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1. IlepevyeHb NIaHNPYEMBIX Pe3yJbTATOB H3y4YeHHUS TUCHUILIMHbI, COOTHECEHHBIX €
MJIAHUPYEMBbIMH pPe3yJIbTaTaMH 0CBOEHHS 00pa30BaTe/bHON MPOrpaMMbl
B pamkax ocBoeHHS OCHOBHOM NpPOQECCHOHAIBHONH 00pa30BaTeNbHONW MPOrpaMMbI
OakanmaBpuata OOYYAlOIIMICS JOJDKEH OBJIAACTh CICAYIOIIMMH pe3yJbTaTaMd OOYYEHHs 10
JMCIUIUTNHE «/{0OKyMEeHTHpOBaHHE YIIPaBICHYECKON AEATEITLHOCTI

Koa v HaumenoBanue KoMIeTeHI NI NHauKaTopbl 10CTHKEHUST KOMIIETeH MU
[IK-1 Cnocoben ynpaBiirh NIIK-1.1 Ananu3upyeT TeHACHIMH PhIHKA
CTPYKTYPHBIM MOAPA3NICJICHUCM 110 (UBKYIBTYPHO-03I0POBUTEIBHBIX YCIYT U, B TOM

(usueckoit KynmbType 1 criopty YyCIIE C ENbI0 OLEHKH MPO(ECCHOHATBHBIX

KOMIIETEHIIU MepcoHana OpraHu3aiuu 1
KOHKYPEHTOCIIOCOOHOCTH OpraHU3aIuH.

WNIIK-1.2 BeiOupaer METOAUKH IPOBEICHUS
MOHUTOPUHTA U UCTIOJIB3YET ONBIT POCCUICKUX U
3apyOeKHBIX MPAKTUK B 00JIACTU YIIPaBICHUS
JEeSITeTbHOCTBIO (PU3KYIIBTYPHO-03JOPOBUTEIBHBIX
OpraHu3aIuu.

NIIK-1.3 PazpabaTsiBacT NpeIjI0KEHUS 110
CTUMYJIMPOBAHUIO M MOTHUBAIIU TIEpCOHAA
(U3KYIBTYPHO-03JOPOBUTEIBHBIX OPraHU3AIIHH.

2. MecTo AucuuIInHbI B cTpykType OITOIT
VYyebnas aucuumiauHa b1.B.09 «JlokyMeHTUpOBaHUE YIIPaBICHUYECKON J1EATEIbHOCTH
OTHOCUTCS K dYacTh (opMHUpyeMOl yyaCTHHKaMH oOO0pa3oBaTelbHBIX OTHOIIEHWH Iwkiaa b.1
«JlucunmuHbl (MOLYIH)».

3. O0beM AUCHUIIMHBI B 324eTHBIX ¢INHULAX ¢ YKA3aHUEM KOJIUYeCTBA aKAIeMHUYeCKUX
YacoB, BbIIeJIEHHBIX HA KOHTAKTHYI0 padoTy o0y4yalonuxcs ¢ npenojaasaresieM (Mo BUaamM
3aHATHH) M HA CAMOCTOSITEIbHYIO Pa00Ty 00yUYaKOIIHXCS

OO6miast TpyaoeMKoCTh (00BbEM) ITUCHHUIUIMHBI «JloKyMEeHTHpOBaHUE YNpPaBIECHUYECKOU
JESTEIbHOCTHY COCTaBISET 4 3a4eTHBIE €IUHUIIBI.

O0BbéM IMCIMNJIMHBI 10 BHIAM Y4eOHBIX 3aHATHH (B 4acax) — 04HO-32049HAasA (popMa

00y4eHust
Buj y4eOHoii padoThI Beero Cemectper

4acoB 8 -
AyauTopHbIe 3aHATHS (BCETro) 36 36 =
B Tom uucne: - - -
Jlexmun 20 20 -
[Mpaktnyeckue 3ansatus (I13) 16 16 -
Cemunapsi (C) - - -
Jlaboparopusie pabots (JIP) - - -
CamocrosiTesibHas padoTa (Bcero) 72 72 -
B ToMm uucrne: - - -
KypcoBoii mpoekT (pabota) - - -
Konrponsnas pabora - - -
Pedepar 10 10 -




[ToaroToBKa K MPaKTUYECKUM 3aHSATHIM 56 56 -

TecTtupoBanue 10 10 -
By npomexXyTOYHOM aTTecTaluu — dK3aMeH 36 36 -
OO01mmast TpyJ0eMKOCTh Jac / 3a4. e]1. 144/4 144/4 =

4. Coep:xkanue TUCHUNTHHBI
4.1. Pa3nesibl JUCHUNJIMHBI H TPYI0€MKOCTD 110 BUJAM Y4eOHBIX 3aHATHIH

Buabl yueOHBIX 3aHATHI, BKIIOYAs
CaAMOCTOSITEJIbHYI0 Pa00Ty 00y4YaKOIIMXCSl, Yac
Ne Paszgen/Tema

Oo6masn
TPYAOEMKOCTH

n/n JI CHMILTAHB KonrakTHas paGora

CamMmocTosiTe Ib-
NpaKTHYeCKue Has pabdorta
3aHATHSA 00y4aonuxcs

=
&
@
&
=

JeKIHH

1. | Beenenme. Tema 1. 2 - 6
JlokymeHTupoBanue 7
YIIPaBJICHYECKOU
JesTeNIbHOCTH. TpeboBaHms
K 0(hOpMIICHHIO
JIOKYMEHTOB

2. | Tema 2. Cucrema 2 2 6
OpraHu3alMOHHO- 10
pacnopsaIuTEIbHON
JIOKYMEHTAIIAH.

3. | Tema 3. 2 2 6
JlokyMeHTupOBaHUE 10
TPYIOBBIX

MPaBOOTHOIICHHH.

4. | Tema 4. JloroBopHoO- 2 - 6
MPaBOBast TIOKYMEHTAIIH. 8
JlokyMeHTBI
BHEIIIHEIKOHOMUYECKON
JESTEIIbHOCTH.

5. | Tema 5. Texnonoruu 2 2 6
JOKYMEHTaIlMOHHOTO 10
oOecrnieueHus ynpaBaeHUs.

6. | Tema 6. Cucrembl pabOTHI ¢ 2 2 6
KOHCI)I/IJIeHHI/IaJ'II)HI)IMI/I 10
JIOKYMEHTaMH.

7. | Tema 7. ApxuBHoe 2 - 6
XpaHeHue. DKCrepTusa 8
[IEHHOCTH JOKYMEHTOB.

8. | Tema 8. Ilytu BHenpeHus 1 2 6
ABTOMATH3UPOBAHHBIX 10
cHCTEM

JAOKYMCHTAlIUOHHOT' O




Buabl y4eOHBIX 3aHATHI, BKIIOYAs
CaAMOCTOSITEJIbHYI0 Pa00Ty 00y4YaKOIIUXCSl, Yac
Ne Pa3zgen/Tema
n/n Jucunnianab

KonTakTHas padora

Oo6masn
TPYAOEMKOCTH

CamMmocTosiTe Ib-
NPaAKTHYECKHE Hasi pabora
3aHATHSA 00y4arouuXxcs

w
[}
o
=
=

JICKIIUH

oOecrnieueHus yIpaBieHUs

9. | Tema 9. OcHOBHEIE KJIaCCHI 1 1 6
THPaKHO-3aKa3HbBIX 8
ABTOMATH3UPOBAHHBIX
CUCTEM
JIOKYMEHTaIlMOHHOTO
oOecrnieueHusl yIpaBieHUs

10. | Tema 10. Kpurepuu 1 1 6
aHaiM3a 8
ABTOMATU3UPOBAHHBIX
CHCTEM
JIOKyMEHTALMOHHOTO
oOecrieueHusl yIpaBieHUs

11. | Tema 11. Ananus 1 2 6
XapaKTePUCTHK 9
ABTOMATU3UPOBAHHBIX
CHCTEM
JIOKyMEHTAIHOHHOTO
oOecrieueHns yrpaBIeHUs

12. | Tema 12. Onenka 10 2 2 6
3¢ (PEeKTUBHOCTH BHEIPEHUS
aBTOMATHU3UPOBAHHBIX
CUCTEM
JIOKYMEHTAllMOHHOTO
oOecrieyeHns ynpaBieHuUs

Bcero 108 20 16 72

IK3aMeH 36 - - -

Hroro 144

4.2. ConepxxaHue pa3iesioB IUCHUIIIHHBI
Beenenne

CoBpeMeHHBIN JTam  OOIIECTBEHHOTO Pa3BUTHA, XapaKTePU3YIOMIMCA yriayOieHneM
SKOHOMHYECKUX CBSI3€H M POCTOM B3aWMO3aBHCHMOCTH TOCYIApCTB, OOBEKTHBHO OOYCIOBIIUBACT
HEMpPEepPHIBHOE BO3pACTaHHE POJNHM HHPOPMAIMM B COIUAIBHOM U TEXHUYECKOM Ipoliecce, B
pelIeHUN TIO0ATBHBIX Mpo0aeM. JIOCTHKEHHsS] Hay9YHO-TEXHUYECKOIO Iporpecca BO MHOTHX
OoTpacisix OOECHeUMIN BO3MOXKHOCTh TMPAKTUYECKOW peanu3anmuu uaeu  (HOpPMUPOBAHHS
nH(pOpPMAITMOHHOTO OOIIECTRA.

B mHacrosimee Bpemst uHGOpMAaIus paccMaTpUBAaeTCs KaK pecypc, KOTOpBIM, Kak H
TPAAUIIMOHHBIC PECYPCHhI: TPYA, ODHEPTUs, TIOJIE3HBIE HWCKOMAaeMble, - MOXHO JOOBIBATH,
nepepabarbiBaTh, HCIONB30BATh M PaCHpOCTpaHaATh. OIHUM W3 HaANpaBICHUH HCHOIL30BAHUSI
WH(OPMAITMOHHBIX 1 KOMMYHHUKAIIMOHHBIX TEXHOJIOTHH B IEATEILHOCTH OPTaHOB TOCYAapCTBEHHOMN
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BJIACTH, OpraHM3alMi M  TNPeIupusiTHA  SABISIETCS  Pa3BUTHE  CHCTEMBl  AJIEKTPOHHOTO
JIOKYMEHTOO00pOTa, CTaHJApTOB JEJIONPOU3BOACTBA M JOKYMEHTOOOOpOTa. AKTyalbHOCTb
COBEPILECHCTBOBAHUS TPAJAULIMOHHOTO JICJIONPOU3BO/ICTBA OOYCIIOBIMBACTCA HEOOXOIUMOCTHIO
HOBbIIIEHUS 3()(HEKTUBHOCTH YIPABIEHYECKOHN ESATEIbHOCTH, YCKOPEHUS ABMKEHHS JOKYMEHTOB B
OpraHu3allii, YMEHBIICHUS TPYJOEMKOCTH 00paboTku 1okyMmeHTOB. Co3qaHHas Ha OCHOBE
HEePCHIEKTUBHBIX NHPOPMALMOHHBIX TEXHOJIOIMI aBTOMAaTU3UPOBaHHAs CCTEMa JIeJI0IPOU3BOJICTBA
JOJDKHA —~ TOBBICUTH  JCWCTBEHHOCTh  YNpPaBICHHsS 32  cUeT  oOpa3oBaHHS  €IUHOTO
JIOKYMEHTOOPUEHTHUPOBAHHOTO MH()OPMALMOHHOIO IMPOCTPAHCTBA, JAIOLIET0 I0Jb30BaTEISAM
cpenctBa 3P heKTHBHOI COBMECTHOM pabOTHI C JOKYMEHTaMHU B JIIOOOM MECTE U B JTH000€ BpeMs.

[Ipenmer u CTpyKTypa AUCLMIUIMHBI «/[OKyMEHTHpOBAaHUE YIIPABIECHYECKON NEATEIBHOCTI.
Ponb  nokymeHTOOOOpOTa B YIpPaBIEHMM  OpPEANpUATHEM.  3HA4€HHE  JUCLUILUIMHBI
«/lIOKyMEHTHpOBaHUE YIPABICHYECKONW AEATEIbHOCTH» B TOATOTOBKE CIIEHHAINCTa B 00JaCTH
MeHekMeHTa. COBpEMEHHOE COCTOSIHUE IOKYMEHTALMOHHOIO 00ECIICUeHUs! YIIPABIICHUSL.

Tema 1. JlokyMeHTHPOBaHMe yNIPaBJeHYeCKOii 1essTeIbHOCTH. TpedoBanus Kk
o(opMITIEHHIO IOKYMEHTOB.

l'ocynapcTBeHHast cucremMa JOKyMeHTarmoHHoro obecnieuenus ynpasienus (I'CAOY) - cBox
IpaBW, YCTaHABIMBAIOIIUE €AWHBbIE TPEeOOBaHMSA K JIOKYMEHTHPOBAHMIO YIIPABIEHUYECKON
NEATETIPHOCTH M OpraHu3alui paboThl C JOKYMEHTaMH Ha TPENNPHATHAX PA3IMYHBIX OpraHu3a-
IIMOHHO-TIPaBOBBIX (hopM. CocTaB yIpaBiIeHUECKUX JTOKYMEHTOB. [IoHATHE CHCTEM JOKyMEHTAaLUH.
QOyHKIMOHAIBHBIE M OTPACIEBBIE CHCTEMbl JOKYMEHTAIMH. YHUQPHUKAIUS W CTaHAApPTU3AIMS
YIIPaBJIEHUECKUX JOKYMEHTOB. PernaMeHTanus JOKyMEHTUPOBaHUS YIIPABICHYECKON J1esTEeIbHOCTH.
[locrosiHHBIE W TIEpeMEHHBIE PEKBU3HTHI W TpaBwia HX odopmieHus. bmanku u  ¢dopmarsl
JOKYMEeHTOB. PopMyIisip — o0pazel JOKYMEHTa. YTJI0BOE U MPOJI0JbHOE PACHONOKEHNE PEKBU3UTOB.
YuaugunuposanHast opma JOKyMEHTa.

Tema 2. CucreMa OpraHu3alMOHHO - PACIIOPAAUTEIbHON TOKYMEeHTALMH.

Cucrema OPJI. OcoGeHHOCTH M XapaKTepHbIE YEPThl OPraHU3aIIMIOHHO-TIPABOBBIX JIOKYMEH-
ToB. CocraBieHue M O(QOpPMIIEHHE OCHOBHBIX OPraHM3alMOHHO-TIPABOBBIX JOKYMEHTOB: YCTaB,
JOJDKHOCTHASE MHCTPYKIMS, TPaBHa BHYTPEHHETO TPYIOBOTO PACIOpPS/IKa, IITATHOE PACIHCAHUE,
HOJIOKEHHUE O CTPYKTYPHOM TO/Ipa3ieeHNH.

Pacniopsiqurenbaas qokyMmeHTanus. [I[pHHIMITBI COCTaBICHUs, CTalH MOJrOTOBKH, BU3HPOBA-
HUS. U TIOANUCAHUS PacHOpSIUTENBHBIX JAOKYMeHTOB. CocTaBieHue W o(OopMIICHHE pacropsiiu-
TEeJIBHBIX JOKYMEHTOB: ITPHUKA3bl, PACTIOPSHKEHHUS, TOCTAaHOBIICHHUS, YKAa3aHUS, PEIICHHSI.

CnpaBo4YHO-MH(OPMALIMOHHBIE JJOKYMEHTBI: aKT, JOKJIaaHas (ciay)keOHas) 3alucka, CIpaBKa,
MPOTOKOJ, CBOAKA, CIIy>keOHoe mucbMo. OcoOeHHOCTH O(OpMIIEHMS], Pa3HOBUIHOCTU M IOPSIOK
COCTaBJIeHUsI aKTOB. [lOpsOK COCTaBlIE€HUs] aKTOB CBEPKU pPACUYETOB MEXIy JeOuTopamMu u
Kkpequropamu. [IpaBuia TpOBEAEHWS COBEMIAHWK KOJUISTMABHBIX OPraHOB, COCTAaBJICHUE U
o(opmIieHre MPOTOKOIA.

Cury>xe0Hble TiichMa. Knaccudukanyst KOppecroHICHIINN; HHUIMATHBHAS U OTBETHAs JIENIOBas
U KOMMepyecKas. SI3bIK U CTWIIb JIeIOBOM KOppecnoHAeHIMH. TumnoBble U TpadapeTHbIe AETOBbIE
nvchkMa. VIHWUIMATUBHBIE W OTBETHBIC CITy)KeOHBIE MUchMa. [lmchmMa 3ampochl M MUCBMa OTBETHI
OpraHu3alUi-KpeMTOpoB. TUIIOBbIE rapaHTUIHbIE MMCbMa OT OPraHU3aLii (rapaHTOB)

[TnarnpoBaHue AESATEIBHOCTH YUPESKACHHS - BAKHEHIIAs (QYHKIUS YIIPABICHUSI, TIO3BOJISIONIAS
crenarb paboTy YUpeXIeHHs MakCUMalibHO 3(¢eKTUBHOM. OCOOCHHOCTH IUIAHOBBIX JIOKYMEHTOB.
[TmaHOBBIE TOKYMEHTHI: TUIaH, IEPCIIEKTUBHBIN TIIaH, TIPOrpaMma, Tpaduk, CXeM TeHepasibHas cXeMa.
OrtpacneBble maHel U Tmporpammbl. PoOpMbl OTYETHOH JoKyMeHTaruu. OTyeTHas W OTYETHO-
CTIPaBOYHAS JOKYMEHTAIHS.

Tema 3. JlokyMeHTHPOBaHUE TPYAOBBIX NPABOOTHOIICHMIT

JlokyMeHTHUpOBaHHE PabOTHI ¢ TepcoHATOM. [IoHATHE M CTPYKTypa MEpCOHATBHBIX TaHHBIX.
TpeGoBanus k 00pabOTKe U Hepeaaye NepCOHATBHBIX TaHHBIX. CTPYKTypa KaJpoBoi 1 (hOPMAIIMOHHO
- JIOKYMEHTaIlUOHHOM CHCTeMbl. XapaKTepPUCTHKAa KOMIUIEKCOB KaJpOBOW JIOKyMEHTALUH.
YuaudunupoBansueie (HOpMBI MPUKA30B [0 JTUYHOMY COCTaBy. JlOKyMeHTalusi 1Mo ydery pabodero
BPEMEHH M PacyeTOB C NEPCOHATIOM IO oruiate Tpyaa. [IpaBuna BeneHus TpyaoBbIX KHIbKEK. CocTaB
npouesyp U JOKyMEHTHPOBAaHHME TpHeMa, NepeBosa, YBOJIBHEHHs mnepcoHana. Ilpouecc 3ammrel
NEPCOHATBHBIX JAHHBIX B KapOBOil ciryk0e. OCOOEHHOCTH XpaHEHUsI KaApOBOH JOKYMEHTALHH.
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Tema 4. /loroBopHO-TIpaBoBasi JTOKyMeEHTALMSA.
JIOKyMeHTbI BHELLIHEIKOHOMUYECKOM e TeIbHOCTH

OcobenHoctu cocraBieHuss u odopmieHus J0roBopoB. PaszHoBumHOCTH m0roBopoB. Co-
rinamenue. KoyuleKTUBHBINA 10roBOp, TPyIOBOW A0roBop. /loroBop HOCTaBKM, apeH.bl, OKa3aHMs
yciyr. PEKBU3UTEI 1OroBOpa M NPaBUJIa UX PETMCTPALUH.

JlokyMeHTbl, O(OopMIIAIOIIME BHEIIHETOProBole caenkd. Crenudukanyy, KOHOCAMEHTHI,
KOHTpakThl. KomMmepueckass nepenucka BO BHEHIHEOKOHOMUYECKOU JesATeNbHOCTH. Ha3Hauenue u
o(hopmIIeHHE KOMMEPUECKUX IIMCEM B 3apyOeKHOI MTpaKTHKE.

IIperensnonnble n0KyMeHThI. JKanoObl, oOpaiieHus, NpemiokKeHus rpaxkaaH. Jlenonpous-
BOJICTBO 110 TUCbMEHHBIM O0OpAIlEHUSIM I'PaskaH.

Tema 5. TexH0JI0THN JOKYMEHTAIIMOHHOT0 00eceYeHus1 yIpaBJIeHus

Opranmszanust 1oKkymMeHTooOopoTta. [loHsiTHEe ITOKYMEHTOOOOpOTa, €ro KOJIMYECTBEHHBIE U
KAQUeCTBEHHBIC XapaKTEPUCTHKU. TexHomornu oOpaOOTKU BXOIAIIMX, BHYTPEHHMX U HCXOZSALIMX
JNOKyMeHTOB. OnTuMu3zanusi JOKyMmMeHTooOopora. Permcrpamms nokymeHtoB. Dopmbl M mpaBmia
peructparu. KoHTponb ucnonHeHus: AoKyMeHToB. DyHKIUM, 3agaud U Lenu KoHTpousisi. Cpoku
UCIIOJIHEHUSI JIOKyMEHTOB. EJMHBIE U JI€TalbHO perjiaMEHTUPOBaHHbIE IpaBUiaa paboOThl C
YIIPaBJIEHYECKUMHU JOKYMEHTAMU B OpraHU3ally.

Tema 6. Cucrema padoThl ¢ KOH(pHIEHINAIBLHBIMH JOKYMEHTAMM

Pernamenranus coctaBa KOH(UAECHIMAIBHBIX CBEICHUH M JOKyMEHTOB. IloToku KoHbH-
JCHIINAJBHBIX JIOKYMEHTOB. TexHoJlormyeckass cucreMa oOpadOTKH KOH(HICHIUATBHBIX IOKY-
MeHToB. dopmupoBaHue, oQopmileHHME U XpaHEHUE [eJl, COJEp)KalluX KOH(UAECHIUAIbHbIE
CBEJICHUSL.

Tema 7. ApXxuBHOe XpaHEeHHH JOKYMEHTOB. JKCIIePTH32 eHHOCTH JOKYMEHTOB

OmnepaTuBHOE, TEKYyIIEE U MTOCTOSIHHOE XpaHEHUE JOKyMEeHTOB. CrucTemMaTu3alys JOKyMEHTOB.
[Tpunnuner ¢dopmupoBanus aen. OdopmieHne W BeleHME HOMEHKIATyphl jAen. Tunosble |
WH/MBUyalbHble HOMEHKJIATypbl nen. Onucu gen. DopMbl HCHOIB30BAHUS JOKYMEHTOB U3
apXuBHOTro (oHsa opranu3any. OLeHKa 3HaUMMOCTH JOKYMEHTa U CPOKOB MX XpaHeHus. [TpuHuumb
Y KPUTEPUH OLIEHKH 3HAUMMOCTH. DKCIIEPTHbIE KOMUCCHHU.

Tema 8. IlyTu BHeApeHHsI ABTOMATH3MPOBAHHBIX CHCTEM
JAOKYMEHTAIIMOHHOTI'0 o0ecrieyeHNs1 yIpaBJIeHHsI.

CoBpeMeHHble 0(hUCHBIE MH(POPMALMOHHbIE TeXHONIOrMHu. CTpareru pa3paboTKu peau3alun
COBPEMEHHBIX MH(OPMAIIMOHHBIX TEXHOJOIUN B YIIPaBIEHUYECKOHN JesTenbHOCTH. Llenu co3ganus u
BHEJIPEHHS KOMIUJIEKCHBIX CHCTEM aBTOMATH3allMM JOKYMEHTAllMOHHOIO 00ECHeYeHus! YIpaBlIeHUs..
@yHaMeHTaJIbHbIE TPUHIUIBI CO3/IaHUS CUCTEM MHPOPMAIIMOHHOTO 00ECTICYEHHSL.

Tema 9. OcHOBHBIE KJIACCHI THPAKHO-32AKA3HBIX ABTOMAaTH3HPOBAHHBIX CHCTEM
AOKYMEHTAIIMOHHOTI'0 o0ecrieyeHNs1 yIpaBJieHus

OCoOEHHOCTH COBPEMEHHOTO pBbIHKA MPOrpaMMHBIX CHUCTEM B O00JAacCTH aBTOMAaTHU3alUU
JETIONIPOM3BOACTBA M JIOKyMeHTooOopoTa. (COCTaB THIOBBIX BO3MOXKHOCTEH KOMITBIOTEPHBIX
porpaMM 10 aBTOMAaTH3allui JIOKYMEHTAIIMOHHOTO obecriedeHust ynpasieHus. CTpyKTypHasi cxema
aBTOMAaTU3UPOBAHHONW CHCTEMBl JOKYMEHTAIIMOHHOIO OOECIeYEeHUs] YIPaBJICHUS OpraHU3aluu.
Bo3MOXHOCTH CHCTEMBI TOJHOCTBIO PEAIM30BATh MYJIBTUMENUACPENY ISl XPAHEHHs Pa3IMIHOTO
poIa TPUIIOKEHHM, TOTIOMHEHUH U WUTIOCTpAIMid K JTOKyMeHTaMm ((hoTo-, ayauo-, BUIeo(PpOpMaThI).
XapaKkTepuUCTUKa OCHOBHBIX aBTOMAaTHU3MPOBAHHBIX CHUCTEM JIOKYMEHTAI[HOHHOTO O0eCHedYeHHs
yIIpaBJICHUSI.

Tema 10. Kpurepun anajiuza aBTOMATH3HPOBAHHBIX CHCTEM
JOKYMEHTAIIMOHHOT0 00ecriedyeH!s1 yIpaBJIeHMs.

AHanmu3 aBTOMAaTH3MPOBAHHON CHUCTEMBI JIOKYMEHTAIIMOHHOTO OOECHEYEeHHs YNpaBiIeHUs Ha
OCHOBE (YHKUIMOHAIBHBIX cHcTeM. [IpuBeneHHble K €QMHOMY BUAY (QYHKIHOHAJIbHBIE CXEMBI
ABTOMATHU3MPOBAHHBIX CHCTEM JOKYMEHTAIIMOHHOTO oOecredeHus ynpasieHus. Kpurepun oueHKu
aBTOMATHU3UPOBAHHOM CHCTEMBI JOKYMEHTAILIMOHHOTO 00ECIIEYEHHsI YIIPaBICHHUSI.

Tema 11. AHA/IM3 XapaKTePUCTHK ABTOMATH3HPOBAHHBIX CHCTEM JOKYMEHTAIMOHHOTO
olecrevyeHusi ynpaBJieHUs1

Meponpuatiss MO BbIOOPY CHUCTEM aBTOMATH3aLlUH JOKYMEHTAllMOHHOTO OOeCIeueHust

ynpasieHus. OCHOBHbIE  KaueCTBEHHbIE  MapaMeTpbl  (YHKIMOHAIBHBIX  XapaKTEPUCTHK.
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KonuuectBeHHbIE OKCILTyaTallOHHEIE IapaMeTpul ABTOMAaTU3UPOBAHHOMN CHCTEMBI
JOKYMEHTALIMOHHOTO obecrnieueHrsi ynpanieHus. CpaBHUTENbHBI aHaIU3 aBTOMATU3UPOBAHHBIX
CHCTEM JOKYMEHTALMOHHOIO 00ECIIEUEHNS YIIPABICHUSL.
Tema 12. Ouenka 3p(peKTUBHOCTH BHEAPEHUSI ABTOMATH3UPOBAHHBIX CHCTEM
JAOKYMEHTAIMOHHOT0 00eceyeHns yIPaBJIeHUs

OxoHomuueckast 3(h(HeKTUBHOCTh BHEAPEHHSI aBTOMATU3UPOBAHHBIX CUCTEM JOKYMEHTAIIHOHHOTO
o0OecrieyeHnsl ympaBiIeHUs — 3TO KOJIMYECTBEHHAs CTOMMOCTHAs OLEHKa 3(pQeKTa OT MPOBEACHUS
MEPONPHUATHIA IO aBTOMATH3aMK MH()OPMAIIMOHHOTO O0eCHedYeH s OpraHu3alu. MeToIuKK pacuera
3(p(PEKTUBHOCTH MO0 BHEAPEHHIO aBTOMATH3MPOBAHHBIX CHCTEM JOKYMEHTAIMOHHOrO OOecreyeHus
YIpaBJICHUS.

4.3. llpakTuyeckue 3aHATHSA / J1aOOpPaTOPHbIE 3aHATHUS

OuHo-3a04Hast popma oOyueHHnst
3anstue 1. Cuctema opraHU3alMOHHO-PACTIOPSIUTEIHLHOM TOKYMEHTAIUH.
3anstue 2. JIokyMEHTUPOBaHUE TPYAOBbIX IPABOOTHOLIECHHH.
3anatue 3. JloroBopHo-mpaBoBas  JOKyMeHTauus. J{OKyMEHTbl  BHEIIHE3KOHOMHYECKOMH
NEeSITEbHOCTH.
3ansTue 4. TeXHOIOTUM JOKYMEHTALMOHHOTO 00eCIeUeHHsI yIpaBICHUs.
3ansTtue 5. Cucremsl paboThl C KOH(UACHIUAIBHBIMU JIOKYMEHTAMHU.
3ansatue 6. IlyTu BHEOpEeHUS aBTOMATH3MPOBAHHBIX CHCTEM JIOKYMEHTAIIHOHHOTO OOECIIeYCHUs
yIpaBJIEHUS.
3anstue 7. OCHOBHbIE  KJIacChl  TUPAKHO-3aKa3HbIX  ABTOMAaTU3UPOBAHHBIX  CHUCTEM
JIOKYMEHTAllMOHHOT'O 00eCnieYeH s yIPaBICHUS.
3ansatue 8. Kputepuu aHanmsa aBTOMAaTU3MPOBAHHBIX CHCTEM JOKYMEHTAIMOHHOTO OOecredyeHus
yIpaBJIeHUs.
3anarue 9. AHaiM3 XapakTEpUCTHK AaBTOMAaTU3MPOBAHHBIX CUCTEM JOKYMEHTAllMOHHOIO
o0ecrieyeHus yrnpaBieHusl.
3anstue 10. Ouenka 3(QPEKTUBHOCTH  BHEIPEHUS ABTOMAaTU3UPOBAHHBIX  CUCTEM
JIOKYMEHTAllMOHHOTO 00ecrieueH s yIpaBIeHUs.

5. YuedHo-MeToAMYeCKOEe U HH(POPMALIMOHHOE 00ecnieyeHrue TUCIHHIINHBI

5.1. OcHoBHas JIMTEpaTypa

bacakoB, M. U. [lokymenTtanmonHoe obecrieueHue ympaieHus : ([emonpounsBoacTso) :
yueOHuk / M. 1. bacakoB. — 2-e u3n., uct. u gom. — PocroB-ua-Jlony : ®enunkc, 2013. — 352 c. : u.
— (Cpemnee mpodeccuoHaibHOEe oOpa3oBaHme). — PexuMm jgocTtyma: 1O TOAMKHCKE. —
URL: https://biblioclub.ru/index.php?page=book&id=271490

2. Opra#umzanys © TEXHOJIOTHS JOKYMEHTAIMOHHOTO OOECTeUeHUs] YIpaBIICHHUS
3NIeKTpoHHOE yueOHoe mocobue : [16+] / coct. C. E. Mumenus ; KemepoBckuii rocynapcTBeHHBIN
yHUBepcuTeT, IHCTUTYT HCTOPHH, TOCYAAPCTBEHHOIO YIPABICHUS U MEKIyHAPOIHBIX OTHOIICHUN
[u np.]. — KemepoBo : KemepoBckuii rocynapctBeHHblii yHuBepcurer, 2017. — 478 c. — Pexxum
noctymna: o noamucke. — URL: https://biblioclub.ru/index.php?page=book&id=481592

5.2. JlonmostHUTEIbHAS JIUTEpaTypa

1. Kynse, H. H. J[loxymentoBeaenue : yueOnuk / H.H.Kynses, /[I. H. Ypaios,
A.T. ®abpuunoB. — Mocksa : Jloroc, 2011. — 356 c. — (HoBast yHuBepcurerckas Oubimmoreka). —
Pexxum nocryna: mo noamucke. — URL: https://biblioclub.ru/index.php?page=book&id=84880

2. SlaxoBuy, 111. A. Jlenonpon3BOACTBO B KaapoBo# ciayxoOe : yueonuk / I1I. A. SIakoBHuY. —
MockBa  :  HOwnwurm-/lama, 2017. - 161 C. : cxem., Tabn. —  URL:
https://biblioclub.ru/index.php?page=book&id=685463



https://biblioclub.ru/index.php?page=book&id=271490
https://biblioclub.ru/index.php?page=book&id=481592
https://biblioclub.ru/index.php?page=book&id=84880
https://biblioclub.ru/index.php?page=book&id=685463

5.3. JIuleH3MOHHOEe MPOrpaMMHoe o0ecrevyeHne
1. Microsoft Windows 10 Pro
2. Microsoft Office 2007

5.4. CoBpemeHHnble mpodeccHOHAIbHbIE 0a3bl JaHHBIX H HHQOPMANHMOHHbIE
CIPaBOYHbIE CHCTEMbI
1. KommbrorepHblie HHGOPMAIHOHHO-TIPABOBbIE CUCTEMBI «KOHCYIBTaHT»
http://www.consultant.ru, «["apant» http://www.garant.ru.
2. OdunmanpHBII HHTEPHET-IIOPTAI IIpaBoBOi HHMopMalwu http://pravo.gov.ru.
3. Cnyx06a TeMaTHYECKUX TOJKOBBIX ciioBapeit http://www.glossary.ru/
4. LIeHTp KOMITETEHIIMH 10 BOITPOCAM JIOKYMEHTAIIMOHHOTO 00CCIICUeHH S YITPABICHUS U apXUBHOTO
nena, « JHIUKIIONEANs ISIONPOn3BoICTBay hitp://www.edou.ru/enc/
5. Hayunas snektponHas 6ubnuoreka http://www.elibrary.ru
6. OBC «YHuBepcurerckas oubmuoreka onnaiiny https://biblioclub.ru/index.php
7. EaouHOe OKHO JoCTyma K  oOpasoBarenbHbIM pecypcam  DemepanbHblii  HOpTa
http://window.edu.ru
8. YuuBepcureTckas nnpopmarronHas cucreMa Poccus https://uisrussia.msu.ru
9. Hayunas snektponnas oubnunoreka «KubdepJlenunka» https://cyberleninka.ru/
10. AIMHHHCTPATUBHO-YIIPaBICHUECKUI mopTau http://www.aup.ru/
11. DnekrporHo-6ubIMoTeuHast cucrtema «Jlanby https://e.lanbook.com/

6. MaTepuajibHO-TEXHHYECKOe o0ecredeHne T CHUTITHHbI

1. JlexkuuoHHas ayAMTOpHUs, ayAUTOPUsl JJsl TPYNIOBBIX U HMHJIMBUIYaJbHBIX KOHCYJIbTAIMi,
OCHAIIIEHHas] KOMIUIEKTOM MeOenu Juis y4eOHOro mpolecca, Y4eOHON IOCKOW, MepCOHAIbHBIM
KOMITHIOTEPOM, IIJIAa3MEHHOH MaHEeIbIO.

2. Ayaurtopus JUIsl TIPOBEICHUS MPAKTUYECKUX U CEMHHAPCKUX 3aHSATUH, TEKYyIIEro KOHTPOJS U
MIPOMEKYTOUYHON aTTeCTallMU, OCHAIIICHHAs! KOMILJIEKTOM MeOeNH JIJisi y4eOHOro mporiecca, yueOHou
JIOCKOM, IEPCOHAILHBIM KOMITBIOTEPOM, MJIa3MEHHOU MaHeNbio.

3. Ayaurtopusi Ui CaMOCTOSITEIbHON pabOThl CTYAEHTOB, OCHAIIEHHAS KOMIUIEKTOM MeOeH st
yuebHOro mporecca, y4eOHOW JOCKOHM, NEepCOHANbHBIMM KOMIBIOTEPAMU C BO3MOKHOCTBIO
MOJKITIOUYEHUS K ceTh «MIHTepHET» M TOCTYIIOM K 3JIeKTPOHHOH HH()OPMAIIMOHHO-00pa30BaTeIbHON
cpene YHHUBEPCUTETA.

1. MeToauuecKkue PEKOMEHIAIUH IO OPraHu3alu U3yYCHUS TUCHUIIJINHBI

7.1. MeToauyecKue peKOMeHIAIUH MPenoiaBaTeso

JlanHblid pa3zen HacTosmied pabGoueill mporpamMMbl NpeAHA3HAYEH S HAYMHAIOMIUX
npernoaaBaTesieil ¥ CrelnuaiicTOB-IIPAKTUKOB, HE UMEIOIINX OIbITa MPENo1aBaTeIbCKOW paboThlI.

JqucuumimHa — «/loKyMEHTHpOBaHME  YIpPaBJIEHYECKOW  NIEATENBHOCTU»  SBISETCS
JTUCIUIUIMHON, ¢dopMupyromelt y oOyuatonxcs dactuyHo kommnerenuuio [IK-2, TIK-7. B
YCIOBHUAX KOHCTPYMpPOBaHUS 00pa3oBaTeNbHBIX CHCTEM Ha MPHUHLUUIAX KOMIETEHTHOCTHOTO
NOJX0/1a TPOM30LLIO KOHILENTYalbHOE W3MEHEHHME pOJIM IpEernoAaBarelis, KOTOPBIA, Hapsay ¢
TPaJUIIMOHHON POJIbI0 HOCUTENS 3HAHWUM, BBHIOIHAET (PYHKIUIO OpPraHU3aTopa HayYHO-TOUCKOBOM
paboThl oOyuarolerocsi, KOHCYJIbTaHTa B Ipoleaypax BbIOOpa, oOpaOOTKHM M HHTEpIpETalUU
uHpOpMaLUU, HEOOXOJUMOMH IS TPAaKTUYECKOTO ICHCTBHS U JaJIbHEHIIIEro pa3BUTHUs, YTO JIOJKHO
00s3aTeNIbHO YUYMTBHIBATHCS MPU MPOBEIACHUM JIEKIMOHHBIX W MPAKTHUECKUX 3aHATHH 10
JUCLUILINHE «/{OKyMEHTHPOBaHNE yNIPABIECHUYECKON AEATEIbHOCTIY.

[IpenonaBanue  TeopeTMdyeckoro  (JIGKLMOHHOIO)  Marepuana 1O JUCLMILIMHE
«/lokymMeHTHpOBaHHE  YIPaBIECHUYECKOM  AESITEIBHOCTH»  OCYLIECTBIAETCS  HAa  OCHOBE
MEXIUCUUIUIMHAPHON HMHTErpallud M YeTKUX MEXAUCUUIUIMHAPHBIX CBA3€H B  paMKax
o0pa3oBaTeNbHON IPOTrpaMMBbl U ydeOHOro TutaHa 1o HanpasieHuo 38.03.02 MeHeKMeHT.


http://www.garant.ru/
http://pravo.gov.ru/
http://www.glossary.ru/
http://www.edou.ru/enc/
https://biblioclub.ru/index.php
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http://edu.ru/
http://window.edu.ru/
http://nocache.lib.tusur.ru/ru/resursy/bazy-dannyh/uis-rossiya
http://uisrussia.msu.ru/
https://cyberleninka.ru/
http://www.aup.ru/
https://e.lanbook.com/

[TonpoOHOE conmepkaHHWe OTIENBHBIX PA3feNioB  TUCHUIUIMHBI  «JlOKyMeHTUpOBaHUE
YIPaBJICHUYECKOM IEATEILHOCTH» pacCMaTPUBAETCS B 1.5 paboueii mporpamMmel.

MeTtoauka onpeeneH st ”TOTOBOTO CEMECTPOBOI0 PEUTHHTA 00YYaIOIIErocs MO TUCIUILIIMHE
«JloKyMEeHTHpOBaHUE YIPaBICHYECKON JIeSITENbHOCTH» TpeAcTaBiieHa B cocrae POC mno
JUCLUILIMHE B I 8 pabouell IporpaMMBl.

[TpumepHbie TeMbl pedepaToB AJi TEKYILIETo KOHTPOJIS U IepedeHb BOMPOCOB K SK3aMEHY I10
JUCLHUIIMHE TaKXKe MPE/ICTABIICHBI B I § paboueil mporpaMMel.

[lepeueHr OCHOBHOM U [IOMOJHUTENBHOM JUTEpaTyphl U HOPMATHUBHBIX JOKYMEHTOB,
HEOOXOJUMBIX B XOJ€ MpernojaBaHus TUCHUILUIUHBI «J{OKyMEHTHpOBaHHE YNpPaBICHUYECKON
JIeATEeTLHOCTHY, TMPHUBEIEH B 1.8 HacTosied paboueid mporpammsbl. IlpemonaBarento ciemyet
OpPUEHTUPOBATH OOYYAIOIIKXCS HA UCIIOJIb30BAHUE MIPH MOJATOTOBKE K MPOMEXKYTOUHOM aTTecTaluu
OPUTMHAJILHON BEPCUU HOPMATUBHBIX IOKYMEHTOB, ACHCTBYIOLIUX B HACTOAIIEE BPEMS.

7.2. MeToauyecKue yKa3aHus 00y4al0muMcs

[Tonydyenue yrayOJeHHBIX 3HAHUW 1O JUCIHMIUIMHE JOCTUTAeTcs 3a CYeT AaKTUBHOM
CaMOCTOSITENIbHOU paboThl oOydaronuxcs. Beimensiembie yachl 11€71€C000pa3HO HCIOIb30BaATh IS
3HAaKOMCTBa C y4eOHOW M HAy4YHOW JUTEpaTypol Mo mpoblieMaM TUCIUIUIMHBI, aHallu3a HAay4HbIX
KOHIIETIITHH.

B pamkax AUCHMIUIMHBI MIPELyCMOTPEHBI pa3NuYHble (OPMBI KOHTPOJISI YPOBHS TOCTHXKEHUS
00y4JaronMMuUCs 3asBJIICHHBIX UHANKATOPOB OCBOCHHUS KoMIeTeHIInN. DopMa TeKyImero KOHTPOJIs —
aKTHBHas pab0OTa Ha MPAKTHYECKUX 3aHATHAX, MOJATOTOBKa pedepara u TecTupoBanue. Dopmoii
MIPOMEKYTOUYHOTO KOHTPOJISI MO JAHHOM JAUCIMIUIMHE SIBJISICTCS SK3aMEH, B XOJile KOTOPOro
OLICHUBAETCA YPOBEHb JOCTIXKEHHS OOYYalOUIMMUCS 3asBIEHHBIX WHIUKATOPOB OCBOCHUS
KOMIICTCHITHH.

MeToMuecKkue YKa3aHUsl 110 OCBOSHUIO JTUCIUILIMHEL.

JIekIMOHHbBIE 3aHATHS TPOBOASTCS B COOTBETCTBUU C COJEPKaHHEM HacToslleld padboueit
MPOTPaMMBbI U TIPEICTABISAIOT COOO0M M3NI0KEHNE TEOPETUUECKUX OCHOB JIUCIIUTUIMHEI.

[TocenieHre NEKIMOHHBIX 3aHATHH SBJISCTCS 0053aTEIBHBIM.

KoHcniekTupoBaHue JEKUMOHHOTO Marepuana JOMYCKAaeTcsl KaK MHCbMEHHBIM, TaK H
KOMIIBIOTEPHBIM CIIOCOOOM.

PerynspHoe moBTOpeHHE MaTepHalla KOHCIEKTOB JICKIUN MO KaXJAOMYy pasliely B paMKax
MOATOTOBKUA K TEKyIUM (popMaM arTecTallud MO JUCHUIUIMHE SBISIETCS OJHHUM U3 BaXKHEHIIMX
BUJIOB CAaMOCTOSITENIbHOM paboThl CTyZICHTa B TE€UEHHE CEMECTPa, HEOOXOAUMON ISl KaueCTBEHHOU
MOATOTOBKHU K MPOMEXYTOYHOM aTTECTALMH 110 JUCITUTIIHHE.

[IpoBeneHne NPaKTHYECKUX 3aHIATHH MO TUCUUILIUHE «/JOKyMEHTHpOBaHUE yIpaBIeHUYECKOM
JIEATETLHOCTHY OCYIIECTBIIIETCS B CIEIYIONUX (opMax:

— aHajnM3 TpaBoBOM 0a3bl, peErJaMEHTUPYIOUIEH JAEATeNbHOCTh OpraHU3allUil pa3IuYHbIX
OpraHU3aI[MOHHO-TIPABOBBIX (GOPM;

— OmNpoCc MO MaTepuajiaM, PacCMOTPEHHBIM Ha JIEKUUSIX M H3YYEHHBIM CAMOCTOSATEIBHO IO
PEKOMEHI0BAaHHOW JIUTEPATYpE;

— PCLICHHE TUNOBBIX PACUCTHLBIX 3a7a4 10 TEMaM,

— aHanM3 1 00CyX/IeHNE MIPAKTUUECKUX CUTYalHil 110 TeMaM.

[Tocemenue NpakTHUECKUX 3aHATHH U aKTUBHOE Y4aCTHE B HUX SIBJISIETCS 005S3aTEIIbHBIM.

[TonroroBka K MPaKkTUYECKUM 3aHATHSAM 0053aTelNbHO BKIIOYAeT B ce0s H3ydeHue
KOHCIIEKTOB JIEKLIMOHHOTO Marepuajga U pPEeKOMEHJIOBAHHOW JIUTEpaTypbl Ui aJEeKBATHOIO
MOHMMAaHUS YCIOBUSL U crocoba peuieHusl 3aJaHui, 3aIllaHuPOBAaHHBIX IpENojaBaTeieM Ha
KOHKPETHOE IIPAaKTUYECKOE 3aHITHE.

Mertoanyeckue  yKa3aHHMd 1O BBINOJHEHHUIO  Pa3aW4YHBIX  (QopM  BHeEayAUTOpHOU
CaMOCTOSTENILHOW PabOTHI

M3ydyeHre OCHOBHOW WM JONOJHUTEIbHOW JMTEPATYpbl, a TAaK)K€ HOPMAaTHUBHO-NIPABOBBIX
JJOKYMEHTOB 110 JUCLUIUIMHE MPOBOIUTCS HA PEryJSIPHOM OCHOBE B pa3pe3e KaXAoro pasiesna B
COOTBETCTBUM C NPHUBEIECHHBIMU B 1.5 pabouell mporpaMmbl PEKOMEHIALUAMU JUIsl TIOATOTOBKHU K
[IPOMEKYTOYHOM  aTTeCTalMd 10  JUCHUIIIMHE  «JlOKYMEHTHpOBAaHHE  yIPABJICHYECKOU
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nesTeabHOCTH». CIIMCOK OCHOBHOW M JIOTIOJHUTENBHOM JUTEpaTyphl U 0053aTENbHBIX K U3YUCHUIO
HOPMAaTUBHO-TIPABOBBIX JOKYMEHTOB M0 AMCLUMIIMHE TpUBENEH B 1.7/ Hacrosied paboueit
nporpammel. Crenyer oTnaBaTh NPEANOYTEHHE UW3YUYEHHIO HOPMATHBHBIX JOKYMEHTOB I10
COOTBETCTBYIOIIUM pa3/iesiaM JTUCIUIUIMHBI [0 CPAaBHEHUIO C UX aJalTHPOBAHHON MHTEpIIpeTanuen
B yueOHOM JUTEpaType.

Pemenuie 3aau B paspe3e pas[esioB AUCHUILIMHBL «/[OKyMEeHTHpoBaHME YNpaBICHUYECKOI
JESTEIILHOCTHY SIBIISIETCSI CAMOCTOSITENILHOM paboToi 00yyaromerocst B popMe JOMAITHETO 3aIaHUS
B CJIy4asX HeIOCTaTka ayJUTOPHOIO BPEMEHHM Ha MPAKTHMUECKUX 3aHATHUSIX AJIs PELICHUS BCeX
3aJa4, 3aIJIaHUPOBAHHBIX MPEIO01aBaTeIeM, MPOBOISAIINM TPAKTUUECKHUE 3aHITHS 110 IUCHUIUIMHE.

Mertoanyeckue yKa3aHus Mo MOArOoTOBKE K MPOMEXYTOYHOM aTTecTaluu

[IpomexyTouHass arrecTanus IO AUCHUILIMHE «J{OKyMEHTHpOBaHHE YNpaBICHUECKON
JESTEIILHOCTH» MPOXOTUT B GopMe 3Kk3aMmeHa. [IpuMepHBIi mepedeHb BOIMPOCOB K AK3aMEHY IO
TUCIUILINHE «/OKyMEeHTHpOBaHHE yNpPaBICHUYECKON AESITENbHOCTU» M KPUTEPUH OLEHKHU OTBETa
oOyyaromierocs Ha 3K3aMEHE Ui LeJed OLEHKH JOCTH)KCHHS 3asBJICHHBIX HWHIUKATOPOB
c(hOpMUPOBAHHOCTH KoMIeTeHIIMi mpuBeneHbl B coctae POC mo aucuunianHe B 1 8 paboueit
HpOrpaMMBIL.

OOyyaromuiicst JOMycKaeTcsl K MPOMEKYTOYHOM aTTeCTalluu [0 JUCIUILTUHE HE3aBUCHUMO OT
Pe3yNbTaTOB TEKYILLEr0 KOHTPOJIS.

8. DoHJ 01LIEHOYHBIX CpeaCTB IO TUCHUIIJIUHE

8.1. IlepeyeHb KOMIETEHIW € yKa3aHWeM JTamoB WX (opMHUPOBaHHS B mpolecce
OCBOEHHSI THCHMIIMHBL. DPOpPMBbI KOHTPOJIsI hOPpMHUPOBAHUS KOMIIETEHIIU i

Koa mn NHaukaTopbl JOCTHKEHUS JTansl
HaMMeHOBaHMe KOMIIeTeHIIUH OpMHPOBaHUSA
N 1 ®opma KOHTPOJIA (bopmup
KOMITeTeHI M (pa3neJsl
JMCIMIIJIMHBbI)
1IK-1 Cnocoben UIIK-1.1 Araimsupyer
IIpaBJIATH
yrp TEHICHIINN PBIHKA
CTPYKTYPHBIM
nogpasaenennem o | PUKYIBTYpHO-
uzuyeckoii 037I0POBHUTENBHBIX YCIIYT
KYJIBTYPE U CIIOPT
YARTYP Py Y, B TOM YHCJIC C LICIIBIO
OLICHKH
npodheccuoHaTbHBIX TIpoMesKyTOUHBI
KOMITETCHIIMN TIepCOHaa KOHTPOJIb:
OpraHu3aluy 1 JK3aMeH
5 Texymmui
KOHKYPEHTOCIIOCOOHOCTH .
yp KOHTPOJIb: Tepr 1-12
OpraHu3aluu. Onpoc Ha
MPAKTUYECKHX
NIIK-1.2 Beibupaer P
3aHATHUSAX;
MOHHUTOpPHMHIA U TECTHPOBAHUE
HUCHOJIE3YET OIIBIT
POCCUHCKHX U
3apyOeKHBIX MPAKTUK B
o0J1acTH yIipaBJICHUS
JEATEIbHOCTBIO
(bu3KyIBTYpHO-
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03JI0POBUTENIBHBIX
OpraHu3aIuu.

NIIK-1.3 PazpabarbiBaeT
MPEIIOKEHUS TI0
CTUMYJIUPOBAHUIO U
MOTHUBAlIMU TIEPCOHANIA
(bU3KYIBTYpHO-
0370POBUTEIBHBIX
OpTraHU3aIN.

8.2. Iloka3aTe/in 1 KPUTEPHHU OLICHUBAHUS KOMIIETEHIUI NPY U3yYeHUH AU CHHILIUHBI,
ONUCAHME HIKAJ OLleHUBAHMS

8.2.1 Kputepuu olieHKH OTBETAa HA IK3aMeHe

(dpopmupoanme kommereniuu [1K-1, unmukaropsr UIIK-1.1, UTIK-1.2, UTIK-1.3)

«5» (oTaM4HO): OOydYawoIIUics JAEMOHCTPUPYET CHCTEMHBIE TEOPETUYECKUE 3HaHMS,
NPaKTUYECKHE HABBIKH, BIIA/ICET TEPMUHAMH, JEJIaeT apryMEHTHPOBAHHBIE BBIBOJIBI M 000OIICHHUS,
IPUBOAUT MPHUMEPHI, MOKA3bIBAET CBOOOJHOE BIIQJICHUE MOHOJOIMUYECKOW pedbi0 U CIIOCOOHOCTb
OBICTPO pearupoBaTh Ha YTOUHSAIOLIUE BOIPOCHI.

«4» (xopomo): oOyyaromMics JIEMOHCTPUPYET IPOYHbIE TEOPETUYECKHE 3HAHMS,
IPAaKTUYECKHE HABBIKY, BJIaJIeeT TEPMUHAMH, JeJIaeT apIryMEHTUPOBAaHHbIE BBIBOJIbI U 0000IIEHN,
IPUBOJIUT IPHUMEPHI, MOKa3bIBa€T CBOOOJHOE BJIAJICHHME MOHOJIOIMYECKOM peublo, HO IpPU ITOM
JIeNlaeT HECYIIEeCTBEHHbIE OIMMOKH, KOTOphIe OBICTPO HCHPABISIET CAMOCTOSTEIBHO WM TIpU
HE3HAUYNUTEJIbHON KOPPEKIUH IPETIOJaBATEIIEM.

«3» (ynoBJIeTBOPHUTEJIbHO): O0yUaIOLIUICS AEMOHCTPUPYET HErNIyOOKHE TEOPEeTHYECKHE
3HaHMS, MposBIAET cinabo cOpPMHUPOBAHHBIE HABBIKM AaHAJIW3a SIBICHUW U  IPOLIECCOB,
HEJ0CTATOYHOE YMEHHE JEJIaTh apryMEHTUPOBAHHBIE BBIBOABI U IIPUBOJUTH IIPUMEPSHI, TIOKA3bIBACT
HE JI0CTaTOYHO CBOOOJIHOE BJaJIEHME MOHOJOIMYECKOM peublo, TEPMHMHAMH, JIOTHUYHOCTBIO U
MOCJIEIOBATEIbHOCTBIO M3JI0KEHUS, JAeJaeT OIIMOKM, KOTOpble MOXKET HCHpPaBUTh TOJBKO MpU
KOPPEKLUHU MIPENOIaBaATEIIEM.

«2» (HeylA0BJIETBOPHUTEJIBHO): OOYUaIOLIUIICS JIEMOHCTPUPYET HE3HAHUE TEOPETUUYECKUX
OCHOB IIPEIMETA, OTCYTCTBHE INPAKTUYECKUX HABBIKOB, HE YMEET JeNaThb apryMEHTHPOBAHHBIC
BBIBOJIbI U TNPUBOAMUTH IPHUMEPHI, MOKAa3bIBaeT ci1adoe BIaJCHUE MOHOJIOIMYECKOM pedblo, He
BIIQZICET TEPMUHAMH, IPOSBISIET OTCYTCTBHE JIOTMYHOCTH M IIOCJIENOBATEIBHOCTH H3JI0KEHHUS,
Jenaer oOmHOKH, KOTOphlE HE MOXKET HCIPaBUTh Jake IpH KOPPEKIHH IpernojaBaTeieM,
OTKa3bIBACTCS OTBEYATH HA JOIOJHUTEIbHBIE BOIIPOCHL.

8.2.2 Kputepum onieHKH padoThl 00y4aomerocsi Ha NPaKTHYECKUX 3aHATHIX
(popmupoBanue komnereniuu [1K-1, naaukaropsr UTTK-1.1, UTTK-1.2, UTIK-1.3)

«5» (OTIMYHO): BBHINIOJHEHbl BCE MPAKTUYECKHUE 3aJaHUsS, MPEIyCMOTPEHHbIE
MPAKTUYECKUMH 3aHATUSIMH, OO0YUYaIOIUICS YeTKO W 0e3 OomuOOK OTBETHJI HAa BCE KOHTPOJBHBIC
BOIIPOCHI, aKTUBHO pabOTas Ha MPAKTUIECKUX 3aHATUSIX.

«4» (Xopomio): BBINOJHEHb BCE MPAKTUYECKUE  3aJaHHsl, MPETyCMOTPEHHBIE
MPAKTUUYECKUMH 3aHSATHAMH, 00ydYaroluiics ¢ KOPPEKTUPYIOIIMMHU 3aMEYaHUSIMHU MperoaaBaTess
OTBETHJI Ha BCE KOHTPOJIbHBIE BOMPOCHI, TOCTATOYHO aKTUBHO pa0dOTaT Ha MPAKTHUYECKHUX 3aHSATHUSX.

«3» (Y10BJIETBOPUTEIBHO): BBIIIOJHEHBI BCE MPAKTUYECKUE 3aJaHUS, IPEIyCMOTPEHHbIE
MPAKTUYECKUMH 3aHSATHSAMH C 3aMEUYaHHMSIMH TIPENoJiaBaTesi; OOydYarol[Uiicss OTBETHJ Ha BCE
KOHTPOJIbHBIE BOIIPOCHI C 3aMEYAHUSMH.
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«2» (HeyI0BJIETBOPUTEIBHO): 00y4JaIOUINiiCsS HE BBHIIOIHUI MM BBIIOIHUI HEMPABUIBHO
NPaKTUYECKHE 3aJaHus, MPEAyCMOTPEHHBIC MPAKTUYECKUMHU 3aHATUAMHU; OOYYaIOIIMNACS OTBETHII
Ha KOHTPOJIbHBIE BOIIPOCHI C OMIMOKAMH UJIM HE OTBETHII HA KOHTPOJIBHBIE BOIIPOCHI.

8.2.3 Kpurepuu ouenku pedepara
(popmupoBanue kommereniuu [1K-1, uamukaropsr UIIK-1.1, UTIK-1.2, UTIK-1.3)

«5» (0TJIM4HO): TeMa pedepaTa aKTyalbHa U PACKPBITA MOJIHOCTBIO; pedepar MoArOTOBIEH
B YCTaHOBJIGHHBIH CPOK; O(OpMIIEHHE, CTPYKTYypa U CTWJIb M3JIOKEHUS pedepara cOOTBETCTBYIOT
IpEIbABISIEMBIM TPEOOBAaHMUAM K O(OPMIICHUIO JOKYMEHTA; pedepar BBIIOIHEH CAMOCTOSTEIBHO,
INPUCYTCTBYIOT COOCTBEHHBIE O0OOOIICHMS, 3aKJIIOYEHHs M BBIBOJBI; IOATOTOBIEH JOKJIAN,
u3jaraeMblii 6€3 UCIOIb30BaHUs OLIOPHOI'O KOHCIIEKTA.

«4» (xopomro): TemMa pedepara akTyalbHa, HO pacKpblTa HE IIOJHOCTBIO; pedepar
HOJrOTOBJIEH B YCTAHOBJIEHHBIH CPOK; odopMieHHE, CTPYKTypa M CTHJIb H3JIOXKEeHHs pedepara
COOTBETCTBYIOT INPEIbSABIIEMBbIM TPeOOBAHUAM K O(GOPMIICHHIO JOKYMEHTA; pedepar BbIINOIHEH
CaMOCTOSITENILHO, TIPUCYTCTBYIOT COOCTBEHHBIE 0000IICHNS, 3aKIIOUSHHS M BBIBOJIBI; TIOATOTOBIICH
JIOKJIaJI, U3J1araéMblii ¢ MCIIOJIb30BAHUEM OIIOPHOI'O KOHCIIEKTA.

«3» (Yn0BJIeTBOPHTEIbHO): TeMa pedepara akTyalbHa, HO PACKpbITa HE MOJHOCTBIO;
pedepaT MOATOTOBJIIEH C HAPYLIEHHEM YCTaHOBJIEHHOIO CpOKa IPEJCTaBICHUS; O(OpMIIECHUE,
CTPYKTYpa M CTHUJIb U3JIOXKEHHUs pedepaTa HE B IMOJHOM Mepe COOTBETCTBYIOT HPEAbABISEMbIM
TpeOOBaHUAM K O(POPMIICHHIO IOKYMEHTa; B 11€J0M pedepar BBINOIHEH CAMOCTOSTEIbHO, OJJHAKO
OYEBH/IHO HAJIMYME 3aMMCTBOBAHMM 0€3 CChIJIOK Ha MCTOYHHMKH; IOJATOTOBJIEH JJOKJIAJ, H3JIaraeMbli
C MCII0JIb30BaHUEM OIOPHOT'O KOHCIIEKTA.

«2» (HeylOBJIETBOPHUTEJbHO): TeMma pedepara akTyallbHa, HO HE pacKphITa; pedepar
HOJTrOTOBJIEH C HAPYLIEHUEM YCTAHOBICHHOI'O CpOKa IpEICTaBICHUs; 0QOPMIIEHUE, CTPYKTypa U
CTHJIb M3JI0XKEHHs pedepaTa HE COOTBETCTBYIOT IMpPENBSABISEMBbIM TPEOOBAHUAM K O(OPMIICHHUIO
JOKyMEHTa; B pedepare 04eBUAHO HAMYME 3HAYUTEIBHBIX 00HEMOB 3aMMCTBOBAaHHMN 0€3 CCBHUIOK
Ha UCTOYHHKH; JTOKJIaJ] HE TIOATOTOBJIEH.

8.2.4. Kputepuu ouleHKH TeCTHPOBAHUS
(bopmupoBanue kommetenimu [1K-1, namaukaropsr UTIK-1.1, UTIK-1.2, UTIK-1.3)

TecTupoBaHMe OLIEHMBAETCS B COOTBETCTBUU C MPOLIEHTOM IPABWIBHBIX OTBETOB, JTAHHBIX
00yyaroImuMcst Ha BOIPOCHI TECTA.

CranpmapTHas IIKaja COOTBETCTBHS pPE3yJbTAaTOB TECTUPOBAHMS BBICTABIsEMON OaJUIbHOM
OLICHKE:!
- «OTJIMYHO» - CBbIIIE 85% IMpaBUIIbHBIX OTBETOB;
- «xopoto» - oT 70,1% no 85% npaBuiIbHBIX OTBETOB;
- «yIOBIETBOPUTENBHO» - OT 55,1% 10 70% npaBUIbHBIX OTBETOB;

- ot 0 a0 55% MPpaBUJIILHBIX OTBCTOB — «HCYAOBJIICTBOPUTCIILHO
«5» (OT.]'II/I"IHO): TCCTI/IpyeMHﬁ ACMOHCTPUPYCT CUCTCMHBIC TCOPCTUICCKUC 3HAHUA, BIIAICCT

TEPMUHAMH U 00J1aZiaeT CIIOCOOHOCTHIO OBICTPO pearupoBaTh Ha BOIPOCHI TECTA.

«4» (X0pomI0): TECTUPYEMBIN B IIEJIOM JEMOHCTPUPYET CUCTEMHBIE TEOPETUUECKNE 3HAHMS,
BJajieeT OOJBIIMHCTBOM TEPMUHOB M 00JIaaeT CIOCOOHOCTHIO OBICTPO pearupoBaTh HAa BOMPOCHI
TecTa.

«3» (YnoBJIETBOPHTEJbHO): CHCTEMHBIE TEOPETHUECKUE 3HAHHUS Y TECTHPYEeMOro
OTCYTCTBYIOT, OH BJIa[Ie€T HEKOTOPHIMU TE€pPMUHAMH W Ha BOMPOCHI T€CTa pearupyer IOCTATOYHO
MEJIEHHO.

12



«2» (HeyaOBJIETBOPUTEJIBbHO): CHCTEMHBIE TEOPETUUYECKHUE 3HAHUA Y TECTHUPYEMOTO
OTCYTCTBYIOT, TEPMUHOJIOTHEN OH HE BJIaJICET U Ha BOMPOCHI TECTA Pearupyer MeICHHO.

8.2.5. HroroBoe cooTBeTcTBHE OA/LIbHOI  IIKAJbl OWEHOK M  YPOBHeil
c¢(hopMUPOBAHHOCTH KOMIIETEHIIN 10 I CHHUILJIMHE:

YpoBenb
chopMHUPOBAHHOCTH Ouenka IMosicHenue
KOMIIETEHIINHU

TEOPETHUUECKOE COACPKAHUE U MPAKTUICCKHE HABBIKU 110
S JUCITUTLTAHE OCBOCHBI ITOJIHOCTEIO;
Bricokuii BCE TPEAYCMOTPEHHBIE MTPOrpaMMOii 00ydeHHs yIeOHbIe

(oTIM9HO)
3aJJaHus BBIIIOJHEHB! HA BEICOKOM YPOBHE;
KOMIIETCHIIMU C(HOPMHUPOBAHBI
TEOPETUYECKOE CONEPKAHNE U MPAKTUIECKUE HABBIKU IO
iy JUCIUIIIINHE OCBOEHBI ITOJIHOCTHIO;
Cpennuit (xoporo) BCE MPEAYCMOTPEHHbIE MTPOrpaMMoil 00yueHHs yueOHbIe

3aJJaHus BBHITTOIHEHBI C HE3HAYNUTEIFHBIMU 3aMEYaHUSIMU;
KOMIIETSHIINHU B 11eJIOM C(HOPMUPOBAHBI

TEOPETHUECKOE CO/ICpKAaHUE U MPAKTUICCKUE HABBIKHU IO
JUCHUIINIMHE OCBOCHBI YaCTHYHO, HO HpO6€HBI HC HOCAT
3y CYIIECTBEHHOTO XapaKTepa;
Y moBII€TBOPUTENLHBIN OOJIBIIIMHCTBO peayCMOTPEHHBIX aporpaMMon
p
(YIOBIETBOPUTENHHO)

o0ydeHHs y4eOHBIX 3a7a4y BBINOJIHCHO, HO B HHX
HMEIOTCS OLIHMOKH;
KOMITETCHIINH C(HOPMHUPOBAHBI YaCTHIHO

TEOPETUYECKOE COJIEPKAHUE U MTPAKTUIECKHE HABBIKH 110
JTUCIUIUINHE HE OCBOCHBI;

OOJBIIMHCTBO IPeTyCMOTPEHHBIX porpamMMoin
0o0y4eHuns1 yueOHBIX 3aJaHui JINOO HE BBITIOIHEHO, JTHOO0
COJICP)KUT TPyObIe OIITHOKH;

JONIOJIHUTENBHAs ~ CaMOCTOsITeNbHass ~ pabora  Hax
MarepuaioM He MPUBOJAHUT K KaKOMY-IHOO 3HAYHMMOMY
MOBBIIIICHHUIO KaYeCTBA BBITIOIHEHNS yUeOHBIX 3aJaHNH;
KOMITETEHIIMU He CPOpPMUPOBAHBI

«2»

HeynosnerBopurenbHbIi
(HEYIOBIETBOPHUTEIHHO)

8.3. Metoanyeckue MaTepuajbl (THIOBbIe KOHTPOJIbHbIE 3aJaHNs), ONpeIesionne

pe3yJbTaThbl 00y4eHHs M0 JUCHHUIINHE, COOTHECEHHbIE ¢ HHAUKATOPAMH 10CTHKCHHSA

KoHTponbHble 3a1aHUs, TPUMEHSEMbIE B paMKaX TEKYIIEro KOHTPOJIS U NMPOMEKYTOUHON
aTTecTallly MO JUCLMIUINHE, HOCAT YHUBEPCAIBHBIM XapaKTep U MPEeayCMaTpUBaOT BO3MOXKHOCTh
KOMIUIEKCHOW OILEHKM BCero Habopa 3asdBIIEHHBIX [0 JaHHOW JWUCUUIUIMHE WHAWKATOPOB
c(OpPMHPOBAHHOCTH KOMITETEHIIUH.

8.3.1. Texymuii KOHTPOJIb (PaGoTa HA MPAKTHYECKUX 3aAHATHSAX)
(popmupoBanue komnereniuu [1K-1, naaukaropsr UTTK-1.1, UTIK-1.2, UTIK-1.3)

IIpumeps! 3agaHNil AJ151 NIPAKTHYECKHUX 3AHATUHH

3aoanue 1.

[IpencraBbTe, uTo BBl paboTaeTe B KOMIaHUM PYKOBOAMTENEM OTAeNa Mpoaax. Bam Heobxoanumo
COCTaBUTh JOJKHOCTHYIO MHCTPYKIIMHM Ha BAKAHTHYIO JIOJDKHOCTh — MEHEXKEpa OT/iea POJaxK.
ChopMmynupyiTe OCHOBHBIE pa3ielbl  JOJDKHOCTHOM  WHCTPYKIUHU:  KBATH(DHUKAIMOHHBIC
TpeOOBaHUs, JOJDKHOCTHBIE OOS3aHHOCTH, OTBETCTBEHHOCTh, IIpaBa U B3aMMOOTHOIIEHMS.
Odopmure IOMKHOCTHYIO HMHCTPYKIIMIO CO BCEMH HEOOXOIMMBIMH PEKBU3UTAMHU JaHHOTO
JIOKYMEHTA.

3aoanue 2.
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Heobxomumo  3amomuuts  lllTaTHoe pacmucanue B COOTBETCTBUH C  TPeOOBAHUSIMH,
NPEeIbSABISIEMBIMA K OPraHU3aIllMOHHO-PACHOPSAUTENbHBIM JOKyMeHTaM (YHuuuupoBaHHas
¢dopma LllTaTHOTO pacnucaHus MPUIIATAETC)

3anonHs0TCS BCe PEKBU3UTHI.

3aodanue 3.

[IpencraBeTe, uTo BBl pabotaere B oTHene KaApoB opraHu3anui. Bam HE0OXOAMMO MOATOTOBUTH
MPOEKTHI KAJAPOBBIX TOKYMEHTOB

1. Ha ocHoBaHuu 3aKi1I04€HHOT0 TPYAOBOTO JA0roopa o npueme Meanosa M.U. Ha nomxHOCTH
MeHe/Kepa B Ballly OpraHu3anuio ohopMuTe MpHUKa3 Mo JUYHOMY COCTaBy O MpueMe Ha paboty (1o
yauduuupoBanaoit popme T Ne 1).

2. CoctaBbTe U OPOPMUTE XAPAKTEPUCTUKY HA COTPYIHHKA OTHAETa KaapoB, MOAMHCAHHYIO
PYKOBOJIUTENEM JAHHOTO CTPYKTYypHOro mojpasneneHus. OpraHuzanuioo, (paMmwimu paOOTHUKOB
YKaXHUTE CaMOCTOSITENIBHO.

3. CocraBbTe U 0QOpPMHUTE 3asiBICHUE O MEPEBOJE HA JPYIYI0 PabOTy, B KOTOPOM YKaXKHUTE
CTPYKTYpHOE TMOJApa3JeieHne, JOJDKHOCTh, MpPU HEOOXOAMMOCTH — OCOOGHHOCTH B pabote
(HemonHbIN pabounii neHb, moyacoBasi oruiata). Ha ocHOBaHMM 3asiBIEHUS COCTaBbTE MPHUKA3 IO
yaudumpoBanHoit popme T Ne Sa

3aoanue 4.

4.1. CoctaBbTe pacnopsiKeHHE PYKOBOJIUTENsE 00 OpraHU3aluu JAEKypCTBa B Mpa3JHUYHBIC THU C
31 nmexabps 2020 roma mo 10 smBaps 2021 roma. Ilpemnoxkure 3am. ampektopa mo AXY
(aIMUHUCTPATUBHO-XO3MCTBEHHAs! YacTh) OpraHu3oBaTh coTpyaHukoB 31.12.2020 go 17-00 u
NPOBEPUTH U OIeYaTaTh BCE CIykeOHble momerneHus. OOsHKUTE MOArOTOBUTH HAa YTBEP)KACHUE
rpadux nexypctBa n0o 31 gexabpsa. OpraHuzanuio ¥ (QamMHINU JOJDKHOCTHBIX JIMII YKaXKHTE
CaMOCTOSITENILHO.

4.2. B cooTBeTcTBUU C YHU(DUIUPOBAHHON (POpMON IpHKa3a O MOOMIPEHUN PAOOTHUKA 3aMlOJIHUTE
BCE HEOOXOAMMBIE PEKBU3UTHI, BKJIIOYask OJIITUCH.

8.3.2 Texkymmii KOHTPOJIb (HOATOTOBKA pedepaTa)
(dpopmupoanme kommerenimu [1K-1, namukaropsr UIIK-1.1, UTIK-1.2, UTIK-1.3)

Ilpumepnas TemaTuka pegeparos:

1. JlIokyMeHTallMOHHOE 0OecTieueHNe yIpaBlIeHus, €ro 3a1a4u, QYHKIUH.

2. Hopmatusnble nokyMmeHTsl (I'CAOY, I'OCTh1). [ToHaTue cranaapTU3aluy 1 yHU(pUKaLUK.
3. Knaccudukanus JOKyMEHTOB.

4.PexBU3UTHI YIIPaBICHYECKUX IOKYMEHTOB. PEKBU3UTHI aBTOpa, UX O(pOpMIIEHHE.

5. TpeGoBaHuUs K TECTy TOKYMEHTA.

6. bnank. Buasl 6nankoB. TpeboBanus k O1aHKaM TIOKyMEHTOB.

7. Opranu3aluOHHBIE IOKYMEHTHI.

8. PacnopsiautensHbie JOKyMEHTHI. [IprKka3bl MO OCHOBHOM esTENLHOCTU. PacniopspkeHus.
9. HdopmMaimoHHO-CIIpaBOYHBIE TOKYMEHTHI. JloKIagHbIe, 00BsCHUTEIbHbIE 3aUCKU. CIpaBKH.
10. AkTheI, ux BuAbl. CocTaBjIEeHUE aKTOB.

11. IIpoToko:nsl 3acenanuii, coBernanuii. [lonnas u kparkast popmMbl IPOTOKOIIA.

12. [IenoBas nepenucka.

13. JlokyMeHTHpOBaHHE MTPOLIECCOB IBUKEHUS KaPOB.

14. IIpukassl O TMYHOMY COCTaBY.

15. JInunoe 3asiBienue. Beaenue TMUHBIX KapTOYEK.

16. TpynoBoit 10roBop.

17. Benenue TpynoBbIx KHIKEK. OopmieHne JINIHbIX Jed.

18. Texnonorus paboThl ¢ ToKyMeHTamMu. OpraHu3aius J0KyMEHTo00opoTa.

19. Perucrpanuus 1OKyMEHTOB.

20. KoHTpoJIb HICTIOJTHEHUS TOKYMEHTOB.

21. Homenkinatypa nen. Cucremarusanus nen. @opMupoBaHue Aedl.
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8.3.3 Texkymmii KOHTPOJIb (TECTHPOBAHME)

(popmupoBanue komnereniuu [1K-1, naaukaropsr UTTK-1.1, UTIK-1.2, UTIK-1.3)

IIpumepsbl TeCTOBBIX 3aJaHU I

PaCl'lopﬂ)II/ITe.]'ILHBIe AOKYMEHTDI, OTPAXKAKOIIHUE PE3YJIbTAT KOJIJIETHAJIbHOM NeATeJbHOCTH

[ npukas, pacropspkeHue

L] pacnopsbkeHue, ykazaHue

M mocraHoBICHUE, peleHHE

M mporokou, akt

[ moroBop, ycTas, cornamieHue

OcCHOBHBIE PeKBU3HTHI JOKYMEHTA

M Ttekcr, OTMETKA O MPUIIOKEHUH

TEKCT, OTMETKA O MPHJIOKEHHH, J1aTa, HHICKC, 3ar0JI0BOK K TEKCTY
TEKCT, IpU( YTBEPKACHHS, TOIUCH, IIEYaTh

ooood

TEKCT, ajipecaT, rpu¢ yTBEp>KICHUsI, BU3bI COIVIACOBAHMSI, IOUCH, TIEYaTh

TEKCT, 3ar0JIOBOK K TEKCTY, IMOAIHUCH, IpU( COrilacoBaHUs, Ipu( YTBEPKACHUS, IeYaTh
TEKCT, OTMETKAa O MPUJI0KEHUH, IPU( COrIacOBaHUs, BU3bI COITIACOBAHUS, IpU( YTBEPKIACHUS

HopMaTuBHBIN TOKYMEHT, perjJaMeHTHPYKIIHH TpeOoBaHUs K O0GOpPMIIEHHI0O JOKYMEHTOB

00u1ero aAMMHNUCTPAaTUBHOTO ynpaJjenus (OP/I)
L] TOCT P 51141-98
(] I'OCT 6.10.5-87
M T'OCT P 7.0.97-2016
1 Ercaoy
L] MHCTpyKIUs 1O IEIONPOU3BOJCTBY
AKT M «rpU} yTBepKICHU»
aKT BCErJa yTBEPKIAETCs PYKOBOJIUTENIEM OpraHU3aluu
aKT YTBEP K/IAaeTCs BIILIECTOSIIUM OPIaHOM YIIPaBJICHUS
YTBEPKAAOTCS TOJIBKO HEKOTOPBIE BUJIbI AKTOB
aKT HE UMEET «rpHuda yTBEPKIACHUS»
aKT YTBEPXKIAaeTCsl, B 3aBUCUMOCTH OT PEIICHUS PYKOBOACTBA OpraHU3aluu
aKT yTBEP>KIAETCs, B 3aBUCUMOCTH OT BBILIECTOSIIETO OpraHa yIpaBICHUs
Cpok neiicTBUsI OPraHU3allMOHHO-TIPABOBBIX JOKYMEHTOB
[J OT OAHOTO 10 MATH JIET
M 1o MOMEHTa HX OTMEHBI
[J mo Tpex et
] no mecsatw et
M 1o BBemeHUS HOBBIX B3aMEH yCTAPEBIIHX
MartepuajbHbli  HOCHTEJb HWHpOpMAUM O COOBITHSIX M SIBJECHHUAX
AeHCTBUTEJBbHOCTH U MBICJIMTEJILHOM JeSITeIbHOCTH YeJI0BEKa - 3TO...
Ipasunvrvie sapuanmor omeema: JOKYMEHT; JloKyMeHT; TOKyMEHT;

OooxOn

00bEeKTHUBHOM

Kommiexke MeToioB 1 npoueccoB padoThl ¢ JOKYMEHTAMH, OCYLIECTBJIsIeMbIil peANPUATHEM

NPHU BBINOJIHEHUH UM CBOMX (PYHKIMIA - 3TO ....

[] noxkymeHTauMoHHOE oOecriedeHNe yIpaBICHUS

I nenonpou3BoOACTBO

[] cucrema JOKyMEHTAIIUH

[] noxkymeHTHpOBaHHE

[J mokymMeHTOo0OOpOT

[] nokyMeHTHpOBaHHE YIPaBICHYECKON JeATeIBbHOCTH
JloKyMeHTHI KiIaccupuuupyoresd 1o rpugy Ha ...
OPHTHHAIbI, KOTTUH 1 TTOATHHHUKH

BHEIITHHE ¥ BHYTPCHHHE

WHIMBHUIyTbHBIC, TUTIOBBIC U TpadapeTHbIC
PYKOIIMCHBIE, ICYaTHBIC U DJICKTPOHHBIC
OpraHM3alHOHHbIE, PACTIOPSANTEIBHBIC, CIIPABOYHBIC

ooggg
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M xoudumeHIMATBHBIE, OTPAHUYEHHOTO JOCTYIIAa U OTKPBITOrO MOJIB30BAHHS

HOCJIEI[OBaTe.]IbHOCTb U3J105KeH U M0JI0KeHUH Y cTaBa npeInpusiTus

. o0uIre moJoKEeHHS

CBeIeHHsI 00 YCTaBHOM KaruTasie

OpraHU3allMOHHO-TIPABOBBIE OCHOBBI J€ATEIILHOCTH OpraHu3alnun

OpraHbl YIIPaBJICHUS U KOHTPOJIS, UX KOMIIETCHIIUS

IIpaBWJIa BEJCHUS YUE€Ta U OTYETHOCTU B OpraHU3alMH

MOPAZIOK pactpeneneHus npuobu U hopMupoBanue HoHI0B

0co0bIe BOMPOCHI ACITEILHOCTA OpraHU3aUN

. YCIIOBHUS peOpraHu3alii U JIMKBUAALUU

3Tam>1 padoThbI ¢ BHYTPEHHUMH JOKYMEHTAMM

: TIONyYeHHE yKa3aHHs Ha pa3paboTKy TOKYMEHTOB

pa3paboTka mpoekTa JOKyMEeHTa

COIJIACOBaHUE MPOEKTA JTOKyMEHTA

KOPPEKTUPOBKA JOKYMEHTA, ero oopMIICHHE

MIO/NKUCAHUE, YTBEPKICHHE

perucTpanus 1 THpaKupoBaHUE

JIOBEJICHUE /10 UCTIOJTHUTENEH

KOHTPOJIb UCIIOJIHEHUS JOKYMEHTA

. NIPUEM HUCIIOJIHEHHOT'O IOKYMEHTA, CHATHE C KOHTPOJIS

10 TEKyIllee apXUBHOE XPaHEHHE

KoHTpoJib HCTIOJIHEHHS JOKYMEHTA OPpraHu3yer

M cayxba JOY

[] pykoBOAMTEIIH BCEX PAHTOB

L] cekperapuat

L] cimyx6a KOHTpOJIs

[l ompeneneHHOE DOKHOCTHOE JIUIIO

[] pyxkoBOAMTENb MPEANPHSITUS

OcHoBaHMeM ISl IPeAbSBJICHUS NIPETeH3UH SIBJSIIOTCSH JOKYMEHThI

M komMMepueckuii akT, cepTU(HUKAT Ka4ecTBa, JOroBop, akT IPUEMKH TOBapa, TpeOOBaHHsI

[] ceprudukar kauecTBa, JOroBOp, aKT MPUEMKH TOBapa, TPEOOBaHHUS

[] komMMepueckuii aKkT, cepTU(HUKAT Ka4ecTBa, aKT IIPUEMKH TOBapa, TpeOOBaHUS

[] ceprudukar kauecTBa, akT IPUEMKHU TOBapa, TpeOOBAHHUS

K HeperncTpupyemMbIM OTHOCSTCS IOKYMEHTBI

M  uH(OpMAIMOHHBIE MaTepuabl, pPEKIAaMHBIE M II03/PaBUTENbHBIE IUCbMA, MPOrPAMMBI
CEMHUHApOB, COBELIaHNH, KOH(pepeHIH

M  Kkomumu HOPMATHBHBIX JOKYMCHTOB, MOCTAHOBJIEHUS M PACIMOPSIKEHUS TOCYIApPCTBEHHBIX
OpraHoB, O0BSICHUTENIbHBIE 3aIUCKU

[] ciyxeOHBIE 3aUCKH, MTUCbMA, TEJETPaMMBbI, (haKCOTpaMMBI

[] pekiaMHble MPOCHEKTHI, MPOTOKOJBI KOJJICTHAIBHBIX OPraHOB, CIPAaBOYHBIC MaTEPHAIbI,
TUTaHBI, POTPAMMBI, CBOJIKH, OTYETHI

[] mucbMa BBICIIICH MHCTAHIIUH, TPEOOBAHUS, UCKH, TIPETEH3UH, KOJUICKTHBHBIC JIOTOBOpa

CooTBeTcTBHE ITANOB NOATOTOBKH YNPABJCHYECKHX PeLICHUI CTAAUAM padoThI

aHayiu3 MpoOJeMHON cuTyalnuu, (OpMUPOBaHHUE CTaaAus pa3pabOTKU pPELIeHUs

L[eJIeH, OLIEHKA IIPEAIIOYTEHHUM peleHui

OLIGHKa pAacIoylaraéMoro BPEMEHH, ONpEJeIeHHE MOATOTOBUTENbHAS CTaAUS

HEOOXOIUMBIX PECypCOB

dbopMupoBaHHEe  KpUTEpUEB  BbIOOpa, BBIOOpP CTaaus BHIOOpA perieHUs

€MHCTBEHHOI'O PELLEHUS

OpraHM3alysl BBIMOJIHEHHUS] PEUIeHMs, aHalu3 U  CTaAus pealn3aliy MPUHATOrO pelieHus

OLIEHKA JIOCTUTHYTOI'O pe3yJbTaTa

IlociienoBaTe/IbHOCTH JITANOB MOATOTOBKH YNPaBJIeHYECKUX pellleHHii, BXOASIIMNX B COCTAB

NMOATOTOBUTEIbHOM CTAIMU U CTAAUM Pa3padoTKM peleHust

1: BBISIBICHUE W ONMHMCAHKUE MPOOJIEMHON CUTYaITUU

NITAREXNE

“?P?E‘F?S’?:'?P?!\.’P
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NITAEXN

OLIEHKA pacrojaraéMoro BpeMeHu
olpeJieieHue He0OOXOAUMBIX PECYpPCOB
aHaIu3 MpoOJIEeMHON CUTYaIH
(bopmupoBaHue 1eneit

OIpeIe]ICHUE OTPaHUYCHU I
pa3paboTKa BapUaHTOB PELICHUN
OLICHKAa HpGI[HO‘-ITeHI/II/I peH_IeHI/II/I

CTazum aHaJM3a aJdbTEPHATHB M BbIOOPA NPOrpaMMHOIO MNPOAYKTa AaBTOMATH3ALMH

1:

2:

a

NS

©Oo~No O

10.
11.
12.
13.
14.

15.
16.
17.
18.
19.
20.

AOKYMEHT0000poTa
CocraBieHue nepedHs NpeabsIBIsIEMbIX OCHOBHBIX ()YHKIMOHATBHBIX U CUCTEMHO-TEXHHUYECKUX
TpeOOBaHUI K KOPIIOPATUBHOM CUCTEME aBTOMATHU3aIlUU JIOKYyMEHTO000pOoTa
Bre16op cucreMbl BecOBBIX KOI(DPUIHEHTOB (0ALIOB) WM PAaHKUPOBAHHUE AJISI DKCIEPTHOM
OLICHKH
OneHka NPOrpaMMHBIX TPOAYKTOB C TOYKH 3PEHUS MPEIBSBISIEMBIX OCHOBHBIX
(YHKIIMOHAIBHBIX TPEOOBAHUI U CUCTEMHO-TEXHHUECKUX XapaKTEPUCTHK
OT00p MPOrpaMMHBIX TPOIYKTOB, YIOBIECTBOPSIOMIMX BHIOPAHHBIM (PYHKIMOHAIBHBIM U
CHUCTEMHO-TEXHHUYECKUM KPUTEPUSIM
OreHka aganTaoOHHBIX BO3MOYKHOCTEH OTOOPaHHBIX POIYKTOB
OTOop TpPOrpaMMHBIX MPOAYKTOB, YIOBJICTBOPSIOUIMX KPUTCPHUSIM  aJalTalldOHHBIX
BO3MOKHOCTEHN
CpaBHHTENIbHASI OIICHKA 3aTPaT, CBS3aHHBIX C MPUOOPETEHHEM M BHEAPCHHEM IPOTPaMMHBIX
POIYKTOB
OreHKa OIbITa MPUMEHEHHS OTOOPAaHHBIX MPOTPAMMHBIX MPOAYKTOB pEMyTaluu (HUPMBI-
pa3paboTunka

: BH60p IIporpaMmMHOIo obecneyeHus JJIA CUCTEMBI aBTOMATHU3alllH ,Z[OKYMCHTOO60pOTa

8.3.4. IIpoMesKyTOUHBII KOHTPOJIb (BONIPOCHI K IK3aMEHY)
(dpopmupoanue kommerenimu [1K-1, uamukaropsr UIIK-1.1, UTIK-1.2, UTIK-1.3)

IIpumepHBbIE BONPOCHI K IK3aMEHY

Oranbl JOKyMEHTUPOBAaHUS TPOU3BOJICTBEHHO - X0O3SMCTBEHHOH J1€TEIbHOCTH.

TexHOo0rHusl JOKYMEHTALMOHHOT0 00eCieueH sl yIpaBIeHusl.

[Topsinok cocTaBieHus U OPOPMIICHUS PacIOPSIAUTEIbHON JOKYMEHTALIH.

Cnyx0a JOKyMEHTAIl[MOHHOTO o0ecredeHus ynpasieHus. TpeOoBaHUS K OpraHU3aIM1 CUCTEMBI
JIOKYMEHTO000pOTA.

TpeboBanust K GOPMUPOBAHUIO €I B AETONPOU3BOJICTBE.

ITopsinok BBeZEHMSI B IEHCTBUE MIPABUII BHYTPEHHETO TPYIOBOTO paclopsaKa.
JloKyMeHTHpOBaHKE MO JOTOBOPHO-MIPABOBBIM OTHOIIEHUSAM SKOHOMHUYECKOM IS TEIbHOCTH.
ITonroroBka JOKYMEHTOB K C/1a4€ B apXUB.

Knaccupukauusa pexsuzuroB no ['OCTY P 7.097-2016 «Cucrema craHmapToB 10
uHpopMaIMK, OUOIHMOTEYHOMY M H3AaTeNbCKOMy Jeny. OpraHu3anloOHHO-PACIOPsIUTEIbHAS
JIOKYMEHTALUSD).

PazBuTHe 37€KTPOHHOTO JJOKYMEHTOO0OPOTa B OpraHU3alllu.

[1naHoBO-OTYETHAS JOKYMEHTAIHUS.

ABTOMaTH3a1Ms 1ETIONPOU3BOJICTBA.

Crny>x0a KOHTPOJISL BEACHUSI KaJIpOBOW JOKYMEHTAIMU HA MTPEANPUSATHH.

[loHaTuss 0 MOKyMEHTax, crocobax JIOKYMEHTHPOBAHHUS, HOCHUTEISIX uHboOpMaUd U
GYHKIUSAX TOKYMEHTA.

[IpaBumna opopmiieHHs U BbIJa4d KOIMHA JTOKYMEHTOB.

Opranu3anus onepaTuBHOIO XpaHEHUs I0KYMEHTOB.

DKcnepTu3a HEHHOCTH TI0KYMEHTOB.

[TpaBuna cocraBieHus 1 0pOpMIIEHUS] HOMEHKIIATYPbI JEI.

[Tpu3Haku knaccu(pukauyu HOMEHKIIATYPBI €.

Kpurepuu onieHKH JOKYMEHTOB.
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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.
63.

CucteMbl TOKYMEHTALUH 110 IMYHOMY COCTaBY.
Ocob6erHoct 0(hOPMIICHHS JINYHBIX JJOKYMEHTOB.
Cuctemsl 1 (OpMBI JOKYMEHTOB.
OcHOBHbIE TOTOKU JOKYMEHTALIHH.
Cny>xebnble 3anucku. TpeboBaHus K 0(hOPMIICHHIO.
OCHOBBI 3aKOHO/IATEIbCTBA 110 APXUBHOMY JIETTY.
Cocrasnenue u ohopmiieHHE CITyKEOHBIX TTHCEM.
Pexumbl XpaHEeHUS TOKYMEHTOB.
Onucs nena. [IpaBuna popMupoBaHre JOKYMEHTOB Ha apXUBHOE XpaHEHHE.
Poinb 10KyMEHTAIIMOHHOTO 0OECTIeYeHs YIIPABICHHUS B COBPEMEHHOM OpraHU3aIiH.
OcHOBHbIE XapaKTEpHbIE YEPThl OPraHU3alMOHHO-TIPABOBOM JOKYMEHTAIIHH.
. PernamenTanus JOKyMEHTAIHOHHOTO OOECTIEYeHUS YIIPABICHUSI.
. CoctaB u odopmiieHHE PACTIOPSIUTENBHON JTOKYMEHTALIUU.
. Texnonorus paboTh! ¢ KOH(UACHIUAIBHBIMU JTOKYMEHTAMH.
CocraBnenue u opopmiieHHE aKTOB
Odopmurenbckre pekBU3UTHL. COCTaB PEKBU3UTOB JOKYMEHTOB.
CrtpykTypa ohopMIIeHHS TOJKHOCTHBIX HHCTPYKIUH.
Opranuzanys KOHTPOJISI HCIIOTHEHHUS TOKYyMEHTOB.
Cocrasnenue u opopmiieHue IPOTOKOA.
[Topsimox cocraBieHuss ¥ OQOPMIICHHSI TaOJIUI] U PUCYHKOB B HAyYHO-HCCIIEIOBATEIHCKOM
oTuerTe.
Opraauzanus paboThI ¢ TOKYMEHTaMHU.
[IpaBuia opopmiteHUs TPUITIOKESHUH.
[Tonsatue o noxkymenToobopore. DopMbI perucTpanuu JOKyMEHTOB.
Cocrasnenue u opopmiieHHE T0rOBOPOB.
dnaroBoe M MPOJOIHHOE PACIIONOKEHUE PEKBU3UTOB.
VYupenuTenbHble JOKyMEHThI OpPraHU3aIIH.
OreHKa 3HAYMMOCTH JOKYMEHTOB M CPOKH MX XPaHEHHUS.
TpeboBanust, npeabaBIsieMbIe K TEKCTaM JOKYMEHTOB.
. CocraB opraHu3aioHHO- MPABOBBIX JOKYMEHTOB.
@DopMbl perucTpaiu JoKyMeHToB. [lopsaok perucrpanuu.
. TexHonorust paboThI C KaJPOBON JOKYMEHTAIUEH.
. CocTaB M CTpyKTypa HITaTHOTO pacHHCaHUs.
CocTaB HHPOPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB.
Oco0eHHOCTH NOJI0KEHUS O CTPYKTYPHOM TO/Ipa3AeICHUN OpraHU3aI|H.
. branku 1 popmaTer JOKyMEHTOB.
. 3a7a4M ¥ MyTH BHEAPEHHs] aBTOMATU3HMPOBAHHOM CHCTEMBI JOKYMEHTALIMOHHOTO 00eCTIeYeHUs
yTIpaBJICHUS
OCHOBHBIE KJIACCHI TUPAXKHO - 3aKa3HBIX aBTOMATH3MPOBAHHBIX CHUCTEM JIOKYMEHTAIIMOHHOTO
oOecrieueHus yIpaBieHuUs
OKCIUTyaTallMOHHbIE XapaKTEPUCTUKU AaBTOMATU3MPOBAHHOW CHCTEMBI JTOKYMEHTALIMOHHOTO
oOecrnieyeHust ypaBieHus
TexHOJorMKM MPOrpaMMHON peanu3alui aBTOMAaTH3UPOBAHHON CHCTEMBI JJOKYMEHTAIlMOHHOTO
oOecrnieyeHust ypaBieHus
Kputepun ananu3a aBTOMAaTU3MPOBAHHOM CHCTEMBl JOKYMEHTAIMOHHOTO oOecreueHus
yTIpaBJICHUS
CocraBienue 1 opopmIIeHHE TPUKA30B [0 OCHOBHOM J1€ATEIIHOCTH.
OcobeHHOCTH BHIOOpA CHCTEMBI aBTOMATH3AIIHH.
Crparerud BHEIPEHHUS aBTOMATU3WPOBAHHOW CHUCTEMbI JOKYMEHTAIMOHHOTO OOECIIeYEeHHUs
yIOpaBIeHUS.
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