenrarus /JIex/ 7 2 1

3.11 [Kagposas noxymenrarms /I1p/ 7 2 2

3.12  [CocraBienue u opopmiieHre TOKyMEHTOB B opranuzamnuu /Cp/ 7 22 0
Paznen 4. Homenkaartypa e

4.1 OOue TpeOOBaHHA K CHUCTEMaTH3alUUd JOKYMEHTOB W (OPMHPOBAHHIO JIEII. 7 2 0
TToAroToBKa TOKYMEHTOB K apXUBHOMY XpaHeHuto /JIek/

4.2  |O6ume TpeGoBaHUS K CHCTEMATH3AIMH JOKYMEHTOB U (hopmuposanwro aein /TIp/ 7 2 0

4.3  |IlonroroBka JOKYMEHTOB K apXUBHOMY XpaHeHHu:o /IIp/ 7 2 0

4.4  |Homenknarypa aen opranuzanuu /Cp/ 7 22 0

5. OueHoYHbIE H METOAMYECKHE MATEPHAJIBI M0 JUCHHUIIJINHE (MOIYJII0)

5.1. Conep:xanue ayTMTOPHOI padoThHI MO TUCHUILIHHE (MOIYJIIO0)

7 cemecTtp, 9 Jekuuii, 16 npakTHYecKUX 3aHATHI
Pa3nen 1. [lesionpon3BoacTBO, €ro 3aKOHOAATeJIbHOE H HOPMATHBHO-MeTOAHYeCKOe PeryIMpoBaHne
Jlexuus Ne 1 (2 vaca)
HopmatuBHO — 3aK0HOJaTeNbHBIE OCHOBBI CUCTEMBI JI€JI0IPOU3BOICTBA
Bomnpocs! u 3ananus:

1. HUcropus ynpasneHns u 1e10nponu3BOIACTBA.

2. HopmaTuBHBIE NpaBoOBbIC akThl (eepaJbHBIX OPraHOB HCIOIHUTEIBHON BJIACTH, PErJIAMEHTHUPYIOIIUE BOIPOCH
JIOKYMEHTAIIMOHHOTO 00eCIICYCHUSL.

3. T'ocynapcTBeHHbIE CTaHIAPThI HA BEJCHUE JOKYMEHTAIHH.

IIpaktudeckoe 3anstie Ne 1 (2 gaca)
HopmatuBHO — 3aKOHOJaTENbHBIE OCHOBBI CUCTEMBI ICJIONPOU3BOACTBA
Bompocs! u 3aganus:

1. Bo3HuKHOBEHHE U pa3BUTHE AEIONPOU3BOACTBA B yupexxaeHusx Poccun XVI— XVII BB.

2. OcCHOBHBIE dYepPTHl W OTIWYHA [eNONpou3BoAcTBa B yupexaeHusx Poccum XVIII B. or pmenmompowmsBoacTsa
IPEAIIECTBYIOLIETO EPUOa.

3. Jemonpoussoacteo B yupexaeHusx Poccun X1X — magama XX B.

4. CraHOBJIEHHE U PA3BUTHE JEIONPOU3BOCTBA B COBETCKUX FOCYAAPCTBEHHBIX YUPEKICHUSIX.

5. OpraHuzanus ciryk0bl JOKYMEHTAIIMOHHOTO 00ecTieYeH sl YIIPaBIeHHs Ha COBPEMEHHOM JTarle.

Jlexuus Ne 2 (2 yvaca)
Cucrembl fokyMeHTanuy. CTaHAapTH3aMs M YHU(DHKAIHS TOKYMEHTOB
Bomnpocs! u 3ananust:
CymHoCTh MOHATHUS «J{OKyMeHT».
JoxymeHT kak cuctema. CBoiicTBa nokymeHTa. [Ipu3naku nokymenTta. @yHKIIMN TOKYMEHTA.
CucreMbl JOKyMEHTALUH.
Crannmapru3anus U yHu(UKaus TOKYMEHTOB.
YHUUIUPOBaHHBIE CUCTEMbI IOKYMEHTALHH.
[Ipaktuueckue 3ansatust Ne 2-3 (4 gaca)
Cucremsl fjokymeHTanuu. CranaapTusanus 1 yHUQUKALUs TOKYMEHTOB

agrONE

Bomnpocs! 1 3ananus:

1. JlokyMeHT: orpeesieHre, CBOMCTBA, PYHKIHH.

2. Crannapruzanys 1 yHU(UKaIHs JOKYMEHTOB.

3. OcHoBHble (eaepasibHble 3aKOHBI M HOPMATHBHO-METOJMYECKHE JIOKYMEHTHI, PErJIAMCHTHPYIOLIME IpaBuia paboThl ¢
JIOKyMEHTUPOBAaHHOW WH(MOpMAIUeii.

4. TonsTHe U KiaccuuKalys JOKYMEHTO000pOTa NpeIIpUsITHS.

Crpanuua 4 u3 16



Hampasnenne noaroroBku: 44.03.04 IIpodeccronansaoe odydeHue (II0 0TPacisiM)
Hamnpasnernocts (mpoduits): « OKOHOMUKA U yIPABICHUE)
Paboyast mporpaMma JMCLMILINHBI «J{eITompor3BOACTBO»

5. O6mue MPUHIAITE OPTaHU3AIHN PAIMOHAIBHOTO JOKYMEHTO000pOTA Ha MPEIPHSITHH.
6. DTambl IBMKCHUS BXOASIIET0, HCXOIAIIEr0 U BHYTPEHHETO JOKYMEHTOIIOTOKOB Ha MPEIPUSITHH.
7. PerucTparms JOKyMEHTOB (BXOISIINX, HCXOAIINX, BHYTPEHHUX ): 3HAUCHHUE, IPAaBHIIA, (POPMEI.
8. O6beM U rpaduk 10KyMEeHTO000pOTa.
9. 3HaueHNe M TEXHOIOTHS OCYIIECTBICHHS KOHTPOIIS HCTIOTHEHNUS TOKYMEHTOB.
Pa3gen 2. TexHoJl0ruM BeieHHUs A€0NPON3BOACTBA B OPraHM3alMH, YUPe:KACHUU
Jlexuus Ne 3 (2 gaca)
JIOKyMEHTO00OpOT B OpraHu3aIluu
Bompocs! n 3agaHus:

1. OcCHOBHBIC 3Tanbl JBIKEHHUS JOKYMEHTOB B OpraHU3allUH.
2. Perucrpanus u nHaEKCaIUs TOKYMEHTOB.
3. Kontposs 3a ucrionHenueM JoKkyMeHTOB. CpOKH UCIIOJIHEHHS JOKYMEHTOB.

Ipaktuueckoe 3austue Ne 4 (2 uaca)
JIOKyMEHTO00OpOT B OpraHu3aIluu
Bomnpocs! 1 3aanust:

1. O06paboTKa UCTIOTHEHHBIX U OTIPABJISIEMBIX IOKYMEHTOB.

2 AHanu3 CTPYKTYpbl JOKYMEHTOO00pOTAa.

3. MeTozpl yueTa U COKpaleHUs TOKYMEHTO000pOTa.

4 OpraHu3aiys paloHAIbHOTO ABIKCHHS TOKYMEHTOB BHYTPHU MPEIIPHATHSL.

Pa3nen 3. CocTaBienne u opopmiieHHe JOKYMEHTOB B OPraHU3AINH
Jlexiust Ne 4 (2 yaca)
OcHoBHBIE TpeOOBaHUS K OOPMIICHUIO YIIPABICHYSCKUX (OPTaHU3AIMOHHO - PACTIOPSIUTEIBHBIX ) JOKYMEHTOB
Bompockl 1 3aaHus:
TIpaBuiia opopMiIeHHs TOKYMEHTOB MIPH UCTIOJIb30BAHUN TEXHUYECKUX CPEIICTB.
Enunbie TpeboBaHUs K OJaHKAM JJOKYMEHTOB.
CocTaB peKBU3UTOB OPTaHU3AIMOHHO - PACTIOPSIUTEILHBIX JOKYMEHTOB.
PeKBU3HUTHI COIEPKATETBHON YaCTH JOKYMEHTA.
PexkBu3uTHI 0pOpMITSIONICH YaCTH JOKYMEHTA.
[pakruueckue 3ansatust Ne 5-6 (4 yaca)

OcHoBHBIE TpeOOBaHUS K OOPMIICHUIO YIIPABICHYSCKUX (OPTaHU3AIMOHHO - PACTIOPSIUTEIBHBIX ) JOKYMEHTOB

Bompockl 1 3aaHus:

A

1. HasoBuTe 0CHOBHBIE BU/IBI TOKYMEHTOB, IPUBEAUTE HX KIACCH(DUKALHIO.

2. OxapakTepu3yiTe CHCTEMBI YIIPaBICHISCKHX JOKYMEHTOB. [10 KaKOMY TIPH3HAKY BBIACIECHBI CHCTEMbI JOKYMEHTAIUH?
IpuBenuTe NPIMEPHI JOKYMEHTOB 10 KaXKI0M CHCTEME YIIPABICHIECKAX TOKYMEHTOB.

3. OxapakTepusyiiTe CTpYKTypy AOKYMEHTa (IOCTOSHHBIC U IEPEMEHHBIC PEKBU3HUTHI, IPOJOIBHOE U YIIIOBOE PACIIOJIOKEHUE
PEKBU3UTOB).

4. Coopmynupyiite 061ue npaBuia 0pOPMICHHS YIIPABICHIECKHUX (OPraHU3aHOHHO-PACTIOPSAUTEIBHbIX) TOKYMEHTOB

5. Packpoiite pekBu3uTHI CitykeOHbIX JoKyMeHTOB cornacHo [OCT P 7.0.97-2016) « TpeGoBaHus k 0(opMIICHHIO
JTIOKYMEHTOBY.

6. Coopmynupyiite npaBuia oGopMICHUS PEKBU3UTOB JOKYMEHTOB, PEIJIAMEHTHPYEMBbIE FOCYAaPCTBEHHBIM CTaHIapTOM

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

1. JleroBoe MUCEMO Kak CPEACTBO CBSA3W OpraHHU3aIi.

2 SI3BIK U CTHIIb O(UITHATBHBIX TTHCEM.

3. Crpykrypa nuckMa. OCHOBHBIE TPeOOBAHUS K TEKCTY.

4 CocTaBieHHE TEKCTOB CIYKEOHBIX MHCEM: COIIPOBOAMUTENILHOE, FAPAHTUITHOE, PEKJIAMHOE, TTHCEMO-OTBET.

[Tpaktudeckue 3ausatust Ne 7-8 (4 yaca)
CoBpeMeHHOE JeTI0BOE MHCHMO

Bompocs! u 3aganus:
Omnpenenure NOHATHE O(GUIMANBEHOTO AETOBOT0 MUChMa. [IpuBeanTe IpUMEpHI.
Oxapakrepusyiite 0COOEHHOCTH SI3bIKa U CTHIIS O(HUIMATBHO-/IEJIOBBIX TEKCTOB.
Onpenenure CTPYKTypy MUChMa.
Coopmynupyiite mpaBuia oGopMIICHUS JeTOBOTO MICbMa
TIpenyokuTe aIrOPUTM COCTABICHUS TEKCTOB CIYKEOHBIX MTHCEM.

Jlexuus Ne 6 (2 vaca)
OpraHu3aloHHbIe TOKYMEHTHI, HX COCTaBIeHHE U oopMiIeHHe. PaciopsanTensHble JOKYMEHTHI, HX COCTaBICHUE U 0(OpMIICHHE
Bormpocs! u 3aganus:
OO6u1re TpeOoBaHUs K OPraHU3alMOHHBIM JIOKYMEHTaM.
VYcraB npeanpusTus.
JlOIKHOCTHAS MHCTPYKLMSL.
ITonoxenne.
IlTatHOE pacnucaHue.
CTpyKTypa JTOKYMEHTOB U HX cojepikanue. [IpaBuia opopMIleHHs] OpraH3alHOHHBIX JOKYMEHTOB.
Ipukassl, UX BHIHL.
IIpaBuna oopmiIeHNUs IPUKA30B.

arwbE
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9. OCOOCHHOCTH COCTABIICHUS IIPHKA30B [10 OCHOBHOMW JESTEIBHOCTH U MIPUKA30B 10 JINYHOMY COCTaBY.
10. OCOOCHHOCTH B COCTABJICHUH 3ar0JIOBKOB M ()OPMYTUPOBOK KOHCTATHPYIOIIEH YaCTH.

11. CxeMa IIOCTPOCHUSI PacTOPSANTEILHOM YacTH.

12. IMpaBusia BU3HPOBAHUS, TIOAMUCAHUS U PETUCTPALHH.

13. CpOKH HCTIOJHCHUS U BPeMsi JOBEACHHUS [0 UCIIOJIHUTEIICH.

IMpaktuueckue 3ansatus Ne 9-10 (4 gaca)
OpraHu3aluoHHbIE IOKYMEHTBI, UX COCTaBJICHUE U O(hOpMIICHHE
Bormpocsr u 3aganus:

1. Omnpenenure NOHITHE OPTaHU3AIMOHHBIX TOKYMEHTOB. [IpUBEIUTE MPUMEPEL.

2. Cdhopmynupyiite obure TpeOOBaHHS K COCTABICHUIO OPraHU3AIIMOHHBIX JOKYMEHTOB (3Tallbl MOJATOTOBKH H TOPSIOK
odopmieHus).

3. Iepeuncnure TpeOOBaHMS K COCTABJICHHIO YcCTaBa Mpeanpusatus. JlaiTe colnepKaTelbHYIH XapaKTePHCTHKY OCHOBHBIX
pasznenoB Ycrasa.

4. Iepeuncnute TpeOOBaHMS K COCTABICHHIO [OJDKHOCTHOM WMHCTPYKIMHU. J[laiiTe copepKaTelbHYI XapaKTEePUCTHUKY
OCHOBHBIX Pa3/IeJIOB HHCTPYKIUH.

5. CdopmynupyiiTe mpaBuia 3a0dHEHUS 1 0QOPMIICHHSI IITATHOTO PaCIIMCAHNS.

IMpaktuueckue 3ansatus Ne 11-12 (4 gaca)
PacmiopsimutensHble JOKYMEHTHI, HX COCTaBIeHUE U 0(OpMIICHHE
Bomnpocs! 1 3aanust:
1. JlajiTe mOHATHE PACTIOPSANUTENBHBIX TOKYMEHTOB, H3aBacMbIX Ha OCHOBE MPUHIUIIA €JMHOHAYaIHs. [IpuBeinTe IpUMeEpHI.
2. JlaliTe MOHSATHE PACHIOPSIIUTEIbHBIX JTOKYMEHTOB, N3/IaBAEMbIX HA OCHOBE MPHUHIUIA KOJUIETHAIBHOCTH. [IprBeiTEe IPUMEPHI.
3. Chopmynupyiite MOPSIOK MOATOTOBKH PACTIOPAAUTENBHBIX JJOKYMEHTOB.
4. CopmynupyiTe aNropuT™M COCTaBICHUS MPUKA30B IO OCHOBHOW JEATENLHOCTH U IMYHOMY COCTaBY M BBIIHMCOK U3 IPUKa3a.
5. ChopmynupyiiTe alropuT™M COCTaBJICHHS MOJTHOTO U COKPAIICHHOTO MPOTOKOJIOB.
Jlexiust Ne 7 (2 yaca)

HHadopManmoHHO-CIPaBOYHBIE TOKYMEHTHI, UX COCTaBICHUE U 0(OPMIICHHE
Bonpocs! 1 3aanust:
1. Cocrapnenue 1 0opMIIEHHE CIIPABOK, JOKJIATHBIX, CITYKEOHBIX H OOBSICHUTENBHBIX 3aIUCOK.
2. TpeOoBaHHUs K COCTABICHUIO 1 OOPMIICHUIO aKTOB M IPOTOKOJIOB.

IpakTrgeckoe 3ansaTre Ne 13 (2 waca)

MHupopMalnoHHO-CTIpaBOYHbIE JOKYMEHTBI, UX COCTaBJIEHHE U 0(OopMIICHHE

Bormpocsr u 3aganus:

1. HasoBure Bub! HHPOPMALMOHHO-CIPABOUHBIX IOKYMEHTOB U ONPEIEINTE X Ha3HAUCHUE.

2. [epeuncanTe cocTaB M pacHoN0KeHNE PEKBU3UTOB HH(POPMAIIMOHHO-CIIPABOYHBIX JJOKYMEHTOB IO BHIAM.

3. Coopmynupyiite nmpasuia (IOPsAI0K COCTaBIeHUS U oopMiIeHUsT) MHGOPMALMOHHO- CIIPABOYHBIX IOKYMEHTOB.

4. Omnpenenure HasHa4YeHHE akTOB B JeATeldbHOCTH Hpexnpustus. ChopMmynupyiite mpaBwia (HOPSIOK COCTaBICHUS U

o(OpMJIICHHS) AKTOB.
Jlexuus Ne 8 (2 vaca)
KanpoBas nqokymenTamnms
Bomnpocs! u 3ananus:
CocraB ¥ BHIBI JOKYMEHTAIINH I10 IUIHOMY COCTaBY.
YHaupuuupoBaHHble GOPMBI JOKYMEHTOB.
TIpukas: opopmieHne Ha paboTy, MEPEeBO Ha APYryI0 paboTy, MPEIOCTABICHHE OTIYCKa, YBOJbHEHUE C paObOTHI.
JlnuHoe 3asBiIeHHE: €r0 Pa3HOBUIHOCTH, 0COOCHHOCTH HAITUCAHUSI.
XapaKkTepUCTHKA: COCTABHBIC YaCTH, PaBUIa 0()OPMIICHHS.
[pakruueckoe 3ausitue Ne 14 (2 yaca)
KanpoBas nqokymenTamnms

SAE S

Bormpocs! v 3aganus:

TpyznoBble 1oroBopa: Ha3HAUEHHE, COJEPIKAHUE, IPABUIIA COCTABICHUS U O(OPMIICHHSI.

3asBJICHUS: BUABI, HA3HAUCHUE, IPAaBUJIa COCTABIICHHUSI.

Iprkassl 0 TMIHOMY COCTaBY: PEKBH3UTHI, IOPSAOK COCTABICHHS U 0QOpMIICHUSL.

TpynoBble KHIDKKY: Ha3HAUEHHE, PaBHUiIa 0)OPMIICHHS.

JInunble kapTouku ¢popmbl T-2 1 TUUHBIE J1eN1a: Ha3HAYEHUE, IPaBUiIa 0hOPMIICHHS.

Paznen 4. Homenknartypa e
Jlexuus Ne 9 (2 vaca)
OO0mue TpeOoBaHMs K CUCTEMAaTU3aluH JOKYMEHTOB U (opMHUpOBaHHUIO fei. [IoAroToBka TOKyMEHTOB K apXUBHOMY XPAHEHUIO
Bomnpocs! 1 3ananus:
Bunbsr HomeHknaTyphI 1e.
OCo0EHHOCTH COCTaBJICHHSI HOMEHKIIATYPBI JIeJI OpTaHU3alHu.
Topsimok cocTaBlIeHUS ONUCH JEI.
OKcnepTu3a HeHHOCTH JIOKYMEHTOB.
OpraHuzaiys IOATOTOBKH JOKYMEHTOB K apXHUBHOMY XPaHEHHIO.
[Ipaxruueckoe 3ansTue Ne 15 (2 gaca)
OO0mue TpeOoBaHMs K CUCTEMATH3aLUH JOKYMEHTOB U ()OPMHPOBAHUIO eI

agrwONE

arwbdE

Bonpocs! 1 3ananust:
1. JlaiiTe onpezneneHne HOMEHKIATYPBI JIeJ.
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2. JaiiTe moHsATHE MPUMEPHON M TUIIOBOW HOMEHKIATYpHI Aei. OxapakTepu3yiTe MpUMEHEHNE Pa3TUIHbIX BUOB HOMEHKIATYPHI

AL,

3. ITepeuncnure TpeOOBaHHS K CHCTEMATH3aLUH 3aT0JIOBKOB JIEN, HHIEKCY JIell B HOMEHKJIAType
4. Packpoiite 3Tansl pa3pabOTKH HOMEHKJIATYPHI A€
9. llpuBenute anroput™m AesrensHocTH DITK.

IpakTudeckoe 3ausaTure Ne 16 (2 gaca)

HO[[FOTOBKB. JAOKYMCHTOB K apXUBHOMY XPaHCHUIO

Bormpocsr u 3aganus:
[TonroToBKa JOKYMEHTOB K YHHUYTOXKEHHUIO.

5.2. Copep:xaHue caMOCTOSATEIbHOI PaGoThI MO AMCHUNIMHE (MOIYJII0)

Coaep:xaHue 00s13aTeJILHOM CAaMOCTOATEIbHOM PadoThI 0 AUCHUILIMHE

Ne n/m Tembl TUCHUTIMHBI Coaep:xkaHue caMOCTOSITeTbHON padoThI IIpoayKThl aesiTeILHOCTH
1 HopmarusHo- W3yuenue coBpeMeHHbIX HampapiieHUd u ¢opm | [lucemenHas pabora — Ha
3aKOHOJIATEITbHbIC OCHOBBI | JJOKyMCHTAIIMOHHOTO 00ECIICUEHHS YIPaBICHHUS OCHOBE aHalli3a COBPEMEHHBIX
CHCTEMBI ICIONIPOU3BOICTBA HarpaBIeHUH u bopm
JOKyMEHTAIMOHHOTO
obecrieyeHus yIpaBlICHHS
pa3paboratb MOJIENb
opraam3annu JJOY koHKpeTHOM
OpraHHU3aluH
2 TexHonorun BeZieHus | M3yuenue mpaBuil cocraBieHus W odopmienus | ITuceMeHHas pabora -
JIeTONIPOU3BOJICTBA YIpaBICHYECKHX JIOKyMEHTOB (13bIKOBBIC | pa3paboTka MOZeIH
(hopMyITBl 0(UIHATEHBIX JOKYMEHTOB); OpraHU3alNA
panroHaIbHOH OpraHu3aIluu paboTs C | TOKyMEHT0000poTa o
JMOKYMEHTaMH B  YCIIOBUSX  HCIIOJB30BAHUS | MPEIONKESHHBIM BUJIAM
OpTaHH3aLMOHHON U BEIYMCIUTEIFHON TEXHUKH JOKyMEHTaM i
OIPEJICTICHHBIM  O0YYaIOIIMMCST
CaMOCTOSITEIbHO
3 CocraBnenue u odopmienue | VzyueHue ocoOeHHOCTEH YCTHON M mucbMeHHOW | IlucemeHHas pabora -
JOKYMEHTOB B OpTraHH3aIlin myOIMYHOM peyn; COCTaBJICHHE MaKeTa
TpeOoBaHMil K O(GOPMIEHHI0O W  BEACHUIO | JOKYMECHTOB JUIS NOATOTOBKH M
JNOKYMEHTAllMH, CBS3aHHOH C  BHeApEHHeM | ohopMIIeHHS npuema
TEXHOJIOTHYECKUX, TPOAYKTOBBIX WHHOBAIMH WM | KaHAWOaTa Ha  BaKaHTHYIO
OpTaHM3AIMOHHBIX HM3MEHEHWH, KaapaMH W HX | JOJDKHOCTB.
JIBIOKEHUEM C KaJlpaMu U UX JBUKEHHUEM
4 Homenknatypa nen | Usydenwme T1pebGoBaHmid Kk mnepepabotrke u | [luceMeHHas pabota -
OpraHu3aIuu XPaHCHHUIO HH(POPMALIUH; paspaboTka npouecca
OCHOBHBIX ~METOJIOB, CIOCOOOB W CPEJICTB | COCTaBICHUS  HOMEHKJIATYPHI
XpaHeHHs ©  TepepaboTku  WH(OpMAnUK; | JeN KOHKPETHOU OpraHH3aI[iK
KJIacCH(HKAMA U CUCTEMAaTH3alUU JOKYMEHTOB
Ha CTaJuU X 00pabOTKYU U XpaHEHNUS,
ApXHMBUPOBAHUS YIPABIEHYECKUX JOKYMEHTOB C
MOMOMIBI0 KOMIIBIOTEPHBIX MPOTPaMM
Coaep:kaHue caMOCTOSITETbHOI padoThI MO TMCHUNJIHHE HA BHIOOP
Ne n/m TeMbl THCHUNIHHBI Conep:kaHue caMOCTOSITEJbHOI PaGoThI ITponyKTHI IeATETLHOCTH
1 HopmarusHo- Nzyuenue TpeboBaHuUit coBpeMeHHbIX | ITucemennas pabora — Ha
3aKOHOJaTeNIbHEIE OCHOBBI | 3aKOHOJATENBHBIX, HOPMATHBHBIX  aKTOB ¥ | OCHOBE HW3y4YeHHsS TpeOOBaHUIA
CHUCTCMBI ACIOIPOU3BOACTBA HOPMAaTUBHO-METOAUYCCKUX JAOKYMCHTOB, COBPEMCHHBIX
periaMeHTUPYIOIINX ~ BONPOCHl  OPraHW3ald¥ | 3aKOHOAATEIbHBIX,
JAOKYMEHTAllMOHHOI'O O6€CHC‘{GHI/I${ JACATCIBbHOCTHU HOPMATHUBHBIX aKTOB n
HOPMAaTHBHO-METOANIECKHX
JIOKYMEHTOB,

PETJIaMEHTHUPYIOLIIUX  BOIPOCHI
OpraHu3aluu
JOKyMEHTallMOHHOTO
obecrieueHust JEATEeIbHOCTH
HaIcaTh AQHAIUTHIECKYIO
paborty, PACKpPBIBAIOILYIO
CJIeIyIOIINE BOTIPOCHL:

* lleau  rocyaapCTBEHHOIO
perynuposanus JJOY

. Hedunurms TOHATHI
«IeTI0IPOU3BOJICTBOY u
«JOKYMEHTALlUOHHOE
obecnieyeHye ynpaBJIeHUey.
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. XapakrepucTruka
3aKOHOJIaTEeNIbHBIX "
HOPMAaTHBHBIX AKTOB,
pErIaMeHTUPYIOIUX  BOIPOCHI
A0Y

* JloxkanbHble HOPMAaTHBHBIC
aKThl KaK OpraHM3aIlMOHHAS

OCHOBaA JICJIOIPOU3BOJACTBA

* IIpobGnembl perynupoBaHHS
A0V
2 TexHOIOTHI BejicHHs1 | VI3y4nTh KpUTEpUH palMOHANbHOW opraHu3anuu | [lucbMeHHas pabota - BbIsIBHTH
JeTONPOU3BOACTBA JOKyMEHTOOOOpOTa MO THUIAaM  JOKYMEHTOB | MPOOIeMBbI OpTaHU3AINU
OpraHu3aInU JIBHKCHUSI JIOKYMEHTOB BHYTPH
IpeAnpusITuss W 00OCHOBATH
TIPE/ITIOKEHUS o
COBEPIICHCTBOBAHUIO
JIOKYMEHT0000pOTa
3 CocraBnenue u odopmienue | M3yunth crnocoObl co3iaHusi ympaeieHueckux | IlucbMeHHas pabora — B
JOKyMEHTOB B OpraHHU3aI[iu JIOKYMEHTOB B TPaIUIIHOHHBIX U | TpeIOKeHHON
ABTOMATHU3NUPOBAHHBIX TEXHOJOTHIX yIIpaBJIeHYECKOI CHUTYaIH{
oopmuTh " COCTaBHTh
COOTBETCTBYIOINE
YIPaBICHYECKUE JTOKYMEHTBI
4 Howmenxmatypa nen | Usyunts TpaBuiIa apxuBupoBaHus | [ImcemenHas pabora -
OpraHu3aIuu YIpaBICHYECKUX  JOKYMEHTOB ¢  momolpio | COCTaBUTh ONHMCh Ha Jiena

KOMITBIOTEPHBIX IPOTPAMM

(IOCTOSITHHOTO ¥ BPEMEHHOTO
XpaHeHHsI, TIo/IeKaIne cade B
apXxMB

5.3.006pa3oBaTte/ibHbIE TEXHOJIOTUH

[Ipu opraHu3auuy WU3yYyeHHs AUCUMILIMHBI OYAyT UCIIOJIL30BAHbI CIEAYIONINE 00pa3oBaTeNbHbIE TEXHOJOTHU: WH(OPMAIHOHHO-
KOMMYHHUKAIIOHHBIE TE€XHOJIOTHH, TEXHOJOTHUS OPTAaHMU3AIMU CaMOCTOSITEIBHON PabOTHI, TEXHONOTHS Pe(IISKCHBHOTO OOYydUeHHS,
TEXHOJIOTHSI MOJYJIbHOTO OOY4YEHHs, TEXHOJIOTHUS HMIPOBOTO OOYYEHHS, TEXHOJOIMH TPYIIIOBOW JUCKYCCHM, WHTEPAaKTUBHBIE
TEXHOJIOTHH, TEXHOJOTHS MpOOIEeMHOr0 OOYyYeHHs, TEXHOJIOTHs OpraHHM3aliy yIeOHO-HCCIEIOBATENLCKON esTebHOCTH,

TCXHOJIOI'HS IIPOCKTHOI'O O6yLI€HI/I$I, TCXHOJIOT'MS pa3sBUTHSA KPUTUICCKOT'O MBIIJICHMS.

5.4. Texkyuuii KOHTPOJIb, MPOMEKYTOYHBINH KOHTPOJIb H MPOMEKYTOUYHASI ATTECTAMS

BanibpHO-pedTHHIOBas KapTa AUCUUILIMHBI 0(OpMIIeHa KaK NPHIIoKEHHE K paboueil mporpaMMe JUCIUIUINHEL.
@DOoHZ OIEHOYHBIX CPEACTB JUISA NPOBEACHUS MPOMEXYTOTHOI aTTecTarMy 00yJaromuXcs M0 TUCHUILIHHE 0GOPMIICH OTIETbHBIM

JIOKYMEHTOM.

6. YHEBHO-METOANYECKOE 1 THOOPMAIIMOHHOE OBECIIEYEHHUE

JlaTa 0OpaIeHus K JIEKTPOHHBIM YIeOHBIM N3TaHUAM, JIICKTPOHHEIM 00pa30BaTeIbHBIM PECypcaM, COBPEMEHHBIM 0a3aM JaHHBIX U
H()OPMALOHHBIM CIPaBOYHBIM CHCTEMaM COBIAJAET C AATOH yTBEp)KIEeHHs pabouei porpaMmbl

6.1. PexomenxyeMasi 1utepatypa

6.1.1. OcHoBHast 1UTEpPaTYypa

ABTOpBI, 3arnaBue, CChIIKA Ha DJICKTPOHHYIO OUOIHOTEUHYIO CHCTEMY W3narenscTBo, TOA
COCTaBUTENN
JI1.1 |T'punbepr, |HdoxymeHTannoHHoe obecrieueHue yrpasieHus : yueOHuk / A.C. I'punbepr,|Mocksa : FOuuT-/ana, 2017
A.C. H.H. T'op6aués, O.A. MyxamertmuHa.
URL.: https://biblioclub.ru/index.php?page=book_red&id=684757
JI1.2  |Poroxwun, |denonpou3BOACTBO: Kypc JieKiuii : yaeOHoe mocodue / M.IO. Poroxun Mocksa ; bepnun : Iupext-
M.IO. URL: https://biblioclub.ru/index.php?page=book&id=253702 . Menua, 2014
6.1.2. /lonoJHUTeIbHAS JUTEpaTypa
ABTOpBI, 3arnaBue, CChIIKA Ha DJICKTPOHHYIO OMOIHOTEUHYIO CUCTEMY W3parenscTBoO, TOA
COCTABUTENN
JI2.1 |I'po3oga, Henompoussoacreo : ydebHoe mocobue / O.C.T'pozosa ; pen. JI.C.|I[ToBomxckuii
0O.C. Kypasnesa; [OnexTponHsbIi pecypc]. -|rocynapcTBeHHBIH
URL: http://biblioclub.ru/index.php?page=book&id=439196. TEXHOJIOTHYECKUH
yHuBepcurer. - Homkap-Ona :
Ty, 2015
JI2.2  |Ko3uHa, JenonpousBoacteo : ydeOHo-meromuueckoe mocodbue / E.C. Kosuna. -|Mocksa : Tupexr-Menua,
E.C. [OnexrponnbIit pecypc]. -12013.

URL.: http://biblioclub.ru/index.php?page=book&id=141469
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JI2.3 |Poroxwun, |denonpou3BOACTBO B KapOBOH ciiyx0e : yueOHO-nipakTHueckoe nocooue /|Mocksa ; bepnu : Jlupexr-
M.IO. M.IO. PoroxuH. - 3-e u3n., mepepab. u J0IL - [DneKTpoHHBIH pecypc]. -|Menua, 2014.
URL.: http://biblioclub.ru/index.php?page=book&id=253703.

6.2 Ilepeyens MporpaMMHOro odecrneyeHust

- 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 Ilepeuyenb NHGPpOPMAIIMOHHBIX CIIPABOYHBIX CHCTEM, NPOo(deccHOHAILHBIX 023 TaHHBIX
- OBC «YHuBepcuterckas OUOIMOTEKa OHIIAWHY
- ba3bl nannbIX Springer eBooks
- 1C:UTC I[TPO® BY3
- CIIC «I"”APAHT-AHanuTuk»
- CIIC «Koncynprant-Ilmrocy

7. MATEPUAJIBHO-TEXHUYECKOE OBECIHEYEHUE JTUCHUIIJIMHBI (MOY JI)

7.1|HaumeHOBaHUE CIIEIMAIBHOTO TIOMEIIEHHUS: IOMELIEHHE IS CAMOCTOSTENbHOM padoThl, UuTabHbIH 3a1. OCHAIICHHOCTD:
TIK-4mT. ¢ BO3MOXHOCTBIO MONIKIIOUEHHS K ceth «MHTepHeT» U o0ecneueHHeM JOCTyla B JIICKTPOHHYIO
uH(pOopMaIoHHO-00pa3oBaressHyto cpeny CI'CITY, ITucbMenHsbli cTon-4 wr., ITapra-2 mr.

7.2|HanmeHOBaHKE CIIEIHATFHOTO TIOMEIIEHHS: yIeOHast ayAUTOPUS JJIsl IIPOBENICHNUS JIEKIIMOHHBIX 3aHATHH, TPAKTHIECKHX
3aHATHH, TPYNIOBBIX KOHCYJIbTALUH, WHIUBUIYaJIbHBIX KOHCYJNbTAMH, TEKYLIEro KOHTPOJIA, IPOMEKYTOYHOMH
aTrectanuu, YueOHas aymuropus. OcHamieHHOCTh: MenoBas gocka-lmT., Kommiekr yueOHoW MeOenu, HOYTOYK,
IPOEKIIMOHHOE 000pyAOBaHNE (MYIbTUMEAUNHHBINA IPOEKTOP U 3KPaH).

8. METOAUYECKHUE YKA3AHUS IO OCBOEHUIO JUCHUIIJIMHBI (MOY JIST)

Pabora Hasl TeOPETHYECKUM MAaTEPHATIOM IPOUCXOAUT KPATKO, CXeMaTUIHO, I10CIEA0BATEIbHO (PUKCUPOBATH OCHOBHBIC MIOJIOKECHUS,
BBIBOABI, (DOPMYITHPOBKH, 00OOIIEHNS; TOMEYaTh Ba)KHBIC MBICIH, BBIACIATH KIIOUEBBIC CIOBA, TEPMHHEL. [IpoBepka TEpMHHOB,
HOHATUH ¢ IOMOIIBIO SHIMKIONEIUH, CI0Bapell, CIIPaBOUYHUKOB C BBIIINCHIBAHMEM TOJKOBaHUHl B TeTpaab. O003HAUUTL BOIPOCHI,
TEpMUHBI, MaTepHall, KOTOPBIA BBI3BIBACT TPYAHOCTHU, IIOMETUTh U TONBITAThCSA HAWTH OTBET B peKOMEHIyeMoil iureparype. Ecmm
CaMOCTOATENBHO HE yAaeTCs pa300paThecs B MaTepHale, Heo0X0IuMo chopMyIUpoBaTh BOTIPOC U 331aTh MPENo1aBaTeIo.
ITpopaborka pabouei mporpaMMbl AWCHHUILINHBI, yAeNsAs oco0oe BHUMAaHHE LENSAM M 3aJadaM, CTPYKType U COJACpIKaHHIO
JuciumInHbl. KOHCIEKTUpOBaHME HCTOYHUKOB, MOJIrOTOBKA OTBETOB K KOHTPOJBHBIM BONPOCAM, NPOCMOTP PEKOMEHIYeMOMH
JUTEepaTypsl, paboTa ¢ HHGOPMAIIMOHHBIMH HCTOYHUKAMU B Pa3HBIX opMaTax.

Taxoke B mpornecce N3yUeHHUSI AUCIATLIIHBI METOJHIECKHAEC PEKOMEHIAIMH MOTYT OBITh H3JJaHBI OTAEIBHBIM JOKYMEHTOM.
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[Ipunoxenue
BaibHO-peATHHTOBast KapTa JUCIUILTHHEI «J{elonpon3BOACTBOY
Kypc 4 Cemectp 7
BuakoHTpoJIs MUHUMAIBEHOE KOJIHYECTBO MakcumainbHoe
OasoB KOJIMYECTBO OAJIIOB

HanmeHoBaHue pa3nena: «/leJionpou3BoACTBO, €ro 3aKOHOIaTeJIbHOE M1 HOPMATHBHO-METOTNYECKOE PEryJINPOBaHUE»
Texynmii K OHTPOJIb 110 paszey:
1 AynutopHas paborta - -
2 CamocrosrenbHas paboTa (cnenuanbHble 00s13aTeNIbHbIE (OPMBI) 3 6
3 CamocrosrenbHas pabora (crenuaibHble OpPMBI Ha BEIOOD) 5 8
KoHTposapHOE MepornpusTre 1o paszzaeny 1 4 6
ITpoMeKyTOUYHBII KOHTPOJIb 12 20
HanmeHnoBaHue pa3nena: «TexHOJI0THN BeleHUs 1eJIONPON3BOCTBA B OPraHN3alHM, YIPeKIeHUN
Texymuil KOHTPOJIb IO pa3aeny:
1 AynmutopHas paborta - -
2 CamocrosrenbHast paborta (crenuaibHbie 00s3aTebHbIe HOPMBI) 3 6
3 CamocrosrenpHast pabora (cnenyaisHble OpMBI Ha BEIOOD) 6 12
KoHTpoJIbHOE MEPOTIPHSTHE 110 pa3ieny 2 4 6
[TpoMeKyTOUYHBII KOHTPOJIb 13 24
HanmenoBaHue paznena: «CocraBiieHne u 0popmieHne JOKYMEHTOB B OPraHH3alUN»
Texymuit KOHTPOJIb TIO pa3feny:
1 AynuTopHast paboTa - -
2 CamocrosrenbHast paborta (crenuaibHbie 00s3aTebHbIe HOPMBI) 3 6
3 CamocrosrenpHast pabora (cneuyaibHble GOpPMBI Ha BBIOOD) 4 6
KoHTpobHOE MEpOonpHsTHE 10 pa3aeny 3 4 5
[IpoMexXyTOUHBIIi KOHTPOJIH 11 17
Haunmenosanue pasnena: «Homenkiaarypa gein»
Tekymuil KOHTPOJIb MO pa3Aeny:
1 AynuTopHast paboTa - -
2 CamocrosrenbHast paborta (crenuaibHble 00s3aTeNbHbIe HOPMBI) 3 6
3 CamocrosTenbHas pabora (crenuaibHble GOpPMbI Ha BEIOOD) 5 5
KoHTposbHOE MeponpusiTHe 10 pazaeny 4 5 8
ITpoMeKyTOUYHBIH KOHTPOJIb 13 21
[TpomesxyTouHas aTTecTanus (10 BCEM pa3Jiesam) 49 80
3ayer ¢ OLEHKOM 7 20

HWroro: 56 100

Bubl KOHTPOJIS I IepeueHp wiay NpUMEPHI 3aIaHHH, KPUTSPHU OIIGHKH U KOJIMYECTBO 0aJIOB | Tembl ju1st M3yueHns 1 06pa30BATEIBHBIC PE3y/IbTATHI
Texkymuii KOHTPOJIb N0 pa3aey «/leJonpon3BoACTBO, €ro 3aKOHOaTeJIbHOE H HOPMATHBHO-METOIHYECKOE PEryIHPOBaAHHE»
1 | AyauropHas pabota -
2 | CamocrostenbHas padora (00s3aTenbHbIe TIpumep 3ananus: HopmaTtnBHO — 3aKOHOIATEIbHBIE OCHOBBI CHCTEMBI
Hanumre pa3BepHyTHId OTBET Ha TeMy: «JIOKYMEHT M ero ()YHKIUIY. JIeTIONPOU3BOJICTBA

(hopmE)
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Paboyast mporpamMma JMCLIMILIMHBI «J]eITompor3BOACTBO»

Kpurepuu oneHku.

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

O6pa3oBaTenbHbIC Pe3yIbTaTHI:

3HaeT: 0COOCHHOCTU U CTHIM O(UIMATbHO-IEIOBBIX
TEKCTOB, IpaBHia O(GOPMICHHS HEIOBOTO IHCHMA;
IpaBUiIa COCTaBJIEHUS u odopmneHus
YIPaBICHIECKUX JOKYMEHTOB (SI3BIKOBBIE (hOPMYIIBI
ouIMaNbHbIX JOKYMEHTOB).

3HaeT: TMpaBMila COCTaBICHHA U  o(opMiIeHHS
YIPaBIECHUECKUX JOKYMEHTOB IIPU HUCIOIb30BAaHUU
TEXHUYECKUX CPEJICTB.

3HaeT: NpU3HAKKU U QPYyHKIUU JOKYMEHTA; CTPYKTYPY
CHCTEM JAOKYMEHTAI[NH; COCTaB yHH()UIINPOBAHHON
CHCTEMBI JOKYMEHTALUH.

3 | CamocrosTenbHas padoTa (Ha BBIOOD)

Tlpumep 3amanus:1. UM3yuuTh TpeOOBaHHS  COBPEMEHHBIX  3aKOHOJATEIBHBIX,
HOPMATUBHBIX aKTOB M HOPMAaTHBHO-METOJMYECKHX JOKYMEHTOB, PErJIaMEeHTHPYIOLIHX
BOIIPOCHI OPTaHM3AIMH JTOKYMEHTAIIMOHHOTO olecrieueHns nestensHocTH. Ha ocHOBe
COOpaHHBIX MaTepualioB HANWCAaTh AHAIHTHYECKYIO padoTy, pPacKpHIBAIOIIYIO
CJIEJLyIOIINE BOIIPOCHIL:

* [{en rocymapcTBeHHOTO perymupoBanus JOY

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

* XapakTepuCTHKa 3aKOHOAATENILHBIX W HOPMATHBHBIX AaKTOB, PErIaMEHTHUPYHOIUX
Bonpocsl JIOY

* JlokanbHbIe HOPMATHBHBIEC aKThl KaK OPraHU3alMOHHAst OCHOBA JCJIONMPOU3BOCTBA

* [Ipo6nems! perynupoBanus JOY

Kputepuu ouenku.

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

2. Ilpennoxensl BapuaHTHl pemieHust mpobnem perymuposanus JOY. (1-3 Gamma B
3aBUCHMOCTH OT 00OCHOBAaHHOCTH NPEJIOKEHHOTO PEIICHUs]).

HopMaTnBHO — 3aKOHOIATENbHBIE OCHOBBI CHCTEMBI
JIeJIONPOU3BOJICTBA

O0pazoBaTenbHbIE PE3YIIBTATHL:

YMeeT: ucmonp30BaTh HAOOP PEKBU3UTOB JOKYMEHTA,
OTpaXaIOIUM ero OCOOCHHOCTH M Ha3HAYEHMUE;
CHCTEeMATH3UPOBaTh  JOKYMEHTHl [0  BHAaM
YIIPaBIEHYECKOH JIeSITeTbHOCTH (ocHOBHas
IS TENbHOCTD, paboTa 1o TMIHOMY COCTaBY H T.J.)

KontponsHoe meponpusTue 1o paszeny 1

IIpumep 3ananus:

Ha ocHoBe u3yueHust cCoBpeMeHHbIX HampasieHui u Gpopm 1OV npeanoxurs CBOO
Mozenb opranuzanuu JOY (B Buze Ipe3eHTalud IPOEKTa).

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

1. BriOpaHno yupexaenue (IpeanpusTue) At AeMoHCTpauy opranuszanuu JOY.

2. Ommucana cuctema opranuzanuu IOV B BHIOpaHHOM yUpexaAeHHN (IPEANPUSITHH).

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

4. IIperioskena cBos Mojenb opranuzanuu JJOVY.

5. Mogens odopmiieHa B BUIE MIPE3CHTAlUH IPOEKTA.

OO6pa3oBaTeNbHbIE PE3yIbTAThL:

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

YMeeT: cuCTeMaTH3UPOBaTh JOKYMEHTHI IO BHAAM
YIpaBIeHYECKOH JIeITeTbHOCTH (ocHOBHas
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JIeSITeIbHOCTh, paboTa MO JIMYHOMY COCTaBy H T.1.);
UCTIOJIB3Ys] HHPOPMAMOHHbIE TEXHOIOTHH.

ITpoMeXyTOUHBIN KOHTPOJIb (KOJHYECTBO OAJLIOB)

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

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

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

3 | CamocrosrenbHas paboTa (Ha BEIOOD) IIpumep 3aganus: TexHonOTMM BeIEHUS AETIONPOU3BOICTBA
CoBeplLIEHCTBOBaHHE JOKYMEHTOOOOpOTa: OpraHM3alusl paluoHaJIbHOro JBMKeHUs | OOpasoBaTebHBIE PE3ybTaThl:
JIOKYMEHTOB BHYTPH IPEATIPUATHSI. 3HaeT:  ycTpoiicTBa  CO3MaHMA  3JEKTPOHHOMN
Kputepun oneHku: (BBIMOJHEHHE KAXAOTO KPUTEPHUS OLICHUBAETCS B 2 Oajuia, €ClM | YHpaBJICHYECKOM nHpopmanuy, JIEKTPOHHBIE
BBITIOJTHEH TIOJTHOCTBIO, B | 0al1, €cii BBITOIHEH YaCTHYHO). CIpaBOYHbIE  CIYXOBI  (BHIEOTEKa,  TENETEKCT,
1. BeiOpaHo yupexaeHue (MpeanpusTue) As 1eMoHcTpanuu opranusauu JJOVY. TeneaBTorpad), KaHajbl U CETHU AJIEKTPOHHOM MOYTHI
2. OnncaHa cucTeMa JOKyMEHT0000pOTa B BRIOPAHHOM YUpeKIeHUH (IPEINPUITHH). JUTSL TOBeIeHHs] HH(POPMAIIMH [0 IO TYNHEHHBIX.
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3. TIpoaHanu3upOBaHbl OCHOBHBIC ATAIbI JBHKECHHS JOKYMEHTOB B OpraHU3aIlnH.

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

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

VYmeer:  aHanu3uUpoBaTh
OPaKTHKy €ro HPUMEHEHUs

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

3aKOHOJATENILCTBO U
Ui paboThl ¢

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

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

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

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

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

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

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

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

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

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

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

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

perucTpanuo BXOJISIIEH u Hucxozsmen
JIOKYMEHTAIHH.
Bnaneer: TEXHOJIOTHEN OpraHu3aluu

JACJIONPOMU3BOACTBA IIpU MNPHUEME Ha BaKAHTHYIO
JOJDKHOCTbD.

[TpomeKyTOUYHBII KOHTPOJIb (KOJNYECTBO OAJITIOB)

Texyuii KOHTPoJIb 10 pa3aeny «CocraBieHue U

ocpopMne}me JOKYMEHTOB B OpraHu3anum

1 | AyauropHas pabora

CoBpeMEHHOE JIEJI0BOE MMUCHMO

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

JOKYMEHTBI, ux
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2 | CamocrosTenbHas padboTa (00s3aTeIbHbIe
(hopmbr)

IIpumep 3apanus:

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

Kpurtepun onenku:

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

CoctaBrenne 1 opopMIIeHHE JOKYMEHTOB B
OpTaHHM3aLNH

OO0pa3oBaTeNbHbIE PE3YIIBTATHL:

3Haer:

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

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

3 | CamocrosTenbHas padboTa (Ha BBIOOD)

IIpumep 3apanusi: CocraBbTe NMpuka3z 00 uTorax pabotel ¢ qokymeHtamu B 2012 1. B
OAO «Ponuna». B KOHCTaTtupymomeid 4acTH yKa)KUTE€ Ha HU3KYH TpeOOBaTelIbHOCTH
PYKOBOIHTEINEH IToapa3ieNieHnii K KaueCTBY MOATOTOBKM JOKYMEHTOB U KOHTPOJIS 33 UX
UCTIOJIHEHHEM. B pacnopsiauTensHONH 4YacTH oOpaTHTE BHHMAaHHE PYKOBOAWTENEH Ha
MOBBIIICHHE TPEOOBATEIHLHOCTH K paOOTHUKAM B YacTH paboThl ¢ JoKyMeHTaMu. [laiiTe
3aJjaHie COTPYAHHUKY, OTBEYAIOLIEMY 3a JAENONPOM3BOACTBO, pa3paboTarb Mephl IIO
VIIYYIIEHHIO 3TOH PaOOTEHI.

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

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

4. CobmrozieH anroput™ opopMIICHHS TPUKa3a.

Cocrasnenne 1 0hopMIIeHHE TOKYMEHTOB B
OpraHu3aluu

O0pazoBarenbHbIe PE3YIIbTATHI:

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

KonTponbsHOE MeponpusiTHe 10 pazaeny 3

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

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

OO6pa3zoBaresbHbIC Pe3yIbTATHL:

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

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

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

CocrapieH nmpuka3 1 0pOpMIICH TPYA0BOM JOTOBOP

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

arwn

S

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

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

[IpoMexyTOUHBI KOHTPOJIH (KOJIHMYECTBO OAIIIIOB)

Tekyumii kouTpoas no pasaeny «Homenkiaarypa

JAECJD>

1 | Aynuropnas pabota

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

2 | CamocrositenbHas padoTta (00s3aTenbHbIC
(hopmeI)

IIpumep 3amanms:

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

Kputepuu onieHKH: CM. BBIIIE.

Homenxkmnarypa nen oprannzanun

O0pazoBaTeNbHbIE PE3YIIBTATHI:

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

CeTH  DJIEKTPOHHOH  TOYTHl UL JOBEICHHUS

WHPOPMAIMH JI0 TOAYNHEHHBIX.

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

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

KonTponbsHOE MeponpusiTHe 10 pazaeny 3

IIpumep 3aganus:

CocTaBUTh HOMEHKJIATYPY JIeJl KOHKPETHOM OpraHu3alyu

O0pazoBaTenbHbIC PE3YIbTATHL:
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Kputepun oueHkH (BBIMOJHEHUE KaXIOTO KPUTEpHs OLieHHBaeTcst B 2 Oajuia, eciu
BBIMOJTHEH TIOJTHOCTHIO, B 1 01, €CIIM BBINOJIHEH YaCTHYHO).

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

3. 3arnosiHeHbI rpadbl TA0IUIBI OCHOBHOW YaCTH HOMEHKJIATYPHI [

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

5. HomenknaTypa yTBepkKIeHa pyKOBOAUTEIEM OpPTaHHU3AIIHH.

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

[IpoMexyTOUHBI KOHTPOJIH (KOJIHMYECTBO OAIIIIOB)

HpOMC)KyTO‘{HaH aTrecrauus

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