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Jles1ompou3BoaCTBO

paboyas nporpaMma JUCIHUIIIAHBI (MOTYJIS)

3akpennena 3a kapenpoi YnpaBieHusi, CEpBUCHBIX TEXHOJOTHH U IKOHOMHYECKOT0 00pa30BaHusl

Y4eOHsblit m1an OOV C-625550(5r)
Hanpasnenue noarorosku: 44.03.05 Ilemarormueckoe oOpazoBaHue (C ABYMs HpO(UIIMU
MMOATOTOBKH)
HanpasnenHocts (nmpoduib): «IkoHOMUKa» U «IHOCTpaHHBIN SI3BIKY» (AaHTIIMHCKHIA)

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
Bun 3ansaruit VII | PITA | VIT | PTIJ
Jlexuuu 18] 18 | 18 | 18
TpakTHyeckue 32| 32 |32 32
B Tom umcrne uHT. 10| 10 [ 10| 10
Hroro ay. 50 | 50 | 50 | 50
Konrakrhas pabdora 50 | 50 | 50 | 50
Cawm. pabora 94 94 [ 94| 9%
Htoro 144 | 144 | 144 144




Hampasnenue noaroroBku: 44.03.05 Ienaroruueckoe oopazoBanue (¢ AByMs IPpOGIISIME IOJTOTOBKH)
HampasnennocTs (mpoduis): «OkoHOMEKa» U «VIHOCTPAaHHBII A3BIK» (AHTIHMHCKHIA)
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:

®denepanbHBIil TOCYIapCTBEHHBI 00pa30BaTENBHBINA CTAaHAAPT BBICIIETO 00pa30BaHus — OaKkajaBpHaT IO HAIPABJICHUIO OATOTOBKH
44.03.05 IMenaroruueckoe oOpazoanue (¢ IByMs IpOoQUISIMUA TOATOTOBKH). Y TBEpK/IeH Mprka3oM MuHHUCTEpCTBa 00pa3oBaHue U
Hayku Poccuiickoit @eneparuu ot 22 deppains 2018 r. Ne 125

COCTaBJICHA HAa OCHOBAHUH yqe6H0r0 IJ1aHa:

Hanpasnenue noxrorosku: 44.03.05 Ilenaroruueckoe odpasoBanue (¢ AByMs IPOGUIIMHU IOJIOTOBKH)
HanpasnenHocts (mpodunb): «IkoHOMEKa» 1 «THOCTpaHHbIH SI3bIK» (AHTIHHCKHIA)

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 noarorosku: 44.03.05 INegaroruueckoe oOpa3oBanue (C AByMst IPOGHISIMU ITOJTOTOBKHU)
HampasnennocTs (mpoduis): «OkoHOMEKa» U «VIHOCTPAaHHBII A3BIK» (AHTIHMHCKHIA)
Paboyast nporpamMma JUCHMILIMHBI «J{eITompor3BOACTBO»

1. HEJIM U 3AJIAYY OCBOEHUSI JUCLIUTIIMHBI (MOLYJIST)

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

2. MECTO JUCUMILIUHBI (MOJY.JISI) B CTPYKTYPE OBPA30BATEJIBHOM ITPOI'PAMMBbI
Iy (pasnen) OI1: — [B1.B

2.1|Tpe603amm K NMpeIBapUTeIbHOI NOAr0TOBKe 00y4Yalomerocs:
CozeprxaHue AUCIMIUIMHBI 0a3upyeTcs Ha MaTepHalle: CIIeyIOIHX TUCIUTUINH:
OCHOBBI MEHEDKMEHTA B 00pa30BaHUH
Pycckuit sI3bIK B KybTypa peun
MeTo 16l IPUHATHS PEIICHUIT
2.2|IucuunauHbI (MOAYJIH) U MPAKTHKH, IJ15 KOTOPHIX 0CBOEHHE JTAHHOM TUCHUNINHBI (MOIYJIsI) HE00XO0HMO KaK
npeauiecTByoNIee:
HopmatrBHO-TIpaBOBbIE OCHOBBI IPO(EeCCHOHATIBHO NesITeIbHOCTH
VYnpasienue o0pa3oBaTeIbHBIM MPOIIECCOM B 00pa30BaTEIbHON OpraHU3alui

3. KOMIIETEHL[Y OBYYAIOIIETOCSl, ©OPMUPYEMBIE B PE3YJIbTATE OCBOEHMSI JUCLIATITAHBI
(MOZYJIS)

IIK-4. Cnioco0HOCTh Y4aCTBOBATh B pa3padoTKe H peain3aliii NPOrpaMMbl pa3BUTHA 00pa30BaTe/ibHOI OpraHu3anuu u
aHaan3e 3ppeKTHBHOCTH 3aHATHI U OAXO0A0B K 00YyYEHHIO H BOCIHHTAHUIO
IIK-4.1 3naeT: 3aKOHOMEPHOCTH OCYIIECTBJIEHHUSI OPraHN3ALMOHHO-YIPABJIEHYECKOii eTeJLHOCTH B 00pa30BaTeIbHOI
OpraHu3anuy W YIpaBJeHNH 06pa3oBaTeJJbHbIM MPOIECCOM

3HaeT:

HOPMBI TIpaBa M HOPMATHBHO-TIPaBOBBIC aKTHI, ICHCTBYIOINE TOCYJapCTBEHHbIE HOPMATHBHO-METOJMYECKHE JOKYMEHTHI,
perynupyronye B3aUMOOTHOUIEHUsI 00pa30BaTEIbHOIO YUPEXKJICHUS U KOHTPOJIUPYIOUIMX OPraHoB, TpeOOBaHUSA K OpraHU3aluu
JeTOTIPOM3BO/ICTBA, PaBmiIa 0(OPMIICHUS, BEICHUS U XPAHCHUS JOKYMEHTAIIH, CBI3aHHOH ¢ BHEPEHHEM TEXHOJIOTHIECKHIX HITH
OPraHM3allMOHHBIX U3MEHEHHUH, KaJjpaMH U UX JBI)KEHHEM; CTPYKTYpY CHCTEM JOKYMEHTAllUU B 00pa30BaTEIbHOM YUPEXICHUM;
NpaBHIa COCTABICHHS W O(QOPMICHHS YHPAaBICHYECKHX JOKYMEHTOB (S3BIKOBBIE (OPMyNBl O(UIMAIBHBIX JOKYMEHTOB);
0COOCHHOCTH YCTHOI ITyOINUHON peun; TpeOOoBaHUS K NOJYYEHUIO (II0IHOTa, CBOEBPEMEHHOCTb, HE3aBUCUMOCTD, JOCTOBEPHOCTH ),
nepepaboTKe M XpaHEHHI0 WH(GOPMAIM; OCHOBHBIE METOIbI, CIIOCOOBI M CPEICTBA IMONYYCHHUS, XPAHCHUS W IepepadoTKH
uH(opMaLuy; COBPEMEHHbIE METOJbl IepeBoja HH(pOpMAalUU B YIpPaBIEHUYECKHE JOKYMEHTBI: COCTaBIECHHE PacCHOpsDKEHUi,
NPUKA30B, WHCTPYKIMH W APYTUX YIPaBICHYECKHX JOKYMEHTOB; TpeOOBaHMS K pPaIOHANBHOM OpraHM3annu paboTHl C
JOKyMEHTaMH B 00pa30BaTeIbHOM YYPESKACHHM IIPH HUCIOJIB30BAaHUU B ammapaTe YHOpaBIeHUS OPraHU3alMOHHOW U
BBIYUCIUTEIBHON TEXHHUKH; KaHANBl JOBEICHHS WHQOPMAlWH 10 COTPYIHUKOB; yHH(DUIMpPOBaHHBIE (OPMBI 00pabOTKH
uHpopmanuy; UHGOPMAIIMOHHBIE TEXHOJIOTHH, UCTIOIb3yeMbIe TP cOope, 00paboTKe, XpaHEHUH U 3alUTe HHGHOPMALIIH; KaHAIIbI
U CETH HIICKTPOHHO MOUTHI IJIsI JOBEIECHHS HH(POPMAIUH 0 ITOJIHHCHHBIX.

IIK-4.2 YMeeT: ocymiecTBJIATH AeiiCTBUS 10 CTPATErH4eCKOMY, IPOEKTHOMY M ONIEPATUBHOMY YIIPABJIECHHIO
o0pa3oBaTeJbHOI Opranu3aiueil 1 00pazoBaTeJJbHBIM MPOLECCOM B Heil

VmMmeer:

(opMHUPOBATH MAKeT JOKYMEHTOB, OTPAXKAIOLINX JEITENbHOCTh 00Pa30BATENBHOTO YUPEXKICHHS B COOTBETCTBHH C HOPMATHBHBIMH
TpeOOBaHUSAMHU KOHTPOIHUPYIOIIMX OPTaHOB M HOPMATHBHO-METOANYECKUMH JOKYMEHTAMH; 00ECIICUUTh COOMI0ACHHE JOKYMEHTOB
JEHCTBYIOIIEMY 3aKOHOAATENICTBY; TPUMEHSISI MPOrPaMMHOE 00eciedeHne, CO3/1aTh YIPABICHYECKHE JOKYMEHTHI B TPAANIIHOHHBIX
U aBTOMATH3MPOBAHHBIX TEXHOJIOTWAX; HA OCHOBE IMPOIPAMMHOTO OOECICYCHHs KIACCH(PUIMPOBATH M CHCTEMATH3MPOBATH
JOKYMEHTHI Ha CTQANU X 00pabOTKU U XpaHEHUs; OPraHU30BaTh JOKyMEHTOOOOPOT B 00pa30BaTEIbHOM YUPEKACHUU, HCIOIb3Ys
ocHoBHBEIE o¢ucHBe mporpammer: Microsoft Office Word, Microsoft Office Excel u mp.; ocymiecTBisTh apXwBHpOBaHHUE
yIPaBJIEHIECKAX JOKYMEHTOB C MOMOIIBIO KOMIIBIOTEPHBIX MPOTPaMM; MOArOTABIMBATH JOKYMEHTBHI K XPaHEHHIO, HCHOJb3Ys
ocHoBHEIE oducHBIe mporpammer: Microsoft Office Word, Microsoft Office Excel u mp.; cucremarn3npoBaTh JOKYMEHTHI [0 BHIAM
yIPaBJIEHIECKOH JIEATENHHOCTH B 06pa30BaTeNbHOM yUpeKAeHHH (OCHOBHAsS JEATENbHOCTD, paboTa Mo JUYHOMY COCTaBY H T.I.);
UCIIONB3Yys. MH(GOPMALMOHHBIC TEXHOJIOTUH, IPOCKTUPOBATh OJaHKH U YHU(DUIMPOBAHHBIC (POPMBI TOKYMEHTOB; HCIIOJIB30BATh
TEXHUYECKHAEC CPEICTBA M JIOKAIbHBIE CETH B JOKYMCHTAHOHHOM OOECIICUECHHH YJYaCTHHKOB 00pa30BaTEIBHOrO MPOIECcCa;
[OPUMEHSATh METOJbl ONTUMH3ALMH JOKYMEHTOIOTOKOB B 00pa30BaTeNbHOM YYPEXKACHHH I[OCPEICTBOM HCIOJB30BAHMUS
KOPIIOPATHBHBIX MHPOPMALHMOHHBIX CHCTEM; OCYLIECTBIIATh KOHTPOJIb 3a peajn3alyeil yIpaBlICHUYECKAX PEIICHUH MOCPEICTBOM
KOPIOPAaTUBHBIX HH()OPMAIIMOHHBIX CTPYKTYP.

4. CTPYKTYPA U COAEP KAHUE JUCHUIIJIMHBI (MOLY JIS)

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

Pazgen 1. /[leJompou3BOACTBO, €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 |HopMaTuBHO — 3aKOHOJATEIILHBIE OCHOBBI CHCTEMBI Jeonpoun3BoacTaa /Cp/ 7 21 0
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1.4  [Cucremsbl nokymenrtamuu. Ctangaptusanus ¥ yHUQUKaIus TOKyMeHTOB /JIek/ 7 2 0

1.5 |Cucremsr noxkymentanuu. Ctanmaptusaiys 1 yHuukarms rokymentos /I1p/ 7 4 0
Pa3znes 2. TexHooruu BeieHus AeJIONPOU3BOICTBA B OPraHU3ALUH, YIPeKIeHUH

2.1  |HdoxymenToo6opot B opraum3armu /JIex/ 7 2 1

2.2 | dokymeHTo060poT B opranusaimu /T1p/ 7 2 1

2.3 |Texnonormu BepeHus nenonpounssoxcTea /Cp/ 7 21 0
Pa3nen 3. CocTaBiieHue u opopMiieHHe JOKYMEHTOB B OPraHu3anuu

3.1 |OcHoBHble TpeOOBaHUS K OQOPMIICHHIO YIPABICHYECKUX (OPraHU3AIMOHHO - 7 2 0
PAacCIOpsIUTENbHbIX) TOKYMEHTOB /JIek/

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

3.3 COBpEMEHHOE JIIOBOE MHCHMO /JIeK/ 7 2 1

3.4  |CorpemenHoe aenoBoe nrcbMo /Ip/ 7 4 1

3.5 |Opranu3anyoHHbIe JOKYMEHTBI, X COCTaBICHUE U opopMieHHe. PacriopsanTeabHbIe 7 2
JIOKYMEHTBI, HX cocTaBjieHue u oopmienue /Jlek/

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

3.7  |PacmopsytuTenbHble JOKYMEHTBI, HX cocTaBieHue u opopmienue /IIp/ 7 4 1

3.8 |MHdopmManroHHO-CIIpaBOYHBIE TOKYMEHTHI, UX COCTaBlieHHEe H opopmieHue /Jlex/ 7 2 1

3.9  |MudopmManroHHO-CIIpaBOYHBIC JOKYMEHTHI, X cocTaBiaeHue u opopmienue /I1p/ 7 2 1

3.10 [Kapposas noxymenranws /Jlex/ 7 2 1

3.11 [Kagposas noxymenrarms /I1p/ 7 2 2

3.12 [Cocrarnenue u opopmiieHre TOKyMEHTOB B opranusaimu /Cp/ 7 22 0
Pa3nen 4. Homenkaartypa e

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

4.2 OO01ue TpeOOBaHHS K CHCTEMATH3AIUK JOKYMEHTOB M (hopMupoBanuio nei /IIp/ 7 2 0

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

4.4 |Homenknatypa aen opranusaiun /Cp/ 7 22 0

5. OueHoYHBbIEe U MeTOANYECKHE MAaTePUAJIbI M0 AUCHHUILINHE (MOYJII0)

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

7 cemecTp, 9 Jexkuui, 16 npakTHYecKkux 3aHATHI
Pa3gen 1. Jle1onpon3BoJCTBO, €ro 3aKOHOJaTeIbHOe I HOPMATHBHO-MeTOAHYeCKOe PeryIHpOBaHHe
Jlexrust Ne 1 (2 gaca)
HopmaTuBHO — 3aKOHOAATEIbHBIE OCHOBBI CUCTEMBI JICJIONPOU3BOJICTBA
Bompocs! n 3aganns:

1. Hctopust yrpaBieHUs U ACITONPOM3BOICTBA.

2. HopmaruBHBIE MpaBOBbIe aKThl (efepaibHBIX OPraHOB HCIONHHUTEIBHON BIACTH, PETJIaAMECHTUPYIOIIHE BOIPOCHI
JIOKYMEHTAIIIOHHOTO 00ECIICYCHHSI.

3. T'ocynapcTBeHHbBIE CTAHAAPTHI HAa BEACHUE JOKYMEHTALH.

Ipakruueckoe 3ansTre Ne 1 (2 gaca)
HopmaTrBHO — 3aKOHOIaTENbHBIC OCHOBBI CHCTEMBI JCJIONPOU3BOICTBA
Bomnpocs! u 3ananus:

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

2. OCHOBHBIC YepThl M OTJIMYUS JEJONpOou3BOACTBa B yupexiaeHusx Poccum XVIII B, or nenompousBoactsa
MPEAIIECTBYIONIETO MEPHO/Ia.

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

4. CraHOBJIEHHE U Pa3BUTHE JEIONPOU3BOCTBA B COBETCKUX FOCYAAPCTBEHHBIX YUPEKICHUSIX.

5. OpraHu3zanys cryK0bl JOKyMEHTALMOHHOTO 00ecreyeHHs yIpaBiIeHNs Ha COBPEMEHHOM 3Talle.

Jlexuus Ne 2 (2 vaca)
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.
CrangapTuzanus 1 yHU(UKaLUs JOKyMEHTOB.
YHUUIUPOBaHHBIE CUCTEMbI IOKYMEHTALHH.
IMpakTrueckue 3anatus Ne 2-3 (4 gaca)
Cuctemsl jokymenTauuu. CranaapTu3anyst 1 yHUQUKALUsI TOKYMEHTOB

agrONE

Bomnpocs! u 3apanust:

1. JIokyMeHT: onpe/ie/IcHU€e, CBOICTBA, (HYHKLUY.

2. CranpapTu3anys ¥ yHUQUKAHS JOKYMEHTOB.

3. OcHoBHbIE (enepanbHble 3aKOHbI M HOPMAaTUBHO-METOJUUYECKUE [JOKYMEHTHI, PErNIaMEHTHUPYIOLIME IpaBuia padoThl C
JIOKYMEHTHUPOBAaHHON MH(pOpMaIyeil.
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4. Ilonsarue u K1accuUKaLUs JOKYMEHTO000POTa NPEIIPUATHS.
5. O0uIMe NPUHIKIBI OPTaHU3aMH PAIMOHATBHOTO JOKYMEHTO000pOTa Ha MPEANPHUSITHH.
6. DTanbl ABIWKEHHS BXOSIIETO, HCXOSIIEro ¥ BHYTPEHHEr0 JOKYMEHTOIIOTOKOB Ha MPEANPHUSTHH.
7. Peructpaiuisi JOKyMEHTOB (BXOJSIIMX, HCXOIAIINX, BHYTPEHHUX): 3HAUCHHUE, TIPaBUIIa, GOPMBI.
8. O0beM u rpaduk TOKyMEHTOO00POTA.
9. 3HaueHNe U TEXHOJIOTHSI OCYILECTBICHHSI KOHTPOJISI HCIIOJTHEHHUS IOKYMEHTOB.
Pa3znes 2. Texnos1oruu BeeHus AeJIONPON3BOACTBA B OPraHU3ALUH, YUPeKIeHUU
Jlexuus Ne 3 (2 gaca)
JIoKyMEeHT0000pOT B OpraHu3aluu
Bormpocsr u 3aganus:

1. OCHOBHBIE 3Tarbl JBIKEHUS JOKYMEHTOB B OpraHU3allUH.
2. Perucrparnus u uHaeKCcanus 10KyMEHTOB.
3. Kontposs 3a ucrionHenueM JoKyMeHTOB. CPOKH HCHOJIHEHHS JOKYMEHTOB.

IpakTrgeckoe 3ausaTre Ne 4 (2 yaca)
JIoKyMEeHTO000pOT B OpraHu3aluu
Bormpocsr u 3aganus:

1. O0paboTKa UCHONHEHHBIX U OTHPABISIEMBIX JOKYMEHTOB.

2 AHanu3 CTpYKTYpBI IOKyMEHTOO00POTA.

3. Merto/b! yueTa U COKpaIleHUs JOKyMEHTO000pOTa.

4 OpraHu3anys parroHaIbHOTO ABIKEHHS JOKyMEHTOB BHYTPH MIPEIIPHATHL.

Pa3nen 3. CocTaBieHue u opopMiieHHEe JOKYMEHTOB B OPraHU3anuu
Jlextust Ne 4 (2 gaca)
OcHoBHbIE TpeOOBaHUS K OOPMIICHUIO YIIPABICHYECKUX (OPTaHU3AIMOHHO - PACTIOPAIUTENBHBIX) JOKYMEHTOB
Bormpocsr u 3aganus:
IIpaBuia opopmiIeHUs TOKYMEHTOB IIPH UCIIOJIb30BAHUN TEXHUYECKUX CPEICTB.
Enunbie TpeOoBaHus K OJaHKaM JTOKYMEHTOB.
CocTaB peKBU3UTOB OPTaHU3ALMOHHO - PACTIOPSAIUTEIBHBIX JOKYMEHTOB.
PexBusnTeI comepkaTenbHOM YaCTH TOKYMEHTA.
PexBusuts! oopMiIdtoIeil 4acTH JOKYMEHTA.
[Tpaktudeckue 3anatust Ne 5-6 (4 yaca)

OcHoBHbIE TpeOOBaHUS K O(OPMIICHUIO YIIPABICHYECKUX (OPTaHU3AIMOHHO - PACTIOPAUTENBHBIX) JOKYMEHTOB

Bormpocsr u 3aganus:

arwbdE

1. HazoBuTte 0OCHOBHBIE BHIIBI IOKYMEHTOB, IPUBEJNTE UX KIACCH(PHUKALIUIO.

2. OxapakTepu3yiTe CHCTEMBI YIIPaBISHIECKUX JOKYMEHTOB. [10 KakoMy IpH3HAKY BBIAEIEHBI CUCTEMbI JOKYMEHTALUH?
[IpuBeauTe npuMepbl JOKYMEHTOB 10 KaX/10H CUCTEME YIIPaBJICHUYECKUX JTOKYMEHTOB.

3. OxapakTepusyiTe CTpYKTypy JOKyMEeHTa (TIOCTOSIHHBIC U IIEPEMEHHBIC PEKBU3HUTHI, IPOIOJIBHOE U YIIIOBOE PACIIONOKECHUE
PEKBH3UTOB).

4. Cdopmynupyiite oOuime npasuia opopMIICHNS YIPABICHYECKUX (OPraHU3allMOHHO-PACTIOPSAUTENBHBIX) TOKYMEHTOB

5. Packpotiite pekBU3HTHI CiTy)keOHBIX JokyMeHTOB coryiacHo 'OCT P 7.0.97-2016) « TpeboBanus k 0opMICHHIO
JIOKYMEHTOBY.

6. Coopmynupyiite mpaBuia 0popMIICHAS PEKBH3UTOB TOKYMEHTOB, PETIaMEHTHPYEMBIE TOCYAapPCTBEHHBIM CTaHIAPTOM

(TOCT P 7.0.97-2016) «TpeboBanus K 0POPMIICHHIO TOKYMEHTOBY).
Jlextust Ne 5 (2 gaca)
CoBpeMeHHOE JeTI0BOE THCHMO
Bompocs! u 3aganus:

1. JlenoBoe MUCHMO Kak CPEACTBO CBSI3U OPTaHU3ALUH.

2 SI3BIK ¥ CTHITB O(UIUATIBHBIX TTHCEM.

3. CrpykTypa nrcbMa. OCHOBHBIE TPEOOBAHHUS K TEKCTY.

4 CocraBlieHHE TEKCTOB CITYKEOHBIX IIMCEM: COPOBOANUTEIBHOE, TAPAHTHIHHOE, PEKIIAMHOE, TIChMO-OTBET.

IMpakruueckue 3ansatust Ne 7-8 (4 yaca)
CoBpeMeHHOE JIeJI0BOE TIHCHMO

Bomnpocs! 1 3ananust:
Omnpenenure NOHATHE O(PUIHATEHOTO JETOBOT0 MUChMa. [IpuBeanTe IPUMEPHI.
Oxapakrepusyiite 0COOCHHOCTH SI3bIKa M CTHJIISI O(UIIMATBHO-IEIOBBIX TEKCTOB.
Omnpenenure CTPYKTYPY MUCHMa.
Cdopmynupyiite npaBuina oHopMIICHHs JETOBOTO MUChMa
IIpeanoxxuTe anropuT™M COCTABICHHS TEKCTOB CITY)KEOHBIX MTUCEM.

Jlexuus Ne 6 (2 yaca)
OpraHu3anoHHbIe TOKYMEHTBI, HX COCTaBJIeHHE 1 0 opMIIeHHE. PaciopsanuTenbHble JOKYMEHTBI, UX COCTABICHUE U O(OpMIICHHE
Bomnpocs! 1 3apanust:
O0mmme TpeOoBaHHS K OPraHH3alHOHHBIM JOKYMEHTAM.
VYcras npeanpusarTus.
JIoIKHOCTHAS! HHCTPYKIIHS.
ITonoxenue.
LITaTHOE pacnucaHue.
CTpyKTypa JTOKYMEHTOB U HX cojepikanue. [IpaBuia opopMIleHHs] OpraH3alHOHHBIX JOKYMEHTOB.
IIpukasbl, UX BUIBL.

agrONE

Nogk~wonNPE

Crpanuua 5 u3 16



Hampasnenue noaroroBku: 44.03.05 Ienaroruueckoe oopazoBanue (¢ AByMs IPpOGIISIME IOJTOTOBKH)
HampasnennocTs (mpoduis): «OkoHOMEKa» U «VIHOCTPAaHHBII A3BIK» (AHTIHMHCKHIA)
Paboyast mporpaMma JMCLMILINHBI «J{eITompor3BOACTBO»

8. [paBuna odhopmiieHHS TPUKA30B.

9. OCOOEHHOCTH COCTABIICHUS IIPUKA30B [0 OCHOBHOW JEATEIBHOCTH U IIPUKA30B 10 JINYHOMY COCTaBY.
10. OCOOCHHOCTH B COCTABIICHUHU 3aT0JIOBKOB U (POPMYITHPOBOK KOHCTATUPYIOIICH YacTH.

11. CxeMa IOCTPOECHUS! PACHOPSAUTEIBHON YacTH.

12. [IpaBuia BU3UPOBAHUS, MTOIITHUCAHUS U PETHCTPAIHH.

13. CpOKH HCIIOJHEHNS U BpeMsl JOBESACHHMS JI0 HCTIOJTHHUTEICH.

IMpaktuueckue 3ansatus Ne 9-10 (4 gaca)
OpraHu3aiuoHHbIC JOKYMEHTBI, UX COCTaBJICHUE U 0(DOpMIICHHE
Bomnpocs! 1 3aanust:

1. Omnpenenure NOHATHE OPTAaHW3ALMOHHBIX TOKYMEHTOB. [IpuBeauTe mpuMepsl.

2. Chopmynupyiite obuie TpeOOBaHHS K COCTABJICHUIO OPraHU3AIlMOHHBIX JOKYMEHTOB (3Tallbl MOJATOTOBKH M IOPSIOK
oopmIIeHuS).

3. [epeuncnure TpeOOBaHMS K COCTaBICHHIO YcTaBa mpeanpustus. JlaliTe colnepKaTelbHYI0 XapaKTePHUCTHKY OCHOBHBIX
pasnenoB Ycrasa.

4. [lepeuncnute TpeOOBaHMS K COCTABJICHHIO [OJDKHOCTHOM HMHCTpyKuMuU. JlaiiTe copepkaTenbHYIO XapaKTEepUCTHUKY
OCHOBHBIX Pa3/IeJIOB HHCTPYKIUH.

5. Chopmynupyiite mpaBuiia 3aMoJHSHUS U 0(DOPMIICHHS IITATHOTO PACTIACAHUSL.

Ipaktudeckue 3ansatust Ne 11-12 (4 gaca)
PacniopsutenbHbIe JOKYMEHTBI, HX COCTaBICHHE U O(OPMIICHHE
Bormpocsr u 3aganus:
1. JlafiTe MOHSTHE PACTIOPAAUTEIBHBIX JOKYMEHTOB, H3/1aBACMbIX Ha OCHOBE MPUHIIUITA eIMHOHAYAIHS. [[pUBEINTE IPUMEPHI.
2. JlaiiTe IOHATHE PACTIOPSAUTEIBHBIX JOKYMEHTOB, U3/1aBaeMBIX Ha OCHOBE IPHHIHIIA KOJUIETHAIBHOCTH. [IpiBeanTe mpuMepsl.
3. ChopmynupyiiTe MOPsIOK MOATOTOBKH PACHIOPSAUTEIBHBIX JOKYMEHTOB.
4. ChopMynupyiiTe aIropuTM COCTaBICHHUS IPUKA30B 110 OCHOBHOH JEATEIHHOCTH U JUYHOMY COCTaBY M BBIIIHCOK U3 ITPHKa3a.
5. ChopmynupyiiTe aIroOpuT™ COCTABICHHS TIOJHOTO U COKPAIICHHOTO MPOTOKOJIOB.
Jlexuus Ne 7 (2 vaca)

HHdpopManmoHHO-CIIPAaBOYHbBIE JOKYMEHTHI, HX COCTaBICHUE U O(OPMIICHHE
Bormpocsr u 3aganus:
1. Cocrapnenue u 0pOpMIICHHE CIIPABOK, JOKIAMHBIX, CIYKEOHBIX 1 OOBICHUTEIBHBIX 3AMUCOK.
2. TpeOoBaHUs K COCTABICHUIO 1 OOPMIICHUIO aKTOB M IPOTOKOJIOB.

Ipaktudeckoe 3austre Ne 13 (2 gaca)

HHadopManmoHHO-CIPaBOYHBIE JOKYMEHTHI, UX COCTaBICHUE U 0(OPMIICHHE

Bomnpockl u 3ajaHus:

1. HazoBute Buabl HHGOPMAIMOHHO-CIIPABOYHBIX JOKYMEHTOB H OIPEICIUTE X HA3HAUCHHE.

2. TlepeyncanTe COCTaB U PACTIONOKEHHE PEKBH3UTOB HH(POPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB 110 BHIAM.

3. Cdhopmynupyiite npaBuna (MOpsSAOK COCTABICHUS U OPOPMIICHHUS ) HHPOPMAITHOHHO- CIIPABOYHBIX JOKYMEHTOB.

4. Ompenenite Ha3HAYCHHWE aKTOB B JesteiabHOCTH npennpusitus. Chopmynupyiite mpapmia (IOPSIOK COCTABICHUS H

0o(OpMIICHHS) AKTOB.
Jlexkuus Ne 8 (2 yvaca)
Kanposas nokymeHTanus
Bompocs! n 3aganus:
CoctaB U BBl JOKYMEHTALUH II0 IMYHOMY COCTaBYy.
YHuduuupoBaHHeie GopMBI JOKyMEHTOB.
TIpuka3: opopmieHne Ha paboTy, MEPEBO Ha APYTYIO paboTy, MPEIOCTaBICHHE OTITYCKa, YBOJbHEHUE C paOOTHI.
JludaHOeE 3asiBJICHUE: ero pa3HOBUIHOCTH, OCOOCHHOCTH HAITHCAHUSL.
XapakTepuCTHKA: COCTABHBIC YaCTH, HpaBuiia 0(hOPMIICHHS.
IIpaktudeckoe 3anstie Ne 14 (2 gaca)
Kanposas nokymeHTanus

arwbdE

Bormpocsl u 3aganus:

TpyznoBble 1OroBopa: Ha3HAuUEHHE, COAEPKAHUE, IPABUIIA COCTABICHUS U OOPMIICHHUS.

3asBlIeHUA: BUJBL, HA3HAUCHUE, IPABUJIa COCTABIICHU.

IIprka3sl 0 TUYHOMY COCTaBY: PEKBHU3UTHI, IOPSAAOK COCTABICHHA H 0QOpMIICHUS.

TpynoBble KHIKKYU: Ha3HAUEHHE, IpaBUiIa 0)OPMIECHHS.

JIngnele kapTouky popmsl T-2 U TUUHBIE ena: Ha3HAYEeHHE, IpaBuiIa 0GopMIeHUS.

Pa3nen 4. Homenkaartypa aen
Jlexuus Ne 9 (2 vaca)
O6mre TpeOOBaHUS K CHCTEMATH3AIHN JOKYMEHTOB B (popMUpOBaHUIO ell. [IoAroToBKa JOKYMEHTOB K apXHBHOMY XPAHEHHIO
Bomnpocs! 1 3apanust:
Bubl HOMEHKIATYpBI A€
OCoOEHHOCTH COCTABJICHUS! HOMEHKJIATYPHI Ie71 OPTaHH3aLIH.
Iopsinok cocTaBlieHUs ONUCH JEL.
OKcnepTu3a LEHHOCTH I0KYMEHTOB.
Opranuzanys IOArOTOBKH JOKYMEHTOB K apXMBHOMY XPaHEHUIO.
Ipakruueckoe 3ausiTue Ne 15 (2 yaca)
O6mue TpeOoBaHUS K CHCTEMATH3AIMN JOKYMEHTOB H (JOPMUPOBAHUIO JIEIT

arwbdE

agrONE

Bonpocs! 1 3ananust:
1. JlaliTe onpenenenue HOMEHKIATYPHI €.
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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 u3[., mepepad. u Oom. - [DNeKTpOHHEIH 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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Hanpagnennocts (npoduib): «IxoHOMUKa» U «MIHOCTpaHHBII A3bIK» (AHTITHHCKHIA)
Paboyast nmporpamMma JUCLIMILINHBI «J{eI0mpor3BOACTBO»

[Ipunoxenue
BaibHO-peATHHTOBAsT KapTa JUCIUTUTHHEL «JeT0mpOU3BOACTBOY
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 CamocrosrenbHasi paboTa (cnelnuaibHble 00s3aTelIbHbIE (POPMBL) 3 6
3 CamocrosrenbHas pabora (crenuaibHble OpPMBI Ha BEIOOD) 5 8
KoHTposapHOE MepornpusTre 1o paszzaeny 1 4 6
ITpoMeKyTOUYHBII KOHTPOJIb 12 20
HaunmeHnoBaHue pa3nena: «TexHOI0rnu BeeHUsI JeJIONPOU3BOACTBA B OPraHU3AINM, YIPEKIEHUI»
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 OpMbI Ha BEIOOD) 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 pabora (crenuanbHble 00s3aTelbHbIe HOpMBbI) 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 vy IpHMEPHI 3aIaHHH, KPUTEPHHU OILIEHKH U KOJIMYECTBO OAIIIOB | 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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Kpurepuu oneHku.

Kpurepuii / Ouenka Brimonuen Brimon He
MOJTHOCTBIO HEH BBITIOJTHEH
qacTH4
HO
PackpbITO OCHOBHOE TIOHSITHE 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)

O0pazoBaTenbHbIE PE3YIIBTATHL:

3HaeT: 0cOOEHHOCTH W CTHJIM O(QHUIHATBHO-IEIOBBIX
TEKCTOB, IpaBmiIa OGOPMIIEHHS NEJIOBOTO IHCHMA;
paBuIa COCTaBIICHHS u odopmIIeHUs
YIIPaBIEHUYECKUX JTOKYMEHTOB (SI3BIKOBBIE (HOPMYJIBI
OoUIHAIBHBIX JOKYMEHTOB).

3HaeT: TMpaBWiIa COCTaBICHUS H  O(QOpMIICHHUS
YIpaBJIEHUYECKUX JOKYMEHTOB IIPH HCIIOJIb30BaHUU
TEXHUYECKUX CPEJCTB.

3HaeT: NpU3HaKU ¥ (PYHKINUU JTOKYMEHTa; CTPYKTYPY
CHCTEM JIOKYMEHTAIMH; COCTaB YHU(PHIIMPOBAHHON
CHUCTEMBI JIOKyMEHTAIUH.

3 | CamocrosTenbHas paboTa (Ha BEIOOD)

Tlpumep 3amanus:1. UM3yuuTh TpeOOBaHHS  COBPEMEHHBIX  3aKOHOJATEIBHBIX,
HOPMATUBHBIX aKTOB M HOPMAaTHBHO-METOJMYECKHX JOKYMEHTOB, PErJIaMEeHTHPYIOLIHX
BOIIPOCHI OPTaHM3AIMH JTOKYMEHTAIIMOHHOTO olecrieueHns nestensHocTH. Ha ocHOBe
COOpaHHBIX MaTepUalioB HANWCATh aHAJIHTHYECKYI0O paboTy, pPacKpBIBAIOIIYIO
CJIEJLyIOIINE BOIIPOCHIL:

* [{en rocymapcTBeHHOTO perymupoBanus JOY

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

* XapakTepucTHKa 3aKOHOAATENILHBIX W HOPMATHBHBIX AaKTOB, PErIaMEHTHUPYIOIIHUX
Bonpocsl JIOY

* JlokanbHbIe HOPMATHBHBIC aKThl KaK OPraHU3alMOHHAst OCHOBA JEJIONMPOU3BOCTBA

* [Ipo6nems! perynupoBanus JOY

Kputepuu ouenku.

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

2. TlpennoxeHsl BapuaHThI perieHuss npodiem perymupoanus JIOVY. (1-3 Oamna B
3aBUCHMOCTH OT 00OCHOBAaHHOCTH NPEJIOKEHHOTO PEIICHUs]).

HopMaTnBHO — 3aKOHOIATENbHBIE OCHOBBI CHCTEMBI
JIeJIONPOU3BOJICTBA

O0pazoBaTenbHbIE PE3YIIBTATHL:

YMeeT: ucmonp30BaTh HAOOP PEKBU3UTOB JOKYMEHTA,
OTpaXaIOIU ero OCOOCHHOCTH M Ha3HAueHME,
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 coBpeMeHHbIX HampasieHui u opm 1OV npeanoxuTs 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) A IeMoHCTpaluy opranu3anuu JJ0Y.

2. Onmcana cucrema opranuzanuu JJOY B BBIOpaHHOM yUpexJIeHUH (PEATPUITHH).

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

4. IIperioskena cBos Mojenb opranuzanuu JJOVY.

5. Mogens odopmiieHa B BUJIE MIPE3CHTAlNH 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 CIIY>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.);
UCTIOJIBb3YS HHPOPMALMOHHbIE 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; NMOATOTaBJINBATHL JOKYMEHTHI 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) A JeMoHCTpaunu opranuzanuu JJOVY. TeneaBTorpad), KaHajbl U CETHU AJIEKTPOHHOM MOYTHI
2. Onmcana cucreMa JIOKYMEHTO000pOTa B BBIOPAHHOM YUPEXACHUH (TIPeIIpUSTHH). JUISL TOBEICHHs] HH(POPMAIIWH 10 IO JYMHEHHBIX.
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3. TIpoaHanu3upOBaHbl OCHOBHBIC ATAIbI JBHKECHHS JOKYMEHTOB B OpraHU3aIlnH.

4. PackpbIThl OCHOBHBIC HEJIOCTATKH OpPTraHU3allMd JIOKyMeHTOoOopoTa (000CHOBaHa
3 HEKTHBHOCTD UCTIOIB3YEMON CXEMBI TOKYMEHTOO00pOTa).

5. TlpemmoxeHbl CIOCOOBI COKpALICHHS AOKYMEHTOOOOPOTa C IIENBI0 COKpALICHHS
BPEMCHU JIBHKCHUSI JOKYMEHTOB B OpTraHU3aIlnH.

VYmeer:  aHanu3uUpoBaTh
OPaKTUKy €ro  IPUMEHEHUs

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

3aKOHOJATENILCTBO U
Ui paboTel ¢

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

JIOKYMEHT0000pOTa. roCyIapCTBEHHBIC HOPMATHBHO-METOINYECKHE
JNOKYMEHTBI,  PETJIAMCHTUPYIOIIHE  JCSITeIBHOCTh
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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KpI/ITepI/II/I OLCHKH (BI)IHOJ'IHCHI/IG KaXXJA0ro KpuTepust OLCHUBACTCA B 2 6anna, €ClIn

BBITIOJIHEH TIOJIHOCTBIO, B 1 Gas1, eClii BBIIOJHEH YaCTHIHO).

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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