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1. Ilepevenb NJIAaHUPYEMBIX Pe3yIbTATOB H3y4YeHHUsI AUCHHUILIMHBI, COOTHECEHHBIX €
IUIAHMPYEeMbIMH Pe3yJIbTAaTaAMH 0CBOCHHUsI 00pa30BaTeIbHOM NMPOTrpaMMbl

B pamkax ocBoeHHS OCHOBHOM NpPOQECCHOHAIBHONH 00pa30BaTeNbHONW MPOrpaMMbI

OakanmaBpuaTa OOYyYaroOIMICS MOJDKEH OBJIAACTh CHCAYIOIIMMH pe3ysbTaTaMd OOy4deHHUs IO

JUCHHUITIINHE «HOKYMGHTI/IPOBEIHI/IC ynpaBﬂqueCKoﬁ JACATCIIbHOCTH )

Koa y HaumMeHoBaHHue KOMIIETECHIINIA

NHaukaTopbl 1OCTHKEHHS] KOMIIEeTeHITHH

[TK-2 Cniocoben pa3zpaboTarh
3G PEKTUBHYIO CHCTEMY CTHMYJIUPOBAHUS
Tpy/a

NIIK-2.1 OcyiecTBisieT JOKYMEHTAallMOHHOE
o0ecreyeHne CUCTEMBI OILIaThl TpyJa U
CTUMYJIMPOBAHUS IEPCOHAIIA

[1K-7 Cniocoben aHaiu3upoBarh,
IUTAHUPOBATh, OLICHUBATH A()(HEKTUBHOCTH
HCII0JIb30BAaHMsI KaJIPOBBIX PECYPCOB

NIIK-7.1 OcyiiecTBisieT KOHTPOJIb U
JOKYMEHTHPOBaHHUE yueTa [oKa3aTesel 1o Tpyay u
3apaboOTHOM maTe

2. Mecto mucuunyimibl B ctpykrype OITIOII
VYyeOnas aucuumiauHa b1.B.09 «JlokyMeHTUpOBaHUE YIIPaBICHUYECKON AEATEIbHOCTH

OTHOCUTCS K 4YacTh (OpMHpPYyEeMOH y4YaCTHHKAMH OO0pa30BaTeIbHBIX OTHOIICHWH Imkia b.l

«JIncuuIuIMHbI (MOJTYJIH )».

3. O0beMm AUCHUIIJIMHBI B 3A4Y€THBIX €IUHUIAX ¢ YKA3AHUEM KOJIUYIECCTBA aKAACMHUYECCKUX

YacoB, BbIJIEJECHHBIX HA KOHTAKTHYI0 padoTy o0y4yaommxcs ¢ npemnojasareseM (110 BUAaM
3aHATHI) U HA CAMOCTOSATEJIbHYI0 padoTy 00yYaromuxcst

Obmass TpynoeMKOCcTh (00BEM) JUCIHUILIAHBI

((I[OKYMCHTI/IPOBaHI/Ie ynpaBnqueCKOﬁ

JACATCIIBHOCTHY COCTABJIACT 4 3a4eTHBIE CAWHUIIBI.

O0bEM IMCHUIIJIMHBI 10 BUIAM Y4eOHBIX 3aHATHH (B yacax) — 3aouHasi popma oOyueHust

Bua y4eOHoii padoThI Beero Cemectpbt

4acoB 8 -
AyauTopHbIe 3aHATHUS (BCEro) 36 36 -
B ToM ynce: - - -
Jlexumn 18 18 -
[Mpaktuyeckue 3ansatus (I13) 18 18 -
Cemunapsl (C) - - -
JlaGopatopusbie padotsl (JIP) - - -
CamocrosiTesibHas padoTa (Bcero) 72 72 -
B ToMm guce: - - -
KypcoBoii mpoekT (pabota) - - -
Konrponbnas padora - - -
Pedepar 10 10 -
[TonroroBka K MPaKTUYECKUM 3aHATHIM 52 52 -
TectupoBanue 10 10 -
Bun npoMexyTodHO arTecTaluy — 3K3aMeH 36 36 -
OOmas TpyJ0eMKOCTb 4ac / 3a4. efl. 144/4 144/4 -

4. ConepskaHue QU CHUATIINHbBI
4.1. Paznesibl JUCUMILVIMHBI M TPYA0EMKOCTD 110 BUIaM Y4eOHbIX 3aHATHI




Pa3zpen/rema
JAncuuniamHbl

Oo0mas
TPYAOEMKOCTH

Buabl y4eOHbIX 3aHATHI, BKIIOYAS
CaAMOCTOSITEJIbHYIO PA00Ty 00y4aromuxcs, 4ac

KonTtakTHasi pa6ora
CamMocToATe b
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MNPaAKTUIECKUE Hasl paGOTa

JIEKINH
3aHATHSA 00y4aromuxcst

Benenue. Tema 1.
JlokyMeHTHupOBaHUE
YIIPaBJICHYECKOM
nesTenbHOCTH. TpeGoBaHus
K ohopMIICHHIO
JIOKYMEHTOB

1 - 6

Tema 2. Cuctema
OpraHu3alOHHO-
pacnopsaIuTENbHON
JOKyMEHTAIUH.

Tema 3.
JIOKyMEHTUPOBaHUE
TPYJOBBIX
IIPAaBOOTHOILECHUM.

Tewma 4. JloroBopHO-
MpaBoOBast TOKyMEHTAIIUS.
JIOKyMEHTBI
BHEIIIHEAKOHOMUYECKOM
NEeSATEIbHOCTH.

Tewma 5. Texnosmornu
AOKYMCHTAIIUOHHOT' O
oOecrnieueHus ynpaBiIeHusl.

Tema 6. Cuctemsl paboThI C
KOH(HIEHIINATIbHBIMU
JOKYMEHTaMH.

Tema 7. ApxuBHoe
XpaHEHHE. DKCIIepTU3a
LIEHHOCTH JOKYMEHTOB.

Tewma 8. IlyTu BHEOApEeHUS
aBTOMATU3HPOBAHHBIX
CUCTEM
JOKYMEHTAllMOHHOT O
o0ecrieyeHus ynpaBieHUs

10

Tema 9. OcHOBHEIE KJIACCHI
TUPAXHO-3aKa3HBIX
aBTOMAaTU3HPOBAHHBIX
CHCTEM
[[OI(yMeHTaL[I/IOHHOFO
o0ecrieyeHns yrpaBieHUs
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Buabl y4eOHbIX 3aHATHI, BKIIOYAS
CaAMOCTOSITEJIbHYIO PA00Ty 00y4aromuxcs, 4ac
Ne Pa3zpen/rema
n/n JAMcuunJIMHbI

KonTakTHas padora

Oo0mas
TPYAOEMKOCTH

CamocrosiTe/ib-
NpaKkTHYeCKue Has paboTa

3aHATHSA 00y4aromuxcst
10. | Tema 10. Kpurepunu 2 2 6

a”HaJIM3a 10
ABTOMATHU3HPOBAHHBIX
CHUCTEM
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JEeKIMH

JTOKYyMEHTAI[IOHHOTO

o0ecrieYeHns yIpaBIeHUsS
11. | Tema 11. Ananus 2 2 6
XapaKTEPUCTUK 10

ABTOMATHU3HPOBAHHBIX
CUCTEM
JOKYMEHTAIHOHHOT'O
oOecrieYeHUs yIpaBJICHUS
12. | Tema 12. Ouenka 10 2 2 6
3¢ (HEeKTHBHOCTH BHEAPEHUS

aBTOMATU3HPOBAHHBIX
CUCTEM
JOKYMEHTAllMOHHOT O
obecrieyeHus yrpaBiIeHUs
Bcero 108 18 18 72

IK3aMeH 36 - - -
Hroro 144

4.2. ConepxaHue pa3esioB IUCHUNIHHBI
BBenenmne

CoBpeMeHHBIN 3Tan  OOIIECTBEHHOTO Pa3BUTHA, XapaKTEePHU3YIONIMicA yTiayOJeHneM
PKOHOMHUYECKUX CBS3€H M POCTOM B3aMMO3aBHCHUMOCTH TOCYJAapCTB, OOBEKTUBHO OOYCIOBIMBAET
HEMpPepHIBHOE BO3pACTaHKE POIH HH(POPMAIIUHU B COIIMATTEHOM U TEXHHYECKOM IIPOIIECCE, B PEIICHUU
rI00ANBHBIX MpoOseM. JlOCTHXKEHUs HayYHO-TEXHUYECKOTO Iporpecca BO MHOTHX OTpPaciisax
obecreuniii BO3MOXKHOCTh MPAKTHYECKON peanu3anud uaeu GopMUPOBaHUS MH(POPMAIIMOHHOTO
o011ecTBa.

B mHacrosiimee Bpemss uHGoOpMaius paccMaTpUBAaeTCsl KaK pecype, KOTOpBIM, Kak H
TPAAUITMOHHBIE PECYPCHI: TPYyHd, OJHEPrus, TOJIE3HbIE HCKOMAeMble, - MOXHO JOOBIBATH,
nepepabaTbiBaTh, HCIONB30BaTh M PacHpoCcTpaHsTh. OJHUM U3 HaAMpaBIEHUN HUCHOIL30BAHUS
I/IHCI)OpMaI_[I/IOHHI)IX nu KOMMYHI/IKaIII/IOHHI)IX TGXHOJ’IOI‘I/IfI B ICATCIBHOCTU OpFaHOB FOCy,)I&pCTBGHHOfI
BJIACTH, OpraHu3allMii W  NOPEeInpUsaTHI  [BISIETCS  pPa3BUTHE  CHUCTEMBI  3JIEKTPOHHOTO
JIOKYMEHTOO0OpOTa, CTaHIAApTOB JIEJOMPOU3BOJICTBA M JOKYMEHTO00OpOTa. AKTYyalabHOCTH
COBEpIIICHCTBOBAHUS TPAJAUIIMOHHOTO JEJIOMPOU3BOJCTBA OOYCIOBIUBAETCS HEOOXOAUMOCTHIO
MOBBIICHUS 3PPEKTUBHOCTH YIIPABICHUECKON JIEATENHHOCTH, YCKOPEHHS JBUKEHUS JOKYMEHTOB B
OpraHu3allif, YMEHBIICHUS TPYIOEMKOCTH 00paboTku 1okyMeHTOB. Co3gaHHas Ha OCHOBE
MEePCIEKTUBHBIX HH()OPMAITMOHHBIX TEXHOJOTUM aBTOMATU3WPOBaHHAS CUCTEMA JICIONTPON3BO/ICTBA
JOJIDKHA IIOBBICUTH I[GIZCTBGHHOCTL praBHeHI/IH 3a CUceT 06p33013aH1/151 CAUHOT'O
JIOKyMEHTOOPHEHTUPOBAHHOTO HMH(POPMAIIMOHHOTO TMPOCTPAHCTBA, MJAIOMIETO  IOJIh30BATEISIM
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cpeacTBa d3pPeKTUBHON COBMECTHOM pabOThI ¢ JOKYMEHTaMH B JIIOOOM MECTE U B JII0O0E BpeMs.

[Ipenmer u CTpyKTypa IUCHMIUIMHBI «J[OKyMEHTHPOBaHHE YHPABICHUYECKON AESTETHHOCTI.
Poms  nmokymeHTOOOOpPOTa B YNPaBICHHUH  MPEINPUATHEM.  3HAYCHHUE  JTUCLUILIMHBI
«/lokyMeHTHpOBaHNE YIpPaBIEHUYECKON JEATEIbHOCTH» B IIOATOTOBKE CIIEHUalicTa B 00JacTu
MeHeKMenTa. COBpeMEHHOE COCTOSIHUE JIOKYMEHTAIMOHHOTO 00ECTICUeHUs! YIIPABIICHUSL.

Tema 1. [lokyMeHTHPOBaHMeE YIIPABJIEHYECKOH AesATeJbHOCTH. TpedoBanus Kk
0(p)OPMJICHHIO JOKYMEHTOB.

I'ocynapcTBeHHas cuctema JOKyMeHTalnnoHHOro obecriedenus ympasienus (I'CJIOY) - crox
NpaBW, YyCTAaHABIUBAIOIIME eIUHbIE TpeOOBaHMA K JIOKYMEHTUPOBAHHIO YIPaBICHYECKOI
JEATeTIbHOCTH M OpraHu3alui paboThl C JOKYMEHTaMH Ha MPEIIPHUATHAX PA3IUYHBIX OpraHu3a-
UOHHO-TIPaBOBBIX (opM. COCTaB YyIpaBiIeHYECKUX JOKYMEHTOB. [IoHSTHE cuCTeM NOKyMEHTAllHH.
QOyHKIMOHAIBHBIE M OTPACIEBBIE CHCTEMbl JOKYMEHTAIMM. YHUQPHKAUUS M CTaHAApTU3ALMSA
YIpaBICHYECKUX JIOKYMEHTOB. PernmaMeHTanus JOKyMEHTHPOBAaHHS YIIPaBICHUECKOM e TeIbHOCTH.
[TocrosiHHbIe 1 TIEpeMEHHbBIE PEKBU3UTHI U IPaBUiIa UX oopmiteHHs. bianku 1 popmMaTsl JOKyMEHTOB.
Qopmynsip — oOpaser] JAOKyMEHTa. YTIJIOBOE M IMPOAOJIFHOE PACMONIOKEHHE PEKBU3UTOB.
YuaugunuposanHas popma JOKyMEHTa.

Tema 2. CucreMa OpraHu3alMOHHO - PACIIOPAAUTEIbHON TOKYMEeHTAMH.

Cucrema OPJl. OcoGeHHOCTH M XapaKTepHbIE YEPThl OPraHU3allMIOHHO-TIPABOBBIX JIOKYMEH-
ToB. CocraBieHue u OQOPMIICHHE OCHOBHBIX OPraHU3AIMOHHO-TIPABOBBIX JOKYMEHTOB: YCTaB,
JOJDKHOCTHAsI MHCTPYKILIMS, IIPaBUjIa BHYTPEHHETO TPYAOBOIO PACHOPS/KA, IITATHOE pacluCaHue,
MOJIOKEHHE O CTPYKTYPHOM MOIpa3eeHHH.

PacniopsaurenpHas nokyMeHTanus. [IpyuHIUIIBI COCTaBIEHUS, CTaAUU TOArOTOBKH, BUSUPOBAaHUS
U TIOJIMCAaHUSl PACHOPSAUTENBHBIX TOKyMeHTOB. CocTaBieHrne u opopMIICHHE PacTIOpsSIUTEIbHBIX
JIOKYMEHTOB: IIPHKa3bl, PACHOPSIKEHUS, IOCTAHOBJICHUS], YKa3aHHsl, PEILICHHS.

CripaBo4HO-MH(OPMALIMOHHBIE JOKYMEHTBI: aKT, JOKIagHas (cioyxeOHas) 3amucka, CIpaBKa,
MPOTOKOJ, CBOAKA, CIIy>keOHoe mucbMo. OcoOeHHOCTH O(OpMIIEHMS], Pa3HOBUIHOCTU M IOPSIOK
COCTaBJIeHUsI aKTOB. [lOpsOK cCOCTaBlIeHUs] aKTOB CBEPKU pPACUYeTOB MEXIy JeOuTopamMu MU
kpenutopamu. llpaBuia npoBeneHHs] COBEIIAHWM KOJJIETHAIBHBIX OpraHoB, COCTaBJI€HHE U
oopmIieHre MpOTOKOIA.

Cuayxebnble icbMa. Kitaccudukaiys KoppecnoHAeHIMN; UHUIIMAaTUBHAS U OTBETHAS JIEJIOBast U
KOMMepuecKast. SI3bIK ¥ CTHIIb JIETIOBON KOppecoHieHIMH. TUIOBbIe U TpadapeTHbIE EIOBbIE MUChMA.
WHunmaTviBHBIE U OTBETHBIE CIykeOHbIe mrchbMa. [lrceMa 3ampochkl U MMChbMa OTBETHI OpraHMU3alUii-
KpeAUTOPOB. THUIOBBIE rapaHTUIHBIE MChMa OT OpraHU3alMi (TrapaHTOB)

[InannpoBaHue AeSTENBHOCTH YUPEKACHUS - BaKHENIAs QYHKLUS YIPaBICHUs, TO3BOISIOLIAs
crenarh paboTy yUpeXIeHHs MakCHUMalbHO 3(¢eKTUBHOM. OCOOEHHOCTH IUIAHOBBIX JIOKYMEHTOB.
[TnaHOBbIE JOKYMEHTHI: IU1aH, IEPCIIEKTUBHBIN IJIaH, IporpaMma, rpaguk, CXeM reHepajibHas cxema.
OrtpacneBble maHel U Tmporpammbl. PopMbl OTYETHOH JoKyMeHTaruu. OTyeTHas U OTYETHO-
CrpaBOYHAast JOKYMEHTALHS.

Tema 3. JlokyMeHTHPOBaHUE TPYAOBBIX NPABOOTHOIICHMIT

JlokymMeHTupoBaHHEe paboThl ¢ nepcoHanoM. [loHsATHE M CTPYKTypa MEepCOHATBHBIX IAHHBIX.
TpeGoBanus k 00pabOTKe U Nepeaye NepCOHATBHBIX TaHHBIX. CTPYKTypa KaJpoBoi 1 (POPMAIIMOHHO
- JOKyMEHTAllMOHHON CHUCTeMBbL. XapaKTepUCTHKAa KOMIUIEKCOB KaJpOBOH JOKyMEHTAIHH.
YaudunmpoBanusie (HOpMbI MPUKA30B M0 JIUYHOMY COCTaBy. JlOKyMeHTalust 1Mo ydery pabodero
BpPEMEHH U PacueToB € MEPCOHANIOM I10 oriare Tpyaa. [lpaBuna BeneHus TpyaoBbIX KHIKEK. CocTaB
NpoLEAYp U JOKYMEHTHPOBAHUE INpHEMA, MEPEBO/A, YBOJIbHEHMS NepcoHana. [Ipouecc 3ammTel
MEPCOHANBHBIX JJAHHBIX B KaJIpoBoi ciry:k0e. OcOOEHHOCTH XpaHEHUs KaJIpOBOM JJOKYMEHTALIH.

Tema 4. /loroBopHO-TIpaBOBasi JOKyMEHTALMSA.
JloKyMeHTbI BHEIITHEIKOHOMHUYECKOM 1eITeIbHOCTH

OcobeHHocty cocTaBiaeHust U OoQopmieHHs J0roBopoB. PasHoBumHOCTH moroBopoB. Co-
rnamenue. KosiekTuBHBIN 10r0BOp, TPYA0BOM JOT0BOpP. [[oroBop mMOCTaBKM, apeH 1bl, OKa3aHUS yCIYT.
PexBHU3UTHI TOTOBOpA U MPABUIIA UX PETUCTPALIUH.

JIoKkyMeHTBI, O(QOPMIISIONIME BHEIIHETOproBble caenku. Crenudukanuy, KOHOCAMEHTHI,
KOHTpakThl. KoMMepueckas mepenucka BO BHEHTHEOKOHOMUYECKOH nesitenpHOCTH. HazHaueHue u
odopmIIeHHE KOMMEPUYECKHX ITUCEM B 3apyOeKHOM MPaKTHKE.
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[Iperensnonnble JAOKyMeHTHI. KanmoObl, oOparieHus, NpeiokKeHHs rpaxkaaH. Jlemomnpous-
BOJICTBO 110 TUCbMEHHBIM OOPAILIEHUSIM IPAXKIaH.

Tema 5. TexH0JI0THH TOKYMEHTALHOHHOI0 00ecreyeHHs1 yIpaBJeHHs

Opranuszanus okymeHTooOopota. [loHsTHE 1OKYMEHTOOOOPOTa, €ro KOJIMYECTBEHHbIE U
KAQUECTBEHHBIC XapAKTEPUCTHKU. TEXHONOrWH OOpabOTKM BXOISIIMX, BHYTPEHHHX W HCXOISIIMX
JOKyMeHTOB. OntumMu3zanus JOKymMeHTooOopora. Perucrpaims nokymeHtoB. dopmbl U mpaBuiia
peructpaunu. KoHTponb MCHONHEHUS NOKyMEHTOB. DYyHKIMM, 3a7a4d U Lead KOHTposs. Cpoku
UCIIOJHEHUSI JOKYMEHTOB. EnuHble M JeTaJbHO periiaMeHTHpOBAaHHbIE IpaBWia padoThl C
YIPaBJIEHYECKUMHU JOKYMEHTAMH B OpraHU3allu.

Tema 6. Cucrema padoThl ¢ KOH(pHICHINAIBLHBIMH JOKYMEHTAMH

Pernamenranus coctaBa KOH(UAECHUMAIBHBIX CBEICHUH M JIOKyMEHTOB. IloTOkM KOHOH-
JICHITNATIBHBIX IOKYMEHTOB. TexHoaornueckas cucrema 00padoTKH KOH(PHUICHIINATBHBIX IOKYMEHTOB.
®dopmupoBaHue, 0pOpMIIEHHE U XPaHEHHE JIeJT, COAEPIKAIUX KOH(PUICHIINATbHbIE CBEACHMUSI.

Tema 7. ApXxuBHOe XpaHeHNH JOKYMEHTOB. JKCIIEPTH3a EeHHOCTH 10KYMEHTOB

OnepaTtuBHOE, TEKYIIEE U ITOCTOSIHHOE XpaHEHUE JOKyMEHTOB. CHucteMarusalys JOKyMEHTOB.
[Mpuanumner  popmupoBanus aen. OdopmieHne W BelIeHHE HOMEHKIATyphl Jed. THUIOBBIE H
VMHIMBUIyalbHbIE HOMEHKJIATypbl nen. Onucu gen. PopMbel HCHOIB30BAHUS JOKYMEHTOB W3
apxuBHOro (oHAa opranuzauuu. OeHKa 3HaYMMOCTHU JIOKYMEHTA U CPOKOB UX XpaHeHus. [IpuHiumnb
Y KPUTEPUM OLICHKH 3HAYUMOCTH. DKCIIEPTHBIE KOMUCCHHU.

Tema 8. IlyTu BHeApeHHs] AaBTOMATH3MPOBAHHBIX CHCTEM
JAOKYMEHTAILIMOHHOI0 00ecrieYeHUsl YIIPaBJICHUS].

CoBpemennbie o(huCHBIE MHPOPMAMOHHBIE TeXHOIOTHH. CTpareruu pa3paboTKu pean3aun
COBPEMEHHBIX MH(POPMAIMOHHBIX TEXHOJIOTHH B YIpaBlIeHUECKOH AesTenbHOCTH. Llenu cozmanus u
BHE/IPEHUSI KOMIUIEKCHBIX CHCTEM aBTOMAaTHU3aLUHM JOKYMEHTALlMOHHOTO OOECIEUEHUs YIPaBJICHUS.
@DyHIaMeHTalIbHbIe TPUHLMIIBI CO3/IaHUS CUCTEM MH(DOPMALIIOHHOTO 00eCTIeUeHusl.

Tema 9. OcHOBHBIE KJIacChl THPAKHO-32AKA3HBIX ABTOMATH3HPOBAHHBIX CHCTEM
JAOKYMEHTALIMOHHOTI'0 00ecreYyeHs yIPaBJIeHHs

OCOOEHHOCTH COBPEMEHHOIO pbIHKA IPOrpaMMHBIX CHCTEM B OO0JAacTH aBTOMAaTU3allU
JIETIONPOU3BOACTBA U TIOKYyMEHT0000poTa. COCTaB THITOBBIX BO3MOXHOCTEH KOMITBIOTEPHBIX IIPOTrPaMM
[0 aBTOMAaTH3allMM JIOKYMEHTAIlMOHHOro oOecrieueHus: ympapieHus. CTpyKTypHas cxema
ABTOMATHU3UPOBAHHOM CHUCTEMbI JIOKYMEHTAIIMOHHOTO OOecCledeHHs YIpaBlIeHHUs OpraHu3allvu.
Bo3MoxkHOCTH cHCTEMBI TOJHOCTBIO peai30BaTh MyJIbTUMEIUACPELy JUIsl XPaHEHHs pPa3IUuIHOrO
pozia MPUJIOKEHUH, JOMOJHEHUH M WUTIOCTpAlid K JOKyMeHTaM ((oTo-, ayauo-, BUIe0(OpMAaThI).
XapakTepuCTUKa OCHOBHBIX aBTOMAaTHU3MPOBAHHBIX CHCTEM JIOKYMEHTAI[MOHHOTO oOOecreueHus
yIIpaBJICHHUS.

Tema 10. Kpurepun ananuza aBTOMATH3MPOBAHHBIX CHCTEM
JAOKYMEHTALIMOHHOI'0 00eCIIeYeHNs YIIPABJICHHS.

AHanu3 aBTOMAaTU3UPOBAHHOW CHCTEMBl JOKYMEHTAIIMOHHOTO OOECTIeYeHHs! YIpaBJIeHUs Ha
OCHOBE (DYHKIIMOHAIBHBIX cucTeM. lIpuBereHHbIE K €IUHOMY BHIY (DYHKIMOHAJIBHBIE CXEMBI
AaBTOMATU3UPOBAHHBIX CHUCTEM JIOKYMEHTAIIMOHHOTro olecriedeHus ynpasieHus. Kpurepun oreHku
ABTOMAaTHU3UPOBAHHOM CHCTEMBI JOKYMEHTAIIMOHHOTO 00ECIIEYEeHHsI YIIPaBICHHUSI.

Tema 11. AHaIM3 XapaKTePUCTUK ABTOMATH3UPOBAHHBIX CHCTEM JOKYMEHTALIMOHHOIO
olecrieyeHusl ynpasJieHUs

MepormpusaTisi 1O BBIOOPY CHCTEM aBTOMATH3allMM JOKYMEHTALMOHHOTO OOecredeHHs
ynpaBieHus.  OCHOBHBIE  KAa4yeCTBEHHbIE  MapaMeTpbl  (YHKIMOHAIBHBIX  XapaKTEePUCTHK.
KonuuectBenHble 9KCIUTyaTallOHHBIE napameTpbl aBTOMATU3UPOBAHHON CHCTEMBI
JIOKyMEHTAIIMOHHOro obecriedeHus ynpapieHus. CpaBHUTENbHBIN aHAIW3 aBTOMAaTU3MPOBAHHBIX
CHCTEM JOKYMEHTALMOHHOTO 00ECTIeUeHNs YIIPaBIeHHsL.

Tema 12. Ouenka 3¢(peKTHBHOCTH BHEAPEHHs] ABTOMATH3HPOBAHHBIX CHCTEM
JAOKYMEHTAIIMOHHOI0 00ecrieYeHUsl yNpaBJIeHUs

DOkoHOMUuecKas 3P(PEKTUBHOCTb BHEAPEHNSI ABTOMATH3UPOBAHHBIX CUCTEM JIOKYMEHTALHIOHHOTO
oOecTieueHnsl YIpaBJeHUsT — 9TO KOJIMYECTBEHHAsh CTOMMOCTHasi OlleHKa 3(ddekra oT mpoBeneHus
MEpOIIPHUSITHI TI0 aBTOMATH3aIMK MH()OPMALMOHHOTO 00ECTIeYeH s OpraHu3atii. MeToIuKu pacuera

3 PEKTUBHOCTH MO0 BHEAPEHUIO ABTOMATH3MPOBAHHBIX CHUCTEM JOKYMEHTAIMOHHOTO OOeCTieYeHUs!
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YIPaBJICHHUS.

4.3. IlpakTHYeckue 3aHATHSA / 1a00pATOPHbIE 3aHATUHSA

3anstue 1. | Tema 2. CucremMa OpraHu3aliOHHO-PACTIOPSIUTENBHOM TOKYMEHTAIHH.

3ansTue 2. | Tema 3. JIokyMEHTHPOBAHKE TPYIOBBIX IPABOOTHOIICHHUIA.

3anstue 3. | Tema 5. TeXHOJIOIUM JOKYMEHTAIMOHHOIO 0OECHIEUEHHUS YIIPABJICHHUS.

3anstue 4. | Tema 6. CucreMsl pa60TbI C KOH(l)I/II[eHI_[I/IaJ'IbHBIMI/I JJOKYMEHTaMHU.

3ansite 3. | Tema 8. ITyTu BHEIPEHHUS ABTOMATU3UPOBAHHBIX CHCTEM JOKYMEHTALMOHHOIO
o0ecrieueHus1 yIpaBlIeHUs

3ansTue 6. | Tema 9. OcHOBHBIE KJIACCHI THPKHO-3aKa3HBIX aBTOMAaTU3UPOBAHHBIX CHCTEM
JOKYMEHTAIIIOHHOTO 00ECTIeUeH s YIIPaBICHHS

3ansite 7. | Tema 10. Kpurepun aHanisa aBTOMaTH3UPOBAHHBIX CHCTEM JJOKYMEHTALIMOHHOTO
o0ecrieueHus1 yIpaBlIeHUs

3austue 8. | Tema 11. AHanu3 XapaKTepPUCTHK aBTOMATH3MPOBAHHBIX CUCTEM JIOKYMEHTALIHOHHOTO
o0ecrieueHuns ypaBieHHs

3anstue 9. | Tema 12. Onenka 53))EKTUBHOCTH BHEAPEHHS aBTOMATH3MPOBAHHBIX CHCTEM

JOKyMEHTAILIOHHOTO 00ECIIeUEeHNs! YIIPABICHHS

5. YueOHo-MeToAMYeCKOEe H HH(POPMALIMOHHOE 00ecneuyeHre JUCITHIIIMHBI

5.1. OcHoBHas JqUTEpaTypa

1. bacakos, M.1. JlokymeHTanimonHoe obecrneuenue ynpasienus: ([enonpon3BoacTso)
: yueObHuk / M.M. bacakos. - 2-e u3f., ucn. u jgomn. - Poctos-Ha-Jlony : U3narensctBo «DeHUKCY,
2013. - 352 ¢. : wn. - bwbmmorp. B kH. - ISBN 978-5-222-20053-7,

URL.: http://biblioclub.ru/index.php?page=book&id=271490
2. Opra#uzanys © TEXHOJIOTHS JOKYMEHTAIMOHHOTO OOeCredeHus] YIpaBIICHHUS

3NIeKTpoHHOe yuyeOHoe mocobue / coct. C.E. Mumenun ; MUHUCTEPCTBO 00pa3oBaHMs U HAYKU
Poccuiickoit  ®eneparnu, DenepanbHOE TOCYAapCTBEHHOE OIOKETHOE 00pa3oBaTEIbHOE
yupexJieHue BbIciiero obpa3zoBanusi «KeMmepoBckuil rocyaapCTBEHHBIM YHUBEPCUTET», NHCTUTYT
uctopuu u 1p. - Kemeposo : KemepoBckuii rocynapcrBeHHblii 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. JlonostHUTEIbHAS JIUTEpaTypa

1. KynsieB, H.H. J[lokymenroBenenue : yueOnuk / H.H. Kynses, [I.H. Ypanos,
A.I'. ®abpuunoB. - Mocksa : Jloroc, 2011. - 178 c. - (HoBas yHuBepcuteTckas oudimoTteka). - ISBN
978-5-98704-329-8 ; To xKe [DNeKTpOHHBIN pecypcl]. -
URL.: http://biblioclub.ru/index.php?page=book&id=84880

2. SluxoBuy, I1I. A. JlenonpousBoACTBO B KaapoBoi ciayxOe : yueOnuk / L. A. SIakoBuu. —
MockBa : IOnuTn-/lana, 2017. 161 c. : cxem.,, Tabm. —  URL:
https://biblioclub.ru/index.php?page=book&id=685463

5.3. JIuleH3MOHHOE MPOrpaMMHoe o0ecrevyeHne
1. Microsoft Windows 10 Pro
2. Microsoft Office 2007

5.4. CoBpeMeHHble TmpodeccHOHATBbHBIE 0a3bl JAaHHBIX W HHPOPMAIUOHHBbIE
CIIPaBOYHbIE CHCTEMBbI
1. KommnbrorepHble nHPOPMALMOHHO-TIPABOBBIE cUCTEMbI «KOHCYIIbTaHT»
http://www.consultant.ru, «["apant» http://www.garant.ru.
2. OunmanbHbI HHTEPHET-TIOPTAN TpaBoBoii nHGopmanuu http://pravo.gov.ru.


http://biblioclub.ru/index.php?page=book&id=271490
http://biblioclub.ru/index.php?page=book&id=481592
http://biblioclub.ru/index.php?page=book&id=84880
http://www.garant.ru/
http://pravo.gov.ru/

3. Cnyx0a TeMaTHYECKUX TOJKOBBIX ciioBapeit http://www.glossary.ru/

4. lIeHTp KOMITETECHIIMH 110 BOIIPOCAM JIOKYMEHTAIIMOHHOTO 00CCIICUeHHS YITPABICHUS U apXUBHOTO
nena, « JHIMKIIoNe1us nenonpousBoacteay http://www.edou.ru/enc/

5. Hayunas snextponHas oubnmuroreka http://www.elibrary.ru

6. OBC «YHuBepcurerckas oubmuoreka onnaiiny https://biblioclub.ru/index.php

7. AIMUHHCTPAaTHBHO-yIpaBIeHYecKuii moptai http://www.aup.ru/

6. MaTepua/jibHO-TEXHUYECKOe oDecriedeHne T CHUTTUHbI

1. JlexumoHHas ayauTopusi, ayauTOPHsl MJid TPYIIOBBIX M WHIAMBUIYAJIbHBIX KOHCYJIbTAIUH,
OCHAII[EHHAs] KOMIUIEKTOM MeOenu Juisi yuyeOHOro Impoiiecca, y4eOHOW TOCKOM, MepCoOHATbHBIM
KOMIIBIOTEPOM, IIA3MEHHOM MaHENbIO.

2. Aynuropusi A NPOBEACHUS MPAKTUUYECKUX U CEMHHAPCKUX 3aHATUN, TEKYILIEro KOHTPOJIS U
MIPOMEKYTOYHON aTTeCTalliy, OCHAIIICHHAS KOMILJIEKTOM MeOeH Ijisi y4eOHOro mpoiiecca, yueOHou
JIOCKOM, MEPCOHAIBHBIM KOMITBIOTEPOM, IIJIA3MEHHOW MMAHENBIO.

3. AynuTtopusi UIsl CaMOCTOSITENIbHON paboOThl CTYACHTOB, OCHAIlIEHHAs KOMILIEKTOM MeOenu s
y4eOHOro Tmpolecca, y4eOHOM JOCKOW, MEepPCOHAIBHBIMU KOMIIBIOTEPAMU C BO3MOXKHOCTBIO
MOJKIIIOUEHUS K ceTH «IHTEepHET» U IOCTYNOM K 3JIEKTPOHHON MH(POPMAIIMOHHO-00pa30BaTeIbHON
cpene YHuUBEpCUTETA.

1. MeToauuecKue PEKOMEHIAUHU IO OPraHu3aliu U3yYCHUSA TUCHUIIJINHBI

7.1. MeToanyecKue peKOMeHIAIUH NPeNnoiaBaTes o

JlanHbli pa3zen Hacrosiied paOoueill mporpamMMbl NpeAHA3HAYEH JJIS HAYMHAIOIIMX
npenoaaBaresiell U CrieluaiicTOB-IIPAKTUKOB, HE UMEIOIINX OIbITa MPENO01aBaTEIbCKOW padoThl.

JucuuiuinHa ~ «JIOKyMEHTUpOBaHME  YNpPaBJICHUYECKOW  JESITEIbHOCTH»  SIBISIETCS
JTUCHUTITNHOM, popMupyromieit y ooyuatommuxcst yactuano komrerenmuio [1K-2, TIK-7. B ycnoBusx
KOHCTPYUPOBaHMUsI 00pa3oBaTeIbHBIX CHCTEM Ha NPUHIMIIAX KOMIIETEHTHOCTHOIO TOAX0Ja
MIPOU30ILIO KOHIIETITYaJIbHOE U3MEHEHHUE POJIM MPEenoaBaTelis, KOTOPBI, HapsAay ¢ TpaauLMOHHON
pOJIbI0 HOCUTENs 3HaHUM, BBINOJIHSAET (YHKIMIO OpraHu3aTopa HAay4YHO-TIOMCKOBOH paboThI
oOyudarolerocsi, KOHCyJbTaHTa B IpoLeAypax BbIOOpa, 00pabOTKU U MHTEPIpETALIMN UHPOPMALIHH,
HEOOXOIMMOM JIJIs1 MPAKTUYECKOTO IEHCTBHS U JAIbHEHIIEro pa3BUTHS, YTO JOJDKHO 0053aTeNbHO
YUUTHIBATHCSl TMPU NPOBEACHUM JIEKUIMOHHBIX W MPAKTUYECKUX 3aHATUH 1O JUCLUIUINHE
«JlokymMeHTHpOBaHNE yIIPaBIEHUYECKON AECSITEIBHOCTIY.

[IpenomaBanme  TEOpeTUUYECKOro  (JIEKIIMOHHOIO)  Marepuajga 10  JUCIUIUIMHE
«/lokymMeHTHpOBaHME  YNPaBIEHUYECKOM  AESITEIBHOCTH»  OCYLIECTBIETCS  HAa  OCHOBE
MEXIUCUUIUIMHAPDHOM HHTErpallid M YETKUX MEXKIUCUUIUIMHAPHBIX CBSI3ed B paMKax
o0pa3oBaTeNbHON MIPOrpaMMbl U ydeOHOro 1uiaHa 1o HampasieHuto 38.03.02 MeHeKMeHT.

[TonpoOHOE conepkaHHWe OTHENbHBIX pa3feNioB JTUCHUIUIMHBI  «JlOKyMEHTHUpOBaHUE
yIpaBJIEHYECKOH 1eATeTbHOCTHY paccMaTpuBaeTcs B 1.5 pabodeil mporpaMMel.

MeTtoauka onpeeneHrs UTOrOBOr0 CEMECTPOBOI0 pEHTHHIa 00yYaroIIerocs 1o JUCIUILINHE
«JlokymMeHTHpOBaHNE YIIPaBIEHUYECKON JESITeNbHOCTH» IpeacrasieHa B coctae POC mo
JUCIUILIMHE B T 8 pabouelt IporpaMMBbl.

[TpumepHBIE BapraHTHI TECTOBBIX 3aJaHUN JJI TEKYIIEro KOHTPOJIA U IEPEUYEHb BOIPOCOB K
HK3aMEeHy MO JUCHMIUIMHE TaK)Ke MPEJCTaBIEHbI B 11 § paboueil mporpamMmal.

IlepeueHp OCHOBHOM M JIOMOJHUTEIBHOM JUTEPAaTYphl M HOPMATHUBHBIX JOKYMEHTOB,
HEOOXOJUMBIX B XOJ€ IMpernojaBaHusl TUCHUIUIMHBI «J[OKyMEHTHpOBaHHE YyMpaBICHUYECKON
NesITeIbHOCTH», TMpHBEJIeH B M.8 Hacrosmedl paboueil mporpammsl. IIpemopaBaremto ciemyer
OpPUEHTUPOBATH OOYYAIOIIMXCS HA UCIOJIb30BAHUE MTPH MOJATOTOBKE K MPOMEXKYTOUHOM aTTecTaliuu
OpPUTMHAJIHOM BEPCUU HOPMATHUBHBIX JOKYMEHTOB, IEHCTBYIOIINX B HACTOAIIEE BPEMS.

7.2. MeTtoan4eckue yKa3zaHus 00y4ar0IIIMCs
[Tonyyenune yriayOneHHbIX 3HAaHMH 0O JUCHMIUIMHE JOCTUIaeTCsl 3a CYeT aKTUBHOU
CaMOCTOSITENILHON paboThl oOy4arommxcs. BeigenseMble 9achl 1eIecoo00pa3Ho MCIMOIb30BaTh s
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3HAKOMCTBA ¢ Y4eOHOH M Hay4HOU JTUTEpaTypoil Mo mpoOieMaM TUCIUIUIMHEI, aHAllu3a HAay4HBIX
KOHIIEIIINI.

B pamkax TUCHUIUIMHBI PEAYCMOTPEHBI PA3IMYHbIe ()OPMBI KOHTPOJIST YPOBHS JTOCTHKCHUS
00y4JaronMMuUCs 3asBJICHHBIX HHANKATOPOB OCBOCHHUS KOMIETEHINI. DopMa TeKyIero KOHTPOJIS —
aKTUBHAs paboTa Ha MPAKTHUYECKUX 3aHATHUSAX, MOATOTOBKa pedepara m TectupoBanue. Dopmoit
MIPOMEKYTOYHOTO KOHTPOJISI 1O JAaHHOM JWCIMIUIMHE SIBJISETCS OK3aMEH, B XO0JIe KOTOPOTo
OIICHUBACTCS YPOBEHb JIOCTMIKCHUS OOYYAIONIMMUCS 3asBIICHHBIX WHIUKATOPOB OCBOCHUS
KOMIIETECHIINH.

MeToau4yecKre YKa3aHHUsA 10 OCBOSHMIO JUCIHIIIMHEL

JICKIIMOHHBIE 3aHATHS MPOBOJSATCS B COOTBETCTBHHM C COJCpPKAHUEM HACTOsIIeHd paboueit
MIPOrpaMMbI U MPEJCTABIISAIOT COOOM M3JI0KEHNE TEOPETUUECKUX OCHOB JTUCIIMIUIUHBI.

[Tocelenune JIEKIMOHHBIX 3aHATHH SBIISIETCS 00S13aTE€IHHBIM.

KoHcriekTupoBaHue JEKIIMOHHOTO MaTepuaja JOMYyCKaeTCs KaK NHChbMEHHBIM, TakK |
KOMITBIOTEPHBIM CIIOCOOOM.

PerynspHoe moBTOpeHHE MaTepuana KOHCIEKTOB JIEKIIMHA MO KaKIOMY pas3felly B paMKax
MOJATOTOBKHA K TEKYIIUM (hOpMaM aTTECTAMH IO JUCIMIUIMHE SBISCTCS OJHUM W3 BAKHEHIIMX
BUJIOB CAMOCTOSITENIbHOIM pabOThl CTYJIeHTa B T€UEHUE CEMECTpPa, HEOOXOIMMOM ISl KaYeCTBEHHON
MOJITOTOBKH K MPOMEKYTOYHOHN aTTECTAIUH 110 JUCIUTIINHE.

[TpoBeneHne NPaKTUUYECKUX 3aHATHHI MO AUCUUILINHE «J[OKyMEHTHpOBaHUE yINpaBICHUYECKON
JESITSIIBHOCTHY OCYIICCTBIISICTCS B CIICAYIOIINUX popMax:

— aHajau3 MNpaBOBOM 0aspl, pPErNIAMEHTUPYIOLIEH JesITeNbHOCTh OpraHU3alUil  pa3IUyHbIX
OpraHU3alMOHHO-TIPABOBBIX (OPM;

— OmOpoCc IO MarepuajiaM, PacCMOTPEHHBIM Ha JEKUUSX M H3YYEHHBIM CAMOCTOSATEIBHO IIO
PEKOMEH/I0BaHHOH JIUTEpaType;

— PCLHICHHUC TUINOBLIX PACUCTHLBIX 3a7a4 10 TEMaM,

— aHanM3 M 00CYXJIeHNE MPAKTHUECKUX CUTYAIUi 110 TeMaM.

HOCGHIGHI/IG MPAKTUYCCKUX 3aHSTHU U aKTHUBHOE Y4aCTHUEC B HUX ABJIACTCA 00s13aTEIbHBIM.

[ToaroToBKa K MPaKTUYECKUM 3aHITHSIM 00s3aTENIbHO BKJIIOYAET B ce0s M3ydeHHE KOHCIIEKTOB
JICKOMOHHOT'O MaTcpHraia u peKOMeHI[OBaHHOI\/’I JUTCPATYPhI JId aACKBATHOI'O ITIOHUMAHUA YCIIOBUA
U criocoba perieHus 3aJaHnii, 3alIaHUPOBAHHBIX MPENoAaBaTelieM Ha KOHKPETHOE MPAaKTHUYEeCKOe
3aHsTHE.

MeTonuyeckre  yKa3aHHs 10  BBINOJHEHUIO  Pa3iW4YHBIX  (HOpM  BHeayJAUTOPHOU
CaMOCTOSITEIbHOW PabOThI

I/ISVLIGHI/IG OCHOBHOH H I[OHOJ'IHI/ITGJ'II)HOI\/JI JJUTCPATYPBI, a TaKXE HOPMATHUBHO-IIPABOBLIX
TOKYMEHTOB O JUCHUIUIMHE MPOBOAMUTCS Ha PEryJsipHOM OCHOBE B pa3pe3e KaxAoro pasieia B
COOTBCTCTBUH C NPHUBCACHHBIMU B mn.5 pa60qel71 nporpamMmmsbl pCKOMEHAAUAMUA IJId ITOATOTOBKU K
MPOMEKYTOUHOM  aTTeCTalldu 1O  JUCHUIUIMHE  «J[OKYMEHTHpOBaHHWE  yIpPaBJICHUYECKOM
nesTebHOCTH». CIUCOK OCHOBHOM M JIOTIOJIHUTENBHON JINTEPATYPhI U 00A3aTENbHBIX K U3yUYEHUIO
HOPMATHUBHO-TIPABOBBIX JOKYMEHTOB 10 AWCIMIUIMHE TpUBEAEH B .7 Hacrosield paboueit
ImporpaMMal. CnenyeT OTAaBaTb MPCANOYTCHUEC HUZYUYCHHUIO HOPMATHBHBIX AOOKYMCHTOB IIO
COOTBETCTBYIOIIUM pa3zjieiaM JUCHUIUIMHBI IO CPABHEHUIO C X aJIallTUPOBAHHON MHTEpHpeTalnei
B y4eOHOM UTEpaTypE.

Pemienue 3ajau B pa3pese pa3leioB IUCHMIUIMHBI «/{OKyMEHTHpOBaHUE YIPABIECHYECKON
JIEATEITLHOCTIY SIBJISIETCSI CAMOCTOSITEIBHON paboTol oOydaromierocs B GopMe TOMAITHETO 3aIaHHS
B CJIy4asix HEIOCTaTKa ay AUTOPHOTO BPEMEHU Ha MPAKTUUECKUX 3aHATHUAX JIUIS pEeLIeHUs BCEX 3a/a4,
3allJTAHUPOBAHHLBIX MTPCTIOAABATCIIEM, ITPOBOAANINUM IMPAKTUYCCKUC 3aHATUA 110 JUCHUIIIIMHEC.

Meroanueckue yka3aHus 00 MOArOTOBKE K IPOMEXKYTOUYHOHN aTTecTalluu

[IpomexyTouHass arrecTanusi MO AUCHUILIMHE «J{OKyMEHTHpOBaHHE YNpaBICHUECKON
JESTEIILHOCTH» MPOXOIUT B dopMe dKk3aMmeHa. [IpuMepHBIid mepedeHb BOMPOCOB K AK3aMEHY IO
JTUCIUIUINHE «/{OKyMEeHTHpOBaHME yNpPaBICHUYECKON AESITENbHOCTH» M KPUTEPUH OLEHKH OTBETa
06yan0Lueroc;I Ha DJK3aMCHEC MIJId ueneﬁ OLCHKHU JOCTHIKCHUA 3adBJICHHBIX HWHIAWUKATOPOB
chopMupOBaHHOCTH KoMMeTeHIuH npuBeaeHbl B coctabe ®OC mo auciuiumee B 1M § pabdodeit
MpOrpaMMBL.




OOyuaromuiics OMycKaeTcs K MPOMEKYTOUHOM aTTECTalluy MO AUCHUILINHE HE3aBUCHMO OT
pE3yIbTATOB TEKYIIETO KOHTPOJIS.
8. MOH/ O1IeHOYHBIX CPEACTB MO0 AUCHHUIJIMHE

8.1. IlepeyeHb KOMNETEeHUHMH C yKa3aHHeM JTanoB uX (OPMHUPOBAHHsSI B Mpollecce
OCBOEHHUS TUCUUILUINHBL. DOPMBI KOHTPOJIsI (POPMHUPOBAHUS KOMIIETEHIHN I

Koa n HNHIuKaTOpHI 10CTHKEHUS ITanel
HauMeHOBaHHe KOMIIETEeHIINH ¢popmupoBanus
N dopmMa KOHTPOJIA
KOMIIeTeH I i (pa3nenbl
JUCIMTIJIMHBbI)
[1K-2 Cnocoben HIIK-2.1 OcymectBiser
pa3zpaboTrarh JIOKYMEHTAIlHUOHHOE .
[IpomexxyTouHbIN
3¢ (HeKTUBHYIO obecrieueHre CUCTEMBI OTLIaTh KOHTPOITH:
CHUCTEM TpyZa U CTUMYJINPOBAHHUS )
y Py yp JK3aMeH
CTUMYJIMPOBAHUS repcoHasa o
Tekymmit
byAd KOHTPOJIb:
[1K-7 Cniocoben HIIK-7.1 OcymectBuser onpoc Ha ’ Tewmsr 1-12
aHaJIM3UPOBATh, KOHTPOJIb U
MPAKTUYECKUX
MJIAaHUPOBATH, JIOKyMEHTHPOBAHHUE yueTa
= 3aHATHUAX;
OIICHUBATh oKa3aTeJiel o T u
1 . pyay pedepar;
3¢ (HEeKTUBHOCTH 3apabOTHOM IJ1aTe
TECTUPOBAHUE
HCIIOIb30BaHUA
KaJIPOBBIX PECYPCOB

8.2. [loka3aTe/in ¥ KPUTEPHHU OLleHUBAHUS KOMIETEHIUA NMPH M3yYeHUH TUCHUIIUHBI,
ONMCaHUe HIKAJ OLeHUBAHUA
8.2.1 Kpurepuu olleHKH 0TBeTa HAa IK3aMeHe

(bopmupoBanue kommetenuu [1K-2, ITK-7., unaukatopsr UTTK-2.1., UTIK-7.1.)

«5» (oTaM4HO): OOydYaIIUNCS AEMOHCTPUPYET CHCTEMHBIE TEOPEeTUYECKHE 3HaHWS,
MPaKTUYECKHE HABBIKH, BJIAJICET TEPMUHAMHU, JIETAET apryMEHTUPOBAHHBIE BBHIBOJBI U 0000IICHMS,
MPUBOAUT MPUMEPHI, MOKA3BIBAET CBOOOTHOE BJIAJICHUE MOHOJIOTHYECKON PEUYbI0 M CIIOCOOHOCTH
OBICTPO pearupoBaTh Ha YTOUHSIOIIUE BOIIPOCHI.

«4» (xopomo): oOyyarouMiicss JOEMOHCTPUPYET MPOYHbIE TEOPETUUYECKUE 3HAHMS,
MPAKTUYECKHE HABBIKH, BIAJieeT TEPMUHAMH, JETaeT apryMEHTHPOBAaHHBIE BBIBOJBI U 00OOIICHHUS,
MPUBOJUT TPUMEPHI, TOKa3bIBaeT CBOOOJHOE BIAJCHHE MOHOJIOTHYECKOH peubio, HO MPH ITOM
JIeIaeT HECYIIECTBEHHbIE OINMOKHU, KOTOPbIE OBICTPO HCHPABISET CaMOCTOSATENBHO WM TpHU
HE3HAYUTEIbHOW KOPPEKLUH MPETIO1aBaATEIEM.

«3» (Y10BJIETBOPUTEJIBHO): O0YUYaIOIMIMUICSI AEMOHCTPUPYET HETITYOOKHE TEOPETUUYECKHE
3HAHWS, TPOSBISIET Ciabo CchOPMHUPOBAHHBIC HABBIKM aHAIM3a SBJICHUH W  TPOIIECCOB,
HEJIOCTaTOYHOE YMEHHE JIeJaTh apryMEHTUPOBAHHbBIC BBIBOAbI U MPUBOJAUTH MPUMEPHI, TOKA3BIBAET
HE JIOCTAaTOYHO CBOOOJIHOE BIIAJIEHWE MOHOJIOTHYECKON pEUbl0, TEPMUHAMH, JIOTUYHOCTBHIO H
MOCIIEOBATEIHHOCTRIO HM3JI0KEHHS, AeNaeT OIMUOKHU, KOTOPhIE MOKET HCIPaBUTh TOJBKO TMPHU
KOPPEKLMH MPETIOJABATEIEM.

«2» (HeyJ0BJIETBOPUTEIbHO): OOYUYAIONIUICS IEMOHCTPUPYET HE3HAHUE TEOPETUUECKUX
OCHOB TMIpeJMETa, OTCYTCTBUE MPAKTUYECKUX HABBIKOB, HE yMEET JelaThb apryMEHTHUPOBaHHBIE
BBIBOJIBI ¥ PUBOIUTH MPUMEPHI, TTOKA3bIBACT ClIa00e BIIaIEHIE MOHOJIOTHYECKON peUblo, HE BIaIeeT
TEPMUHAMH, MPOSBIAET OTCYTCTBHE JIOTMMHOCTH M ITOCIIEIOBATEIbHOCTH W3JIOKEHUS, JEIaeT
OIIMOKH, KOTOpPbIE HE MOXKET MCIPABUTh Jaxe MpPU KOPPEKIMH MpPEnojaBaTesieM, OTKa3bIBaeTCs
OTBEYaTh Ha JIONOJIHUTEIbHBIE BOIIPOCHI.
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8.2.2 Kputepuu oneHKH padoThl 00y4aKIIerocsi HA MPAKTUYECKHX 3aHATHAX

(popmupoBanue komnerenuu [1K-2, [1IK-7., unaukaropsr UI1K-2.1., UTIK-7.1.)

«5» (OTJM4YHO): BBIIOJHEHbl BCE IPAKTUYECKHE 3aJaHus, MPEJyCMOTPEHHBIE
NPAaKTUYECKUMHU 3aHATHAMHU, OOydYalOUIMiics 4eTKO W 0e3 OomMOOK OTBETHJI Ha BCE KOHTPOJBHHBIE
BOIIPOCHI, aKTUBHO pabOTall Ha MPAKTHYECKUX 3aHATHSIX.

«4» (X0pO1110): BBIIIOJIHEHBI BCE IPAKTUYECKUE 3aJaHUS, TIPELYCMOTPEHHBIEC IIPAKTUYECKUMHU
3aHATUAMH, OOYYarOIIMIC ¢ KOPPEKTHPYIOIMMH 3aMEYaHUsAMHU MPENojaBareis OTBETUJ Ha BCE
KOHTPOJIbHBIE BOIIPOCHI, TOCTATOYHO AKTUBHO pab0Tal Ha NPAKTUYECKUX 3aHATUSAX.

«3» (YI0BJIETBOPHUTEJIBHO): BBIIOJHEHB! BCE NPAKTHYECKUE 3aJaHUs, NPELYyCMOTPEHHBIE
NPAaKTUYECKUMHU 3aHATHSAMH C 3aMEYaHUSMHU TpernojaBareis; OOy4YalolIuiics OTBETWI Ha BCE
KOHTPOJIBHBIE BOIIPOCHI C 3aMEYaHUSIMH.

«2» (Heya0BJIETBOPUTEJIbHO): 00yUaIOLIUICS HE BBITOJHNI WU BBINOJIHUI HEMPABUIBHO
IIPAKTUYECKHE 3aJJaHUsl, IPEAYCMOTPEHHbBIE IPAKTUUECKUMHU 3aHATUAMU; 00y4JaroIUiCcs OTBETUI Ha
KOHTPOJIbHBIE BOIIPOCHI C OIIMOKAMHU MM HE OTBETUJI HA KOHTPOJIbHBIE BOIIPOCHI.

8.2.3 Kpurepuu ounenku pedepara

(popmupoBanue komnereniuu [1K-2, [TIK-7., unaukaropsr UI1K-2.1., UTIK-7.1.)

«5» (0T/IMYHO): TeMa pedepara akTyalbHa M PACKPBITA MOJIHOCTHIO; pedepar MOArOTOBICH
B YCTaHOBJICHHBIH CPOK; O0()OpMIIEHHE, CTPYKTYypa U CTWJIb M3JIOKEHUS pedepara COOTBETCTBYIOT
NpeIbsSBIsIEMbIM TpeOOBaHUSAM K O(OPMIICHUIO JOKYMEHTA; pedepaT BIMOIHEH CaMOCTOATEIBHO,
MPUCYTCTBYIOT COOCTBEHHbIE OOOOIIEHUS, 3aKIIOYEHHUS U BBIBOJABI; IMOATOTOBIEH JOKIAJ,
u3NaraeMblii 0e3 MCMONIb30BaHUsl OTIOPHOTO KOHCIIEKTA.

«4» (xopomo): Tema pedepara akTyaldbHa, HO pacKpbiTa HE IMOJHOCTBIO; pedepar
MOJIFOTOBJIEH B YCTAHOBJIEHHBIH CPOK; OQOpMIIEHHE, CTPYKTypa M CTUJIb M3JIOKEHMs pedepara
COOTBETCTBYIOT MHPEIbIBISIEMbIM TPeOOBaHUAM K O(DOPMIIEHUIO OKyMEHTa; pedepar BHIIOJHEH
CaMOCTOSITEIILHO, MPUCYTCTBYIOT COOCTBEHHBIE 000OIICHUS, 3aKJIFOUEHUS U BBIBOJIBI; TTOJATOTOBIICH
JIOKJIaJl, U3J1araeMblii C UCIOIb30BAaHUEM OMTOPHOTO KOHCIIEKTA.

«3» (Y10BJIeTBOPUTEJIBbHO): TeMa pedepara akTyalbHa, HO PACKpbITa HE TOJIHOCTHIO;
pedepar MOATOTOBICH C HAPYIIEHHEM YCTaHOBJIEHHOTO CpOKa MpeAcTaBieHus; ohopMICHHE,
CTPYKTypa M CTHJIb U3JIOXKEHHUS pedepara HE B MOJTHOW Mepe COOTBETCTBYIOT MPEAbSBISIEMbBIM
TpeOoBaHUSM K O(OPMIICHUIO JOKYMEHTA; B 1IeJOoM pedepaT BHIIOIHEH CaMOCTOATEIbHO, OJIHAKO
OUYEBHHO HaJIMYKME 3aUMCTBOBAHMI 0€3 CChUIOK Ha MCTOYHMKH; MOJATOTOBJIEH JIOKJIa/, U3JlaraeMblil
C UCIOJb30BaHUEM OIIOPHOTO KOHCIIEKTA.

«2» (Hey/lOBJIETBOPHUTEIbHO): Tema pedepara akTyallbHa, HO HE PacKphITa; pedepar
MOJIFOTOBJIEH C HApyIIEHWEM YCTaHOBJIEHHOTO CpOKa NpeacTaBieHus; opopMIIeHUE, CTPYKTypa U
CTHJIb M3JI0OXKEHHs pedepaTa HE COOTBETCTBYIOT MPEIBSABISEMBIM TPEOOBAHUAM K O(OPMIICHHIO
JIOKYMEHTa; B pedepare 0ueBUIHO HAIMYNE 3HAYUTEIBHBIX 00BEMOB 3aMMCTBOBaHUH 0€3 CChIJIOK Ha
WMCTOYHMKU; TOKJIaJ] HE MOATOTOBJIEH.

8.2.4. Kputepuu oleHKH TeCTUPOBAHUS

(popmupoBanue komnereniuu [1K-2, IIK-7., uaaukaroper UT1K-2.1., UTIK-7.1.)

TectupoBaHue OIEHUBAETCSI B COOTBETCTBUU C MPOLIEHTOM IMPABUIBHBIX OTBETOB, JaHHBIX
00yyaroImyMcs Ha BOIIPOCHI TECTA.

CranpmapTHas IIKaja COOTBETCTBHSI pE3yJIbTATOB TECTUPOBAHMS BBICTaBIAEMONM OaylIbHOMN
OLICHKE:!
- «OTJIMYHO» - CBbIIIE 85% IMpaBUIIbHBIX OTBETOB;
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- «xopowmoy» - ot 70,1% no 85% mpaBUIBHBIX OTBETOB;
- «YIOBJIETBOPUTEIBHO» - OT 55,1% 110 70% npaBUIIBHBIX OTBETOB;
- oT 0 10 55% npaBUIIbHBIX OTBETOB — «HEYIOBJIETBOPUTEIBHO»
«5» (OTJMYHO): TECTUPYEMBIN JEMOHCTPUPYET CUCTEMHBIE TEOPETUUECKUE 3HAHUSI, BJIAJICET

TEPMHHAMH U 00J1a/1a€T CIIOCOOHOCTHIO OBICTPO pearupoBaTh Ha BOMPOCHI TECTA.

«4» (X0OpOoII0): TECTUPYEMBIii B LIEJIOM IEMOHCTPUPYET CUCTEMHbBIC TEOPSTUICCKUE 3HAHUS,
BJIajiceT OOJIBIIMHCTBOM TEPMHHOB M 00JaaeT CIIOCOOHOCTHIO OBICTPO pearupoBaTh Ha BOIPOCHI
TecTa.

«3» (YIOBJIETBOPHMTEJIbHO): CHCTEMHBIC TEOPETUYECKHE 3HAHHUS Y TECTHPYEMOTrO
OTCYTCTBYIOT, OH BJIAICCT HCKOTOPBIMU TCPMUHAMH U Ha BOIIPOCHI TCCTA pCArupyet AJOCTATOYHO
MEJICHHO.

«2» (HEeyJIOBJIETBOPHUTEJIbHO): CHUCTCMHBIC TEOPETHUCCKUE 3HAHHUS y TECTHPYEMOTO
OTCYTCTBYIOT, TCPMHUHOJIOTMEH OH HE BJIaJICCT U HAa BOMPOCHI TECTA PEarupyeT MEJICHHO.

8.2.5. HroroBoe cooTBeTcTBHE OANJIbHOH IIKAJAbI OIEHOK W  YpOBHeN

c(hopMHPOBAHHOCTH KOMIIETEHIMH MO0 TUCHUIINHE:

YpoBenb
copMupoOBaHHOCTH Ouenka IMosicHeHue
KOMIIETCHIIUU

TEOPETHUUECKOE COJIEPKAHHE U MMPAKTUIECKHUE HaBbIKH 10
«5» JUCHUIINIMHE OCBOCHBI ITOJTHOCTBIO,
Bricokuii BCE MMPEAYCMOTPEHHBIE IPOTPaMMOi 00y4IeHHs yIeOHbIC

(oTm10) 3aJ]aHus BHITIOJHEHBI Ha BEICOKOM YPOBHE;
KOMITETEHIIMU cQOPMUPOBAHBI
TEOPETUIECKOE COJIEPIKAHKE U MPAKTUIESCKHUE HABBIKH 10
JUCITUILTAHE OCBOCHBI ITOJIHOCTEIO;
Cpenmuit «» BCE MPEeyCMOTPEHHBIE TPOrpaMMOi 00yUueHHs y4eOHbIe
(xoporio) 3a/1aHUS BBITIOJTHCHBI v HE3HAYUTEITHLHBIMH

3aMeUYaHMsIMY;
KOMITETEHIIMH B 11EJIOM C(hOPMHPOBAHBI
TEOPETHUYECKOE COJIep’KaHHEe M MPAKTHYECKHUE HABBIKH
MO JUCIMIUIMHE OCBOEHBI YaCTHYHO, HO MPOOENsl He

HOCSIT CYIIECTBEHHOTO XapaKTepa;
Y 10BIETBOPUTENBHBIN «3» OOJIBIIIMHCTBO NIPEyCMOTPEHHBIX porpamMmon

(YIOBIETBOPUTENHHO)
o0yueHHsT y4eOHBIX 3ajad BBIMOJHEHO, HO B HHUX

MMEIOTCS OLIHOKY;
KOMIIETEHIIMH CQOPMHUPOBAHBI YACTUYHO
TEOPETHIECKOE COJEPKAHHE U MTPAKTHIECKHUE HABBIKH 10
JUCITUTTNHE HE OCBOEHBI;
OOJIBIIIMHCTBO MIPEyCMOTPEHHBIX IpOrpaMMoin
00y4eHHUs yueOHbIX 3alaHUi MO0 HE BBIIIOJIHEHO, JIN0O
COACPXKUT TPyObIe ONTHOKH;
JOTIOJTHUTENbHAS ~ caMocCTosiTelbHas  paboTra  Haj
MaTepHajOM He NPUBOJUT K KaKOMY-THOO 3HAUUMOMY
MOBBIIIEHHUIO KAYeCTBA BBITIOIHEHNS YUSOHBIX 38 IaHHN;
KOMITETEHIIMU He ChOpPMUPOBAHBI

«2»

HeynonerBopurenbHbIN
(HEYIOBIETBOPHUTEIHHO)

8.3. Metoanyeckue MaTepuajbl (THIOBbIe KOHTPOJbHbIE 3aJaHNSA), ONpeaesiioune

pe3yJbTaThbl 00y4eHHs M0 JUCHHUIINHE, COOTHECEHHbIE ¢ HHAUKATOPAMH 10CTHKECHHA

KoHTposbHbIE 3a1aHNs, IPUMEHSAEMbIE B PaMKaX TEKYILEro KOHTPOJII U MPOMEKYTOUHOU
aTTECTallUU IO JUCLMILIMHE, HOCAT YHUBEPCAIBHBIM XapaKTep M MPENyCMaTPUBAIOT BO3MOXKHOCTh
KOMIUICKCHOW OIIGHKM BCEro HaOopa 3asBICHHBIX 1O JaHHON JMCIUIUIMHE WHIMKATOPOB
Cc(OPMHUPOBAHHOCTU KOMITETCHIIUH.
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8.3.1. Texyumuii KOHTPOJIb (PaGoTa HA MPAKTHYECKUX 3aAHATHSAX)
(popmupoBanue kommnereniuu [1K-2, ITIK-7., uaaukaropsr UTTK-2.1., UTIK-7.1.)

Ipumepsbl 3a1aHUM 1JIA NPAKTHYECKUX 3aAHATHI
3aoanue 1.
ITpencraBere, yTo Bhl paboTaere B KOMIIAHUM PYKOBOJAUTENIEM OTxAENa npojaax. Bam HeoOxoaumo
COCTaBUTh JOJDKHOCTHYIO MHCTPYKIIMH HA BAKAHTHYIO JIOJDKHOCTb — MEHEJDKEPA OT/IENA IPOJAXK.
Cdopmynupyiite OCHOBHBIE pa3/ieiibl JOJKHOCTHON HHCTPYKIMU: KBAIN(UKALMOHHBIE TPEOOBaHHUS,
JOJDKHOCTHBIE  O0S3aHHOCTH, OTBETCTBEHHOCTb, IIpaBa M B3aUMOOTHOILCHHUS. Odopmure
JIOJDKHOCTHYIO HHCTPYKIMIO CO BCEMH HEOOXOAMMBIMU PEKBU3UTAMU JIAHHOTIO JOKYMEHTA.
3aoanue 2.
Heob6xonumo 3anonauts lllTaTHOE pacnucanne B COOTBETCTBUU C TPEOOBAaHUSMU, ITPEIbSIBIIIEMBIMU
K OpraHu3allMOHHO-PACHOPSAUTENbHBIM JoKyMeHTaM (YHuduuupoBannas ¢opma IltaTHOTro
pacrucaHus IpujIaraeTcs)
3anonHs0TCS BCE PEKBU3UTBHI.
3aoanue 3.
[IpencraBwTe, uto Bhl paboTaeTe B oT/ACNe KaApoOB opranu3anuud. Bam HeoOX0AMMO MOATOTOBUTH
IPOEKTHI KaJAPOBHIX JOKYMEHTOB
1. Ha ocHoBaHnM 3aKIIFOYEHHOIO TPYAOBOIO J10orosopa o npueme Meanosa .M. Ha nomxkHOCTD
MEHeJKepa B Ballly OpraHu3aluio ohopMuUTe MpHUKa3 1o JIMYHOMY COCTaBy O IpHeMe Ha padoty (I1o
yaudunupoBanaoit popme T Ne 1).
2. CocrtaBbTe U 0(POpPMHUTE XapaKTEPUCTUKY Ha COTPYAHUKA OT]ENa KaJpoOB, MOANUCAHHYIO
PYKOBOJUTENIEM JAaHHOTO CTPYKTYpHOTO monpasneneHus. OpraHuzanuio, (GaMmwimu paOOTHHKOB
YKQKHUTE CaMOCTOSITEIbHO.
3. CocraBbTe M 0opMHUTE 3asiBICHUE O MEPEBOAE Ha JIPYryl paboTy, B KOTOPOM YKaKUTE
CTPYKTYPHOE MOJpa3/eieHue, JA0JDKHOCTb, IpU HEOOXOJUMOCTH — OCOOEHHOCTH B palote
(HemonHbIN pabounii neHb, MoyacoBasi oruiata). Ha ocHOBaHMM 3asBIEHUSI COCTaBbTE MPHKA3 IO
yauduuupoBanHoit popme T Ne Sa
3aoanue 4.
4.1. CocTaBbTe pacropsiKeHHe pyKOBOAMUTEN 00 OpraHU3alyy 1eXKypcTBa B Ipa3AHUYHbIE JHU C 31
nexkadbps 2020 roma mo 10 suBaps 2021 ronma. Ilpemnoxure 3aMm. aupexkropa no AXY
(aIMMHUCTPAaTUBHO-X03HCTBEHHAs: 4acTh) OpraHu30BaTh coTpyAHukoB 31.12.2020 go 17-00 u
IPOBEPUTH U OIeuyaTaTh Bce ClyxkeOHble momemieHus. OOsHKUTe MOATOTOBUTH HA YTBEPXKIEHUE
rpa¢puk gexypcrsa 10 31 nekabpsa. Opranuzanuio U GaMUINM JODKHOCTHBIX JIMIL YKaXKUTE
CaMOCTOSITENIbHO.
4.2. B cOOTBETCTBUM € YHUHUIMPOBAHHOW (OPMOH MpHKa3a O MOOLIPEHUN PaOOTHUKA 3ATOJTHUTE
BCE HEOOXOAMMBIE PEKBU3UTHI, BKJIIOYAsk OIITUCH.

8.3.2 Texkymuii KOHTPOJIb (MOATOTOBKA pedepara)
(popmupoBanue komnereniuu [1K-2, [IK-7., uaaukaropsr UT1K-2.1., UTIK-7.1.)

IIpumepHas TemaTuka pedeparos:

1. JlokyMeHTallMOHHOE 0OecieueHue YIpaBiIeHus, €ro 3aauu, (pyHKIUH.

2. Hopmatusubie nokymentsl (I'CAOY, 'OCTrr). [lonsaTHe cTannapTU3aUN U YHUPUKALIUH.
3. Kinaccugukamus TOKyMEHTOB.

4.PexBU3UTHI YIIPABICHYECKUX IOKYMEHTOB. PEKBU3UTHI aBTOpa, UX OpopMIIEHHE.

5. TpeGoBaHuUs K TECTYy JOKYMEHTA.

6. bnank. Buasl 6nankoB. TpeboBanus k G1aHKaM TOKyMEHTOB.

7. Opranu3alnOHHbIE JOKYMEHTHI.

8. PacnopsiautenbHbie JOKYMEHTHI. [IprKka3bl MO OCHOBHOM esTENbHOCTU. PacniopsbkeHus.

9. adopmManimoHHO-CIIpaBOYHBIE TOKYMEHTHI. JloKIaaHbIe, 00BsICHUTEIbHbIEC 3aucKU. CIpaBKH.
10. AxThI, ux Buabl. CocTaBICHHE aKTOB.

11. [IpoTokonsl 3acenanuii, coBermanuii. [lonHas u kparkast popMbl MpOTOKOIIA.

12. [IlenoBas nepenucka.
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13. JlokymMeHTHpOBaHHE MTPOLIECCOB IBUKEHUS KaPOB.

14. IIpukassl O TUYHOMY COCTaBY.

15. JInunoe 3asBneHue. BeneHnue JIMUHBIX KapTOYEK.

16. TpynoBoii 10roBop.

17. Benenue TpynoBbix KHIKEK. OopMiieHne JINIHbIX Je.

18. Texnomorus padoThl ¢ TokyMeHTamu. OpraHu3aius J0KyMEHTO000opoTa.
19. Perucrpauus 1OKyMEHTOB.

20. KoHTpoJIb UCTIOJTHEHUS IOKYMEHTOB.

21. Homenkiarypa aen. Cuctemaruzanus aein. @opMupoBaHue Ael.

8.3.3 Tekymmii KOHTPOJIb (TECTHPOBAHKE)
(popmupoBanue komnereniuu [1K-2, [IK-7., uaaukaroper UTTK-2.1., UTIK-7.1.)

IIpumepsbl TeCTOBBIX 3aJaHU I
PacnopsigutesibHbIe JOKYMEHTbI, OTPAKAOLINeE Pe3y/IbTAT KOJIETHAJIbHOM /1esiTeIbHOCTH
[] mpuka3s, paciopspKeHHe
[] pacnopsbkeHue, ykazaHue
M mocraHoBIICHHE, pEIICHUE
M mporokou, akt
[l moroBop, ycTaB, COrJamicHue
OcHoOBHbBIE PEKBU3UTHI JOKYMEHTA
M TekcT, OTMETKA O TIPHIOKEHHI
TEKCT, OTMETKA O MPUIOKEHHUHU, JaTa, UHACKC, 3ar0JIOBOK K TEKCTY
TEKCT, TpU( yTBEPKACHUS, TOJIUCH, IEYaTh
TEKCT, 3ar0JIOBOK K TEKCTY, MOJAIUCH, TpU} COTIacoBaHusl, Tpu@ YTBEPKACHUS, IeYaTh
TEKCT, OTMETKA O MPUJIOKEHHUH, TpU() COTIacoBaHus, BU3BI COTTIACOBAHMUS, IPU(] yTBEPKICHUS
TEKCT, ajipecat, rpu( yTBep>KIeHHsI, BU3bl COTIACOBAHUS, TOINCH, [1€YaTh
HopmaTuBHBII JOKYMEHT, perjiaMeHTHPYKOIIHA TpeOoBaHMA K O(QOPMJICHHIO JOKYMEHTOB
0o0u1ero aaMuHUCTPAaTUBHOTO ynpasJjenusi (OP/I)
L1 TOCT P 51141-98
[ T'OCT 6.10.5-87
M TOCT P 7.0.97-2016
1 Ercaoy
(] MHCTpYKIWS 1O AETONMPOU3BOJICTBY
AKT M «rpU} yTBepKICHU»
aKT BCErJla yTBEPKIAaeTCs PyKOBOAUTEIEM OpraHU3alun
aKT YTBEPIK/IAaeTCs BHIILIECTOSIIIUM OPraHOM YIIPaBJICHUS
YTBEPKAAOTCS TOJIBKO HEKOTOPBIE BUJIbI AKTOB
aKT HE UMEET «rpHuda yTBEPKIACHUS»
aKT YTBEp K/IaeTcsl, B 3aBUCUMOCTH OT PEIICHUs] PYKOBOJACTBA OpraHU3aluu
aKT YTBEPXK/IAeTCsl, B 3aBUCUMOCTH OT BBIIIECTOSIIETO OpraHa yIpaBJIeHUs
Cpoxk 1eiicTBUSI OPraHU3alMOHHO-TIPABOBBIX JOKYMEHTOB
(] oT ogHOTO 70 TSTH JIET
M 10 MOMEHTA UX OTMEHEI
(] mo Tpex neT
] no mecsitw et
M 1o BBemeHUS HOBBIX B3aMEH yCTAPEBIIHX
MartepuajJbHbIH  HOCHTEJb HHpoOpMauu 0 CcOOBITHSIX M SBJEHHAX O0bEKTHBHOM
AeHCTBUTEJbHOCTH U MBICJIMTEJIBLHOM JeSITeIbHOCTH YeJI0BEKa - 3TO...
IIpasunvrvie sapuanmor omeema: JOKYMEHT; JloKkyMeHT; TOKYMEHT;
Kommieke MeToioB 1 npoueccoB padoThl ¢ JOKYMEHTAMH, OCYILIECTBJIsAeMbIii MpeANPUATHEM
NPHU BHINOJHEHUU UM CBOUX PYHKIMUIA - ITO ....
[] noxkymeHTauuOHHOE oOecIieYeHNEe YIPaBICHUS
VI nenonpou3BOACTBO

ooood

oo
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[ cucTema JOKyMEHTAIHH

[] moKyMeHTHpOBaHHE

[J moxymMeHTO00OpOT

[l moxyMEeHTHpOBaHHUE YIPABICHYSCKON eI TEIILHOCTH

JloKyMeHTBI KiIaccupuuupyrores 1o rpudy Ha ...

OPHUTMHAJIbI, KOIUU U MOJAIMHHUKN

BHEIIIHWE U BHYTPCHHUE

WHAUBU/yallbHbIE, TUIIOBBIE U TpadapeTHble

PYKOIIUCHBIE, IEUATHBIE U AJIEKTPOHHbIE

OpTraHU3aIMOHHBIC, PACTIOPAIUTEIbHBIC, CIPABOYHBIC

M koH}umeHIMATBHBIE, OTPAHUYEHHOTO AOCTYIIA U OTKPBITOrO MOJIB30BAHHS

HOCJ’Ie)IOBaTeJILHOCTL U3J105KeHHS M0JI0KeHnii Y cTaBa npenpusTus

. o0uIye noJoXKeHUs

CBeICHHSI 00 YCTaBHOM KaruTasne

OpraHU3alMOHHO-TIPABOBBIE OCHOBBI JESATEILHOCTH OpraHU3aLUuU

OpTaHbI yIPaBICHUS U KOHTPOJIS, UX KOMIETECHITUS

IIpaBUJIa BEJCHUS yUeTa U OTYETHOCTH B OpraHU3aluu

MOPSIOK pacipeenieHus MpuObLIH U (opMHUpOBaHUE POHIOB

0c00bIe BONPOCHI JESATEILHOCTH OpraHu3aluu

: YCIIOBHS PEOPTaHMU3ALNN U JTUKBUIAUN

3Tam>1 padoThbl ¢ BHYyTPEHHUMH JOKYMEHTAMH

. TIONyYeHHE yKa3aHHs Ha pa3paboTKy TOKyMEHTOB

pa3paboTKa NpoeKTa JOKyMEHTa

COTJIACOBAHUE MPOEKTA JTOKyMEHTA

KOPPEKTHPOBKA IOKYMEHTa, €ro opopmiieHUEe

MOJITUCAHNE, YTBEPKICHUE

perucTpanus 1 THpa)XKUpOBaHUE

JIOBEICHUE JI0 UCTIOJTHUTEICH

KOHTPOJIb UCIIOJTHEHUS JOKYMEHTa

. TIpHEM HCIIOJIHEHHOTO IOKYMEHTA, CHSTHE C KOHTPOJIS

10 TEKYIle€ apXUBHOE XPaHEHHE

KoHTpo/1b HCIOJIHEHUST JOKYMEHTA OPraHu3yeT

M cayxba JOY

[l pykoBOAMTEIH BCEX PAHTOB

L] cexperapuar

L] cimyx6a KOHTpOJIs

[l ompeneneHHOE DOKHOCTHOE JIUIIO

[] pykoBOAMTEINH MPEANPHSITHS

OcHoBaHMeM ISl IPeAbSBJICHUS IPETEH3UH SIBJSIIOTCSH JOKYMEHThI

[V komMMepuecKkuii akT, cepTU(UKAT Ka4ecTBa, JOroBop, akT IPUEMKH TOBapa, TpeOOBaHMsI

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

[] komMMepueckuii aKkT, cepTU(HUKAT KauecTBa, akT IIPUEMKH TOBapa, TpeOOBaHUs

[] ceprudukar kauecTBa, akT IPHEMKHU TOBapa, TpeOOBaHUS

K HeperncTpupyemMbIM OTHOCSITCSI IOKYMEHTBI

M uHpOpMANMOHHBIE MaTepHaibl, PEKJIAMHBIE M MO3JPABUTEIBHBIC MHUCHhMa, MPOTPAMMEI
CEMHUHApOB, COBELIaHHH, KOH(DepeHIIH

[ xomuu HOPMATHUBHBIX JOKYMEHTOB, TOCTAHOBIIEHHS U PACTIOPSKEHHSI TOCY IAPCTBEHHBIX OPTaHOB,
OOBSICHATEIBHBIC 3aITUCKU

[] cimyxeOHBIE 3aIUCKH, MTUCbMA, TEErPaMMBbI, (haKCOrpaMMBI

[] pekiamHbIE POCIIEKTHI, IPOTOKOJIBI KOJUICTHATIBHBIX OPTaHOB, CIIPABOYHBIC MAaTEPUAIIBI, IUIAHEBI,
IPOTPaMMBI, CBOJIKH, OTYETHI

[ mmcema BhICIIEH WHCTaHIUH, TPEOOBAHMS, HCKH, IPETEH3HUHU, KOJUICKTHBHBIC JIOTOBOPA

CooTBeTcTBHE 3TANOB MOATOTOBKH YNPABJIEHYECKUX PelieHHil cTagusiM padoThl

aHaiau3 TpoOJeMHON cuTyanuu, (QopMUpOBaHHE CTadus Pa3pabOTKH perieHUs

ONodRONE ooogn

‘?P?E‘FP.U.":'?P?!\.’!*
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LIeJIEH, OLICHKA IIPEANIOYTCHU N PEILICHUN

OIICHKa pacrojaraéMoro BpEMCHH, OIIPCACICHHUC IMOATOTOBHUTCIIbHAA CTaaUA

HEO0OXOIUMBIX PECYPCOB

dbopMHupoBaHHE  KpPUTEpPUEB  BbIOOpa, BBIOOpP CTaaMs BbIOOpa pelieHus

CANHCTBCHHOI'O PCIICHUSA

opraHu3anys BBIIIOJIHCHHUA PCEHICHUA, aHallu3 MW CTadud p€alu3allvui IIPUHATOr0 PCIICHHUA

OICHKA JOCTUTHYTOT'O PE3yJIbTaTa
HOCJICIIOBaTeJIbHOCTb 3TamnoB MOATrOTOBKH YIPABJCHYECCKHUX pEMEHHﬁ, BXO0JAAIIUX B COCTaB
HOHFOTOBI/ITBJILHOI/[ CTaaAu1 U CTAIUHN paspaﬁoTKn PCIICHUSA

XN TAREXNE

BBISIBJICHUEC U OIIMCAHUC Hp06H€MHOI/I CUTyalluu
OLIEHKA PacrojaracMoro BpeMeHH
orpeieieHue HeOOXOIMMBIX PECYypPCOB

aHau3 MPOOJIEMHOM CUTYaIHH

(dhopMupoBaHHE TIENECiH

OIpeJIeJICHUE OTPAaHUYCHUN

pa3paboTKa BapHAHTOB PEIICHUI

OLICHKA TPEANOYTECHHUIA PeIICHUN

CTaIlI/II/I aHa/Iu3a aJbTEPHATHUB M BblﬁOpa NMporpaMMHOro IMmpoayKra aBToOMaTU3alluu

1:

a

el N

©o~No O

AOKYMEHTO0000poTa
CocraBieHne epedHs IPeIbIBIsIEMbIX OCHOBHBIX ()YHKIMOHAIBHBIX U CHCTEMHO-TEXHHUYECKUX
TpeOOBaHUI K KOPIOPATUBHOW CUCTEME aBTOMATHU3ALUHU IOKYMEHTO000pOTa

Br16op cucrembl BecOBBIX KOA(PGUIHMEHTOB (OaIOB) MM PAHXUPOBAHHUE ISl IKCHEPTHON
OLIEHKHU

: OIIGHKa MMpOorpaMMHBIX HPOAYKTOB € TOUKH 3pCHUA MPCABABIACMBIX OCHOBHBIX (1)yHKIII/IOHaJH)HI)IX

TpeOOBaHUI U CUCTEMHO-TEXHUYECKHUX XapaKTEPUCTHK

OT60op mpOrpaMMHBIX MNPOAYKTOB, YAOBIETBOPSIONUIUX BbIOPaHHBIM (PYHKIMOHAIBHBIM U
CHUCTEMHO-TEXHUYECKUM KPUTEPUAM
OneHka aanTaliuoOHHBIX BO3MOKHOCTEH OTOOpPaHHBIX MPOTYKTOB

OT0op mpOrpaMMHBIX MPOAYKTOB, YAOBJIETBOPSIOUIMX KPUTEPHUSIM aJalTallMOHHBIX

BO3MO>KHOCTEHN

CpaBHUTeNbHAs OLIEHKA 3aTpaTt, CBSI3aHHBIX C NPUOOpPETEeHHEM U BHEAPEHHEM MHPOTrPAMMHBIX
POJYKTOB

OrneHka omplTa MPUMEHEHHsS OTOOPAaHHBIX MPOTPAMMHBIX MPOAYKTOB pemyTaluu (UPMBbI-
pa3paboTunka
Br16op nporpaMMHoro odecrieueHust [y CUCTEMbI aBTOMATH3aIMK JJOKYMEHTO000pOTa

8.3.4. IIpoMesKyTOUHBII KOHTPOJIb (BONIPOCHI K IK3aMEHY)
(popmupoBanue kommnereniuu [1K-2, IIK-7., uaaukaropsr UTTK-2.1., UTIK-7.1.)

IIpumepHbIe BONPOCHI K IK3aMEeHY
Oranel JOKyMEHTUPOBAHUS IPOU3BOJICTBEHHO - X031 CTBEHHOM 1€ATEIbHOCTH.
TexHoorust TOKyMEHTallMOHHOTO 00eCreYeHNs yIpaBIeHUS.
[Topsimok coctaBieHust U 0POPMIICHUS PACTIOPSAUTEIBHON TOKYMEHTAIUH.
Crnyx06a NoKyMEHTallMOHHOTO obecriedeHus yrpasieHus. TpeboBaHus K OpraHu3aluy CUCTEMbI
JIOKYMEHTOO000pOTa.
TpeboBanus kK GOPMUPOBAHUIO €I B AETONPOU3BOJICTBE.
[Topsinok BBeZEHMSI B IEHCTBUE MPAaBUII BHYTPEHHETO TPYI0BOTO paclopsiaka.
HOKYMGHTHPOBaHI/Ie 10 JOTOBOPHO-IIPABOBBIM OTHOLICHUAM IKOHOMHUYECKOI ACATCIIbHOCTH.
ITonroroBka JOKYMEHTOB K C/1a4€ B apXUB.
Knaccudukanms peksuzutos o 'OCTY P 7.0.97-2016 «Cucrema crannapToB 1o HH()OpMAIIUH,
OUOIMOTEUHOMY M M3JaTeNIbCKOMY JieTy. OpraHu3alMoHHO-paciopsANTeIbHAS TOKYMEHTALHS.

10. Pa3zBuTHE 31E€KTPOHHOTO TOKYMEHTOOOOPOTA B OPTaHHU3AIIUH.
11. TInanoBo-oTYETHAsI JOKYMEHTAIIHSI.
12. ABTomartm3anus IeJ0MpOU3BOJICTBA.
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13
14

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

. City>x6a KOHTpOJISI BEICHUS KaJAPOBOM TOKYMEHTALMU HA PEANPUATHH.
. TloHsTHS O JOKYMEHTaX, CIOCO0AaX TOKYMEHTHUPOBAHUS, HOCUTEISIX HH(OpManuy U GyHKLIUAX
JOKYMEHTA.
IIpaBuna opopmiieHHs ¥ BblJa4l KOMUHA JTOKYMEHTOB.
Opranuzanus ornepaTuBHOIO XPaHEHUS IOKYMEHTOB.
OKcrepTu3a HEHHOCTH T0KYMEHTOB.
[TpaBuna cocraBienust 1 0pOpMIICHUS] HOMEHKIIATYPBI JIEI.
[Tpu3Haku knaccuUKauyu HOMEHKIIATYPBI €.
Kputepuu olleHKH JOKYMEHTOB.
CucteMbl TOKYMEHTALIUH 110 INYHOMY COCTaBY.
OcobenHoctu 0(hopMIIEHUS JINYHBIX JOKYMEHTOB.
Cuctemsl 1 (OpMBI JOKYMEHTOB.
OCHOBHBIE IOTOKH JJOKYMEHTAIMH.
CayxeOHble 3anicku. TpeboBaHus K 0(OPMIICHUIO.
OCHOBBI 3aKOHOJIATEILCTBA IO APXUBHOMY JIEITY.
CocraBienue 1 0opMIICHHE CITY)KEOHBIX ITHUCEM.
PexxuMbl XpaHeHUs JJOKyMEHTOB.
Omnuce aena. [IpaBuna hopMupoBaHre JOKYMEHTOB Ha apXHBHOE XpaHEHHE.
Poib 10KyMEHTalIMOHHOTO 0OecIeYeHuUs YIIPaBIeHHUs B COBPEMEHHOM OpraHu3aliH.
OCHOBHBIE XapaKTEPHBIE YEPTHI OPTaHN3AMOHHO-TTPABOBON JOKYMEHTAIUH.
. PernamenTanus J0KyMEHTAlMOHHOTO 00€CIIeYeHUs yIIPaBICHUS.
. CocraB u oopmiieHHE PaCTIOPAIUTEILHON TOKYMEHTAIUH.
. Texnonorus paboTh! ¢ KOH(UACHIUAIBHBIMU J10KYMEHTaMH.
CocraBienue u 0popMIICHIE aKTOB
Odopmurenbckue pekBU3UTHL. COCTaB PEKBU3UTOB JOKYMEHTOB.
CrpykTypa ohopMIIeHUS TOTHKHOCTHBIX HHCTPYKIIUH.
Opranu3anus KOHTPOJIsSI HCIIOJTHEHUS TOKYMEHTOB.
Cocranenue u 0)OpMIICHHE MPOTOKOJIA.
ITopsimox cocrtaBieHuss U OQOpPMIICHHUS TaOIUI] U PUCYHKOB B HAy4YHO-HCCIEIOBATEIbCKOM
oTyere.
Opranuzanus paboTsl ¢ TOKYMEHTaMHU.
[IpaBuiia opopmieHHs PUIIOKEHUH.
[Tonsatue o nokymenToobopore. PopMbl perucTpanvu JOKyMEHTOB.
Cocranenue u 0OpMIIEHHUE JOTOBOPOB.
dnaroBoe 1 MPOJOIBHOE PACIIONIOKEHUE PEKBU3UTOB.
VYupenuTenbHbIe JOKYMEHTBI OPTaHU3aIIH.
OreHka 3HaYMMOCTH JJOKYMEHTOB U CPOKHU MX XPaHEHHUS.
TpeboBanwms, NpeabIBIsSEMBIE K TEKCTAM JOKYMEHTOB.
. CoctaB opraHu3aiiOHHO- MPaBOBBIX JOKYMEHTOB.
®opmsbl peructpanuu J0KyMeHTOB. [lopsaok perucrpanuu.
. TexHonorust paboThI C KaIpOBOM JOKYMEHTALUEH.
. CocraB # CTpyKTypa HITaTHOTO pacIHCaHusI.
CoctaB nHpOPMAIMOHHO-CIIPABOYHBIX JTOKYMEHTOB.
OCOOEHHOCTH TIOJIOKEHHUS O CTPYKTYPHOM ITO/Ipa3AeTICHIH OPTaHU3aIlIH.
. brianku u popmatsl JOKyMEHTOB.
. 3a/a4n ¥ yTH BHEAPEHHS aBTOMATH3UPOBAHHOW CHCTEMBI JOKYMEHTAIIMOHHOTO 00ECTICUCHHUS
yIpaBJIeHUs
OCHOBHBIE KIJIACCHI TUPAXHO - 3aKa3HBIX aBTOMATH3MPOBAHHBIX CHUCTEM JTOKYMEHTAIIHOHHOTO
oOecrieyeHus ynpaBiieHUs
OKcIUTyaTallUOHHBIE XapaKTEPUCTUKH aBTOMATU3MPOBAHHOW CHCTEMBI JTOKYMEHTALMOHHOTO
o0ecrieyeHus ynpaBiieHUs
TexHoIO0rMM MPOrpaMMHON peanu3alui aBTOMaTU3UPOBAHHOM CHCTEMBI JOKYMEHTALlMOHHOIO
oOecrieyeHus ynpaBiieHUs
. Kputepun ananmza aBTOMAaTU3MPOBAHHOW CUCTEMBbI JIOKYMEHTALIMOHHOTO OOecledyeHus
17



yIpaBIeHUS

61. CocraBienue u opopMIeHUE TPUKA30B IO OCHOBHOM JIEATEITHLHOCTH.

62. OcobeHHOCTH BBIOOpA CUCTEMBI ABTOMATU3AIIHH.

63. Crpateruu BHEApPEHHS aBTOMATH3UPOBAHHON CHUCTEMBI JIOKYMEHTAIIMOHHOTO OOeCredeHUs
yIpaBIeHUS.
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