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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
JMCIUIUTNHE «/{0OKyMEeHTHpOBaHHE YIIPaBICHYECKON AEATEITLHOCTI

Koa v HaumenoBanue KoMIeTeHI NI

I/IH[[I/IKaTOpr JOCTHUKCHHUA KOMIICTCHIINHN

IIK-1 Cnocoben
CTPYKTYPHBIM  TOJpa3JeiICHUEM
(bu3NIeCKoil KyJIbType U CIIOPTY

YIIPaBIIATh

1o

NIIK-1.1 AHanusupyeT — TEHAEHLUUU  pbIHKA
(UBKYIBTYPHO-03I0POBUTEIBHBIX YCIYT W, B TOM
quclie C Lelbl0 OICHKHM MpodecCHOHATbHBIX
KOMITETECHITU I nepcoHasa OpraHu3aIuu u
KOHKYPEHTOCTIOCOOHOCTH OpraHU3aIiu.

HIIK-1.2  BwiOupaeT  METOAUKH  IPOBEIACHHS
MOHUTOPUHTAa W HCIOJB3YET OMBIT POCCUMCKUX U
3apyOeXHBIX MPaKTUK B OOJIACTH  yIpaBlICHUS
JESTEIIBHOCTRIO  (PU3KYJIBTYPHO-03I0POBUTEIHHBIX
OpraHu3aIuu.

UIIK-1.3  Pa3pabaTbiBaeT  NpEeAJIOKEHUS IO
CTUMYJUPOBAHHWIO W  MOTHBAIlMM  IEpCOHaja
(UBKYIBTYPHO-03I0POBUTEIIBHBIX OPTaHU3AIIUMN.

2. MecTo AucuuIInHbI B cTpykType OITOIT

VYuebnas mucuumumHa b1.B.12 «JlokyMeHTHpOBaHHE YIIPABICHUYECKOW JESITEIHHOCTH

OTHOCUTCS K dYacTh (OpMHpPYyEeMOH YydYaCTHHKAMH OOpa30BaTeIbHBIX OTHOIICHWH Imkiaa b.l

«JlucumnuHbl (MOLYIH)».

3. O0beM AUCHUIIMHBI B 324€THBIX ¢IMHUIAX ¢ YKA3aHUEM KOJIHYeCTBAa aKaJAeMHUYeCKUX
4aC0B, BbIJICJICHHBIX HA KOHTAKTHYIO pa0oTy 00y4YalIIHUXCs ¢ MpenoaasaresieM (110 BUAAM
3aHATHIA) U HA CAMOCTOATEJIbHYIO padoTy 00y4yaroumuxcst

OObmass TpynoeMKoCcTh (00BEM) JUCIUILINHBI

«JloKyMEHTHpOBaHNE YNIPABICHYECKOU

ACATCIIBHOCTHY COCTABJIACT 4 3a4eTHEBIC CAWHUIIBI.

O0BbEéM IMCIMIJIMHBI 110 BHIAM Y4eOHBIX 3aHATHH (B Yacax) — ouHasi popma o0yueHus

Bua y4eOHoii padoThI Beero Cemectpet

4yacoB 8 -
AyIuTOpHBIE 3aHATHS (BCEro) 60 60 -
B ToMm umcne: - - -
Jlexuym 30 30 -
[Tpaktuueckue 3anstus (I13) 30 30 -
Cemunapsi (C) - - -
Jlaboparopubie paboTsl (JIP) - - -
CamocrosiTejibHasi pa6oTa (Bcero) 48 48 -
B Tom uucne: - - -
KypcoBoii mpoekT (pabota) - - -
KoHnTtponbhas pabota - - -
Pedepar 10 10 -
[ToaroToBka K MPaKTUYECKUM 3aHITHSIM 28 28 -
TectupoBanue 10 10 -




Bug npoMexyTo4yHOM arrecTanuy — HK3aMeH

36 36

OO01mmast Tpy0eMKOCTh Jac / 3a4. e]l.

144/4 144/4

O0BbEéM TUCUMIVIMHBI IO BUAAM YUeOHBbIX 3aHATHH (B Yacax) — 04HO-32049HasA popMma

o0yueHust
. Bcero CemecTpsl
Buj yueOHoi padoThl

4acoB 8 -
AyIUTOpHBIE 3aHATHUS (BCEro) 40 40 -
B Tom uucne: - - -
Jlexuuu 20 20 -
[TpakTuaeckue 3arstus (I13) 20 20 -
Cemunapsl (C) - - -
JlaGopaTtopusie padoTs (JIP) - - -
CamocrosiTejibHast pa6oTa (Bcero) 68 68 -
B Tom uncne: - - -
KypcoBoii mpoekT (pabota) - - -
KonrponbHas padora - - -
Pedepar 10 10 -
[ToaroToBka K MpakTUYECKUM 3aHSITHSIM 48 48 -
TectupoBanue 10 10 -
Bun npomexxyTOuHOM aTTecTaluu — 3K3aMeH 36 36 -
OO61mmas TpyJ0eMKOCTh Jac / 3a4. e]l. 144/4 144/4 -

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

Ounas popma 00yueHus

wa
= § = Buabl yueOHbIX 3aHATHI, BKJIIOYAS
g E § CAMOCTOSITE/IbHYI0 PaGoTy 00y4arouuxcsi, 4ac
Ne Pa3nen/Tema S =
n/o ﬂ“cu““_]]“ﬂb] E N KonrakTHas paﬁOTa
= CamocrosiTesb-
Bcero f— NPaKTHYeCKHe Has padora
3aHATHSA o0yyaromuxcst
1. | BBenenue. Tema 1. 6 2 - 4
JloxymeHTupoBaHue
YIPaBJIEHYECKOU
JeATETbHOCTH.
TpebGoBanust k
oopmIIeHHIO
JIOKYMEHTOB
2. | Tema 2. Cucrema 9 2 3 4
OpraHU3aIMOHHO-
pacnopsIUTEIbHON
JIOKYMEHTal1H.
3. | Tema 3. 9 2 3 4
JlokymMeHTupoBaHue




n/n

Pa3zgen/Tema
Jucunnianab

Oouas

TPYAOEMKOCTH
(6 uacax)

Buabl y4eOHbIX 3aHATHI, BKJIIOYAS
CaMOCTOSITEJIbHYI0 Pa00Ty 00y4YaKOIIUXCs, Yac

KonTakTHas padora

Bcero

JEeKIMH
3aHATHSA

NMPAKTUYIECKUEC

CamMmocTosiTe Ib-
Has padorta
00y4arouuXxcs

TPYIOBBIX
MIPABOOTHOILIECHH.

Tema 4. JloroBopHO-
npaBoBas
JIOKYMEHTaLUS.
JloxyMeHTBI
BHEITHEAKOHOMHUYECKOU
JIeATEIbHOCTH.

Tema 5. Texnomoruu
JIOKYMEHTAlHOHHOT'O
obecneyeHus
YIIPaBJICHHUSL.

Tema 6. CucteMsl
paboThl C
KOH(HICHIIMATbHBIMU
JIOKYMEHTaMHU.

Tema 7. ApxuBHOE
XpaHeHue. DKcrepTusa
LIEHHOCTU JOKYMEHTOB.

Tema 8. IlyTu BHenpeHUs
aBTOMAaTH3UPOBAHHBIX
CUCTEM
JIOKYMEHTallHOHHOT'O
o0ecrnieyeHus
yIpaBJiIeHUs

10

Tema 9. OcHOBHEBIE
KIIACChI TUPAXKHO-
3aKa3HbIX
ABTOMATHU3UPOBAHHBIX
CHCTEM
JOKYMEHTaIlMOHHOTO
o0ecrieyeHus
yIpaBlIeHUs

10

10.

Tewma 10. Kpurepun
aHajan3a
ABTOMATH3UPOBAHHBIX
CUCTEM
JIOKYMEHTAIIMOHHOTO
obecrieueHus
YIpaBIICHUS

11

11.

Tema 11. Ananus
XapaKTEPUCTHK
ABTOMAaTU3UPOBAHHBIX
CHCTEM
JIOKYMEHTAIlMOHHOTO

11




w2
- °:’ = Buabl y4eOHbIX 3aHATHI, BKJIIOYAS
g ; § CaMOCTOSITEJIbHYI0 Pa00Ty 00y4YaKOIIUXCs, Yac
Ne Paznen/rema 8 ‘§ >
n/o I[I/ICIII/IHJ'[I/IHBI E N~ KoHTakTHan paﬁoTa
= CamocTosiTe]Ih-
Bcero F— NPaAKTHYECKHE Hasi pabora
3aHATHSA 00y4arouuXxcs
oOecneucHus
YIIPaBJICHUS
12. | Tema 12. Ouenxka 11 3 4 4
3¢ (HEeKTUBHOCTH
BHEIPECHUS
ABTOMAaTU3UPOBAHHBIX
CHCTEM
JIOKYMEHTallHOHHOTO
obecrecucHus
YIIpaBJICHUS
Bcero 108 30 30 48
IK3aMeH 36 - - -
Hroro 144 30 30 48
OuHo-3a04Hasi popma oOyueHHs
2
= 2 = Bunabi yueOHbIX 3aHATHH, BKJIIOYAS
“E‘ § § CAMOCTOSITE/IbHYI0 PAaGoTy 00y4arouuxcsi, 4ac
Ne Pa3nen/rema S 8 >
n/n Ilncu]/[n_]'[nﬂb] E N~ KonrakTHast paGOTa
= CamocrosiTeNb-
Bcero f— NMPaKTHYeCKHe Hasi pabora
3aHATHSA o0yyaromuxcs
1. | Beenmenue. Tema 1. 6 1 - 5
JloxymeHTupoBaHue
YIIPaBJICHYECKOU
JIeSITeIIbHOCTH.
TpebGoBanus k
oopmIIeHHIO
JTOKYMEHTOB
2. | Tema 2. Cucrema 8 1 2 5
OpraHU3aIMOHHO-
pacnopsIuTeIbHON
JIOKYMEHTAITHH.
3. | Tema 3. 8 1 2 5
JloxymeHTHpOoBaHue
TPYIOBBIX
IIPaBOOTHOLIEHUH.
4. | Tema 4. JloroBopHO- 6 1 - 5
MpaBoBast
JIOKYMEHTAIUS.
JloxkyMeHTBI
BHEIITHEIKOHOMUYESCKOM
JIeSITETLHOCTH.




Pa3zgen/Tema
Jucunnianab

Oouas

TPYAOEMKOCTH
(6 uacax)

Buabl y4eOHbIX 3aHATHH, BKJIIOYAS
CaMOCTOSITEJIbHYI0 Pa00Ty 00y4YaKOIIUXCs, Yac

KonTakTHas padora

Bcero

JEeKIMH

NMPAKTUYIECKUEC
3aHATHUSA

CamMmocTosiTe Ib-
Has padorta
00y4arouuXxcs

Tema 5. Texaomoruu
JIOKYMEHTAIIHOHHOTO
oOecrieyeHus
yIpaBJICHUSI.

10

2

2

6

Tema 6. CucteMsl
paboThl C
KOH(UICHIINATEHBIMH
JIOKYMEHTaMHU.

10

Tema 7. ApxuBHOE
XpaHeHue. JKcrepTusa
[IEHHOCTU JTOKYMEHTOB.

Tema 8. IlyTu BHEnpeHUs
aBTOMAaTU3UPOBAHHBIX
CUCTEM
JIOKYMEHTALHOHHOTO
obecrnieueHus
yIpaBJiIeHUs

10

Tema 9. OcHOBHEBIE
KIIACChl TUPAXKHO-
3aKa3HbIX
ABTOMATHU3UPOBAHHBIX
CHCTEM
JIOKYMEHTaIlMOHHOTO
oOecrieyeHus
yOpaBlIeHUs

10

10.

Tema 10. Kputepun
aHajam3a
ABTOMATH3UPOBAHHBIX
CUCTEM
JIOKYMEHTAIIMOHHOTO
obecrieueHus
yIpaBIICHUS

10

11.

Tema 11. Ananus
XapaKTEPUCTHUK
ABTOMATU3UPOBAHHBIX
CHUCTEM
JIOKYMEHTAIlMOHHOTO
obecrieueHus
yIpaBlIeHUs

11

12.

Tema 12. Onenka

3¢ (HEeKTUBHOCTH
BHEIIPEHHUSI
ABTOMATH3UPOBAHHBIX
CHCTEM
JTIOKYMEHTAI[HOHHOTO

11




w2
= ‘:’ = Buabl y4eOHbIX 3aHATHH, BKJIIOYAS
g E § CaMOCTOSITEJIbHYI0 Pa00Ty 00y4YaKOIIUXCs, Yac
Ne Pasgen/Tema S '§ >
n/n JMCHMILTHHBI E ~ KonTtakTHasi pa6ora
= CamocTosiTe]Ih-
Bcero F— NPaAKTHYECKHE Hasi pabora
3aHATHSA 00y4arouuXxcs
oOecneucHus
YIIPaBJICHUS
Bcero 108 20 20 68
DK3aMeH 36 - - -
Hroro 144 20 20 68

4.2. ConepxxaHue pa3iesioB IUCHUINIHHBI
BBenenue

CoBpeMeHHBI 3Tan  OOIIECTBEHHOTO PAa3BUTHS, XapaKTEPU3YIOUIUICS  yriyOJieHHeM
SKOHOMHMYECKUX CBSI3eH U POCTOM B3aMMO3aBHCHUMOCTH T'OCYNapCTB, OOBEKTUBHO OOYCIIOBIHMBAET
HETPEPhIBHOE BO3pAaCTaHHWE pPOJIM HMHAOOpPMAIMM B COLUMAIBHOM M TEXHHYECKOM IIpoIecce, B
pelieHun r100anbHBIX MpobieM. JloCTHKEHHs Hay4YHO-TEXHHYECKOrO Iporpecca BO MHOTHX
oTpaciusix o0ecreYna BO3MOXKHOCTh MPAKTUYECKOM peanu3anuu  ujaed  (HopMupoBaHUS
nH(pOpPMAIMOHHOTO OOIIECTRA.

B Hactosimee Bpemst HH(pOpMAIUS paccMaTpUBAETCS KaK pecypc, KOTOPBIH, Kak |
TPaJULIMOHHBIE PECYPChl: TPYA, ODHEPrusi, TOJE3HbIE HCKOMaeMble, - MOXHO J0OBIBATS,
nepepadaTbIBaTh, WCIONB30BaTh M pacmpocTpaHaTs. OIHUM M3 HaMpaBICHUH HCIOIH30BAHUS
WHGOPMAITMOHHBIX U KOMMYHHKAITHOHHBIX TEXHOJIOTUH B JIEATEIHHOCTH OPTaHOB I'OCY1apCTBEHHOM
BJIACTH, OpraHW3alii W TPEINPHATANA  SBIIETCS  Pa3BUTHE CUCTEMBI  JJICKTPOHHOTO
JIOKYMEHTOO0OpOTa, CTaHAApPTOB JEJIONPOM3BOACTBA M JOKYMEHTOOOOpOTa. AKTYyalbHOCTh
COBEpUIEHCTBOBAHUS TPAAUIIMOHHOIO JEJIONPOU3BOJACTBA OOYCIOBIUBAECTCS HEOOXOANMOCTHIO
NOBBIIeHUS d(PPEKTUBHOCTH YIPaBICHYECKON NESTENbHOCTH, YCKOPEHUS IBUKEHUS TOKYMEHTOB B
OpraHu3alliyi, YMEHBIICHHUS TPYJOEMKOCTH 00paboTkm 1MokymMeHTOB. Co3qaHHas Ha OCHOBE
MEPCIIEKTUBHBIX MHPOPMAIIMOHHBIX TEXHOJIOTUN aBTOMATU3UPOBAHHAS CHCTEMa JAeOMPON3BOCTBA
JOJDKHA ~ TIOBBICUTH  JCWCTBEHHOCTh  YIpPaBIeHHs 32  cUeT  0Opa3oBaHHS  €IUHOTO
JIOKYMEHTOOPUEHTUPOBAHHOTO HMH(OPMAIIMOHHOTO MPOCTPAHCTBA, JAIOIIETO MOJ30BATESIM
cpenctBa 3P heKTUBHON COBMECTHOM pabOTHI C JOKYMEHTAMHU B JTIOOOM MECTE U B JTF000€ BpeMs.

[Ipenmer U CTpyKTypa AUCIHMIUIMHBI «J[OKyMEHTHPOBaHUE YIPABICHUYECKOW AEATETBHOCTI.
Ponp  mokymeHTOOOOpOTa B YNpaBICHHM  NpPEANPUSATHEM.  3HAYCHWE  JUCIUIUIAHBI
«JlokyMeHTHpOBaHUE YIPABICHYECKOW JESITENbHOCTH» B TOATOTOBKE CIEHUAIUCTa B OO0JIACTH
MeHeKMeHTa. COBpeMEHHOE COCTOSIHUE JIOKYMEHTAITMOHHOTO O0ECTICUCHUsI YIIPABIICHHSL.

Tema 1. JlokyMeHTHpPOBaHHUE YIIPaBJICHYECKOM AesiTeJIbHOCTH. TpedoBanus Kk
0(p)OpMJICHHIO TOKYMEHTOB.

I'ocynapcTBeHHas cucremMa JOKyMeHTarMoHHoro obecnieuenus ympasinenus (I'CAOVY) - cBox
NpaBW, YCTAaHABIMBAIOIINE €AWHBIE TPEOOBaHMS K JIOKYMEHTHPOBAHHIO YIIPABICHYECKON
JEeITeIbHOCTH M OpraHu3auy paboThl ¢ JOKYMEHTAMH Ha MPENNPUSTHAX PA3THUYHBIX OpraHm3a-
IIMOHHO-TIPaBOBBIX (hopm. CocTaB yIpaBieHUECKUX OKYMEHTOB. [IOHATHE CHCTEM IOKYMEHTAITUH.
OYHKIIMOHAIBHBIE W OTpacieBble CHCTEMbl JOKYMEHTAlMd. YHH(UKALUS W CTaHAApTU3AIUS
YIIPaBJIEHUECKUX JOKYMEHTOB. PerimaMeHTanus JOKyMEHTUPOBaHHS YIPABICHYECKON e TeIbHOCTH.
[TocTosHHBIE ¥ TEpeMEHHbIE PEKBU3UTHI W mpaBwia ux odopmieHus. branku u  Gopmarsl
JTOKyMeHTOB. @opMyiisip — oOpasell JOKyMeHTa. YTIIOBOE U MPOI0JILHOE PACIIONOKEHUE PEKBU3UTOB.
VYuuduuuposanHas popma JOKyMEHTa.

Tema 2. CucreMa OpraHu3alMOHHO - PACIIOPAAUTEIbHON TOKYMEHTAMH.

Cucrema OPJI. Oco6eHHOCTH U XapaKTepHBIC YEPThl OPraHU3AIMOHHO-TIPABOBBIX JIOKYMEH-
ToB. CocraBieHue W OQOPMIICHHE OCHOBHBIX OPTraHU3aIMOHHO-TIPABOBBIX JOKYMEHTOB: YCTaB,

7



JOJDKHOCTHAsI MHCTPYKLMS, IIPaBUjIa BHYTPEHHETO TPYAOBOIO PACHOPSIKA, IITATHOE paclUCaHUe,
HOJIOKEHHUE O CTPYKTYPHOM TO/Ipa3AEIeHUN.

PacniopsaurensHas noxkymeHtanust. [IpyHIMOBL cocTaBiieHHs, CTaJIul NOATOTOBKH, BU3MPOBA-
HUSL U TIOAINMCAHMS PacHOpSIUTENbHBIX AOKyMeHTOB. CocTaBieHue u odopMIICHHE pacropsiiu-
TEJIbHBIX JJOKYMEHTOB: ITPUKA3bl, PACIOPSKEHNUS, IOCTAHOBIICHUS, YKa3aHUs, PELLIEHNUS.

CrnpaBoYHO-MH(OPMALIMOHHBIE JOKYMEHTBI: aKT, JOKJIajaHas (Cay)keOHas) 3alucKa, CIpaBKa,
IPOTOKOJI, CBOJKA, CiIy>keOHOe MmUcbMO. OcOOEHHOCTH O(OpPMIICHHUS, PA3HOBUIHOCTU M TOPSIOK
COCTaBJICHUsI aKTOB. [lOpsOK COCTaBIE€HUs aKTOB CBEPKU pPACUYETOB MEXIy JeOuTopamMu u
kpeaquropamu. [IpaBuia npoBeAeHHs COBEIIAHMN KOJUICTMAIbHBIX OPraHoOB, COCTABJIEHUE U
oopmIieHrE POTOKOIA.

CunyxeOnble nicpMa. Knaccudukanus KOppecnoHJeHIMN; HHULMATUBHAS U OTBETHAs JI€JI0Bast
U KOMMepYecKas. SI3bIK U CTWIIb JIEIOBOM KOppecnoHAeHIMH. TunoBble u TpadapeTHbIe AETOBbBIC
nucbMa. VHULMATUBHBIE W OTBETHbIE CiIy)KeOHble MuUcbMa. IlMcbma 3ampockl M MUCbMa OTBETHI
OpraHu3alui-KpeAnTOpoB. THUIIOBbIE rapaHTUIHBIE MMCbMA OT OPraHU3aLMH (FaApaHTOB)

[TnanupoBanue AEATEIbHOCTH YUPEKACHH - BayKHEHIas (QyHKLUS yIpaBIeHusl, O3BOJISIONIAs
cienarh paboTy YUPSKIACHUS MaKCUMAIBLHO dPQekTrBHON. OCOOSHHOCTH TUIAHOBBIX JIOKYMEHTOB.
[TnaHoBbIE TOKYMEHTBI: IUIaH, NEPCIIEKTUBHBIH IJIaH, MporpaMma, rpaduk, CXeM reHepasibHasi cxema.
OrtpacneBble IUIaHbl U nporpamMMbl. DoOpMbl OTUETHOW JOKyMeHTanuu. OTYeTHass U OTYETHO-
CIIPAaBOYHAS JOKYMEHTALHS.

Tema 3. JlokyMeHTHpPOBaHHE TPYAOBBIX MPABOOTHOIIEHMIT

JlokyMeHTupoBaHHe PaboThl ¢ mepcoHaIoM. [IoHATHE M CTPYKTypa NEpCOHATIbHBIX JaHHBIX.
TpeOoBanus k 00pabOTKe U Iepeaye NePCOHATBHBIX TaHHBIX. CTPYKTYpa KagpoBoi 1 (hOPMAIIMOHHO
- JIOKYMEHTaIlUOHHOM CHCTeMbl. XapaKTepPUCTHKA KOMIUIEKCOB KaJpOBOHW JIOKYMEHTALUH.
YuaudunupoBanHaeie (GOpPMBI MPUKA30B M0 JTHYHOMY COCTaBy. JlOKyMeHTalusi 1mo ydery pabodero
BPEMEHH M PacyeToB C NEPCOHATIOM IO oruiate Tpyna. [IpaBuna BeneHus TpyaoBbIX KHIbKEK. CocTa
NpoLeayp U JOKYMEHTHUPOBAHUE INpHEMa, MEpPeBO/a, YBOJIbHEHUS NepcoHana. [Ipoliecc 3amuThl
NEePCOHATBHBIX JJAHHBIX B KaJJpoBOil ciry>k0e. OCOOEHHOCTH XpaHEHUs! KaJApOBOM JOKYMEHTALUH.

Tema 4. loroBopHo-nipaBoBasi 1OKyMeHTALMA.
JIOKYMEHTBbI BHELLIHEIKOHOMUYECKOH AeATeIbHOCTH

OcoOenHoctu cocrtaBieHuss W odopmiieHust n0oroBopoB. PasHoBumHOCcTH m0roBOpoB. Co-
riamenue. KoJIeKTUBHBIA JOrOBOp, TPYAOBOW AOroBop. [loroBop MOCTaBKH, apeHAbI, OKa3aHWs
yciayr. PEKBU3HUTHI 1OroBOpa U MpaBuiia UX PErMCTPALIH.

JIoKyMeHThI, O(OpMIISIOIIME BHEIIHETOProBble crenku. Crenudukanyuyu, KOHOCAMEHTHI,
KOHTpakThl. KoMMepueckasi mepenucka BO BHEUTHEIKOHOMHUYECKOH nesTenbHOCcTH. HazHauenue u
o(hopmIIeHHE KOMMEPUECKUX ITMCEM B 3apyOeKHOI MpaKTHKE.

[Iperensnonnble nokyMeHTHL. JKanoObl, oOpaleHus, NpeasioXkeHus TpaxiaH. Jlenonpouns-
BOJICTBO 10 TUCbMEHHBIM OOPAILICHUSM TPaXK/IaH.

Tema 5. TexHo10ruu 10KYMEHTALMOHHOI'0 00ecIeYeHUs1 YIIPABJICHHSA

Opranmzanust 1okymMeHTooOopota. [loHsTHE 1TOKYMEHTOOOOpOTa, €ro KOJIMYECTBEHHBIE U
KaueCTBEHHbIE XapaKTEPUCTUKH. TeXHONOTMH OOpabOTKM BXOMSIIMX, BHYTPEHHHX M HCXOJISIINX
JOKyMeHTOB. OnTuMu3zanus JOKymMeHTooOoporta. Perumcrparms nokymeHtoB. Dopmbl M mpaBuiia
peructpauru. KoHTposnb ucnonHeHus NJOKyMeHTOB. DYyHKIMHM, 33Ja4d U Ledd KOHTposs. Cpoku
UCIIOJIHEHUST JIOKYMEHTOB. EnuHbIE W JeTaJbHO perylaMeHTHPOBAaHHBIE TMpaBWia paboThl ¢
yIpaBJIeHYECKUMH TOKYMEHTaMU B OpraHU3aI|H.

Tema 6. Cucrema padoThl ¢ KOH(pHICHINAIBLHBIMH JOKYMEHTAMH

Pernamenranus cocraBa KOH(HIEHIMAIbHBIX CBeIEHUH M J0KyMeHTOB. Iloroku koH(u-
JICHIIMAIBHBIX JOKYMEHTOB. TexHoyiornmyeckass cucreMa oOpaOOTKH KOH(HJICHIUATBHBIX JOKY-
MeHTOB. dopmupoBaHue, odopmiieHHE U XpaHEHHWE JeJ, CoJepKalluX KOH(UIEHIMAIbHbIE
CBEJICHUSL.

Tema 7. ApxuBHOE XpaHEHUH JOKYMEHTOB. JKCIIEPTH3a IEHHOCTH IOKYMEHTOB

OnepaTuBHOE, TEKYIIEE U ITOCTOSIHHOE XpaHEHUE JOKyMEHTOB. CructeMaTusalnys JOKyMEHTOB.
[Tpunnuner ¢opmupoBanus aen. OdopmieHne M BeIeHME HOMEHKIATyphl aAen. Tunosble U
WHIMBUYyalbHblE HOMEHKJIATypbl nen. Onucu gen. DopMbel HCHOIB30BAHUS JOKYMEHTOB U3
apXuBHOro (oHza opranu3ay. OLEeHKa 3HaUMMOCTH JOKYMEHTA U CPOKOB UX XpaHeHus. [IpuHuunms
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U KPpUTCPHUU OLCHKU 3HAYUMOCTH. 3KCHCpTHbI€ KOMHCCHUH.
Tema 8. IlyTu BHepeHUs1 ABTOMATU3UPOBAHHBIX CHCTEM
JAOKYMEHTAILIMOHHOTI'0 00ecrieyeHNs1 yIPaBJIeHHsI.

CoBpemenHble oducHble HHGOPMAMOHHbIE TexHOonoruu. Ctparerun pa3paboTKu peaar3aluu
COBPEMEHHBIX MH()OPMAIIMOHHBIX TEXHOJOTUN B YIPAaBICHUYESCKON IesTenbHOCTH. Llenu co3manus u
BHE/IPEHUSI KOMIUIEKCHBIX CHCTEM aBTOMAaTHU3alUH JOKYMEHTAIIMOHHOTO OOECIIeUeHUs YIPaBICHHUS.
@DyHIaMeHTalIbHbIC PUHIHITBI CO3/IAaHUS CUCTEM MH(POPMAIIIOHHOTO 00ECTICUeHHSI.

Tema 9. OcHOBHbBIE KJIACCHI THPAXKHO-32AKA3HBIX ABTOMATU3HPOBAHHBIX CHCTEM
JAOKYMEHTAIIMOHHOTI'0 o0ecrieyeHNsl yIpaBJieHus

OcoOEHHOCTH COBPEMEHHOTO pBIHKA MPOTPAMMHBIX CHUCTEM B O00JAacTH aBTOMAaTH3alUU
JeTIONPOU3BOACTBA M JIOKyMeHTooOopoTa. (COCTaB THIOBBIX BO3MOXKHOCTEH KOMITBIOTEPHBIX
IporpaMM 10 aBTOMATU3alUHU JIOKYMEHTAIIMOHHOTO obecriedeHust ynpasieHus. CTpyKTypHasi cxema
ABTOMATU3UPOBAHHONW CHUCTEMbl JOKYMEHTALIMOHHOTO OOECIIeYEeHUs] YIPaBICHUS OpraHU3aluH.
BO3MOXXHOCTH CHCTEMBI TIOIHOCTBIO PCaiM30BaTh MYJIbTUMCAUACPCAY MJIA XPaHCHUA Pa3IMIHOTO
poza MPUJIOKEHUH, JOMOJIHEHUA U WIUTIOCTpalMid K JOKyMeHTaM ((oto-, ayauo-, BuaeohopMarsl).
XapaKTepI/ICTI/IKa OCHOBHBIX AaBTOMATU3UPOBAHHBIX CHUCTCM HOOKYMCHTAIIMOHHOI'O obecrieueHus
yIIpaBICHUS.

Tema 10. Kpurepun anajiuza aBTOMATH3HPOBAHHBIX CHCTEM
JOKYMEHTAIIMOHHOT0 00ecTiedeHHs1 yIPABJICHMSI.

Ananmms aBTOMaTI/I3I/Ip0BaHHOI\/JI CUCTEMbI JOKYMCHTALIMOHHOT'O obecrieueHnst YIpaBJICHUA Ha
OocHOBe (YHKIMOHAIBHBIX cHcTeM. [IpuBeneHHbIE K €QUMHOMY BUAY (YHKIHOHAIBHBIE CXEMBI
ABTOMATHU3HUPOBAHHBIX CUCTEM JOKYMCHTAIIMOHHOI'O obecrieueHust YIIPpaBJICHUA. KpI/ITepI/II/I OILICHKHU
ABTOMATU3UPOBAHHON CUCTEMBI JOKYMEHTAIMOHHOTO 00ECTIeYeHUs yIIPaBICHHUS.

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

MeponpusiTisi 1O BBIOOPY CHCTEM aBTOMATH3AIMM JOKYMEHTAIMOHHOTO OOECIICUCHHUS
ynpaBieHus.  OCHOBHbIE  KAayeCTBEHHbIE  MapaMeTpbl  (YHKIMOHAIBHBIX  XapaKTEPUCTHK.
KomndgecTBennsie OKCILTyaTalluOHHBIC napamMeTpbl aBTOMaTHSHPOBaHHOﬁ CHUCTEMBI
JIOKyMEHTAllMOHHOro obecriedeHus ynpapieHus. CpaBHUTENbHBIN aHAIW3 aBTOMAaTU3MPOBAHHBIX
CHCTEM JOKYMEHTALMOHHOTO 00ECTIEUeHNs YIIPaBIECHHSL.

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

OKkoHOMUuecKas 3 (PEKTUBHOCTb BHEAPEHNST ABTOMATH3UPOBAHHBIX CUCTEM JIOKYMEHTALIOHHOTO
obecrieueHHsl YTPaBJIEHHUS — 3TO KOJIMYECTBEHHAs CTOMMOCTHas OleHKa 3(¢eKra OT NpOBEICHUS
MEpOIPUSITHI 10 aBTOMATH3alMi MH()OPMALMOHHOTO 00ecTieyeH sl opraHn3atui. MeTouKu pacyera
Bq)q)eKTI/IBHOCTI/I IO BHECAPCHUIO AaBTOMATHU3HWPOBAHHBIX CHUCTEM OJOKYMCHTAIIMOHHOI'O obOecrieueHust
yIIpaBJICHHUS.

4.3. lIpakTHyeckue 3aHATHSA / J1aGOpPaTOPHBIE 3aHATHUS

Ounasi/o4H0-3204Hast popma o0yUeHHst
3ansaTtue 1. Cucrtema opraHu3alMOHHO-PACTIOPAIUTENBHON TOKYMEHTALUN.
3anstue 2. JIokyMEHTUPOBaHUE TPYAOBBIX IPABOOTHOLIEHHUH.
3anarue 3. JloroBopHO-TIpaBoBasi  JOKyMeHTausA. JIOKYMEHThl  BHENIHEAKOHOMHYECKOW
JEATEIBHOCTH.
3anstue 4. TexHOIOruM JOKYMEHTAlMOHHOTO 00ecreYeH s yIpaBIeHUsI.
3anstue 5. Cucremsl paboThl ¢ KOH(UACHIUAIEHBIMU IOKYMEHTAMHU.
3anstue 6. IlyTu BHeOpeHUs aBTOMATH3MPOBAHHBIX CHUCTEM JIOKYMEHTAIIMOHHOTO OOecreyeHus
yIpaBIEHUS.
3amarue 7. OCHOBHBIE  KJIacChl  THUPAKHO-3aKa3HBIX  ABTOMATH3UPOBAaHHBIX  CHCTEM
JOKYMEHTALMOHHOTO 00eCTIeYeHHs yIpaBICHUS.
3ansatue 8. Kputepuu aHanmsa aBTOMATU3MPOBAHHBIX CHCTEM JOKYMEHTAIMOHHOTO O0ecredyeHus
yIpaBIEHUS.



3anatue 9. AHaiuM3 XapaKTEPUCTHK AaBTOMAaTHU3MPOBAHHBIX CUCTEM JOKYMEHTAllMOHHOI'O
obecrieueHus yrpaBIcHUSI.

3ansatue 10.  Omenka A>PQPEKTUBHOCTH  BHEAPCHHS aBTOMATU3UPOBAHHBIX  CHUCTEM
JIOKYMEHTALMOHHOT0 00eCeueH sl yIpaBIeHUs.

5. YueOHO-MeTOoAMYeCKOEe U HH(POPMALIMOHHOE 00ecedyeHue JUCIHILIMHBI

5.1. OcHoBHas JqUTEpaTypa

1. Yepnoo6aii, H. b. Jlenonpon3BoacTBO B KOMMEPYECKOM JAEATEIHHOCTH: yueOHOE TTocolue:
[16+] / H. b. YepnoOaii; CTaBpomnoiibCKHii TOCYIapCTBEHHBIN arpapHblii yHuBepcuteT, Kadenpa
MEHEKMEHTA U yIpaBJIeHUYeCKuX TexHosoruii. — CtaBponons: Cekpotis, 2020. — 71 c.: wi., Tadi. —
Pexxum nocryna: mo noamucke. — URL: https://biblioclub.ru/index.php?page=book&id=700607

2. ApacmanoBa, B. A. JlokymMeHTaniMoHHOE oOecIlieYeHrne YMpaBlICHUs: Y4YEOHO-
MPaKTHYECKOoe MocoOue B cxeMax, Tadnuiax, oopasnax: [12+] / B. A. ApacnanoBa. — 2-¢ u3., JOII.
u nepepad. — Mocksa; bepnun: Jupekr-Menua, 2020. — 266 c.: wi., Taba. — Pexum nocryna: mo
noxamucke. — URL: https://biblioclub.ru/index.php?page=book&id=578394

5.2. lonoTHUTEILHASI JIUTEPATypa

1. JlankoBa, A. I'. JlokyMeHTalmoHHOE oOecreueHue YyMpaBieHHs MEepCOHANoOM: yyeOHOe
nocobue: [16+] / A.T.JlankoBa, B. A.llpirankoB; OMCKHH TroCylapCTBEHHBIH TEXHUYECKUN
yHuBepcuteT. — Omck: OMCKuil rocynapcTBeHHbIl Texuuyeckuil yuusepcuter (OmI'TY), 2019. —
154 c.: HIL., TalII., CXEM. - Pexnm JIOCTYTIA: 10 ITOJIITHCKE. -
URL: https://biblioclub.ru/index.php?page=book&id=683240

2. Kymaepyk, C. I1. JlokymeHnTHas muHTBHCTHKA: yaeOHOe mocobue / C. I1. Kymuepyk. — 8-
e m3a., crep. — MockBa: OJIMHTA, 2021. — 256 c¢. — Pexum poctyna: mo HOANKCKE. —
URL: https://biblioclub.ru/index.php?page=book&id=83382

5.3. .JII/IIIeHCSI/IOHHOQ NnporpaMmmMHoe¢ 06ecneqe1me
1. Microsoft Windows 10 Pro
2. Microsoft Office 2007

5.4. CoBpemeHHble mpodeccMOHAIbHBIE 0a3bl JAHHBIX W HHGPOPMAIUOHHbIE
CIPaBOYHbIE CHCTEMbI

1. Oc¢unpnanbublii  callT MuHHcTepcTBa TpyAa M cOUMANbHOM  3amuThl  P®
https://mintrud.gov.ru/

2. KomnsrorepHsie MH(}OpMaLlMOHHO-TIPABOBbIE CHUCTEMBI «KoHcynbpTanm»
http://www.consultant.ru, «I"apanTt» http://www.garant.ru.

3. OdunmansHeIil ”HTEPHET-MOPTaN paBoBoi HHpopMarmu http://pravo.gov.ru.

4. ObC «YHuBepcuterckas oudanoreka onnaitay» https://biblioclub.ru/index.php

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

6. ®denepanbHbIN o0pa3oBaTeNbHbII nopTa «IKOHOMUKA. Conunonorusi.
MenemxmenT» http://ecsocman.hse.ru

7. AJMUHUCTpPAaTUBHO-yIIpaBlieHYeckuil moptan http://www.aup.ru/

8. Hayuno-npaktuueckuii sxypHan «Hayxka u ciopt» https://sciencesport.ru/

9. JlenoBoii sxypHai «YpaBiaeHue epconanom» http://www.top-personal.ru

10.  DaektpoHHO-OMOIHMOTEUHas cuctema «Jlanby https://e.lanbook.com/
11.  CaiiT mo kaapoBOMY JenONpou3BOACTBY https://www.kadrovik-praktik.ru

6. MaTepuajibHO-TEXHUYECKOE o0ecredeHne T CHUTIUHbI
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1. JlexunoHHast ayJUTOpHsL, Ay AUTOPUSI ISl TPYNIIOBBIX U MHAUBUAYAIbHBIX KOHCYJIbTALUMI,
OCHAIIICHHAas KOMIUIEKTOM MeOenu il y4eOHOro mpoliecca, Y4eOHOW TOCKOW, MEepCOHATBHBIM
KOMIIBIOTEPOM, TUIA3MEHHOH TTaHEIBIO.

2. Ayautopusi s TPOBEICHUS TNPAKTUYCCKUX W CEMHUHAPCKUX 3aHATHH, TEKYIIETro
KOHTPOJISI ¥ TPOMEXKYTOYHOH aTTecTalud, OCHAIEHHAs KOMIUICKTOM MeOenu s y4eOHOro
npoiiecca, yaeOHOH JOCKOM, MepCOHAIBHBIM KOMIIBIOTEPOM, IJIA3MEHHOM ITaHEIbIO.

3. Ayauropus JUisl CAMOCTOSATEILHOW PabOThI CTYIEHTOB, OCHAIIICHHAS KOMIUICKTOM MeOen
JUIs y4eOHOro mpolecca, y4eOHOW JTOCKOH, MEPCOHATBLHBIMU KOMITBIOTEpAMH C BO3MOXKHOCTBIO
MOAKIIOUEHUS K ceTH «IHTepHeT» M TOCTYNOM K 3JIEKTPOHHON MH(OPMAIMOHHO-00pa30BaTEILHOM
cpene YHUBEPCUTETA.

1. MeToauuecKue PEKOMEHIAIUHU 110 OPTAaHU3AIUUA U3YUCHUSA NUCHUITIJIHHDbI

7.1. MeToauyeckue peKOMEHIAIUH MPenoiaBaTeio

JlaHHBIA pa3zen HacTosmied pabouell mporpamMmbl NpeaHAa3HAueH Ui HAYMHAOLIMX
npenoaaBaTeneil ¥ CrelualicTOB-IIPAKTUKOB, HE UMEIOIINX OIbITa MPENo1aBaTeNbCKONU PaboThlI.

HucuunimHa  «JlOKyMEHTHpOBaHUE  yOPABIECHYECKOM  JIESITEIBHOCTH»  SABJISETCA
TUCIUIUINHON, dopMupyromelt y oOyuaronmuxcs dactuyHo kommereHuuto I[1K-1. B ycnmosusix
KOHCTPYUpPOBaHUSI 00pa30BaTelbHBIX CUCTEM HA MPUHIUIAX KOMIIETEHTHOCTHOIO I10/X0/1a
MIPOU30IIIO KOHUENTYaIbHOE U3MEHEHUE POJIM MPEerogaBaTesi, KOTOPbIH, HapsAy ¢ TPaAULMOHHOU
pPOJIBIO HOCWUTENsSl 3HAHUW, BBINOJHAET (PYHKLHIO OpraHu3aTopa Hay4YHO-IIOMCKOBOW padOThI
oOyudarorierocsi, KOHCyJbTaHTa B MPOIeAypax BbIOOpa, 00paboTKU U MHTEpIIPETAMK UH(DOpPMALIUH,
HEOOXOUMOMN I NIPAKTHUYECKOI0 JEUCTBUS U JalbHEHIIEro pa3BUTHUS, YTO JOHKHO 005S3aTelbHO
YUUTBIBATHCS MPU MPOBEICHUM JICKIMOHHBIX UM MPAKTUYECKUX 3aHATUH 10 JAUCIUIUIMHE
«JlOKyMEHTHPOBAaHHE YIIPABICHYECKOUN IEATEIBHOCTIY.

[IpenogaBanue  TeopeTudyeckoro  (JIEKIMOHHOTO)  Marepwaia 1O  JUCIHILINHE
«JlOKyMEHTHpOBaHHE  YNPABICHYECKOW  JEATEIBHOCTH»  OCYIIECTBISETCI  HAa  OCHOBE
MEXIUCIUIUIMHAPHOW MHTETpallMd W YETKUMX MEXIHUCLUMIUIMHAPHBIX CBSI3éM B paMKax
00pa30BaTeNbHOM MporpaMMbl M yaeOHOTOo 1iaHa 1o HanpasiieHnto 38.03.02 MenemkMeHT.

[TonpoOHOe coaepkaHHWE OTAENbHBIX pa3lesoB JAUCHUIUIMHBL  «JlOKyMEHTHpOBaHHE
yIpaBIe€HYECKON AESITEILHOCTH» paccMaTpuUBaeTcs B 1.5 paboueld mporpaMMel.

Mertoauka onpeaeaeHuss UTOTOBOTO CEMECTPOBOI'O PeUTHHTa 00yUaroIerocs Mo JUCIUILIIMHE
«JlokymMeHTHpOBaHHE YIPaBICHUYECKON JesTenbHOCTH» TMpeactaBieHa B coctae POC 1o
JTUCITUIIMHE B T 8 paboueil mporpaMMBbl.

[TpumepHBIe TeMbI pedepaToB AJis TEKYLIETO KOHTPOJIS M IIEpeYeHb BOMPOCOB K 3K3aMEHY I10
JTUCITUIIMHE TaK)Ke MpeICTaBIeHbI B T 8 pabouel mporpaMMel.

[lepeueHr OCHOBHOM M JIOMOJHUTENBHOM JUTEpaTyphl U HOPMATHUBHBIX JOKYMEHTOB,
HEOOXOIUMBIX B XOJ€ NpPENoJaBaHus JAUCUUIUIMHBI «JlOKyMEHTHpOBaHHME YHpaBIEHYECKON
JeATeTLHOCTHY, TPHUBENEH B I.8 HaAcTosIIeW paboueir mporpammebl. IlpemomaBarento criemyeT
OpPUEHTHPOBATh 00YYAIOIIUXCA HAa UCIOIb30BaHNE MIPU MOATOTOBKE K MPOMEKYTOUHOM aTTecTaluu
OpPUTHHAJILHOM BEpCUU HOPMATHUBHBIX TOKYMEHTOB, I€UCTBYIOLINX B HACTOAIIEE BPEMS.

7.2. MeTtoanyeckue yKazaHus 00y4a0IMMCs

[Tonyyenue yriayONeHHBIX 3HAaHMH MO JUCHMIUIMHE JOCTUTAaeTCsl 3a CYeT aKTUBHOU
CaMOCTOSITeNbHOM paboThl oOyuaromuxcs. Beigensemble yachl 11e1ecoo0pa3Ho MCIOJIB30BaTh IS
3HAaKOMCTBA ¢ Yy4e€OHOH M Hay4HOU JIUTeparypoil mo mpobiemMaM AMCHUUIUIMHBL, aHAJIM3a HAYYHBIX
KOHIIEIIINN.

B paMkax TUCHMITIMHBI IIPEyCMOTPEHBI pa3inyHble (POPMbI KOHTPOJIS YPOBHS JOCTHIKEHUS
00y4aroIMMUCS 3asiBICHHBIX HHANKATOPOB OCBOEHUS KOMMEeTeHIUH. Dopma TeKyIero KOHTPOJIs —
aKTUBHas paboTa Ha MPAaKTUYECKUX 3aHATHUAX, MOATOTOBKA pedepara u TecTHupoBaHue. Dopmoii
IIPOMEXYTOYHOTO KOHTPOJI IO JAaHHOW IWCLMILIMHE SBISAETCA D5K3aMEH, B XO0J€ KOTOPOro
OLICHUBACTCS YPOBEHb JOCTHKECHUS OOYdYaIOUIMMUCS 3afBICHHBIX HHIAMKATOPOB OCBOCHHUS
KOMIIETECHIINH.

Meroanyeckue yKa3aHus 10 OCBOCHUIO JUCUUIUIAHEL.
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JIEKIIMOHHBIE 3aHATHS MPOBOJSATCS B COOTBETCTBHM C COJCpKAHUEM HACTOsIIed paboueit
IPOTrpaMMBbl U IIPEACTABISIIOT COO0M N3TI0KEHUE TEOPETUUECKUX OCHOB TUCIUILINHBI.

[Tocemenue NEKIMOHHBIX 3aHATUH SIBJISCTCS 00S3aTEIbHBIM.

KoHcnektupoBaHue JEKIMOHHOIO MaTrepuaja JOIYCKaeTCsl KaK INHCbMEHHBIM, TaK U
KOMITBIOTEPHBIM CIIOCOOOM.

PerynsapHoe moBTOpeHHE MaTepuaa KOHCIIEKTOB JIEKIIMH 10 KaKIOMY pasZelly B paMKax
HNOJATOTOBKHM K TEKyIIMM (opMaM aTTeCTAllMU 1O AUCHUIUIMHE SIBJISETCS OAHUM M3 BaXXHEUIIHX
BUJIOB CAMOCTOSITEIbHON pabOThl CTYAECHTa B TEUCHUE CEMECTpa, HEOOXOIMMOMN JUIsl KaueCTBEHHOM
IIOATOTOBKU K IIPOMEKYTOYHOH aTTeCTalUH 110 JUCLHHUIIIMHE.

IIpoBeneHne NPAKTUYECKUX 3aHATUM 110 IUCHUILIMHE «/JOKyMEHTUPOBaHUE yIIPaBICHYECKOMN
JEeSITeIbHOCTH» OCYLIECTBISETCA B CIEAYIOUIMX pOopMax:

— aHaIM3 TPaBOBOM 0a3bl, peEriaMEeHTUPYIOUIEH eATEIhbHOCTh OpPTraHM3aIMi Pa3IUIHBIX
OpraHU3aI[MOHHO-TIPABOBBIX (GOPM;

— OIpOoC IO MaTepHaliaM, PacCCMOTPEHHBIM Ha JIEKIUAX U M3YYCHHBIM CaMOCTOSITEIIBHO IO
PEKOMEHI0BAaHHOM JTUTEepaTypeE;

— PCLICHHC TUIOBLIX PACUYCTHBIX 3a4a4 I10 TEMaM,

— aHaIu3 ¥ 00CYXKJICHHUE MPAKTUUECKUX CUTYaIlui IO TEMaM.

[Tocemenue npakTHUECKUX 3aHATHH U aKTUBHOE Y4aCTHE B HUX SBJSIETCS 0053aTEIIbHBIM.

HOIIFOTOBKa K HOPaKTHYCCKHUM 3aHATHUAM 00s3aTeIbHO BKJIIOYAaeT B ce0s HU3Y4YCHUC
KOHCIIEKTOB JIEKIIMOHHOIO MaTepuaja M PEKOMEHJOBAHHOM JMTEpaTypsl Ul aJeKBaTHOIO
IMOHUMaHHuA YCJIOBUA U crocoba pemicHuA 3aI[aHHfI, 3allJTAaHUPOBAHHBIX NPCHOJABATCIICM Ha
KOHKPETHOE IIPAKTUYECKOE 3aHATHE.

MeTOZII/ILIeCKI/Ie YKa3aHuia 110 BBIITOJTHECHUIO Pa3aIndHbIX (bODM BHG&V[LHTODHOﬁ
CaMOCTOSTENIbHOW PabOTHI

HSV‘IGHI/IG OCHOBHOH M I[OHOHHHTGHBHOﬁ JJUTEPATYPBI, a TaK¥XKE€ HOPMATHUBHO-IIPABOBBIX
JTOKYMEHTOB 110 JUCLUIUIMHE MPOBOAUTCS HA PETyJSAPHOM OCHOBE B pa3pe3e KaXAoro pasieia B
COOTBCTCTBUH C NPHUBCACHHBIMU B m.5 pa60qel‘/'1 nporpamMmmsbl pCKOMEHIAHUAMUA IJId ITOATOTOBKU K
IIPOMEKYTOUHOM  aTTeCTalid 10  JUCUUIIMHE  «JIOKYMEHTHpOBAaHUE  YIIPABJICHYECKOU
nesTeibHOCTH». CUCOK OCHOBHOM M JIOTIONIHUTENBHON JINTEPATYPHI U 00A3aTENBHBIX K U3yUEHUIO
HOPMATHBHO-TIPABOBBIX JIOKYMEHTOB M0 JTUCHMIUIMHE NpPUBEACH B 1.7 Hacrosmed pabodei
mporpaMMal. CnenyeT OTAaBaTb MPCANOYTCHUC MUIYUCHHUIO HOPMATHBHBIX JOKYMCHTOB IIO
COOTBETCTBYIOLIUM pa3jenaM JUCLHUIIINHBI 10 CPABHEHUIO C UX aJallTUPOBAHHOM MHTEPIpETALUEH
B y4eOHOM JUTEpaType.

Pemienne 3amad B paspese pa3lenoB JHUCHMIUIMHBI «/[OKyMEHTHpOBaHUE YIIPABICHYECKON
JeSITeIbHOCTH SIBIISETCS CAMOCTOSITEIbHON paboTol o0yyaroierocsi B popmMe JOMAIIHEro 3aaHus
B ClIy4dasx HEAOCTAaTKa ayAUTOPHOTO BPEMCHU Ha IMPAKTUYCCKUX 3aHATHAX JIA PCHICHUA BCEX
3a/1a4, 3aIJIAaHUPOBAHHBIX [IPENOAABATENIEM, ITIPOBOAAIINM IIPAKTUYECKUE 3aHATHS 110 JUCLUIIIIMHE.

MGTOJII/I'—IeCKI/Ie YKa3aHUA 110 IIOAT'OTOBKE K HDOMe)I(VTO‘IHOfI aTTecTallun

IIpomexxyTouHass arrecrtauus IO JUCLHUILIMHE «/[OKyMEHTHpOBaHUE YIIPaBICHYECKON
JESTENIbHOCTH» MPOXOIUT B GopMe 3Kk3aMmeHa. [IpumepHBIi mepedyeHb BOINPOCOB K AK3aMEHy IO
JUCLUIIINHE «JlOKYMEHTUPOBAaHUE YIIPABICHUYECKON NEATEIBHOCTU» U KPUTEPUU OLICHKU OTBETA
06yqa10mer0051 Ha DJK3aMCEHE [JIA ueneﬁ OLCHKHU JOCTWIKCHUA 3asBJICHHBIX HWHAWKATOPOB
c(OpMHPOBAHHOCTU KOMIIETEHIMH HpuBeAeHbl B coctaBe POC mo aucuuiuiiHe B 1 8 paboueit
[IPOTrpaMMEI.

OOyuaromuiics 10MycKaeTcs K MPOMEKYTOUHOM aTTeCTalluy MO AUCHUILINHE HE3aBUCHMO OT
PE3yIbTATOB TEKYIIETO KOHTPOJIS.

8. DoHJ 01IEHOYHBIX CpeacCTB MO TUCHUIIJIUHE

8.1. IlepeyeHbr KOMNETEHIHII ¢ yKa3aHHeM JITanmoB uUX (GopMHPOBaHHS B MpoIllecce
OCBOCHUS TMCHUIUINHBI. POpMBbI KOHTPOJIsSE GOPMUPOBAHKMSI KOMIIETEHIM

Kon u NHaukaTopsl JOCTHKEHUS JTansl
®opma KOHTPOJIA
HAaHMEHOBaHHE KOMIIETCHIIUH (opmupoBanus
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KOMIIETeHI M i (pa3gesnl
JUCIMIIJIMHbI)

IMIK-1 Cmnocoben UIIK-1.1 Ananusupyer
YIPAaBIATH TEHJCHIIUU PHIHKA
CTPYKTYPHBIM ($U3KyIBTYypHO-
MO/Ipa3JIeIeHueM N0 | 0310pOBUTENBHBIX YCIIYT U, B
¢buzngeckoi TOM YHCJIE C IIETIbI0 OLEHKU
KyJbTYpE U CIIOPTY | mpodeccCHOHaATbHBIX
KOMIIETEHIIMI NIepcoHana
OpraHu3aluu 1
KOHKYPEHTOCIIOCOOHOCTH IIpomexyTOUHBII
OpraHu3aIiHy. KOHTPOJIb:
WNIIK-1.2 BeiOupaer METOIMKHA | BK3aMeH
MPOBEJICHUSI MOHUTOPUHTA U Texymuit
UCTIOJB3YET ONBIT POCCUHCKUX | KOHTPOIIb:

U 3apyOeKHBIX MMPAKTUK B OTpoC Ha
00J1acTH yIpaBIICHUS MIPaKTUYECKUX
JESITEIIbHOCTHIO 3aHATHUSAX;
($U3KYIBTYpPHO- pedepar;
037I0POBUTENBHBIX TECTUPOBAHUE
OpraHu3aIuu.

HIIK-1.3 PazpabaTsiBacT
MPEIOKEHHSI 110
CTUMYJUPOBAHUIO U
MOTHBAIUH [IEPCOHATIA
(bU3KyIBTYpHO-
03/I0POBUTEIHHBIX
Opra”u3alum.

Temsr 1-12

8.2. Iloka3aTe/in 1 KPUTEPHHU OLleHUBAHUS KOMIIETEHINI NPY M3yYeHUH AUCHMILIUHBI,
ONUCAHME HIKAJ OLleHUBAHUS

8.2.1 Kpurepuu olieHKH 0TBeTa HAa IK3aMeHe

(dpopmupoanme kommnerenimu [1K-1, uamukaropsr UIIK-1.1, UTIK-1.2, UTIK-1.3)

«5» (oTaM4HO): O0OydYaOIIUNCA JEMOHCTPUPYET CHCTEMHBIE TEOpEeTHYEeCKHEe 3HaHHS,
MPAKTUYECKHE HABBIKH, BIAJCeT TEPMUHAMH, JIeJaeT apryMEHTUPOBAHHbBIE BBIBOABI M 0000IIEHNUS,
MPUBOJUT MPUMEPHI, MMOKa3bIBa€T CBOOOJHOE BIIAJICHHE MOHOJOTUYECKOW PEeUbl0 U CIOCOOHOCTh
OBICTPO pearupoBaTh HA YTOYHSIOIINE BOMIPOCHI.

«4» (Xopomio): oOyyarouuiicss JIEeMOHCTPUPYET TMPOYHBIE TEOPETUYECKUE 3HAHWS,
MPAKTUYCCKUEC HABBIKHU, BJIAACCT TCPMUHAMH, ACTACT apryMCHTHPOBAHHLIC BBIBOJAbLI U O606HIGHI/I$I,
MPUBOJIUT IPHUMEPHI, MOKa3bIBaeT CBOOOJHOE BIIaZICHHE MOHOJOTMYECKON peublo, HO MPHU ITOM
JIe7laeT HECYIIECTBEHHBIE OIIMOKHU, KOTOpbIE OBICTPO HCHPABISIET CAMOCTOSTEIBHO WU TIPH
HE3HAUYUTEIbHON KOPPEKIIUH MPETIOIaBaTeIIEM.

«3» (Y10BJIETBOPHUTEIBHO): OOyUaIOUIUICS AEMOHCTPUPYET HErmyOOKHEe TEOpEeTHYECKHE
3HaHWS, TPOSBIAET ciabo chopMHUpOBaHHBIE HABHIKM aHalW3a SBICHUH U TIPOIECCOB,
HEJI0OCTATOYHOE YMEHHE JEeJaTh apryMEHTUPOBAHHBIE BBIBOJBI U PUBOJIUTH MPUMEPHI, TOKA3BIBAET
HE JOCTaTOYHO CBOOOJHOE BIIAJEHHE MOHOJIOTMYECKON peuyblo, TEPMHHAMH, JOTHYHOCTHIO U
MOCIIE0BATEIbHOCTRIO HM3JI0KEHHS, JeNaeT OMMUOKHU, KOTOPbIe MOKET HCIPaBUTh TOJBKO IMpPHU
KOPPEKLIHHU MPEernoaaBaTeiemM.

«2» (HeyOBJIETBOPHUTENbHO): OOyYAIOIINICS JEMOHCTPUPYET HE3HAHHWE TEOPETHUECKHUX
OCHOB TMpEAMETa, OTCYTCTBUE NPAKTHUYECKUX HABHIKOB, HE YMEET JeNaTh apryMEHTHpPOBAaHHBIC
BbIBOJAbI W HNPUBOAWUTL IMPUMCPHBI, IMOKA3bIBACT cna60€ BJIaACHUC MOHOJIOTHYECKOM pCUbIO, HEC
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BJIa/Ic€T TEPMUHAMH, IPOSBIAET OTCYTCTBUE JIOTUYHOCTU M IIOCIEAOBATEIbHOCTH H3JI0KEHHUS,
Jenaer oumHuOKM, KOTOphIE HE MOXKET HWCHOPAaBUTh Jake IPH KOPPEKIMH IpPEeroaBaTeieM,
OTKa3bIBAETCSI OTBEYATH HA JOIOJIHUTEIbHBIE BOIIPOCHI.

8.2.2 Kputepuu ouleHKH padoThl 00y4aK0IIerocsi Ha MPAKTUYECKHX 3aHATHIX
(popmupoBanue kommerenimu [1K-1, namukaropsr UIIK-1.1, UTIK-1.2, UTIK-1.3)

«5» (OTJMYHO): BBIMOJHEHBl BCE MPAKTHYECKHE 3a/laHusl, MPEJyCMOTPEHHBIE
MPAKTUYECKUMH 3aHATUAMHU, OOYUaIOUIUIiCS 4eTKO U 0e3 OmIMOOK OTBETHJI Ha BCE KOHTPOJIbHBIE
BOIPOCHI, aKTUBHO pabOTall Ha MPAKTHUECKUX 3aHATHUSX.

«4» (Xopomio): BBINOJHEHBl BCE IMPAKTUYECKUE  3aJaHUsl, MPEAyCMOTpPEHHbBIC
MPAKTUYECKUMH 3aHATHIMH, OOyYarolIuiics ¢ KOPPEKTUPYIOIIMMHU 3aMEYaHUSIMU MperogaBaress
OTBETHJI Ha BCE KOHTPOJIbHBIC BOMPOCHI, IOCTATOYHO aKTUBHO padOTaT Ha MPAKTHICCKHUX 3aHATHUSX.

«3» (Y10BJIETBOPUTEJIBHO): BBIIIOJHEHBI BCE MPAKTUYECKUE 3aJaHUS, MPEIyCMOTPEHHbBIC
MPAKTUYCCKUMH 3aHATHSAMH C 3aMEYaHHUSIMH TIPENoJIaBaTeisi; OOydJalolUiCsS OTBETHJ Ha BCE
KOHTPOJIbHBIE BOITPOCHI C 3aMEUYaAHUSIMH.

«2» (Heya0BJIETBOPUTENbHO): 00yUYaIONIUICS HE BBHITOJIHUI WU BBIMOJIHUI HEMPABUIBLHO
MPAKTUYECKHUE 3a/IaHusl, TPEIyCMOTPEHHbIE MPAKTUYECKUMHU 3aHATUSAMU; OOYYarOIIMICS OTBETHII
Ha KOHTPOJIbHBIE BOIIPOCHI C OIIMOKAMU HJIM HE OTBETUJI Ha KOHTPOJIbHBIE BOTIPOCHI.

8.2.3 Kputepuu ouenku pedepara
(popmupoBanue komnereniuu [1K-1, naaukaropsr MITK-1.1, UTIK-1.2, UTIK-1.3)

«5» (oTuIM4HO): TeMa pedepara akTyalbHa U PACKpbITa MOJIHOCTHIO; pedepaT MOArOTOBICH
B YCTaHOBJIEHHBIH CPOK; O(OpMIIEHHE, CTPYKTypa U CTWJIb M3JIOKEHUS pedepara cOOTBETCTBYIOT
IpeIbIBIsSEMbIM TpeOOBaHUAM K O(OPMIIEHHUIO JOKYMEHTA; pedepar BBINOJIHEH CaMOCTOSTEIBHO,
IPUCYTCTBYIOT COOCTBEHHbIE OOOOIIEHUS, 3aKIOYEHHUS U BBIBOJBI, IMOJATOTOBIIEH JIOKJaJ,
U3JIaraeMblil 0e3 NCIOoJIb30BaHUsl OMIOPHOIO KOHCIIEKTA.

«4» (xopomo): Tema pedepara akTyalbHa, HO pacKpblTa HE IOJIHOCTBbIO; pedepar
MOJIFOTOBJIEH B YCTAaHOBJIEHHBIH CPOK; OQOpMIIEHHE, CTPYKTypa W CTUJIb M3JIOKEHMs pedepara
COOTBETCTBYIOT INpPEIbSABIIEMbIM TPeOOBAHUAM K OGOPMIIEHHIO JOKYMEHTa; pedepar BbINOIHEH
CaMOCTOSITENIbHO, MIPUCYTCTBYIOT COOCTBEHHBIE 000OIIEHNUS, 3aKIIOUEHHSI U BBIBOJIbI; TIOATOTOBIIEH
JIOKJIaJl, U3J1araéMblii C UCIIOIb30BAaHUEM OIIOPHOIO KOHCIIEKTA.

«3» (ynoBjeTBOpHMTEIbHO): TeMa pedepara akTyalbHa, HO PACKpbITa HE MOJIHOCTHIO;
pedepar MOArOTOBIEH C HApyIIEHHWEM YCTAaHOBJIEHHOTO CpOKa MpPEICTaBICHUS; O(hOopMIIEHHE,
CTPYKTypa M CTHJIb U3JIOKEHHUS pedepara HE B MOJTHOW Mepe COOTBETCTBYIOT MPEAbSBISEMbBIM
TpeOoBaHUSAM K O0(OPMIICHUIO JOKYMEHTA; B LI€JIOM pedepaT BHIIOIHEH CAMOCTOATENbHO, OJIHAKO
OUYEBHHO HAJIMYKME 3aUMCTBOBAHMM 0€3 CChUIOK Ha MCTOYHHMKH; MTOATOTOBJIEH JI0KJIa/, U3JlaraeMblil
C UCIOJIb30BaHUEM OMOPHOTO KOHCIIEKTA.

«2» (HeylOBJIETBOPUTEJIBHO): TeMa pedepara axkTyanbHa, HO HE pacKphITa; pedepar
MOJTrOTOBJIEH C HApPYLIEHWEM YCTAaHOBJICHHOTO CpOKa IMpEeACTaBIeHMS; 0(hOpMIIEHHE, CTPYKTYypa U
CTHJIb M3JIOXKEHHUs pedepaTa HE COOTBETCTBYIOT NMPEIbSBISAEMBIM TPeOOBaHUSAM K O(OPMIICHUIO
JIOKYMEHTa; B pedepare 04eBUAHO HATUYME 3HAUUTENIBbHBIX 00HEMOB 3aMMCTBOBaHMN 0€3 CChUIOK
Ha UCTOYHMKH; JOKJIa/] HE TIOJTOTOBJIEH.

8.2.4. Kputepuu oleHKH TeCTUPOBAHUA
(popmupoBanue kommnereniuu [1K-1, naaukaropsr UTTK-1.1, UTIK-1.2, UTIK-1.3)

TectupoBaHue OLIEHUBAETCS B COOTBETCTBHM C MPOIIEHTOM IMPAaBHJIBHBIX OTBETOB, JaHHBIX
00y4aromuMcst Ha BOIIPOCHI TECTa.
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CrangapTHasi 1IKanxa COOTBETCTBUS PE3YJIbTATOB TECTHUPOBAHUS BBICTABIIEMON OaTbHOU
OIICHKE:
- «OTJIMYHO» - CBBILIE 85% MPaBUIbHBIX OTBETOB;
- «xopowoy» - ot 70,1% no 85% npaBUIBHBIX OTBETOB;
- «YJOBJIETBOPUTEIBLHO» - OT 55,1% 110 70% npaBUIIbHBIX OTBETOB;

— oT 0 10 55% npaBUIBHBIX OTBETOB — «HEYAOBIETBOPUTEIILHO
«5» (OTJIMYHO): TECTHPYEMBIIl IEMOHCTPUPYET CUCTEMHBIC TEOPETUUECKUE 3HAHUS, BIaICET

TePMHHAMHU U 00J1a/1aeT ClIOCOOHOCTHIO OBICTPO pearupoBaTh Ha BOMPOCHI TECTA.

«4» (X0pomI0): TECTUPYEMBIN B IIEJIOM JEMOHCTPUPYET CUCTEMHbIE TEOPETUUECKUE 3HAHMUS,
BJIa/ieeT OOJBIIMHCTBOM TEPMHHOB M 00Ja/la€T CIOCOOHOCTHIO OBICTPO pearupoBaTh Ha BOMPOCHI
TEecTa.

«3» (YyIOBJIETBOPHMTEJbHO): CHUCTEMHBIE TEOPETUUYECKHE 3HAHHUS Yy TECTUPYEMOTO
OTCYTCTBYIOT, OH BJIaJI€T HEKOTOPHIMU TEPMHUHAMU U HA BOIPOCHI TECTA PEarupyer JOCTATOYHO
MEJIEHHO.

«2» (HeyI0BJIETBOPUTEIbHO): CHCTEMHBIE TEOPETUYECKHUE 3HAHUA Y TECTHPYEMOIO
OTCYTCTBYIOT, TEPMHHOJIOTHEH OH HE BIIaJIEeT U Ha BOIIPOCHI TECTa pearupyeT MeJICHHO.

8.25. MWrToroBoe cooTBeTCcTBHE Oa/UVIbLHOW WIKAJBI OLEHOK M  YpPOBHeii
c()OPMHPOBAHHOCTH KOMIIETEHIWIi 110 JUCHMILIHHE:

YpoBenb
chopMHUPOBAHHOCTH Ouenka ITosicHeHnue
KOMIIETEHIIM U

TEOPETUIECKOE COAEPKAHNUE U MTPAKTHUECKNE HABBIKY 110

S JUCLHUIIIIMHE OCBOEHBI IIOJIHOCTHIO;

Bricokuii ) BCE MPEAYCMOTPEHHbIE MTPOrpaMMoii 00yUeHHs yueOHbIe
3aJ]aHUs BBIITOJHEHBI HA BEICOKOM YPOBHE;

KOMIIETEHIIMU cQOPMUPOBAHBI

TEOPETHUECKOE COJIEpKAHNE U MPAKTHUECKHE HABBIKH 110
JUCITUIITUHE OCBOEHBI ITOJIHOCTHIO;

BCE MPEIYyCMOTPEHHbIE IPOrpaMMoil 00ydeHus yueOHbIe
3aJ]aHus BBITOJHEHB! C HE3HAYUTEIbHBIMI 3aMEYaHUAMU;
KOMIIETEHIIMH B 11EJIOM C(hOPMHPOBAHBI

«4y

Cpenmii (xoporo)

TEOPETUIECKOE COACPKAHUE U IPAKTUIECKHE HABBIKU T10
JUCLUIUINHE OCBOEHBI YAaCTUYHO, HO MPOOEbl HE HOCST
G CYILLIECTBEHHOI'O XapaKTepa;
Y 10BIETBOPUTENBHBIN OOJIBIIIMHCTBO NIPELyCMOTPEHHBIX IporpamMmoi
(YIIOBIETBOPUTEITHHO)

o0yueHHss y4eOHBIX 3aJad BBIIOJHEHO, HO B HHX
HMEIOTCS OIINOKM,
KOMITETEHIIMU cOPMUPOBAHBI YACTHIHO

TEOPETUYECKOE COJICPKAHNE U MPAKTHUECKNE HABBIKY 110
JUCITUTLTNHE HE OCBOEHBL;

OOJBITTTHCTBO MPEIyCMOTPEHHBIX [IPOrpaMMOi
00yueHus1 yI4eOHBIX 3aaHui JTHOO HE BHITIOTHEHO, OO0
COJICPXKUT TPyObIe ONTHOKH;

JIOTIOJTHATENIbHAST ~ caMOCTosiTeNlbHAst ~ paboTa  HaJ
MaTepruaJioM HE IMPHUBOJIUT K KAKOMY-THOO 3HAYUMOMY
TTOBBIIIICHUIO KAYECTBA BBITIOJTHEHHS YISOHBIX 3a/IaHUI;
KOMIIETCHIIUU He CHOPMUPOBAHBI

«2»

HeynonerBoputenbHbIi
(HEyAOBIETBOPHUTEIHHO)

8.3. Metonnyeckue MaTepuajbl (THIOBbIe KOHTPOJbHbIE 3aJaHNsA), ONpeesiioune

pe3yJbTaThbl 00y4eHHs M0 JUCHHUIINHE, COOTHECEHHbIE ¢ HHAUKATOPAMH J0CTHKECHHA

KoHTposbHbIE 3a1aHKs, IPUMEHSAEMbIE B PaMKaX TEKYILEro KOHTPOJII U MPOMEKYTOUHON
aTTECTallUU IO JUCLMIUIMHE, HOCAT YHUBEPCAIBHBIM XapaKTep M MPENyCMaTPUBAIOT BO3MOXKHOCTh
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KOMIUIEKCHOW OIIEHKM BCEero Habopa 3asBIEHHBIX [0 JAaHHOW JUCIUIUIMHE WHAUKATOPOB
c(OpMHUPOBAHHOCTH KOMIIETEHIIUH.

8.3.1. Tekyuuii KOHTPOJIb (PA00OTA HA MPAKTHYECKUX 3AHATHAX)
(dpopmupoBanue kommnerenimu [1K-1, namukaropsr UIIK-1.1, UTIK-1.2, UTIK-1.3)

IIpumeps! 3aJaHNH NJIs1 NPAKTHYECKUX 3aHATHI
3aoanue 1.
[IpencraBeTe, uyTo BB paboTaere B KOMIIAHUHM PYKOBOJIMTENIEM OTHENa Ipojaax. Bam HeoOxoamumo
COCTaBUTb JJOJDKHOCTHYIO HHCTPYKIMM Ha BAKAHTHYIO JOJDKHOCTh — MEHEXKepa OT/Aesa IPOAaXK.
ChopmynupyiiTe  OCHOBHBIE  pasfesibl  JOJDKHOCTHOM — MHCTPYKIHMH:  KBaJM(UKAIIMOHHBIC
TpeOOBaHUs, JOJDKHOCTHBIE OOS3aHHOCTH, OTBETCTBEHHOCTb, IIpaBa M B3aUMOOTHOLLIEHMSI.
OdopmuTe AOHDKHOCTHYIO HHCTPYKIIMIO CO BCEMH HEOOXOJUMBIMH PEKBU3UTAMH JTaHHOTO
JIOKYMEHTA.
3aoanue 2.
Heo6xonumo  3amosnnuth llltatHoe pacnucaHue B COOTBETCTBUM C  TpeOOBaHMSAMH,
NOPEIbABISIEMBIMH K OPTaHU3AIMOHHO-PACHOPSAUTENBHEIM JOKyMeHTaM  (YHuuIupoBaHHas
¢dopma LllTaTHOrO pacnucaHus NpUIIAraeTcs)
3anonHs0TCS BCE PEKBU3UTHI.
3aoanue 3.
[IpencraBwTe, uto Bhl paboTaeTe B oT/AENe KaApoB opranu3anuud. Bam HeoOX0aMMO MOATOTOBUTH
IPOEKTHI KaJAPOBBIX JOKYMEHTOB
1. Ha ocHoBaHMM 3aKIIFOUEHHOIO TPYIOBOIO 10roopa o npueme Meanosa M.1. Ha nomkHOCTD
MEHeJ[Kepa B Ballly OpraHu3aluio ohopMuTe MpHUKa3 1o JIMYHOMY COCTaBy O IpHeMe Ha padoty (I1o
yauduuupoBanaoit popme T Ne 1).
2. CocraBbTe U 0(pOpMHUTE XapAKTEPUCTUKY Ha COTPYAHUKA OTIeNa KaapOB, MOJMMCAHHYIO
PYKOBOJUTENIEM JaHHOTO CTPYKTypHOro mnojpaszaeneHus. OpraHuzanuio, GamMuind pabOTHHUKOB
YKaXHUTE CAMOCTOSITENIBHO.
3. CoctaBbTe U 0pOpMUTE 3asBICHHE O MEPEBOJAE Ha APYTyl pabdoTy, B KOTOPOM YKaKHUTE
CTPYKTYpPHOE MOJpa3/ieieHue, JAO0JDKHOCTh, NpU HEOOXOAMMOCTH — OCOOEHHOCTH B pabote
(HemonHbIN pabounii neHb, moyacoBasi oruiata). Ha ocHOBaHMM 3asiBIEHUSI COCTaBbTE MPHKA3 IO
yauduuupoBanHoit popme T Ne Sa
3aoanue 4.
4.1. CocTaBbTe pacnopsHKeHUE PyKOBOAMTENS 00 OpraHM3aluy J1eXKypCTBa B IMpa3IHUYHBIE JHU C
31 nexabps 2020 roga mo 10 suBaps 2021 roma. Ilpemnoxute 3aM. nupektopa mo AXY
(aIMUHUCTPATUBHO-XO3MCTBEHHAs! YacTh) OpraHu3oBaTh coTpyaHuKoB 31.12.2020 go 17-00 u
IPOBEPUTH U OlledaraTh Bce clykeOHble momemieHus. OOsHKUTE MOArOTOBUTH Ha YTBEpPXKIAECHUE
rpaduk nexypcrtBa g0 31 nmekaOps. Opranuzanuio u (GamMuInM JTOJDKHOCTHBIX JIHI] YKaXUTE
CaMOCTOSITENIBHO.
4.2. B COOTBETCTBUHU C YHHU(PHUIIUPOBAHHOU (POPMOI MprKa3a O MOOMPEHUH pabOTHUKA 3aTTOJTHUTE
BCE HEOOXOMMbIE PEKBU3UTHI, BKIIOUAs MOATMUCH.

8.3.2 Texkymuii KOHTPOJIb (MOATOTOBKA pedepara)
(popmupoBanue komnereniuu [1K-1, naaukaropsr UTTK-1.1, UTTK-1.2, UTIK-1.3)

IIpumepHas TemaTuka pedeparos:

1. JlokyMeHTallMOHHOE 0OecrieueHue YIpaBiIeHus, €ro 3a7auu, (pyHKIUH.

2. Hopmatusubie nokymentsl (I'CAOY, 'OCTrr). [lonsaTHe cTanapTU3aliy U yHUPUKALIH.
3. Kinaccugukanus TOKyMEHTOB.

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

5. TpeOoBaHuUs K TECTy JOKYMEHTA.

6. briank. Buner 61ankoB. TpeboBanus kK OJIaHKaM JOKYMEHTOB.

7. Opranu3anOHHbIE JOKYMEHTBHI.

8. PacnopsiauTenbHbie JOKYMEHTBI. [IprKa3bl MO OCHOBHOM NI€SITENBHOCTH. PaciopsskeHu .
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9. MadopMaIimoHHO-CIIPaBOYHBIE TIOKYMEHTHI. JloKIaiHbIe, 00BsICHUTENbHBIEC 3aiCKU. CIIpaBKH.

10. AxTh1, ux Buapl. CocTaBICHHE aKTOB.

11. TIpoTtokonsl 3aceqanwnii, copemanuii. [lomHas u kpaTkas GOpMBI IPOTOKOJA.
12. [IenoBas nepenucka.

13. JlokyMeHTHpOBaHKE MTPOLIECCOB JIBUKEHUS KaJPOB.

14. IIpukassl MO TUYHOMY COCTaBY.

15. JInunoe 3asBneHue. Benenue JIMUHBIX KapTOYEK.

16. TpynoBoii 10roBop.

17. Benenue TpynoBbiXx KHMKEK. ODopmMiIeHUE IMYHBIX JET.

18. Texnomorust paboThI ¢ ToKyMeHTaMu. OpraHu3aius JOKyMEHT0000poTa.
19. Peructpaius 10KyMEHTOB.

20. KoHTpOJIb UCTIOJHEHUSI IOKYMEHTOB.

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

8.3.3 Tekymuii KOHTPOJIb (TeCTUPOBaHMUE)

(dpopmupoanme kommereniuu [1K-1, unmukaropsr UIIK-1.1, UTIK-1.2, UTIK-1.3)

IIpumepbl TecTOBBIX 3a1aHUH

PaCI'lOpﬂIlI/ITeJIbHI)Ie AOKYMEHTDI, OTPAKAIOIIHUE PE3YJIbTAT KOJIJIETHAJIbHOM 1eATeJbHOCTH

[ npukas, pacropspKeHue

[] pacnopsbkeHue, ykazaHue

M mocraHoBICHUE, peleHHE

M mporokou, akt

[ moroBop, ycTas, cornaiieHue

OCHOBHBIE PEKBU3HTHI JOKYMEHTA

M Tekcr, OTMETKA O MPUIIOKEHUH

TEKCT, OTMETKa O MPHJIOKECHUH, J1aTa, UHICKC, 3aT0JIOBOK K TEKCTY
TEKCT, rpu() YTBEPKICHHUS, ITOIIHCH, [1€9aTh

ooood

TEKCT, ajipecaT, rpud yTBEp>KICHUsI, BU3bI COTJIACOBAHMSI, OJIITUCH, TIeYaTh

TEKCT, 3ar0JI0OBOK K TEKCTY, OJIHICh, IpU( coraacoBanus, rpu¢ yTBepkaAeHUs, Ie4aTh
TEKCT, OTMETKA O IPUII0KEHUH, IpU( COTTIaCOBAHUS, BU3bI COITIACOBAaHUs, I'pU( YTBEPKACHUS

HopmaTuBHBII JOKYMEHT, perjiaMeHTHPYKOIIHHA TpeOoBaHHs K O0(OpPMIICHHI0O TOKYMEHTOB

0o0u1ero aaMuHNUCTPaTUBHOrO ynpasJjenusi (OP/I)
L] TOCT P 51141-98
[J TOCT 6.10.5-87
M T'OCT P 7.0.97-2016
L] ErC0oy
[ MHCTpYKIUS 1O IEIOMPOU3BOACTBY
AKT u «rpud yTBep:KIeHHUD)
aKT BCETJIa YTBEP)KIAETCSI PYKOBOIUTEIIEM OpTraHU3aIiN
aKT YTBEP>KAAETCS BBILIECTOSIINM OPraHOM yIpaBiICHUS
YTBEPKIAFOTCS TOJILKO HEKOTOPHIE BUJIBI AKTOB
aKT HE UMeeT «TpHda yTBEPKICHUS
aKT yTBEP)KIA€TCS, B 3aBUCUMOCTH OT PEIIEHUS PYKOBOJICTBA OPTaHHU3AIIUN
aKT yTBEP>KAAETCs, B 3aBUCUMOCTH OT BBIIIECTOSIIETO OpraHa yIpaBJICHUs
Cpok neiicTBUSI OPraHU3aLMOHHO-NIPABOBLIX IOKYMEHTOB
[] OT OmHOTO 110 MATH JIET
M 10 MOMEHTA UX OTMEHEI
(] mo Tpex neT
[ no mecsitw et
[V 10 BBe/ieHHs HOBBIX B3aMEH YCTAPEBIINX
MarepuajbHblii  HOCHTEIb HHPOPMALUMM O COOBITHAX M SBJEHHMSX
AeHCTBUTEJIbHOCTH U MBICJTUTEIBHOI 1eATEJIbHOCTH YeJIOBEKA - ITO...
lIpasunvrvie sapuanmor omeema: JOKYMEHT; JlokyMeHT; TOKYMEHT;

O d

00LEeKTHUBHOM
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Kommieke MeT010B U mpoueccoB padoThl ¢ JOKYMEHTAMHU, OCYLIeCTBJIsIeMbIii MpeanpusTHEM

NPHU BHINOJHEHUU UM CBOUX PYHKIUIA - ITO ....

[] nokymMeHTalMOHHOE 00eCIIieYeHUE YIPABICHUS

M nenonpomu3BoaCTBO

[] cucrema gJOKyMEHTAIIUH

[] moxymeHTHpOBaHHUE

[J moxymMeHTOo00OpOT

[l moxyMEeHTHpOBaHHUE YyIPABICHYSCKON EITEILHOCTH

JoxkymeHThl KjIaccupuuupyrorcesi no rpudy Ha ...

OPHUTHHAJIBI, KOTIMU U MOAJTHHHUKA

BHEIIIHUE U BHYTPEHHUE

WH/IMBU/yalIbHbIE, TUIIOBBIC U TpadapeTHbIe

PYKOIIUCHBIE, IEUYATHBIE U AJIEKTPOHHbIE

OpraHU3aIMOHHBIC, PACTIOPAIUTEIbHBIE, CIPABOYHBIC

M xoHumCHIMATBHBIE, OTPAHUYEHHOTO AOCTYIIA U OTKPBITOrO MOJIB30BAHHS

IMocenoBaTeLHOCTh M3JI0KEHHS MOJIOKEHUH Y cTaBa NpeAnpUsiTHs

o0111e MOoI0XKEeHUs

CBEICHHSI 00 YCTAaBHOM KaIuTase

OpraHU3alMOHHO-TIPABOBBIE OCHOBBI JIESTEILHOCTH OpraHU3aLUuU

OpTaHBbI YIPaBICHUS U KOHTPOJIS, UX KOMIETCHIUS

IIpaBUJIa BEJICHUS yUeTa U OTYETHOCTH B OpraHU3aLuu

MOPSIOK pacnpeeneHus MpuObLIH U (opMHUpOBaHUE POHIOB

0c00bIe BONPOCHI JEATEIbHOCTH OpraHU3aluu

© YCIIOBHS PEOPTaHMU3ALNN U JTUKBUIALUN

3Tam>1 padoThbl ¢ BHYyTPEHHUMH JOKYMEHTAMH

. TIONyYeHHE yKa3aHHs Ha pa3paboTKy JTOKyMEHTOB

pa3paboTka NpoeKTa JOKyMEHTa

COTJIACOBAHUE MPOEKTA JTOKyMEHTA

KOPPEKTHPOBKA IOKYMEHTa, €ro opopmIIeHHE

MOJITUCAHNE, YTBEPKICHHUE

perucTpanus 1 THpa)XKUpOBaHUE

JIOBEICHUE JI0 UCTIOTHUTEICH

KOHTPOJIb UCIIOJTHEHUS JOKYMEHTa

. TIpHeM HCIIOJIHEHHOTO IOKYMEHTA, CHSTHE C KOHTPOJIS

10 TEKYIle€ apXUBHOE XpaHEHHE

KoHTpo/b HCIOJIHEHUST JOKYMEHTA OPraHu3yeT

M cayxba JOY

[] pykoBOAMTEIH BCEX PAHTOB

L] cekperapuar

(] cimyx6a KOHTpOJIs

[ ompeneneHHOE DOHKHOCTHOE JIUIIO

[] pykoBOAMTENH MPEANPHSITHS

OcHoBaHMeM Uil IPeAbSBJICHUS NPETEH3UH SIBJSIIOTCSH J0KYMEHTHI

[V komMMepueckuii akT, cepTU(UKAT KauecTBa, JOroBop, akT IPUEMKH TOBapa, TpeOOBaHMsI

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

[] komMMepueckuii akT, cepTU(HUKAT KauecTBa, akT IIPUEMKH TOBapa, TpeOOBaHUs

[] ceprudukar kauecTBa, akT IPHEMKHU TOBapa, TpeOOBaAHUS

K HeperncTpupyemMbIM OTHOCSITCSI IOKYMEHTBI

M uwHpOpMANMOHHBIE MaTepHaibl, PEKIAMHbIE H IO3PABUTEIBHBIC MHUCHhMA, MPOTPAMMBI
CEMHHAPOB, COBEIIaHUM, KOH(PEPECHITHI

M  Kkomumu HOPMATHBHBIX JOKYMCHTOB, MOCTAHOBJIICHHUS M PACIOPSIKEHUS TOCYIAPCTBEHHBIX
OpraHoB, OOBSICHUTENbHBIE 3aITUCKU

[] cimyxeOHBIE 3aIUCKH, MTUCbMA, TEETPaMMBbI, (haKCOrpaMMBI

[] pekinaMHbIE HPOCHEKTHI, MPOTOKOJBI KOJUICTHAIBHBIX OPraHOB, CIIPaBOYHBIC MaTEPHAIIBI,
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IJIaHBI, IPOrpaMMBbl, CBOAKH, OTYCTHLI

[] muchbMa BBICIICH MHCTAHIIUH, TPEOOBAHUS, UCKH, TIPETEH3UH, KOJUICKTHBHBIC JIOTOBOPa
CooTBeTcTBHE 3TANOB MOATOTOBKH YIPABJIEHYECKHX PellleHH cTaausaM padoThl

aHamM3 MPOOJIEMHOW CcUTyanuu, (OPMUPOBAHHE CTaJusl pa3padOTKU PEUICHUs

L[eJIeH, OLIEHKA IIPEAIIOYTCHUM pelIeHui

OLICHKa pAacIojlaraéMoOro BPEMEHH, OIPEICICHUE IOATOTOBUTEIbHAS CTaIUs
HEO0OXOUMBIX PECYPCOB

dbopMupoBaHHE  KpPUTEpUEB  BbIOOpa, BBIOOpP CTaaus BhIOOpA perIeHUs
€/IMHCTBCHHOTO PEIICHHUSI

OpraHu3alysl BBIOJHEHUS PELICHHs, aHAIU3 W CTaAHs peajH3aly MPUHATOTO PELICHHUs
OIIEHKA JJOCTHTHYTOTO pPe3yjbTara

IMocnenoBaTebLHOCTh JTANOB MOATOTOBKH YNpPaBJEHYECKMX pelleHHii, BXOASAIIHX B COCTAB
HOIIFOTOBI/ITBJILHOI/[ CTAUM H CTAAUHU Pa3padoOTKU pelieHust

XN TAEXNE

BBISIBJICHUEC U OIIMCAHUC HpO6HeMHOI/I CUTyallun
OLIEHKA PacriojaracMoro BpeMeHH
orpeieieHne HeOOXOIMMBIX PECYypCOB

aHau3 MPOOJIEMHOM CUTYaIHH

(dbopMupoBaHHE TeNIeH

OIpeJIeJICHUE OTPAaHUYCHUN

pa3paboTKa BapHaHTOB PEIICHUI

OLICHKA TPEANOYTECHHUIA PeIICHUN

CTaIlI/II/I aHa/Iu3a aJbTCPHATHUB M BblﬁOpa NMporpaMMHOro ImpoayKra aBToOMaTU3alluu

1:

a

AOKYMEHTO0000poTa
CocraBieHne epedHs IPeIbIBIIEMbIX OCHOBHBIX ()YHKIIMOHAIBHBIX U CHCTEMHO-TEXHIUYECKUX
TpeOOBaHUI K KOPIOPATUBHON CUCTEME aBTOMATHU3aLUHU IOKYyMEHTO000poTa
Bb16op cucrembl BecoBBIX K03(@uIMEeHTOB (0amioB) WM pPaHKUPOBAHHUE AJI AKCHEPTHOM
OLICHKHU
OneHka MNporpaMMHBIX HPOAYKTOB C TOYKH 3pEHHUS MPEAbABISEMBIX OCHOBHBIX
(YHKIMOHATIBHBIX TPEOOBAHUM U CUCTEMHO-TEXHUUECKUX XapaKTEPUCTUK
OT60p mpOrpaMMHBIX MNPOAYKTOB, YAOBIETBOPSIOUIMX BHIOpAaHHBIM (PYHKIIMOHAIBHBIM U
CHUCTEMHO-TEXHUYECKUM KPUTEPUAM
OneHka aanTalluoOHHBIX BO3MOKHOCTEH OTOOpPaHHBIX MPOTYKTOB
OT0op mpOrpaMMHBIX MPOAYKTOB, YAOBJIETBOPAIOUIMX KPUTEPHUSIM aJalTallMOHHBIX
BO3MO>KHOCTEHN
CpaBHUTeNbHAs OLIEHKA 3aTpaT, CBA3AHHBIX C MPUOOPETEHHEM M BHEAPEHHEM INPOTPaMMHBIX
IPOJYKTOB
OrneHka omnplTa MPUMEHEHHsS OTOOPAaHHBIX MPOTPAMMHBIX MPOAYKTOB pemyTaluu (UPMBbI-
pa3zpaboTunka
Br16op nporpaMMHoro odecrieueHus /it CUCTEMbl aBTOMATH3aIMK JOKYMEHTO000pOoTa

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

IIpumepHbBIe BOMPOCHI K IK3aMEeHY
Dranbl JOKyMEHTUPOBAHUS POU3BOJICTBEHHO - XO3SIMCTBEHHOH J1eATETHhHOCTH.
TexHoorust TOKyMEHTalMOHHOTO 00eCreYeHNs yIpaBIeHUSI.
[Topsimok cocTaBieHust U OPOPMIICHUS PACTIOPSAUTEIHHON JOKYMEHTAITHH.
Cry>x0a JIOKyMEHTAIIMOHHOTO 00ecIIeueH s yIpaBiieHus. TpeOoBaHUs K OPraHU3aIiNA CHCTEMBI
JIOKYMEHTO000pOTA.
TpebGoBanus kK HOPMUPOBAHMIO LI B JICTOMPOU3BOICTBE.
ITopsimok BBeEHUS B IEHCTBUE NIPABUII BHYTPEHHETO TPYAOBOI'O PaCIOPSAKA.
JloKyMeHTHpOBaHKE MO JOTOBOPHO-IIPABOBBIM OTHOIIEHUSAM SKOHOMHUYECKOM A TEIbHOCTH.
IloaroroBka JOKYMEHTOB K C1a4€ B apXUB.
Kmaccudukammss pexsusutoB mo ['OCTY P 7.0.97-2016 «Cucrema cTaHmapToB IO
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10.
11.
12.
13.
14.

15.
16.
17.
18.
19.
20.
21.
22.
23.
24,
25.
26.
217.
28.
29.
30.
31.

32

33.
34.
35.
36.
37.
38.
39.
40.

41.
42.
43.
44,
45.
46.
47.
48.
49.
50.

51
52

53.
54.
55.
56.

S7

uHpopMaIMy, OUOTHMOTEYHOMY M HM3AaTeNbCKOMY Jeny. OpraHu3anloHHO-PACHOPSIUTEIbHAS
JOKYMEHTALUSD).
Pa3BuTHE 371€KTPOHHOrO0 JOKYMEHTOOOOPOTA B OpraHU3al1u.
[1naHoBO-OTYETHAS JOKYMEHTAIHS.
ABTOMAaTH3aLHUs ACIIONPOU3BOACTBA.
Ciy>x0a KOHTPOJISL BEACHUSI KaJIPOBOU JOKYMEHTAIMHU HA MIPEANPUATHH.
[lonsaTuss 0 HOKyMeHTax, crnoco0ax JJOKYMEHTHUPOBAaHUS, HOCHUTENISIX uHbOpMaAIUK U
GYHKIUAX TOKYMEHTA.
[IpaBuia opopmiieHHs 1 BbIIaYl KOMUM JOKYMEHTOB.
Opranu3zanys onepaTUBHOIO XpaHEHUsS JOKYMEHTOB.
DKcnepTu3a HEHHOCTH T0KYMEHTOB.
[TpaBuna cocraBienus: 1 0OpMIICHUSI HOMEHKIIATYPBI JIEI.
[Ipu3naku kinaccupuKauu HOMEHKIATYPBI Jell.
Kpurepun o1ieHKH 10KyMEHTOB.
CucreMbl JOKYMEHTAIIUU 110 TUYHOMY COCTaBY.
OcobenHocT 0OPMIICHHSI IMIHBIX TOKYMEHTOB.
Cucremsl U (HOPMBI TOKyMEHTOB.
OCHOBHbIE IOTOKU JOKYMEHTALIUH.
Cny>xebnble 3anucku. TpeboBaHus K 0(OpMIICHHIO.
OCHOBBI 3aKOHO/1aTENbCTBA 110 APXUBHOMY JEITY.
CocraBnenue u opopmiieHHE CITyKeOHBIX TTHCEM.
Pexxumbl XpaHeHus: JOKYMEHTOB.
Onucs nena. [IpaBuna popMupoBaHre JOKYMEHTOB Ha apXUBHOE XpaHEHHE.
Ponb 1oKyMeHTalMOHHOTr0 00ecreueHus ypaBIeHUsl B COBPEMEHHON OpraHHU3al|H.
OcHOBHbIE XapaKTEpHbIE YEPThl OPraHU3aLMOHHO-TIPABOBON JOKYMEHTAIIUH.
PernamenTanus JOKyMEHTallMOHHOTO OOeCTIeueHHs YIIpaBIeHHUS.
CoctaB 1 opopmileHHE PACTIOPAAUTEIBHON JOKYMEHTAIUH.
TexHonorust paboThl ¢ KOHPUACHINATBHBIMU JOKYMEHTaMH.
CocraBienue 1 opopMIIeHHE aKTOB
Odopmutensckue pexBu3nUTh. COCTaB pEeKBU3UTOB JIOKYMEHTOB.
CrpykTypa oopMIIeHUS TOTKHOCTHBIX HHCTPYKLUH.
Opranu3zanys KOHTPOJISI UCIIOJIHEHUS TOKYMEHTOB.
CocraBnenue 1 opopmiIeHHE TPOTOKOIA.
[Topsnox cocraBiaeHust U odopmieHUs TaOIUI U PUCYHKOB B HAy4YHO-HCCIIEOBATEIHCKOM
oTuerTe.
Opranu3zanus paboThl ¢ TOKyMEHTaMH.
[IpaBuna opopmiIeHHs MPUIOKESHHH.
[Tonstre o nokymeHTOo000pOTE. DOPMBI pErHCTPALIUU TOKYMEHTOB.
CocraBnenue 1 opopMIIeHHE TOTOBOPOB.
®aroBoe ¥ MpoJI0JIbHOE PaCHOI0KEHNE PEKBU3UTOB.
VY4upeaurenbHble JOKYMEHTBI OpraHU3aLUu.
OneHka 3HaYMMOCTH IOKYMEHTOB U CPOKH UX XPAHEHUS.
TpeboBanust, npeabaBiIsieMbIe K TEKCTaM JOKYMEHTOB.
CocTaB oprann3alnoHHO- TPABOBBIX JOKYMEHTOB.
®opMbl peructpannu Jo0KyMeHToB. [lopsiok peructpanuu.
Texnonorus paboTsl ¢ KaAPOBOM JOKyMEHTaLIUEH.
CocTaB ¥ CTpyKTypa HITaTHOTO pacluCaHUs.
CocTaB HH(POPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB.
Oco0GeHHOCTH TOJIOKEHHUS O CTPYKTYPHOM TOAPa3ACICHUN OPTaHU3aIIH.
bnanku u hopMaTel TOKYMEHTOB.
3amaun U MyTH BHEIPEHUS aBTOMATU3UPOBAHHON CHCTEMbI JOKYMEHTAIMOHHOTO 00eCIeueHus
yIpaBlIeHUs
OCHOBHBIE KJIACCHI TUPAXKHO - 3aKa3HBIX aBTOMAaTHU3MPOBAHHBIX CHUCTEM JOKYMEHTAIIMOHHOTO
obecrieueHus yrpaBicHUs
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58. DKcIuTyaTallMOHHBIE XapaKTePUCTHKU aBTOMATHU3UPOBAHHON CHCTEMBI JOKYMEHTAI[MOHHOTO
obecrieueHus yrpaBicHUs

59. TexHONOTUU MPOTrPAMMHON pean3aluyd aBTOMAaTU3UPOBAHHONW CHCTEMBI JOKYMEHTAIIHOHHOTO
o0ecrieueHHs yIpaBJICHUS

60. Kpurepuu aHanmm3a aBTOMATH3UPOBAHHON CHCTEMBI JOKYMEHTAI[MOHHOTO OOECIICUCHHS
yIpaBJICHUS

61. CocraBienue u 0pOpPMIICHHE TPUKA30B TI0 OCHOBHOMH JI€ATEIHHOCTH.

62. OcobOeHHOCTH BBIOOpA CUCTEMBI aBTOMATH3AIIHH.

63. Crpateruu BHEApPEHHS aBTOMATH3UPOBAHHON CUCTEMBI JOKYMEHTAIIHOHHOTO OOECIeUYeHUs
yIpaBIeHUS.

21



