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1. IlepedeHb MJIaHUPYEMBIX Pe3yJIbTATOB H3y4YeHHUsI AUCHHUILIMHBI, COOTHECEHHBIX €
IUIAHMPYEeMbIMH Pe3yJIbTAaTaAMH 0CBOCHHUsI 00pa30BaTeIbHOM NMPOTrpaMMbl
B pamkax ocBoeHHS OCHOBHOM NpOQecCHOHATBHON 00pa30BaTeNbHONW MPOrpaMMbl
OakanaBpuata OOydalOIIMHCA JOJDKEH OBJAJETh CIEAYIOIIMMHU pe3yJibTaTaMud OOYy4YEeHHUs IO
JUCLUIUINHE «J[OKyMEHTUPOBaHUE YIIPABIEHYECKOU NEATEIBHOCTHY

Koa v HaumenoBanue KoMIeTeHI NI NHaukaTopbl 10CTHKEHUS] KOMIIETEeH MU
IIK-1 Cnocoben ynpaBiirh NIIK-1.1 Ananu3upyeT TeHACHIIMH PhIHKA
CTPYKTYPHBIM MOAPA3NICJICHUCM 110 (UBKYIBTYPHO-03I0POBUTEIBHBIX YCIYT U, B TOM

(hH3MIECKOi KyIbTypE U CLIOPTY YyCIIE C ENbI0 OLEHKH MPO(ECCHOHATBHBIX

KOMIIETEHIIU MepcoHana OpraHu3aiuu 1
KOHKYPEHTOCIIOCOOHOCTH OpraHU3aIuH.

HNIIK-1.2 BeiOupaer METOANKH IPOBEACHUS
MOHMTOPHHIA U UCIIOJIb3YET OIBIT POCCUHCKUX U
3apyOEKHBIX MPAKTUK B 00JIACTU yIIpaBICHUS
JEeSITeTbHOCTBIO (PU3KYIIBTYPHO-03JOPOBUTEIBHBIX
OpraHu3aIuu.

NIIK-1.3 PazpabaThiBacT NpeI0KEHUS 110
CTUMYJIMPOBAHUIO M MOTHUBAIIU TIEpCOHAA
(U3KYIBTYPHO-03JOPOBUTEIBHBIX OPraHU3aIIHHA.

2. Mecto aucunminnebl B ctpykrype OITOIT
VYyebnas aucuumiauHa b1.B.09 «JlokyMeHTUpOBaHUE YIIPaBICHUYECKON J1EATEIbHOCTH
OTHOCUTCS K 4YacTh (opMHUpPYeMOHl yyaCTHMKaMH oO0pa30BaTelbHBIX OTHOIIEHWH Iukia b.1
«JlucuuniunHbl (MOYIH)».

3. O0beM AUCHUIJIMHBI B 32a4€THBIX ¢IMHUIAX ¢ YKA3aHMEM KOJIHYeCTBA aKAJAeMHYeCKUX
YacoB, BbIIeJIEHHBIX HA KOHTAKTHYI0 padoTy o0y4yalonuxcs ¢ npenojaasaresieM (Mo BUaamM
3aHATHIA) M HA CAMOCTOSITEJILHYIO PA00Ty 00y4arouUXCs

OO6miast TpyaoeMKoCcTh (00BbEM) ITUCHHUIUTMHBI «JloKyMeHTHpOBaHUE YINpaBIEHYECKON
JIeATETbHOCTH COCTABISET 4 3aUETHBIC €UHULIBI.

O0BbéM IMCIMIJIMHBI 10 BHIAM Y4eOHBIX 3aHATHH (B Yyacax) — ouHasi popma o0yueHus

. Bcero Cemectpbl
Buj yueOHoii padoThl

4acos 7 -
AyIuTOpHBIE 3aHATHS (BCEro) 54 54 -
B Tom uucne: - - -
Jlexnuu 36 36 -
[Tpaktueckue 3anstus (I13) 18 18 -
Cemunapsl (C) - - -
JlabopaTtopusie padoTs (JIP) - - -
CamocrosiTesibHast padora (Bcero) 54 54 -
B Tom uucne: - - -
Kypcogoii mpoekt (pabota) - - -
Kontponbnas pabota - - -
Pedepar 10 10 -
IToaroroBka K MPakKTUYECKUM 3aAHATUAM 24 24 -




TectupoBanue 10 10 -
Bug npomexxyTOuHOM aTTecTaluu — S3K3aMeH 36 36 -
OO0mias TpyA0€MKOCTh Yac / 3a4. e]I. 144/4 144/4 -

O0béM IMCHMNJIMHBI 10 BHIAM Y4eOHBIX 3aHATHH (B 4acax) — 04HO-32049HasA popMa

o0yueHust
Bupa yueOHoii padboThI Beero Cemectpbt

4yacoB 8 -
AyauTopHbIE 3aHATHS (BCEro) 36 36 -
B Tom uucne: - - -
Jlekuun 20 20 -
[Tpaktuueckue 3ausatus (I113) 16 16 -
Cemunapsl (C) - - -
Jlaboparopusie padboTsr (JIP) - - -
CamocrosiTesibHasA padoTa (Bcero) 72 72 -
B ToMm uuce: - - -
KypcoBoii mpoekT (pabota) - - -
Kontposnbnas padota - - -
Pedepar 10 10 -
[ToaroTroBka Kk NpakTUYECKUM 3aHSATUSIM 56 56 -
TectupoBanue 10 10 -
Bun npomexyTouHoi arTecTanuu — 3K3aMeH 36 36 -
OO61mas Tpy40€MKOCTh Yac / 3a4. e]1. 144/4 144/4 -

4. Copepxkanue IUCHUIITHHBI
4.1. Pazennbl 1MCHUIIMHBI M TPYJA0EMKOCTD 10 BU/IaM Y4eOHbIX 3aHATHI

Ounas ¢popma o0ydeHus1

Bunbl yaeOHBIX 3aHATUHN, BKITIOYast
CaMOCTOSITEIIbHYIO paboTy 00yJaronuxcs, yac

OO6mas
TPYIOEMKOCTh

No Paznen/tema
/1 JIUCIUTIINHEL KonTakTHast padora
CamocTosiTe/b-
Bcero NPaKTH4YeCKHue Hasi paboTa
Jeriun 3aHATHSA o0y4yauuxcs
1. | Bengenue. Tema 1. 3 1 4
JloxymMeHTUpOBaHuE 8
YIPaBJIEHYECKOU
nesTeNIbHOCTH. TpeboBaHus
K 0(OpMIICHUIO
JIOKYMEHTOB
2. | Tema 2. Cucrema 8 3 1 4




n/n

Pasnen/tema
JucuuniaHbl

Oo6mas
TPYAOEMKOCTD

Bunbl yaeOHBIX 3aHATUN, BKITIOYAst
CaMOCTOSITEIIbHYIO paboTy 00yJaronuxcs, yac

KonTakTHas padora

o]
[}
o
=
=

JICKIIUH
3aHATHUSA

NMPAKTUYIECKUEC

CamMmocTosiTe)Ib-
Has padorta
00y4arouuXxcs

OpraHU3aIMOHHO-
pacnopsiAuTeIbHON
JIOKYMEHTal1H.

Tema 3.
JlokymeHTupoBaHue
TPYIOBBIX
MPAaBOOTHOLLIEHHM.

Tewma 4. JloroBopHO-
IIPaBOBast JOKYMEHTaLUs.
JloxymMeHTBI
BHEUTHEOKOHOMHUYECKON
JESATEIIBHOCTH.

Tewma 5. Texnosoruun
JOKYMCHTAlIHOHHOT'O
oOecrnieueHus ynpaBiaeHUs.

Tema 6. Cuctembl paboThI €
KOH(UICHIINATbHBIMH
JIOKYMEHTaMHU.

Tema 7. ApxuBHoe
XpaHeHue. DKcrepTusa
[IEHHOCTH JOKYMEHTOB.

Tema 8. IlyTu BHenpeHUs
ABTOMATHU3UPOBAHHBIX
CUCTEM
JOKYMEHTallHOHHOT'O
o0ecrieueHus ynpaBieHUs

10

Tema 9. OcHOBHEIE KJIACCHI
TI/Ipa)KHO-SaKa3HI>IX
aBTOMaTI/ISI/IpOBaHHBIX
CHCTEM
JOKYMEHTaIlMOHHOTO
obecrieueHus ynpaBieHuUs

10

10.

Tema 10. Kpurepun
aHanmm3a
ABTOMATHU3UPOBAHHBIX
CUCTEM
JIOKYMEHTallMOHHOT'O
o0ecrieueHus ynpaBiieHHUs

10

11.

Tema 11. Aganus




¥a]
= § Bunbl yaeOHBIX 3aHATUN, BKITIOYAst
g = CaMOCTOSITEIIbHYIO paboTy 00yJaronuxcs, yac
Ne Pasnen/tema 8 :é
/1 JIMCIUILINHE > KonrakTHasi pabora
& CamocrosiTelb-
Bcero F— NPaAKTHYECKHE Has padoTa
3aHATHSA 00y4arouuXxcs
XapaKTEPUCTUK 10
aBTOMAaTHU3UPOBAHHBIX
CHCTEM
JIOKYMEHTAITHOHHOTO
obecrieueHus yrpaBiacHUs
12. | Tema 12. Ouecuka 10 3 2 5
3¢ (HEeKTUBHOCTH BHEAPEHUS
ABTOMATU3UPOBAHHBIX
CHCTEM
JOKYMEHTallMOHHOTO
obecrieueHus ynpaBieHuUs
Bcero 108 36 18 54
JK3aMeH 36 - - -
Htoro 144
OuHo-3204Has popma o0yueHHs
=
w 2 Bunbl yueOHBIX 3aHATUHN, BKITIOYast
CESf = CaMOCTOSITEIILHYIO pPa0OTy 00yJaIONIUXCs, 4ac
No Pa3pen/Tema 8 mé[
I/t JIUCIMTIIAHEL 2 KonTakTHast padora
= CamocrosiTe)b-
Bcero FS— NPaKTH4YeCKue Has padora
3aHSATHS 00yyaruuxcs
1. BBenenue. Tema 1. 2 - 6
JloxymeHTHpOBaHue 7
yIpaBleHYeCKON
JesTeNIbHOCTH. TpeboBaHus
K 0(OpMIICHUIO
JIOKYMEHTOB
2. | Tema 2. Cucrema 2 2 6
OpraHU3aIOHHO- 10
pacnopsIuTeIbHON
JIOKYMEHTAIUH.
3. | Tema 3. 2 2 6
JlokymeHnTupoBanue 10
TPYIOBBIX
IIPaBOOTHOLIEHUH.
4. | Tema 4. JloroBopHoO- 2 - 6
MpaBOBast TOKYMEHTAIIH. 8




n/n

Pasnen/tema
JucuuniaHbl

Oo6mas
TPYAOEMKOCTD

Bunbl yaeOHBIX 3aHATUN, BKITIOYAst
CaMOCTOSITEIIbHYIO paboTy 00yJaronuxcs, yac

KonrakTHasi pabora
CamocrosiTe/hb-

o]
[}
o
=
=

NMPAKTUYIECKUEC Hasl paﬁoTa

JEeKIHH
3aHATHSA 00y4arouuXxcs

JlokyMeHTBI
BHEITHEAKOHOMHUYECKON
JESTEIbHOCTH.

Tema 5. Texuonoruun
JIOKYMEHTAIlMOHHOTO
oOecrnieueHus ynpaBiIcHUs.

10

Tema 6. Cuctemsl paboThI ¢
KOH(l)I/I[IeHIII/IaJII)HI)IMI/I
JIOKyMEHTaMH.

10

Tema 7. ApxuBHOE
XpaHeHue. DKCIepTu3a
[IEHHOCTH JIOKYMEHTOB.

Tema 8. IlyTu BHEnpeHUs
ABTOMATHU3UPOBAHHBIX
CUCTEM
JIOKYMEHTaLHOHHOTO
o0ecrieueHus yrpaBiieHUs

10

Tema 9. OcHOBHEIE KJIACCHI
THPAXKHO-3aKa3HBIX
ABTOMATHU3UPOBAHHBIX
CHCTEM
JIOKYMEHTAIMOHHOTO
oOecrnieyeHusl ypaBieHuUs

10.

Tema 10. Kpurepun
aHanm3a
aBTOMAaTH3UPOBAHHBIX
CUCTEM
JIOKYMEHTallMOHHOTO
oOecrnieyeHusl yIpaBieHuUs

11.

Tema 11. Ananus
XapaKTepUCTUK
aBTOMAaTH3MPOBAHHBIX
cucTeM
JIOKYMEHTAIUOHHOTO
oOecrnieyeHus yIpaBieHus

12.

Tema 12. Onenka

3¢ (PEeKTUBHOCTH BHEIPEHUS
ABTOMAaTU3UPOBAHHBIX
cUCTEM

10




¥
= § Bunbl yaeOHBIX 3aHATUN, BKITIOYAst
g = CaMOCTOSITEIIbHYIO paboTy 00yJaronuxcs, yac
Ne Pasnen/tema 8 :é
/1 JIMCIUILINHE > KonrakTHasi pabora
3 CamocTosiTe Ih-
Bcero F— NpaKTHYeCKUe Has padoTa
3aHATHSA 00y4arouuXxcs
JIOKYMEHTAIMOHHOTO
obecrieueHus yrpaBicHUs
Bcero 108 20 16 72
IK3aMeH 36 - - -
Hroro 144

4.2. ConepxxaHue pa3iesioB IUCHUILIHHBI
BBenenue

CoBpeMeHHBII dTam  OOHIECTBEHHOTO PAa3BHUTHUS, XapaKTEPHU3YIOUIMHCS yriryOieHuem
SKOHOMHMYECKUX CBSI3eH U POCTOM B3aMMO3aBHCHUMOCTH T'OCYNapCTB, OOBEKTUBHO OOYCIIOBIHMBAET
HETPEPHIBHOE BO3pAaCTaHHWE pPOJIM HMHAOOPMAIMM B COLUMAIBHOM M TEXHHYECKOM IIpoIecce, B
pelieHun rI00anbHBIX MpobieM. JloCTHKEHHs Hay4YHO-TEXHHYECKOrO Iporpecca BO MHOTHX
oTpacyiiX OO0ecCHeumiId BO3MOXHOCTh MPAaKTUYECKOM peanu3auuu uaeu  (HOpMUPOBAHUS
nH(pOpPMAIMOHHOTO OOIIECTRA.

B mnHacrosmee Bpemss uHbopMainusi paccMaTpUBaeTCsl KaK pecype, KOTOpbIM, Kak H
TPaOUIMOHHBIE PECYpCBl: TPy, OSHEPrus, TOJE3HbIE MCKOMAeMble, - MOXHO T0OBIBATH,
nepepabaTbiBaTh, MCIONB30BaTh M PacHpoOCTpaHATh. OJHUM M3 HaANpaBlICHUI HCHOIb30BaHUS
WH(POPMAITMOHHBIX U KOMMYHHKAITHOHHBIX TEXHOJIOTUH B JICATEIHBHOCTH OPTaHOB T'OCYIapCTBEHHOM
BJIACTHU, OpraHW3aluii ¥  OPEeIIpUATHNd  ABISETCS  Pa3BUTHE  CHUCTEMBI  AJIEKTPOHHOTO
JIOKYMEHTOO0OpOTa, CTaHAAapTOB JEJIONPOM3BOJACTBA M JOKYMEHTOOOOpPOTa. AKTYyaJbHOCTh
COBEpIICHCTBOBAHUS TPAAUIIMOHHOTO JEJIOMPOU3BOJCTBA OOYCIOBIUBAETCS HEOOXOAUMOCTHIO
MOBBIMIEHUS 3(PPEKTUBHOCTH YIIPABICHUECKON JEATEIHHOCTH, YCKOPEHUS TBUKEHUS JOKYMEHTOB B
OpraHHU3aIi, YMEHBIICHUS TPYAOEMKOCTH 00paboTku [MokymMeHTOB. (Co3laHHas Ha OCHOBE
MEePCIEKTUBHBIX WH()OPMAITMOHHBIX TEXHOJIOTUM aBTOMATU3UPOBAHHAsI CUCTEMA JEIONIPOU3BO/ICTBA
JOJKHA ~ TOBBICUTH  JCHCTBEHHOCTh  yOpaBleHHs 3a  c4eT  o0Opa3oBaHHMS  €AMHOTO
JIOKYMEHTOOPUEHTUPOBAHHOTO HMH()OPMAIIMOHHOTO MPOCTPAHCTBA, JAIOIIETO IOJb30BATEISIM
cpencta dQPEeKTUBHON COBMECTHOM pabOThI C JOKYMEHTaMHU B JIFOOOM MeCTe U B JTH000€ BpeMs.

[Ipenmer U CTpyKTypa JAUCHUIUIMHBI «/[OKyMEHTHpOBaHHE YIIPABIEHYECKON NEATEILHOCTIY.
Porms  nmokymeHTOOOOpOTa B YNpaBICHMM  MPEINpUSATHEM.  3HAYCHUE  JUCHUTUIAHBI
«/lokyMeHTHpOBaHNE YNpPABIEHUYECKOW JESTEIbHOCTH» B TOATOTOBKE CIEHUAIUCTa B 0O0JIACTH
MeHekMeHTa. COBpeMEHHOE COCTOSIHUE JOKYMEHTAIMOHHOTO 00ECTIeYeH sl yIIPaBICHHS.

Tema 1. lokymeHTHPOBaHUE yNIPaBJieHYeCKOi JAesiTeibHOCTH. TpedoBaHus K
0(p)OPMJICHHIO JOKYMEHTOB.

lNocynapctBeHHas cuctema JOKyMeHTalMoHHOTo obecriedenus ympasienus (I'CHOVY) - cron
MpaBWI, YyCTAaHABIUBAIOIIME €IUWHBIE TpeOOBaHMA K JIOKYMEHTUPOBAHHIO YIPaBICHYECKOM
JESITETPHOCTH W OpraHu3aiy padoThl ¢ JOKYMEHTaMH Ha TPEANPHUSATHIX Pa3IHYHBIX OpraHu3a-
IIUOHHO-TIPaBOBBIX (opM. COCTaB YIpaBIEHYECKUX JOKYMEHTOB. [IoHSATHE CHCTeM MOKyMEHTAIIHH.
OYHKIMOHAIBHBIE W OTpaclieBble CHUCTEMBl JOKYMEHTAIlMH. YHU(UKAIMA W CTaHIapTHU3AIUS
YIpPaBICHYECKUX JOKYMEHTOB. PeriamMenTaiys JOKYMEHTHUPOBAHUS YIIPABIEHYECKON J1EATEIIbHOCTH.
[locTrosiHHBIE W TIepeMEHHBIE PEKBU3WUTHI M MpaBwia ux odopmieHus. bmanku u ¢opmars
JOKYMEHTOB. PopMyIsp — o0pazel JOKyMeHTa. YTJI0BOE U MPOJI0JIbHOE PACIONOKEHNE PEKBU3UTOB.
VYHuduimposanHas Gpopma J0KyMeHTa.

Tema 2. Cucrema OpraHu3aliiOHHO - PACHIOPSIAUTEIbHON TOKYMEHTAIlUH.

Cucrema OPJI. OcoGeHHOCTH U XapaKTepHbIE YEPThl OPraHU3aLIMIOHHO-TIPABOBBIX JIOKYMEH-
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toB. CocraBieHue ¥ O(QOpPMIIEHHE OCHOBHBIX OPraHU3aLMOHHO-TIPABOBBIX JIOKYMEHTOB: YCTaB,
JOJDKHOCTHAsE MHCTPYKIUSA, IIPaBHJIa BHYTPEHHETO TPYAOBOTO PACHOPSIKA, INTaTHOE PACIIHCAHUE,
TMI0JI0’KEHHE O CTPYKTYPHOM MOJPa3AEIEHUH.

PacniopsaurensHas noxkymeHtauus. [IpyHIMNBI cocraBiieHus, cTaluu NOATOTOBKH, BU3MPOBa-
HUS W TIOANUCAHUS PacHOPSIUTENBHBIX AOKyMeHTOB. CocraBieHue U o(opMIICHHE pacropsiiu-
TEJIbHBIX JOKYMEHTOB: ITPUKA3bl, PACIIOPSKCHUS, IOCTAHOBIICHHUS, YKa3aHUs, PELICHUS.

CnpaBoyHO-MH(OPMALIMOHHBIE JJOKYMEHTBI: aKT, JOKJIaaHas (Cay)keOHas)) 3ammcka, CIpaBKa,
IPOTOKOJI, CBOJKA, Ciy:keOHOoe mucbMo. OcoOEHHOCTH O(OpMIICHHUS, PA3HOBUIHOCTU M IOPSIOK
COCTaBJICHUsI aKTOB. [lOpsOK COCTaBIEHUs aKTOB CBEPKUM pPACUYETOB MEXIy JeOuTopamMu H
kpenutopamu. llpaBuiia npoBeneHMs] COBEIIAHWM KOJUIETMAIBHBIX OpraHoB, COCTAaBJICHHE U
o(hopMIIeHHE TPOTOKOJIA.

Cuty>xe0nble iucbMa. Knaccudukanyst KOppecrnoHIeHIIMY; UHULMATUBHAS U OTBETHAsS JIENIOBast
U KOMMepyecKas. SI3bIK U CTWIb JIeJIOBOM KOppecHoHAeHUUH. TurnoBble U TpadapeTHble /1eI0BbIE
nuchbMa. VIHUIMATUBHBIE W OTBETHBIE CIy)KeOHbIe MUchMa. IlMchma 3ampockl M MUCbMa OTBETHI
OpraHu3alui-KpeMTopoB. TUIOBbIE rapaHTUIHbIE TUCbMa OT OpraHU3aLi (rapaHTOB)

[TnanupoBanue AEATEIBHOCTH YUPSKACHHS - BaKHEHIIAs (QyHKIUS yIpaBIeHUs, TO3BOJISIONIAs
crenarb paboTy yupeXIeHHs MakCUMalbHO 3G ¢eKTUBHOM. OCOOEHHOCTH IUIAHOBBIX JIOKYMEHTOB.
[TnaHoBBIE TOKYMEHTHI: IUIaH, IEPCIIEKTUBHBIN IIaH, POrpaMma, Tpaduk, CXeM reHepasibHas CXeMa.
OrtpacneBble 1ulaHbl U nporpamMMmbl. Dopmbl OTUETHOM JOKyMeHTauuu. OT4eTHas M OTYETHO-
CHpaBOYHAast JOKYMEHTALHS.

Tema 3. /lokyMeHTHPOBaHNe TPYAOBBIX IPABOOTHOIIIEHUI

JIoKyMeHTHUpOBaHHE PabOTHI ¢ TMepcoHATOM. [IOHATHE M CTPYKTypa MEpCOHATBHBIX TaHHBIX.
TpeGoBanus k 00pabOTKe U Nepeaaye NepcOHAIBHBIX TaHHBIX. CTPYKTypa KaJpoBoi 1 (hOPMALIMOHHO
- JIOKyMEHTAllUOHHOM CUCTEMBL. XapaKTEpUCTHKAa KOMIUIEKCOB KaJpOBOH JOKyMEHTAIUH.
VYHupunypoBaHHbele (GOpPMbI IPUKA30B MO JIMYHOMY cocTaBy. JloKyMeHTalus Mo ydery pabouero
BPEMEHU U PacueToB € MEPCOHANIOM M0 oruiare Tpynaa. [lpaBuna BeneHus Tpy10BbIX KHMKEK. CocTaB
NpoLEAYp U JOKYMEHTHUPOBAHUE INPHEMA, IEPEBOJA, YBOJIBHEHHMS NepcoHana. [Ipomecc 3ammrel
NEPCOHANIBHBIX JJAHHBIX B KaJIpoBOM Ciry:k0e. OCOOEHHOCTH XpaHEHUs KaJIpOBOM JOKYMEHTALUH.

Tema 4. /IoroBopHO-NIPaBOBasi JOKYMEHTALMS.
JIoOKyMeHTbI BHEIIIHe3KOHOMMYECKOii 1esITeJIbHOCTH

OcoOeHHOCTH cOCTaBiIE€HUsI M OQopMiIeHHs J0roBopoB. PasHoBuaHOcTH moroBopos. Co-
rnamenne. KoJuleKTUBHBIN JOrOBOp, TPYAOBOWM 10roBOp. JlOroBOp MOCTaBKH, apeHIbl, OKa3aHUS
ycIyr. PEKBU3UTEI JOr0BOpa M NPaBUJIA KX PETHCTPALH.

JIOKyMeHTBI, O(QOPMIISIOIIME BHEIIHETOpropble caenku. Crenudukanyuy, KOHOCAaMEHTHI,
KOHTpakThl. KoMMepueckas mepenucka BO BHEITHEOKOHOMUYECKOHN JesTenpHOCTH. HazHaueHue u
oopMiIeHNE KOMMEPUYECKUX ITUCEM B 3apyOEKHOM MPAKTHUKE.

IIperensnonnble a0KyMeHTHI. JKanoObl, oOparieHus, NpemioxkeHus rpaxkaad. Jleronpous-
BO/JICTBO I10 TUCbMEHHBIM OOpAIIEHUsIM IpaskaaH.

Tema S. TexH0JI0THH JOKYMEHTAUOHHOI0 00eCIeYeHHs1 YIIPaBJICHHSA

Opranuzanust 1oKkymeHTooOopoTa. [loHATHE TOKYMEHTOOOOpOTa, €ro KOJMYECTBEHHBbIE U
KAQUECTBEHHBIEC XaPAKTEPUCTHKU. TeXHONOrnu OOpaOOTKU BXOISIIMX, BHYTPEHHHX M HCXOISIIMX
JOKyMeHTOB. Ontumusanus aoKymeHTooOopora. Peructpamms noxkymeHToB. @opmbl M MpaBHiia
peructpauny. KoHTponb MCHONHEHUS NOKyMEHTOB. DyHKIMM, 3aladd M Ledd KOHTpossd. Cpoku
UCIIOJTHEHUSI JIOKyMEHTOB. EJMHBIE M JI€TalbHO perjiaMeHTHUpPOBaHHbIE TpaBUiIa paboOThl C
YIPaBIEHYECKUMH TOKYMEHTAMU B OpPraHU3ALIH.

Tema 6. Cucrema padoThl ¢ KOH(pHUIEHIMAIBLHBIMH J0KYMEHTAMHU

Pernamenranus coctaBa KOH(UAECHIMAIBHBIX CBEICHUH M JOKYMEHTOB. IloTOkM KOH(H-
JEHIIMAIbHBIX JOKYMEHTOB. TexHoyormueckasi cucreMa oOpaOOTKM KOH(UAECHIMAIBHBIX JOKY-
meHToB. dopmupoBaHue, oQopmieHHE U XpaHEHHE [eJl, COJEp)KalluX KOH(UIAECHINAIbHbIE
CBEJICHUSL.

Tema 7. ApXuBHOe XpaHEHHHU JOKYMEHTOB. JKCIIEPTH3a EHHOCTH J0KYMEHTOB

OmnepaTuBHOE, TEKYyIIEee U MMOCTOSHHOE XpaHeHUe JOKyMeHTOB. CrucTeMaTu3aiys J0KyMEHTOB.
[Tpunnunel ¢opmupoBanus aen. OdopmieHne W BeJIeHHE HOMEHKIATyphl jaen. TunoBble |
WHIMBUyalbHble HOMEHKIATypbl nen. Onucu nen. DopMbel HCHOIB30BAHUS JOKYMEHTOB U3
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apxuBHOTO (oHAa opranm3anyu. OIeHKa 3HAYMMOCTH JIOKyMEHTA U CPOKOB UX XpaHeHus. [IpuHIumb
Y KPUTEPUH OLICHKH 3HAYUMOCTH. DKCIIEPTHhIE KOMUCCHUU.
Tema 8. IlyTu BHeApeHHsI AaBTOMATH3MPOBAHHBIX CHCTEM
JAOKYMEHTAILMOHHOI0 00ecIieYeH sl yIPaBJIeHHs.

CoBpemennbie o(ucHbIe HHPOPMALMOHHBIE TeXHOMOornu. CTparerun pa3paboTKH peanr3annuu
COBPEMEHHBIX MH()OPMAIIMOHHBIX TEXHOJOTUN B YIpaBJIeHYECKOHN nesTenbHOCTH. Llenu co3ganus u
BHEJIPEHHS KOMIUICKCHBIX CHCTEM aBTOMATH3alUH JOKYMEHTAIMOHHOTO O0ECIEYCHHUS YIpPaBICHUSL.
@yHaMeHTaJIbHBIE TPUHIUIIBI CO3/IaHUS CUCTEM MH(POPMAIIMOHHOTO 00ECTICUEHHSL.

Tema 9. OcHOBHbBIE KJIACCHI THPAKHO-32AKA3HBIX ABTOMATU3HPOBAHHBIX CHCTEM
JAOKYMEHTAIMOHHOT0 00ecieYeHNs YIPaBJIeHUs

OcoOeHHOCTH COBPEMEHHOTO0 pBHIHKA MPOrPpaMMHBIX CHCTEM B OOJIACTH aBTOMAaTU3alMU
JIETIONPOM3BOACTBA M JIOKyMEHT0o0OOpoTa. (COCTaB THIIOBBIX BO3MOYKHOCTEH KOMIIBIOTEPHBIX
IporpaMM MO aBTOMATU3alMU JOKYMEHTALMOHHOTO oOecrieueHus yrpasieHus. CTpyKTypHas cxema
ABTOMATHU3UPOBAHHOM CHUCTEMbI JIOKYMEHTAIIMOHHOTO OOECIeUeHHsl YIpaBICHHUs OpraHW3allvu.
B03MOXHOCTH CHCTEMBI TOJIHOCTBIO PEATU30BaTh MYJIbTUMENUACPEAY [UIsl XPAHEHUs Pa3IM4HOIO
poza MPUIIOKEHUH, JOMOIHEHUH M WUTIOCTPAMA K JOKyMeHTaM ((oTo-, ayauo-, BUIeO(OpMAaThI).
XapakTepuCcTUKa OCHOBHBIX aBTOMAaTHU3MPOBAHHBIX CHCTEM JIOKYMEHTAI[MOHHOTO oOOecreueHHs
yIIpaBJICHHUS.

Tema 10. Kpurepun ananmsa aBTOMaTU3UPOBAHHBIX CHCTEM
JAOKYMEHTALIMOHHOI'0 00ecrieYeHHs1 yIIPaBJIeHMS.

AHanM3 aBTOMAaTU3UPOBAHHOW CHCTEMBl JOKYMEHTAIIMOHHOTO OOECIeUYeHUs YIpaBiIeHUs Ha
OCHOBE (YHKIIMOHAIBHBIX CHCTeM. [IpuBeneHHBIE K €OMHOMY BHUAY (QYHKIIMOHAIBHBIC CXEMBI
ABTOMATU3UPOBAHHBIX CHCTEM JIOKYMEHTAI[MOHHOTO olecrieueHus ympapieHus. Kpurepuu oreHku
ABTOMATHU3MPOBAHHOM CHCTEMBI JOKYMEHTAIIMOHHOTO 00E€CIICYCHUSI YIIPABIICHHSI.

Tema 11. AHAIU3 XapPaKTEPUCTHK ABTOMATH3UPOBAHHBIX CHCTEM JIOKYMEHTALMOHHOI 0
olecrieyeHusl ynpaBJieHUsl

MeporpusaTisi 1O BBIOOPY CHCTEM aBTOMATH3allMM JOKYMEHTAIMOHHOrO oOecrieueHus
yrnpaeneaus.  OCHOBHBICE  Ka4eCTBEHHBIC  MMapaMeTphl  (YHKIMOHAIBHBIX  XapaKTCPHUCTHK.
KonnuectBennbie 3KCIUTyaTalluOHHbIE napamMeTpbl aBTOMAaTU3UPOBAHHOMN CUCTEMBI
JIOKyMEHTALIMOHHOTO obOecrnieueHnst ynpasieHus. CpaBHUTENbHBI aHAIW3 aBTOMATHU3UPOBAHHBIX
CHCTEM JOKYMEHTAIIMOHHOTO 00ECTIeUeHHUs YIIPaBICHHsL.

Tema 12. Ouenka 3¢p(peKTHBHOCTH BHEIPEHHUS ABTOMATH3MPOBAHHBIX CHCTEM
AOKYMEHTAIMOHHOT0 00ecIieYeHHs YIPABJICHHUA

OxoHoMuueckast 3(h(heKTUBHOCTh BHEAPEHHSI aBTOMATU3UPOBAHHBIX CUCTEM JJOKYMEHTAIMOHHOTO
obecrieueHHsl YMPaBIEHUS — 3TO KOJIMYECTBEHHAs CTOMMOCTHas OleHKa 3¢dekra OT MpOBEICHUS
MEPONPUATHI IO aBTOMATH3aLMK MH(OPMAIIMOHHOTO OOecredeH s opraHu3auu. MeTouku pacuera
3 (EeKTUBHOCTH MO BHEIPEHHUIO ABTOMATH3MPOBAHHBIX CHUCTEM JIOKYMEHTAIMOHHOTO OOecriedeHust
yIIpaBJICHHUS.

4.3. IIpakTnyeckue 3aHATHS / 1a00paTOPHbIE 3aHATHSA

Ounas ¢popma 00yueHus
3anstue 1. [JokymMeHTHpOBaHHUE YIIPABIEHYECKON AeATEIHHOCTH. TpeOoBaHUS K
0hOPMIICHUIO TOKYMEHTOB
3ansaTue 2. CucrtemMa opraHu3alMOHHO-PACTIOPAIUTENBHON TOKYMEHTALUN.
3anstue 3. JIoKkyMEHTUPOBaHUE TPYAOBBIX IPABOOTHOLIEHHUH.
3ansrtue 4. JloroBopHO-IIpaBoBasi JOKyMeHTalus. JJOKyMEHTBI BHEIIIHEIKOHOMUUYECKOM
JESATEIBHOCTH.
3ansTue 5. TeXHOIOTUN JOKYMEHTALMOHHOTO 00eCieueH sl yIpaBIeHuUsI.
3anstue 6. Cuctembl paboThl ¢ KOHGUICHIMATBHBIMU JOKYMEHTaMHU.
3anstue 7. ApXuUBHOE XpaHEHHE. DKCIIepTH3a [IEHHOCTH JT0KYMEHTOB.
3anstue 8. [lyTu BHeIpeHHs] aBTOMaTHU3UPOBAHHBIX CHCTEM JOKYMEHTAI[HOHHOTO
oOecrieueHus ypaBieHus



3anstue 9. OCHOBHBIE KJIaCChl TUPAXXHO-3aKa3HbIX aBTOMATU3UPOBAHHBIX CUCTEM
JOKYMEHTALMOHHOTO 00eCTIeYeHUs yTIPaBICHUS

3ansrue 10. Kputepun ananuza aBTOMaTU3MPOBAHHBIX CUCTEM JOKYMEHTAIIMOHHOTO
oOecrnieueHus ynpaBieHUs

3ansatue 11. AHanM3 XapakTepuCTUK aBTOMaTU3UPOBAHHBIX CUCTEM JOKYMEHTALMOHHOTO
o0ecrieyeHus yrpaBiieHUs

3ansatue 12. Ouenka 3(ppeKTUBHOCTH BHEAPEHUsI aBTOMATU3HMPOBAHHBIX CUCTEM
JIOKYMEHTALMOHHOTO 00eCIeYeH s yIpaBIeHUs

OuHo-3a04Hast popma o0yueHHnst
3anstue 1. Cucrtema opraHu3alMOHHO-PACTIOPSIUTEIHHOM TOKYMEHTAIUH.
3ansTtue 2. JIokyMeHTHPOBaHHUE TPYAOBBIX PABOOTHOIICHUIA.
3ansatue 3. JloroBopHO-mpaBoBas ~ JOKyMeHTauus. J{OKyMEHTHl  BHEIIHEIKOHOMHYECKOU
JESITEIbHOCTH.
3anstue 4. TeXHOIOruHM JOKYMEHTAllMOHHOTO 00eCcreYeHUs yIpaBIeHUsI.
3anstue 5. CucteMbl paboThl ¢ KOHGUICHIMATLHBIMUA JOKYMEHTAMHU.
3anstue 6. IlyTu BHeOpeHUs aBTOMATH3UPOBAHHBIX CHUCTEM JIOKYMEHTAIIMOHHOTO OOecreyeHUs
yIpaBJICHUSI.
3ansatue 7. OCHOBHBIE  KJIAacChl ~ THPAXHO-3aKa3HBIX  aBTOMATH3HPOBAHHBIX  CHUCTEM
JOKYMEHTAIMOHHOTO 00ECTICYeHHUS yIIPaBIICHUS.
3ansatue 8. Kputepuu aHanm3a aBTOMAaTH3WPOBAHHBIX CHCTEM JOKYMEHTAIMOHHOTO OOECIeYeHUs
yOpaBIeHUS.
3ansatue 9. AHanmM3 XapaKTePUCTHK AaBTOMATHU3UPOBAHHBIX CUCTEM JOKYMEHTAI[MOHHOTO
oOecrieueHus ynpaBIeHUs.
3ansatue 10. Ouenka 5(QPeKTUBHOCTH  BHEIPEHUS ABTOMATU3UPOBAHHBIX  CHUCTEM
JOKYMEHTAIMOHHOTO 00ECTICYeHUS yIIPaBIICHUS.

5. YuedHo-MeToquueckoe U HH(POPMALMOHHOE 00ecneyeHue JUCIHIIMHBI

5.1. OcHoBHas JquTEpaTypa

bacakoB, M. N. JlokymeHTannoHHOe obOecrieueHue ympasieHus : (/lemompon3BoacTBo) :
yuebHuk / M. U. bacakos. — 2-e u3n., ucn. u gom. — Pocros-na-Jlony : ®enukc, 2013. — 352 c. : ui.
— (Cpennee mpogeccroHanbHOEe o0Opa3oBaHue). — PexuMm JocTyma: MO TMOANUCKE. —
URL: https://biblioclub.ru/index.php?page=book&id=271490

2. OpraHuzanyss M TEXHOJOTUS JOKYMEHTAllMOHHOTO OOecredeHusl YIpaBlIeHHs
AJIeKTpOHHOE yueOHoe nocobue : [16+] / coct. C. E. Mumenus ; KemepoBckuii rocy1apcTBEHHbII
YHHMBEpPCHUTET, IHCTUTYT UCTOPUHU, TOCYJAPCTBEHHOTO YIPABICHHS U MEKAYHAPOIHBIX OTHOILICHUN
[u np.]. — KemepoBo : KemepoBckuii rocynapctBeHHbsiii yHusepcurer, 2017. — 478 c. — Pexxum
noctyna: mo noxanucke. — URL: https://biblioclub.ru/index.php?page=book&id=481592

5.2. lonotHUTEIbHAS JTUTEPATypa

1. KynseB, H. H. JloxymenroBenenue : yuebHuk / H.H.Kynses, /. H. Ypanos,
A.T. ®abpuunoB. — Mocksa : Jloroc, 2011. — 356 c. — (HoBas yHuBepcurerckas Oubmuoreka). —
Pexwum nocryna: no noanucke. — URL: https://biblioclub.ru/index.php?page=book&id=84880

2. SlaxoBuy, I1. A. /lenonpous3BoacTBO B KapoBoii ciyxo6e : yueOnuk / III. A. SIHkoBu4. —
Mocksa : FOnnTu-/lana, 2017. - 161 C. : CXEM., TaoI. — URL:
https://biblioclub.ru/index.php?page=book&id=685463

5.3. JInneH3noHHOE MPOrpaMMHoe odecrevyeHue
1. Microsoft Windows 10 Pro
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2. Microsoft Office 2007

5.4. CoBpemenHble TnipodeccHoHAIbHbIE 0a3bl JAHHBIX W HH(OPMANMOHHBIE
CIIPaBOYHBIE CHCTEMbI
1. KommnstoTepHbie HHPOPMAITHOHHO-TIPABOBBIE CUCTEMBI « KOHCYIBTaHT)»
http://www.consultant.ru, «I"apanT» http://www.garant.ru
2. OdunuanpHBI HHTEPHET-TIOPTAI IpaBoBoi nHpopManmu http://pravo.gov.ru.
3. Ciryx06a TeMaTH4eCKHX TOJIKOBBIX cioBapei http://www.glossary.ru/
4. lleHTp KOMIIETEHIIMU IO BOTIPOCaM JIOKyMEHTAIIHOHHOTO O0CSCIICYCHHUSI YIIPABIICHHS U aPXUBHOTO
nena, « QHIMKIONEANS IeIonponu3BoacTBay http://www.edou.ru/enc/
5. Hayunas snektponHas 6ubnmoreka http:// www.elibrary.ru
6. ObC «YHuBepcuteTckas 6nbnanorexa onnaitn» https://biblioclub.ru/index.php
7. AIMAHHUCTPATUBHO-YNPaBICHYECKHUI mopTai http:// www.aup.ru/
8. DnekTpoHHO-OMbOIMOTeYHast cucTema «Jlaup» https://e.lanbook.com/

6. MaTepuajibHO-TEXHUYECKOE o0ecnevyeHne JUCHMIIIMHBI

1. JlexunoHHast ayJuTOpHs, ayJUTOPHUs JJii TPYNIOBBIX M HWHAMBHUIYaJIbHBIX KOHCYJIbTallUH,
OCHAIIIEHHasi KOMIUJIEKTOM MeOenu Juis ydyeOHOro mporecca, y4eOHON JOCKOM, MepCcOHaIbHBIM
KOMITBIOTEPOM, IIJIA3MEHHOMN MTAHEIIBIO.

2. Aynuropus Uil IPOBENEHUS NMPAKTUYECKUX UM CEMMHAPCKUX 3aHATHH, TEKYLIErO KOHTPOJSA U
IPOMEKYTOYHOM aTTECTAIMH, OCHAIIEHHAs! KOMIUIEKTOM MeOeIH sl y4eOHOro Iporiecca, yaeOHoH
JIOCKOMH, IEPCOHAJIBHBIM KOMITBIOTEPOM, IIJIa3MEHHOU MaHENbIO.

3. AyauTopus Uisl caMOCTOSITENIbHOM pabOThl CTYA€HTOB, OCHAILlEHHAs! KOMILJIEKTOM MeOenu s
y4ebHOro mporuecca, y4eOHOW JOCKOHM, NEepCOHANbHBIMU KOMIBIOTEPAMU C BO3MOKHOCTBIO
MOJKITIOUEHUS K ceTh «MIHTepHEeT» M TOCTYIIOM K 3JIeKTPOHHON HH(OPMAIIMOHHO-00pa30BaTeIbHON
cpele YHHUBEpPCUTETA.

7. MeToauuecKue PEKOMEHIAUHU IO OPpraHu3aliuv U3YyYCHUSA TUCHUIIJINHBI

7.1. MeToanuyecKkue peKOMEHIaluH MPenoJaBaTe/o

JlaHHBI pa3zen HacTosmied palOoueill mporpamMMbl NpeAHA3HAYEH IS HAUYMHAIOMIUX
npenoaaBaresieil U CrieluaiicTOB-IPAKTUKOB, HE UMEIOIINX OIbITa MPENo1aBaTeIbCKONW padoThlI.

JqucuummHa — «/loKyMEHTHpOBaHHME  YIPaBJIEHYECKOW  JEATENBHOCTH»  SIBISETCS
JUCLUIUINHON, ¢opMupyromeli y oOyuatonxcs dactuyHo kommnereHuuto [IK-2, IIK-7. B
YCIOBHUAX KOHCTPYMPOBaHHUS 00pa3oBaTENbHBIX CHCTEM Ha MPHHLUUIAX KOMIETEHTHOCTHOTO
MOJIX0Ja MPOU30LLIO KOHIENTyalbHOE HM3MEHEHHE PO IpEenojaBaTelis, KOTOPbIA, Hapsay c
TPaJUILIMOHHON POJIbI0 HOCUTENS 3HAHWMN, BBIOIHAET (PYHKIUIO OpraHU3aTopa HayYyHO-MOUCKOBOM
paboTel oOydaromierocsi, KOHCYJbTaHTa B MpoOLEIypax BbIOOpa, oOpaOOTKHM M HWHTEpIpETalUU
uHpOpMaLUU, HEOOXOJUMOMH A1 MPAaKTUYECKOTO NEHCTBUS U JaJIbHEHIIero pa3BUTHUs, YTO JIOJKHO
00s3aTeNIbHO YUYMTHIBATHCS MPU NPOBEIACHUM JIEKIMOHHBIX M MPAKTHUYECKUX 3aHATHH 10
JUCLUILINHE «/[OKyMEHTHPOBaHNE yNIPABIECHUYECKON AEATEIbHOCTI.

[IpenomaBanme  TEOpeTUYECKOro  (JEKIIMOHHOIO)  Marepuajga 10  JUCIUIUIMHE
«/lokymMeHTHpOBaHME  YIPaBICHUYECKOM  AESITEIBHOCTH»  OCYLIECTBIAETCS  HA  OCHOBE
MEXIUCUUIUIMHAPDHOM HHTErpallid M YETKUX MEXKIUCUUIUIMHAPHBIX CBSI3ed B paMKax
o0pa3oBaTeNbHON MpOrpaMMbl U yueOHOro u1aHa o HanpasieHuto 38.03.02 MeHeKMeHT.

[TonpoOHOE conep:kaHWe OTHENbHBIX pa3feNioB TUCHUIUIMHBI  «JlOKyMEHTHpOBaHUE
yIpaBJIEHYECKOH IeSTENFHOCTHY paccMaTpuBaeTcs B 1.5 pabodeit mporpaMMsl.

MeTtoauka onpeaeneHns UTOrOBOr0 CEMECTPOBOI0 pEHTHHIa 00yJaroIIerocs 1o JUCIUILINHE
«JlokymMeHTHpOBaHNE YIIPABIEHUYECKON JESITENbHOCTH» IpeacrasieHa B coctae POC mno
JUCIIUIUIMHE B T 8 paboueil mporpaMMBl.

[TpumepHbIe TeMbl pedepaToB JUIs TEKYIIET0 KOHTPOJIS U NMepevyeHb BOIMPOCOB K 3K3aMEHY IO
JTUCIUIUIMHE TaK)Ke Mpe/ICcTaBjIeHbl B I 8 pabouell mporpaMMel.
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IlepeyeHb OCHOBHOW U JOINOJHUTEIBHOW JINTEPATYpbl W HOPMATUBHBIX JOKYMEHTOB,
HEOOXOJUMBIX B XOJ€ MpernojaBaHusl IUCHUIUIMHBI «J{OKyMEHTHpOBaHHE YyMpaBICHUYECKON
JEeSTeNIbHOCTHY, TpUBEIEH B 1.8 Hacrosmed pabodeil mporpammbl. [lpemomaBarento ciemyer
OpPUEHTUPOBATH OOYYAIOIIMXCS HA UCIIOJIb30BAHUE MIPH MOJATOTOBKE K MTPOMEXKYTOUHOM aTTecTaluu
OPUTHMHAJILHOM BEPCHU HOPMATUBHBIX JOKYMEHTOB, JICCTBYIOIIMX B HACTOSIIEE BPEMSL.

7.2. MeToau4eckue yKa3zaHus 00y4a0IIMMCs

[Tomydyenue yrayOJaeHHBIX 3HAHUW 1O JUCIHMIUIMHE JOCTUTAaeTcs 3a CYeT AaKTUBHOM
CaMOCTOSTENbHOM paboThl oOywaromuxcs. BeigenseMble yachl 11e1eco00pa3Ho MCIOJIB30BaTh IS
3HAKOMCTBA ¢ Y4eOHOH M HAy4HOU JTUTEpPATypOM MO MpodJieMaM TUCIUIUIMHEI, aHATN3a HAayYHBIX
KOHIIECIIINI.

B paMkax TUCHMIIMHBI IPEyCMOTPEHBI pa3inyHble POPMBI KOHTPOJIS YPOBHS JOCTHKEHUS
00y4JaroIUMUCS 3asiBICHHBIX WHANKATOPOB OCBOEHUS KOMIEeTeHIUH. DPopma TeKyIero KOHTPOJIs —
aKTUBHas paboTa Ha MPAKTUYECKUX 3aHATUAX, MOATOTOBKA pedepara u TecTtupoBanue. Dopmoii
IIPOMEKYTOYHOI'O KOHTPOJISI MO JAHHOM JAMCLHMIUIMHE SIBJISIETCS SK3aMEH, B XOJIe€ KOTOPOro
OLICHMBAETCS YPOBEHb JIOCTH)KEHHS OOYyYalOUIMMMCS 3asBJICHHBIX WHJIMKAaTOPOB OCBOEHUS
KOMIIETEHIINH.

Meroanyeckue yKa3aHus 10 OCBOCHUIO JUCIUIUINHEIL.

JIeKIIMOHHbBIE 3aHATHS MPOBOJSATCS B COOTBETCTBHM C COJEpXKAaHHEM HacTosed paboueit
POTPaMMBI U TIPEACTABIISIIOT COO0M N3TI0KEHUE TEOPETHIECKUX OCHOB TUCIUILINHEI.

[Tocemenne NEKIIMOHHBIX 3aHATHI SIBISIETCA 00S3aTENBHBIM.

KoHcnekTUpOBaHWE JIEKIMOHHOTO Marepuana JOIYyCKaeTcs Kak IHCbMEHHBIM, TaK H
KOMIIBIOTEPHBIM CIIOCOOOM.

PerynsipHoe moBTOpeHMe Marepuana KOHCIEKTOB JIEKIHMHM IO KaXKIOMY pas3zielly B paMKax
MOJATOTOBKUA K TEKyIIUM (opMaM aTTeCTallMH MO JUCHUILIMHE SBJSETCS OJHUM M3 BaXKHEHIINX
BUJIOB CAMOCTOSITEIIBHON pabOThI CTYACHTA B TEUYCHHE CEMECTpa, HEOOXOIUMON ISl Ka4YeCTBEHHON
MOATOTOBKU K MPOMEXYTOYHOM aTTECTALMU 110 AUCIUIUIMHE.

[IpoBeneHrEe NPAKTUYECKUX 3aHATUI MO JUCHUILUIMHE «/JOKYMEHTUPOBAHHUE yIPABICHUYECKON
JESTEIIbHOCTHI OCYIIECTBIISIETCS B CIEAYIOMUX opMax:

— aHaIW3 TPaBOBOM 0a3bl, pErIAMEHTHPYIOWIEH JEATEIbHOCTh OpPraHU3AlMK Pa3THMUYHBIX
OpraHU3alMOHHO-IIPABOBBIX (POPM;

— OINpOC IO MaTepuajlaM, PaCCMOTPEHHBIM Ha JIEKUUAX M H3YYEHHBIM CAMOCTOSATEIBHO IIO
PEKOMEHI0BaHHOM JIUTEPATYPE;

— PCHICHUC THUIIOBBIX PACUCTHBIX 3aJ1a4 110 TCMaM;

— aHanM3 M 00CYXIeHNE MPAKTHUECKUX CUTYAIHil 10 TeMaM.

HOCGHIGHI/IG HpaKTI/I‘ICCKI/IX SaHSITI/Iﬁ 1 aKTUBHOC yqaCTHe B HUX SABJIACTCA 06H3aT€J'II)HBIM.

[TonroroBka K TMPaKTUYECKUM 3aHATHSAM O00S3aTENbHO BKIOYAeT B ce0s H3ydeHue
KOHCIICKTOB JICKIITMOHHOI'O MaTepI/Iana nu peKOMeHI[OBaHHOﬁ J'II/ITepaTypI)I JId  AA€KBATHOI' O
MOHMMAaHUSA YCIOBUS U crmoco0a pelleHusl 3alaHuii, 3allaHuPOBAaHHBIX MpENojaBaTeieM Ha
KOHKPETHOE MTPaKTUYECKOE 3aHITHE.

MeToAuYECKHE  YKa3aHMWs 1O BBLINOJHEHHIO  pasiMYHBIX  (GopM  BHEAyIUTOPHOMH
CaMOCTOSITEILHOMN pPabOTEI

M3ydyeHne OCHOBHOW M JONOJHUTEILHOM JIMTEpAaTyphl, a TakKKe HOPMATHBHO-IIPABOBBIX
TOKYMEHTOB TI0 JUCIHUIUIMHE MPOBOIUTCS HAa PETYSPHOM OCHOBE B pa3pe3e KaxJAoro pasieia B
COOTBETCTBUU C MPUBEIECHHBIMH B 1.5 pabouell mporpaMMbl PeKOMEHIAIUSMHU IJis MOATOTOBKH K
MPOMEXKYTOYHOM  aTTeCTallMd MO0  JUCHMIUIMHE  «JlOKyMEHTMpOBaHHWE  YNpPABICHYECKOU
nesTebHOCTH». CIUCOK OCHOBHOHW W JIOTIONTHUTEIHHON JIUTEPATYPHI U 00S3aTENBHBIX K U3yUYEHUIO
HOPMAaTHUBHO-TIPAaBOBBIX JIOKYMEHTOB [0 JAMCLUMILIMHE TNpUBENeH B 1.7 Hacrosied paboueit
nporpammel. CrienyeT OTAaBaTh NPEANOYTEHUE M3YUYEHHI0 HOPMATHUBHBIX JIOKYMEHTOB TIO
COOTBETCTBYIOIIUM pa3jienaM JUCHUIIINHBI 10 CPABHEHUIO C MX aJallTHPOBAHHON MHTEPIpETAUEN
B yueOHOU JHTEpaType.

Pemenne 3amay B paspe3e pas3fesioB MUCHUILIUHBI «J|OKyMEHTHpOBaHHE YIPaBICHYECKOMN
JESITEIILHOCTHY SIBIISIETCSI CAMOCTOSITENIbHOM paboToi oOyyarorierocst B popMe JOMAITHETO 3a1aHUS
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B CJyyasx HEJOCTaTKa ayJUTOPHOIO BPEMEHM Ha MPAKTUUECKUX 3aHATHSAX IS PEILICHUS BCEX
3aJa4, 3aIJIJaHUPOBAHHBIX MPEINO0IaBaTeIeM, TPOBOISAIINM MPAKTUUECKHUE 3aHSTHS 110 IUCHUTUIMHE.

Meroanyeckue yka3aHus 1o MOArOTOBKE K MPOMEXYTOYHOM aTTecTaiuu

[IpomexyTouHass arrecTanuss IO AUCHUILIMHE «J{OKyMEHTHpOBaHHE YNpaBICHUECKON
JESTEIILHOCTH» MPOXOIUT B GopMe dKk3aMeHa. [IpuMepHBIid mepedeHb BOIMPOCOB K AK3aMEHY IO
JTUCIHUILINHE «/OKyMEeHTHpOBaHME yNpPaBICHUYECKON AESITENbHOCTU» M KPUTEPUH OLEHKU OTBETa
oOyyaromierocs Ha OK3aMEHE Ui LeJed OLEHKH JOCTH)KCHHS 3asBJICHHBIX WHIUKATOPOB
c(hopMUPOBAHHOCTH KOMMETeHIMI npuBeaeHbl B coctabe ®OC mo auciuiummee B 1 8§ pabodeit
IPOrPaMMBI.

OO0yuaromuiicss JOMyCKaeTcsl K MPOMEXYTOYHOM aTTECTalluy MO AUCLHMIUIMHE HE3aBUCHUMO OT
PE3yJIbTaTOB TEKYIIErO KOHTPOJIS.

8. ®oH O1IEHOYHBIX CPEICTB MO AUCHHUILIHHE

8.1. IlepeyeHpr KOMIeTeHUMI ¢ yKa3aHMeM J3TanoB X GopMHpoOBaHHMs B Ipolecce
OCBOCHUS TMCHHUILVIMHBL. DOPMBI KOHTPOJIs (hOpMHUPOBAHUS KOMIIETEHIH I

Koa n NuaukaTopsbl J0CTHXKEHUS Tanel
HAHMEHOBaHMeE KOMIIETEHI[HH ¢bopmupoBanus
KOMIIETeHI NI (pa3neant
JUCIMILJIMHbI)

dopma KOHTPOJIA

[K-1 Cnocoben UIIK-1.1 Aranuzupyet

YIIPaBJIATh

CTPYKTYPHBIM
HO/pa3IeIeHUEM T10 uskynBTYpHO-

¢usnueckoii 03/I0POBUTEJIBHBIX YCIYT
KYJIBTYpE U CIIOPTY

TCHACHIMHU PBIHKA

¥, B TOM YHKCJIE C [ENbIO
OIICHKH
po¢eCCUOHATIBHBIX
KOMITIETEHIINI MepcoHalia
OpraHu3aluy u

KOHKypeHTocrocoOoHocT | IIpomexyrounsrii
KOHTPOJIb:

9K3aMCH

NIIK-1.2 Beibupaer Texymit

OpTaHU3AIUH.

METOJIMKHU MMPOBEACHUS KOHTPOJIb- Temsr 1-12
OIIpocC Ha
IIPAKTHYCCKUX
HCTIOJIB3YET OIbBIT 3QHSITHAX,

POCCHICKUX U pedepar;
TECTUPOBAHUE

MOHHUTOPHHI'A U

3apyOeKHBIX MPAKTUK B
00JIaCTH yIpaBICHUS
JEeATEITLHOCTHIO
(GU3KYIBTYpPHO-
0370POBUTEIIBHBIX
OpTraHU3AIUN.

NIIK-1.3 PazpabarpiBaet
MIPEIIOKEHUS TI0
CTUMYJIUPOBAHUIO U
MOTHBAIIMU TIEPCOHATIA
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(bU3KyIBTYPHO-
03/10pOBUTEIBHBIX
OpraHu3aIuu.

8.2. [loka3aTe i U KPpUTEPHUHU OLEHNBAHUSA KOMIIETEHIUI NPHU U3yYeHUHN TUCUMUIIIMHBI,
ONMMCAHUE IIKAJ OLlEeHUBAHUSA

8.2.1 Kpurepum oueHKu 0TBeTa HA IK3aMeHe

(popmupoBanue komnerenun [1K-1, naaukaropst UI1K-1.1, UTIK-1.2, UTIK-1.3)

«5» (0TIIMYHO): OOy4YAIOUIMICS JEMOHCTPUPYET CHUCTEMHBIE TEOPETHYECKUE 3HaHU,
IPAaKTUYECKHE HABBIKH, BIIaJIeeT TEPMUHAMH, JI€JaeT apryMEHTUPOBAaHHbBIC BBIBOJBI M 0000LICHN,
IPUBOAUT MPHUMEPHI, MOKA3bIBAET CBOOOJHOE BIJIQJICHUE MOHOJOIMUYECKOW peubi0 U CIIOCOOHOCTD
OBICTPO pearupoBaTh Ha YyTOUHSIOLIME BOIPOCHI.

«4» (xopomo): oOyyaromMics JIEMOHCTPUPYET IPOYHbIE TEOPETUYECKHE 3HAHMS,
IIPAKTUYECKHE HABBIKH, BJIAJEET TEPMUHAMHU, JI€JaeT apryMEHTUPOBAHHbIE BBIBOBI U 0000IIEHNS,
IPUBOJIUT IPUMEPHI, MOKa3bIBa€T CBOOOJHOE BIIAJIEHHME MOHOJIOIMYECKOM peublo, HO IpPU ITOM
JIeNlaeT HECYIIEeCTBEHHbIE OIMMOKH, KOTOphIe OBICTPO HCHPABISIET CaMOCTOSTEIBHO WM TpU
HE3HAYUTEJIbHON KOPPEKIUU IPETIOJAaBATEIIEM.

«3» (YAOBJIETBOPUTEJIBHO): 00ydJaroUIMiics JEMOHCTPUPYET HErIyOOKHE TeOpEeTHYECKue
3HaHUs, MpOsABIsIeT clabo cOpMUPOBAHHBIE HABBIKM AaHalIM3a SBJICHMH U  IPOLECCOB,
HEJ0CTaTOYHOE YMEHUE JeJIaTh apryMEHTUPOBAHHBIE BBIBOJBI U IPUBOJIUTH IIPUMEPSHI, IIOKa3bIBACT
HE JI0CTaTOYHO CBOOOJHOE BJaJleHME MOHOJOIMYECKOM peublo, TEPMHMHAMH, JIOTHUHOCTBIO U
MOCJIEI0BATEIbHOCTRIO HM3JI0XKEHHS, JENaeT OIMMUOKHU, KOTOPbIE MOMKET HCIPaBUTh TOJIBKO INpPHU
KOPPEKLNHU MTPENOIaBaATEIIEM.

«2» (Heyl0BJIETBOPHUTEJIbHO): OOYUaIOLIUICS JIEMOHCTPUPYET HE3HAHUE TEOPETUUYECKUX
OCHOB IIPEIMETA, OTCYTCTBHE INPAKTUYECKUX HABBIKOB, HE YMEET JeNaThb apryMEHTHPOBAHHBIC
BBIBOJII U TNPUBOJUTH HPHUMEpPbI, MOKa3bIBaeT cj1aboe BIAJEHUE MOHOJIOTMYECKOM peublo, He
BIIQZICET TEPMUHAMH, IPOSBIIAET OTCYTCTBUE JIOTMYHOCTU M IIOCIEHOBATEIBHOCTU H3JI0KECHHUS,
Jienaer oOmHOKM, KOTOpble HE MOXKET MWCIPaBUTh JaXe IpH KOPPEeKIUH IMpernojaBaTeseM,
OTKa3bIBACTCS OTBEYATH HA JOIOJHUTEIBHBIE BOIIPOCHI.

8.2.2 Kputepnu oueHkH paGoThl 00y4aroerocsi Ha NPAKTHYeCKUX 3aHATUAX
(popmupoBanue komnerenuuu [1K-1, unagukaropsr UITK-1.1, UT1K-1.2, UTIK-1.3)

«5» (OTJIMYHO): BBHINOJHEHBI BCE MPAKTUYECKUE 3aJaHusi, MPEIyCMOTPEHHBIE
MPAKTUYECKUMH 3aHATUSIMH, OO0YUYaIOIIUICS YeTKO W 0e3 OomuOOK OTBETHJ HAa BCE KOHTPOJIBHBIC
BOIPOCHI, aKTUBHO pabOTas Ha MPAKTUIECKUX 3aHATUSX.

«4» (Xopomio): BBINOJHEHb BCE TMPAKTUYECKUE  3aJaHHsl, MPEITyCMOTPEHHBIE
MPAKTUYECKUMH 3aHATHIMH, OOYJaroIIUiics ¢ KOPPEKTUPYIOIMIMMHU 3aMEUaHUSMU TPEeroaaBaTess
OTBETHJI Ha BCE KOHTPOJIbHBIE BOMPOCHI, TOCTATOYHO aKTUBHO pabdOTal Ha MPAKTHUECKHUX 3aHATHUSX.

«3» (Y10BJIETBOPUTEJIBHO): BBIIIOJIHEHBl BCE MPAKTUYECKUE 3aJaHUS, IPEITyCMOTPEHHbIE
MPAKTUYECKUMH 3aHATHSIMH C 3aMEYaHHUSIMH TPENoJaBaTesi; OOydyalolIuiicss OTBETUJ Ha BCE
KOHTPOJIbHBIE BOIPOCHI C 3aMEYAHUSMH.
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«2» (HeyI0BJIETBOPUTEIBHO): 00y4JaIOUINiiCsS HE BBHIIOIHUI MM BBIIOIHUI HEMPABUIBHO
NPaKTUYECKHE 3aJaHus, MPEAyCMOTPEHHbIC MPAKTUYECKUMHU 3aHATUAMHU; OOYYaIOIIMNCS OTBETHII
Ha KOHTPOJIbHBIE BOIIPOCHI C OMIMOKAMH UJIM HE OTBETHII HA KOHTPOJIBHBIE BOIIPOCHI.

8.2.3 Kpurepumu ouenku pedepara
(popmupoBanue komnerenuu [1K-1, naaukaropst UI1K-1.1, UTIK-1.2, UTIK-1.3)

«5» (0TJIM4HO): TeMa pedepaTa aKTyalbHa U PACKPBITa IOJHOCTBIO; pedepaT MOArOTOBIECH
B YCTaHOBJIGHHBIH CPOK; O(OpMIIEHHE, CTPYKTYypa U CTWJIb M3JIOKEHUS pedepara cOOTBETCTBYIOT
IpEIbABISIEMBIM TPEOOBAaHMUAM K O(OPMIICHUIO JOKYMEHTA; pedepar BBIIOIHEH CAMOCTOSTEIBHO,
INPUCYTCTBYIOT COOCTBEHHBIE O0OOOIICHMS, 3aKJIIOYEHHs M BBIBOJBI; IOATOTOBIEH JOKJIAN,
u3jaraeMblii 6€3 UCIOIb30BaHMs OIIOPHOI'O KOHCIIEKTA.

«4» (xopomro): TemMa pedepara akTyalbHa, HO pacKpblTa HE IIOJHOCTBIO; pedepar
HOJTrOTOBJIEH B YCTAHOBIEHHBIH CPOK; O(opMIIeHHE, CTPYKTypa M CTHJIb H3JIOXKEHHs pedepara
COOTBETCTBYIOT NpPEIbSABIIEMBbIM TPeOOBAHUAM K O(GOPMIICHHIO JOKYMEHTa; pedepar BbIIOJIHEH
CaMOCTOSITENIbHO, TIPUCYTCTBYIOT COOCTBEHHBIE 0000IICHNS, 3aKIIOUEHHSI M BBIBOJIBI; TIOATOTOBJICH
JIOKJIaJI, U3J1araéMblii ¢ MCIIOJIb30BAHUEM OIIOPHOI'O KOHCIIEKTA.

«3» (Yn0BJIeTBOPHTEIbHO): TeMa pedepara akTyalbHa, HO PACKpbITa HE MOJHOCTBIO;
pedepaT MOATOTOBJIIEH C HAPYLIEHHEM YCTaHOBJIEHHOIO CpOKa IPEJCTaBICHUS; O(OpMIIECHUE,
CTPYKTYpa M CTHUJIb U3JIOXKEHHUs pedepaTa HE B IMOJHOM Mepe COOTBETCTBYIOT HPEAbABISEMbIM
TpeOOBaHUAM K O(POPMIICHHUIO IOKYMEHTa; B 11€JI0M pedepar BBINOJIHEH CaMOCTOSTEIbHO, OJHAKO
OYEBH/IHO HAJIMYME 3aMMCTBOBAHMM 0€3 CChIJIOK Ha MCTOYHHMKH; IOJATOTOBJIEH JJOKJIAJ, H3JIaraeMbli
C MCII0JIb30BaHUEM OIOPHOT'O KOHCIIEKTA.

«2» (HeylIOBJIETBOPUTEJBHO): Tema pedepara axTyanbHa, HO HE pAaCKphITa; pedepar
HOATOTOBJICH C HapyLIEHUEM YCTAHOBJIEHHOTO CPOKa MPEACTaBIEHUs; 0OpPMIICHUE, CTPYKTypa U
CTWJIb M3JI0XKEHHSI pedepaTa HE COOTBETCTBYIOT IPENBSABISEMBbIM TPEOOBAHUAM K O(OPMIICHHUIO
JOKYMEHTa; B pedepare 04eBUAHO HATUYME 3HAYUTEIBHBIX 00HEMOB 3aMMCTBOBAaHHMN 0€3 CCBHUIOK
Ha UCTOYHMKH; JTOKJIAJ HE MOATOTOBIIEH.

8.2.4. Kputepuu ouieHKH TeCTHPOBAHMS
(popmupoBanue komnerenuuu [1K-1, unaukaropsr UITK-1.1, UT1K-1.2, UTIK-1.3)

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

CranpmapTHas IIKaja COOTBETCTBHSI pe3yJbTAaTOB TECTUPOBAHMS BBICTABIsEMON OauIbHOM
OLICHKE:!
- «OTJIMYHO» - CBbIIIE 85% MpaBUIIbHBIX OTBETOB;
- «xopoto» - oT 70,1% no 85% npaBuIbHBIX OTBETOB;
- «yIOBIIETBOPUTENBHO» - OT 55,1% 110 70% npaBUIbHBIX OTBETOB;

- ot 0 a0 55% MMPpaBUIILHBIX OTBCTOB — «HCYAOBJIICTBOPUTCIILHO»
«S» (OT.TII/I"IHO)Z TCCTI/IpyeMHﬁ ACMOHCTPUPYCT CUCTECMHBIC TCOPECTUICCKUC 3HAHUA, BIIAICCT

TePMHHAMHU U 00J1a/1ae€T CIIOCOOHOCTHIO OBICTPO pearupoBaTh Ha BOMPOCHI TECTA.

«4» (Xopom10): TECTUPYEMBIN B 1IEJIOM JEMOHCTPUPYET CUCTEMHbBIE TEOPETUUECKUE 3HAHUS,
BJIa/ieeT OONBITMHCTBOM TEPMHHOB M O0JIaJIaeT CIIOCOOHOCTHIO OBICTPO pearupoBaTh HAa BOMPOCHI
TecTa.

«3» (YIOBJIETBOPUTEJbHO): CHUCTEMHBIE TEOPETUYECKUE 3HAHUS Y TECTUPYEMOTO
OTCYTCTBYIOT, OH BJIaJI€€T HEKOTOPHIMA TEPMHUHAMHU M Ha BOINPOCHI TECTA PEArHpPyeT JOCTATOYHO
MEJUICHHO.
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«2» (HeyaOBJIETBOPUTEJIBbHO): CHCTEMHBIE TEOPETUUYECKHUE 3HAHUA Y TECTHUPYEMOTO
OTCYTCTBYIOT, TEPMUHOJIOTHEN OH HE BJIAJICET U Ha BOMPOCHI TECTA PearupyeT MEAJICHHO.

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

YpoBenb
chopMHUPOBAHHOCTH Ouenka IMosicHenue
KOMIIETEHIINHU

TEOPETUUECKOE COACPKAHUE U MPAKTUICCKHE HABBIKU 110
S JUCITUTLTAHE OCBOCHBI MTOJIHOCTHIO;
Bricokuii BCE TIPEAYCMOTPEHHBIE MTPOrpaMMoii 00ydeHHs yIeOHbIe

(oTmraE0) 3aJ]aHMs BBIIIOJTHEHB! HA BEICOKOM YPOBHE;
KOMIIETCHIIMHU C(HOPMHUPOBAHBI
TEOPETUYECKOE COJIEPKAHUE U MPAKTUICCKUE HaBBIKHU T10
iy JUCIUIIIINHE OCBOEHBI ITOJIHOCTHIO;
Cpennuit (xoporo) BCE MPEIyCMOTPEHHBIE MPOrpaMMoil 00ydeHus yueOHbIe

3aJJaHus BBHITTOITHEHBI C HE3HAYUTENFHBIMU 3aMEYaHUSIMU;
KOMIIETEHIIMHU B I1eJIOM C(HOPMUPOBAHBI

TEOPETHUUECKOE COAepKaHNe U MPAKTUYECKHE HAaBbIKU T10
JUCHUIINIMHE OCBOCHBI YaCTHYHO, HO HpO6€JII)I HE HOCAT
3y CYLIECTBEHHOTO XapaKkTepa,;
Y 10BAETBOPUTEIBHBIN OOBIIMHCTBO NpeayCMOTPEHHBIX porpaMmon
(YIOBIIETBOPUTENHHO)

o0ydeHHss y4eOHBIX 3a7ay BBINOJIHCHO, HO B HHX
HAMEIOTCS OLMOKH;
KOMIIETCHIMH cHOPMHUPOBAHBI YACTHYHO

TEOPETUIECKOE COJICPKAHUE U MTPAKTUICSCKHE HABBIKH 110
JUCIHUIIIMHC HE OCBOCHBI,

OOJIBIIMHCTBO Py CMOTPEHHBIX porpamMMoin
o0ydeHns1 yueOHBIX 3aJaHnil TUOO HE BBITIOTHEHO, THO0
COJICP)KUT IPyObIe OIITHOKH;

JONIOJIHUTENNbHAs ~ CaMOCTOsITeNbHass ~ paboTra  Hax
MaTepuaioM He MPUBOIAMT K KaKOMY-ITHOO 3HAYHNMOMY
IIOBBINICHUIO Ka4€CTBA BBITIOJIHECHUA y‘Ie6HBIX 3a[{aHHI7[;
KOMITETEHIIMU HEe COPMHUPOBAHEI

«2»

HeynoBieTBopuTebHbII
(HEyTOBIIETBOPUTENHHO)

8.3. MeToanueckne Matepuajbl (TUIOBbIe KOHTPOJbHbIE 33/1aHNSA), ONpeeJisiIolue

pe3yJbTaThbl 00y4eHHs M0 JUCHHUIINHE, COOTHECEHHbIE ¢ HHAUKATOPAMH 10CTHKCHHSA

KoHTposbHBIE 3a/1aHNs, TPUMEHSEMBIE B paMKaxX TEKYIIEro KOHTPOJISI U IIPOMEKYTOUYHOU
aTTeCTalMy N0 JUCLHUILIMHE, HOCAT YHUBEPCAIBHBIN XapaKTep U IPEeIyCMaTpUBalOT BO3MOKHOCTD
KOMIUIEKCHOW OLIEHKM BCEero HaOopa 3asdBIIEHHBIX [0 JAaHHOW JWUCUUIUIMHE WHAWKATOPOB
c(OpPMHPOBAHHOCTU KOMITETEHIIUH.

8.3.1. Texkymmii KOHTPOJIb (Pa00Ta HA NPAKTHYECKUX 3aHATHAX)
(bopmupoBanue komnerenuu [1K-1, uaaukaropsr UIIK-1.1, UTIK-1.2, UTIK-1.3)

IIpumeps! 3agaHuil 1J151 NPAKTHYECKHUX 3aAHATUH

3aoanue 1.

[IpencraBbTe, uTo BBl paboTaeTe B KOMIaHUM PYKOBOAMTENEM OTAeNa Mpoaax. Bam Heobxoanumo
COCTaBUTh JOJDKHOCTHYIO MHCTPYKIIMH HA BAKAHTHYIO JIOJDKHOCTb — MEHEIDKEPA OT/IENA MTPOJAXK.
ChopMmynupyiTe OCHOBHBIE pa3ielbl  JOJDKHOCTHOM  WHCTPYKIUHU:  KBATH(DHUKAIMOHHBIC
TpeOOBaHUs, JOJDKHOCTHBIE OOS3aHHOCTH, OTBETCTBEHHOCTh, IIpaBa U B3aMMOOTHOIIEHMS.
Odopmure MOMKHOCTHYIO HMHCTPYKIIMIO CO BCEMH HEOOXOIMMBIMH PEKBU3UTAMHU JAHHOTO
JIOKYMEHTA.

3aoanue 2.
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Heobxomumo  3amomuuts  lllTaTHoe pacmucanue B COOTBETCTBUH C  TPeOOBAHUSIMH,
NPEeIbSIBISIEMbIMA K OPraHU3allMOHHO-PACHIOPSAUTENbHBIM JOKyMeHTaM (YHuuuupoBaHHas
¢dopma llITaTHOTO pacnucaHus MPHUIATACTCS)

3anonHs0TCS BCe PEKBU3UTHI.

3aodanue 3.

[IpencraBeTe, uTo BBl paboTaere B oTHene KaApoB opraHu3anuu. Bam HE0OXOAMMO MOATOTOBUTH
MPOEKTHI KAJAPOBBIX TOKYMEHTOB

l. Ha ocHoBaHuU 3aKIIFOUEHHOIO TPYAOBOIO J1I0oroBopa o npueme Meanosa M.M. Ha 1omxkHOCTD
MeHe/Kepa B Ballly OpraHu3anuio ohopMuTe MpHUKa3 Mo JUYHOMY COCTaBy O MpueMe Ha paboty (1o
yauduuupoBanaoit popme T Ne 1).

2. CoctaBbTe U OPOPMUTE XAPAKTEPUCTUKY HA COTPYIHHKA OTHAETa KaapoB, MOAMHCAHHYIO
PYKOBOJUTENIEM JaHHOTO CTPYKTYpHOTO mojpasnencHus. OpraHuszanui, (GpamMuiuu paOOTHUKOB
YKaXHUTE CaMOCTOSITENIBHO.

3. CoctaBbTe u 0hOpMUTE 3asBICHHE O MEPEBOJC HA APYTyI0 padOTy, B KOTOPOM YKaKHTE
CTPYKTYpHOE TMOJApa3JielieHne, JOJDKHOCTh, MpPU HEOOXOAMMOCTH — OcCOoOeHHOCTH B pabote
(HeToNHBIN paboumii JeHb, MmodacoBas oruiata). Ha ocHOBaHWUM 3asBICHHS COCTaBbTE MPHUKA3 IO
yuaudunmupoBannoi popme T Ne Sa

3aoanue 4.

4.1. CocTaBbTe pacnopspKeHHE PyKOBOJIUTENS 00 OpraHu3alliy JeKypCcTBa B MPa3IHUYHbBIC JHU C
31 nmexabps 2020 roma mo 10 smBaps 2021 roma. Ilpemnoxkure 3am. ampektopa mo AXY
(aIMUHUCTPATUBHO-XO3UCTBEHHAs! YacTh) OpraHu3oBaTh coTpyaHukoB 31.12.2020 go 17-00 u
MPOBEPUTHh U Olle4YaTaTh BCE CIIyeOHbIe momemieHus. OOsHKUTE MOJArOTOBUTH Ha YTBEPXKICHHE
rpadux nexypctBa n0o 31 gexabpsa. OpraHuzanuio ¥ (QamMHINU JOJDKHOCTHBIX JIMII YKaXKHTE
CaMOCTOSITEIILHO.

4.2. B cooTBeTcTBHM ¢ YHU(PUIIUPOBAHHON (HOPMOIA MpHKa3a O MOOUIPEHUU paOOTHHKA 3alOJTHUTE
BCE HEOOXOAMMBIC PEKBU3HUTHI, BKJIFOYAsI TIOJITUCH.

8.3.2 Texkymuii KOHTpPOJIb (IOATOTOBKA pedepara)
(popmupoBanue komnerenuuu [1K-1, nagukaroper UIIK-1.1, UT1K-1.2, UTIK-1.3)

Ilpumepnas TemaTuka pegeparos:

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

2. Hopmartusnsle fokymeHTsl (I'C/IOY, I'OCTh1). [lonsiTHe cTangapTH3alMy ¥ YHU(PHUKALHH.
3. Knaccudukanus JOKyMEHTOB.

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

5. TpeGoBaHuUs K TECTy TOKYMEHTA.

6. bnank. Buzasl 6mankoB. TpeboBanus k G1aHKaM JTOKyMEHTOB.

7. Oprann3allOHHbIE JOKYMEHTBHI.

8. Pactiopsiautenbabie JOKyMEHTHI. [IpuKka3sl M0 OCHOBHOM JieaTeTbHOCTH. Pacniopsbkenus.
9. IHdopMaimoHHO-CIIpaBOYHbIE TOKYMEHTHI. JloK1agHbIe, 00BsACHUTEIbHbIE 3aUCKU. CIpaBKH.
10. AkTh1, ux BuAbl. CoCTaBICHUE aKTOB.

11. IIpoTokosnsl 3acenanuii, coBernanuii. [lonHas u kpatkast popmMbl MPOTOKOIA.

12. JlenoBas nepemnucka.

13. JlokyMEHTHpOBaHHE MTPOLIECCOB IBUKEHUS KaPOB.

14. IIpukassl O TMYHOMY COCTaBY.

15. JInunoe 3asaBneHue. Benenne TMUHBIX KapTOYEK.

16. TpynoBoit 10roBop.

17. Benenue TpynoBbIx kKHIKEK. OopMiieHne JINYHbIX Je.

18. Texnomnorus paboThl ¢ ToKyMeHTamu. OpraHu3aius J0KyMEeHTO000opoTa.

19. Perucrpanuus 1OKyMEHTOB.

20. KOHTpOJIb NCIIOMHEHUS JOKYMEHTOB.

21. Homenkinatypa nen. Cucremarusanus nen. PopMupoBaHue Aeil.
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8.3.3 Tekymuii KOHTPOJIb (TECTUPOBAHNE)

(bopmupoBanue komnerenuu [1K-1, maaukaroper UTTK-1.1, UTIK-1.2, UTTK-1.3)

IIpumepsbl TeCTOBBIX 3aJaHU I

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

[ npukas, pacropspkeHue

L] pacnopsbkeHue, ykazaHue

M mocraHoBICHUE, peleHHE

M mporokou, akt

[ moroBop, ycTas, cornamieHue

OcCHOBHBIE PeKBU3HTHI JOKYMEHTA

M Ttekcr, OTMETKA O MPUIIOKEHUH

TEKCT, OTMETKA O MPHJIOKEHHH, J1aTa, HHICKC, 3ar0JI0BOK K TEKCTY
TEKCT, IpU( YTBEP>KACHHS, TOIUCH, 1€YaTh

ooood

TEKCT, ajipecar, Tpu@ yTBEPKIACHUS, BU3BI COTTIACOBAHMSI, ITOAINHKCH, TICYATh

TEKCT, 3ar0JIOBOK K TEKCTY, OJIIHUCh, TPU(Q COTIACOBAHUS, TPU( YTBEPKIACHUS, [1€YaTh
TEKCT, OTMETKA O MPUJI0KEHUH, IPU( COrIacOBaHUs, BU3bI COITIACOBAaHUS, IpU( YTBEPKIACHUS

HopMaTuBHBIH JOKYMEHT, perjaMeHTHPYmuii TpedoBaHuss K 0(OPMJIEHHIO JTOKYMEHTOB

00u1ero aAMMHNUCTPAaTUBHOTO ynpaJjenus (OP/I)
L] TOCT P 51141-98
(] T'OCT 6.10.5-87
M T'OCT P 7.0.97-2016
] EIrC1oy
L] MHCTpyKIUs 1O IEIONPOU3BOJCTBY
AKT M «rpU} yTBepKICHU»
aKT BCErJa yTBEPKIAETCs PYKOBOJIUTENIEM OpraHU3aluu
aKT yTBEP>KIA€TCS BBIIISCTOSIIIMM OPraHOM YITpaBJICHUS
YTBEPKIAKOTCS TOJIbKO HEKOTOPBIE BU/Ibl AKTOB
aKT HE UMECT «Tpuda YTBEPKICHUSI
aKT yTBEP>KIAETCs, B 3aBUCUMOCTHU OT PELIECHUsI PYKOBOJICTBA OPraHU3aluU
aKT yTBEP>KIA€TCs, B 3aBUCUMOCTH OT BBIIIECTOSIIIETO OpraHa yrpaBJeHUs
Cpoxk aeiicTBHS OPraHU3aMOHHO-TIPABOBLIX IOKYMEHTOB
[J OT OAHOTO 10 MATH JIET
[ 10 MOMEHTa UX OTMEHBI
[J mo Tpex et
[J mo mecstu jiet
[V 10 BBe/IleHHST HOBBIX B3aMEH YCTAPEBIINX
MartepuanbHblii HOCHTEJb HHpoOpMAUM O COOBITUSIX M SIBJEHHSAX
AEHCTBUTEJIbHOCTH U MBICJIUTEIBHOM 1eATEJbHOCTH YeJI0BEKA - ITO...
IIpasunvruvie sapuanmor omeema: JOKYMEHT; JlokyMeHT; TOKYMEHT;

OooxOn

00LEeKTUBHOIM

Kommiexke MeTonoB u npoueccoB padoThl ¢ JOKYMEHTAMH, OCYLIECTBJIsIeMbIil PpeANPUATHEM

NpPHU BBINOJHEHUH UM CBOMX (PYHKIHUIA - ITO ....

[] noxkymeHTamoHHOE oOecriedeHe yIpaBICHUs

[V 1enonpou3BoOACTBO

[] cucrema JOKyMEHTAIIUH

[] noxkymeHTHpOBaHHE

[J mokymMeHTOo0OOpOT

[] nokyMeHTHpOBaHHE YIPaBICHYECKON JeATeIBbHOCTH
JloKyMeHTHI KiIaccupuuupyoresd 1o rpugy Ha ...
OPHTHHAIBI, KOTTUH U TTOITMHHUKH

BHEIITHHE ¥ BHYTPEHHHE

WHIMBHUlyabHbIC, TUTIOBBIC U TpadapeTHbIe
PYKOIIMCHBIE, TIEYaTHBIE U DIICKTPOHHBIE
OpraHU3alMOHHbIC, PACTIOPSAUTEIBHBIC, CIIPABOYHBIC

Oooood
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|

KOHq)I/II[CHI_[I/IaHLHLIe, OrpaHUYCHHOI'0 AOCTYIIa U OTKPBITOIO IMMOJIb30BAaHUA

IHocaenoBaTe IbHOCTH U3JI0KEHHS MOJI0KEHUI Y CcTaBa npeanpusaTis

0O0IIME TTOJIOKEHUS

CBezleHus 00 YCTaBHOM KalluTale

OpraHU3aIMOHHO-IPABOBBIC OCHOBBI JICSITCILHOCTH OpraHU3alluu
OpraHsbl yIPaBICHUS U KOHTPOJIS, KX KOMIICTEHITUS

[paBUJIa BEJCHUS yUeTa U OTYCTHOCTH B OpraHU3aluu

0co0bIe BOTIPOCHI ACITEILHOCTA OpraHU3auN
YCIJIOBUS pEOPraHU3alUU Y JIMKBUAALIUN
JTanbl padoThbl ¢ BHYyTPEHHUMH JOKYMEHTAMHU
MOJTy4eHUE yKa3aHUs Ha pa3paboTKy TOKYMEHTOB
pa3paboTka mpoekTa JOKyMEeHTa
COIJIACOBaHUE MPOEKTA JTOKyMEHTA
KOPPEKTUPOBKA JOKYMEHTa, €ro oopMIIeHHE
oAU CaHUuE, YTBCPKIACHUC

perucTpanus 1 THpaKupoBaHUe

JIOBEJICHUE /10 UCTIOJTHUTENEH

KOHTPOJIb UCIIOJIHEHUS JOKYMEHTA

oo BN LB S S e

A rd AN LN I M

10: Tekyilee apXUBHOE XpaHEHUE

KoHTpoJib HCTIOJIHEHHS JOKYMEHTA OPpraHu3yer
M cayxba JOY

PYKOBOJUTEIN BCEX PAHTOB

CeKpeTapuar

ci1y»x0a KOHTpOJIA

orpeieNIeHHOE JOHKHOCTHOE JIUIIO0
PYKOBOJUTEIb IPEAIPUSITUS

e

ool

K HEPETrUCTPUPYEMBIM OTHOCATCH JOKYMECHTDI

MOPAZIOK pactpeneneHus npuobu U hopMupoBanue HoHI0B

IMPHUEM UCIIOJIHCHHOI'O JOKYMCHTA, CHATHUEC C KOHTPOJIA

CHOBAHHEM /JIsl PeXbABJICHHUA NIPETEH3UH SABJISIIOTCH JOKYMEHTbI

KOMMEPYECKHH aKT, CepTU(HUKAT KauecTBa, JOrOBOP, aKT IPUEMKHU TOBApa, TPEOOBAHHUS
cepTH(HKAT KayecTBa, I0rOBOP, aKT MPUEMKH TOBapa, TpeOOBaHUs

KOMMEpPUECKUH aKT, cepTU(UKaT KauecTBa, akT IPUEMKHU TOBapa, TpeOOBaHUs
cepTH(HKAT KauyecTBa, aKT IPUEMKH TOBapa, TpeOOBaHUS

| I/IH(I)OpMaI_II/IOHH]':Je MaTepHralibl, PCKIAMHBIC U MNO3APABUTCIIBHBIC IIMCbMaA, IIPOrpaMMBbI

CEMHUHApOB, COBELIaHNH, KOH(pepeHIH

| KOIIMKU HOPMATHUBHBIX JOKYMCHTOB, IIOCTAHOBJICHUSA W PACHOPSIKCHUSA TOCYHAPCTBCHHBIX

OpraHoOB, 00BSACHUTENILHEIC 3aITHCKU

L] CJ'Iy>KC6HLIe 3aIlMCKH, MMCbMaA, TCIICTPAMMBI, (I)aKCOFpaMMBI
L] PEKIIAMHBIC TMPOCICKTHI, IMPOTOKOJIbI KOJUJICTHAJIBHBIX OpraHOB, CIIPABOYHBIC MaTCpHAJIbI,

IJIaHBIL, IPOTrpaMMBbI, CBOAKH, OTYCTHI

[] muchbMa BBICIICH MHCTAHIIUK, TPEOOBAHUS, UCKH, TIPETEH3UH, KOJUICKTHBHBIC JIOTOBOPa
CooTBeTcTBHE ITANOB NOATOTOBKH YNPABJCHYECKHX PELICHUI CTAAUAM padoThI

aHain3 MpoOJeMHOM cutyanuu, (HopMHUpPOBaHHE
L[eJIeH, OLIEHKA IIPEAIIOYTEHHUM peleHui

OLIEHKA pAacIoiaraéMoro BpPEMEHH, OIpe/eIeHne
HEOOXO/IUMBIX PECYPCOB

dbopMupoBaHue  KpuTepueB  BblOOpa,  BBIOOp
€MHCTBEHHOI'O PELIEHUS

OpraHM3anysl BBINOJIHEHUS] pEUIeHMs, aHadu3 U
OLIEHKA JIOCTUTHYTOT'O pe3yJjbTaTa

cTaaus pa3paboTKH perieHus
MOATOTOBUTENbHAS CTaAUS
CTa/usl BBIOOpA perIeHus

cTaaus peain3alii MMIPUHATOTO PECIICHUA

ITociienoBaTe/IbHOCTH JITANOB MOATOTOBKHM YNPaBJIeHYECKUX pellleHHii, BXOAAIIMX B COCTAB
NOATOTOBHUTEIbHOM CTAANM M CTAAUH Pa3pa00TKH pelieHus

1: BbIsiBIEHHE U ONHMCAaHKE MPOOIEMHOMN CUTYaI[uN
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0NN AW

OLICHKA PacIojlaracMoro BpeEMeH!
olpeJieieHue He0OOXOAUMBIX PECYpPCOB
aHau3 MpoOJIEeMHOM CUTYaIH
(bopmupoBaHue 1eneit

OIpeIe]ICHUE OTPaHUYCHU I
pa3paboTKa BapUaHTOB PELICHUN
OLICHKA IIPEATNIOYTEHUN PEILICHUN

Craguu aHaauM3a aJbTEPHATHB M BbIOOpPa NPOrPaMMHOIO MPOAYKTA AaBTOMATH3AIUH

1:

AW N —

LR

10.
11.
12.
13.
14.

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

AOKYMEHT0000poTa
CocraBieHue nepedHs NpeabsIBIsIEMbIX OCHOBHBIX ()YHKIMOHATBHBIX U CUCTEMHO-TEXHHUYECKUX
TpeOOBaHUI K KOPIIOPATUBHOW CUCTEME aBTOMATU3alMHU IOKYMEHTO000pOoTa
Br16op cucreMbl BeCOBBIX KOI()PUIHEHTOB (OALIOB) WM PAHKUPOBAHHUE AJISI DKCIEPTHOM
OLICHKH
OneHka NPOrpaMMHBIX TPOAYKTOB C TOYKH 3PEHUS MPEIBSBISIEMBIX OCHOBHBIX
(YHKIIMOHATIBHBIX TPEOOBAHUI U CHCTEMHO-TEXHHUECKUX XaPAKTEPUCTHK
OT00p MPOrpaMMHBIX TMPOIYKTOB, YIOBIETBOPSIOMIMX BBIOPAHHBIM (PYHKIHMOHAIBHBIM U
CHCTEMHO-TEXHUYECKUM KPUTEPUSIM
OreHka aganTaoOHHBIX BO3MOYKHOCTEH OTOOPaHHBIX POIYKTOB
OTOop TpPOrpaMMHBIX MPOAYKTOB, YIOBJICTBOPSIOUIMX KPUTCPHUSIM  aJalTalldOHHBIX
BO3MOKHOCTEHN
CpaBHHTENIbHASI OIICHKA 3aTPaT, CBS3aHHBIX C MPUOOPETEHHEM M BHEAPCHHEM IPOTPaMMHBIX
POIYKTOB
OreHKa OIbITa MPUMEHEHHS OTOOPAaHHBIX MPOTPAMMHBIX MPOAYKTOB pEMyTaluu (UPMBbI-
pa3paboTunka
Br16op nporpaMMHOTro o0ecrieueH st Uik CUCTEMbI aBTOMATH3AIMH JJOKYMEHTO000pOTa

8.3.4. [IpoMe:xyTOYHBII KOHTPOJIb (BONPOCHI K IK3aMeHY)
(popmupoBanue komnerenuuu [1K-1, nngukaroper UIIK-1.1, UTTK-1.2, UTIK-1.3)

IIpuMepHBbIe BONIPOCHI K 3K3aMeHY

Oransl JOKyMEHTHPOBAHUS TPOU3BOJICTBEHHO - XO3AHCTBEHHOH EATEITLHOCTH.
TexHOJ0rus JOKYMEHTALMOHHOT0 00eCieueH sl yIpaBIeHusl.
[Topsinok cocTaBieHus U OPOPMIICHUS PacIOPSIAUTEIbHON JOKYMEHTALIH.
Cnyx0a JOKyMEHTAIl[MOHHOTO o0ecredeHus ynpasieHus. TpeOoBaHUS K OpraHU3aIM1 CUCTEMBI
JIOKYMEHTO000pOTA.
TpeboBanust K GOPMUPOBAHUIO €I B AETONPOU3BOJICTBE.
[Topsimok BBeeHUs B IEHCTBHE IPABUI BHYTPEHHETO TPYA0BOTO PACHOpsAKa.
JIoKyMeHTHpOBaHHE IO JOTOBOPHO-TTPABOBBIM OTHOIIECHHUSIM Y KOHOMHYECKON AEATEIbHOCTH.
[ToaroToBka JOKYMEHTOB K cJjaue B apXUB.

Knaccupukanua pexsusuroB no I['OCTY P 7.097-2016 «Cucrema craHmapToB 10
uHpopMalmy, OUOIMOTEYHOMY M H3AaTeNbCcKOMy Jeny. OpraHu3aiioHHO-PAacIoOpsIUTENbHAS
JOKYMEHTALIUS.

PazBuTue 37€KTPOHHOTO JJOKYMEHTOO0OPOTa B OpraHU3alliu.

[TmranoBO-OTYETHAS TOKYMEHTAIINS.

ABTOMaTH3AIMs 1EIONPOU3BOICTBA.

Cayx0a KOHTPOJISI BEICHHUS KaJpOBOW JOKYMEHTAIIMH Ha MIPEIITPUSTHH.

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

[IpaBumna opopmiieHHs U BbIJa4d KOIMHA JTOKYMEHTOB.

Opranu3anys orepaTuBHOTO XPaHEHUS JTOKYMEHTOB.

DKcrepTu3a EHHOCTH I0KYMEHTOB.

[TpaBuna cocraBieHust 1 0pOPMIICHUSI HOMEHKIIATYPHI JIET.

[Tpu3Haku knaccu(pukauyu HOMEHKIJIATYPBI €.

Kputepun onieHKH JOKYMEHTOB.
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21.
22.
23.
24.
25.
26.
27.
28.
29.
30.
31.

32
33
34

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

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

49

50.

51
52

53.
54.

55
56

57.
58.
59.
60.
61.

62.
63.

CucteMbl TOKYMEHTALUH 110 IMYHOMY COCTaBY.
Ocob6erHoct 0(hOPMIICHHS JINYHBIX JJOKYMEHTOB.
Cuctemsl 1 (OpMBI JOKYMEHTOB.
OCHOBHBIE IOTOKH JJOKYMEHTAIMH.
CayxeOnble 3anicku. TpeboBaHus K 0(OPMIICHUIO.
OCHOBBI 3aKOHOJIATEILCTBA IO APXUBHOMY JIEITY.
Cocrasnenue u ohopmiieHHE CITyKEOHBIX TTHCEM.
PexxuMbl XpaHeHHs JJOKyMEHTOB.
Omnuce aena. [IpaBuna popmMupoBaHue JOKYMEHTOB Ha apXUBHOE XpaHEHHUE.
Poinb 10KyMEHTAIIMOHHOTO 0OECTIeYeHs YIIPABICHHUS B COBPEMEHHOM OpraHU3aIiH.
OCHOBHBIE XapaKTE€PHbIC YEPThl OPraHU3aALMOHHO-IIPABOBON JOKYMEHTALUH.
. PernmamenTanust TOKyMeHTallMOHHOTO 00ECTICUCHHSI YIIPABICHUSI.
. CocraB u opopMiICHHE PACHOPSAUTEIBHON JTOKYMEHTALHH.
. Texnomnorust paboThl ¢ KOH(PUICHINATBHBIMU JOKYMEHTAMH.
CocraBienue 1 opopMIIEHUE aKTOB
Odopmurenpckue pekBu3UTHL. COCTaB PEKBH3UTOB JOKYMEHTOB.
Crpykrypa oopMIIeHUS TOJKHOCTHBIX HHCTPYKLUH.
Opranu3anus KOHTPOJISI UCIIOJTHEHUS JTOKyMEHTOB.
CocraBnenue 1 opopMIIeHHE TPOTOKOIA.
[Topsimox cocraBieHus ¥ OQOPMIICHHSI TAaOJIUI] U PUCYHKOB B HAYYHO-HCCIIEIOBATEIHCKOM
oTyere.
Opraauzanus paboThI ¢ TOKYMEHTaMHU.
[IpaBuna opopmiIeHHs IPUIIOKESHHH.
[Tonsatue o noxkymenToobopore. DopMbI perucTpanuu JOKyMEHTOB.
CocraBnenue 1 opopMIIEHUE TOTOBOPOB.
dnaroBoe 1 MPOJOIBHOE PACTIONIOKEHUE PEKBU3UTOB.
VYupenuTenbHble JOKYMEHTbI OPraHU3aIIH.
OreHKa 3HAYMMOCTH JOKYMEHTOB U CPOKH MX XPaHEHHUSI.
TpeboBanusi, npeabaBiIsieMble K TEKCTaM JOKYMEHTOB.
. CoctaB opranu3aiMoOHHO- MPABOBBIX JOKYMEHTOB.
@DopMbl perucTpaiu JoKyMeHToB. [lopsaok perucrpanuu.
. Texnonorus paboThl ¢ KaAPOBOH JOKyMEHTaLUEH.
. CocraB ¥ CTpyKTypa HITaTHOT'O pacCHHCaHUSI.
CocTaB HH(POPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB.
Oco0eHHOCTH NOJI0KEHUS O CTPYKTYPHOM TO/Ipa3AeICHUN OpraHU3aI|H.
. bmanku u popmarter JOKyMEHTOB.
. 3a7auy ¥ MyTH BHEJPEHUS aBTOMAaTU3UPOBAHHOIN CHUCTEMBI TOKYMEHTAIIMOHHOIO 00ecreueHHs
yIpaBJICHUS
OCHOBHBIE KJIACChl TUPAXKHO - 3aKa3HbIX aBTOMATH3MPOBAHHBIX CHUCTEM JIOKYMEHTAIIMOHHOTO
oOecrnieyeHusl yIpaBieHuUs
OKcIUTyaTallUOHHbIE XapaKTEPUCTUKU aBTOMATU3MPOBAHHOW CHCTEMBI JTOKYMEHTALMOHHOTO
oOecrnieyeHnst ypaBieHuUs
TexHOJ0rMM MPOrpaMMHON peanu3ali aBTOMaTHU3UPOBAHHOM CHCTEMBbl TOKYMEHTALMOHHOTO
oOecrnieyeHusl ypaBieHuUs
Kputepun ananu3a aBTOMAaTU3MPOBAHHOM CHCTEMBl JOKYMEHTAIMOHHOTO oOecreueHus
yTIpaBJICHUS
CocraBienue 1 opopmIIeHHE TPUKA30B [0 OCHOBHOM J1€ATEIIHOCTH.
OcobeHHOCTH BHIOOpA CHCTEMBI aBTOMATH3AIIHH.
Crparerun BHEIPEHHUS aBTOMATU3WPOBAHHON CHUCTEMbI JOKYMEHTAI[HOHHOI'O OOecredeHus
yTpaBJICHUSI.
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