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

B pamkax ocBoeHHS OCHOBHOM NpPOQECCHOHAIBHONH 00pa30BaTeNbHONW MPOrpaMMbI

OakanmaBpuata OOYYAlOIIMICS JOJDKEH OBJIAACTh CICAYIOIIMMH pe3yJbTaTaMd OOYYEHHs 10

JUCHHUITIINHE «HOKYMGHTI/IPOBaHI/Ie ynpaBﬂqueCKoﬁ JACATCIIbHOCTH )

Kox v nanmenoBanue
KOMIIeTeHI M

NHaukaTopsbl J0CTHXKEHUsT KOMITeTEeHIIUN

IIK-3. Crnoco0GeH ocCymIecTBISTh
CTPATETUYECKOE U TaKTHYECKOE
yIpaBJICHHE (hMHAHCOBBIMU
rpolieccaMm B OpraHu3aliu.

HIIK-3.1. Ciocoben pa3pabarbiBaTh (UHAHCOBYIO CTPATETHIO
M TaKTHMYECKHE IUIaHbl OpraHu3allMd Ha OCHOBE aHallh3a
BHEIIHEH 1 BHYTPEHHEH cpeibl, MPOTHO3UPOBAHUS JIEHEKHbBIX
MMOTOKOB U OLICHKH WHBECTUITMOHHBIX BO3MOKHOCTEH
HIIK-3.2. CnocobGeH IUIaHUPOBAaTh, OPraHW30BBIBATH U
KOHTPOJIMPOBATH ONEPANMOHHBIC (PMHAHCOBBIC MPOILIECCHI IS
o0OecriedyeHrs  IJIATeKECHOCOOHOCTH U 3(PPEKTUBHOCTH
NeSATEeIbHOCTH OpraHU3aluu

HNIIK-3.3. CnocoOeH 060CHOBBIBATh U MPUHUMATH PEILICHUS B
o0jacT WHBECTUIIMOHHOM W  (UHAHCOBON  IOJIUTUKU
OpraHu3alliy, OIICHUBAs UX BIUSHUE HA CTOMMOCTh OM3HECa U
ypOBEHb (DMHAHCOBBIX PUCKOB.

2. MecTo AucuuIInHBI B cTpykType OITOIT

VYuebnas mucuumummHa b1.B.12 «JlokyMeHTHpOBaHHE YIPAaBICHUYECKOW JESITEIHHOCTH

OTHOCUTCS K 4YacTH, (OPMUPYEMOW ydaCTHHKaAMH 0Opa3oBaTeNbHBIX OTHONICHWH, mukma b.l

«JIncuurumHbl (MOJTYIJIH )».

3. O0beM AUCHUIIMHBI B 3a4€THBIX ¢IMHUIAX ¢ YKA3aHMEM KOJIHYeCTBAa aKAJAeMHUYeCKUX
4aC0B, BbIICJICHHBIX HA KOHTAKTHYI0O pa0oTy 00y4alIIHUXCs ¢ MpenojasaresieM (110 BUAAM
3aHATHIA) U HA CAMOCTOATEJIbHYIO padoTy 00y4yaroumuxcst

OOmast TpynoeMKOoCTh (00beM) IUCHMIUIMHBI «/OKyMeHTHpOBaHUE yNpaBIeHYECKOH
JIESITEIbBHOCTHY COCTaBISeT 4 3a4eTHbBIE €IUHULIBI.

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

o0yueHust
Buj yuyeoHoii pa6oThl Beero Cemectper

4yacos 8 -
AyauTopHbIe 3aHATHS (BCEro) 40 40 -
B ToM uucne: - - -
Jlexuun 20 20 -
[Mpaktnyeckue 3ansatus (I13) 20 20 -
Cemunapsl (C) - - -
JlaGopatopusbie pabotsl (JIP) - - -
CamocrosiTesibHas padoTa (Bcero) 68 68 -
B ToM uucne: - - -
Kypcogoii mpoekt (pabora) - - -
KoHnTtponbhas padota - - -
Pedepar 10 10 -
[ToaroToBka K MPakKTUYECKUM 3aHITHSIM 48 48 -
TectupoBanue 10 10 -




Bug npoMexyTo4yHOM arrecTanuy — HK3aMeH

36

OO01mmast Tpy0eMKOCTh Jac / 3a4. e]l.

144/4

144/4 -

4. ConepskaHue QU CHUATIINHbBI
4.1. Pa3nennbl JMCHUILIMHBI M TPYA0EMKOCTD 110 BU/IaM Y4eOHbIX 3aHATHI

Pa3zgen/Tema
JAucuunimabl

Oomasn
TPYAO0EMKOCTH

Buabl yueOHbIX 3aHATHH, BKJIOYAS
CaMOCTOSITeIbHYIO PadoTy o0y4arouuxcs, 4ac

KonTakTHas padora

CamocrofTeNab-

o]
&
@
g
=

Jleknuu
3aHATHA

NMPAKTUHYICCKHUEC

Has padora
00y4Yaruuxcs

Beenenue. Tema 1.
JlokymeHTHpoBaHue
yIpaBlIeHYeCKON
JesTeNIbHOCTH. TpeboBaHus
K 0(hOpMIICHHIO
JIOKYMEHTOB

Tema 2. Cucrema
OpraHU3aIMOHHO-
pacnopsIuTeILHON
JIOKYMEHTAIIUH.

Tema 3.
JlokymeHnTHpoBanue
TPYIOBBIX
IIPaBOOTHOLIEHUH.

Tewma 4. JloroBopHO-
MpaBoBasi JOKYMEHTAIUA.
JloxymeHTBI
BHEITHEAKOHOMUYECKOU
JIeATEIbHOCTH.

Tewma 5. Texnosoruun
JIOKYMEHTAIUOHHOTO
oOecrnieueHus ynpaBIeHUsl.

10

Tema 6. Cuctemsl paboTHI C
KOH(HICHIINATbHBIMU
JOKYMCHTaMMU.

10

Tema 7. ApxuBHOE
XpaHeHue. DKCIepTr3a
LIEHHOCTU JOKYMEHTOB.

10

Tewma 8. [lyTu BHEeIpeHUs
aBTOMAaTH3UPOBAHHBIX
CUCTEM
JIOKYMEHTAIUOHHOTO
oOecrnieyeHust yIpaBJieHus

10

Tema 9. OcHOBHBIE KJIACChI
TUPaKHO-3aKa3HbIX
ABTOMATHU3UPOBAHHBIX
CUCTEM
JOKYMEHTaIlMOHHOTO
obecrieueHus yrnpaBiIeHUs

10




w2
- °:’ Buabl y4eOHBIX 3aHATHI, BKIIOYAs
g ; CaAMOCTOSITEJIbHYI0 Pa00Ty 00y4YaKOIIUXCSl, Yac
Ne Pasgen/Tema S 8
n/o I[I/ICIII/IHJ'[I/IHBI E KonTakTHas paﬁoTa
= CamocTosiTe]Ih-
Bcero e NPaAKTHYECKHE Hasi pabora
3aHATHSA 00y4arouuXxcs

10. | Tema 10. Kpurepuu

aHanu3a 10 2 2

ABTOMATU3UPOBAHHBIX 5

CHCTEM

JIOKYMEHTAIlMOHHOTO

obecrieueHus yrnpaBiacHUs
11. | Tema 11. Aranmu3

XapaKTePUCTUK

ABTOMATHU3UPOBAHHBIX 5 2 - 5

CHCTEM

JIOKYMEHTAIMOHHOTO

obecrieueHus yrnpaBiacHUs
12. | Tema 12. Ouenka

3¢ (HEKTUBHOCTH BHEAPCHUS

aBTOMAaTU3UPOBAHHBIX 8 - 2 6

CHCTEM

JIOKYMEHTallHOHHOTO

oOecrnieyeHusl yIpaBJieHuUs
Bceero 108 20 20 68
IK3aMeH 36 - - -
Hroro 144 20 20 68

4.2. ConepxxaHue pa3iesioB IUCHUINIHHBI
Beenenne

CoBpeMeHHBIN 3Tan  OOILIECTBEHHOIO Pa3BUTHSA, XapaKTepU3YyIOIIMcA yriayOJeHueM
HKOHOMHMUYECKUX CBSI3€H M POCTOM B3aUMO3aBHCUMOCTH TI'OCYJapCTB, OOBEKTUBHO 00YCIOBIMBAET
HEeNpephIBHOE BO3pacTaHME pOJM HHPOpPMAIMM B COLMUAIBHOM M TEXHUYECKOM IIpolecce, B
peleHny T100aidbHbIX MpobsieM. JIOCTHXKEHHMs HayyHO-TEXHHUYECKOro Iporpecca BO MHOIHMX
oTpacyisgx OO0ecneumiIy BO3MOXHOCTh MPAaKTUYECKOM peanu3anuu uaeun (HOpMUPOBAHUS
UH(POPMALIMOHHOTO 00IIeCTBA.

B mHacrosimee Bpemss uHGopManusi paccMaTpUBaeTCsl KaK pecypce, KOTOpbI, Kak H
TPaJULMOHHBIE PECYpChl: TPy, DSHEPrusi, TOJE3HbIe MCKOMAeMble, - MOXHO J0OBIBATH,
nepepabaTbiBaTh, MCIONB30BaTh M PacHpocTpaHATh. OJHUM M3 HaNpaBiIeHUI HCHOJIb30BaHUS
UH(POPMAITMOHHBIX 1 KOMMYHUKAITMOHHBIX TEXHOJIOTHH B JIEATEIbHOCTH OPTaHOB rOCY/1apCTBEHHOM
BJIACTH, OpraHu3aluii ¥  OPEeInpUATHN  ABISETCS  pa3BUTHE  CHUCTEMbBI  AJIEKTPOHHOIO
JIOKYMEHTOO0OpOTa, CTaHJApTOB JEJIONPOU3BOJACTBA M JIOKYMEHTOOOOpOTa. AKTYallbHOCTh
COBEpIICHCTBOBAHUS TPAJAUIIMOHHOTO JIEJIONPOU3BOJCTBA OOYCIOBIUBACTCS HEOOXOAUMOCTHIO
NOBbIIIEHUS 3()(HEKTUBHOCTH YIPABIEHYECKOM IEATEIBHOCTH, YCKOPEHUS ABMKEHHS TOKYMEHTOB B
OpraHM3ali, YMEHBLICHUS TPYAOEMKOCTH 00paboTku nokymMeHTOB. Co3JaHHas Ha OCHOBE
NEPCHEKTUBHBIX NH(POPMALMOHHBIX TEXHOJIOTHI aBTOMAaTH3UPOBaHHAs CHCTEMA JICIIONPOU3BOJICTBA
JOJDKHA ~ TOBBICUTH ~ JCWCTBEHHOCTh  YIpPaBI€HHs 3a  cueT  oOpa3oBaHMs  €IUHOIO
JOKYMEHTOOPUEHTUPOBAHHOTO MH(POPMALMOHHOTO TPOCTPAHCTBA, JAIOIIETO  I10JIb30BATENSIM
cpenctBa 3pGeKTHBHON COBMECTHOM pabOTHI C JOKYMEHTaMH B JTIOOOM MECTE U B JTF000€ BpeMsl.

[IpeaMeT W CTpyKTypa JUCUMIUIMHBI «J/{OKyMEHTHpOBaHHE YHPaBICHYECKOW NESITEIBHOCTI.
Ponb  nmokymeHTOOOOpOTa B YHpPABIEHMM  NPEANPUATHEM.  3HA4YE€HHE  JUCLMIUIMHBI
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«/lIOKyMEHTHpOBaHUE YIPABICHYECKONW AEATEIbHOCTH» B TOATOTOBKE CIEHHAINCTa B 00JaCTH
MeHeKkMeHTa. COBPEMEHHOE COCTOSIHUE TOKYMEHTALMOHHOIO 00ECIICUEHUs! YIIPABICHUSL.

Tema 1. JlokyMeHTHpPOBaHUe YyIIPaBJIeHYECKOMH esiTeJIbHOCTH. TpedoBanus Kk
0(h)OpMJIEHHIO TOKYMEHTOB.

l'ocynapcTBeHHas cucrema AoKyMeHTarmoHHoro obecnieuenus ynpasienus (I'CAOY) - cBox
IpaBW, YCTaHABIMBAIOIIUE €AWHBbIE TPEeOOBaHMUSA K JIOKYMEHTHPOBAaHMIO YIIPABJIEHYECKON
JEeATEIbHOCTH M OpraHu3aluu paboThl C JOKYMEHTaMHM Ha MNPENIpHUATHAX Pa3IMYHBbIX OpraHu3a-
IIMOHHO-TIPaBOBBIX (hopMm. CocTaB yIpaBieHYECKUX JTOKYMEHTOB. [IOHATHE CHCTEM IOKYMEHTAIUH.
QOyHKIMOHAIBHBIE M OTPACIEBbIE CHCTEMbl JOKYMEHTALMH. YHUQHUKALUS M CTaHAApTU3ALMA
YIpaBJIEHYECKUX JTIOKYMEHTOB. PeriaMeHTanys JOKyMEHTUPOBaHUsI YIPaBIECHUECKON ESTEIbHOCTH.
[TocrosiHHBIE M TEpeMEHHbIE PEKBU3UTHI W MpaBwia HX odopmieHus. bnanku u  dopmarsl
JOKYMEeHTOB. @opMyIsip — o0pasel JOKyMeHTa. YTIIOBOE U MPOJI0IBHOE PACIONOKEHNE PEKBU3UTOB.
YuaudunupoBanHas ¢popma JOKyMEHTa.

Tema 2. Cucrema OpraHu3alHOHHO - PACTIOPAAUTEILHON TOKYMeHTAIlUH.

Cuctema OPJ/]. Oco0eHHOCTH U XapaKTepHbIE YePThl OPraHU3allMOHHO-TIPABOBBIX JTOKYMEH-
toB. CocraBieHue ¥ O(QOpPMIIEHHE OCHOBHBIX OPraHM3alMOHHO-TIPABOBBIX JIOKYMEHTOB: YCTaB,
JOJDKHOCTHAsI MHCTPYKLUS, NPpaBHjia BHYTPEHHETO TPYIOBOIO PacrlopsKa, IITATHOE PACHUCAHUE,
MI0JI0’KEHHUE O CTPYKTYPHOM IOJPa3AETIECHHH.

PacniopsiqurenbHas JokyMmeHTanus. [IpHHIMITBI cOCTaBiIeHUs, CTauK MOJrOTOBKH, BU3HPOBA-
HUSL U TIOAINUCAHUS PACHOPSIUTENBHBIX JOKYMEHTOB. CocTaBiieHHE U O(OPMIIEHUE PpacIopsIu-
TEJIbHBIX JOKYMEHTOB: ITPUKa3bl, PACIIOPSHKEHUS, IOCTAaHOBIICHNUS, YKA3aHUs, PEILICHHUS.

CnpaBoyHO-MH(OPMAIIMOHHBIE JJOKYMEHTBI: aKT, JOKJIagHas (Coy)keOHas) 3ammcka, CIpaBKa,
IPOTOKOJI, CBOJKA, Ciy:keOHOoe mucbMo. OcoOEHHOCTH O(OpMIICHHUS, PA3HOBUIHOCTU M HOPSIOK
cocTaBieHust akToB. [lopsloK cocTaBlieHHs AaKTOB CBEpKHM pacyeToB MEXAy JeOuTopaMu U
kpenutopamu. llpaBuiia npoBeneHMs] COBEIIAHWM KOJUIETMAIBHBIX OPraHoOB, COCTAaBJICHHE U
oopmiieHre IPOTOKOA.

CiyxeOHble icbMa. Knaccudukanus KOppecrnoHIeHIIMY; HHULMATUBHAS U OTBETHAs JIEJI0Bast
U KoMMepdecKkas. SI3bIk U CTWIb JeOBOM KOppecnoHAeHIMH. TurnoBble U TpadapeTHble AEIO0BbIe
nucbMa. VHUIMATUBHBIE W OTBETHBIE CIIy>KeOHble MuchbMa. IlMchbma 3ampockl M MUCbMa OTBETHI
OpraHu3ali-KpeAnTopoB. THUIIOBbIE rapaHTHIHBIE MMChbMa OT OPraHU3aLMHA (FApaHTOB)

[TnanupoBanue AeATEIbHOCTH YUPEKACHHS - BayKHEHIIas (QyHKLUS yIpaBiIeHus, O3BOJISIONIAs
caenarb paboTy yUpeKIACHUS MaKCUMaIbHO 3(PheKTHBHON. OCOOCHHOCTH IJIAHOBBIX JOKYMEHTOB.
[TnaHoBbIe TOKYMEHTBI: IUIaH, MEPCIIEKTUBHBIN IJIaH, MporpaMma, rpaduk, CXeM reHepajibHasi cXxema.
OrtpacneBble TUIaHbl W mporpamMMbl. DoOpMbl OTUETHOW JOKyMeHTanuMu. OTYeTHass U OTYETHO-
CIpaBOYHast JOKyMEHTALMS.

Tema 3. JlokymeHTHpPOBaHME TPYAOBBIX IPABOOTHOLLICHUI

JloKkyMeHTupoBaHHE PabOThI ¢ MepcoHaIoM. [IoHATHE M CTPYKTypa MEpCOHAJIBHBIX JTAHHBIX.
TpeboBanus k 06padoTKe U Mepeade NepcoHabHBIX JaHHbIX. CTPYKTypa KaJpoBoi U (POpMaLMOHHO
- JOKyMEHTALlMOHHOM CUCTEMBL. XapaKTEpPUCTHKAa KOMIUIEKCOB KaJpOBOH JOKyMEHTAIH.
YHuduurpoBaHHble (OpPMbI MPUKA30B M0 JIMYHOMY cocTaBy. JloKyMeHTauusi 1o ydery pabouero
BPEMEHM UM PacueTOB € NIEPCOHANIOM M0 oruiare Tpyna. IlpaBuna Benenus TpyaoBbIX KHMKEK. CocTa
npoLeayp U JOKYMEHTHpPOBAaHUE INpHEMa, MEepeBOja, YBOJIbHEHMS mepcoHana. [Iporiecc 3amuThl
NEPCOHATIBHBIX JAHHBIX B KaJIpoBOil ciry>x0e. OCOOEHHOCTH XpaHEHUs! KaJApOBOM JOKYMEHTALUH.

Tema 4. /loroBopHO-TIpaBOBasi J1OKYMEHTALMSA.
JIOKYMEHTBbI BHELIIHEIKOHOMUYECKOH JeATeIbHOCTH

OcobenHoctu coctaBieHuss W odopmieHus 10roBopoB. PasHoBumHOCTH moroBopoB. Co-
riamenue. KosleKTUBHBIA JOroBOp, TPyAOBOW A0roBop. /loroBop MOCTaBKH, apeHAbl, OKa3aHWs
yciyr. PeKBU3UTBI JOroBOpa U NpaBUiia X pErMCTpaLyy.

JIoKkyMeHThI, O(OpMIISIOIINE BHEIIHETOProBble cenku. Crenuukanyuym, KOHOCAMEHTHI,
KOHTpakThl. KoMMmepueckasi nepenucka BO BHEIIHEIKOHOMUYECKOW nesTenbHOCTH. Ha3Hauenue u
o(hopmIIeHHE KOMMEPUECKUX TTHCEM B 3apyOeKHOI MpaKTHUKE.

[Iperensuonnbie AokymMeHTHI. JKanmoOwl, oOparmieHusi, TpeIoKeHusT TpaxnaaH. Jlemorpouns-
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BOJICTBO I10 TUCbMEHHBIM OOPAILICHUSM TPAXK/IaH.
Tema 5. TexH0JI0TUM TOKYMEHTAIIMOHHOI0 00ecleYeHus1 yIpaBJIeHus

Opranmszanust 1oKkymMeHTooOopota. [loHsTHEe ITOKYMEHTOOOOpOTa, €ro KOJIMYECTBEHHBIE U
KAQUeCTBEHHBIC XapaKTEPUCTHKU. TexHoimornu oOpaOOTKU BXOIAIIMX, BHYTPEHHMX U HCXOZSALIMX
JNOKyMeHTOB. OnTuMu3zanus JOKyMeHTooOoporta. Perumcrtparms nokymeHToB. ®opmbl M IpaBuiia
peructparu. KoHTponb ucnonHeHust AokyMeHToB. DyHKIMM, 3amaud U Lesnu KoHTposisi. Cpoku
UCIIOJIHEHUST JOKYMEHTOB. EnuHbIE W JeTaJbHO perjiaMeHTHPOBAHHBIE TMpaBHia paboThl €
YIIPaBJIEHYECKUMHU JOKYMEHTAMH B OpraHU3allu.

Tema 6. Cucrema padoThl ¢ KOHPHAEHIUAILHBIMHA JOKYMEHTAMHU

Pernamenranus coctaBa KOH(MAEGHIMAIBHBIX CBEICHUH M JOKYMEHTOB. lloTOkM KoH(H-
JEHIUAIbHBIX JOKYMEHTOB. TexHoyiornuyeckas cucreMa OOpaOOTKM KOH(MHICHUHUAIbHBIX JOKY-
meHToB. dopmupoBanue, OoQOpMIIEHHE U XpaHEHHE [el, COACp)KAIIMX KOH(UACHIMATbHBIC
CBEJICHHUS.

Tema 7. ApXxuBHOe XpaHeHNH JOKYMEHTOB. JKCIIEPTH3a EeHHOCTH 10KYMEHTOB

OnepatuBHOE, TEKyllee U MOCTOSIHHOE XpaHEHUe JOKyMeHTOB. CucremMaru3anus JOKyMEHTOB.
[Mpuanumner  popmupoBanus aen. OdopmieHne W BeIeHHE HOMEHKIATyphl jei. TuUIoBbIE |
UHJUBUyalbHble HOMEHKIaTypsl nen. Omnucu gen. DopMbl HCIOIb30BaHUS JOKYMEHTOB U3
apxuBHOro (oHAa opranuzauuu. OeHKa 3HaYMMOCTHU JIOKYMEHTA U CPOKOB UX XpaHeHus. [[puHiumnb
U KPUTEPUH OLIEHKH 3HAYUMOCTH. DKCIIEPTHBIE KOMUCCHUH.

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

CoBpemennbie o(huCHBIE MHPOPMAMOHHBIE TeXHOIOTHH. CTpareruu pa3paboTKu pean3aun
COBPEMEHHBIX MH(POPMAIMOHHBIX TEXHOJIOTHH B YIpaBlIeHUECKOH AesTenbHOCTH. Llenu cozmanus u
BHE/IPEHUSI KOMIUIEKCHBIX CHCTEM aBTOMAaTHU3aLUM JOKYMEHTAllMOHHOTO OOECIICUEHUs YIIPaBJICHHUSL.
@DyHIaMeHTalIbHbIe TPUHLMIIBI CO3/IaHUS CUCTEM MH(DOPMALIIOHHOTO 00eCTIeUeHusl.

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

OCOoOEHHOCTH COBPEMEHHOIO0 pBbIHKA IPOrpaMMHBIX CHCTEM B OO0JAacTH aBTOMAaTU3alUU
JIETIONPOU3BOACTBA U JIOKyMeHT000opoTa. COCTaB THUMOBBIX BO3MOXKHOCTEH KOMITBIOTEPHBIX
NporpaMM MO aBTOMAaTU3alMy JOKYMEHTAMOHHOTO oOecrieueHus ynpasieHus. CTpyKTypHas cxema
ABTOMATHU3UPOBAHHOM CHUCTEMbI JIOKYMEHTAIIMOHHOTO OO€CleueHHs YIpaBIeHUs OpraHu3allyu.
Bo3MoxkHOCTH cHCTEMBI TOJHOCTBIO PEAIM30BaTh MYJIbTUMENUACPENY sl XPaHEHHs Pa3IMYHOTO
pozia MPUJIOKEHUH, JOMOJHEHUH M WUTIOCTpAlid K JOKyMeHTaM ((oTo-, ayauo-, BUIe0(OpMAaThI).
XapakTepuCTUKa OCHOBHBIX aBTOMAaTHU3MPOBAHHBIX CHCTEM JIOKYMEHTAI[MOHHOIO oOOecreueHHs
yIIpaBJICHHUS.

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

AHanu3 aBTOMAaTU3UPOBAHHOW CHCTEMBl JOKYMEHTAIIMOHHOTO OOECTIeYeHHs! YIpaBJIeHUs Ha
OCHOBE (DYHKIIMOHAIBHBIX cucTeM. lIpuBereHHbIE K €IUHOMY BHIY (DYHKIMOHAJIBHBIE CXEMBI
ABTOMATU3UPOBAHHBIX CHCTEM JIOKYMEHTAIlMOHHOTO olecrieueHus ynpasieHus. Kpurepuu oreHku
ABTOMATHU3UPOBAHHOM CHCTEMBI JOKYMEHTAIIMOHHOTO 00ECIIEYEHHsI YIIPaBICHHUS.

Tema 11. AHaIM3 XapaKTePUCTUK ABTOMATH3UPOBAHHBIX CHCTEM JOKYMEHTALIMOHHOIO
olecrieyeHusl ynpasJieHUs

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

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

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

3(pPEKTUBHOCTH MO0 BHEAPEHHIO aBTOMATH3MPOBAHHBIX CHCTEM JOKYMEHTALMOHHOTrO OOecriedeHus
6



YIPaBJICHHUS.

4.3. IlpakTHyeckue 3aHATHSA / 1a00pATOPHbIE 3aHATHSA

3ansatue 1. | Tema 2. CucreMa opraHM3alMOHHO-PACHIOPSAIUTEILHOMN JOKYMEHTALUH.
3ansTue 2. Tema 3. JlokyMEHTHPOBaHHE TPYIOBBIX IPABOOTHOLICHUH.

3ansTue 3. Tema 5. TexHOJIOrUM TOKYyMEHTALIMOHHOTO 00ECIIEUEHMS] YIIPABIICHUS.
3anstue 4. Tema 6. CucreMsl pa60TbI C KOH(bI/II[eHI_[I/IaJ'II)HBIMI/I JJOKYMEHTaMH.

3ansTue 5. Tema 8. [TyTu BHEIpeHMSI aBTOMATU3UPOBAHHBIX CUCTEM JIOKYMEHTAIIMOHHOTO

o0ecreueHus yrpaBlIeHUs

3anstue 6. Tema 9. OcHOBHBIE KJIaCChl TUPAXKHO-3aKAa3HBIX ABTOMATU3HMPOBAHHBIX CUCTEM
JOKyMEHTALIOHHOTO 00ECIIeUEeHNs! YIIPABICHUS

3ansitue 7. Tema 10. Kpurepuu ananmsa aBTOMaTU3UPOBAHHBIX CUCTEM JOKYMEHTAI[MOHHOTO
o0ecrieueHus1 yIpaBlIeHUs

3ansrue 8. Tema 11. AHanmu3 XapakTepUCTHK aBTOMAaTH3UPOBAHHBIX CUCTEM JOKYMEHTAIIMOHHOTO
o0ecrieueHuns ypaBiIeHHs

3ansTue 9. Tema 12. Ouenka 3pheKTHBHOCTH BHEPEHUSI aBTOMATU3UPOBAHHBIX CUCTEM

JAOKYMCHTAITMOHHOT'O o0ecIieyeHus YIIpaBJICHHUS

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

1. [TaBnoBa, P. C. [lokymenrannonnoe obecnieuenne ynpasienus / P. C. [TaBnmoBa. — 2-¢
u3f., crep. — Canxrt-IletepOypr: Jlanp, 2023. — 608 c. — ISBN 978-5-507-46443-2. — Tekcr:
AJIEKTPOHHBIH // Jlansb: 3JIEKTPOHHO-OMOIMOTEeUHAs cucrema. — URL:

https://e.lanbook.com/book/310175

2. Oprasm3anusi ©W TEXHOJOTHS JOKYMEHTAI[MOHHOTO OOECIEYCHUs YIpPaBIICHUS:
3NIeKTpoHHOe yueOHoe mocobue / coct. C.E. Mumenun; MuHuCTepcTBO 00pa3oBaHUs U HAyKH
Poccuiickoit  ®eneparuu, DenepanbHOoe TOCyIapCcTBEHHOE OIOJKETHOE 00pa3oBaTelbHOE
yupexJeHue Boiciiero obpa3zoBanusi «KemepoBckuil rocyaapCTBEHHBI YHUBEPCUTET», NHCTUTYT
uctopuu u np. - KemepoBo: KemepoBckuii rocynapcrBeHHslii yHusepcuteT, 2017. - 478 c. -
bubnuorp. B KH. - ISBN 978-5-8353-2149-0; -
URL: http://biblioclub.ru/index.php?page=book&id=481592

5.2. lonotHUTE/IbLHAS JIUTEpPaTypa

1. Kyrymesa, T. B. JlokymeHTarimoHHoe obecrnieueHne yrpasieHus: yueonoe nocodue / T.
B. KyrymeBa. — PocroB-Ha-/lony: ®enukc, 2023. — 238 c. — ISBN 978-5-222-38586-9. —
Tekcr : ANEKTPOHHBIN //  JlaHb: ANEKTPOHHO-OMOMmMoTeyHass  cuctema. —  URL:
https://e.lanbook.com/book/318845

2. SlakoBuy, 1II. A. Jlemompou3BoACTBO B KaJpoBoi ciyx0Oe: yueOnuk / 111, A. SakoBud. —
Mockaa: IOnuTH-/lana, 2017. - 161 C.: CXEM., Ta0II. - URL:
https://biblioclub.ru/index.php?page=book&id=685463

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

5.4. CoBpeveHHble TmpodeccHOHATBbHBIE 0a3bl JAaHHBIX W HHPOPMAIUOHHBbIE
CIIPaBOYHbIE CHCTEMBbI

1. KomnsrorepHsle MH(POPMALIMOHHO-TIPAaBOBbIE CHUCTEMBI «KoHcynbTanT»
http://www.consultant.ru , «I"aparT» http://www.garant.ru

2. OdunmanbHbI MHTEPHET-TIOpTAN paBoBoii nH(opmanuu http://pravo.gov.ru

3. AIMUHUCTpaTHBHO-yIpaBieHYecKuii mopTan http://www.aup.ru/
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4. @enepanbHblii  00pa3oBaTeNbHBIM MopTan «OKoHOMHKA. COLMONOTHS.
MeHnemxkMeHT» http://ecsocman.hse.ru

5. Hayunas snexrponHas 6ubimoreka http://www.elibrary.ru

6. DbC «YHuBepcureTckas 6ubanoreka ommain» https://biblioclub.ru/index.php

7. DnexkTpoHHO-OMOIMOTeUHast cucteMa «Jlanby https://e.lanbook.com/

6. MaTepI/IaJILHO-TeXHH'leCKOC o0ecneyeHue AUCHHUIIIMHBI

1. JlekunoHHast ay JUTOpUsL, Ay AUTOPHSL ISl TPYHIIOBBIX U UHIUBUAYaIbHBIX KOHCYJIbTALUM,
OCHAIIIEHHasl KOMIUJIEKTOM MeOenu Juid ydyeOHOro mporecca, y4eOHON JOCKOM, NMepCOHAIbHBIM
KOMIIBIOTEPOM, IJIa3MEHHOH aHEIBIO.

2. AynpuTtopust s NPOBENCHMS MPAKTHUECKUX U CEMHHAPCKUX 3aHATHH, TEKyIlero
KOHTPOJISI M TPOMEXKYTOUHOW aTTeCTAllMH, OCHAILCHHAs KOMIUIEKTOM MeOenu uii y4eOHOro
npoiiecca, yueOHOH T0CKOH, IepCOHAIbHBIM KOMITBIOTEPOM, IIa3MEHHON aHEbIO.

3. Aynuropus IJisi CaMOCTOSITENIbHOW PabOThI CTYJICHTOB, OCHAIIICHHAs! KOMILIEKTOM Mebenn
JUid y4yeOHOro mpoliecca, yueOHOH TOCKOH, MEepCOHaIbHBIMH KOMIIBIOTEPAMHU C BO3MOKHOCTBIO
MOJKITIOUYEHUS K ceTh «MIHTepHEeT» M TOCTYIIOM K 3JIeKTPOHHON HH(OPMAIIMOHHO-00pa30BaTeIbHON
cpene YHHUBepCHUTETA.

7. MeToau4yeckue peKOMeH/IAllMHU 110 OPTraHU3AUNU U3yYeHUSs TUCHUTLIMHBI

7.1. MeToanyeckue peKOMeHIAL UM NPenoAaBaTe/ o

JlanHbli pa3zen Hacrosiied paOoueill mporpamMMbl NpeAHA3HAYEH JJIs HAYMHAIOIIMX
npenoaaBaresiell ¥ CrieluaiicTOB-IIPAKTUKOB, HE UMEIOIINX OIbITa MPEN01aBaTEIbCKONW padoThl.

JucummmHa — «/loKyMEHTHpOBaHME  YIPABJICHYECKOW  NEATENBHOCTH»  SIBISETCS
JTUCITUTUINHON, (hopMHpyFOIIeH y 00ydaronuxcs 9acTUIHO npodeccnoHabHyo KommneTeHnmio [1K-
3. B ycnoBHsX KOHCTpyMpPOBaHUSI 00pa30BaTENIbHBIX CUCTEM Ha MPUHIUIAX KOMIETEHTHOCTHOI'O
MOJIX0Ja MPOU30LLIO KOHIENTyalbHOE HM3MEHEHHE PO IpEenojaBaTelis, KOTOPBIA, Hapsay ¢
TPaJUILIMOHHON POJIbIO HOCUTENS 3HAHWM, BBIOIHAET (PYHKIUIO OpraHU3aTopa HayyHO-MOUCKOBOM
paboTel oOydarolierocsi, KOHCYJbTaHTa B MpOIEIypax BbIOOpa, oOpaOOTKM M HHTEpIpEeTalH
uHpOpMaLUU, HEOOXOJUMOH A7 IPAaKTUYECKOTO IEHCTBUS M JaJIbHEHIero pa3BUTHUs, YTO JIOJKHO
00s3aTeNIbHO YUYMTHIBATHCS MPU NPOBEACHUM JIEKUMOHHBIX M MPAKTHUECKUX 3aHATHH 10
JUCLUIUINHE «/[OKyMEHTHPOBaHNE yNIPABIECHUYECKON AEATEIbHOCTI.

[IpenonaBanme  TEOpeTUYECKOro  (JEKIIMOHHOIO)  Marepuajga 10  JAUCIUIUIMHE
«/lokymMeHTHpOBaHHE  YIPaBIECHUYECKOM  AESITEIBHOCTH»  OCYLIECTBIAETCS  HA  OCHOBE
MEXIUCUUIUIMHAPDHOM HHTErpallid M YETKUX MEXIUMCUUIUIMHAPHBIX CBSI3ed B paMKax
o0pa3oBaTebHON MPOrpaMMbl U yueOHOro u1aHa o HanpasieHuto 38.03.02 MeHekMeHT.

[TonpoOHOE conep:kaHHWe OTHENbHBIX pa3feNioB TUCHUIUIMHBI  «JlOKyMEHTHUpOBaHUE
yIpaBJIEHYECKOH IeATeIbHOCTHY paccMaTpuBaeTcs B 1.5 pabodeit mporpaMMBel.

MeTtoauka onpeaeneHns UTOrOBOr0 CEMECTPOBOIO pEHTHHIa 00yYaroIIerocs 1o JUCIUILINHE
«JlokymMeHTHpOBaHNE YIIPaBIEHUYECKON JESITeNbHOCTH» IpeacrasieHa B coctae POC mo
JUCIUILIMHE B T 8 pabouell mporpaMMBbl.

[TpumepHBIE BapHaHTHI TECTOBBIX 3aJaHUN JJI TEKYIIEro KOHTPOJIA U IEPEUYEHb BOIPOCOB K
9K3aMeHy O AMCLUIUIMHE TaK)Ke MPEeCTaBJIeHbI B I1 8 paboueil mporpamMmel.

[lepeueHr OCHOBHOM M JIOMOJHUTENBHOM JUTEpaTyphl U HOPMATHUBHBIX JOKYMEHTOB,
HEOOXOIMMBIX B XOJ€ NPENoJaBaHHUs JUCHUIUIUHBI «JlOKyMEHTUpOBaHHME YHpaBIEHYECKON
JeATeTLHOCTHY, TPUBENEH B I.8 HacTosmiel paboueir mporpammebl. [IpemomaBarento criemyeT
OpPUEHTHPOBATh 00YYAIOIIUXCA HAa UCIOIb30BaHNE MIPU MOATOTOBKE K MPOMEKYTOUHOM aTTecTaluu
OpUTHHAJILHOM BEpCUU HOPMATHUBHBIX IOKYMEHTOB, IEUCTBYIOIINX B HACTOSIIEE BPEMSL.

7.2. MeToanuyeckue yKka3aHusi 00y4arommumMcst
[Tomydyenue yroyOJIeHHBIX 3HAHWWA 1O JUCIHMIUIMHE JOCTUTAeTCS 3a CYET AaKTUBHOM
CaMOCTOSITeNbHOM paboThl oOyuaromuxcs. Beigensemble yachl 11e1ecoo0pa3Ho MCIOJIb30BaTh IS
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3HAKOMCTBA ¢ Y4eOHOH M Hay4HOU JTUTEpaTypoil Mo mpoOieMaM TUCIUIUIMHEI, aHAllu3a HAay4HBIX
KOHIIEIIINI.

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

MeToau4yecKne YKa3aHHUsA 10 OCBOSHHIO NUCIHAIINHEL.

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

[Tocelenye JIEKIMOHHBIX 3aHATHH SBIISIETCS 00S13aTE€IbHBIM.

KoHcriekTupoBaHue JEKIMOHHOTO Marepuajiga JOIMyCKaeTcsl KaK IHChbMEHHBIM, TaK H
KOMITBIOTEPHBIM CIIOCOOOM.

PerynspHoe moBTOpeHHE MaTepuana KOHCIEKTOB JIEKIIMHA MO KaKIOMY pas3felly B paMKax
MOJATOTOBKHA K TEKYIIUM (hOpMaM aTTECTAMH IO JUCIUIUIMHE SBISETCS OJHUM U3 BOKHEHIIMX
BUJIOB CAaMOCTOSITENIbHOM paboThl CTyZIeHTa B TEYCHHE CEMECTpa, HeOOXOIUMOM i1 Ka4eCTBEHHON
MOJITOTOBKH K MPOMEKYTOYHOHN aTTECTAIUH 110 JUCIUTIINHE.

[TpoBeneHne IPaKTUYECKUX 3aHATHHA MO AUCHUILIIMHE «J{OKyMEHTHUpOBaHHE YIpaBICHUECKON
JESITSIIBHOCTHY OCYIICCTBIISICTCS B CIICAYIOIINUX popMax:

— aHajau3 MNpaBoBOM 0asbl, pErVIAMEHTUPYIOLIEH MAEATeNbHOCTh OpraHU3alUil pa3IuYHbIX
OpraHU3alMOHHO-TIPABOBBIX (OPM;

— OmOpoCc IO MarepuajiaM, PacCMOTPEHHBIM Ha JEKUUSX M H3YYEHHBIM CAMOCTOSATEIBHO IIO
PEKOMEHI0BaHHOH JTUTEpaType;

— pellieHue TUIOBbIX PAaCUETHBIX 3ajay [0 TeEMaM;

— aHanM3 M 00CYXIeHNE MPAKTHUECKUX CUTYAIHil 10 TeMaM.

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

[TonroroBka K TMPaKTUYECKUM 3aHATHSAM O00S3aTeNbHO BKIOYAeT B ce0s H3ydeHue
KOHCIICKTOB JICKIITMOHHOI'O Marcpuajla H peKOMeHI[OBaHHOﬁ JIUTCPATYpbl A  aACKBATHOI'O
MOHMMAaHUSA YCIOBUS U crmoco0a pelieHusl 3aaHuii, 3allaHupPOBAaHHBIX IpENnojaBaTeieM Ha
KOHKPETHOE MTPaKTUYECKOE 3aHITHE.

MeTonuyeckre  yKa3aHHs 10  BBINOJHEHUIO  Pa3iW4YHBIX  (HOpM  BHeayJAUTOPHOU
CaMOCTOSITeIbHOU PabOThI

I/ISVLIGHI/IG OCHOBHOH H I[OHOJ'IHI/ITGJ'II)HOI\/JI JJUTECPATYPBI, a TAKXEC HOPMATHUBHO-IIPABOBLIX
TOKYMEHTOB O JUCHUIUIMHE MPOBOAMUTCS Ha PEryJsipHOM OCHOBE B pa3pe3e KaxAoro pasieia B
COOTBCTCTBUH C NPHUBCACHHBIMU B mn.5 pa60qel71 nporpamMmmsbl pEKOMEHAAIHUAMUA 1JId ITOATOTOBKH K
MPOMEKYTOUHOM  aTTeCTallMd 1O  JUCUHUIUIMHE  «J[OKYMEHTHpOBaHHWE  yIpPaBJICHUECKOU
nesTebHOCTH». CIUCOK OCHOBHOM M JIOTIOJIHUTENBHON JINTEPATYPhI U 00A3aTENbHBIX K U3yUYEHUIO
HOPMATHUBHO-TIPABOBBIX JOKYMEHTOB 10 AWCIMIUIMHE TpUBEAEH B .7 Hacrosield paboueit
ImporpaMMal. CnenyeT OTAaBaTh MPCANOYTCHUEC HU3YUYCHHUIO HOPMATHBHBIX JOOKYMCHTOB IIO
COOTBETCTBYIOIIUM pa3jieiaM JUCHUIIIMHBI IO CPABHEHUIO C X aJIallTUPOBAHHON MHTEpHpeTalnei
B y4eOHOM UTEpaTypE.

Pemienue 3ajau B pa3pese pa3leioB IUCHMIUIMHBI «/{OKyMEHTHpOBaHUE YINpPaBIECHUYECKOU
JIEATEITLHOCTIY SIBJISIETCSI CAMOCTOSITEIBHON paboTol oOydaromierocs B GopMe TOMAITHETO 3aIaHHS
B CJlyyasx HEJOCTaTKa ayJUTOPHOIO BPEMEHM Ha MPAKTUUECKUX 3aHATHSAX IS PEILIECHUsS BCEX
3aaa4, 3allJITAaHUPOBAHHBIX MPEIIOAaBaTCIICEM, ITPOBOIAIIUM ITPAKTUYCCKUC 3aHATUSA 110 JUCHHUILIINHE.

Meroanyeckue yka3aHus 1o MOArOTOBKE K MPOMEXYTOYHOM aTTecTaluu

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




OOyuaromuiics OMycKaeTcs K MPOMEKYTOUHOM aTTECTalluy MO AUCHUILINHE HE3aBUCHMO OT
pE3yJIBTaTOB TEKYIETO KOHTPOJIS.

8. DoHJ OLIEHOYHBIX CpeaAcCTB IO TUCHUIIJINHE

8.1. IlepeyeHb KOMIETEHUHUH € yKa3aHHeM JITanoB UX (GopMUPOBAHUS B mpolecce
OCBOCHUS TMCUHMILVINHBI. DOPMBI KOHTPOJIs (POPMHUPOBAHUS KOMIIETEHIH

Koa n NuaukaTopsbl J0CTHXKEHU S Tanel
HAHMeEHOBaHHeE KOMIIeTEeHI[HH ¢bopmupoBanus
KOMIIETeHI NI (pa3neant
JUCIMILJIMHbI)

dopma KOHTPOJIA

IK-3. Crnoco6en | UITIK-3.1. Cnocoben
OCYILIECTBIIATh paspabarbiBaTh  (DUHAHCOBYIO
CTpaTeTHYECKOE | | CTPAaTerHMi0 M  TaKTHYECKHE
TaKTUYECKOe IUTaHbl OpPraHU3aluy Ha OCHOBE
yIIpaBJICHUE aHajuusa BHEIIIHEN u
(uHaHCOBBIMU BHYTpEHHEN cpensl,
npoLeccaMu B | IPOTHO3UPOBAHHS  JICHEKHBIX
OpraHu3aLMH. IIOTOKOB U OLIEHKHU
WHBECTUIIMOHHBIX
BO3MOKHOCTEHN
NIIK-3.2. Crnocobex
IUTaHUPOBaTh, OPraHU30BbIBATH
" KOHTPOJIMPOBATH
KOHTPOJTb:
OlepalvoOHHble  (PUHAHCOBBIE Temsr 1-12
Ipoueccsl s obecreyeHust Ompoc Ha
IUIaTEKEeCIOCOOHOCTH y | parTeckux
3aHATUSAX;
3¢ (HEKTUBHOCTH N1€ATEIbHOCTH pedepar;
OpraHu3aluu !
NIIK-3.3. Crocober | | oC MPOBAIHC
00OCHOBBIBaTh U HNPUHUMATH
perieHus B obnactu
MHBECTULIMOHHOM U
¢buHaHCOBOMU MOJIUTUKU
OpraHu3alliy, OICHWBas UX
BIIHMISTHHC Ha CTOUMOCTb
OusHeca U YPOBEHb
(MHAHCOBBIX PUCKOB.

IIpomexyTOUHBIN
KOHTPOJIb:
9K3aMeH
Tekymmit

8.2. [Toka3aTej i M KPUTEPUH OLEHUBAHUS KOMIETEHIIMA MPU U3yYeHUH TUCIUIIIHHBI,
ONUCAHMe HIKAJ OIeHUBAHUS

8.2.1 Kputepuu olleHKH 0TBeTa HAa IK3aMeHe

(bopmuposanue komnereniuu [1K-3, uaaukaropst UITK-3.1, UTIK-3.2, UTIK-3.3)

«5» (oTJIMYHO): OOYyYaromIMiics JAEMOHCTPUPYET CHUCTEMHBIC TEOPETUYECKHE 3HAHUS,
MPAKTUYECKHE HABBIKH, BIIAJ€eT TEPMUHAMH, JIeJaeT apryMEHTUPOBAHHbBIE BHIBOABI U 0000IIEHNUS,
MPUBOJIUT MPUMEPHI, NMOKa3bIBa€T CBOOOJHOE BIJIAJICHME MOHOJOTHYECKOW PEeubl0 U CHOCOOHOCTh
OBICTPO pearupoBaTh Ha YTOYHSIOLIUE BOIIPOCHI.

10



«4» (xopomo): oOyyaroOmMics IEMOHCTPUPYET TPOYHBbIE TEOPETUYECKHE 3HAHMA,
NPaKTUYECKHE HABBIKH, BIIAJICET TEPMUHAMH, JeJIaeT apryMEHTUPOBAaHHBIE BBHIBOJBI M 0000IICHN,
IPUBOJIUT IMPUMEPHI, NOKa3bIBa€T CBOOOJHOE BJIAJICHME MOHOJIOIMYECKOM peublo, HO IPHU ITOM
JIeNlaeT HECYIIEeCTBEHHbIE OIIMOKH, KOTOpbIe OBICTPO HCHPABISIET CAMOCTOSTEIBHO WM TpU
HE3HAUUTEJIbHOW KOPPEKLMHU IIPEnoJaBaTeseM.

«3» (YAOBJIETBOPUTEJIBHO): OOydYarOUIMiics JEMOHCTPUPYET HErIyOOKHE TeOpEeTHYECKue
3HaHUs, MpOSABIsIET clabo CcOOPMUPOBAHHBIE HABBIKM aHalM3a SABJICHUM U  IPOLIECCOB,
HEJI0CTaTOYHOE YMEHUE JeJaTh apryMEHTUPOBAHHbIE BbIBO/bI M IIPUBOIUTH IPUMEPHI, I0KA3bIBAET
HE JI0CTaTOYHO CBOOOJHOE BIaJleHHE MOHOJOIMYECKOM peublo, TEPMHMHAMH, JIOTHUHOCTBIO U
IIOCJIEZI0BATEIbHOCTRIO HM3JI0KEHUS, JENAeT OIIMOKHU, KOTOPHIE MOKET HCIPaBUTh TOJIKO IpU
KOPPEKLIUHU IIPEToAaBaTeIeEM.

«2» (HeyaOBJIETBOPUTEJIBLHO): O0yUYaIOMIMIACSA JAEMOHCTPUPYET HE3HAHUE TEOPETHUYECKHX
OCHOB IIpEIMETa, OTCYTCTBUE IPAKTHUUECKUX HABBIKOB, HE YMEET JeJlaTh apryMEHTHpPOBaHHbIE
BBIBOJIbI U TNPUBOJUTH IPHUMEpPHI, MOKa3bIBaeT cj1aboe BIaJEHUE MOHOJIOTMYECKOM peublo, He
BJaJ€eT TEPMHHAMH, HPOSBISIET OTCYTCTBHE JIOTMUHOCTH U IOCIEA0BATEIBbHOCTH H3JI0XKEHUS,
JienaeT OWMOKHM, KOTOpblE HE MOXKET HCHOPAaBUTh JaXke IpH KOPPEKLHMH IMpenojaBaTeieM,
OTKa3bIBAETCS OTBEYATh HA JIOMOJIHUTENIbHBIE BOIIPOCHI.

8.2.2 Kputepum onieHKH padoThl 00y4aiolerocss Ha NPaKTHYeCKUX 3aHATUIX
(bopmuposanue komnerenimu [1K-3, unmukaropsr UIK-3.1, UTIK-3.2, UTIK-3.3)

«5» (OTJIMYHO): BBHINIOJHEHBI BCE MPAKTUYECKUE 3aJaHHsi, MPEITyCMOTPEHHBIE
NPAaKTUYECKUMHU 3aHATHAMH, OOyYalOUIMCS 4eTKO W 0e3 OMMOOK OTBETHJI Ha BCE KOHTPOJIbHBIC
BOIPOCHI, aKTUBHO pabOTall Ha MPAKTUUYECKUX 3aHATHUSX.

«4» (Xopomio): BBIIOJIHEHBl BCE IPAKTUYECKUE  3aJaHUs, IPEAYCMOTPEHHBIE
NPAaKTUYECKUMHU 3aHATHAMHU, OOYYarOIIUICS C KOPPEKTHPYIOIMMH 3aMEYaHUSIMHU HpenojaBaTess
OTBETHJI Ha BCE KOHTPOJIbHBIE BOIPOCHI, JOCTATOYHO AaKTUBHO pab0Taj Ha MPAKTUUYECKUX 3aHATHUSX.

«3» (YIOBJICTBOPHUTEJIBHO): BBIIOJHEHBl BCE NMPAKTHUECKUE 3aJaHUs, MPEIYyCMOTPEHHBIE
INPAKTUYECKMMH 3aHATHSAMH C 3aMEYaHMUSIMM IpenojiaBarels; oOydyarol[uiicss OTBETUJ Ha BCE
KOHTPOJIBHBIE BOIIPOCHI C 3aMEUYaHUSMH.

«2» (Heya0BJIETBOPUTEJIbHO): O0yUaIOLIUICS HE BBITOJHNI WU BBINOJIHUI HEMPAaBUIBHO
MPAKTUYECKHUE 3a/laHusl, IPEIyCMOTPEHHbIE NMPAKTUYECKUMHU 3aHATUSAMU; O0yYarolMiics OTBETHII
Ha KOHTPOJIbHBIE BOIIPOCHI C OIIMOKAaMU WJIM HE OTBETUJI Ha KOHTPOJIbHBIE BOTIPOCHI.

8.2.3 Kputepuu ouenku pedepara
(bopmuposanue kommnerenimu [1K-3, unmukaropst UITK-3.1, UTIK-3.2, UTIK-3.3)

«5» (oTaMuHO): TeMa pedepara akTyallbHa U PACKpPHITA MTOJHOCTHIO; pedepar moAroTOBIEH
B YCTAHOBIICHHBIH CpPOK; opopMIIeHHEe, CTPYKTypa U CTHJIb H3JIOKEHHS pedepaTa COOTBETCTBYIOT
peIbsSBIsIEMBbIM TpeOOBaHUSAM K O(DOPMIIEHUIO JOKYMEHTA; pedepaT BHIMOIHEH CaMOCTOSATEIBHO,
MPUCYTCTBYIOT COOCTBEHHBIE O0OOOIIEHUS, 3aKIIOYEHHUS W BBIBOJBI, TOJATOTOBIICH JOKJIAJ,
u3NIaraeMblii 0e3 UCMOIb30BaHUsl OTIOPHOTO KOHCIIEKTA.

«4» (xopomo): Tema pedepara akTyaldbHa, HO pacKpbiTa HE IMOJHOCTBIO; pedepar
MOATOTOBJICH B YCTaHOBJICHHBIA CPOK; O(OpMIICHHE, CTPYKTypa M CTHJIb W3JIOKEHHUsS pedepara
COOTBETCTBYIOT MPEIbIBISIEMbIM TPeOOBaHUAM K O(OPMIICHUIO JOKYMEHTa; pedepar BHIIOTHEH
CaMOCTOSITENIHO, IPUCYTCTBYIOT COOCTBEHHbIE 0000IIIEHUS, 3aKIIOYEHHS U BBIBOJIbI; TIOJITOTOBJICH
JOKJIaJ1, U3J1araeMblil C UCIIOJIb30BAaHUEM OIIOPHOTO KOHCIIEKTA.

«3» (Y10BJIeTBOPUTEJIBbHO): TeMa pedepara akTyalbHa, HO PACKphITa HE TOJHOCTHIO;
pedepar MOATOTOBICH C HAPYIIEHWEM YCTAaHOBJICHHOTO CpOKa MpeACTaBleHUs; OQOpMIICHHE,
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CTPYKTYpa M CTHJIb W3JIOXKEHHs pedepaTa HE B IMOJHOM Mepe COOTBETCTBYIOT HPEIAbABISECMBIM
TpeOOBaHUAM K OPOPMIICHHIO TOKYMEHTa; B L1E€JIOM pedepar BBINOJIHEH CAMOCTOSITEIbHO, OJHAKO
OYEBHUIHO HAJIMYME 3aMMCTBOBAaHMM 0€3 CCHIIOK Ha MCTOYHHMKH; TOJTOTOBJIEH JIOKJIAJ, N3JIaracMbli
C UCIOJIb30BaHUEM OIIOPHOTI'O KOHCIIEKTA.

«2» (HeyIOBJIETBOPHUTENILHO): TeMa pedepaTa akTyallbHa, HO HE pacKphITa; pedepar
HOATOTOBJICH C HApyUICHUEM YCTAHOBJIEHHOTO CPOKa NPECTaBICHU; 0pOPMIICHUE, CTPYKTypa U
CTWJIb M3JIOKEHHUS pedepara HE COOTBETCTBYIOT HPEABSIBISAEMBIM TPeOOBaHHUSIM K O(OPMIICHHIO
JOKyMEHTa; B pedepaTe OUEBHIHO HAJIMYUE 3HAYUTEIHLHBIX 00HEMOB 3aMMCTBOBAHUI 0€3 CCHIIOK
Ha MCTOYHUKH; JJOKJIAJ] HE ITOJITOTOBJICH.

8.2.4. Kputepum o11eHKH TeCTUPOBAHUS
(bopmupoBanue komnerenimu [1K-3, uamukaropsr UIK-3.1, UTIK-3.2, UTIK-3.3)

TectupoBaHue OIEHUBAETCSI B COOTBETCTBUU C MPOLIEHTOM IMPABUIBHBIX OTBETOB, JaHHBIX
00yJaroIIMMCs Ha BOIPOCHI TECTA.

CranpmapTHasi mIKaja COOTBETCTBHS PE3yJIbTATOB TECTUPOBAHHS BBICTABIISIEMON OaJUIbHOM
OLICHKE:
— «OTJIMYHO» - CBbIIIE 85% IMpaBUIIbHBIX OTBETOB;
— «xoporto» - oT 70,1% no 85% npaBuIbHBIX OTBETOB;
— «yIOBIETBOPUTENBHO» - OT 55,1% 110 70% npaBUIbHBIX OTBETOB;

— ot 0 10 55% npaBUIbHBIX OTBETOB — «HEYAOBIETBOPUTEIIHHO
«5» (OTJIMYHO): TECTUPYEMBIN JEMOHCTPUPYET CUCTEMHBIE TEOPETUUECKUE 3HAHHUSL, BIIAJIEET

TepMUHAMHU U 00J1aJ]a€T CIOCOOHOCTHIO OBICTPO pearupoBaTh Ha BOIMPOCHI TECTA.

«4» (X0opom10): TECTUPYEMBIN B IIEJIOM JEMOHCTPUPYET CUCTEMHbIE TEOPETHUUECKNE 3HAHMS,
BJIa/ieeT OOJBIIMHCTBOM TEPMHHOB M 00JIaJIa€T CIOCOOHOCTBHIO OBICTPO pearupoBaTh HAa BOMPOCHI
TecTa.

«3» (YyAOBJIETBOPUTEJIbHO): CHUCTEMHBIE TEOPETUYECKHE 3HAaHUS Y TECTUPYEMOIo
OTCYTCTBYIOT, OH BJaJIe€T HEKOTOPHIMU TEPMHUHAMM M Ha BOINPOCHI T€CTa pearupyer J0CTaTOYHO
MEJIJIEHHO.

«2» (HeyIOBJIETBOPHUTEJIbHO): CHCTEMHbIE TEOPETHUECKHE 3HAHHUA y TECTHPYEMOTro
OTCYTCTBYIOT, TS PMHUHOJIOTHEH OH HE BJIaJIEET U Ha BOIPOCHI TECTAa pearupyeT MeIJICHHO.

8.2.5. MHroroBoe cooTBeTcTBHE OANJIbLHOH IIKAJAbI OIEHOK W  YpPOBHeH
c¢(hopMHUPOBAHHOCTH KOMIIETEHIINH 1O TUCHHUIJIHHE:

YpoBenb
copMupoBaHHOCTH Ouenka Mosicnenue
KOMIIeTEHIIN U

TEOPETUYECKOE COJIEpKaHUE U MPAKTUUYECKHUE HABBIKU 110
JHACLUIUIMHE OCBOEHBI IIOJIHOCTHIO;

Bricokuii «» BCE€ TMIPEAYCMOTPEHHBIE MPOTPaMMOi 00yUeHHUsT yaeOHbIe

(oTm1E0) 3a71aHus BBITIOJHEHBI HA BHICOKOM YPOBHE;

KOMIIETSHIIUU CHOPMUPOBAHBI

TEOPETHUUECKOE COACPKAHUE U MPAKTUYECKHUE HABBIKU IO
JIACIIATIINHE OCBOEHBI MOJTHOCTHIO;

BCE€ TMPEAYCMOTPEHHBIE MPOTPaMMOI 00yUeHHUsT yaeOHbIe
3a/1aHUs BBIIIOJIHEHBI C HE3HAUUTEIbHBIMU 3aMEUaHUSIMU;
KOMIICTCHIIUHU B I1EJIOM C(HOPMUPOBAHBI

«4y»

Cpenmuid (xoporio)

TEOPETUIECKOE COJIEPKAHNE U IPAKTUICCKUE HABBIKH T10
JICIIUTUIMHE OCBOEHBI YaCTUYHO, HO TIPOOENbl HE HOCST
CYIIIECTBEHHOTO XapaKTepa;

OOJIBIIIMHCTBO MPEyCMOTPEHHBIX POTrpaMMoit
00yueHus1 y4eOHBIX 3aJlad BEHINIOJHEHO, HO B HHX

«3»

Y 1OBIETBOPUTEIHHBIN
(YIIOBICTBOPUTEITHHO)
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UMEIOTCS OLITHOKM;
KOMITETEHIINU cQOPMUPOBAHBI YACTHIHO

TEOPETHYECKOE COAEPKAHUE U MPAKTUIECKHE HABBIKH 1O
JTUCLUIUINHE HE OCBOCHBI;

OOJIBIIIMHCTBO NPeayCMOTPEHHBIX porpaMmon
o0ydeHnst yueOHBIX 3aJaHui TUOO HE BBITIOTHEHO, OO0
COZIEPKUT TPyOBbIe OITHOKH;

JOTIONTHUTENbHAS ~ caMoCTosATeNbHas ~ pabota  Han
MaTepuaJoM He MPUBOIAUT K KaKOMY-ITHOO 3HAYHMOMY
MOBBIIICHHUIO KAUYeCTBA BHIMOTHEHHS YISOHBIX 3aJaHMIA;
KOMIIETEHIIMU HE CPOPMHUPOBAHBI

«2»

HeynosnerBoputenbHbIi
(HEyIOBIETBOPHUTEIHHO)

8.3. Metoanyeckue MaTepuajbl (THIOBbIe KOHTPOJbHbIE 3aJaHNsA), ONpeIesiioune

pe3yJbTaThbl 00y4eHHs M0 JUCHHUIINHE, COOTHECEHHbIE ¢ HHAUKATOPAMH J10CTHKECHHA

KoHTposbHBIE 33a1aHUs, IPUMEHSEMbIE B paMKaxX TEKYIIEro KOHTPOJISI U IIPOMEKYTOUYHOU
aTTeCTallly IO JUCLMIUIMHE, HOCAT YHUBEPCAIBHBIM XapaKTep U MPELyCMaTpUBAIOT BO3MOXKHOCTh
KOMIUIEKCHOW OLIEHKM BCEro HaOopa 3asdBJIEHHBIX [0 JAaHHOW JWUCUUIUIMHE HHAUKATOPOB
c(OpPMHPOBAHHOCTU KOMITETEHLIUH.

8.3.1. Tekyuuii KOHTPOJIb (Pad0OTA HA MPAKTHYECKUX 3AHATHUSAX)
(bopmuposanue komnereniwu I[1K-3, uaaukaropsr UIIK-3.1, UTIK-3.2, UTIK-3.3)

Ipumepsbl 3a1aHUi 1JIA NPAKTHYECKUX 3aAHATHI
3aoanue 1.
[IpencraBeTe, uTo BBl paboTaeTe B KOMIaHUM PYKOBOAMTENEM OTAeNa Mpoaax. Bam Heobxoanmo
COCTaBUTh JOHKHOCTHYIO MHCTPYKIIMH Ha BAKaHTHYIO JIOJDKHOCTb — MEHEKEepa OT/IeNa MPOJaK.
ChopmynupyiiTe  OCHOBHBIE  pa3fiesibl  JTOJDKHOCTHOM — MHCTPYKIMM:  KBaJM(UKAI[MOHHBIE
TpeOOBaHUs, JOJDKHOCTHBIE OOS3aHHOCTH, OTBETCTBEHHOCTh, NpaBa W B3aMMOOTHOIICHHS.
OdopmuTe AOKHOCTHYIO HHCTPYKIMIO  CO BCEMH HEOOXOJUMBIMH PEKBHU3UTAMH JIAHHOTO
JIOKYMEHTA.
3aoanue 2.
HeoOxonmumo  3amonuute  lllTatHoe pacnucanue B COOTBETCTBUM C  TpeOOBAHUSAMH,
OPEIbSBISAEMBIMU K OPTraHU3allMOHHO-PACHIOPSAUTENBHBIM JoKyMeHTaM (YHupuuupoBaHHas
dopma IllTaTHOTO pacnucanus MpusaraeTcs)
3aroHAIOTCS BCE PEKBU3UTHI.
3aoanue 3.
[TpencraBeTe, yTo Bl pabGoTaere B oTaene KaapoB opraHuzanuu. Bam HE0OX0IUMO MOATOTOBUTH
MPOEKTHI KaJAPOBHIX JOKYMEHTOB
1. Ha ocHOBaHuM 3aKJII0YEHHOTO TPYAOBOTrO JoroBopa o npueme MiBanosa W.1. Ha nomkHOCT
MeHe/Kepa B Ballly OpraHu3aiuio ohopMHTe MPHUKa3 MO JUYHOMY COCTaBy O MpHeMe Ha paboTy (1o
yaupuuupoBanHoit popme T Ne 1).
2. CoctaBbTe U OQOpPMUTE XAPAKTEPUCTUKY HA COTPYIAHHKA OTHE]a KaJgpoB, MOIMHCAHHYIO
PYKOBOJIUTENEM JIAaHHOTO CTPYKTYpHOro mojpasjeneHus. OpraHuzanuio, paMmwing pabOTHUKOB
YKaXXUTE CaMOCTOSITENIBHO.
3. CocraBbTe U 0pOpMHUTE 3asiBICHUE O MEPEBOAE Ha JPYryl paboTy, B KOTOPOM YKaKUTe
CTPYKTYpHOE TMOJApa3JielieHne, JOJDKHOCTh, MpPU HEOOXOAMMOCTH — OCOOEHHOCTH B pabote
(HenonHBIN pabounii JeHb, MovyacoBas omiata). Ha ocHOBaHUM 3asiBIIEHHs] COCTaBbTE MpPHKa3 IO
yauumpoBanHoit popme T Ne Sa
3aodanue 4.
4.1. CocraBbTe pacnopsiKeHHE PYKOBOJUTENs 00 OpraHU3aluu AEKypCTBa B Mpa3JHUYHbIE THU C
31 nmexabps 2020 roma mo 10 smBaps 2021 roma. Ilpemmoxure 3am. aumpektopa mo AXY
(aIMMHUCTPATUBHO-XO3WCTBEHHAs YacTh) OpraHuW30BaTh COTpyaHHKOB 31.12.2020 mo 17-00 u
NPOBEPUTH U Ole4aTaTh Bce ClykeOHble momermieHus. OOsHKUTE MOATOTOBUTH Ha YTBEPXKACHUE
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rpapuk gexypcrsa n0o 31 nexabps. Opranuzanuio U (GamMUINH JODKHOCTHBIX JIMIl YKaXHUTE
CaMOCTOSTENBHO.

4.2. B cooTBeTcTBUU C YHU(DUIIMPOBAHHON (POpPMOI TIpHKa3a O MOOMIPEHUN PaOOTHUKA 3aIlOJIHUTE
BCE HEOOXOMMBIC PEKBU3UTHI, BKIIFOYAs ITOJIIHCH.

8.3.2 Texkymmii KOHTPOJIb (MOArOTOBKA pedepara)
(bopmuposanue komnereniuu I[1K-3, uaaukaropsr UIIK-3.1, UTIK-3.2, UT1K-3.3)

IIpumepHas TeMaTuka pedeparos:

1. JlokyMeHTanMOHHOE oOecrieueHne yIpaBiIeHus, ero 3a1auu, (pyHKIUH.

2. Hopmatusnsie nokymeHTsl (CCHAOY, 'OCTsI). [lorsTre cTangapTU3auy ¥ YHU(PUKAIIAN.
3. Kimaccudukamust TOKyMEHTOB.

4.PexBU3UTHI YIIPABICHYECKUX IOKYMEHTOB. PeKBU3UTHI aBTOpa, UX OhpopMIIEHHE.

5. TpeGoBaHus K TECTy TOKYMEHTA.

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

7. Opranu3alnvoOHHbIE JOKYMEHTBHI.

8. PacniopsiautenbHble JOKyMEHTHI. [IpuKka3bl 10 OCHOBHOM JieATenbHOCTH. PacniopsikeHus.
9. UndopManinoHHO-CTIpaBOYHBIE IOKYMEHTHI. JloKIaaHbIie, 00bsICHUTENbHBIC 3anmiCKU. CrpaBKHu.
10. AxThl, X Buabl. CocTaBIeHHE aKTOB.

11. TIpoTtoko:sl 3acenanwmii, copemanuii. [lomHas u kpaTkas (GOpMBI IPOTOKOJIA.

12. [IenoBas nepenucka.

13. JlokyMeHTHpOBaHHE MTPOLIECCOB IBUKEHUS KaPOB.

14. ITpukassl 110 TMYHOMY COCTaBY.

15. JInunoe 3asBneHue. Benenue TMUHBIX KapTOYEK.

16. TpynoBoii 1orosop.

17. Benenue TpyaoBbIX KHIDKEK. OdopmiieHne JINYHBIX J1e.

18. TexHnonorust paboTsl ¢ JoOKyMeHTaMu. OpraHu3aiys JOKyMEeHTO000poTa.

19. Perucrpanus 10OKyMEHTOB.

20. KOHTpoJIb UCTIONHEHUS JOKYMEHTOB.

21. Homenkinatypa nen. Cucremarusanus jen. @opMupoBaHue aed.

8.3.3 Tekymuii KOHTPOJIb (TeCTUPOBaHHE)
(bopmuposanue kommnerenimu [1K-3, unmukaropsr UTTK-3.1, UTIK-3.2, UTIK-3.3)

IIpuMepsI TeCTOBBIX 3aaHUI
Pacnopsigure/ibHbIe JOKYMEHTBI, 0TPAKaI0LIHeE Pe3yJabTAT KOJNJICrHaTbHOM 1esITeJbHOCTH
[ mpukas, pacriopspkeHHe
[] pacnopsbkeHue, ykazaHue
M mocraHoBICHUE, pelieHne
M mporokon, akt
[ noroBop, ycTaB, CoTanieHue
OcCHOBHBIEC PEKBU3HUTHI JIOKYMEHTA
M Tekct, OTMETKA O MPUIIOKEHUH
TEKCT, OTMCTKA O MPHUIIOKCHUHU, 1aTa, HHACKC, 3aroJIOBOK K TCKCTY
TEKCT, TpU( YTBEP>KACHUS, IOANNCH, 1€4aTh
TEKCT, 3ar0JI0OBOK K TEKCTY, MOJIHICH, IpU( coraacoBaHus, rpu¢ yTBepkACHUS, Ie4YaTh
TEKCT, OTMETKA O MPUJIOKEHUH, IpU( COrIaCOBAaHUs, BU3bI COTTIACOBAHMSL, TPUQ YTBEPKIACHUSI
TEKCT, ajipecaT, rpu¢ yTBEPKICHUsI, BH3bI COTJIACOBAHMSI, OJIITUCH, TIeYaTh
HopmaTuBHBII JOKYMEHT, perjiaMeHTHPYKOIIHHA TpeOoBaHHS K O(OpPMJICHHI0O TOKYMEHTOB
001ero aAIMUHUCTPATUBHOTO ynpasJjaenusi (OPI)
L1 TOCT P 51141-98
[ I'OCT 6.10.5-87
M TOCT P 7.0.97-2016
1 ETCA0OY

Oooood
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[ MHCTpyKIUs 1O IEIOMPOU3BOCTBY

AKT U «rpu@ yTBepP:KICHU D)

aKT BCErJia YTBEPKIACTCS PYKOBOIUTENIEM OpraHU3aIuu

aKT yTBEP>KAAETCS BBILLIECTOSIINM OPraHOM YIIpaBJICHUS
YTBEP>KIAIOTCS TOJIbKO HEKOTOPBIEC BU/IbI AKTOB

aKT HE UMEET «rpHda yTBEePKIACHUS

aKT yTBEPIK/IAETCs, B 3aBUCUMOCTH OT PEILIEHUsI PYKOBOJICTBA OPTaHU3aLlUU
aKT yTBEP>KIAETCs, B 3aBUCUMOCTHU OT BBILLIECTOSIETO OpraHa yIpaBJIeHUs
Cpoxk neiicTBHSI OPraHM3aMUOHHO-TIPABOBLIX IOKYMEHTOB

[J OT OAHOTO 110 IMATH JIET

[ 10 MOMEHTa UX OTMEHBI

[J mo Tpex neT

[ no mecstw net

[V 10 BBe/ieHHsI HOBBIX B3aMEH YCTAPEBILUX

MarepuajbHblii  HOCHTEIb HHPOPMALIUMM O COOBITHAX M SABJEHUSX O0bEeKTHBHOM
AeHCTBUTEJIbHOCTH U MBICJIUTE/ILHOI 1eATEJIbHOCTH YeJI0BEKA - ITO...
Ipasunvnvie sapuanmor omeema: JOKYMEHT; [lokyMeHT; HOKYMEHT;
KoMmuieke MeTo10B ¥ poLeccoB padoThl ¢ JOKYMEHTAMM, OCYIIeCTBIsIeMbIil peINnpUATHEM
NPHU BBINOJHEHUH UM CBOMX (DYHKIMH - 3TO ....

[] moKyMEHTalMOHHOE 00ECIICUCHHE YIIPaBICHHUS

[ menonpous3BOACTBO

[] cucrema gOKyMEHTAIIUH

[] moxyMeHTHpOBaHHE

[J moKymMeHTO00OpOT

(] mOKyMEHTHpOBaHUE YIPABICHUECKOU JCITEIHBHOCTH

JlokyMeHTBI KiIaccupuuupyrores 1no rpudy Ha ...

OpUTHHAJIbI, KOIIUU U MOAJIMHHUKU

BHEIIIHUE U BHYTPEHHUE

WHIUBUAyaTbHbBIE, TUTIOBBIC U TpadapeTHbIe

PYKOIIUCHBIE, TI€YaTHBIC U DJIEKTPOHHBIE

OpraHU3allMOHHbIE, PACTIOPSAUTENbHBIC, CIPABOYHBIE

M xoH(uIEHIMATLHBIE, OTPAHMYEHHOIO IOCTYIIA U OTKPBITOTO IOJIL30BAHUS
HOCJIeIIOBaTeJIbHOCTb H3JI0KEHUS 10JI02KeHU Y cTaBa npeAnpusiTus
. oOIIre moIoKEHUs

CBEICHHsI 00 YCTaBHOM KaruTase

OpraHU3aIMOHHO-TIPABOBBIE OCHOBHI JIESITEIIbHOCTH OpTraHU3aIuu
OpraHbl yIpaBJi€HHUsl U KOHTPOJIS, UX KOMIETEHIUS

MpaBujia BEJCHUS y4eTa U OTYETHOCTH B OpraHU3aIliu

MOPSAZIOK pacipeneneHus mpuobLH U (hopMupoBanue (HOHIOB

0COOBIE€ BOMIPOCHI JIEATETLHOCTH OpraHU3alUN

: YCJIOBHS pEOpraHU3aluK U TUKBUAAILINT

3Tam>1 PadoThI C BHYTPEHHHUMH JOKYMEHTAMHU

I MOJIy4eHHE yKa3aHUs Ha pa3padOTKy JOKYMEHTOB

pa3paboTKa MpPOeKTa JOKYMEHTA

COTrJIaCOBaHUE MPOEKTA JOKYMEHTA

KOPPEKTHUPOBKA IOKYMEHTA, €ro opopMIIeHNE

MOAMUCAHUE, YTBEPKIACHUE

perucTpanus ¥ THPAKUPOBAHUE

JIOBEJICHUE 10 UCTIOJHUTENEN

KOHTpPOJIb UCTIOJTHEHUS JJOKyMEHTA

. MPUEM HUCTIOJHEHHOTO JTOKYMEHTA, CHATHE C KOHTPOJIA

lO TEKyIllee apXUBHOE XpaHEHUE

KoHTpoJb HCTIO/IHEHUS TOKYMEHTA OpraHu3yer

M ciyx6a JJOY

oo d

ooogd

XN TAREXNE

“?PE’E'FT.’S’?.‘?.‘-':’!\?!—‘
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PYKOBOJIUTEININ BCEX PAHTOB

cekperapuar

ci1y>x0a KOHTpOJIS

OIIPEeJIEJIEHHOE AOJKHOCTHOE JIUIO

PYKOBOJIUTEIb MPEATIPHUATHS

OcHoBaHMeM ISl IPeAbSBJICHUS NIPETEH3UH SIBJSIIOTCSH JOKYMEHTBI

M xommepueckuii akT, cepTUdUKAT Ka4ecTBa, JOr0OBOp, aKT IPUEMKH TOBapa, TPeOOBaHUSI

[] ceprudukar kayecTBa, J0roBop, aKT HPUEMKH TOBapa, TpeOOBAHMUS

[] xoMMmepueckuii akT, cepTU(HKAT KauecTBa, aKT IPUEMKH TOBapa, TpeOOBaHMUS

[] ceprudukar kauecTBa, akT IPUEMKHU TOBapa, TpeOOBaHUSI

K HeperncTpupyemMbIM OTHOCSTCS JIOKYMEHTBI

M uHdopManMOHHBIE MaTepHaibl, PEKJIAMHbIE K IO3PABUTEIBLHBIE MHUChMA, MPOTPAMMBbI
CEMHHAPOB, COBEIIAHUM, KOH(PEPECHITHI

M  Kkomumu HOPMATHBHBIX JOKYMECHTOB, MOCTAHOBJICHUS M PACIOPSIKEHUS TOCYIAPCTBEHHBIX
OpraHoB, OOBSICHUTENIbHBIE 3aITUCKU

[] cimyxeOHbIe 3aIUCKH, MTUCbMA, TeJIErPaMMBbl, (haKCOrpaMMBbI

[l pexiaMHBlE NPOCHEKTHI, MPOTOKOJIBI KOJUIETHAJIbHBIX OPraHOB, CIPAaBOYHBIE MaTEPHAIbI,
TUTaHBI, IPOTPAMMBI, CBOJIKH, OTYETHI

[l mucepMa BbICIIEN MHCTAaHLIUH, TPEOOBAHUS, UCKH, IPETEH3UH, KOJUIEKTHBHBIE JI0TOBOPA

CooTBeTCTBHE 3TANOB MOATOTOBKH YNPABJIEHYECKHX pPellleHUil cTaausaM padoThl

aHanu3 MpoOJIeMHOW cuUTyauuu, (OpMHUPOBaHHUE CTausl pa3pabOTKU peLIeHus

L[eJIeH, OLIEHKA IIPEAIIOYTEHUM peleHui

OLIEHKA pAacIojlaraéMoro BpPEMEHHU, OINpe/eleHUue IOATOTOBUTEIbHAS CTa U

HEOOXOAMMBIX PECYPCOB

dbopMupOBaHKE  KpPUTEpUEB  BbIOOpa, BBIOOpP CTaams BhIOOpA perIeHUs

€/IMHCTBEHHOTO PEIICHHUS

OpraHu3alysl BBIIOJHEHUS pELICHMs, aHalu3 W CTaAus peaau3ally IPUHATOrO PELIeHUs

OIIEHKa JOCTHTHYTOTO pPe3yjbTara

IMocnenoBaTebHOCTh JTANOB NMOATOTOBKH YNPaBJEeHYECKMX pelleHMii, BXOASIMX B COCTaB

HO)IFOTOBI/ITeJII)HOI/[ CTAUM U CTAJAMU Pa3padOTKU pelieHust

BBISIBIIEHHE U OIMCaHKUe MPOOJIEeMHOM cCUTyaruu

OILIEHKa pacrojaraeMoro BpeMeHH

orpeJieieHue He0OOXOAUMBIX PECYpPCOB

aHaJIu3 NpoOJIeMHON CUTyalluu

(bopmupoBaHue 11eneit

OINpeJIeIIeHUE OTPaHUYCHU I

pa3paboTKa BapUaHTOB pPeLICHUN

OIIEHKA TPEATOYTESHIIA PEeIIeHUN

CTa;um aHajJu3a ajJbTePHATHB M BbIOOPAa MNPOrPaMMHOI0 NPOAYKTAa aBTOMATHU3ALMH
AOKYMEHT0000poTa

1: CocraBneHue nepeyHs NperbsIBIsIeMbIX OCHOBHBIX ()YHKIIMOHAIBHBIX U CUCTEMHO-TEXHUYECKUX
TpeOOBaHUI K KOPTIOPATUBHOW CHCTEME aBTOMATH3aIMHU IOKYMEHTO000pOoTa

2: BpiOop cuctembl BECOBBIX KO3(PPHUIMEHTOB (0aJUIOB) WM PAaHKUPOBAHUE JUIA HKCIIEPTHOM
OIICHKHU

3: OneHka MPOrpaMMHBIX TPOJYKTOB C TOYKH 3pPEHUS MPEIbSBISAEMBIX OCHOBHBIX
(YHKIIMOHATHHBIX TPEOOBAHUI U CUCTEMHO-TEXHHUECKUX XaPaKTEPUCTHK

4:  OtOop mporpaMMHBIX INPOIYKTOB, YJIOBJIETBOPSIOIIMX BBIOPAaHHBIM (DYHKIMOHAIBHBIM U

CHCTEMHO-TEXHUYECKUM KPUTEPUSIM

OreHka aganTaloOHHBIX BO3MOXKHOCTEH OTOOpaHHBIX IPOIYKTOB

6: OT0op mpoOrpaMMHBIX MPOAYKTOB, YAOBJIETBOPSIOUIMX KPUTEPUSAM  aJalTALlMOHHBIX
BO3MOKHOCTEHN

7: CpaBHUTENBHAs OLEHKA 3aTPaT, CBA3AHHBIX C MPUOOPETEHHEM M BHEAPEHHEM INPOrPaMMHBIX
IPOJYKTOB

8: OueHka ombITa NPUMEHEHUS OTOOPAHHBIX MPOrPAMMHBIX MPOIYKTOB peIyTalMu (QUPMBI-
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pa3paboTunka
Br160op nmporpamMmMHOro obecrnedeHust Ajisi CHCTEMbI aBTOMAaTU3aIMK IOKYMEHTO000pOTa

8.3.4. IIpoMe:KyTOUYHBII KOHTPOJIb (BONPOCHI K IK3aMeHY)
(bopmupoBanue komnerenimu [1K-3, uamukaropsr UTIK-3.1, UTIK-3.2, UTIK-3.3)

IIpuMepHbIe BONPOCHI K IK3aMeHY

Oranbl J0KyMEHTUPOBaHUS IPOU3BOJICTBEHHO - XO3AHCTBEHHOM NEATEIbHOCTH.

TexHnomnorus AOKYMCHTAIITUOHHOT'O obecreyeHust YHpaBJICHUA.

[Topsimok coctaBieHust U 0OPOPMIIEHUS PACTIOPAAUTEIBHON JOKYMEHTALUH.

Crny>x0a TOKyMEHTAIIMOHHOTO oOecreueHus yrpasiieHus. TpeOoBaHUs K OpraHUu3aluy CUCTEMBI
JIOKYMEHTO000pOTa.

TpeboBanust K GOPMUPOBAHUIO JIE]T B AETOMPOU3BOJICTBE.

[Topsimok BBeneHUs B IEHCTBHE IPABUII BHYTPEHHETO TPYA0BOTO PACHOpsAKa.
I[OKYMCHTI/IpOBaHI/Ie 10 JOIrOBOPHO-IIPAaBOBBIM OTHOUICHUAM SKOHOMHUYECKOM ACATCIIbHOCTH.
[ToaroToBka JOKyMEHTOB K cJjaue B apXUB.

Knaccupukauua pexsuzuroB no I['OCTY P 7.097-2016 «Cucrema craHmaptoB 10
uHpopMaluy, OUOIMOTEYHOMY M HU3AaTeNbCKOMy Jeny. OpraHu3anloHHO-PAcoOpsIUTENbHAS
JOKYMEHTALUD).

Pa3Butue 371€KTPOHHOr0 JOKYMEHTOO0OpOTa B OpraHU3aliu.

IImanoBo-oTyeTHAS AOKYMCHTal .

ABTOMaTH3A1Ms JEIONPOU3BOICTBA.

Cayx0a KOHTPOJISI BEACHHUS KaJpOBOW JOKYMEHTAIIMH Ha MPEIIPUITHH.

[loHaTuss 0 JOKyMeHTax, crocobax JIOKYMEHTHPOBAHHUS, HOCHUTEISX uHbopmMalud U
(GYHKIUSAX JOKYMEHTA.

IIpaBuna opopmiieHHs U BbIJa4l KOMUHA JTOKYMEHTOB.

OpraHmaum{ OIICPATUBHOTI'O XPpAHCHUA JOKYMCHTOB.

DKcrnepTu3a eHHOCTH I0KyMEHTOB.

[TpaBuna cocraBieHust 1 0OpPMIICHUSI HOMEHKIIATYPHI JIEI.

[Tpu3Haku knaccu(UKauyu HOMEHKJIATYPBI €.

Kpurepuu onieHKH TOKyMEHTOB.

CucteMbl TOKYMEHTALUH 110 INYHOMY COCTaBY.

OcobenHoct 0(hOPMIICHHS JINYHBIX TOKYMEHTOB.

Cuctemsl 1 (OpMBI JOKYMEHTOB.

OCHOBHBIE TTOTOKHA JOKYMCHTAaIUH.

Cany>xebnble 3anucku. TpeboBaHus Kk 0OpMIICHHIO.

OCHOBBI 3aKOHOJIATEILCTBA IO APXUBHOMY JIEITY.

Cocranenue u oopMIICHHE CITY>KEOHBIX TTHCEM.

PexuMbl XpaHeHHs TOKYMEHTOB.

Onucs nena. [IpaBuna popMupoBaHre JOKYMEHTOB Ha apXUBHOE XpaHEHHE.

Poinb 10KyMEHTAIIMOHHOTO 0OecIIeYeHus YIIPaBIeHHUs B COBPEMEHHOW OpraHu3aIliH.

OcHOBHEBIE XapaKTCPHBIC YCPThI OpFaHHSaHHOHHO-HpaBOBOﬁ JOKYMCHTAIHH.

. PernamenTanus JOKyMEHTAIIMOHHOTO 00ECTIEYeHUs yIIPaBICHUSI.
. CocraB u odopmiieHHE PACTIOPSAIUTETHLHON TOKYMEHTAIUH.
. Texnonorus paboTh! ¢ KOH(UACHIUAIBHBIMU JTOKYMEHTaMH.

Cocranenue 1 0ohopMIIeHHE aKTOB

Odopmurenbckue pekBU3UTHL. COCTaB PEKBU3UTOB JOKYMEHTOB.

CrpykTypa ohopMIIEHHS TOJKHOCTHBIX HHCTPYKLHUH.

Opranu3anys KOHTPOJISI HCIIOJTHEHUS TOKYMEHTOB.

CocraBneHue 1 0popMIIEHHE TPOTOKOIA.

[Topsimox cocrtaBieHuss ¥ OQOPMIICHHUS TaOIUI] U PUCYHKOB B HAy4YHO-HCCIIEIOBATEIHCKOM
oTyYerTe.

Opranuzanus paboThl ¢ TOKYMEHTaMHU.

. IIpaBuna oopmieHUsT TPUITOKEHUH.
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[Tonsatue o nokymenToobopore. DopMbI perucTpanu J0KyMEHTOB.
CocraBnenue u opopmiieHHE T0rOBOPOB.
@1aroBoe ¥ MpoJ10JIbHOE PACIIOJI0KEHUE PEKBU3NUTOB.
VYupenurenbHble JOKYMEHTBI OpraHU3alHH.
OneHka 3HaYMMOCTH JOKYMEHTOB U CPOKH UX XPAHEHUS.
TpeboBanusi, mpenbsBIsieMble K TEKCTaM JOKYMEHTOB.
. CocTaB OpraHu3anvoOHHO- IIPABOBbIX JOKYMEHTOB.
®opmsbl peructpanuu J0KyMeHTOB. [lopsaok perucrpanumu.
. TexHonorus paboTHI C KaPOBOW JOKYMEHTAIHCH.
. CocTtaB U CTpyKTypa IITaTHOTO pPacCHUCAHMSL.
CoctaB HH(pOPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB.
Oco0EHHOCTH MOJIO0KEHUS O CTPYKTYPHOM MOJpa3IeIeHUH OpraHN3alliu.
. bnanku u popmartsl TOKyMEHTOB.
. 3aja4n ¥ MyTH BHEAPEHHS aBTOMATH3MPOBAHHOM CHCTEMBI JOKYMEHTALIMOHHOTO 00ECTICYeHHUS
yIpaBieHUs
OcCHOBHBIE KJIACCHl TUPAXKHO - 3aKa3HbIX aBTOMAaTHU3WPOBAHHBIX CUCTEM JOKYMEHTAIIMOHHOTO
obecrieueHus ynpaBieHUs
OKCIUlyaTallUOHHbIE XapaKTEPUCTUKU aBTOMATHU3MPOBAHHOW CHCTEMbI JTOKYMEHTALMOHHOIO
oOecrieueHus ynpaBieHuUs
TexHonoruu NporpaMMHON peaau3aluy aBTOMaTHU3UPOBAHHON CHUCTEMBI JIOKYMEHTALIMOHHOTO
oOecrieueHus ynpaBieHuUs
Kpurepun aHanm3za aBTOMaTU3MPOBAHHOM CHCTEMbI JOKYMEHTAI[MOHHOTO oOecnedyeHus
yIpaBieHUs
CocraBienue u opopMIIEHHE ITPUKA30B [0 OCHOBHOH JEATEIIHOCTH.
OcoOeHHocTH BBIOOpPA CUCTEMBI aBTOMATU3ALINU.
CrpaTterun BHEApPEHUS aBTOMATHU3MPOBAHHOM CHUCTEMBbl JOKYMEHTAI[MOHHOTO OOecreyeHus
yIpaBJi€HUsI.
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