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

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

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

KOMIIETEHIIU MepcoHana OpraHu3aiuu 1
KOHKYPEHTOCIIOCOOHOCTH OpraHU3aIuH.

WNIIK-1.2 BeiOupaer METOAUKH IPOBEICHUS
MOHUTOPUHTA U UCTIOJIb3YET OMBIT POCCHIUCKUX U
3apyOeKHBIX MPAKTUK B 00JIACTU YIIPaBICHUS
JEeSITeTbHOCTBIO (PU3KYIIBTYPHO-03JOPOBUTEIBHBIX
OpraHu3aIuu.

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

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

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

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

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

00y4eHust
Buj y4eOHoii padoThI Beero Cemectper

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




[ToaroToBKa K MPaKTUYECKUM 3aHSATHIM 56 56 -

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

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

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

Oo6masn
TPYAOEMKOCTH

n/n JI CHMILTAHB KonrakTHas paGora

CamMmocTosiTe Ib-
NpaKTHYeCKue Has pabdorta
3aHATHSA 00y4aonuxcs

=
&
@
&
=

JeKIHH

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

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

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

MPaBOOTHOIICHHH.

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

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

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

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

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

JAOKYMCHTAlIUOHHOT' O




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

KonTakTHas padora

Oo6masn
TPYAOEMKOCTH

CamMmocTosiTe Ib-
NPaAKTHYECKHE Hasi pabora
3aHATHSA 00y4arouuXxcs

w
[}
o
=
=

JICKIIUH

oOecrnieueHus yIpaBieHUs

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

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

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

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

Bcero 108 20 16 72

IK3aMeH 36 - - -

Hroro 144

4.2. ConepxxaHue pa3iesioB IUCHUIIIHHBI
Beenenne

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

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

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

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

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

Tema 2. CucreMa OpraHu3alMOHHO - PACIIOPAAUTEIbHON TOKYMEeHTALMH.

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

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

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

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

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

Tema 3. JlokyMeHTHPOBaHUE TPYAOBBIX NPABOOTHOIICHMIT

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

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

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

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

Tema 5. TexH0JI0THN JOKYMEHTAIIMOHHOT0 00eceYeHus1 yIpaBJIeHus

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

Tema 6. Cucrema padoThl ¢ KOH(pHIEHINAIBLHBIMH JOKYMEHTAMM

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

Tema 7. ApXxuBHOe XpaHEeHHH JOKYMEHTOB. JKCIIePTH32 eHHOCTH JOKYMEHTOB

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

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

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

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

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

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

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

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

Meponpuatiss MO BbIOOPY CHUCTEM aBTOMATH3aLlUH JOKYMEHTAllMOHHOTO OOeCIeueHust

ynpasieHus. OCHOBHbIE  KaueCTBEHHbIE  MapaMeTpbl  (YHKIMOHAIBHBIX  XapaKTEPUCTHK.
6



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

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

4.3. llpakTuyeckue 3aHATHSA / J1aOOpPaTOPHbIE 3aHATHUS

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

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

5.1. OcHoBHas JIMTEpaTypa

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

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

5.2. JlonmostHUTEIbHAS JIUTEpaTypa

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

2. SlaxoBuy, 111. A. Jlenonpon3BOACTBO B KaapoBo# ciayxoOe : yueonuk / I1I. A. SIakoBHuY. —
MockBa  :  HOwnwurm-/lama, 2017. - 161 C. : cxem., Tabn. —  URL:
https://biblioclub.ru/index.php?page=book&id=685463
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5.3. JIuleH3MOHHOEe MPOrpaMMHoe o0ecrevyeHne
1. Microsoft Windows 10 Pro
2. Microsoft Office 2007

5.4. CoBpemeHHnble mpodeccHOHAIbHbIE 0a3bl JaHHBIX H HHQOPMANHMOHHbIE
CIPaBOYHbIE CHCTEMbI
1. KommbrorepHblie HHGOPMAIHOHHO-TIPABOBbIE CUCTEMBI «KOHCYIBTaHT»
http://www.consultant.ru, «I"apauT» http://www.garant.ru
2. OdunmanpHBII HHTEPHET-IIOPTAI IIpaBoBOi HHMopMalwu http://pravo.gov.ru.
3. Cnyx0a TeMaTHYECKUX TOJKOBBIX ciioBapeit http://www.glossary.ru/
4. LIeHTp KOMITETEHIIMH 10 BOITPOCAM JIOKYMEHTAIIMOHHOTO 00CCIICUeHH S YITPABICHUS U apXUBHOTO
nena, « JHIMKIIoNe1us aenomnpousBoacteay http://www.edou.ru/enc/
5. Hayunas snektponHas oubnuroreka http://www.elibrary.ru
6. OBC «YHuBepcurerckas oubmuoreka onnaiiny https://biblioclub.ru/index.php
7. AIMUHHCTpaTUBHO-YyTpaBIeHYecKuid optai http://www.aup.ru/
8. DnekTponHO-OMONMOTEeYHAs crcTeMa «Jlanby https://e.lanbook.com/

6. MaTepuaibHO-TEXHHYECKOe oDecredeHne T CHUTIIHHbI

1. JlexunoHHast ayJuTOpHs, ayJUTOpPHs JJid TPYNIOBBIX M WHAMBHUIYaJIbHBIX KOHCYJIbTallUH,
OCHAIIIEHHasi KOMIUJIEKTOM MeOenu Juis ydyeOHOro mpoliecca, y4eOHOH JOCKOM, MepCcoHaIbHBIM
KOMIIBIOTEPOM, IJIa3MEHHOM MaHEJIbIO.

2. Aymutopus I NpOBEIEHHs MPAKTHUECKUX U CEMUHAPCKUX 3aHATUH, TEKYIIEro KOHTPOJS U
IIPOMEXXYTOYHOHN aTTeCTallui, OCHAIIEHHAs: KOMIUIEKTOM MeOelH i y4eOHOro nporecca, yueOHoMH
JOCKOH, IepCOHAIbHBIM KOMIIBIOTEPOM, IJIA3MEHHOMN MaHENbIO.

3. Ayautopusi Uil caMOCTOSITEIbHON pabOThl CTYEHTOB, OCHAIIEHHAS KOMIUIEKTOM MeOeH st
yuebHOro rmnporecca, y4eOHOW JOCKOHM, NEepCOHANbHBIMM KOMIBIOTEPAMU C BO3MOKHOCTBIO
NOJKJIIOUeHUs K ceTH «MIHTepHEeT» U 10CTYNOM K 3JIEKTPOHHON MHPOPMaIMOHHO-00pa30BaTeIbHON
cpene YHHUBEPCUTETA.

1. MeToauuecKkue PEKOMEHIAIUH IO OPraHu3aliu U3yYCHUS TUCHUIIJINHBI

7.1. MeToanyeckue peKOMeHAAI UM MPeNnoiaBaTeso

JlaHHBI pa3zen HacTosmied palOoueill mporpamMMbl NpeAHA3HAYEH IS HAYMHAIOMIUX
npenoaaBaresieil U CrieluaiicTOB-IIPAKTUKOB, HE UMEIOIINX OIbITa MPENo1aBaTeIbCKOW padoThlI.

HqucuummHa — «/loKyMEHTHpOBaHHME  YIpPABJIEHYECKOW  NEATEIbHOCTU»  SIBISETCS
JTUCIUIUINHON, ¢dopMupyromelt y oOyuatonxcs uvactuyHo kommnerenuuto [IK-2, TIK-7. B
YCIOBHUAX KOHCTPYMPOBaHUS 00pa3oBaTENbHBIX CHCTEM Ha MPHUHLUUIAX KOMIETEHTHOCTHOTO
MOJIX0Jla TPOU30LLIO KOHIENTyalbHOE HM3MEHEHHE PO IpEenojaBaTelis, KOTOPBIA, Hapsay c
TPaJUIIMOHHON POJIbIO HOCUTENS 3HAHUM, BBHIOIHAET (PYHKIUIO OpPraHU3aTopa HayYHO-TIOUCKOBOM
paboThl oOyuarolerocsi, KOHCYJIbTaHTa B Ipoleaypax BbIOOpa, oOpaOOTKHM M WHTEpIpETaUU
uHpOpMaLUU, HEOOXOJUMOH 111 IPAaKTUYECKOTO IEHCTBHS M JaJIbHEHINEro pa3BUTHUS, YTO JIOJKHO
00s3aTeNIbHO YUYMTHIBATHCS MPU NPOBEIACHUM JIEKUMOHHBIX M MPAKTHUYECKUX 3aHATHH 10
JUCLUILINHE «/[OKyMEHTHpOBaHNE YyIIPABIECHUYECKON AEATEIbHOCTIY.

[IpenomaBanme  TeopeTWUECKOro  (JEKIMOHHOIO)  Marepuajga 1o  JUCIUIUIMHE
«/lokymMeHTHpOBaHHE  YINpPaBICHUYECKOM  JESITEIBHOCTH»  OCYLIECTBJIETCI  HAa  OCHOBE
MEXIUCUUIUIMHAPDHOM HHTErpallid M YeTKUX MEXKIUCUUIUIMHAPHBIX CBSI3ed B paMKax
o0pa3oBaTeNbHON IPOTrpaMMBbl U ydeOHOro TuiaHa 1o HanpasieHuo 38.03.02 MeHeKMeHT.

[TonpoOHOE coaepkaHuWe OTAENBHBIX pa3feioB JAUCHUILUIMHBL  «JlOKyMEHTHpOBaHHE
YIpaBJIEHYECKOH IeATETFHOCTHY paccMaTpuBaeTcs B 1.5 pabodeil mporpaMMel.

Mertonanka onpeaeneHuss UTOrOBOIO CEMECTPOBOIO PEUTHHIa 00y4arOIerocs Mo JUCIUILIIMHE
«JlokymMeHTHpOBaHME YIIPaBICHUYECKON JesITeNbHOCTH» IpeacrasieHa B coctae POC mno
TUCIUTIIIMHE B 1 8§ paboueil porpamMMsl.
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[TpumepHBIe TeMbI pedepaToB I TEKYIIETO KOHTPOJIS M TIEPEeYeHb BOTIPOCOB K IK3aMEHY I10
JTUCIIUIUIMHE TaK)Ke MpecTaBiIeHbl B I 8 pabouell mporpaMMsl.

IlepeyueHb OCHOBHOW M JOINOJHUTEIBHOW JIMTEPATYPbl M HOPMATHUBHBIX JOKYMEHTOB,
HEOOXOJUMBIX B XOJ€ IMpernojaBaHusl TUCHUIUIUHBI «J[OKyMEHTHpOBaHHE yMpaBICHUYECKON
JIeATETLHOCTHY, TMPHUBEIEH B 1.8 HacTosied paboueid mporpammsbl. IIpemonaBarento ciemyet
OpPUEHTUPOBATH OOYYAIOIIMXCS HA UCIIOJIb30BAHUE MIPH MOJATOTOBKE K MPOMEXKYTOUHOM aTTecTaluu
OpHFHHaHBHOﬁ BCPCUH HOPMATUBHLIX TOKYMCHTOB, llef/'ICTByIOH_[I/IX B HACTOAICC BPCM:I.

7.2. MeToanuyeckue yKa3aHusi 00y4arommumMcst

[Tomydyenue yrayOJIeHHBIX 3HAHWW 1O JUCIMIUIMHE JOCTUTAeTCS 3a CYET AaKTUBHOU
CaMOCTOSTENbHON paboThl oOyuaromuxcs. Boigensemble yachl 11e1eco00pa3Ho MCIOJIB30BaTh IS
3HAKOMCTBA ¢ Y4eOHOH M HayYHOW JTUTEpPATypOM MO MpodJieMaM TUCIUIUIMHEI, aHATN3a HAyYIHBIX
KOHIIECIIINI.

B pamkax TUCHUIUIMHBI PEAYCMOTPEHBI PA3IMYHbIC ()OPMBI KOHTPOJIST YPOBHS JOCTHKCHUS
00y4JaroIMMUCS 3asiBICHHBIX WHANKATOPOB OCBOEHUS KOMIETeHIUNH. Dopma TeKyIero KOHTPOJIs —
aKTUBHAs paboTa Ha TPAKTUUYECKUX 3aHATHUSIX, MOATOTOBKa pedepara m TectupoBanue. Dopmoit
MIPOMEKYTOUYHOI'O KOHTPOJISI MO JAHHOM JAMCHMIUIMHE SIBISIETCS SK3aMEH, B XOJI€ KOTOPOro
OIICHUBAETCA YpPOBEHb JOCTIKEHUS OOYyYalOUMMHUCS 3asBICHHBIX HMHAUKATOPOB OCBOCHUS
KOMIIETCHIINH.

MeTtonyuecKre yKa3aHus 10 OCBOCHUIO AU CHUTLIHHBI.

JIeKIIMOHHbIE 3aHATHS MPOBOJSATCS B COOTBETCTBHM C COJEpXKAaHUEM HacTosied paboueit
MPOTPaMMBbI U TIPEJICTABISIOT COOOM M3II0KEHNE TCOPSTHYECKUX OCHOB JTUCITUTUTHHEI.

[Tocemienne NEKIMOHHBIX 3aHATHI SIBISIETCA 003aTENBHBIM.

KoHcnekTupoBaHue JEKIIMOHHOTO MaTepuaa JOMYyCKaeTcsd KaK IUCbMEHHBIM, TaK U
KOMIIBIOTEPHBIM CIIOCOOOM.

PerynsipHoe moBTOpeHMe Marepuana KOHCIEKTOB JIEKIHMHM IO KaXKIOMY pas3zielly B paMKax
MOJATOTOBKUA K TEKyIIUM (hopMaM aTTeCTAllMH MO JUCIUILIMHE SBISETCS OJHUM M3 BaKHEHIIMX
BUJIOB CaMOCTOSITENIbHON pabOThl CTYZ€HTa B T€UEHUE CEMECTpPa, HEOOXOAMMOM ISl KaueCTBEHHOU
MOArOTOBKH K IIPOMEKYTOUYHOM aTTECTALMHU 110 JUCLHUIUIMHE.

[IpoBeneHre NPAKTUYECKUX 3aHATUN MO JUCHMUILUIMHE «/[OKYMEHTUpPOBAaHHE YIIPABICHUYECKON
JESTENILHOCTH OCYIIECTBIISIETCS B CIEAYIOIMUX opMax:

— aHaIW3 TPaBOBOM 0a3bl, pErIAMEHTHPYIOMIEH JEATeTbHOCTh OpraHu3alluil pa3TuYHBIX
OpTraHU3aI[IOHHO-TIPABOBBIX (HOPM;

— OIpoC MO MaTepualiaM, PaCCMOTPEHHBIM Ha JIEKIUAX U HM3YYEHHBIM CaMOCTOSITEIIBHO IO
PEKOMEHIOBAHHOM JIUTEPATYPE;

— PCUICHME TUMNOBBIX PACYCTHBIX 3aJ1a4 110 TEMaM,

— aHanM3 M 00CYXICHHE MPAKTHUECKUX CHUTYAIHi 110 TeMaM.

[Tocemnenre MpakTHYECKUX 3aHATUM U aKTHBHOE YYaCTHE B HUX SIBJISIETCS 00s13aTEIHHBIM.

[TonroroBka K TMPaKTUYECKUM 3aHATHSAM O00S3aTENbHO BKIOYAeT B ce0s H3ydeHHe
KOHCIIEKTOB JIEKIIMOHHOTO Marepuaja W pPEeKOMEHJIOBAaHHOW JIUTEpaTyphl IS aJCKBATHOTO
MOHMMAHUSA YCIOBUS U crmoco0a pelieHus 3aJaHui, 3arllaHupPOBAaHHBIX TIpErojaBareieM Ha
KOHKPETHOE MTPaKTUYECKOE 3aHITHE.

MeToMUeCKHe  YKAa3aHWs 110 BBINOJHEHHUIO  Pa3aW4HBIX  (HOpM  BHEAyJUTOPHOM
CaMOCTOATENLHOM padOThI

H3yyeHre OCHOBHOW M JONOJHHUTCILHOW JUTEPATYphl, a TaKkKe HOPMATHBHO-IPABOBBIX
TOKYMEHTOB TI0 JUCIUIUIMHE MPOBOIUTCS HAa PETYISPHOM OCHOBE B pa3pe3e KaxJAoro pasieia B
COOTBETCTBUU C MPUBEIECHHBIMH B 1.5 pabouell mporpaMMbl PeKOMEHIAIUSMU AJIs MMOATOTOBKH K
MPOMEKYTOYHOM  aTTeCTalldd 1O  JUCHUILIMHE  «JlOKyMEHTHpOBaHWE  yIPaBJICHUYECKOU
nesTeNbHOCTH». CIUCOK OCHOBHOW ¥ JTOTIOTHUTEIHHOU JIUTEPATYPHI B 00S3aTENBHBIX K U3yUEHHUIO
HOPMATHBHO-TIPABOBBIX JOKYMEHTOB IO JWCIMIUIMHE TPUBEACH B II.7 HACTOSIIEH pabdodeit
nporpammel.  ClienyeT OTAaBaTh NPEANOYTEHUE M3YUYCHHI0 HOPMATHUBHBIX JIOKYMEHTOB TIO
COOTBETCTBYIOIIUM pa3/ieiaM JUCITUTUIMHBI IO CPAaBHEHHIO C X aJIallTUPOBAHHON MHTEPIPETAINEH
B yueOHOU JHTEpaType.




Pewienue 3amad B paspese pa3[eioB IUCLMIUIMHBL «/JOKyMEHTHpOBaHUE YIIPABICHYECKON
JESITEIbHOCTH SIBIISETCS] CAMOCTOSITEIbHON paboTol 00yuaromierocsi B popmMe JOMAIIHEro 3a4aHus
B ClIy4asX HEIOCTaTKa ayAUTOPHOI'O BPEMEHM HA MPAKTUYECKUX 3aHATHUSX A PELICHHUs] BCEX
3aJa4, 3aIlJIJaHUPOBAHHBIX MPENIOAaBATEIEM, IPOBOIAIINM IIPAKTUUECKHUE 3aHATHS 110 IUCLHUIUIMHE.

MeTtonyeckue yka3zaHus 110 HOJArOTOBKE K IPOMEXKYTOUHOM aTTecTaliuu

[IpoMexyTouHass arrecTtauuss IO AUCHUILNIMHE «JlOKyMEHTHpOBaHHME YNPaBICHYECKON
JEeSITeIbHOCTH» TPOXOIUT B (hopMe sk3ameHa. IIpuMepHBIi mepedeHb BOMPOCOB K 3K3aMEHY IO
JUCLMIUINHE «/[OKyMEHTHPOBAaHHE YNPABICHYECKON ACATEIBHOCTH» M KPUTEPUM OLEHKH OTBETA
oOyuyarolierocss Ha 5K3aMEeHe JUIsl LeJded OLEHKH JOCTHXKEHMs 3asBJICHHBIX HMHJIUKATOPOB
c(OpMUPOBAHHOCTH KOMITETECHIIMH TpuBeneHbl B coctape POC mo aucuurinHe B 11 8 paboueid
IIPOrPaMMBI.

OOyuaromuiicst JOIyCKaeTcsl K MPOMEKYTOUHOM aTTeCTalluy 110 JUCLMILIMHE HE3aBUCUMO OT
pE3yJIbTaTOB TEKYLIETO KOHTPOJIS.

8. ®OoH/1 O1IEHOYHBIX CPECTB MO AUCIHUIIHHE

8.1. IlepeyeHb KOMIETEHIUH € yka3aHWeM JTanoB uX (GopMHPOBaHUS B mpouecce
OCBOEHMS TUCHUNIUHBL. DOPMbI KOHTPOJIsI HOPMUPOBAHUSI KOMIIETEHIHIT

Koa n NHaukaTopbl 10CTHXKEHUST STannl
HANMMEHOBaHUeE KOMIIeTeHIINH OPMHPOBAHUS
. 1 DopMa KOHTPOJIS (popmup
KOMIIETeHI NI (pa3neant
JUCIMILJIMHbI)
IIK-1 Cnocoben NIIK-1.1 Aranmu3upyer

IIPaBJIATH

yib TEHJICHIIUU PbIHKA

CTPYKTYPHBIM

HoJpa3aeeHUEM T10 (uskynbTYpHO-

usmueckoi 03JOpPOBHUTECIILHBIX yCIIyT

KYJIBTYPEC U CIIOPT

YIRTYP PTY" | u, B TOM uncre ¢ uemsio
OIICHKH
npodheCCUOHATIBHBIX
KOMIIETCHIIMI EpCcoHaa
OpraHu3aluH U ITpoMexyTOUHBIN
KOHKYpPEHTOCTIOCOOHOCTH | KOHTPOJIb:
9K3aMCH
OpraHU3alUU. Tescy i
NIIK-1.2 BeiOupaer KOHTPOJIb: Tembr 1-12
METOJIMKH TIPOBEICHUS OIpoc Ha
MPAKTUYCCKUX

MOHUTOPHUHTA U SAHATHAX:
HCTIONB3YET OIBIT pedepar;
POCCHICKHX 1 TECTHPOBAHUE

3apyOEKHBIX MPAKTHUK B
o0acTu ynpaBJeHHUs
JIeSITEIIbHOCTHIO
(bU3KYIBTYpHO-
0370POBUTENbHBIX
OpTraHU3AIMN.

NIIK-1.3 PazpabatpiBaet
PEITIOKECHHUS TI0
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CTUMYJIMPOBAHUIO U
MOTHBALIMHU NIEPCOHAIIA
(U3KyIBTYpPHO-
03JIOPOBUTEIBHBIX
OpTraHU3AIUN.

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

8.2.1 Kputepuu olieHKH OTBETAa HA IK3aMeHe

(dpopmupoanue kommerenimu [1K-1, unmukaropsr UIIK-1.1, UTIK-1.2, UTIK-1.3)

«5» (oTaM4HO): OOydarIuics JAEMOHCTPUPYET CHCTEMHBIE TEOPETUYECKHE 3HaHMS,
NPaKTUYECKHE HABBIKHU, BJIaJIeeT TEPMUHAMH, J€JIaeT apIryMEHTUPOBAaHHbIE BBIBOJIBI U 000OLICHHUS,
IPUBOAUT MPHUMEPHI, MOKA3bIBAET CBOOOJHOE BIJIQJICHUE MOHOJOIMUYECKOW peubi0 U CIIOCOOHOCTD
OBICTPO pearupoBaTh Ha YyTOUHSIOLIME BOIPOCHI.

«4» (xopomo): oOyyaromMics JIEMOHCTPUPYET IPOYHbIE TEOPETUYECKHE 3HAHMS,
IIPAKTUYECKHE HABBIKY, BJIAJICET TEPMUHAMH, JI€JIAET apryMEHTHUPOBAaHHbIE BBIBOJbI U 000OIIEHHUS,
IPUBOJIUT IPUMEPHI, MOKa3bIBa€T CBOOOJHOE BJIAJIEHHME MOHOJOIMYECKOM peublo, HO IpPHU ITOM
JIeNlaeT HECYIIEeCTBEHHbIE OIMMOKH, KOTOphIe OBICTPO HCHPABISIET CaMOCTOSTEIBHO WM TpU
HE3HAYUTEJIbHON KOPPEKIUU IPETIOJAaBATEIIEM.

«3» (YAOBJIETBOPUTEJIBHO): OOydJarOUIMiics JEMOHCTPUPYET HErIyOOKHE TeOpeTHUYeCKHe
3HaHUS, TPOSABISAET Ciab0 CPOPMHUPOBAHHBIE HABBIKM aHajdM3a SBJICHUH U IPOLECCOB,
HEJ0CTATOYHOE YMEHHE JEJIaTh apryMEHTUPOBAHHBIE BBIBOABI U IIPUBOJUTH IIPUMEPSHI, TIOKA3BIBACT
HE JI0CTaTOYHO CBOOOJIHOE BIa/IEHME MOHOJOIMYECKOM peublo, TEPMHMHAMH, JIOTHUYHOCTBIO U
MOCJIEZI0BATEIbHOCTRIO HM3JI0KEHHS, JeNaeT OIMOKHU, KOTOPbIE MOKET HCIPaBUTh TOJIBKO INpPHU
KOPPEKLNHU MTPENOIaBaATEIIEM.

«2» (Heyl0BJIETBOPHUTEJIbHO): OOYUaIOLIUICS JIEMOHCTPUPYET HE3HAHUE TEOPETUUYECKUX
OCHOB IIPEIMETA, OTCYTCTBHE NPAKTUYECKUX HABBIKOB, HE yMEET JeNaThb apryMEHTHPOBAHHBIE
BBIBOJIbI U TNPUBOJUTH HPHUMEpPbI, MOKa3bIBaeT cj1aboe BIAJEHUE MOHOJIOTMYECKOM peublo, He
BIIQZICET TEPMUHAMH, IPOSBIIAET OTCYTCTBUE JIOTMYHOCTU M IIOCIEHOBATEIBHOCTU H3JI0KECHHUS,
Jenaer oOmHOKM, KOTOpblE HE MOXKET HCIPAaBUTh Jake IpPH KOPPEKIHH IpernojaBaTeieM,
OTKa3bIBACTCS OTBEYATH HA JOIOJHUTEIbHBIE BOIIPOCHI.

8.2.2 Kputepum onieHKH padoThl 00y4a0erocss Ha NPaKTHYeCKUX 3aHATHSIX
(popmupoBanue komnereniuu [1K-1, naaukaropsr UTTK-1.1, UTTK-1.2, UTIK-1.3)

«5» (OTJIMYHO): BBHINOJHEHBI BCE MPAKTUYECKHE 3aJaHus, MPEITyCMOTPEHHBIE
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, OOYYarOIIMiicS ¢ KOPPEKTUPYIOIMIMMHU 3aMEUYaHUSMU TPEeroIaBaTess
OTBETHJI Ha BCE KOHTPOJIbHBIE BOMPOCHI, TOCTATOYHO aKTUBHO pa0dOTal Ha MPAKTHUYECKHUX 3aHSATHUSX.

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

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

«5» (0TJIM4HO): TeMa pedepaTa aKTyalbHa U PACKPBITA MOJIHOCTBIO; pedhepaT MoArOTOBIEH
B YCTaHOBJIGHHBIH CPOK; O(OpMIIEHHE, CTPYKTYypa U CTWJIb M3JIOKEHUS pedepara cOOTBETCTBYIOT
IpEIbABISIEMBIM TPEOOBAaHMUAM K O(OPMIICHUIO JOKYMEHTA; pedepar BBIIOIHEH CAMOCTOSTEIBHO,
NPUCYTCTBYIOT COOCTBEHHBIE OOOOIICHMS, 3aKIIOYEHHs W BBIBOJBI; IOATOTOBIEH JOKJIAJ,
u3jaraeMblii 6€3 UCIOIb30BaHMs OIIOPHOI'O KOHCIIEKTA.

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

«3» (Yn0BJIeTBOPHTEIbHO): TeMa pedepara akTyalbHa, HO PACKpbITa HE MOJHOCTBIO;
pedepaT MOATOTOBJIIEH C HAPYLIEHHEM YCTaHOBJIEHHOIO CpOKa IPEJCTaBICHUS; O(OpMIIECHUE,
CTPYKTYpa M CTHUJIb U3JIOXKEHHUs pedepaTa HE B IMOJHOM Mepe COOTBETCTBYIOT HPEAbABISEMbIM
TpeOOBaHUAM K O(POPMIICHHUIO IOKYMEHTa; B 11€JI0M pedepar BBINOJIHEH CaMOCTOSTEIbHO, OJHAKO
OYEBU/IHO HAJIMYME 3aMMCTBOBAaHMM 0€3 CChUIOK Ha MCTOYHHMKH; IOJATOTOBJIEH JOKJIAJA, N3JIaraeMbli
C MCII0JIb30BaHUEM OIOPHOT'O KOHCIIEKTA.

«2» (HeylOBJIETBOPHUTEJbHO): TeMma pedepara akTyallbHa, HO HE pacKphITa; pedepar
HOJTrOTOBJIEH C HAPYLIEHUEM YCTAaHOBICHHOI'O CpOKa IPEJCTABICHMS; O(hOpPMIIEHUE, CTPYKTypa U
CTHJIb M3JI0XKEHHs pedepaTa HE COOTBETCTBYIOT IMpPENBSABISEMBbIM TPEOOBAHUAM K O(OPMIICHHUIO
JOKyMEHTa; B pedepare 04eBUAHO HAMYME 3HAYUTEIBHBIX 00HEMOB 3aMMCTBOBAaHHMN 0€3 CCBHUIOK
Ha UCTOYHMKH; JTOKJIAJ HE MOATOTOBIIEH.

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

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

CranpmapTHas IIKaja COOTBETCTBHS pe3yJIbTATOB TECTUPOBAHUS BBICTaBIAEMON OallIbHOMN
OLICHKE:!
- «OTJIMYHO» - CBbIIIE 85% IMpaBUIIbHBIX OTBETOB;
- «xopoto» - oT 70,1% no 85% npaBuIbHBIX OTBETOB;
- «yIOBIETBOPUTENBHO» - OT 55,1% 10 70% npaBUIbHBIX OTBETOB;

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

TEPMUHAMH U 00JIaZlaeT CIIOCOOHOCTHIO OBICTPO pearnpoBaTh Ha BONPOCHI TECTA.

«4» (X0pomI0): TECTUPYEMBIN B IIEJIOM JEMOHCTPUPYET CUCTEMHBIE TEOPETUUECKNE 3HAHMS,
BJajieeT OONBIIMHCTBOM TEPMUHOB M 00JIaaeT COCOOHOCTHIO OBICTPO pearupoBaTh Ha BOIPOCHI
TecTa.

«3» (YnoBJIETBOPHTEJBHO): CHCTEMHBIE TEOPETHUECKHE 3HAHHUS Y TECTHPYEMOIo
OTCYTCTBYIOT, OH BJIa[Ie€T HEKOTOPHIMU TE€pPMUHAMH W Ha BOMPOCHI T€CTa pearupyer IOCTATOYHO
MEJIEHHO.
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«2» (HeyHOBJIETBOPUTEJIBHO): CHCTEMHBIE TEOPETUUYECKUE 3HAHUS Yy TECTUPYEMOTO
OTCYTCTBYIOT, TEPMUHOJIOTHEN OH HE BJIAJICET U Ha BOMPOCHI TECTA PearupyeT MEAJICHHO.

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

YpoBenb
chopMHUPOBAHHOCTH Ouenka IMosicHenue
KOMIIETEHIINHU

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

(oTIM9HO)
3aJJaHus BBIIIOJHEHB! HA BEICOKOM YPOBHE;
KOMIIETCHIIMU C(HOPMHUPOBAHBI
TEOPETUYECKOE COIEPKAHUE U MPAKTUICCKUE HABBIKHU I10
iy JUCIUIIIINHE OCBOEHBI ITOJIHOCTHIO;
Cpennuit (xoporo) BCE MPEAYCMOTPEHHbIE MTPOrpaMMoil 00yueHHs yueOHbIe

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

TEOPETHUECKOE CO/ICpKAHUE U MPAKTUUCCKUE HABBIKHU I10
JUCHUIINIMHE OCBOCHBI YaCTHYHO, HO HpO6€HBI HC HOCAT
3y CYIIECTBEHHOTO XapaKTepa;
Y moBII€TBOPUTENLHBIN OOJIBIIIMHCTBO peayCMOTPEHHBIX aporpaMMon
p
(YIOBIETBOPUTENHHO)

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

TEOPETUYECKOE COJIEPKAHUE U MTPAKTUIECKHE HABBIKH 110
JTUCIUIUINHE HE OCBOCHBI;

OOJBIIMHCTBO IPeTyCMOTPEHHBIX porpamMMoin
0o0y4eHuns1 yueOHBIX 3aJaHui JINOO HE BBITIOIHEHO, JTHOO0
COJICPXKUT TPyObIe OLITUOKH;

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

«2»

HeynosnerBopurenbHbIi
(HEYIOBIETBOPHUTEIHHO)

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

pe3yJbTaThbl 00y4eHHs M0 JUCHHUIINHE, COOTHECEHHbIE ¢ HHAUKATOPAMH 10CTHKCHHSA

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

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

IIpumeps! 3agaHNil AJ151 NIPAKTHYECKHUX 3AHATUHH

3aoanue 1.

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

3aoanue 2.

13




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

3anonHs0TCS BCe PEKBU3UTHI.

3aodanue 3.

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

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

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

3. CocraBbTe U 0QOpPMHUTE 3asiBICHUE O MEPEBOAE HAa JAPYTYI0 pabOTy, B KOTOPOM YKaKHUTE
CTPYKTYpHOE TMOJApa3JeieHne, JOJDKHOCTh, MpPU HEOOXOAMMOCTH — OCOOGHHOCTH B pabote
(HemonHbIN pabounii neHb, moyacoBasi oruiata). Ha ocHOBaHMM 3asiBIEHUS COCTaBbTE MPHUKA3 IO
yaudumpoBanHoit popme T Ne Sa

3aoanue 4.

4.1. CoctaBbTe pacnopsiKeHHE PYKOBOJIUTEINs 00 OpraHU3aluu JAEKypCTBa B Mpa3JHUYHBIC THU C
31 nmexabps 2020 roma mo 10 smBaps 2021 roma. Ilpemnoxkure 3am. ampektopa mo AXY
(aIMUHUCTPATUBHO-XO3MCTBEHHAs! YacTh) OpraHu3oBaTh coTpyaHukoB 31.12.2020 go 17-00 u
IPOBEPUTH U Olle4aTaTh BCe CIykeOHble momerneHus. OOsHKUTE MOArOTOBUTH Ha YTBEP)KACHUE
rpadux nexypctBa n0o 31 gexabpsa. OpraHuzanuio ¥ (QamMHINU JOJDKHOCTHBIX JIMII YKaXKHTE
CaMOCTOSITENILHO.

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

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

Ilpumepnas TemaTuka pegeparos:

1. JlIokyMeHTallMOHHOE 0OecTieyeHe yIpaBIeHus, €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. Buasl 6nankoB. TpeboBanus k O1aHKaM TOKyMEHTOB.

7. Opranu3aluOHHBIE IOKYMEHTHI.

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

11. IlpoTokouisl 3aceqanuii, copemanuii. [loaHas u kpatkas ¢hpopmMbl IPOTOKOIIA.

12. [IenoBas nepenucka.

13. JlokyMeHTHpOBaHHE MTPOLIECCOB IBUKEHUS KaPOB.

14. IIpukassl O TMYHOMY COCTaBY.

15. JInunoe 3asiBienue. Beaenue TMUHBIX KapTOYEK.

16. TpynoBoit 10roBop.

17. Benenue TpynoBbIx kHIKEK. OopMieHne JINYHbIX Ae.

18. Texnonorus paboThl ¢ ToKyMeHTamMu. OpraHu3aius J0KyMEHTo00opoTa.

19. Perucrpanuus 1OKyMEHTOB.

20. KoHTpoJIb HICTIOJTHEHUS TOKYMEHTOB.

21. Homenkinatypa nen. Cucremarusanus nen. @opMupoBaHue Aedl.

14



8.3.3 Texkymmii KOHTPOJIb (TECTHPOBAHME)

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

IIpumepsbl TeCTOBBIX 3aJaHU I

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

[ npukas, pacropspkeHue

L] pacnopsbkeHue, ykazaHue

M mocraHoBICHUE, peleHHE

M mporokou, akt

[ moroBop, ycTas, cornamieHue

OcCHOBHBIE PeKBU3HTHI JOKYMEHTA

M Ttekcr, OTMETKA O MPUIIOKEHUH

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

ooood

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

TEKCT, 3ar0JIOBOK K TEKCTY, IMOAIHUCH, IpU( COrilacoBaHUs, Ipu( YTBEPKACHUS, IeYaTh
TEKCT, OTMETKA O MPUJI0KEHUH, TPU( COrIacoBaHus, BU3bl COINIACOBAHUS, IPU( yTBEpKIACHUS

HopMaTuBHBIN TOKYMEHT, perjJaMeHTHPYKIIHH TpeOoBaHUs K O0GOpPMIIEHHI0O JOKYMEHTOB

00u1ero aAMMHNUCTPAaTUBHOTO ynpaJjenus (OP/I)
L] TOCT P 51141-98
(] I'OCT 6.10.5-87
M T'OCT P 7.0.97-2016
1 Ercaoy
L] MHCTpyKIUs 1O IEIONPOU3BOJCTBY
AKT M «rpU} yTBepKICHU»
aKT BCErJa yTBEPKIAETCs PYKOBOJIUTENIEM OpraHU3aluu
aKT YTBEP K/IAaeTCs BIILIECTOSIIUM OPIaHOM YIIPaBJICHUS
YTBEPKAAOTCS TOJIBKO HEKOTOPBIE BUJIbI AKTOB
aKT HE UMEET «rpHuda yTBEPKIACHUS»
aKT YTBEPXKIAaeTCsl, B 3aBUCUMOCTH OT PEIICHUS PYKOBOACTBA OpraHU3aluu
aKT yTBEP>KIAETCs, B 3aBUCUMOCTH OT BBILIECTOSIIETO OpraHa yIpaBICHUs
Cpok neiicTBUsI OPraHU3allMOHHO-TIPABOBBIX JOKYMEHTOB
[J OT OAHOTO 10 MATH JIET
M 1o MOMEHTa HX OTMEHBI
[J mo Tpex et
] no mecsatw et
M 1o BBemeHUS HOBBIX B3aMEH yCTAPEBIIHX
MarepuajJbHbIH  HOCHTEJb HHpoOpManuu o0 CcOOBITHSIX M SIBJCHHSAX
AeHCTBUTEJBbHOCTH U MBICJIMTEJILHOM JeSITeIbHOCTH YeJI0BEKa - 3TO...
Ipasunvrvie sapuanmor omeema: JOKYMEHT; JloKyMeHT; TOKyMEHT;

OooxOn

00HLEeKTHUBHOM

Kommiexke MeToioB 1 npoueccoB padoThl ¢ JOKYMEHTAMH, OCYLIECTBJIsIeMbIil peANPUATHEM

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

[] noxkymeHTauMoHHOE oOecriedeHNe yIpaBICHUS

I nenonpou3BoOACTBO

[] cucrema JOKyMEHTAIIUH

[] noxkymeHTHpOBaHHE

[J mokymMeHTOo0OOpOT

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

BHEIITHHE ¥ BHYTPCHHHE

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

ooggg
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M xoudumeHIMATBHBIE, OTPAHUYEHHOTO JOCTYIIAa U OTKPBITOrO MOJIB30BAHHS

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

. o0uIre moJoKEeHHS

CBeIeHHsI 00 YCTaBHOM KaruTasie

OpraHU3allMOHHO-TIPABOBBIE OCHOBBI J€ATEIILHOCTH OpraHu3alnun

OpraHbl YIPaBJICHUS U KOHTPOJIS, UX KOMIIETCHIIUS

IIpaBWJIa BEJCHUS YUE€Ta U OTYETHOCTU B OpraHU3alMH

MOPAZIOK pactpeeneHus npuobu U popMupoBanue GoHI0B

0co0bIe BOMPOCHI ACITEILHOCTA OpraHU3aUN

. YCIIOBHUS peOpraHu3alii U JIMKBUAALUU

3Tam>1 padoThbI ¢ BHYTPEHHUMH JOKYMEHTAMH

: TIONyYeHHE yKa3aHHs Ha pa3paboTKy TOKYMEHTOB

pa3paboTka mpoekTa JOKyMEeHTa

COIJIACOBaHUE MPOEKTA JTOKyMEHTA

KOPPEKTUPOBKA JOKYMEHTA, ero oopMIICHHE

MIO/NKUCAHUE, YTBEPKICHHE

perucTpanus 1 THpaKupoBaHUE

JIOBEJICHUE /10 UCTIOJTHUTENEH

KOHTPOJIb UCIIOJIHEHUS JOKYMEHTA

. NIPUEM HUCIIOJIHEHHOT'O IOKYMEHTA, CHATHE C KOHTPOJIS

10 TEKyIllee apXUBHOE XPaHEHHE

KoHTpoJib HCTIOJIHEHHS JOKYMEHTA OPpraHu3yer

M cayxba JOY

[] pykoBOAMTEIIH BCEX PAHTOB

L] cekperapuat

L] cimyx6a KOHTpOJIs

[l ompeneneHHOE DOKHOCTHOE JIUIIO

[] pyxkoBOAMTENb MPEANPHSITUS

OcHoBaHMeM ISl IPeAbSBJICHUS NPeTeH3UH SIBJISIIOTCH JOKYMEHThI

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

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

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

[] ceprudukar kauecTBa, akT IPUEMKHU TOBapa, TpeOOBAHHUS

K HeperncTpupyemMbIM OTHOCSTCS IOKYMEHTBI

M  uH(OpMAIMOHHBIE MAaTephabl, pPEKIaMHBIE M IO3JPaBHTENbLHBIE IHChMa, HPOrPaMMbI
CEMHUHApOB, COBELIaHNH, KOH(pepeHIH

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

L] cimyxeOHBIE 3aIUCKH, MTUCbMA, TEErpaMMBbl, (pakcorpaMmbl

[] pekiamHble MPOCHEKThI, MPOTOKOJBI KOJUICTHAIBHBIX OPraHOB, CIPAaBOYHBIC MaTEepPHAbI,
TUTaHBI, POTPAMMBI, CBOJIKH, OTYETHI

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

CooTBeTcTBHE ITANOB NOATOTOBKH YNPABJCHYECKHUX PELICHUH cTagusiM padoThl

aHayiu3 MpoOJeMHON cuTyalnuu, (OpMUPOBaHHUE CTaaAus pa3pabOTKU pPELIeHUs

L[eJIeH, OLIEHKA IIPEAIIOYTEHHUM peleHui

OLIGHKa pAacIoylaraéMoro BPEMEHH, ONpEJeIeHHE MOATOTOBUTENbHAS CTaAUS

HEOOXOIUMBIX PECypCOB

dbopMupoBaHHEe  KpUTEpUEB  BbIOOpa, BBIOOpP CTaaus BHIOOpA perieHUs

€MHCTBEHHOI'O PELLEHUS

OpraHM3alysl BBIMOJIHEHHUS] PEUIeHMs, aHalu3 U  CTaAus pealn3aliy MPUHATOrO pelieHus

OLIEHKA JIOCTUTHYTOI'O pe3yJbTaTa

IlociienoBaTe/IbHOCTH JITANOB MOATOTOBKH YNPaBJIeHYECKUX pellleHHii, BXOASIIMNX B COCTAB

NMOATOTOBUTEIbHOM CTAANU U CTAIUM Pa3pPadOTKM pelieHust

1: BBISIBICHUE W ONMHMCAHKUE MPOOJIEMHON CUTYaITUU

NITAREXNE

“?P?E‘F?S’?:'?P?!\.’P
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NITAEXN

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

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

CTazum aHaJM3a aJdbTEPHATHB M BbIOOPA NPOrpaMMHOIO MNPOAYKTa AaBTOMATH3ALMH

1:

2:

a

NS

©Oo~No O

10.
11.
12.
13.
14.

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

AOKYMEHT0000poTa
CocraBiieHre TIepeyHs MPEIbIBISEMBIX OCHOBHBIX ()YHKITHOHATBHBIX i CHCTEMHO-TEXHUYECKHIX
TpeOOBaHUI K KOPIIOPATUBHOM CUCTEME aBTOMATHU3AIIUHU JIOKYyMEHTO000poTa
Bre16op cucreMbl BecOBBIX KOI(DPUIHEHTOB (0ALIOB) WM PAaHKUPOBAHHUE AJISI DKCIEPTHOM
OLICHKH
OneHka MPOTpaMMHBIX MTPOAYKTOB C TOYKH 3pPEHUS MPEABSABISEMBIX OCHOBHBIX
(YHKIIMOHATIBHBIX TPEOOBAHUI U CUCTEMHO-TEXHHUECKUX XaPaKTEPUCTHK
Ot6op TpOrpaMMHBEIX TPOAYKTOB, YAOBICTBOPSIONUX BHIOpAaHHBIM (PYHKIIMOHATBHBIM U
CHUCTEMHO-TEXHHUYECKUM KPUTEPUSIM
OneHka a1anTaliOHHBIX BO3MOXHOCTEH OTOOPaHHBIX MPOTYKTOB
OTOop TpPOrpaMMHBIX MPOAYKTOB, YIOBJICTBOPSIOUIMX KPUTCPHUSIM  aJalTalldOHHBIX
BO3MOKHOCTEHN
CpaBHHTENIbHASI OIICHKA 3aTPaT, CBS3aHHBIX C MPUOOPETEHHEM M BHEAPCHHEM IPOTPaMMHBIX
MIPOIYKTOB
OreHKa OIbITa MPUMEHEHHS OTOOPAaHHBIX MPOTPAMMHBIX MPOAYKTOB pPEIyTalud (HUPMBI-
pa3paboTunka

: BH60p IIporpaMmMHOIo obecneyeHus JJIA CUCTEMBI aBTOMATHU3alllH ,Z[OKYMGHTOO60p0Ta

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

IIpumepHBbIE BONPOCHI K IK3aMEHY

Oranbl JOKyMEHTUPOBAaHUS TPOU3BOJICTBEHHO - X0O3SMCTBEHHOH J1€TEIbHOCTH.

TexHOJ0rus JOKYMEHTALMOHHOT0 00eCieueH sl yIpaBIeHusl.

[Topsinok cocTaBieHus U OPOPMIICHUS PacIOPSIAUTEIbHON JOKYMEHTALIH.

Cnyx0a JOKyMEHTAI[MOHHOTO o0ecredeHns ynpanieHus. TpeGoBaHus K OpraHUu3alul CUCTEMbI
JIOKYMEHTO000pOTA.

TpeboBanust K GOPMUPOBAHUIO €I B AETONPOU3BOJICTBE.

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

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

PazBuTHe 37€KTPOHHOTO JJOKYMEHTOO0OPOTa B OpraHU3alllu.

[1naHoBO-OTYETHAS JOKYMEHTAIHUS.

ABTOMaTH3a1Ms 1ETIONPOU3BOJICTBA.

Crny>x0a KOHTPOJISl BEACHUSI KaIpOBON JOKYMEHTAIMK Ha IPEIIPUSITUH.

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

[IpaBumna opopmiieHHs U BbIJa4d KOIMHA JTOKYMEHTOB.

Opranu3anus onepaTuBHOIO XpaHEHUs I0KYMEHTOB.

DKcnepTu3a HEHHOCTH TI0KYMEHTOB.

[TpaBuna cocraBieHus 1 0pOpMIICHUS] HOMEHKIIATYPbI JIEI.

[Tpu3Haku knaccu(pukauyu HOMEHKIIATYPBI €.

Kpurepuu oieHKH JOKYMEHTOB.
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21.
22.
23.
24.
25.
26.
27.
28.
29.
30.
31.

32
33
34

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

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

49

50.

51
52

53.
54,

55
56

57.
58.
59.
60.
61.

62.
63.

CucteMbl TOKYMEHTALUH 110 IMYHOMY COCTaBY.
Ocob6erHoct 0(hOPMIICHHS JINYHBIX JJOKYMEHTOB.
Cuctemsl 1 (OpMBI JOKYMEHTOB.
OcHOBHbIE TOTOKU JOKYMEHTAIIUH.
Cny>xebnble 3anucku. TpeboBaHus K 0(hOPMIICHHIO.
OCHOBBI 3aKOHO/IATEIbCTBA 110 APXUBHOMY JIETTY.
Cocrasienue u opopmIiieHHE CITYyKEOHBIX TTHCEM.
Pexumbl XpaHEeHUS TOKYMEHTOB.
Onucs nena. [IpaBuna popMupoBaHre JOKYMEHTOB Ha apXUBHOE XpaHEHHE.
Poinb 10KyMEHTAIIMOHHOTO 0OECTIeYeHs YIIPABICHHUS B COBPEMEHHOM OpraHU3aIiH.
OcHOBHbIE XapaKTEpHbIE YEPThl OPraHU3alMOHHO-TIPABOBOM JOKYMEHTAIIHH.
. PernamenTanus JOKyMEHTAIIHOHHOTO OOECIICYECHHUS yIIPABICHUSL.
. CoctaB u odopmiieHHE PACTIOPSIUTENBHON JTOKYMEHTALIUU.
. Texnonorus paboTh! ¢ KOH(UACHIUAIBHBIMU JTOKYMEHTAMH.
CocraBnenue u opopmiieHHE aKTOB
Odopmurenbckre pekBU3UTHL. COCTaB PEKBU3UTOB JOKYMEHTOB.
CrtpykTypa ohopMIIeHHS TOJKHOCTHBIX HHCTPYKIUH.
Opranu3anus KOHTPOJISI UCIIOJTHEHUS JTOKyMEHTOB.
Cocrasnenue u opopmiieHue IPOTOKOA.
[Topsimox cocraBieHuss ¥ OQOPMIICHHSI TaOJIUI] U PUCYHKOB B HAyYHO-HCCIIEIOBATEIHCKOM
oTuerTe.
Opraauzanus paboThI ¢ TOKYMEHTaMHU.
[IpaBuia opopmiteHUs TPUITIOKESHUH.
[Tonsatue o noxkymenToobopore. DopMbI perucTpanuu JOKyMEHTOB.
Cocrasnenue u opopmiieHHE T0rOBOPOB.
dnaroBoe M MPOJOIHHOE PACIIONOKEHUE PEKBU3UTOB.
VYupenuTenbHble JOKyMEHTbI OpraHU3aIIH.
OreHKa 3HAYMMOCTH JOKYMEHTOB M CPOKH MX XPaHEHHUS.
TpeboBanust, npeabaBIsieMble K TEKCTaM JOKYMEHTOB.
. CocraB opraHu3aioHHO- MPABOBBIX JOKYMEHTOB.
@DopMbl perucTpaiu JoKyMeHToB. [lopsaok perucrpanuu.
. TexHonorust paboThI C KaJPOBON JOKYMEHTAIUEH.
. CocTaB M CTpyKTypa HITaTHOTO pacHHCaHUs.
CocTaB HHPOPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB.
Oco0eHHOCTH NOJI0KEHUS O CTPYKTYPHOM TO/Ipa3AeICHUN OpraHU3aI|H.
. branku 1 popmaTer JOKyMEHTOB.
. 3a71a4M ¥ MyTU BHEJPEHHs] aBTOMATU3UPOBAHHOM CHCTEMBbI IOKYMEHTAIIMOHHOTO 00ecreueHust
yTIpaBJICHUS
OCHOBHBIE KJIACCHI TUPAXKHO - 3aKa3HBIX aBTOMATH3MPOBAHHBIX CHUCTEM JIOKYMEHTAIIMOHHOTO
oOecrieueHus yIpaBieHuUs
OKCIUTyaTallMOHHbIE XapaKTEPUCTUKU AaBTOMATU3MPOBAHHOW CHCTEMBI JTOKYMEHTALIMOHHOTO
oOecrnieyeHust ypaBieHus
TexHOoJ0rMM MPOrpaMMHON peanu3aluil aBTOMAaTH3UPOBAHHON CHCTEMBI JIOKYMEHTAIlMOHHOTO
oOecrnieyeHust ypaBieHus
Kputepun ananu3a aBTOMAaTU3MPOBAHHOM CHCTEMBl JOKYMEHTAIMOHHOTO oOecreueHus
yTIpaBJICHUS
CocraBienue 1 opopmIIeHHE TPUKA30B [0 OCHOBHOM J1€ATEIIHOCTH.
OcobeHHOCTH BHIOOpA CHCTEMBI aBTOMATH3AIIHH.
Crparerun BHEIPEHHUS AaBTOMATU3WPOBAHHON CHUCTEMbI JOKYMEHTAI[HIOHHOI'O OOecredeHus
yIOpaBIeHUS.
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