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1. IlepevyeHb MIaHNPYEMBIX Pe3yJbTATOB H3y4YeHHUs TUCHUILIMHbI, COOTHECEHHBIX €
MJIAHUPYEMBbIMH pPe3yJIbTaTaMH 0CBOEHHS 00pa30BaTe/bHON MPOrpaMMbl
B pamkax ocBoeHHS OCHOBHOM NpPOQECCHOHAIBHONH 00pa30BaTeNbHONW MPOrpaMMbI
OakanmaBpuata OOYYarOIIMICS JOJDKEH OBJIAACTh CJIEAYIOIMIMMH pe3ysibTaTaMu OOYYEHHs 10
JMCIUIUTNHE «/{0OKyMEeHTHpOBaHHE YIIPaBICHYECKON AEATEITLHOCTI

Kon n HaumeHoBaHue NHaukaTopsbl JOCTHKEHUS KOMIIETEHIIUH
KOMIIETeHIH
ITK-3. Cniocob6en yuactBoBath B | MIIIK-3.1 3HaeT mpuHIUIIEI OPraHU3alMOHHOTO
OpTraHu3aIy PadOTHI B3aUMO/ICHCTBUS, OCHOBHBIC PUEMBI YIIPABIICHUS
SKOHOMHUYECKHX CITYXKO U HIIK-3.2 Pa3pabaTeiBaeT U IpruMeHsEeT 000CHOBAaHHBIE
1oJipa3iesIeHui OpraHU3alMOHHO-YNPABICHYECKHUE PEUICHUs, OLICHUBAET UX

SKOHOMHYECKUE U COLMAJIbHBIE TIOCIEACTBUS

NIIK-3.3. 'oTOBUT OTUETHI O (PUHAHCOBO-XO3AHCTBEHHOM
JESITeIbHOCTH U OPMUPYET IJIAHOBO-YUETHYIO
JIOKYMEHTAIMIO OpraHu3aliu Jjisi 000CHOBaHUS
yIpaBJIEHYECKUX pEeIICHU

2. MecTo aucuuniaunsbl B crpykrype OIIOIT
VYyebnas aucuumiauHa b1.B.10 «JlokyMeHTHpOBaHUE YIPaBICHUYECKON J1eATEIbHOCTH
OTHOCUTCSI K 4acTH, (GopMuUpyeMOil yyaCTHHKaMH oOpa3oBaTeNbHBIX OTHOLICHHH, mnukia b.1
«JIncuuruHbl (MOJTYJIH )».

3. O0beM JUCHUNJIMHBI B 324€THBIX eIMHUIAX € YKA3aHUEM KOJIHYeCTBA aKaJeMHYeCKUX
YacoB, BbIIeJIEHHBIX HA KOHTAKTHYI0 padoTy o0y4yalonuxcs ¢ npenojaasareieM (Mo BUaam
3aHATHIA) M HA CAMOCTOSATEJIbHYI0 padoTy 00yYaromuxcst

OOmast TpynoeMKocTh (00beM) IUCHMIUIMHBI «/oOKyMeHTHpOBaHUE yNpaBIeHYECKOH
JIESITEIbBHOCTHY COCTaBISeT 4 3a4eTHbBIE €IUHULIBI.

O0béM IMCUMNJIMHBI 10 BUIAM Y4eOHBIX 3aHATHH (B 4acax) — 04HO-32049Has popMa

o0yueHust
Bua y4eOHoii padoThI Beero Cemectput

4acoB 8 -
AyIuTOpHBIE 3aHATHS (BCEro) 40 40 -
B ToMm umcne: - - -
Jlexknnu 20 20 -
[TpakTuueckue 3anstus (I13) 20 20 -
Cemunapsi (C) - - -
JlabopaTtopusie padoTs (JIP) - - -
CamocrosiTesibHas padoTa (Bcero) 68 68 -
B Tom uucne: - - -
KypcoBoii mpoekT (pabota) - - -
Kontponbnas pabota - - -
Pedepar 8 8 -
[ToaroToBka K MPaKTUYECKUM 3aHITHSIM 56 56 -
TectupoBanue 8 8 -
Bug npomexxyTOUHOM aTTecTanuu — S3K3aMeH 36 36 -
OO0mias Tpy0€MKOCTh Yac / 3a4. e]l. 144/4 144/4 =




4. Conep:xkanue TUCHUNTHHBI

4.1. Pa3znennl TUCHUIIMHBI U TPYAOEMKOCTD 110 BUAAM y‘leﬁHbIX 3aHATHIA

OuHo-3a04Hasi popma oOyueHust

n/n

Pa3nena/rema
JAucuunamHbl

Oo6mas
TPYAOEMKOCTH

Buabl y4eOHbIX 3aHATHI, BKJIIOYAS
CaAMOCTOSITEJIbHYIO PA00Ty 00y4aromuXxcs, 4ac

KonTakTHas padora
CamocrosiTesb-
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)
@
g
=)

MNPaAKTUIECKUE Hasl paGOTa

JIeKIUH
3aHATHSA 00y4aromuxcs

Beenenue. Tema 1.
JIOKyMEeHTUpOBaHHE
YIIPaBJICHYECKOU
nestenbHOCTU. TpeboBaHus
K 0 OpPMIICHHIO
JOKYMEHTOB

Tema 2. Cuctema
OpraHU3alMOHHO-
pacnopsaIuTENbHON
JOKYMEHTAIUU.

Tema 3.
JIoKyMeHTHUpOBaHUE
TPYAOBBIX
MIPaBOOTHOILIECHH.

Tewma 4. JloroBopHO-
MpaBoOBasi JOKyMEHTALUS.
JIOKyMEHTBI
BHEIIIHEAKOHOMUYECKOM
JeSITEJIbHOCTH.

Tema 5. Texnomornn
JIOKYMEHTAallHOHHOTO
o0ecrnieueHus ynpaBlIeHusl.

10

Tema 6. Cuctemsl paboThI C
KOH(HIEHIINATbHBIMU
JOKYMCHTAMM.

10

Tema 7. ApxuBHOE
XpaHeHue. DKCIepTu3a
LIEHHOCTH JOKYMEHTOB.

10

Tema 8. [lytu BHEpeHUS
aBTOMAaTU3MPOBAHHBIX
CUCTEM
JOKYMEHTAlMOHHOTO
o0ecreyeHus yrpaBieHus!

10

Tema 9. OcHOBHEIE KJIACCHI
TUPAKHO-3aKa3HBIX
aBTOMAaTU3HPOBAHHBIX
CHCTEM
JIOKyMEHTAITMOHHOTO
o0ecreyeHus yrpaBieHus

10




w2
= °:’ Buabl y4eOHbIX 3aHATHI, BKIIOYAS
g ; CaAMOCTOSITEJIbHYIO PA00Ty 00y4aromuxcs, 4ac
Ne Pa3znes/Tema S 8
n/n I[HCIIHHJ'II/IHLI E KoHTakTHan paﬁ()Ta
= CamocrosiTenb-
Bcero NpaKkTHYeCKue Has paboTa
JIEKIUH
3aHATHSA 00y4aromuxcst

10. | Tema 10. Kputepun

aHanm3a

ABTOMATU3HPOBAHHBIX 10 ) 5 6

CHCTEM

JIOKYMEHTAIMOHHOTO

obecrieueHus yrpaBiacHUs
11. | Tema 11. Ananus

XapaKTePUCTUK

ABTOMATU3HPOBAHHBIX 10 ) 5 6

CHUCTEM

JIOKYMEHTAIMOHHOTO

obecrieueHus yrpaBiIcHUs
12. | Tema 12. Onenka

3¢ (HEeKTHBHOCTU BHEAPEHUS

ABTOMATU3UPOBAHHBIX 10 ) ) 6

CHCTEM

JIOKYMEHTAallMOHHOTO

oOecrnieuyeHus ynpaBIeHHs
Bcero 108 20 20 68
IK3aMeH 36 - - -
HTroro 144 20 20 68

4.2. ConepxxaHue pa3iesioB IUCHUINIHHBI
Beenenne

CoBpeMeHHBIN 3Tan  OOILIECTBEHHOIO Pa3BUTHSA, XapaKTepU3YyIOIIMcA yriayOJeHueM
HKOHOMHMUYECKUX CBSI3€Hd M POCTOM B3aWMO3aBHCUMOCTH T'OCYJapCTB, OOBEKTUBHO OOYCIOBIHMBAET
HeNpepbIBHOE BO3pacTaHUE POJIM HH(POPMAIIMU B COLIMATIBHOM U TEXHHUYECKOM IPOLIECCE, B PEIIEHUU
rio0anpHbBIX 1pobieM. JlocTH)KeHus HayyHO-TEXHHYECKOTo Iporpecca BO MHOIHMX OTpacisx
o0ecreunsiu BO3MOXKHOCTh MPAKTHUECKON peanu3auuu ujer (popMuUpoBaHUsS HH(DOPMALMOHHOTO
o01iecTBa.

B mHacrosimee Bpemss uHGopManusi paccMaTpUBaeTCsl KaK pecypce, KOTOpbI, Kak H
TPaJULMOHHBIE PECYpChl: TPy, DSHEPrusi, TMOJIEe3HbIE MCKOMAeMble, - MOXHO J0OBIBATH,
nepepabarbiBaTh, MCIONB30BaTh M PacHpocTpaHATb. OJHUM M3 HaNpaBiIeHUI HCHOJIb30BaHUS
UH(POPMAITMOHHBIX 1 KOMMYHUKAITMOHHBIX TEXHOJIOTHH B JIEATEIbHOCTH OPTaHOB rOCY/1apCTBEHHOM
BJIACTH, OpPraHW3alldii ® TNPENNpUSATHA  SBISETCS  Pa3BUTHE  CHCTEMBI  AJIEKTPOHHOTO
JIOKYMEHTOO0O0pOTa, CTaHJApTOB JEJIONPOU3BOACTBA M JOKYMEHTOOOOpOTa. AKTYalbHOCTh
COBEpUICHCTBOBAHUS TPAJAUIIMOHHOTO JIEJIONPOU3BOJCTBA OOYCIOBIUBAETCS HEOOXOAUMOCTHIO
NOBbIIIEHHUS 3()(HEKTUBHOCTH YIPABIEHUYECKOM IEATEIBbHOCTH, YCKOPEHUS ABMKEHHS TOKYMEHTOB B
OpraHM3alii, YMEHBUICHUS TPYAOEMKOCTH 00paboTku [okymMeHTOB. (Co3laHHasi Ha OCHOBE
NEPCHEKTUBHBIX NH(POPMALMOHHBIX TEXHOJIOTHI aBTOMAaTH3UPOBaHHAs CHCTEMA JICIIONPOU3BOJICTBA
JOJDKHA ~ TOBBICUTH ~ JCWCTBEHHOCTh  YIpPaBIGHUS 3a  cueT  oOpa3oBaHMsA  €IUHOTO
JIOKYMEHTOOPUEHTUPOBAHHOTO HMH()OPMAIIMOHHOTO TPOCTPAHCTBA, MJAIOIIETO  IMOJB30BATEISIM
cpenctBa 3pGeKTHBHON COBMECTHOM pabOTHI C JOKYMEHTaMH B JTIOOOM MECTE U B JTF000€ BpeMsl.

[IpeaMeT W CTpyKTypa AMCHUIUIMHBI «J{OKyMEHTHpOBAaHHE YHPABICHYECKON NESTEILHOCTHY.
Ponb  nmokymeHTOOOOpOTa B YHpPABIEHMM  NPEANPUATHEM.  3HA4YE€HHE  JUCLMIUIMHBI
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«/IOKyMEHTHpOBaHHE YIPABICHYECKON JEATENbHOCTHY» B IOATOTOBKE CIEIMANINCTa B 001acTu
MeHekMeHTa. COBpEeMEHHOE COCTOSHUE JOKYMEHTALMOHHOTO 00ECTIeYeH sl YIIPABICHHSL.
Tema 1. [lokyMeHTHpOBaHHUe YIIPaBJIeHYECKOMH esiTeJIbHOCTH. TpedoBaHus Kk
0(p)OpMJIEHHI0 JOKYMEHTOB

l'ocynapcTBeHHas cucrema AoKyMeHTarmoHHoro obecnieuenus ympasienus (I'CAOY) - cBox
NpaBW, YyCTAaHABIUBAIOIIME €IUHbIE TpeOOBaHMA K JIOKYMEHTUPOBAHHIO YIPaBICHYECKOI
JEATETIbHOCTH M OpraHu3alui paboThl C JOKYMEHTaMH Ha MPEINPHATHAX Pa3Id4HBIX OpraHu3a-
UOHHO-TIPaBOBBIX (GopM. CoCTaB yIpaBiIeHYECKUX JOKYMEHTOB. [loHSTHE cuCTeM NOKyMEHTAllHH.
OYHKIMOHAIBHBIE U OTpacjeBble CHCTEMbl JOKyMEHTAllMU. YHU(UKAUUS U CTaHAapTU3ALUs
YIpaBJIEHYECKUX JIOKYMEHTOB. PeriaMeHTanys JOKyMEHTUPOBaHUsI YIPaBIECHUECKON ESTEIbHOCTH.
[TocTosiHHBIE ¥ IEpeMEHHbIE PEKBU3UTHI U MpaBmiia ux opopmienus. branku u popmarsl JOKYMEHTOB.
Qopmynssp — oOpasel; OKyMeHTa. YTJIOBOE U TIPOAOJIBHOE PACIOJIOKEHHE PEKBU3UTOB.
YuaudunupoBanHas ¢hopma JOKyMEHTa.

Tema 2. CucreMa OpraHu3alOHHO - PACTIOPAIUTEIbHON TOKYMEHTAIU Y.

Cucrema OPJI. OcobeHHOCTH U XapaKTepHbIe YePThl OPraHU3AIMOHHO-TIPABOBBIX JIOKYMEH-
toB. CocraBieHue ¥ O(QOpPMIIEHHE OCHOBHBIX OPTraHM3alMOHHO-TIPABOBBIX JIOKYMEHTOB: YCTaB,
JOJKHOCTHAsI MHCTPYKILIMS, TIpaBUjia BHYTPEHHETO TPYIOBOTO PACHOPSIKA, IITATHOE paclrCaHue,
MI0JI0’KEHHE O CTPYKTYPHOM IOJPa3AEIEHHH.

PacniopsaurensHas nokyMeHTanus. [IpuHIHITBI COCTaBICHUS, CTAAUU MOrOTOBKH, BU3UPOBAHUS
U MOJIMCAaHUS PACHOPSAUTENBHBIX T0KYMEHTOB. CocTaBieHrue u opopMIICHUE PaclopsaUTEIbHBIX
JOKYMEHTOB: TPUKAa3bl, PACHOPSLKEHMUS, TOCTAHOBJICHUS], YKa3aHHS, PEIICHHS.

CnpaBoyHO-MH(OPMAIIMOHHBIE JJOKYMEHTHI: aKT, JOKJIamHas (Cay)keOHas)) 3ammcka, CIpaBKa,
MPOTOKOJM, CBOAKA, CIIy>keOHoe mHrcbMo. OcobeHHOCTH O(OpMIIEHHS], Pa3HOBUIHOCTU M MOPSIOK
cocTaBieHusi akToB. [lopslok cocTaBieHHMs AaKTOB CBEPKHM pacyeToB MEXAYy JeOUTOpaMu U
kpenutopamu. llpaBuia mpoBeneHHs] COBEIIAHWM KOJJIETHAIBHBIX OPraHoB, COCTaBJICHHE U
oopmiieHre IPOTOKOA.

Cuy>xeOHble icbMa. Kitaccnguxaiust KoppecrioH1eHIMHT; MHULIMATUBHAS U OTBETHAs JINIOBast U
KOMMepuecKas. SI3bIK ¥ CTUIIb AETI0BOM KOppecnoHieHIIMY. TunoBkle 1 TpadapeTHbIe AeI0BbIE MUChMA.
WHuaTBHBIE U OTBETHBIE CITy>KeOHbIe MuchbMa. [Inchbma 3ampockl 1 MMChbMa OTBETHI OpraHU3aLfii-
KpeauTOpoB. THIIOBbIE rapaHTUIHBIE IIICbMa OT OpraHu3aluii (rapaHToB)

[TnanupoBanue AeATEIbHOCTH YUPEKACHHS - BayKHEHIas (QyHKLUS yIpaBiIeHus, TO3BOJISIONIAs
cienarb paboTy yUpeKIACHUS MaKCUMaIbHO 3(PheKTHBHONH. OCOOCHHOCTH IJIAHOBBIX JOKYMEHTOB.
[TnaHoBbBIe TOKYMEHTBI: IU1aH, EPCTIEKTUBHBIH IJIaH, MporpaMma, rpaduk, CXeM reHepajibHas cxema.
OrtpacneBble TUIaHbl W mporpamMMbl. DopMbl OTUETHOW JOKyMeHTanuu. OTdeTHass W OTYETHO-
CIIPaBOYHAs JOKYMEHTALIHS.

Tema 3. JlokymMeHTHpPOBaHUE TPYAOBBIX MPABOOTHOIIEHMIT

JlokyMeHTupoBaHHe PaboThI ¢ mepcoHaIoM. [IoHATHE M CTPYKTypa NMEpCOHATIbHBIX JaHHBIX.
TpeboBanus k 06padoTKe U Mepeade NepcoHaIbHBIX JaHHbIX. CTPYKTypa KaJpoBoi U (POpMaLMOHHO
- JIOKYMEHTAI[MOHHOM CHCTeMbl. XapaKTepPUCTUKA KOMIUIEKCOB KaJpOBOW JIOKyMEHTALUH.
YHuduurpoBaHHble (OpMbI MPUKA30B M0 JIMYHOMY cocTaBy. JloKyMeHTalusi mo ydery pabouero
BPEMEHM M PacueTOB € NIEPCOHAIIOM IO oruiare Tpyna. IIpaBuna BeneHus TpyaoBbIX KHIKEK. CocTa
npoLeayp U JOKYMEHTHpPOBAaHUE IMpHEMa, MEepeBOja, YBOJIbHEHMS mepcoHana. [Ipoiiecc 3amuThl
NEPCOHATIBHBIX JJAHHBIX B KaJIpOBOii ciry>k0e. OCOOEHHOCTH XpaHEH!sI KaJpOBOM JOKYMEHTALUH.

Tema 4. /loroBopHO-nIpaBoOBasi JOKYMEHTALMS.
JIOKYMEHTBbI BHELLIHEIKOHOMUYECKOH JeATeIbHOCTH

OcobenHoctu coctaBieHuss U odopmieHus: 10roBopoB. PasHoBumHOCTH m0roBopoB. Co-
riamenue. KomnekTuBHbIN 10roBop, TpyI10BOM A0roBOp. J[0oroBop nocraBku, apeH ibl, OKa3aHHs YCIIYT.
PexBU3UTHI TOrOBOpa U MpaBUia UX PErUCTPALIUU.

JIoKkyMeHTBI, O(OpMIISIOIIME BHEIIHETOProBble cenku. Crenudukanyuym, KOHOCAMEHTHI,
KOHTpakThl. KoMMepueckas mepenucka BO BHEUIHEIKOHOMHUYECKOH nesTenbHOCcTH. Haznauenue u
o(hopmIIeHHE KOMMEPUECKUX TTHCEM B 3apyOeKHOI MTpaKTHUKE.

[Iperensuonnbie AoKymMeHTHI. JKajoObl, oOpaiieHusi, TpeayioKeHUs Tpaxnad. Jlemompous-
BOJICTBO I10 TUCbMEHHBIM OOPAILICHUSM TPAXK/IaH.

Tema 5. TexHoJI0rUM JOKYMEHTAMOHHOI0 O00ecrieYeHUus1 YIpaBjieHusl



Opranmszanust 1okymMeHTooOopota. [loHsiTHEe ITOKYMEHTOOOOpOTa, €ro KOJIMYECTBEHHBIE U
KAQUeCTBEHHBIC XapaKTEPUCTHKU. TexHomornu oOpaOOTKU BXOIAIIMX, BHYTPEHHMX U HCXOZSALIMX
JNOKyMeHTOB. OnTuMu3zanusi JOKyMmMeHTooOoporta. Perumcrpamms nokymeHtoB. Dopmbl M mpaBmia
peructpauny. KOHTpoiab MCHONHEHUS NOKyMEHTOB. DyHKUMM, 3aJa4d U Ledd KOHTpossd. Cpoku
UCIIOJIHEHUST JOKYMEHTOB. EnuHbIE W JeTaJbHO perjlaMeHTHPOBAHHBIE TMpaBWia paboThl €
YIPaBICHYECKUMH JTOKYMEHTAMU B OPraHU3ALUH.

Tema 6. Cucrema padoThl ¢ KOH(pHICHINAIBLHBIMH JOKYMEHTAMH

Pernamenranus coctaBa KOH(UAECHUMAIBHBIX CBEICHUH M JOKyMEHTOB. IloTOkM KOHOH-
JIEHIMATIbHBIX IOKYMEHTOB. TexHoaornueckas cucrema o0padoTKH KOH(PUIEHIHATIbHBIX JIOKYMEHTOB.
®opmupoBanue, 0popMIIEHHE U XpaHEHHE JIENT, COAEPIKAIUX KOH(PHICHINATbHbBIEC CBEICHUS.

Tema 7. ApxuBHOE XpaHEHUHU JOKYMEHTOB. JKCIIEPTH3a IEHHOCTH IOKYMEHTOB

OmnepaTuBHOE, TEKYIIEE U IIOCTOSIHHOE XpaHEHUE JOKyMeHTOB. CucremMaTusalys J0KyMEHTOB.
[Tpunnuner dopmupoBanus aen. OdopmieHue W BeleHHE HOMEHKIATyphl jAen. Tunosble U
WH/IMBUyalbHblE HOMEHKJIATypbl nen. Onucu nen. DopMbel HCHOIB30BAHUS JOKYMEHTOB U3
apXuBHOro (oHja opranu3auy. OLeHKa 3HaUMMOCTH JOKYMEHTa U CPOKOB UX XpaHeHus. [TpuHuumnb
Y KPUTEPUH OLIEHKH 3HAUUMOCTH. DKCIIEPTHbIE KOMUCCHHU.

Tema 8. IlyTu BHeIpeHHsI ABTOMATU3UPOBAHHBIX CHCTEM
JAOKYMEHTAIIMOHHOTI'0 o0ecrieyeHNs1 yIpaBJieHus

CoBpeMmeHHble 0(uCHBIE HHPOPMALMOHHbIE TeXHONOoruu. CTpareru pa3paboTKu pean3aluu
COBPEMEHHBIX MH(OPMAIIMOHHBIX TEXHOJIOIUN B YIIPABIEHUYECKOHN JesTenbHOCTU. Llenu co3nanus u
BHEJIPEHHS KOMIUIEKCHBIX CHCTEM aBTOMATH3alUM JOKYMEHTAllMOHHOIO O0ECHEeYeHUs! YIpaBJIeHUs..
OyHIaMeHTalIbHbIC TIPHHIHITBI CO3/IAHUS CUCTEM MH(POPMAIIIOHHOTO 00ECTICUSHHSI.

Tema 9. OcHOBHBIE KJIACCHI THPAKHO-32AKA3HBIX ABTOMAaTH3HPOBAHHBIX CHCTEM
AOKYMEHTAIIMOHHOTI'0 o0ecrieyeHNs yIpaBJieHus

OcoOEHHOCTH COBPEMEHHOIO pbIHKA MPOrpaMMHBIX CHUCTEM B O00JAacTM aBTOMAaTU3alUU
JIETIONPOM3BOACTBA U JOKYMEHTO000poTa. COoCcTaB THIOBBIX BO3MOYKHOCTEN KOMITBIOTEPHBIX IIPOIPaMM
IO AaBTOMAaTW3allMM  JIOKYMEHTAI[MOHHOTO obecrieueHus ympaBieHus. CTpyKkTypHas cxema
AaBTOMAaTU3UPOBAHHOW CHUCTEMBl JOKYMEHTAIIMOHHOIO OOECIEYEeHUs] YIPaBJIEHUS OpraHU3aluu.
B03MOXKHOCTH CHCTEMBI TOJTHOCTBIO PEATTM30BaTh MYJIbTUMEUACPEY UL XPAaHEHUS PA3IMYHOIO PO
MIPUIIOKEHUM, JIOTIOJTHEHWH M WJUTIOCTpaluii K JOKymMeHTam ((oTo-, ayauo-, BuUIeo(OpMAaThI).
XapaKTepuUCTUKa OCHOBHBIX aBTOMAaTHU3MPOBAaHHBIX CHUCTEM JIOKYMEHTAI[HIOHHOTO O0ecredYeHHs
yIIpaBJICHHUS.

Tema 10. Kpurepun anajm3a aBTOMATH3HPOBAHHBIX CHCTEM
AOKYMEHTAIIMOHHOTI'0 o0ecrieyeHNs1 ypaBJieHus

AHanmu3 aBTOMAaTH3MPOBAHHON CHUCTEMBI JIOKYMEHTALMOHHOIO OOECHEYEeHHs YNpaBiIeHUs Ha
OCHOBE (YHKIMOHAJIbHBIX cHUCTeM. lIpHBeNeHHBIE K €IUHOMY BHIY (QYHKIMOHAJIBHBIE CXEMBI
ABTOMATHU3UPOBAHHBIX CHCTEM JOKYMEHTAllMOHHOTO obecredeHust yrpasieHus. Kputepuu oueHku
ABTOMATU3UPOBAHHON CHCTEMBI JJOKYMEHTAIIMOHHOTO 00eCTIeYEeHUs! yIIPaBICHHUS.

Tema 11. AHA/IM3 XapaKTePUCTHK ABTOMATH3HPOBAHHBIX CHCTEM JOKYMEHTAIMOHHOTO
olecrnieyeHust ynpapjieHust

Meponpuatiss MO BbIOOPY CHUCTEM aBTOMATH3aLUHM JOKYMEHTAllMOHHOTO OOecIeueHust
ynpasneHus.  OCHOBHbIE  KaueCTBEHHbIE  IMapaMeTpbl  (YHKIMOHAIBHBIX  XapaKTEPUCTHK.
KonnuectBeHHbIE IKCILUTYaTallMOHHbIE napameTpbl aBTOMATU3UPOBAHHON CHCTEMBI
JOKYMEHTALIMOHHOTO obecrnieueHrst ynpanieHus. CpaBHUTENbHBI aHAIU3 aBTOMATU3UPOBAHHBIX
CHCTEM JJOKYMEHTAIIMOHHOT0 00eCIeYeH sl yIIPaBICHHUS.

Tema 12. Ouenka 3¢ppeKTHBHOCTH BHEAPEHUS] aBTOMATH3HPOBAHHBIX CHCTEM
AOKYMEHTALIMOHHOI'0 00ecreyeHNs yIpaBJIeHHs

OxoHomuueckast 3(h(heKTUBHOCTh BHEAPEHHSI aBTOMATU3UPOBAHHBIX CUCTEM JJOKYMEHTAIHIOHHOTO
o0OecrieyeHnsl ympaBiIeHUs — 3TO KOJIMYECTBEHHAs CTOMMOCTHAsl OleHKa 3(pQeKTa OT MPOBEACHUS
MEpPOIPUSITHI 10 aBTOMATH3alMi MH()OPMALMOHHOTO 00ecrieyeHHsl opraHn3atyd. MeTonuku pacyera
3((heKTUBHOCTH TO BHEIPEHUIO ABTOMATU3UPOBAHHBIX CHCTEM JIOKYMEHTAI[HOHHOTO OOECIeUeHUs
YIIPABIICHHUS.



4.3. IIpakTnyeckue 3aHATHS / 1a00paTOpPHbIE 3aHATHSA

OuHo-3204Hast popma o0yueHHst

3anstuel. JlokyMeHTHpOBaHWE  YIPABJICHYECKOW  JEATENbHOCTH. TpeboBaHus K
0(OPMIICHHIO TOKyMEHTOB

Cucrtema opraHu3alMOHHO-PACIOPSAUTENBHON JOKYMEHTALUH.

3anstue 2. JJokyMEHTHPOBAaHNE TPYAOBBIX IPABOOTHOLIECHUH.

JloroBopHO-1paBoBast JOKyMeHTalus. JJoKkyMeHTbl BHEITHEIKOHOMUYECKOM JeSTETbHOCTH.

3ansatue 3. TeXHOIOTUN JOKYMEHTALMOHHOTO 00ECTICUeHHS yIIPaBICHUSI.

3ansarue 4. CucreMsl paboThl ¢ KOH(UICHINAIBHBIMU 10KYMEHTaMH.

3ansTue 5. ApXHMBHOE XpaHEHHE. DKCIEpTU3a HEHHOCTU JOKYMEHTOB.

3anatue 6. IlyTm BHeOpeHUs aBTOMATU3MPOBAHHBIX CHCTEM JIOKYMEHTALIMOHHOTO
oOecrnieueHns ynpaBieHuUs

3anatue 7. OCHOBHBIE KJIACChl THUPAXKHO-3aKAa3HBIX aBTOMATH3MPOBAHHBIX CHCTEM
JIOKYMEHTAllMOHHOT'0 00eCIIeUeHNUs yIIPaBICHUS

3anstne 8. Kpurtepum aHammza aBTOMAaTU3UPOBAHHBIX CHCTEM JOKYMEHTALIMOHHOTO
oOecrieueHusl yIpaBieHUs

3ansaTie 9. AHanM3 XapaKTepUCTUK aBTOMATU3UPOBAHHBIX CUCTEM JOKYMEHTALMOHHOTO
oOecrieueHusl yIpaBieHuUs

3ansatne 10. Onenka 3¢G(EKTUBHOCTH BHEAPEHUS AaBTOMATU3MPOBAHHBIX CHUCTEM
JIOKYMEHTAllMOHHOT'0 00eCIIeUeHNUs yIIPaBICHUS

5. YueOHo-MeTOAMYecKOe 1 MH(OPMAITMOHHOE 00ecTiedeHue TN CIUTIINHbI

5.1. OcHoBHas IMTEpaTypa

1. Bemkyposa, A. b. JlokyMeHTaIlmoHHOE 00eCTICUeHUE YIIPABJICHUS : y4eOHOE TTocoOme JyIs
CTYJIEHTOB cpelHero npodeccuoHansHoro obpazoBanus : [12+] / A. b. BemkypoBa. — Mockaa ;
bepnmun : [dupexkr-Meaua, 2020. — 170 c. : wi., Tabn. — PexxuMm JocTtyna: Mo MOAMHUCKE. —
URL: https://biblioclub.ru/index.php?page=book&id=570999

2. Opra#uzanudss ¥ TEXHOJOTHS JIOKYMEHTAIIMOHHOTO OOECIeUeHUsl YIpPaBICHUS
3NIeKTpoHHOe yuyeOHoe mocobue / coct. C.E. MumiennH ; MuHUCTEpCTBO 00pa3oBaHMsA U HAYKU
Poccuiickoit  ®eneparuu, DenepanbHOE TOCYAapCTBEHHOE OIOKETHOE  00pa3oBaTEIbHOE
yupexkaeHue Boicuiero odpasoBanusi «KemepoBCckHil rocyapcTBeHHBIH yHUBepcuTeT», MHCTUTYT
uctopuu u jap. - Kemeposo : KemepoBckuii rocynapctBeHHblii yHuBepcurer, 2017. - 478 c. -
bubnuorp. B KH. - ISBN 978-5-8353-2149-0 ; -
URL: http://biblioclub.ru/index.php?page=book&id=481592

5.2. lonotHUTEIbHAS JIUTEPATYpPa

1. IIponun, A. A. JIokyMeHTallMOHHOE O0ECTICUeHUE YIPABIEHUA : Y4eOHO-METOINYECKOE
nocobue : [16+] / A. A. Ilponun ; ExarepunOyprckas akagemMus COBPEMEHHOTO HCKYCCTBa
(uHCcTUTYT). — MockBa : upexkt-Meaua, 2024. — 60 c. : Tabn. — Pexxum noctyna: mo moJamucke. —
URL: https://biblioclub.ru/index.php?page=book&id=717546

2. SlaxoBuy, 1. A. Jlemonponu3BoACTBO B KaJpoBoi ciyxoOe : yaeOnuk / [11. A. AnkoBud. —
Mockga : IOnurtu-/lana, 2017. - 161 C. : cxem.,, Tabn. —  URL:
https://biblioclub.ru/index.php?page=book&id=685463

5.3. JInneH3noHHOE MPOrpaMMHoe odecrevyeHue

1. Microsoft Windows 10 Pro
2. Microsoft Office 2007

5.4. CoBpemeHHble mnpodeccHOHAIbHBbIE 0a3bl JAaHHBIX W HHPOPMAIUOHHbIE
CIIPaBOYHbIE CHCTEMBbI
1. Komnprotepubie HHGOPMAIIMOHHO-TTPAaBOBBIE CUCTEMBI «KOHCYIIBTaHT)
http://www.consultant.ru, «["apanT» http://www.garant.ru.
2. OdunmaabHbI HHTEPHET-TIOPTA TPaBoBOM nHpopManuu http://pravo.gov.ru.
3. Ciy»x0a TeMaTHYECKUX TOJKOBBIX cioBapeit http://www.glossary.ru/
4. Hayunas snextpoHHas onbmnoTeka http:// www.elibrary.ru
5. OBC «YHuBepcuteTckas 6nbnanoreka onnaitn» https://biblioclub.ru/index.php
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6. Hayunas snextponnas 6ubmmoreka «KubepJlenunka» https://cyberleninka.ru/
7. AIMAHHUCTPATUBHO-YNPaBICHYECKHI mopTai http:// www.aup.ru/

6. MaTepuajibHO-TEXHUYECKOE o0ecnevyeHne JUCHUIIMHBI

1. JlexumoHHas ayauTopusi, ayauTOPHsl MJid TPYIIOBBIX M WHIMBUIYAJIbHBIX KOHCYJIbTAIUH,
OCHAII[EHHAs] KOMIUIEKTOM MeOenu Juisi Yy4eOHOro mpoliecca, Y4eOHOU IOCKOW, MEepCOHATBHBIM
KOMIIBIOTEPOM, IIA3MEHHOM MaHEbIO.

2. Aynuropusi A NPOBEACHUS MPAKTUYECKUX U CEMHHAPCKUX 3aHSATUN, TEKYILIEro KOHTPOJIS U
MIPOMEKYTOYHOM aTTeCTalliy, OCHAIIICHHAS KOMILJIEKTOM MeOeH Ijisi y4eOHOro mpoiiecca, yueOHou
JIOCKOM, MIEPCOHAIBHBIM KOMITBIOTEPOM, IIJIA3MEHHOW MTAHEINBIO.

3. Ayauatopusi I CaMOCTOSTEILHON pabOThl CTYJECHTOB, OCHAIICHHAS KOMIUICKTOM MeOenu s
y4eOHOro mporecca, Y4eOHON JOCKOH, IEepPCOHATBHBIMA KOMIBIOTEPAMH C BO3MOXXHOCTBIO
MOAKIIOUEHUS K ceTH «ITHTepHeT» M TOCTYNOM K 3JIEKTPOHHON MH(OPMAITMOHHO-00pa30BaTEILHOM
cpene YHUBEpCUTETA.

7. MeToauuecKue PEKOMEHIAIUHU IO OPraHu3aliu U3YyYCHUSA TUCHUIIJINHBI

7.1. MeToan4ecKue peKOMeHIAIUH NPeNnoiaBaTes o

JlanHbli pa3zen Hacrosiied paOoueill mporpamMMbl NpeAHA3HAYEH JJIS HAYMHAIOIIMX
npenoaaBaresiell U CrieluaiiCcTOB-IIPAKTUKOB, HE UMEIOIINX OIbITa MPENO01aBaTEIbCKONW padoThl.

JucummmHa — «/loKyMEHTHpOBaHME  YIPABJICHYECKOW  NEATENBHOCTH»  SIBISETCS
JUCITUTUIMHON, (OpMHPYFOIIEeH y 00yJaronuXcsi YacTUIHO npodeccnoHanbHyo kommnerennuto [TK-
3. B ycnoBusAX KOHCTpYHpOBaHMsI 00Opa30BaTENIbHBIX CUCTEM HA MPUHIMIIAX KOMIIETEHTHOCTHOT'O
MOJIX0Jla MPOU30LLIO KOHIENTyalbHOE HM3MEHEHHE POJM IPENojaBaTelis, KOTOPBIA, Hapsay ¢
TPaJULIMOHHON POJIbI0 HOCUTENS 3HAHUM, BBINOIHAET (PYHKIUIO OpPraHU3aTopa HayyHO-IOUCKOBOH
paboTel oOydaromierocsi, KOHCYJbTaHTa B MpOIENypax BbIOOpa, oOpaOOTKM M HHTEpIpETalUH
uHpOpMaLUU, HEOOXOJUMOH 711 IPAaKTUYECKOTO NEHCTBUS U JaJIbHEHIero pa3BUTHUs, YTO JIOJKHO
0053aTeNbHO YUUTHIBAThCA MPU MPOBEACHNUH JIEKIIMOHHBIX U MPAKTUYECKUX 3aHATUH 110 JUCLIUIIINHE
«JlokymMeHTHpOBaHNE yIPaBIEHUYECKON AESITEILHOCTI.

[IpenomaBanme  TEOpeTUYECKOro  (JEKIMOHHOIO)  Marepuajga 10  JUCIUIUIMHE
«/lokyMeHTHpOBaHME  YIPaBIEHUYECKOM  AESITEIBHOCTH»  OCYLIECTBIIAETCS  HA  OCHOBE
MEXIUCUUIUIMHAPDHOM HHTErpallid M YETKUX MEXIUMCUUIUIMHAPHBIX CBSI3ed B paMKax
o0pa3oBaTebHON MPOrpaMMbl U ydeOHOro Iu1aHa o HanpasieHuto 38.03.01 DxoHoMHuKa.

[TonpoOHOE conep:kaHHWe OTHENbHBIX pa3feNoB  JIUCHUIUIMHBI  «JlOKyMeHTHpOBaHUE
yIpaBJIEHYECKOH 1eSTEeNbHOCTHY paccMaTpuBaeTcs B 1.5 pabodeit mporpaMMel.

MeTtouka onpeieleHtsi UTOTOBOTO CEMECTPOBOIO PEHTHHIA 00yYaroIIerocs 1o JUCIUILINHE
«/lokyMeHTHpOBaHNE YIIPABIEHUYECKON JESATeNbHOCTH» IpeacrasieHa B coctae POC mo
JUCIIUIUIMHE B T 8 paboueil mporpaMMBl.

[TpumepHBIE BapHaHTHI TECTOBBIX 3aJaHUN JJI TEKYILEro KOHTPOJI U IEPEUYEHb BOIPOCOB K
HK3aMEHy MO JUCHMIUIMHE TaK)Ke MPEJCTaBIEHbI B 1 § paboueil mporpamMmal.

IlepeueHp OCHOBHOM M JOMOJHUTEIBHOM JUTEPAaTYphl M HOPMATHUBHBIX JOKYMEHTOB,
HEOOXOJUMBIX B XOJ€ IMpernojaBaHusl TUCHUIUIMHBI «J{OKyMEHTHpOBaHHE yMpaBICHUYECKON
NesITeIbHOCTH», TMpHBEJIeH B M.8 Hacrosmiedl paboueil mporpammsl. IIpemomaBaremto ciemyer
OpPUEHTUPOBATH OOYYAIOIIMXCS HA WCIOJIb30BAHUE MPHU MOJATOTOBKE K MTPOMEXKYTOUHOM aTTecTaliuu
OPUTMHAJILHOM BEPCUY HOPMATHUBHBIX TOKYMEHTOB, ICHCTBYIOIIMX B HACTOSIIEE BpPEMSI.

7.2. MeToan4eckue yKa3zaHus 00y4ar0ImuMCs

[Tomydyenue yrayOJeHHBIX 3HAHUW MO JUCHMIUIMHE JOCTUTaeTcs 3a CYeT AaKTUBHOMN
CaMOCTOSITENIbHOW paboThl 0Oyuarommxcs. Beinensemplie yachl 11e1eco00pa3Ho HCIONb30BaTh IS
3HAKOMCTBA ¢ y4yeOHOM M HaydyHOW JMTEpaTypol Mo mpobiieMaM AMCHUUILUIMHBI, aHAIU3a Hay4dHbIX
KOHLICTILIMH.

B pamMkax QUCHMIUIMHBI IPEIYCMOTPEHBI pa3indHble (POPMbI KOHTPOJIS YPOBHS JOCTHKECHUS
00yYaromuMHCs 3asBICHHBIX HHIUKATOPOB OCBOCHHSI KOMIETeHIIi. PDopma TEeKyIIero KOHTPOJIS —
aKkTUBHas paboTa Ha NPAKTUYECKUX 3aHATUAX, NOArOTOBKa pedepara u TecTupoBaHue. dopmoii
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IIPOMEKYTOUYHOIO KOHTPOJISI [0 JAHHOM JMCLMIUIMHE SBIISIETCS OK3aMEH, B XOJI€ KOTOPOro
OLICHUBACTCA YPOBEHb JIOCTUKEHUS OOydYalOUIMMUCSA 3aABJICHHBIX WHAMKATOPOB OCBOECHHUS
KOMIIETCHIIUM.

MeToanueckne yka3aHus 10 OCBOCHUIO JUCHUIIIMHBL.

JICKIIMOHHbBIC 3aHATUS TPOBOAATCS B COOTBETCTBUU C COJEPKAHMEM HACTOAICH paboueit
IPOTrpaMMBbl U IPEACTABIISIIOT COO0M N3TI0KEHUE TEOPETUUECKUX OCHOB IUCLIUILIIMHBI.

[Tocemenue TEKIMOHHBIX 3aHATUH SIBJISCTCS 003aTEIbHBIM.

KoHcnektupoBaHne JEKIMOHHOIO MaTrepuaja JOIYyCKaeTCsl KaK INHCbMEHHBIM, TaK U
KOMIIbIOTEPHBIM CIIOCOOOM.

PerymnsipHoe moBTOpeHue Marepuana KOHCIEKTOB JICKIHMHM 10 KaXKIOMY pas3zielly B paMKax
HNOJArOTOBKHM K TEKyIIMM (opMaM aTTecTaluy MO AUCLUUIUIMHE SIBJIAETCS OAHMM M3 BaXKHEHWIIMX
BUJIOB CAMOCTOSITEIBHON pabOThI CTYACHTA B TEUYCHHE CEMECTpa, HEOOXOIMMON ISl KaYeCTBEHHOM
IIOATOTOBKHU K IIPOMEKYTOYHOH aTTeCTalUH 110 JUCLHUIIIMHE.

IIpoBeneHne NPAKTUYECKUX 3aHATUM 110 IUCHUILIMHE «/OKyMEHTUPOBAHUE yIIPaBICHYECKOMN
JeSITeIbHOCTH» OCYILIECTBISIETCS B CIEAYIOUIMX (popMax:

— aHaIW3 TPaBOBOM 0a3bl, pErIAMEHTHPYIOIMIEH JEATEIbHOCTh OpPraHU3AlMi Pa3THMUYHBIX
OpraHU3aI[IOHHO-TIPABOBBIX (OPM;

— OIpOoC IO MaTepHajiaM, PacCCMOTPEHHBIM Ha JIEKIUAX U HM3YYCHHBIM CaMOCTOSITEIIBHO IO
PEKOMEHI0BAaHHOM JTUTEpaTypeE;

— PCHICHHC THUIIOBBLIX PACUCTHBIX 3aJa4 I10 TECMaM;

— aHanM3 1 00CyXIEeHNE NIPAKTUUYECKUX CUTYalUil 110 TEMaM.

[Tocemenue npakTHUECKUX 3aHATHH U aKTUBHOE Y4aCTHE B HUX SBJSIETCS 0053aTEIIbHBIM.

[ToaroToBka K MpakTUYECKUM 3aHATHIM 0053aTEIIbHO BKIIOYAET B C€0s N3y4EeHUE KOHCIICKTOB
JIEKIIMOHHOI'0 MaTepualla 1 PeKOMEHIOBaHHOM JIMTEPATyphl I aJleKBaTHOI'O IIOHUMAaHUs YCJIOBHS
U crocoba peleHus 3aJaHui, 3alJlaHUPOBaHHBIX MpernojaBaTesieM Ha KOHKPETHOE MPaKTHUeCKOoe
3aHATHE.

Meronnyeckue  ykasaHWsl 110 BBINOJIHEHHWIO  Pa3iAWyYHbIX  (HOpM  BHEayJIUTOPHOU
CaMOCTOSTENILHOW PabOTHI

M3yueHrne OCHOBHOM W JIONOJHUTEJIBHOM JUTEPATYPBI, a TAaKXKE HOPMATUBHO-IPABOBBIX
JJOKYMEHTOB 110 JUCLUIUIMHE MPOBOAUTCS HA PETYJSPHOM OCHOBE B pa3pe3e KaXAoro pasieia B
COOTBETCTBUU C IMPUBEIEHHBIMU B 1.5 pabouel mporpaMMbl PeKOMEHJAUSAMH JJi MOATOTOBKH K
IIPOMEKYTOUHOM  aTTeCTalid 10  JUCUHUIIIMHE  «JIOKYMEHTHpOBAaHHE  yIIPABJICHYECKOU
nesTeibHOCTH». CUCOK OCHOBHOM M JIOTIONIHUTENBHON JINTEPATYPhl U 00A3aTENIBHBIX K U3yUEHUIO
HOPMAaTUBHO-TIPAaBOBBIX JIOKYMEHTOB M0 AMCLUMIJIMHE TNpUBENEH B 1.7 Hacrosiei paboueit
nporpammel. Crenyer oTnaBaTh NPEANOYTEHUE HW3YYEHHIO HOPMATHUBHBIX JIOKYMEHTOB I10
COOTBETCTBYIOIIUM pa3jenaM JUCLHUIIIMHBI 10 CPABHEHUIO C MX aallTUPOBAHHOM MHTEPIpETAlHen
B yueOHOI tuTeparype.

Pemenne 3amay B paspe3e pasfesioB JUCHUILIMHBL «/IOKyMEHTHPOBaHHE YIIPaBIECHYECKOMN
JeSITeILHOCTH SIBJISIETCS] CAMOCTOSITENIbHON paboTol 00yyaroerocsi B popmMe JOMAIIHEro 3aaHus
B CJIy4asix HEIOCTaTKA ay AUTOPHOTO BPEMEHU Ha NMPAKTHYECKUX 3aHATHUAX JUIS pEIIEHUs BCEX 3a/a4,
3aIUIAHMPOBAHHBIX MPENOAABATENEM, IPOBOAAIIMM IIPAKTUYECKUE 3aHATHUSA 110 TUCLUAILINHE.

Meroanueckue ykazaHus 10 MOATOTOBKE K MPOMEKYTOYHOM aTTeCTAlNU

IIpomexxyTouHast arrecrauus IO JUCLHUILIMHE «/[OKyMEHTHpOBaHUE YIIPaBICHYECKON
JESTENIbHOCTH» MPOXOIUT B GopMe 3Kk3aMeHa. [IpumepHBIi mepedyeHb BOINPOCOB K AK3aMEHYy IO
JUCLHUIIINHE «JlOKYMEHTUPOBAaHUE YIIPABICHUYECKON NEATEIBHOCTU» U KPUTEPUU OLICHKU OTBETA
oOydarolierocss Ha »3K3aMeHe Juisd IieJied OIEHKM JIOCTH)KEHUS 3asBICHHBIX HHAWKATOPOB
c(OpMHPOBAHHOCTH KOMIETEHIMH TpuBeAeHbl B coctaBe POC mo aucuuiuiiHe B 1 8 paboueit
IIPOrPaMMBI.

OOyuaronuiics TOMycKaeTcs K MPOMEKYTOUHOM aTTEeCTalluy MO AUCHUIUINHE HE3aBUCHMO OT
pE3yJIBTaTOB TEKYIETO KOHTPOJIS.

8. ®oH O1IEHOYHBIX CPEICTB MO AUCHHUILIHHE



8.1. IlepeyeHb KOMIETEHIUI ¢ yKa3aHMeM 3TanoB X (OPMHPOBAHUS B MpoLecce
OCBOCHUS TUCHUIUINHBI. POpMBbI KOHTPOJIst GOPMUPOBAHMSI KOMIIETEHIM i

Kon u NHauKaTOpPBI 10CTHKEHUS JTansl
HAUMeHOBaHUe KOMIIETeHIIUH ¢hopmupoBanus
N dopmMa KOHTPOJIA
KOMMeTeHIHit (pa3aennt
JUCHMILJIMHbI)
[1K-3. Criocoben NIIK-3.1 3HaeT npUHIIMIIBI
y4acTBOBAaTh B OpraHU3aIlOHHOTO
OpraHu3aIu B3aUMO/ICICTBUS, OCHOBHBIE
paboThI MIpUEMBbI YIIPaBJICHUS n .
OMEKYTOYHbIN
HKOHOMUYECKUX WIIK-3.2 Pa3zpabaTbiBaeT u p Y
KOHTPOJIb:
CITYK0 1 MIPUMEHSIET 000CHOBAHHBIC
MoApa3IeICHUI OpraHu3alMOHHO Jlsamen
P P Tekymmit
yIpaBIeHYECKHE PEIICHUS,
KOHTPOJIb:
OLICHUBAET UX YKOHOMHYECKHE 1-12
OTpocC Ha
Y COLIMaJIbHbIE TIOCTIEICTBUS -
HIIK-3.3. ['oTOBUT OTYETHI O P
. . 3aHSITHSX;
(b1MHAHCOBO-XO3SIIICTBEHHOI
pedepar;
JESITeTbHOCTH U POPMHUPYET
TECTUPOBAHUE
IJIAHOBO-YYETHYIO
JIOKYMEHTAIIMIO OPTaHU3aIu1
JUIsE 000CHOBAHUS
YIPABJICHYECKUX PEHICHUI

8.2. [loka3aTesu 1 KpUTEPUHU OLEHUBAHUS KOMIIETEHIIUI IPH U3YYEeHHUH AU CUMILIMHBI,
ONHCAHME IIKAJ OLCHUBAHMS

8.2.1 Kpurepun olleHKHM 0TBeTa Ha IK3aMeHe

(popmupoBanue komnerenuuu [1K-3, nnagukaropsr UITK-3.1, UT1K-3.2, UTIK-3.3)

«5» (oTaM4HO): O0OydYalIUici JEMOHCTPUPYET CHCTEMHBIE TEOPETUYECKHE 3HaHMS,
IPAKTUYECKHE HABBIKH, BJIAJEET TEPMUHAMHU, JIeJaeT apryMEHTUPOBAHHbBIE BBIBOABI U 0000IIEHNUS,
IPUBOJIUT MPUMEPHI, NOKa3bIBa€T CBOOOJHOE BIJIAJICHUE MOHOJOTMYECKOW PEeubl0 U CHOCOOHOCTh
OBICTPO pearupoBaTh Ha YTOYHSIOLINE BOIIPOCHI.

«4» (xopomo): oOyyaromuics JIEMOHCTPUPYET IPOYHbIE TEOPETUYECKHE 3HAHMA,
NpPaKTUYEeCKHE HABBIKHU, BIIaJIeeT TEPMUHAMH, JEJIaeT apryMEHTHPOBAaHHBIE BBIBOJIBI U 0000IICHHUS,
HOPUBOAUT IMPHUMEpPHI, MOKa3bIBaeT CBOOOJHOE BIIAJCHHWE MOHOJIOTHUYECKOM PEuyblo, HO IPU 3TOM
JIeNlaeT HECYIEeCTBEHHbIE OIIMOKHM, KOTOpble OBICTPO HCHPABISIET CAMOCTOSTEIBHO WM TpU
HE3HAUYUTEIIbHON KOPPEKIUU IIPEIOJaBaTEIIEM.

«3» (Y10BJIETBOPUTEJIBHO): O0YUYaIOIIUICSI JEMOHCTPUPYET HETTyOOKHE TEOPETHUYECKHE
3HaHUA, NpOsBIsAeT ciabo chopMUpPOBaHHBIE HAaBBIKM aHalW3a SBJIEHUH M IPOIIECCOB,
HEJIOCTATOYHOE YMEHME JEJIaTh apryMEHTUPOBAHHBIE BBIBOJBI U IIPUBOJNUTH MPUMEPHI, TOKA3BIBAET
HE JO0CTaTOYHO CBOOOJHOE BIJIaJJIEHME MOHOJIOTMYECKON peublo, TEPMHHAMH, JOTHYHOCTHIO U
MOCJIEIOBATEIbHOCTBIO HM3JI0KEHUS, JeNaeT OIMOKM, KOTOpble MOXKET HCIPAaBUTh TOJBKO MpPHU
KOPPEKLUHU MIPENOIaBATEIIEM.

«2» (HeyAOBJIETBOPUTEJIBHO): O0yUaIOMIMNACSA JAEMOHCTPUPYET HE3HAHUE TEOPETHUYECKHX
OCHOB IIPEIMETA, OTCYTCTBHUE INPAKTUYECKUX HABBIKOB, HE YMEET JENaThb apryMEHTUPOBAHHBIC
BBIBO/IbI U IPUBOJUTH IPUMEPHI, TOKAa3bIBAET CJ1a00e BIaJlEHUE MOHOJOTHYECKOH peublo, HE BIIaJIEET
TEPMHHAMHM, TPOSBIAECT OTCYTCTBHE JIOTUYHOCTH MU IIOCIEJOBATEIBHOCTH H3JI0KCHHS, JEIacT
OLIMOKH, KOTOPbIE HE MOYKET MCIPABUTh Jake IPU KOPPEKIMH IpPErnojaBaTeseM, OTKa3bIBaeTCs
OTBEYaTh Ha JIOTIOJHUTEIBHBIE BOIIPOCHI.
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8.2.2 Kpurepnu oueHkH paGboThl 00y4ar0Ierocsi Ha NPAKTHYECKUX 3aHATUAX
(bopmupoBanue komnerenuu [1K-3, uaaukaropsr UITK-3.1, UTIK-3.2, UT1K-3.3)

«5» (OTJMYHO): BBIIOJHEHbl BCE IPAKTUYECKHE 3aJaHus, IPELyCMOTPEHHBIC
NPAaKTUYECKUMHU 3aHATUAMHU, OOydarouuiics 4eTKo U 0e3 OomMOOK OTBETHJI Ha BCE KOHTPOJIbHBIE
BOIPOCHI, aKTUBHO PabOTaJl Ha MPAKTUYECKUX 3aHATHSIX.

«4» (X0po1110): BBIIIOJIHEHBI BCE PAKTUYECKUE 3a/1aHUS, IPEAYCMOTPEHHBIE IPAKTUYECKUMU
3aHATUSAMH, OOYUYAIOMIMNCS C KOPPEKTUPYIOMIMMHU 3aMEUaHUSIMU MPENoJiaBaTessi OTBETHI Ha BCE
KOHTPOJIbHBIE BOIIPOCHI, IOCTATOYHO AKTUBHO paboTall Ha MPAKTUYECKUX 3aHITHUSIX.

«3» (y0BJIETBOPHUTEJIBHO): BBIIOJIHEHBI BCE MPAKTHUUECKUE 33JaHUs, NPEIYyCMOTPEHHBIE
IPAKTUYECKMMH 3aHATHSAMM C 3aMEYaHHUSIMM IpenojaBarelis; oOydyarolIuiicss OTBETUJ Ha BCE
KOHTPOJIbHBIE BOIIPOCHI C 3aMEYaHUSIMU.

«2» (Hey10BJICTBOPUTEJIBHO): 00yYaOUIUiCA HE BBIIOIHMI MJIM BBIIOJIHMUI HENPABUIBHO
IPaKTUYECKHE 3aJaHuUs, IPEelyCMOTPEHHbIE TPAKTUUECKUMHU 3aHATHAMM; 00yUYarOIIMNACA OTBETHII Ha
KOHTPOJIbHBIE BOIIPOCHI C OIIMOKAMH WJIM HE OTBETUJI Ha KOHTPOJIbHBIE BOIIPOCHI.

8.2.3 Kpurepuu ouenku pedepara
(bopmupoBanue komnerenuu [1K-3, uaaukaropsr UITK-3.1, UTIK-3.2, UI1K-3.3)

«5» (0TJIM4HO): TeMa pedepaTa aKTyanbHa M PacKpbITa MOJHOCTBIO; pedepaT MoAroTOBICH
B YCTAQHOBJICHHBII CPOK; O(OpPMIICHUE, CTPYKTYpa U CTHJIb M3JIOKEHUS pedepaTa COOTBETCTBYIOT
IPEIbABISIEMBIM TPEOOBAaHMIM K O(OPMIICHUIO JOKYMEHTA; pedepar BBIIOIHEH CAMOCTOSTEIBHO,
NPUCYTCTBYIOT COOCTBEHHBIE OOOOIICHHS, 3aKIIOUEHHMs W BBIBOJBI; ITOATOTOBIIEH JOKJIA,
u3j1araeMblii 6e3 UCIOIb30BaHUs OIOPHOTO KOHCIICKTA.

«4» (xopomo): Tema pedepara akTyaJgbHa, HO pacKpblTa HE MOJIHOCTBIO; pedepaT
HOJTrOTOBJIEH B YCTAHOBIEHHBIH CpOK; OdopMiIeHHE, CTPYKTypa M CTHJb H3JIOXKEeHHs pedepara
COOTBETCTBYIOT INpPEIbSABIIEMbIM TPeOOBAHUAM K O(GOPMIICHHIO JOKYMEHTa; pedepar BbINOJIHEH
CaMOCTOSITENIbHO, MPUCYTCTBYIOT COOCTBEHHBIE 0000IIECHNS, 3aKIIOUEHHS U BBIBOJIBI; TIOJTOTOBJIECH
JIOKJIaJ1, U3J1araeMbli ¢ UCIIOJIb30BaHUEM OIMIOPHOTO KOHCIIEKTA.

«3» (yAoBJ1eTBOPUTEJIbHO): TeMa pedepaTa akTyalbHa, HO PACKpbhITa HE ITOJHOCTHIO;
pedepar MOATOTOBIEH C HApyNICHHEM YCTAHOBJIEHHOTO CpOKa MPEACTaBIeHUs; o(hopMIICHHE,
CTPYKTYpa M CTHJIb W3JIOKEHHs pedepaTa HE B IOJHOW Mepe COOTBETCTBYIOT NPEAbSBISEMBIM
TpeboBaHMAM K O(OPMIICHHIO JOKYMEHTa; B IIEJIOM pedepar BBIIOJHEH CAMOCTOSATENIBHO, OJHAKO
OYEBHUIHO HAJTMYME 3aMMCTBOBAaHMH 0€3 CCHIIOK Ha MCTOYHHMKH; TIOJTOTOBJICH JOKJIAJ, N3JIaraeMbli
C MCIOJIb30BaHUEM OIOPHOT'O KOHCIIEKTA.

«2» (HeylOBJIETBOPUTEJIBHO): TeMa pedepara axkTyanbHa, HO HE pacCKphITa; pedepar
MOJTrOTOBJIEH C HAapYIIEHWEM YCTAaHOBJIEHHOTO CpOKa NpeACTaBieHHUs; opopMIIeHHE, CTPYKTypa U
CTHJIb M3JIOXKEHHUsl pedepaTa HE COOTBETCTBYIOT NMPEIbSBISAEMBIM TPeOOBaHUSAM K O(OPMIICHUIO
JOKYMEHTa; B pedepaTe OUYSBHIHO HATMYHE 3HAUNTEIILHBIX 00BEMOB 3aIMCTBOBaHHIA 0€3 CCHUTIOK Ha
WCTOYHWKH; JOKJIA HE MO OTOBJICH.

8.2.4. Kputepuu oueHKH TeCTUPOBAHMS
(popmupoBanue komnerenuuu [1K-3, nnagukaroper UIIK-3.1, UT1K-3.2, UTIK-3.3)

TecTupoBaHue OIEHUBAETCS B COOTBETCTBUHU C MPOIEHTOM IMPABUIBHBIX OTBETOB, JTaHHBIX
00ydJaromuMcst Ha BOIIPOCHI TECTa.

CrangapTHas mIKajga COOTBETCTBHS PE3YJIbTATOB TECTHUPOBAHUS BBICTABIIEMON OaIbHOU
OILICHKC:
- «OTJIMYHO» - CBbINIE 85% MpaBUIbHBIX OTBETOB;
- «xopoto» - oT 70,1% no 85% npaBuIbHBIX OTBETOB;
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- «YIOBJIETBOPUTEIBHO» - OT 55,1% 110 70% npaBUIBHBIX OTBETOB;
- oT 0 10 55% npaBUIIBHBIX OTBETOB — «HEYIOBJIETBOPUTEIBHO»
«5» (OTJMYHO): TECTUPYEMBIN JEMOHCTPUPYET CUCTEMHbBIE TEOPETUUECKUE 3HAHUSI, BJIAJICET

TEPMHHAMH U 00J1a/1aeT CIIOCOOHOCTHIO OBICTPO pearupoBaTh Ha BOMPOCHI TECTA.

«4» (XOpOII0): TECTUPYEMBIi B I[EJIOM JIEMOHCTPUPYET CUCTEMHBIC TEOPETUYCCKHIE 3HAHUS,
BJ1ajiceT OOJIBIIMHCTBOM TEPMHHOB M 00Ja1aeT CIIOCOOHOCTHIO OBICTPO pearkpoBaTh Ha BOMPOCHI
TecTa.

«3» (YIOBJIETBOPHMTEJIbHO): CHCTEMHBIC TEOPETUYECKHE 3HAHHUSA Y TECTHPYEMOTO
OTCYTCTBYIOT, OH BJIQJICCT HEKOTOPHIMH TEPMHHAMH M Ha BOMPOCHI TECTa Pearupyer MOCTaTOYHO
MEJUICHHO.

«2» (HeyJIOBJIETBOPHUTEJIBbHO): CHCTCMHBIC TEOPETHUCCKUE 3HAHHUS y TECTHPYEMOTO
OTCYTCTBYIOT, TCPMUHOJIOTMEH OH HE BJIaJICCT U HAa BOMPOCHI TECTAa PEarupyeT MEJICHHO.

8.2.5. MHrorosoe coorBercTBHEe O0ANJBHOW IIKAJAbI OUEHOK MW  YPOBHeH

¢opMHUPOBAHHOCTH KOMIIETEHUMH 10 TUCHMILVIHHE:

YpoBenb
copMUpoOBaHHOCTH Ouenka IosicHenune
KOMIICTCHIINU

TEOPETUYECKOE CO/ACPKAHHE U MPAKTUYECKHUE HABBIKU IO
5 JVCIUIUIMHE OCBOCHBI MTOJTHOCTHIO;

Bricokuii (OT;(HZHO) BCE IPEIyCMOTPEHHBIE MPOTpPaMMOil oOydeHUs y4ueOHbIE

3aJ]aHus BHITIOJHEHBI Ha BEICOKOM YPOBHE;

KOMITETEHIIMU cQOPMHUPOBAHBI

TEOPETHYECKOe COJEP)KaHNWE M TPAKTUYCCKHE HABBIKH I10

JHCIUIUIMHE OCBOCHBI MTOJHOCTHIO;

BCE IMPEIyCMOTPEHHBIC MPOrpaMMOil 0OyueHHs y4ueOHbIC

3aJIaHus BBITIOJHEHBI C HE3HAUYNTEILHBIMU 3aMEUaHUSIMU;

KOMITIETEHIINH B I1€7I0M C(OPMHUPOBAHBI

TEOPETHYECKOE COAEP)KAHUE M MPAKTHYECKUE HABBIKU TI0

JUCIMIUIMHE OCBOEHBI YaCTUYHO, HO MpPOOENBl HEe HOCST

Y noBnerBopu- «3» CYIIECTBEHHOT'O XapaKTepa;

TEIbHBIN (YIOBIIETBOPHUTENHHO) |OOJIBIIMHCTBO MPETYCMOTPEHHBIX IPOrpaMMoii 00ydeHUs
y4eOHBIX 32124 BHIIOIHEHO, HO B HUX UMEIOTCS OLTHOKY;
KOMITETEHIIMK cQOPMHUPOBAHBI YACTHIHO
TEOPETHYECKOe COJCP)KaHNWE M NMPAKTUYECKHE HABBIKH 110
JHMCIHUIUINHE HE OCBOCHBI,

OOJIBITMHCTBO MPEIYyCMOTPEHHBIX MPOTpaMMoi 00yUeHHs
y4eOHBIX 3aJlaHuii TMOO HE BBHIMOJIHEHO, JTUO0 CONEPKHUT
rpyOble oIOKY;

JIOTIONTHUTENBHAS ~ CaMOCTOsATeNbHAs ~ paboTa  Haj
MaTeprajoM He MPHBOIUT K KaKOMY-THOO 3HAYUMOMY
MOBBIIICHHUIO KaYeCTBA BHITIOJIHEHHS yUeOHBIX 3aJaHNH;
KOMIIETCHIIMU HE ChOPMHUPOBAHBI

«4y»

Cpenmuii (xoporo)

Heynosnersopu- «2»
TEJIbHBIN (HeyIOBIIETBOPHUTEIHHO)

8.3. Meroanyeckne Marepuaabl (TUIOBble KOHTPOJbHbIC 3aJaHHs), ONpelesouue

pe3yJbTaThbl 00y4eHHs M0 JTUCHHUIINHE, COOTHECEHHbIE ¢ HHAUKATOPAMH 10CTHKEHHS

KouTponbHble 3a1aHus, TpUMEHsSEMble B paMKaX TEKYIIEro KOHTPOJIS U NMPOMEKYTOUHON
aTTeCTallli MO JUCLMIUIMHE, HOCAT YHUBEPCAIBHBIM XapaKTep W MPEeAyCMaTpUBaOT BO3MOXKHOCTh
KOMIUIEKCHOW OLIGHKM BCEro HaOopa 3asBJIEHHBIX 10 JaHHOM AMCUUIUIMHE WHIMKAaTOPOB
c(OpPMHPOBAHHOCTH KOMITETCHIIUH.

8.3.1. Texkymmii KOHTPOJIb (Pa0oTa HA NPAKTHYECKUX 3aHATHAX)
(bopmupoBanue komnerenuu [1K-3, maaukaropsr UITK-3.1, UTIK-3.2, UT1K-3.3)

IIpumeps! 3aJaHN N/ NPAKTHYECKUX 3aAHATHI
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3aoanue 1.

[TpencraBeTe, yTo Bbl paboTaere B KOMIIAaHMM PYKOBOJUTEIEM OTJeNa Mpojax. Bam HeoOXxoaumo
COCTaBUTh JOJDKHOCTHYIO MHCTPYKIIMH Ha BAKaHTHYIO JIOJDKHOCTb — MEHEJKEPaA OT/IENA IPOJAXK.
Cdopmynupyiite OCHOBHBIE pa3/ieiibl JOJKHOCTHON HHCTPYKIMU: KBAIN(UKALIMOHHBIE TPEOOBaHHUS,
JOJDKHOCTHBIE  O0S3aHHOCTH, OTBETCTBEHHOCTb, IIpaBa M B3aMMOOTHOIICHHS. Odopmure
JIOJDKHOCTHYO HHCTPYKIMIO CO BCEMH HEOOXOAMMBIMU PEKBU3UTAMU JIAHHOTIO JOKYMEHTA.
3aoanue 2.

Heo6xonumo 3anonauts lllTaTHOE pacnucanne B COOTBETCTBUU C TPEOOBAHUSMH, IIPEIbSIBIIIEMBbIMU
K OpraHU3allMOHHO-PACHOPSAUTENbHBIM J0KyMeHTaM (YHuduuupoBanHas ¢opma IltatHoro
pacnucaHus MpUIaraeTcs)

3aI10JIHAIOTCS BCE PEKBU3UTBHI.

3aoanue 3.

IIpencraBere, yTo Bl paboTaere B oTaene KaapoB opraHusanuu. Bam HE0OX0IUMO NOATOTOBUTH
MPOEKTHI KaJAPOBHIX JOKYMEHTOB

1. Ha ocHOBaHuM 3aKJIH0YEHHOTO TPYAOBOro orosopa o npueme VMeanosa WM. Ha nomkHOCTH
MEHEe[Kepa B Ballly OpraHu3aIiio 0ohOpMUTE MPHUKA3 110 JINYHOMY COCTaBy O IpHeMe Ha padoty (1o
yaudumpoBanHoii hopme T No 1).

2. CocraBbTe M 0(popMHUTE XapPAKTEPHCTUKY Ha COTPYAHUKA OTJENa KaapoB, MOIMHCAHHYIO
PYKOBOJUTENEM JI@aHHOTO CTPYKTYypHOro mnojpasjesneHus. OpraHuszanuio, paMwing pabOTHUKOB
YKaXHUTE CAMOCTOSITENIBHO.

3. CocraBbTe U 0popMHUTE 3asBICHUE O MEPEBOAE Ha JPYryr paboTy, B KOTOPOM YKaKUTeE
CTPYKTYpHOE IMOJApa3JIeIeHue, JOJDKHOCTh, MpPU HEOOXOAMMOCTH — OCOOEHHOCTH B pabote
(HenonHBIN pabounit JeHb, MovyacoBas omiaTta). Ha ocHOBaHMM 3asiBIEHHs] COCTaBbTE MpPHUKa3 IO
yaudunupoBanaoit popme T Ne Sa

3aoanue 4.

4.1. CocraBbTe pacnops’KeHue pyKoBOIUTENS 00 OpraHU3alMy JeKypCTBa B Mpa3IHUYHbIE 1HU C 31
nekabpss 2020 roma mo 10 suBaps 2021 roma. Ilpeanmoxkute 3aM. aupekropa mo AXY
(aIMUHUCTPAaTUBHO-XO34MCTBEHHAs! YacTh) OpraHu3oBaTh coTpyaHukoB 31.12.2020 go 17-00 u
NPOBEPUTh U OledaTaTh Bce ClykeOHble momernieHus. OOskKuTe MOArOTOBUTH Ha YTBEPXKACHUE
rpaduk nexypcrBa g0 31 nmekabpsa. Opranuzanuio u (QamMwink JTOJDKHOCTHBIX JIMI] YKaKHUTE
CaMOCTOSITENIBHO.

4.2. B cooTBeTCTBUU ¢ YHHUPUIIUPOBAHHOW (POpMOI MpHKa3za O MOOMIPEHUH PAOOTHUKA 3aTIOJIHUTE
BCE€ HEOOXOMMBbIE PEKBU3UTHI, BKIIOUAs MOATMUCH.

8.3.2 Tekymuii koHTpOJb (MOATOTOBKA pedepara)
(popmupoBanue komnerenuu [1K-3, unankaropst UI1K-3.1, UTIK-3.2, UTIK-3.3)
IlpumepHnas TemaTuka pegeparos:
1. JlIokyMeHTallMOHHOE 0OecTieueHne yIpaBlIeHus, €ro 3a1auu, QyHKIIH.
2. Hopmatusasbie nokymeHnTtsl (ICAOY, TOCTrr). [loHsATHE CTaHIapTU3AINH U YHHPUKAIIH.
3. Knaccudukanus JOKyMEHTOB.
4.PeKkBU3UTHI YIIPABICHUECKUX JOKYMEHTOB. PEKBU3UTHI aBTOpa, UX OPOPMIICHHE.
5. TpeboBaHuUs K TECTY TOKyMEHTA.
6. bnank. Buzp! 61ankoB. TpeGoBanus k 6J1aHKaM JIOKYMEHTOB.
7. OpraHu3allHOHHBIE TOKYMEHTHI.
8. PaciopsaurenpHble JOKYMEHTHI. [Iprka3bl 1o OCHOBHOM AesATENbHOCTH. PacniopskeHus.
9. UndopMmaninoHHO-CTIpaBOYHBIE IOKYMEHTHI. JloKaaHbIie, 00bsICHUTENbHBIC 3anmiCcKu. CIpaBKH.
10. AkThbI, ux Buabl. COCTaBICHUE aKTOB.
11. TIpoTokomsl 3acexannii, coBemanuid. [TonmHas u kpaTtkas Gopmbl MPOTOKOJIA.
12. JlenoBas nepenucka.
13. JIokyMEeHTUpPOBaHHE MPOLIECCOB ABUKECHUS KaJIPOB.
14. Ilpukassl 110 IUYHOMY COCTaBY.
15. JIluunoe 3asBieHue. BeneHne TMUHBIX KapTOYEK.
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16. TpynoBoii 1orosop.

17. Benenue TpynoBbiXx KHUKEK. ODopmMiIeHHE TUYHBIX JET.

18. Texnomorus paboThl ¢ ToKyMeHTaMu. OpraHu3aius JOKyMEHT0000poTa.
19. PerucTpaius 10KyMEHTOB.

20. KoHTpOJIb UCTIOJHEHUSI IOKYMEHTOB.

21. Homenkiarypa nen. Cucremaruzanus aein. @opMupoBaHue Ael.

8.3.3 Texkyuuii KOHTPOJIb (TECTUPOBAHME)
(popmupoBanue komnereniun [1K-3, naaukaropst UI1K-3.1, UTIK-3.2, UTIK-3.3)

IIpuMepsI TeCTOBBIX 3a1aHUI
PacnopsiguresibHbIe JOKYMEHTBI, 0TPAKAOIIHME Pe3yJabTAT KOJJICrHaIbHOM 1esiTeJJbHOCTH
[ mpuka3, pacriopspkeHHe
[] pacnopsbkeHue, ykazaHue
[ mocraHoBleHHUE, PEIIEHUE
M mpoTokoi, aKkT
[] noroBop, ycTaB, COTJalieHUe
OcCHOBHBIE PEKBU3HUTHI IOKYMEHTA
M TekcT, OTMETKA O IPHIOKEHHU
TEKCT, OTMETKA O MPUJIOKEHUH, AaTa, UHJIEKC, 3aT0JIOBOK K TEKCTY
TEKCT, TpU( YTBEPKACHHUS, TTOIIUCH, IICYATh
TEKCT, 3ar0JIOBOK K TEKCTY, MOJIHUCH, Ipu( coraacoBanus, Tpud yTBepk ACHUS, Ie4YaTh
TEKCT, OTMETKA O MPUIIOKCHUH, TPpU( COTITACOBaHMS, BU3BI COTJIACOBAHMUS, TPU(] YTBEPKICHUS
TEKCT, ajipecat, rpud yTBep>KIeHHsI, BU3bI COTIACOBAHUS, MTOIHICH, [1eYaTh
HopMaTuBHBIN 10KYMEHT, perjJaMeHTHPYIOIIUH TpeOoBaHUsA K 0GOpMIIEHHI0 JOKYMEHTOB
0011ero aAMMHUCTPATUBHOIO ynpasJjenus (OP/I)
[J TOCT P 51141-98
L] TOCT 6.10.5-87
M T'OCT P 7.0.97-2016
L] ErCaoy
[ MHCTpYKIHUS 1O IEIOMPOU3BOCTBY
AKT ¥ «rpu( yTBep:KIeHHU
aKT BCETJ]a YTBEP)KIAETCS PYKOBOIUTEIIEM OpraHU3aIuu
aKT YTBEP>KAAETCS BBILIECTOSIINM OPraHOM YIIpaBiIeHUS
YTBEPKIAIOTCS TOJIbKO HEKOTOPHIE BUJIBI AKTOB
aKT HE UMeeT «Trpuda yTBEpKIACHUS
aKT YTBEPKIAETCs, B 3aBUCUMOCTHU OT pPELIEHUsI PYKOBOJICTBA OPraHU3alluU
aKT YTBEPKIAETCS, B 3aBUCUMOCTH OT BBIMIECTOSIIIETO OpraHa yIpaBJIeHUS
Cpoxk aeiicTBHS OPraHU3aMOHHO-TIPABOBLIX IOKYMEHTOB
O] or ogHOrO 10 HATH JET
[ 110 MOMEHTa UX OTMEHEI
[ mo Tpex et
] mo mecaru ner
[ 10 BBeieHMSI HOBBIX B3aMEH YCTAPEBIIUX
MarepunanbHbiii  HoOcHTelb HHPOPMAUM O COOBITHAX M SBJCHHAX OOBEKTHBHOM
AEeMCTBUTEJIbHOCTH U MbICJIUTEIbHOM 1eATEJIbHOCTH YeJI0BeKa - 3TO...
Ipasunvnvie sapuanmol omeema: JOKYMEHT; [lokyMeHT; HOKYMEHT;
KoMmiekec MeTo10B ¥ MPoLeccoB padoThl ¢ JOKYMEHTAMH, OCYIIECTBJIsIeMblil MpeANnPUsiTHEM
MPHU BBINOJHEHUM UM CBOMX (PYHKIMH - 3TO ....
[] noKyMeHTalMOHHOE 00eCIIeYeHHE YIPABICHUS
M nenonpou3BoaCcTBO
[ cucTema MOKyMEHTAIHH
(] noxkymeHTHpOBaHHE
[J moKyMeHTO00OpOT

ooogod
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[] MOKyMEHTHpPOBAaHUE YIIPABICHUECKON JACATEIbHOCTH
JoxymeHThl Kjaaccupuuupyrorest mo rpudy Ha ...
OPUTHHAIIBI, KOITUU W MTOITHHHUKA
BHEIIHNE U BHYTPEHHUE
WHIUBUAyaTbHbBIC, TUTIOBBIC U TpadapeTHbIE
PYKOIIHMCHBIE, TEYaTHBIE U AIEKTPOHHbBIE
OpraHMU3alMOHHBIE, PACIIOPSIUTEIbHBIE, CIIPABOYHBIE
M xoH(HICHIMATBHBIE, OTPAHMYEHHOTO JOCTYIIA U OTKPBITOTO ITOJIL30BAHMUS
IHocaenoBaTe ILHOCTH U3JI0KEHUS MOJI0KEHUI Y cTaBa npeanpusaTust
o0IIKe TOT0KEHUS
CBeZIeHHsI 00 YCTaBHOM KaruTasie
OpraHU3allMOHHO-TIPABOBBIE OCHOBBI J€ATEIBHOCTH OpPraHu3alun
OpraHbl YIIPaBJICHUS U KOHTPOJIS, UX KOMIIETEHIIUS
MpaBUJIa BEJCHUS yUETa U OTYETHOCTH B OPTraHU3aLUuU
MOPAZIOK pacrpeneneHus npuobu U opMupoBanue HoHI0B
0c00BI€ BOTIPOCHI JESITEILHOCTH OPTaHU3aluN
YCIIOBUS peOpraHu3alluy 1 JTMKBUIALUN
Jrtansbl padoThl ¢ BHYTPEHHUMH JOKYMEHTAMHU
MOJIy4eHUE yKa3aHus Ha pa3paboTKy JOKYMEHTOB
pa3paboTKka mpoeKTa JOKYMEHTa
COTJIaCOBaHUE MPOEKTA JOKyMEHTa
KOPPEKTHPOBKA TIOKYMEHTa, €r0 0(popMIICHHE
MOANKCAHUE, YTBEPKICHHE
perucTpanys 1 THPAKUPOBaHUE
JIOBEJICHUE /10 UCTIOTHUTENEH
KOHTPOJIb UCTIOJIHEHUS JJOKYMEHTA
IIPUEM HCTIOJIHEHHOT'O IOKYMEHTa, CHATHE C KOHTPOJIS
10: Tekyiiee apXUBHOE XpaHEHUE
KoHTpoJib HCTIOJITHEHHSI JOKYMEHTA OPpraHu3yer
M cayxba 10Y
[l pykoBOAMTENIHN BCEX PAHTOB
L] cekperapuar
L] cmyx0a KOHTPOIS
[] ompeneneHHOE HOKHOCTHOE JIUIIO
[] pyKOBOAMTENb NPEATPUITHS
OcHoBaHMeM Uil IPeAbSIBJIEHUS NPETEH3UH SIBJISIIOTCSH JOKYMEHTHI
[V xoMMepuecKuii akT, cepTU(HKAT KauecTBa, JOr0BOpP, aKT IPUEMKH TOBapa, TpeOOBaHUS
[] ceprudukar kauecTBa, J0roBOp, aKT MPUEMKH TOBapa, TPeOOBAHHUS
[] koMMepuecKuii akT, cepTu(uKar KauecTBa, akT IPUEMKHU TOBapa, TpeOOBaHHUS
[] ceprudukar kauecTBa, akT MPUEMKHU TOBapa, TPEOOBAHUSI
K HeperncTpupyemMbIM OTHOCSTCSI IOKYMEHTBI
M  uwHOpMaNMOHHBIE MarepHaibl, pPEKJIaMHbIE M IO3JPABUTEIBHBIE MMUCHMa, [POTPAMMEI
CEeMMHApOB, COBEIIAaHUH, KOH(pEPEHIHA
[Vl Komuu HOPMATHUBHEIX JJOKYMEHTOB, IOCTAHOBIIEHHS U PACIIOPSIKEHHSI FOCYIaPCTBEHHBIX OPTaHoB,
OOBSICHUTENbHBIE 3aITUCKU
[] ciyxeOHBbIE 3aUCKH, TUCbMA, TeJIErPaMMBbl, (haKCOrpaMMBbI
[] pekiaMHbIC IPOCIEKTHI, TPOTOKOJIBI KOJUIETHATIBHBIX OPTaHOB, CIIPABOYHBIEC MATEPUAIIbI, TITAHBI,
MPOTPaMMBI, CBOJIKH, OTYCTHI
[] muchMa BbICIICH MHCTAHIIMU, TPECOOBAHMUS, HCKH, IPETCH3UH, KOJUICKTUBHBIC JOrOBOpa
CooTBeTcTBHE JITANOB NMOATOTOBKH YIIPABJIEHYECKHUX PellIEHUH CTATUAM PadoThl
aHanmu3 MNpoOJIeMHOW cuUTyauuu, (HOpPMUPOBAHME CTaausl pa3pabOTKU pPELICHHUs
1LIEJICH, OLIEHKA MPENOYTEHU PEIICHUI
OLIGHKA pacrioylaraéMoro BpPEMEHHM, OINpeAeJeHHE IMOATOTOBUTENIbHAS CTaaus
HEOOXOIUMBIX PECYPCOB
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dopmupoBaHHe  KpuUTepueB  BbIOOpa, BbIOOp  cTaaus BHIOOpA pelieHus
eIMHCTBEHHOTO PEIICHUS
OpraHu3alisl BBIOJHEHHUS pEIICHHs, aHAIW3 W  CTaJusl peau3aliy MIPUHATOTO PEIICHUS
OLICHKA JOCTUTHYTOTO Pe3yJibTara
IMocnenoBaTebLHOCTh JTANOB MOATOTOBKH YNPABJIEHYECKHX pellleHuii, BXOASIIHUX B COCTAB
MOJATOTOBUTEJbHOM CTAMU M CTAAMH Pa3pad0OTKM peleHust

0NN AW -

BBISIBJIEHHME U ONMCAHNE IPOOJIEMHOM cUTyaluu
OLICHKA pacIojaraéMoro BpeMeH!
orpeJiesieHue He0OOXOAUMBIX PECYpPCOB

aHaIu3 MpoOJIEMHON CUTYaIHH

(bopmupoBaHue 1eneit

OIpeIeJICHUE OTPaHUYCHU I

pa3paboTKa BapUaHTOB PELICHUN

OLICHKA ITPEATIOYTEHUN PEILICHUN

Craguu aHajiuM3a aJbTEPHATHB U BbIOOpPAa MNPOrPaMMHOIO MPOAYKTAa AaBTOMATH3AIUH

1:

2:

3:

AW~

RSO EORS

AOKYMEHT0000poTa
CocraBiieHre nepeyHs IpeabsIBIsSIEMbIX OCHOBHBIX ()YHKIIMOHATBHBIX U CHCTEMHO-TEXHUYECKHUX
TpeOOBaHUH K KOPIIOPATUBHOMN CHCTEME aBTOMATHU3AIMH JOKYMEHTO000pOoTa
Bri6op cucrembl BecoBBIX KO3 (uUIIMEHTOB (0a/IOB) WM PaHXUPOBAHHUE JJISI DKCIICPTHOM
OIICHKH
OneHka MporpaMMHBIX MPOTYKTOB C TOUKU 3PEHUS MPEABABIIEMbIX OCHOBHBIX (DYHKIIHOHATBHBIX
TpeOOBAaHUN M CHCTEMHO-TEXHHUECKUX XapPAKTCPUCTUK
Ot6op mporpaMMHBIX MPOAYKTOB, YAOBIETBOPSIONIUX BHIOpAaHHBIM (PYHKIIMOHATBHBIM U
CUCTEMHO-TEXHUYICCKUM KPUTECPHUIM
OneHka aflanTaluOHHBIX BO3MOXKHOCTEH OTOOpPaHHBIX MPOTYKTOB
OTOop TPOrpaMMHBIX MPOIYKTOB, YIOBJIICTBOPSIIONIMX KPUTEPHUSIM  aJalTAI[HOHHBIX
BO3MOXHOCTEH
CpaBHUTEIIbHAS OIICHKA 3aTpaT, CBS3aHHBIX C MPUOOPETCHHEM W BHEIPCHHEM IMPOrPAMMHBIX
MPOIYKTOB
OrneHka oOmbpiTa MPUMEHEHUS OTOOPAHHBIX MPOTPAMMHBIX TMPOJIYKTOB peIyTanuu (UPMBI-
pa3paboTunka
Br16op mporpaMmmMHOT0o 00ecriedeHHs Isl CHCTEMBI aBTOMATH3AIUH JIOKYMEHTO000pOoTa

8.3.4. [IpoMe:xkyTOUHBIIT KOHTPOJIb (BONPOCHI K IK3aMeHY)
(popmupoBanue komnerenuuu [1K-3, nunaukaropsr UITK-3.1, UT1K-3.2, UTIK-3.3)

IIpumepHBIE BONPOCHI K IK3aMEHY
Otansl JOKyMEHTUPOBAHMS MIPOU3BOJICTBEHHO - XO35MCTBEHHOMN JESATEIBHOCTH.
TexHOJOorHs JOKYMEHTAMOHHOTO 00eCieueH sl yIpaBIeHusl.
[Topsimox cocTaBieHus U OPOPMIICHUS PACTIOPSAUTEIBHON JOKYMEHTAIIHH.
Cnyx0a JOKyMEHTAI[MOHHOTO o0ecredeHus yrpasieHus. TpeOoBaHUS K OpraHU3aIMH CUCTEMBI
JIOKYMEHTO000pOoTa.
TpeboBanus k GOPMUPOBAHUIO JIEN B AETONPOU3BOJICTBE.
[Topsimox BBeZeHMS B IEHCTBUE MPAaBUI BHYTPEHHETO TPYI0BOTO paclopsiaKa.
JIOKyMEHTHPOBaHKE MO JOTOBOPHO-IIPABOBBIM OTHOIIEHUSAM YKOHOMHUYECKOM EATEIBHOCTH.
[TonroroBka JOKYMEHTOB K C/1a4ye B apXUB.
Knaccudukanus pexkBuzutoB no 'OCTY P 7.0.97-2016 «Cucrema cTannapToB 1o WHGOpMAIIHH,
O61OIMOTEYHOMY U M3AaTeNbCKOMY Aeny. OpraHn3alnOHHO-pacioOpAIUTeIbHAS JOKYMEHTAIUS.

. Pa3BuTHE 3J1I€KTPOHHOI0 TOKYMEHTO000POTa B OpraHU3aIUH.
11.
12.
13.
14.

[InaHOBO-OTYETHAS JOKYMEHTALUS.

ABTOMaTH3a1Us AETONPOU3BOACTBA.

Ciy>x0a KOHTPOJISl BEACHUSI KaIpOBON JOKYMEHTAIIMH Ha IPEIIPUSITUH.

[ToHATHS O TOKYMEHTaX, Croco0ax JOKYMEHTUPOBAHUS, HOCUTENAX HH(pOpMAUU U QyHKIHIX
JIOKYMEHTA.
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15.
16.
17.
18.
19.
20.
21.
22.
23.
24.
25.
26.
27.
28.
29.
30.
31.

32
33
34

35.
36.
37.
38.
39.
40.

41.
42.
43.
44.
45.
46.
47.
48.

49

50.

51
52

53.
54.

55
56

57.

58.

59.

60.

61
62

[IpaBumna opopmiieHHs U BbIJA4X KO JTOKYMEHTOB.
Opranu3zanys onepaTUBHOTO XpaHEHUs JOKYMEHTOB.
DKcnepTu3a HEHHOCTH I0OKYyMEHTOB.
[TpaBuina cocraBiaeHus 1 0OpMIICHHUSI HOMEHKIIATYPbI JeI.
[Tpu3Haku knaccu(pukauu HOMEHKIIATYPBI €.
Kputepuu orieHKH 10KyMEHTOB.
CucreMpl JOKYMEHTAIlUU 110 JUYHOMY COCTaBY.
OcoOenHoctu 0pOpMIICHHSI TNYHBIX JOKYMEHTOB.
Cucremsl U (HOPMBI TOKyMEHTOB.
OCHOBHBIE IOTOKU JOKYMEHTALIUH.
CmyxeOnple 3anmucku. TpeboBaHus K 0hOpMIICHHIO.
OCHOBBI 3aKOHO/IaTENbCTBA 110 APXUBHOMY JEITY.
Cocrasnenue u opopmiieHUE CITyKEOHBIX THCEM.
Pexxumbl XpaHeHus: JOKYMEHTOB.
Onucs nena. [IpaBuna popMupoBaHre JOKYMEHTOB Ha apXUBHOE XpaHEHHE.
Ponb 1oKkyMeHTalmOHHOTro 00ecreyeHus ypaBIeHUsl B COBPEMEHHON OpraHU3aliH.
OcHOBHbIE XapaKTepHbIE YEePThl OPraHU3aIMOHHO-TTPABOBOM JOKYMEHTAIIUH.
. PernmaMenTanus 10KyMEHTallMOHHOTO 00ECTIEYEHUS! YIIPaBJICHUS.
. CoctaB u odpopmiIeHHE PACTIOPSIUTEIHHON JTOKYMEHTAIIUU.
. TexHomnorust paboThI ¢ KOH(PpUICHINATBHBIMHA JOKYMEHTAMH.
Cocranenue u opopmiieHHuE aKTOB
Odopmurenbckre pekBU3UTHL. COCTaB PEKBU3UTOB JOKYMEHTOB.
CtpykTypa ohopMIIECHHS TOJKHOCTHBIX HHCTPYKIUH.
Opranu3zanys KOHTPOJIS UCIIOJIHEHUS TOKYMEHTOB.
Cocrasnenue u opopmiieHuEe IPOTOKOA.
[Topsnox cocraBiaeHust U opopmieHUS TaOJIUI] U PUCYHKOB B HAy4YHO-HCCIIEOBATEIHCKOM
oTuerTe.
Opranu3zanus paboThl ¢ TOKyMEHTaMH.
[IpaBuna opopmiIeHHs MPUITOKESHHH.
[Tonstue o nokymeHTOo000pOTE. POPMBI pErUCTpaIH TOKYMEHTOB.
CocraBnenue 1 opopMIIeHUE TOTOBOPOB.
®iiaroBoe ¥ NMpoJI0JIbHOE PaCIOI0KEHNE PEKBU3NUTOB.
VY4peaurenbHble JOKYMEHTBI OpraHU3aLUu.
OneHka 3HaYMMOCTH JOKYMEHTOB U CPOKH UX XPAHEHUS.
TpeboBanust, npeabaBiIsieMble K TEKCTaM JOKYMEHTOB.
. CocTaB opraHu3aiioHHO- ITPABOBBIX JOKYMEHTOB.
®opMel peructpannu J0KyMeHToB. [lopsiok peructpanuu.
. TexHomorust paboTHI C KaAPOBOU JTOKYMEHTAIUECH.
. CocraB ¥ cTpyKTypa LITaTHOTO pacluCaHUsl.
CoctaB HH(POPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB.
Oco0eHHOCTH TOJI0KEHHUS O CTPYKTYPHOM IO/Apa3AeICHUN OpraHU3aI|H.
. bnanku u popmaThl JOKYMEHTOB.
. 3a7ayy ¥ MyTH BHEJPEHUS aBTOMAaTHU3UPOBAHHOIN CHUCTEMBI TOKYMEHTAIIMOHHOTO 00ecreueHHs
yIpaBlIeHUs
OCHOBHBIE KJIACCHI THPAXHO - 3aKa3HBIX aBTOMAaTHU3WPOBAHHBIX CUCTEM JOKYMEHTAIIMOHHOTO
oOecrieueHus yIpaBieHuUs
OKCIUlyaTallUOHHBIE XapaKTEPUCTUKH aBTOMATU3MPOBAHHOW CHCTEMBI JTOKYMEHTALlMOHHOIO
oOecrnieyeHust ypaBieHus
TexHosornu NporpaMMHON peanu3aluy aBTOMaTHU3MPOBAHHOM CUCTEMBI JOKYMEHTALMOHHOIO
obecrieueHus yrpaBicHUs
Kputepun ananu3a aBTOMAaTU3MPOBAHHOM CHCTEMBl JOKYMEHTAIMOHHOTO oOecreueHus
yIpaBlIeHUs
. CocraBnenue u 0popMIICHHE TPUKA30B TI0 OCHOBHOM JI€ATEILHOCTH.
. OcobeHHOCTH BBIOOpA CHCTEMBI ABTOMATH3AIIUH.
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63. CtpaTerun BHEApPEHHs] aBTOMATH3HMPOBAHHOM CHCTEMBl JTOKYMEHTAIIMOHHOTO O0OecreueHHs
yIIpaBICHUS.
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