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Pe3yn Csernana IOpbeBHa

[pu HaMMUUKM 0O0YYAIONIMXCS U3 YHCIIA JIUI C OTPaHUYEHHBIMU BO3MOKHOCTSIMH 30POBBS, KOTOPEIM HEOOXOANM 0COOBII MOPSIOK
OCBOCHHS IUCIMIUIMHBI (MOLYJIS), TIO MX JKEJIAHHUIO pa3pabaThiBaeTCs aJlalTHPOBAHHAS K OTPAaHHYSHUSIM X 3/10pOBbs paboyast
porpaMMa JUCIMIUIMHEL (MOIYJIS).

Pabouast nporpamMma AUCIHUIUINHEL

IICJIOHPOI/BBOIICTBO

paspabotana B coorBeTcTBUH ¢ ®I'OC BO:!

DenepasbHbIi TOCYAAPCTBCHHBIN 00pa30BaTeIbHbIN CTAHAAPT BRICUIEr0 00pa30BaHusI - GaKalaBpHaT 110 HANPABICHHUIO TOATOTOBKU
38.03.01 Dxonomuka (mpuxa3 Munobpuayku Poccun ot 12.08.2020 1. Ne 954)

DenepasbHbIi TOCYIAPCTBCHHBIN 00pa30BaTeIbHBIN CTAHAAPT BBICIIEr0 00pa30BaHus - GakalaBpHaT 110 HANPABICHHUIO TOATOTOBKU
38.03.02 MenemxmenT (mpuka3 MunoOpHayku Poccun ot 12.08.2020 r. Ne 970)

COCTaBJICHA HAa OCHOBaAHUU y‘IC6HOFO IJ1aHa:

Hanpasnenue noarorosku: 38.03.01 DxoHomuka u 38.03.02 MeHemKMeHT
HanpasnenHocts (poduib): « PHHAHCOBBIH MEHEIKMEHTY

yrBepkaenHoro Yuéneim coperom CI'CITY ot 25.03.2026 mpotokomn Ne 8.

Pabouas nporpamma o100peHa Ha 3aceJaHuu Kadeapbl

ynpaBJ]eHI/lSI, CEPBHUCHBIX TE€XHOJIOTUI U IKOHOMHUYECKOT0 oﬁpa:;onal—mﬂ

TIporokoun ot 23.06.2026r. Ne 11.
3aB. kadenpoit JI.U. Oumman

Havaneuux YOIT

H.A. Jlomannna
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1. IIEJTA ¥ 3AJIAYHA OCBOEHUSI JUCIAIIMHBI (MOLY.JI5)

Heab nzyyenus pucuumianubl: copmuporats 3aaanabie OITOIT BO acnekThl KOMIETESHINHA.
3agayu uU3yyeHUs AUCHUIIMHBI. CPOPMUPOBATh 3aIUIAHUPOBAHHBIE 00PA30BaTEIILHBIE PE3YIbTATHI
Oo6acTh NpoeccuoHaIbLHOM AesiTeT1bHOCTU: 08 DUHAHCH M YKOHOMHUKA

2. MECTO JUCHMILTUHBI (MOAYJIsI) B CTPYKTYPE OBPA3OBATEJBbHOM ITPOTPAMMBbI

Iuka (paszen) OI: [51.0.02

2.1|Tpe603amm K NMpeJIBapUTeJbHOI NOAT0TOBKE 00y4Yalouerocs:

Coaep)l(aHHe JUCIHUIIIMHBL 633preTC${ Ha MaTcpuajic:

OCHOBBI MEHEIPKMEHTA

MeTozapl IpUHATHS PELIEHUI

Pycckuii s3bIK U KyJIbTypa pedn

IIpaBoBoe perymupoBaHue TPYIOBBIX OTHOIICHUN

2.2| IMcuMIUITHHBI (MOYJIM) H MPAKTHKH, /ISl KOTOPHIX OCBOEHHE TAHHOH TUCIHILTHHBI (MOIYJI51) HEOOX0IUMO KAK
npeauiecTByoNIee:

busnec-nnannposanme

HpOI/I3BOZ[CTBeHHa$I IIpakTUKa (Hpeﬂ)II/IHJ'IOMHaﬂ HpaKTI/IKa)

3. KOMIIETEHI[IHA OBYYAIOIIET OCsI, ©°OPMUPYEMBIE B PE3Y.JILTATE OCBOEHHUS AUCHUTLTNHBI
(MOJLYJIST)

YK-4 Cnioco6eH ocynecTBIATH /1eJIOBYI0 KOMMYHHKAIHIO B YCTHOH U MMMCbMEHHOI (hopMax HA Tocy1apCTBEHHOM SI3bIKe
Poccniickoii @egepanuu 1 HHOCTPAHHOM(bBIX) A3bIKe(aX)

YK-4.1 Boi0upaeT Ha rocyAapcTBeHHOM U HHOCTPAHHOM(BIX) A3bIKe(aX) KOMMYHHKATHBHO IpHeMJieMble CTHJIb 1eJ10BOr0
o01Ienns, BepéajbHble H HeBepOaabHbIe CPeCTBA B3aMMO/IEICTBHUSI ¢ MApTHEpaMH

3HaeT: 0COOCHHOCTH M CTHIIM O(HUIMANBHO-IENOBEIX TEKCTOB, NpaBHiIa OGOPMIIEHHS NIENOBOTO NMMCHbMa; MpaBHIa COCTaBICHUS U
0 OpMIICHHUS YIpaBIEHYECKUX JOKYMEHTOB (S3bIKOBBIE (DOPMYJIIb O(UIMATIBHBIX JOKYMEHTOB).

YK-4.2 Ucnoab3yeT HH(POPMANMOHHO-KOMMYHHKAIHOHHBIE TEXHOJIOTHH MPH MOUCKe He00X0AMMOoii HH(poOpMaMK B pollecce
peuieHusi pa3InYHbBIX KOMMYHUKATHBHBIX 33124 HA IrOCYIapCTBEHHOM H HHOCTPAaHHOM(bIX) sI3bIKe(aX)

3HaeT: TpaBujia COCTABJICHUS U OQ)OpMJ'ICHI/ISI YHPpaBJICHUYCCKUX JOKYMEHTOB ITPH HUCIIOJIb30BAHUN TEXHUYECKUX CPELICTB.

YK-4.3 Bener 1eJI0BYI0 IEPENUCKY, YYUTHIBAsi 0COOEHHOCTH CTHIMCTHKH 0(PUIUAIBHBIX U HeOpHUIHATBHBIX IHCEM,
COIMOKYJIbTYPHBIE pa3anyns B popmMaTe KOppecOHIeHIIUH HA TOCYIAPCTBEHHOM M HHOCTPaHHOM(BIX) sI3bIKe(aX)

3HaeT: MpU3HAKU M (PYHKIKHU TOKYMEHTa; CTPYKTYPY CHCTEM JOKYMEHTAIMU; COCTaB YHU(PHUIUPOBAHHON CUCTEMBI JIOKYMEHTALIUH.

YMeeT: BecTH JAEJIOBYIO MEPENUCKY; UCIIOIb30BaTh HA0Op PEKBU3UTOB JOKYMEHTa, OTPAXAIOLIMH ero 0COOCHHOCTH M Ha3HA4YeHUE;
CUCTEMATHU3UPOBATh JOKYMEHTHI [0 BUJaM YIIPaBJICHYECKOH JESTEIbHOCTH (OCHOBHAS JCSITEINBHOCTh, pa00Ta 10 JMYHOMY COCTaBy U
T.J1.); IOATOTABJIMBATH ITyOJMYHOE BRICTYIUIEHHE: TEMa, TIOUCK MaTepraia, apryMEeHTUPOBaHHE, Ha4allo, Pa3BePTHIBAHUE H 3aBEPLICHHE

OIIK-5 3 Cnoco0eH MCNOb30BaTh COBPEeMEHHbIEe MH(OPMAIIMOHHbIE TeXHOJOIMH H IPOrPaMMHbIe CPe/ICTBA NPH pPelleHHH
NnpoeccHOHAIbHBIX 3a1a4

OIIK-5.3 9 OcymecTBaseT JOKYMEHTO000pPOT C MOMOIIbLI0 COBPEMEHHBIX HHGOPMAIMOHHBIX TEXHOJIOTHH H NPOrPaMMHBIX
cpeacTB

3HaeT: JIEKTPOHHBIE CIIPABOYHBIE CIY)KOBI (BHIEOTEKa, TENETEKCT, TeneaBTorpad).

YMeeT: cucTeMaTH3UPOBATh JOKYMEHTHI 110 BUAAM YIPABICHUYECKON AESATENbHOCTU (OCHOBHAS JEATEIbHOCTb, PadoTa MO JIUYHOMY
COCTaBY U T.1.), UCTIONB3Ys MH)OPMAIHOHHBIE TEXHOJIOTHH; OTOTABIMBATh JOKYMEHTHI K XpaHEHHIO, UCIIONb3Ys OCHOBHBIE O(DHCHBIE
MPOTPAMMBIL.

OIIK-5 M Cnoco6en ncnoib30BaTh MpH pellieHuH NpogecCHOHATBLHBIX 32/1a4 COBpPeMeHHbIe HH()OPMAIIMOHHbIE TEXHOJIOTHH
W POrpaMMHBbI€E CPEACTBA, BKJIIOYAs YIIPABJIeHHEe KPYNHBIMH MACCHBAMH JIAHHBIX U UX HHTEJUIEKTYAJILHBIH aHAJIHU3.

OIIK-5.3 M OcyuiecTBJisieT JOKYMEHTOO0OPOT ¢ MOMOIIBI0 COBPEMEHHBIX HH(POPMAIMOHHBIX TEXHOJOTHIA U MPOrPaAaMMHBIX
CpeAcTB

3HaeT: yCTpPOHCTBa CO3JaHUs JIEKTPOHHOW YIMpPaBJICHYECKOH MH(POpPMAlMHU, KaHAJIBI U CETH JJIEKTPOHHOH IMOYTHI JIs JOBEACHUS
MH()OPMAIMH 10 TOAYHHEHHBIX.

VYmeer: co3naTh ynpaBieHYECKHE IOKYMEHThl B aBTOMATH3HPOBAHHBIX TEXHOJIOTHSX; HA OCHOBE IMPOrPAaMMHOTO OOCCICUCHHUS
KIacCH(UIUPOBATh U CHCTEMAaTU3MPOBATh JOKYMEHTHI Ha CTaJHU MX 00paOOTKM M XPaHEHHUs; OPraHU30BaTh TOKYMEHTOOOOPOT Ha
NpENNpUITAN, KCHONB3ysS OCHOBHBIE oducHbie mporpammbl: MicrosoftOfficeWord, MicrosoftOfficeExcel u ap.; ocymecTBisaTh
apXMBHUPOBAHKE YIPABICHUYECKUX JOKYMEHTOB C IMOMOIIBI0 KOMIBIOTEPHBIX MPOTPaMM; MOATOTABIUBATh JOKYMEHTHI K XpaHCHUIO,
ucnosb3yst mporpammel: MicrosoftOfficeWord, MicrosoftOfficeExcel u ap.

4. CTPYKTYPA U COJAEPKAHUE JTUCITUIIJIMHBI (MOAYJIS)

Kon HaumeHnoBaHue pa3jiejioB U TeM /BU/I 3aHATUS/ Cemectp | YacoB | HuTtepakr.
3aHATHSA

Paznen 1. J[lesiompou3BOACTBO, €ro 3aKOHOAATeJIbHOE HW HOPMATHBHO-
MeTOMYeCKOe peryJIupoBaHue

1.1 |HopmaTHBHO — 3aKOHOAATEIbHBIC OCHOBBI CHCTEMBI JIesionpon3BoicTBa /Cp/ 8 32 0
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Pa3gen 2. TexHoJormu BeldeHHS JeJONPOU3BOACTBA B OpPraHM3ANWM,
yupesKIeHUH
2.1 |doxyMeHTOO0OpPOT B opranu3army /JIex/ 8 1 0
2.2 | JokymeHnTooboport B opranuzaimu /IIp/ 8 1 0
2.3 |Texuosoruu BeneHus nenonponsBoacTaa /Cp/ 8 32 0
Pa3nen 3. CocTaBiieHue u opopMieHHe JOKYMEHTOB B OPraHU3alliu
3.1 |OcHoBHBIe TpeOoOBaHHsA K OQGOPMIICHHIO YIPaBJICHUECKUX (OpraHU3alMOHHO- 8 1 0
PAaCIIOPSIUTENBHBIX) JOKYMeHTOB. COBpEeMEHHOE JIeN0BOe MUChMO /JIek/
3.2 |Cospemennoe aenoBoe nucbmo /Ip/ 8 1 0
3.3 |OpraHuzannMoHHBIC JOKYMEHTBI, UX COCTAaBICHUE U odopMileHHE. PaciopsaurenbHbie 8 1 0
JIOKYMEHTBI, UX COCTaBIICHHE U oopmieHne /JIek/
3.4 |OpranmzanmoHHbIe JOKYMEHTHI, KX cocTaBieHne u opopmirenue /Ip/ 8 1 1
3.5 |PacnopsimutesnbHble JOKYMEHTBI, HX cocTaBiieHHe U odopmienue /TIp/ 8 1 1
3.6 |MudopmanroHHO-ClIpaBOYHbIE JOKYMEHTBI, X cocTaBiieHue U odopmienue /Jlex/ 8 1 0
3.7 |MubopMalmoHHO-CIIpaBOYHBIC JOKYMEHTBI, UX cocTaBiieHHe U odopmiienue /TIp/ 8 1 1
3.8 |Kanpogas nokymenTanus /Jlex/ 8 1 0
3.9 |Kanposas noxymenranus /Ip/ 8 2 1
3.10 |CocraBienue u ohopmiIeHHE JOKYMEHTOB B opranuzauuu /Cp/ 8 32 0
Paznen 4. Homenkaartypa e
4.1 |OOmue TpeOoBaHHA K CHCTEMAaTHU3allMM JIOKYMEHTOB U (OPMHPOBAHUIO JEI. 8 1 0
IloaroroBka JOKYMEHTOB K apXUBHOMY XpaHeHuro /JIex/
4.2 |O6mue TpebOBaHMS K CHCTEMATH3AIIMH JOKYMEHTOB M (opmupoBanuio e /Ip/ 8 1 0
4.3 |IloaroroBka JOKYMEHTOB K apXHBHOMY XxpaHeHuo /IIp/ 8 2 0
4.4 |Homenknarypa nen opraumsaruu /Cp/ 8 32 0

5. OneHo4YHbIe U MeTOAUYECKHE MATEPHAJIBI 0 TUCHHUILINHE (MOIYTI0)

5.1. Conep:xanne ayIMTOPHOI padoTHI MO TUCHUILINHE (MOIYJII0)

8 cemecTp, 3 JIeKIUH, 5 IPAKTHYECKHUX 3aHATHI
Pa3nen 2. TexHoJioruu BeeHusl 1eJIONPOU3BOCTBA B OPraHU3ANMHU, YIPeKIeHUN
Jlextst Ne 1 (1 wac)
JloKyMeHTOO00POT B OpraHu3aIuu
Bompocs! u 3aganHust:

1. OCHOBHBIC 3TaIbI IBIKEHUS JOKYMEHTOB B OpraHHU3aI|U.
2. Peructparms 1 HHACKCAINS TOKYMEHTOB.
3. Kontposns 3a ucronHeHueM 10KyMeHTOB. CpOKH UCIIOJTHEHHUS JOKYMEHTOB.

IpakTrgeckoe 3ansTre Ne 1 (1 gac)
JlokyMeHTOO0OpOT B OpraHu3aliu
Bompocs! u 3ananust:

1. O0paboTKa UCHONHEHHBIX M OTHPABIISIEMBIX JOKYMEHTOB.

2 AHaiu3 CTPYKTYphI JOKYyMEHTO000pOTA.

3. Merto/bl yueTa 1 COKpaIIeHust JOKyMEHTO000poTa.

4 OpraHu3aiys palnoHaIbHOTO BIKEHHS JOKYMEHTOB BHYTPH IPEAIPHUSITHS.

Pa3nen 3. CocTaBieHue u opopMieHHe JOKYMEHTOB B OPraHU3anuu
Jlexitust Ne 1 (1 uac)
OcHOBHBIE TpeOOBaHUs K 0(OPMIICHHIO YIPABICHYECKUX (OpTaHU3aI[MOHHO-PACTIOPSIUTENBHBIX) JOKYMEHTOB. COBpEMEHHOE
JIeTI0BOE MUCEMO
Bomnpocs! u 3aganus:
TIpaBuia opopMiIeHUs TOKYMEHTOB IPH UCIIOJIb30BAHUN TEXHUYECKUX CPEICTB.
Enunsle TpeGoBanus K G1aHKaM TOKYMEHTOB.
CocTaB peKBU3UTOB OPTaHU3AIMOHHO - PACTIOPSIUTEIBLHBIX JOKYMEHTOB.
PexBU3UTHI cOlep)KaTeNbHOM YacTH TOKYMEHTa.
PexBu3uTH 0(OopMIIAIONIEH YaCTH JOKYMEHTA.
JlenoBoe MUCbMO KaK CPEeJCTBO CBA3M OpTraHU3alU.
SI3BIK U CTHIIE O(DUIHATIBHBIX TTHCEM.
Crpykrypa nucbMa. OCHOBHBIE TPEOOBAHNUS K TEKCTY.
CocraBieHe TEKCTOB CITYKEOHBIX UCEM: CONIPOBOANUTEIBHOE, FAPAHTUIHHOE, PEKJIaMHOE, TIChMO-OTBET.
Ipakruyeckoe 3ausTre Ne 1 (1 gac)
CoBpeMeHHOE JIeI0BOE MHCHEMO

©oNoTgMwNE

BOHpOCI)I U 3aJIaHus:

1. Onpeaenure MOHATHE OPHUIHUATBHOTO AEIOBOrO NckMa. [IpuBeauTe mpuMepsl.
2. OxapakTepu3yiiTe 0COOEHHOCTH A3BIKA U CTHIIS O(QUINATBHO-IETIOBBIX TEKCTOB.
3. Omnpenenure CTPYKTYpy MUChMa.

4 ChopmynupyiiTe npaBiIa 0(hOpPMICHHS [eJI0BOTO MHICEMa
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5. IIpeyoKUTe AITOPUTM COCTABICHHUSI TEKCTOB CIY)KEOHBIX IIHCEM.
Jlexuust Ne 2 (1 gac)
OpraHu3aloHHbIE TOKYMCHTHI, HX COCTaBlIeHHE i 0(opMiicHHEe. PacropsiuTeibHbIe JOKYMEHTBI, HX COCTaBICHHE U 0QOpMIICHHE
Bomnpocs! U 3ajaHust:
OO6urre TpeOOBaHUS K OPraHU3aIMOHHBIM IOKYMEHTAM.
VYcraB npeanpusTus.
JIOMKHOCTHAST HHCTPYKIIUS.
[Tonoxenue.
[IITaTHOE pacmucaHue.
CTpyKTypa TOKYMEHTOB U UX cofeprxkanue. [IpaBiia oopMIeHHs OpraHU3aHOHHBIX JOKYMEHTOB.
IMpukaspl, UX BUIBIL.
[paBuna odhopmiieHHS PUKA30B.
OCOOCHHOCTH COCTaBIICHHUS IPUKA30B 10 OCHOBHOM JEATEILHOCTH U MPUKA30B 110 JTUIYHOMY COCTABY.
0. OCOOCHHOCTH B COCTABICHUU 3aT0JIOBKOB U (POPMYITHPOBOK KOHCTATUPYIOIICH YacTH.
1. CxeMa OCTPOCHUS PaCHOPSAUTEIBHON YaCTH.
I[paBuiia BU3UPOBAHUSL, TOAMUCAHUS U PETUCTPALIIH.
13. CpOKH UCTIONHEHHS M BPEMs IOBEICHUS JI0 UCTIOJTHUTEIICH.
IpakTuyeckoe 3anstre Ne 2 (1 gac)
OpraHu3aioHHbIe JOKYMEHTBI, HX COCTaBJICHHE U 0(OpMIICHHE

RBoo~NooarMwNE

[
N

Bompocs! u 3amanmst:

1. Omnpenenute MOHITHE OPTaHU3AIMOHHBIX TOKYMEHTOB. [I[pUBEIUTE IPUMEPBL.

2. Coopmynupyiite obmue TpeOOBaHHS K COCTABICHHIO OPraHMW3AIMOHHBIX OKYMEHTOB (DTalbl IOATOTOBKH M TOPSIOK
odopmiieHus).

3. Tlepeunciure TpeOOBaHMSI K COCTABICHUIO YcTaBa HpeAnpusTus. JaiTe coaepKaTelbHYI0 XapaKTEPUCTHKY OCHOBHBIX
pasnenoB Ycrasa.

4. IepeuncanTe TpeOOBaHUS K COCTABICHUIO TOJDKHOCTHOM HHCTPYKIUH. JlaiTe conepikaTenbHyI0 XapakTepUCTHKY OCHOBHBIX
pa3lenoB MHCTPYKIIUU.

5. CdhopmynupyiiTe mpaBuia 3an0dHEHUS 1 0QOPMIICHHSI IITATHOTO PaCIIACAHNS.

Ipaktudeckoe 3anstre Ne 2 (1 gac)
PacmiopsimurensHble JOKYMEHTHI, HX COCTaBIeHUE U 0(OpMIICHHE
Bomnpoce! 1 3aganus:
1. MaiiTe MOHATHE PACHIOPSIUTEIBHBIX JOKYMEHTOB, 3/[JaBAEMBIX HAa OCHOBE NPHUHIUNA eAnHOHAaYanus. [IpuBenuTe mpumepsl.
2. [laiiTe MOHATHE PACTIOPSAUTEIBHBIX TOKYMEHTOB, U3/JaBAEMBIX HAa OCHOBE NMPHHIUIA KOJUIeTHaIbHOCTH. [IpuBeaTe NpUMEpHI.
3. ChopmynupyiiTe OPSIOK MOATOTOBKH PACTIOPSAUTEILHBIX TOKYMEHTOB.
4. ChopMyaupyiTe alropuT™M COCTABJICHUS MPUKA30B 10 OCHOBHOM JEATEIILHOCTH U JINYHOMY COCTaBY M BBINMCOK U3 MPUKa3a.
5. ChopmynupyiiTe arOpuT™M COCTABJICHHS [TOJTHOTO U COKPAILIEHHOTO MPOTOKOJIOB.
Jlexrrust Ne 2 (1 wac)
WudopmanioHHO-CIpaBOYHbIE JOKYMEHTBI, X COCTaBICHUE U 0(pOpMIICHUE
Bomnpocs! 1 3aganus:
1. Cocrasienue U 0(hopMIICHHE CIIPABOK, JOKIAIHbIX, CIIY)KEOHBIX 1 00BICHUTEIBHBIX 3aIHCOK.
2. TpebGoBaHMUs K COCTABICHHUIO ¥ OPOPMIICHUIO aKTOB M IIPOTOKOJIOB.
IMpaktuueckoe 3anstue Ne 3 (1 gac)
WudopmanroHHO-CTIpaBOYHbIE JOKYMEHTHI, X COCTaBJIeHHE  0(QOpMIICHUE
Bomnpocs! u 3ananus:

1. HazosuTe BHABI HHOOPMAIIMOHHO-CIIPABOYHBIX JJOKYMEHTOB H OIIPEIENUTEe X Ha3HAUCHHE.

2. IlepeuncauTe cOCTaB U PACIOIOKEHHE PEKBU3UTOB HH(GOPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB 110 BU/IAM.

3. CoopmynupyiiTe paBiIa (MOPSALOK COCTABICHUS U 0(pOopMITeHNST) HH(QOPMAMOHHO- CIIPABOYHBIX JOKYMEHTOB.

4. Omnpenenure Ha3HAu€HHE AKTOB B AEATENBHOCTH mpednpusatus. Chopmynupyiite npaBuia (MOPSIOK COCTaBICHUS U

0(hOPMIICHHS) aKTOB.
Jlexitust Ne 3 (1 uac)
KanpoBast moxyMeHTarms
Bomnpocs! 1 3aganus:
CoctaB 1 BUIBI JOKYMEHTAIUH 110 TNIHOMY COCTaBY.
YaupuuupoBaHHble GOPMBI JOKYMEHTOB.
Ipukas: opopmiaeHne Ha paboOTy, IEPEBOX Ha APYTYIO paboTy, MPEIOCTABICHIE OTITYCKa, YBOIBHEHHE C PaOOTEL
Jlu4HOe 3asiBIICHUE: €r0 Pa3HOBUIHOCTH, OCOOCHHOCTH HAMCAHUSL.
XapakTepuCTHKA: COCTaBHBIC YaCTH, PaBUiIa O(GOPMIICHHS.
IMpakTuaeckoe 3austue Ne 3-4 (2 yaca)
KanpoBast mokyMeHTaIms

agrwNE

Bomnpocs! 1 3ananus:

TpynoBble 10roBopa: Ha3HauUE€HUE, COJEPIKAHUE, IIPABUIIA COCTABIEHUS U OPOPMIICHHUS.
3asBIEeHUA: BUJIbl, HA3HAYEHUE, [IPABUJIa COCTABIICHHUS.

[puKa3sl 10 JINYHOMY COCTaBY: PEKBHU3HTHL, TIOPSIOK COCTABICHUS M O(OPMIICHUS.
TpynoBble KHIDKKY: Ha3HAUEHHE, PaBHUiIa 0()OPMICHHS.

JInansle kapTodxu Gopmsl T-2 U TUYHEIE JeTa: HA3HAUCHHUE, ITPaBHIa OQOPMITCHHS.

SAE N

Pa3nen 4. HomenkJiatypa e
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Jlexirust Ne 3 (1 wac)
OO1ue TpeOoBaHKs K CUCTEMATU3ALUH JOKYMEHTOB M ()OPMHUPOBaHHIO Jell. [I0roToBKa TOKYMEHTOB K apXHBHOMY XPaHEHHUIO
Bompocs! u 3aganmst:
Buibl HOMEHKJIATYPHI JICI.
OCoOeHHOCTH COCTaBIICHUS! HOMEHKJIATYPHI e OpTaHu3aIHu.
IMTopsioK COCTaBICHHSI OMUCH JIET.
DKcrnepTu3a HEHHOCTH TOKYMEHTOB.
OpraHu3anys HOATOTOBKH JOKYMEHTOB K apXHUBHOMY XPaHEHHIO.
Ipakruyeckoe 3austue Ne 4 (1 gac)
OO6u1re TpeOOBaHUS K CHCTEMATH3AIMU TOKYMEHTOB U ()OPMHUPOBAHHIO JIEIT

IS

Bomnpocs! 1 3aganus:
1. [aiiTe onpenenenne HOMEHKIATYPHI €.
2. laiiTe NOHATHE NPUMEPHOI U TUITOBOI HOMEHKIATYpHI Jies. OxapakTepu3yiTe NPUMEHEHUE Pa3InYHbIX BUI0B HOMEHKJIATYPHI JIEll.
3. Ilepeuncnure TpeOOBaHUS K CHCTEMATH3aLUH 3aT0JIOBKOB J€J1, HHAEKCY JIe]l B HOMEHKIIAType
4. Packpoiite sTansl pa3pabOTKH HOMEHKJIATYPHI A€
9. llpusenute anroputm aesrensHoctr JIIK.
[paxruueckoe 3ansTre Ne 5 (2 yaca)

IMoaroToBka JOKyMEHTOB K apXUBHOMY XPaHEHHUIO
Bomnpoce! 1 3aganus:
IloaroroBka TOKyMEHTOB K YHHUTOXKEHHUIO.

5.2. Conep:xanne caMoCTOSITeIbHO# PaGOTHI 1O AMCUUIINHE (MOAYJIIO)

CoaepsxaHue 00s13aTeJILHOM CAaMOCTOATEIbLHOH PadoThI MO ANUCHUILIMHE

Ne n/n TeMbl IHCIHMILIAHBI Conep:kaHue CaMOCTOSITeJIbHOI padoThl IIpoayKThl JeATETbHOCTH
1 HopmatusHo — | 3yuenne coBpeMeHHbIX HampaBieHud u | IlucbmeHHas pabGoTa — Ha OCHOBE
3aKOHOJATEIIbHbIE OCHOBHI | JOPM JTOKyMEHTAaIIMOHHOTO OOeCIedeHns | aHaIW3a COBPEMEHHBIX HaIpaBICHHUN H
CHCTEMBI JIENIONPOU3BOACTBA yIIpaBJICHUS hopm JOKYMEHTAIlHOHHOT'O

oOecrieyeHus1 yrpaBlieHHsT pa3paboTaTh
Mogens opranuzanui 10Y KOHKpETHOH

OpraHu3aIuU
2 TexHoI0THH BejcHUs | M3ydeHne  mpaBWi  cocTaBieHus W | [luceMeHHas pabota — pa3paboTka
JICTIOTIPON3BO/ICTBA oopMIIeHHST YIIPaBIEHUYECKUX JTOKYMEHTOB | MOJEIH OpraHu3aIMu

(s13BIKOBBIE bopmysl oUIMaNbHBIX | JOKYMEHTOO0OpOTa MO TPEIOKEHHBIM
JOKYMEHTOB); PallMOHAJIBHON OpraHM3alluu | BHJAM JOKYMEHTaM WIH ONpe/IeIeHHBIM
paboTBl C JOKYMEHTAaMH B YCJIOBHAX | OOYYalOIIMMCSI CAMOCTOSITEIEHO

UCIIOJIb30BaHNUs OpraHU3alMOHHON "
BBIYHCIIHTENLHOM TEXHUKH
3 CocraBienue u odopmienue | Mzydenue  ocobOeHHocteid  yctHOM  u | [lucbmeHHas paboTa — COCTaBlICHHE
JOKYMEHTOB B OpTaHH3aI[HH MTUCEMEHHOW MyOIMYHON peur; TpeOOBaHUi | MakeTa DOKYMEHTOB IS MOATOTOBKU H

K 0(OpPMJICHHUIO U BEICHUIO JOKYMEHTanuy, | ohopMieHHss TIpueMa KaHAMIATa Ha
CBSI3aHHOM C BHEPEHUEM TEXHOJIOTHYECKHX, | BAKAHTHYIO JOJDKHOCTD.

HPOAYKTOBBIX HMHHOBaLMH WIH
OpPraHU3allMOHHBIX W3MEHEHUH, KajpaMH U
UX JBMKEHUEM C KaJpaMu U UX JBHKEHUEM

4 Howmenknarypa nen | Msydenue tpeboBanuii k mnepepabotrke u | [lucemennas pabora — paspaborka
OpraHu3aIuu XPaHCHUIO uH(OpPMAIIHH; OCHOBHBIX | MPOLECCa COCTABICHUS HOMEHKJIATYPBHI
METOJIOB, CIIOCOOOB M CPEJCTB XpaHEHWS WU | el KOHKPETHON OpraHu3aIiu
nepepaboTKu uH(OpMAaIU;
Knaccmbnxaunn u CHUCTEMATHU3alIUU
JOKYMEHTOB Ha CTaJdH HX 00pabOTKH u
XpaHCHUS; aApXHUBUPOBAHUSA

YIPaBIEHYECKUX AOKYMEHTOB C IIOMOLIBIO
KOMITBIOTEPHBIX ITPOrPaMM

CoaepkaHue caMOCTOSITeIbHOM padoThI 1O M CHUIJINHE HA BHIOOP

Ne n/n TemMbl IHCIHMILTHHBI Conep:kaHue caMOCTOSITeJbHOM paboThl IIpoayKThl JeATEILHOCTH
1 HopmartusHo — | U3yuenne  TpeOoBaHuii  coBpemeHHBIX | [Iucbmennas pabora — Ha ocHoBe
3aKOHOJIaTeJIbHbIE OCHOBBI | 3aKOHOJATEJIbHBIX, HOPMATUBHBIX aKTOB U | U3y4eHHs TpeOOBaHUIl COBPEMEHHBIX
CHUCTEMBI ACJIONPOU3BOACTBA HOPMAaTUBHO-MCTOANYCCKUX JAOKYMEHTOB, 3aKOHOJATCJIbHBIX, HOPMAaTHUBHBIX aKTOB
perIaMeHTUPYIOMUX BOIPOCH OPraHu3alud | U HOPMAaTHBHO-METOAUYECKHX
JIOKYMEHTAllHOHHOTO obecrieyeHus | TOKYMEHTOB, PErIaMEHTUPYIOLIUX
JEATeIbHOCTH BOIIPOCBI OpraHu3aluu
JAOKYMEHTAIIlMOHHOI'O obecrneueHus

JeATeNbHOCTH HAINCATh aHATUTHIECKYIO
paboTy, pacKphHIBAIOLIYIO CIIEAYIOIIHE
BOIIPOCHL:

. Henu rocyJapCTBEHHOIO
perynuposanus JOY
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. Hedununms MOHSATHIHA
«J1eJIOTIPOU3BOJICTBOY u
«IOKYMEHTallHOHHOE obecrieueHne
yIpaBJIeHHEY.

* XapaKTepHUCTHKA 3aKOHOAATEIBHBIX W
HOPMAaTUBHBIX aKTOB,
pernmamenTupyoomux Bonpocs: J0Y

+ JlokasibHblE HOPMAaTHBHBIE aKThl Kak
OpTaHM3AIMOHHAS OCHOBA
JIEJIOTIPOU3BO/JICTBA

* [Ipo6nemsl perynauposanust 10Y

2 Texnomoruu BeneHus | M3yuuts KpUTEpUN pauvionanbHo# | [TucemenHas  pabora -  BbIABUTH
JIeNIOTIPOU3BO/ICTBA OpraHu3aluu JOKYMEHTOOOOpOTa 110 THUIIAM | MPOOJEeMbl  OpPraHU3aldd  JBHKEHHS
JOKYMEHTOB OpraHU3aluH JOKYMEHTOB BHYTPH TpPEINPHATHI U
000CHOBATh MIPEIIOKESHUS o
COBEPIICHCTBOBAHUIO
JIOKyMEHT0000poTa

3 Cocrasienue u odopmienue | M3yunThb CrocoO0BbI coznanust | [TuceMenHas pabora — B npemioxeHHO#
JIOKYMEHTOB B OpTaHH3aI[HH YIPaBICHISCKUX JIOKYMEHTOB B | ympaBieHYeCcKO# cuTyanud oQOpMHUTH U
TPAIMLIHOHHBIX W aBTOMATH3HPOBAHHBIX | COCTaBUTH COOTBETCTBYIOIIHE
TEXHOJIOTHSIX yIpaBIeHIECKUE TOKYMEHTHI

4 Homenxmarypa nen | U3yuuts TpaBuiIa apxuBupoBanus | [TucemenHas pabota - COCTaBUTH OIMHUCH
OpraHu3aluu YIpaBJICHYECKUX IOKYMEHTOB C TOMOIIbIO | Ha Jena (MOCTOSHHOIO M BPEMEHHOTO
KOMITBIOTEPHBIX ITPOTPaMM XpaHEHHs1, OJJIeKANTIHE cade B apXHB

5.3.06pa3oBaTte/ibHbIE TEXHOJIOTUH

HpI/I OopraHv3anyy U3Yy4YCHHUS AUCHHUIIIINHBI 6y)1yT HCIIOJIB30BAHbI CJICAYIOIINEC O6pa3OBaTCJ'[I>HI>IC TCXHOJIOTHHU I/IH(i)OpMaLII/IOHHO'
KOMMYHUKAIUOHHBIC TECXHOJIOTHMH, TCXHOJIOTHUA OpraHHU3alun CaMOCTOSITEIbHOMN pa6OTLI, TEXHOJIOTHA peg’pneKanHoro O6y‘-I€HI/Iﬂ,
TCXHOJIOTHUA MOIYJIBHOTO OGy‘ICHI/Iﬂ, TCXHOJIOTHUS HUI'POBOI0 06yqu1/151, TEXHOJIOT'HHA prHHOBOﬁ AUCKYCCUH, HWHTCPAKTHUBHBIC
TEXHOJIOT'HH, TCXHOJIOTUA HpOGJ’IeMHOFO 06yqu1/1;1, TECXHOJIOIUA OpraHu3allnu y‘Ie6HO-HCCHeHOBaTEHLCKOﬁ JCATCIIBHOCTH, TCXHOJIOTHA
IPOCKTHOI'O O6y‘{€HI/I$I, TCXHOJIOTUS pa3sBUTHSA KPUTUYCCKOTO MBIIJICHUA.

5.4. Texkyuuii KOHTPOJIb, IPOMEKYTOUHBINH KOHTPOJIb H MPOMEKYTOUHASI aTTeCTALMS

BannpHO-peiTHHTOBast KapTa AUCIUIUTHHEL 0(hopMIIeHa KaK IPHIIoKEHHe K padoueii mporpaMMe TUCIUIUTHHEIL.
®DOoH/1 OLIEHOYHBIX CPEJICTB VIS IPOBECHHUS IIPOMEXKYTOUHON aTTeCTaluK 00yYarOIUXCs 110 TUCHUIUIMHE 0OPMIICH OTACIbHBIM
JIOKYMEHTOM.

6. YHAEBHO-METOJNYECKOE U UTHOOPMAIIMOHHOE OBECIIEYHEHHE

Jara oOpaiieHus K 3JIeKTPOHHBIM y4eOHBIM M3JaHUSIM, JIEKTPOHHBIM 00pa30BaTeIbHBIM pecypcaM, COBPEMEHHBIM 0a3aM JaHHBIX U
MH()OPMAMOHHBIM CITPABOYHBIM CHCTEMAaM COBIQJIAET C AaTOH YTBEPKICHUs paboueil IporpaMMBbl

6.1. PexomMennyemasi tutepatypa

6.1.1. OcHoBHas JUTEpaTypa

ABTOpBI, COCTaBUTEIN 3ariaBue W3narenscTBoO, 1o

JI1.1 |Ky3uenos, Y. H. Jenonpounssoactso: yuedbHoe mocobue [16+] / U. H. Kysuenos. |Mocksa: Jlamkos u K°, 2024.
—13-e u3n. — 406 c.
URL.: https://biblioclub.ru/index.php?page=book&id=711135

JI1.2  |IIponum, A. A. JIoOKyMEHTalMOHHOE 00ECTICYeHUE YIIpaBJICHHs: YueOHO- Mockaa : JJupexr-Menua, 2024.
MeToandeckoe mocoodue: [16+]/A. A. IIponun;
ExartepunOyprckas akajieMusi COBpEMEHHOT'O HCKYCCTBa
(uHCTHTYT). — 60 C.: TaOI.

URL.: https://biblioclub.ru/index.php?page=book&id=717546

6.1.2. JlonoJiHUTeIbHAS JIMTEpaTypa

ABTOpBI, COCTaBUTCIIN 3armaBue I/IS,HaTeJ'IBCTBO, o1

JI2.1 |Konomuern, A. U. KaznpoBoe nenonpon3BoactBo: yuebHoe mocodue : [12+] / Mocksa : [lupexr-Menua, 2023.
A. U. Konomuen. — 248 c.: ui., Ta0iI.
URL.: https://biblioclub.ru/index.php?page=book&id=696314

JI2.2 |T'punbepr, A.C. JlokyMeHTallMoOHHOE obecnieueHue yrpasieHus : ydeOHuk /|Mocksa : FOnutu-/lana, 2017
A.C. I'punb6epr, H.H. I'op6aués, O.A. MyxameTiiuHa.
URL:
https://biblioclub.ru/index.php?page=book red&id=684757
J12.3 |Ky3uenos 1.H. JlenoBoe mUchMO : yueOHO-CcripaBoYHOE ocodue i 6akanaBpos|Mockga : Jlamkos u K°, 2023.

: [16+] / aBt.-cocT. U. H. Ky3neuos. — 13-¢ uzn. — 162 c. —
(YueOnble u3nanus 11 0akanaBpoB).
URL.: https://biblioclub.ru/index.php?page=book&id=710068

6.2 Ilepeyenb mMporpaMMHOro odecrevyeHust
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- Acrobat reader DC
- Dr.Web Desktop security, Dr.Web Server security
- GIMP
- Moii oduc, cepBucsl SIunexc 360 mist oOpazoBanus (mouta, Sunekc Juck, SAunexc Tenemoct, SHaeke nokymenTsl, KaneHaapn)
- MHoroyHKIIMOHAIBHBIN cepBrc oOMeHa nHdopmanmeii Max
- Apxusatop 7-Zip
- bpaysep fIHnexc 1 opranusanuit
6.3 Ilepeyennb HHGOPMALMOHHBIX CIPABOYHBIX CHCTEM, MPOdeccHOHAJBLHBIX 623 JaHHBIX
- OBC «YHuBepcuterckas OnbINoTeKa OHIIANHY
- baser manusix Springer eBooks

7. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE JUCIUIIJIMHBI (MOAY JIST)

7.1|HaumeHoBaHUE CrIEIUAIBbHOTO NMOMEIEHHS: YueOHas ayJuTopus IJIsl NPOBEACHUS JICKIIMOHHBIX 3aHATHH, NPAaKTHYECKHX
3aHATHH, TPYNIIOBEIX KOHCYIBTAlNH, HHANBHIYAIBHBIX KOHCYIBTAINH, TEKYIIET0 KOHTPOJIS, IPOMEKYTOUHOH aTTECTaINH,
VYuebnass aymutopusa. OcHameHHocTs: MenoBas nocka-lmr., Kommnekr y4deOHON Mebenu, HOYTOYK, HPOEKLIMOHHOE
00opynoBaH#e (MyJIbTUMEIUHHBIA TIPOCKTOP M IKPaH).

7.2|HaumeHOBaHUE CIICIHAILHOTO TTOMEIICHHS: TOMEIICHUE JUIS CaMOCTOATEILHON paboThl, UnuTanbHbil 3a1. OCHAIICHHOCTS:
TIK-4mt. ¢ BO3MOXXHOCTBIO MOIKIFOUEHHS K ceTH «IHTepHeT» U 00ecrieyeHreM JIOCTyIa B 3JIEKTPOHHYIO0 HH(POPMaIIMOHHO-
obpazoBarenpHyto cpeny CI'CIY, [Tucemennsrtii cron-4 mr., [lapra-2 mr.

8. METOAUYECKHE YKA3AHMUS I1I0 OCBOEHUIO JTUCIUIIJIMHBI (MOY JISI)

Pabota Hax TEOPETHYECKHM MaTeprasoM MPOUCXOANUT KPaTKO, CXeMAaTHIHO, MOCJIEI0BATEIbHO (DUKCHPOBATh OCHOBHBIE TIOJIOKEHUS,
BBIBO/IbI, (DOPMYJIUPOBKH, OOOOIICHHUS; MMOMEYATh BaXKHBIC MBICIH, BBIICIATH KIIIOYEBHIE CIIOBA, TEPMHHBL. [IpoBepka TEpPMHHOB,
MOHATHH C TIOMOILBIO PHIMKIONEIUH, CIOBapei, CIPAaBOYHNKOB C BBINHCHIBAHHEM TOJIKOBAaHHWU B TeTpaib. OO03HAYNTH BOIPOCH,
TEPMUHBI, MaTepUal, KOTOPBIA BBI3BIBAET TPYJHOCTH, IOMETHTh U IOINBITAThCA HAHTH OTBET B pEeKOMEHAyeMoil sureparype. Ecnn
CaMOCTOSITETLHO HE YAaeTcs pa300paThcs B MaTepuale, Heo0X0JuMO c(hOPMYIHPOBATE BOTIPOC U 3aJaTh IPENOAaBaTENIO.
IIpopaboTka paboyeii mporpaMMbl TUCHUIUIAHBL, YIS 0C000e BHUMaHUE IIEJISM H 33/1a4aM, CTPYKTYpE U COJEPKAHUIO JTUCIUTUTHHBL.
KoHcnektupoBaHye HCTOYHHKOB, ITOJrOTOBKA OTBETOB K KOHTPOJIBHBIM BOIIPOCAM, IIPOCMOTP PEKOMEHIYeMOH JINTepaTyphl, paboTa ¢
UH(QOPMAaIIOHHBIMH UCTOYHUKAMH B Pa3HBIX opmMaTax.

Taxoke B rmporecce U3y4eHus JUCIUIUIMHBI METOIMUECKHE PEKOMEH IAIIMU MOTYT OBITh W3JJaHbI OT/ICJIbHBIM JIOKYMEHTOM.
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IIpunoxxenne
BaibHO-peHTHHTOBas KapTa AUCIUILTHHBI «J{eI0npon3BOACTBO
Kypc 4 Cemectp 8
BuakoHTpoJIs MuHHMANTBEHOE KOJINYECTBO MaxkcumansHoe
OasoB KOJIMYECTBO OAJIIOB

HaunmenoBanue pa3znena: «/deonpou3BoaACTBO, €ro 3aK0HOAATeILHOE H HOPMATHBHO-METOINYECKOE PeryJIMpoOBaHue)
Texynmii K OHTPOJIb 110 pasey:
1 AynutopHas paborta - -
2 CamocrosrenbHas paboTa (cneluanbHble 00s13aTeNnbHble (OPMBIL) 3 6
3 CamocrosTenpHas pabota (crennaabHbie GOpMBI Ha BEIOOD) 5 8
KOHTpOJIbHOE MEpONPHSTHE 110 Pa3NeITy 4 6
[TpoMeKyTOUYHBII KOHTPOJIb 12 20
HaumeHoBaHme pa3nena: «TeXHOTOTHH Be/IeHHs TeJIONPOU3BOCTBA B OPTaHNU3ANHH, YIPEKIeHUN»
Texymuil KOHTPOJIb IO pa3feny:
1 AymutopHas paboTta - -
2 CamocrosrenbHas paboTa  (cnenuanbHble 00s3aTeNnbHble (OPMBI) 3 6
3 CamocrosTenbHas paboTa (crenuanbHbie GopMbl Ha BEIOOP) 6 12
KOHTpoJIbHOE MEPOTIPHSTHE 10 pa3ieiny 4 6
[TpoMeKyTOUYHBII KOHTPOJIb 13 24
HaumeHoBaHne pa3nena: «CocraBieHne H opopMiieHHe JOKYMEHTOB B OPraHU3aUN»
Texymuil KOHTPOJIb IO pa3aeny:
1 AynuTopHast paboTa - -
2 CamocrosTenbHast pabota (cnenuaibHble 00s13aTeNnbHbIe (OPMBI) 3 6
3 CamocrosrenpHast pabora (cneuyaibHble OpMbI Ha BEIOOD) 4 6
KoHTponpHOE MeponpusiTHe 10 pa3nerny 4 5
ITpomeKyTOUYHBIH KOHTPOJIb 11 17
HaunmenoBanue pasgena: «Homenkiatypa gen»
Tekymuil KOHTPOJIb MO pa3Aeny:
1 AynuTopHast paboTa - -
2 CamocrosrenbHast pabota (crienuasibHble 00s3aTeNbHbBIC POPMBI) 3 6
3 CamocrosrenbsHast paboTa (cnenuaibHble GOpPMBI Ha BEIOOD) 5 5
KoHTposIbHOE MEPONPHUATHE 110 pa3leny 5 8
ITpoMeKyTOUYHBIH KOHTPOJIb 13 21
ITpoMe)xyTOUHas aTTECTAIUS 49 80
3ayer ¢ OLEHKOM 7 20

HWroro: 56 100

Buap! koHTpOIIS | [lepeueHp uay NIpUMepHI 3alaHUH, KPUTEPHU OLIEHKH U KOJIMYECTBO OaIoB I TeMsl 1 M3y4eHHs 1 00pa3oBaTeNbHbIC PE3yIbTaThl

Texyumii KOHTPOJIB MO pa3aey «/1e10npon3BoOICTBO, €r0 3aKOHOATEIbHOE H HOPMATHBHO-METOIHYECKOE PEryTMPOBaAHHE»
1 | Ayawuropnas pa6ora - |
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2 | CamocrosternbHas padoTa (00s3aTebHbIC
dbopmbl)

IIpumep 3aganms:
Hanumure pa3BepHyThIi OTBET Ha TEMY: «JIOKYMEHT U ero QyHKIHW».
Kpurepun onenku.

HOpMaTI/IBHO — 3aKOHOIATCJIBHBIC OCHOBBI CHUCTCMBI
JACIOMNPOU3BOJACTBA

Kpurepuii / Ouenka Brinonnen Brinonsen He OO0pa3oBaTenbHbIE Pe3yIbTaThl:
TIOJTHOCTBIO YaCTHYIHO BBITIOJIHEH 3HaeT: 0COOEHHOCTH M CTHIM O(HIIMATEHO-IEIOBBIX
PackpbITO OCHOBHOE ITOHSTHE 2 Gamna 1 Gamn 0 6amtoB TEKCTOB, NpaBUIa O(QOPMIIEHHS JEIOBOrO IHChMA;
[Iepeuncnenst BCE 2 Gayuta 1 Gamn 0 6amtoB IpaBuIa COCTaBJICHUS u opopmnenus
COCTAaBJIAIOINE 3JIEMEHTBI YIpaBJIEHUYECKUX JOKYMEHTOB (S3bIKOBBIE (OPMYJIBI
(cTpykTypa) penMeTa o(UIHANTBHEIX JOKYMEHTOB).
(s1BICHMSA) 3HaeT: mpaBUiIa COCTaBICHUS U O(QOpMIICHUS
Jlana XapaKTEPUCTHKA 2 Gamia 1 Gamr 0 6a/U10B YIPaBJIEHUYECKUX JOKYMEHTOB IIPH HCIIOJIb30BaHUU
COCTABJAIOIIMX  3JIEMEHTOB TCXHUYCCKUX CPEICTB.
(cTpyKTYpBI) npeaMera 3HaeT: Mpu3Haku U QYHKIUHU JOKYMEHTA; CTPYKTYPY
(stBIICHUS) CHCTEM NOKYMEHTAIWH; COCTaB YHU(DUIIMPOBAHHON
CHCTEMBbI JOKYMEHTALUH.
3 | CamocrosrensHas pabora (Ha BEIGOp) Tlpumep 3amanus:l. UW3yuuTh TpeOOBaHHS COBPEMEHHBIX  3aKOHOJATENbHBIX, | HOpMaTHMBHO — 3aKOHOAATENLHBIC OCHOBBI CHCTEMBI

HOPMATHBHBIX aKTOB M HOPMAaTHBHO-METOAMYECKUX JOKYMEHTOB, PErIAMCHTHPYIOIINX
BOIPOCHI OPTaHM3alMU JOKYMEHTallHOHHOTO o0ecleueHus aesTenbHocTH. Ha ocHOBe
COOpaHHBIX ~MaTepuajgoB HamucaTh aHAJIUTHYECKYIO PabOTy, PacKpBIBAIOILYIO
CIIEYIOIIHE BOIPOCHL:

* Ilenu rocynapcTBeHHOro perynauposanus JOY

* JlebHHUINS TOHATHH «JIETONPOU3BOICTBO» M «IOKyMEHTAI[OHHOE obecredeHne
yIIpaBJICHUE.

+ XapaxTepucTHKa 3aKOHOJATENBHBIX M HOPMATHBHBIX AaKTOB, PETIAMEHTHPYOIIIX
Bompocel JJOY

+ JlokarbHBIC HOPMATHBHBIE AKTHI KaK OPTaHU3AI[IIOHHAs OCHOBA JEJIOMPOM3BO/ICTBA

* [IpoGnemsl peryaupoBanus 10Y

Kputepun oreHkw.

1. PackpbITbl OCHOBHBIE JIEMEHTHl aHATUTHYECKOH paboThl (o 1 Gamty 3a KaxkAblid
apryMEHTHUPOBaHHBIH OTBET)

2. IpennosxeHbl BapHaHTHl pelieHus mpoOiieMm peryiaupoBanust JOVY. (1-3 Oamwia B
3aBHCHMOCTH OT 0OOCHOBAaHHOCTH MPENIOKEHHOTO PEIIeHH).

JACJIOMNPOU3BOJACTBA

O0pazoBaTenbHbIE PE3YIIbTATHL:

YMeeT: ucmonp30BaTh HAOOP PEKBU3UTOB JOKYMEHTA,
OTpaXaIOIUM ero OCOOCHHOCTU M Ha3HAYEHMUE;
CHCTEeMATH3UPOBaTh  JOKYMEHTHl [0  BHAAM
YIIPaBIEHYECKOH JIeITeIbHOCTH (ocHOBHas
JIeITeNbHOCTD, padoTa 110 JMIHOMY COCTaBY H T.11.);

KontponsHoe meponpustue mno paszaeny 1

IIpumep 3ananus:

Ha ocHoBe n3yueHust COBpeMEeHHBIX HampasieHui 1 popM JJOY npeanoxuTs CBOO
Mozenb opranuzanuu JOY (B Buze Ipe3eHTalud IPOEKTa).

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

1. BriOpaHno yupexaenue (mpeanpusTue) A AeMoHcTpanun opranusanuu JJ0Y.

2. Onmcana cucrema opranuzanuu JJOY B BEIOpaHHOM yUpexIeHUH (IPEATPUITHH).

3. O6ocHoBaHa HEOOXOAMMOCTb M3MEHEHMH (TmocTosHCTBA) opranmzamuu 1OV B
BEIOpaHHOM yUpEXACHUH (TIPEATPUSITHH).

4. IIperoskena cBos Mojenb opranuzanuu JJOVY.

5. Monens odopmiieHa B BUIE IPE3EHTalIH IIPOEKTA.

O6pa3oBaTeNbHbIE PE3yIbTAThL:

3HaeT: MpU3HaKU U (QYHKLUHU JOKYMEHTA; CTPYKTYpY
CHCTEM NOKYMEHTAIlWH; COCTaB YHH(HIIUPOBAHHOI
CHCTEMBbI JOKYMEHTALHH.

3HaeT:  ycTpoiicTBa  CO3JaHUS  3JIEKTPOHHOM
ymnpaBieHUeckoil uH(opManmuM, KaHalbl M CETH
3JIEKTPOHHOM IOYTHI I AOBEJAEHUs HHGOpMALUK 10
MOAYMHECHHBIX.

VMeeT: cucTEMaTH3UPOBATh JOKYMEHTHl 110 BUAAM
yIpaBlIeHYECKOH JIeITeTbHOCTH (ocHOBHas
JeATeNbHOCTh, PaboTa 110 JIMYHOMY COCTaBYy U T.X.),
UCTIONB3Ys HHPOPMALMOHHbIE TEXHOIOTHH;
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TIpOMEXKyTOUHBII KOHTPOIb (KOIHYECTBO OaioB) |

Telcyumii KOHTPOJIb IO pasaenay «TexH0J10THM BeleHUsI ACJIOIPOU3BOACTBA B OPraHU3aAlMH, YIPCKIACHUMN

1 | Aynuropnas paGota

2 | CamocrostesnbHas padoTa (00s3aTebHbIC
dbopmbl)

IIpumep 3aganms:

Hanummure pa3BepHyThIif 0TBET Ha TeMy: «OCHOBHBIE 3TaIlbl ABHXEHHUS JTOKYMEHTOB B
OpTaHU3ALNNY.

Kputepuu ouenku:

Kpurepuii / Ouenka Brimonuen Brimonnen He
TIOJIHOCTBIO YaCTHIHO BBIITOJIHEH

PackpbITO OCHOBHOE TOHSITHE 2 Gayuta 1 Gamn 0 6ayutoB

Ilepeuncnensl BCE 2 Gamna 1 Gann 0 6am10B

COCTAaBJIAIOIINE JJIEMEHTEI

(cTpykTypa) npeaMeTa

(s1BICHMSA)

Hana XapaKTepUCTHKA 2 Gaya 1 6amn 0 6amtoB

COCTABJIAIOIIUX  3JIEMEHTOB

(cTpyKTYpBI) npeaMeTa

(s1BIICHMS)

TexHoJIOTHHU BeEHUS JCIIOIIPONU3BOACTBA

OO0pazoBatenbHbIe PE3YIIbTATHL:

3HaeT: TpaBWIa COCTaBJICHUS M OQOPMIICHHS
YIpaBICHYECKUX JOKYMEHTOB IIPH MCIIOJIb30BaHUU
TEXHUYECKHUX CPEJICTB.

3HaeT: NMpHU3HAKK M QYHKIHUU JOKYMEHTA; CTPYKTYPY
CHUCTEM JIOKYMEHTAllUW; COCTaB YHU(UIIMPOBAHHOMN
CHCTEMBI IOKyMEHTAIUH.

3 | CamoctosTenbHas paboTa (Ha BEIOOD)

IIpumep 3amanms:
CoBeplIeHCTBOBaHHE JOKYMEHTOO0OpOTa: OpraHu3alysl palMOHAIbHOTO JIBUKECHUS
JOKyMEHTOB BHYTPH IPEIIPHATHSL.

Texuomoruu BECIACHUA OCIOIPOU3BOACTBA

O0pasoBarenbHbIe PE3YIIBTATHL:

Kputepun oneHKH: (BBIIOJHCHHE KaXKIOTO KPUTEpHsS OLCHUBaeTCs B 2 Oaiuia, eciaum | YMeeT:  OpraHM30BaTh  JOKYMEHTOOOOpOT  Ha
BBITIONIHEH TTOJTHOCTHIO, B 1 G4, €CITi BBHITOJIHEH YaCTHIHO). OPEINpPUATHH, HCIONB3ysd OCHOBHBIE O(HCHBIC
1. BoiOpaHo yupexaenue (IpeanpusTue) At AeMoHCTpauu opranusanuu JOY. POTPaMMBIL: MicrosoftOfficeWord,
2. OnxcaHa cucteMa JOKYMEHT0000pOTa B BHIOPAHHOM YUPEKICHUHN (TIPEIANPHSITHH ). MicrosoftOfficeExcel u ap.;
3. TIpoaHanu3upoBaHbl OCHOBHBIC 3TAIlBl JBHKCHHUS JOKYMEHTOB B OpPraHHU3aLNH.
4. PackpBITEI OCHOBHBIE HEIOCTATKHM OpTaHM3allM JOKyMEHTooOopoTa (000CHOBaHaA
3¢ (HeKTHBHOCTB UCHIONB3yEeMOI CXEMBI JOKYMEHTO000pOTa).
5. TlpemuioxkeHsl crnocoObl COKpalleHHs AOKYMEHTOOOOpOTa C IEbI0 COKpPAIlEHUS
BPEMEHH JBIKEHUS TOKYMEHTOB B OpraHH3aINH.
6. Jlana oOlEHKAa pEaNbHOCTH IPEUIOKEHHBIX BapUaHTOB  palMOHAIM3ALUU
JIOKYMEHTO000pOTa.

KoHTtpoabsHOE MepornpusThe 1o paszaeny 2 Ipumep 3aganus: OO0pa3zoBaresbHbIC Pe3yIbTATHL:
CocTaBUTh MOJECNb OpraHW3AIMM JOKYMEHTOO0OpOTa (MCHONB3YS MaTepHanbel | YMeeT:  OpraHH30BaTh  JOKYMEHTOOOOpOT  Ha
KOHKPETHOTO NPEINPHATHS HIN COOCTBEHHYIO Pa3padOTKy) IO OAHOMY M3 BHIODAHHBIX | NMPEANPUSTUH, HUCIOJIB3YSl OCHOBHBIE O(HCHBIC
HalpaBJIeHNi JBIKEHUS JOKYMEHTOB (IBI)KCHHE BXOIAIINX JOKYMEHTOB, HCXOIAMNX | HPOTPAMMBI: MicrosoftOfficeWord,

JIOKYMEHTOB, BHYTPEHHHX JIOKyMEHTOB). BBINONHSS 3ajaHie HEOOXOIUMO ONPE/ICIUTh
COCTaB JIOJDKHOCTHBIX JIMII, Y4acTBYIOIIMX B 0OpabOTKe M HCIIOJHEHUH JIOKYMEHTOB,
W3Y4YUTh CXEMBbl JBIDKEHUS JIOKyMEHTHBIX IIOTOKOB opranHuzanuu. CocTaBHUTH
oreporpaMMy JBHXKEHHUS JOKyMeHTOB. OmneporpaMma BXOJSLIMX JOKYMEHTOB JOJDKHA
OTPaXKaTh MEPEMEILEHNE JOKYMEHTOB OT MOMEHTA [TpHUEMa 10 IIOAILMBKY UX B J1EJI0 IIOCIIE
3aBeplieHus ucnonHeHus. OneporpaMma HUCXOISIIMX JIOKYMEHTOB JIOJDKHA OTpa)kaTh
IepeMelIeHUEe JOKYMEHTOB OT MOMEHTA NOAIOTOBKM MX IPOEKTOB 10 OTIPAaBKHM MX U3

MicrosoftOfficeExcel u ap.;
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yupexaenus. OmneporpamMma IBIDKEHHS BHYTPEHHHX JOKyMEHTOB — OT MOMEHTa
HOATOTOBKY MPOEKTa JOKYMEHTA J0 MOJIIUBKU B JIENO.

Kputepun oneHkH (BbIIOJHEHHE KAXKA0r0 KPUTepHsl OLleHUBaeTcs B 2 0aJjLia, ecin
BBINOTHEH MOTHOCTbI0, B 1 6111, e/ BHINOTHEH YACTHYHO).

1. Onmcana MoJeNb OpraHU3alUH JTOKYMEHTOOOOpOTa (UCIONIB3Ysl MaTepUalIbI
KOHKPETHOT'O IPEIIPUATHUS WU COOCTBEHHYIO pa3paboTKy).

2. OmpeneneH cocTaB JODKHOCTHBIX JIMI], YYaCTBYIOIIUX B 00pabOTKE W MCIONHEHHU
JIOKyMEHTOB.

3. IIpencraBieHsI CXeMBbl JBIKEHNS JOKYMEHTHBIX HOTOKOB OpPTraHH3aIlHH.

4. CocraBiieHa oneporpaMma JBHXEHHUsS JOKYMEHTOB C y4eTOM CTaHIapTHOH CXEMBI
JBIDKSHUSI IO BBIOPAHHOMY HAIIPABIICHHUIO.

5. IIpenoxxeHbI BAPHAHTHI ONTHMHA3AINH JBIDKECHHS JOKYMEHTOB B OPTaHM3AIHH.

ITpoMe)xyTOUHBINH KOHTPOJIb (KOJHYECTBO OAJLIOB)

Texyuuii KOHTPoJIb N0 pa3aenay «CocraBiieHne H

odopmieHNEe JOKYMEHTOB B OPraHU3aluK»

1 | AynmuropHas pabota

2 | CamocrostesnbHas padoTa (00s3aTebHbIC
¢dbopmsI)

TMpumep 3aganus:

Hanummure pasBepHyThlli OoTBeT Ha TeMmy: «OOmue TpeOoBaHHA K OQOPMIICHHUIO
OPTaHM3AIMOHHBIX TOKYMEHTOBY.

Kpurtepuu onenkmu:

Kpurepnii / Onenka Beimonnen Brinonuen He
TIOJTHOCTBIO YaCTHIHO BBIITOJTHEH

PackpbITO OCHOBHOE IIOHATHE 2 Gamna 1 Gamn 0 6an10B

Iepeunciens BCE 2 Gaya 1 6amn 0 6amtoB

COCTaBJIAIOIINE JJIEMEHTBI

(cTpykTypa) npeaMeTa

(siBIICHMSA)

Hana XapaKTepUCTHKA 2 Gaya 1 Gamn 0 6amtoB

COCTABJIAIOIIUX  DJIEMEHTOB

(cTpyKTYpBI) npeaMeTa

(siBIICHMSA)

CocraBjienue U
OpraHu3aluu

opopmiicHHE JOKYMEHTOB B

O0pazoBaTebHbIE PE3YIIBTATHL:

3HaeT: 0COOCHHOCTH M CTHIIU O(QHUIIMATBHO-IETIOBBIX
TEKCTOB, TpaBHia OQOPMIICHHS JEIOBOTO MUCHMA,
HpaBmiIa COCTaBJICHUS u odopmteHUs
YIPaBIeHIECKUX TOKYMEHTOB (S3BIKOBBIE (OPMYIIBI
O(UIIMATBHBIX TOKYMEHTOB).

3HaeT: TpaBWiIa COCTaBIeHHA U  odopMIeHUS
YIPaBJIECHYECKUX JOKYMEHTOB IIpUA HCIOJIb30BAHUU
TEXHHYECKUX CPEJICTB.

3 | CamoctosTenbHas paboTa (Ha BEIOOD)

Ipumep 3apanusi: CocraBbTe npukas o6 urorax paboTsl ¢ JokymMeHTamu B 2012 1. B
OAO «Pommna». B koHCTaTHpyIOmEH YacTH yKaKHTe Ha HU3KYIO TPeOOBaTeTbHOCTH
PYKOBOIUTEJICH oapa3ieNieHnuil K KauecTBY MOATOTOBKU JOKYMEHTOB U KOHTPOJIS 33 UX
UCHONHeHHeM. B pacnopsautensHOi 4acTi oOpaTHTe BHHUMaHHE PYKOBOAWTENCH Ha
MOBBIIIEHNE TPEOOBATEILHOCTH K PaOOTHHUKAM B 4acTH paboThl ¢ JoKyMeHTamu. Jlaiite
3aJaHie COTPYIAHHUKY, OTBEYAIOLIEMY 3a JAENONPOU3BOICTBO, pa3paboTarb Mephbl IIO
VIAYYILICHHUIO 3TOH paboThI.

Kpurtepun ounenkn (BbINOJIHEHHME KaXKI0r0 KpuTepusi oneHusaerca B 1,5 0anna,
eCcJIM BBITIOJTHEH MOJIHOCTBIO, B 1 §aJ11, ec/id BBHINOJTHEH YaCTHYHO).
1.IlpukasodopmiueH Ha OJaHKE OPTaHM3AIMH M CONEPXKAT CIEAYIOIINe PEKBH3UTHL:
HanMCHOBaHUEC OpraHU3allui, HAUMCHOBAHNUC BHUa JOKYMEHTA, AaTa, pCFHCTpaI_[HOHHBIﬁ
HOMeEp, MECTO COCTaBJICHHS, 3aTOJOBOK K TEKCTY, OTMETKa O KOHTPOJIE, TEKCT, MOMAMHNCH,

BHU3bI COTJIACOBAHMSI M O3HAKOMJICHHUS, OTMETKa 00 MCHONHUTENE (P HE0OXOIUMOCTH).

CocraBieHue "
OpTaHHU3aIH

odopmiieHHEe JOKYMEHTOB B

O0pa3oBarenbHbIe PE3YIIbTATHI:

YMeeT: BeCTH ETOBYIO MEpENuCcKy; HCIONb30BaTh
HaOOp pPEKBU3UTOB IOKYMEHTa, OTPAXKAIOIIMH €ero
0COOCHHOCTH M Ha3HAa4YeHHE; CHUCTEeMaTH3UPOBATh
JIOKYMEHTBI 110 BUJIaM YIPaBJIEHYECKOH 1eSTeIbHOCTH
(ocHOBHas JIeATENBHOCTh, paboTa MO JIMYHOMY
COCTaBY H T.11.);

YMeer: MOAroTaBIUBaTH JOKYMEHTBI K XPaHEHHIO,
UCIIOJIb3YS] OCHOBHBIE O(HCHBIE IPOTPAMMBI.
UCTIOJIB3Ysl HH()OPMAIIMOHHBIC TEXHOJIOTHH,

Crpannna 12 u3 14




Hanpasnenue noaroroku: 38.03.01 Dxonomuka u 38.03.02 MeHeKMEHT
HanpasnenHocts (mpopuiis): «OUHAHCOBBII MEHEIKMEHTY
PaGouast mporpamMma JHCLUILIMHGI «/{e0npon3BOACTBO»

2. B koHCTaTupyoliel 4acTi OTpakeHbl (aKThl U COOBITHSI, TOCTYKUBIIHE OCHOBAHUEM
JUISL M3/1aHUs [IPUKa3a.

3. B pacnopsiguTensHON YacTH yKa3aHbI IPEANICHIBAEMbIE pACIIOPSAUTEIbHBIE TEHCTBHS
(3amaHus, MOpYy4YeHHMs); HAMMEHOBAaHHE JOJDKHOCTEH, (aMHUIMW W HHUIMAIBI JIML,
KOTOPBIM ITOPYYEHO BBIIIOJIHEHHE 33IaHUH MM KOTOPBIE SBISIOTCS OTBETCTBEHHBIMH 32
BBINOJIHEHUE TPHKa3a; CPOK HCIIOTHEHNUS MPHKa3a.

4. CoburosieH anroput™ oopMIIcHHs IPUKa3a.

VYMeer: MOArOTAaBIUBATH MyOIWYHOE BBICTYILICHHE:
TeMa, IIOMCK MarepHaa, apryMEeHTHPOBAHHE, HAYAIIO,
pa3BepThIBAHUE U 3aBEPIICHUE

KoHTposibHOE MeponpusTHe 110 pasaeny 3

IIpumep 3aganus: Ha marepuane u3BecTHOro Bam mpennpusitast mpoaeMOHCTpUpyHTe
peanu3anrio TeXHOJOTHH OpraHU3aluy JISJIONPOU3BO/ICTBA MPH IIpUEMe Ha BaKaHTHYIO

OO0pazoBarenbHbIE PE3YIIBTATHL:
YMmeer: cucreMaTH3MpOBaTh JOKYMEHTHI 10 BHAAM

JOJDKHOCTB. YIIpaBIEHIECKOH JIeITeNbHOCTH (ocHOBHAs
KpuTepun oneHnku (BbINOJHEHHE KAXKA0I0 KpUTepHs oneHuBaeTcs: B 1 6ai, ecan | JeITeNbHOCTh, paboTa IO JIMYHOMY COCTaBY M T.1.),
BBINOJIHEH MOJHOCTHIO, B 0,5 0aj1a, ecJIM BHINOJHEH YaCTHYHO). UCTIONB3YS nH(OpMaOHHBIE TEXHOJIOTHH;
1. Ornucana cHUTyalMs WU3MECHEHHS ACATCIBHOCTH OPTraHH3allMH, OTPaXKAIoIias | MOJrOTaBIMBATH JOKYMEHTHI K XPaHEHHUIO, UCTIONB3YS
HEOOXO0ANMOCTH PUBJICUSHHS HOBBIX COTPYIHHKOB,; OCHOBHBIE O()PUCHBIE TIPOTPAMMBEL.
2. CthopmynupoBaH nepedeHs TpeOoBaHUi K BAKAHTHON TODKHOCTH;
3. CocraBiieHa TMYHOCTHAS crienu(uKaus st 0T0opa HY)KHBIX COTPYIHUKOB;
4, BHeceHbl U3MEHEHHUS B TUIIOBYIO TOJDKHOCTHYIO HHCTPYKIIUIO;
5. PaspaboTana (hopma aHKETHI Ha BAKAHTHYIO TOJDKHOCTD U (hopMa OLIEHOYHOTO
JIHCTA,
6. CocraBiieH mpuka3 u 0pOpMIICH TPYAOBOM JOTOBOP
7. OdopMIiteHbI TUYHOE J1e10, THYHAs KapTO4Ka U TPYI0Bask KHIKKA,

[IpoMexyTOUHBII KOHTPOJIH (KOJIHYECTBO OAIIIIOB)

Tekyumii KonTpoJib no pasaeny «HomenkaaTypa aemn»

1 | AynuropHas pabota

2 | CamocrositenbHas padboTa (00s3aTebHbIC
¢dbopmeI)

IIpumep 3ananus:

Hanumure pa3BepHyTHIH 0TBET Ha TeMy: «OCOOEHHOCTU COCTaBJICHHS HOMEHKJIATYpPbI
Jie]1 OpraHu3aLumy.

Kputepuu ouenku: cM. BblILe.

Howmenknarypa nen opranuzanuu

O6pa3oBaTeNbHbIE PE3yIbTAThL:

3HaeT: MpU3HaKU U (PYHKLIUHU JOKYMEHTA; CTPYKTYpY
CHCTEM IOKYMEHTAIlWH; COCTaB YHH(MHIHUPOBAHHOM
CHCTEMBbI JOKyMEHTAIHH.

3HaeT:  yCTpOWCTBa  CO3MaHUSA  3IEKTPOHHOM
yhnpaBieHueckoil uH(opMmanuy, KaHalbl M CETH
3NEKTPOHHON ITOYTHI IS JTOBEACHHS HH(POPMAIAH 10
HOAYMHECHHBIX.

3 | CamocrosrenpHas paboTa (Ha BEIOOD)

IIpumep 3aganus:CocTaBUTh ONUCH HA Jieia (IOCTOSIHHOTO M BPEMEHHOT'O XpaHEeHHUs,
MOJyICKAIIHE cllaue B apXUB — Ha BBIOOP). OnpenenuTh nociaejoBaTeIbHOCTh
PACIOJIOKEHUS JIeJ B OIKCH, COCTaB JIOJDKHOCTHBIX JIMILI, IPUHUMABIIUX y4acTHE B
COCTaBJICHUH, BU3UPOBAHUH U COTJIACOBAHUH THX IOKYMEHTOB

Kputepuu onieHkH (BBIOJIHEHUE KaXK10T0 KpUTEpHs oLleHuBaeTcs B 1 Gau).

1. CocraBieHa onuch Ha Jena.

2. OnpezeseHa nocie 0BaTeIbHOCTh PACTIONOKEHHS e B OIHCH.
3. Ompenenen cocTaB JOMKHOCTHBIX JIHII, IPUHUMABIINX yJacTHE B
COCTaBJICHUH, BU3UPOBAHUH U COTJIACOBAHUH THX IOKYMEHTOB.

4, CocTaBJieHa UTOTOBast 3aIlUCh.

OO6pa3zoBaresbHbIE Pe3yIbTAThL:

3HaeT:  JJEKTPOHHbIE  CIPaBOYHBIC
(BHIIEOTEKA, TEJIETEKCT, TeaeaBTorpad).
YMeeT: cuCTeMaTH3UPOBaTh JOKYMEHTHI IO BHAAM

CITy’KOBI

YIIPaBIEHIECKON JIeSITeNbHOCTH (ocHOBHAs
JIeSTEeIBHOCTh, paboTa Mo JMYHOMY COCTaBY H T.II.),
HCTIOJIBb3YS MH(POPMALIMOHHBIE TEXHOJIOTUU;

MOJrOTaBIMBATh JOKYMEHTHI K XpaHEHHIO, UCIIOJIB3Ys
OCHOBHBIE O(DPHUCHBIE TPOTPAMMBEI.
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5. BHyTpeHH:s onuch NOANKUCaHa COCTaBUTENIEM.

VMeer: co3mare ynpaBieHYECKHE JOKYMEHTHI B
aBTOMATH3HPOBAHHBIX TEXHOJIOTHSAX; HA OCHOBE
MPOTPaMMHOTO OOecreueHns1 KiacCu(UIMPOBaTh U
CHCTeMATH3UPOBaTh JIOKYMEHTHI Ha CTaJuH WX
00pabOTKU 1 XpaHEHHUS,

KoHTpoJIbHOE MeponpHsTHE 110 pasnery 3

IIpumep 3ananus:

CocTaBUTh HOMEHKIIATYPY €] KOHKPETHOH opranu3aluu

Kputepun omeHkn (BBINOTHEHHE KaXKIOTO KPHUTEpHs OlLEHHBaeTca B 2 Oamma, ecin
BBIIIOJIHEH IIOJIHOCTBIO, B 1 Oa1, eciu BBIIOJIHEH YaCTUYHO).

1. BriOpano yupexneHue (peanpusiTie) Ui COCTaBICHUs HOMEHKIIATYPHI Jeil.
2. IIpencraBineHo INTATHOE pAaCHHCAaHWE UL ONPENENCHHS  CTPYKTYPHI
HOMEHKJIATYPBI JEIL.

3. 3anonHeHsl rpadbl TaOIULBI OCHOBHOM 4aCTU HOMEHKJIATYPBI eIl

4. IIpuBeaeHa UTOrOBast 3aIMCh O KATETOPHIX U KOJIMYECTBE 3aBEICHHBIX eI

5. HoMeHkaTypa yTBepiK/ieHa PYKOBOIUTEIIEM OPTraHU3aIHiH.

OO0pa3oBaTeNbHbIE PE3YIIBTATHL:

YMeeT: CHCTEMaTH3HPOBATh JOKYMEHTHI IO BHIAM
YIIPaBICHIECKOM JIeSATENBHOCTH (ocHoBHas
JIeATeNbHOCTh, PadoTa 10 JIMYHOMY COCTaBYy U T.N.),
HCIIONB3YS HH(DOPMALIOHHBIC TEXHOJIOTHH,
HOATOTaBIMBATh JOKYMEHTHI K XPaHEHHIO, UCIIOJIB3YS
OCHOBHBIC O(HCHBIE TPOTPAMMBIL.

VYMeer: co3marte ynpaBieHYECKHE JOKYMEHTHI B
ABTOMATH3MPOBAHHBIX TEXHOJIOTWSAX, HA OCHOBE
IPOrpaMMHOI0 o0ecredeHus KiaccupuIupoBaTh U
CHCTEMaTH3UpPOBATh JOKYMEHTBHI HA CTagud HX
00paboTkn u XpaHEeHHUs; OpraHu30BaTh
JOKYMEHTOOOOPOT HAa MOPEINpPHUSITHHA, HCIONB3YS
OCHOBHBIC otucHbIe HPOTPAMMBI:
MicrosoftOfficeWord, MicrosoftOfficeExcel u np.;
OCYIIECTBIATh ~ APXMBHPOBAHHE  YIPABICHYCCKHX
JOKYMEHTOB C IIOMOIIBIO KOMITBFOTEPHBIX POrPaMM;
HO/TOTaBJIMBAaTh JOKYMEHTHI K XPaHEHHIO, HCIIOJIB3YS
MPOTPaMMBI: MicrosoftOfficeWord,
MicrosoftOfficeExcel u ap.

[IpoMexyTOUHBII KOHTPOJIH (KOJIHMYECTBO OAIIIIOB)

HpOMe)KyTO‘IHaH aTTeCTalus

Hpe,I[CTaBJICHLI B (1)OH,H6 OLCHOYHBIX CPEACTB AJIA HpOMC)KyTO‘IHOI‘/‘I ATTCCTalM 110 JUCHUIIJIMHE
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