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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 30.04.2026 npotoxon Ne 19.

Pabouas nporpamma o100peHa Ha 3aceJaHuu Kadeapbl

YnpasieHus, cCepBUCHBIX TEXHOJIOTHii 1 IKOHOMUYECKOro 00pa3oBaHus
TIportokoi ot 23.06.2026 . Ne 11
3aB. kadenpoit JI.U. Oumman

Havanpuuk YOII

% H.A. lomanuna
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Hampasnenne noaroroBku: 44.03.04 IIpodeccronansaoe odydeHue (II0 0TPacisiM)
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Paboyast nporpamMma JUCHMILIMHBI «J{eITompor3BOACTBO»

1. HEJIX X 3AJAYH OCBOEHUA JTUCITUIIJIMHBI (MOY JIS)

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 JUCUUAILIAHBI (MOAY.JI51) B CTPYKTYPE OBPA3OBATEJILHOM ITPOI'PAMMBI
Lnkra (pasgen) OI:  |B1.B

2.1|Tpe603amm K NMpeBapUTeILHOI NOAT0TOBKe 00y4aonerocs:
CozeprkaHue AUCIMIUIMHBI 0a3upyeTcs Ha MaTepHale: CJeIyIOIHX TUCIUTUINH!
OCHOBBI MEHEDKMEHTA B 00pa30BaHUH
Pycckuii s13pIK U KyJIbTypa peun
MeTo 16l NPUHATHS PELICHUI

2.2|IucuunauHbI (MOAYJIH) U MPAKTHKH, IJIS KOTOPHIX 0CBOEHHE TAHHOW TUCIHMILITHHBI (MOLYJI1) HEOGX0IUMO KAK
npeauiecTByoNIee:
HopmatrBHO-TIpaBOBBIE OCHOBBI IPO(EeCCHOHATIBHO NesITeIbHOCTH
Ynpasnenue o0pa3oBaTeIbHBIM MPOIIECCOM B 00pa30BaTeIbHON OpraHnu3aIiu

3. KOMIIETEHL[Y OBYYAIOILIETOCSl, ©OPMUPYEMBIE B PE3YJIbTATE OCBOEHMSI JUCLIUILINHBI
(MOJIY.JIST)

ITK-3. Cnoco6HOCTh YUaCTBOBATh B Pa3padoTKe U pean3alui NPOrpaMMbl pa3BUTHS 00pa30BaTeIbHON OpraHn3anun

IIK-3.1 3naeT: 3aKOHOMEPHOCTH OCYIIECTBJIEHHUSI OPraHN3ALMOHHO-YIPABJIEHYECKOii eTeJLHOCTH B 00pa30BaTeIbHOI
OPraHU3alnMy M YIPaBJeHHH 00pPa30BaTeIbHBIM MPOLECCOM

3HaeT:

HOPMBI TIpaBa M HOPMATHBHO-TIPaBOBBIC aKTHI, IEHCTBYIOIINE TOCYJapCTBEHHBIE HOPMATHBHO-METOJMYECKHE JOKYMEHTHI,
perynupyronye B3aUMOOTHOUIEHUsI 00pa30BaTEIbHOIO YUPEXKJCHUS U KOHTPOJIUPYIOUIMX OPraHoB, TpeOOBaHUSA K OpraHU3alUu
JeTOTIPOM3BO/ICTBA, PaBHiIa 0(OPMIICHUS, BEICHUS W XPAHCHUS JOKYMEHTAIHH, CBI3aHHOH ¢ BHEPEHHEM TEXHOJIOTHIECKHIX HITH
OPraHM3allMOHHBIX U3MEHEHHUH, KaJjpaMH U UX JBIDKEHHEM; CTPYKTYpY CHCTEM JOKYMEHTAllUU B 00pa30BaTEIbHOM YUPEKICHUM;
TpaBHIa COCTABICHHS M O(QOPMICHHS YHPAaBICHYECKHX JOKYMEHTOB (S3BIKOBBIE (OPMyNBl O(UIMAIBHBIX JOKYMEHTOB);
0COOCHHOCTH YCTHOI ITyOIUMUHON peun; TpeOOBaHUS K NOJYYEHUIO (II0JIHOTa, CBOEBPEMEHHOCTb, HE3aBUCUMOCTD, JOCTOBEPHOCTS ),
nepepaboTKe M XpaHEHHIO WH(GOPMAINM; OCHOBHBIE METOIbI, CIIOCOOBI M CPEICTBA IMONYYCHHUS, XPAHCHUS W IepepadoTKH
uH(opMaLuy; COBPEMEHHbIE METOJbl IepeBoja HH(OpMAalUU B YIpPaBIEHUYECKHE JOKYMEHTBI: COCTaBIECHHE DPAaCHOpsDKEHUi,
TPUKA30B, WHCTPYKIHWH U APYTUX YIPaBICHYECKHX JOKYMEHTOB; TpeOOBaHMS K pAaIIOHANBHOM OpraHM3annuu paboTHl C
JOKyMEHTaMH B 00pa3oBaTeIbHOM YYPESKACHHUM IIPH HCIOJIB30BAHUU B amlapaTe YIpaBlIeHHs OPraHU3alMOHHOM U
BBIYUCIUTEIBHON TEXHHUKH; KaHANBl JOBEICHHS WHQOPMANWH 10 COTPYIHUKOB; yHH(DUIMpPOBaHHBIE (OPMBI 00pabOTKH
uHpopmanuy; UHHOPMAIIMOHHBIE TEXHOJIIOTHH, UCTIOIb3yeMbIe TP cOope, 00paboTKe, XpaHEHUH U 3alUTe HHHOPMALUH; KaHAIIbI
U CETH HIICKTPOHHO MOUTHI IJIsI JOBEIECHHs HH(POPMAIUH 0 ITOJIHHCHHBIX.

IIK-3.2 YMeeT: ocymiecTBJIATH AeiiCTBUS 10 CTPATErH4eCKOMY, IPOEKTHOMY M ONIEPATUBHOMY YIIPABJICHHIO
o0pa3oBaTeJbHOI Opranu3aiueil 1 06pa3oBaTeJJbHBIM NPOLECCOM B Heil

VmMmeer:

(bOopMHUPOBATH MAKeT JOKYMEHTOB, OTPAXKAIOLINX JEITENbHOCTh 00Pa30BATENBFHOTO YUPEXKICHHS B COOTBETCTBHH C HOPMATHBHBIMH
TpeOOBaHUAMHU KOHTPOIHUPYIOIIMX OPTaHOB M HOPMATHBHO-METOANYECKUMH JOKYMEHTAMH; 00ECIICUUTh COOMI0ACHHE JOKYMEHTOB
JEHCTBYIOIIEMY 3aKOHOAATENILCTBY; MPUMEHSISI MPOrPaMMHOE 00eciedeHne, CO3/1aTh YIPABICHYECKHE JOKYMEHTHI B TPAANIIHOHHBIX
U aBTOMATH3MPOBAHHBIX TEXHOJIOTHAX; HA OCHOBE IMPOIPAMMHOTO OOECICYCHHs KIACCU(UIMPOBATh M CHCTEMATH3MPOBATH
JOKYMEHTHI Ha CTQANU UX 00pabOTKU U XpaHEHUs; OPraHU30BaTh JOKyMEHTOOO0OPOT B 00pa30BaTEIbHOM YUPEKACHUH, HCIOIb3Ys
ocHoBHBEIE o¢ucHBe mporpammer: Microsoft Office Word, Microsoft Office Excel u mp.; ocymiecTBisTh apXwBHpOBaHHUE
yIPaBJIEHIECKAX JOKYMEHTOB C MOMOIIBIO KOMIIBIOTEPHBIX MPOTPaMM; MOATrOTABIHBATH JOKYMEHTBHI K XPaHEHHIO, HCHOJb3Ys
ocHoBHEIE oducHBIe mporpammer: Microsoft Office Word, Microsoft Office Excel u mp.; cucremarn3npoBaTh JOKYMEHTHI [0 BHIAM
yIPaBJIEHIECKON JIEATENHHOCTH B 06pa30BaTeNbHOM yUpeKAeHHH (OCHOBHAS JEATENbHOCTD, paboTa Mo JUYHOMY COCTaBy H T.I.);
UCIIOJIb3Ys. MH(OPMALMOHHbBIE TEXHOJOTHH, MPOEKTUPOBATh OJaHKH M YHHU(DUIHPOBAaHHBIC (HOPMBI JTOKYMEHTOB; HCIIONB30BATH
TEXHUYECKHAEC CPEICTBA M JIOKAIbHBIE CETH B JOKYMCHTAHOHHOM OOECIICUECHHH YJYaCTHHKOB O00pa30BaTEIBHOIO MPOIECcCa;
[OPUMEHSATh METOJbl ONTUMH3ALMK JOKYMEHTOIOTOKOB B 00pa30BaTEbHOM YYPEXKACHHH I[OCPEICTBOM HCIOJb30BAHMS
KOPIIOPATHBHBIX MHPOPMAIUOHHBIX CHCTEM; OCYLIECTBIIATh KOHTPOJIb 3a peajn3alieil yIpaBlICHUYECKAX PEIICHUH MOCPEICTBOM
KOPIOPAaTUBHBIX HH()OPMAIIMOHHBIX CTPYKTYP.

4. CTPYKTYPA U COJEPKAHUE JUCHUIIJIMHBI (MOLYJIS)

Kon HaumeHnoBaHue pa3jiejioB U TeM /BUA 3aHATUS/ Cemectp | YacoB (MuTepakT.
3aHATHSA

Pazgen 1. J[leJlompouM3BOACTBO, €ro 3aKOHOJaTeJbHOE W HOPMATHBHO-
MeTOMYeCKOe peryJIupoBaHue

1.1 |HopMaTWBHO — 3aKOHOJATEILHBIE OCHOBBI CHCTEMBI JIeTIONPON3BOACTBa /JIeK/ 7 2 0
1.2 |HopmaTtuBHO — 3aKOHOJATEIBHBIE OCHOBBI CUCTEMBI Aeonpon3Boactea /T1p/ 7 2 0
1.3 |HopMaTWBHO — 3aKOHOJATEIILHBIE OCHOBBI CHCTEMBI JeJI0npon3BoacTaa /Cp/ 7 21 0
1.4  |Cucremsl gokymMeHTanuu. CTaHmapTu3anys ¥ yHUHKaIys JOKyMeHToB /JIek/ 7 2 0
1.5 Cucrembl qokymenrtanui. CTaHaapTH3aIus U YHUHKAIHs JOKyMeHToB /I1p/ 7 4 0
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Pa3ges 2. TexHOI0TMH BeleHNUS IeT0NPON3BOACTBA B OPTAHH3AINH, YIPEKICHHH

2.1  |doxymenToo6opot B opraum3armu /JIex/ 7 2 1

2.2 |Joxymenroobopor B oprann3anuu /I1p/ 7 2 1

2.3 |Texuonoruu BeneHus aenonpouspojactsa /Cp/ 7 21 0
Pa3znen 3. CoctaBienne u opopmiieHHe JOKYMEHTOB B OPraHU3AINH

3.1 [OcHoBHble TpeOOBaHHA K OG(GOPMICHHIO YIPABICHYCCKHX (OPTaHU3AIMOHHO - 7 2 0
PactopsANTENBHBIX) TOKYMEHTOB /JIek/

3.2 |OcHoBHble TpeOOBaHUS K OQOPMIICHHIO YNPABICHYCCKUX (OPraHU3AIllMOHHO - 7 4 0
pacnopsauTenbHbIX) JoKyMeHToB /I1p/

3.3 |CoBpemenHoe aenoBoe nucbMo /JIex/ 7 2 1

3.4 [CoBpemennoe nenosoe mucemo /Ip/ 7 4 1

3.5  [Opranm3zannoHHBIE TOKYMEHTHI, X COCTaBICHHE U 0(OopMIICHNE. PaciopsauTensHbIe 7 2
JIOKYMEHTBI, HX cocTaBjieHue u oopmienue /Jlex/

3.6 |OprauusanoHHBIC JOKYMEHTHI, HX cocTaBieHue u opopmienue /p/ 7 4 1

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

3.8  |MudopmanroHHO-CIIpaBOYHBIC TOKYMEHTHI, HX COCTaBlieHHEe u opopmieHue /Jlex/ 7 2 1

3.9 [MudopmanmonHO-cpaBoYHBIC JOKYMEHTHI, X COCTaBIeHHE U oopmieHue /[1p/ 7 2 1

3.10 [Kapposas noxymenranyws /Jlex/ 7 2 1

3.11 [Kapposas moxymenrarus /I1p/ 7 2 2

3.12  [CocraBienue u opopmiieHre TOKYMEHTOB B opranuzanuu /Cp/ 7 22 0
Pa3nen 4. Homenkaartypa e

4.1 |O6me TpeOOBaHHS K CHCTEMAaTH3allMd JOKYMEHTOB W (OPMHPOBAHHIO [IEI. 7 2 0
TToAroToBKa JOKYMEHTOB K apXUBHOMY XpaHeHHIO /JIex/

4.2  |O6ume TpeGoBaHUS K CHCTEMATH3AIMH JOKYMEHTOB U (hopmuposanwmro aen /TIp/ 7 2 0

4.3 |TlonroroBka JOKYMEHTOB K apXUBHOMY XpaHenwuto /I1p/ 7 2 0

4.4  |Homenxnarypa gen opranuzanuu /Cp/ 7 22 0

5. OneHoYHBIE H MeTOANYECKHE MATEePUAJIbI 0 AUCHHUILINHE (MOYJII0)

5.1. Copep:xanue ayIuTOPHOI padoTHI 0 JUCHHUILINHE (MOTYJII0)

7 cemecTtp, 9 Jekuuii, 16 npakTHYecKUX 3aHATHI
Pa3nen 1. [leJionpon3BoacTBO, €ro 3aKOHOAaTeJIbHOE H HOPMATHBHO-MeTOANYeCKOe PeryIMpoBaHne
Jlexuus Ne 1 (2 gaca)
HopmatuBHO — 3aK0HOaTeNbHBIE OCHOBBI CUCTEMBI /I€JI0IPOU3BOICTBA
Bomnpocs! u 3ananus:

1. HWcropust yrpapJieHus U JeI0NPOU3BOACTBA.

2. HopmaTuBHBIE NpaBoOBbIe akThl (eepaJbHBIX OPTraHOB HCIOIHUTEIBHON BJIACTH, PErVIAMEHTHPYIOIIUE BOIPOCH
JIOKYMEHTAI[IOHHOTO 00ECIIeYCHHSI.

3. T'ocynapcTBeHHbBIE CTAHAAPTHI Ha BEACHUE JOKYMEHTALIH.

Ipakruueckoe 3ansiTre Ne 1 (2 gaca)
HopmaTrBHO — 3aKOHOJaTENbHBIC OCHOBBI CHCTEMBI JCJIONPOU3BOCTBA
Bomnpocs! 1 3ananus:

1. BosnukHOBeHME U pa3BUTHE AeTONPOU3BOACTBA B yupexaeHusx Poccum XVI — XVII BB.

2. OCHOBHBIC YepThl M OTJIMYUS JEJONpou3BOACTBa B yupexieHusx Poccum XVIII B. or nenompousBoactsa
HpEIIeCTBYIOIIETO IEPHOIa.

3. JenonpousBoactso B yupexkaeHusax Poccun XIX — nayana XX B.

4. CTaHOBIICHHE U Pa3BUTHE JEJIOMPOU3BOJICTBA B COBETCKUX TOCYAAPCTBCHHBIX YUPEKICHHSAX.

5. Opranuzaiys ciyx0bl JOKYMEHTAILIMOHHOTO 00eCIIeUeHus! YIIPaBICHHs Ha COBPEMEHHOM ATarle.

Jlextust Ne 2 (2 gaca)
Cucremsl fokymeHTanuy. CTaHnapTH3aMs 1 yHUPUKAIUSA JOKYMEHTOB
Bomnpocs! 1 3ananus:
CyHoCTh NOHATUS «JJOKyMEHT».
JlokymenT kak cuctema. CoiicTBa fokyMeHTa. [Ipu3Haku qokymenTa. OyHKIMHM JOKYMEHTA.
Cucrembl JOKyMEHTaLUH.
Crannapru3anys U yHU(UKaIus JOKYMEHTOB.
YHuUIUpOoBaHHbIE CUCTEMBI JOKYMEHTALHH.
[Ipaktuueckue 3ansatust Ne 2-3 (4 gaca)
Cucremsl fokymeHTanuy. CTaHzapTH3anys 1 yHU(QUKAIHS JOKYMEHTOB

arwbdE

Bomnpocs! 1 3ananus:

1. JlokyMeHT: orpenesieHHe, CBOHCTBA, PYHKIIHH.

2. Crannapruzanys 1 yHU(HUKaIus JOKYMEHTOB.

3. OcHoBHble (enepalibHble 3aKOHBI M HOPMAaTHBHO-METOJMYECKHE JIOKYMEHTHI, PErJIAMCHTHUPYIOLIME IpaBuia paboThl ¢
JIOKyMEHTHPOBAaHHOW WH(MOpMAIUei.

4. TonsTHe U KIaccupuKaIKs JOKYMEHTO000pOTa MPeIIpUsITHS.

5. OO0mye NpUHLIHUIBI OPraHU3alUK PALMOHAIBHOTO JOKYMEHTO00O0pOTa Ha MPeIPUSTHH.

6. DTarnsl JBIKEHUS BXOASIIETO, HCXOASIIETO U BHYTPEHHETO TOKYMEHTOIIOTOKOB Ha MPEIIPHUSITHH.
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7. Pernctpanyst JOKyMEHTOB (BXOISIINX, HCXOASAIINX, BHYTPEHHUX): 3HAUCHHUE, TIpaBuiIa, GOpMBEI.
8. O6beM U rpaduk 10KyMeHTO000pOTa.
9. 3HayeHNe U TEXHOJIOTUS OCYILECTBICHNS! KOHTPOJISI HCTIOJTHEHHS TOKyMEHTOB.
Pa3znes 2. Texnosoruu BeeHus AeJIONPON3BOACTBA B OPraHU3ALUH, YUPeKIeHUU
Jlexuus Ne 3 (2 gaca)
JIoKyMEeHTO000pOT B OpraHu3aluu
Bomnpocs! u 3aganus:

1. OCHOBHBIC 3Tanbl JBIKEHHUS JOKYMEHTOB B OpraHU3allUH.
2. Perucrparnus u nHAEKCAIUs TOKYMEHTOB.
3. Kontpois 3a ucrionHenueM JokyMeHTOB. CpOKH UCIIOJIHEHUS JOKYMEHTOB.

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

1. O06paboTKa UCTIOTHEHHBIX U OTIPABJISIEMbIX IOKYMEHTOB.

2 AHanu3 CTPYKTYphl JOKYMEHTOO00pOTAa.

3. MeTozpl yueTa U COKpalIeHUs TOKYMEHTO000pOTa.

4 OpraHu3anys parroHAIBHOTO ABMKECHHS TOKYMEHTOB BHYTPH MPEAIPUSITHS.

Pa3nen 3. CocTaBienue u opopmiieHHe JOKYMEHTOB B OPraHU3AIHH
Jlexiust Ne 4 (2 yaca)
OcHOBHBIE TpeOOBaHUS K O(DOPMIICHHIO YIPaBICHYECKUX (OPTaHU3AIMOHHO - PACTIOPSIUTENEHBIX) TOKYMEHTOB
Bompockl u 3aaHus:
IpaBuna opopMIeHUS JOKYMEHTOB IPH UCIIOIBE30BAHIH TEXHUUECKHUX CPENICTB.
Enunbie TpeboBaHUs K OJIaHKAM JJOKYMEHTOB.
CocTaB peKBU3UTOB OPTaHM3AIMOHHO - PACTIOPSITUTENBHBIX JOKYMEHTOB.
PeKBU3UTHI COIEPKATETBHON YaCTH JJOKYMEHTA.
PexkBu3uTHI 0pOpMITSIONICH YaCTH JOKYMEHTA.
[pakruueckue 3ansatust Ne 5-6 (4 yaca)

OcHOBHBIE TpeOOBaHUS K 0ODOPMIICHHIO YIPaBICHYECKUX (OPTaHU3AIMOHHO - PACTIOPSIUTENEHBIX) TOKYMEHTOB

Bompockl u 3ajaHus:

gD E

1. HazoBure ocHOBHBIE BHIBI JOKYMEHTOB, IPUBEIUTE HX KIACCH(DUKAIIMIO.

2. OxapakTepu3yiTe CHCTEMBI YIIPaBICHIECKHX JOKYMEHTOB. [10 KaKOMY TIPH3HAKY BBIACICHBI CHCTEMbI JOKYMEHTAUH?
[MpuBeauTe mpuMepbl JOKYMEHTOB IO KaXJIOH CUCTEME YIPaBICHIECKUX JOKYMEHTOB.

3. OxapakTepusyiTe CTpYKTYpPY JOKYMEHTa (TOCTOSHHBIC U MIEPEMEHHbBIC PEKBU3UTHI, TIPOJOJIHHOE U YIIIOBOE PACTIONOKEHHE
PEKBHU3UTOB).

4, Chopmynupyiite obiume npaBuia 0GOPMICHHUS YIIPaBICHISCKUX (OpraHU3aI[MOHHO-PACTIOPSTUTENbHbBIX) JTOKYMEHTOB

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

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 OpraHHU3aIHi.

2 SI3BIK U CTHIIb O(UITHATBHBIX TTHCEM.

3. Crpykrypa nuckMa. OCHOBHBIE TPeOOBAHUS K TEKCTY.

4 CocraBieHHE TEKCTOB CIYKEOHBIX MHCEM: COIIPOBOAMUTENILHOE, FAPAHTUITHOE, PEKJIaAMHOE, TTHCEMO-OTBET.

ITpaktudeckue 3ausatust Ne 7-8 (4 yaca)
CoBpeMeHHOE JeTI0BOE MHUCHMO

Bompocs! u 3aganus:
Omnpenenure NOHATHE O(GUIMANBEHOTO JET0BOr0 MUchMa. [IpuBeanTe IpUMepHL.
Oxapakrepu3yiiTe 0COOCHHOCTH S3bIKa U CTHIIS O()UIINATBHO-IEIOBBIX TEKCTOB.
Omnpenenure CTPYKTypy MUChMa.
CoopmynupyiiTe paBiiIa 0(pOPMICHHS IeI0BOTO MHCEMa
TIpenyokuTe aIrOpUTM COCTABICHUS TEKCTOB CIYKEOHBIX MTHCEM.

Jlexuus Ne 6 (2 vaca)
OpraHu3aloHHbIe JOKYMEHTHI, HX COCTaBIeHHE U oopMiIeHHe. PaciopsanTensHble JOKYMEHTHI, UX COCTaBICHUE U 0(OpMIICHHE
Bompocs! u 3aganus:
OO6u1re TpeOoBaHUs K OPraHU3alMOHHBIM JIOKYMEHTaM.
VYcraB npeanpusTus.
JlOIKHOCTHAS MHCTPYKLMSL.
ITonoxenne.
IlTatHOE pacnucaHue.
CTpyKTypa JTOKYMEHTOB U HX cojepkanue. [IpaBuia opopMIleHHs] OpraH3alHOHHBIX JOKYMEHTOB.
IIpukassl, ux BUABL.
IpaBuna oopMIIeHUS TPUKA30B.
OCOOEHHOCTH COCTABIICHHUS IPUKA30B TI0 OCHOBHOM JIESITENLHOCTH U MPHKA30B 1O INYHOMY COCTAaBY.
0. OCcoOEHHOCTH B COCTABICHUH 3ar0J0BKOB M ()OPMYIUPOBOK KOHCTATHPYIOIEH YacTH.

arwbdE

HBoo~Noo,~hwdE
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11. CxemMa IOCTPOCHUsI PacOPSANTENLHOM YacTu.
12. IIpaBuia BU3UPOBAHMUS, MOANUCAHKS M PETHCTPALIUH.
13. CpOKH HCIIOJHCHUS U BPeMsl JOBEACHHUS [0 UCIIOJIHUTEIICH.

IMpaktuueckue 3ansatus Ne 9-10 (4 gaca)
OpraHu3aiuoHHbIE JOKYMEHTBI, UX COCTaBJICHUE U 0(DOpMIICHHE
Bomnpocs! 1 3aanust:

1. Omnpenenute NOHITHE OPTaHU3AIMOHHBIX TJOKYMEHTOB. [I[pUBEIUTE IPUMEPEL.

2. Cdhopmynupyiite obure TpeOOBaHHS K COCTABICHUIO OPraHU3AIlMOHHBIX JOKYMEHTOB (3Tallbl MOJATOTOBKH H TOPSIOK
odopmnenus).

3. Iepeuncnute TpeOOBaHMS K COCTABJICHHIO YcCTaBa Mpeanpustus. JlaiTe colnepKaTelbHYIH XapaKTEPHCTHKY OCHOBHBIX
pasznenoB Ycrasa.

4, Iepeuncnute TpeOOBaHMS K COCTABJICHHIO JOJDKHOCTHOM WMHCTPYKIMHU. J[laiiTe comepKaTeNbHYIO XapaKTEePUCTHUKY
OCHOBHBIX Pa3/IeJIOB HHCTPYKIUH.

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

IMpakTuueckue 3anstus Ne 11-12 (4 gaca)
PacmiopsimutensHble JOKYMEHTHI, HX COCTaBIeHUE U 0(OpMIICHHE
Bomnpocs! 1 3aanust:
1. JlaiiTe mOHATHE PACTIOPSAANUTENBHBIX TOKYMEHTOB, H3aBacMbIX Ha OCHOBE MPUHIUIIA eAMHOHAYanus. [IpuBeanTe mprMepsl.
2. JlaliTe MOHATHE PACHOPSIIUTEIbHBIX TOKYMEHTOB, N3/[aBAEMbIX HA OCHOBE MPHUHIUIA KOJUIETHAIBHOCTH. [IprBeiTe IpUMEpHI.
3. Chopmynupyiite MOPSIOK MOATOTOBKH PACTIOPAAUTENBHBIX JJOKYMEHTOB.
4. CopmynupyiTe aNropuT™M COCTaBICHUS MPUKA30B IO OCHOBHOW JEATENLHOCTH U INYHOMY COCTaBY M BBIIHMCOK U3 NPUKa3a.
5. ChopmynupyiiTe alropuT™M COCTaBJICHHS MOJTHOTO U COKPAIICHHOTO MPOTOKOJIOB.
Jlexiust Ne 7 (2 gaca)

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

IpakTrgeckoe 3ansaTre Ne 13 (2 waca)

MHupopMalmoHHO-CTIpaBOYHbIE JOKYMEHTBI, UX COCTaBJIEHHE U 0(OopMIICHHE

Bormpocsr u 3aganus:

1. HazoBure BHIIbI HHPOPMAIIIOHHO-CIIPABOYHBIX IOKYMEHTOB U ONPEACIUTE UX Ha3HAYCHUE.

2. IlepeuncanTe COCTaB U PACIIONOKEHHE PEKBU3UTOB HH(MOPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB II0 BU/IAM.

3. Cdopmynupyiite npaBuia (MOpsAAOK COCTaBICHUS M OPOPMIICHNUS ) HHPOPMAITHOHHO- CIIPABOYHBIX JOKYMEHTOB.

4. Onpenenure Ha3HAYCHHWE aKTOB B JeATeNbHOCTH mpeanpuatus. Chopmynupyiite mpaBuia (MOPSAAOK COCTABICHUS U

0o(OpMIICHHUS) AKTOB.
Jlexuus Ne 8 (2 vaca)
KanpoBas nokyMeHTaLus
Bormpocs! v 3aganus:
CocTaB ¥ BUIBI JOKYMEHTAIMH 10 JIHNYHOMY COCTaBY.
YHaupuuupoBaHHble GOPMBI JOKYMEHTOB.
TIpukas: opopmieHne Ha paboTy, MEPEeBO Ha APYryIO paboTy, MPEIOCTABICHHE OTIYCKa, YBOJbHEHUE C pabOTHI.
JlnuHoe 3asBiIeHHE: €ro Pa3HOBUIHOCTH, 0COOCHHOCTH HAITUCAHUSI.
XapaKkTepUCTHKA: COCTABHBIC YaCTH, PaBUIa 0()OPMIICHHS.
[pakruueckoe 3ausiTue Ne 14 (2 yaca)
KanpoBas 1okyMeHTaus

SAE S

Bomnpocs! u 3ananus:

TpyznoBble foroBopa: Ha3HaUEHHE, COJEPIKAHUE, IPABUIIA COCTABICHUS U O(OPMIICHHSI.

3asBJICHUS: BUABI, HA3HAUCHUE, IPAaBUJIa COCTABIICHHUSI.

IIprkassl 0 TMIHOMY COCTaBY: PEKBH3UTHI, TIOPSIOK COCTABICHHS U 0OPMIICHUSL.

TpynoBble KHWKKH: Ha3HAuUCHHE, PaBuia 0POPMIICHHUS.

Jlngnbre kapTouku hopmbl T-2 U THYHBIE ena: Ha3HAYEeHHeE, MpaBiIa 0QopMIICHUS.

Paznen 4. Homenkaartypa e
Jlexuus Ne 9 (2 vaca)
OO6ume TpeOoBaHHS K CHCTEMATU3AIMH JTOKYMEHTOB 1 ()OpMHUPOBaHUIO Jieil. [IoAroToBKa JOKYMEHTOB K QpXHBHOMY XPaHEHHUIO
Bomnpocs! 1 3ananus:
Bunbsr HomeHKnaTyphI e.
Oco0EHHOCTH COCTaBJICHHsSI HOMEHKIIATYpPBI J1eJI OpTaHU3alHu.
Topsinok cocTaBlIeHUS ONUCH JEI.
OKcnepTu3a HeHHOCTH JIOKYMEHTOB.
OpraHu3anys MoJAroTOBKU JIOKyMEHTOB K apXUBHOMY XPaHEHUIO.
IIpaxruueckoe 3ansTue Ne 15 (2 gaca)
OO6uye TpeOoBaHMS K CUCTEMATU3AIMK JOKYMEHTOB H ()OPMHUPOBAHUIO JIEJT

SAE S

arwbE

Bonpocs! 1 3ananust:

1. [aiite onpenenenue HOMEHKIATYPHI €.

2. JlaiiTe MOHATHE NPUMEPHON M THIIOBOH HOMEHKJIATYphl Aein. OXapakTepu3yiTe NpUMEHEHHEe Pa3IMYHbIX BHJIOB HOMEHKJIATYPHI
el

3. Ilepeuncaure TpeOOBaHHS K CHCTEMATH3aLUH 3ar0JOBKOB /€], MHACKCY JIe]l B HOMEHKJIATYpe
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4. Packpoiite 3Tanbl pa3pabOTKH HOMEHKIATYPHBI A€
9. IlpuBenute anroputm aesrenabHocty DIIK.

Ipakruueckoe 3ausTre Ne 16 (2 yaca)

HO[[FOTOBKB. JAOKYMCHTOB K apXUBHOMY XPaHCHUIO

Bormpocsr u 3aganus:
[TonroToBka JOKYMEHTOB K YHHUYTOXKEHHUIO.

5.2. Conep:kanue caMoCTOSITeIbHOI paGoThI 1O AW CUUIINHE (MOTYJII0)

Conep:xaHue 00513aTe/IbHOI CAMOCTOATEILHOI pad0ThI 10 JUCHUILINHE

Ne n/m TeMbl IUCHHMILIAHBI Conep:kaHue caMOCTOSITeJIbHOI PadoThl IIpoxyKThl JeATETLHOCTH
1 HopmarusHo- Wzyuenue coBpeMeHHbIX HampasiieHUH u ¢opm | [lucemennas pabora — Ha
3aKOHOJIaTeNIbHbIE OCHOBBI | JOKYMEHTaIMOHHOTO 00ECTIeUeHHs YIPaBICHUS OCHOBE aHaJIU3a COBPEMEHHBIX
CHCTEMBI JEJIONIPOU3BOICTBA HanpaBJIeHUH u tdhopm
JIOKYMEHTAIIMOHHOTO
obecrieyeHust yIpaBlIeHUS
paspaborartb MO/IEITh
opranmzanuu JJOY KOHKpEeTHOMH
OpraHu3aluu
2 TexHonorun BezieHus | Mzyuenue mpaBwil cocraBieHuss U odopmienus | IlucemenHas pabora -
JIeNIONIPON3BO/ICTBA YIPaBIEHYECKUX JIOKYMEHTOB (s13p1KOBEIE | pa3paboTka MOJIeNIN
(hopMyiIbl 0(UIUATBHBIX JOKYMEHTOB); OpraHu3aluu
panroHaIbHOH OpraHu3aIluu paboTs C | TOKYMEHT0000pOoTa o
JOKyMEHTaMH B  YCJIOBUSX  HCIIOJIb30BAHUS | MPEIOKEHHBIM BUJAM
OpPTraHM3alMOHHON U BBIYHUCIUTEIBHON TEXHUKU JIOKYMEHTaM WIn
OIIPEAENIEHHBIM 00yUaroIIUMCS
CaMOCTOSITEIIbHO
3 CocraBnenue u odopmieHue | V3yueHue ocoOEHHOCTEW YCTHOH W muchbMeHHOW | ITuchMeHHas pabora -
JOKyMEHTOB B OpraHMU3aIuu yOIMYHON peun; COCTaBJICHUE naxera
TpeboBaHWNT K OQOPMIIEHHIO ¥  BEACHHIO | JOKYMEHTOB JUIS HOATOTOBKH H
JOKYMEHTAllMM, CBSI3aHHOH C  BHeJApeHHeM | ohopMIeHUS npueMa
TEXHOJIOTHYECKHX, MPOJYKTOBBIX MHHOBAIlMA MM | KaHAMJATa HAa  BaKaHTHYIO
OpPTraHM3allMOHHBIX M3MEHEHHWH, KaJpaMH U HX | JOJDKHOCTb.
JIBIDKEHUEM C KaJlpaMH U UX ABIKEHHEM
4 Homenknarypa gen | Usydenne T1pebGoBaHuii k nepepaborke U | IlucbmeHHas pabota -
OpraHu3aliu XpaHeHHI0 HHPOPMAIINH; paspaboTka nporiecca
OCHOBHBIX ~METOAOB, CIOCOOOB U CPEICTB | COCTaBICHUS  HOMEHKJIATYpHI
XpaHeHHss W mnepepaboTku  HWHPOpMANWH; | A€l KOHKPETHOH OpraHu3anuiu
KJ'IaCCI/I(i)I/IKaLlI/II/I H cucTeMaru3anvu JOKYMCHTOB
Ha CTaJuH UX 00pabOTKHU U XpaHEeHNUS,
apXMBUPOBAHUS YIPABJIEHYECKUX JTOKYMEHTOB C
MIOMOIIBIO0 KOMITBPIOTEPHBIX IPOrPaMM
Cojep:kaHue CAMOCTOSITETbHOI PaGoThI MO AMCHUTIIMHE HA BHIOOP
Ne ni/m TeMbl TUCHUTLIHHBI Conep:xaHue caMOCTOSITETbHOH padoThI IIpoayKThI 1eATeTbHOCTH
1 HopmatusHo- Nsyuenue TpeOOBaHUI coBpeMmeHHbIX | [IuchmenHas pabora — Ha
3aKOHOOATCJIbHBIC OCHOBBI 3aKOHOJATCJIbHBIX, HOPMATHUBHBIX aKTOB n OCHOBC H3YUCHUSA Tpe6OBaHHﬁ
CHCTEMBI I€JI0IPOU3BOICTBA HOPMAaTHUBHO-METOINYECKUX JIOKYMEHTOB, | COBPEMEHHBIX
PETIIaMCHTHUP YIOIIUX BOITPOCHL OpraHu3anu 3aKOHOJATCJIbHBIX,
JOKYMEHTAIIMOHHOTO 00EeCIeYeHUS AeATEIbHOCTH | HOPMATHUBHBIX aKTOB u

HOPMaTHUBHO-METOIUUECKUX
JOKYMEHTOB,
perIaMEHTUPYIOLIUX
OpraHu3aluu
JOKyMEHTallMOHHOTO
obecrieueHust JEATEeIbHOCTH
HaIcaTh AQHAIUTHIECKYIO
paborty, PACKPBIBAIOILYIO
CJIEIyIOIIUE BOIIPOCHI:

* llemn rocynapcTBEeHHOro
perynupoBanus 10Y

. Hedunnmms MOHATHUH
«JeJI0IPOU3BOJICTBOY u
«IOKyMECHTAllMOHHOE
obecrieyeHe yIpaBICHUE).

. XapakTepucTuka
3aKOHOJATENIbHBIX u
HOPMAaTUBHBIX AKTOB,

BOIIPOCHI
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periaMeHTHUPYIOIIUX  BOMPOCHI

A0y

aKThI
OCHOBA JICJIOIPOU3BOJACTBA

JI0Y

JlokanbHbIE
Kak

HOPMAaTHUBHBIC
OpraHu3anyioHHas

ITpoGuieMbl  perynupoBaHUs

TexHomoruu
JIeTIONIPOM3BO/ICTBA

BeZieHus | M3yuuTh KpUTepUH palOHAJbHON OpraHu3alin
JIOKYMEHT0000pOoTa IO THUIaM JOKYMEHTOB

OpraHu3aluu

IMucemenHas paboTa - BeISBUTH
Ipo0OIIeMbI
JBIDKEHUS JTOKYMEHTOB BHYTPH
OPEANPUATAS |
MIPEITIOKEHUS
COBEpPILIECHCTBOBAHUIO
JIOKYMEHT0000poTa

OpraHu3anu

000CHOBATh
o

CocraBnenue u ohopmiIeHue
JOKyMEHTOB B OpraHU3allMu

I/ISYIII/ITL CIIOCOOBI CO3IaHUsl  YIIPABJICHUYCCKUX
JOKYMCHTOB B TpaaTuIHOHHBIX u
ABTOMAaTHU3UPOBAHHBIX TEXHOJIOTHUAX

IInucemennas
TIPEeATI0KEHHON
yIIpaBJIEHYECKOH
oopMHUTH u
COOTBETCTBYIOLINE
yIpaBJlIeHYEeCKHEe JOKYMEHTBI

pabora — B

CUTYyallu
COCTaBUTH

Homenxnatypa
OpraHu3aluu

JcI I/I3y‘II/ITI> IpaBujIa apXUBHUPOBaHUA
YIIpaBJICHYCCKUX JOKYMCHTOB C IIOMOIIIBIO

KOMIIBIOTECPHBIX IIpOrpaMm

(

ITuceMenHas
CocTaBHTh

XpaHEeHMs, IIOUIEXKAIlUE clade B
apxuB

pabora -
OIMCh Ha Jena
OCTOSIHHOTO M BPEMEHHOTO

5.3.006pa3oBaTe/ibHbIE TEXHOJIOTHH

[Ipu opraHmM3anyu W3y4eHUs] AUCHUIUIHHBI OyIyT HCIIOIB30BAaHBI CIEAYIOIINE 00pa3oBaTeNbHbIe TEXHOJIOTHH: HH(OPMAIOHHO-
KOMMYHHKAIIMOHHBIE TEXHOJIOTHH, TEXHOJIOTHSI OPTaHH3alMU CaMOCTOSTEILHON pabOThl, TEXHOJIOTHs Pe(IEKCHBHOIO O0OydeHMUs,
TEXHOJIOTHSI MOAYJIBHOTO OOYUYeHHS, TEXHOJOTHS HIPOBOTO OOYUYECHHS, TEXHOJOTHUH TPYNIIOBOM IUCKYCCHH, HHTEPAKTHUBHBIC
TEXHOJIOTHH, TEXHOJOTUs MpOoOJeMHOro OOy4YeHHs, TEXHOJIOTHS OpraHU3allMKd Y4eOHO-HCCIIEIOBATEIbCKON e TeIbHOCTH,

TECXHOJIOT'HA IIPOCKTHOT'O 06yqu1/I;1, TCXHOJIOTY Pa3BUTHA KPUTHICCKOTO MBIIIJICHMA.

5.4. Tekymuii KOHTPOJ1b, IPOME:KYTOYHbIH KOHTPOJIb H IPOME:KYTOYHASI ATTeCTALUS

BannpHO-peiiTuHroBast KapTa AUCHMILIMHBEI 0popMIIeHa KaK MPUIOKEeHHE K paboueil mporpaMMe TUCIHILUIAHBIL.
@DOHJT OIIEHOYHBIX CPEACTB VIS MPOBEIECHHUS MPOMEKYTOUHOH aTTeCTAIMU OOYJIaIOMUXCS 10 TUCHUIUIHHE 0(QOPMIIEH OTAEIBHBIM

JIOKYMEHTOM.

6. YHEBHO-METOANYECKOE U THOOPMAIIMOHHOE OBECIIEYEHHUE

Jlata oOpaleHus K 2JIeKTPOHHBIM y4eOHBIM U3JJaHUSIM, SI€KTPOHHBIM 00pa30BaTeNbHBIM PeCcypcaM, COBPEMEHHBIM 0a3aM JaHHBIX U

WH()OPMAMOHHBIM CIIPABOYHBIM CHCTEMaM COBIIAJAET C AATOH yTBep)KIeHHs pabodeid mporpaMmbl

6.1. PexomMenayemas qutepatypa

6.1.1. OcHoBHas JUTEpaTypa

ABTODBI, 3aryiaBue, CChUIKA Ha AJIEKTPOHHYIO OMOJIHOTEYHYIO CUCTEMY WznarenbcTBO, TOI
COCTaBHUTENIH
JI1.1 |T'punbepr, |HdoxymeHTanuoHHoe obecrieueHue ynpasieHus : yueOHuk / A.C. I'punGepr,|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  |Poroxwumn, Jlenonmpou3BOCTBO: Kype Jieknui : yueonoe nocooue / M.1O. Poroxux Mocksa ; bepnun : lupext-
M.IO. URL.: https://biblioclub.ru/index.php?page=book&id=253702 . Menua, 2014
6.1.2. JlonotHUTETbHAS INTEPATYPA
ABTODHI, 3aryaBue, CChUIKA Ha AJIEKTPOHHYIO OMOIMOTEYHYIO CUCTEMY UznarenbcTBO, IO
COCTaBHUTENN
JI2.1 |I'po3oga, Henompoussoacreo : ydebHoe mocobue / O.C.T'pozosa ; pen. JI.C.|I[TloBomxckwuii
0O.C. Kypasnesa; [OnexTponHbIi pecypc]. -|rocynapcTBeHHBIH
URL: http://biblioclub.ru/index.php?page=book&id=439196. TEXHOJIOTHYECKUH
yHuBepcurer. - Homkap-Ona :
Mnrr1y, 2015
JI2.2  |Ko3uHa, HemnonpoussoactBo : ydebHO-Metommueckoe mocobme / E.C. Kosuna. -|Mocksa : upekr-Menua,
E.C. [DnexrponHbIit pecypcl]. -12013.
URL.: http://biblioclub.ru/index.php?page=book&id=141469
JI2.3  |PoroxwuH, Jleonpou3BOACTBO B KaIPOBO CIyk0Oe : yueOHo-ipakTHIecKoe mocodue /{Mocksa ; bepnun : Jlupext-
M.1O. M.IO. PoroxuH. - 3-¢ u3n., nepepad. u gomn. - [DnekTpoHHBIA pecype]. -|Menua, 2014.

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

6.2 IlepeueHb NPpOrpaMmMHOro obecrneyeHust

- Acrobat reader DC
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- Dr.Web Desktop security, Dr.Web Server security
- GIMP
- Moii oduc, cepBucsl Aunexc 360 s oopazoBanus (mouta, Aunexc Juck, Aunexc Tenemoct, Aunexc nokymentsl, Kanennapp)
- MHoroyHKIIMOHAJILHBIH cepBHC 0OMeHa nHpopmanueit Max
- Apxusarop 7-Zip
- bpay3zep fIHaekc miis opranuzanuii
6.3 Ilepeyenb nHGPOPMAIMOHHBIX CIIPABOYHBIX CHCTEM, NPOo(deccHOHAILHBIX 0623 TaHHBIX
- OBC «YHuBepcuterckas OUOIMOTEKa OHIIAWHY
- ba3bl naHHbIX Springer eBooks
- Eminoe copeprxanue obuiero oopazosanus https://edsoo.ru/
- bubimoreka nnpoBoro 06pazoBaTeNbHOTO KOHTEHTA https://Mounypoku.pd/

7. MATEPUAJIBHO-TEXHUYECKOE OGECIHEYEHUE JUCIIUITIJIMHBI (MOYJIST)
7.1|HaumeHOBaHUE CIENUALHOTO MOMEIICHHS: TIOMEICHHUE [T CAMOCTOSATENILHON paboThl, YnTanbHbIH 3a)1. OCHAIIIEHHOCTh:
[MK-4mr. ¢ BO3MOXKHOCTBIO NOAKIIOYeHHs K ceTH «VHTepHer» u oOecneyeHneM JOCTyHa B 3JEKTPOHHYIO
nHpOopMaIoHHO-00pa3oBarenbHyto cpeny CI'CITY, ITuceMenHslii cton-4 mr., [Tapra-2 mr.
7.2|HanmeHOBaHKE CIIEIMATBFHOTO TIOMEIIEHHS: ydeOHast ayAUTOPUS AJIsI IPOBENICHNUS JIEKIMOHHBIX 3aHATHH, TPAKTHIECKUX
3aHATHH, TPYNIOBBIX KOHCYJIbTALUH, WHIUBUIYaJIbHBIX KOHCYJNbTAMH, TEKYLIEro KOHTPOJIA, IPOMEKYTOYHOMH
aTtectanuu, YueOHas aymuropus. OcHamieHHOCTh: MenoBas gocka-lmT., Kommiekr yueOHoW MeOenu, HOYTOYK,
MIPOEKIIMOHHOE 000pYyI0BaHHE (MYJIBTUMEUHHBIA IPOSKTOP M SKPaH).

8. METOANMYECKHUE YKA3AHHS IO OCBOEHWIO TUCHUIIJIMHBI (MO YJIST)

Pabota Ha/l TEOPETHYESCKUM MATEPHATIOM MPOUCXOAUT KPATKO, CXeMaTHIHO, MOCIIE0BATEIFHO (PUKCHUPOBATH OCHOBHBIC MOJIOKEHUS,
BBIBOZIBI, (POPMYIHPOBKH, O0OOIICHNS; TOMEYaTh Ba)KHBIE MBICIH, BBIACITH KJIIOUEBBIC CIOBa, TEPMHUHBI. [IpoBepka TEPMHHOB,
MOHSITHI C MOMOIIBIO SHIMKIOTENH, CIIOBapeil, CIIPABOYHUKOB C BBITHUCHIBAHHEM TOJKOBaHUII B TeTpamb. OO03HAYNTH BOMPOCHI,
TEpMUHBI, MaTepPHaJl, KOTOPHIi BBI3BIBACT TPYJHOCTH, [IOMETUTh M HOIBITATHCS HAUTU OTBET B PEKOMEHIyeMoil tureparype. Ecmu
CaMOCTOSATENIBHO HE yAaeTcs pa300paThes B MaTepHae, He00X0IiMMO chopMyIMpoBaTh BOIIPOC U 3a1aTh IPENOIaBaTENIoO.
IIpopaborka paboueil mporpaMMbl AMCHHUILUIHHBI, yAEsAs 0co0Oe BHHUMAHHE LENSAM M 3aqadaM, CTPYKTYpe M COJCPIKAHHIO
JMUCHUIUTAHBL. KOHCIIEKTUPOBaHHE HCTOYHUKOB, MOJrOTOBKA OTBETOB K KOHTPOJBHBIM BOMPOCAM, MPOCMOTP PEKOMEHIYeMO i
JIUTEPATyphl, paboTa ¢ HHPOPMAITHOHHBIMU UCTOYHUKAMHU B Pa3HBIX GopMaTax.

Takke B PoIecce H3y4IeHHs TUCIUIIMHBI METOANIECKIE PEKOMEHIAIMY MOTYT OBITh U3/1aHbI OTJCIbHBIM JOKYMEHTOM.
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Paboyast nmporpamMma JUCLIMILINHBI «J{eI0mpor3BOACTBO»

[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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Hamnpasnenne noarorosku: 44.03.04 Ipodeccuonansaoe odydeHue (I10 0TPacisiv)
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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 n3ydeHus coBpeMeHHBIX HampasieHuidl u ¢opm OV mpeaoxuTh cBOIO
Mozenb opranuzanuu JOY (B Buze Ipe3eHTalud IPOEKTa).

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

1. BriOpaHno yupexaenue (IpeanpusTue) 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. OmnucaHa cHTyalMss WU3MEHEHHs JCATeIbHOCTH OpraHu3alliy, OTpaKaromas | o0ecredeHHs KIacCU(DUIUPOBATH u
HEOOXOANMOCTh PUBIICYECHHS HOBBIX COTPYIHHKOB; CHCTEeMAaTH3UpOBaTh JOKYMEHTHl Ha CTaluM HX
2. CoopmynupoBaH nepedeHb TpeOOBaHUI K BAKAHTHOHN TOJDKHOCTH; 00paboTKu u XpaHCHHUS; OpraHu30BaTh
3. CocraBneHa TUYHOCTHAS crienuUKanus Ui 0TOOpa HYXKHBIX COTPYIHHKOB; JOKyMEHTOOOOPOT Ha MPEANpPUSTHH, HUCIOIB3YS
4. BHeceHbI I3MEHEHHS B THIIOBYIO TOJDKHOCTHYIO MHCTPYKIIUIO; OCHOBHEIC oucHsie MPOTPAMMBI:
5. PaspaGoTana ¢opMa aHKETHI Ha BaKaHTHYIO JOJDKHOCTD U (opma orerounoro | MicrosoftOfficeWord, MicrosoftOfficeExcel u mp.;
JIACTA, OCYNICCTBISITh ~ apXMBUPOBAaHHE  YIPABICHUCCKHUX
6. CocraBneH npuka3s 1 0hOpMIIeH TPYIOBOH IOTOBOP JIOKyMEHTOB C ITOMOIIBI0 KOMITBIOTEPHBIX IIPOTPaMM;
7. OdopMIteHBI THYHOE JeTI0, THYHAs KapTOUKa U TPYJ0Bas KHIKKA; MOJTOTABIMBATh JOKYMEHTHI K XPaHSHUIO, UCTIONB3YS
OCHOBHEIE oducHsie MIPOTPAMMBI:
MicrosoftOfficeWord, MicrosoftOfficeExcel u ap.
[IpoMexyTOUHBI KOHTPOJIH (KOJIHMYECTBO OAIIIIOB)
Tekyumii KoHTpoJb no pazaeny «HomeHnkaarypa nemn»

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) Ipumep 3aganus: COCTaBUTh OMUCH HA Jeia (IIOCTOSHHOTO M BPEMEHHOTO XpaHeHus, | OGpa3oBaTesbHBIC Pe3yIbTaThl:
HOJIeKAIME cJade B apXuB — Ha BbIOOp). OmpelenuTh IOCICAOBATENBHOCTh | YMEET: MNPHMEHssS MHporpaMMHOe —ofecIedcHue,
PACIIOJNIOKEHHST e B OIMCH, COCTAaB JOJDKHOCTHBIX JIMI, NPUHUMABIIHX 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. OrnpepeneH cocTaB TOKHOCTHBIX JIMIL, IPHHAMABIIINX yIacTHE B COCTABICHHH, | 00paboTKH u XpaHCHHSL; OpraHu30BaTh
BU3UPOBAHUU U COITIACOBAHUM 3TUX NJOKYMCHTOB. }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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