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1. IlepedeHb NJIaHUPYEMBIX Pe3y/IbTATOB H3y4YeHHUsI AUCHHUIIMHBI, COOTHECEHHBIX €
IUIAHMPYEeMbIMH Pe3yJIbTAaTaAMH 0CBOCHHUsI 00pa30BaTeIbHOM NMPOTrpaMMbl
B pamkax ocBOoeHHS OCHOBHOM NpOQEecCHOHATBHON 00pa30BaTeNbHONW MPOrpaMMbl
OakanmaBpuaTa OOYYAIOIIMICS JOJDKEH OBJIQJCTh CIEAYIOIIUMH pe3yJbTaTaMd OOyYeHHs IO
JUCLUIUINHE «J[OKyMEHTUPOBaHUE YIIPABIECHYECKOU NEATEIBHOCTHY

Kox v nanmenoBanue NHauKaTopbl 10CTHKEHUSI KOMIIETeH N
KOMIIeTeHI M

ITK-3 CriocobeH ocymiecTBIsATh [TIK-3.1. [IpumeHseT cOBpeMEHHbIE METO/IbI U MOJEIHN
CTPAaTETUYECKOE U TAKTUUYECKOE yIpaBlIeHUS] THBECTHIIMSIMH B LIEJISIX MAaKCHUMU3AIHH
yhpaBiieHUE MPoIleccaMu B CTOMMOCTH Ou3Heca

OpraHu3anyuu [1K-3.2. Pa3zpabatbIBaeT U peaqu3yeT KOMILUIEKC MEPOIIPUITHIMA
1o obecrieueHnU Y3HPEKTUBHOCTH (PUHAHCOBO-X035HCTBEHHOM
JESTEIIbHOCTH YIIPABIISIEMOW KOMITAHUH TI0 KITFOUEBBIM
MOKa3aTessiM

[1K-3.3. O60cHOBBIBaeT pe3yJIbTaThI pelieHus
CTpaTEernyecKux U ONEepaTUBHBIX YIPABICHUYECKUX 3a/1ad U UX
BIMSHUE HA pPE3yibTaThl JCATEIBHOCTH OpraHu3alluid B
TEKYIIeH U JOJITOCPOYHOI MEPCIEKTUBE

2. MecTo aucuuninnsbl B crpykrype OITIOIT
VYuyeOnas aucuumiauHa b1.B.12 «JlokyMeHTUpOBaHUE YIPaBICHUYECKON eATEIbHOCTH
OTHOCUTCSI K 4acTH, (GopMuUpyeMOHl yyaCTHHKamMH oOpa3oBaTeNbHBIX OTHOLICHHH, mnukma b.1
«JIncuuIuIHbl (MOJTYIJIH )».

3. O0beM AUCHMILVIMHBI B 324€THBIX €IMHUIIAX C YKA3aHHEM KOJMYeCcTBA aKaJAeMHYeCKHUX
YacoB, BbIIeJICHHBIX HA KOHTAKTHYI0 pa0oTy o0y4aluuxcs ¢ npenojasaresieM (Mo BUAaM
3aHATHIA) M HA CAMOCTOSATEJIbHYI0 padoTy 00yYaromuxcst

O6mass TpynoeMKocTh (00BEM) ITUCHUIUIUHBL «J{OKyMEeHTHpOBaHHE yMpaBICHUYECKON
JESATETLHOCTHY COCTABIISIET 4 3aUETHBIC €IUHUIIBI.

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

o0yueHust
Bua y4eOHoii padoThI Beero Cemectper

4acos 8 -
AyIuTOpHBIE 3aHATHS (BCEro) 40 40 -
B Tom uucne: - - -
Jlexknnu 20 20 -
[Tpaxtueckue 3anstus (I13) 20 20 -
Cemunapsl (C) - - -
Jlaboparopusbie padboTsl (JIP) - - -
CamocrosiTesibHas padoTa (Bcero) 68 68 -
B Tom uucne: - - -
KypcoBoii mpoekT (pabota) - - -
KonTponbnas pabota - - -
Pedepar 10 10 -
IToaroroBka K MPakKTUYECKUM 3aAHATUAM 48 48 -
TectupoBanue 10 10 -




Bun npoMexyTouHO arTecTanuu — 3K3aMeH 36

36 -

OO01mmast Tpy0eMKOCTh Jac / 3a4. e]l.

144/4

144/4 -

4. ConepskaHue QU CHUATIINHbBI

4.1. Pa3nenbl JMCUUILIMHBI M TPYA0EMKOCTD 110 BU/IaM Y4eOHbIX 3aHATHI

Pa3zgen/Tema
JAucuunimabl

Oo6masn
TPYAOEMKOCTH

Buabl yueOHbIX 3aHATHH, BKJIOYAS
CAMOCTOSAITEIbHYI0O Pa00Ty 00y4aKOIIHXCS, Yac

KonTakTHas padora

CamocrofTeab-

o]
&
@
g
=

JICKIIUH
3aHATHSA

MNPAKTUHYICCKHUEC

Has padora
00yyauuxcs

Beenenue. Tema 1.
JlokymeHTupoBaHue
yIpaBIeHYECKON
nesTenbHOCTH. TpeboBaHus
K 0(hOpMIICHHIO
JIOKYMEHTOB

Tema 2. Cucrema
OpraHU3aIMOHHO-
pacnopsIuTeILHON
JIOKYMEHTAIIUH.

10

Tewma 3.
JlokymeHTupoBanue
TPYIOBBIX
MPAaBOOTHOILIECHH.

10

Tema 4. JloroBopHO-
MpaBoBasi JOKYMEHTaIUA.
JloxymMeHTBI
BHEITHEAKOHOMHUYECKOU
JIeATEIbHOCTH.

Tema 5. Texnosoruun
JIOKYMEHTAIUOHHOTO
oOecnieueHus ynpaBIeHUsl.

10

Tema 6. Cuctemsl paboThI ¢
KOH(UICHIIMATbHBIMU
JIOKYMEHTaMH.

10

Tema 7. ApxuBHoe
XpaHeHue. DKcrepTusa
LIEHHOCTU JOKYMEHTOB.

Tema 8. Ilytu BHenpeHUs
aBTOMAaTH3UPOBAHHBIX
CUCTEM
JIOKYMEHTAIUOHHOTO
oOecrnieyeHust yIpaBJIeHuUs

10

Tema 9. OcHOBHEIE KJIaCCHI
THPaXKHO-3aKa3HBIX
ABTOMATHU3UPOBAHHBIX
CHCTEM
JIOKYMEHTAllMOHHOTO
oOecrnieyeHust yupaBJieHus

10.

Tema 10. Kpurtepun




w2
- °:’ Buabl y4eOHBIX 3aHATHI, BKIIOYAs
g ; CaMOCTOSITEJIbHYI0 Pa00Ty 00y4YaKOIIUXCS, Yac
Ne Pasgen/Tema S 8
n/o I[I/ICIII/IHJ'[I/IHBI E KonTakTHas paﬁoTa
= CamocrTosiTe/Ih-
Bcero F— NPaAKTHYECKHE Hasi pabora
3aHATHSA 00y4arouuXxcs

aHanusa

ABTOMAaTHU3UPOBAHHBIX

CHCTEM

JIOKYMEHTAITMOHHOTO

o0ecrnieueHusl yIpaBjIeHuUs
11. | Tema 11. Ananu3

XapaKTEPUCTUK

aBTOMAaTH3HUPOBAHHBIX

CHCTEM ’ ? 2 2 >

JTOKYMEHTallMOHHOT'O

oOecrnieyeHusl yIpaBJieHus
12. | Tema 12. Onenka

3 PeKTUBHOCTH BHEAPEHUS

ABTOMAaTU3UPOBAHHBIX 10 3 ) 5

CHCTEM

JTIOKYMEHTAIMOHHOTO

obecrieueHus yrnpaBiacHUs
Bceero 108 20 20 68
IK3aMeH 36 - - -
Hroro 144 20 20 68

4.2. Cogepxanue pa3iejioB IUCHUININHBI
BBenenmne

CoBpeMeHHBIN 3Tam  OOIIECTBEHHOTO PAa3BUTUA, XapaKTEePHU3YIONIMicA yTiayOJIeHneM
HSKOHOMHUYECKUX CBS3€H M POCTOM B3aMMO3aBHUCHUMOCTH TOCYAAapCTB, OOBEKTUBHO OOYCIOBIIMBAET
HEMpPEepPhIBHOE BO3pACTaHHE pPOJNHM HHPOPMAIMH B COIUAIBHOM U TEXHHUYECKOM Ipoliecce, B
pGHIeHI/II/I FJIO6aJIBHI>IX np06neM. I[OCTI/I)KGHI/H[ HayLIHO-TCXHI/ILIeCKOFO HpOFpGCC& BO MHOTHUX
oTpacisx OOEeCHeuniIr BO3MOXKHOCTh TMPAKTUYECKOM peanu3anmuu uaeu (HOpMUPOBAHHS
MH(OPMaLIMOHHOTO O0LIEeCTBA.

B mHacrosmee Bpemss uHpopMaiusi paccMaTpUBaeTCsl KaK pecype, KOTOpBIM, Kak H
TPAAUIIMOHHBIE PECYPCHI: TPYyHd, OJHEPrus, TOJIE3HbIE WCKOMAaeMble, - MOXHO JOOBIBATH,
nepepabaTbiBaTh, HMCIONB30BaTh M PacCHpOCTpaHATh. OJHUM W3 HaNpaBlIeHUH HCHOIb30BAHUS
I/IH(bOpMaIII/IOHHBIX 158 KOMMYHI/IKaIII/IOHHBIX TGXHOJ’IOFI/IfI B ACSTCIIBHOCTU OpFaHOB FOCYI[&pCTBGHHOfI
BJIACTH, OpraHu3alMid W  TOPEeInpUsaTHI  SBISIETCS  pPa3BUTHE  CUCTEMBI  3JIEKTPOHHOTO
JIOKYMEHTOO0OpOTa, CTaHIApTOB JIEJOMPOU3BOJICTBA M JOKYMEHTOOOOpOTa. AKTyaJbHOCTb
COBEpIIICHCTBOBAHUS TPAAUIIMOHHOTO JEJOMPOU3BOJCTBA OOYCIOBIUBAETCS HEOOXOAUMOCTHIO
NOBBIIEHNS 3()P(PEKTUBHOCTH YIIpaBIEHYECKON NESTENbHOCTH, YCKOPEHHS ABMKEHUS IOKYMEHTOB B
OpraHHW3aIi, YMEHBIICHUS TPYAOEMKOCTH 00paboTku [MoKyMmMeHTOB. (Co3laHHas Ha OCHOBE
HepCI'IeKTI/IBHI)IX I/IH(l)OpMaHI/IOHHBIX TGXHOJIOFPII;'I aBTOMaTI/ISI/IpOBaHHaﬂ CUCTCMa JICJ'IOHPOI/IBBO)ICTBa
JMOJKHA  TOBBICUTH  JCHCTBEHHOCTh  YOpaBleHHWs 3a  c4eT  o0Opa3oBaHHMS  €IMHOTO
JIOKyMEHTOOPHEHTHPOBAHHOTO HMH(POPMAIIMOHHOTO TPOCTPAHCTBA, JAIOMIETO IOJIh30BATEISAM
cpenctBa d3PPEeKTUBHON COBMECTHOM pabOThI C JOKYMEHTaMHU B JIIOOOM MeCTe U B JTH000€ BpeMs.

[Ipenmer U CTpyKTypa JAUCHHUIUTMHBI «/[OKyMEHTHpOBaHHE YIIPABICHYECKON NEATEIHHOCTI.
Pome  nmokymMeHTOOOOpOTa B yHOpaBlIEHHUH  MPEANPUATHEM.  3HAYCHHE  TUCIUTUIAHBI
«JloKyMEHTHpOBaHHME YIIPABICHUECKOW JEATEIIbHOCTH» B TIOJATOTOBKE CHEIHAUCTa B 0O0JIACTH
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MeHeKkMeHTa. COBpeMEHHOE COCTOSIHUE JIOKYMEHTAIMOHHOTO 00ECTICUeHUs! YIIPABICHUSL.
Tema 1. [lokymMeHTHPOBaHME YIIPABJIEHYECKOM HesiTeibHOCTH. TpedoBanus K
0(p)OPMJICHHIO JOKYMEHTOB.

I'ocynapcTBeHHas cuctema JOKyMeHTanoHHOTro obecriedenus ympasienus (I'CJIOY) - crox
NpaBW, YCTAaHABIMBAIOIIUE €AWHBIE TPEOOBaHMS K JIOKYMEHTHPOBAHMIO YIIPABICHYECKON
JEeSTeIbHOCTH M OpraHu3aluyd paboThl ¢ JOKYMEHTAMU Ha MPEANpPUATHIX Pa3IUYHBbIX OpraHu3a-
IIMOHHO-TIPaBOBBIX (hopMm. CocTaB yIpaBieHYECKUX TOKYMEHTOB. [lOHATHE CHCTEM ITOKYMEHTAIUH.
OYHKIMOHAIBHBIE U OTpacieBble CHCTEMbl JOKyMEHTAllMU. YHU(UKAUUS U CTaHAapTU3ALUs
YIPaBICHYECKUX JOKYMEHTOB. PeriiamMenTanys JOKYMEHTUPOBAHUS YIIPABIECHUYECKON JIEATEIIbHOCTH.
[TocrosiHHBIE W TIEpeMEHHBIE PEKBH3UTHI M TpaBwia HX odopmieHus. bnanku u  ¢dopmarsl
JTOKyMeHTOB. Dopmyiisip — oOpasell JOKyMeHTa. YTIIOBOE U MTPOI0JILHOE PACIIONOKEHUE PEKBU3UTOB.
Yuuguumposannas popma JOKyMEHTa.

Tema 2. CucreMa OpraHu3alMOHHO - PACIIOPAAUTEIbHON TOKYMEHTALMH.

Cuctema OPJ]. Oco0eHHOCTH U XapaKTepHbIE YePThl OPraHU3alMOHHO-TIPABOBBIX JTOKYMEH-
ToB. CocraBieHne W OQOPMIICHHE OCHOBHBIX OPraHU3AIMOHHO-IIPABOBBIX JOKYMEHTOB: YCTaB,
JOJDKHOCTHAsI MHCTPYKLMS, IIpaBUjIa BHYTPEHHETO TPYZOBOIO PACHOPSIKA, IITATHOE PaclUCaHUE,
MIOJIOKEHHE O CTPYKTYPHOM MO/Ipa3ACICHUN.

PacniopsaurensHas poxkymeHtanust. [IpyHIMOBL cocTaBlieHHs, CTaJuM MOATOTOBKH, BU3MPOBa-
HUS ¥ TIOAINUCAHUS PACHOPSAUTENBHBIX TOKyMeHTOB. CocTaBiieHHEe U O(opMIIeHHE pacHOpsIu-
TEJIbHBIX JJOKYMEHTOB: ITPUKA3bl, PACIOPSKEHNUS, IOCTAHOBJICHUS, YKa3aHUs, PELLICHUSI.

CripaBo4HO-MH(OPMALIMOHHBIE JOKYMEHTBI: aKT, JOKIagHas (cioyxeOHas) 3amucka, CIpaBKa,
NPOTOKOJI, CBOJKA, Ciy)keOHOe mucbMo. OcoOEHHOCTH O(OPMIICHHUS, PA3HOBUIHOCTU M TOPSIOK
cocTaBieHusi akToB. [lopsOK cocTaBleHHsS AaKTOB CBEPKHM pacyeToB MEXAYy JeOUTopaMu U
kpenutopamu. llpaBuiia npoBeneHMs] COBEIIAHWM KOJJIETMAIBHBIX OpraHoB, COCTaBJICHHE U
oopmIieHre MpoTOKOIA.

Cuy>xe0nble iicbMa. Knaccudukanuyst KOppecroHIeHIMY; WHUIUATHBHAS U OTBETHAS JIETIOBasI
U KoMMepdYecKkasi. SI3bIk U CTWIb JENOBOM KOppecrnoHAeHIMH. TuroBblie U TpadapeTHbIe AeIOBbIC
nrchbMa. VIHUIMATUBHBIE W OTBETHBIE CIy)KeOHbIe MUchMa. Ilmchma 3ampockl M MUCBMa OTBETHI
OpraHM3aIii-KpeAUTOPOB. THUIIOBbIE rapaHTHITHBIE MMChbMA OT OPraHU3aIMiA (TAPaHTOB)

[TnanupoBanue AEATEIBHOCTH YUPSKACHHUS - BaKHEHIIAs (QyHKIUS yIpaBIeHUs, TO3BOJISIONIAs
crenarb paboTy yupeXIeHHs MakCHUMalibHO 3¢ ¢eKTUBHOM. OCOOEHHOCTH IUTAHOBBIX JIOKYMEHTOB.
[TnaHOBbIE TOKYMEHTHI: IL1aH, EPCIIEKTUBHBIN IJIaH, IporpaMmma, rpaguk, CXeM reHepajibHas cxema.
OrtpacneBble 1uiaHbl U nporpamMMmbl. Dopmbl OTUETHOM JOKyMeHTanMu. OT4eTHas MU OTYETHO-
CHpaBOYHAast JOKyMEHTALHS.

Tema 3. JlokyMeHTHPOBaHHE TPYAOBBIX NPABOOTHOIICHHI

JlokymMeHTupoBaHrEe paboThl ¢ nepcoHanoM. [loHsATHE M CTPyKTypa MEepCOHATBHBIX IAHHBIX.
TpeGoBanus k 00pabOTKe U Nepeade NepCOHATBHBIX TaHHBIX. CTPYKTypa KaJpoBoi 1 (hOPMAIIMOHHO
- JIOKyMEHTAllMOHHOM CUCTeMBL. XapaKTepUCTHKAa KOMIUIEKCOB KaJpOBOM JOKyMEHTAIHH.
YHaudunmpoBanssie (GOpMbI MPUKA30B M0 JIUYHOMY COCTaBy. JlOKyMeHTalust 1Mo ydeTy pabodero
BpPEMEHU UM PacueToB € MEPCOHANIOM I10 oriare Tpynaa. [lpaBuna BeneHus Tpya0BbIX KHIKEK. CocTaB
NpoLEAYp U JOKYMEHTHPOBAHUE IpPHEMA, MEPEBOMA, YBOJIBHEHMS nepcoHana. [Ipomecc 3ammTel
NEPCOHAIBHBIX JJAHHBIX B KaJIpoBOi ciryk0e. OCOOEHHOCTH XpaHEHUs KaJIpOBOM JJOKYMEHTALIH.

Tema 4. /loroBopHO-TIpaBOBasi JOKyMEHTALMSA.
JIoKyMeHTbI BHEIIITHe3KOHOMMYECKOii 1esITeJIbHOCTH

OcobeHHOCTH cOCTaBIEHUsI U OQopMIIeHHs J0roBopoB. PasHoBuaHocTH moroBopos. Co-
rnamenne. KoJuleKTUBHBIN JOTOBOp, TPYJOBOM 10roBoOp. JlOroBOp MOCTaBKH, apeHIbl, OKa3aHUs
yciyr. PEKBU3UTEI JOrOBOpa M PaBUJIa UX PETHCTPALH.

JIOKyMeHTBI, O(QOPMIISIOIIME BHEIIHETOproBble caenku. Crenu@ukanuy, KOHOCAaMEHTHI,
KOHTpakThl. KoMMepueckas mepenucka BO BHEHTHEIKOHOMUYECKOH nesTenpHOCTH. HazHaueHue u
oopMiieHNE KOMMEPUYECKHX MTUCEM B 3apyOEKHOM MPaKTHKE.

[Iperensnonnble A0KyMeHTHI. KanmoObl, oOparieHus, NpemioxkeHus rpaxkaad. Jleronpous-
BO/JICTBO I10 TUCbMEHHBIM OOpAIIEHUsIM IpaskaaH.

Tema S. TexH0JI0THH JOKYMEHTAUOHHOI0 00ecreYeH sl yIIPaBJICHHA
Opranuzanust 1oKkymeHTooOopoTa. [loHATHE TOKYMEHTOOOOpOTa, €ro KOJMYECTBEHHBbIE U
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KAQUECTBEHHBIC XAPAKTEPUCTHKU. TEXHONOTWH OOpaOOTKM BXOISIIMX, BHYTPEHHHX M HCXOISIIMX
JOKyMeHTOB. OnTuMu3zanus JOKymMeHTooOopora. Perucrpamms nokymeHtoB. dopmbl U mpaBuiia
peructpauny. KoHTponb MCHONHEHUS NOKyMEHTOB. DYyHKIMHM, 3a7a4d M LEend KOHTposs. Cpoku
UCIIOJIHEHUSI JOKYMEHTOB. EnuHble M JeTaqbHO perylaMeHTHpOBAaHHbIE IpaBWia padoThl C
YIPaBIEHYECKUMHU IOKYMEHTAMU B OpPraHU3aLUH.

Tema 6. Cucrema padoThl ¢ KOHPHAEHIUAILHBIMHA JOKYMEHTAMHU

Pernamenranus coctaBa KOH(MAEGHIMAIBHBIX CBEICHUNH M JOKYMEHTOB. IloTOkM KoH(H-
JEHIUAIbHBIX JIOKYMEHTOB. TexHoyiornyeckass cucreMa oOpaOOTKM KOH(PUICHIMAIbHBIX MdOKY-
MeHToB. dopmupoBaHue, oQopMmieHHME U XpaHEHUE [eJl, COJEpXKallUuX KOH(UAECHINAIbHbIE
CBEJICHUSL.

Tema 7. ApxuBHOE XpaHEHUHU JOKYMEHTOB. JKCIIEPTH3a IEHHOCTH IOKYMEHTOB

OnepaTuBHOE, TEKYIIEE U IIOCTOSIHHOE XpaHEHUE JOKyMeHTOB. CucremMarusalys J0KyMEHTOB.
[Tpunnuner ¢dopmupoBanus aen. OdopmieHue M BeIEeHHE HOMEHKIATyphl jAen. Tunosble U
WH/IMBUyalbHblE HOMEHKJIATypbl nen. Onucu nen. DopMbel HCHOIB30BAHUS JOKYMEHTOB U3
apXuBHOro (oHza opranu3ay. OLeHKa 3HaUMMOCTH JOKYMEHTa U CPOKOB UX XpaHeHus. [IpuHuunmns
Y KPUTEPUH OLIEHKH 3HAYUMOCTH. DKCIIEPTHBIE KOMUCCHHU.

Tema 8. IlyTu BHepeHUsI ABTOMATU3UPOBAHHBIX CHCTEM
AOKYMEHTAIIMOHHOI'0 00ecIieyeHNs yIpaBJIeHHs.

CoBpeMmeHHbIe O(HUCHBIE HHPOPMALMOHHbIE TeXHOooruu. CTpareru pa3paboTKU peaar3aluu
COBPEMEHHBIX MH(OPMAIIMOHHBIX TEXHOJIOIUN B YIIPABIEHUYECKOHN JesTenbHOCTU. Llenu co3nanus u
BHEJIPEHHS KOMIUIEKCHBIX CHCTEM aBTOMATH3alUM JOKYMEHTAllMOHHOIO O0ECHEeYeHUs! YIpaBICHUs.
OyHIaMeHTalIbHbIC TIPHHIHITBI CO3/IAHUS CUCTEM MH(POPMAIIIOHHOTO 00ECTICUSHHSI.

Tema 9. OcHOBHBIE KJIACCHI THPA’KHO-32AKA3HBIX ABTOMAaTH3HPOBAHHBIX CHCTEM
AOKYMEHTAIIMOHHOTI'0 o0ecrieyeHNs yIpaBJieHus

OCoOEHHOCTH COBPEMEHHOTO pBIHKA IPOrpaMMHBIX CHUCTEM B 00JacTH aBTOMAaTU3alUuU
JIETIONPOM3BOACTBA M JIOKyMEeHTooOOpoTa. (COCTaB THIOBBIX BO3MOYKHOCTEH KOMITBIOTEPHBIX
porpaMM IO aBTOMAaTU3allui JJOKYMEHTAIIMOHHOIo obOecriedeHus ynpasieHus. CTpyKTypHasi cxema
AaBTOMAaTU3UPOBAHHOW CHUCTEMBl JOKYMEHTALIMOHHOIO OOECIEYEHUs] YIIPaBIECHUS OpraHU3aluu.
B03MOXHOCTH CHCTEMBI IOJIHOCTBIO PEAIM30BaTh MYJIBTUMEIUACPENY Ul XPaHEHUS Pa3IM4HOrO
poia MPUIIOKEHUH, TOMOJIHEHWH M WUTIOCTPAaUUid K AOKyMeHTaM ((oTo-, ayauo-, BUIeo(hopMarsl).
XapaKTepuUCTUKa OCHOBHBIX aBTOMAaTHU3MPOBAaHHBIX CHUCTEM JIOKYMEHTAI[HIOHHOTO O0ecredYeHHs
yIIpaBJICHHUS.

Tema 10. Kpurepun anajm3a aBTOMATH3HPOBAHHBIX CHCTEM
JAOKYMEHTAIIMOHHOT'0 00ecriedyeHNs1 yIpaBJIeHMs.

AHanmu3 aBTOMAaTH3MPOBAHHON CHUCTEMBI JIOKYMEHTALMOHHOIO OOECHEYEeHHs YNpaBiIeHUs Ha
OCHOBE (YHKUIMOHAJIBHBIX cHcTeM. [IpuBeneHHble K €OMHOMY BUAY (QYHKIHOHAJIbHBIE CXEMBI
aBTOMATHU3UPOBAHHBIX CHUCTEM JOKYMEHTAllMOHHOTo oOecriedeHus ynpasieHus. Kpurepun oneHku
ABTOMAaTU3UPOBAHHON CHCTEMBI JJOKYMEHTAIIMOHHOTO 00ECTIEYEeHUs yIIPaBICHHUS.

Tema 11. AHA/IM3 XapaKTePUCTHK ABTOMATH3HPOBAHHBIX CHCTEM JOKYMEHTALMOHHOTO
olecrieyeHusl ynpaBJieHUsl

Meponpusatiss MO BbIOOpPY CHUCTEM aBTOMATH3alUM JOKYMEHTAllMOHHOTO OOecIeueHust
ynpasieHus.  OCHOBHBIE  KaueCTBEHHbIE  IMapaMeTpbl  (YHKIMOHAIBHBIX  XapaKTEPUCTHK.
KonmuuectBeHHbIE 9KCIUTyaTallMOHHBIE napameTpbl aBTOMATU3UPOBAHHON CHCTEMBI
JIOKYMEHTAlIMOHHOTO obOecrnieueHrst ynpasieHus. CpaBHUTENbHBIA aHAIW3 aBTOMATHU3MPOBAHHBIX
CHCTEM JJOKYMEHTAIIMOHHOT0 00eCIeYeH sl yIIPaBICHHUS.

Tema 12. Ouenka 3¢p(peKTUBHOCTH BHEAPEHHUSI ABTOMATH3HPOBAHHBIX CHCTEM
AOKYMEHTALIMOHHOI'0 00ecreyeHNs yIpaBJIeHHs

OxoHomuueckast 3(h(heKTUBHOCTh BHEAPEHHSI aBTOMATU3UPOBAHHBIX CUCTEM JJOKYMEHTAIHIOHHOTO
obecrieyeHysl ympaBiIeHHUs — 3TO KOJIMYECTBEHHAs CTOMMOCTHAs OlEeHKa 3(QeKTa OT MNPOBEACHUS
MEPONPHUATHI IO aBTOMATH3aLNK MH()OPMAIIMOHHOTO O0eCleYeH s OpraHu3alui. MeTouKu pacuera
3(p(heKTUBHOCTH MO BHEIPEHUIO aBTOMATU3UPOBAHHBIX CHCTEM JIOKYMEHTAIIHIOHHOTO OOECICUeHUs
yIIpaBJICHUS.



4.3. IIpakTnyeckue 3aHATHS / 1a00paTOpPHbIE 3aHATHSA

Tema 2. Cuctema opraHn3aliOHHO-PacOPSIINTEIBHON JOKYMEHTALIH.

Tema 3. JlokyMEHTHPOBaHHE TPYIOBBIX IPABOOTHOLIEHUH.

Tema 5. TexHomoruu JOKYMEHTAIIMOHHOI'O obecnieueHus YIIpaBJICHUA.

Tema 6. Cucrembl paboThI ¢ KOHPHUISHIMATEHBIMU IOKYMEHTAMH.

el B Bed I S

Tema 8. [1yTr BHEpEHHS aBTOMATH3UPOBAHHBIX CHCTEM JIOKYMEHTAIIMOHHOTO 00ECTICUSHHSI
YIIPABJICHUS

6. Tema 9. OcHOBHBIE KJTacCHI TUPAKHO-3aKa3HbIX ABTOMATU3UPOBAHHBIX CUCTEM
JOKYMCHTAIITMOHHOI'O obecrieyeHus YIIPaBJICHUA

7. Tema 10. Kpurepun ananisa aBTOMaTH3UPOBaHHBIX CHCTEM JOKYMEHTAIIMIOHHOTO 00ECTIeUeHUs
yIIPaBJICHUS

8. Tema 11. AHanu3 XxapakTepUCTUK aBTOMaTU3UPOBAHHBIX CUCTEM JIOKYMEHTALIMOHHOIO
obecrieueHus ynpaBieHHs

9. Tema 12. Onerka 3 GeKTUBHOCTH BHEIPEHUSI aBTOMATU3UPOBAHHBIX CHCTEM
JIOKYMEHTAIIIOHHOTO 00ECIIeUeHNS! YIIPABICHUS

5. YuedHo-MeToqMUYecKoe U HH(POPMALMOHHOE 00ecedyeHue JUCIHIIMHBI

1. Opra#m3anys ¥ TEXHOJIOTHS JIOKYMEHTAlIMOHHOTO OOECIeUeHUsl YIpPaBIICHUS
anekTpoHHoe yuebHoe mocobue / coct. C.E. Mumenun ; MunucrepctBo o0pa3oBaHUs U HAayKu
Poccuiickoit  ®eneparnu, dDenepanbHOE TOCYAapCTBEHHOE OIOKETHOE 00pa3oBaTEIbHOE
yupexxJieHue Bbiciiero odpa3zoBanusi «KemepoBckuil rocyaapCcTBEHHBI YHUBEPCUTET», NHCTUTYT
uctopuu u ap. - Kemeposo : KemepoBckuii rocynapcrBeHHblii yHuBepcurer, 2017. - 478 c. -
buGnuorp. B KH. - ISBN 978-5-8353-2149-0 ; -
URL: http://biblioclub.ru/index.php?page=book&id=481592

5.2. JlonosiHMTEJIbHAS JTUTEPATypa

1. fAakoBuy, 1. A. Jlenmonmpon3BoACTBO B KaapoBoii ciryx0e : yueOnuk / L. A. akoBud. —
MockBa : KOnntu-/lana, 2017. - 161 C. : CXEM., Ta0II. — URL:
https://biblioclub.ru/index.php?page=book&1d=685463

5.3. JInneH3noHHOE MPOrpaMMHoOe odecrevyeHue

1. Microsoft Windows 10 Pro
2. Microsoft Office 2007

5.4. CoBpemeHHble mnpodeccMoOHAIbHBIE 0a3bl JaHHBIX W HHPOPMAIUOHHbIE
CIIPaBOYHbIE CHCTEMBbI
1. KomnbroTepHble HTHPOPMAIIMOHHO-IPABOBbIE cUCTEMBI «KOHCYIBTaHT»
http://www.consultant.ru, «["apant» http://www.garant.ru.

2. OdunmaabHbIi HHTEpHET-TIOPTAN TpaBoBoi nHGopManuu http://pravo.gov.ru.

3. Ciyx0a TeMaTHYECKUX TOJKOBBIX cioBapeit http://www.glossary.ru/

4. lleHTp KOMITETEHIIMX TI0 BOTIPOCAM JIOKyMEHTAIIHOHHOTO 00ECTICYCHHUSI YIIPABICHHS U apXUBHOTO
nena, « JHIMKIONeIus 1eIonpou3BoIcTBa» http://www.edou.ru/enc/

5. Hayunas snextpoHHas 6ubnuoreka http://www.elibrary.ru

6. ObC «YHuBepcuteTckas 6nbianoTteka onnaitn» https://biblioclub.ru/index.php

7. Hayunas snexktponnas oubnmoreka « KubepJlennnka» https://cyberleninka.ru/

8. AIMHUHHMCTPAaTUBHO-YTIpaBI€HUYECKUH moprain http://www.aup.ru/

6. MaTrepuaibHO-TEXHHYECKOe o0ecneyeHne 1 CHUIIUHbI

1. JlexuuoHHasi ayauTOpHs, AyIUTOPHUS i TPYNIOBBIX M WHAMBHIYAIbHBIX KOHCYJbTallUH,
OCHAIIIEHHAas KOMIUIEKTOM MeOenu il y4eOHOro mporiecca, y4eOHOW TOCKOW, MepCOHATBHBIM
KOMIBIOTEPOM, TNIA3MEHHOU MaHETbIO.
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2. Aynuropusi A MPOBEACHUS MPAKTUUYECKUX U CEMHHAPCKUX 3aHATUN, TEKYILIEro KOHTPOJIS U
MIPOMEKYTOYHON aTTeCTalliy, OCHAIIICHHAS KOMITJIEKTOM MeOeH jisi y4eOHOro mporiecca, yueOHou
JIOCKOM, IIEPCOHAIBHBIM KOMITBIOTEPOM, IIJIA3MEHHOW MTAHEINBIO.

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

7. MeToauuecKue PCKOMEHIAUH IO OPpraHu3aliuv U3y4YCHUSA TUCHUIIJINHBI

7.1. MeTtoanueckue peKOMEH/IallUM NMPenoaBaTeo

JlanHblit pasfen Hacrosmied pabouell mporpamMmbl NpeAHA3HAUYEH Jisi HAYMHAIOUINX
npenoaaBaTesiell U ClieluaiiCcTOB-IIPAKTUKOB, HE UMEIOIINX OIbITa PENO01aBaTEIbCKON padOThl.

Jucuunnmua  «/loKkyMEHTUpOBaHME  yOPABJICHYECKOW  JESATEIBHOCTH»  SIBISETCS
JUCITUTUIMHON, (hOpMHPYFOIIEH y 00yJaronuXxcsi YaCTUIHO npodeccnoHanbHyo Kommnerennuto [TK-
3. B ycioBUSIX KOHCTPYHPOBaHMSI 00pa30BATENIbHBIX CHUCTEM Ha MPHUHIMIIAX KOMIIETEHTHOCTHOTO
[0/IX0Ja TMPOU30LLIO KOHIENTYyalbHOE HM3MEHEHHE POJM IPENoJaBaTelisd, KOTOPBIA, Hapsay c
TPaAULIMOHHON POJIbIO HOCUTENS 3HAHH, BHIMOIHICT (QYHKIMIO OPraHU3aTOpa HAYyYHO-TIOMCKOBOM
paboTel 0Oydaromerocs, KOHCYJIbTaHTa B MPOIEAypax BBHIOOpa, 0OpabOTKM W HMHTEPIPETAIHH
uH(popMaluu, HEOOXOIUMOMN sl MPAKTUYECKOTO ACUCTBUS U ajlbHEHILEro pa3BUTHUS, YTO JOIKHO
00s13aTeIbHO  YYUTHIBATHCSA TMPU TPOBEACHHUM JICKIIMOHHBIX U TPAKTUYECKUX 3aHITHH TIO
JUCUUIIIMHE «/J{OKyMEHTHpPOBaHUE YIPABICHUYECKON AEATEIbHOCTH.

[IpenonaBanme  TEOpeTUYECKOro  (JEKIMOHHOIO)  Marepuajga 10  JAUCIUIUIMHE
«JlOKyMEHTHUpOBaHHE  YNPABICHYECKOW  ACSATENIbHOCTH»  OCYILUECTBJISETCS  HAa  OCHOBE
MEXIUCIUIUIMHAPHON MHTETpallMd W YETKUX MEXKIUCHMIUIMHAPHBIX CBSI3€M B paMKax
o0pa3oBaTenbHOI MporpaMMbl ¥ y4eOHOTro miaHa no HanpasieHuto 38.03.02 MenexMeHT.

[TonpoOHOE coaepkaHWE OTHENBHBIX pa3lesioB JAUCHUIUIMHBL  «JlOKyMEHTHpPOBaHHE
yOpaBlIeHYECKON ASITENFHOCTUY» paccMaTpUBaeTcs B 1.5 pabodeld mporpaMMel.

MeTtouka onpeie’eHtsi UTOrOBOTO CEMECTPOBOIO PEHTUHIAa 00yYaroIIerocs 1o JUCIUILINHE
«JloOKyMEHTHUpOBaHUE YINPABICHYECKOM JeATebHOCTU» mpeactaBieHa B coctae DOC mo
JUCLIUIUIMHE B I 8 paboueil IporpaMMBbl.

[IpumepHBIe BapuaHThI TECTOBBIX 3aJaHUM JJI TEKYLIErOo KOHTPOJs U MepeYeHb BOIPOCOB K
HK3aMEeHy MO JUCHMIUIMHE TaK)Ke IMPEJCTaBIEHbI B 11 § paboueil mporpamMmal.

[lepeueHb OCHOBHOM M JONOJHUTENBHOW JIUTEPATYphl M HOPMATHUBHBIX JOKYMEHTOB,
HEOOXOAMMBIX B XOJ€ TMpernofaBaHUs JUCIHUIUIMHBI «JIOKYMEHTHPOBAHHUE YIPABJICHUECKON
JeSTeNIbHOCTH», TpUBENeH B 1.8 Hacrosmledl paboueil mporpammbl. [lpemomaBarento criemyer
OpPUEHTUPOBATh 0OYYAIOIIMXCS HA UCIIOJIb30BAHUE MTPH MOJATOTOBKE K TPOMEXKYTOUHOM aTTecTaliuu
OPUTMHAJIBLHON BEPCUU HOPMATUBHBIX IOKYMEHTOB, AEHCTBYIOLUIMX B HACTOAILIEE BPEMS.

7.2. MeToan4ecKkue yKazaHus 00y4ar0muMCs

[Tomyyenue yriyOJEHHBIX 3HAHUW MO JAUCIHHUIUIMHE JOCTUTAeTCs 3a CuUeT AaKTUBHOU
CaMOCTOSTENbHOM paboThl oOyuaromuxcs. BeigenseMble 9achl 1e1ecoo0pa3Ho MCMONB30BaTh TS
3HAKOMCTBA C y4e€OHOW M HAay4YHOU JIUTEpaTypoil mo mpobsemMaM TUCHUTIINHBI, aHAIW3a HayYHBIX
KOHLIEITLIHM.

B pamMkax AUCHUTIIMHBI IPEAYCMOTPEHBI Pa3ndHbie (POPMBI KOHTPOJISI YPOBHS TOCTHIKCHUS
00y4JarIMMUCS 3asiBICHHBIX WHANKATOPOB OCBOEHUS KOMMETeHIIUN. Dopma TeKyIIero KOHTPOJIS —
aKTHBHas pabOTa HAa MPAKTUYECKUX 3aHITHSIX, MOJATOTOBKA pedepara u TecTupoBanue. Dopmoit
MIPOMEXKYTOYHOIO KOHTPOJIS [0 JaHHOW AUCUMIUIMHE SBIIIETCS 3K3aMEH, B XOJ€ KOTOpPOIo
OIICHUBAETCA YPOBEHb JOCTIDKEHUS OOYyYalOUMMHUCS 3asBICHHBIX WHIUKATOPOB OCBOCHUS
KOMIIETECHIIUH.

Mertonnyeckue ykazaHus 10 OCBOCHUIO IUCIUILIHBL.

JIeKIIMOHHBIE 3aHATHS MPOBOJSATCS B COOTBETCTBHM C COJEpXKAaHUEM HacTosed paboueit
MIPOTpaMMBbI U TIPEJCTABIISIOT COOOM M3JI0KEHNE TEOPETUUECKUX OCHOB JTUCIIUTUIAHBEI.

[TocemeHne NEKIIMOHHBIX 3aHATHH SIBISIETCS 00S3aTENBHBIM.




KoHcnekTtupoBaHue JEKIMOHHOIO MaTepuaja JAOINYCKaeTCsl Kak NHCbMEHHBIM, TaK U
KOMITHIOTEPHBIM CITOCOOOM.

PerynsipHoe moBTOpeHHEe Marepuana KOHCIEKTOB JICKLMHM 10 KaXXIOMY pas3zelly B paMKax
HOJArOTOBKM K TEKyIIMM (opMaM aTTeCTalUy MO AUCLUUIUIMHE SIBJIAETCS OAHMM M3 BaXKHEWIIMX
BUJIOB CAMOCTOSITEIIBHON pabOThI CTYACHTA B TEUYCHHE CEMECTpa, HEOOXOIMMON sl KaYeCTBEHHOMN
IIOATOTOBKHU K IIPOMEKYTOYHOH aTTeCTalUH 110 JUCLHUIIIMHE.

IIpoBeneHne NPAKTUYECKUX 3aHATUM 110 IUCHUILIMHE «/OKyMEHTUPOBaHUE yIIPaBICHYECKOMN
JeSITebHOCTH» OCYLIECTBISIETCA B CIEAYIOUIMX popMax:

— aHalM3 TpaBOBOH 0a3bl, PETVIAMEHTHPYIOUIEH JESATEIbHOCTh OpraHU3alui  Pa3IHYHBIX
OpraHu3aIMOHHO-TIPABOBBIX (hOpM;

— ONpoc MO MarepuaaM, PacCMOTPEHHBIM Ha JIEKIUSAX M HM3YYEHHBIM CAMOCTOSTEIHHO IO
PEKOMEHI0BaHHOM JINTEPAType;

— PCHICHUC THUIIOBBIX PACUCTHLIX 3aJia4 110 TCMaM;

— aHanM3 ¥ 00CYXIeHNE MPAKTUUECKUX CUTYaIHil 10 TeMaM.

[Tocenienne NpakTUYECKUX 3aHATUM U AKTUBHOE YYaCTHE B HUX SIBJISIETCS 00s13aTEIbHBIM.

[TonroroBka K MPaKTUYECKUM 3aHATHSAM 0053aTeNbHO BKIOYAeT B ceds H3ydeHue
KOHCIIEKTOB JICKIIMOHHOTO MarTepuaja W pPEKOMEHJIOBAHHOW JIUTEpaTyphl Ui aJCKBATHOTO
MOHMMAHUSA YCIOBUS U crmoco0a pelieHusl 3alaHui, 3allaHupPOBAaHHBIX IpENojiaBaTeieM Ha
KOHKPETHOE MPaKTUYECKOE 3aHITHE.

MeTonuueckie  yKa3aHWsl 110  BBINOJHEHUIO  Pa3iWyHbIX  (HopM  BHeayJAUTOPHON
CaMOCTOSITeJIbHOU PabOThI

W3yueHne OCHOBHOW W JIONOJHUTEJIBHOW JUTEPATYPbl, a TaKXK€ HOPMATUBHO-IPABOBBIX
TOKYMEHTOB TI0 JUCHUIUIMHE MPOBOIUTCS HAa PETryJSIpHOM OCHOBE B pa3pe3e KaxJoro pasieia B
COOTBETCTBUU C MPUBEIECHHBIMU B 1.5 paboueill mporpaMMbl PeKOMEHIAIUSAMHU IJi MOATOTOBKH K
MPOMEKYTOUHOM  aTTECTallMd 1O  JUCHUIUIMHE  «JlOKyMEHTHpOBaHHWE  yIPaBJICHUYECKOU
nesTeNbHOCTH». CIUCOK OCHOBHOM M JIOTIOJHUTEIBHON JINTEPATYPhI U 003aTENBHBIX K U3yUYEHUIO
HOPMATHBHO-TIPABOBBIX JOKYMEHTOB IO JAMCIMIUIMHE TPUBEACH B 1.7 HACTOsIIEH padoueit
nporpammel.  CrienyeT OTAaBaTh NPEANOYTEHUE M3YUYEHHI0 HOPMATHUBHBIX JIOKYMEHTOB IIO
COOTBETCTBYIOIIUM pa3jiejaM JUCIUIIIUHBI TI0 CPABHEHHIO C MX aJIalITUPOBAHHON MHTEPIpETALUCH
B yueOHOU JHTEepaType.

Pemienue 3agauy B paspes3e pa3aenoB JUCHMIUIMHBL «/OKYMEHTHpPOBAHHE YIPABICHUYECKOU
JESTEIbHOCTHY SIBIISIETCS] CAMOCTOSITENIbHOM paboToi oOyyarorierocst B popMe JOMAITHETO 3aaHUS
B CJyyasx HEJOCTaTKa ayJUTOPHOTO BPEMEHHM Ha TMPAKTHUYECKUX 3aHSATUSX MJIsi PEIICHHS] BCEX
3a/1a4, 3aIJTaHUPOBAHHBIX MTPENOIaBaTeNIeM, TPOBOSIIUM MPAKTHUECKUE 3aHATHS TI0 TUCITUTIIIMHE.

MeTtoanueckue ykazaHus 1o MOATOTOBKE K MPOMEXYTOYHOM aTTecTalyu

[IpomexxyTouHast arrecTtanus MO JUCHUIUIHHE «J[OKyMeHTHpOBaHUE YIpaBICHYECKOMN
JESTENILHOCTH» MPOXOIUT B dopMe 3Kk3ameHa. [IpumepHBIil mepedeHb BOMPOCOB K AK3aMEHYy IO
JTUCIUTIINHE «J[OKYMEHTUpOBaHUE YIPABICHUECKOW NEATEIbHOCTH» M KPUTEPHH OILIEHKH OTBETA
oOydaromierocss Ha »5K3aMeHe JUis Iielield OIEHKM JIOCTHKEHHUS 3asBICHHBIX HHAUKATOPOB
chopMupOBaHHOCTH KoMMeTeHIuN npuBeaeHbl B coctabe ®OC mo aucuuiummae B 1M § padoueit
MIpOrpaMMBl.

OO0y4aromuiicss JOMyCKaeTCsl K MPOMEXYTOYHOM aTTECTAIlMU MO0 AUCIHUIUIMHE HE3aBUCHMO OT
pPE3yIbTATOB TEKYIIETO KOHTPOJIS.

8. ®oH O1LIEHOYHBIX CPEACTB MO AUCHHUILIHHE

8.1. IlepeuyeHb KoOMIEeTEeHUMH ¢ yKa3aHueM 3TanoB ux (GopMHpPOBaHHMS B IMpolecce
OCBOCHUS JUCUHUILVINHBI. DOPMBI KOHTPOJIA (POPMHUPOBAHUSA KOMIIETEH NI

Kon u NuaukaTopsl JOCTHKEHH S JTansl
HaMMeHOBaHHe KOMIIeTeHIIUH ¢opmupoBanus
. ®opma KOHTPOJIA
KOMITeTeHI M (pa3neJsl
AMCIUNJIMHBI)
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[TK-3 Cnocoben [TK-3.1. IIpumensier
OCYIIECTBISITH COBPEMEHHBIC METOMBI H
CTpaTEeruuecKoe u MOJICJIH YIIPaBIICHUS
TaKTUYECKOE WHBECTUIUSIMH B LEIISAX
yIpaBICHUE MaKCUMHU3AIMHA CTOMMOCTH
mporeccamMmu B OusHeca TTroMEsky TOUHEL
OpraHu3aLuu [1K-3.2. Pa3zpabaTbiBacT u P Y
KOHTPOJTb:
peann3yeT KOMILJICKC
o IK3aMEH
MEPOTPHUITHIA 110 00ECTICUCHUN Texyuii
s dexTuBHOCTH (PUHAHCOBO- KOHz oLl
XO3MCTBEHHOU JESTEILHOCTH POJIb: 1-12
. OIpocC Ha
yIpaBISIeMOi KOMITAHUH 110
MPAKTUIECKUX
KITFOUEBBIM TOKA3aTeIIsIM I
ITK-3.3. O60ocHOBBIBaET 7
pedepar;
Pe3yJIbTaThI PEIICHUS
TECTHUPOBAHUE
CTpATETUYECKUX U
OTIEPATUBHBIX YIPABICHUECKUX
3aj]1a4y ¥ UX BIUSHHUE HA
PE3yJIbTATHI JeATSIIEHOCTH
OpraHu3alluy B TEKYyIIEH 1
JIOJITOCPOYHOU ITEPCIEKTUBE

8.2. [loka3aTeu U KPpUTEPUH OLEHUBAHUS KOMIETEHIHI MPU U3YyYeHHH THCIMIIMHBI,
ONMKCaHNe MIKAJI OIeHUBAHUS

8.2.1 Kpurepun olleHKM 0TBeTa Ha IK3aMeHe

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

«5» (0TIIMYHO): O00ydYaroLMiics AEMOHCTPUPYET CUCTEMHBbIE TEOPETUYECKUEe 3HaHuf,
NPaKTUYECKHE HABBIKH, BJIaJIeeT TEPMUHAMH, J€JIaeT apryMEHTUPOBAaHHbIE BBIBOJIBI U 000OLICHHUS,
IPUBOJIUT MPUMEPHI, NOKa3bIBA€T CBOOOJHOE BJIAJICHUE MOHOJOTMYECKOW PEUbl0 U CHOCOOHOCTh
OBICTPO pearupoBaTh Ha YTOYHSIOLINE BOIIPOCHI.

«4» (xopomio): OOydyaroUMiicss JOEMOHCTPUPYET MPOYHbIE TEOPETUYECKUE 3HaAHMS,
IPAKTUYECKHE HABBIKH, BJIAJEET TEPMUHAMHU, JI€JaeT apryMEHTUPOBAHHbIE BBIBOJBI M 0000IIEHNS,
HOPUBOAUT IMPHUMEpPHI, MOKa3bIBae€T CBOOOJHOE BIIAJCHHWE MOHOJIOTHUYECKOM PEublo, HO IPU 3TOM
JIeNlaeT HECYyIeCTBEHHbIE OLIMOKHM, KOTOpble OBICTPO HCHPABISET CaMOCTOSTEIbHO WM IpHU
HE3HAUYUTEIIbHON KOPPEKIUU IIPEIOJaBaTEIIEM.

«3» (YAOBJIETBOPUTEJIBHO): 0OydJaroUIMiics IEMOHCTPUPYET HErIyOOKHEe TeOpeTHYecKue
3HaHMS, MposABIAET ciabo cOopMUpOBaHHBIE HABBIKM aHalW3a SBJIEHUH U IPOIECCOB,
HEJ0OCTATOYHOE YMEHME J€JIaTh aprTyMEHTUPOBAHHBIE BBIBOJBI U IIPUBOJNUTH IPUMEPHI, TOKA3BIBAET
HE JO0CTaTOYHO CBOOOJHOE BIJIAJIEHUE MOHOJIOTMYECKON peublo, TEPMHMHAMH, JOTHYHOCTBIO M
MOCJIEI0BATEIbHOCTRIO HM3JI0XKEHHS, JENaeT OIMMUOKHU, KOTOPbIE MOMKET HCIPaBUTh TOJIBKO INpPHU
KOPPEKLUHU MIPENOIaBaATEIIEM.

«2» (HeyAOBJIETBOPUTEJIBHO): O0yUYaIOMIUNACSA JAEMOHCTPUPYET HE3HAHUE TEOPETHUYECKHX
OCHOB IIPEIMETA, OTCYTCTBHUE INPAKTUYECKUX HABBIKOB, HE YMEET JENaThb apryMEHTUPOBAHHBIC
BBIBOJIBI U TPUBOJUTH HPHUMEpbI, MOKa3bIBaeT ci1aboe BIAJEHUE MOHOJIOTHYECKOH peublo, He
BIIQJICET TEPMUHAMH, IPOSBISIET OTCYTCTBHE JIOTMYHOCTH M IIOCJIENOBATEIBHOCTH H3JI0KECHHUS,
JenaeT OmMOKH, KOTOphle HE MOXKET HCHpPaBUTh JakKe IMpPU KOPPEKLIUHU IPEroaBaTeseM,
OTKa3bIBAETCS OTBEYATh HA JOTOJHUTEIbHBIE BOIIPOCHI.

8.2.2 Kpurepnu oueHkH padboThl 00y4ar0erocsi Ha NPAKTHYECKUX 3aHATUAX
(bopmupoBanue komnerenuu [1K-3, uaaukaropsr UITK-3.1, UTIK-3.2, UT1K-3.3)
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«5» (OTJM4YHO): BBINOJHEHBl BCE IPAKTUYECKHE 3aJaHus, MPEIyCMOTPEHHBIE
NPaKTUYECKUMHU 3aHATHAMHU, OOydJaroUuiics 4eTKo U 0e3 omMOOK OTBETHJI Ha BCE KOHTPOJIBbHBIE
BOIIPOCHI, aKTUBHO pa0bOTaJl Ha MPAKTHYECKUX 3aHATHIX.

«4» (xopomio): BBIIOJIHEHbl BCE IMPAKTUYECKUE  3aJaHUsl, IPEAYyCMOTpPEHHbBIE
NPAaKTUYECKUMHU 3aHATHAMU, OOYYarOIIMICS C KOPPEKTHPYIOIMMH 3aMEYaHUSAMHU IpernojaBaTess
OTBETUJI Ha BCE KOHTPOJIbHBIE BOIPOCHI, JOCTATOYHO aKTUBHO pad0Taj Ha MPAKTUUYECKUX 3aAHATHUSAX.

«3» (YI0BJIETBOPHUTEJIBHO): BBIIIOJHEHBl BCE NPAKTHYECKUE 3aJaHUs, NPELYyCMOTPEHHBIE
NPAaKTUYECKMMHU 3aHATHSAMM C 3aMEYaHUsIMH IpernojaBarens; oOydaroluiics OTBETWI Ha BCe
KOHTPOJIbHBIE BOIIPOCHI C 3aMEYaHUSIMHU.

«2» (Heya0BJIETBOPUTEJIBbHO): 00yYaIOLUICS HE BBIITOJHNI WU BBINOJIHWI HEMPABUIBHO
NPaKTUYECKHE 3aJaHus, MPETyCMOTPEHHBIC MPAKTUYECKUMHU 3aHATUAMHU; OOyYaIOIIMKCS OTBETHII
Ha KOHTPOJIbHBIE BOIIPOCHI C OIIMOKAMH UJIM HE OTBETHJI HA KOHTPOJIBHBIE BOIPOCHI.

8.2.3 Kpurepum ouenku pedepara
(popmupoBanue komnerenun [1K-3, naaukaropsr UI1K-3.1, UTIK-3.2, UTIK-3.3)

«5» (oTIMYHO): TeMa pedepara akTyaabHa M PACKPBITA MMOJHOCTHIO; pedepaTr MOoArOTOBICH
B YCTaHOBJICHHBIH CPOK; O()OpMIIEHHE, CTPYKTYypa U CTWJIb M3JIOKEHHUS pedepara cOOTBETCTBYIOT
NPEIbABISIEMBIM TPEOOBAaHMSIM K O(OPMIICHUIO JOKYMEHTA; pedepar BBIINOIHEH CAMOCTOSTEIBHO,
IPUCYTCTBYIOT COOCTBEHHBbIE OOOOILIEHMS, 3aKJIIOYEHHMs M BbIBOJbI; IOATOTOBIEH JOKJIAN,
u3jaraeMblii 6e3 UCIOIb30BaHUs OIIOPHOI'O KOHCIIEKTA.

«4» (xopomo): TemMa pedepara akTyallbHa, HO pacKpbiTa HE IOJIHOCTBIO; pedepaT
HOJTrOTOBJIEH B YCTAHOBJIEHHBIH CpOK; odopMieHHE, CTPYKTypa M CTHJb H3JIOKEeHHs pedepara
COOTBETCTBYIOT NPEIbIBISIEMbIM TpPeOOBaHUAM K O(OPMIIEHUIO JOKYMEHTA; pedepar BHIIOJIHEH
CaMOCTOSITENILHO, TIPUCYTCTBYIOT COOCTBEHHBIE 0000IICHNS, 3aKIIOUSHHS M BBIBOJIBI; TIOATOTOBIICH
JIOKJIaJl, U3J1araeMblii C UCIOIb30BAHUEM OIIOPHOTO KOHCIIEKTA.

«3» (Y10BJIeTBOPUTEJIBbHO): TeMa pedepara akTyajlbHa, HO PacKpbiTa HE IOJHOCTHIO;
pedepar MOArOTOBIEH C HApyILIEHUEM YCTAHOBJIIEHHOI'O CpOKa MpPEJCTaBICHUS; OQOpMIICHHE,
CTPYKTYpa M CTHUJIb W3JIOXKEHHUs pedepaTa HE B IOJHOM Mepe COOTBETCTBYIOT HPEAbABISEMBIM
TpeOOBaHUAM K O(POPMIICHHUIO JIOKYMEHTa; B 11€J0M pedepaTr BBINOJIHEH CaMOCTOSTEIbHO, OHAKO
OYEBH/IHO HAJIMYME 3aMMCTBOBAaHHMM 0€3 CChIJIOK Ha MCTOYHHMKH; MOJATOTOBJIEH JIOKJIAJA, N3JIaraeMbli
C MCIOJIb30BaHUEM OIIOPHOT'O KOHCIIEKTA.

«2» (HeylOBJIETBOPHUTEJIbHO): TeMma pedepara akTyallbHa, HO HE pacKphITa; pedepar
MOJIFOTOBJIEH C HapyIIEHWEM YCTaHOBJIEHHOTO CpOKa IMpeACTaBICHUs; 0pOpMIIEHHE, CTPYKTypa U
CTHJIb M3JI0XKEHHS pedepaTa HE COOTBETCTBYIOT IMpPENbSBISEMBbIM TPEOOBAHUAM K O(OPMIICHHUIO
JIOKYMEHTa; B pedepare O4eBHIHO HAIWYUE 3HAUMTEIbHBIX 00BEMOB 3aMMCTBOBAHMI 0€3 CCHUIOK
Ha MCTOYHMKH; JOKJIaJ HE TIOArOTOBJIEH.

8.2.4. Kputrepuu ouieHKH TeCTHPOBAHMS
(popmupoBanue komnerenuu [1K-3, nnaukaropsr UI1K-3.1, UTIK-3.2, UTIK-3.3)

TecTnpoBaHue OLIEHMBAETCSI B COOTBETCTBUU C MPOLIEHTOM IPABWIBHBIX OTBETOB, JTAHHBIX
00yyaromuMcs Ha BOIIPOCHI TECTA.

CrangapTHas 1IKajga COOTBETCTBUS Pe3yJIbTaTOB TECTHUPOBAHUS BHICTABIIAEMON OayibHOU
OLICHKE:!
- «OTJIMYHO» - CBbIIIE 85% IMpaBUIIbHBIX OTBETOB;
- «xopoto» - oT 70,1% no 85% npaBuiIbHBIX OTBETOB;
- «yIOBIETBOPUTENBHO» - OT 55,1% 110 70% npaBUIbHBIX OTBETOB;
- ot 0 10 55% TPaBUIBHBIX OTBETOB — «HEYIOBJIETBOPHUTEIHHOY»

11



«5» (OTJIMYHO): TECTUPYEMBIH IEMOHCTPUPYET CUCTEMHBIE TEOPETUYECKHUE 3HAHUS, BIIA/ICET
TEPMUHAMH U 00JIaZlaeT CIIOCOOHOCTHIO OBICTPO pearnpoBaTh Ha BONIPOCHI TECTA.

«4» (X0po1I0): TECTUPYEMBIil B IIEJIOM JIEMOHCTPUPYET CUCTEMHBIC TEOPETUYECKHE 3HAHUS,
BiIajiceT OOJBIIMHCTBOM TEPMHHOB M 00JaJaeT CIIOCOOHOCTBIO OBICTPO pearupoBaTh HA BOIPOCHI
TecTa.

«3» (YIOBJIETBOPHMTEJIBHO): CHCTEMHBIC TEOPETUYECKHE 3HAHHMA Y TECTHPYEMOTO
OTCYTCTBYIOT, OH BJIa/Ie€T HEKOTOPHIMH TEPMHHAMH M Ha BOIPOCHI TECTa Pearupyer JOCTATOYHO
MEJUICHHO.

«2» (HeyIOBJIETBOPHTE/IBHO): CHCTEMHBIE TEOPETUYECKUE 3HAHUS y TECTUPYEMOTO
OTCYTCTBYIOT, TS PMHUHOJIOTHEH OH HE BJIAJCET U Ha BOIPOCHI TECTA PEarupyeT MeIJICHHO.

8.2.5. HroroBoe coorBercTBHE OAJNJBHOM IIKAJbI OIEHOK M  YPOBHeM
c(hopMHPOBAHHOCTH KOMIIETEHIMH M0 TUCHUILINHE:

YpoBenb
chopMHUPOBAHHOCTH Ouenka ITosicHeHue
KOMIIETEHIINHU

TEOPETUUYECKOE COJIEPKAHUE M MPAKTUUECKUE HABBIKH IO
JUCLUUIIMHE OCBOEHBI MOJIHOCTHIO;

Bricoxkuii «“» BCE MNPEIYyCMOTPEHHBIC NPOTpaMMON OOydYeHHUS Yy4eOHBIC

(oTmrmo) 3a7laHus BBITIOJIHEHBI HA BHICOKOM YPOBHE;

KOMIIETEHIINN CHOPMHUPOBAHBI

TEOPETUYECKOE COJCPKAHUEC W MPAKTUYCCKUE HABBIKH MO
JUCITUILTAHE OCBOCHBI ITOJIHOCTHIO;

BCE NPEIYyCMOTPEHHBIC NPOTpaMMON OOydYeHHUS y4eOHBIC
3aJIaHUs BHITIOJHEHBI C HE3HAUYUTEILHBIMY 3aMEUaHUSIMU;
KOMIIETEHIIMH B 1IEJIOM C(HOPMHUPOBAHBI

«4»

Cpepnmii (xoporo)

TEOPETHUUECKOE CO/ECpP)KaHHE M MPaKTHUECKHE HaBBIKU IO
JUCHUIINIMHE OCBOCHBI YaCTUYHO, HO Hpo6enm HEC HOCAT
VY noBnerBopu- «3» CYILIECTBEHHOI'O XapaKTepa;

TEJIbHBII (YAOBIETBOPHUTENBHO) |OONBUIMHCTBO TPEAYCMOTPEHHBIX MPOrpamMMOil 00ydYeHus
y‘IC6HBIX 3aJ1a4 BBIIIOJIHEHO, HO B HUX UMCIOTCA OIHI/I6KI/I;
KOMIIETEHIMH ChOPMHUPOBAHBI YACTUYHO

TEOPETHYECKOe CO/ep)KaHHE M MPAKTHYECKUE HABBIKH 10
JTUCIUIUINHE HE OCBOCHBI;

OOJIBIIMHCTBO TPETYCMOTPEHHBIX MPOrPaMMOi 00ydeHUsI
y4eOHBIX 3a/laHUi JIMOO HE BBHINOJIHEHO, JIMOO COIEPIKHT
rpyObIe OMINOKY;

JONOJIHUTENbHAs ~ CaMOCTOsITeNbHas ~ pabora  Hax
MaTepuaJoM HE TPHBOIUT K KaKOMY-JIMOO 3HAYUMOMY
TOBBIIICHHUIO KQU4eCTBA BHINOJTHEHHS YYEOHBIX 3aJaHUIA;
KOMITETEHIIMU HE CPOPMUPOBAHBI

Heynosnersopu- 2»
TEJIbHBIN (HeyIOBIETBOPUTENHHO)

8.3. MeToanueckne Matepuajbl (TUNOBbIe KOHTPOJbHbIE 33/1aHNSA), ONpeeisiIolue

pe3yJbTaThbl 00y4eHHs N0 JTUCHHUIINHE, COOTHECEHHbIE ¢ HHAUKATOPAMH 10CTHKCHHSA

KoHTposbHBIE 3a/1aHNs, TPUMEHSEMbBIE B paMKaxX TEKYIIEro KOHTPOJISI U IPOMEKYTOUYHON
aTTeCTaluy 0 JIUCLHUILIMHE, HOCAT YHUBEPCAIBHBIN XapaKTep U IPEIyCMaTpUBaOT BO3MOKHOCTD
KOMIUIEKCHOW OILEHKM BCero Habopa 3asdBIIEHHBIX [0 JaHHOW JWCUUIUIMHE WHAWKATOPOB
c(OpPMHPOBAHHOCTH KOMITETEHIIUH.

8.3.1. Texkymmii KOHTPOJIb (Pa00Ta HA NPAKTHYECKUX 3aHATHAX)
(bopmupoBanue komnerennuu [1K-3, uaaukaropsr UITK-3.1, UTIK-3.2, UT1K-3.3)

IIpumeps! 3agaHNii AJIs1 IPAKTHYECKHUX 3AHATUHH
3aoanue 1.
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[IpencraBbTe, uTo Bhl paboTaeTe B KOMIIAaHMHM PYKOBOJUTEIEM OT/eNa Mpojax. Bam HeoOXoanmo
COCTaBUTH JOHKHOCTHYIO MHCTPYKIIMH Ha BAKAaHTHYIO IOJDKHOCTD — MEHEKEpa OT/IeNa MPOJaK.
ChopmynupyiiTe  OCHOBHBIE  pa3fesibl  JODKHOCTHOM — MHCTPYKIMM:  KBaJM(UKAIMOHHBIC
TpeOOBaHUS, JOJKHOCTHBIE OOS3aHHOCTH, OTBETCTBEHHOCTb, IpaBa M B3aUMOOTHOIICHHUS.
OdopmuTe AOHKHOCTHYIO HHCTPYKIIMIO CO BCEMH HEOOXOOUMBIMH PEKBU3UTAMH JTAHHOTO
JIOKYMEHTA.

3aodanue 2.

HeoOxomumo  3amonmuuth  llltaTHoe pacmucaHue B COOTBETCTBUM C  TPeOOBAHUSAMU,
IPEeIbSBISIEMbIMA K OPraHU3allMOHHO-PACHIOPSAUTENBHBIM JOKyMeHTaM (YHuuuupoBaHHas
¢dopma LllTaTHOTO pacnucaHus MPUIIATAETC)

3anonHs0TCS BCe PEKBU3UTHI.

3aodanue 3.

[IpencraBeTe, uTo BBl paboTaere B oTHee KaApOB opraHu3anuu. Bam HE0OXOAMMO MOATOTOBUTH
IIPOEKTHI KaJPOBBIX TOKYMEHTOB

l. Ha ocHoBaHuu 3aKiIFOU€HHOIO TPYAOBOIO J10oroBopa o npueme Meanosa M.M. Ha noimkHOCTH
MEHe[Kepa B Ballly OpraHu3aIiio ohOpMUTE MPHUKa3 10 JIMYHOMY COCTaBy O IpHeMe Ha padoty (1o
yaudunmpoBannoi popme T Ne 1).

2. CocraBbTe M 0(popMHUTE XapPAKTEPHCTUKY Ha COTPYAHUKA OTJENa KaapoB, MOIMHCAHHYIO
PYKOBOJUTENEM JAaHHOTO CTPYKTYpHOTO mojpasnenenus. Opranuzanuio, GpamMumuu paOOTHUKOB
YKaXHUTE CAMOCTOSITENIBHO.

3. CoctaBbTe U 0dOpMUTE 3asBICHHE O MEPEBOJAE Ha APYTyI padoTy, B KOTOPOM YKaKHUTE
CTPYKTYpHOE IMOJApa3JIeeHHe, JOJDKHOCTh, MpPU HEOOXOAMMOCTH — OCOOEHHOCTHM B pabote
(HemonHbIN paboumii neHb, MmoyacoBas oruiata). Ha ocHOBaHWU 3asBIEHHS COCTaBbTE MPHUKA3 IO
yaudunupoBanaoit popme T Ne Sa

3aoanue 4.

4.1. CocTaBbTe pacnopsKEHHE PyKOBOJIUTENS 00 OpraHu3aluy JeKypCcTBa B MPa3IHUYHbIE JHU C
31 nmekabps 2020 roma mo 10 smBaps 2021 roma. Ilpemmokute 3am. aupekTopa mo AXY
(aIMUHUCTPAaTUBHO-XO3UCTBEHHAs! 4acTb) OpraHu3oBaTh coTpyaHukoB 31.12.2020 go 17-00 u
MPOBEPUTH U OMeuaTaTh Bce Cly)eOHble momemieHus. OOsHkUTe MOATOTOBUTH HA YTBEPXKICHUE
rpadpuk nmexypctBa 1m0 31 gexabps. OpraHuzanuio ¥ (GamMHIMU JTOJDKHOCTHBIX JIMI[ YKAKHTE
CaMOCTOSITENIBHO.

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

8.3.2 Texkymmii KOHTpPOJIb (MMOArOTOBKA pedepara)
(popmupoBanue komnerenuuu [1K-3, unagukaropsr UITK-3.1, UT1K-3.2, UTIK-3.3)

Ilpumepnas TemaTuka pegeparos:

1. JlIokyMeHTallMOHHOE 0OecTieyeHNe yIpaBIIeHUs, €ro 3a1a4u, QYHKIIH.

2. Hopmarusnsle fokymeHTsl (I'C/IOY, I'OCTh1). [lonsiTHe cTangapTH3alMy U YHU(PHUKAIHUH.
3. Knaccudukanus J0KyMEHTOB.

4.PeKkBU3UTHI YIIPABICHUECKUX JOKYMEHTOB. PEKBU3UTHI aBTOpa, UX OPOPMIICHHE.

5. TpeboBaHuUs K TECTY TOKYMEHTA.

6. bnank. Buzp! 61ankoB. TpeOoBaHus k 6;1aHKaM JIOKYMEHTOB.

7. OpraHu3allHOHHBIE TOKYMEHTHI.

8. PaciopsaurenpHble JOKYMEHTHI. [Iprka3bl 1o OCHOBHOM AesATENbHOCTH. PacniopskeHus.

9. UndopmaninoHHO-CTIpaBOYHBIE TOKYMEHTHI. JloKIaaHbIie, 00bsICHUTENbHBIC 3anmiCcKu. CTpaBKH.
10. AkThbI, ux Buabl. COCTaBICHUE aKTOB.

11. IIpoTokomsl 3acexanwii, coBemanuid. [lomHas u kpatkas GopmMbI MPOTOKOJIA.

12. JlenoBas nepenucka.

13. JIoKkyMEeHTHpPOBAaHKE MPOLECCOB IBMKEHUS KaJIPOB.

14. IIpukassl 110 IMYHOMY COCTaBY.

15. JInunoe 3asBneHue. BeaeHue INUHBIX KapTOYEK.
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16. TpynoBoii 1orosop.

17. Benenue TpynoBbiXx KHUKEK. ODopmMiIeHHE TUYHBIX JET.

18. Texunonorust paboTsl ¢ JOKyMeHTaMu. OpraHu3alys JOKYMEeHTO000pOoTa.
19. PerucTpaius 10KyMEHTOB.

20. KoHTpOJIb UCTIOJHEHUSI IOKYMEHTOB.

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

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

IIpuMepsI TeCTOBBIX 3a1aHUI
PacnopsiguresibHbIe JOKYMEHTBI, 0TPAKAOIIHME Pe3yJabTAT KOJJICrHaIbHOM 1esiTeJJbHOCTH
[ mpuka3, pacriopspkeHHe
[] pacnopsbkeHue, ykazaHue
[ nocraHoBICHHUE, PEIIEHUE
M mpoTokoi, aKkT
[ noroBop, ycTaB, COrjanicHue
OcCHOBHBIE PEKBU3HUTHI JOKYMEHTA
M TekcT, OTMETKA O IPHIOKEHHU
TEKCT, OTMETKA O MPUJIOKEHUH, AaTa, UHJIEKC, 3aT0JIOBOK K TEKCTY
TEKCT, TpU( YTBEPKACHHUS, TTOIIUCH, IICYATh
TEKCT, 3ar0JIOBOK K TEKCTY, MOJIHUCH, Ipu( coraacoBanus, Tpud yTBepk ACHUS, Ie4YaTh
TEKCT, OTMETKA O MPUIIOKCHUH, TPpU( COTITACOBaHMS, BU3BI COTJIACOBAHMUS, TPU(] YTBEPKICHUS
TEKCT, ajipecat, rpud yTBep>KIeHHsI, BU3bI COTIACOBAHUS, MTOIHICH, [1eYaTh
HopMaTuBHBIN 10KYMEHT, perjJaMeHTHPYIOIIUH TpeOoBaHUsA K 0GOpMIIEHHI0 JOKYMEHTOB
0011ero aAMMHUCTPATUBHOIO ynpasJjenus (OP/I)
[J TOCT P 51141-98
L] TOCT 6.10.5-87
M T'OCT P 7.0.97-2016
L] ErCaoy
[ MHCTpYyKIHS 1O IEIOMPOU3BOCTBY
AKT ¥ «rpu( yTBep:KIeHHU
aKT BCETJ]a YTBEP)KIAETCS PYKOBOIUTEIIEM OpraHU3aIuu
aKT YTBEP>KAAETCS BBILIECTOSIINM OPraHOM YIIpaBiIeHUS
YTBEPKIAIOTCS TOJIbKO HEKOTOPHIE BUJIBI AKTOB
aKT HE UMeeT «Trpuda yTBEpKIACHUS
aKT YTBEPKIAETCs, B 3aBUCUMOCTHU OT pPELIEHUsI PYKOBOJICTBA OPraHU3alluU
aKT yTBEPHK/IAeTCs, B 3aBUCUMOCTH OT BBIIIECTOSIIIETO OpraHa yIpaBleHUs
Cpoxk aeiicTBHS OPraHU3aMOHHO-TIPABOBLIX IOKYMEHTOB
[J OT 0AHOTO 110 MATH JIET
[ 10 MOMEHTa UX OTMEHBI
[J mo Tpex et
] mo mecaru ner
[V 10 BBe/IeHHsI HOBBIX B3aMEH YCTaPEBIIUX
MarepuanbHblii  HOCHTeIb HWH(POPMANUM O COOBITHAX M SBJICHHAX O0OBEKTHBHOM
NeMCTBUTEJIbHOCTH U MbICJIUTEIbHOM 1€ATEJIbHOCTH YeJI0BeKa - 3TO...
Ipasunvnvie sapuanmol omeema: JOKYMEHT; [lokyMeHT; HOKYMEHT;
KoMmiekec MeTo10B ¥ MPoLeccoB padoThl ¢ JOKYMEHTAMH, OCYIIECTBJIsIeMblil MpeANnPUsiTHEM
MPHU BBINOJHEHUM UM CBOMX (PYHKIMH - 3TO ....
[] moKyMeHTalMOHHOE 00eCIICUCHHE yIpaBICHUS
M nenonpou3BoaCTBO
[] cucrema 1O0KyMEHTAITUH
[] moxyMeHTHpOBaHUE
[J moxymMeHTOO00OpOT

ooogod

OO d
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[] MOKyMEHTHpPOBAaHUE YIIPABICHUECKON JACATEIbHOCTH

JoxymeHThl Kjaaccupuuupyrorest mo rpudy Ha ...

OpPUTHHAIIBI, KOITUU ¥ MOJTUHHUKA

BHEIIHNE U BHYTPEHHUE

WHIUBUAyaTbHbBIC, TUTIOBBIC U TpadapeTHbIE

PYKOIIHMCHBIE, TEYaTHBIE U AIEKTPOHHbBIE

OpraHMU3alMOHHBIE, PACIIOPSIUTEIbHBIE, CIIPABOYHBIE

M xoH(HICHIMATBHBIE, OTPAHMYEHHOTO JOCTYIIA U OTKPBITOTO ITOJIL30BAHMUS

IHocaenoBaTe ILHOCTH U3JI0KEHUS MOJI0KEHUI Y cTaBa npeanpusaTust

o0IIKe TOT0KEHUS

CBeZIeHHsI 00 YCTaBHOM KaruTasie

OpraHHU3allMOHHO-IIPABOBbIE OCHOBBI JEATEIBHOCTH OpPraHu3aluu

OpraHbl YIIPaBJICHUS U KOHTPOJIS, UX KOMIIETEHIIUS

MpaBUJIa BEJCHUS yUETa U OTYETHOCTH B OPTraHU3aLUuU

MOPAZIOK pactpeeneHus npuobu U popMupoBanue HoHI0B

0c00bIe BOTIPOCHI JESITEILHOCTH OPraHU3aluu

YCIIOBUS peOpraHu3alluy 1 JIMKBUIALUU

Jrtansbl padoThl ¢ BHYTPEHHUMH JOKYMEHTAMHU

MOJIy4eHHE yKa3aHus Ha pa3paboTKy JOKYMEHTOB

pa3paboTKka mpoeKTa JOKYMEHTa

COTJIaCOBaHUE MPOEKTA JOKyMEHTa

KOPPEKTHPOBKA TIOKYMEHTa, €r0 0(popMIICHHE

MOANKCAHUE, YTBEPKICHHE

perucTpanys 1 THPAKUPOBaHUE

JIOBEJICHUE /10 UCTIOTHUTENEH

KOHTPOJIb UCIIOJIHEHUS JJOKYMEHTA

MIPUEM UCIIOJIHEHHOTO TOKYMEHTA, CHATHE C KOHTPOJIS

10: Tekyiiee apXUBHOE XpaHEHHUE

KoHTpoJib HCTIOJITHEHUSI JOKYMEHTA OPpraHu3yert

M cayxba I0Y

[l pykoBOAMTENIHN BCEX PAHTOB

L] cekperapuar

L] cmyx0a KOHTPOIS

[] ompeneneHHOE HOKHOCTHOE JIUIIO

[] pyKOBOAMTENb NPEATPUITHS

OcHoBaHMeM Uil IPeAbSIBJIEHUS NPETEH3UH SIBJISIIOTCSH JOKYMEHTHI

[V xoMMepuecKuii akT, cepTU(HKAT KauecTBa, JOr0BOpP, aKT IPUEMKH TOBapa, TpeOOBaHUS

[] ceprudukar kauecTBa, J0roBOp, aKT MPUEMKH TOBapa, TPeOOBAHHUS

[] kKoMMepuecKHii akT, cepTu(HUKaT KauecTBa, akT MIPUEMKHU TOBapa, TpeOOBaHHMS

[] ceprudukar kauecTBa, akT IPUEMKHU TOBapa, TPEOOBAHUSI

K HeperncTpupyemMbIM OTHOCSTCSI IOKYMEHTBI

M uwHOpMANMOHHBIE MarTepHaibl, PEKJIaMHbIE M IO3JPABUTEIBHBIE MMUCHMa, [POTPAMMEI
CEeMMHApOB, COBEIaHUH, KOH(pEpEeHIHi

[  komuM HOPMATHBHBIX JOKYMEHTOB, NOCTAHOBJIEHHUS M PACIOPSIKEHUS TOCYIAPCTBEHHBIX
OpraHoB, OOBSICHUTENbHBIE 3aITUCKU

[] ciyxeOHBbIE 3aUCKH, TUCbMA, TeJIErPaMMBbl, (haKCOrpaMMBbI

[] pexyiaMHBIE TPOCIEKTHI, MPOTOKOJIBI KOJUICTHAIBHBIX OPraHOB, CIPaBOYHBIC MaTEepPHAIIBI,
TUTaHBI, IPOTPAMMBI, CBOJIKH, OTYETHI

[] muchMa BbICIIEH MHCTAHIIMU, TPEOOBAHMUS, NCKH, IPETECH3UH, KOJUICKTHBHBIC JJOTOBOpa

CooTBeTcTBHE ITANOB NOATOTOBKH YNIPABJEHYECKUX PellleHUi cTAAUAM padoThl

aHanM3 MpoOJeMHON cutryanuu, (OPMUPOBAHHUE CTaaAUs Pa3pabOTKU pElIeHHs

1eJIel, OLEHKA MPEIOYTEHNIA PEIICHHI

OLIEHKA pAacIojlaraéMoOro BpPEMEHH, OIpe/eleHue IOATOTOBUTEIbHAS CTa U

HEOOXOIUMBIX PECYpCOB

ooood

PRDUH LR

o0 1NN AW
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¢dopmupoBaHHEe  KpuUTepueB  BbIOOpa, BHIOOp  cTaaus BbIOOpA pelieHus

€IMHCTBEHHOTO PELICHUS

OpraHu3alysl BBIIOJHEHUS PELICHHs, aHalu3 W CTaAMs peaju3ally MPUHATOTO PELICHUs
OLIEHKA JJOCTUTHYTOTO Pe3yibTaTa

IMocnenoBaTeIbLHOCTh JTANOB MOATOTOBKH YNpPaBJEHYECKMX pelleHHii, BXOASIIHX B COCTAB
MOJATOTOBUTEJbHOM CTAMU M CTAAMH Pa3pad0OTKM peleHust

0NN AW -

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

aHaIu3 MpoOJIEMHON CUTYaIHH

(bopmupoBaHue 1eneit

OIpeIeJICHUE OTPaHUYCHU I

pa3paboTKa BapUaHTOB PELICHUN

OLICHKA ITPEATIOYTEHUN PEILICHUN

Craguu aHaiuM3a aJbTEPHATHB M BbIOOpPa NPOrPaMMHOIO MPOAYKTA AaBTOMATH3AIUH

1:

AW~

RSO EURS

10.
11.
12.
13.
14.

JTOKYMEHT0000pOTa
CocraBiieHre nepeyHs NpeabsIBIsSeMbIX OCHOBHBIX ()YHKIIMOHATBHBIX U CHCTEMHO-TEXHUYECKHUX
TpeOOBaHUH K KOPIIOPATUBHOMN CHCTEME aBTOMATHU3AIMH JOKYMEHTO000pOoTa
Bri6op cucreMbl BecoBBIX KOA((UIIMEHTOB (0a/IOB) WM PaHXUPOBAHHUE JJISI DKCIICPTHOM
OIICHKH
OneHka MpOrpaMMHBIX MPOAYKTOB C TOYKH 3pPEHHUS MPEABABISEMBIX OCHOBHBIX
(YHKIIMOHATBHBIX TPEOOBAHUN U CHCTEMHO-TEXHUYECKUX XapaKTEPUCTUK
Ot6op mporpaMMHBIX MPOAYKTOB, YAOBIETBOPSIONIUX BHIOpAaHHBIM (PYHKIIMOHATBHBIM U
CUCTEMHO-TEXHUYICCKUM KPUTECPHUIM
OneHka aflanTaluOHHBIX BO3MOXKHOCTEH OTOOpPaHHBIX MPOTYKTOB
OTbop TpOrpaMMHBIX MPOIYKTOB, YIOBJICTBOPSIIONIMX KPUTEPHUSIM aJalTal[MOHHBIX
BO3MOXHOCTEH
CpaBHUTEIIbHAS OIICHKA 3aTpaT, CBS3AHHBIX C MPUOOPETCHHEM W BHEIPCHHEM IMPOrPAMMHBIX
MIPOIYKTOB
OrneHka oOmbpiTa MPUMEHEHUS OTOOPAHHBIX MPOTPAMMHBIX MPOIYKTOB peIyTaluu (UPMBI-
pa3paboTunka
Br16op mporpaMmmMHOT0o 00ecriedeHHs Isl CHCTEMBI aBTOMATH3AIUH JIOKYMEHTO000pOoTa

8.3.4. [IpoMexyTOUHBIII KOHTPOJIb (BONPOCHI K IK3aMeEHY)
(popmupoBanue komnerenuuu [1K-3, unagukaropsr UITK-3.1, UT1K-3.2, UTIK-3.3)

IIpumepHBbIE BONPOCHI K IK3aMEHY

Oranbl JOKyMEHTHPOBAHUS IPOU3BOJICTBEHHO - XO3SMCTBEHHOH /1€ATEIbHOCTH.

TexHOI0rHus JOKYMEHTALMOHHOT0 00eCieueH sl yIpaBIeHusl.

[Topsinok cocTaBieHust U OPOPMIICHUS PacTIOPSIAUTEIbHON JOKYMEHTALUH.

Cnyx0a JOKyMEHTAIl[MOHHOTO o0ecredeHus yrpapieHus. TpeOoBaHUS K OpraHU3aIMH CUCTEMBI
JIOKYMEHTO000pOTa.

TpeboBanus kK GOPMUPOBAHUIO JIE]T B AETOMPOU3BOJICTBE.

[Topsimox BBeZeHMsI B IEHCTBUE MPAaBUI BHYTPEHHETO TPYIOBOTO paclopsiaKa.
JIOKyMEHTHPOBAaHKE MO JOTOBOPHO-IIPABOBBIM OTHOIIEHUSAM YKOHOMHUYECKOU EATEIBHOCTH.
[TonroroBka JOKYMEHTOB K C/1a4ye B apXUB.

Knaccupukanuss pexBuzutoB nmo I'OCTY P 7.0.97-2016 «Cucrema CcTaHAapToB IO
nHpopManuu, OUOIMOTEUHOMY M H3JaTeNbCKOMy feny. OpraHu3alnOHHO-PACTIOPSIATEIbHAS
JOKYMEHTALU.

Pa3BuTHE 37€KTPOHHOTO JOKYMEHTOO0OpOTa B OpraHU3aliy.

[InaHoBO-OTYETHASA JOKYMEHTALUS.

ABTOMAaTH3aHS ICIONPOU3BOACTBA.

Cayx0a KOHTpOJISI BEICHUS KaJpOBOW JOKYMEHTAIIMU Ha MPeIIPUATHH.

[lonsTHs 0 NOKyMeHTax, crnoco0ax JOKYMEHTHUPOBAHHUS, HOCHTEISIX uHpopMauu u
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15.
16.
17.
18.
19.
20.
21.
22.
23.
24.
25.
26.
27.
28.
29.
30.
31.

32
33
34

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

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

49

50.

51
52

53.
54.

55
56

57.

38.

59.

60.

61

(GYHKUIMAX TOKYMEHTA.

[TpaBuna opopmMieHns U BbIJAYH KOTIMH JTOKYMEHTOB.

Opranuzanus ornepaTuBHOIO XPaHEHUS IOKYMEHTOB.

DKcnepTu3a HEHHOCTH T0KYMEHTOB.

[TpaBuna cocraBienust 1 0pOpMIICHUSI HOMEHKIIATYPBI JIEI.

[Ipu3naku knaccupuKauu HOMEHKIATYPBI Jell.

Kpurepun oieHKH JOKYMEHTOB.

CucreMbl JOKYMEHTAIIUU 110 TUYHOMY COCTaBY.

OcoOenHoctu 0pOpMIICHHSI TNYHBIX JOKYMEHTOB.

Cuctemsl 1 (OpMBI JOKYMEHTOB.

OcHOBHbIE TOTOKU JOKYMEHTAIIUH.

CayxeOHnble 3anicku. TpeboBaHus K 0(OPMIICHUIO.

OCHOBBI 3aKOHO/IATEIbCTBA 110 APXUBHOMY JIETTY.

Cocrasienue u opopmiieHHE CITyKEOHBIX TTHCEM.

Pexumbl XpaHEeHUS TOKYMEHTOB.

Omnuce aena. [IpaBuna hopMupoBaHre JOKYMEHTOB Ha apXUBHOE XpaHEHHE.

Ponb 1oKyMEeHTalMOHHOTrO 00ecreueHus ypaBieHUs] B COBPEMEHHON OpraHHU3aIliH.
OCHOBHBIE XapaKTEPHBIE YEPTHI OPTaHN3AMOHHO-TTPABOBOM JOKYMEHTAIUH.
. PernmamenTanus J0KyMEHTAIIMOHHOTO 0OECTIEYEHUS YIIPABICHUS.
. CocraB u odopmileHHE PACTIOPSIIUTEITLHON JTOKYMEHTAIIUH.
. Texnonorust paboThl ¢ KOH(PUACHIUATHHBIMU JOKYMEHTAMH.

CocraBienue u 0popMIICHHE aKTOB

Odopmurenbckue pexkBU3UTHL. COCTaB PEKBU3UTOB JOKYMEHTOB.

CrpykTypa ohopMIIeHUS TOIHKHOCTHBIX HHCTPYKIUH.

Opranu3zaiys KOHTPOJIS UCIIOHEHUS TOKYMEHTOB.

CocraBnenue 1 oopMIIEHHE TPOTOKOIIA.

[Topsnox cocraBieHuss u odopmieHUS TaOIUI] U PUCYHKOB B HAYYHO-HCCIIEOBATEIHCKOM
oTyerTe.

Opranuzanus paboTsl ¢ JOKYMEHTAMHU.

[TpaBuia opopMIICHHS TPHITOKEHHA.

ITonsatue o nokymenToobopore. opMbl perucTpanuu J0KyMEHTOB.

Cocranenue u 0OpMIIEHHUE JOTOBOPOB.

dnaroBoe 1 MPOJOIBHOE PACIIONIOKEHUE PEKBU3UTOB.

VYupenuTenbHbIe JOKyMEHTBI OPTaHU3AIIH.

OreHka 3HaYMMOCTH JOKYMEHTOB U CPOKH MX XPaHEHHUS.

TpeboBanwust, npeabABIsEMBbIE K TEKCTAM TJOKYMEHTOB.
. CocTaB opraHu3alMoOHHO- MPABOBBIX JOKYMEHTOB.
®opMmsbl peructpanuu J0KyMeHTOB. [lopsaok perucrpanuu.
. Texnonorus paboTsl ¢ KapOBOIl TOKYMEHTALUEH.
. CocraB ¥ cTpyKTypa HITaTHOTO PacCIHCaHUSI.
CoctaB nHGOPMALMOHHO-CIIPABOYHBIX JTOKYMEHTOB.
Oco0EHHOCTH TOJI0KEHUS O CTPYKTYPHOM MOJIpa3IeIeHIH OpraHN3allin.
. bnanku u popmarel JOKyMEHTOB.
. 3aa4ym W MyTH BHEJPEHUS aBTOMAaTH3UPOBAHHON CHUCTEMBI JIOKyMEHTAIIHOHHOTO 00eCTIeueHHsI
yIpaBJIeHUs

OCHOBHBIE KIJIACCHI TUPAXHO - 3aKa3HBIX aBTOMATH3MPOBAHHBIX CHUCTEM JTOKYMEHTAIIHOHHOTO
oOecrieyeHus yrpaBJieHUs
DKCIUTyaTallMOHHBIE XapaKTEPUCTUKH aBTOMATH3MPOBAHHOW CHCTEMBI JTOKYMEHTAIIMOHHOTO
oOecrieyeHus yrpaBJieHUs
TexHOJOTHH MPOTPaMMHON peaTu3aliii aBTOMATH3UPOBAHHOW CHCTEMBI TOKYMEHTAIIMOHHOTO
o0ecrieyeHus yrpaBiieHUs

Kputepun aHanmm3a aBTOMAaTH3WPOBAHHOW CHCTEMBI JOKYMEHTAIMOHHOTO OOecreueHus
yIpaBJIeHUs
. CocraBnenue n ohopMIIeHHE TPUKA30B TI0O OCHOBHOM €SI TEIILHOCTH.

17



62. OcobeHHOCTH BBIOOpA CUCTEMBI aBTOMATU3AIIHH.
63. Crparerun BHEIPEHUS aBTOMATHU3MPOBAHHOW CHCTEMBI JOKYMEHTAIIMOHHOTO OOecreueHus
yIpaBJieHUsI.
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