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1. Ilepevenb NJIAaHUPYEMBIX Pe3yIbTATOB H3y4YeHHUsI AUCHHUILIMHBI, COOTHECEHHBIX €
IUIAHMPYEeMbIMH Pe3yJIbTAaTaAMH 0CBOCHHUsI 00pa30BaTeIbHOM NMPOTrpaMMbl
B pamkax ocBoeHHS OCHOBHOM NpPOQECCHOHAIBHONH 00pa30BaTeNbHONW MPOrpaMMbI
OakanmaBpuaTa OOYyYaroOIMICS MOJDKEH OBJIAACTh CHCAYIOIIMMH pe3ysbTaTaMd OOy4deHHUs IO
JUCLUITIMHE «J{0KyMEHTHpPOBaHUE YIIPABICHUECKON €SI TeIbHOCTH

Kon n HaumeHoBaHue NHaukaTopsbl JOCTHKEHUS KOMIIETEHIIUH
KOMIIETeHIH
ITK-3. Crioco6en yuactBoBath B | MI1K-3.1 3HaeT mpuHIIUIIEI OPraHU3allMOHHOTO
OpTraHu3aIy PadOTHI B3aUMO/ICHCTBUS, OCHOBHBIC PUEMBI YIIPABIICHUS
SKOHOMHUYECKHX CITYXKO U HIIK-3.2 Pa3pabaTeiBaeT U IpruMeHsET 000CHOBaHHBIE
1oJipa3iesIeHui OpraHU3alMOHHO-YTPABICHYECKHE PEUICHUS, OLICHUBAET UX

SKOHOMHYECKUE U COLMAJIbHBIE TIOCIEACTBUS

NIIK-3.3. ['oTOBUT OTUETHI O (PUHAHCOBO-XO3HCTBEHHOM
JESITeIbHOCTH U OPMUPYET IJIAHOBO-YUETHYIO
JOKYMEHTAIUIO OPTaHU3aIuy Il 000CHOBAHUS
yIpaBJIEHYECKUX pEeIICHU

2. Mecto mucuunimibl B ctpykrype OITIOIT
VYyebnas aucuumiauHa b1.B.10 «JlokyMeHTHpOBaHUE YIPaBICHUYECKON 1eATEIbHOCTH
OTHOCUTCS K 4acTH, GopMuUpyeMoil yyacTHHKaMH oOpa3oBaTelbHBbIX OTHOLICHMH, mukma b.1
«JIncuuruHbl (MOJTYJIH )».

3. O0beM JUCHUNJIMHBI B 324€THBIX eIMHUIAX € YKA3aHUEM KOJIHYeCTBA aKaJeMHYeCKUX
YacoB, BbIIeJIEHHBIX HA KOHTAKTHYI0 padoTy o0y4yalonuxcs ¢ npenojaasareieM (Mo BUaam
3aHATHIA) U HA CAMOCTOATEJIbHYI0 padoTy 00y4yaromuxcst

OOmast TpynoeMKocTh (00beM) IUCHMIUIMHBI «/oOKyMeHTHpOBaHUE yNpaBIeHYECKOH
JIESITEIbBHOCTHY COCTaBIseT 4 3a4eTHbIE €IUNHULIBI.

O0bEéM IMCHMIJIMHBI 10 BUIaM Y4eOHBIX 3aHATHH (B 4yacax) — ouHasi popma oOyueHust

Buj yuyeoHoii pa6oThl Beero Cemectpbt

4acos 7 -
AyIuTOpHBIE 3aHATHS (BCEro) 72 72 -
B ToM yncie: - - -
Jlexun 36 36 -
[Mpaktnyeckue 3ansatus (I13) 36 36 -
Cemunapsl (C) - - -
JlaGopatopusbie pabotsl (JIP) - - -
CamocrosiTesibHast padoTa (Bcero) 36 36 -
B ToMm guce: - - -
Kypcogoii mpoekt (pabora) - - -
Konrponbnas padora - - -
Pedepar 8 8 -
[TonroroBka K MPaKTUYECKUM 3aHATHIM 20 20 -
TectupoBanue 8 8 -
Bun npoMexyTOYHOM aTTecTaluy — 3K3aMeH 36 36 -
OO01mmast TpyJ0eMKOCTh Jac / 3a4. e]1. 144/4 144/4 =




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

00y4eHust
Bupa yueOHoii padoThI Beero Cemectpbt

4acoB 8 -
AyauTopHble 3aHATHS (BCero) 40 40 -
B Tom uucne: - - -
Jlexuun 20 20 -
[Tpaktuueckue 3ausatus (I113) 20 20 -
Cemunapsl (C) - - -
Jlaboparopusie paboTs (JIP) - - -
CamocrosiTejibHast pa6oTa (Bcero) 68 68 -
B ToMm uucne: - - -
KypcoBoii mpoekT (pabota) - - -
KonTponbhas padbota - - -
Pedepar 8 8 -
[ToaroToBKa K MPaKTUYECKUM 3aHATHSIM 56 56 -
TecTupoBanue 8 8 -
Bun mpoMexyTOYHOM aTTecTaluy — 3K3aMeH 36 36 -
OO01mast TpyJ0eMKOCTh Jac / 3a4. e]1. 144/4 144/4 -

4. ConepskaHue QU CHUAININHbBI

4.1. Paziennbl 1MCHUIIMHBI M TPYJA0EMKOCTD 110 BU/IaM Y4eOHbIX 3aHATHI
Ounas ¢gopma 06yueHust

v
. § Buabl yueOHbIX 3aHATHI, BKJIIOYAS
g § CaMOCTOSITEIbHYIO Pa0oTy 00y4aromuxcs, 4ac
Ne Pa3nen/Tema S 8
n/n I[I/ICIII/IHJ'II/IHBI E Konrakraas pa60Ta
= CamocTosiTesb-
Bcero NMpaKkTHYeCKHUe Hasi paboTa
JIEKIUH
3aHATHHA o0yyaromuxcs
1. | Beenenue. Tema 1.
JlokymMeHTupOBaHUE
YIIpaBJIEHYECKOMN
7 2 2 3
nesTenbHOCTH. TpeGoBaHms
K ohopmIIeHHIO
JIOKYMEHTOB
2. | Tema 2. Cucrema
OpraHM3alHOHHO- - 7 5 5 3
pacropsiIUTEeTbHON
JIOKYMEHTAIUH.
3. | Tema 3.
JlokymMeHTupOBaHUE 7 5 9 3
TPYJOBBIX
IIPAaBOOTHOLLIEHUM.
4. Tema 4. JloroBopHO-
paBoOBast JOKYMEHTALHS. 7 2 2 3
JIOKyMEHTBI




n/n

Pa3zpen/rema
JAMcuunJIMHbI

Oo0mas
TPYAOEMKOCTH

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

KonTakTHas padora

=]
)
@
g
=)

MNPaAKTUIECKUE

JICEKIIUH
3aHATUA

CamocrosiTe/ib-
Has padorta
00y4aromuxcst

BHEIITHEDKOHOMHNYECKOM
NEATEIbHOCTH.

Tema 5. Tex"onoruu
JIOKYMEHTAIMOHHOTO
obecrieueHus ynpaBJicHHS.

Tema 6. Cuctemsr paboTHI ¢
KOH(UACHIMATbHBIMU
JOKYMCHTAMM.

Tema 7. ApxuBHoe
XpaHeHue. JKcnepTusa
LIEHHOCTH JOKYMEHTOB.

11

Tema 8. [lyTn BHenpeHUs
aBTOMaTU3UPOBAHHBIX
cCHCTEM
JOKYMEHTAIUOHHOT'O
o0ecrieyeHns yrpaBJIeHUs

11

Tema 9. OcHOBHEBIE KJ1aCChHI
TUPAXKHO-3aKA3HBIX
ABTOMATHU3HPOBAHHBIX
CHCTEM
JOKYMEHTAllMOHHOTO
oOecrnieuyeHus ynpaBiIeHUs

11

10.

Tema 10. Kpurepun
aHaIn3a
aBTOMaTH3MPOBAHHBIX
CUCTEM
JOKYMEHTAI[MOHHOT'O
oOecrnieuyeHus ynpaBIeHHs

11

11.

Tema 11. Ananus
XapaKTePUCTHK
aBTOMAaTH3UPOBAHHBIX
CHCTEM
JOKYMEHTAIMOHHOT'O
oOecrnieueHus ynpapiaeHHUs

11

12.

Tema 12. Onenka

3¢ PeKTUBHOCTU BHEAPEHUS
ABTOMATHU3HPOBAHHBIX
CUCTEM
JIOKyMEHTAlMOHHOTO
o0ecrnieueHus ynpaBiIeHUs

11

Bcero

108

36 36

36

IK3aMeH

36

Hroro

144

36 36

36




OuHo-3204Hast popma 00yUeHUs

Pa3zpen/Tema
JAMcuunMHbI

Oo6man
TPYAOEMKOCTH

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

KonTakTHas padora

=]
)
@
g
=)

JIEKIIUH

MNPaAKTUIECKUE
3aHATUA

CamocrosiTe/ib-
Has padorta
00y4aromuxcst

Benenue. Tema 1.
JlokyMeHTHpOBaHNE
YIIPABJICHYECKOU
nearensHoCTH. TpeGoBaHM
K 0 OpPMIICHHIO
JOKYMEHTOB

Tema 2. Cuctema
OpraHU3alMOHHO-
pacnopsaIuTENbHON
JIOKYMEHTAIUU.

Tema 3.
JlokymeHTupoBaHue
TPYIOBBIX
MPaBOOTHOILLICHHI.

Tema 4. JloroBopHO-
MpaBoOBast TOKyMEHTAIIUS.
JIOKyMEHTBI
BHEITHEAKOHOMUYECKOM
JeSITEIbHOCTH.

Tewma 5. Texnomornu
JOKYMEHTAI[MOHHOT'O
oOecnieueHus yIpaBIeHusl.

10

Tema 6. Cuctemsl paboThI ¢
KOH(UIEHIMATbHBIMU
JOKYMEHTaMH.

10

Tema 7. ApxuBHOE
XpaHeHue. DKCIepTru3a
LIEHHOCTH JJOKYMEHTOB.

10

Tewma 8. [lyTu BHEpeHUS
aBTOMAaTU3MPOBAHHBIX
CUCTEM
JOKYMEHTAlMOHHOTO
o0ecreyeHus yrpaBieHus!

10

Tema 9. OcHOBHEIE KJIACCHI
THPaKHO-3aKa3HBIX
aBTOMaTI/ISI/IpOBaHHI)IX
CHCTEM
)IOKYMGHTaHI/IOHHOFO
o0ecreyeHus yrpaBJieHus

10

10.

Tema 10. Kpurepun
aHanu3a
aBTOMATU3HPOBAHHBIX
CUCTEM

10




w2
= °:’ Buabl y4eOHbIX 3aHATHI, BKIIOYAS
g ; CaAMOCTOSITEJIbHYIO PA00Ty 00y4aromuxcs, 4ac
Ne Pasgen/Tema S 8
n/n I[HCIIHHJII/IHBI E KoHTakTHan paﬁoTa
= CamocrosiTe/Ib-
Bcero F— NpaKkTHYeCKue Has paboTa
3aHATHSA 00y4aromuxcst

JIOKYMEHTAIMOHHOTO

obecrieueHus yrpaBiaeHUs
11. | Tema 11. Ananuz

XapaKTEPUCTUK

ABTOMATU3UPOBAHHBIX 10 5 2 6

CHCTEM

JIOKYMEHTAIMOHHOTO

obecrieueHus yrpaBiaeHUs
12. | Tema 12. Onenka

3¢ (HEeKTHBHOCTH BHEAPEHUS

ABTOMATU3UPOBAHHBIX 10 2 2 6

CHCTEM

JOKyMEHTAallMOHHOTO

o0ecrieyeHns yrpaBIeHUs
Bcero 108 20 20 68
IK3aMeH 36 - - -
Hroro 144 20 20 68

4.2. ConepxxaHue pa3iesioB IUCHUINIHHBI
Beenenne

CoBpeMeHHBIN 3Tan  OOLIECTBEHHOTO pa3BUTUS, XapaKTepU3YIOUIMcS  yriayOJaeHueMm
HKOHOMHMUYECKUX CBSI3ed M POCTOM B3aWMO3aBHCUMOCTH T'OCYJapCTB, OOBEKTUBHO OOYCIOBIMBAET
HETPEPHIBHOE BO3pACTaHUE POJTM HH(POPMAIINU B COLMAIBHOM M TEXHUYECKOM TIPOIIECCE, B PEIICHUH
rio0anpHbeIX 1pobieM. JlocTHKeHuss HaydyHO-TEXHHYECKOTo Iporpecca BO MHOIHMX OTpacisx
o0ecTeyrsii BO3MOXXHOCTh TPAKTHYECKOW peanu3anuu uaeu (popMHUpPOBaHUS MHPOPMALUOHHOTO
o01iecTBa.

B Hactosimee Bpemst HWH(OpMAIUS paccMaTpPUBAETCS KaK pecypc, KOTOPBIH, Kak |
TPaJULMOHHBIE DPECYpChl: TPy, DSHEPrusi, TMOJE3Hble HCKOMaeMble, - MOXHO J0OBIBATH,
nepepadarTbIBaTh, WCIONB30BaTh M pacmpocTpaHaTh. OIHUM W3 HAMpaBICHUH HWCIOJIH30BAHUS
UH(POPMAITMOHHBIX 1 KOMMYHUKAITMOHHBIX TEXHOJIOTHH B JIEATEIbHOCTH OPTaHOB rOCY/1apCTBEHHOM
BJIACTH, OpPraHW3allMi ®  TPEINPUSATHIA  SBISETCS  Pa3BUTHE  CHCTEMBI  AJIEKTPOHHOTO
JIOKYMEHTOO0OpOTa, CTaHJApTOB JEJONPOU3BOACTBA M  JOKYMEHTOOOOpPOTa. AKTYalbHOCTh
COBEpUICHCTBOBAHUS TPAJAUIIMOHHOTO JIEJIONPOU3BOJCTBA OOYCIOBIUBAETCS HEOOXOAUMOCTHIO
NOBbIIEHUS 3()(HEKTUBHOCTH YIPABIEHUYECKON NESATEIbHOCTH, YCKOPEHUS JABUKEHHS IOKYMEHTOB B
OpraHMu3ali, YMEHBLICHUS TPYAOEMKOCTH 00paboTku [okymMeHTOB. (Co3laHHas Ha OCHOBE
NEePCHEKTUBHBIX NH(POPMALMOHHBIX TEXHOJIOTHI aBTOMAaTH3UPOBaHHAs CHCTEMA JIeTIONPOU3BOJICTBA
NOJDKHA ~ TOBBICUTH ~ JCWCTBEHHOCTh  YIPAaBIGHWS 32  CUET  OOpa3oBaHHS  €IUHOTO
JIOKYMEHTOOPUEHTUPOBAHHOTO MH(POPMALMOHHOTO TMPOCTPAHCTBA, JAIOIIET0  IMOJIb30BATEISIM
cpenctBa 3P heKTHBHOI COBMECTHOM pabOTHI C JOKYMEHTaMHU B JTIOOOM MECTE U B JTF000€ BpeMs.

[IpeaMeT W CTpyKTypa AMCHUIUIMHBI «J{OKYMEHTHPOBAaHHE YHPABICHYECKON NESTEILHOCTHY.
Ponb  nmokymeHTOOOOpOTa B YNpPABIEHMM  HPEANpPUATHEM.  3HA4€HHE  JUCLUILUIMHBI
«/IOKyMEHTHpOBaHHE YIPABICHYECKON JEATENFHOCTHY» B IOATOTOBKE CIEIMANINCTa B 001acTH
MeHemkMeHTa. COBPEMEHHOE COCTOSIHUE TOKYMEHTALMOHHOIO 00ECIICUEHUs! YIIPABICHUSL.

Tema 1. JlokyMeHTHpOBaHHUE YIIPaBJICHYECKOM AesiTeJbHOCTH. TpedoBaHus Kk
0(h)OpMJIEHHIO TOKYMEHTOB.



l'ocynapcTBeHHas cucremMa JOKyMeHTalMoHHoro obecnieuenus ympasienus (I'CAOVY) - cBox
MpaBWI, YyCTAaHABIUBAIOIIME eIuHbIE TpeOOBaHMA K JIOKYMEHTHPOBAHHIO YIPaBIEHYECKOM
JEATeTIbHOCTH M OpraHu3alui paboThl C JOKYMEHTaMH Ha MPEINPHUATHAX PA3IUYHBIX OpraHu3a-
UOHHO-TIPaBOBBIX (opM. CoCTaB yIpaBiIeHYECKUX JOKYMEHTOB. [loHSTHE cuCTeM NOKyMEHTAllHH.
QOyHKIMOHAIBHBIE M OTPACIEBBIE CHCTEMbl JOKYMEHTAIMM. YHUQHUKAIUS M CTaHAApTU3ALMSA
YIpaBIEHYECKUX JIOKYMEHTOB. PerimaMeHTranus JOKyMEHTHPOBAaHHS YIPABICHUYECKON e TeIbHOCTH.
[TocrosiHHbIE 1 TEpeMEHHbBIE PEKBU3UTHI U IPaBUiIa UX 0opmMiteHHs. bianku 1 popMaTsl JOKyMEHTOB.
Qopmynsip — o0pasel; JOKyMEHTa. YTIJIOBOE M IMPOJAOJILHOE PAaCMONIOKEHHE PEKBU3UTOB.
YuaudunupoBanHas ¢popma JOKyMEHTa.

Tema 2. CucreMa OpraHu3alMOHHO - PACIIOPAIUTEIbHON TOKYMEHTAIUH.

Cucrema OPJI. OcoOeHHOCTH M XapaKTEPHBIC YEPThl OPraHU3alMOHHO-TIPABOBBIX JTOKYMEH-
toB. CocraBienue M O(QOPMIIEHHE OCHOBHBIX OPraHM3alMOHHO-TIPABOBBIX JIOKYMEHTOB: YCTaB,
JOJKHOCTHAsI MHCTPYKILIMSA, TIPaBUjia BHYTPEHHETO TPYIOBOTO PACHOPSIKA, IITATHOE paclucCaHue,
MI0JI0’KEHHE O CTPYKTYPHOM IOJPa3AEIEHHUH.

PacniopsaurensHas nokyMeHTanus. [[puHIUITBI COCTaBICHUS, CTAAUU MOrOTOBKH, BU3UPOBAHUS
U MOJIMCAaHUS PACHOPSAUTENBHBIX T0KYMEHTOB. CocTaBieHne u opopMIICHUE paclopsIUTEIbHBIX
JOKYMEHTOB: TPHKAa3bl, PACIOPSLKEHUS, TOCTAHOBJICHUS], YKa3aHHS, PEIICHHS.

CnpaBoyHO-MH(OPMAIIMOHHBIE JJOKYMEHTBI: aKT, JOKJIagHas (Cay>keOHas) 3ammcka, CIpaBKa,
MPOTOKOJM, CBOAKA, CiIy>keOHoe mHrcbMo. OcobeHHOCTH O(OpMIIEHHS], Pa3HOBUIHOCTU M MOPSIOK
coctaBieHusi akToB. [lopsloK cocTaBleHHs AaKTOB CBEPKUM pacyeToB MEXAYy JeOUTOpaMu U
kpenutopamu. llpaBuia mpoBeneHHs] COBEIIAHWM KOJUJIETHAIBHBIX OPraHoB, COCTaBJICHHE U
oopmIIeHHE TIPOTOKOIIA.

Cayxebnble cbMa. Kimaccudukarius KoppecnoHAeHIIMN; UHUIIMATHBHASL U OTBETHAS JIENIOBas U
KOMMepUecKast. SI3bIK ¥ CTHITB IENTOBOM KOppECTIOHIeHIH. TUIIOBBIE U Tpad)apeTHBIE IETIOBBIC ITMChMA.
WHunmaTvBHBIC U OTBETHBIE CIyKeOHbIe TrchMa. [IrchMa 3ampockl U MUChbMa OTBETHI OpPraHU3aIHiA-
KpeauTopoB. THIIOBbIE rapaHTHUIHBIE TICbMa OT OpraHu3aliuii (rapaHToB)

[TnanupoBanue AeATEIBHOCTH YUPEKACHHS - BayKHEHIas (QyHKLUS yIpaBIeHus, TO3BOJISIONIAs
cienarb paboTy yUpeKIACHUS MaKCUMalIbHO 3(PheKTHBHONM. OCOOCHHOCTH IJIAHOBBIX JOKYMEHTOB.
[TnaHoBbIE TOKYMEHTBI: IU1aH, MEPCIIEKTUBHBIN IJIaH, MporpaMma, rpaduk, CXeM reHepajibHasi cXxema.
OrtpacneBble 1UIaHbl W mporpamMMmbl. DopMbl OTUETHOW JOKyMeHTanMu. OTdeTHass W OTYETHO-
CIPaBOYHAs JOKYMEHTALIHS.

Tema 3. JlokyMeHTHpPOBaHUE TPYAOBBIX MPABOOTHOIIEHUIT

JlokyMeHTupoBaHHe PabOThI ¢ MepcoHaIoM. [IoHATHE U CTPYKTypa MEpCOHAJIbHBIX JTaHHBIX.
TpeboBanus k 00paboTKe U Nepenade NepcoHaIbHbBIX JaHHbIX. CTPYKTypa KaJpoBoi U (hOpMaLIMOHHO
- JIOKYMEHTAI[MOHHOM CHCTeMbl. XapaKTepPUCTHKA KOMIUIEKCOB KaJpOBOH  JIOKyMEHTALUH.
YHuduurpoBaHHble (GOpMbI MPUKA30B 0 JIMYHOMY cocTaBy. JlOKyMeHTauusi 1o ydery pabouero
BPEMEHH M PacyeToB C MEPCOHATIOM M0 oruiate Tpyaa. [IpaBuna BeneHus TpyaoBbIX KHIDKEK. CocTaB
NpoLeaAyp U JOKYMEHTHpPOBAHUE IMpHEMa, MepeBOja, YBOJIbHEHMS mepcoHana. [Ipoiiecc 3amuThl
NEPCOHATIBHBIX JAHHBIX B KaJIpoBOil ciry>x0e. OCOOEHHOCTH XpaHEHUs! KaJApOBOM JOKYMEHTALUH.

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

OcobenHoctu coctaBieHuss W odopmieHus 10roBopoB. PasHoBumHOCTH m0oroBopoB. Co-
rinamenue. KonnekTuBHbIM 10roBop, TPy10BO J0roBop. JloroBop NOCTaBKU, apeH/Ibl, OKa3aHUs YCIIyT.
PexBU3UTHI TOrOBOpa U MpaBUiia UX PErUCTPALIUU.

JlokyMeHThI, O(OpMIISIOIIME BHEIIHETOProBble cienku. Crenudukanyuym, KOHOCAMEHTHI,
KOHTpakThl. KoMMepueckas mepenucka BO BHEUTHEIKOHOMUYECKOH NesTenbHOCTH. HazHaueHnue u
o(hopmIIeHHEe KOMMEPUECKUX TTHCEM B 3apyOeKHOI MpaKTHKE.

[Iperensuonnsie noKyMeHTHL. JKanmoObl, oOpalleHus, NpeAsioXkeHus TpaxkiaH. Jlemonpouns-
BOJICTBO I10 TUCbMEHHBIM OOPAILICHUSIM TPAXKIaH.

Tema 5. TexH0JI0TUM TOKYMEHTAIIMOHHOI0 00ecleYeHus1 yIpaBJaeHus
Opranmszanust 1oKkymMeHTooOopota. [loHsTHEe ITOKYMEHTOOOOpOTa, €ro KOJIMYECTBEHHBIE U
KaueCTBEHHbIC XapaKTEPUCTUKH. TeXHOIOrMH OOpabOTKM BXOMSAIIMX, BHYTPEHHHX M HCXOJISIINX
JNOKyMeHTOB. OnTuMu3zanus JOKyMeHTooOoporta. Perumcrtparms nokymeHToB. DopMmbl M IpaBuiia
peructpauru. KoHTponb ucHonHeHUs NOKyMeHTOB. DYyHKIMH, 33Ja4d U Ledd KOHTposs. Cpoku
5



UCIIOJIHEHUSI JOKYMEHTOB. EnuHbIE W JeTaJbHO perjlaMeHTHPOBAHHBIE TMpaBuia paboThl €
YIPaBJIEHYECKUMHU JOKYMEHTAMH B OpraHU3allK.
Tema 6. Cuctema padoThl ¢ KOH(pHICHINATBLHBIMHA JOKYMEHTAMH

Pernamenranus coctaBa KOH(UAECHUMAIBHBIX CBEICHUH M JOKyMEHTOB. IloTOkM KoHOU-
JICHITNAIBHBIX IOKYMEHTOB. TexHoaornueckas cucrema 00padoTKi KOH(PHUICHIINATBHBIX JIOKYMEHTOB.
®dopmupoBaHue, 0pOpMIIEHHE U XPaHEHHE JIeJT, COAEPKAIUX KOHPUICHINATIbHbIE CBEACHUSI.

Tema 7. ApXxuBHOe XpaHeHNHU JOKYMEHTOB. JKCIIEPTH3a IEeHHOCTH 10KYMEHTOB

OnepatuBHOE, TEKyllee U IOCTOSIHHOE XpaHEHUe JOKyMeHTOB. CucremMaru3anus JOKyMEHTOB.
[Tpunnuner dopmupoBanus aen. OdopmieHue M BeleHME HOMEHKIATyphl jAen. Tunosble U
WHJMBUyalbHbIE HOMEHKJIATypbl nen. Onucu nen. DopMbel HCHOIB30BAHUS JOKYMEHTOB U3
apXuBHOro (oHja opranu3ay. OLeHKa 3HaUMMOCTH JOKYMEHTa U CPOKOB UX XpaHeHus. [IpuHuunmnb
Y KPUTEPUH OLIEHKH 3HAUUMOCTH. DKCIIEPTHbIE KOMUCCHHU.

Tema 8. IlyTu BHepeHUs1 ABTOMATU3UPOBAHHBIX CHCTEM
AOKYMEHTAILIMOHHOTI'0 00ecreyeHNs1 yIpaBJIeHHsI.

CoBpeMmeHHble o(uCHBIE HHPOPMALMOHHbIE TeXHOoNOoruu. CTpareru pa3paboTKu pean3aluu
COBPEMEHHBIX MH(OPMAIIMOHHBIX TEXHOJIOIUN B YIIPaBIEHUYECKOHN JesTenbHOCTU. Llenu co3nanus u
BHEJIPEHHS KOMIUIEKCHBIX CHCTEM aBTOMATH3alUM JOKYMEHTAllMOHHOI'O O00ECHeYeHUs! YIpaBJIeHUs..
OyHIaMeHTaIbHbIC TIPHHIHITBI CO3/IAHUS CUCTEM MH(POPMAIIIOHHOTO 00ECTICUSHHSI.

Tema 9. OcHOBHBIE KJIACCHI THPAKHO-3aKA3HBIX ABTOMATH3HPOBAHHBIX CHCTEM
JAOKYMEHTAIIMOHHOTI'0 o0ecrieyeHNs1 yIpaBJieHus

OcoOEHHOCTH COBPEMEHHOIO pbIHKA MPOrpaMMHBIX CHUCTEM B O00JAacTM aBTOMAaTU3alMU
JIETIONPON3BOACTBA U IOKYyMEHT0000poTa. COCTaB THITOBBIX BO3MOXKHOCTEH KOMITBIOTEPHBIX IPOTPaMM
O aBTOMAaTH3allUM JIOKYMEHTALMOHHOrO obecrieueHus ympaBieHus. CTpyKTypHas cxema
ABTOMAaTU3UPOBAHHOW CHUCTEMBbl JOKYMEHTAlIMOHHOIO OOECIIEYEHUs] YIPaBIEHUS OpraHU3alluu.
B03MOXHOCTH CHCTEMbI IOJHOCTBIO pealn30BaTh MyJbTUMEIUACPENy Ul XpaHEHUs Pa3IMYHOIO
polia NPUIIOKEHUH, JOMOIHEHUH M WLTIOCTpalui K JokyMeHTaMm ((oTo-, ayano-, BuaeopopMars!).
XapaKkTepuUCTUKa OCHOBHBIX aBTOMAaTHM3UPOBAHHBIX CHUCTEM JIOKYMEHTAI[HIOHHOTO O0eCredYeHHs
yIIpaBJICHHUS.

Tema 10. Kpurepnn anajiuza aBTOMATH3HPOBAHHBIX CHCTEM
JAOKYMEHTAIIMOHHOT'0 00ecriedyeH!s1 yIpaBJIeHMs.

AHanmn3 aBTOMAaTH3MPOBAHHON CUCTEMBI JIOKYMEHTALMIOHHOIO OOECHeYeHHs YNpaBiIeHUs Ha
OCHOBE (YHKUMOHAJIBHBIX cHucTeM. [IpuBeneHHble K €QMHOMY BUAY (QYHKIHOHAJIbHBIE CXEMBI
ABTOMATHU3UPOBAHHBIX CHUCTEM JOKYMEHTAllMOHHOTo oOecredeHus ynpasieHus. Kpurepun oneHku
ABTOMATU3UPOBAHHON CHCTEMBI JOKYMEHTAIMOHHOTO 00ECTIEYEeHUs! yIIPaBICHHUS.

Tema 11. AHa/IM3 XapaKTePUCTHK ABTOMATH3HPOBAHHBIX CHCTEM JOKYMEHTAIMOHHOTO
olecrieyeHus1 ynpaBJieHUsI

Meponpusatiss MO BbIOOpPY CHUCTEM aBTOMATH3alUM JOKYMEHTAllMOHHOTO OOeCIeueHust
ynpasineHus. OCHOBHbIE  KaueCTBEHHbIE  MapaMeTpbl  (YHKIMOHAIBHBIX  XapaKTEPUCTHK.
KonmnuectBeHHbIE IKCILTYaTallMOHHbIE napameTpbl aBTOMATU3UPOBAHHON CHCTEMBI
JOKYMEHTALIMOHHOTO obecrnieueHrsi ynpanieHus. CpaBHUTENbHBIA aHAIW3 aBTOMATHU3MPOBAHHBIX
CHCTEM JIOKyMEHTAIIMOHHOT0 00eCHeYeH sl yIPaBICHHUSI.

Tema 12. Ouenka 3¢p(peKTHBHOCTH BHEAPEHHUSI ABTOMATHU3HPOBAHHBIX CHCTEM
AOKYMEHTALIMOHHOTI'0 00ecreYyeHNs yIpaBJIeHHs

OxoHomuueckast 3(h(heKTUBHOCTh BHEAPEHHSI aBTOMATU3HUPOBAHHBIX CUCTEM JJOKYMEHTAIMIOHHOTO
obecrieyeHus: ympaBiIeHHUs — 3TO KOJIMYECTBEHHAs CTOMMOCTHAs OleHKa 3(pQeKTa OT NPOBEACHUS
MEPONPHUATHI IO aBTOMATH3aUK MH(OPMAIIMOHHOTO OOecreyeH s OpraHu3alui. MeTouKu pacuera
3(p(heKTUBHOCTH TO BHEIPEHUIO ABTOMATU3UPOBAHHBIX CHCTEM JIOKYMEHTAI[MOHHOTO OOECIeUeHUs
YIIPaBJICHHUS.

4.3. llpakTHyeckue 3aHATHA / 1aGOpPaTOPHbIE 3aHATHUS

Ounas popma o0OyueHust

3anatue 1. JlOKyMEHTHpOBaHHME YIPABICHYECKOH jeATesNbHOCTH. TpeOoBaHuA K
0hOPMIICHUIO TOKYMEHTOB



3anstue 2. CucremMa opraHu3aliOHHO-PAaCIOPSIUTENIBHON TOKYMEHTALINN.

3andarue 3. JJokyMeHTHpOBaHHUE TPYAOBBIX IPABOOTHOIICHUH.

3ansitue 4. JloroBopHo-lipaBoBasi JOoKyMeHTanus. JlOKyMEHTBHl BHEIIHEIKOHOMUYECKOH
JESATEIIBHOCTH.

3ansarue 5. TexHOIOruM JOKYMEHTAMOHHOTO 00eCTIeUeH s YIIPaBICHHUS.

3ansarue 6. CucreMsl paboThl ¢ KOH(UICHIUAIBHBIMU 10KYMEHTaMH.

3ansatue 7-8. ApXuBHOE XpaHEHHUE. DKCIEPTH3a LIEHHOCTH JOKYMEHTOB.

3anarue 9-10. Ilytu BHenpeHHs aBTOMATU3MPOBAHHBIX CHUCTEM JIOKYMEHTAllMOHHOI'O
o0ecrieueHus yrnpaBiieHUs

3anatue 11-12. OcHOBHBIE KJacChl THPAKHO-3aKa3HBIX AaBTOMATU3WPOBAHHBIX CHCTEM
JIOKYMEHTALMOHHOT0 00eCIeYeHUs yIpaBIeHUs

3ansatue 13-14. Kpurepun aHain3a aBTOMaTU3UPOBAHHBIX CHCTEM JIOKYMEHTALIMOHHOIO
o0ecrieyeHus yrpaBiieHUs

3ansatue 15-16. Ananus XxapakTepUCTUK aBTOMATU3UPOBAHHBIX CUCTEM JIOKYMEHTAIIHOHHOTO
o0ecrieyeHus yrpaBiieHUs

3anatue 17-18. Ouenka 53¢QekTHBHOCTH BHEOPEHUS aBTOMATHU3UPOBAHHBIX CHCTEM
JIOKYMEHTALMOHHOT0 00ecreyeH s yIpaBIeHUs

OuHo-3a204Hast popma 00y4yeHHs

3anstuel. JlokyMeHTHpOBaHWE  YIPABICHUYECKOW  JAEATENbHOCTH. TpeboBaHus K
0(pOpPMIICHUIO TOKYMEHTOB

Cucrema opraHu3allMOHHO-PAcOPSIAUTEIbHON JOKYMEHTAIUH.

3andarue 2. JIoKyMEHTUPOBaHUE TPYAOBBIX IPABOOTHOLIEHUH.

JloroBopHo-nIpaBoBas JOKyMeHTalus. JJOKyMEHTbl BHEIIIHEAKOHOMUYECKOH 1€ATEIbHOCTH.

3ansTue 3. TeXHOJOrMH JOKYMEHTALMOHHOTO 00eCIeYeH sl yIIpaBIeHUs.

3anstue 4. Cuctemsl paboThl ¢ KOH(UIECHIIMATBHBIMUA JOKYMEHTAMHU.

3ansaTue 5. ApXHMBHOE XpaHEHHE. DKCIIEPTU3a HEHHOCTU JOKYMEHTOB.

3anstue 6. Ilytu BHenpeHHs aBTOMATHU3MPOBAHHBIX CHCTEM JIOKYMEHTAlMOHHOIO
o0ecrieueHus ynpaBiieHUs

3anstue 7. OCHOBHBIE KJACChl THPAKHO-3aKa3HBIX aBTOMATHU3HPOBAHHBIX CHCTEM
JIOKYMEHTALMOHHOTO 00€eCTIeYeH s yIpaBIeHUs

3ansatue 8. Kpurtepuum aHanmza aBTOMATU3MPOBAHHBIX CUCTEM JOKYMEHTALlMOHHOIO
o0ecrieueHus yrpaBiIeHUs

3ansatue 9. AHanu3 XapaKTEpUCTUK aBTOMATU3MPOBAHHBIX CHCTEM JIOKYMEHTAIIMOHHOTO
o0ecrieueHus ynpaBieHUs

3ansatue 10. Ounenka 5>(QQEKTUBHOCTH BHEIPEHHS aBTOMATU3MPOBAHHBIX CHCTEM
JIOKYMEHTALMOHHOTO 00eCTIeYeH s yIpaBIeHUS

5. YuedHo-MeToAMUYeCKOEe U MH(POPMALIMOHHOE 00ecniedyeHue JUCIIHIIMHBI

5.1. OcHoBHas JIMTEepaTypa

1. Bemkypoga, A. b. JlokymMeHTanmmoHHOe obecrieueHre ynpaBieHus : yaeOHoe mocodue st
CTYJEHTOB cpelHero npodeccuonanpsHoro obpazoBanus : [12+] / A. b. BemkypoBa. — Mockaa ;
bepnmun : [dupekr-Meaua, 2020. — 170 c. : win., Tabn. — Pexxum ngoctyma: mo MOAMHUCKE. —
URL: https://biblioclub.ru/index.php?page=book&id=570999

2. Opra#mzanys © TEXHOJIOTHS JOKYMEHTAIMOHHOTO OOECHeUeHUs] YIpaBIICHHUSI
aNIeKTpoHHOe yueOHoe mocobue / coct. C.E. Mumenun ; MuHUCTEPCTBO 00pa30BaHUS U HAyKU
Poccuiickoit  ®enepannu, DenepalibHOE TOCYAApCTBEHHOE OIOKETHOE 00pa30oBaTEIbHOE
yupexaeHue Boiciero odpasoBanus «KemMepoBCKHl TOCYAapCTBEHHBI YHUBEPCUTET», HCTUTYT
ucropun u aAp. - KemepoBo : KemepoBckuii rocygapcTBeHHbI yHUBepcuteT, 2017. - 478 c. -
Bubnuorp. B KH. - ISBN 978-5-8353-2149-0 ; -
URL.: http://biblioclub.ru/index.php?page=book&id=481592

5.2. lonotHUTEIbHAS JTUTEPATypa



https://biblioclub.ru/index.php?page=book&id=570999
http://biblioclub.ru/index.php?page=book&id=481592

1. IIponuH, A. A. JIokyMeHTaIMOHHOE OOECIICYCHHE YIIPABICHUS : Y4eOHO-METOUIECKOe
nocobue : [16+] / A. A. Ilponun ; ExarepunOyprckas akajgemMusi COBPEMEHHOTO HMCKYCCTBa
(uacTuTyT). — Mocksa : Qupext-Meaua, 2024. — 60 c. : Tabn. — Pexum goctyna: mo moamnucke. —
URL: https://biblioclub.ru/index.php?page=book&id=717546

2. SlaxoBuy, 11I. A. JlenonponsBOACTBO B KaapoBoii ciayxOe : yueOnuk / L. A. SIakoBuu. —
MockBa : IOnutn-/lana, 2017. - 161 C. : cxem.,, Tabm. —  URL:
https://biblioclub.ru/index.php?page=book&id=685463

5.3. JIMueH3MoHHOEe NMPOorpaMMHoe obecriedeHmne

1. Microsoft Windows 10 Pro
2. Microsoft Office 2007

5.4. CoBpeveHHble mpodeccHOHATbHBIE 0a3bl JAHHBIX W HHPOPMAIHOHHbIE
CIIPaBOYHbIE CHCTEMbI
1. KommnbrotrepHbie HHGOPMAIIMOHHO-TIPABOBBIE CUCTEMbI « KOHCYIIbTaHT»
http://www.consultant.ru, «["apant» http://www.garant.ru.

2. OdurmanbHbIi HHTEPHET-TIOPTAN TpaBoBoii nHGopmanuu http://pravo.gov.ru.
3. Ciy»0a TeMaTH4ecKuX TOJIKOBBIX ciioBapei http://www.glossary.ru/

4. Hayunas snekTpoHHast oubimoreka http://www.elibrary.ru

5. OBC «YHuBepcurerckas oubmuoreka onnaiin» https://biblioclub.ru/index.php
6. Hayunas snextponnas 6ubnuoreka «KubepJlenunka» https://cyberleninka.ru/
7. AIMUHUCTpAaTUBHO-yIIpaBlieHYeCKuid moprain http://www.aup.ru/

6. MaTepuajbHO-TeXHHYECKOe o0ecneuyeHne T CIHIMInHbI

1. JlekumoHHas ayAauTOpus, ayaUTOpUs Jid TPYNIOBBIX W HHAMBUAYAJbHBIX KOHCYJIBTALIMM,
OCHAII[EHHAs] KOMIUIEKTOM MeOenu Juisi y4eOHOro mporiecca, Y4eOHOH IOCKOW, MEepCOHATBHBIM
KOMIIBIOTEPOM, IJIA3MEHHOM MaHEbIO.

2. Aynurtopusi I MIPOBEACHUS MPAKTUUYECKMX W CEMUHAPCKUX 3aHATHUN, TEKYIIEro KOHTPOJIS U
MIPOMEKYTOUHOM aTTecTalliy, OCHAIIEHHAs! KOMIUIEKTOM MeOenu A yueOHoro npoiiecca, yueOHoi
JIOCKOM, MEPCOHAIBHBIM KOMITBIOTEPOM, JIA3MEHHOW MMAHENBIO.

3. AynuTopusi IUIsl CaMOCTOSITENIbHON pabOThl CTYACHTOB, OCHAIIIEHHAS KOMILIEKTOM MeOenu s
y4eOHOro Tmporecca, y4eOHOW JIOCKOW, MEepPCOHAIBHBIMU KOMIIBIOTEPAMU C BO3MOXKHOCTBIO
MOJKIIIOUeHUs K ceTH «IHTEepHEeT» U IOCTYNOM K 3JIEKTPOHHON HHPOPMAIIMOHHO-00pa30BaTeIbHON
cpene YHuUBEpCUTETA.

1. MeToauuecKkue PEKOMEHIAIUH IO OPraHu3alu U3yYCHUS TUCHUIIJINHBI

7.1. MeToanueckue peKOMEHIAIUM NPenoIaBaTeio

JlaHHBI pa3zen HacTosmied palOoueill mporpamMMbl NpeAHA3HAYEH IS HAYMHAIOMIUX
npernoaaBaTesieil ¥ creluaiicTOB-IIPAKTUKOB, HE UMEIOIINX OIbITa MPENo1aBaTeIbCKOW paboThlI.

JqucuumimHa — «/loKyMEHTHpOBaHME  YIPABIEHYECKOW  JIEATENBHOCTH»  SIBISETCS
JTUCIUTITNHOM, (OpMHUPYIOIIEH Yy 00yUJaromUXCsi YaCTUIHO PO ecCHOHATBHYIO KommeTeH o [1K-
3. B ycrnoBusX KOHCTpyHpPOBaHUSI 00pa30BaTENIbHBIX CUCTEM Ha MPUHIUIAX KOMIETEHTHOCTHOI'O
MOJIX0Jla MPOU30LLIO KOHIENTyalbHOE HM3MEHEHHE PO IpEenojaBaTelis, KOTOPBIA, Hapsay c
TPaJUIIMOHHON POJIbIO HOCUTENS 3HAHUM, BBHIOIHAET (PYHKIUIO OpPraHU3aTopa HayYHO-IOUCKOBOM
paboThl OOyuarolerocsi, KOHCYJIbTaHTa B Ipoleaypax BbIOOpa, oOpaOOTKHM M HHTEpIpETalUU
uHpOpMaILUK, HEOOXOJUMOM JJIS TPAKTUYECKOTO ACHCTBHS U TAIbHEHIIIEr0 Pa3BUTHS, YTO JOJKHO
0053aTeNIbHO YUUTHIBAThCA MPU MPOBEACHNUH JIEKIIMOHHBIX U MPAKTUYECKUX 3aHATUH 110 JUCIUILINHE
«JlokymeHTHpOBaHNE yIPaBIEHUYECKON AESITEILHOCTI.

[IpenomaBanme  TeopeTHUECKOro  (JEKIMOHHOIO)  Marepuajga 1o  JUCIUIUIMHE
«/lokymMeHTHpOBaHHE  YIPaBIECHUYECKOM  AESITEIBHOCTH»  OCYLIECTBIAETCS  HAa  OCHOBE
MEXIUCUUIUIMHAPDHOW HHTErpalid M YETKUX MEKIUCUUIUIMHADHBIX CBSI3€d B paMKax
00pa3oBaTeNbHON MPOTrpaMMbl U ydeOHOro Tu1aHa o HanpasieHuto 38.03.01 DxoHomHuKa.

[TonpoOHOE coaepkaHHWe OTAENBHBIX pa3feioB JAUCHUILUIMHBL  «JlOKyMEHTHpOBaHHE
YIpaBJIEHYECKOH IeATETLHOCTHY paccMaTpuBaeTcs B 1.5 pabodeil mporpaMMel.
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Metoauka onpeeneH st ”TOTOBOTO CEMECTPOBOIO PEUTHHTa 00YYaIOIIErocs MO TUCIUILIIMHE
«JlOKyMEHTHpOBaHUE YIPABICHYECKON NESITENbHOCTH» TpeAcTaBiieHa B cocrae POC 1o
JUCLUILIMHE B I 8 pabouell IporpaMMBl.

[TpumepHbIe BapHaHTHI TECTOBBIX 3aJaHUN AJI1 TEKYIIEro KOHTPOJIS U MEepPEUYeHb BOIPOCOB K
9K3aMeHY 1O AMCUUIUIMHE TaK)Xe MPECTaBJICHbI B I1 § paboueil mporpamMmel.

[lepeueHr OCHOBHOI U [IOMOJHUTENBHOM JUTEpaTyphl U HOPMATHUBHBIX JOKYMEHTOB,
HEOOXOJUMBIX B XOJ€ IpernojaBaHUsl JUCLHUIUIMHBI «J{OKyMEHTHUpOBaHHE YyNpPaBICHUYECKON
NeSTeNIbHOCTH», TpUBElIeH B M.8 Hacrosmiel paboueil mporpammbl. llpernonaBarento ciemyer
OpPUEHTUPOBATH OOYYAIOIIMXCS HA UCIIOJIb30BAHUE P MOJATOTOBKE K MPOMEXKYTOUHOM aTTecTaluu
OpPUTMHAJILHOM BEpPCUU HOPMATHUBHBIX JOKYMEHTOB, IEUCTBYIOIINX B HACTOSIEE BPEMS.

7.2. MeTtoan4eckue yKazaHus 00y4ar0ImIMMCs

[Tonyyenue yriayOneHHbIX 3HAaHMH 1O JUCLMIUIMHE JOCTUIaeTCsl 3a CYeT aKTUBHOU
CaMOCTOSITENIbHOW paboThl 0Oydarommxcs. Beinensemplie yachl 1enecoo0pa3Ho HCIONb30BaTh IS
3HAKOMCTBa ¢ y4yeOHOM M HayyHOW JMTEpaTypoi Mo mpobieMaM AUCUUIUIMHBI, aHAJIU3a HAYYHBIX
KOHILEITLIHM.

B pamkax QUCHMIUIMHBI IPEIYCMOTPEHBI pa3indHble (JOPMbI KOHTPOJIS YPOBHS JOCTUKECHUS
00y4aroIUMUCS 3asiBJIEHHBIX HHANKATOPOB OCBOEHUS KOMIETeHIUH. Popma TEKYyIEero KOHTPOJIS —
aKkTUBHas paboTa Ha MPAaKTUYECKUX 3aHATHUAX, MOATOTOBKAa pedepara u TectupoBaHue. dopmoii
IIPOMEXYTOUYHOTO KOHTPOJII IO JAaHHOW JUCLUMIUIMHE SIBISETCS SK3aMEH, B XOJ€ KOTOPOIo
OLICHUBACTCA YpPOBEHb JIOCTHXKEHUS OOydYalOUIMMUCSA 3aABJICHHBIX HHIAMKATOPOB OCBOECHHUS
KOMIIETECHIIUH.

MeTroanyeckne yka3aHus 10 OCBOCHUIO IUCHUIIIMHBIL.

JICKIIMOHHbBIE 3aHATUS TPOBOAATCS B COOTBETCTBUU C COJEpPKAHHWEM HACTOSIICH pabodeit
POTrpaMMbl U IPEACTABISIOT COO0M N3TI0KEHUE TEOPETUUECKUX OCHOB TUCIUILIIMHBI.

[Tocemienne NEKIIMOHHBIX 3aHATHI SIBIISIETCA 003aTEIbHBIM.

KoHcnektupoBaHne JEKIMOHHOIO MaTepuaia JONYCKaeTcsl KaK NHCbMEHHBIM, TaK U
KOMIIBIOTEPHBIM CIIOCOOOM.

PerynspHoe moBTOpeHHE MaTepuana KOHCIIEKTOB JIEKIMH 10 KaXIOMY pas3Zelly B paMKax
MOJATOTOBKU K TEKyIIUM (opMaM aTTecTallMM MO JUCHMIUIMHE SBJISETCS OJHUM M3 BaXKHEHIIMX
BUJIOB CAaMOCTOSITEIbHON pabOThl CTYACHTa B TEYCHHE CEMECTpa, HEOOXOIMMOMN JUIsl KaueCTBEHHOM
MOJIFOTOBKU K MPOMEXKYTOYHOM aTTeCTal[H 110 AUCLUIIINHE.

ITpoBeneHne NPaKTUYECKUX 3aHATHI MO0 JUCHMILINHE «J[OKyMEHTHMpOBaHUE yNPABICHUYECKON
JESITEIbBHOCTHY OCYIIECTBIISIETCS B CIEAYIOIUX popMax:

— aHanM3 MpaBoBOM 0asbl, pErIAMEHTHUPYIOLIEH MAEATeNbHOCTh OpraHu3alluil  pa3IuYHbIX
OpraHU3aI[MOHHO-TIPABOBBIX (GOPM;

— OIpoC IO MaTepuallaM, PaCCMOTPEHHBIM Ha JIEKIUAX U HU3Y4YEHHBIM CaMOCTOSITENIBHO IO
PEKOMEHIOBaHHOM JINTEPATYPE;

— peuleHue TUIOBBIX PACUETHBIX 3a7a4 I10 TEMaM;
— aHanM3 1 00CyX/IeHNEe MPAKTUUYECKUX CUTYalil 110 TeMaM.

[Tocemenue NpakTHUECKUX 3aHATHH U aKTUBHOE Y4aCTHE B HUX SIBISIETCS 0053aTEIIbHBIM.

[TonroroBka K MPakKTUYECKUM 3aHITHSIM 00s3aTeNIbHO BKJIIOYAET B ce0s M3yUeHHE KOHCIIEKTOB
JIEKIIMOHHOI'O0 MaTepualla ¥ pEeKOMEHI0BAaHHOM JIMTEpATyphl U1 aIeKBaTHOIO IIOHUMAaHUs YCIOBUS
U crocoba pelieHus 3aJaHui, 3alJlaHUPOBAaHHBIX MpenojaBaTesieM Ha KOHKPETHOE MPaKTHUYeCKOoe
3aHATHE.

MeTonuueckre  yKa3aHMsl 110 BBINOJHEHHUIO  Pa3iWyHbIX  (OpM  BHEayJIUTOPHOU
CaMOCTOSTENILHOW PabOThI

M3ydyeHHe OCHOBHOW WM JONOJHUTEIbHOW JUTEPATYphl, a TAaKK€ HOPMAaTHBHO-NIPABOBBIX
JJOKYMEHTOB 110 JUCLUIUIMHE MPOBOIUTCS HA PEryJSIPHOM OCHOBE B pa3pe3e KaxAoro pasieina B
COOTBETCTBUM C NPHUBEIECHHBIMU B 1.5 paboueil mporpaMmbl PEKOMEHIALUAMU JUIsl TIOATOTOBKHU K
[IPOMEKYTOUHOM  aTTeCTalMd 10  JUCHUIIIMHE  «JlOKYMEHTHpOBAaHHE  yIIPABJICHYECKOU
nesaTeabHOCTH». CIIMCOK OCHOBHOW M JONOJHUTENBHOM JIUTEpaTyphl U 0043aTENbHBIX K U3YUECHUIO
HOPMATHUBHO-TIPABOBBIX JIOKYMEHTOB I10 ITUCIMIUIMHE NPUBEACH B 1.7 HAcTosmed pabodei
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nporpammel. Crieyer OTAaBaTh NPEANOYTECHUE M3YUYEHHI0 HOPMATUBHBIX JIOKYMEHTOB TIO
COOTBETCTBYIOIIUM pa3/iesiaM TUCIHUILUIMHBI IO CPAaBHEHUIO C UX aIallTUPOBAHHOM MHTEpIpeTanuei
B yueOHOM JHUTEpaType.

Pemenuie 3amau B paspe3e paslesoB AUCHUIUIMHBL «/[OKyMEeHTHpOBaHME YTNpaBICHUYECKOI
JESITEIILHOCTHY SIBIISIETCSI CAMOCTOSITENILHOM paboToi 00yyaromerocst B popMe JOMAITHETO 3aIaHUS
B CIIy4asiX HEJIOCTaTKa ayAUTOPHOIO BPEMEHHU Ha MPAKTUYECKUX 3aHATUSAX JUIS PELICHUs BCeX 3ajad,
3aIUTAHUPOBAHHBIX MPENoAaBaTeIeM, MPOBOIASAIINM MPAKTUYECKUE 3aHATHS IO TUCLIUIUINHE.

MeTtoauueckue yka3aHus [0 MOATOTOBKE K IPOMEXYTOYHOM aTTeCTalluu

[IpomexyTouHass arrecTanus MO0 AUCHUILIMHE «J{OKyMEHTHpOBaHHE YNpaBICHUECKON
JESTEIILHOCTH» TMPOXOIUT B dopMe dKk3aMmeHa. [IpuMepHBIid mepedeHb BOIMPOCOB K AK3aMEHY IO
JTUCIHUILINHE «/OKyMEeHTHpOBaHME yNpPaBICHUYECKON AESITENbHOCTU» M KPUTEPUH OLEHKH OTBETa
oOyyaromierocs Ha D3K3aMEHE Ui LeJed OLEHKH JOCTH)KCHHS 3asBJICHHBIX WHIUKATOPOB
c(hopMUPOBAaHHOCTH KOMMETeHIMH npuBeaeHbl B coctaBe ®OC mo auciuiummee B 1 8§ pabdodeit
MIPOrpamMMBl.

OOyuaromuiicst JOMycKaeTcsl K MPOMEKYTOYHOM aTTeCTalluu [0 JUCHUILTUHE HE3aBUCHUMO OT
Pe3yNbTaTOB TEKYILEr0 KOHTPOJIS.

8. DoHJ 01LIEHOYHBIX CpeaCTB IO TUCHUIIJIUHE

8.1. IlepeyeHb KOMIETEHIW € yKa3aHWeM JTanoB WX (opMHPOBaHHS B mpolecce
OCBOEHHSI THCHHMIIMHBL. POpPMBbI KOHTPOJIsI hOPpMHUPOBAHUS KOMIIETEHIIU i

Koa u HNHaukaTopbl JOCTHKEHUS Tansl
HAHMMEHOBaHUe KOMIIeTEeHIIUN ¢popmupoBanus
N dopmMa KOHTPOJIA
KOMIIeTeHIIH i (pa3nennl
AMCLHUNJIMHBI)
ITK-3. Cnocoben NIIK-3.1 3naet npyUHLMIIBI
y4acTBOBATh B OpraHU3aIMOHHOTO
OpraHu3aIu B3aUMOJCICTBUS, OCHOBHBIE
paboTsl MIPUEMBI YTIpaBIECHUS n .
OMEXKYTOYHBIN
YKOHOMUYECKUX WIIK-3.2 Pa3zpabaTbiBaeT u P y
KOHTPOJIb:
CITYK0 1 MIPUMEHSET 00OCHOBAHHBIE
nojpasaeeHnui OpraHU3alMIOHHO isamen
P p Texymun
YIIPaBJICHUYECKUE PEIICHMUSI,
KOHTPOJIb:
OLICHUBAET UX 3KOHOMUYECKHE 1-12
onpoc Ha
Y COIMAIBHBIC MOCIEACTBUS L
HIIK-3.3. '0TOBUT OTYETHI O P
. . 3aHSTHSX;
(hMHAHCOBO-X035MCTBEHHON .
pedepar;
JEeSTeNbHOCTH U (hOPMUPYET
TECTUPOBAHUE
TJIAHOBO-YYETHYIO
JIOKYMEHTAIMIO OPTaHU3auu
JU1s1 00OCHOBaHUS
YOPaBJICHUYECKUX pEIICHUMN

8.2. [loka3aTejiu M KPUTEPUH OLEHUBAHUS KOMIETEHIIMA MPU U3yYeHUH TUCIUIIIHHBI,
ONUCAHMe HIKAJ OIeHUBAHUS

8.2.1 Kputepuu olleHKH 0TBeTa HAa IK3aMeHe

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

«5» (oTaM4HO): O0OydYaIUNCI JEMOHCTPUPYET CHCTEMHBIE TEOpEeTHYECKHEe 3HaHMS,
MPAKTUYCCKUC HABBIKU, BJIAJACCT TCPMUHAMU, ACIIACT apryMCHTHPOBAHHBLIC BBIBOJAbBI U 06061H6HI/IH,
MPUBOJUT MPUMEPHI, IMOKA3bIBAET CBOOOJHOE BIIAJICHHNE MOHOJOTUYECKOW PEUbI0 M CIOCOOHOCTh
OBICTPO pearrupoBaTh Ha YTOYHSIOUINE BOIIPOCHI.

«4» (xopomio): O0OyYarOmUUCS JIEMOHCTPUPYET TPOYHBIE TEOPETUUECKHE 3HAHUA,
MPAKTUYECKHE HABBIKH, BIIAZIe€T TEPMUHAMH, JI€JAeT apryMEHTHPOBaHHbIE BBIBOJbLI U 000OIICHHUS,
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IPUBOJIUT INPHUMEPH], MOKa3bIBA€T CBOOOJHOE BIIAZICHHME MOHOJIOIMYECKOH peublo, HO IPHU ITOM
JIeNlaeT HECYIEeCTBEHHbIE OMIMOKHM, KOTOphIe OBICTPO HCHPABISIET CAMOCTOSTEIBHO WM TpU
HE3HAYUTEJIbHON KOPPEKIMHU ITPENOaBaTeIeM.

«3» (YAOBJIETBOPUTEJIBHO): 00ydJaIOUIMICA JEMOHCTPHPYET HETITyOOKHE TEOPETHYECKHe
3HaHUs, MpOsABIsET clabo CcOOpPMUPOBAHHBIE HABBIKM aHalIM3a SABJICHUMH U IPOLECCOB,
HEJI0CTaTOYHOE YMEHUE JeaTh apryMEHTUPOBAHHbBIC BBIBO/BI M IIPUBOIUTH IPUMEPHI, I0KA3bIBAET
HE JI0CTaTOYHO CBOOOJHOE BIaJIeHHE MOHOJOIMYECKOM pEeublo, TEPMHHAMH, JIOTHUHOCTBIO U
[I0CJIEI0BATEIBHOCTBIO HM3JI0KEHUS, JAeJaeT OIIMOKU, KOTOpble MOXKET HCIPAaBUTh TOJBKO IIPU
KOPPEKLMH IIPENo1aBaTeIeM.

«2» (HeyIOBJIETBOPUTEJIBHO): O0yUYaIOIMIMIACSA JAEMOHCTPUPYET HE3HAHUE TEOPETHUYECKHX
OCHOB IIpEIMETa, OTCYTCTBUE IPAKTHUECKUX HABBIKOB, HE YMEET JeJlaTh apryMEHTHpPOBaHHbIC
BBIBOJIBI U IPUBOJUTH PUMEPHI, TOKA3bIBAET CI1a00€ BIIaIEHUE MOHOJIOTHYECKOH PeUblo, HE BIIAJICET
TEPMHHAMM, TPOSIBISIET OTCYTCTBUE JIOTUYHOCTU U IIOCJIENOBATEIBHOCTH W3JI0KEHMS, JIeJacT
OLIMOKH, KOTOPbIE HE MOYKET MCIPAaBUTh Jake IPU KOPPEKIMM IpernojaBaTesieM, OTKa3bIBaeTCs
OTBEYATh Ha JIOTIOJIHUTENbHBIE BOIIPOCHI.

8.2.2 Kputepun oieHKH padoThl 00y4aomerocss Ha NPaKTHYEeCKUX 3aHATHSX
(bopmuposanue komnereniuu I[1K-3, uaaukaropsr UIIK-3.1, UTIK-3.2, UTIK-3.3)

«5» (OTJMYHO): BBIIOJHEHbl BCE IPAKTUYECKHE 3aJaHus, MPEJyCMOTPEHHBIC
NPaKTUYECKUMHU 3aHATHAMH, OOYYaIOUIMiiCsS YeTKO W 0e3 OomMOOK OTBETHJI Ha BCE KOHTPOJIHHBIE
BOIIPOCHI, aKTUBHO Pa0OTaIl Ha MPAKTHYECKUX 3aHATHIX.

«4» (X0po1110): BBIIIOJIHEHBI BCE MPAKTUYECKUE 3a/1aHUS, IPEAYCMOTPEHHBIE IPAKTUYECKUMU
3aHATHSIMH, OOYyYaIOIIUNCA C KOPPEKTUPYIOIIMMHU 3aMEYaHUSIMM IpEenojaBaTelis OTBETHJI Ha BCe
KOHTPOJIbHBIE BOIIPOCHI, IOCTATOYHO aKTUBHO pabOTall HA MPAKTUYECKUX 3aHATHUAX.

«3» (YIOBJICTBOPHUTEJIBHO): BBIOJHEHBl BCE NMPAKTHUECKUE 33JaHUs, NPELYyCMOTPEHHBIE
NPAaKTUYECKMMHU 3aHATHAMM C 3aMEYaHUsIMH TpernojaBarens; oOydaroluiics OTBETWI Ha BCe
KOHTPOJIBHBIE BOIIPOCHI C 3aMEYaHUSIMH.

«2» (Heya0BJIETBOPUTENIbHO): 00yUaIOLIUICS HE BBITOJHUI WM BBIMOJIHWI HEMPAaBUIBLHO
MPAKTUYECKHE 3aJJaHusl, IPEAYCMOTPEHHbIE IPAKTUUECKUMHU 3aHATUSAMU; 00y4daroIUiicsi OTBETUI Ha
KOHTPOJIbHBIE BOIIPOCHI C OIIMOKAMHU MJIM HE OTBETUJI HA KOHTPOJIbHBIE BOIIPOCHI.

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

«5» (oTaMuHO): TeMa pedepara akTyallbHa U PACKpPHITA MOJHOCTHIO; pedepar moAroTOBIEH
B YCTaHOBJIEHHBIH CpOK; odopmileHue, CTpyKTypa U CTHJIb M3JI0KEHHs pedepaTa COOTBETCTBYIOT
pebABIsIEMBbIM TPeOOBaHUSAM K O(OPMIICHUIO JTOKYMEHTA; pedepaT BBINOIHEH CAMOCTOSATENBHO,
MPUCYTCTBYIOT COOCTBEHHbIE OOOOIIEHUS, 3aKIIOYEHHUS U BBIBOJBI, MOJTOTOBJIEH JOKJAJ,
u3JaraeMblii 6€3 UCIOIb30BaHMs OIIOPHOTO KOHCIIEKTA.

«4» (xopomo): TemMa pedepara akTyalbHa, HO pacKpblTa HE IOJHOCTBIO; pedepaT
MOJTrOTOBJIEH B YCTAHOBIIEHHBIH CpOK; Oo(opMIiIeHHE, CTPYKTypa M CTHJIb H3JIOXKeHHs pedepara
COOTBETCTBYIOT INpPEIbSIBIIEMBbIM TPEOOBAHUSAM K O(GOPMIICHHIO JOKYMEHTa; pedepar BbINOJIHEH
CaMOCTOSITEIIbHO, TIPUCYTCTBYIOT COOCTBEHHBIE 000OIICHUS, 3aKJIIOUCHUSI U BBIBOJIBI; TTOJATOTOBIICH
JTOKJIaJl, U3J1araeMblii ¢ UCIIOJIb30BAHUEM OMOPHOTO KOHCIIEKTA.

«3» (ynoBjeTBOpHUTEIbHO): TeMa pedepaTa akTyandbHa, HO PACKphITa HE IOJHOCTHIO;
pedepar MOATOTOBIEH C HApPYIIEHHEM YCTAHOBJIEHHOI'O CpOKa MpeicTaBiieHus; opopMIeHHE,
CTPYKTYpa M CTHJIb W3JIOXKEHHs pedepaTa HE B IOJHOM Mepe COOTBETCTBYIOT IMPEIbSIBISEMBIM
TpeOOBaHUAM K O(POPMIICHHIO TOKYMEHTa; B LIE€JIOM pedepaTr BBINOJIHEH CAMOCTOSITEIbHO, OJHAKO
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OUYEBUTHO HAJMYKE 3aUMCTBOBAHMI 0€3 CCHUIOK HAa MCTOYHHKH; MOJATOTOBJICH JTOKJIA/, U3JIaraeMblit
C UCIOJIb30BAHUEM OMIOPHOTO KOHCIIEKTA.

«2» (HeyJOBJIETBOPUTEJIbHO): TeMma pedepara akTyallbHa, HO HE pacKphITa; pedepar
MOJTOTOBJICH C HAPYIICHWEM YCTAaHOBJICHHOTO CPOKa IpEeACTaBJICHHUsS; 0OpMIIEHHE, CTPYKTypa U
CTWJIb M3JI0XKEHHsS pedepaTa HE COOTBETCTBYIOT MPENBSBISEMBIM TPEOOBAHUAM K O(OPMIICHHUIO
JIOKYMEHTa; B pedepare 0ueBUIHO HAIMYNE 3HAUUTENbHBIX 00EMOB 3aMMCTBOBaHUM 0€3 CChUIOK Ha
MCTOYHUKU; JOKJIAJ] HE MMOJITOTOBJICH.

8.2.4. Kputepuu oleHKH TeCTUPOBAHUS
(bopmuposanue komnereniuu I[1K-3, uaaukaropsr UIIK-3.1, UTIK-3.2, UT1K-3.3)

TecTupoBanue oLEHHBAETCS B COOTBETCTBHU C MPOLIEHTOM IIPABUIIBHBIX OTBETOB, AAHHBIX
00y4aroLIMMCs Ha BOIPOCHI TECTA.

CranpmapTHasi mIKaja COOTBETCTBHS PE3yJIbTATOB TECTUPOBAHMS BBICTABIISIEMON OaJUIbHOM
OLICHKE:
- «OTJIMYHOY - CBbILIE 85% MPaBUIbHBIX OTBETOB;
— «xoporto» - oT 70,1% no 85% npaBuiIbHBIX OTBETOB;
— «yIOBIETBOPUTENBHO» - OT 55,1% 110 70% npaBUIbHBIX OTBETOB;

— ot 0 10 55% npaBUIbHBIX OTBETOB — «HEYAOBIETBOPUTEIIHHO
«5» (OTJIMYHO): TECTHPYEMBIil IEMOHCTPUPYET CUCTEMHBIC TEOPETUUCCKUE 3HAHUS, BIaJCET

TEpMUHAMHU U 00J1aZlaeT CIIOCOOHOCTHIO OBICTPO pearupoBaTh Ha BOIIPOCHI TECTA.

«4» (X0pom10): TECTUPYEMBIN B IIEJIOM JEMOHCTPUPYET CUCTEMHbIE TEOPETUUECKHUE 3HAHMS,
BJajiceT OOJNBIIMHCTBOM TEPMUHOB M 00JIAAaET CIIOCOOHOCTBHIO OBICTPO pearupoBaTh HAa BOMPOCHI
TecTa.

«3» (YnOoBJIETBOPHMTEJBbHO): CHCTEMHBIE TEOPETHUECKUE 3HaHHS Y TECTHPYEeMOro
OTCYTCTBYIOT, OH BJIaJICET HEKOTOPBIMH TEPMHUHAMH U Ha BOIPOCHI TECTa pEarupyer IOCTATOYHO
MEZJIEHHO.

«2» (HeyIOBJIETBOPUTEIbHO): CHCTEMHBIE TEOPETUYECKHME 3HAHHUA Y TECTHUPYEMOIO
OTCYTCTBYIOT, TEPMHHOJIOTHEN OH HE BJIaJIEET U Ha BOIIPOCHI TECTA pEarupyeT MEUICHHO.

8.2.5. MWrToroBoe cooTBeTCTBHE OA/JVILHOW WIKAJBI OLEHOK M  YpPOBHeii

copMHPOBAHHOCTH KOMIIETEHUMH 10 TUCHMILVIHHE:

YpoBennb
chopMHUPOBAHHOCTH Ouenka IMosicuenue
KOMIICTCHIIUHN

TEOPETUUECKOE COJECPKaHUE U MPAKTUYECKHUE HABBIKU I10
JIUCUUIUIMHE OCBOEHBI MOJIHOCTHIO;

Bricokuii «“» BCE IMPEIYyCMOTPEHHBIC MPOrpaMMOil OOydeHHs yueOHbIE
(oTmimo) 3aJIJaHUs BBITIOHEHBI HA BEICOKOM YPOBHE;
KOMIIETSHIIUU CHOPMUPOBAHBI
TEOPETHUECKOE COJICP’KaHUE M MPAKTUUECKUE HABBIKU TIO
JACITATIIMNHE OCBOEHBI MOJTHOCTEIO;
BCE IMPEIyCMOTPEHHBIC MPOTPaMMOil 0OydeHUs y4ueOHBIC
3aJIJaHUs BBITIOJHEHBI C HE3HAYUTEIFHBIMU 3aMEYaHUSIMU;
KOMIICTCHIIUHU B 11€JI0M C(HOPMHUPOBAHBI
TEOPETHUECKOE COJACPKAHNE W MPAKTUICCKUE HABBIKH TIO
JUCITUILTAHE OCBOCHBI YaCTHUYHO, HO MPOOENBI HE HOCHT
Y nosnerBopu- «3» CYIIIECTBEHHOTO XapaKTepa;

TEIBHBIN (YIIOBIETBOPUTENHHO) |OONBIIMHCTBO MPEAYCMOTPEHHBIX MPOTPaAMMON 00yUdEHHUS
y4eOHBIX 3a/1a4 BBHIITOJHEHO, HO B HUX UMEIOTCS OIINOKHY;
KOMIIETCHIINY C(HOPMUPOBAHBI YACTUIHO

«4y»

Cpenmii (xoporo)
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TEOPETUYECKOE COACPKAaHHE U MPAKTUYECKUE HABBIKU MO
JHCIUIUINHE HE OCBOCHBI,

OOJIBIIMHCTBO TPETyCMOTPEHHBIX MPOrpaMMON 00y4eHHS
y4eOHBIX 3aJaHuii MO0 HE BBHIMOJIHEHO, JTUOO0 CONEPIKHUT
rpyOble OIIHOKH;

JONOJIHUTENBHAS ~ CaMOCTOsITeNbHas ~ pabora  Hax
MaTepHajJoM He MPHUBOIUT K KaKOMY-THOO 3HAYUMOMY
MOBBIIICHHUIO KaYeCTBa BHITIOIHEHHS yUeOHBIX 3aJaHNH;
KOMIIETEHIINHU HE C(OPMHUPOBAHBI

HeynosnerBopu- «2»
TENbHBIN (HEey IOBIIETBOPUTEIILHO)

8.3. MeTroanueckue MaTepHaJibl (THNOBbIe KOHTPOJIbHbIE 3aJaHMs), ONpeae/Isiioue

pe3yJabTaThl 00y4eHHs MO IMCUHUILIHHE, COOTHECEHHbIE ¢ HHANKATOPAMH J0CTHKEHUS

KoHTposbHBIC 3a/1aHUs, TPUMEHSEMbBIE B paMKaX TEKYIIEro KOHTPOJISI U MPOMEKYTOUHON
aTTeCTaluy 110 JUCLUIUIMHE, HOCAT YHUBEPCAIBHBINA XapaKTep U MPEAYCMATPUBAIOT BO3ZMOKHOCTb
KOMIUIGKCHOM OIICHKM BCEro HaOopa 3asBICHHBIX I10 JIAaHHOW JHUCHMIUIMHE WHIUKATOPOB
c(hOpMUPOBAHHOCTHU KOMIIETCHITHH.

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

Ipumepsbl 3a1aHUi 1JIA NPAKTHYECKUX 3aAHATHI
3aoanue 1.
IIpencraBeTe, uTo Bbl paboTaere B KOMIIAHMM PYKOBOJUTEIEM OTJeNa Mpojax. Bam HeoOxoaumo
COCTaBHUTh JIOJDKHOCTHYIO HHCTPYKIIMH HA BAKAHTHYIO TOJDKHOCTh — MEHE/Kepa OT/Iesa MPOoaaxK.
Cdopmynupyiite OCHOBHBIE pa3/ieiibl JOJKHOCTHON HHCTPYKIMHU: KBAIM(UKALMOHHBIE TPeOOBaHHUS,
JOJDKHOCTHBIE  O0S3aHHOCTH, OTBETCTBEHHOCTh, IIpaBa ¥ B3aMMOOTHOIICHHS. Odopmure
JIOJDKHOCTHYIO HHCTPYKIMIO CO BCEMH HEOOXOAMMBIMU PEKBU3UTAMU JIAHHOTO JTOKYMEHTA.
3aoanue 2.
Heob6xonumo 3anonauts LllTaTHOE pacnucanne B COOTBETCTBUU C TPEOOBAHUSMU, TPEIBIBIIEMBbIMU
K OpTraHU3allMOHHO-PACHIOPSAUTENBHEIM JoKyMeHTaM (YHudunupoBannas ¢opma IltaTHOTO
pacrucaHus pujaraeTcs)
3anonHs0TCS BCE PEKBU3UTHI.
3aoanue 3.
[IpencraBwTe, uTo BBl paboTaeTe B OTACNiE KaapoB opraHu3anuu. Bam HE0OXOIUMO MOATOTOBHUTH
HPOEKTHI KJAPOBHIX JOKYMEHTOB
1. Ha ocHOBaHNM 3aKIIFOYEHHOIO TPYAOBOIO J10oroBopa o npueme Meanosa .M. Ha nomkHOCTH
MEHeJKepa B Ballly OpraHu3aiuio ohopMuTe MpHKa3 1o JIMYHOMY COCTaBy O IpHeMe Ha padoty (1o
yHupumpoBanHoit popme T Ne 1).
2. CocraBbTe M 0(pOpMHUTE XAPAKTEPHCTUKY Ha COTPYAHUKA OTJENa KaapoB, MOIMHCAHHYIO
PYKOBOJIUTENIEM JTAHHOTO CTPYKTYpHOTO MojnpasneneHus. OpraHuzanuio, (haMmimn padOTHHKOB
YKQKUTE CaMOCTOSITEIBHO.
3. CocraBbTe M 0OpMHTE 3asBICHUE O MEPEBOAE Ha JAPYIYI0 PabOTy, B KOTOPOM YKaKHTE
CTPYKTYpPHOE TMOJpa3/ielieHue, JAO0JDKHOCTh, NpU HEOOXOAMMOCTH — OCOOEHHOCTH B pabote
(HemonHbBIN paboumii neHb, rmodacoBas oruiata). Ha ocHoBaHuUM 3asiBJIECHHS COCTaBbTE MPHUKA3 IO
yauduuupoBanaoit popme T Ne Sa
3aoanue 4.
4.1. CocTaBbTe pacropsKeHne pyKOBOAUTEN 00 OpraHu3allly JIe)KypcTBa B pa3IHUUHbIE IHU ¢ 31
nexadbps 2020 roma mo 10 suBaps 2021 rona. Ilpeanoxkute 3aMm. aupekropa mo AXY
(aIMMHHUCTPATUBHO-XO3HCTBEHHAs 4acTh) OpraHu3oBaTh coTpyAHukoB 31.12.2020 go 17-00 u
IPOBEPUTh U Olle4aTaTh BCE CIIy:keOHble momerneHus. OOsKuTe MOArOTOBUTh HAa YTBEP)KICHUE
rpagpuk gexypcrsa n0o 31 nexabps. Opranuzanuio U (GamMUINH JODKHOCTHBIX JIMIl YKaXHUTE
CaMOCTOSITENIBHO.
4.2. B COOTBETCTBUH C YHU(DHUIIMPOBAHHOW (OPMOH MpHKa3a O MOOLIPEHUN PaOOTHUKA 3ATIOJTHUTE
BCE HEOOXOMMBbIE PEKBU3UTHI, BKJIOYAs MOIMHCH.
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8.3.2 Tekymuii KOHTPOIb (MOATOTOBKA pedpepaTa)
(bopmupoBanue komnerenimu [1K-3, uamukaropsr UIK-3.1, UTIK-3.2, UTIK-3.3)

IIpumepHas TemaTuka pegeparos:

1. JlIokyMeHTaIlMOHHOE 0OecrieueHNe yIpaBlIeHus, €ro 3a1a4u, QyHKIIHH.

2. Hopmatusnsie nokymeHTsl (TCHAOY, TOCTsl). [ToHsTHE cTaHAapTU3ANNN U YHUDUKAIIHH.
3. Kitaccudukanusi TOKyMeHTOB.

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

5. TpeboBaHMS K TECTY IOKYMEHTA.

6. brank. Buzpr 6:1ankoB. TpeGoBanus k 61aHKaM JOKYMEHTOB.

7. Opranu3alOHHbIE TOKYMEHTHI.

8. Pactiopsiautenbable JOKYMEHTHI. [IpuKa3bl 1o OCHOBHOM JiesTenbHOCTH. PacniopsbkeHus.
9. NndopManimoHHO-CIpaBOYHbIE TIOKyMEHTHI. JlokIanHble, 00bsiCHUTENbHbIE 3aniCcKU. CIIpaBKU.
10. AkTh1, ux Buabl. CoCTaBICHUE aKTOB.

11. IIpoTtokonsl 3aceqanuii, copemanuii. [loaHas u kpatkas GopMbl IPOTOKOIA.

12. JlenoBas nepemnucka.

13. JlIokyMEeHTHUpOBaHKE MPOLIECCOB JABMKEHUS KaJIPOB.

14. IIpukassl 10 JMYHOMY COCTaBY.

15. JInunoe 3asBienue. BeaeHue JIMUHBIX KapTOYEK.

16. TpynoBoii 1orosop.

17. Benenue TpyaoBbIX kHIbKEK. OdopmiieHne IUYHBIX J1e.

18. TexHomorust paboTh ¢ ToKyMeHTaMu. OpraHu3aius J0KyMEHT0000poTa.

19. Peructpanuus 10KyMEHTOB.

20. KoHTpOJIb UCIIOJTHEHUSI IOKYMEHTOB.

21. Homenkinarypa nen. Cucremarusanus aein. QopMupoBaHue Jel.

8.3.3 Tekymuii KOHTPOJIb (TECTHPOBAHHUE)
(bopmupoBanue kommnerenimu [1K-3, uamukaropst UIK-3.1, UTIK-3.2, UTIK-3.3)

IIpuMepsI TeCTOBBIX 3a1aHUI
PacniopsizuteibHbIC JOKYMEHTbI, 0TPAKAIOIINE Pe3y/IbTAT KOJICTHAJTBHOMN 1esiTeIbHOCTH
[] mpuka3, pacriopspkeHHe
[] pacnopspkeHue, yka3saHue
[V mocraHoBIeHUE, PEIIEHUE
M mporokou, akt
[ noroBop, ycTaB, COTJanieHue
OcHOBHBIC pEKBU3HTHI JOKYMEHTA
M Tekct, OTMETKA O MPUIIOKEHUH
TEKCT, OTMETKA O NPWJIOKEHUH, AaTa, HHJEKC, 3ar0JI0OBOK K TEKCTY
TEKCT, TpU( yTBEPKACHUS, OJIUCH, IeYaTh
TEKCT, 3ar0JI0BOK K TEKCTY, MOJIMHUCh, TPU(Q COTTACOBaHMS, TPUQ YTBEPHKIACHUS, [1€4aTh
TEKCT, OTMETKA O MPUJIOKEHHUH, IpU( coraacoBaHus, BU3BI COTTIACOBaHUS, IPU] yTBEPKICHUS
TEKCT, apecar, rpu( yTBep>KIeHHs, BHU3bI COIVIACOBAHUS, TOAIUCH, I€YaTh
HopmaTuBHBII JOKYMeHT, perjaMeHTHPYIOIIMHA TpeOoBaHHs K 0(OpPM/IEHHI0 TOKYMEHTOB
o0mero axMMHUCTPATUBHOrO ynpasiaenus (OP/I)
[1 TOCT P 51141-98
L1 T'OCT 6.10.5-87
M T'OCT P 7.0.97-2016
L1 ErCcaoy
[] MHCTpYKIHS IO JeTONPOU3BOACTBY
AKT " «rpU} yTBepKICHUA»
[] axTt Bcernma yTBepikaaeTcs pyKOBOAUTEIEM OpTraHU3aIiN
[] akT yTBepKIaeTcst BBILIECTOSIINM OPraHOM YIIPABJICHUS
M yTBepkIarOTCs TONBKO HEKOTOPHIC BHIBI AKTOB

ooogod
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[] akT He uMeeT «rpuda yTBEPKICHUS

[] akT yTBep)KIaeTcs, B 3aBUCUMOCTH OT PEIICHUSI PyKOBOJCTBA OpPraHU3aI[UH
[] akT yTBepKIaeTcs, B 3aBUCUMOCTH OT BBIIIECTOSIIETO OPraHa yIpaBJICHUs
Cpox neicTBHsI OPraHU3aANUOHHO-TIPABOBBIX IOKYMEHTOB

[J OT OAHOTO 110 MATH JIET

[ 10 MOMEHTa UX OTMEHBI

[J mo Tpex neT

[l no mecaru ner

[ 10 BBe/leHHST HOBBIX B3aMEH YCTAPEBIIHX

MartepuanbHblii HoOCHTeIb HH(POPMANUM O COOBITHAX M SIBJEHHUAX O0OBEKTHBHOI
AefCTBUTEJILHOCTH U MBICJIMTEILHOM 1eSITeIbHOCTH YeJIOBeKa - 3TO...
Ilpasunvnvie sapuanmol omeema: JOKYMEHT; [lokymMeHT; HOKYMEHT;
Kommiexke MeTo10B 1 npoueccoB padoThl ¢ JOKYMEHTAMHU, OCYLIeCTBJIsAeMbIii peANpuATHEM
NPH BHINOJIHEHUU UM CBOUX (PYHKIMIA - 3TO ....

[] moKyMeHTalMOHHOE 00ECIICUCHHE YIPaBICHUS

[Vl 1enonpou3BoACTBO

[] cucrema JOKyMEHTAIMH

(] noxkymeHTHpOBaHHE

] moxymeHTOOOOpOT

[] noKkyMEeHTHpOBaHHE YIPaBICHYECKOW JCATCIbHOCTH

JloKkyMeHThI KJIaccupuuupyrces no rpudy Ha ...

OPUTHHAJIBI, KOITUH W IO NTHHHUKA

BHEIIHUE U BHYTPEHHUE

WHIUBUIyTbHBIC, TUTIOBBIC U TpadapeTHBIE

PYKOIIHMCHBIE, NTeYaTHBIE U IEKTPOHHBIC

OpTaHU3aIMOHHBIE, PACTIOPSIUTEIHHBIE, CTPABOYHBIC

M xoH(HIEHIMATbHBIE, OTPAHHYEHHOTO JOCTYIIA U OTKPBITOTO TTOJIL30BAHUS
IMocaenoBaTeLHOCTD M3JI0KEHHS MOJIOKEHUH Y cTaBa NpeAnpUsiTHs
o011IMe MOoNI0XKEeHUs

CBEJIEHUS 00 YCTaBHOM KaruTaie

OpraHHU3aIIOHHO-TIPABOBBIE OCHOBBI JIEATEIBHOCTH OpPraHu3alluu
OpraHbI YIIPABJICHUS U KOHTPOJIS, UX KOMITETCHITUS

MpaBWJIa BEJCHUS yUeTa U OTYETHOCTH B OpTaHU3AINH

MOPAZIOK pacipeneneHus npuobu U opMupoBanue (GoHI0B

0c00bIe BOTIPOCHI ACITEIFHOCTH OpTaHU3aIUN

. YCIIOBHS PEOPTaHMU3ANNN U JTUKBUIAUN

3Tam>1 padoThbl ¢ BHYyTPEHHUMH JOKYMEHTAMH

. TIONTyYeHHE yKa3aHHs Ha pa3paboTKy JTOKYMEHTOB

pa3paboTka mpoeKTa JOKYMEHTa

COTJIACOBAaHUE MPOEKTA JIOKyMEHTA

KOPPEKTUPOBKA JOKYMEHTA, €ro 0(pOpMIICHHE

MOJITUCAHNE, YTBEPKICHHUE

perucTpanusi U THPaKUPOBaHUE

JOBEJICHUE JI0 UCTIOTHUTEICH

KOHTPOJIb UCTIOTHEHUS JOKYMEHTA

. TIpHeM HCIIOJIHEHHOTO IOKYMEHTA, CHSTHE C KOHTPOJIS

10 TEKYIle€ apXUBHOE XpaHEHHE

KoHTpo/b HCIOJIHEHHST JOKYMEHTA OPraHu3yeT

M cayxba JOY

[] pykoBOAMTEIH BCEX PAHTOB

L] cekperapuar

[ cmy»x0a KOHTPOJIS

[ ompeneneHHOE HOKHOCTHOE JIUIIO

[] pykoBOAMTENb MPEAMPHITHS

oNoIRONRE Ooogg

‘99?5‘.‘?9.":'?99!\?!—‘
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OcHoBaHHEM IJIA MPpeAbABJICHUSA MPETCH3UH ABIAIOTCH TOKYMEHTDI

M
O
L]
O

KOMMEpPUECKHi aKT, cepTu(UKaT KauecTBa, 10r0BOp, aKT IPUEMKH TOBapa, TpeOOBaHUs
cepTH(HKAT KauyecTBa, IOTOBOP, aKT IIPUEMKH TOBapa, TpeOOBaHUs

KOMMEpPUECKUii aKT, cepTU(UKAT KauecTBa, aKT IPUEMKHU TOBapa, TpeOOBaHuUs
cepTH(HKAT KauyecTBa, aKT IPUEMKH TOBapa, TPEOOBAHMS

K HeperucTpupyemMbIM OTHOCATCS IOKYMEHTBI

|

|

L]
O

O

nH()OPMAIIMOHHBIE MAaTepHallbl, PEKJIAMHBIE W TIO3PABUTENBHBIE IMHCHMA, MPOTPAMMBI
CEMHHAPOB, COBEIIAHUM, KOH(PEPECHITHI
KOITUU HOPMAaTUBHBIX JOKYMEHTOB, TOCTAHOBJICHHUS U PACIIOPSKEHUS TOCYIapCTBEHHBIX OPTaHOB,
O0OBSICHUTEIIbHBIC 3AIMUCKU
city>keOHbI€ 3alMCKH, MMChMa, TellerpaMMbl, (hakcorpaMMBbI
pEeKJIaMHBIE TTPOCIIEKTHI, TPOTOKOJIBI KOJJIETHAJIbHBIX OPTaHOB, CIIPABOYHBIE MAaT€pPUaIIbl, TJIAHbI,
POrPaMMbl, CBOJKH, OTUETHI
MMChMa BBICIICH HHCTAHIIUU, TPEOOBAHUS, UCKH, MIPETEH3NH, KOJUICKTUBHBIC JOTOBOPA

CooTBeTCcTBHE 3TaNOB NOATOTOBKH YIPABJICHYECKHUX PELICHUH CTAAUAM PadoThI
aHaAIM3 TMPOOJIEeMHON cHTyalud, (HOPMHPOBAHHE CTAAMsI pa3pabOTKU PEIICHUS
[eJei, OlleHKa MPEANOYTeHUN peleHui
OLICHKAa paclojaraéMoro BPEMEHH, OIPEJEICHUE IOATOTOBUTENbHAS CTAIMS
HEO0OXOIUMBIX PECYPCOB
dbopMuUpOBaHHE  KPUTEPUEB  BBIOOpA, BBIOOP  CTaaWs BHIOOpA PEIICHUS
€IMHCTBEHHOT'O PELICHUS
OpraHu3aIysl BBIIOJIHEHUS pEIICHUs, aHalu3 M  CTaAus peau3alldy IPUHITOTO PelieHUs
OLIEHKA IOCTUTHYTOTO pe3yibTara
IlocnenoBaTeIbHOCTHh JITANOB MOATOTOBKM YIPAaBJIEHYECKUX pellleHuil, BXOAAINX B COCTAB
HOIIFOTOBI/ITQJILHOI/I CTAIMU U CTAJAUM Pa3padoTKH pelleHus

XN TAREXNE

BBISIBJICHUEC U OIITMCAHUC HpO6HGMHOI/I CUTyalluu
OIIEHKA pacrojaraéMoro BpeMeHu
orpeziesieHue He0OXOAUMBIX PECYPCOB

aHanu3 npoOJeMHON CUTyalluu

dhopmupoBaHue 1eNen

oTnpeseNieHue OrpaHuICHHM

pa3paboTKa BapUaHTOB PEIICHUM

OLICHKA MPEANOYTCHUN peleHui

CTaIll/II/I aHa/Iu3a aJbTCPHATUB M BblﬁOpa NMporpaMMHOro ImpoayKra aBToOMaTU3alluu

1:

a

JOKYMEHT0000poTa
CocraBiieHne nepeyHs NpeabsIBIseMbIX OCHOBHBIX ()YHKIIMOHATIBHBIX U CHCTEMHO-TEXHUYECKHUX
TpeOOBaHUI K KOPIOPATUBHON CUCTEME aBTOMATHU3aLMHU IOKYyMEHTO000pOTa

Br16op cucrembl BecoBBIX K03(uIMEHTOB (0alioB) WM pPaHKUPOBAHHUE AJI HKCHEPTHOM
OLICHKH

: OHGHKa MMpOrpaMMHBIX IPOAYKTOB C TOUKH 3pCHUA MPCABABIACMBIX OCHOBHBIX Q)YHKIII/IOHEU'IBHBIX

TpeOOBaHUHN U CUCTEMHO-TEXHUYECKUX XapaKTEPUCTHK

OT0Op MPOTpaMMHBIX TPOIYKTOB, YIOBJIETBOPSIONINX BHIOPAaHHBIM (QYHKIMOHATBHBIM U
CHUCTEMHO-TEXHUYECKUM KPUTEPUIM
OneHka aanTalliOHHBIX BO3MOKHOCTEH OTOOPaHHBIX MPOTYKTOB

OT6op TpOrpaMMHBIX MPOIYKTOB, YIOBIETBOPSAIOIMIUX KPUTEPUSM aJalTAI[MIOHHBIX

BO3MOKHOCTEHN

CpaBHUTENbHAS OIIEHKA 3aTpaT, CBSA3aHHBIX C MPUOOpPETEHHEM W BHEAPEHUEM IMPOTPAMMHBIX
IPOIYKTOB

OneHka ombpiTa MPUMEHEHUS OTOOPAHHBIX MPOTPAMMHBIX MPOIYKTOB peIyTamuu (UPMBI-
pa3zpaboTunka
Br16op mporpammHOro odecredeHus sl CHCTEMBI aBTOMATH3AIUH IOKyMEHTO000poTa

8.3.4. IIpoMe:RyTOUYHBII KOHTPOJIb (BOMPOCHI K IK3aMeHY)
(bopmuposanue kommnereniwu [1K-3, uaaukaropsr UITK-3.1, UTIK-3.2, UTIK-3.3)
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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

IIpumepHBIe BONPOCHI K IK3aMEHY
OTanbl JOKYMEHTUPOBAHUS MPOU3BOACTBEHHO - XO3SMICTBEHHOU JAESATEILHOCTH.
TexHOIOTHS TOKYMEHTAIMOHHOTO 00SCTICUCHUs yIIPaBICHHUS.
[Topsimok cocTaBieHus U OPOPMIICHUS PACIOPSAUTEIBHON JOKYMEHTAIIHH.
Crnyx0a TOKyMEHTAIIMOHHOTO 0OecreueHus yrpasiieHus. TpeOoBaHUs K OpraHu3aluy CUCTEMBI
JIOKYMEHTO000pOoTA.
TpeboBanust K GOPMUPOBAHUIO JIE]T B AETOMPOU3BOJICTBE.
[Topsimok BBeZeHMsI B IEHCTBUE MPAaBUII BHYTPEHHETO TPYI0BOTO paCHOPSAKa.
JIoKyMeHTHPOBaHKE MO JOTOBOPHO-TIPABOBBIM OTHOIICHUSAM SKOHOMHUYECKOM 1A TEIbHOCTH.
[ToaroroBKa JOKYMEHTOB K C/Ia4Ye B apXWB.
Knaccudukanms peksuszutos 1o 'OCTY P 7.0.97-2016 «Cucrema crannapToB 1o HH()OpMAIIUH,
OnOIMOTEeYHOMY U M3AaTeNbcKOMY Aeny. OpraHn3alMOHHO-PACTIOPSIUTEIbHAS JOKYMEHTAIUS.

. Pa3BuTHE 371€KTPOHHOI0 TOKYyMEHTO000pOTa B OPraHU3aLHH.
11.
12.
13.
14.

[TmanoBO-OTYETHAS TOKYMEHTAIIUS.
ABTOMaTH3aIMs JEIONPOU3BOICTBA.
Cayx0a KOHTPOJISI BEACHHUS KaJpOBOW JOKYMEHTAIIMH Ha MPEIIPUITHH.
[ToHATHSA O TOKyMEHTaX, crioco0ax JOKYMEHTHPOBAHU, HOCUTENAX HH(pOpMalUU U QyHKIMIX
JOKYMEHTA.
IIpaBuna opopmiieHHs U BbIJa4d KOMUHA JTOKYMEHTOB.
Opranu3anus orepaTuBHOTO XPaHEHUS TOKYMEHTOB.
DKcrepTu3a HeHHOCTH TI0KYMEHTOB.
[IpaBuna cocraBieHus: 1 0OPMIICHUSI HOMEHKJIATYPHI JIe.
[Tpu3Haku knaccuukauyu HOMEHKIIATYPBI €.
Kpurepun onieHKH JOKYMEHTOB.
CucteMbl TOKYMEHTALUH 110 INYHOMY COCTaBY.
OcoOeHHOCTH OOPMIIEHHSI TNYHBIX JOKYMEHTOB.
Cuctemsl 1 (OpMBI JOKYMEHTOB.
OCHOBHBIE TIOTOKH JJOKYMEHTAI[HH.
CayxeOHble 3anicku. TpeboBaHUs K 0()OPMIIEHUIO.
OCHOBBI 3aKOHOAATENBCTBA 110 APXUBHOMY JIEITy.
CocraBienue 1 opopMIIEHHE CITYKEOHBIX ITUCEM.
PexuMb1 XpaHeHHs TOKYMEHTOB.
Omnuce aena. [IpaBuna popMupoBaHre JOKYMEHTOB Ha apXMBHOE XpaHEHHE.
Poib 1oKyMEHTAIIMOHHOTO 00ECIeUeHHs YIIPABICHHUS B COBPEMEHHOW OpTraHU3aIiH.
OCHOBHbBIE XapaKTEePHbIE YEPThl OPraHNU3aALMOHHO-TIPABOBON JOKYMEHTAIUH.
PernmamenTanus TOKyMEHTaIMOHHOTO 00eCTIeUeHHs! YIIPaBIICHHUS.
CoctaB 1 opopmiIeHHE PACTIOPAAUTEIBHON JOKYMEHTAIUH.
TexHomorust padoOTHI ¢ KOH(PpUICHIINATBHBIMHA JOKYMEHTAMH.
CocraBienue 1 opopMIIeHHE aKTOB
Odopmurenbckre pekBU3UTHL. COCTaB PEKBU3UTOB JOKYMEHTOB.
CrpykTrypa odopMIIeHUS TOTKHOCTHBIX HHCTPYKLUH.
Opraau3anys KOHTPOJISI NCTIOJTHEHHUS IOKYMEHTOB.
CocraBnenue 1 opopmiIeHHE TPOTOKOIIA.
[Mopsimok cocraBieHus: ¥ OQOPMIICHHSI TAOJIUI] U PUCYHKOB B HAYYHO-HCCIIEIOBATEIHCKOM
OTYeTe.
Opranuzanus paboThl ¢ TOKyMEHTaMH.
[IpaBuina opopmiIeHHS TPUITOKESHHHA.
[TonsaTne 0 noxkymeHTo000poTe. DOPMBI perucTpay JOKYMEHTOB.
Cocrasnenue 1 opopmiIeHHE JOTOBOPOB.
dnaroBoe 1 NPOJOIbHOE PACIIOIOKEHUE PEKBU3UTOB.
VYupenuTenbHble JOKYMEHTBI OPTaHU3aIIH.
OreHKa 3HaYMMOCTH JOKYMEHTOB U CPOKHU MX XPaHEHHUS.
TpeboBanust, npeabaBIsieMbIe K TEKCTaM JOKYMEHTOB.

CocTaB opranu3alnoHHO- TPABOBBIX JOKYMEHTOB.
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50.

51
52

53.
54.

55
56

57.
58.
59.
60.
61.

62.
63.

®opMsbl peructpanuu J0KyMeHTOB. [lopsaaok perucrpanuu.
. TexHonorus paboTHI C KaIPOBOW JOKYMEHTAITUCH.
. CocTaB ¥ CTpyKTypa HITaTHOTO PAaCHHCaHUsI.
CoctaB nH(pOPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB.
Oco0EHHOCTH MOJIO0KEHUS O CTPYKTYPHOM MOIpa3IeIeHUH OpraHN3alliu.
. bnanku u popmartsl TOKyMEHTOB.
. 3a7a4n ¥ MyTH BHEAPEHHS aBTOMATH3MPOBAHHOM CHCTEMBI JOKYMEHTALIMOHHOTO 00ECTIeYeHHUS
yIOpaBiIeHUs

OcHOBHBIE KJIACCHI THPAXKHO - 3aKa3HBIX aBTOMATHU3WPOBAHHBIX CHUCTEM JOKYMEHTAIIIOHHOTO
oOecrnieueHusl yIpaBieHUs
OKCIUTyaTalluOHHbIE XapaKTEPUCTUKU aBTOMATHU3MPOBAHHOW CHCTEMBI JTOKYMEHTALMOHHOIO
oOecrnieueHusl yIpaBieHUs
TexHonoruu MporpaMMHON peain3aluud aBTOMAaTH3WPOBAHHON CHUCTEMBbI IOKYMEHTALMOHHOTO
oOecrieueHusl yIpaBieHUs

Kputepun anHanm3za aBTOMATH3UPOBAHHOM CHCTEMbI JOKYMEHTAI[MOHHOTO 0OOecredeHus
yIpaBJICHUS

Cocrasnenue u opopmiieHHE MPUKA30B 110 OCHOBHOM JESTEIILHOCTH.

OcoOeHHOCTH BBIOOpPA CUCTEMBI aBTOMATHU3AIINH.

CrpaTteruu BHEAPEHHUS aBTOMATHU3WPOBAHHON CHCTEMBI JOKYMEHTAIIMOHHOTO oOOecreyeHus
yIpaBJICHUSI.
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