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1. IlepedeHb NJIaHUPYEMBIX Pe3y/IbTATOB H3y4YeHHUsI AUCHHUIIMHBI, COOTHECEHHBIX €
IUIAHMPYEeMbIMH Pe3yJIbTAaTaAMH 0CBOCHHUsI 00pa30BaTeIbHOM NMPOTrpaMMbl
B pamkax ocBOoeHHS OCHOBHOM NpOQEecCHOHATBHON 00pa30BaTeNbHONW MPOrpaMMbl
OakanmaBpuaTa OOYYArOIIMICS JOJDKEH OBIAACTh CICAYIOIIMMH pe3yJbTaTaMd OOYy4eHHsS IO
JUCLUIUINHE «J[OKyMEHTUPOBaHUE YIIPABIECHYECKOU NEATEIBHOCTHY

Koa v HaumMeHoBaHHue KOMIIETECHIINIA NHAuKATOPHI JOCTHKEHUS KOMIIETEH UM
[1K-2 CniocobeH npoBOIUTh aHATH3, UIIK-2.1 Ananuzupyet, IpOBOJAUT OLEHKY U MTOUCK
OLICHKY U TIOUCK PE3€pPBOB MOBBIIICHUS pe3epBoB MoBbIIeHUs 3G (HEKTUBHOCTH
3P PEKTUBHOCTH IS TEIBHOCTH JeSITeIbHOCTH OPraHu3alluy, pa3padbaThiBaeT MEPHI
OpraHu3aIyy, IPUHUMATh 0 MOBBIIIEHUIO0 KOHKYPEHTOCTIOCOOHOCTH.
YIPaBICHUYECKUE PEIICHUS U
paszpabaThIBaTh MEPHI IO MOBBIIIECHUIO HIIK-2.2 Monenupyet OU3HEC-TIPOIIECCHI U
KOHKYPEHTOCTIOCOOHOCTH OpTraHU3aIluH HCIIOJIb3YET

METO/Ibl pEOpPTraHu3alK OM3HEC-MPOIIECCOB B
MPAaKTUYECKOU

ACATCIIBHOCTH OpraHru3anuu.

NIIK-2.3 Ananu3upyer, IpOBOJUT OLIEHKU U ITOUCK
pe3epBOB MOBHIICHUS Y3()(HEKTHBHOCTH
NeATEILHOCTH OPraHU3alliy, pa3padbaThiBaeT MEPhI
10 TIOBBIIIEHUIO KOHKYPEHTOCIIOCOOHOCTH.

UIIK-2.4 OdopmiseT TOKyMEHTAILHO PEIICHHS B
yIpaBJIeHUU ONEPALIMOHHOM (ITPOU3BOACTBEHHOM )
JeSTEIbHOCTH OpraHu3aluil Ipy BHEAPEHUU
TEXHOJIOTUYECKUX, IPOTYKTOBBIX MHHOBAIMNA WIIN
OpraHU3aIMIOHHBIX U3MEHEHUI.

2. Mecto aucunminHbl B ctpykrype OITOIIT
VyeOnas aucuumiauHa b1.B.09 «JlokyMeHTHpOBaHME YIPaBICHUYECKON 1€ATEIbHOCTH
OTHOCHUTCSI K 4YacTu (opMupyeMon ydacTHHKaMU OOpa3oBaTEIbHBIX OTHOIICHMN 1ukiIa b.l
«JlucuumimHbl (MOTY N )».

3. O0beM AUCHUIIMHBI B 32a4€THBIX ¢IMHUIAX ¢ YKA3aHMEM KOJIHYeCTBA aKAJAeMHUYeCKUX
4aC0B, BbIICJICHHBIX HA KOHTAKTHYIO pa0oTy 00y4YalIIHUXCs ¢ mpenojasaresieM (110 BUAAM
3aHATHIA) M HA CAMOCTOSAITEJIbHYI0 padoTy 00yYaromuxcst

OO6miast Tpya0eMKOCTh (00BbEM) ITUCHHUIUTMHBI «JlOKyMeHTHpOBaHUE YINpaBIEHYECKON
JIeATETbHOCTI COCTABISET 4 3aUETHBIC €UHULIBI.

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

Buj yueOHoii padoThI Beero Cemectput

4acos 7 -
AyIMTOpHBIE 3aHATHS (BCEro) 54 54 -
B ToMm umcne: - - -
Jlexuu 36 36 -
[TpakTuueckue 3austus (I13) 18 18 -
Cemunapsl (C) - - -
JlabopaTtopusie padoTs (JIP) - - -
CamocrosiTesibHas padora (Bcero) 54 54 -




B ToMm uucne: - - -
KypcoBoii mpoekT (pabota) - - -
KoHnTtponbhas pabota - - -
Pedepar 10 10 -
[ToaroroBka K MPakKTUYECKUM 3AHATUAM 34 34 -
TectupoBanue 10 10 -
Bug npomexxyTouHOM aTTecTaluy — S3K3aMeH 36 36 -
OO011ast TpyA0E€MKOCTb Yac / 3a4. efl. 144/4 144/4 -

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

o0yueHust
. Bcero Cemectpsl
Buj yueOHoit padoThl

4acos 8 -
AyauTopHbIe 3aHATHSA (BCero) 36 36 -
B ToM uucne: - - -
Jleknun 18 18 -
[Tpaktiueckue 3anstus (I13) 18 18 -
Cemunapsl (C) - - -
Jlaboparopusie padboTsr (JIP) - - -
CamocrosiTesibHas padora (Bcero) 72 72 -
B Tom uucne: - - -
Kypcogoii mpoekt (padota) - - -
Kontposnbnas padota - - -
Pedepar 10 10 -
IToaroroBka K MpakTUYECKUM 3aHATUAM 52 52 -
TectupoBanue 10 10 -
Bun npoMexyTodHO arTecTanuu — 3K3aMeH 36 36 -
OO011ast TpyA0EMKOCTh Yac / 3a4. efl. 144/4 144/4 -

4. Conep:xkanue TUCHUNTHHBI
4.1. Pa3znesbl TUCHUNIHHBI H TPYI0€MKOCTH 10 BUAAM y4eOHBIX 3aHATHI

Ounas popma 00yueHus

w2
= =:9 Bunabl yueOHbIX 3aHATHI, BKJIIOYAS
g E CaMOCTOSITEIbHYIO Pa0oTy 00y4aroumuxcs, 4ac
Ne Pa3nen/Tema S “‘é
n/n I[HCHHHJII/IHI)I E KonrakTHas paﬁoTa
= CamocTosiTe/Ib-
Bceero NpaKkTH4YeCKue Has paboTa
JeKIIH 3aHATHUSA 00y4aromuxcs
1. Beenenne. Tema 1. 3 - 4
JIOKyMEHTHPOBaHHUE 7
YIIpaBJIEHYECKOMN




n/n

Pa3zpen/rema
JAMcuunJIMHbI

Oo0mas
TPYAOEMKOCTH

Buabl y4eOHbIX 3aHATHI, BKIIOYAS
CaAaMOCTOSITEJIbHYIO Pa00Ty 00y4aromuxcs, 4ac

KonTakTHas padora

=]
)
@
g
=)

JICEKIIUH

MNPaAKTUIECKUE
3aHATUA

CamocrosiTe/ib-
Has padorta
00y4aromuxcst

nestenbHOCTU. TpeboBaHus
K ohopMIICHHIO
JTOKyMEHTOB

Tema 2. CucteMa
OpraHU3aIMOHHO-
pacropsIuTeIbHON
JIOKyMEHTAIUH.

Tema 3.
JIOKyMEHTUPOBaHHE
TPYIOBBIX
IIPABOOTHOILICHHH.

Tewma 4. JloroBopHO-
MpaBoOBasi JOKyMEHTAIIUS.
JIOKyMEHTBI
BHEUTHEAKOHOMUYECKOM
e TETbHOCTH.

Tema 5. Texnomornn
JIOKyMEHTallMOHHOT O
oOecrieueHus ynpaBiIeHUsl.

Tema 6. Cuctemsl paboThI C
KOHq)HI[GHHI/IaHI)HBIMI/I
AOKYMCHTaMM.

Tema 7. ApxuBHoe
XpaHeHue. DKCIepTru3a
LIEHHOCTH JOKYMEHTOB.

Tema 8. [lyTn BHenpeHUs
aBTOMAaTH3MPOBAHHBIX
CUCTEM
JTOKYMEHTAIHOHHOTO
o0ecrnieueHus ynpaBiaeHUs

10

Tema 9. OcHOBHEBIE KJ1aCChHI
TUPaKHO-3aKa3HBIX
ABTOMATHU3HPOBAHHBIX
CHCTEM
JIOKyMEHTAITMOHHOTO
oOecrnieueHus ynpaBiaeHUs

10

10.

Tewma 10. Kpurepun
aHaJn3a
aBTOMATU3MPOBAaHHBIX

10




Ne Pa3zpen/rema
n/n JAMcuunJIMHbI

Oo0mas
TPYAOEMKOCTH

Buabl y4eOHbIX 3aHATHI, BKIIOYAS
CaAaMOCTOSITEJIbHYIO Pa00Ty 00y4aromuxcs, 4ac

KonTakTHas padora

=]
)
@
g
=)

JICEKIIUH

MNPaAKTUIECKUE
3aHATUA

CamocrosiTe/ib-
Has padorta
00y4aromuxcst

CUCTEM
JOKYMEHTAIlMOHHOTO
o0ecrnieueHus yrnpaBiaeHUs

11. | Tema 11. Ananuz
XapaKTePUCTHK
aBTOMAaTH3MPOBAHHBIX
CHCTEM
JOKYMEHTAIIHOHHOTO
o0ecrieYeHns yrpaBIeHUsS

10

12. | Tema 12. Onenka

3¢ PEeKTUBHOCTH BHEAPEHUS
aBTOMATU3HPOBAHHBIX
CUCTEM
JOKYMEHTAIMOHHOTO

o0ecrieYeHns yrpaBIeHUsS

10

Bcero

108

36

18

54

IK3aMeH

36

Hrtoro

144

Ouno-3204Has popma o0yueHHust

Ooman
TPYA0EMKOCTH

Buabl y4eOHbIX 3aHATHI, BKIIOYAS
CaMOCTOSITE/ILHYIO PA00Ty 00y4aroIMXCs, 4ac

JIOKyMEHTAI1H.

Ne Pasznen/Tema
n/n I[p[cup[[[j[n]{],] KonrakTHast paﬁoTa
CamocrosiTe/ib-
Bcero NpPaKTHYeCKue Has padoTa
Jeiim 3aHATHUS o0yuawuuxcsi
1 Brenenue. Tema 1. 3 - 6
JlokymeHTupoBaHue 9
YIIPAaBJICHYECKOU
nesTenbHOCTH. TpeboBaHus
K 0(OpMIICHHIO
JTIOKyMEHTOB
2 Tema 2. Cucrema 3 3 6
OpraHU3alMOHHO- 12
pacnopsiAUTEeNbHON




Pa3zpen/rema
JAncuuniamHbl

Oo0mas
TPYAOEMKOCTH

Buabl y4eOHbIX 3aHATHI, BKIIOYAS
CaAaMOCTOSITEJIbHYIO Pa00Ty 00y4aromuxcs, 4ac

KonTakTHas padora

=]
)
@
H
=)

JEeKIMH

MNPaAKTUIECKUE
3aHATUA

CamocrosiTe/ib-
Has padorta
00y4aromuxcst

Tema 3.
JIOKYMEHTHPOBaHHE
TPYJIOBBIX
MTPABOOTHOIICHHH.

12

3

3

6

Tewma 4. JloroBopHO-
MpaBoOBasi JOKyMEHTAIIUS.
JIOKyMEHTBI
BHEITHEAKOHOMUYECKOU
e TETbHOCTH.

Tema 5. Texnomornn
JIOKyMEHTAallMOHHOTO
oOecrnieueHus ynpaBieHUsl.

12

Tema 6. Cuctemsl paboTHI ¢
KOH(l)I/II[eHHI/IaJIBHLIMI/I
AOKYMCHTaMMU.

12

Tema 7. ApxuBHoe
XpaHeHHe. DKCIepTU3a
LEHHOCTU JOKYMEHTOB.

Tema 8. [lyTn BHenpeHUs
aBTOMAaTH3MPOBAHHBIX
CUCTEM
JTOKYMEHTAIHOHHOTO
oOecrnieueHus ynpapiaeHUs

12

Tema 9. OcHOBHEBIE KJ1aCChHI
TUPaKHO-3aKa3HBIX
ABTOMATHU3HPOBAHHBIX
CHCTEM
JIOKyMEHTAIMOHHOTO
o0ecrnieueHus ynpapiaeHUs

12

10

Tema 10. Kputepuu
aHaIn3a
aBTOMAaTH3UPOBAHHBIX
cHCcTeEM
JOKYMEHTAIHOHHOT'O
o0ecrnieueHus ynpaBiIeHUs

12

11

Tema 11. Ananus
XapaKTEPUCTHK
aBTOMATU3HPOBAHHBIX
CHCTEM

12




Buabl y4eOHbIX 3aHATHI, BKIIOYAS
CaAaMOCTOSITEJIbHYIO Pa00Ty 00y4aromuxcs, 4ac

Oo0masn
TPYAOEMKOCTH

Ne Pa3zpen/rema
n/n I[HCIIHHJII/IHBI KoHTakTHan paﬁoTa
CamocTosiTe Ihb-
Bcero F— NpaKkTHYeCKue Has paboTa
3aHATHS 00y4aromuxcst
JIOKYMEHTAIMOHHOTO

o0ecrnieueHus yrnpaBiIeHUs
12 | Tema 12. Ouenka 12 3 3 6
3¢ PeKTUBHOCTH BHEIPEHUS

ABTOMAaTU3WPOBAHHBIX
CUCTEM
AOKYMCHTAITUOHHOT' O

o0ecrieyeHns yrpaBieHUs
Bcero 108 18 18 72

IK3aMeH 36 - - -
HToro 144

4.2. ConepxxaHue pa3iesioB IUCHUINIHHBI
BBenenue

CoBpeMeHHBII dTam  OOMIECTBEHHOTO PAa3BHUTHS, XapaKTEPU3YIOUIMKCS yriryOieHunem
SKOHOMHMYECKUX CBSI3ed U POCTOM B3aMMO3aBHCUMOCTH T'OCYIapcTB, OOBEKTHUBHO OOYCIOBIMBAET
HETNPEPBIBHOE BO3pACTaHKUE POJTH HH(POPMAIIUU B COIIMAIILHOM U TEXHIHYECKOM ITPOIIECCE, B PEIICHUN
r100anpHBIX MpoOsieM. JlOCTHKEHUsT HayYHO-TEXHMYECKOTO Mporpecca BO MHOTHX OTPacisix
o0ecreymsii BO3MOXXHOCTh TPAKTHYECKOW peanu3anuu uaeu (popMHUpPOBaHUS MHPOPMALHUOHHOTO
oO1recTBa.

B Hactosimee Bpemst HMH(OpMAIUsS paccMaTpUBAETCS KaK pecypc, KOTOPBIH, Kak |
TPaJULMOHHBIE DPECYpChl: TPy, DSHEPrusi, TOJEe3HbIE MCKOMAeMble, - MOXHO J0OBIBATH,
nepepadaThiBaTh, HCIOIB30BATh M PACHpPOCTpaHsaTh. OJHUM M3 HaAIMpaBICHUN HCIOIb30BaHUS
WH(GOPMAITMOHHBIX U KOMMYHHKAITHOHHBIX TEXHOJIOTUH B JIEATEIHHOCTH OPTaHOB I'OCY1apCTBEHHOM
BJIACTH, OpraHu3allMii W  NOPEIIPUSATHH  ABISIETCS  Pa3BUTHE  CUCTEMBI  AJIEKTPOHHOTO
JIOKYMEHTO00O0pOTa, CTaHJApTOB JEJIONPOU3BOACTBA M JOKYMEHTOOOOpOTa. AKTYalbHOCTh
COBEPILICHCTBOBAHUS TPAJAUIIMOHHOTO JIEIIONIPOU3BOJICTBA OOYCIIOBIMBACTCS HEOOXOIUMOCTHIO
NOBBIIEHUS d()PPEKTUBHOCTH YIIpaBIEHYECKON NEATENbHOCTH, YCKOPEHHS ABMKEHUS TOKYMEHTOB B
OpraHu3allii, YMEHBIICHHUS TPYJOEMKOCTH 00paboTkm mokymeHTOB. Co3qaHHas Ha OCHOBE
MEPCIIEKTUBHBIX MHPOPMAIIMOHHBIX TEXHOJIOTUN aBTOMATU3UPOBAaHHAS CHCTEMa JAeOMPON3BOICTBA
JOJKHA ~ TOBBICUTH  J€MCTBEHHOCTh  YIpaBJI€HUS 3a  cyeT  o0pa3oBaHMsS  €QUHOIO
JIOKYMEHTOOPUEHTHUPOBAHHOTO MH()OPMALMOHHOTO TMPOCTPAHCTBA, JAIOLIETO IOJb30BATEIAM
cpenctBa 3PGeKTUBHON COBMECTHOM pabOTHI C JOKYMEHTAMHU B JTIOOOM MECTE U B JTF000€ BpeMs.

[Ipenmer U CTpyKTypa MUCHMIUIMHBI «J[OKyMEHTHPOBaHHE YIPABICHUYECKOW AESTETHHOCTI.
Pomp  gokymeHTOoOOOpOTAa B YNpaBICHMHM ~ OPEANPUATHEM.  3HAUEHHUE  JTUCIUIUTAHBI
«JlokyMeHTHpOBaHNE YIPABIEHUYECKON JEATEILHOCTH» B TOATOTOBKE CIIEIHANCTa B 00JAcTH
MeHeKMeHTa. COBpeMEHHOE COCTOSIHUE JIOKYMEHTAITMOHHOTO 00ECTICUCHUSI YITPABIICHUSL.

Tema 1. JlokyMeHTHpPOBaHHUeE YIIPaBJICHYECKOM AesiTeJbHOCTH. TpedoBanus Kk
0(p)OpMJICHHIO TOKYMEHTOB.

I'ocynapcTBeHHas cucremMa JOKyMeHTalMoHHoro obecnieuenus ympasienus (I'CAOVY) - cBoa
nmpaBuji, YCTaHABJIIMBAIOIINWE CAWHBIC Tpe6OBaHI/I5I K JOKYMCHTHUPOBAHHIO YHpaBHeH‘IeCKOﬁ
JEeITeIbHOCTH M OpraHu3aiuy paboThl ¢ JOKYMEHTAMU Ha TPEANPUATHIX Pa3IUYHBIX OpraHh3a-
IMOHHO-TIPAaBOBBIX GopM. CocTaB yrpaBlieHUYECKUX JOKYMEHTOB. [IoHSITHE CHCTEM TOKyMEHTAITUH.
OYHKIIMOHAIBHBIE W OTpacieBble CHCTEMbl JOKYMEHTAIlMU. YHHU(UKALUS W CTaHAapTU3AIUS
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YIpaBJIEHYECKUX JTOKYMEHTOB. PeriaMeHTanys JOKyMEHTHPOBaHHsl YIPaBIEHUECKON ESTEIbHOCTH.
[TocTosiHHBIE ¥ IEpEeMEHHbIE PEKBU3UTHI U MpaBuia ux oopmienus. bianku u popmarsl JOKYMEHTOB.
Qopmynssp — oOpaser; OKyMeHTa. YTJIOBOE U TIPOAOJIBHOE PACIOJIOKEHHE PEKBU3UTOB.
YuaudunuposanHas ¢hopma JOKyMEHTa.

Tema 2. Cucrema OpraHu3alMOHHO - PACTIOPSAAUTEIBLHON JOKYMEHTAIlUH.

Cucrema OPJI. OcoOeHHOCTH M XapaKTEPHBIC YePThl OPraHU3aIMOHHO-TIPABOBBIX JTOKYMEH-
toB. CocraBieHue ¥ O(QOPMIIEHHE OCHOBHBIX OPraHM3alMOHHO-TIPABOBBIX JIOKYMEHTOB: YCTaB,
JIOJDKHOCTHAsI MHCTPYKLIUS, IIPaBUJIa BHYTPEHHETO TPYAOBOIO Paclopsika, ITATHOE pacluCaHue,
MIOJIOKEHHE O CTPYKTYPHOM MO/Apa3ACICHUN.

PacniopsaurensHas nokyMeHTanys. [IpyuHIUIbI cOCTaBiIeHuUs, CTaAUU TOArOTOBKH, BUSUPOBAHUS
U TOJIIMCAHUSl PACHOPSAUTENBHBIX TOKyMeHTOB. CocTaBieHrne u opopMIICHHE PacTiopsSIUTENbHBIX
JIOKyMEHTOB: IIpHKa3bl, PACIOPSKEHNS, IOCTAaHOBJICHUS], YKa3aHHs, PEILICHHS.

CripaBo4HO-MH(POPMALIMOHHBIE JOKYMEHTBI: aKT, JOKIagHas (cioyxeOHas) 3amicka, CIpaBKa,
IPOTOKOJI, CBOJKA, CiIy:keOHOe mucbMO. OcOOEHHOCTH O(OpPMIICHHUS, PA3HOBUIHOCTU M TOPSIOK
cocTaBieHusi akToB. [lopsloK cocTaBleHHs AaKTOB CBEPKUM pacyeToB MEXAY JeOUTOpaMu U
kpenutopamu. llpaBuiia npoBeneHMs] COBEIIAHMM KOJUIETMAIBHBIX OpraHoB, COCTAaBJIEHHE U
oopmIieHne NpOTOKOJIA.

Ciyxebnble nicbMa. Kitaccudukanys KoppecoHIeHIMN; UHUIIMATUBHASL U OTBETHAS JIEJIOBas U
KOMMepuecKas. SI3bIK 1 CTUIIb AET0BOM KoppecnoHAeHIMU. Tunoskle u TpadapeTHbie AeJI0BbIe MUChMA.
WHumaTuBHBIE U OTBETHBIE CITy)KeOHbIE MUchbMa. [IrchMa 3armpockl ¥ MMChMa OTBETHI OpPraHU3aIfii-
KpeauTopoB. THITOBbIE TapaHTUIHBIE TTHICbMA OT OpraHu3aluii (rapaHToB)

[TnanupoBanue AEATEIBHOCTH YUPSKACHHS - BaKHEHIIAs (QyHKIUS yIpaBIeHUs, TO3BOJISIONIAs
cienath paboTy y4YpeKAeHUS MakcUMallbHO 3(dekTrBHON. OCOOEHHOCTH IUIAHOBBIX JOKYMEHTOB.
[TnaHoOBBIE TOKYMEHTHI: IUIaH, IEPCIIEKTUBHBIN IIIaH, IPOrpaMma, Tpaduk, CXeM reHepasbHas cCXeMa.
OrtpacneBble IUIaHBI W OporpaMMbl. DOpMbI OTYETHOM JOKyMeHTalmu. OTyeTHas M OTYETHO-
CHpaBOYHAast JOKYMEHTALHS.

Tema 3. /lokyMeHTHPOBaHUEe TPYAOBBIX IPABOOTHOIIIEHU

JIoKyMeHTHpOBaHHE PabOTHI ¢ TMepcoHAIOM. [IOHATHE M CTPYKTypa NMEpCOHATBHBIX TaHHBIX.
TpeboBanus k 06paboTKe U Mepeaade NepcoHaNbHBIX JaHHbIX. CTPYKTypa KaapoBoi U (hopMaLlMOHHO
- JIOKyMEHTAllUOHHOM CUCTEMBL. XapaKTEpUCTHKAa KOMIUIEKCOB KaJpOBOH JOKyMEHTAIUH.
YHaudunmpoBanHsie (GOpMbI MPUKA30B M0 JIUYHOMY COCTaBy. JlOKyMeHTalust 1Mo ydery pabodero
BpPEMEHU UM PacueToB € MEPCOHANIOM I10 oriare Tpynaa. [lpaBuna BeneHus TpyaoBbIX KHIKEK. CocTaB
NpoLEAyp U JOKYMEHTHUPOBAHUE INpPHEMA, MEPEBOMA, YBOJIBHEHMS nepcoHana. [Ipomecc 3ammTel
NEPCOHAIBHBIX JJAHHBIX B KaJIpoBOi ciryk0e. OCOOEHHOCTH XpaHEHUs KaJIpOBOM JJOKYMEHTALIH.

Tema 4. /loroBopHO-nIpaBOBasi JOKyMEHTALMSA.
JIoKyMeHTbI BHEIIITHeIKOHOMMYECKOii 1esITeJIbHOCTH
OcoOeHHOCTH cOCTaBIEHUsI M OQoOpMiIeHHs J0roBopoB. PasHoBuaHocTH moroBopos. Co-
rnamenue. KosekTBHBIN TOroBOp, TPYIOBOM JOroBOp. [[oroBop mocTaBKu, apeH ibl, OKa3aHUs yCIYT.
PexBu3uTHI 1OrOBOpa M NMPaBUiIa UX PETUCTPALIUU.

JIOKyMeHTBI, O(QOPMIISIOIIME BHEIIHETOpropble caenku. Crenudukanyuy, KOHOCAaMEHTHI,
KOHTpakThl. KoMMepueckas mepenucka BO BHENTHEOKOHOMUYECKOHN nesTenpHOCTH. HazHaueHue u
oopMiIeHIE KOMMEPUYECKHUX ITUCEM B 3apyOEKHOM MPaKTHKE.

IIperensnonnble a0KyMeHTHI. KanoObl, oOparieHus, NpemioxkeHus rpaxaad. Jleronpous-
BO/JICTBO I10 TUCbMEHHBIM OOpAIIEHUSIM IpaskaaH.

Tema S. TexH0JI0THH JOKYMEHTALMOHHOI0 00ecreYeH sl YIIPaBJICHHA

Opranmszanust  gokyMeHTooO0poTa. [loHSTHE ITOKYMEHTOOOOpOTa, €ro KOJMYECTBEHHBIE H

KAQUECTBEHHBIC XapAKTEPUCTHKU. TEXHONOrHU OOpaOOTKU BXOIAIIMX, BHYTPEHHHX M HCXOISIIMX

JIoKyMeHTOB. Ontumusanus aoKymeHTooOopora. Peructpamms noxkymeHnToB. Dopmbl M MpaBHiia

peructpaunu. KoHTponab MCHONHEHUS NOKyMEHTOB. DyHKIMHM, 3aJa4d M LEend KOHTpossd. Cpoku

UCITIOJTHEHUSI JIOKyMEHTOB. EjMHBIE M JIeTalbHO perjiaMeHTHpOBaHHbIE TpaBWiaa paboOThl C
YIPaBIEHYECKUMH TOKYMEHTAMU B OpPraHU3ALIH.

Tema 6. Cucrema padoThI ¢ KOH(PHICHIHAIbHBIMHA JOKYMEHTAMHU

Pernamenranus coctaBa KOH(UAECHIMAIBHBIX CBEICHUH M JOKYMEHTOB. IloTOkM KOHOH-

JEHIIMAIbHBIX JOKyMEHTOB. TexHonornyeckas cucreMa o0padoTKu KOH(PUICHIINAIbHBIX JOKYMEHTOB.
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®opmupoBanue, 0pOopMIIEHHE U XpaHEHHE JIENT, COAEPKAIUX KOH(PHICHINAIbHbBIE CBEICHUS.
Tema 7. ApxuBHOe XpaHEHUH TJOKYMEHTOB. JKCIIEPTH3a IEHHOCTH IOKYMEHTOB

OHGpaTI/IBHOG, TCKYIICC U MOCTOSIHHOC XPAaHCHUC NOKYMCHTOB. CI/ICTeMaTI/BaI_II/ISI JOKYMCHTOB.
[Tpunnuner dopmupoBanus aen. OdopmieHue U BeIeHME HOMEHKIATyphl jAen. Tunosble U
HHIANBUAYAJIbHBIC HOMCHKJIATYPBI OCII. Onucu PI(SAI @OpMBI HCIOJIb30BaHUsd OOKYMCHTOB U3
apXuBHOro (oHja opranu3ay. OLeHKa 3HaUMMOCTH JOKYMEHTa U CPOKOB UX XpaHeHus. [IpuHuunmnb
" KPpUTCPHUU OLUCHKU 3HAYUMOCTH. 3KCH€pTHBIC KOMHUCCHH.

Tema 8. IlyTu BHepeHHs1 ABTOMATU3UPOBAHHBIX CHCTEM
JAOKYMEHTAIIMOHHOI'0 00ecrieYeHUsl yIpaBJIeHus.

CoBpemennbie o(hucHbIe HHPOpMAMOHHBIE TexHOMornu. CTparerun pa3paboTKH peanr3anuu
COBPEMEHHBIX MH(POPMALIMOHHBIX TEXHOJIOTHH B YIpaBlIeHUECKOH AesTenbHOCTH. Llenu coznanus u
BHEJIPEHHS KOMIUICKCHBIX CHCTEM aBTOMATH3alUH JOKYMEHTAIMOHHOTO O0ECIHEYEeHHUsS YIpaBICHUS.
@DyHIaMeHTalIbHbIe TPUHLMIIBI CO3/IaHUs CUCTEM MH(DOPMALIIOHHOIO 00eCIIeueHusl.

Tema 9. OcHOBHBIE KJIaCChI THPAKHO-32AKA3HBIX ABTOMAaTH3HPOBAHHBIX CHCTEM
JAOKYMEHTAIIMOHHOI0 00ecrie4eHUsl ypaBJIeHus

OCOOEHHOCTH COBPEMEHHOTO pBIHKA MPOrPAMMHBIX CHUCTEM B 00JacTH aBTOMAaTH3alUU
JIETI0ONPOU3BOACTBA U JOKyMEHT0000poTa. COCTaB THIIOBBIX BO3MOXHOCTEN KOMITBFOTEPHBIX IPOrPaMM
[0 aBTOMAaTHU3allMM JIOKYMEHTAllMOHHOro oOecrieueHusi ympasieHus. CTpyKTypHas cxema
aBTOMATHU3UPOBAHHOM CHUCTEMbl JIOKYMEHTAIIMOHHOTO OOecredeHHs YIpaBlIeHUs OpraHu3allyu.
BO3MOXXHOCTH CHCTEMBI TIOIHOCTBIO PCaIM30BaTh MYJIbTUMECAUACPCAY MJIA XPAaHCHUA Pa3IMIHOTO
pozia NPUJIOKEHUH, JOMOJIHEHUH M WUTIOCTpAalMid K AOKyMeHTaM ((oTo-, ayquo-, BUIeo(hOpMAaThI).
XapaKTepI/ICTI/IKa OCHOBHBIX AaBTOMATHU3UPOBAHHBIX CHUCTCM HOOKYMCHTAIIMOHHOI'O obecrieueHus
YIIPaBJIEHHUS.

Tema 10. Kputepun aHa/iu3a aBTOMATH3HPOBAHHBIX CHCTEM
JOKYMEHTAILIMOHHOI'0 00ecrieYeHus1 yIpaBJIeHHs.

Ananmms aBTOMaTI/I3I/Ip0BaHHOI\/JI CUCTEMbI JOKYMCHTALIMOHHOT'O obecrieueHust YIpaBJICHUA Ha
OCHOBE (DYHKIMOHAIBHBIX cucrteM. lIpuBeneHHblE K €IUHOMY BHIY (DYHKLIMOHAIbHBIE CXEMBI
ABTOMATHU3HUPOBAHHBIX CUCTEM JOKYMCHTAIIMUOHHOI'O obecrieueHust YIIpaBJICHUA. KpI/ITCpI/II/I OLICHKHU
ABTOMATHU3UPOBAHHOM CHCTEMBI JOKYMEHTAIIMOHHOTO 00€CIIeYEeHHsI YIIPaBICHHUS.

Tema 11. AHA/IM3 XapaKTePUCTHK ABTOMATH3HPOBAHHBIX CHCTEM JOKYMEHTAIMOHHOTO
olecrieyeHusl ynpaBJieHUs

MeponpusiTisi 1O BBIOOPY CHCTEM aBTOMATH3AIlMM JOKYMEHTAITMOHHOTO OOECTICUeHUs
ynpaBieHus.  OCHOBHbIE  KAayeCTBEHHbIE  MapaMeTpbl  (YHKIMOHAIBHBIX  XapaKTEePUCTHK.
KomndgecTBennsie 9KCILTyaTalluOHHBIC napamMeTpul aBTOMaTI/I3I/IpOBaHHOI\/'I CUCTEMBI
JIOKyMEHTAllMOHHOro obecriedeHus ynpapieHus. CpaBHUTENbHBIA aHAIM3 aBTOMAaTU3MPOBAHHBIX
CHCTEM JOKYMEHTALMOHHOIO 00ECTIeUeHNs YIIPaBICHHSL.

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

OkoHOMUYecKas 3(PEKTUBHOCTb BHEAPEHNST ABTOMATH3UPOBAHHBIX CUCTEM JIOKYMEHTALIOHHOTO
obecrieueHHsl YTPaBJIEHHUS — 3TO KOJIMYECTBEHHAs CTOMMOCTHas OleHKa 3(¢eKra OT NpOBEICHUS
MEpOIPUSITHI IO aBTOMATH3alMi MH()OPMALIMOHHOTO 00ecTieyeHHsl OpraHu3ati. MeToiuky pacuera
Bq)q)eKTI/IBHOCTI/I MO0 BHCAPCHHUIO ABTOMATH3UPOBAHHBIX CHCTEM OJOKYMCHTALIMOHHOT'O obecrieueHus
YTIpaBJIEHHUSI.

4.3. IlpakTuyeckue 3aHATHS / 1a00paTOPHbIE 3aHATHSA

Ounas ¢popma o0ydeHus1

3ansaTue 1. Cucrema opr aHI/I3aI_II/IOHHO-paCHOPHZ[HTCHLHOﬁ JAOKYMCHTAIUH.

3ansatue 2. JJo0KkyMEHTHPOBaHUE TPYIOBBIX ITPABOOTHOILICHHH.

3anstue 3. TeXHOIOruu TOKyMEHTAllMOHHOTO 00eceYeH s yIpaBIeHUS.

3ansatue 4 Crucremsl paboThI ¢ KOHPUAECHIMATEHBIMU JOKYMEHTAMH.




3anstue 5. [lytu BHEIpeHNs: aBTOMAaTU3UPOBAaHHBIX CUCTEM JOKYMEHTALMOHHOIO
obecrieyeHys1 yIpaBIeHUs

3ansTre 6. OCHOBHBIE KJIACCHI TUPAYKHO-3aKa3HBIX aBTOMaTU3UPOBAHHBIX CUCTEM
JIOKYMEHTALIOHHOIO 00ecreueH s yIpaBieH s

3ansitue 7. Kpurepun aHammisa aBTOMaTH3UPOBAHHBIX CUCTEM JIOKYMEHTAIIMOHHOTO
o0ecrieueHus1 yIpaBlIeHUs

3ansiTre 8. AHaIM3 XapaKTePUCTUK aBTOMATHU3UPOBAHHBIX CUCTEM JIOKYMEHTAIIMOHHOTO
obecrieueHus ynpaBieHHs

3anstue 9. Onenka 3pQeKTUBHOCTH BHEPEHUSI aBTOMAaTU3UPOBAHHBIX CUCTEM

JOKYMCHTAIITMOHHOI'O obecrieyeHus YIIPaBJICHUA

OuHo-3a04Hast popma oOyueHHnst

3anstue 1. Cucrema opraHu3aliOHHO-PACIIOPSIIMTENbHON JOKYMEHTALIUH.

3anstue 2. JIokyMEHTHPOBaHHE TPYOBBIX IPABOOTHOIICHHUH.

3anstue 3. TexHogorunu AOKYMCHTAlITUOHHOT' O obecrieueHus YHpaBJICHU.

3anstue 4. Cucrembl paboThl ¢ KOH(UIEHIMATbHBIMU JJOKYMEHTaMU.

3anstue 5. [lytu BHEIpeHrs: aBTOMAaTU3UPOBAHHBIX CUCTEM JJOKYMEHTALMOHHOIO
o0becrieueHus yrpaBlIeHUs

3ansarre 6. OCHOBHEIEC KJ1acChl THUPAKKHO-3aKa3HbIX ABTOMATH3HPOBAHHBIX CHCTEM
JAOKYMCHTATUOHHOT'O oOecIieyeHus YIIpaBJICHHUS

3ansrue 7. KpI/ITCpI/II/I AHaJIM3a aBTOMATU3HPOBAHHBIX CUCTEM JOKYMCHTAIIMOHHOI'O
o0OecrieueHus yrpaBJIeHUs

3anstue 8. OueHka 3pQEeKTUBHOCTH BHEPEHUSI aBTOMaTU3UPOBAHHBIX CUCTEM

JAOKYMCHTAITUOHHOT'O o0ecIieyeHus YIIpaBJICHHUS

5. YueOHo-MeTOoAMYeCKOEe M HH(POPMALMOHHOE 00ecieYeHre JUCIUILIMHBI

5.1. OcHoBHas JuTEpaTypa

1. bBacakoB, M. U. JlokymeHTanmoHHoe oOecnieueHue ympasieHus : ([lemonpousBoacTBo) :
yueOnuk / M. U. bacakos. — 2-e uzn., uct. u gomn. — Pocros-na-Jlony : ®enukc, 2013. — 352
c. : w1 — (Cpennee nmpodeccuoHanbHOe 00pa3oBaHue). — Pexum 10cTyma: 1o Mojamnucke. —
URL: https://biblioclub.ru/index.php?page=book&id=271490

2. Eropoma, JI. b. JlokymeHTanmoHHoe obecnedyeHue ympasieHus (JlokymeHTOBeneHue.
OCHOBBI JIEIONPON3BOJICTBA): DIEKTPOHHOE yueOHoe mocobue : yuebHoe mocodue / JI. b.
Eroposa. — Cankr-IlerepOypr : U0 CII6YTYuD, 2008. — 410 c. — ISBN 978-5-94047-
580-4. — Texkcr : anexkTpoHHbl // JlaHb : 310eKTpoHHO-OMOMMOTEeyHas cucrema. — URL:
https://e.lanbook.com/book/63757

3. OpraHuzanus U TEXHOJIOTHS JOKYMEHTAIIMOHHOTO O0ECTICYeHHS YIIPABJICHHS : SJIEKTPOHHOE
yuebHoe mocobue : [16+] / coct. C. E. Mumenun ; KemepoBckuili rocyaapcTBeHHBIN
yHUBEpcUTET, MHCTUTYT HUCTOpPHH, TOCYAapCTBEHHOTO YIIPABJICHUS U MEXIYHAPOIHBIX
oTHouleHui [u Ap.]. — KemepoBo : KemepoBckuii rocyaapcTBeHHbld yHUBEpcuTeT, 2017, —
478 C. — Pexum JOCTyTa: o IIOJIITACKE. —
URL: https://biblioclub.ru/index.php?page=book&id=481592

5.2. lonotHUTEIbHAS JIUTEPATypPa

1. KynseB, H. H. JloxymenroBenenue : yueOHuk / H.H.Kynses, /. H. Ypanos,
A.T. ®abpuunoB. — Mocksa : Jloroc, 2011. — 356 c. — (HoBast yHuBepcuterckas Oubimmoreka). —
Pexxum noctymna: mo nmoamucke. — URL: https://biblioclub.ru/index.php?page=book&id=84880
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2. SlaxoBuy, 1. A. Jlenonpous3BoacTBO B KapoBoii ciyxkoe : yueOHuk / L. A. SIHkoBUY. —
Mocksa : FOnutu-Jlana, 2017. — 161 c. : cxem., Tabna. — Pexxum moctyma: mo noamucke. — URL:
https://biblioclub.ru/index.php?page=book&id=685463

5.3. JIunieH3M0HHOE MPOrpaMMHoe obecriedeHue
Microsoft Windows 10 Pro
Microsoft Office 2007

N —

5.4. CoBpemennbie mnpodeccuoHAJbHbIE 0a3bl JAHHBIX M HH(OPMAIMOHHbIE
CIIPaBOYHbIE CHCTEMBbI
1. KommnprotrepHbie HHGOPMAIIMOHHO-TIPABOBBIE CUCTEMbI « KOHCYIIbTaHT»
http://www.consultant.ru, «I"apanT» http://www.garant.ru.
2. OdunuaabHbIi HHTEpHET-TIOPTA IPaBoBOi nHpopManuu http://pravo.gov.ru.
3. Cnyx0a TeMaTH4YeCKNX TOJKOBBIX cioBapeit http://www.glossary.ru/
4. lleHTp KOMIIETEHIIMU IO BOTIPOCaM JIOKYMEHTAIIHOHHOTO O0CSCIICYCHHUSI YIIPABICHHS U aPXUBHOTO
nena, « QHIMKIONEANS 1eIonponu3BoacTBay http://www.edou.ru/enc/
5. Hayunas snektponHas 6ubnmoreka http://www.elibrary.ru
6. ObC «YHuBepcuteTckas onbnanorexa onnaita» https://biblioclub.ru/index.php
9. Hayunas snextponnas 6ubnuoreka «KubepJlenunka» https://cyberleninka.ru/
10. AxMUHUCTPATUBHO-YIIpaBIeHYECKUI IopTal http://www.aup.ru/
11. OBC «Jlanb» https://e.lanbook.com/

6. MaTepuaibHO-TEXHUYECKOE O0ecnedeHne T CHUIIUHbI

1. JlekumoHHas ayAauTOpus, ayaUTOpUs Jid TPYNIOBBIX W HMHAMBUAYAJbHBIX KOHCYJIBTALIMM,
OCHAII[EHHAs] KOMIUIEKTOM MeOenu Juisi y4eOHOro Imporiecca, Y4eOHOH IOCKOW, MepCOHATBHBIM
KOMIIBIOTEPOM, IIA3MEHHOM MaHEbIO.

2. Aynurtopusi I MPOBEACHUS MPAKTUYECKUX U CEMHHAPCKUX 3aHATHUN, TEKYIIEro KOHTPOJIS U
MIPOMEKYTOUHOM aTTecTalliy, OCHAIIEHHAs! KOMIUIEKTOM MeOenu A yueOHoro npoiecca, yueOHoit
JIOCKOM, IEPCOHAIBHBIM KOMITBIOTEPOM, IIJIA3MEHHOW MMAHEINBIO.

3. AynuTopus JUisi CaMOCTOSITeNIbHOM paboThl CTYAEHTOB, OCHAIIEHHAs KOMILJIEKTOM MeOenu s
y4eOHOro Tmporecca, y4eOHOW JIOCKOW, MEepPCOHAIBHBIMA KOMIIBIOTEPAMU C BO3MOXKHOCTBIO
MOJKIIIOUeHUs K ceTH «HTEepHET» U IOCTYNOM K 3JIEKTPOHHON HHPOPMAIIMOHHO-00pa30BaTeIbHON
cpene YHUBEpCUTETA.

7. MeToauuecKue PEKOMEHIAIUH IO OPraHu3alu U3yYCHUS TUCHUIIJINHBI

7.1. MeTroanuyecKkue peKOMEHIaluH MPenoaBaTe/o

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

JqucuummHa — «/loKyMEHTHpOBaHHME  YIPABIEHYECKOW  JEATENBHOCTH»  SIBISETCS
JTUCHUTITNHOMN, (Qopmupyromieit y oOydaronuxcst yactudHo kommeteHinuio [1K-2. B ycmoBusx
KOHCTPYUPOBaHMUsI 00pa3oBaTeIbHBIX CHCTEM Ha NPUHIMIAX KOMIIETEHTHOCTHOIO TOAX0Ja
IIPOM30ILIO KOHIIETITYaJIbHOE U3MEHEHHUE POJIM MPEenojaBaTelis, KOTOPbIM, HapsALy ¢ TpaJAuLMOHHON
pOJIbI0 HOCUTENs 3HaHUM, BBINONHSAET (DYHKUHUIO OpraHM3aTopa HAyYHO-TIOMCKOBOH pPabOTHI
oOyudaronierocsi, KOHCyJbTaHTa B MPOIeaypax BbIOOpa, 00pabOTKU U MHTEPIIpETAllMKM UH(DOpMALIUH,
HEOOXOIMMOM JIJISl TPAKTUYECKOTO JCHCTBHS U JAIbHEHIIEro pa3BUTHS, YTO JOJDKHO 00s3aTeNbHO
YUUTHIBATHCSI TMPU MPOBEACHUM JIEKIMOHHBIX M MPAKTUYECKUX 3aHATHH 10 JAUCHHUIUIMHE
«JlokymMeHTHpOBaHNE yIPaBIEHUYECKON AESITEILHOCTI.

[IpenomaBanme  TeopeTHUECKOro  (JEKIMOHHOIO)  Marepuajga 1o  JUCIUIUIMHE
«/lokymMeHTHpOBaHME  YINpPaBICHUYECKOM  JESITEIBHOCTH»  OCYLIECTBJISETCI  HAa  OCHOBE
MEXIUCUUIUIMHAPDHOM HHTErpalid M YETKUX MEXKJIUCUUIUIMHAPHBIX CBSI3ed B paMKax
o0pa3oBaTeNbHON MPOTrpaMMBbl U y4eOHOTO TuIaHa 1o HanpasieHuo 38.03.02 MeHeKMeHT.
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[TonpoOHOE conmepkaHHWe OTIENBHBIX PA3feNioB  TUCHUIUIMHBI  «JlOKyMeHTUpOBaHUE
YIIPaBJICHUYECKOM IEATETLHOCTH)» pacCMaTpUBaeTCs B 1.5 pabodeii mporpaMmel.

MeTtoka onpeielIeHHsl ITOTOBOTO CEMECTPOBOTO PEHTHHTA 00YYArOIIET0Cs 110 JTUCIUILTNHE
«JloKyMEeHTHpOBaHUE YIPaBICHYECKON JIeSITENbHOCTH» TpeAcTaBiieHa B cocrae POC mno
JUCLUIUIMHE B I 8 pabouell IporpaMMBl.

[IpumepHbIe BapuaHTBl TECTOBBIX 3a/laHUN U TeMbl pedepaToB A TEKYIIEro KOHTPOJS U
nepeveHb BOIPOCOB K 9K3aMEHY 0 TUCHUIUIMHE TaKXKe MPEICTaBlIeHbI B 1 § paboueil mporpaMmBbl.

[lepeueHr OCHOBHOM U [IOMOJHUTENBHOM JUTEpaTyphl U HOPMATHUBHBIX JOKYMEHTOB,
HEOOXOJUMBIX B XOJ€ MpernojaBaHus TUCHUILUIUHBI «J{OKyMEHTHpOBaHHE YNpPaBICHUYECKON
JeATeTbHOCTHY, TMPHUBEIEH B I.8 HacTosied paboueid mporpammsbl. IlpemonaBarento ciemyet
OpPUEHTUPOBATH OOYYAIOIIKXCS HA UCIIOJIb30BAHUE MIPH MOJATOTOBKE K MPOMEXKYTOUHOM aTTecTaluu
OPUTMHAJILHON BEPCUU HOPMATUBHBIX IOKYMEHTOB, ACHCTBYIOLIUX B HACTOAIIEE BPEMS.

7.2. MeToan4eckue yKa3zaHus 00y4a0IIMMCs

[Tonyyenue yriayOieHHbIX 3HAaHMH 1O JUCHMIUIMHE JOCTUIaeTCsl 3a CYeT aKTUBHOMU
CaMOCTOSITENIbHOW paboThl 0Oydarommxcs. Beinensempie yachl 1e1eco00pa3Ho HCIONb30BaTh IS
3HAKOMCTBA ¢ y4yeOHOM M Hay4yHOW JMTEpaTypol Mo mpobiieMaM AUCUUIUIMHBI, aHAJIU3a HAy4HBIX
KOHILEITLIHM.

B pamkax QUCHMIUIMHBI IPEIYCMOTPEHBI pa3indHble (JOPMbI KOHTPOJIS YPOBHS JOCTHKCHUS
00y4aroIUMUCS 3asIBJIEHHBIX HHANKATOPOB OCBOEHUS KOMIETeHIUH. PopMma TEKYIEro KOHTPOJIS —
aKkTUBHas paboTa Ha NPAKTUYECKUX 3aHATUAX, MOArOTOBKAa pedepara u TectupoBaHue. dopmoii
IIPOMEXYTOUYHOTO KOHTPOJII IO JaHHOW JUCUMIUIMHE SIBISETCS SK3aMEH, B XOJ€ KOTOPOIo
OLICHUBACTCA YpPOBEHb JIOCTHXKEHUS OOydYalOUIMMUCSA 3aABJICHHBIX HHIAMKATOPOB OCBOEHHUS
KOMITIETECHIIH.

MeToanyeckne yka3aHusi 10 OCBOCHUIO JUCHUIIINHBIL.

JICKIIMOHHbBIE 3aHATUSL TPOBOAATCS B COOTBETCTBUU C COJEpPKAHHWEM HACTOSAIICH pabodeit
POTrpaMMbl U IPEACTABISIOT COO0M N3TI0KEHUE TEOPETUUECKUX OCHOB TUCIUILIMHBI.

[Tocemenue NEKIMOHHBIX 3aHATUH SIBIISIETCS 00S3aTEIbHBIM.

KoHcnektupoBaHue JEKIMOHHOIO MaTrepuajga JOIYCKaeTCsl KakK INHCbMEHHBIM, TaK U
KOMIIBIOTEPHBIM CIIOCOOOM.

PerynspHoe moBTOpeHHE MaTepuana KOHCIIEKTOB JIEKIMHA 10 KaKIOMY pasZelly B paMKax
MOJArOTOBKM K TEKyIIUM (opMaM aTTecTallMM MO JUCHMIUIMHE SBJISETCS OJHUM M3 BaXKHEHIINX
BUJIOB CaMOCTOSITEIbHON pabOoThl CTYACHTA B TEUCHHE CEMECTpa, HEOOXOIUMMOMN JUIsl Ka4eCTBEHHOM
MOJIFOTOBKU K MPOMEXKYTOYHOM aTTeCTalH 110 AUCLHUIIINHE.

ITpoBeneHne NPaKTUYECKUX 3aHATHI MO JUCUMILINHE «J[OKyMEHTHMpOBaHUE yNPABICHUYECKON
JESITEIbBHOCTHY OCYIIECTBIISIETCS B CIEAYIOIUX popmax:

— aHanM3 MpaBoBOM 0asbl, pErIAMEHTHUPYIOLIEH MAEATeNbHOCTh OpraHU3alUil  pa3IuYHbIX
OpraHU3al[MOHHO-TIPABOBBIX (GOPM;

— Ompoc IO MarepuajiaM, PacCCMOTPEHHBIM Ha JIEKUUSIX M H3YYEHHBIM CAMOCTOSATEIBHO IIO
PEKOMEHI0BAaHHOM JIUTEPATYPE;

— PCHICHUC THUIIOBBIX PACUYCTHLIX 3aJia4 110 TCMaM;

— aHanM3 ¥ 00CyX/IeHNE NPAKTUUECKUX CUTYalil 110 TeMaM.

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

[TonroroBka K MPakTUYECKUM 3aHITHUSIM 00s3aTeNIbHO BKJIIOYAET B ce0s N3yUeHHE KOHCIIEKTOB
JIEKIIMOHHOI'O0 MaTepHualla ¥ peKOMEHI0BAaHHOM JINTEPaTyphl Ul aJeKBaTHOIO IIOHUMAHHUS YCIIOBUS
U crocoba pelleHus 3aJaHui, 3aJlaHUPOBAaHHBIX MpenojaBaTesieM Ha KOHKPETHOE MPaKTHUYeCKOoe
3aHATHE.

MeTonuueckre  yKa3aHMsl 110 BBINOJHEHUIO  Pa3iWyHbIX  (HOpM  BHEayJIUTOPHOU
CaMOCTOSTENILHOW PabOTHI

W3yueHne OCHOBHOU W JIONOJIHUTEJIBHOW JUTEPATYPHI, d TAaKXKE€ HOPMATUBHO-IPABOBBIX
JTOKYMEHTOB 110 JUCLUIUIMHE IPOBOIAUTCS HA PETYJSIPHOM OCHOBE B pa3pe3e KaXAoro pasieia B
COOTBETCTBUU C IMPUBEIEHHBIMU B 1.5 pabouell mporpaMMbl PeKOMEHJAUSAMH JJi MOATOTOBKH K
IIPOMEKYTOUHOM  aTTeCTald 10  JUCHUIIIMHE  «JlOKYMEHTHpOBAaHHE  yIIPABJICHYECKOU
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nesTebHOCTH». CIUCOK OCHOBHOM W JIOTIOTHUTEIHHON JINTEPATYPHI U 00S3aTENBHBIX K H3yUYEHUIO
HOPMATUBHO-TIPAaBOBBIX JOKYMEHTOB [0 AMCLUMIIMHE TNpUBENeH B 1.7 Hacrosieid paboueit
nporpammel. ClienyeT OTAaBaTh NPEANOYTEHUE M3YUYCHHI0 HOPMATHUBHBIX JIOKYMEHTOB TIO
COOTBETCTBYIOIIUM pa3/iesiaM TUCIUIUIMHEI IO CPAaBHEHUIO C UX a/IallTUPOBAHHON MHTEpIpeTanuei
B yueOHOM JUTEpaType.

Pemenuie 3aau B paspe3e pas[esioB AUCHUILIMHBL «/[OKyMEeHTHpoBaHME YNpaBICHUYECKOI
JESITEIILHOCTHY SIBIISIETCSI CAMOCTOSITENILHOM paboToi o0yyaromerocst B popMe JOMAITHETO 3a1aHUS
B CIIy4asiX HEJIOCTaTKa ayAUTOPHOIO BPEMEHHU Ha MPAKTUUYECKUX 3aHATHUSAX VIS PELICHUs BCeX 3ajiay,
3aIJIaHUPOBAHHBIX MPEIo/IaBaTeIeM, MPOBOISAIIUM MIPAKTUUECKHIE 3aHATHS 110 TUCHUTUIMHE.

Mertoanyeckue yKa3aHus Mo MOArOoTOBKE K MPOMEXYTOYHOM aTTecTaluu

[IpomexyTouHass arrecTanus IO AUCHUILIMHE «J{OKyMEHTHpOBaHHE YNpaBICHUECKON
JESTEIILHOCTH» MPOXOTUT B GopMe 3Kk3aMmeHa. [IpuMepHBIi mepedeHb BOIMPOCOB K AK3aMEHY IO
JTUCIUILINHE «/OKyMEeHTHpOBaHHE yNpPaBICHUYECKON AESITENbHOCTH» M KPUTEPUH OLEHKH OTBETA
oOyyaromierocs Ha 3K3aMEHE Ui LeJed OLEHKH JOCTH)KCHHS 3asBJICHHBIX WHIUKATOPOB
c(hopMUPOBAaHHOCTH KOMMETeHIMH npuBeaeHbl B coctabe POC mo auciuiummee B 1 8§ pabodeit
MIpOrpaMMBbl.

OOyyaromuiicst JOMycKaeTcsl K MPOMEKYTOYHOM aTTeCTalluy M0 JUCLUILTUHE HE3aBUCHUMO OT
Pe3yNbTaTOB TEKYILLEr0 KOHTPOJIS.

8. DoHJ 01LIEHOYHBIX CpeaCTB IO TUCHUIIJIUHE

8.1. IlepeyeHb KOMIETEHIHI € yKa3aHMeM 3TanoB UX (OPMHPOBAHUS B IpoLecce
OCBOEHHUS TUCUUILUINHBI. DOPMBI KOHTPOJIsS (POPMHUPOBAHUSA KOMIIETEHIH I

Koa u HNHaukaTopbl JOCTHKEHUS JTansl
HAHMMEHOBaHUe KOMIIeTEeHIIUN ¢popmupoBanus
. dopmMa KOHTPOJIA
KOMIIeTeHIH i (pa3nennbl
AMCLHUNJIMHBI)
[TK-2 Cnocoben NIIK-2.4 Odopmmusier [IpomexxyTouHbIN
pa3paboTaTh JIOKYMEHTAJIbHO PEIICHUS B KOHTPOJIb:
s exTrBHYIO YIPaBJICHUH ONEPAMOHHOM 3K3aMEH
CHUCTEMY (TIpOM3BOICTBEHHO ) Tekymmit
CTUMYJIMPOBAHUS JeATEIbHOCTH OpraHu3alui KOHTPOJIb: Tembr 1-12
Tpyna TIpU BHEJPCHUH OTIpoC Ha
TEXHOJIOTMYECKUX, MPaKTUYECKUX
MPOTYKTOBBIX MHHOBAIUH WJIH 3aHATHUSAX;
OpraHM3aIlMOHHBIX U3MEHEHUH. | pedepart;
TECTUPOBAHUE

8.2. [Toka3aTesu 1 KpUTEPHH OLCHUBAHUS KOMIIETCHIINH NIPH M3YYCHUH AU CHHUILIMHBI,
ONUCAHME HIKAJ OLleHUBAHUS

8.2.1 Kpurepun oleHKH 0TBeTa Ha IK3aMeHe

(popmupoBanue xomnerenuuu I1K-2, nnaukatopsr UI1K-2.4.)

«5» (oTaM4HO): OOydYalIIUici JAEMOHCTPUPYET CHCTEMHBIE TEOPETUYECKHE 3HaHMS,
IPAKTUYECKHE HABBIKH, BJIAJEET TEPMUHAMHU, JIeJaeT apryMEHTUPOBAHHbBIE BBIBOABI U 0000IIEHNUS,
MPUBOJIUT MPUMEPHI, NMOKa3bIBA€T CBOOOJHOE BIJIAJIECHME MOHOJOTHYECKOW PEeubl0 U CHOCOOHOCTh
OBICTPO pearupoBaTh Ha YTOUHSIOLINE BOIPOCHI.

«4» (xopomo): oOyyaromMics JIEMOHCTPUPYET IPOYHbIE TEOPETUYECKHE 3HAHMS,
NpaKTUYEeCKHe HAaBBIKHU, BIIaJIeT TEPMUHAMH, JEJaeT apryMEHTHPOBAaHHBIE BBIBOJIBI U 0000IICHHUS,
IOPUBOJAUT IMPHUMEpPHI, MOKa3bIBaET CBOOOJHOE BIIAJCHHWE MOHOJIOTMYECKOM Peuyblo, HO MIPU ITOM
JIeJlaeT HECYIIECTBEHHbIE OIIMOKH, KOTOpble OBICTPO HCHPABISET CaMOCTOSATENbHO WWIHM TNpU
HE3HAUYUTEJIbHON KOPPEKIUU MPETIOJaBATEIEM.
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«3» (YAOBJIETBOPUTEJIBHO): 00ydJalOUIMiics IEMOHCTPHPYET HETITyOOKHE TEOPETHYECKHe
3HaHWS, TMPOSBIAECT CiNabo copMUpOBaHHBICE HABBIKM aHAllM3a SBJICHUW W  TIPOIECCOB,
HEJI0OCTATOYHOE YMEHHE JeJaTh apryMEHTUPOBAHHBIE BBIBOJBI U MPUBOJIUTH MPUMEPHI, TOKA3bIBAET
HE J0CTaTOYHO CBOOOJHOE BIJIAJIEHUE MOHOJIOTMYECKON pEeuybl0, TEPMHMHAMH, JIOTMYHOCTBIO M
MOCIIEI0BATEIbHOCTRIO HM3JI0KEHHS, AeNaeT OIMMUOKHU, KOTOPbIe MOKET HCIPaBUTh TOJBKO MpPU
KOPPEKLUHU MTPENO0IaBaTEIIEM.

«2» (HeyJOBJIETBOPHUTEJIbHO): O0YUYaIOLIUIICS AEMOHCTPUPYET HE3HAHUE TEOPETUUYECKUX
OCHOB IIpPEIMETa, OTCYTCTBUE MNPAKTUYECKUX HABBIKOB, HE YMEET JeNaThb apryMEHTHPOBAHHBIC
BBIBO/IbI ¥ IPUBOJIUTH IPUMEPHI, TOKA3bIBACT CJIa00€ BiIaJeHUE MOHOJIOTHYECKON peublo, HE BIIAICET
TEPMHHAMHM, TPOSIBISIET OTCYTCTBUE JIOTUYHOCTU U IIOCJIEJOBATEIBbHOCTU W3JI0KEHUS, JIelacT
OIIMOKH, KOTOPHIE HE MOMKET HMCIPABHUTh JaKe MPU KOPPEKIMH IMPErojaBaTesieM, OTKa3bIBaeTCs
OTBEYaTh Ha JIONOJHUTEIbHBIE BOIIPOCHI.

8.2.2 Kpurepum oueHkn padoTbl 00y4al0IIerocss Ha MPAKTUYECKUX 3AaHATHSIIX
(popmupoBanue komnerenuu [1K-2, unaukaropst UI1K-2.4.)

«5» (OTJM4YHO): BBIIOJHEHbl BCE IPAKTUYECKHE 3aJaHus, MPEJyCMOTPEHHBIC
IPAaKTUYECKMMHU 3aHATUAMHU, OOydarouuiics 4eTko U 0e3 OomMOOK OTBETHJI Ha BCE KOHTPOJIbHBIE
BOIIPOCHI, aKTUBHO pabOTaJl Ha MPAKTUYECKUX 3aHATHSIX.

«4» (X0po1110): BBIIIOJIHEHBI BCE IPAKTUYECKUE 3a1aHUs, IPELYCMOTPEHHBIE IPAKTUYECKUMU
3aHATUSIMH, OOYYAIOIIUNCA C KOPPEKTUPYIOLIMMHU 3aMEYaHUSMM IPENojaBaTelis OTBETHJI Ha BCE
KOHTPOJIbHBIE BOIIPOCHI, IOCTATOYHO AKTUBHO paboTall Ha MPAKTUYECKUX 3aHITUSIX.

«3» (y10BJIETBOPHUTEJBHO): BBIIOJIHEHbI BCE MPAKTUUECKUE 3aJaHUs, MPEIYyCMOTPEHHBIE
INPAKTUYECKUMU 3aHATHSMH C 3aMEYaHMUSIMM IpernojiaBarelis; oOydyaroluiicss OTBETUJ Ha BCE
KOHTPOJIbHBIE BOIIPOCHI C 3aMEYaHUSAMU.

«2» (HeyI0BJIETBOPUTEJIBHO): 00yYaOUIMiCsS HE BBIIOIHUI MM BBIIOJIHUI HENPABUIBHO
IPaKTUYECKHE 3aJaHuUs, IPElyCMOTPEHHbIE TPAKTUUECKUMHU 3aHATHAMM; 00yUYarOIIMNACA OTBETHII Ha
KOHTPOJIbHBIE BOIIPOCHI C OIIMOKAMH WJIM HE OTBETUJI Ha KOHTPOJIbHBIE BOIIPOCHI.

8.2.3 Kpurepuu ouenku pedepara
(popmupoBanue komnerenuu [1K-2, unaukaropst UI1K-2.4.)

«5» (oTIM4HO): TeMa pedepaTa akTyalbHa U PACKpbITa MOJHOCTBIO; pedepaT MoAroTOBIEH
B YCTaHOBJIEHHBIH CPOK; O(OpMIIEHHE, CTPYKTypa U CTUJIb M3JIOKEHUS pedepara cOOTBETCTBYIOT
IpeIbIBIsSEMbIM TpeOOBaHUAM K O(OPMIIEHHUIO JOKYMEHTA; pedepar BBINOJIHEH CaMOCTOSTEIbHO,
IPUCYTCTBYIOT COOCTBEHHbIE O00OOIEHUS, 3aKIYEHHs] W BBIBOJBI, IOJATOTOBJIEH JOKJAJ,
U3JIaraeMblil 0e3 NCIoJIb30BaHUsl OMIOPHOIO KOHCIIEKTA.

«4» (xopomo): Tema pedepara akTyalbHa, HO pacKpblTa HE IOJIHOCTBbIO; pedepar
MOJIFOTOBJIEH B YCTAHOBJIEHHBIH CPOK; OQOpMIIEHHE, CTPYKTypa M CTUJIb M3JIOKEHMs pedepara
COOTBETCTBYIOT INpPEIbSABIIEMbIM TPeOOBAHUAM K O(GOPMIICHHIO JOKYMEHTa; pedepar BbINOJIHEH
CaMOCTOSITENIbHO, MIPUCYTCTBYIOT COOCTBEHHBIE 0000IICHNS, 3aKIIOUEHHS U BBIBOJIBI; TIOJTOTOBJIECH
JIOKJIaJl, U3J1araéMblii C UCIIOIb30BAaHUEM OITIOPHOTO KOHCIIEKTA.

«3» (ynoBjeTBOpHMTEIbHO): TeMa pedepara axkTyanbHa, HO PACKpbITa HE MOJIHOCTHIO;
pedepar MOATOTOBIEH C HApYyIIEHWEM YCTaHOBJIEHHOI'O CpOKa IpeicTaBieHus; opopMIeHHE,
CTPYKTypa M CTHJIb U3JIOXKEHHUS pedepara HE B MOJTHOW Mepe COOTBETCTBYIOT MPEAbSBIISEMbBIM
TpeOoBaHUSAM K O0(OPMIICHUIO JOKYMEHTA; B LIE€JIOM pedepar BHIIOIHEH CAMOCTOSTEIbHO, OJHAKO
OUYEBUJIHO HAJIMYKME 3aUMCTBOBAHMN 0€3 CChUIOK Ha MCTOYHMKH; MOJATOTOBJIEH JTOKJIa/, W3JlaraeMblil
C MCIIOJIb30BaHUEM OIIOPHOT'O KOHCIIEKTA.
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«2» (HeylOBJIETBOPUTEJBHO): TeMma pedepara axkTyanbHa, HO HE pacCKphITa; pedepar
MOJATOTOBJIEH C HAPYIIEHWEM YCTAaHOBJICHHOTO CPOKa MIpEeACTaBJICHHUs; 0pOopMIIEHHE, CTPYKTypa U
CTHJIb U3JIOXKEHHUs pedepaTa HE COOTBETCTBYIOT HMPEIbSBISEMBIM TPEOOBAaHUSAM K O(OPMIICHUIO
JOKYMEHTAa; B pedepaTe OYSBHIHO HAIMYHME 3HAUNTEIIbHBIX 00BEMOB 3aMMCTBOBaHMI €3 CCHUIOK Ha
VCTOYHUKU; JOKJIA] HE TOATOTOBJICH.

8.2.4. Kputrepuu oueHKH TeCTHPOBAHMS
(bopmupoBanue komnerennuu [1K-2, naaukatopsr UITK-2.4.)

TectupoBaHue OLIEHUBAETCS B COOTBETCTBUU C MPOLIEHTOM MPABHIBHBIX OTBETOB, TAHHBIX
00y4aromuMcst Ha BOIIPOCHI TECTa.

CrangapTHasi 1IKajga COOTBETCTBUS Pe3yJIbTaTOB TECTHUPOBAHUS BHICTABIIAEMON OaIbHOU
OIICHKE:
- «OTJIUYHO» - CBBILIE 85% MPaBUIbHBIX OTBETOB;
- «xopowoy» - ot 70,1% no 85% npaBUIBHBIX OTBETOB;
- «YJOBJIETBOPUTEIBLHO» - OT 55,1% 110 70% npaBUIIbHBIX OTBETOB;

- ot 0 a0 55% MMPpaBUIIbHBIX OTBCTOB — «HCYAOBJICTBOPUTCIILHO
«5» (OTJII/I'—IHO)Z TeCTI/IpyeMHﬁ ACMOHCTPUPYCT CUCTECMHBIC TCOPECTUYCCKUC 3HAHUA, BIIAICCT

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

«4» (X0po1I10): TECTUPYEMBIN B IIEJIOM JEMOHCTPUPYET CUCTEMHbIE TEOPETHUUECKUE 3HAHMS,
BJIa/ieeT OONBIIMHCTBOM TEPMHHOB M 00JIaIaeT CIIOCOOHOCTHIO OBICTPO pearupoBaTh HA BOMPOCHI
TecTa.

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

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

8.2.5. MHrorosoe coorBercTBHe OAMJBHOH IIKAJAbl OLEHOK W  YpPOBHeH

copMHPOBAHHOCTH KOMIIETEHUMH IO TUCHMILVIHHE:

YpoBenb
chopMHUPOBAHHOCTH Ouenka IosicHenne
KOMIICTCHIIUH

TEOPETUUECKOE COACPKAHUE U MPAKTUYECKUE HABBIKU T10
S JIUCLUIUIMHE OCBOEHBI MIOJIHOCTHIO;
Bricokuit BCE IIPEIYCMOTPEHHBIEC TPOrPaMMON 00yUeHUs yueOHbIe

(oTmrHO) 3aJIaHUs BBHITIOJHEHBI HA BEICOKOM YPOBHE;
KOMIICTCHIIUU CHOPMHUPOBAHBI
TEOPETUYECKOE COJICPIKAHKUE U MPAKTUICSCKHUE HABBIKH T10
JUCIUTUINHE OCBOCHBI MOJIHOCTHIO;
Cpenii «» BCE MPEYCMOTPEHHBIE TPOrpaMMOi 00yUYeHHUs yUeOHbIC
(xoporio) 3a/1aHUS BBITIOJTHCHBI v HE3HAYUTEITHLHBIMA

3aMeUYaHHUSIMH;
KOMIIETSHIIUH B 11eJIOM C(HOPMUPOBAHBI
TEOPETUYECKOE COJIEPIKAHNE M TPAKTHYECKUE HABBIKH
M0 JMCIMILIMHE OCBOEHBI YaCTHYHO, HO MPOOEsbl HE
HOCSIT CYIIIECTBEHHOTO XapaKTepa,;
Y 10BIETBOPUTEIHHBIN «3» OOJIBIIMHCTBO MIPEyCMOTPEHHBIX [IPOrpaMMOi
(YIIOBIETBOPUTEITHHO)
0o0ydeHHss y4eOHBIX 3aJay BBINOJIHEHO, HO B HHX

HMEIOTCS OIINOKM,
KOMIIETSHIINY C(HOPMUPOBAHBI YACTUIHO

«2» TEOPETUYECKOE COJICPKAHKE U MTPAKTUISCKHUE HABBIKH 110
(HEeYIOBJICTBOPHUTEIIHHO) | IMCLIUILUIMHE HE OCBOCHBI,

HeynosnersopurenbHbIil
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OOJBIIUHCTBO MPEeTyCMOTPEHHBIX [IPOrpaMMOi
00yueHus yUeOHBIX 3aIaHui OO HE BRITIOTHEHO, THO0
COICPXKUT TPyObIe OITHOKH;

JIOTIOTHUTENIbHAST ~ CaMOCTOSATEbHAsE  paboTa  Hax
MaTepHaIoM He MPUBOJIUT K KAaKOMY-THOO 3HAYUMOMY
MOBBIIICHUIO KAYeCTBA BBITIOIHEHNS YUCOHBIX 33 JaHUH;
KOMIICTCHIIUU HEe C(HOPMUPOBAHBI

8.3. MeToanueckne MaTtepuajbl (THIOBbIe KOHTPOJbHbIC 33/IaHNS), ONpeesiIolue

pe3yJbTaThbl 00y4eHHs 0 JUCHHUILINHE, COOTHECEHHbIE ¢ HHAUKATOPAMH J10CTHKECHHA

KoHTposbHbIE 3a1aHUs, IPUMEHSEMbIE B paMKaxX TEKYILEro KOHTPOJISI U IIPOMEKYTOUYHOU
aTTeCTally N0 JUCLMIUIMHE, HOCAT YHUBEPCAIBHBIM XapaKTep W MPENyCMaTPUBAIOT BO3MOXKHOCTh
KOMIUIEKCHOW OLIEHKM BCEro HaOOpa 3asdBJIEHHBIX [0 JAaHHOW JWCLUUIUIMHE HHAWKATOPOB
c(OPMHUPOBAHHOCTU KOMITETCHIIUH.

8.3.1. Texymuii KOHTPOJIb (Pad0Ta HA NPAKTUYECKUX 3AHATHAX)
(popmupoBanue komnerenuu [1K-2, unaukaropst UI1K-2.4.)

IIpuMepsl 3aJaHUH 1JIs1 NPAKTHYECKUX 3aHATHI

3aoanue 1.

[IpencraBeTe, uyTo BBl paboTaeTe B KOMIIAHMH PYKOBOJUTEIEM OT/IENa MpoJaX. Bam HeoOXoanmo
COCTaBUTb JJOJDKHOCTHYIO HHCTPYKIIMM Ha BAKAHTHYIO TOJDKHOCTh — MEHE/IXKepa OT/Aesa MPOoAaxK.
CdopmynupyiTe OCHOBHBIC Pa3/Ieiibl JODKHOCTHON HHCTPYKIIMH: KBATU(UKAIIMOHHBIC TPEOOBAHNS,
JIOJDKHOCTHBIE  O0S3aHHOCTH, OTBETCTBEHHOCTb, IIpaBa M B3aUMOOTHOILLICHMSL. Odopmure
JOJIKHOCTHYIO MHCTPYKIIMIO CO BCEMH HEOOXOAMMBIMHU PEKBU3UTAMU JIaHHOTO JIOKYMEHTA.
3aoanue 2.

Heo6xonumo 3anonauts LllTaTHOE pacnucanne B COOTBETCTBUU C TPEOOBAHUSMU, IPEIbSIBIIIEMbIMU
K OpraHU3alOHHO-PACHIOPSAUTENBHBIM JoKyMeHTaM (YHuduuupoBannas ¢opma IltaTHOTro
pacrucaHus pujIaraeTcs)

3anonHs0TCS BCE PEKBU3UTHI.

3aoanue 3.

[IpencraBwTe, uto Bhl paboTaeTe B oT/AeNe KaApoB opranu3anuud. Bam HeoOX0aMMO MOATOTOBUTH
IIPOEKTHI KaJAPOBBIX TOKYMEHTOB

l. Ha ocHOBaHMM 3aKIIFOYEHHOIO TPYAOBOIO J10oroBopa o npueme Meanosa .M. Ha noimkHOCTH
MEHeKepa B Ballly OpraHu3auio ohopMuTe MpHKa3 1o JIMYHOMY COCTaBy O IpHeMe Ha padoty (1o
yHuumpoBanHoit popme T Ne 1).

2. CocraBbTe U O(pOpMHUTE XApPAKTEPUCTUKY Ha COTPYAHUKA OTJIENa KaapoB, MOIMHCAHHYIO
PYKOBOJUTENIEM JaHHOIO CTPYKTypHOro mnojpaszaeneHus. Opranusanuio, Gamuwing paOOTHUKOB
YKaXHUTE CAMOCTOSITENIBHO.

3. CocraBbTe U 0pOpMHUTE 3asBICHHE O MEPEBOJAE Ha APYTyl pabdoTy, B KOTOPOM YKaKHUTE
CTPYKTYpPHOE TMOJpa3/ieIeHue, JA0JDKHOCTh, IpU HEOOXOAMMOCTH — OCOOEHHOCTH B pabote
(HemonHbIN pabounii neHb, MoyacoBasi oruiata). Ha ocHOBaHMM 3asiBIEHUSI COCTaBbTE MPHKA3 IO
yaupuuupoBanHoit popme T Ne Sa

3aoanue 4.

4.1. CoctaBbTe pacnopsKeHHE pyKOBOAUTENS 00 OpraHu3alMy AeXKypcTBa B Ipa3AHUYHbIE JHU C 31
nexadbps 2020 roma mo 10 suBaps 2021 rona. Ilpeanoxkure 3aMm. aupekropa mo AXY
(aIMMHHUCTPAaTUBHO-XO3AHCTBEHHAs: YacTh) OpraHu3oBath coTpyAHukoB 31.12.2020 go 17-00 u
IIPOBEPUTH U ONeuyaTaTh Bce ClyeOHble momemieHus. OOsKUTe MOATOTOBUTH HA YTBEPXKIIEHUE
rpapuk gexypcrsa 10 31 nexabps. Opranuzanuio U (GamMUINM JODKHOCTHBIX JIMI[ YKaXKHUTE
CaMOCTOSITENIbHO.

4.2. B cooTBeTCTBUU ¢ YHU(DUIIMPOBAHHOM (HOpMOI TpHKa3a 0 MOOIIPEHUH paOOTHHUKA 3allOTHUTE
BCE HEOOXOAMMbIE PEKBU3UTHI, BKJIIOYAs OITUCH.

8.3.2 Tekymuii KOHTpPOJb (MOArOTOBKA pedepara)
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(popmupoBanue komnerenuu [1K-2, I1K-7., uaaukaropsr UT1K-2.1., UTIK-7.1.)

IlpumepHas TemaTuka pedeparos:

1. JlokyMeHTallMOHHOE 0OecTieueHne yIpaBlieHus, €ro 3a1a4u, QyHKIIHH.

2. Hopmatusabie nokymeHnTtsl (ICAOY, TOCTrr). [loHsATHE CTaHIAPTH3AIMH U YHHPUKAITIH.
3. Kitaccudukanusi 1OKyMeHTOB.

4.PeKBU3UTHI YIIPABICHUECKUX IOKYMEHTOB. PEKBU3UTHI aBTOpa, UX 0hopMIIeHHE.

5. TpeboBaHMS K TECTY IOKYMEHTA.

6. brank. Buzpl 61ankoB. TpeboBanus k 6J1aHKaM TOKYMEHTOB.

7. Opranu3alOHHbIE TOKYMEHTHI.

8. Pactiopsiautenbable JOKYMEHTHI. [IpuKa3bl 1o OCHOBHOM JieaTenbHOCTH. Pacniopsbkenus.
9. NndopManimoHHO-CIpaBOYHbIE TOKYMEHTHI. JlokiIaiHuble, 00bsACHUTENbHbIEC 3aCKU. CIIpaBKU.
10. AkThI, ux Buabl. COCTaBICHUE aKTOB.

11. ITporokosl 3acenanuii, coBemanuid. [TonHas u kpatkas Gopmbl MPOTOKOJIA.

12. JlenoBas nepemnucka.

13. IokyMEeHTUpPOBaHHE MPOLIECCOB JABUKECHUS KaJIPOB.

14. ITpukassl 10 JMYHOMY COCTaBY.

15. JInunoe 3asBnenue. BeaeHue JIMUHBIX KapTOYEK.

16. TpynoBoii 10roBop.

17. Benenue TpyaoBbix kHIbKEK. OdopmiieHue TNYHBIX JIe.

18. TexHomorust paboTh ¢ ToKyMeHTaMu. OpraHu3aius J0KyMEHT0000poTa.

19. Peructpanus 10KyMEHTOB.

20. KoHTpOJIb UCIIOJTHEHUSI IOKYMEHTOB.

21. Homenkinarypa nen. Cucremarusanus aein. QopMupoBaHue Jel.

8.3.3 Tekymuii KOHTPOJIb (TECTUPOBAHME)
(popmupoBanue komnerenuuu I1K-2, [IK-7., unaukaropst UI1K-2.1., UTIK-7.1.)

IIpuMepsI TeCTOBBIX 3a1aHU
PacniopsiguresibHbIC JOKYMEHTbI, 0TPAKAIOLIKE Pe3y/IbTAT KOJLIETHAJIBHOM 1esiTeIbHOCTH
[] mpuka3, pacriopspkeHHe
L] pacnopspkeHue, yka3saHue
[ mocraHoBIeHUE, PEIEHUE
M mporokou, akt
[ noroBop, ycTaB, COTJalieHUe
OcHOBHBIC PEKBU3HTHI JOKYMEHTA
M Tekcr, OTMETKA O MIPUIIOKEHUH
TEKCT, OTMETKA O NMPUWJIOKEHUH, AaTa, HHIEKC, 3ar0JIOBOK K TEKCTY
TEKCT, TpU( yTBEPKACHUS, OJINCH, I€YaTh
TEKCT, 3ar0JI0BOK K TEKCTY, MOJIMHUCh, TPU(Q COTIacOBaHMs, TPUQ yTBEPKIACHUS, [1€4aTh
TEKCT, OTMETKA O MPUJIOKEHHUH, IpU( cOracoBaHus, BU3bI COTVIACOBAHUS, IPUP yTBEPKICHUS
TEKCT, aApecar, rpu( yTBep>KIeHHs, BU3bI COITIACOBAHUS, TOAINUCH, 1€YaTh
HopmaTuBHBII JOKYMEHT, perjiaMeHTHPYKOLIMHA TpeOoBaHHs K 0(oOpM/IEHHI0 T0KYMEHTOB
o0mero axMuHUCTPATUBHOrO ynpasiaenus (OP/I)
(1 TOCT P 51141-98
[ I'OCT 6.10.5-87
M T'OCT P 7.0.97-2016
Ll ErCcaoy
[] MHCTpYKIWSI 1O AETOMPOU3BOICTBY
AKT U «rpu¢ yTBepKIeHUs»
[] akT Bcerza yTBepsKaaeTcs PyKOBOJUTEIEM OpPTraHU3aIluH
[] akT yTBepKIaeTcst BBIIIECTOSIINM OPTraHOM YIIPABJICHUS
[ yTBepKIarOTCs TONBKO HEKOTOPHIE BHIBI AKTOB
[] akT He nMeeT «rpuda yTBEep:KACHHUD»
[] akT yTBep)KIaeTcs, B 3aBUCUMOCTH OT PEIICHUSI PYKOBOJCTBA OpPTraHU3aI[UH
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[] akT yTBep)kKaaeTcs, B 3aBUCHMOCTHU OT BBIIICCTOSIIIETO OpraHa yrnpaBJICHUS
Cpox neiicTBHSI OPraHU3aAMUOHHO-TIPABOBLIX IOKYMEHTOB

[] OT OAHOTO 110 MATH JIET

[ 10 MOMEHTa UX OTMEHBI

[J mo Tpex neT

[l no mecaru ner

[V 10 BBe/ieHHsI HOBBIX B3aMEH YCTAPEBILIMX

MarepuajbHblii  HOCHTEb HHPOPMAUMM O COOBITHAX M fABJEHMSAX O0beKTHBHOI
AefCTBUTEJLHOCTH U MBICJIUTEILHOM 1eSITeIbHOCTH YeJI0BeKa - 3TO...
Ilpasunvnvie sapuanmol omeema: JOKYMEHT; [lokymMeHT; HOKYMEHT;
Kommiexke MeTo/10B 1 npoueccoB padoThl ¢ JOKYMEHTAMHU, OCYLIeCTBJIsIeMblii MpeANpuATHEM
NPH BHINOJIHEHUU UM CBOUX (PYHKIMIA - 3TO ....

[] JoKyMEHTalMOHHOE 00ECIIeYeHHE YIIPABICHHUS

V] nenonpou3BoACTBO

[] cucrema 10KyMEHTAIIUH

[ nokymeHTHpOBaHHE

[] 10KyMeHTOOOOpOT

[] nokyMEeHTHpOBaHHE YIPaBICHYECKON JEATEIBbHOCTH

JloKkyMeHThI KjIaccupuuupyores no rpudy Ha ...

OPUTHHAJIBI, KOITUH W IO NTHHHUKA

BHEIIHUE U BHYTPEHHUE

WHIUBUIyaTbHBIC, TUTIOBBIC U TpadapeTHBIS

PYKOIIHMCHBIE, NTeYaTHBIE U AIEKTPOHHbBIC

OpraHMU3alMOHHBIE, PACTIOPSIUTENbHBIE, CIIPABOYHBIE

M xoH(HIEHIMATIbHBIE, OTPAHMYEHHOTO JOCTYIIA U OTKPBITOTO ITOJIL30BAHUS
ITociienoBaTe/IbHOCTH M3JI0KEHHS MOJI0KEHUH Y cTaBa npeAnpusaTHSA
00IIHE MOTOKEHHS

CBEICHHSI 00 YCTAaBHOM KaImuTase

OpraHHU3aIlMOHHO-TIPABOBBIE OCHOBBI JESATEIBHOCTH OpPraHu3aluu
OpraHbI YIIPABJICHUS U KOHTPOJIS, UX KOMITCTCHITUS

MpaBWJIa BEJCHHS YUeTa U OTYETHOCTU B OpTaHU3AINH

MOPSAZIOK pacipeneneHus npuosbu U GopMupoBanue (GoHI0B

0c00bIe BOTIPOCHI ACITETFHOCTH OpTaHU3aIUN

YCJIOBHSI PEOPTaHU3AIIUY U JTUKBUIAIHI

JTtanbl padoThI ¢ BHYTPEHHUMH JOKYMEHTaMHU

MOJIy4YEeHHE yKa3aHus Ha pa3paboOTKy TOKYMEHTOB

pa3paboTka mpoekTa JOKyMEeHTa

COTJIaCOBaHUE MPOEKTA JTOKyMEHTa

KOPPEKTUPOBKA JOKYMEHTA, ero oopMIICHHE

MOJNKCAaHUE, YTBEPKICHHE

perucTpanus 1 THpaKupOBaHUE

JIOBEJIEHUE /10 UCTIOTHUTENEH

KOHTPOJIb UCTIONIHEHUS JJOKYMEHTA

MIPUEM HCIIOJIHEHHOTO TOKYMEHTA, CHSTHE C KOHTPOJIS

10: Tekyiiee apXUBHOE XpaHEHUE

KoHTpoJib HCIOJIHEeHUS JOKYMEHTA OPpraHu3yeTt

M cayxba 1OY

[] pyKOBOAMTENN BCEX PAHTOB

L] cekperapuar

[] cimyx6a KOHTpOJIS

[ ompeneneHHOE TOKHOCTHOE JIUIIO

[] pyKOBOAMTENb IPEATPUITHS

OcHoBaHMeM /ISl PEAbSIBJIEHUS NPETEH3NHU SIBJISAIOTCS JOKYMEHTBI
[ xoMMepuecKuii akT, cepTU(HKaT KauecTBa, J0r0BOpP, aKT IPUEMKHU TOBapa, TpeOOBaHUs
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[] ceprudukar kayecTBa, JOroBOp, aKT MPUEMKH TOBapa, TpeOOBaHUS
[] komMmepueckuii akT, cepTU(HUKAT KauecTBa, akT IIPUEMKH TOBapa, TpeOOBaHUs
[] ceprudukar kauecTBa, akT IPHEMKHU TOBapa, TPeOOBAHUSI
K HeperucTpupyeMbIM OTHOCATCS TOKYMEHTHI
M uwHdopManMOHHBIE MarepHaibl, PEKJIAMHBIE M IO3PABUTEIBHBIC MMHUCHhMa, [POTPAMMEbI
CEMHHAPOB, COBEIIAHUM, KOH(PEPECHITHI
[ komnuu HOPMATHBHBIX JOKYMEHTOB, IOCTAHOBIIEHHS U PACIIOPSIKEHHSI TOCY IAPCTBEHHBIX OPraHoB,
00BSCHUTENIbHBIC 3aHCKI
[] ciysxeOHbIE 3aMUCKH, TUCbMA, TEJIETPaMMBbl, (haKCOrpaMMbI
[] peksamMHbIE POCHEKTHI, TPOTOKOJIBI KOJUIETHAIBHBIX OPIaHOB, CIIPABOYHBIC MAaTEPHAJIbI, TUIAHBI,
POrPaMMbl, CBOJKH, OTUETHI
[] mucebMa BbICIICH MHCTAHLIUK, TPEOOBAHUS, UCKH, TIPETEH3UH, KOJUICKTHBHBIC JIOTOBOPA
CooTBeTCcTBHE ITANOB NMOATOTOBKH YIPABJIEHYECKHX PellIEHUH CTATUAM PadoThl
aHamu3 MpoOJIeMHOW cHUTyauuu, (HOpPMUPOBAHHME CTaausl pa3pabOTKU PELICHHUs
1LIeJICH, OLIEHKA MPEIOYTEHUN peLICHHI
OLICHKA pAaclolaraéMoro BPEMEHH, OIPEJEICHUE IOATOTOBUTENbHAS CTAIAMS
HE0OXOIUMBIX PECYPCOB
dbopMuUpOBaHHE  KpPUTCPUEB  BBIOOpA, BBIOOP  CTaaWs BHIOOPA PEIICHUS
€IMHCTBEHHOT'O PELICHUS
OpraHM3alys BBINOJIHEHMS] PEUICHMs, aHalu3 U CTaAMs peai3ally MPUHITOrO PEeLIeHUs
OLIEHKA JIOCTUTHYTOTO pe3yibTara
ITociienoBaTeIbHOCTH JITANOB NMOATOTOBKHM YNPaBJIeHYECKUX pellleHHii, BXOAAIIMX B COCTAB
MOJATOTOBUTEJIbHOM CTAMU M CTAAMH Pa3pad0TKM peleHust
BBISIBJICHHME U ONMCAHKE IPOOJIEMHON cUTyaluu
OLIEHKA pacrojaraéMoro BpeMeHu
orpeiesieHue He0OOXOIMMBIX PECYypCOB
aHayu3 npoOJIeMHON CUTyalluu
(dbopMupoBaHHE TeNIeH
orpezieNieHUe OrpaHuYeHHM
pa3paboTKa BapHaHTOB PEIICHUI
OLIEHKA NIPEANIOUYTEHUI PELLIEHUN
Craguu aHaiuM3a aJbTEPHATHMB W BbIOOpPa MNPOrPaMMHOIO MNPOAYKTA AaBTOMATH3AIUM
JOKYMEHT0000poTa
1: CocraBnenue nepeyHs NpeabsBISIEMbIX OCHOBHBIX (DYHKIIMOHAIBHBIX U CUCTEMHO-TEXHUUYECKUX
TpeOOBaHUI K KOPIOPATUBHON CUCTEME aBTOMATU3ALUHU IOKYMEHTO000pOoTa
2: BpiOop cucTteMbl BeCOBbIX KOX(pUIMEHTOB (0ayuloB) MM paHXHUPOBAHUE JUIsl SKCIIEPTHON
OLICHKHU
3: OneHka IporpaMMHBIX TPOIYKTOB C TOUKHU 3PEHUS ITPEIbABISEMBIX OCHOBHBIX (DYHKIIMOHAIBHBIX
TpeOOBaHUHN U CUCTEMHO-TEXHUYECKHUX XapaKTEPUCTHK
4: Ot60op HpOrpaMMHBIX HPOAYKTOB, YIOBIETBOPSIOIIMX BHIOPAHHBIM (YHKIIMOHAIBHBIM U
CHUCTEMHO-TEXHUUYECKUM KPUTEPUIM

0 1N A WD

5: Onenka afanTalmOHHBIX BO3MOKHOCTEH OTOOpPaHHBIX MPOTYKTOB

6: OT0op mpOrpaMMHBIX MPOAYKTOB, YAOBJIETBOPSIOUIMX KPUTEPHSIM  aJalTallMOHHBIX
BO3MO>KHOCTEHN

7: CpaBHMTENbHAsl OLEHKA 3aTpaTt, CBSA3aHHBIX C MPUOOpPETEHHEM M BHEAPEHHEM MPOTPAMMHBIX
MPOJYKTOB

8: Ormenka ombITa TpUMEHEHUST OTOOPAHHBIX MPOTPAMMHBIX MPOIYKTOB pemyTaruu (GUpMbI-
pa3zpaboTunka
9: BpI60p mporpaMMHOTO OOeCTieUeHus AJIsi CUCTEMbl aBTOMATHU3AIMH JOKYMEHTO000pOoTa

8.3.4. IIpoMexyTOUHBII KOHTPOJIb (BONPOCHI K IK3aMeEHY)
(popmupoBanue komnerenuuu [1K-2, [IK-7., uaaukaropst UT1K-2.1., UTIK-7.1.)
[IpuMepHbIe BONPOCHI K IK3aMeHY
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50.

Oransl JOKyMEHTHPOBaHUS IPOU3BOJICTBEHHO - XO3AHCTBEHHOMN NEATEIBHOCTH.
TexHon0rust JOKYMEHTALMOHHOTO 00eCIeUeH sl yIIpaBIECHUs.
[Topsimok cocTaBieHust 1 0POPMIICHUS PACTIOPSAUTEIBHON TOKYMEHTAIIUH.
Cnyx0a JOKyMEHTallMOHHOT0 o0ecreyeHus ynpapieHus. TpeOoBaHUSA K OpraHU3alMi CUCTEMBI
JIOKYMEHTO000pOTA.
TpeboBaHust K GOPMUPOBAHUIO JI€JT B AETIONPOU3BOJICTBE.
[Topsiiok BBeeHUs B ICHCTBHE MPABUI BHYTPEHHETO TPYA0BOTO PACHIOPSAKA.
JIOKyMEHTHPOBaHHE 10 JOrOBOPHO-IIPABOBBIM OTHOLICHUSIM SKOHOMHUYECKON AEATEIbHOCTH.
[ToaroToBka JOKyMEHTOB K cljaue B apXUB.
Knaccudukanus pexsuzuros no FOCTY P 7.0.97-2016 «Cucrema cranaapToB o HHGOpMaLuy,
OUOIMOTEUHOMY M U3JaTeNIbCKOMY Jiely. OpraHu3aliOHHO-pacopsANTENbHAS TOKYMEHTALUS».
. PazBuTHe 351€KTPOHHOIO JOKYMEHTOO0OPOTa B OpraHU3aliH.
I1nanoBo-0TYETHAs TOKYMEHTALUA.
ABTOMAaTH3aLHUs ACIIONPOU3BOACTBA.
Cayx0a KOHTpOJISI BEACHUS KaJpOBOH JOKYMEHTALMU Ha MIPEeIPUATHH.
[TonATHs 0 TOKyMEHTaX, croco0ax JOKYMEHTUPOBAHUS, HOCUTENAX HH(pOpMAUU U QyHKIHIX
JIOKYMEHTA.
[IpaBuna opopmIIeHHs U BBIJA9X KOTIHIA JTOKYMEHTOB.
Opranu3anus onepaTuBHOIO XpaHEHUs I0KYMEHTOB.
DKcnepTu3a HEHHOCTU T0KYMEHTOB.
[TpaBuna cocraBieHus 1 0popMIIEHUS] HOMEHKIIATYPbI JIEll.
[Tpu3Haku kmaccu(pukauu HOMEHKIIATYPHI JI€.
Kputepuu olleHKH JOKYMEHTOB.
CucTeMbl TOKYMEHTALIUH 110 INYHOMY COCTaBY.
OcobenHoctu 0(hopMIICHHUS JINYHBIX JOKYMEHTOB.
Cuctemsl 1 (OpMBI JOKYMEHTOB.
OCHOBHBIE IOTOKH JJOKYMEHTAIIH.
CayxeOHbie 3aniicki. TpeboBaHMs K 0(OPMIICHUIO.
OCHOBBI 3aKOHOJIATEILCTBA IO APXUBHOMY JIEITY.
CocraBienue 1 0opMIICHHE CITY)KEOHBIX ITHUCEM.
PexxuMbl XpaHeHHs JJOKYMEHTOB.
Onucs nena. [IpaBuna popMupoBaHe JOKYMEHTOB Ha apXUBHOE XpaHEHHE.
Poib 10KyMEHTAIMOHHOTO 00ecIieYeHus YIPaBIeHHUs B COBPEMEHHOM OpraHu3aIuH.
OCHOBHBIE XapaKTEPHBIE YEPTHI OPTaHNU3AMOHHO-TTPABOBON JOKYMEHTAIUH.
. PermameHTanus 1oKyMeHTallMOHHOTO 00eCIeueH sl yIpaBIeHuUs.
. CocraB u odopmIiIeHHE PACTIOPSIIUTEITLHON JTOKYMEHTAIIUH.
. TexHonorust paboThl ¢ KOH(PUIECHIINATBHBIMU JOKYMEHTAMH.
CocraBnenue u 0ohopMIIEHUE aKTOB
Odopmurenbckre pekBU3UTHL. COCTaB PEKBU3UTOB JOKYMEHTOB.
CrpykTypa ohopMIIeHUS TOTHKHOCTHBIX HHCTPYKIIUH.
Opranu3anus KOHTPOJISI UCIIOJTHEHUS TOKYMEHTOB.
Cocranenue u 0OpMIICHHE MPOTOKOJIA.
ITopsimox cocrtaBieHuss U OGOpMIICHHUS TaOIUI] U PUCYHKOB B HAy4YHO-HCCIEI0BATEIbCKOM
oTyerTe.
Opranuzanus paboThl ¢ TOKYMEHTaMHU.
[IpaBuia opopmiieHHs PUIIOKEHUH.
[Tonsatue o nokymenToobopore. DopMbl perucTpanuu J0KyMEHTOB.
Cocrasnenue u opopmiieHHE T0rOBOPOB.
dnaroBoe 1 MPOJOIBHOE PACIIONIOKEHUE PEKBU3UTOB.
VYupenuTenbHbIe JOKyMEHTBI OPTaHU3aIHH.
O1eHKa 3HAYMMOCTH JOKYMEHTOB U CPOKHU MX XPaHEHHUS.
TpeboBanwus, NpeabIBIsSEMBIE K TEKCTAM TOKYMEHTOB.
. CoctaB opranu3anMoHHO- MPABOBBIX JOKYMEHTOB.
®opmsbl peructpanuu J0KyMeHTOB. [lopsaok perucrpanuu.
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57.
58.
59.
60.
61.

62.
63.

. Texnonorus paboTkI ¢ KaJPOBOIl TOKYMEHTALIUEH.
. CocraB 1 cTpyKTypa HITaTHOTO pPacHUCaHUS.
CoctaB nHpOPMALMOHHO-CIIPABOYHBIX TOKYMEHTOB.
Oco0eHHOCTH NOJI0KEHUS O CTPYKTYPHOM IMO/Apa3AeICHUH OpraHU3aI|H.
. bmanku u popmarel JOKyMEHTOB.
. 3a7auy ¥ MyTH BHEJPEHUS aBTOMAaTHU3UPOBAHHOI CUCTEMBI TIOKYMEHTAIIMOHHOIO 00eCreueHHsI
yIIpaBJICHUSA

OcHOBHBIE KJIACCHI TUPAXHO - 3aKa3HBIX ABTOMAaTHU3UPOBAHHBIX CUCTEM JOKYMEHTALMOHHOTO
o0ecrieyeHus yrnpaBJieHUs
OKCIUlyaTallUOHHBIE XapaKTEPUCTUKU aBTOMATHU3UPOBAHHOW CHCTEMBI JTOKYMEHTALMOHHOIO
o0ecrieueHus yrnpaBiieHUs
TexHOoI0ornu NporpaMMHON peanu3alld aBTOMaTU3UPOBAHHOM CUCTEMBI JOKYMEHTAL[MOHHOIO
o0ecrieyeHus yrpaBiieHUs

Kpurepun ananmu3a aBTOMAaTU3MPOBAHHOM CHCTEMBl JOKYMEHTAIMOHHOTO oOOecreueHus
yIPaBJIECHUS

Cocrasnenue u opopmiieHHE IPUKA30B IO OCHOBHOM JIESTEIBHOCTH.

OcobeHHOCTH BBIOOPA CUCTEMBI aBTOMATH3ALHH.

CrpaTterun BHEApPEHUS aBTOMATHU3MPOBAHHOM CHUCTEMBbl JOKYMEHTAI[MOHHOI'O OOecreyeHus
yIpaBIEHUS.
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