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1. Ilepevenb NJIAaHUPYEMBIX Pe3yIbTATOB H3y4YeHHUsI AUCHHUILIMHBI, COOTHECEHHBIX €
IUIAHMPYEeMbIMH Pe3yJIbTAaTaAMH 0CBOCHHUsI 00pa30BaTeIbHOM NMPOTrpaMMbl
B pamkax ocBoeHHS OCHOBHOM NpPOQECCHOHAIBHONH 00pa30BaTeNbHONW MPOrpaMMbI
OakanaBpuaTa OOydYalOIIMHCA JOJDKEH OBJAAETh CIEAYIOIIMMHU pE3yJbTaTaMu OOYy4YeHHs IO
JUCLUUIUIMHE  «J[OKyMeHTHpOBaHUE  yNpaBIEHYECKOH  JESATEIbHOCTH T'OCYJapCTBEHHOH U
MYHULUIAIBHON CITyKObI»:

Koa v HaumenoBanue KoMIeTeHIMIA NHauKaTopbl 10CTHKEHUST KOMIIETeH MU
I1K-3 CriocobeH yuacTBOBaTh B HIIK-3.3 Criocoben ocymiecTBiIsaTh cO0p, 00padoTKYy,
OCYIIECTBIICHUU y4deT ¥ aHau3 JaHHbBIX, TOKYMEHTAIMOHHOE
KOHTPOJISI KAUeCTBa UCTIOTHCHHUS oOecrieueHne IS pelieHus 3a1a4 B cepe
YIPaBIEHYECKUX rOCy/IapCTBEHHOT'O U MYHHIIUIIAILHOTO YIIPaBICHUS
PEILICHHIA U OCYIECTBICHUH

AJIMIUHUCTPATHBHBIX

POIIECCOB

2. MecTo AucuuIInHbl B cTpykrype OIIOIT
VyeOnas gucuumiuHa b1.B.11 «/lokymeHTHpOBaHHME yIpPaBIE€HUYECKOW JESATEIbHOCTH
roCyJJapCTBEHHON M MYHHUIMIAIBHOHN CIIy>KOBI» OTHOCHUTCSI K 4acTH, GOPMUPYEMON ydaCTHUKaMU
o0pa3oBaTeNbHbIX OTHOIIEHUH, ukia b.1 «lucuumnmuasl (MoayIn)».

3. O0beM AUCHUIIMHBI B 324€THBIX ¢IMHULAX C YKAa3aHHEM KOJIUYeCTBA aKaleMUYeCKUX
YacoB, BbIIeJIEHHBIX HA KOHTAKTHYI0 padoTy o0y4yalouuxcs ¢ npenojaasaresieM (Mo BUaaM
3aHATHIA) M HA CAMOCTOSITEJILHYIO PA00Ty 00y4aroIuXCs

OO6miast Tpya0eMKOCTh (00BbEM) ITUCHHUIUIMHBI «J[oKyMEeHTHpOBaHUE YINpaBIEHYECKON
JESTENIbHOCTH TOCYAapCTBEHHOW U MYHUIIUIIAIHLHON CITYKOBD) COCTABIISET 3 3aU€THBIC €AMHUIIBI.
O0béM TMCUMILUIMHBI 10 BUIaM Y4eOHbIX 3aHATHIl (B Yacax)
Ounas ¢popma o0ydeHus1

Bua y4eOHoii padoThI Beero Cemectput
4acoB 7 -
AyIMTOpHBIE 3aHATHS (BCEro) 36 36 -
B ToM uucne: - - -
Jlexun 18 18 -
[TpakTuueckue 3ansatus (I13) 18 18 -
Cemunapsl (C) - - -
Jla6opaTtopusie padoTs (JIP) - - -
CamocrosiTesibHast padora (Bcero) 72 72 -
B Tom uucne: - - -
Kypcogoii mpoekt (pabota) - - -
PacuetHo-rpadguueckue paboTh - - -
Pedepar 8 8 -
[ToaroToBKa K MPaKTUYECKUM 3aHITHSAM 56 56 -
TectupoBanue 8 8 -
Bug npomexxyTOUHOM aTTecTaluy — 3a4€eT
OOmas TpyJ0eMKOCTb 4ac / 3a4. efl. 108/3 108/3 -




OuHo-3204Hast popma oOyueHHnst

. Bcero CemecTpsl
Buj yueOHoit padoThl

4acoB 8 -
AyIUTOpHBIE 3aHATHUS (BCETro) 16 16 -
B ToMm uuce: - - -
Jlexnun 8 8 -
[Tpaktaeckue 3arstus (I13) 8 8 -
Cemunapsl (C) - - -
JlaGopaTtopusie padoTs (JIP) - - -
CamocrosiTesibHas padoTa (Bcero) 92 92 -
B ToM uucne: - - -
Kypcogoii npoekt (pabota) - - -
PacuetHo-rpaduueckue paboThl - - -
Pedepar 8 8 -
[ToaroToBka K MpakTUYECKUM 3aHITHSIM 76 76 -
TectupoBanue 8 8 -
Bu npoMexxyTO4YHO# aTTecTalui — 3a4eT
OO61mas TpyJ0eMKOCTh Jac / 3a4. e]l. 108/3 108/3 -

Ounas ¢popma o0ydeHus1

4. Coep:xkanue TUCHUNTHHBI
4.1. Pa3znebl TUCHUNIMHBI H TPYI0€MKOCTH 10 BUAAM y4eOHBIX 3aHATHI

v
= § Buabl y4eOHbIX 3aHATHI, BKIIOYAS
‘5 § CaMOCTOSITE/ILHYIO PA00Ty 00y4aroIMXCs, 4ac
Ne Pa3nen/rema © 8
n/n I[I/ICIII/IHJ'II/IHLI © E KonTakTHan paﬁoTa
= CamocToaTeb-
Bcero NpPaKTHYeCKue Has padoTa
JEeKIUN
3aHATHA o0yuawuuxcsi
1. Beenenue. Tema 1. 8 1 1 6
JlokymeHTupOoBaHue
YIIPABJIEHYECKOU
JEeITESIBHOCTU
roCyJapCTBEHHON U
MYHUIIUTIATIEHOMN CITYXKOBI.
TpeboBanus k
0(OPMJIICHHUIO IOKYMEHTOB
2. | Tema 2. Cucrema 8 1 1 6
OpraHU3aIMOHHO-
pacnopsiAUTENbHON
JIOKYMEHTAITUH.
3. | Tema 3. 8 1 1 6
JlokyMeHTUpOBaHUE
TPYJIOBBIX
MPaBOOTHOILICHUIA.
4. | Tema 4. JloroBopHO- 8 1 1 6
MpaBoOBast TOKYMEHTAITHS.




n/n

Pa3zpen/rema
JAMcuunJIMHbI

Oo6man
TPYAOEMKOCTH

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

KonTakTHas padora

=]
)
@
g
=)

MNPaAKTUIECKUE

JICEKIIUH
3aHATUA

CamocrosiTe/ib-
Has padorta
00y4aromuxcst

JIOKyMEHTBI
BHEITHEAKOHOMUYECKOU
JESITEIbHOCTH.

Tema 5. Texnosmoruu
JTOKYyMEHTAI[IOHHOTO
o0ecreYeHus yIIpaBICHHUSL.

Tema 6. Cuctemsl paboThI C
KOH(UICHIIMATEHBIMH
JOKYMEHTaMH.

Tema 7. ApxuBHOE
XpaHeHue. DKCIepTu3a
LIEHHOCTH JOKYMEHTOB.

10

Tewma 8. [lyTu BHeapeHus
ABTOMAaTU3UPOBAHHBIX
CHCTEM
JIOKYMEHTAallHOHHOTO
o0ecrnieueHus ynpaBIeHUs

10

Tema 9. OcHOBHEIE KJIACCHI
THPaKHO-3aKa3HBIX
aBTOMaTI/I3I/IpOBaHHI>IX
CHCTEM
)IOKYMGHTaHI/IOHHOFO
o0ecrnieueHus ynpaBIeHUs

10

10.

Tema 10. Kputepuu
aHaJn3a
aBTOMATU3HPOBAHHBIX
CUCTEM
JOKYMEHTAIlMOHHOT'O
o0ecreyeHus yrpaBieHus!

10

11.

Tema 11. Ananus
XapaKTEPUCTUK
aBTOMATU3HPOBAHHBIX
CHCTEM
JIOKyMEHTAITMOHHOTO
o0ecrnieueHus ynpaBIeHUs

10

12.

Tema 12. Onenka

3¢ (HEeKTHBHOCTH BHEAPEHUS
ABTOMATHU3WPOBAHHBIX
cHCcTeEM
JTOKYMEHTAIHOHHOTO
o0ecreyeHus yrpaBJieHus

10

Bcero

108

18 18

72

3auer

Hroro

108

18 18

72




OuHo-3204Hasi popma oOyueHHust

Paznena/rema
JAucuunamHbl

Oo0masn
TPYAO0EMKOCTh

Buabl yueOHbIX 3aHATHI, BKJIOYAS
CaMOCTOSITEIbHYIO Pa0oTy 00y4arouuxcs, 4ac

KonTakTHas padora
CamocrosiTe/b-

NpaKTHYeCKUe Hasi padoTa

JIEKIIU N
3aHATHSA oﬁyqalonmxca

Bsenenue. Tema 1.
JlokymeHTupOBaHue
YIIPaBJICHYECKOM
NEeSATEIbHOCTH
rocy/1apCTBEHHON U
MYHHIIHITATEHOU CITYKOBI.
TpebGoBanus K

0 OpMIICHHUIO TOKYMEHTOB

&
~ o
o]
=)

1 - 6

Tema 2. Cucrema
OpraHU3aIMOHHO-
pactopsiIUTEeIILHON
JIOKYMEHTAIIUH.

Tema 3.
JIOKyMEHTUPOBaHHE
TPYAOBBIX
ITPABOOTHOIICHHIA.

10

Tewma 4. JloroBopHO-
MpaBoOBasi JOKyMEHTaIUA.
JIOKyMEHTBI
BHEIIHEAKOHOMUYECKOM
JeSITEJIbHOCTH.

Tema 5. Texnomornn
JIOKYMEHTAallHOHHOTO
oOecrnieueHus ynpaBiIeHusl.

Tema 6. Cuctemsl paboThI C
KOH(HIEHIINATIbHBIMU
JOKYMCHTAMM.

10

Tema 7. ApxuBHoe
XpaHEeHHE. DKCIIEepTU3a
LIEHHOCTH JOKYMEHTOB.

Tewma 8. IlyTu BHEApEeHUS
aBTOMaTH3UPOBAHHBIX
CUCTEM
JOKYMEHTAIHOHHOT'O
o0ecrnieueHus ynpapiIeHHs

10

Tema 9. OcHOBHBIE KIIACCHI
THPaKHO-3aKa3HBIX
ABTOMATHU3HPOBAHHBIX
CHCTEM
JOKYMEHTAIMOHHOTO
obecrieueHus yrpaBiIeHUs

10

10.

Tema 10. Kputepun
aHaIn3a
aBTOMATU3HPOBAHHBIX




]
= °:’ Buabl y4eOHbIX 3aHATHI, BKIIOYAS
g ; CaAMOCTOSITEJIbHYIO PA00Ty 00y4aromuxcs, 4ac
Ne Pasgen/Tema S 8
n/n I[HCIIHHJII/IHBI E KoHTakTHan paﬁoTa
= CamocrosiTe/ib-
Bcero F— NpaKkTHYeCKue Has paboTa
3aHATHSA 00y4aromuxcst

CUCTEM

JOKYMEHTAallMOHHOTO

o0ecrieyeHus yrpaBJieHuUs
11. | Tema 11. Ananus 9 - 1 8

XapaKTEPUCTUK

ABTOMATU3HPOBAHHBIX

CUCTEM

JIOKYMEHTAallMOHHOTO

o0ecrieyeHns yrpaBJIeHUs
12. | Tema 12. Onenka 9 - 1 8

3¢ PEeKTUBHOCTH BHEAPEHUS

ABTOMATU3HPOBAHHBIX

CUCTEM

JIOKYMEHTAIMOHHOTO

o0ecrnieueHus ynpaBIeHUs
Bcero 108 8 8 92
3auer - - -
Hroro 108 8 8 92

4.2. ConepxxaHue pa3iesioB AU CHUILIHHBI
Beenenue

CoBpeMeHHBIN 3Tam  OOIIECTBEHHOTO Pa3BUTHA, XapaKTEepPHU3YIONIMicA yriayOieHneM
HSKOHOMUYECKUX CBSI3€H M POCTOM B3aMMO3aBUCUMOCTU TOCYJApCTB, OOBEKTUBHO OOYCIOBIUBAET
HEMpPEepBHIBHOE BO3paCTaHKe PO HH(GOPMAIIUU B COIIMAIEHOM U TEXHHYECKOM IPOIIECCE, B PEIICHUU
J100aNmbHBIX MpoOsieM. JoCTHKEeHUsT HayYHO-TEXHMYECKOTO Iporpecca BO MHOTHMX OTpacisix
obecreuniii BO3MOXKHOCTh MPAKTHUECKON peanu3anuu uieu GopMUpOBaHUs WH(DOPMAILIMOHHOTO
oOmiecTna.

B mHacrosmee Bpemss uHpopMaiusi paccMaTpUBaeTCsl KaK pecypc, KOTOpBIM, Kak H
TpPaJMLIMOHHBIE PECYpPChl: TpPYyd, OJHEpPrusi, IOJE3Hble HCKONaeMble, - MOXHO J00BIBATb,
nepepabaTbiBaTh, HCIONB30BaTh M PACHPOCTpaHATh. OIHUM W3 HaANpaBlIeHU HCTOIL30BAHUS
WH(OPMAITMOHHBIX 1 KOMMYHHUKAIIMOHHBIX TEXHOJIOTHI B IEATEILHOCTH OPTaHOB TOCYAapCTBEHHOMN
BJIACTH, OpraHu3allMii W  TOPEeINpUsATHN  SBISIETCS  Pa3BUTHE  CHUCTEMBI  3JEKTPOHHOIO
JIOKYyMEHTOO0OpOTa, CTaHAAapTOB JEJONPOU3BOJACTBA M JIOKYMEHTOOOOpOTa. AKTYalbHOCTh
COBEPILEHCTBOBAHUS TPAJAULIMOHHOTO JICJIONPOU3BOICTBA OOYCIIOBIMBACTCS HEOOXOIUMOCTHIO
MOBBIMIECHUS YPPEKTUBHOCTH YIIPABICHUECKON JEATENHHOCTH, YCKOPEHUS JBUKEHUS JOKYMEHTOB B
OpraHHW3aIli, YMEHBIICHUS TPYAOEMKOCTH 00paboTku MoKymMeHTOB. (Co3laHHas Ha OCHOBE
NEePCIEKTUBHBIX MHPOPMAIIMOHHBIX TEXHOJIOTUN aBTOMAaTU3UPOBaHHAs CHCTEMa JeIONPON3BOICTBA
JMOJKHA  TOBBICUTH  JCHCTBEHHOCTh  YOpaBIeHHWs 3a  c4eT  oOpa3oBaHUsS  €IMHOTO
JIOKYMEHTOOPUEHTUPOBAHHOTO HMH()OPMAIIMOHHOTO MPOCTPAHCTBA, JAIOIIETO MOJB30BATEISIM
cpeacTBa d3pPeKTUBHON COBMECTHOM pabOThI ¢ JOKYMEHTaMH B JIIOOOM MECTE U B JII000E BpeMs.

[Ipenmer u CTpyKTypa IUCHMIUIMHBI «J[OKyMEHTHPOBaHHE YHPABICHUYECKON AESTETHHOCTI.
Pome  mokymMeHTOOOOpOTa B yNOpaBIEHUH  TPEANPUATHEM.  3HAUYCHHE  JTUCIUTUTAHBI
«/lokyMeHTHpOBaHNE YNpaBIEHUYECKON JEATEIbHOCTU» B IOATOTOBKE CIIEHHUalicTa B 00JacTu
MeHeKkMeHTa. COBpeMEHHOE COCTOSIHUE JIOKYMEHTAIIMOHHOTO 00ECTICUeHUs! YIIPABICHUSL.

Tema 1. [lokyMeHTHPOBaHME YIIPABJIEHYECKOH 1eATeJIbHOCTH TOCYIapCTBEHHOH 1



MYHUIMNAJIbHOM ¢1y:k0b1. TpedoBaHust K 0(pOPMJICHHIO JOKYMEHTOB.
l'ocynapcTBeHHas cuctema JOKyMeHTalnmoHHOro obecriedenus ympasienus (I'CJIOY) - cron

NpaBWJI, YCTAaHABIMBAIOIIUME €AWHBIE TPEeOOBaHMS K JIOKYMEHTHPOBAHMIO YIIPABICHYECKON
JEATEIbHOCTH M OpraHu3aluu paboThl C JOKYMEHTaMHM Ha NPENIpHUATHAX Pa3IMYHBbIX OpraHu3a-
IIMOHHO-TIPaBOBBIX (hopMm. CocTaB yIpaBieHYECKUX JTOKYMEHTOB. [IOHATHE CHCTEM IOKYMEHTAIUH.
QOyHKIMOHAIBHBIE M OTPACIEBbIE CHCTEMbl JOKYMEHTALMM. YHUQHUKALUS M CTaHAApTU3ALMA
YIpaBJIEHYECKUX JTOKYMEHTOB. PeriaMeHTanys JOKyMEHTUPOBaHUsl YIPaBIECHUECKON ESTEIbHOCTH.
[TocrosiHHBIE U TEpEeMEHHbIE PEKBU3UTHI U IIpaBUiIa UX odopmiieHHs. bianku 1 popmaTsl JOKyMEHTOB.
@opmynssp — oOpasel; JIOKyMeHTa. YTJIOBOE U TPOAOJIbHOE PACIOJIOKEHUE DPEKBU3UTOB.
Yuuguuuposannas popma JOKyMEHTa.

Tema 2. CucreMa OpraHu3alMOHHO - PACIIOPAAUTEIbHON TOKYMEHTALMH.

Cuctema OPJ]. Oco0eHHOCTH U XapaKTepHbIE YePTHl OPraHU3alOHHO-TIPABOBBIX JTOKYMEH-
ToB. CocraBieHue ¥ O(GOPMIIEHHE OCHOBHBIX OPraHU3aLMOHHO-TIPABOBBIX JOKYMEHTOB: YCTaB,
JOJDKHOCTHAsI MHCTPYKLMS, IIPaBUjIa BHYTPEHHETO TPYZOBOIO PAaCHOPsIKa, IITATHOE PacluCaHUe,
II0JI0’KEHHE O CTPYKTYPHOM IOJPa3ACICHHH.

PacniopsaurenpHas nokyMeHTanus. [IpyuHIUIIBI COCTaBIEHUS, CTAAUU TOArOTOBKH, BUSUPOBAHUS
U HOJINHUCAHUS PACIOPsAAUTENIbHBIX J0KyMeHTOB. CocraBiieHne U o(opMiIeHHEe PacHopsAUTEIbHBIX
JIOKYMEHTOB: IIPUKa3bl, PACHOPSIKEHUS, TIOCTAaHOBJICHUS], YKa3aHHsl, PEILICHHS.

CnpaBo4YHO-MH(OPMALIMOHHBIE JJOKYMEHTBI: aKT, JOKJIaaHas (ciay)keOHas) 3alucka, CIpaBKa,
NPOTOKOJI, CBOJKA, Ciy)keOHOe mucbMO. OcoOEHHOCTH O(OpPMIICHHUS, PA3HOBUIHOCTU M TOPSIOK
COCTaBJIeHUSI aKTOB. [lOpsOK cOCTaBiIeHUs aKTOB CBEPKU pPACUYeTOB MEXIy JeOuTropamMu U
Kkpenutopamu. llpaBuiia npoBeneHMs] COBEIIAHWM KOJJIETMAIBHBIX OpraHoB, COCTaBJICHHE U
o(hopMIIeHHE TPOTOKOJIA.

Ciyxebnble cbMa. Kitaccudukanys KoppecoHAeHIMN; UHUIIMAaTUBHAS U OTBETHAS JIEJIOBas U
KOMMepuecKast. SI3bIK ¥ CTUIIb JIe/IOBON KOppecoHieHIH. TUoBble 1 TpadapeTHbIE 1EN0OBbIE MUChMA.
WHunmaTriBHBIE U OTBETHBIE CiTykeOHbIe nrchMa. [lrceMa 3ampochkl U MUChbMa OTBETHI OpraHMU3alUii-
KpeAUTOPOB. THUIOBBIE rapaHTUIHBIE ChMa OT OpraHU3alMil (rapaHTOB)

[InannpoBaHue AeSITENBHOCTH YUPEKACHUS - BaKHEHNIAs QYHKLUS YIPaBIECHUs, TO3BOISAIOLIAs
crenarb paboTy yupexIeHHs MakcUMalibHO 3(¢eKTUBHOM. OCOOEHHOCTH IUIAHOBBIX JIOKYMEHTOB.
[TnaHOBbIE JOKYMEHTHI: IU1aH, EPCIIEKTUBHBIN IJIaH, IporpaMmma, rpaguk, CXeM reHepajibHas cxema.
OrtpacneBble 1ulaHbl U nporpamMMbl. DOpMBI OTUETHOW JOKyMeHTalMu. OTYeTHass M OTYETHO-
CHpaBOYHAast JOKYMEHTALHS.

Tema 3. JlokyMeHTHPOBaHHE TPYAOBBIX NPABOOTHOIICHHI

JlokymMeHTupoBaHuEe paboThl ¢ nepcoHanoM. [IoHsATHE M CTPYKTypa MEepCOHATBHBIX IAHHBIX.
TpeGoBanus k 00paboTKe U Nepeaye NepCOHATBHBIX TaHHBIX. CTPYKTypa KaJpoBoi 1 (hOPMAIIMOHHO
- JIOKyMEHTAllMOHHOM CUCTeMBL. XapaKTEpUCTHKAa KOMIUIEKCOB KaJpOBOH JOKyMEHTAIUH.
YHaudunmpoBanHsie (GOpMbI MPUKA30B M0 JIUYHOMY COCTaBy. JlOKyMeHTalust 1Mo ydery pabodero
BpPEMEHH UM PacueToB € MEPCOHANIOM I10 oriare Tpynaa. [IpaBuna BeneHus TpyaoBbIX KHIKEK. CocTaB
NpoLEAYp U JOKYMEHTHUPOBAHUE INpPHEMA, MEPEBO/A, YBOJIbHEHMS NepcoHana. [Ipouecc 3ammTel
MEPCOHANBHBIX JJAHHBIX B KaJIpoBoi ciry:k0e. OcOOEHHOCTH XpaHEHUs KaJIpOBOM JJOKYMEHTALIH.

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

OcobeHHocti cocTaBiaeHUss U OQopmileHHs J10roBopoB. PaszHoBumHOCTH 10roBopoB. Co-
rnamenue. KosiekTBHBIN T0roBOp, TPYA0BOM JOr0BOp. [[oroBop mocTaBKM, apeH 1bl, OKa3aHUs yCIYT.
PexBu3uTHI 10roBOpa M NnpaBuiIa X pErUCTPALIUU.

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

[Iperensnonnble JOKyMeHTHI. KamoObl, oOparieHus, NpeiokKeHHs rpaxkaaH. Jlemonpous-
BOJICTBO 110 TUCbMEHHBIM OOpAILCHUSIM IPAXK/IaH.

Tema S. TexH0JIOTHH JOKYMEHTALHOHHOI0 00ecreyeH sl yIpPaBJIeHHs
Opranuszanus 1okymMeHTooOopoTta. [loHsTHE IOKYMEHTOOOOPOTa, €ro KOJIMYECTBEHHBIE W
KAQUECTBEHHBIC XAPAKTEPUCTHKU. TEXHONOTWH OOpaOOTKM BXOISIIMX, BHYTPEHHHX M HCXOISIIMX
JOKyMeHTOB. OnTuMu3zanus JOKymMeHTooOopora. Perucrpamms nokymeHtoB. dopmbl u mpaBuia
7



peructpauny. KoHTponb MCHonHEeHUs NOKyMEHTOB. DyHKIMM, 3aJa4d M LEead KOHTposs. Cpoku
UCIIOJHEHUS] JOKYMEHTOB. EnuHBIE M JeTaqbHO periiaMeHTHpOBAaHHbIE IpaBuia padoThl €
YIPaBIEHYECKUMH IOKYMEHTAMU B OpPraHU3aLUH.

Tema 6. Cucrema padboThl ¢ KOH(PHIEHIUAIBLHBIMHA JOKYMEHTAMU

Pernamenranusi coctaBa KOH(MAECHIMAIBHBIX CBEICHUNH M JOKYMEHTOB. IloTOkM KoHOH-
JIEHIMAIbHBIX IOKYMEHTOB. TexHoaornueckas cucrema o0padoTKH KOH(PUIEHIHATIbHBIX JIOKYMEHTOB.
®opmupoBaHue, 0pOpMIICHHE U XpaHEHHE JIENT, COAEPIKAINX KOH(PHUICHIINAIbHbBIE CBEACHUS.

Tema 7. ApxuBHOE XpaHEHUHU JOKYMEHTOB. JKCIIEPTH3a IEHHOCTH JIOKYMEHTOB

OnepatuBHOE, TEKyllee U IOCTOSIHHOE XpaHEHUe JOKyMeHTOB. CucremMaru3anus JOKyMEHTOB.
[Mpunnuner ¢popmupoBanus aen. OdopmieHne W BeIeHHE HOMEHKIATyphl jaed. TunoBble H
UHIUBUyalbHble HOMEHKIaTypsl nen. Omnucu gen. DopMbl HCIOIb30BaHUS JOKYMEHTOB U3
apxuBHOTrO (hoHa opranu3anuy. OIeHKa 3HaYMMOCTH JOKYMEHTa ¥ CPOKOB MX XpaHeHus. [IpuHInmbI
Y KPUTEPUH OLIEHKH 3HAYUMOCTH. DKCIIEPTHBIE KOMUCCHUH.

Tema 8. IlyTu BHeApeHHs] AaBTOMATH3MPOBAHHBIX CHCTEM
JAOKYMEHTAIIMOHHOI0 00ecrie4eHUsl YIPaBJIeHUs].

CoBpemennbie o(huCHBIE MHPOPMAMOHHBIE TeXHOIOTHH. CTpareruu pa3paboTKu peaTn3ain
COBPEMEHHBIX MH(POPMALMOHHBIX TEXHOJIOTHH B YIpaBlIeHUECKOH AesTenbHOCTH. Llenu cozmanus u
BHEJIPEHHS KOMIUICKCHBIX CHCTEM aBTOMATH3alWH JOKYMEHTAIIMOHHOTO OOECIICUCHHUS YIpPaBIICHUSL.
@DyHIaMeHTalIbHbIe TPUHIMIIBI CO3/IaHUS CUCTEM MH(POPMALIIOHHOTO 00eCTIeueHusl.

Tema 9. OcHOBHBIE KJIacChI THPAKHO-32AKA3HBIX ABTOMATH3HPOBAHHBIX CHCTEM
JAOKYMEHTAIIMOHHOI0 o0ecrie4eHUsl ypaBJIeHus

OcCoOEHHOCTH COBPEMEHHOIO0 pbIHKA IPOrPpaMMHBIX CHCTEM B OO0JIACTH aBTOMAaTU3alUU
JIETIONPOU3BOACTBA U JOKYyMEHT0000poTa. COCTaB THITOBBIX BO3MOXHOCTEN KOMITBIOTEPHBIX IIPOrPaMM
[0 aBTOMAaTHU3allMM JIOKYMEHTAIlMOHHOro oOecrieyeHusi ympapieHus. CTpyKTypHas cxema
AaBTOMATHU3UPOBAHHOM CHUCTEMbl JJOKYMEHTAIlMOHHOTO OOEeCleueHHsl YIpPaBIEHHUs OpraHu3aluu.
Bo3MoXHOCTH cHCTEMBI TOJHOCTBIO PEAIM30BaTh MYJIbTUMENUACPENY sl XPAaHEHHs Pa3IMYHOTO
pozia NMPUJIOKEHUH, JOMOJIHEHUH M WUTIOCTpAlMi K JOKyMeHTaM ((oTo-, ayauo-, BUIe0(hOpMaThI).
XapakTepuCTUKa OCHOBHBIX aBTOMAaTHU3HMPOBAHHBIX CHCTEM JOKYMEHTAIlMOHHOIO OOecIeueHHs
YTIpaBJIEHHUSI.

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

AHanu3 aBTOMAaTU3UPOBAHHOW CHCTEMBI JOKYMEHTAIIMOHHOIO OOECTeYeHHs! YIPaBJICHUS Ha
OCHOBE (DYHKIIMOHAIBHBIX cucTeM. llpuBefeHHbIE K €IMHOMY BHIY (DYHKUIMOHAJIbHBIE CXEMBI
ABTOMATU3UPOBAHHBIX CHUCTEM JIOKYMEHTAIlMOHHOIro olecrieueHus ynpasieHus. Kpurepuu oneHku
ABTOMAaTHU3UPOBAHHOM CHCTEMBI JOKYMEHTAIIMOHHOTO 00eCHeYeH s YIIPaBICHHUSI.

Tema 11. AHaIM3 XapaKTePUCTHK ABTOMATH3HPOBAHHBIX CHCTEM JOKYMEHTAIMOHHOTO
olecrieyeHusl ynpasJieHUs

MeporpusaTisi 1O BBIOOPY CHCTEM aBTOMATH3allMM JOKYMEHTAIHOHHOIO oOecrieueHus
ynpaBieHus.  OCHOBHBIE  KAa4yeCTBEHHbIE  MapaMeTpbl  (YHKIMOHAIBHBIX  XapaKTEePUCTHK.
KonuuectBenHble AKCILTyaTallMOHHbIE napameTpbl aBTOMAaTU3UPOBAHHOU CHCTEMBI
JIOKyMEHTAIIMOHHOTo obecriedeHus ynpapieHus. CpaBHUTENbHBIN aHAIW3 aBTOMATU3MPOBAHHBIX
CHCTEM JOKYMEHTALMOHHOTO 00ECTIeUeHNs YIIPaBIeHHsL.

Tema 12. Ouenka 3¢(peKTHBHOCTH BHEAPEHUs] ABTOMATH3HPOBAHHBIX CHCTEM
AOKYMEHTAIIMOHHOTI'0 o0ecrieyeHNs1 yIpaBJieHus

OkoHoMUuecKas (PEeKTUBHOCTb BHEAPEHNSI ABTOMATH3UPOBAHHBIX CUCTEM JIOKYMEHTALHIOHHOTO
obecrieueHHsl YTIPaBJIEHUS — 3TO KOJMYECTBEHHAs CTOMMOCTHAas OleHKa 3¢¢eKkra OT NpOBEICHUS
MEpOIPUSITHIA 0 aBTOMATH3alMi MH()OPMAIMOHHOTO 00ecTieYeH sl OpraHn3atii. MeToIuKH pacyera
3 (EeKTUBHOCTH MO BHEIPEHUIO aBTOMATU3MPOBAHHBIX CHUCTEM JOKYMEHTAIHOHHOTO OOeCTieYeHUs
YIIpaBJICHHUSI.

4.3. IlpakTHyeckue 3aHATHSA / 1a00PATOPHBbIE 3aAHATUSA



Ounas ¢popma o0ydeHus1

3anarue 1. | Tema 1. JlokyMeHTHpOBaHUE YIIPaBIEHYECKOM EATENBHOCTH TOCYJapCTBEHHON U
MYHHUIMIAIBHOM c1y»0bl. TpeboBaHus K 0hOPMIICHHIO IOKYMEHTOB

3anstue 2. | Tema 2. Cucrema opraHu3alMOHHO-PACIIOPSAUTENbHON JOKYMEHTALIUY.

3ansarue 3. | Tema 3. JIokyMeHTHpOBaHUE TPYIOBBIX PABOOTHOIICHHUH.

3ansarue 4. | Tema 4. JloroBopHO-TIpaBOBasi JOKyMeHTaIus. JJOKyMEHThl BHEITHEIKOHOMUYECKOM
JESITEILHOCTH.

3anstue 5. | Tema 5. TexHOIOTHH JOKYMEHTAIIMOHHOTO O0ECIICYCHUs YIIPABJICHHSI.

3anstue 6. | Tema 6. Cucremsl paboOThI ¢ KOHPHUICHINATGHBIMUA JOKYMEHTAMH.

3anarue 7. | Tema 7. ApxuBHOE XpaHeHHE. DKCHEPTU3A LICHHOCTH JOKYMEHTOB.

3ansarue 8. | Tema &. [lyTu BHepeHUSI aBBTOMAaTU3UPOBAHHBIX CUCTEM JOKYMEHTAIIMOHHOTO
o0ecreueHus yIpaBlIeHUs

3ansatue 9. | Tema 9. OCHOBHBIE KJIaCChl TUPAKHO-3aKA3HBIX aBTOMATU3UPOBAHHBIX CUCTEM
JOKYMEHTAIIIOHHOTO 00eCTIeUeH s YIIPABICHHS

3anstue 10. | Tema 10. Kputepru anaimza aBTOMaTU3UPOBaHHBIX CUCTEM JOKYMEHTAIOHHOTO
o0ecreueHus yIpaBJIeHUs!

3anstue 11. | Tema 11. AHanu3 XapakTepUCTUK ABTOMATU3UPOBAHHBIX CUCTEM JOKYMEHTAMOHHOTIO
o0ecrieueHus ypaBIeHHs

3ansarue 12. | Tema 12. Ouenka 3peKTHBHOCTH BHEIPEHUS aBTOMATH3UPOBAHHBIX CUCTEM

JOKYMCHTAIIMOHHOI'O o0ecIieyeHus YIIPABJICHUA

OuHo-3a04uHast popma oOyueHHnst

3ansitue 1. | Tema 2. Cucrema opraHu3allMOHHO-PACIIOPSAUTENbHON JOKYMEHTALIUY.

3ansitue 2. | Tema 3. JIoOKyMEHTHpPOBaHUE TPYIOBBIX IPABOOTHOLIEHHH.

3anstue 3. | Tema 5. TexHOIOIMH JOKYMEHTAIIMOHHOTO O0ECTIEUEeHHUs YIIPABICHHSL.

3ansitue 4. | Tema 6. Cucrembl paboThI ¢ KOHPUACHIMAILHBIMU IOKYMEHTAMH.

3anarue 5. | Tema 8. Iyt BHepEHNs aBTOMAaTU3UPOBAHHBIX CUCTEM JOKYMEHTALMIOHHOTO
o0ecreueHus yIpaBJIeHUs!

3anstue 6. | Tema 9. OCHOBHBIE KJIacChl TUPA’KHO-3aKa3HbIX aBTOMAaTU3UPOBAHHBIX CUCTEM
JIOKYMEHTALIMIOHHOI0 00ecreueH s yIpaBIeH s

3anstue 7. | Tema 11. AHanu3 XapakTepUCTUK aBTOMAaTH3HPOBAHHBIX CUCTEM JOKYMEHTAIIMOHHOTO
obecreueHts ynpasieHus

3anstue 8. | Tema 12. Ouenka 3pheKTMBHOCTH BHEAPEHHS aBTOMATH3UPOBAHHBIX CUCTEM

JAOKYMCHTAIIMOHHOT'O oOecreyeHus YIIpaBJICHHUS

5. YueOHO-MeTOANYECKOE U HH(POPMAIIHOHHOE o0ecnieYyeHne TUCIHIIHHbI

5.1. OcHoBHas JIMTEepaTypa
1. Kab6amos, C. FO. Jlenonpou3BOACTBO W apXHBHOE JIEJI0 B TEPMHUHAX W OINPEICICHUIX:

yuebHoe nocobue / C. FO. Kabamos, U. I'. Achannusposa. — 3-e uzn., crep. — Mocksa: ®JIMHTA,
2018. - 295 C. - Pexum JOCTYTIA: o ITOITHCKE. -
URL.: https://biblioclub.ru/index.php?page=book&id=69168

2. OpraHm anug MW TEXHOJIOTHA  JOKYMCHTAIIMOHHOTI'O oOecrieyeHus YIpaBJICHUA:
3NIeKTpoHHOE yuebHoe mocobue / coct. C.E. Mumenun; MuHHUCTEpCTBO 00pa3oBaHUs U HAYKH
Poccuiickoit  ®enepanmn, DenepalbHOE TOCYAapPCTBEHHOE OIOHKETHOE 00pa3oBaTEIHHOE
yupexaeHue Boiciiero oOpasoBanusi «KemMepoBCkHil TOCyAapCTBEHHBI YHUBEpCUTET», HCTUTYT
ucropun u Ap. - KemepoBo: KemepoBckuii rocymapctBeHHbld yHuBepcuter, 2017. - 478 c. -
bubnuorp. B KH. - ISBN 978-5-8353-2149-0; -
URL.: http://biblioclub.ru/index.php?page=book&id=481592

5.2. lonotHUTEIbHAS JTUTEPATypa

1. JlenompousBOJACTBO U JOKYMEHTAI[MOHHOE OOecleyeHHe TOoCyJapCTBEHHOW U
MYHUIIUTATBHON CITy>KObI: mpakTUKyM: [16+] / aBT.-cocT. FO. B. Mupromkuna CeBepo-KaBkazckuii
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denepanbublii  yHuBepcuter. — CraBpomnonb: Ceepo-KaBkasckuii ®denepanbHblii yHHUBEPCHTET
(CK®Yy), 2016. — 115 c¢: Tabm. — Pexum pgocTtyma: 1O  TOAMHCKE.  —
URL: https://biblioclub.ru/index.php?page=book&id=458925

2. SlaxoBuy, 1. A. Jlemonpou3BoACTBO B KapoBoii ciyxoOe: yueonuk / 1. A. SIakoBuY. —
Mockaa: IOnuTu-Jlana, 2017. — 161 c.: CXEM., TaOJI. — URL.:
https://biblioclub.ru/index.php?page=book&id=685463

5.3. JIMueH3MoHHOEe MPOorpaMMHoe o0ecrieyeHmne
1. Microsoft Windows 10 Pro
2. Microsoft Office 2007

5.4. CoBpeveHHble TmpodeccHOHATbHBIE 0a3bl JAaHHBIX W HHPOPMAIMOHHbIE

CIIPaBOYHbIE CHCTEMBbI

1. KommnprorepHbie HHYOPMAIMOHHO-TIPABOBbIE CUCTEMBI «KOHCYIBbTaHT»
http://www.consultant.ru , «I"apauT» http://www.garant.ru
OdunmanbHBII HHTEPHET-TTOPTAI TpaBOoBOM MH(popMaruu http://pravo.gov.ru
AJIMUHHCTPATHBHO-YIIPABICHYECKHUIT mopTai http://www.aup.ru/
[TopTan rocymapcTBeHHOM TpakIaHCcKou ciry»k0bI https://gossluzhba.gov.ru
Hayunas snexrponnas oudiauoreka http://www.elibrary.ru
3bC «YHuBepcuretckas oudbamoreka ornaiu» https://biblioclub.ru/index.php

ocoakswn

6. MaTepuajibHO-TEXHHYECKOe oD0ecredeHne T CHUTIITHHbBI

1. JlekuuroHnHas ayIuTopusi, ayJUTOPHs IJsl TPYNIIOBBIX U MHAWBUIyabHBIX KOHCYJIbTAIHM,
OCHAIIlEHHasi KOMIUJIEKTOM MeOenu Juis yd4eOHOro mporecca, y4eOHON JOCKOM, MepcoHaIbHBIM
KOMIIBIOTEPOM, TUIa3MEHHON MaHEeNbIO.

2. Ayautopus AJis IPOBENEHUS MPAKTUYECKUX U CEMUHAPCKUX 3aHATUH, TEKYILErO KOHTPOJIS
U TPOMEXKYTOYHOW aTTeCTalluM, OCHAIlEHHass KOMIUIEKTOM MeOenu A y4eOHOoro mporecca,
y4eOHOI TOCKOH, TepCOHATBLHBIM KOMITBIOTEPOM, TIa3MEHHON MaHEebIO.

3. AynuTtopus Ajii CaMOCTOSITENIbHOM paboThl CTYJIEHTOB, OCHAILEHHAs! KOMIJIEKTOM MeOenu
Juis ydyeOHOro mpoliecca, yueOHOH JOCKOH, NMepCOHaNbHBIMM KOMIBIOTEPAMU C BO3MOXKHOCTBIO
NOJKJIIOUeHUs K ceTH «MIHTepHEeT» U 10CTYNOM K 3JI€KTPOHHON MH(POPMaIMOHHO-00pa30BaTeIbHON
cpene YHHUBEPCUTETA.

1. MCTOIII/I‘ICCKI/IQ PEKOMEHIANUHU MO OPraHu3aliuv U3yYCHUHA TUCHUIIJINHBI

7.1. MeToauyeckne peKOMeHIALMM MPeNnogaBaTe/ o

JlanHblii pasznmen Hactosmed pabodeil mporpaMMbl MpeTHA3HAYCH ISl HAYWHAFOIIMX
npernoaaBaTesneil v CrelualicTOB-IPAKTHKOB, HE UMEIOIINX OIbITa MPENo1aBaTeIbCKOM PaboTHI.

HucuumnnnHa «JloKkyMEHTHpOBaHUE YIPaBICHYECKON AESTEIbHOCTH TOCYIApCTBEHHOW U
MYHHIIMIIATBHOW CIy>KObD» (GopMupyeT y oOydaromuxcs KommoHeHTsl kommereHimu [1K-3. B
YCIIOBUSIX KOHCTPYHUPOBaHHSA 0Opa3oBaTeNbHbIX CHCTEM Ha MPUHIUIAX KOMIETEHTHOCTHOIO
[IOAXO0AAa IPOU30LUIO KOHLENTYyaJIbHOE W3MEHEHUE POJIM IPErofaBaTeis, KOTOPBIM, HapALy C
TPaJMLIMOHHON POJIbIO HOCUTENS 3HAHUM, BHIMOIHIET (YHKIUIO OPraHU3aToOpa HAyYHO-IIOMCKOBOM
paboTbl oOyuaromerocsi, KOHCyJbTaHTa B TpoLEAypax BblOOpa, oOpabOTKM U WHTepHpeTanuu
uH(popMaluu, HEOOXOAMMOMN ISl MPAKTUYECKOTO JAEUCTBUS U JTalbHEHUIIEro pa3BUTHUs, YTO JOKHO
00513aTeNTbHO YUUTHIBATHCS MPU MPOBEACHUHN JICKIIMOHHBIX U MPAKTUYECKUX 3aHATUH 110 TUCIUILTHHE
«JlOKyMEHTHpOBaHUE YIIPABICHUYECKON JIEATEIBHOCTH TOCYAApPCTBEHHOW M MYHHUIMIAIBHON
CITyKOBI».

[IpenogaBanne  TeopeTruyeckoro  (JIEKIMOHHOTO)  Marepuaja MO  JUCIUILIMHE
«JlOKYyMEHTUPOBAaHHUE YIPABICHYECKOW NEATEIBHOCTH TOCYJAapCTBEHHOM M MYHHUIUIAIbHOU
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CIyObD»  OCYIIECTBISETCS HA OCHOBE MEXKIUCIUIUIMHAPDHOW HMHTETPAlMd M YETKHX
MEXIUCUUIUIMHAPHBIX CBs3eM B paMKax 00pa3oBaTEJbHOM MPOrpaMMbl M y4eOHOro IJjiaHa IO
HanpasisieHuto 38.03.04 I'ocyjapcTBEHHOE Y MyHUIIMIIAJIBHOE YIIPABJICHUE.

[TonpoOHOEe conep:kaHHWe OTHENbHBIX pa3feNioB  TUCHUILUIMHBI  «JlOKyMEHTHUpOBaHUE
YIPaBJIEHYECKOH IeSTENIbHOCTH rOCy1apCTBEHHON M MyHUIIMTIAILHON CITY>KOBI» pacCMaTpUBAETCS B
1.4.2 paboyeii mporpaMmabl.

MeTtoauka onpeeneHust ”TOTOBOTO CEMECTPOBOI0 PEUTHHTA 00YYaIOIIErocs MO TUCIHUILIIMHE
«JlokymMeHTUpOBaHHE YMHPaBICHUYECKONH JAESITEIbHOCTH TOCYJapCTBEHHOW M MYHUIUMIAIbHON
ciy0b1» TipecTaBieHa B cocrape @OC 1o IUCIMIUIMHE B 1.8 HACTOSIICH paboueil MporpaMMBI.

[TpumepHbie TemMbl pedepaToB M BAPHAHTHI TECTOBBIX 3aJaHUM JUIS TEKYIIEro KOHTPOJS U
nepeyeHb BOMPOCOB K 3a4eTy MO AUCHUILTUHE npeacTaBieHsl B coctape @OC no qucuumiuHe B 1.8
HacTosIel pabodeil MporpaMMBel.

[lepeueHbr OCHOBHON U [IOMOJHUTEIBHOM JIUTEPAaTypbl M HOPMATHBHBIX JIOKYMEHTOB,
HEOOXOJUMBIX B XOJ€ IpernojaBaHUsl JUCLHUIUIMHBI «J{OKyMEHTHUpOBaHHE YyIpPaBICHUYECKON
JESTEIbHOCTH FOCYAapCTBEHHOM U MYHUIIMTIAIBHOM CITy>KOBI», IPUBECH B I1.5 HACTOAIIEH paboyeit
nporpammel. llpenopaBarento cieayer OpHEHTHPOBATH OOYHYAIOIIMXCS HA MCIOJNb30BaHHUE IPU
MOJATOTOBKE K MPOMEKYTOYHOW aTTecTallid OPUTHHAIBHON BEPCHUH HOPMATHUBHBIX JIOKYMEHTOB,
JEHCTBYIOIIMX B HACTOSIIIEE BPEMSI.

7.2. MeTtoanyeckue yKazaHus 00y4ar0mIuMCs

OOyuenue 10 JUCHUIUIMHE «JlIOKYMEHTUPOBaHME  YIIPABJIECHUYECKOM  JEsATeIbHOCTU
rOCYJapCTBEHHONH M MYHUIMITAJIBHON CITY>KOBD) MPEAIONaraeT M3yueHHe Kypca Ha ayIuTOPHBIX
3aHATHUSX U B XOJI€ CAMOCTOSATENILHOM paboThl. AYJUTOPHBIE 3aHATUS IPOXOAAT B popMe JIEKIUH 1
npakTudeckux 3aHsaTHil. CamocrosTenbHas paboTa BKIOYAECT Pa3sHOOOPA3HBIN KOMILJIEKC BHIOB U
dbopM paboTHI 0OyUAIOITUXCA.

Jlis ycrentHoro ocBOEHUS COAEp KaHUs AMCUMIUIMHBI U JOCTH)KEHHUS MOCTaBJICHHBIX LieNei
HE00XOIMMO MO3HAKOMUTBCS CO CIEIYIOIUMH JOKYMEHTaMH: BBIMUCKOW M3 Y4ueOHOro mjiaHa 1o
JAHHOW TMCUUIUIMHE, OCHOBHBIMU MOJIOXKEHUSAMH padoueil mporpaMmbl TUCHUIUIMHBI, KaJIEHAapHBIM
y4eOHO-TeMaTHUYeCKUM IUIAHOM  JUCUUIUIMHBL.  JIaHHBIM ~ MaTepuaq MOXKET MpPEeJCTaBUTh
npenojaBaTesib Ha BBOJHOM JIEKIIMM WMJIU CaMOCTOSITEIbHO OOYyYaroIMiics HCIIOJIb3YET JaHHbIE
JIOKaJIbHON MH(OPMAIIMOHHO-OMOINOTEYHON CUCTEMbI Y HUBEPCUTETA.

Cnenyetr oOpaTuTh BHUMaHUE Ha CIIMCOK OCHOBHOM M TOTIOJHUTEIBHON JIUTEPATypbl, KOTOpast
UMEEeTCs B JIOKaJIbHON MH(POPMaIlMOHHO-ONOINOTEYHOM cucTeMe YHUBEPCUTETA, Ha MIpeularaeMble
npenojaBaTesieM pecypchbl HMH(POPMaMOHHO-TEIEKOMMYHUKAIIMOHHON cetn «VHTepHeT». Ota
uHpopMalrs He0OXoIuMa JUIs CaMOCTOSTENIbHONW paboThl 00yUaroIIerocs.

[Ipy moAroTOBKE K ayJIUTOPHBIM 3aHATUSIM HEOOXOJMMO MOMHHUTH OCOOCHHOCTH Ka)J0i
(bopMBI ero MpoBeACHUSI.

IToaroroBka K JIEeKIIUHA

C 1enpio obecrevyeHus yCnemHoro o0y4eHus: 00y4aronuiics JOIKeH TOTOBUTHCS K JIEKIHH,
KOTOpas sBJseTcs BakHe el Gpopmoit opranuszanuu yueOHOro rnpoiecca, HoCKOJIbKY:

3HAKOMUT C HOBBIM yU€OHBIM MaTepHaIOM;

pa3bscHSET yueOHbIe 3JI€MEHTHI, TPYIHBIE U1 TOHUMAaHMUS;

cUCTeMaTH3UpyeT yueOHBI MaTepHal;

OPHUEHTHPYET B y4eOHOM TIpoIiecce.

C aTo0ii 1Eenbo:

BHHUMAaTEJIbHO POYUTANTE MaTepHall IPEIbIIyIIen JTeKIIH;

O3HAKOMBTECh C Y4YEOHBIM MaTepHalloOM M0 Y4YeOHHKY W Y4eOHBIM HOCOOMSM C TeMoM
MPOYUTAHHOM JIEKIINH;

BHECUTE JOIOJIHEHUS K IOJTYYEHHBIM PaHee 3HAHUSAM 110 TeME JIEKIIUU Ha MOJISAX JIEKIIMOHHOU
TETPalu;

3alMIIUTE BO3MOYKHBIE BOIPOCHI, KOTOPBIE BBl 33JaJUTE JIEKTOPY Ha JIEKIUHU 10 MaTepHaly
M3yYECHHOM JICKIINUH;

IIOCTapAUTECh YACHUTh MECTO U3Y4aEeMOM TEMBI B CBOEH MTOATOTOBKE;
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y3HaiTe TeMy IpeACTOsIIEeH JIEKIUH (110 TeMaTHYECKOMY IIJIaHy, 10 HHPOPMAIUH JIEKTOopa) U
3anuImMTe HH(HOpPMaINIo, KOTOPOil BBl Bia/ieeTe MO JAHHOMY BOIPOCY.

IToaroToBKa K CEMMHAPCKUM 3aHATUSAM

Crnenyet pa3yMHO OpraHU30BBIBATh Pa0OTY I10 MOATOTOBKE K CEMUHApCKOMY 3aHsTHIO. K Teme
KaXJ0ro CeMHUHapa Ma€Tcs ONPEACNEHHBIM IUIaH, COCTOSIUMA W3 HECKOJBKHUX BOIPOCOB,
PEKOMEHJIyeTCsI CIIUCOK JIUTEepaTyphl, B TOM YHUCIIe, U 00s3aTtenbHol. PaboTy crneayer opranu3oBaTh
B TaKOM I10CJIEI0BATEIBbHOCTH:

MPOYTEHHE PEKOMEHIOBAaHHBIX IJ1aB U3 PA3IUNYHbIX YUEOHUKOB;

03HAKOMJICHHE C OCTAJIbHON pEeKOMEHIOBAHHOM JINTEPaTypoil U3 005A3aTEIBHOIO CITUCKA;

YTEHHUE U aHAJIU3 KaXXJO0Tr0 UCTOYHHUKA (IOKYMEHTA).

[Ipexne Bcero, ciieyeT 03HAKOMUTHCS C METOJUYECKUMHU YKA3aHUSAMHM K KaXKJOMY CEMUHApY.
Crnenyer ysICHUTb 3HaUEHHME TEX apXaWYHBIX U HE3HAKOMBIX TEPMUHOB, YTO BCTPEUAIOTCS B TEKCTE.
[TonroroBbTE OTBETHI HA KA/ 1bIi Bompoc riana. Kaxaoe nojgoxeHue oTBeTa NOATBEpKIaeTCs (ecau
dbopma ceMHrHapa 3TO IpeyCMaTPUBAET) BELACPIKKON U3 JOKyMeHTa. [IoAroToBKy cienyer oTpa3uTh
B BHJI€ IJJaHA B CIICLMAJIBHOM TETpaaud MOATOTOBKM K cemuHapaMm. Ha cemuHapckoMm 3aHATHH
NPUBETCTBYETCS JII00ast GopMa BOBJICUEHHOCTH: YYacTHE B OOCYKICHHH, IOMOTHEHUS, KPUTUKA -
BCE, UTO romoraeT 0oJiee MOJTHOMY U SICHOMY IIOHUMAaHHUIO POOJIEMBI.

PesynbraTsl paboThl Ha CEMUHApE MPETI0IaBaTeNb OIICHUBACT M YYUTHIBACT B XOJI€ TPOBEACHUS
TEKYILEH aTTeCTaluu.

[IpoMexxyTouHast arrectalus 1O AUCUUIUIMHE «JIOKYMEHTUpPOBAaHHUE YIIPABICHUYECKON
JESTENIbBHOCTH TOCYJapCTBEHHOW W MYHUIUIAIBHOW CIYXKOBD» MPOXOAUT B (QopMme 3aueTa.
[IpuMepHBIi IEpEYEHb BOIIPOCOB K 3a4eTy 110 JUCLUILINHE «/JOKyMEHTUPOBaHUE yIIPABICHYECKOU
JESATENIbHOCTH TOCYJAapCTBEHHON M MYHUILMIAIBHOW CIYXKOBI» U KPUTEPUU OIICHKH OTBETa
oOydaromierocss Ha 3a4dere JUisl LeJell OLEHKM JOCTHUXKEHHS 3asBJICHHBIX HMHIUKATOPOB
c(hOpMUPOBAHHOCTH KoMIleTeHIIui npuBeaeHbl B coctae POC 1o TUCHUIUIMHE B I1.8 HacTOsIIEH
paboueil mporpamMmsl.

OOyuaromiuiics 1omycKaeTcs K MPOMEKyTOUHOM aTTecTalluy M0 AUCHUILUIMHE HE3aBUCHMO OT
Pe3yJbTaTOB TEKYLIETO KOHTPOJIS.

8. DoHJ 01IEHOYHBIX CpPEaCTB 10 JUCHUIIJIHHE

8.1. IlepeueHb KOMIETEHUHWH € yka3aHHWeM JTanoB UX (opMHPOBAHUS B Npouecce
OCBOCHUS IMCUHMILINHBI. DOPMBI KOHTPOJIs (hOpMHUPOBAHUS KOMIIETEHIHH

Kon u Nuaukaropsl JTansl
HAMMEHOBaHHE JOCTHKEHHS ¢popmupoBanus
N dopmMa KOHTPOJIA
KOMIIETEeHIIH I KOMIIETEHIIMH (pa3neant
JUCHUTIJINHBI)
ITK-3 Cnocoben HIIK-3.3 Crocoben
y4acTBOBATh B OCYHIECTBIIATH OO, ITpoMeXyTOUHBIN
OCYILECTBIECHUU 00paboTKy, y4eT u KOHTPOJIb: 3a4eT
KOHTPOJIA Ka4€CTBa aHaJIn3 JaHHBbIX, TeKyIHI/If/i KOHTPOJIb.
HCTIIOJTHEHHS JIOKyMEHTAIMOHHOE OIpocC Ha Tener 1-12
YHOPpaBJICHUYCCKHUX oOecrieueHne JJIA IPaKTHYCCKUX
pelieHuit u pelieHus 3a1a4 B chepe | 3aHATHIX;
OCYIIECTBIECHUH TOCYJapCTBEHHOTO U pedepar;
AIMUHHUCTPATUBHBIX | MyHHUIUIIAIEHOTO TECTHPOBAHHUE
IIPOIIECCOB YIIPaBIICHUSA

8.2. [loka3aTe/ i 1 KPUTEPHH ONEHUBAHHUS KOMIIETEHIU MPH M3yYeHUH TUCHUILIHHBI,
onMcaHue NIKAJ OIleHNBAHUS

8.2.1 Kputepuu olleHKHM OTBeTa HA 3a4yeTe

(bopmupoBanue komnerenimu [1K-3, nnmukarop UIK-3.3)

«3aYTECHO»
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00yYaroImuics: AEMOHCTPUPYET CUCTEMHBIE TEOPETUYECKHE 3HAHUS, IPAKTHUECKUE HABBIKY,
BJIaJiceT TEPMUHAMH, JIEJIAeT apryMEHTUPOBAHHBIC BBIBOJABI M OOOOIIEHUS, MPUBOJUT MPUMEPHI,
MOKa3bIBaeT CBOOOIHOE BIIAICHUE MOHOJIOTHUECKON PEUYbIO M CIIOCOOHOCTH OBICTPO pearupoBaTh Ha
YTOYHAOIHUEC BOIIPOCHI.

00YYalOIMICS JEMOHCTPUPYET MPOYHBIE TEOPETHYECKHUE 3HAHUS, NMPAKTUYECKUE HaBBIKH,
BJIaZiceT TEPMUHAMH, JIENaeT apryMEHTHPOBAHHBIC BBIBOJBI M OOOOILICHUS, TPUBOAUT IPUMEPHI,
IIOKa3bIBAET CBOOOIHOE BJIAJICHNE MOHOJIOTUYECKON PEUb0, HO ITPH 3TOM JIENAeT HECYIIECTBEHHBIE
OIIMOKHM, KOTOPBIE OBICTPO HCIPABISET CaMOCTOSTEIbHO WIIM NPU HE3HAYUTEIHBHOW KOPPEKIHU
IpernoaaBaTeeM.

00y4YarOIUICS JIEMOHCTPUPYET HErIyOOKHUE TEOPETUUECKUE 3HAHUS, INPOSBIIET cirabo
copMHpOBaHHBIE HAaBBIKM aHAU3a SIBICHUI W TPOLIECCOB, HEIOCTATOYHOE YMEHHE JIelaTh
apryMEHTHPOBAHHBIC BBIBOJbI W TNPUBOIUTH HPHUMEpPHI, MOKAa3bIBAET HEIOCTATOYHO CBOOOIHOE
BJIAJICHUE MOHOJIOTUYECKOH peYbl0, TEPMHUHAMH, JIOTMYHOCTHIO M  IOCIEI0BATEIHLHOCTHIO
U3JI0KEHHS, JIeNIaeT OUIMOKHU, KOTOPBhIE MOXKET UCIIPABUTh TOJILKO IIPU KOPPEKIMHU TPETIOIaBaTelIeM.

«He 324YTeHO»

OOy4YaroOIIMICS JEMOHCTPUPYET HE3HAaHHE TEOPETHUECKHX OCHOB IPEIMETa, OTCYTCTBHUE
NPAaKTHYECKUX HAaBBIKOB, HE yMEET JeNlaTh apryMEHTUPOBAHHBIC BBIBOJBI M MPHUBOAUTH IPHUMEPHI,
IIOKa3bIBaeT cjaadoe BIIAJICHUE MOHOJIOTHUECKOM pedblo, HE BJIAJeeT TEPMHUHAMHU, IPOSBISIET
OTCYTCTBHUC JIOTUYHOCTHU M IOCICAOBATCIIBHOCTHU U3JIOKCHUSA, ACIACT OHII/I6KI/I, KOTOPBIC HE MOXKECT
HCIIPABUTHb AaXXC IMPH KOPPCKUUH MPEIIOAABATCIICM, OTKA3bIBACTCA OTBCUATH HA AOIOJIHHUTCIBHBIC
BOTIPOCHI.

8.2.2 Kputepum onieHKH padoThl 00y4arolerocss Ha NPaKTHYeCKUX 3aHATUIX
(popmupoBanue kommnereniyu [1K-3, nnnukarop UIK-3.3)

«5» (OTJIMYHO): BBINOJHEHBI BCE€ MPAKTUYECKUE 3aJaHusi, MPEITyCMOTPEHHBIE
MPAKTUYECKUMH 3aHATUAMHU, OOydaIOUIUIics YeTKO U 0e3 OmMOOK OTBETHJI Ha BCE KOHTPOJIbHbBIE
BOIPOCHI, aKTUBHO pabOTall Ha IPAKTUUECKUX 3aHATHUSX.

«4» (X0pO1110): BBIITOJIHEHBI BCE PAKTUYECKUE 3a1aHUS, IPELYCMOTPEHHBIE IPAKTUYECKUMU
3aHATUAMH, OOYUaIOMIMNCSA C KOPPEKTUPYIOIIMMHU 3aMEYaHUsIMU MpernojiaBaTessi OTBETUI Ha BCe
KOHTPOJIbHBIE BOIIPOCHI, TOCTATOYHO AKTUBHO pab0Tal Ha NPAKTUYECKUX 3aHATHUSAX.

«3» (YAOBJIETBOPUTEIBHO). BBIMOIHEHBI BCE MPAKTHUCCKUE 3a/aHMs, MPEAyCMOTPEHHBIC
NPAaKTUYECKMMHU 3aHATHSAMHM C 3aMEYaHUsIMH TpernojaBarens; oOydaroluiics OTBETWI Ha BCe
KOHTPOJIBHBIE BOIIPOCHI C 3aMEYaHUSIMH.

«2» (Heya0BJIETBOPUTEIbHO): 00yUYaIOLIUICS HE BBITOJHNI WU BBIMOJIHUI HEMPAaBUIBHO
MPAKTHUYECKHE 3aJIlaHusl, IPEAYCMOTPEHHbBIE IPAKTUUECKUMHU 3aHATUSAMU; 00y4JaroIuiicsi OTBETUI Ha
KOHTPOJIbHBIE BOIIPOCHI C OIIMOKAMHU MJIM HE OTBETUJI HA KOHTPOJIbHBIE BOIPOCHI.

8.2.3 Kpurepun onenku pedepara

(popmupoBanue kommnerenimu [1K-3, nanukarop UI1K-3.3)

«5» (oTIM4HO): TeMa pedepaTta akTyalbHa U PaCKPbITa MOJHOCTBIO; pedepaT MoAroTOBIECH
B YCTaHOBJIEHHBIM CpOK; odopmiieHue, CTpyKTypa U CTHJIb M3JI0KEHHs pedepaTa COOTBETCTBYIOT
IpeIbsABIsIEMbIM TpeOOBaHUSAM K O(QOPMIIEHUIO JOKYMEHTA; pedepaT BBINOIHEH CAMOCTOATENBHO,
MPUCYTCTBYIOT COOCTBEHHbIE O0OOOIIEHUS, 3aKIOYEHHUS U BBIBOJBI, MOJTOTOBJIEH JOKJAJ,
u3jaraeMblii 6€3 UCIOIb30BaHUs ONIOPHOIO KOHCIIEKTA.

«4» (xopomro): Tema pedepara akTyanbHa, HO pacKpbiTa HE IOJHOCTBIO; pedepaT
MOJATOTOBJICH B YCTAHOBICHHBIH CPOK; O(OpMIIEHHE, CTPYKTypa M CTHJIb M3JIOKeHHs pedepara
COOTBETCTBYIOT INpPEIbSIBIIEMbIM TPeOOBAHUSAM K O(GOPMIICHUIO JOKYMEHTa; pedepar BHIIOIHEH
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CaMOCTOSITENIbHO, TIPUCYTCTBYIOT COOCTBEHHBIE 0000IICHNS, 3aKTIOUEHHS U BBIBOJIBI; TIOATOTOBJICH
JIOKJIaJ1, U3J1araeMblii ¢ UCIIOJIb30BAaHHUEM OTIOPHOTO KOHCIIEKTA.

«3» (ynoBjeTBOpHTEIbHO): TeMa pedepara axkTyanbHa, HO PACKpBITA HE MOJHOCTHIO;
pedepaT MOATOTOBIEH C HAapyLIEHUEM YCTAaHOBJIEHHOTO CpOKa IIPEACTaBICHUS; O(OpMIICHHUE,
CTPYKTypa M CTWJIb M3JIOXKEHUsS pedepara HE B IOJHOH Mepe COOTBETCTBYIOT INPEIbSBISCMBIM
TpeboBaHMAM K O(OPMIICHHIO JOKYMEHTa; B IIEJIOM pedepar BBIITOIHEH CAMOCTOATENIFHO, OIHAKO
OYEBH/IHO HAJIMYHME 3aMMCTBOBAaHHUI1 0€3 CCHUIOK HAa HCTOYHUKH; TIOATOTOBIICH JOKJIA, H3JIaraeMbli
C UCIOJIb30BaHUEM OTIOPHOTO KOHCIIEKTA.

«2» (HeyIOBJIETBOPUTEJILHO): TeMa pedepaTa akTyalbHa, HO HE PacKphITa; pedepar
HOATOTOBJIEH C HApYyLIEHUEM YCTAHOBJIEHHOI'O CPOKa NpEACTaBlIeHUs; 0hOpPMIICHUE, CTPYKTypa U
CTHJIb M3JIOXKEHHUsI pedepaTa HE COOTBETCTBYIOT MPEIbSBISEMBbIM TPeOOBAaHUSAM K O(OPMIICHHUIO
JIOKYMEHTa; B pedepaTe 0OYEBUIHO HAINYHME 3HAUNTEIILHBIX 00BEMOB 3aMMCTBOBaHM 0€3 CCHIJIOK Ha
WCTOYHUKH; JOKJIA HE MO OTOBJICH.

8.2.4. Kputepun o11eHKH TeCTHPOBAHUS
(popmupoanme kommnereniuu [1K-3, nnnukarop UIK-3.3)

TectupoBaHue OIEHUBAETCS B COOTBETCTBUU C MPOLIEHTOM IMPABUIBHBIX OTBETOB, JaHHBIX
00yJaromuMcst Ha BOTIPOCHI TECTA.

CranmapTHasi IIKaja COOTBETCTBHSI PE3yJIbTATOB TECTUPOBAHHS BBICTABIIAEMOW OaJUIBHOM
OLICHKE:!
— «OTJIMYHO» - CBbIIIE 85% IMpaBUIIbHBIX OTBETOB;
- «xopomoy» - ot 70,1% mo 85% mpaBUIBLHBIX OTBETOB;
- «YIOBJIETBOPUTETHLHO» - OT 55,1% 1o 70% npaBUIIbHBIX OTBETOB;

- oT 0 10 55% npaBUIBHBIX OTBETOB — «HEYAOBIETBOPUTEIILHO
«5» (OTJIMYHO): TECTUPYEMBIN JEMOHCTPUPYET CUCTEMHBIE TEOPETUUECKUE 3HAHHUS, BIIAJICET

TepPMUHAMHU U 00JIaJIaeT CIOCOOHOCTHIO OBICTPO pearupoBaTh Ha BOMPOCHI TECTA.

«4» (X0po1I0): TECTUPYEMBII B IIEJIOM JIEMOHCTPHUPYET CHCTEMHBIE TEOPETUIECKHE 3HAHUS,
BJIa/ieeT OOJBIIMHCTBOM TEPMHHOB M 00JIaJIa€T CIOCOOHOCTHIO OBICTPO pearupoBaTh HAa BOIPOCHI
TecTa.

«3» (YyAOBJIETBOPUTEJILHO): CHUCTEMHBIE TEOPETUYECKHE 3HAaHUS Y TECTUPYEMOIo
OTCYTCTBYIOT, OH BJaJIe€T HEKOTOPhIMU TEPMHUHAMH M Ha BONPOCHI TeCTa pearupyer JT0CTaTOYHO
MEJIJIEHHO.

«2» (HeyaOBJIETBOPUTEJIbHO): CHCTEMHBIC TEOPETUYECKHE 3HAHUS Y TECTUPYEMOro
OTCYTCTBYIOT, TEPMHHOJIOTHEN OH HE BJIa/IEET U Ha BOIIPOCHI TECTa pearupyeT MeJIEHHO.

8.2.5. MWToroBoe coOTBeTCTBHE Oa/UVIbHOW WIKAJABI OLEHOK M  YypPOBHeii
chopMHPOBAHHOCTH KOMIIETEHUMH 10 AUCLHHUILINHE:

YpoBenb
chopMHUPOBAHHOCTH Ouenka IMosicuenne
KOMIIeTEHIINH

TEOPETUYECKOE COIEPKAHUE U NPAKTUUECKNE HABBIKU 110
JHCLUIUIMHE OCBOEHBI IIOJIHOCTHIO;

Bricokuii 3auTeHo BCE MPEAYCMOTPEHHBIC MTPOrpaMMOiil 00yUeHHS yueOHbIS
3a71aHUs BBITIOJIHEHBI HA BEBICOKOM YPOBHE;

KOMIIETCHIIUU CHOPMUPOBAHBI

TEOPETUUECKOE COACPKAHUE U IPAKTUUECKUE HABBIKU 110
JUCLUUIIIMHE OCBOEHBI MMOJIHOCTHIO;

Cpennuit 3auTeHo BCE MPEAYCMOTPESHHBIE MTPOrpaMMoii 00yUeHUS yIeOHbIS
3a71aHus BBITIOJIHEHBI C HE3HAUYNUTEIbHBIMU 3aMEUYaHUSIMU;
KOMIIETEHIIMHU B 11eJI0M C(HOPMUPOBAHBI

14



TEOPETUYECKOE COJIePKaHNE U MPAKTHUECKUE HABBIKU TI0
JVCIUIUTMHE OCBOEHBI YaCTHYHO, HO MPOOENBI HE HOCST
CYIIECTBEHHOTO XapaKTepa;

Y 1OBIIETBOPHUTENBHBIN 3auyTeHo OOJIBIIMHCTBO IpeayCMOTPEHHBIX porpaMMon
oOydeHnss y4eOHBIX 3a7a4d BBHIOJIHEHO, HO B HHX
HAMEIOTCS OIMOKH;

KOMIIETEHIIMU cQOPMHUPOBAHBI YACTUIHO

TEOPETUIECKOE COJIEPKAHUE U MMPAKTHIECKUE HABBIKHU 110
JVCIUIUIAHE HE OCBOCHEI,

OOJIBILINHCTBO MPEyCMOTPEHHBIX IPOrpaMMOi
00y4eHus1 Y4eOHBIX 3aJlaHUH JTMOO HE BBHIMOIHEHO, JTHO0
HeynosnerBopurenbHbIit He 3aureno COJICPXKUT IPyObIe ONITHOKH;

JOIIOJIHUTENbHAsT ~ caMocCTosATeNbHass  pabora  Haj
MaTepHajJoM He NMPUBOAUT K KAKOMY-THOO 3HAYHMMOMY
MOBBIIICHHUIO KaYeCTBa BHITIOIHEHHS yUeOHBIX 3aJaHNH;
KOMIIETCHIIMU HE C(hOPMHUPOBAHBI

8.3. MeTonnyeckue MaTepHasbl (THNOBbIe KOHTPOJIbHbIE 3aJaHNs), ONpPeIesIIoNIne

pe3yJbTaThl 00yUeHHs MO TUCIHHUILINHE, COOTHECEHHBIE ¢ HHAUKATOPAMU I0CTHKEHHS

KoHTposnbHble 3a1aHusl, TPUMEHICMbIC B paMKaX TEKYIIETO KOHTPOJSI U MPOMEKYTOYHOMH
aTrecraiuu 110 JUCHUIIJIMHE, HOCAT YHHBepcaHLHLIﬁ XapaKkTep U MpeaAyCcMarpuBarOT BO3MOXKHOCTDb
KOMIUICKCHOW OIICHKH BCEro HaOopa 3asBJICHHBIX 10 JAHHOH JUCUUILUIMHE WHIUKATOPOB
c(hOpMUPOBAHHOCTU KOMIIETCHITHH.

8.3.1. Texkymuii KOHTPOJIb (PA0OTA HA MPAKTHYECKUX 3AHITHIX)
(popmupoBanue komnereniuu [1K-3, naaukarop UITK-3.3)

IIpumeps! 3aJaHNH N/ NPAKTHYECKUX 3aAHATHI
3aoanue 1.
[TpencraBeTe, uTo Bbl paboTaere B KOMIIAHMHM PYKOBOJUTEIEM OT/eNa Mpojax. Bam HeoOXxoanmo
COCTaBUTh JOJHDKHOCTHYIO MHCTPYKIIMM Ha BAKaHTHYIO JIOJDKHOCTD — MEHEKEpa OT/IeNa MPOJaK.
Cdopmynupyiite OCHOBHBIE pa3/ielibl JOJKHOCTHON HHCTPYKIMU: KBAIM(UKAIMOHHBIE TPeOOBaHHUS,
JOJIKHOCTHBIE  00SI3aHHOCTH, OTBETCTBEHHOCTb, IpaBa U B3aUMOOTHOIICHHUS. Odopmure
JIOJDKHOCTHYIO HHCTPYKIMIO €O BCEMH HEOOXOAMMBIMU PEKBU3UTAMHU JAHHOTO JOKYMEHTA.
3aoanue 2.
Heo6xonumo 3anonauts LllTaTHOE pacnucanne B COOTBETCTBUM C TPEOOBAHUSMH, TPEIBIBIIEMbIMU
K OpraHU3alMOHHO-PACHOPSAIUTENIbHBIM JToKyMeHTaM (YHuduuupoBanHas ¢opma IllratHoro
pacrucaHus pujaraeTcs)
3anoJHATCS BCE PEKBU3UTHI.
3aoanue 3.
[IpencraBwTe, uTo BBl paboTaeTe B oT/AENe KaaApoB opraHu3anuid. Bam HE0OX0AMMO MOATOTOBUTH
MPOEKTHI KaJPOBHIX JOKYMEHTOB
1. Ha ocHoBaHuM 3aKII04€HHOTO TPYAOBOTO J0roBopa o npueme MBanosa M.M. Ha 101KHOCTH
MEHeJKepa B Ballly OpraHu3aiuio ohopMuTe MpHKa3 1o JJMYHOMY COCTaBy O IpHeMe Ha padoty (1o
yHuumpoBanHoit popme T Ne 1).
2. CocrtaBbTe U 0(POpPMHUTE XapaKTEPUCTUKY Ha COTPYAHMKA OTHENa KaJpoB, MOANUCAHHYIO
PYKOBOJUTENEM JAHHOTO CTPYKTYpHOTO mojpasneneHus. OpraHuzanuioo, GpaMuiuud paOOTHUKOB
YKaXHUTE CAMOCTOSITENIBLHO.
3. CocraBbTe U 0hOpMUTE 3asBJICHHE O MEPEBOJE Ha APYTyl paboTy, B KOTOPOM YKaKHUTE
CTPYKTYpPHOE TMOJpa3/ieieHue, JO0JDKHOCTh, NpU HEOOXOJUMOCTH — OCOOEHHOCTH B pabote
(HemoyHbIN pabounii neHb, moyacoBas oruiata). Ha ocHOBaHMM 3asBICHUS COCTaBbTE MPHKA3 IO
yauduuupoBanaoit popme T Ne Sa
3aoanue 4.
4.1. CocTaBbTe pacropsKeHUE pPyKOBOAUTENS 00 OpraHU3alyy 1Ky pCTBa B Ipa3AHUYHbIE JHU C 31
nexkabpss 2020 roma mo 10 smaBaps 2021 roma. Ilpemmoxute 3am. aupekropa mo AXY
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(aIMUHUCTPAaTUBHO-XO3MUCTBEHHAs! 4acTb) OpraHu3oBaTh coTpyaHuKoB 31.12.2020 go 17-00 u
MPOBEPUTH U ONeuyaTaTh Bce ClyeOHble momemieHus. OOspKUTe MOATOTOBUTH HA YTBEPXKIECHUE
rpadpux nmexypctBa mo 31 nexaOps. OpraHuzanuio U (QamMuiidd JOJDKHOCTHBIX JIMIl YKAXKHUTE
CaMOCTOSITENIbHO.

4.2. B cooTBeTcTBUU C YHU(DUIIMPOBAHHON (POpPMON TIpHKa3a O MOOMIPEHUN PaOOTHUKA 3aIllOJIHUTE
BCE HEOOXOAMMbIE PEKBU3UTHI, BKJIIOYAs OJIITUCH.

8.3.2. Texymuii KOHTPOJIb (MOATOTOBKA pedepara)
(popmupoanue kommnereniuu [1K-3, nanukarop UIK-3.3)

IIpuMepHbIe TeMbI pedepaToB
IIpumepHasi TeMaTuka pedeparos:
1. JlokyMeHTallMOHHOE 0OecIieueHue YIpaBiIeHUs, €ro 3aauu, (PyHKIUH.
2. Hopmatusnsie nokymeHTsl (CCHAOY, 'OCTsr). [lorsTue cTangapTu3anuy 1 YHU(PUKAIIAN.
3. Kimaccudukamus TOKyMEHTOB.
4.PeKBU3UTHI YIIPABICHYECKUX IOKYMEHTOB. PEKBU3UTHI aBTOpa, UX OhopMIIeHHE.
5. TpeGoBaHuUs K TECTY TOKYMEHTA.
6. bnank. Buasl 6nankoB. TpeboBanus k G1aHKaM TOKyMEHTOB.
7. Opranu3alvOHHbIE JOKYMEHTBHI.
8. Pacniopsiautenbable JOKyMEHTHI. [Ipuka3bl 10 OCHOBHOM J1eATE€NbHOCTH. PacniopskeHus.
9. UndopmManinoHHO-CTIpaBOYHBIE IOKYMEHTHI. JloKIaaHbIie, 00bsICHUTENbHBIC 3anmiCcKU. CrpaBKHu.
10. AxThl, X Buabl. CocTaBICHHE aKTOB.
11. TIpoTtoko:sl 3acenanwmii, copemanuii. [lomHas u kpaTkas GOpMBI IPOTOKOJIA.
12. [IenoBas nepenucka.
13. JlokyMeHTHpOBaHHE MTPOLIECCOB IBUKEHUS KaPOB.
14. ITpukassl 110 JMYHOMY COCTaBY.
15. JInunoe 3asBnenue. BeaeHue INUHBIX KapTOYEK.
16. TpynoBoii 1orosop.
17. Benenue TpyaoBbIX KHIDKEK. OdopmiieHne JINYHbIX JIE.
18. TexHnonorust paboTsl ¢ JokyMeHTaMu. Opranu3zanus J10KyMeHTo000poTa.
19. Perucrpanus 1OKyMEHTOB.
20. KOHTpoJIb UCTIONHEHUS JOKYMEHTOB.
21. Homenkinatypa nen. Cuctemarusanus jen. @opMupoBaHue aed.

8.3.3. Texkyuuii KOHTPOJIb (TECTHUPOBAHMNE)
(bopmupoBanue kommeteniwu [1K-3, namukarop UIK-3.3)

IIpuMepsI TeCTOBLIX 3a1aHUI
IIpumepsI TeCTOBBIX 3a1aHUI
PacniopsizutesibHbIC JOKYMEHTbI, 0TPAaKAIOLIKeE Pe3y/IbTAT KOJLUIETHAJIBHOM 1esiTeIbHOCTH
[] mpuka3, pacropspkeHHe
[ pacnopspkeHue, ykazaHue
[ mocraHoBleHUE, pEIIEHUE
M mporokoun, akt
[] nmoroBop, ycTaB, CorjanieHue
OcHOBHBIC PEKBU3HTHI JOKYMEHTA
M Tekct, OTMETKA O MIPUIIOKEHUH
TEKCT, OTMETKA O NPUWJIOKEHNUH, AaTa, UHJEKC, 3ar0JI0BOK K TEKCTY
TEKCT, Tpu( yTBEPKACHUS, OJIUCH, IeYaTh
TEKCT, 3ar0JI0BOK K TEKCTY, MOJMHUCH, TPUQ coTiacoBaHus, Ipud yTBEpKACHUs, 1eYaTh
TEKCT, OTMETKA O MPUJIOKEHNUH, IPU( COTIIaCOBAHUS, BU3bI COITIACOBAHUS, IpU( YTBEPKIACHUS
TEKCT, apecar, rpu( yTBep>KIAeHHs, BHU3bI COTTIACOBAHUS, ITOAINUCH, I€YaTh
HopMaTuBHBIH JOKYMEHT, perjaMeHTHPYOUHd TpeOoBaHUs K 0(OPMIIEHUIO JTOKYMEHTOB
o0mero axMuHUCTPATUBHOrO ynpasiaenus (OP/I)
[1 I'OCT P 51141-98

ooood
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1 T'OCT 6.10.5-87

M TOCT P 7.0.97-2016

Ll Ercaoy

[ MHCTpYKIHS IO JeTONPOU3BOACTBY

AKT H «rpU} yTBepKICHU»

[] axrt Bcerna yTBepikaaeTcs pyKOBOAUTEIEM OpraHU3aIiu

[] akT yTBep:KIaeTcst BBILICCTOSIIMM OPraHOM YIIPABICHUS

M yTBepkAaroTCs TONBKO HEKOTOPHIC BHIBI AKTOB

[1 axt He umeet «rpuda yTBEpKICHUS»

[] akT yTBepKIaeTcs, B 3aBUCUMOCTH OT PEIICHUSI PyKOBOJICTBA OpPraHU3aI[H
[] akT yTBepikaaeTcsi, B 3aBUCHMOCTH OT BBILIECTOSIIETO OpraHa YIpaBJICHUs
Cpok neiicTBUSI OPraHU3allMOHHO-TIPABOBBIX JOKYMEHTOB

[ or omHOrO 10 MATH JIET

M 10 MOMEHTa MX OTMEHBI

L] mo Tpex jet

] no mecsatu ner

M 1o BBemeHHUS HOBBIX B3aMEH yCTAPEBIIHX

MarepuanbHblii HoOcHTeIb HH(POpPMAUM O COOBITHAX M SIBJEHUSIX O0ObeKTHBHOM
NAefCTBUTEJIBHOCTH H MBICJIUTEIbHOM 1eATeIbHOCTH YeJ10BeKa - 3TO...
Ilpasunvnvie sapuanmol omeema: JOKYMEHT; [loxymeHT; HOKYMEHT;
Komnuiekec MeT010B U npoueccoB padoThl ¢ JOKYMEHTAMH, OCYIeCTBJIsieMblii NpeANpUsiTHEM
NPH BHINOJHEHUH UM CBOMX (PYHKUMH - 3TO ....

[l noxkymeHTauuMoOHHOE oOecriedeHNe yIpaBIeHUs

VI 1enonpou3BoOACTBO

[] cucrema JOKyMEHTALIUH

[ noxkymeHTHpOBaHHE

[J moxymeHTOOOOpOT

[] noxkymMeHTHpOBaHHE YIPABICHUECKON IESTEIHHOCTH

JLOKyMeHTBI KiIaccupuuupyoresd no rpugy Ha ...

OPUTHHAJIBI, KOTIMU M TTOIJTHHHUKA

BHEIIIHUE U BHYTPEHHUE

WHIUBUAYalIbHbIE, TUIIOBBIE U TpadapeTHbIE

PYKOIIMCHBIE, TEYaTHBIE U AIEKTPOHHBIE

OpraHMU3alMOHHBIE, PACTIOPSIUTENbHBIE, CTIPABOYHBIE

M koHumCHIMATBHBIE, OTPAHUYEHHOTO IOCTYIIa U OTKPBITOrO MOJIB30BAHHS
HOC.]'Ie)IOBaTe.]II)HOCTI) U3J107KeH U M0JI0KeHUI Y cTaBa npeInpusiTus
. o0uIMe NoJoKEeHUS

CBEJIEHUS 00 YCTaBHOM KaruTaie

OpraHMU3allMOHHO-TIPABOBBIE OCHOBBI JEATEIBHOCTH OPraHU3alnun
OpraHbl YIIPaBJICHUS U KOHTPOJISL, UX KOMITETEHIIUS

IIpaBUJIa BEJCHUS yUeTa U OTYETHOCTH B OpPraHU3aluu

MOPSAZIOK pacipeieneHus npuosu U popMupoBanue (GoHI0B

0c00bIe BOMIPOCHI AESTEILHOCTH OpraHU3aluu

. YCIIOBHUSI peopraHu3alvy U JIMKBUAALUU

3Tanbl padoThbl ¢ BHYyTPEHHUMH 10KYMEHTAMH

. MOJIy4eHHE yKa3aHUs Ha pa3padOTKy JOKYMEHTOB

pa3paboTKa IpoeKTa JOKyMEHTa

COTJIaCOBaHUE MPOEKTa JOKyMEHTa

KOPPEKTHPOBKA TOKYMEHTa, €ro opopMIIeHHE

MOJITUCAHNE, YTBEPKICHHUE

perucTpanys 1 THPaXKUPOBaHUE

JIOBEJICHUE J10 UCIIOJTHUTENEH

KOHTPOJIb UCIIOJIHEHUS JJOKYMEHTA

IIPUEM HCIIOJIHEHHOT'O IOKYMEHTa, CHATHE C KOHTPOJIS

oNoORLONRE ooogg

QoNTRE®NE

17



10: Teky1iee apXUBHOE XpaHEHHE
KoHTpoJib HCIOJITHEHUS JOKYMEHTA OPraHu3yeTt
M cayxba IOY
PYKOBOJUTEIIN BCEX PAHTOB
CeKpeTapuar
ciryx0a KOHTpOJIA
OIpeIeNIEHHOE JOHKHOCTHOE JIMLIO
PYKOBOJUTEIb IPEIITPUITUS
OcHoBaHMeM /ISl IPeAbSIBJIEHNUS NPeTeH3NHU SABJISIOTCS JOKYMEHTbI
M komMepueckuii akT, cepTUdUKAT Ka4ecTBa, JOroBOp, akT PUEMKH TOBapa, TpeOOBaHHS
[] ceprudukar kauecTBa, J0roBOp, aKT MPUEMKH TOBapa, TpeOOBaHHUS
[ komMepueckuii aKkT, cepTU(HUKAT Ka4eCTBa, aKT IIPUEMKH TOBapa, TpeOOBaHUS
[] ceprudukar kauecTBa, akT MPHUEMKH TOBapa, TpeOOBaHHUS
K HeperncTpupyemMbIM OTHOCSTCSI IOKYMEHTBI
M  uHbOpMAIMOHHBIE MAaTepuabl, PEKIAMHBIC M IO3JPaBUTEILHBIE IHChMa, HPOrPaMMbI
CEeMHMHApOB, COBEIIAHUH, KOH(pEPEHIHA
V] kKoMK HOPMATHUBHBIX JIOKYMEHTOB, IOCTAHOBJICHHS U PACIIOPSKEHUS TOCY1apCTBEHHBIX OPraHoB,
O0O0BSCHUTEINIbHBIE 3aIICKU
L] cmyxeOHbIe 3aITUCKH, TUChbMA, TeJIErPaMMBbI, (haKCOTPaAMMBI
[] peksamMHbIEC POCIEKTHI, TPOTOKOJIBI KOJUICTHAIBHBIX OPIaHOB, CIIPABOYHBIC MAaTePHAJIbI, TUIAHBI,
MPOrPaMMbIl, CBOJIKH, OTUYETHI
[] muchbMa BBICIICH MHCTAHIIUH, TPEOOBAHUS, UCKH, TIPETCH3UH, KOJUIEKTUBHBIC JIOTOBOPA
CooTBeTCcTBHE 3TANOB NOATOTOBKH YNPABJICHYCCKHX PELIEHUN CTAAUAM PadoThI
aHau3 TMpOOJIEMHOW CHUTyanuu, (HOpPMUPOBAHHE CTagusl pa3pabOTKH PEUICHUs
[eJei, OlleHKa MPEANOYTeHUN peleHui
OLICHKAa pacrojaraéMoro BPEMEHH, ONpPEJEICHUE IOATOTOBUTENbHAS CTAIMS
HE0OXOIUMBIX PECYPCOB
dbopMupoBaHue  KpuTepueB  BbIOOpa, BBIOOp  CTaaus BHIOOpaA pelIeHUs
€IMHCTBEHHOT'0 PeICHHS
OpraHu3alisl BBIIOJHEHHUS pEIIeHHs, aHAIW3 W  CTaIus peau3aliyl IPHHATOTO PEIICHHS
OLIEHKA JIOCTUTHYTOI'O pe3ysbTaTa
ITociienoBaTe/IbHOCTH JITANOB NMOATOTOBKHM YNPaBJIeHYECKHX pellleHHil, BXOASIIMX B COCTAB
I[OIIFOTOBI/ITGJILHOI/I CTAUM M CTAAMHU Pa3padOTKH pelieHust
BBISIBJICHHME U ONMCAaHKE IPOOJIEMHON cUTyaluu
OLIEHKa pacrojaraeMoro BpeMeHH
orpeziesieHue He0OX0AUMBIX PECYPCOB
aHaJIu3 NpoOJIEeMHOM CUTyalH
dhopmupoBaHUE MeNeH
oIpeJiesIeHUue OrpaHuYeHUN
pa3paboTKa BapUaHTOB PEIICHUM
OLIEHKA MPEeANOYTEeHUNA pereHni
CTa}mn aHaJM3a aJdbTEPHATHB M BbIOOPA NPOrpaMMHOIO MNPOAYKTAa ABTOMATH3ALMH
JOKYMEHT0000poTa
1: CocraBneHue mepeyHs MPeIbsIBISIEMbIX OCHOBHBIX ()YHKIIHOHABHBIX W CUCTEMHO-TEXHUIECKUX
TpeOOBaHUI K KOPIOPATUBHOW CUCTEME aBTOMATHU3ALMHU IOKYMEHTO000poTa
2: BpiOop cuctembl BECOBBIX KOI(PPHUIMEHTOB (0aJUIOB) WM PAaHXHPOBAHUE JUIS DKCIIEPTHOM
OLICHKH
3: OrneHka IporpaMMHBIX TIPOTYKTOB C TOUKH 3PEHHSI TIPEABSIBIISIEMBIX OCHOBHBIX (DYHKIIMOHATBHBIX
TpeOOBaHUHN M CUCTEMHO-TEXHUYECKUX XapaKTEPUCTHK
4:  Ot60op MpPOTpaMMHBIX TMPOAYKTOB, YJOBIECTBOPSIOMIUX BBIOPAHHBIM (DYHKIIMOHAIBHBIM H
CHCTEMHO-TEXHHUYECKUM KPUTEPUIM
OneHka aanTaluOHHBIX BO3MOKHOCTEH 0TOOPaHHBIX MPOJAYKTOB
6: OT0op mpOrpaMMHBIX MPOAYKTOB, YAOBJIECTBOPSIOUIMX KPUTEPHSAM aJalTallMOHHBIX
BO3MOKHOCTEHN

ooogg
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39.

CpaBHUTENIbHAS OIIEHKA 3aTpaT, CBA3AHHBIX C MPUOOPETCHHEM W BHEAPEHHEM IMPOrPaMMHBIX
MIPOIYKTOB

OrneHka ombpiTa MPUMEHEHUS OTOOPAHHBIX MPOTPAMMHBIX MPOIYKTOB pEIyTaruu (HUPMBI-
pa3zpaboTunka
Br160op mporpaMmmHOro obecredeHust sl CHCTEMbI aBTOMATH3AIUH JIOKyMEHTO000poTa

8.3.4. [IpoMe:KyTOUHBII KOHTPOJIb (BONIPOCHI K 3a4€TYy)
(popmupoBanue komnereniuu [1K-3, naaukarop UITK-3.3)

IIpumepHbIe BONPOCHI K 3a4eTy

TexHonorust TOKyMEHTAMOHHOTO 00ecrieYeHNs yIpaBICHUSI.
[Topsimok cocTaBneHust 1 0POPMIICHUS PACTIOPSAUTEIBHON TOKYMEHTAIIUH.
Crny>x0a N1OKyMEHTallMOHHOTO obecriedeHus yrpasieHus. TpedoBaHus K OpraHu3aluy CUCTEMbI
JIOKYMEHTO000pOTA.
TpeGoBanust kK GOPMUPOBAHUIO JEIT B JEIONPOU3BOICTBE.
[Topsimox BBeeHUS B ICHCTBHE MPABUII BHYTPEHHETO TPYAOBOTO PACHIOPSAKA.
JIoKyMeHTHPOBaHKE MO JOTOBOPHO-MIPABOBBIM OTHOIICHUSAM SYKOHOMHUYECKOM IEATEIBHOCTH.
[ToaroToBka JOKYMEHTOB K cJjaue B apXUB.
Knaccudukanus pexksuzutoB no 'OCTY P 7.0.97-2016 «Cucrema ctaniapToB 1o nHGOpMaIuu,
OMOIIMOTEYHOMY M M3JaTebCKOMY fieTy. OpraHu3alioHHO-paciopSANTEIbHAS TOKYMEHTAITHS.
Pa3BuTHE 37€KTPOHHOTO JOKYMEHTOO0OpOTa B OpraHU3aliu.
[TmanoBO-OTYETHAS TOKYMEHTAIIUS.
ABTOMAaTH3aIMS IETONPOU3BOJICTBA.
Cayx0a KOHTPOJISI BEACHHS KaJpOBOW JOKYMEHTAIIMH Ha MPEIITPUITHH.
[ToHsTHS O TOKyMEHTaX, ClIoco0axX JOKYMEHTUPOBAHUS, HOCUTENIAX HHGOpMAIUU U QYHKIUAX
JOKYMEHTA.
IIpaBuna opopmiieHHs U BbIJa4l KOMUHA JTOKYMEHTOB.
Opranuzanus orepaTiBHOTO XPaHEHUS JIOKYMEHTOB.
DKcrnepTu3a EeHHOCTH I0KYMEHTOB.
[TpaBuia cocraBineHus 1 0(OpMIICHHUSI HOMEHKIIATY bl Je]l.
[Tpu3Haku knaccuukauyu HOMEHKJIATYPBI €.
Kputepun onieHKH JOKYMEHTOB.
CucteMbl TOKYMEHTALUH 110 INYHOMY COCTaBY.
OcobenHoct 0hOpPMIICHHS JINYHBIX TOKYMEHTOB.
Cucremsl 1 (POpPMBI TOKyMEHTOB.
OCHOBHBIE IOTOKH JJOKYMEHTAIIH.
Cany>xebnble 3anucku. TpeboBaHus Kk 0OpMIICHHIO.
OCHOBBI 3aKOHOJIATEIBCTBA MO APXUBHOMY JIEITy.
CocraBnenue u oopMIICHUE CITY>KEOHBIX TTHCEM.
PexuMbl XpaHeHHs TOKYMEHTOB.
Onucs nena. [IpaBuna popMupoBaHre JOKYMEHTOB Ha apXUBHOE XpaHEHHE.
Poinb 10KyMEHTAIIMOHHOTO 00eCIIeYeHUs YIIPaBICHHUS B COBPEMEHHOM OpraHu3aIliHy.
OCHOBHBIE XapaKTEePHBIE YEPTHI OPTaHN3AIMOHHO-TTPABOBOM JOKYMEHTAIUH.
. PernamenTanus JOKyMEHTAIIMOHHOTO 00ECTI€YeHUs yIIPaBICHUSI.
. CoctaB u odopmiieHHE PACTIOPSIUTENBHON JTOKYMEHTALINH.
. Texnonorus paboTh! ¢ KOH(UACHIUAIBHBIMU JTOKYMEHTaMH.
Cocranenue 1 0ohopMIIEeHHE aKTOB
Odopmurenbckue pekBU3UTHL. COCTaB PEKBU3UTOB JOKYMEHTOB.
CrtpykTypa ohopMIIEHHS TOJKHOCTHBIX HHCTPYKLHUH.
Opranu3anus KOHTPOJISI HCIIOJTHEHUS TOKYMEHTOB.
Cocrasnenue u opopmiieHue NPOTOKOMA.
[Topsimox cocrtaBieHuss ¥ OQOPMIICHHUS TaOIUI] U PUCYHKOB B HAy4YHO-HCCIIEIOBATEIHCKOM
oTyerTe.
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60.

61.
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Opranuzanus paboThl ¢ TOKYMEHTaMHU.
[TpaBuna opopMieHUs IPUITOKEHUH.
[Tonsarue o nokymenToobopore. DopMbI perucTpanuu J0KyMEHTOB.
CocraBnenue u opopmileHHE T0rOBOPOB.
@1aroBoe ¥ MpoJI0JIbHOE PACIIOI0KEHUE PEKBU3NUTOB.
VYupenurenbHble JOKYMEHTBI OpraHU3alH.
OneHka 3Ha4MMOCTH JOKYMEHTOB U CPOKH UX XPAHEHUS.
TpeboBanusi, npenbsBIsieMble K TEKCTaM JOKYMEHTOB.
. CocraB opranu3alMOHHO- TPABOBBIX JOKYMEHTOB.
®opmMsbl peructpanuu J0KyMeHTOB. [lopsaok perucrpanumu.
. TexHonorus paboTHI C KaPOBOW JOKyMEHTAIHUCH.
. CocTtaB U CTpyKTypa IITaTHOTO pPacCHUCAHMSL.
CoctaB nH(pOPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB.
Oco0eHHOCTH MOJIOKEHUS O CTPYKTYPHOM O/Ipa3/IeJIEHUN OpraHU3aliH.
. branku u popmartsl TOKyMEHTOB.
. 3ajauu ¥ MyTH BHEAPEHUS aBTOMATU3UPOBAHHOMN CUCTEMBI IOKYMEHTALIMOHHOTO 00ecreueHus
yIpaBieHUs
OcCHOBHBIE KJIACCHl TUPAXHO - 3aKa3HbIX aBTOMAaTHU3WPOBAHHBIX CUCTEM JOKYMEHTAIIHOHHOTO
oOecrieueHus ynpaBieHuUs
OKCIUlyaTallUOHHBIE XapaKTEPUCTUKU aBTOMATU3UPOBAHHOW CHCTEMbI JIOKYMEHTAILlMOHHOTO
oOecrieueHus ynpaBieHuUs
TexHosoruu NporpaMMHON peain3aluyd aBTOMaTU3UPOBAHHON CUCTEMBI JOKYMEHTALMOHHOIO
oOecrieueHus ynpaBieHUs
Kpurepun aHanm3za aBTOMAaTU3MPOBAHHOM CHCTEMbI JOKYMEHTAI[MOHHOTO oOecnedeHus
yIpaBieHUs
Cocranenue u 0opMIIEHHE TTPUKA30B TI0 OCHOBHOM JICSITEIIBHOCTH.
OcobeHHOCTH BBIOOPA CUCTEMBI aBTOMATH3AIHH.
CrpaTterun BHEApPEHUS aBTOMATHU3MPOBAHHOM CHUCTEMBl JOKYMEHTAI[MOHHOIO OOecreyeHus
yIpaBJi€eHUsI.
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